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Supplier Management User Guide

This user guide has been developed to assist and facilitate various supplier-related processes on the ADNEC
Supplier Portal, including new vendor registration and online invoicing. To complete each step successfully,
please follow the instructions provided in the relevant sections of this guide.
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Introduction:

This guide has been meticulously designed to provide comprehensive support for new vendors and suppliers
looking to register online with ADNEC. Please follow the step-by-step instructions outlined below to
successfully complete your registration process.

Getting Started:

As a vendor, you have the capability to initiate the registration process directly from the ADNEC website. Once
you've submitted your request, our diligent procurement team will review and validate your information. Upon
approval, you will receive an invitation email, allowing you to register and integrate your work email with the
ADNEC system. Please note that this step may take up to one working day to complete.

Need assistance?
If you encounter any issues or have questions regarding the registration process, please contact Umbreen Ali
at umbreen.ali@adnec.ae.

Activating Multi-Factor Authentication (MFA):

Upon accepting the invitation, the system will prompt you to activate Multi-Factor Authentication (MFA) for
your work email. This additional layer of security is essential for accessing our system and completing your
registration.

Finalizing Your Registration:

With MFA successfully activated, you can proceed to complete your registration and submit it to the
procurement department for final approval. Once approved, your account will be officially registered.

Accessing the Online Supplier Registration Form:

- Open your internet browser, preferably using Microsoft Edge or Google Chrome.

- Inthe address bar, type www.adnec.ae.

- Scroll down to the bottom of the ADNEC website and locate the "Procurement" link, as indicated in the
screenshot below:


http://www.adnec.ae/
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Thank you for choosing ADNEC as your business partner. We are committed to making the registration process

as smooth and efficient as possible for you. If you encounter any issues or have questions during the process,
please refer to this guide for assistance.

Let's begin your registration journey with ADNEC.
Submit Registration Request.

1. To proceed with the registration process, click on "Register Now."

Register Now

2. To proceed, verify that you are not a robot by checking the "I'm not a robot" box, and then click on
"Continue."

ADNEC %

E S
Registration Security Check

A To continue, confirm you are not a robot.

1) mnotarobot

Em,
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3. To proceed with the registration, please follow the captcha instructions and complete the verification
process.

ADNEC %
e Select all squares with

Registration Security Check bicycles

A To continue, confirm you are not a robot.

4. Click Continue.

ADNEC E F 3

Registration Security Check

A To continue, confirm you are not a robot.

v/ fmnotarobot

Continue
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5. To continue with the registration, select "l agree" for the Terms and Conditions.
6. Then, click on "Continue" to proceed further.

ADNEC E: &

User Agreement Adobe PDF file || Close

USER AGREEMENT

1. Introduction

1.1. This User Agreement between ADNEC eSourcing Portal (the Buyer) and the Supplier governs the access and use of the eSourcing System (the System) by the Supplier to respond to an invitation
from the Buyer to participate in a procurement exercise.

1.2 A procurement exercise may include a Supplier orQ Buyer O may have their own, unique terminology to be applied on a case-by-case basis

1.3. The System is provided by Jaggaer FZ LLC and operated by the Buyer. This User Agreement applies to the Supplier’s and its Supplier Users’ access to and use of the System. The Supplier
acknowledges that by a Supplier User accessing the System using the user ID and password provided by, o on behalf of the Buyer, the Supplier agrees to be bound by this User Agreement.

1.4. The Supplier shall only use the System to respond to an invitation to participate in a exercise in with this User and any further rules expressed and presented in

| have read and agree to the User Agreement

®, | agree
"1 do not agree

7. Fill out the request form as required.
Note: Please ensure that you use a standard email and avoid using Distribution Groups, as it is not

supported.
8. Provide the necessary contact details.

9. Click on "Submit" to finalize the registration.

ADNEC = ES

Registration Data

ol

Supplier Details

> com e
P Cooe
sesc36
o
Supplier Contact Details v
- Lt
tona
ssrissesas

Towgrors

[ ]
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10. Once you have submitted the request, the system will confirm that it has been received and is pending
ADNEC Procurement approval. Please click "Ok" to proceed.

