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iDOT Manual: 

Supplier
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IDOT MANUAL:
SUPPLIER

Purpose of iDOT Manual

The manual simplifies Supplier onboarding and ensures users understand 

essential system components.

Role of Supplier

Supplier is requested to complete the Supplier onboarding along with All the 

associated Risk Assessments. iDOT Vendor Portal also allows the Supplier to 

request for Bank Details Update and Address Update

Professional Usage Guidelines

Emphasizes record accuracy, information validation, and adherence to 

compliance protocols.

Standardized Approach Benefits

Standardization across BU teams reduces miscommunication and improves 

operational efficiency.
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IDOT MANUAL:
SUPPLIER Supplier Onboarding 

Process Step

Description Digital Tool

1 Request Initiated 
An Otis colleague (Business Requestor) submits a request to add 

a supplier to the Otis purchasing systems. 
iDOT

2
Request Approved to 

Proceed 

An Otis Supply Chain Category Manager reviews and approves 

the request.

iDOT

3

Supplier Provides 

Information  

(You are here)

The supplier provides the initial foundational information.
iDOT

4 Information Reviewed Otis colleagues review the information.
iDOT

5
Supplier Provides 

Additional Information 

In some instances, Otis colleagues will need additional 

information regarding the supplier's cybersecurity &/or quality 

programs.

ProcessUnity

6
Additional Information 

Reviewed 
Otis colleagues review the additional information provided.

ProcessUnity

7
Supplier Provides 

Clarification 

In some instances, Otis colleagues will need clarification on the 

additional information provided by the supplier.  

ProcessUnity

8
Supplier Added to Otis 

purchase order systems 

After approval by the required Otis colleagues, the supplier will 

be added to Otis' purchase order processing systems.  

The supplier should not begin any work until an authorized 

purchase order has been issued.

Otis 

purchasing 

systems

9. Bank Account 

Verification 

Authorized Otis personnel may contact the supplier to confirm 

information regarding banking details and payment methods.

Email or 

phone

Otis looks forward to working with 

you! As part of our onboarding process, 

we utilize two digital tools, iDOT and 

ProcessUnity, to gain a better 

understanding of your company. 

On the righthand side is an overview of 

the process Otis uses to add suppliers 

to our purchase order and payment 

processing systems. 

 

Following, are instructions on how to 

use the iDOT system.

If you have questions or need assistance 

at any point during this process, you can 

contact the Vendor Onboarding & 

Maintenance Team at 

OtisSupplierDataAmericas@otis.com 

or your Otis representative.  
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LOGIN TO IDOT VENDOR PORTAL

Secure Login Process

User can login using  UserID and Password which are shared to Supplier via Email.

Requestor Instance URL: https://genpactotistest.service-now.com/vp?id=vp_login

Organizational Security Goals

Secure login supports supplier management by protecting sensitive data and aligning with compliance standards.
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PORTAL NAVIGATION

• Portal Layout and Structure

• The portal features top-level menus and an interface hierarchy to organize information and tools efficiently.

• Global Navigation Elements

• Key navigation components include home dashboard, quick action panels, search bar, and profile options for easy access.

• Best Navigation Practices

• Bookmarking pages, monitoring alerts, and reviewing requests help streamline onboarding and maintain consistency.
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1. Select My Requests to view all previously 

submitted requests and saved drafts.

2. Select My Tasks to view all pending tasks 

related to vendor onboarding or updates.

3. Select the Profile icon to update system 

settings and User Details

4. Select Risk and Compliance Checks to 

complete any pending Risk Assessment 

which is Crucial for supplier Onboarding and 

Update.

5. Select Get Help to request for Address or 

Bank Information Update 

IDOT SUPPLIER PORTAL -  HOME SCREEN

1

2 3

1 4

5
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1. Select “Profile” to update your personal information, language 

preferences, time zone,

2. Select “Logout” to securely sign out of your account.

1

2

IDOT SUPPLIER PORTAL -  MY PROFILE
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1. Select My Requests in the top-left 

section of the screen to view all requests 

and drafts.

2. Select the Submitted Requests tab to 

view all submitted vendor requests. 

Each request displays the Request ID, 

Request Type, and Vendor Name.

3. Select the Drafts tab to view 

unsubmitted requests. Only requests 

saved as drafts will appear in this tab.

