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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 D G E R E G I S T R A T I O N
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R E G IS T R AT IO N S C E N A R I O S

s

This walkthrough consists of:

■ Submit Registration Form - Create
■ Addtional features
■ Submit Registration Form - Approval
■ Submit Registration Form - Sendback
■ Submit Registration Form - Reject
■ Submit Registration Form - Update 

(New or Existing suppliers)



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



The registration process starts with the new supplier receiving an invite email from EDGE. Existing suppliers do not
have to go through the registration process and for them the process starts with the Registration Form Update.

E D GE S U P P L I E R R E G I S T R AT I O N E M A I L



Let’s have a look at the steps for 
filling Supplier Registration Form

1. Open the Email in your 
Inbox and Click on
Registration Form link
(here)

S U P P L I E R R E G IS T R AT I O N P R O C E S S
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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 IS T R AT I O N P R O C E S S
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S U P P L I E R R E G IS T R AT I O N P R O C E S S

Login Page

3. Enter your registered Email Id on which you received the invite & click on
'Login'
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S U P P L I E R R E G IS T R AT I O N F OR M

Instruction and Information Page
4. Once you login, the Instruction and information page will be displayed once you have read them Click 
on 'Next'.
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S U P P L I E R R E G IS T R AT I O N F OR M

General Information Section
5. The registration form will be displayed and is divided into 6 sections. The first section, General Information,
consists of all the fields related to Suppliers general information such as, Name, Website Address etc. Every section
has multiple sub-sections. Fill up all mandatory fields marked as with a red asterisk. Non-asterisk fields are optional.

Note: Some sub-sections might not be visible depending on the type of Supplier such as Normal, Low Value
or Exceptional



S U P P L I E R R E G IS T R AT I O N F OR M

General Information Section: Address
6. The supplier needs to provide address details in this sub-section. Office address is divided into main address,
(first sub-section) and Register/Other Office address (second sub-section in tablular form). You can add mutiple 
addresses using the 'Add Office Address' button on the top right corner above the address table.



S U P P L I E R R E G IS T R AT I O N F OR M

General Information Section : Contacts
7. Suppliers need to provide contact details in this sub-section. Contacts are divided into Head of the Company i.e. 
MD / Chairman (first sub-section) and Other Contacts (second sub-section in tablular form). You can add mutiple 
contacts using the 'Add Contacts' button on the top right corner above the contact table.



S U P P L I E R R E G IS T R AT I O N F OR M

General Information Section : Business Information
8. In this sub-section the supplier needs to provide business information like no. of employees, no. of engineers 
etc. Numerical values are expected in the respective inputs boxes.



General Information Section : Other Details
9. In this sub-section the supplier needs to provide other important details like Trade License No, Legal Structure, 
Establishment Date, Supplier Category (Multiple selections are allowed) and Type of Business. All fields are
mandatory.
10. Click on 'Next' button to move to the next section. The section is saved as draft automatically.
11. You can Click on the 'Save Draft' button to save the information as draft manually at any point while completing

the form.

S U P P L I E R R E G IS T R AT I O N F OR M
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S U P P L I E R R E G IS T R AT I O N F OR M

Financial Information Section
12. This section includes all the financial information related to the supplier. It starts with the main bank sub-
section. Select the Bank Country first & then the Swift code. This will auto populate fields the Bank Name &
Branch Name if exists in the database. Please complete all the mandatory fields marked with a red asterisk.
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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

Financial Information Section : Other Bank Details
13. Suppliers can provide multiple bank details in this sub-section. Other bank details can be added using the 'Add 
Bank Info' button on the top right corner above the other bank details table.

19

Financial Information Section : VAT Details
14. This sub-section includes VAT realted field including VAT Regsitration No & VAT Registration Expiry date. These fields can be optional depending
on the sub-type of supplier for example, Local, Overseas or Govt. Subsidiary.



S U P P L I E R R E G IS T R AT I ON F O R M

Financial Information Section : Financial Information
15. The supplier is asked to provide Financial information for last 2-3years. Some rows for years will displayed 
automatically by the system with the current year. It includes the fields, Total Revenue, Net Profit/Loss, TotalAssets, 
Total Equity & Currency.
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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

Financial Information Section : Owner’s Information

16.This sub-section includes fields related to the owner’s information. The supplier can provide multiple owner 
details in the table. Additional Owner’s details can be added using the 'Add Owner Info' button on the top right 
corner above the table.