The registration process for the supplier has been successfully completed.
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Activate MFA on your account.

Once your Request for Registration is approved by the procurement department, you will receive an email
from Microsoft on behalf of the Abu Dhabi National Exhibition Centre. This email will serve as an invitation
for you to access the system and complete the registration process.

1. Click on the "Accept Invitation" link provided in the email to proceed with the registration.

2. Review the message and click on "Accept." This action will authorize the use of your email within the
ADNEC system, without accessing your email or personal information.
3. Click on "Accept" to confirm your acceptance.

BY Microsoft

2]

Permissions requested by:
bu Dhabi National Exhibition Center

Note:
e If you cannot locate the email in your inbox, please remember to check your junk email folder.
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e |fyou haven't received the email invitation but it was confirmed by the Supplier Management Officer
that you record approved, you can proceed to log in directly using the same link and complete your

registration.
e ADNEC does not store any passwords in our system. You should use your own password, and the

system will authenticate with your domain.
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4. Click on "Next" to continue to the next step of the process.

To enhance the security of your account, Multi-Factor Authentication (MFA) is required. Please download
and use the Microsoft Authenticator app to access the ADNEC system. This step ensures the utmost security
for all your details and grants access when logging in to ADNEC systems.

Click "Next" to continue with the setup, or select "l want to set up a different method" to activate SMS codes
instead of using the Microsoft Authenticator app.

FADDEC

KEEP your account secure

ganzation requres you 1o set up the following methods of proving who you are

Microsoft Authenticator

6 Start by getting the app
Gy

6. After completing the setup, click on "Next" to proceed further.
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ADNEC

Keep your account secure

t Authenticator

|:| Set up your account

7. To activate Multi-Factor Authentication (MFA), scan the QR code using the Microsoft Authenticator app.
8. Once the activation is complete, click on "Next" to continue.

Keep your account secure

Scan the QR code

Lant 10 56t up 2 different method
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9. Enter the code generated on the webpage into the Microsoft Authenticator app in the provided field.
This will complete the setup and enable Multi-Factor Authentication for your account.
10. After entering the code, click on "Next" to proceed.

ADNEC

Keep your account secure

11. Great! Click "Done" to finalize the setup of Multi-Factor Authentication (MFA) and ensure the security of
your account. Your registration process is now complete, and you can confidently access the ADNEC system
with enhanced protection.

Keep your account secure

12. Congratulations! You can now log in to your account with enhanced security using Multi-Factor
Authentication.
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Complete your registration.
For your first-time login, the system will prompt you to complete your registration by providing all mandatory

fields. Please follow the instructions below to complete the registration process successfully:

1. Click "Next" to proceed and finalize your registration.

registration

[}
Complete the registration process. Click Next to continue.

[}

Once you click "Next," the system will display a message instructing you to download the prerequisite
supporting documents along with the User Guide. Please ensure that you download these documents, fill

them out, and upload them in the attachments section.

dynamics.com

Vendor registration

@ any informat Please download the documents from
“Document download URL" before
proceeding to the next step.

ADORESS INFORMATION
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2. All details will be populated from the initial request.

3. Validate the details and fill any empty fields or update other areas if required.
4. Provide the address information if it is not filled yet or update it if necessary.
5. Click "Next" to proceed with the registration process.

€ C o 048 = dynamics.com, 1+ @ £ @ 4 » =

i1 Finance and Operations

Standard view

Vendor registration

(4]
@
| GengRAL INFORMATION
@ Company information [
® 2] a
(Contact information Mame sing business - . urren
15 ‘ ¥ ¥ registration-docs —
Organization AED =)

Trade Information
elephane

Attachments
ADDRESS INEORMATION
+ add
Nome o description Adiress Purpose rimary
sathish PutLtd GST Road, Al Business Yes o

Khwair Karamaa, Dubai, 123456
UAE

e v

6. Provide your contact information as required.

7. Validate the data entered earlier and make any necessary updates where required.
8. If needed, update your address information to ensure accuracy..

