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Glossar
Term | Description
Supplier Portal / e-Supplier | The GRP portal for suppliers to access their tenders,
Portal/ i-Supplier and transactions with department
SME Sheikh Mohamed Bin Rashid’s Establishments.

A questionnaire addressed to suppliers to provide

Assessment .
response to it

A process involved in supplier registration that allows
Pre-Qualification to identify the supplier capability to deliver projects
and have business with departments.

A supplier that is registered with one or more

Existing Supplier government entity

An intention of an organization to be registered with
a government entity in the purpose of doing a lawful
business of value to the entity based on entities
request

Registration

An organization attempt to update its profile and

Renewal status with the government entity
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1 Introduction

This document represents a manual for suppliers who are dealing with various departments in Dubai

Government through e-Supplier Portal of GRP.

To login to the portal: isupplier.dubai.gov.ae

1.1 Whatis New in this Version

This version has the following changes:

1. Adding New section for registration and renewal.

1.2 How This Document is Organized?

The document is divided into different chapters and each chapter will represent a complete process /
Sub Process from the start till it ends. Some chapters will be having sub sections to mark a step or a

mile stone in the process

1.3 Intended Audience

This document is aimed for the supplier / vendors of Dubai government department that supports the

GRP supplier portal.
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2 Supplier Registration

Basic Information

1. Go through the terms and conditions by clicking on the link illustrated in the snapshot below. Submission of your registration request means

your organization’s approval on the terms and conditions.

2. Fill the details requested as below:
a.  Company's name (in English)
b.  Primary Contact mail address
c.  Primary Contact’s first and last name
d.  Primary Contact’s Phone Area Code
e.  Primary Contact's Phone Number

f. Primary Contact’s Phone extension (if applicable)

3. Click on the button “NEXT"

If you have received that your organization is already registered then kindly follow the steps through (Existing Supplier Registration Module)




iSupplier Portal

SMART DUBAI

Basic Information
Prospective Supplier Registration
* Indicates required field

Please enter your name as per your license

Company Details

1

®
Attachments

IBy submitting this registration request you agree to the terms & cona‘iﬁonsIStep 1of

rCornpany Details

Primary Contact Information

* Company Name

Please enter your contact details as you will receive notifications based on this data

* Primary email
First Name

* |ast Name
Phone Area Code
Phone Number

Phone Extension

ENDG Supplier

contact@endgsupplierae
First
Last Name

S -

116833489

4583}

Copyright (c) 2017, Smart Dubai Government. All rights reserved.
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Company Details

4. Set Company's Name in Arabic (Optional) and for overseas suppliers can ignore it.

5. Supplier User can optionally add Note to Buyer in case User needs to communicate any information to Registration Officer.

6. Create Address by clicking on the button “CREATE".

dogaa smart
@ ;':.l;‘}b—;fl ggeol iSupplier Portal

Basic Information Company Details Attachments

Prospective Supplier Registration: Additional Details Step2 of 3 m

Please enter all section details

Company Name ENDG Supplier

Alternate Supplier Name (Arabic) | Ajalzil - 3 dagSs 390 4

Note to Buyer  we are specialized in the government services and varies between many

thmgs{ 5
Address Book
B At least one entry is required.
~
~
Address Name Address Details Purpose Update Delete

No results found.

7.  The address page loads which should be filled as follows:
a. Enter the address Name (ie. H.Q. or Sales Office)
b.  Select the Country

c.  Enter address line (1)
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d. Makani URL (Only for Dubai Suppliers — Optional)

e. City Town

f.  Postal Code

g, Address Phone number and Mobile

h.  Address mail (if not applicable enter the contact’s mail)

8.  Once filled all the information click on the “APPLY" button

iSupplier Portal

Create Address CANCEL APPLY

* Indicates required field ﬁ

* Address Name Phone Area Code
Country  United Arab Emirates o * Mobile Number e
* Address Line 1 o Fax Area Code

Website URL Fax Number

* Email Address o

=

Makani Number
Makani URL

* City/Town/Locality

County
State/Region

Province

* Postal Code o

Copyright (c) 2017, Smart Dubai Government. All rights reserved.
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9. You will return to the Company Information Page, and to add another address repeat the steps from 6 to 8.
10. Scroll down the page.
11. In case you want to add more contacts click on “CREATE" button
Address Book
At least one entry is required.
Address Name Address Details Purpose Update Delete
HQ Al-Fahidi St., Dubai 90300 United Arab Emirates Payment, Purchasing V4 @
Contact Directory
At least one entry is required.
Last Name & Phone Email Requires User Account Update Delete

First Last Name 04-116833489-4583 contact@endgsupplierae v 7

Business Classifications

Please select at least 1 Activity and 1 Type.

12. The page loads and enter the following details for the contact:
a. Title
b.  First Name
c.  Last Name
d. Title
e. E-mail
f. Phone contact (multiple fields).

g Check if you want that contact to has system access (mai/ will be mandatory if checked).
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13. Click on apply when done, to add more repeat the previous steps from 11-12

dogaa smart
%—'J dubal iSupplier Portal

disall gov

Create Contact CANCEL APPLY

* Indicates required field

Contact Title  Mr. o f Phone Area Code 04 A

First Name  Second Phone Number 5466684
Middle Name Phone Extension 312
* LastName Contact ° Alternate Phone Area Code °

Alternate Name Alternate Phone Number

* JobTitle  Customer Relation Rep. o Fax Area Code

Department Fax Number
Contact Email = second@endgsupplier.com 6 o

URL

Supplier User Account

LI Create User Account For The Contact e

Copyright (c) 2017, Smart Dubai Government. All rights reserved.

14. Scroll down the page till the Business Classification section, you must select at least one activity and one type.

15. For each type enter the license number, Authority, and Expiry Date.
a. System performs a validity check for Dubai Suppliers to verify the license number

b.  Sheikh Mohamed Establishment Companies should select also another type.
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Business Classifications

Please select at least 1 Activity and 1 Type.
He
Classification Applicable  Minority Type License Number Licensing Authority License Expiry Date
Activity - Consultant or Contractor O
Activity - Goods & Items O
Activity - Service Provider O
Type - Dubai Based Supplier (DED) O
Type - Dubai Free Zone Supplier O
Type - Free Zone Supplier Except Dubai (]
Type - Overseas Supplier O
Type - Sheikh Mohammed Est.(SME) O
Type - UAE Supplier (Non Dubai Based) O

#@TIP Date format example: 13.06.2017

Products and Services

TP Select product and services related to the supplier from DED license / License provider

At least one entry is required.

&

Code Products and Services Delete

No results found.
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16. Add the product and services your organization is specialized in by clicking on the button “CREATE'.

Business Classifications

Please select at least 1 Activity and 1 Type.

