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E X I S T I N G  S U P P L I E R

T R A I N I N G G U I D E



■ What is E-Vendor
E-Vendor is an user friendly, intuitive and self serve supplier portal that helps Suppliers and Buyers 

communicate with each other; it covers the end to end supplier lifecycle relationship from Supplier On-

boarding, Purchase Order to Invoice collaboration and reporting for both EDGE Buyers and our Suppliers

■ Benefits of adopting the E-Vendor Portal for the Supplier & Procurement 

Function

E-Vendor helps suppliers stay up to date with EDGE’s requirements, purchase orders, and receivables 

leading to better planning and reduced need for voice and email communications. Similarly, it helps our 

Procurement team to be aware of order confirmation, dispatch plans, shipment details and delivery dates.

■ How E-Vendor will impact our Suppliers
All EDGE Buyer & Supplier communication, supplier profile registration and updates will be conducted and 

managed through the E-Vendor Portal
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E X I S T I N G V E N D O R S C E N AR I OS
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This walkthrough consists of:

■ EDGE E - Vendor Credential Creation Process  - Existing Supplier

■ EDGE Supplier Registration Update Process

■ EDGE Purchase Order Process

■ EDGE Purchase Order Confirmation

■ EDGE Advanced Shipping Notification

■ EDGE Service Entry Sheet
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Credential Activation Notification only for Existing Suppliers

1.This is the starting point for existing suppliers to begin the 

update process.

2.The existing supplier will receive an email with credential 

activation link.

3. Click on the 'Click here to activate your account' button

4.Once activated the a page will open up in the browser for 

credentials reset.



C R E D E N T I AL S E T U P PAG E

Credential Setup

5.The credentials reset consists of the fields First 

Name, Last Name and Set Password fields.

6. The supplier can change First Name & Last name.

7.The supplier can create a password for the 

credentials provided

8.Click on the ‘Save’ button

Note: The supplier email id will be the same as used as 

registration email id for request creation & registration 

form login.
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CREDENTIAL RESET PROCESS
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C R E D E N T I AL R E S E T P R O C E S S

Credential Reset

1. Using the portal link, open the login screen

2. Click on 'Forget Password'
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C R E D E N T I AL R E S E T P R O C E S S

Credential Reset

3. Enter your registered email id

4. Click on 'Send'
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C R E D E N T I AL R E S E T P R O C E S S

Credential Reset

5. A Confirmation will be displayed on the screen and an email will sent to you will a link. The link will expire in 2 

hours.
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Credential Reset

6. You will receive an email to reset password

7. Click on 'Click here to reset your password'

7



C R E D E N T I AL R E S E T PAG E

Credential Reset

8. Reset your password screen is displayed. Enter your new password here.

9. Click on 'Save'.
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E D G E S U P P L I E R U P D AT E R E G IS T R AT I ON E M AI L

The Supplier Registration Update process starts with the Supplier receiving an invite email from

EDGE.
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Let’s have a look at the steps for

filling Supplier Registration Form

Update process.

1. Open your Email in Inbox and

Click on the Registration Form

link ‘here’

S U P P L I E R R E G I S T R AT I O N P R O C E S S - U P D AT E
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C R E D E N T I AL R E S E T P R O C E S S

2. Enter your credentials in the login

page
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Portal Launchpad

2. On click the link in the email Edge Portal launchpad will open in the browser. Please enter your 

email and click ‘Continue’



S U P P L I E R R E G I S T R AT I O N F O R M - U P D AT E

Instruction and Information Page

4. Once you click on Supplier Registration Form, the Instruction and information page will be

displayed with all the details. Click on 'Next'
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S U P P L I E R R E G IS T R AT I ON F O R M - U P D AT E

All Pre-filled Sections displayed in editable form

5. The Registration Form gets displayed, all sections with pre-filled data will be displayed as per the data filled

during registration process. The Supplier can update any field in any section. Detailed explanation of sub-section

can be found in supplier creation process.
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Submission Page

6. In this Section the supplier needs to provide details like completed by and 

designation.

7. Once the supplier click on the tick box, the submit button gets displayed.

8. Click on the ‘Submit' button to proceed with submission of the form.
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S U P P L I E R R E G IS T R AT I ON F O R M - U P D AT E

Submission Page: Success message.

9. Upon submission of registration form, a success message is displayed to supplier.

10. Click on 'OK'. The form navigates to login page.

11.The form internally goes through an approval process on the edge system. The approver can approve,

sendback or reject the form, simillar to the Registration form explained for supplier creation process in the 

previous slides.
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CONFIRM ORDER ITEM



Steps for order confirmation

1. Click on Order confirmation

C O N F I R M P U R C H AS E OR D E R

2

1

2. Click on the Purchase Order Confirmation



3. Click on Purchase Order with status 

Pending Or Partial

4.1 Click to Select/deselect all Items

4.2 Click to select/deselect single item

5. Click on the confirm Button
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4.2
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C O N F I R M P U R C H AS E OR D E R



6. Enter confirmation comment.

7. Click on Submit to confirm selected order items.

C O N F I R M P U R C H AS E OR D E R I T E M
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8. A Success message will display that order items are 

confirmed, Click on ‘Ok' to close the pop-up.
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REJECT ORDER ITEM



R E J E C T P O I T E M

1. Click on order with status pending or partial

2.1 Select/deselect all order item.

2.2 Select/deselect single order item.

3. Click on 'REJECT' button

.