9. Click "Next" to proceed with the registration process.

Vendor registration

ADDRESS INFORMATION
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10. Trade Information section.
11. Update all fields as required and ensure that all data is accurate.
12. Click "Next" to proceed to the next step.

88
e

13. Attachments section
14. Based on the entered information, the system will prompt you to attach the required documents. Please
note that all attachments are mandatory. Click on "Attach" to upload the necessary documents.

Vendor registration

e

15. After clicking "Attach," a new window will open. Click on "New."
16. Select "File" to choose the file you want to attach.
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Attach for Vendor D Attach

yyyyyyyyyyy

17. Click on "Browse" to locate the document you wish to upload, browse to the location of the document
on your computer and select it and then Click "Open" to attach the selected document.

18. The document has been attached. Repeat this step for all the required attachments.
19. Click "Back" to return to the supplier attachments main screen after you have completed attaching all
the necessary documents.

)<
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Attachments for Vendor Documents Attachment -

[ o]

20. With all the required documents successfully attached, you are now ready to complete your
registration.

oLl =l M\ [1T=H Please make sure you click on the "Attach" link next to any document name in the below
screenshot to upload both mandatory and optional supporting documents. The system will automatically
link these files to your profile.

Below are the other mandatory documents you should attach with your submission:
Valid Trade License

Power of Attorney — If the signatory name is not mentioned in the Trade License
IBAN Details on bank letterhead

Bank Details on company letterhead

vk wnNR

Conflict of Interest document (attached for ready reference)

Other supporting documents if available / applicable:

VAT Certificate

Company Profile

Organization Chart

List of major clients in UAE

Approved list of employees from Tasheel

In-country Value (if applicable/available)

Environmental, Health, and Safety Statement (if applicable/available)
Quality Control, Quality Assurance Document -(if applicable/available)

© o N U AW e

Insurance Documents (if applicable/available)
10. Classification Cert (if applicable/available)
11. Khalifa Fund (if applicable/available)
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21. Click on "Finish" to finalize the registration process.

Vendor registration

°
°
°
°
® an

&
Bk m Cancel

Registration process completed. Your submission has been received and is currently pending procurement
approval. Once approved, you will gain access to the portal, enabling you to perform all necessary actions.

Vendor registration
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Incomplete Details / Documents — Resubmit.

If you have completed the registration and submitted the record for approval, but the ADNEC Supplier
Management Officer calls you back or sends you an email requesting additional information or attachments

‘..‘ )

missing from your submission, please log in to the portal.

Once you are logged in to the system, the screen below will be displayed.

* Dashbeard — Financeand Oper X +

C m

Finance and Operations

O search fora page

Expand all B Collapse all

23 adnecuatae.sandbox.operations.uae.dynamics.com/?cmp=2018mi=DefaultDashboard w o

@ Home
~ Vendors

V¢ Favorites ~

+ Vendor collaboratien requests
(@ Recent ~

Vendor requests e
Workspaces v Category requests
B Modules o ~

Common

| Procurement and sourcing 9

& Incognito
201 Q
DNEC
Al
il acgono GROUP
TELS F&B SERVICES TOURISM

Relaunch to update

1. Click on "Modules."
2. Select "Procurement and Sourcing."
3. Choose "Vendor Requests."
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* Vendor requests -- 4

C M 23 adnecuatae.sandbox.operations.uae.dynamics.com

Finance and Operations

- & [ Delete Edit Original vendor request
& e
Share
* Geta link
®

Standard view

Vendor requests

() RequestiD T Status

@ 000038 Draft o

np=201&n

dRequestListPage

Vendor name

Requester

0 & incognite  Relaunch to update §

201 Q&

Vendor collabo

v

4. Select your record.

~ ™ Newvendor-—-FinanceandOp: X +

€ C m

Finance and Operations

%5 adnecuatae.sandbox.operations.uae.dynamic

Page options it
* Goto v Revert
©

N

5. Click on "Edit" to amend the form details and save the updates.

& = Hsae il Delete SEHGPGDJ(.HHENS ptions ~ °

Share.