4. Use filters to display Open or Closed 

requests or use the Search function to 

locate specific requests.

2 3
4

1

IDOT SUPPLIER PORTAL -  MY REQUESTS
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1. Select the Upload Picture icon to add a 

profile picture to your account. (optional)

2. Select the Title field (below your account 

name) to add personal details.(optional)

3. Select fields from About Section to 

update First Name, Last Name, Phone 

Number, Email etc (optional)

3

21

IDOT SUPPLIER PORTAL -  MY PROFILE SETTINGS

Fields marked 1, 2, and 3 are non-mandatory. 

You may bypass these sections at your 

discretion.
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4. Select Language as per your 

preference: German, English, Spanish, 

France, Italian, Portuguese, Japanese, 

Chinese, Korean.

5. Select Change Password to reset your 

password at any point of time

5

4

IDOT SUPPLIER PORTAL -  MY PROFILE SETTINGS
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IDOT SUPPLIER PORTAL -  MY TASKS

1. Click on My Tasks: 

The Supplier is navigated to My Tasks 

Page where they are able to view all 

pending Forms/ Risk Assessment that 

are crucial to continue the process of 

Supplier onboarding/Update.

2. Supplier Onbaording Form:

The Supplier is requested to continue the 

form submitted by BU details like Bank 

Details, Address Verification, 

Sustainability Questions are answered by 

Supplier in this section.

3. Risk and Compliance Checks:

These are the risks assessments 

triggered to Supplier based on the 

services he intends to provide to OTIS, 

the Supplier is requested to answer all 

the Risk assessment with Honesty to 

avoid any delays during internal audit.
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Supplier Onboarding: 

Additional Supplier 

Information Questions
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Supplier Onboarding Information

Sections

• Acknowledgement of the OTIS Privacy Policy 

• Bank and Payment Information

• Addresses

• Company information

• Sustainability Information

The next few slides provide an 

overview of the initial supplier 

onboarding questionnaire.  

When you log in to iDOT, you will 

find additional help guidance by 

clicking on the question mark (?) 

next to each question.
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Supplier Onboarding Information

Sections

1. Privacy Acknowledgment: Review the OTIS Privacy 

Policy and select the acknowledgment checkbox to 

proceed.

2. Payment Information: Enter the payment instrument, 

tax ID, any additional tax IDs, currency code, and 

DUNS number if applicable.

3. Bank Information: Provide the banking details, 

including bank name, account number, IBAN, SWIFT 

code, bank transit number, and bank country code.
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Supplier Onboarding Information

iDOT allows the supplier to capture the following 

Supplier Address:

1. Vendor Address: Enter the vendor’s country, 

state, city, postal code, and full address; 

include additional address lines and county 

code if required.

2. Remit To Address: The address where the 

supplier would like to receive OTIS Invoice

3. Manufacturing Address: If your company 

manufactures parts or components for Otis 

that are used in the elevator, escalator, moving 

walkway, or similar, please provide the address 

for each location where these goods for Otis 

are produced, assembled, or processed. For 

each location, provide the full address 

including street name, building number, city, 

state/province, postal code, and country. If 

multiple locations exist, please list each one 

separately.  If you have locations that are not 

used for Otis goods content, please do not 

include them.
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Supplier Onboarding Information

Sections: 

1. Additional Supplier Company Information: 

Provide company formation jurisdiction, 

confirm stock-market status, and acknowledge 

the company’s good standing, licensing, and 

financial stability.

2. Sustainability Questions: Respond to 

sustainability-related questions, including 

greenhouse gas measurement, use of specific 

metals, natural vs. synthetic rubber usage, and 

the existence of responsible-sourcing policies.

3. Corporate Social Responsibility Score: The 

Supplier can select any CSR Certification from 

the Dropdown and attach the evidence of the 

rating.
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Supplier Onboarding Information
Sections: 

1. Save As Draft: This feature allows users to save the form with partial 

information. Once saved, the Supplier Onboarding Form can be resumed at 

any time by navigating to the My Request > Draft section. This ensures 

suppliers can complete the process at their own pace.

2. Submit Button: Once the user has successfully completed the supplier 

onboarding Form, the user can click Submit Button to submit information 

into System. Post Submission user would be redirected to the submitted 

form view.