1

2.2

3

2.1



4. Enter reason for rejection comment.

5. Click on ‘Submit' button to reject order

item

R E J E C T P U R C H AS E OR D E R
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6. Success message will display that item is rejected and 

sent to buyer for approval, Click on ok to close pop-up.
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CHANGE ORDER ITEM CONFIRMATION



C H AN G E P U R C H AS E OR D E R C O N F I R M AT IO N

1. Click on order with status Pending or Partial

2. Select order Item

3. Click on Change for PO Button
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4. by clicking confirmation item can add or remove.

5. Add new proposed quantity(split proposed confirmation quantity should be match with total order quantity).

6. Add new proposed Confirmation date(split confirmation date should be different from then other item)

7. Click on Submit button

C H AN G E P U R C H AS E OR D E R C O N F I R M AT IO N
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8. Add comment and click on yes button.

C H AN G E P U R C H AS E OR D E R C O N F I R M AT IO N
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9. Success message will display Request Submitted 

successfully and pending for approval , click on OK to close 

pop-up.



C O M M U N I C AT IO N AN D AC T IO N L O G

1.Click on Messenger button for events and history of action logs 
and communicated messages.

2.Supplier can clarify doubts with Buyer using message 

functionality, type your query.

3.Click on send button to post your query/messages ,system will 

notify buyer about your query.

4. click to close message box.
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O R D E R AT TA C H M E N T S

1. Order attachments are visible in attachment tab.

2. To download clicking on attachment name.

2

1
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CREATE ADVANCE SHIPPING NOTIFICATION



steps to create Advance Shipping Notification

1. Click on Adv. Shipping Notification

C R E AT E AD VAN C E D S H I P P I N G N O T I F I C AT I ON
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2. Click on ASN Create



3. Click on order with status open or partial to create Adv. Shipping notification.

C R E AT E AD VAN C E D S H I P P I N G N O T I F I C AT I ON
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4.Fill in the required details like slip id, tracking number ,Est. delivery date and shipping date.

5. 5.1 Select/deselect all Item 5.2 select /deselect single item.

6. Quantity can be change (delivery qty should be less then or equal to pending qty)

C R E AT E AD VAN C E D S H I P P I N G N O T I F I C AT I ON

5.1

5.2
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7. Add ASN related attachments by click on ADD button and select required attachments.

8. Click on create button.

C R E AT E AD VAN C E D S H I P P I N G N O T I F I C AT I ON
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9. Enter Comments .

10. Click on Yes button.

11.Success message will display with created ASN 

number, Click on OK to close pop-up.

C R E AT E AD VAN C E D S H I P P I N G N O T I F I C AT I ON
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EDIT ADVANCE SHIPPING NOTIFICATION



1. Go to -> Adv. Shipping notification application and click on submitted tab.

2. Click on ASN number from the list with status submitted.

E D I T A D VA N C E S H I P P I N G N OT I F I C AT I ON

1

2



3. Click on change button.

E D I T A D VA N C E S H I P P I N G N OT I F I C AT I ON
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4. Click on change button to modify delivery Qty. or delete button for delete ASN item.

5. ASN Qty. is allowed to change if you click on change button.

6. Click on Submit changes button.

E D I T A D VA N C E S H I P P I N G N OT I F I C AT I ON
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7. Enter Comments .

8. Click on Yes button.

E D I T A D VA N C E S H I P P I N G N OT I F I C AT I ON
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9. Success message will display with ASN 

number, Click on OK to close pop-up.
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DELETE ADVANCE SHIPPING NOTIFICATION



1. Go to ->Adv. Shipping notification application and click on submitted tab.

2. Click on ASN number from the list with status submitted.

D E L E T E AD VAN C E S H I P P I N G N O T I F I C AT I ON
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3. Click on delete button.

D E L E T E AD VAN C E S H I P P I N G N O T I F I C AT I ON
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7. Enter Comments .

8. Click on Yes button.

D E L E T E AD VAN C E S H I P P I N G N O T I F I C AT I ON

9. Success message will display with ASN number, 
Click on OK to close pop-up.
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CREATE SERVICE ENTRY SHEET



Steps to create service entry sheet

1. Click on service order(SES).

2. Click on service entry sheet Create.

3. Select order from pending list.

C R E AT E S E RV I C E E N T RY S H E E T
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4. Click on select service entry icon.

C R E AT E S E RV I C E E N T RY S H E E T
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C R E AT E S E RV I C E E N T RY S H E E T

5. Click on check box to select service entry item.

6. Click on Copy button.

7. Item added in SES Lines

8.Click on Add button to add attachment
5
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9. Click on Create button.

C R E AT E S E RV I C E E N T RY S H E E T
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10. Enter Comments .

11. Click on Yes button.

.

C R E AT E S E RV I C E E N T RY S H E E T
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12. Success message will display with SES number, 

Click on ok to close pop-up.
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DELETE SERVICE ENTRY SHEET



1. Go to ->Service entry sheet create application and click on submitted tab.

2. Click on SES number from the list with status submitted.

D E L E T E S E RV I C E E N T RY S H E E T
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3. select SES item.(check box)

4. Click on DELETE button.

D E L E T E S E RV I C E E N T RY S H E E T
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5. Enter Comments .

6. Click on Yes button.

.

D E L E T E S E RV I C E E N T RY S H E E T

7. Success message will display with SES deleted ,Click 

on OK to close pop-up.
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CO N TACT US

Should you have any questions, please do not hesitate to reach out to us via 

email at E-Vendor@EDGEgroup.ae

Visit our website

edgegroup.ae/e-vendor

mailto:E-Vendor@EDGEgroup.ae
https://edgegroup.ae/e-vendor
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