17. Click on Next button to move to the next section. The section is saved as draft automatically.
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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

Operational Information Section
18. In this section the supplier is required to provide information related to Operations. The supplier can add 
multiple products or services in the tabular format fields which consist of Type (Product or Service), Product
Name, Description and Category. Multiple entries can be added using the 'Add Product Info' button on the top right
corner above the table.
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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

Operational Information Section : Operational Capacity
19. In this sub-section the supplier needs to provide details related to Operational Capacity. The below sub-section 
includes details such as Country, City, Capacity and Lead Time to Service. The supplier can add multiple records
using the 'Add Capacity Info' button on the top right corner above the table.
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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

Operational Information Section : Order details
20. In this sub-section the supplier needs to provide details related to Order size. The below sub-section includes
the fields, Maximum Order size and Minimum Order size.



S U P P L I E R R E G IS T R AT I ON F O R M

Operational Information Section: Major Clients / Customers
21. In this sub-section the supplier needs to provide details related to Major Clients/Customers. The below sub-
section includes the details of the Customer name and Percentage Share of Business. The supplier can add
multiple records using the 'Add Customer' button on the top right corner, above the table.
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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

Operational Information Section: Exclusive Distributor and Non-Exclusive Distributor
22.In this sub-section the supplier needs to provide details related to Exclusive and Non-Exclusive Distributor of
OEM. The below sub-section includes details the include the Company Name, Country and Category. The supplier 
can add multiple records using the 'Add' button on the top right corner above the table.

23. Click on Next button to move to the next section.
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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

Disclosures Section
24. Here the supplier should provide information related to Disclosures in this section. The below sub-section 
includes details related to Conflict of Interest and Legal Case Disclosure. The supplier can select from options
displayed as radio buttons (e.g., Yes or No).
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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

Disclosures Section: Relatives working for the (Entity)
25. In this sub-section the supplier needs to provide details related to relatives working for the entity. The supplier
can select from options displayed as radio buttons (e.g., Yes or No). If the Supplier selects ‘Yes' a table is displayed
with fields requiring the name and relationship. The supplier can add multiple records using the 'Add' button on the
top right corner above the table.
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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

Disclosures Section: ITAR and FCPA compliance
26. In this sub-section the supplier is required to provide details related to ITAR and FCPA compliance. It includes
questions related to the Foreign Corrupt Practices Act (FCPA), ITAR or EAR regulations and U.S Origin Supply. The
supplier can select from options displayed as radio buttons (e.g., Yes or No or NA).



S U P P L I E R R E G IS T R AT I ON F O R M

Disclosures Section: IT Equipment and Tools
27. In this sub-section the supplier needs to provide details related to IT Equipment and Tools. It includes questions 
related to Management Software, ERP and Industrial Design Software. The supplier can select from options
displayed as radio buttons (e.g., Yes or No or NA).



S U P P L I E R R E G IS T R AT I ON F O R M

Disclosures Section: Quality Certificates
28.In this sub-section the supplier is required to provide details related to Quality Certificates. It includes a table with
the fields, Description, Action and Done by. The supplier can select the Action from the options displayed as radio
buttons (e.g., Yes or No or NA). The supplier can add multiple records using the 'Others' button on the top right corner
above the table.

29. Click on the ‘Next' button to move to the next section.
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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

Attachments Section: Company Profile
30. The supplier needs to provide attachments in this section. It supports different attachment types including txt,
jpg, docx., pdf, xlsx. The below sub-section includes details related to Company Profile. The supplier can add
multiple records using the “+” icon on the top right corner above the table.
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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

Attachments Section: Production/Quality Resources.
31. In this sub-section the supplier needs to provide attachments related to Production/Quality Resources. The 
supplier can add multiple records using the “+” icon on the top right corner above the table. The supplier can add
details in description for each attachment.



S U P P L I E R R E G IS T R AT I ON F O R M

Attachments Section: Catalogue of Products / services.
32. In this sub-section the supplier needs to provide attachments related to Catalogue of Products / Services. The 
supplier can add multiple records using the “+” icon on the top right corner above the table. The supplier can add
details in description for each attachment.



S U P P L I E R R E G IS T R AT I ON F O R M

Attachments Section: Power of Attorney
33. In this sub-section the supplier needs to provide attachments related to Power of Attorney. The supplier can add 
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the 
description for each attachment.
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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

Attachments Section: Bank Account letter issued by the Bank.
34. In this sub-section the supplier needs to provide attachments related to Bank Account Letter issued by the Bank. 
The supplier can add multiple records using the “+” icon on the top right corner above the table. The supplier can
add details in the description for each attachment.
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Attachments Section: TRN Certificate.
35. In this sub-section the supplier needs to provide attachments related to TRN Certificate. The supplier can add
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the 
description for each attachment.