He=

Classification Applicable  Minority Type License Number Licensing Authority License Expiry Date

Activity - Consultant or Contractor (]
Activity - Goods & Items ]
Activity - Service Provider O
Type - Dubai Based Supplier (DED) m}
Type - Dubai Free Zone Supplier m}
Type - Free Zone Supplier Except Dubai O
Type - Overseas Supplier m}
Type - Sheikh Mohammed Est.(SME) [}
Type - UAE Supplier (Non Dubai Based) m}

@TIP Date format example: 13.06.2017

Products and Services

#@TIP Select product and services related to the supplier from DED license / License provider
At least one entry is required.

~

Code Products and Services Delete

No results found.
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17. The product and services page loads, select the “Search for specific Product and Services’ option
a.  You can search for the option through putting the partial value of categories you are working on.
b.  In case of multiple records keep scrolling down till you find the page

c.  Select the categories by clicking on the checkbox Applicable

Add Products and Services: : (ENDG Supplier)

(O Browse All Products & Services

|© Seach for Specific Code and Prod@
To Search for existing (Product / Services) write description between "%..%" for e.g. "%abc’%"

Search

Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive.

Code

Description
H e Rows 1 to 30
Code Description Applicable
50011 AV Projection Equipment O -
50010 AV Projection Equipment Spares O
50010-005 AV Projection Equipment Spares-Camera O
50010-010 AV Projection Equipment Spares-Dictation System O
50010-999 AV Projection Equipment Spares-Misc. AV Projection Equipment O
50010-015 AV Projection Equipment Spares-Projector O
50010-020 AV Projection Equipment Spares-Public Adress System O
50010-025 AV Projection Equipment Spares-Television O
50011-005 AV Projection Equipment-Camera O
50011-010 AV Projection Equipment-Dictation System O

Supplier User Guide, Version 3.0 Page 14 of 58 Public
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Add Products and Services: : (ENDG Supplier)

O Browse All Products & Services
@ Seach for Specific Code and Product
To Search for existing (Product / Services) write description between "%

“foabc%™

Search

Please enter your search criteria and select the "Go” button to see the results. Note that the search is not case sensitive.

Code

Description  96contract% ‘
H=
Code Description
04030-020 Banquet and Catering Services-Supply Contracts - Refreshments and Snacks
55030-035 Cardiac Instruments-Contractor
04067 Contracting
04067-005 Contracting-Building Contracting
04067-010 Contracting-Landscaping Works

CANCEL

\

Applicable

Copyright (c) 2017, Smart Dubai Government. All rights reserved.

(" Products and Services B
@TIP Select product and services related to the supplier from DED license / License provider
At least one entry is required.
"
Code Products and Services Delete
55030-035 Cardiac Instruments-Contractor m
04067 Contracting m
04067-005 Contracting-Building Contracting ]
04067-010 Contracting-Landscaping Works 7l
. vy
Banking Details
At least one entry is required.
e
Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number Update Remove

No results found.
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19. Adding more by repeating the previous step and once completed, scroll down the page till the end so you can enter the banking details of your organization

(at least one bank entry is mandatory). To Create a Bank Account Click on the button Create

Products and Services

ZTIP Select product and services related to the supplier from DED license / License provider

At |east one entry is required.

Code Products and Services Delete
55030-035 Cardiac Instruments-Contractor m
04067 Contracting m
04067-005 Contracting-Building Contracting ]
04067-010 Contracting-Landscaping Works m

Banking Details
At |east one entry is required.

Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number Update Remove

No results found.

20. The bank details page loads, and you need to enter the following details
a.  Select the Country and if the account is used for foreign payment.
b.  Select the Bank Name
c.  Select Branch Name of the bank
d.  Enter account Number
e. Enter Account Name

f. In some banks (like in Germany) enter the Check Digits (for more information kindly review your bank)
g.  Enter the IBAN

h.  After completion Click on Apply

Supplier User Guide, Version 3.0 Page 16 of 58 Public
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Add Products and Services: : (ENDG Supplier) >

Create Bank Account

* Indicates required field

Please contact Finance Department if your bank / branch is net available in the list.
EA AR s pald Ll B R agag pa Alla B AL B Y1 g Jal ) pla s

* Country  United Arab Emirates °
[] Account is used for foreign payments

Account definition must include bank and branch information.

Bank Branch
New Bank New Branch
Existing Bank Existing Branch
Bank Name  Dubai Islamic Bank Q ° Branch Name  Bur Dubai Q °
Bank Number Branch Number

) Show Bank Details BIC

BranchType ABA |

¥ Show Branch Details
Bank Account

Account Number  1234567890123456 * AccountName  ENDG Supplier °

Check Digits ° Currency

* IBAN  AE0703312345678901234

¥ Show Account Details

Comments

Note to Buyer

21. You can add more accounts by repeating steps 19-20.

22. You will return to the page of the registration, verify all the information and then click NEXT button

Supplier User Guide, Version 3.0 Page 17 of 58 Public
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Q\O?q—lbg &ng iSupplier Portal

LA gov
g ' U
Basic Information Company Details Attachments
Prospective Supplier Registration: Additional Details Clek e jou vant t esum the regieraon e, SNEFORLATR  BACK PR
© You il receive mall of the resume ink (primary contact)

Please enter all section details

Company Name ~ ENDG Supplier
Alternate Supplier Name (Arabic)  dojuail- 13 ot 90

Note to Buyer
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23. The attachment page loads and you can review the items required for review by the department when submitting the request. Prepare the items and click

Attachments

on add attachment.

a. If the items will take more than 30 minutes to get them ready click on the button Go Back through the button “BACK" the click on “SAVE
FOR LATER as illustrated in the previous snapshot.

iSupplier Portal

Basic Information Company Details Attachments

SUBMIT :Llol g Step3of3

Attachments

Attach the following documents to complete your request:

1. Trade License

2. Partners (Applicable for LL.C.)

3. Chamber Commerce Certificate

4. Introduction Letter from Bank / Bank Details including IBAN Number on Company's Letter.
5. Member Registration Gerlificate (Only for Sheikh Mohammed Est.)

6. Memorandum of Association. (Applicable for LL.C)

7. Makani Number (Applicable for Dubai Based Supplier ) + Location Map

8. Introduction Leiter Addressing to Head of Supplier relations management section_

9. Company Profile.

Read the complete list

Make sure you scan a clear copy of each document

Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

Copyright (c) 2017, Smart Dubai Government. All rights reserved.

24. Once you click a pop-up window will appear, and you can attach documents or set a text

a. Select Attachment Type (File, Text, URL...etc.)
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b.  Set the attachment Title
¢ Set attachment description

d.  Set the attachment (if other than file you can enter the text, and if it was a file, you can upload it)

e. Click on APPLY to add the attachment or click on “ADD ANOTHER” button

Add Attachment x
Attachment Type A
b Tide
C Description

Caregory Miscellaneous

Short Text

[anee. | | )

Supplier User Guide, Version 3.0 Page 20 of 58 Public
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Add Attachment x
& Confirmation

Attachment License Number has been added successfully but not committed; it would be
committed when you commit the rest of the current transaction.

Attachment Type File

Title Regi ion

Description Reg. Cert

Caregary Mlscellarn)us
Pl [C\Users\dsg256\Deckiop\s  Browse.

