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1. Introduc�on 
 

This supplier manual provides detailed instruc�ons on how to use the eProcurement Portal. It guides you 
through the system modules including, registra�on, tendering, and contrac�ng. 

Read this manual thoroughly before you start working on the eProcurement Portal to get your work 
done faster and more efficiently. 

 

2. The purpose of crea�ng the Manual 
 

The purpose of this document is to help suppliers use eProcurement Portal. 

Suppliers are encouraged to use this manual whenever they are trying to perform any ac�vity on 
eProcurement Portal to make sure it’s done in a correct and efficient manner. 

3. Manual Review and Development 
 

This Manual will be reviewed by the Central Bank of United Arab Emirates and revised according to 
changes or updates. 

 

Supplier Self Registra�on  
Please make sure to enter accurate informa�on while registering your company on the eProcurement 
Portal. Entering wrong or inaccurate informa�on might nega�vely affect the approval of your registra�on 
or qualifica�on processes. 

The informa�on on your company profile on the eProcurement Portal is the sole responsibility of the 
supplier. 

If you experience difficul�es logging into your account, please try rese�ng your password (sec�on 2). 

If you are s�ll unable to login a�er rese�ng your password or for assistance in case you face any 
problem, please contact us via email: vendor_reg@cbuae.gov.ae 

The eProcurement Portal is allowing the following supplier types for the self-registra�on: 

• Domes�c Supplier 

• Interna�onal Supplier 

• MSME / SME Supplier 

• Financial Counterparty 

• Online Supplier 

mailto:vendor_reg@cbuae.gov.ae
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The eProcurement Portal only allows you to par�cipate in government tenders once you have ac�vated 
your account. To ac�vate your account, you need to go through three steps, as shown in the chart below. 

 

 

Supplier Self Registra�on Guide 
On clicking the link, you will be redirected to the procurement portal (htps://supplier-
portal.cbuae.gov.ae) login page. Click on “new supplier register now” if you’re registering for the first 
�me. 

 

 

1. Registration

•In this stage, 
you submit basic 
company 
information 
needed to 
complete the 
registration and 
start the 
qualification 
process.

2. Qualification

•Following the 
registration, you 
are required to 
provide more 
information 
such as the 
banking 
information and 
upload some 
documents so 
that the Central 
Bank of UAE can 
investigate and 
review your 
profile.

3. Activation

•Your account 
will be activated 
on the 
eProcurement 
Portal as soon as 
your application 
has been 
reviewed and 
approved as a 
qualified 
supplier to 
participate in 
tenders on the 
portal.
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You’ll be redirected to the registra�on form, enter the requested informa�on and click on “register”. 

 

A�er you have registered, you will be asked to go back to the login page. 

 

Supplier Access Login 
To login to the portal, you must use the email address and password you set up on the previous screen. 

 

At the first login atempt, you will be requested to accept the terms and condi�ons. 
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You will see the home page a�er accep�ng the terms and condi�ons. On this page, you should focus 
your aten�on on the "onboarding progress" box. It shows you the stage of your registra�on as well as 
alerts that tell you what steps you need to take next. 

 

Supplier Qualifica�on Introduc�on 
• Supplier qualifica�on is the process whereby the supplier is set as a qualified and ac�ve Supplier. 
• Qualifica�on of a supplier is a necessary condi�on before a supplier can par�cipate in bids on the 

portal. 
• Once the qualifica�on step (second step) is completed, the applica�on will be reviewed to approve 

the resource and make it ac�ve on the portal (third and final step). 
• Login to the system by following the same steps in sec�on no.2 in the user manual: (Supplier 

Access/Login). 
• Under the “onboarding progress” sec�on, you will be able to view your onboarding status. To 

proceed with your registra�on and qualifica�on, you need to fill all the requirements. 
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To proceed with the qualifica�on process, you need to fill in all the required fields and atach the 
necessary documents by following these steps. 

Click on “general info”. Company profile as shown below –  

 

The system will redirect you to your supplier company informa�on showing you the following blocking 
messages to complete your registra�on process: 

By clicking on the alert message, the system will redirect you to the related page that you need 
complete.  
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Update Banking Informa�on 
To resolve the blocking alert message “banking informa�on is missing.” Click on alert message or click on 
P2P informa�on tab. 

 

Click on “add banking” informa�on. 

 

Enter the details as requested below –  
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Update Supplier Contact 
To resolve the blocking alert messages beginning with “no contact with the role”. Click on the alert or 
click on the contacts tab. 

 

The system allows you to create new contacts and assign roles. This feature will be explained in detail in 
the sec�on �tled "create new contacts. 

Click on the pen icon to edit the contact details add the informa�on. Select the roles from list. 
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Update documents and Certs. 
To resolve both blocking alert messages “missing mandatory document(s)”: 

 

 

Click on the + icon to add the documents and cer�ficates, with correct validity dates. 
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Update financial indicators. 
To resolve the “please provide financial indicator values for last 3 years” alert. Click on the financial 
indicators tab. 

 

Select the correct year for which you want to enter the financial indicators, then enter details in the 
indicators tab. Details are required for the last 3 years. Once completed, click on “save”. 
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Send Registra�on Request for Approval 
Click “start onboarding” a�er you have completed the required informa�on to submit your registra�on 
applica�on for review and approval. 
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A�er you have submited all the requirements to register and apply for approval for qualifica�on, a 
CBUAE employee will start the process of reviewing your qualifica�on applica�on for approval, rejec�on, 
or reques�ng more informa�on. 

 

A�er you get the approval on your qualifica�on, you will be eligible for par�cipa�ng in tendering and 
have the full features of the supplier profile ac�vated on the eProcurement Portal. 

Expired Documents 
To maintain your qualifica�on and keep your supplier profile ac�ve, you need to keep all of the 
documents and cer�ficates up to date. When a document or cer�ficate is expired, the system will send 
you a no�fica�on and show you an alert message on your home page with the expired document or 
cer�ficate. 
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Supplier User Profile Update 
You will be able to update your personal informa�on such as your name, email, phone number, address, 
set your preferences and change your password. 

It is mandatory to update the informa�on under the preferences sec�on as the public tenders, tenders 
and auc�ons that you will be invited to will be in UAE Time Zone. 

Click on “my profile”. 

 

Enter details in “my preferences” and click on “save”. 

 

Request Informa�on Change 
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Suppliers are required to submit a change request to keep their informa�on up to date like the Trade 
License expira�on date, banking informa�on, etc. However, some informa�on can be updated without 
any change request needed. 

1. To access your supplier informa�on, click on the “general info” menu then select “company 
profile”. 

 

2. Click on “request informa�on change”. 

 

3. Provide reason for change request. 
4. Update the informa�on as needed. 
5. Click on “submit for approval” buton, a�er you get the necessary approvals, your changes will 

be reflected. 
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