
 

Contractors Report 
User Guide 

 
This guide explains how to submit a 

Contractor’s Report using 
www.supplierportal.biz 

It is written for all vendors. 
 

 

 

 

http://www.supplierportal.biz/


Step 1: Access the Contractor’s Report Page 

• Log into the portal. 
• Click 'Contractor’s Report' on the left-hand side menu. 

 

 



 

 

➢ Select your Customer, Company, and Type from the 
dropdowns. 

➢ Use the finder icon to select a Purchase Order. 
➢ Enter a description. 
➢ Invoice Number to be blank 
➢ Date to be inserted automatically final approval is done. 
➢ Enter quantities for the listed items.  

 

 

Step 2: Fill in the Report Details 



Step 3: Attach Supporting Documents 

 

 

 

 

 

 

 

- Go to the 
Attachments tab.

- Click 'Attach' to 
upload relevant 

documents.



Step 4: Submit the Report 

 

 
• Click 'Submit' to send the report. 

• It will go through approval at Mopani Copper 
Mines. 

 

Step 5: After Approval 

• You will get a notification via email and on the 
portal that the contractor’s report has been 
filed successfully. 

• You may now invoice. 

• Include the Contractor’s Report number (e.g., 
CTRREP000035) for quicker processing. 

 