25. A Confirmation message will show, and click on CLOSE button

Add Attachment

Confirmation

ion has been added fully but not itted; it would be

committed when you commit the rest of the current transaction.

26. Click on Submit to submit your request for department’s approval for the profile

Supplier User Guide, Version 3.0 Page 21 of 58 Public
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@ 5] L ]
Basic Information Company Details Attachments

BACK [TCERNE]

iSupplier Portal

Attachments

Attach the following di ts to yourr t:

. Trade License

. Partners (Applicable for LL.C)

. Chamber Commerce Certificate

. Introduction Letter from Bank / Bank Details including IBAN Number on Company's Letter.
. Member Registration Certificate (Only for Sheikh Mohammed Est)

. Memorandum of Association. (Applicable for L.L.C.)

Makani Number (Applicable for Dubai Based Supplier ) + Location Map

. Introduction Letter Addressing to Head of Supplier relations management section.

. Company Profile.

©CO~NOUAWN =

Make sure you scan a clear copy of each document

ADD ATTACHMENT {]

Title & Type & Description 4 Category 4 Last Updated By & Last Updated Usage & Update Delete

Registeration File Reg. Cert Miscellaneous GUEST 15.06.2017 One-Time V4 7]
License Number Short Text License Number Miscellaneous GUEST 15.06.2017 One-Time V4 7]

opyright () 2017, Smart Dubai Government. All rights reserved.

27. You will receive a confirmation message

-
£ Confimaton

Thank you for registering your company. Your regstratian has been submitted for approval and you will be notfied of your registration status via email in due course,

28. Once profile is submitted you will receive an e-mail of confirmation to the primary contact registered.
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29. In some cases, a Pre-Qualification Assessment is required which is illustrated in the next chapter

3 Responding to Pre-Qualification Assessment

Accessing the Assessment

1. If the organization is required to go through an assessment, the primary contact registered in the previous chapter will receive an invitation

by mail to answer the assessment questions. To access the assessment, Click on the link in the mail.

2. Click on the button RESPOND

Supplier User Guide, Version 3.0 Page 23 of 58 Public
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Prospective Supplier Registration: Current Status

Thank you for registering with us. Here's the current status of your registration request.

Registration Details and Status

Company Name

Contact Information

Email
First Name
Last Name
Status History
H=
Date
14-JUN-201
14-JUN-201
14-JUN-201

Copyright (c) 2017, Smart Dubai Government. All rights reserved.

ENDG Supplier

contact@endgsupplier.ae

First

Last Name

Status

Supplier to Provide Details
Submitted

Draft

Status  Supplier to Provide Details

Phone Area Code 04
Phone Number 116833489

Phone Extension 4561

Note

3. Click on the button “NEXT"

Supplier User Guide, Version 3.0
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[ ]
Basic Information

Prospective Supplier Registration
* Indicates required field

Please enter your name as per your license

Company Details

* Company Name

Primary Contact Information

Please enter your contact details as you will receive notifications based on this data

* Primary email
First Name

* |ast Name
Phone Area Code
Phone Number

Phone Extension

(9] (=] &
Company Details Assessments Attachments

By submitting this registration request you agree to the terms & conditions.Step 1 of

ENDG Supplier

contact@endgsupplier.ae
First

Last Name

04

116833489

4561

Copyright (<) 2017, Smart Dubai Government. All rights reserved.

4. Click on the button “NEXT
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Basic Information Company Details Assessments Attachments

Prospective Supplier Registration: Additional Details Step 2 uf

Please enter all section details

Company Name ENDG Supplier

Alternate Supplier Name (Arabic)  &jalzil - 45 dagS> 3)90

Note to Buyer
Address Book
At least one entry is required.
xe
Address Name Address Details Purpose Update Delete
HQ Al-Fahidi St, Dubai 90300 United Arab Emirates Payment, Purchasing Vd w

5. Click on the Pencil button to update the Assessment

a. If there were multiple records in the Assessment Table, the first (on top) row represent the most recent one that you will need to answer

L/ S gov

(=] 9] [ ] (]
Basic Information Company Details Assessments Attachments
SAVE FOR LATER BACK Step 3 of &4

Pre-Qualification and Evaluation Assessment

~
He
Title Update
ENDG Pre-qualification Assessment 7

Supplier User Guide, Version 3.0 Page 26 of 58 Public
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6. The Assessment Page loads, and you can enter few details such as validity date of Response (Preferred to set it as License Expiry Date) and any notes to

the department

Create Response: 273046 (Assessment 232071) CANCEL VIEW ASSESSMENT RESPOND BY SPREADSHEET SAVE DRAFT CONTINUE

Title ENDG Pre-qualification Assessment Time Left 15 days 22 hours
Close Date 30.06.2017 13:05:59

Header
Supplier ENDG Supplier Response Valid Until
Assessment Currency AED (CShle
Response Currency AED Reference Number
Price Precision Any Note to Buyer
Attachments
l
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.
Bid Bond Attachment
ADD ATTACHMENT J
Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

Questionnaire

Expand All | Collapse All

7. Scroll down the page till you can see the assessment questions, the answers to provide can be one of the following
a.  Selection of one value from a list
b. A free Text to enter a description (such as: describe the last project)

c. A free text for a specific data type like Date (Date of Establishment), Number (Total Liability), URL (Company website) or also a free text.

Supplier User Guide, Version 3.0 Page 27 of 58 Public
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Questionnaire

Expand All | Collapse All

Focus Title Target Value Response Value
B Questionnaire

=3 @ Previous Experience with Dubai Municipality

Did the supplier work with D M?

If yes, what was your evaluation result and attach proofing documents.

=3 £ Technical Requirements
¢‘ Financial Requirements (Applicable for Contractors only)
< ustainable Purchasing

Supplier User Guide, Version 3.0 Page 28 of 58 Public
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Attach all the required documents which are required by request through the assessment or any other supporting document that you believe will be useful
or supporting your application.

a.  Scroll up and then attach the document

Create Response: 273046 (Assessment 232071) CANCEL VIEW ASSESSMENT RESPOND BY SPREADSHEET SAVE DRAFT CONTINUE

Title ENDG Pre-qualification Assessment Time Left 15 days

Close Date 30.06.2017 13:05:59

Header
Supplier ENDG Supplier Response Valid Until  30.06.2017
Assessment Currency AED (example: 15.06.2017)
Response Currency AED Reference Number
Price Precision Any Note to Buyer N/A
Attachments

Title & Type & Description 4. Category & Last Updated By &

Last Updated & Usage & Update Delete
Financial Documents File

From Supplier GUEST 15.06.2017 One-Time 7 @
Bid Bond Attachment

ADD ATTACHMENT f

Title Type Description Category Last Updated By Last Updated
No results found.

