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E- Procurement Portal User Manual  
 



INTRODUCTION 

The supplier portal holds a number of activities which acts as a medium between the suppliers and 

Procurement department  

 

SUPPLIER REGISTRATION 

The supplier can create an account as follows. 

On a browser> Key in the URL/Link to the portal as shared or advertised/Published> Click on Create 

account as below with a red arrow> Choose your business type > and fill in the first required 

information. 

 

 

Choose the ACCOUNT TYPE AS BELOW 

 

 



 

The first page is the bio data which one is required to fill in then click on CREATE ACCOUNT <THE 

BLUE BUTTON>   For Corporate company. 

 

The supplier will receive an email as well a message as below that lets them know their account has 

been created however, they need to log in to complete registration. 

 

 

The supplier is to key in the company registration number>  password > click on Log in. 

 

On Login the page below will open, which requires you to complete registration. 



 

Click on the GREEN Button <Click to Complete your Profile> 

 

The page that opens will have the data earlier fed, however the supplier is required to key in their 

bank details THEN click on NEXT 

 

 

 

 

 

 

 

 



Director and Contact Person’s Details 

The next page will allow the supplier to key in the director and contact person’s information as 

follows: 

Choose the Ownership Type >fill the data of the Person then Click on director 

Kindly note that you can add as many as you desire but you can not surpass 100% Shares 

 

Key in the information then Click on Add Director 

The portal will allow a supplier to add one or more director, shareholder, shareholder &directors’. 

ON adding the director, the below page will open which allows the supplier to go to the next page. 

Click NEXT as shown below in Yellow. 

 

 

 

 



PRODUCT CATEGORY 

This page allows the supplier to select by check marking on the box on the right the categories they 

belong to. i.e what they can supply. 

N.B The supplier can only select a maximum of 4 Categories 

 

Check against the product category>Then attach any required attachments for the selected 

category> Click on ADD to add the Scanned document. 

N.B If there are a number of attachments required Kindly add each at a time as explained above 

Then Click NEXT to go to the NEXT Step 

 

 

 

 



Attachments 

The supplier is to attach the following valid documents which are mandatory before submitting for 

approval 

 

Click on the Document you want to attach> Choose file from your computer or phone> then click 

ADD. REPEAT this for all the documents that will be listed under Attachment Type. 

 

SUBMIT APPLICATION 

 

 

After attaching all the documents click on the button in green (Marked in yellow) Submit and Send 

for approval. 

 



The supplier will get an email on the email address keyed in while filling the general information for 

any communication. 

 

 

 

 

 


