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Glossary 

Term Description 

Supplier Portal / e-Supplier 

Portal/ i-Supplier 

The GRP portal for suppliers to access their tenders, 

and transactions with department 

SME Sheikh Mohamed Bin Rashid’s Establishments. 

Assessment 
A questionnaire addressed to suppliers to provide 

response to it 

Pre-Qualification 

A process involved in supplier registration that allows 

to identify the supplier capability to deliver projects 

and have business with departments. 

Existing Supplier 
A supplier that is registered with one or more 

government entity 

Registration 

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 

Renewal 
An organization attempt to update its profile and 

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 What is 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) 
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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”. 

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

a. Enter the address Name (i.e. 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 
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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 

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 (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 

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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                                       16. Add the product and services your organization is specialized in by clicking on the button “CREATE”. 
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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 
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18. Once all categories selected click on APPLY button and you will return to the company information page. 
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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 

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 
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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 
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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. 

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 

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

26. Click on Submit to submit your request for department’s approval for the profile 
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27. You will receive a confirmation message 

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 
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           3. Click on the button “NEXT” 
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           4. Click on the button “NEXT” 
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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 
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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 

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. 
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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 
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9. Click on CONTINUE 
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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 

12. Click on SUBMIT button 
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13. You will receive a confirmation message about the submission 
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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 to the 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” 
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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 

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

6. Identify the activity type and your license type 

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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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. 
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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. 

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 

12. You will get a confirmation message as below 
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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 to the 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” 
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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). 
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3. Once the page loads click on the tab Assessments pointed in the screen below 
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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. 

6. If the organization requires an agreement to the T&C you must agree first before proceeding 
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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 
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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. 

9. A review can be done, then click on the Submit button. 
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10. Confirmation message shows to confirm the completion of the process 
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8 Create Work Confirmation 

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 

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 

c. 
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3 System will display all the milestone (lines) related to this contract. 

Select the line for which you want to create work confirmation 
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4 

5 

Enter the completion percentage %  of this milestone. Example, if 50 % is completed then enter 50 in Progress % 

And click submit. 

You will received confirmation message as below 
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	Figure
	Figure
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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
	Figure
	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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	Figure
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	11. You will return to the main page, click on NEXT Button 
	Figure
	Figure
	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 
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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 
	Figure
	Figure
	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
	Figure
	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
	Figure
	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