Get a link

ndor | 000038 : Haroun Pvtltd | Standard view »

Haroun Puvt.Ltd

Request ID Request type
000038 : Haroun Pvt.Ltd 000038 New vendor

General
VENDOR DETAILS Language

Haroun Pvt.Ltd o mber

Vendor name TRN-786

Haroun Put.Ltd Vendor group

Search name Regular v

REQUEST DETAILS

Status

Draft

Created date and time

2/7/2024 07:14:31 AM

VENDOR ONLINE CAPABILITIES

Request ID Vendor collaboration access allowed
000038 @ e

Status Entites where Vendors to be created

[ Draft [ “

Vendor Name Changes

REJECTION INFORMATION

Reason code

Note: If you haven't already done so, you can download the supporting documents from within the edit window.

6. Alternatively, click on "Attachments" if the missing information pertains to attachments.
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Finance and Operations O Search for a p:

= &« = S Edit =+ New [i Delete /‘Open View history 7 Created by ™ e Settings SO References L
@
Attendance Leave Standard view v
O Filter c
w | U e Attachments for Vendor requests - Request ID: 000038, Haroun Pvt.Ltd
D265Documents_201
® Desaription Type Attached
D265Documents_203 @O -
D365Documents 2071
a Emall
DETAILS CREATE
Fil= Notes Created by
HR
Image Created date and time
Inbox 2/7/2024 07:12:02 AM
— Note
Cutbex Restriction
Photo Internal
Tax Invoice
URL Attachment
Preview
More details

7. For attachments, click on "New."
Select "Document," click on "Browse," and choose the document. The system will automatically add the
attachments to your record. Once done, you can confirm to the Supplier Management Officer via email
that you have updated the record.

Please note that change notification will be sent by Supplier Management Officer and NOT by the

system as the record is not submitted but pending for internal review and approval at this stage.
Therefore, it is important to ensure you send the email yourself once you complete the change.
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Invoicing
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This section explains how suppliers can submit invoices through the ADNEC Group companies Supplier Portal

for payment processing. It also guides you on how to track the status of your submitted invoices and view

payment updates in real time. Please follow the steps below to ensure your invoices are submitted correctly

and processed without delay.

Important: Going forward, all invoices must be submitted via the online system. Invoice submissions via email

or physical copies will no longer be accepted.

Once the supplier logs into the system, the Invoicing workspace will be visible on the main dashboard. Click on

the Invoicing tile to proceed with submitting invoices or checking payment status.

|||||

200 | ADNEC PISC

ADNEC
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HOTELS F&B SERVICES TOURISM

B vendor iciog RE Vendorformation

1- Before submitting an invoice, ensure that you have selected the correct company you are invoicing. This

can be done from the top-right corner of the screen, where you can switch between companies based on

your service delivery. Click on the current company name, and a dropdown list will appear—select the

appropriate company from the list (1).

2- Click on Invoicing (2) to begin the process of submitting an invoice online.
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Finance and Operations L Search for a page

T New  Uplosd Invisee  Options

5'..|nname"

Invoicing

2

b s

Wen-000045

@

~ Summary

Vendor invoices

I Diraft

Ivoice Purchaie oidad bivoice date Irwaies Statui

3- A new window will open displaying a summary of your invoices, categorized as: Draft, submitted (Not
Approved), Approved (Not Paid), and paid. You can click on each category to filter and view the respective
invoices.

Note: Paid status indicates that your invoice has been approved internally, and the payment has been
processed and sent to the bank. Bank transfer timelines may vary, so funds may take additional time to
reflect in your account.

