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              Overview 

Welcome to Ampol Procurement Portal! Please go through the following guide for registration, navigation to the portal 
& password reset. If you have further queries, please contact sourcingsupport@ampol.com.au or your business 
contact.  

Instructions  
A. Supplier’s Registration 

1. You should receive an email from noreply@jaggaer.com with the URL link, username and password. Click 
on the URL link. 

 
 

2. In the portal, you can proceed to enter your username and password and click Enter. 
 
Note: If you need assistance for business or system related, you can send an email to the respective email 
addresses as indicated in the portal under Help Desk Contact - as per below screenshot.  

 
 

mailto:sourcingsupport@ampol.com.au
mailto:noreply@jaggaer.com
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              3. Please read the End User Licence Agreement and click I agree followed by Next.  

 
 

4. System prompts you to change to a New Password. Enter your desired Password and click Submit.  
You will not receive this prompt if you have earlier changed your password.  

 
 

5. You are now in the Registration Data page. There are 4 sections to be completed. Click on Save & 
Continue after every section has been completed.  
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              Below are the questions you need to complete in Registration Data. 
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              6. Basic Profile Forms: 
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7. My Category Selection: Choose the main category, click on the expand arrow, tick on the box to select 
the category and click Confirm.  
 

 
 



 

Page 6 of 11 
Document updated on 02/03/2021 by Efni Effendi 
 

Standard Procedure:  
APP – Supplier’s Guide            
              
                        SP-APP-SG 
              8.  Once you have completed the registration, it will navigate you to the Registration Confirmation page. 

Now that your account has been activated, your business contact can proceed to invite you for sourcing 
activities. 
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              B. Navigating Ampol Procurement Portal 
1. When you log in to the portal, you will see your Main Dashboard. If you have been invited to a sourcing activity, 

the task shows up here based on the activity that you are involved in. You can click on the link to perform the 
task.  

 
 

2. You can also click on the Sourcing button to access your Projects, RFIs, RFQs or Auctions.  
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              3. In the My Organisation Menu, you can access your Registration Data if you need to make amendments.  

 

 
 
Click on the Edit button and you are able to amend all fields except ABN. If you need to amend the ABN, 
please contact sourcingsupport@ampol.com.au with the relevant documents.  

 
 

mailto:sourcingsupport@caltex.com.au
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              4.  On the same screen when you scroll down below is the Super User Details. You are automatically the super 

user of your organisation where you can make changes, add other users and even change the super user.  
 

 
 
If you need to change the Super User of your organisation, click on Change Super User and it will navigate 
you to the next screen.  
Type in the name and it will populate IF you have added the users. This will be covered on the next point.  

 
 

5. Moving on to User Management  Manage Users  Users. 
You can add other users in your organisation at this page.  
Click on Create on top of your right hand corner.  
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Enter all the mandatory details below and click Save. 
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              System notifies you that you have registered a new user and an email has been sent to the user with the login 

details. 
You can click on View User Rights to control what your newly added user can or cannot do.  

 
There are a few sections and you can click on the Edit button to modify.  

 
 

 

 


