HOW TO REGISTER AS
A SUPPLIER

This user manual provides a comprehensive guide for suppliers on how
to register on the Supplier Portal. It walks users through the entire
registration process, from submitting a request, account activation, and
approval. This guide is designed to help suppliers seamlessly register in
Supplier Portal, enabling them to effectively engage with the
organization’s procurement system.

Step-by-Step
Guide on How to
Register as a
Supplierin the
Supplier Portal.
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A. Definition of Terms

10.

11.

12.

13.

14.

Business Unit - It refers to a distinct division or segment within an organization, responsible for specific
products, services, or markets.

Buyer — An individual responsible for sourcing, purchasing, and managing the acquisition of goods,
services, and materials needed for the company's operations, projects, and construction activities.

Government Companies Supplier — A type of supplier where companies are owned by the government
and profit-making entities.

Government Ministries Supplier — A type of supplier for companies that belong to Ministries of
Government and Government Bodies.

International Freelancer Supplier — A type of supplier that is composed of individual persons acting as a
supplier with proof of authorized permit to work as a freelancer.

Private-Owned Supplier — A type of supplier where the company is privately owned.
Public Listed Supplier — A type of supplier where the company is listed in stock exchange.

Related/Affiliated Supplier — A type of supplier for companies that fall under the umbrella of Power
International Holding such as Power International Holding, Estithmar Holding, Baladna, UCC Holding,
Aura Group, Asset Group, and all related companies.

Strategic Supplier — A supplier classification where expected business value exceeds QAR 10 million (or
equivalent) in 12 months period.

Subcontractor - A person or company hired by a primary contractor to perform specific tasks or provide
services as part of a larger project.

Supplier — A person or organization that provides goods, services, or materials to another entity, typically
a business, to support its operations or production processes.

Supplier Portal — A digital platform that enables suppliers to interact with businesses for activities such
as supplier registration, submitting requests for quotations (RFQs), and providing quotation submissions.

Supplier Registration — The process through which a supplier provides necessary information and
documentation to be officially recognized and approved as a vendor by the company.

Transactional Supplier — A supplier classification where expected business value is less than QAR 10
million (or equivalent) in 12 months period.
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B. How to Activate Supplier Portal Account

1. Process Flow

Receive account Cle ey t he. Provide your login Save and activate
o . account activation
activation email

button credentials your accou nt
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2. Email Registration Link

€ Q) ()  https://mail.google.com/mail/u/1/#inbox/FMfcgzGwHVHXWSCBFFRhSGIQhivgvCxG 2 A O B U 8 O &= @&
= M Gmail Q Search mail 5= ® &
€« B 0 ® 8 0 @ B D
¢/ Compose
& Inbox 1
% Starred Dear Supplier Name Supplier SurName,
O® snoozed An account has been created for you. To activate your account for QA System, click the link
B Sent below. You will be taken to a page where you will also set a password for your account
D oDrafts
v  More
Click here to activate your account
Labels +

If the link above is not displayed or does not work, copy and paste the link below to the address
bar of your browser

https/iaze5yrdgb accounts ondemand com/ids/activation2token=
124141414144435954704D39316A5179424E62416A7361436D6

4743783163635133663030666A33396C58465277503862756678374F474C

614879574E4F32786D6D775642686B49253344

Best regards,
Your Identity Authentication Service Team

1 Anemail notification, displayed as above, will be received by your email account to initiate your
registration as a supplier.

2 Click onthe ‘Click here to activate your account’ button.

2 @ [ | ™ AcivateYourAccountforQASy: X | [ QA System: Activate YourAccou X | = 8
C () https://azeSyrdqb.accounts.ondemand.com/sami2/idp/sso?sp=https://pihga.authentication.eu10.hana.ondem A § U 8 M = @

An account has been created for you with Identity Authentication for use with QA System. The
account information we already have for you is below

To begin using your account for QA System, set a password below.

Tell Us About Yourself

First Name Supplier Name

LastName " | Supplier SurName

Email™  venkatp

Set Password

Password * ®

Re-Enter Password ™ @

4

3 Once clicked on the button, you will be redirected to another tab for identity authentication by
providing your first and last name.

4 Setapassword.
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5 When done, click ‘Save.

Account Successfully Activated

 Thank you for registering and activating your account venkatpih7 @gmad com

Continue

This is to confirm that you have successfully activated your account. Click ‘Continue’ to access the
Supplier Portal.
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C. How to Update Supplier Documents

1. Process Flow

. Go to ‘Supplier
Open the Supplier Registration Read and accept
Portal o NDA
Details’ tab

Submit for
approval

Fill up complete
details

Approve—| | Create RFQ

Reject

* T&C Acceptance
* General Details
+ Bank Details

* Contact Details
* Supporting
Documents

Important Reminder!

It is essential to provide accurate and complete information to increase your chances
of being an accredited supplier.

The more accurate and complete, the higher the chance of elevating your status in our
supplier database and obtaining business opportunities!