1

2

3

3. Required Information: This Section helps the user 

understand and quickly navigate to fields which are 

mandatory are a response is required from supplier.
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Supplier Onboarding: Risk & 

Compliance Checks
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Risk & Compliance Questionnaires

The question sets you will see in the section 

titled “Risk & Compliance Checks” will vary 

based on the type of goods or services you 

will be providing to Otis.  The topics are 

related to Safety, Ethics, and Sustainability.

The following slides show an overview of all 

the question sets.  Please keep in mind these 

may not all be applicable to you.  
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Get Started with Risk Assessments

Once User selects any Risk 

Assessment the following page is 

displayed to the supplier where 

the supplier CAN PROCED to 

submit the risk assessments by 

clicking Get Started
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Code of Conduct

1. Code of Conduct: Expand and review the OTIS 

Supplier Code of Conduct in full before proceeding.

2. Acknowledgment: Confirm that you have read, 

understood, and agree to comply with the OTIS Code 

of Conduct.

3. Comments & Attachment: Enter any required 

comments and upload the signed Code of Conduct 

document where applicable.

1

2

3

At Otis, our Absolutes - Safety, Ethics, and Quality 
- define how we think, how we make decisions, 
and how we take action.  

Our suppliers are critical to our success. To 
provide superior Otis products and services in a 
responsible manner, we require you, our 
suppliers, and everyone you work with, to share 
our commitment to meeting these Absolutes. 

https://www.otis.com/en/us/our-company/ethics-compliance/otis-absolutes
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Sustainability Form
This Risk Assessments has two sections: One collecting information about Your Company and Your Suppliers.

Sections

1. Question 1 (No Child Labor): Review the child labor 

statement and indicate whether your company and its 

suppliers have policies or codes of conduct requiring 

compliance with this standard.

2. Question 2 (No Forced Labor): Review the forced labor 

statement and select whether your company and its 

suppliers maintain policies or authoritative documents 

that ensure adherence to this requirement.



© 2025 Copyright Genpact. All Rights Reserved.23

Sustainability Form

Sections

Question 3 (Safe Working Conditions): Review the 

statement on safe and healthy working conditions 

and confirm whether your company and its suppliers 

have documented policies mandating compliance.

Question 4 (Freedom of Association): Review the 

statement on worker rights to freely associate and 

bargain collectively and indicate whether your 

company and its suppliers have policies that require 

alignment with this principle.

Question 5 (Non-Discrimination): Review the 

statement on providing equal opportunity without 

discrimination and indicate whether your company 

and its suppliers have policies requiring compliance 

with this standard.

Question 6 (Living Wage & Equal Pay): Review the 

requirement to pay a living wage and ensure equal 

pay for equal work, then select whether your 

company and its suppliers maintain policies 

enforcing this practice.
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Sustainability Form

Sections

Question 7 (Reasonable Working Hours): Review the 

statement on maintaining reasonable work hours and 

confirm whether your company and its suppliers have 

documented policies that enforce compliance with this 

requirement.

Question 8 (No Confiscation of Documents): Review the 

restriction on withholding or confiscating worker identity or 

immigration documents and indicate whether your company 

and its suppliers have policies preventing this practice.

Question 9 (No Recruitment Fees): Review the prohibition 

on charging workers recruitment or related employment fees 

and select whether your company and its suppliers have 

policies that ensure compliance.

Question 10 (Workplace Grievance Mechanisms): Review 

the requirement for confidential grievance mechanisms and 

indicate whether your company and its suppliers have 

processes allowing workers to raise concerns anonymously.
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EH&S

The questions in this section help us understand more about your 

Environmental, Health, & Safety program and performance.
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CPM-17 GS- 110

This section shares the safety related fundamentals that Otis expects of its suppliers.
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CPM17 – Compliance Form

Sections

✓ Criteria: High / Field Vendors

1. Past or Current Relationship with OTIS: Describe any past or 

current business relationships with OTIS, including the period, 

location, primary contacts, and type of business performed; if 

none, indicate how your company became aware of OTIS.

2. Former or Current OTIS Employment: Indicate whether any 

individuals from your company were previously or are currently 

employed by OTIS, and provide their names, contact information, 

and relevant details if applicable.