S U P P L I E R R E G IS T R AT I ON F O R M
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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

Attachments Section: Major Customers.
36. In this sub-section the supplier needs to provide attachments related to Major Customers. The supplier can add
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the 
description for each attachment.
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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

Attachments Section: Major Suppliers.
37. In this sub-section the supplier needs to provide attachments related to Major Suppliers. The supplier can add
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the 
description for each attachment.
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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

Attachments Section: List of references.
38. In this sub-section the supplier needs to provide attachments related to List of References. The supplier can add
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the 
description for each attachment.

40



S U P P L I E R R E G IS T R AT I ON F O R M

Attachments Section: If UAE Company ?
39. In this sub-section the supplier needs to provide an attachment specific to UAE Company or Non-UAE
Company. The supplier can add details in the description for each attachment. The type of attachment can differ
depending on the type of supplier (i.e., local or overseas supplier).
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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

Attachments Section: Passport of Authorized Signatory(Owner/s and Partner/s)
40. In this sub-section the supplier needs to provide attachments related to Passport of Authorized Signatory. The 
supplier can add multiple records using the “+” icon on the top right corner above the table. The supplier can add
details in the description for each attachment.
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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

Attachments Section: Passport Representative / Authorized person ?
41. In this sub-section the supplier needs to provide attachments related to Passport Representative / Authorized 
Person . The supplier can add multiple records using the “+” icon on the top right corner above the table. The 
supplier can add details in the description for each attachment.

43



S U P P L I E R R E G IS T R AT I ON F O R M

Attachments Section: Financial Statement
42. In this sub-section the supplier needs to provide attachments related to Financial Statement. The supplier can
add details in the description for each attachment, some of the rows for years will be displayed automatically by
the system with the current year.
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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

Attachments Section: ISO Certificate
43. In this sub-section the supplier needs to provide attachments related to ISO Certificate. The supplier can add
multiple records using the “+” icon on the top right corner above the table. The supplier can add details in the
description for each attachment.
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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

Attachments Section: Other Quality Certificates
44. In this sub-section the supplier needs to provide attachments related to Other Quality Certificates. The supplier
can add multiple records using the “+” icon on the top right corner above the table. The supplier can add details in
the description for each attachment.
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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

Attachments Section: NDA
45.In this sub-section the supplier needs to provide attachments related to NDA. The supplier can add details in the 
description for each attachment. The supplier can download the NDA Template by clicking on the 'Download NDA 
Form' button on top right corner of the table. The supplier needs to complete the details and upload the NDA
documen again.

46. Click on the ‘Next' button to move to the next section.
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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

Submission Page
47. In this Section the supplier needs to provide Completed by and Designation details.

48. Once the supplier has checked the tick box, the submit button will be displayed.

49. Click on the 'Submit' button to proceed with the submission of the form.

48
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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

Submission Page: Success message.
50. Upon submission of the registration form, a success message will be displayed.

51. Click on 'OK'. The form will navigate back to the login page.

51
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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

Details Display Page: Non editable
52. After submission of the form, if the supplier tries to login back in to the registration form while the request is in the 
process of approval, the supplier will see a non editable display page containing all their previously submitted 
information.
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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

Additional Features: Status check and Messenger.
53. The supplier can login to the form to check the status of the submitted registration form in non editable display 

page.

54.The supplier now has access to a messenger option, the supplier can now communicate with the buyer or 
approver depending on status of the request. If the supplier sends a message before form submission, the message
will be sent to buyer, where as if supplier sends a message after form submission the message is sent to the
approver.

5453
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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

Additional Features: Messenger in Non Editable Registration Form
55. When the supplier clicks on the messenger button a side panel will open up with a chat box and previous
messages are displayed below.

56. The supplier can type the message in the chat box and click on send icon.

56
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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

Additional Features: Messenger in Non Editable Registration Form.
57.The message is sent to the respective recipient in the form of a email (In this case it is the approver, as the form 
status is in approval) .

58. On click on 'OK' the messenger is refreshed and the latest messages are displayed.

53
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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

Additional Features: Messenger in Non Editable Registration Form.
59. Once the messages are refreshed in the chat box it will be displayed in a timeline 
format.

