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E - V E N D O R

S U P P L I E R  

T RAI 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 P U R C H A S E O R D E R -

P R O C E S S F L O W



P R OC E S S F L OW
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CONFIRM ORDER ITEM



Steps for order confirmation

1. Click on Order confirmation

C ON F I R M P U R C H A S E OR D E R

2

1

2. Click on the Purchase Order Confirmation



3. Click on Purchase Order with status 

Pending Or Partial

1. Click to Select/deselect all Items

2. Click to select/deselect single item

5. Click on the confirm Button
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C ON F I R M P U R C H A S E OR D E R



6. Enter confirmation comment.

7. Click on Submit to confirm selected order items.

C ON F I R M P U R C H A S E OR D E R IT 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 IT E M

1. Click on order with status pending or partial

1. Select/deselect all order item.

1
2. Select/deselect single order item.

3. Click on 'REJECT' button

.

2.2
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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 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 A N G E P U R C H A S E OR D E R C ON F I R M AT ION

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

8

9

9. Success message will display Request Submitted 

successfully and pending for approval , click on OK to close 

pop-up.



C OM MU N IC AT ION AN D AC T ION 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.
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OR D E R AT TA C H M E N T S

1. Order attachments are visible in attachment tab.

2. Todownload clicking on attachment name.
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G E T I N T O U C H



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

mailto:E-Vendor@EDGEgroup.ae
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