Usage Update Delete

Questionnaire

Expand All | Collapse All
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9. Click on CONTINUE

Create Response: 273046 (Assessment 232071)

CANCEL VIEW ASSESSMENT RESPOND BY SPREADSHEET SAVE DRAFT

Time Left 15 days

Title ENDG Pre-qualification Assessment

Close Date 30.06.2017 13:05:59

Header
Supplier ENDG Supplier Response Valid Until  30.06.2017
Assessment Currency AED (example: 15.0 ]
Response Currency  AED Reference Number
Price Precision Any Note to Buyer N/A

Attachments

ADD ATTACHMENT §]

e o Type & Description 4 Category & Last Updated By & Last Updated a Usage & Update Delete
Financial Documents File From Supplier GUEST 15.06.2017 One-Time s m
Bid Bond Attachment

AD CHMEI |
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Questionnaire

Expand All | Collapse All
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10. You can review the response and then click on SUBMIT

Create Response 273046: Review and Submit (Assessment 232071)

CANCE| BACK VALIDATE SAVE DRAFT PRINTABLE VIEW I SUBMIT I

Header
Title ENDG Pre-qualification Assessment Time Left 15 days
Supplier ENDG Supplier Close Date 30.06.2017 13:05:59
Assessment Currency AED Response Valid Until  30.06.2017
Response Currency AED Reference Number
Price Precision Any Note to Buyer N/A
Attachments
Title & Type & Description & Category & Last Updated By & Last Updated & Usage & Update Delete
Financial Documents File From Supplier GUEST 15.06.2017 One-Time » imi

&

Questionnaire

H=
Show All Details | Hide All Details

Details Section

> Previous Experience with Dubai Municipality

> Technical Requirements

> Financial Requirements (Applicable for Contractors only)
>

Sustainable Purchasing
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11. You will return to the main page, click on NEXT Button

@ (7] ® @
Basic Information ‘Company Details Assessments Attachments
SAVE FOR LATER -6 QN Step 3 of 4
Pre-Qualification and Evaluation Assessment
He
Title Update
ENDG Pre-qualification Assessment 7
12. Click on SUBMIT button
& 9] 9] [ ]
Basic Information Company Details Assessments Attachments
Attachments
Attach the following documents to complete your request:
1. Trade License
2. Partners (Applicable for L.L.C.)
3. Chamber Commerce Certificate
4. Introduction Letter from Bank / Bank Details including IBAN Number on Company's Letter.
5. Member Registration Certificate (Only for Sheikh Mohammed Est.)
6. Memorandum of Association. (Applicable for L.L.C.)
7. Makani Number (Applicable for Dubai Based Supplier ) + Location Map
8. Introduction Letter Addressing to Head of Supplier relations management section.
9. Company Profile.
Make sure you scan a clear copy of each document
|
Title & Type & Description 4 Category & Last Updated By Last Updated & Usage & Update Delete
CR File Commercial Docs Miscellaneous GUEST 15.06.2017 One-Time 7 I
License No Short Text Attached license no. as the file is not approved yet for renewal Miscellaneous GUEST 15.06.2017 One-Time 7 m

Copyright (c) 2017, Smart Dubai Government. All rights reserved.
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13. You will receive a confirmation message about the submission

[ Confirmation

Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status via email in due course.
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4 Registration Fees Payment
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5 Existing Supplier Registration and Renewal

For suppliers who try to register for an entity and they found their company is already registered, can login through the system and register for that
entity:
1. Go tothe link: https://isupplier.dubai.gov.ae and enter the user name and password
a. If you don't remember your username or password click on the link “Forgot Password

a9iSI3l (533590)l aslgs
iSupplier Portal

Username

Password

LOGIN

CANCEL

Forgot Password?
Accessibility

None
Language

English
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2. You will get the list of responsibilities on the left side. Click on GRP eSupplier Portal, to open the list of functions. Click on Supplier
Registration and Renewal Page

Government Resources Planning Systems

»

V—>oA g o I

smartsupplier

Smart Supplier makes

working with Dubai government
simpler and easier

FOR ANY INGUIRIES CONTACT

600 560 000

© b e Q@O O ssmarcubal  smantdubaiae

Navigator Worklist

PERSONALIZE FULL LIST

HoeBHe @m
4 Bm GRP eSupplier Portal <:

From Type Subject Sent Due To Priority Status
5 Home Page

There are no notifications in this view.

[E Supplier Registration and Renewal I

Page @TIP Vacation Rules - Redirect or auto-respond to notifications.

E Bank Guarantee Request

[E Bank Guarantee Release

3. Once the page loads select the department you want to register / renew your registration for
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Supplier Registration & Renewal

Select Department

* Department L]

Copyright (c) 2019, Smart Dubai Government Establishment. All rights reserved.

Select Departme|Community Development Authority
Department of Tourism and Commerce Marketing
Supplier T ' Dubai Police Department
UPPIET TYPE  YDubai Health Authority
* Dubai Municipal
Department |Dybaij Airport

LWELY PN
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If you are trying to renew you will get a notification stating that renewal can happen only one month of expiry. And details of registration

will be listed in the table below

Supplier Registration & Renewal

You can renew your registration only 1 month before the expiry date

Select Department

* Department  Dubai Health Authority v

Supplier Renewal

K o XY
Click for
Request  Supplier Submission Approver  Registration/Renewal Payment Payment Next Renewal  Actual Payment Payment
Activity Type Status Payment
D Number Date Note Date Amount Reason Date Date Voucher
Online Cash

Activity - Goods &

65834 21-07-2018 | Paid 14-10-2018 1000 Renewal 22-07-2019  22-07-2018
tems
Activity - Goods & R

65834 30-03-2009 Paid 14-10-2014 500 Registration 14-10-2015 14-10-2014
Items -
Activity - Goods &

3 65834 26-09-2016 | Paid 14-10-2016 520 Renewal 28-09-2017  28-09-2016 B

tems
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5. if your organization didn’t work earlier with the entity or your registration is due you will receive the screen below

Supplier Registration & Renewal
Select Department

* Department  Department of Tourism and Commerce Marketing v

Supplier Registration

HoSGvm
Click for Payment

Supplier Supplier Payment
Approval Status Approver Comment

Request ID
Number Activity Amount Online  Cash

No results found.
* Select Activity Type:  Activity - Consultant or Contractor ¥

* |5 SME (Sheikh Mohammed Establishment)  No v

* |5 Special Needs?  No v
*If Yes ,attach a copy of member registration certificate

* |s Consultant Free Zone  No v

6. ldentify the activity type and your license type

Supplier Type  Dubai Supplier

* Department  Dubai Municipality ﬂ

Supplier Registration

HoSiem

Supplier Payment Approver Click for Payment
Request ID Supplier Activity Approval Status

Number Amount Comment Online  Cash

No results found.

* Select Activity Type:  Activity - Consultant or lellaclorj <:| Identify your organization activity

* |s SME (Sheikh Mohammed Establishment) No vJ

* |5 Special Needs 7 Nnj

* If Yes ,attach a copy of member registration certificate Set youe license type

* |5 Consultant Free Zone  No W]

7. In case of Renewal only you will get a table of charges calculated if applicable(value may vary on actual completion, refer to the entity for
further information)
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* Select Activity Type:  Activity - Goods & Items v
* |s SME (Sheikh Mohammed Establishment) No v

* |s Special Needs? No v

*If Yes ,attach a copy of member registration certificate

&TIP The renewal amount is subject to change if renewal request is updated while in approval.

