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Registration & 
Administration



Registration on Xtanio
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Steps to register on Xtanio

Set a new password2

3
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Click on link in invitation mail1

Logon with email address and new password

Now you are in and can manage your 
company profile (next slide)
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Manage company profile

Notes on company profile administration
▪ Company meta data shown in header section is taken from head quarter location, edit there
▪ For deleting a company location, please contact Xtanio support via contact form

Company general information

Company name & logo

2

3

4 Company locations

Useradministration

Move to company profile1

7

Add company new location5

Edit company new location6

8 Provide your documents (e.g., ISO 9001)

9 Contact form to contact Xtanio support

Managing the company profile



User Management

1 Add new user of company
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2 Edit User (change role, change other information, set inactive)

Roles of users
▪ Company user: is allowed to manage documents
▪ Company administrator: is allowed to manage company profile and users
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Reset password for user

▪ Role can be company administrator or company user
▪ By adding a new user, the new user gets an invitation email to set a password 

and can afterwards logon to the platform

▪ Inactive users cannot logon anymore
▪ Deleted users cannot be reactivated

▪ By resetting the password for a user, the user gets an email to set a new password
▪ User can logon again after setting a new password

Managing users



Providing 
documents 
process overview



Process flow document management (supplier side)

Certificate requested (action in inbox)

Type of request Customer specific request(e.g., LSA, CoC)

▪ Fill out  document 
▪ Sign document
▪ Contact requestor to sign document*
▪ Upload double signed document

Provide document

Download template Contact requestor for template*

Template available?
Quality certificate (e.g., ISO 9001)

▪ Contact requestor for clearance*
▪ Reject document

Reject request

Certified?

▪ Upload document
▪ Provide document meta data
▪ Provide certified company locations

Provide document

Certificate request

Back-office approval

Document rejected

Document rejected

no

no

Rejected
?Ok? Upload  correct document

Document in 
back-office approval

Back-office approval

Document approved

Document provided

Document provided



Providing 
documents

in more details



Inbox – Todos and Notifications

Requested documents by customer

Uploaded but rejected documents by Xtanio backofffice

Soon expiring documents – new version to be provided

Document requests - action details

Actions (Todos) Notifications (information)

Upload a document

Download doc. template if available (e.g. Code of Conduct)

Reject document with reason (e.g. not certified)
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Keep track about requests & updates via notifications

Rejected document requests stay open until customer 
accepts reject – meanwhile uploading a document 
stays possible (e.g. in case of misunderstandings)
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Uploading a document
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Upload the appropriate document

▪ Either click and select or use drag and 
drop to the document

Upload screen for certificates (e.g. ISO9001)
Upload screen for document forms (eg CoC)

▪ Download template via link
▪ Fill out template sign it
▪ Send it via mail for signature to 

your customer contact
▪ Upload double signed document
▪ If no template is available, contact your 

customer contact for providing it

3 Document is parsed by platform
▪ Can take some seconds, optionally click 

“proceed” to manually move to next step

Provide document meta data

▪ Meta data depends on document type
▪ Provide valid company locations

Upload finished

▪ Document is automatically approved
or in Back-office approval for manual  checks

▪ Back-office rejections appear in action tab
▪ Check for reason and upload new version



Rejecting a document

If you can not provide a document for whatever 
reason, inform your customer contact 
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2 Reject it via platform

▪ Provide reason for rejection
▪ Rejected documents stay read in requested action until

customer accepts rejection



Providing new version of a document

Provide a new version of a document if 
▪ you have a new version (e.g., recertification, new company locations included)
▪ you get reminded by the platform that current version will expire / is not valid any more
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2 Move to company profile1

Add a new document version2

▪ Also possible via dashboard



Activly provide company certificates

2

Add the document2

1

Move to company profile1

Publish activly a document  / a certification
▪ If customer needs it, it is automatically provided by the platform



Dashboard

Overall status

Filtered status
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3 Filter options

4 Uploading new document version, download a document

The dashboard shows your compliance state
▪ Thus, it allows you uploading new document versions
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Yointly successful!
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