Additionally, it will prevent the chances of rejection and ensure a swift onboarding
experience.
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2. Supplier Portal

<« C 1 e pihqa.cpp.cfapps.eu10.hana.ondemand.com/site?siteld=73bf4edS-aafd-4c38-b041-d600d704a49#Shell-ho... | A 7 g @ o =

Buyer Buyer Supplier Supplier  WorkflowAgentiD Update

Supplier
Supplier Bank Details
Registration Details Update

WorkflowAgentID Update

WorkFlow AgentID
Update

—~

1  Loginto Supplier Portal using your login credentials.

2 Under the Supplier section, click on the ‘Supplier Registration Details’ tile.
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3. Supplier Registration Details: T&C Acceptance Tab

3 @ (@ = SupplierRegistration Details x (@ PIHIT ServiceDesk X | @ collectively synonym - Search x| + = o X
¢« C & httpsy/pihga.cpp.clapps.eul0hana.ondemand.com/site#SupplierRegistration-create?bu=10008email=sample111company987(at)gmail com&supplier=0000000591 &sap-ap. 2 I 4 = R o D
e @ msD | DAMAS SupplyChain @ Digitalization @ CDA Common Folkder =~ Supplier Portal  [7) BPO Lead 7] STC FTJ CDA F) s2p [l Perplexity @) drawio

< SAP  supplier Registration Details - 1 ap

Welcome, Sample Company111 Org
Your Company is hereby requested to furnish with the required information to enable us to assess your Companys position as preferred supplier
| Status  Access Approved | Supplier ID  Not yet Created | Reference ID 0000000591 | Type Surogate (@] 14% complete

TEC Acceptance  General Deta Bank Detai Communicatios Documents  Approval History

o=

v Supplier Terms and Conditions

>

‘These terms constitute 3 binding legal agreement in electronic form between you (“Supplier”, “Provider”, “merchant”, “vendor”, “you'", “your") and Company (“we", “us", “our”). By using the platform, you agree o these terms.
1) Creating a Supplier account / profile

‘Supplier should eater the detail - Details, Bank Detais, Cc Detail

F the above details, will undergo an appe

process by Company.

1ffully approved, supplier account will be created in the ERP system.

Once an accouat is created, supplier will be notified.

2) Level of Service

‘Supplier agrees 1o provide the services in accordance with best idustry practice.

‘The supplier shall perform the services with all due care and skill and ense that by sustably qualified, skilled and
3) Supplier Hiability

per

Supplier is responsible for (1) understanding and complying with all laws, rules and regulations that may apply o your services (i) obtaining any required licenses, permits, or registrations price o providing your service(s); and (i) ensuring that your service(s) will not breach any

agreement you may have with any third party
q« 1 ccept the Portal Use Terms and C

1 Read the Supplier Terms and Conditions carefully.

4) Payment Terms

3

Note: These Terms and conditions are merely the terms governing the use of the supplier portal.
2 Tickonthe checkboxto accept.

3 Click ‘Next’ to continue.

Version Date Policy Reference Document Title

01 09* March 2025 PIH-POL-CG-1102-B-01 How to Register as a Supplier Page 9 of 14




01

How to Register as a Supplier

4. Supplier Registration Details: General Details Tab

@ [ = Supplier Registration Details x [0 PIHIT ServiceDesk % | @ collectively synonym - Search x| +

*
-
& G @ hips//pihgacpp<fapps.eu1Ohana.ondemand.com/site#SupplierRa create?bu=100

email=sample111company387(atjgmail.com&supplier=00

£ e msD |- DAMAS ] SupplyChain @b Digitalization #% CDA Common Folder =~ Supplier Portal £ BPOlead [ sTC EDcDA £ s2p  [B perpleity @) arawio

SR 2

Public Listed

Welcome, Sample Company111 Org

Your Company is hereby requested ta furnish with the required information
' Status  Ac proved l Supplier ID Not yet Created I Ref

d  Related/Afiliated as preferred supplier

bie | @10 compiete )

Government-Companies

TAC Accept: Bank Details  Com tifil  Government-Ministries

International Free Lancers
Supplier Categorisation

a
Supplier Type:* | Private Owned Transactional - less than 10 Million
Supplier Classification: * Strategic - 10+ Million
Address
Company Name (as per Sample Company111 Org City Town:*
Commercial Registration): *
Building Number: * Country: | Qatar
Address Line 1:* [=mm v
Website
Sireet Number:* =
Postal Code:*
Email:* | sample111companySB7@gmai...
Business Details
egal Entity type of the | Sote Proprietorsnip v Defautt Order Currency:* -
company: *
Compony Estabiishrment Year:® | e. = Payment Method: v
P —

Save | Next

1  Youwill be redirected to the General Details tab.

2 Select the supplier type from the dropdown.
3 Select the supplier classification from the dropdown.

Note: Please ensure to select the appropriate classification in which your company belongs to, as this
selection will dictate the questionnaire template.