4- There are two ways to submit a new invoice. You can either create the invoice automatically by clicking
Upload Invoice (3) or manually enter the invoice details by selecting New (2)

Invoicing automatically — Option 1

First, click Upload invoice (3) to begin the invoice upload. The system will prompt you to select the
invoice file using the Browse button and the standard upload procedure. After the upload is
successful, you'll receive an email notification confirming its creation. Then, click Draft to open and
review the invoice, fill in the description, and finally click Workflow followed by Submit to send it for
approval.
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fle  Home Send/Receve View Help
5] newemail ~  [i] Delete ~ [=] archve [ Move ~ Report ~ € Reply %) Reply Al > forward B Shareto Teams [ Actiea - [ unread/Read SR~ fo -
-]
o All_Yoread Rlate e 1 Invoice Created in 200
v Today -
v ]
Dynamics 365 Veeru Naidu Ext
> Inbex Ieveoice Created in 200 09:00
<
Dear Supplier,
An mvorce IN250030d for the purchase order 200-2025.000011
&
please fill the mandatory data and submut the mvosce for review and approval
Regards
ADNEC AP team
ADNEC Dymamics 366
ADNEC Grsup Head Ofice 2 piodlt sl dssane
sl degozo GROUP PO Box $546. Abu DhabL UAE e atipd SH6 e

00000 [ S
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Finance and Op:

Mew  Upload Imvoice  Options

= Standard view
%  Invoicing
@ Ver-000045

- gummary

~ Vendeor invoices

I Diraft

Invaice Purchase order krvoicn date Invoice status
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Invoicing — Option 2

Standard view v

Create new invoice

Finance and Operations. 0 someh tor apage

Pusrchase oeder

pons

% Invoicing

0 0
suomited rot [l approved not
approved pad

Vendor invoices

Product receipt

Irwvoice number

L Search for 4 page
Standard view Vv

Create new invoice

Puschase oeder
v
Purchase order T Vendor mame Vendor account Purchase order status V' Project 1D Prepayment Il Prepayment re...
200-2025-000010 CETAS INFORMATION TECHNOL... Ven-000045 Open order
200-2025-000011 CETAS INFORMATION TECHNOL.. Ven-000045 Received
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Standard view ~
Create new invoice

Fuschase oeder
200-2025-000010 v

Product receipt

| w

Product receipt  Dute

I 000010 04042025

Standard view
Create new invoice

Purchage ceder
200-2025-00000 ol

Product receipt

000010

Irvemice: nuenber

'uoomd ]

5- Select the relevant Purchase Order (3) from the dropdown list.

6- Select the corresponding Product Receipt (GRN — Goods Received Note) (4).
7- Enter your Invoice Number (5).

8- Click on Create Invoice (6) to proceed.

Note: If you are unable to locate the Product Receipt (GRN — Goods Received Note) in the dropdown list, first
ensure that you are submitting the invoice under the correct company. You can switch companies using the
menu at the top right of the screen. If the correct company is selected and the GRN is still not visible, it means
the GRN has not yet been created by the business user. In this case, you may proceed by entering your Invoice
Number and clicking Create Invoice. The system will NOT create the invoice at this stage but will automatically
send an email notification to the business user, requesting them to create the GRN.
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Please note: No invoice record will be created until the GRN is available. Once the GRN appears in the list, you
will need to re-enter and submit your invoice.

Finance and Operations

AN

:
o
E e | 000010 CETAS INFORMATION TECHNOLOGY FZCO | Standard view
000010
Vender invoice header
e e e 0 .. e
L]

CETAS INFORMATION TECHNO:

9- Complete the required fields: enter the Invoice Description (1), select the relevant Dates (2, 3, and 4), and
input the Total Invoice Amount (5).

10- Click on Save (6) to store the invoice information.

11- If you receive an error message during submission, please refer to the Invoice Errors section of this
document for guidance on how to resolve it.

