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Introduction  

This manual provides comprehensive guidance on how suppliers can 

effectively use the Supplier Portal System to manage their interactions with 

the organization in a secure, efficient, and transparent manner. The Supplier 

Portal is a web-based platform designed to streamline supplier engagement 

processes by enabling suppliers to access procurement opportunities, manage 

their company information, and monitor transaction progress online. The 

system enhances communication between suppliers and the organization 

while promoting efficiency, accountability, and timely service delivery. This 

user manual is intended to assist suppliers in navigating and utilizing the key 

functionalities available within the portal. The manual covers step-by step 

procedures for:  

 Supplier account registration and sign-up  

 Completing and updating supplier profiles  

 Responding to invitations for supplier registration/prequalification  

The guide is designed for both new and existing suppliers and aims to provide 

clear instructions that will enable users to successfully perform activities 

within the system with minimal assistance.  

  

Account Creation/Signup  

1. Open the supplier portal link provided to open the page as shown by 

the below screenshot  
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2. For new prospective suppliers Click on the Join as a supplier action for 

the sign- up form to open. Fill in all the required parameters for signup  

  
Some of the details defined during sign up include business type, 

Ownership type, Registered company Name, Registration Number 

contact Person Name. Egp Number, Pin Number, Email Address and 

Phone Number.  

  

Note: Confirm Email and Number before Registration (Login details 

will be sent to the email provided)  

3. Click Register to Submit the Signup details. Login details and one time 

password will be sent to the email address provided.  

4. For existing suppliers Click on Login to proceed to the Login page. Once on 

the login page fill in your user name and password and Click Login.  
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5. The sign in page will require you to input your registered email address and 

Password.  

  

6. After keying in your first login page a page will open for you to reset your 

password. Use you one time password as the current password and input 

your new password under the New Password field and reconfirm your set 

password under Confirm New Password. 
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Profile Completion  

After log in the following landing page will open for you to proceed with 

profile completion.  
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The Profile Completion section is divided into seven categories: Overview, 

Contacts, Banking, Branches, Shareholders, Compliance, and Documents.  

  

The Profile Completion section is divided into seven categories: Overview, 

Contacts, Banking, Branches, Shareholders, Compliance, and Documents.  

• Overview: Contains information captured during sign-up, with an 

additional field for entering the incorporation date.   
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• Contacts: Enter the alternative email address, secondary phone 

number, postal code, country, and physical address.   

  

• Banking: Provide the organization’s bank account details. Only one 

bank account can be added.   
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• Branches: Fill in details of all organization branches. If there are no 

branches, provide the main office details only.   
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• Shareholders: Capture shareholder information including name, 

shareholding percentage, identification number, and email address.  

The total shareholding percentage should not exceed 100%.   
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• Compliance: Enter compliance details such as Tax Compliance  

Number, Certificate of Registration Number, Trade Permit details, 

Vendor Category, AGPO Certificate Number (for special categories), 

and Tax Exemption Certificate Number and expiry date where 

applicable.   
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• Documents: Upload all required compliance and supporting 

documents for profile completion.   
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Once all sections are completed, click Submit to finalize and submit the 

supplier profile.  

  

Invitation for Registration  

Overview  

The Invitation for Registration process enables an organization to invite 

interested suppliers or bidders to submit registration requests for specific 
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supplier categories. The invitation outlines the categories open for registration 

together with the eligibility requirements that suppliers must meet to qualify 

under each category.  

Through the Supplier Portal, suppliers can access all active registration 

invitations and submit their applications online within the specified response 

timelines.  

Features Available Under Invitation for Registration  

The Supplier Portal provides the following information and functionalities:  

 Viewing active invitations for registration   

 Accessing registration response timelines and closing dates   

 Viewing categories open for registration   

 Downloading tender or registration documents attached to the invitation   

 Viewing the list supporting documents required and the requirement 

type(mandatory/optional)  

 Submitting registration requests under selected categories   

 Uploading supporting documents for the registration application   

Steps for Responding to an Invitation for Registration  

1. Log in to the Supplier Portal using your registered credentials.   

2. Navigate to the Invitation for Registration section.   

  
3. Select the available registration invitation you wish to respond to.   

4. Review the invitation details, including:   

 Registration categories   

 Submission timelines   

 Attached registration/tender documents   

 Required supporting documents   
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5. Click Respond to Create Your response to an Invitation for Registration.  

6. On the Created Registration Response under the General tab fill in the Name 

of the bidder representative, Bidder representative designation, physical 

address and the postal address.  

 
7. Under the Registration categories tab the following details will be 

displayed, to select a category click on the +New action as shown below:  
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8. Select all the categories and click on Add Categories action to save as 

shown below  

 
 

  

9. To Upload all the required supporting documents as specified in the 

invitation Navigate to the documents tab. Click on +New action to select the 

document type to upload and define all the other required details such as 

Issuance date, Certificate number and Expiry dates where applicable.   
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Click on Add Document action to save the details and the file. 
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Note: Repeat the same for all the required documents under the categories 

selected. 

10. Verify that all the provided information and uploaded documents are 

accurate and complete.   

11. Under the submit section review the summary of your registration which can 

be downloaded by Clicking on the Download Response Summary action as 

shown below 

  

12. Click Submit Application to send the registration request.   

  

  