59
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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

Additional Features: Messenger in editable Registration form
60. The supplier can also send messages to the Buyer in the editable Registration form, by using the 'Messenger'
button on the footer.
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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

Additional Features: Messenger in editable Registration form
61.When the supplier clicks on the messenger button a side panel will open up displaying a chat box and any 
previous messages.

62. The supplier can type a message in the chat box and click on the send icon.

56
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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

Additional Features: Messenger in editable Registration Form.
63. The message is sent to respective recipient in the form of an email notification (In this case its is the buyer,

as the status of the form is In Progress and the form is not submitted yet).

64. On click on 'OK' the messenger is refreshed and the latest messages are displayed.
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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

Additional Features: Messenger in editable Registration Form.
65. Once the messages are refreshed in the chat box it will be displayed in a timeline 

format.
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B U Y E R ’ S C O M M U N I C AT IO N TO S U P P L IE R

Email Notification
66. This email is receviced by the supplier when the Buyer sends a message to the supplier. The email is identified 
with ‘Buyer’s message’ in the body of the email.
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A P P R O V E R ’ S C O M M U N I C AT IO N TO S U P P L IE R

Email Notification
67. This email is received by the supplier when the Approver sends a message to the supplier. The email is identified 
with ‘Approver’s message’ in the body of the email.
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A P P R O VA L E M A I L N O T IF IC AT I ON

Approval Acknowledgement Notification
1. This email is received by the supplier as an acknowledgement that the Approval process is completed, the 
supplier will be added to the EDGE Vendor Master
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CREDENTIAL CREATION PROCESS - NEW SUPPLIER
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C R E D E N T IA L A C T IVAT IO N E M A I L N O T IF IC AT I ON

64

3

Credential Activation Notification
2.The supplier will receive an email with a 
credential activation link.

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

4.Once activated the a page will open in the browser to 
Credentials Reset.



C R E D E N T IA L S E T U P PA G E

Credential Setup
5. The Credentials Reset consists of fields labeled 
First Name, Last Name and Set Password Fields.

6. The Supplier can change, First Name & Last name
and Email.

7. The Supplier can create a password for the 
credentials provided.

8.Click on ‘Save’

Note: The supplier email ID will be the same as used in 
registration.
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CREDENTIAL RESET PROCESS
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C R E D E N T IA L 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 'Forgot Password'

7
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C R E D E N T IA L R E S E T P R O C E S S

Credential Reset
3. Enter your registered email id

4. Click on Send

3

4
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C R E D E N T IA L R E S E T P R O C E S S

Credential Reset
5. Confirmation will be displayed on the screen and an email will sent to you with a link. The link will expire in 2 
hours.
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C R E D E N T IA L R E S E T P R O C E S S
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Credential Reset
6. You will receive an email to reset your 

password

7. Click on 'Click here to reset your password'
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C R E D E N T I A L R E S E T PA G E

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

9. Click on 'Save'.

8
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E M A I L N O T I F I C AT I O N - F O R M S E N T B A C K

Email Notification
1. Sendback is usually a request for further/missing information. This email is received by the supplier when 
the Approver sends back the supplier registration form. The email is identified by ‘Reason for Sendback’ in the 
body of the email.
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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 - S E N D B A C K
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2. The supplier must click on the link in the email 'here' and open up the portal launchpad.

3. On the menu, click on 'Supplier Registration Form', the registration login page will be 
displayed.

4. Enter the registered email ID & login to the form.

2
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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 - S E N D B A C K

5. Once the registration form is displayed, the ‘Reason for sendback' is displayed to the supplier in a message
banner on top of the form.

5
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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 - R E J E C T

Email Notification
1.The below email is received by the supplier when the Approver rejects a registration request. The 
email is identified by ‘Reason for rejection’ in the body of the email.

2. The supplier cannot login back in to the registration form after rejection. The supplier will need to 
contact the buyer who will need to create a fresh request to reregister



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



E D GE S U P P L I E R U P D AT E S C E N A R I O S
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The Supplier Registration update process can be used in 2 scenarios:

1) Legacy Supplier:

■ For legacy (existing) suppliers the process starts with existing data migration from old system to E-
Vendor system.

■ Legacy suppliers do not have to go through new supplier creation/registration process.

■ Legacy suppliers first receive Account Activation emails to activate their accounts for E-Vendor system 
access.

■ E-Vendor system portal links are send to Legacy suppliers which consists of the registration form having 
previous available data pre-filled in respective sections/fields.

■ Legacy suppliers can update previous data as well as fill up rest of the form which captured additional 
new informations as well as attachments and submit the form.