HoE4y
Year Amount

2019-2020 525

525
Total

Attach the following documents to complete your request:

1. Copy of valid Trade License.

2. Chamber Of Commerce certificate (if any).

3. Company profile (with list of projects & participations in UAE).

4. Copy of agreement shows the owner name (for L.C.C).

5. If member of Sheikh Mohammed Establishment (SME), a copy of member registration certificate.

8. Add the attachments which may vary from organization to the other. Ensuring that you are attaching the right information to avoid rejection
or delays in your renewal/registration. Click on the button Add Attachment.

UL I HISHIUST UL OHSIRG VIUHGHTTTSU LGNS {SIVIL J, @ LUPY UI HSHTIUST 1SYI9Uauui Le1 unieates.
6. Introduction letter from the bank include account number.

7. If the company registered in Dubai Free zone, a copy of the registration certificate must be submitted.
8. Sample Of Company's Signature

9. Sample Of Company's Stamp

10. Power of attorney (if the authorized person is not the owner).

11. Owner's passport copy.

12. Partnership Agreement (if any).

13. Brand Agent Certification (if applicable).

14. Other Document

Make sure you scan a clear copy of each document

ADD ATTACHMENT... §

Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

SUBMIT
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9. A pop-up window displays and select from the type the field Attachment Type the value File. Set a title and description and choose the file

from your saved files on your computer.

Add Attachment
| A!ud'mem’lypel File v |j
Title

Description

Category  Miscellaneous

File | Choose File | No file chosen

CANCEL ADD ANOTHER APPLY

10. After file is attached, you can repeat the process till you attach all files

*If Yes ,attach a copy of member registration certificate

* |s Consultant Free Zone No v

Attach the ing to your request:

1. Valid Trade License Copy (local companies registered in the UAE).

2. Chamber of Commerce Certificate Copy (local companies registered in the UAE).

3. The memorandum of association of the company or proof that it is fully owned by U.A.E. nationals of that one or more U.A.E nationals hold at least 51% of the share capital, and the
amount of the share capital.

4. Authorized signatory passport copy.

5. Authorized signatory emirate ID copy (UAE Residents).

6. VAT Registration (TRN) if the supplier registered in UAE.

Make sure you scan a clear copy of each document

Title & ‘Type - Description 4. Category & | Last Updated By & Last Updated & Usage & | Update ‘ Delete
Trade License copy File Miscellaneous - 28-08-2019 One-Time 7 m
Public
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11. Now click on Submit to get the registration request submitted

*If Yes ,attach a copy of member registration certificate

* |s Consultant Free Zone No v

Attach the following documents to complete your request:

1. Valid Trade License Copy (local companies registered in the UAE).
2. Chamber of Commerce Certificate Copy (local companies registered in the UAE).

3. The memorandum of association of the company or proof that it is fully owned by U.A E. nationals of that one or more U.A.E nationals hold at least 51% of the share capital, and the
amount of the share capital.

4. Authorized signatory passport copy.
5. Authorized signatory emirate ID copy (UAE Residents).
6. VAT Registration (TRN) if the supplier registered in UAE.

Make sure you scan a clear copy of each document

ADD ATTACHMENT... J

Title & Type & Description 4 Category Last Updated By & Last Updated Usage & Update Delete

Trade License copy File Miscellaneous 2 J 28-08-2019 One-Time V4 7}

SUBMIT

12. You will get a confirmation message as below
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0 Information

Your request for registration is submitted successfully.
Supplier Registration & Renewal
Select Department

* Department v

Supplier Renewal

HeES4~
Supplier Submission  Activity Approver
Request ID 5 J Status s
Number Date Type Note
No search
conducted.

Supplier Registration

0 Information

Your request for renewal is submitted successfully.
Supplier Registration & Renewal

Select Department

* Department v

Supplier Renewal

Supplier User Guide, Version 3.0

Registration/Renewal Payment Payment

Date

Amount Reason

Page 42 of 58

Next Renewal
Date

Actual Payment
Date

Click for
Payment
Online Cash

Public
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6 Responding to an Assessment for existing suppliers

In somce cases, your organization might be required to answer an assessment :
1. Go tothe link: https://isupplier.dubai.gov.ae and enter the user name and password

b.  If you don't remember your username or password click on the link “Forgot Password’

o iSOyl rss9all sy
iSupplier Portal

Username

Password

LOGIN

CANCEL

Forgot Password?
Accessibility

None
Language

English
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2. You will get the list of responsibilities on the left side. Click on GRP eSupplier Portal, to open the list of functions. Click on Supplier Home
Page. You can see the invitation on the right side under the worklist (Only one contact in the organization can receive the notification, but
anyone can respond).

Government Resources Planning Systems

»

o—Aa 59— o

smartsupplier

Smart Supplier makes

working with Dubai government
simpler and easier

FOR ANY INQUIRIES CONTACT

600 560 000
@ ﬂ&;ﬁ o.o@@ @smartdubal  smartdubal.ae
Navigator Worklist
PERSONALIZE FULL LIST (1)
He Sy m
4 GRP eSupplier Portal From & Type &~ Subject & Sent w Due & To & Priority 4 Status &
5 Home Page Payment Sourcing You are invited: Assessment 412252 (Supplier s Mamwa demm 5o ies] = " | =
= ; ; : -04-20... -04-20... | ormal en
5 Supplier Registration and Renewal Hold Publish Assessment for Renewal) 4 g
Page
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oo

You are invited: Assessment 412252 (Supplier Assessment for Renewal)

From m Company Dubai Municipality
To m . Title Supplier Assessment for Renewal

Sent 25-04-2020 19:29:21 Number 412252

Due 30-04-2020 19:27:33

D 98549703

Assessment Preview April 25, 2020 07:29 pm Dubai
Assessment Open April 25, 2020 07:29 pm Dubai

Assessment Close April 30, 2020 07:27 pm Dubai
Suppier NSRS

Supplier Site

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the No button. You may enter a note to the buyer in the space below before acknowledging or declining.

Please go to Assessment Details page if you want to view the document before acknowledging intent to participate and/or to enter a response.

Action History

Num Action Date Action From To Details

1 25-04-202019:28:21 Submit m m

Response

Note to Buyer

3. Once the page loads click on the tab Assessments pointed in the screen below

Supplier User Guide, Version 3.0 Page 45 of 58 Public



LWELY PN
SMART DUBAI

Supplier Home Orders  Shipments  Finance  Administration | Assessments @
Search PO Number v

»

V—>A 39— oI

smartsupplier

Smart Supplier makes

working with Dubai government
simpler and easier

FOR ANY INGUIRIES CONTACT

600 560 000

@ - 0@ OO @ esmancubal  smartdubaiae

* TRN number for most of Dubai Government Entities are available in the below link.
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4. The page loads, check the open invitation box illustrated below
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Supplier Home  Orders  Shipments  Finance  Administration Assessments

Search here for public tenders using Tender Number then click go

Search Open Assessments  Assessment Number |+

PUBLIC TENDERS

Your Active and Draft Responses

Press Full List to view all your company's responses.

