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Supplier User Guide — Register on the Portal
Dear Valued Supplier,
Welcome to the “Ajman Free Zone eProcurement Portal” user guide.

This user guide will lead you through Ajman Free Zone Registration process and will be delivered
through a step-by-step approach.

Simply follow the bellow steps to register your organization as a supplier with Ajman Free zone.
If you are facing difficulties at any time during the registration process, you can dial +971 800

8363377 (800 Tenders) for telephonic support from Sundays to Thursdays 8:00 AM — 5:00 PM
(GMT + 4:00) Abu Dhabi, Muscat.
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Step 1: Register as a Supplier

Visit https://eprocurement.afz.gov.ae/web/login.html and click on the “Register Now” button.

@ https://eprocurement.afz.gov.ae/web/login.html
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Welcome to Login
Usemame:
This portal provides a suite of collaborative, web-based tools that enable procurement professionals and suppliers
to conduct sourcing and contract management activities.

The combination of a secure integrated platform, global knowledge base and aligned organisational procurement Password:
processes will better analyse, source, contract, and manage each business unit's spend and suppliers for greater
performance, productivity and efficiency.

Forgot password? [N
Register now

Login

Username:

Password:

Fur ot password? Enter
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A new browser window detailing the Ajman Free Zone eProcurement Portal User Agreement will
open up. Please Note that you may be required to set your browser to ‘Temporarily allow pop-up’
windows.

Step 2: Read and Accept the User Agreement

After you click on “Register Now”, you are required to review the Ajman Free Zone User Agreement
carefully and click on “l agree” and click “Next” to proceed with your registration.

Suppliers’ Stipulations to use
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Step 3: Complete the Registration Page
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Complete the Registration page by filling in your Organization Details and the User Details.

You must put the e-mail address of the individual who will be responsible for the tendering activities
carried out on Ajman Free Zone eProcurement Portal.

Kindly note that the temporary password and all portal notifications will be sent to the same e-mail
address that was specified in the user details section.

Once you have entered all your details in the registration page, click on Save to be directed to the

Basic Profile page.

Organisation Details

Registration Data Basic Profile Forms

My Category Selection Redgistration Confirmation

== -

@ Reset

* Organisation Name

* Address

* City

Country

Region

* ZIP/Postal Code

Organisation Fax Number

* Organisation Email Address

Web site

* Organisation Legal Structure

* Trade License Number

* Main Organisation Phone Number

Other Organisation Legal Structure

UNITED ARAB EMIRATES

— v

User Details

Title

* Last Name

* First Name

* Phone Number

separate multiple addresses.

mother's maiden name?)

* Time Zone

* Email Address Validation

Mobile Number (please enter "+" "country code” and "your
mobile phone number” with no spaces)

* Email Address IMPORTANT: This email address will be used for
access to the site and for all communications. Please ensure
you enter the address correctly. Please use ";" (semicolon) to

* Username (please do not forget your username)

User Verification Question Please specify a question that will
help verify your identity should the need arise (e.g. Your

Answer to Your User Verification Question (The helpdesk may
request this information in order to verify your identity).

* Preferred language for use in system interface

LRSI BN e L Enter Validation Code:




Step 4: Complete the Basic Profile Page
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Complete your registration by filling out the Basic Profile and choosing your categories.

Please ensure that you have fully completed the below forms; uncompleted forms will not allow you
the opportunity to be qualified and ultimately you will lose access to the tendering opportunities.

Organization Details

Company Profile - 4,20 il

pe of products that the company will provide to AFZA: are they Service type, or Materis] type

No Centification

@ Sample attachment.docx (13

ocx (13 KB)

Questions marked in (*) red asterisks are mandatory and should be completed.

Click on “Save and Continue” to proceed with selecting your business categories.




Step 5: Selecting Business Categories
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After you have completed and saved the Basic profile you will be prompted to complete your

company classification by choosing all the categories that are relevant to your organization’s line of

business.

3! Deselect All

. 10000000

{ Display Selected Only | | § ExpandAll | | ¥ Collapse Al

Once you have completed your selection proceed to clicking on “Confirm Current Selection”.




N
\\

Spll gloac adhio =
Ajman Free Zone =X

Step 6: Registration Completion

Once you have completed the registration process you will receive the below message:

Registration Confirmation

Please note that in the meantime the Ajman Free Zone Supplier Registration team will review your
application.

If your application is Pre-qualified, you will receive an email alert prompting you to complete your
registration by settling the registration fees online through the Ajman Free Zone eProcurement

portal.

Registration fee AED 100/- to be settled

< % see
purchases.prep@afza.gov.ae 919
To Oussama Dabdoub; Samira Eltayeb; Abla Aboulela 2:58 PM

Retention Policy 18 Month Retention (1 year, 6 months)  Expires 2/13/2023

@ This sender purchases.prep@afza.gov.ae is from outside your organization.

