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CAVI 
Cemex Aliance Vendor Integration

How to register via PROXY for: 

“Former Manual Payments UK” 
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In this module you will learn 
How to register a vendor by PROXY for:

 Former manual payments done in UK*

*This process applies for payments that were previously done manually 
through former Treasury Tool WSS in UK.
(i.e. third party suppliers for payment concepts including; settlement 
agreements, death in service payments, police, doctors, debt collecting 
agencies, bailiffs, properties/land)
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THIS MODULE INCLUDES THE FOLLOWING TOPICS:

• Entering to CAVI Platform

• General Business Information

• Adding Company Code

• Business Address

• Country Specific Tax Information

• Banking Details

• Document Upload

• Review and Submit

• Notification

CONTENT
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ENTERING TO CAVI PLATFORM

1. Click on the link :
https://cemex.apexportal.net/saml/sso.aspx
to access the supplier registration portal.

Cemex user have no need to enter their 
credentials in CAVI, as access is with Single 
Sign ON (SSO) function which lets you 
access directly. 
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NAVIGATING IN CAVI
Selecting Proxy Creation 

1. Once you enter CAVI, you’ll see a 
couple of options displayed on your 
screen, please select the “CREATE 
SUPPLIER BY PROXY” option.

Note: In case this option is not 
displayed for you by default, please 
ask for Proxy access to:

pedroadrian.gonzalezsalinas@cemex.com

or

luiscarlos.elizondo@cemex.com



Copyright © 2023 Cemex Innovation Holding Ltd., Switzerland. All rights reserved. 6

General Business Information
Company Information

1. Select vendor’s Country. 

2. Enter Supplier´s Full Name.

3. Enter the Business Name with 
which it operates.

4. Include Business Reason, which 
is a brief explanation on why 
vendor is being onboarded. 

5. Select the correct option for this 
mandatory field. (Normally this 
option will be set to ‘NO’) 

NOTE: All boxes that have a red-star 

mark ( * ) are mandatory.  

1
2
3
4

5
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Company Information

> Click on the “Add New 
Company Code” button.

It will open a box where you’ll 
need to fill-in the required 
information. 
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Company Information

Then, fill in all the combo 
boxes. 

Note:

• Cemex Region: Is the SAP 
instance, always select SRP 
for Europe.

• Purchasing Organization: 
Select according to the 
country where the vendor will 
be operating. (GBPO for UK)

• Payment Terms: Leave 
default payment term in this 
field 90 days, Master data 
team will update to 
Immediate payment term 
afterwards in SAP for this 
type of payments.

Once finished, press OK to 
close window and continue.
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Company Information

Select the Type Of Company

Select in Region/Area: 

GES – VCoE P2P – P2P

Approver for this type of payments 
Alan Venning should be displayed, 
or you can click the “Edit” button to 
select him manually.

Note: For this type of payments 
you must select as approver Alan 
Venning.   

Alternatively, if Alan may be off, you 
can select Michael David Lynn as 
backup. Michael appears by 
selecting the Region/Area:

GES - VCoE R2R & OS - MFS

When finished, press the Next
button to continue the registration. 
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Business Address
Business Address

Click on Edit to enter the 
physical address 
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Business Address
Business Address

Enter Address details for 
mandatory fields (*), after that 
press OK, to close window and 
continue.
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Business Address

After completing address 
details, press Next to continue.
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Country Specific Tax Information

1. Select the Tax Reporting Country, 
(i.e. vendor’s country or origin)

2. Select the Business Entity Type 
from list (i.e.  Company, individual, 
charity, association etc.)

3. Click on Edit button, you must 
register at least one of the Tax 
Identification Numbers.

4. On pop-up window, Type Tax 
Id and then OK to close 
window.

5. Click Next to continue.

Note: In case vendor is not VAT 
applicable, select “Others” in the 
Business Entity Type field, CAVI 
should let you continue without 
including the TAX id’s.  

2

3

1

4
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Banking Details
Adding Bank Information

1. Select the Add Bank Account 
button, CAVI will open a pop-
up window to input banking 
details.

1
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Banking Details
Adding Bank Information

1. Fill in the IBAN No field, after 
that CAVI will automatically 
populate some other fields.

2. Click OK, to close the window.

Mandatory fields marked with (*) 
must be fill in to continue.
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Banking Details
Adding Bank Information

1. If you need to correct any 
banking details, you can 
click on the Delete button, 

2. Then Add Bank Account
button again to enter bank 
details correctly.

3. When done click Next, to 
continue. 1

2

3
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General Business Information
Supplier Contact Information

1. Select Edit button, CAVI 
will open a pop-up window 
to input contact details.

1
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General Business Information
Supplier Contact Information

1. Input all mandatory fields (*) 
related to supplier’s contact 
details.

2. Click on Update button

3. Click on Ok to close the 
window and continue.

1

2

3
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General Business Information
Supplier Contact Information

1. Click on Next to continue.

1



Copyright © 2023 Cemex Innovation Holding Ltd., Switzerland. All rights reserved. 20

Document Upload

1. Document Exception: You 
must select “YES”

2. Reason for the exemption: 
You must include this text: 
Former Manual Payment Vendor UK 

3. Include a document confirming
bank details. This could be a
form or invoice 
showing/confirming vendor’s 
banking details. Upload it in 
PDF format by clicking on the 
“Add new record” button. 

1

3

2
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Document Upload

1. Select from Document Type 
dropdown the type of 
document Bank Information.

2. Click the Select button, CAVI 
will open a window so you can 
select the file to upload. 

3. Select Upload File

Repeat previous steps as 
needed in case you may have 
more than one document to be 
uploaded.

Files must be in PDF format.

2

3

1
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Document Upload

1. Click Next to continue with 
registration.

1
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Review and Sumbit

1. Click Submit to send 
request to “Proxy Approver”, 
after his approval, then the 
request will go to Master Data 
Team for review.

1
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Notification

You will receive an email with the 
confirmation that the registration 
was submitted.

IMPORTANT: Master Data Team 
will identify these requests when 
field Reason for Exemption = 
Former Manual Payment vendor 
UK  

,and approval from Alan Venning is 
included in CAVI.

When previous conditions are met, 
the vendor creation request will 
have priority to be completed as 
soon as possible, before normal 
SLA.
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