He ity
Response Number Response Status

No results found.

Your Company's Open Invitations

He bty

Department Name Supplier Site

Assessment Number Title

Dubai Municipality 412252

Supplier User Guide, Version 3.0

Supplier Site Assessment Number

Supplier Assessment for Renewa...

Page 47 of 58

Title

Type

RFI

Type Time Left

Time Left

4 days 23 hours

Public

FULL LIST

Unread Messages

FULL LIST
Click here to Pay

CLICK HERE TO PAY



5. The page loads, from the Actions menu select Create Response.

6.

Supplier Home  Orders  Shipme|

Assessments >

Assessment: 412252

Header Controls

Questionnaire

HeE#y
Show All Details | Hide All Details

Details Section

nts Finance Administration Assessments

Title Supplier Assessment for Renewal
Status  Active

Time Left 4 days 23 hours

Open Date 25-04-2020 19:29:02

Buyer oSi——

Description Supplier Assessment for Renewal

Supplier User Guide, Version 3.0

If the organization requires an agreement to the T&C you must agree first before proceeding
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Close Date
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r

Actions

F0-04-2020

Acknowledge Participation F|

Acknowledge Participation

Create Response

Online Discussions

View Response History

Export to Spreadsheet




Supplier Home  Orders  Shipments  Finance  Administration Assessments

Assessments >

Terms and Conditions

The following terms and conditions must be accepted before a response is placed in this Assessment.

ol dole bgy b ~
Jac¥l gracy aledll o azgSad 6L cvn Lo S5 lgilaannng Loelsil s Laga Ul dlall elic¥ly oolig punnll ghaz e ellaally dosiall ol Jazss o camy
ABlazl gguiga .
aglanl) g sty doiuall § digpall 5 dbpall Lol Aall olblridl alizl Guylaall e .
Cogpally L3l dulall Alaslly d3ulaidl of dgyyoll dslly Slellasll pais .
Sl i) ununieall SUEI S o 5By ol puplas JS le oy
deilig daginoag uyleall (e 281l Jorall Gasdll (o d2iga clasll labio giaz (je<E ol e
oSl ALl pSgy dpummiuill sgiall pll o (3o g )] e padiy of punlaall e g wwwdmgovae e payall i coptbvad alad ale of Las
Oazedn higan (uosd (CD) 393> § dordall pogyll dmw cilS JI= § (10MB) Gle b9zl @aais pk lgiigles 3lg (CD) his . v
Attachments
Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

—
I * [ I have read and accepted the terms and conditions
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CANCE]

Publish to Catalog

CANCEL ACCEPT
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7. The create responses page loads, enter any notes you want and scroll down to respond to questions. The questions are either closed
ended (select from multi choices) or open ended based on text. Others wont require answers but only instructions

Supplier Home  Orders  Shipments

Finance  Administration Assessments

Assessments > Assessment: 412252 >

Create Response: 466394 (Assessment 412252)

CANCEL VIEW ASSESSMENT RESPOND BY SPREADSHEET SAVE DRAFT CONTINUE

Time Left 4 days 23 hours

Title Supplier Assessment for Renewal

Close Date 30-04-202019:27:33
Header

Supplier S«

Response Valid Until
Assessment Currency AED

(example: 25-04-2020)

Response Currency AED Reference Number

Price Precision

You will add attachment here if required by

assessors
Attachments

ADD ATTACHMENT... J

Title

Note to Buyer

Type Description Category Last Updated By Last Updated

Usage Update Delete
No results found.

“nip

* FOR 2-STAGE RFQ, please attach technical proposal by selecting attachment category as 'TECHNICAL' and Commercial Proposal by selecting attachment category as'COMMERCIAL .
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Questionnaire

IGE X/

Expand All | Collapse All

Focus Title
-]
< & Previous Experience with Dubai Municipality
Did the supplier work with D.M?
If yes, what was your evaluation result and attach proofing
documents.
@ & Technical Requirements

Attach Cover Letter Clarifying Related Departments &
Activities.

Attach Valid Commercial License + Partners.

Working capital value (AED)

Total value of executed contracts within the last 3 years
(AED)

Amount of bank facilities granted to the company. (AED)

Revenue Amount (AED).

Net profit amount (AED).

Value of bounced cheques (AED).

Supplier User Guide, Version 3.0

Target
Value

Response Value

(Nurmeric Value only)

(Nurmeric Value only)

(Numeric Value only)

(Nurmeric Value only)

(Nurmeric Value only)

(Numeric Value only)

©

open ended (Text based)

Multi choice - Select one
value from specific values

| &

Page 51 of 58 Public
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8. Upon completing the attachments and the answer to questions, you are ready to submit your answers. Click on the button Continue.

Attach account statements from all suppliers accounts for

the last 12 months. GANEERIED) |v
< & Sustainable Purchasing Questic
Clagleall s 3 (8 jall Jgpall o o2l 3la o (3l g a7 YES E‘

CANCEL VIEW ASSESSMENT RESPOND BY SPREADSHEET SAVE DRAFT CONTINUE

Switch to Mobile

9. Arreview can be done, then click on the Submit button.

Assessments > Assessment: 412252 =

Warning

Buyer has requested for you to submit a single, best response. Multiple responses for this Assessment are not allowed.

Header
Title Supplier Assessment for Renewal Time Left 4 days 23 hours
Supplier ee—— Close Date 30-04-2020 19:27:33
Assessment Currency AED Response Valid Until
Response Currency AED Reference Number
Price Precision Note to Buyer
Attachments
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10. Confirmation message shows to confirm the completion of the process

By Confirmation

P\ssessments Home Page

Response 466394 for Assessment 412252 (Supplier Assessment for Renewal) has been submitted.