Message from Shafiulla Siddig, at Buyer Organisation Ajman Free Zone

Thank you for registering on the Ajman Free Zone eProcurement portal. We would like to
inform you that your company profile has been reviewed and pre-qualified. In order to
become an approved vendor with AFZ, you will be required to settle the annual registration
fee Aed 100/-

To settle the registration fees, please follow the below steps:

1. please use the URL https://eprocurement.afz.gov.ae

2. Login with your user name and password

3. Click on the “Registration/ Renewal payment” tab

4, You will be directed to the registration payment page, enter your credit card details to settle
the payment. An email alert confirming your payment will be sent to the registered email

5. Once your payment is confirmed, your registration will be approved with Ajman Free Zone
and will be valid for one year

Thanks & Regards




Step 7: Settle Registration Payment

opll glaace ddhio =g
Ajman Free Zone =X

Log into the Ajman Free Zone eProcurement portal using your username and password.

AJMAN FREE ZONE.

Welcome to

This portal provides 2 suite of collaborative, web-based tools that enable procurement professionals and suppliers
to conduct sourcing and contract management activities.

“The combination of a secure integrated platform, global knowledge base and aligned organisational procurement
processes will better analyse, source, contract, and manage each business unit's spend and suppliers for greater
performance, productivity and efficency.

Login
Usemame:
supplierd

Password:

Forgot password?
Register now

Once you have logged in, on the main page please select the Registration / Renewal Payment icon to

be directed to the payment page.

Ajman Free Zone eProcurement Portal - Supplier Area

7 O

My RFI RFI Open to All Suppliers My RFQ RFQ Open to All
Suppliers

g at 3 &

Contracts Scorecards Auctions Registration / Renewal
Payment
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User Profile

Registration data =
Modify password =
User management —>

Logout =

Supplier User Guides

How to Add Categories >
How to create multi users =
How to respond to RFQ/RFI =
How to send messages =

eProcurement Helpdesk

Need assistance? Please contact our
eProcurement Helpdesk:
Phone: (800 Tenders) +971 800 836 33 77

Email: purchases.prep@afza.gov.ae

N
\




N
\\

onll glaac ddhio =
Ajman Free Zone =X

A new page will appear indicating that your application has been reviewed and in order to be an
approved supplier with AFZ you will be required to pay the annual registration fees of AED 100.

Welcome to Ajman Free Zone eProcurement Portal

Your registration has been reviewed. In order to activate your account with Ajman Free Zone and to have access to the

complete eProcurement Portal, you are required to pay the registration fee of AED 100.00.[Please click here to Qroceed.}

Click on the hyperlink provided to proceed with paying the registration fees.

Step 8: Enter Credit Card Details

In the payment page you are required to first Select your credit card type (Visa / Mastercard ).

Network >

Choose your payment options

! -
Payment Option VISA - Transaction Details

Merchant Name :Ajman Free
Zone - ePayment

Order Number
4328_1490686945427

Amount (AED) :410.00

Upon selecting the credit card type, you will be required to enter the credit card details.

Network>

Choose your payment options

Payment Option -
visa - Transaction Details
LT Card Holder Name Merchant Name :Ajman Free
412345013100138 John Zone - ePayment

Order Number

Expiry Date CVV Number 4328_149I 45427

MAY v Year v Amount (AED) :410.00

PAY NOW CANCEL
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Click on the “Pay Now” button to make the payment.

Once you have paid the registration payment online, you will receive and email alert confirming your
registration payment of AED 100.
Ajman Free Zone eProcurement Portal - Payment Result

< % sew
purchases.prep@afza.gov.ae 919
To QOussama Dabdoub; Samira Eltayeb; Areen Zakaria; Abla Aboulela 3:25 PM

Retention Policy 18 Month Retention (1 year, 6 months)  Expires 2/13/2023

@ This sender purchases.prep@afza.gov.ae is from outside your organization.

Ajman Free Zone eProcurement Portal

Dear Supplier,

Thank you for paying the annual registration fee.

The payment to register on Ajman Free Zone eProcurement Portal has been approved.
Please see below receipt details:

- Receipt number: 2001703000500530

- Amount: 100

- Date & Time of the payment: 08/03/2021 13:15

This email can be considered as an official receipt.

Upon the confirmation for the registration payment, please note that you are now an approved
supplier with Ajman Free zone.
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Technical Support

If you are facing difficulties at any time during the registration process, you can dial +971 800
8363377 (800 Tenders) for telephonic support from Sundays to Thursdays 8:00 AM — 5:00 PM
(GMT + 4:00) Abu Dhabi, Muscat.

You can also email us on purchases@afza.gov.ae
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