3. Personal Relationships with OTIS Employees: Confirm whether 

any individuals from your company are related to current or 

former OTIS employees and—if applicable—provide names, 

contact details, and relationship details.

The CPM17 – Compliance Form survey, covered on the next few 

slides, helps Otis understand more about your organization and its 

anti-bribery and anti-corruption practices.
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CPM17 – Compliance Form

Sections

1. Anti-Bribery & Anti-Corruption Policy: Indicate whether your 

company has a written policy, code of conduct, or communication 

that requires compliance with anti-bribery, anti-corruption, and 

anti-trust laws.

2. Employee Training: Confirm whether your company provides 

training to employees on anti-corruption, anti-bribery, or anti-trust 

requirements.

3. Gifts & Hospitality Procedure: Indicate whether your company 

has internal procedures or guidelines governing gifts or benefits 

offered to customers, suppliers, government officials, architects, 

or similar intermediaries.
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CPM17 – Compliance Form

Sections

1. Charitable Contributions Procedure: Indicate whether your 

company has internal procedures or guidelines governing 

charitable contributions, including approval, record-keeping, and 

restrictions.

2. Charity Directed by External Parties: Confirm whether your 

company’s charitable contributions ever occur at the direction of 

customers, suppliers, government officials, architects, or similar 

intermediaries.

3. Improper Payments & Bribery Compliance: Confirm that your 

company understands it cannot make improper payments or 

bribes in any form if approved as a service vendor.

4. Ability to Operate Without Improper Payments: Indicate 

whether your company is confident it can perform services for 

OTIS without relying on improper payments, bribes, or benefits of 

any kind.

5. Licenses or Permits Suspended: Indicate whether any company 

licenses, permits, or authorizations have ever been suspended or 

revoked by a governmental authority.

6. Investigations of Key Individuals: Confirm whether your 

company, its owners, directors, key individuals, or employees 

have ever been subject to an investigation by law enforcement or 

government agencies.
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CPM17 – Compliance Form
Sections

1. Government Relationships: Indicate whether your company—or 

any of its owners, directors, key individuals, or employees—has 

any current or past connection with government officials or 

government entities, including family or business relationships, 

ownership interests, representation or consulting roles, 

compensation received, or any involvement that could create a 

government-related conflict of interest.

2. Customer Relationships: Indicate whether your company—or its 

employees—has any personal, ownership, representation, or 

consulting relationships with customers or potential customers, 

including situations where a customer could personally benefit, 

hold ownership in your company, or provide compensation related 

to current or upcoming projects.
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CPM17 – Compliance Form
Sections

1. Relationship with Customers: Indicate whether there is any 

relationship with a customer. If applicable, describe the nature of 

the relationship, the individuals involved, and how they would 

benefit from the relationship with OTIS.

2. Relationship with Government: Indicate whether there is any 

relationship with a government entity. If applicable, describe the 

nature of the relationship, the individuals involved, and how they 

would benefit from the relationship.
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CPM17 – Compliance Form

Sections

1. Government Official Personal Benefit: Indicate whether any 

government official could personally benefit in any way from your 

company conducting business with OTIS.

2. Government Official Interest in the Relationship: Confirm 

whether any government official may hold an interest or 

personally benefit from the business relationship between your 

company and OTIS

3. Other Relationships & Affiliations: Indicate whether acting as 

an OTIS service vendor would conflict with any existing third-

party contractual obligations and whether your company has had, 

or currently has, any business relationships with organizations 

that provide products or services competing with OTIS.

✓ Note: User responses might trigger an additional approval
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Engagement of Activities

Sections

1. Engagement of Activities: Indicate whether your company 

has ever been accused by employees or third parties of 

engaging in prohibited practices such as safety violations, 

wage withholding, unequal treatment, child or forced labor, 

environmental harm, or other human rights violations.

2. Comments: If you select Yes for any item, provide additional 

details or clarification in the comments field.

2

1

The Engagement of Activities survey, helps Otis understand more about 

your organization and your company’s expectations of its suppliers.
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Engagement of Activities

Sections

3. Supplier Engagement of Activities: Indicate whether you 

are aware of any suppliers engaging in prohibited practices 

such as safety violations, wage withholding, unequal 

treatment, child or forced labor, environmental harm, or other 

human rights violations.