Supplier User Guide, Version 3.0
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8 Create Work Confirmation

Based on the milestone completed for Service Contract, you can submit work confirmation using below guidlines

1 Choose action option ‘Create Work Confirmation’ and click Go
(s Purhae Ol »
Seicas ontract 4130003, (et AED 50000 e e
(umency= AED
Orter nfamation
Summary
Gered Tems ind Conditons
Tod 5010
T 50000 PymettTems Inedize oyt 10
Sptls BXOIIL (e Bl U0
Sppler Stz OUBA ] ManceBiled 000
Sk Coact EPSCDLLE, Fregit Tams Progess Payment 000
s - Sippg (o

Supplier User Guide, Version 3.0 Page 54 of 58 Public



2 Click Go on below screen to view all payment milestone of service contract
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IDrders: Purchase Orders = View Order Details =
Create Work Confirmation (GRP Complex PO: 4190003 4)

ICurrency=8ED

COrdered 5,000,000
Approved 0U0D

Niews

View AII Pay ltems El m

H e 6t

Select Line Pay ltem Drescription

Mo Data Exists
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System will display all the milestone (lines) related to this contract.
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Orders: Purchase Orders > View Order Details =
Create Work Confirmation (GRP Complex PO: 41900034)

o Lo

Currency=AED
Ordered 500000 Description
Approved 0.00
Views
ADVANCED SEARCH
View All Pay lems v ﬂ
AeBa.m
Select All | Select None
Previous
Select Line Pay lrem Description Need-By Date uoM Ordered
Requested/Delivered Progress(%)
01 1 Payment Milestone 1 AED 2000 0 0
O ? 1 Payment Milestone 2 AED 3000 0 0
Select the line for which you want to create work confirmation
‘Orders: Purchase Orders > View Order Details >
Create Work Confirmation (GRP Complex PO: 41900034) CANCEL m
‘Currency=AED
Ordered  5.000.00 Description
Approved  0.00
Views
View | All Pay Items > a
HeS@e @
Select All | Select None
Previous
Select Line Pay ltem Description Need-By Date UoM Ordered
Requested/Delivered Progress(36)
1 1 Payment Milestone 1 AED 2000 o 0
o 2 1 Payment Milestone 2 AED 3000 [+ 0

[ oo 1o ]

Supplier User Guide, Version 3.0
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Enter the completion percentage % of this milestone. Example, if 50 % is completed then enter 50 in Progress %

And click submit.

urchase Orders  View Requests  Purchase History  Work Confirmations | Deliverables  Timecards

Orders: Purchase Orders = View Order Details =
Create Work Confirmation (GRP Complex PO: 41900034)

CANCEL PREVIEW SUBMIT
* Indicates Required Field

Currency=AED

Ordered  5,00000 Description

Approved 0,00

* i y 2 =
Work Confirmaton | WC1-£190003 Period of Performance | 072910 [E] 1, 10,0850 =
#* Doe | 26.06.2019 j (exampl: 26-06.-2019)

Waork Confirmation Details

ADDPAY ITEM I RER o R
Previous

Current Total
Line Payhem  Description Nezd-By Date UOM  Price Ordered

Atachments Delete
Requested/ Delivered Progress (%) Requested/ Delivered Material Stored Amount Progress (%) Requested/ Delivered Progress (%)

1 1 Payment Milestone 1 AED 2000 0 0 2000 2000 50 2000 100 4 @

CANCEL PREVIEW | SUBMIT

5 You will received confirmation message as below

Purchase Orders View Requests Purchase History | Work Confirmations | Deliverables Timecards

Orders: Purchase Orders = View Order Details =

' Il'.':n Confirmation
Your Work Confirmation WC1-41900034 has been submitted.
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	e. 
	e. 
	Primary Contact’s Phone Number 

	f. 
	f. 
	Primary Contact’s Phone extension (if applicable) 



	3. 
	3. 
	Click on the button “NEXT” If you have received that your organization is already registered then kindly follow the steps through () 
	Existing Supplier Registration Module
	Existing Supplier Registration Module
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	Company Details 
	Company Details 
	4. 
	4. 
	4. 
	Set Company’s Name in Arabic (Optional) and for overseas suppliers can ignore it. 

	5. 
	5. 
	Supplier User can optionally add Note to Buyer in case User needs to communicate any information to Registration Officer. 

	6. 
	6. 
	Create Address by clicking on the button “CREATE”. 

	7. 
	7. 
	7. 
	The address page loads which should be filled as follows: 

	a. 
	a. 
	a. 
	Enter the address Name (i.e. H.Q. or Sales Office) 

	b. 
	b. 
	Select the Country 

	c. 
	c. 
	Enter address line (1) 

	d. 
	d. 
	Makani URL (Only for Dubai Suppliers – Optional) 

	e. 
	e. 
	City Town 

	f. 
	f. 
	Postal Code 

	g. 
	g. 
	Address Phone number and Mobile 

	h. 
	h. 
	Address mail (if not applicable enter the contact’s mail) 



	8. 
	8. 
	Once filled all the information click on the “APPLY” button 

	9. 
	9. 
	You will return to the Company Information Page, and to add another address repeat the steps from 6 to 8. 

	10. 
	10. 
	Scroll down the page. 

	11. 
	11. 
	In case you want to add more contacts click on “CREATE” button 

	12. 
	12. 
	12. 
	The page loads and enter the following details for the contact: 

	a. 
	a. 
	a. 
	Title 

	b. 
	b. 
	First Name 

	c. 
	c. 
	Last Name 

	d. 
	d. 
	Title 

	e. 
	e. 
	E-mail 

	f. 
	f. 
	Phone contact (multiple fields). 

	g. 
	g. 
	Check if you want that contact to has system access (mail will be mandatory if checked). 
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	13. Click on apply when done, to add more repeat the previous steps from 11-12 
	Figure
	Figure
	14. 
	14. 
	14. 
	Scroll down the page till the section, you must select at least one activity and one type. 
	Business Classification 


	15. 
	15. 
	15. 
	For each type enter the license number, Authority, and Expiry Date. 

	a. 
	a. 
	a. 
	System performs a validity check for Dubai Suppliers to verify the license number 

	b. 
	b. 
	Sheikh Mohamed Establishment Companies should select also another type. 



	16. 
	16. 
	Add the product and services your organization is specialized in by clicking on the button “CREATE”. 

	17. 
	17. 
	17. 
	The product and services page loads, select the “Search for specific Product and Services” option 

	a. 
	a. 
	a. 
	You can search for the option through putting the partial value of categories you are working on. 

	b. 
	b. 
	In case of multiple records keep scrolling down till you find the page 

	c. 
	c. 
	Select the categories by clicking on the checkbox Applicable 



	18. 
	18. 
	Once all categories selected click on APPLY button and you will return to the company information page. 

	19. 
	19. 
	Adding more by repeating the previous step and once completed, scroll down the page till the end so you can enter the banking details of your organization (at least one bank entry is mandatory). To Create a Bank Account Click on the button Create 

	20. 
	20. 
	20. 
	The bank details page loads, and you need to enter the following details 

	a. 
	a. 
	a. 
	Select the Country and if the account is used for foreign payment. 

	b. 
	b. 
	Select the Bank Name 

	c. 
	c. 
	Select Branch Name of the bank 

	d. 
	d. 
	Enter account Number 

	e. 
	e. 
	Enter Account Name 

	f. 
	f. 
	In some banks (like in Germany) enter the Check Digits (for more information kindly review your bank) 

	g. 
	g. 
	Enter the IBAN 

	h. 
	h. 
	After completion Click on Apply 



	21. 
	21. 
	You can add more accounts by repeating steps 19-20. 

