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ACCESSING THE ITA WEBSITE AND THE VRP LINK

Click «Vendors Registration Procedure – VRP»

Go to the website
www.ice.it/en/markets/switzerland/berna
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https://www.ice.it/en/markets/switzerland/berna


ACCESSING THE ‘ BUSINESS VENDOR REGISTRATION’

Click «Business Vendor Registration»
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SWITCH LANGUAGE TO ENGLISH

You have been redirected to the Traspare page. 

Before proceeding, click on the Italian flag and 
switch to «English»
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WHERE TO SIGN UP

Scroll to the bottom of the page 
(which is now in English)

Click on «Sign up»
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CREATING YOUR ACCOUNT

You’ll be automatically redirected 
to this form.

Before filling it out, make sure to 
UNTICK «Italian citizenship»
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CREATING YOUR ACCOUNT

Fill out:
- Name
- Surname
- Email address
- Password (Create one)
- Retype created password
- Tax code or last four digits of   
Social Security Number
- Time zone
- Tick off «I’m not a robot»

After completing the form, click 
«Sign up»

Now that you’ve unticked «Italian 
citizenship», you should have a 
slightly different form.
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ACCOUNT ACTIVATION VIA EMAIL

You will then receive an email to activate your account (make sure to check your spam folder if you cannot find the 
email).

Click «Activate Account» and you will be redirected to a website.
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ACTIVATING YOUR BUSINESS ACCOUNT

You will be redirected to the Ice.Traspare website, at which 
point you will click on the «Economic Operator» button
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Before completing this form, make sure to UNTICK the two 
blue boxes marked «Based in Italy?» and «In Possession of VAT 
Identification Number?»
Then you can continue by filling out the required information.

ACTIVATING YOUR BUSINESS ACCOUNT
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Make sure to scroll all the way to the bottom of the page, 
filling out all required fields.

After reading the data processing information, tick off your 
consent and then hit confirm on the bottom right, which will 
trigger an email reply and bring you back to the home screen.

ACTIVATING YOUR BUSINESS ACCOUNT
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You’ll be redirected to the home page, where the «Economic 
Operator» window will be displayed with a red ribbon stating 
that the REM (Registered Electronic Mail) is under verification.

We will now leave this page and go to our email, where we will 
follow the final steps.

CONFIRMING YOUR BUSINESS ACCOUNT
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Though the first portion of the email is in Italian, the second portion is in English.
Please click the «Activate Account» link to be redirected to the website.

CONFIRMING YOUR BUSINESS ACCOUNT
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You will now be redirected to a new homepage on the Ice.Traspare 
website.
Click «Subscribe» on the Supplier Registration window.

SUPPLIER REGISTRATION
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Click «Complete your Registration»

SUPPLIER REGISTRATION
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Before filling out this registration, UNTICK the «Italian resident?» blue box.
This will give you different fields to complete, as seen in the next page of 
this presentation.

SUPPLIER REGISTRATION
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Complete the information of your residence including address, phone 
number and professional qualification.
Then, Save and Continue

SUPPLIER REGISTRATION
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Complete the information of your company’s general data

SUPPLIER REGISTRATION
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Scroll down to the bottom and fill out the Legal Headquarters of the 
company.

Then,  choose between Services and Supplies by ticking one of the 
boxes.

SUPPLIER REGISTRATION
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If you’re unsure whether your business handles a 
Service or a Supply, please tick the options one at a 
time to view all categories your business could fall 
under.

Select the category and speciality closest to your 
business’. Then, save and continue.

SUPPLIER REGISTRATION
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Add a pdf of your ID and your Company Registration Report. 
Make sure to add the expiration date of both documents under 
«Deadline».
Here you can also add any certifications you may have.
Save and continue.

SUPPLIER REGISTRATION
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Make sure all your information is correct, then scroll down to the 
bottom of the page.

SUPPLIER REGISTRATION
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Now that you’ve scrolled to the bottom of the page, tick your 
consent to the processing of personal data.

Then, click the green button to download the registration form. 
You will keep this tab open while you fill it out separately.

SUPPLIER REGISTRATION
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This is the form that you’ve downloaded 
from the website. It should have all the 
information that you provided.

Scroll down to the second and third page, 
where you will need to sign.

FORM DOWNLOAD
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Make sure to add place and date and then 
add your e-signature on both the second 
and third page of the form. 

To fill it out more easily, open the form 
using Adobe. 

Don’t forget to save the filled out form.

FORM DOWNLOAD
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Upload your completed form by pressing 
«Upload Form» and selecting the file from 
your computer.

Once uploaded, press «Confirm»

FORM UPLOAD
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Press «Confirm»

SUBMITTING SUPPLIER REGISTRATION
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You will automatically be redirected back to 
the home page. Here, you will see an orange 
ribbon on the Supplier Registration window.

It can take up to 24 hours for the registration 
to be approved.

COMPLETED
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You’ll receive a congratulations email (most likely in Italian) which 
states that your registration has been confirmed (confermata).
It will also provide a link to access your homepage faster.

If you haven’t received this email, wait up to 24 hours and make sure 
to double check your spam folder.

CONFIRMATION EMAIL
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To log back onto the Ice.Traspare website from your device, enter ice.traspare.com.

After making sure that the flag is turned to British instead of Italian, press the Login button and select «Company Access», at which 
point you can continue to log into your account by using your email address and password which you created in step #6

HOW TO LOG BACK IN
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THANK YOU 
FOR COMPLETING 
THE VENDOR REGISTRATION
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