E D GE S U P P L I E R U P D AT E S C E N A R I O S
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2) New Supplier updating the registration form:

■ For new suppliers the process starts with generating an update request by Buyer.

■ Procurement Manager approves the update request.

■ Once approved the new suppliers receive an invite for updating the registration form.

■ The registration form will have previous available data pre-filled in respective sections/fields.

■ Suppliers can update previous data as well as attachments.



CREDENTIAL CREATION PROCESS - EXISTING SUPPLIER
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C R E D E N T IA L A C T IVAT IO N E M A I L N O T IF IC AT I ON
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3

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 IA L S E T U P PA G 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 IA L 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'

5
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C R E D E N T IA L R E S E T P R O C E S S

Credential Reset
3. Enter your registered email id

4. Click on 'Send'

3

4
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C R E D E N T IA L 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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C R E D E N T IA L R E S E T P R O C E S S
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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 IA L R E S E T PA G E

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

9. Click on 'Save'.

8
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SUPPLIER REGISTRATION UPDATE PROCESS
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E D GE S U P P L I E R U P D AT E R E G IS T R AT IO N E M A I 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 IS T R AT I O N P R O C E S S - U P D AT E

1
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C R E D E N T IA L R E S E T P R O C E S S

2. Enter your credentials in the login
page

3

2



S U P P L I E R R E G IS T R AT I ON N P R O C E S S - U P D AT E
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3
2

2

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 IS T R AT I O N F OR 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'

4
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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.

5
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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.

7
8
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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.

10
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SES Create/DeleteOrder Created
/Approved by EDGE

Confirm/reject /change 
PO Order By supplier

Order item get 
confirmed/change  

reject

ASN Create/Change/Delete 
by Supplier

SES Create/Delete 
by Supplier

EDGE System

E-Vendor System

ASN Create/Change/Delete

Confirmed Reject /Change

Buyer Approval

Reject

Approve
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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 A S E O R 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

3

4.1

4.2

5

C O N F I R M P U R C H A S E O R 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 A S E O R D E R IT E M

6

7

8. A Success message will display that order items are 
confirmed, Click on ‘Ok' to close the pop-up.

8
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REJECT ORDER ITEM



R E J E C T P O IT 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 A S E O R D E R

9

8

10

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 A N G E P U R C H A S E O R D E R C O N F I R M AT I ON

1. Click on order with status Pending or Partial

2. Select order Item

3. Click on Change for PO Button

1

3

2



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 A N G E P U R C H A S E O R D E R C O N F I R M AT I ON
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8. Add comment and click on yes button.

C H A N G E P U R C H A S E O R D E R C O N F I R M AT I ON

8

9

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 A N D A C T IO N L OG

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.

1

2 3

4



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 A D VA N C E D S H I P P I N G N O T IF IC AT I ON

2

1

2. Click on ASN Create



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

C R E AT E A D VA N C E D S H I P P I N G N O T IF IC AT I ON

3



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 A D VA N C E D S H I P P I N G N O T IF IC AT I ON

5.1

5.2

4

6



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

8. Click on create button.

C R E AT E A D VA N C E D S H I P P I N G N O T IF IC 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 A D VA N C E D S H I P P I N G N O T IF IC 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 IT A D VA N C E S H IP P I N G N O T I F I C AT I O N

1

2



3. Click on change button.

E D IT A D VA N C E S H IP P I N G N O T I F I C AT I O N

3



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 IT A D VA N C E S H IP P I N G N O T I F I C AT I O N
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7. Enter Comments .

8. Click on Yes button.

E D IT A D VA N C E S H IP P I N G N O T I F I C AT I O N

7

8

9

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 A D VA N C E S H I P P I N G N O T IF IC AT I ON

1

2



3. Click on delete button.

D E L E T E A D VA N C E S H I P P I N G N O T IF IC AT I ON

3



7. Enter Comments .

8. Click on Yes button.

D E L E T E A D VA N C E S H I P P I N G N O T IF IC 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 IC E E N T RY S H E E T

3

2
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4. Click on select service entry icon.

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

4



C R E AT E S E RV IC 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

6

7

8



9. Click on Create button.

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

12

11

10

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 IC E E N T RY S H E E T

1

2



3. select SES item.(check box)

4. Click on DELETE button.

D E L E T E S E RV IC E E N T RY S H E E T

3

4



5. Enter Comments .

6. Click on Yes button.

.

D E L E T E S E RV IC 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.

6
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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



edgegroup.ae
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