	22. 
	22. 
	You will return to the page of the registration, verify all the information and then click NEXT button 
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	Attachments 
	Attachments 
	23. The attachment page loads and you can review the items required for review by the department when submitting the request. Prepare the items and click on add attachment. 
	a. If the items will take more than 30 minutes to get them ready click on the button Go Back through the button “BACK” the click on “SAVE FOR LATER” as illustrated in the previous snapshot. 
	Figure
	24. Once you click a pop-up window will appear, and you can attach documents or set a text 
	a. Select Attachment Type (File, Text, URL…etc.) 
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	Figure
	b. 
	b. 
	b. 
	Set the attachment Title 

	c. 
	c. 
	Set attachment description 

	d. 
	d. 
	Set the attachment (if other than file you can enter the text, and if it was a file, you can upload it) 

	e. 
	e. 
	Click on APPLY to add the attachment or click on “ADD ANOTHER” button 


	Figure
	Figure
	25. A Confirmation message will show, and click on CLOSE button 
	Figure
	26. Click on Submit to submit your request for department’s approval for the profile 
	26. Click on Submit to submit your request for department’s approval for the profile 
	27. You will receive a confirmation message 

	Figure
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	28. Once profile is submitted you will receive an e-mail of confirmation to the primary contact registered. 
	Figure
	29. In some cases, a Pre-Qualification Assessment is required which is illustrated in the next chapter 


	3 Responding to Pre-Qualification Assessment 
	3 Responding to Pre-Qualification Assessment 
	Accessing the Assessment 
	1. 
	1. 
	1. 
	If the organization is required to go through an assessment, the primary contact registered in the previous chapter will receive an invitation by mail to answer the assessment questions. To access the assessment, Click on the link in the mail. 

	2. 
	2. 
	Click on the button RESPOND 

	3. 
	3. 
	Click on the button “NEXT” 

	4. 
	4. 
	Click on the button “NEXT” 

	5. 
	5. 
	5. 
	Click on the Pencil button to update the Assessment 

	a. If there were multiple records in the Assessment Table, the first (on top) row represent the most recent one that you will need to answer 

	6. 
	6. 
	The Assessment Page loads, and you can enter few details such as validity date of Response (Preferred to set it as License Expiry Date) and any notes to the department 

	7. 
	7. 
	7. 
	Scroll down the page till you can see the assessment questions, the answers to provide can be one of the following 

	a. 
	a. 
	a. 
	Selection of one value from a list 

	b. 
	b. 
	A free Text to enter a description (such as: describe the last project) 

	c. 
	c. 
	A free text for a specific data type like Date (Date of Establishment), Number (Total Liability), URL (Company website) or also a free text. 



	8. 
	8. 
	8. 
	Attach all the required documents which are required by request through the assessment or any other supporting document that you believe will be useful or supporting your application. 

	a. Scroll up and then attach the document 

	9. 
	9. 
	Click on CONTINUE 

	10. 
	10. 
	You can review the response and then click on SUBMIT 
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	11. You will return to the main page, click on NEXT Button 
	Figure
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	12. 
	12. 
	12. 
	Click on SUBMIT button 

	13. 
	13. 
	You will receive a confirmation message about the submission 
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	4 Registration Fees Payment 
	4 Registration Fees Payment 
	Figure

	5 Existing Supplier Registration and Renewal 
	5 Existing Supplier Registration and Renewal 
	Figure
	For suppliers who try to register for an entity and they found their company is already registered, can login through the system and register for that entity: 
	1. Go to the link: and enter the user name and password 
	https://isupplier.dubai.gov.ae 
	https://isupplier.dubai.gov.ae 


	a. If you don’t remember your username or password click on the link “Forgot Password” 
	Figure
	Figure
	2. 
	2. 
	2. 
	You will get the list of responsibilities on the left side. Click on GRP eSupplier Portal, to open the list of functions. Click on 
	Supplier Registration and Renewal Page 


	3. 
	3. 
	Once the page loads select the department you want to register / renew your registration for 

	4. 
	4. 
	If you are trying to renew you will get a notification stating that renewal can happen only one month of expiry. And details of registration will be listed in the table below 


	Figure
	Figure
	Figure
	5. if your organization didn’t work earlier with the entity or your registration is due you will receive the screen below 
	Figure
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	6. 
	6. 
	6. 
	Identify the activity type and your license type 

	7. 
	7. 
	In case of Renewal only you will get a table of charges calculated if applicable(value may vary on actual completion, refer to the entity for further information) 

	8. 
	8. 
	Add the attachments which may vary from organization to the other. Ensuring that you are attaching the right information to avoid rejection or delays in your renewal/registration. Click on the button Add Attachment. 

	9. 
	9. 
	A pop-up window displays and select from the type the field Attachment Type the value . Set a title and description and choose the file from your saved files on your computer. 
	File


	10. 
	10. 
	After file is attached, you can repeat the process till you attach all files 
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	11. Now click on Submit to get the registration request submitted 
	Figure
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	12. You will get a confirmation message as below 
	Figure

	6 Responding to an Assessment for existing suppliers 
	6 Responding to an Assessment for existing suppliers 
	Figure
	In somce cases, your organization might be required to answer an assessment : 
	1. Go to the link: and enter the user name and password 
	https://isupplier.dubai.gov.ae 
	https://isupplier.dubai.gov.ae 


	b. If you don’t remember your username or password click on the link “Forgot Password” 
	Figure
	Figure
	2. 
	2. 
	2. 
	You will get the list of responsibilities on the left side. Click on GRP eSupplier Portal, to open the list of functions. Click on You can see the invitation on the right side under the worklist (Only one contact in the organization can receive the notification, but anyone can respond). 
	Supplier Home Page. 


	3. 
	3. 
	Once the page loads click on the tab Assessments pointed in the screen below 

	4. 
	4. 
	The page loads, check the open invitation box illustrated below 
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	5. The page loads, from the Actions menu select Create Response. 
	Figure
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	6. 
	6. 
	6. 
	If the organization requires an agreement to the T&C you must agree first before proceeding 

	7. 
	7. 
	The create responses page loads, enter any notes you want and scroll down to respond to questions. The questions are either closed ended (select from multi choices) or open ended based on text. Others wont require answers but only instructions 
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	8. Upon completing the attachments and the answer to questions, you are ready to submit your answers. Click on the button Continue. 
	Figure
	9. 
	9. 
	9. 
	A review can be done, then click on the Submit button. 

	10. 
	10. 
	Confirmation message shows to confirm the completion of the process 
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	8 Create Work Confirmation 
	8 Create Work Confirmation 
	Figure
	Based on the milestone completed for Service Contract, you can submit work confirmation using below guidlines 
	Choose action option ‘Create Work Confirmation’ and click Go 
	Figure
	2 Click Go on below screen to view all payment milestone of service contract 
	Figure
	c. 
	Figure
	System will display all the milestone (lines) related to this contract. 
	Figure
	Figure
	Select the line for which you want to create work confirmation 
	Figure
	Figure
	Enter the completion percentage %  of this milestone. Example, if 50 % is completed then enter 50 in Progress % And click submit. 
	Figure
	You will received confirmation message as below 
	Figure
	Figure






