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Getting Started 
What are SIM Dojo and Market Dojo? 

Market Dojo is an interactive platform designed to help suppliers (Participants) and buyers             
(Hosts) work more effectively together. Our supplier onboarding module, SIM Dojo, allows            
buyers and procurement professionals to vet and onboard suppliers smoothly, by gaining all             
of the important information they need in order to work with your business. The tool is                
intended to be simple and easy to use and should hopefully ensure that new supply               
relationships get off to the best start! 
 

Will signing up for a Market Dojo account cost me anything? 

No, Market Dojo is entirely free for suppliers. 
 

How do I create an account? 

You can create an account by clicking on the link in your event invitation email. If for any                  
reason you have not received the email or the link does not work, you can visit                
www.marketdojo.com/signup to complete sign up. 
 

What are the password credentials? 

Market Dojo take security seriously. In order to ensure that security requirements are met,              
everyone registering with the tool must meet the below password credentials: 
 

● Contains at least 10 characters 
● Contains at least 1 number 
● Contains at least 1 upper and 1 lower case letter 
● Contains at least 1 special character. 

Updating your Details 
I have forgotten my password, how do I reset it? 

If you have forgotten your password please visit www.marketdojo.com/forgot_password to          
receive a password reset email. If you are still experiencing any difficulties please contact              
Market Dojo directly. 
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How can I change my details? 

Once you have created your account you can change your details via your profile section (to                
visit your profile please click on the small drop down icon next to your name in the top right                   
hand corner). You can change all your details here but NOT your email address. 

 
If you need to change your email address on your account please email Market Dojo support                
at support@marketdojo.com with your request to change the email address. 

Onboarding Event Invitations 
How do I accept an invitation? 

You can accept your invitation by clicking on the green link in the invitation email or by                 
visiting https://secure.marketdojo.com/events/invitations (see below). 
 
 

 
Figure 3.1 - Accepting onboarding invitation 
 
Once you have accessed Market Dojo either by logging in to an existing account or after                
setting up a new account, you will be brought to your event invitation page (see below). Use                 
the drop down to accept the invitation.  
 

 
Figure 3.2 - Accepting onboarding invitation 
 
 

Can I forward the invitation email to a colleague? 

Yes you can forward the invitation internally, however the link in the email is a ‘One click’                 
only link. If you have already clicked on this link prior to forwarding to a colleague please                 
contact the host of the event to change the email address associated with your company               
account. 
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Completing Onboarding 
How do I find out the details of the onboarding event? 

All the information in relation to completing the questionnaires can be found on the overview               
tab. The overview tab is accessible at all times (see below). 
 
It is essential that you read the onboarding overview carefully as this will include important               
information about what is required from you. 
 

 
 
Figure 3.3 - The onboarding event overview 
 

Why do I need to complete this? 

If you have read the overview section, including the brief written by your host, and are still                 
unsure of why you have been asked to complete this onboarding process, please contact the               
host of the event as soon as possible. 
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I can’t answer all the questions I’ve been asked to complete, can I             
give a colleague access to the questionnaires? 

Yes it is possible for more than one member of your organisation to have access to an                 
onboarding event. If you wish for a colleague or colleagues to add to your questionnaire               
responses, please contact the host of the event via the messages tab directly.  
 

How do I complete the questionnaire? 

The questionnaires you have been asked to complete will be shown on the top bar (see                
below for an example). 
 

 
 
Figure 3.4 - The onboarding event overview 
 
A red ‘x’ indicates that the questionnaire hasn’t yet been submitted. Once you submit this the                
red ‘x’ will change to a green tick. 
 
Clicking on each questionnaire tab will show you the questions you need to complete. In the                
top right hand side of the page you will see a ‘Progress Bar’ which will show you by                  
percentage how much you have completed. 
 
We appreciate sometimes you may not have the time to complete your questionnaire and/or              
require further information therefore at the bottom of your questionnaire there is a ‘Save              
Progress’ button which will save your questionnaire and you can come back to your              
questionnaire to complete at another time (see below). 
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Figure 3.5- The onboarding event overview 
 
Once you have completed your questionnaire a pop up box will appear advising you that               
your questionnaire is ready to submit (see below). 
 

 
Figure 3.6 - The onboarding event overview 
 
Or you can click on the ‘Submit Answers’ button at the bottom of the questionnaire (see                
below). 
 

 
Figure 3.7 - The onboarding event overview 
 

How can I change the questionnaire once I have submitted? 

You will need to send a message to the host of the event to allow you to resubmit your                   
questionnaire. 
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Documents 
How do I download documents? 

All documents will be shown in the Documents tab. This includes documents that your Host               
has made available, as well as anything that you have uploaded in response to a question                
(see below). 
 

 
Figure 4.1 - The onboarding event overview 
 
Please note that not all documents uploaded by the Host may be applicable to yourself. We                
recommend that you do not download and complete all documents unless you are asked to. 
 
You can also see on the right hand side of the documents tab which documents you have                 
and have not downloaded. This means that if the Host uploads a new document you can see                 
whether or not you have downloaded it before. 
 

How can I delete documents I have uploaded? 

If you upload a document in error and have submitted your questionnaire you will be unable                
to delete it yourself. If you need to delete a  document, please contact the host of your event. 
 

Will I be notified when my documents expire? 

When uploading documents, for example Insurance documents, as part of the ongoing            
management of suppliers you may be required to state an expiry date. When these              
documents are due to expire you will be required to upload up-to-date documents.  
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You will receive an email before your documents expire to give you an opportunity to update                
them. After the expiry date you will receive regular emails from Market Dojo until your               
documents are renewed. This email will let you know which document has expired and the               
date of expiry. 

Contact 
 

How can I send a message to the host? 

The messages tab is a great way to ask questions about the onboarding process by               
communicating directly with the host. When you send a message it will be stored in the                
messages tab and you can come back to it at any point if needed.You will see the response                  
from the host here (and you will also receive an email notification to let you know that they                  
have replied). 
 
To send a message, click on ‘send new message’ (see below). 
 

 
 
Figure 5.1 - The onboarding event overview 
 
This will then bring up a pop out box where you can add your message and send. 
 

 
 
Figure 1.2 - The onboarding event overview 
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Who do I contact if I am experiencing any technical difficulties? 

If you are experiencing any technical difficulties with the tool please contact Market Dojo              
directly via email to support@marketdojo.com or call +44 (0) 117 456 6813 or by using the                
live chat option through the Help Dojo Portal (see below). 

Figure 5.3 - Market Dojo Live Chat 
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