4. Comments: If you select Yes for any item, provide additional 

details or clarification in the comments field.

4

3
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CPM17 – Additional Company Information

Sections

1. Company Details: Enter your company’s legal and operational 

information, including legal name, website, office phone, billing address, 

public trading status, and the company’s formation date and 

jurisdiction.

2. Compliance & Legal Status: Provide the company’s registered 

business scope, confirm good standing and valid licenses, indicate 

financial stability (not bankrupt or high risk), and list the legal 

representative or agency responsible for managing your company’s 

legal affairs.

2

1

This section helps Otis understand more about your organization.
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CPM17 – Additional Company Information
Sections

3. Senior Manager Relationship: Provide the name, title, email, and 

phone number of the OTIS Senior Manager responsible for the 

vendor relationship.

4. Ethics & Compliance: Confirm your company’s commitment to 

operating without improper payments or bribery and provide 

clarification if any statement in this section does not apply.

5. Company Owners: Enter the names, addresses, and ownership 

percentages of company owners and confirm that less than 50% of 

ownership is held by individuals from restricted regions.

4

3

5
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Existing Supplier: Update your name, 

address, or banking information
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Update Company Name, Address, or Banking Information

After your company information is added to Otis’ purchasing 

systems, your company will be assigned a Supplier Number.  You 

can find your Supplier Number on your Purchase Orders, or you 

can contact your Otis representative. 

Information you will need:  

• Otis assigned Supplier Number

• Government issued Tax ID/Company Registration Number

Sign in to iDOT Supplier Portal (instructions are provided earlier 

in this presentation) 

• If you don’t have a login ID, contact your Otis 

representative or OtisSupplierDataAmericas@otis.com.

URL: https://genpactotistest.service-

now.com/vp?id=vp_login
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Update Company Name, Address, or Banking Information

1

Sections

1. Get help: Click on the Get Help icon.
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Update Company Name, Address, or Banking Information

2

Sections

2. Supplier Bank Update Request or Supplier Address Change: Click 

on tile that aligns with the information you would like to update.  For this 

example, we’ll follow the Supplier Bank Update Request
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Update Company Name, Address, or Banking Information

Sections

3. Supplier ID with Otis: Enter the supplier 

ID assigned to you by Otis. If you aren’t 

sure, contact your Otis representative.

4. Tax ID/Company Registration : Enter 

your government issued tax ID or 

company registration number. 

5. Otis Entity Region : Select the region of 

the Otis entity that issues your purchase 

orders.  For instance, if you work with an 

Otis field office in the United State, you 

would select North America. 

6. Fetch Existing Details: Click on the 

check box next to Fetch Existing Details.  

This will take a minute to process – move 

to the next slide for next steps.

Your name will be here Your email will be here

3 4

5
6
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Update Company Name, Address, or Banking Information

Sections

7. Status: Wait until the 

status changes to 

Completed  

8. Bank information: If the 

information you provided 

directly matches the 

information in Otis’ systems, 

your banking information will 

be populated.  You can type 

over the existing information 

to reflect the update you 

would like to make.  

• If there is not a direct match, 

your information will not be 

populated.  You will need to 

contact 

OtisSupplierDataAmericas

@otis.com for assistance.  

7

Your information will be here Your information will be here

Your information will be here

Your information will be here Your information will be here

8

mailto:OtisSupplierDataAmericas@otis.com
mailto:OtisSupplierDataAmericas@otis.com
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Update Company Name, Address, or Banking Information

9. Sections

Attachments: To help ensure 

transparency and to maintain 

sound control practices, you'll 

need to attach evidence of the 

change from an independent 

third party.  For instance, 

an Official Bank Letter or Bank 

Statement. This cannot be a 

document created by your 

company. This helps Otis 

maintain the integrity and 

security of your financial 

information.

Your information will be here Your information will be here

Your information will be here

Your information will be here Your information will be here

9
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Update Company Name, Address, or Banking Information

10.Sections

Submit: Click on Submit.  Your request will be routed to Otis for processing.  

If you have any questions throughout the process, you can contact: 

OtisSupplierDataAmericas@otis.com  

10

mailto:OtisSupplierDataAmericas@otis.com
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Thank You
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