Hi Finance and Operations g R P

= N Workfiow

[}

* o

E v . | DO0OTD : CETAS INFORMATION TECHNOLOGY F2CO | Standard view
000010

Heade

Vendor invoice header

INVOICE IDENTIFICATION. Purchase order oATES sskon Date APPROVAL Rematance loca

04/30/2025

Address

12- Upload all required supporting documents, including the Invoice Copy and any other relevant
attachments, by clicking on Notes and Attachments (7).
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| Delete Settings O References

Standard view

Attachments for Invoice: 000010, CETAS INFORMATION TECHNOLOGY FZCO

Desaription

General

DETAILS

‘..‘ )

Created by Document history  Options

CREATE

O Seasen for 3 page

Finance and Operations

200-2025-000010

= ave Hew [i] Delete] O Wodflow -  Salestax  Chargfs  Notesand attachmemts  Options
& Vendeor m workflow
w A s dpprovel
® fes Submit @
-3}
E Vand & | DOOD10: CETAS INFORMATION TECHNOLOGY FZCO | Standard view
000010
Header
Vender invoice header
INVOICE IDENTIFICATION

Plasse wait. Wire procesting your request.

APPROVAL
Draft
VENDOR

CETAS INFORMATION TECHNG...

13- The Upload Documents window will open. Click on New (8), then select File (9) to upload your document.
Follow the prompts and repeat these steps for each document you wish to upload. Once all documents are
uploaded, click Back (10) to return to the main invoice screen.

Vien-000045

14- Click on Workflow (7), then select Submit (8) to initiate the invoice approval process.
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Finance and Operations O Search for a pag

= (i) PRF No. PRFM-00D185 for the invoice 000010 has been created

@ € = [Esave +New il Delete | I Workflow ™ | Sales tax Charges  Notes and attachments  Options L2
i Personalize Page options. Edit
® Always open for editing Goto ™V Read mode

Persanalize this page Revert

Vendor invoice | 000010 : CETAS INFORMATION TECHNOLOGY FZCO | Standard view

000010

Header

Vendor invoice header

INVOICE IDENTIFICATION Purchase order DATES Invoice Submission Date

Number 200-2025-000010 Invoice date 04/30/2025
Currency 04/30/2025 & Total Invoice Amount

Due date

l Invoice for functional support I Has notes and attachments 06/14/2025
@ o

Invoice description

15- A confirmation message will appear, indicating that the invoice has been created and submitted
successfully.

Finance and Operations sarch fof & page

‘ - Mew  Upload Inveie  Options
@ Standard view

%  Invoicing

:_) Ven-000045

= Summary

E

Subimitted. not
approved

Vendor invoices

. | * * Workflow v

| ] Submitted. not approved |
Invaien Purchate arder Irmvesice date Inwaicn status

[ () 000010 200-2025-000010 04/30,/2025 Unpasted
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16- Click on Submitted (Not Yet Approved) to view your recently submitted invoices. You can track the
progress by selecting additional statuses using the filter options.

Handling Invoicing Errors

Note: In some cases, you may receive an error message indicating that the Invoice Amount does not match
the GRN amount. If this occurs, please contact the relevant business user to review and resolve the discrepancy
before proceeding.

Finance and Operations O Search for a page

(%) The review process for vendor invoice 000010 has not been submitted for review. Contact the administrator to correct the error and restart the review process

() Total invoice amount entered does not matches with the GRN Value, Please contact Business User.

o
L & = [ESave -+ New [ Delete (Workflow~ Salestax Charges Notes and attachments ~ Options
® rersonsize Fage options can
Always open for editing | Goto Read mode
Personalize this page Revert

Vendor invoice | 000010 : CETAS INFORMATION TECHNOLOGY FZCO | Standard view ™~

000010

Header

Vendor invoice header

INVOICE IDENTIFICATION Purchase order DATES Invoice Submission Date

Number 200-2025-000010 Invoice date 04/30/2025
000010 Currency 04/30/2025 = Total Invoice Amount

so0o

Invoice for functional support Has notes and attachments 06/14/2025 B
@ o

End of Invoicing Section

You have now completed the steps required to submit invoices online and track their status. For any further
assistance, please refer to the support contact details provided in this guide.