4 Complete the company address.

[l g

Docume el iszon

‘Sola Propuistarship

Legsl

Limitad Liabiity Company (LLC)

Pre-Numbered Check

e Category List

Paycard (Bank Transter)

Salary Bank Transfer

Bank Transfer
teen Category - Laved 1

Cash payment

Registration Infosmation

5  Fillup the company’s business details.
6 Fill up the Registration Information.

7 When done, click ‘Save’ and ‘Next’ to continue.
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5. Supplier Registration Details: Bank Details Tab

2 B O = sweetammbei x| -

- a ®
« G (4 https//pihqacpp.ciapps.eul0.hana.ondemand.com/site®Sup; ion-create?bu=10008email =sdmpl3x A = R o O
< SAP  Supplier Registration Details - o ap
Welcome, Sample Company
Your Company is hereby requested to furnish with the required information to enable us to assess your Companys position as preferred supplier
| stems  Aceess approvea ier D Notyet Creaved | Reference 0 onoaooos21 | | type  sumogate
TAC Acceptance  General DetWE Communicaton  Documents  Approval H
Bank List
Account Number Bank Number Bank Name Branch Nama 1BAN Currency “action
No aata
Add Bani Q
Details
BankiD: [ Branch Name: *
Country:* ~ Branch Number: *
[ Account is used for fareign paym. anch Type:*
Name of Bank N Account Number: *
Bank Number: * Account Holder Name: *
n Currency:* ~
Mar
IBAN Certification from | Browse.
Bank:*
Save Cancel
Back  Next

1  You will be redirected to the Bank Details tab.
Click on ‘Add Bank.

Fillin bank details.

When done, the page should look like this.
Click ‘Next.”

a b~ WD
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6. Supplier Registration Details: Communication Tab

: @ @ = Supplier Registration Details x + - a x

tration-create?bu=null&ema 6408isap-app-origin-hint=

mail.comsupplier=0

& © | @ hips/pihgacppclapps.euldhanaondemand.com/site#SupplierReg

EIpH @ msp | DAmAS i SupplyChain e Digitalization @ CDA Common Folder 2 SupplierPortal . S4 ) BPOlead PJsTc PJcoa EYsp [ Perplexity @) drawio

SAP Supplier Registration Details

Welcome, Mekdam Technology
Your Company is hereby requested to furnish with the required information to enable us to assess your Companys position as preferred supplier

| starus  Access approved | supplier 1D Notyercresed | Reference 1D 0000000863 | Type  Self Regstered (N 4<% co

Communication

TEC Acceptance  General Detals  Bank Detal Documents  Approval History
Communication List < Add Communication
Type BU Name Designation Department Telephone Mobile Fax
4 »
Add Communication
Type:* | General Details v Tel No: v |
Fax No v |
Extension:
Mobile No v
Email. ex_b.shah@powerholding-intl....
Save Cancel
Back
1  You will be redirected to the Communication tab.
. ¢ . ’
2  Click on ‘General Details.
3 Fillup the contact details.
S @ @ = supplierRegistiation Details x  + = a X

wll&email

tration-create?h 251543 (at)gmail.comBisupplier=0000000640&sap-app-origin-hint=

& G O bups/pibqacppclapps.eu1Ohanaandemand.com/site#SupplierR

BarH @ msD | Damas SupplyChain @ Digitalization @ CDA Common Folder =~ SupplierPortal . S4 PJ)BPOLead PJsTc BJcoa BIsep [ Perplexity @) drawio

Welcome, Mekdam Technology
Your Company is hereby requested to furnish with the required information to enable us to assess your Companys position as preferred supplier
| status  Accessapproved | supplier D NotyerCreated | Reference 1D 0000000363 | Type  Self Regstered (NN 4o )

T&C Acceptance  General Defails ~ Bank Details ~ Communication  Documents  Approval History

Communication List

Mabile

Type BU Name Designation Department Telephone

GeneralDetails

4 »
Add Communication
Type:* | Primary Contact Person Tel No v |
BU: ~ No: v |
Name:* Extension:
Designation: * Mabile No v |
Department: * Email
Save Cancel
Back

4 To add more contact person(s), Click ‘Add Communication.

5  Fillup the contact details.
6 Click‘Save’ © Success

Data Saved Successfully
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7. Supplier Registration Details: Documents Tab

Q @ [ = SupplerRegisationDetais  x () PIHIT SeniceDesk X | @ colectively syronym - Search x| +

e111company

o @ M = SusieReowetonOsas  x [ FH T ServceDesk % | @ collectivel smemm -Seach x|
sration -creat ¥ am & G O hpssphaacepclopps eutOhanaondemand comsitetSupplierRegistration create bu=1000%ema
B0Led £ SIC EICOA

i
= Supplier Portal

« C +<//pihqa.cpp.clapps.eu10 hana ondemand.com/si
Bsc Ba

PH @S0 | camas o Supply Cham @ Digialation o CDA Comman Folder & Supplies Portal BPO Lead o4 EipH @S0 | DAMAS ] Supply Chain @ Digitalization @ COA Common Folder
< SAP Supplier Registration Details < SAP  supplier Registration Details
Welcome, Sample Company111 Org
our ur Companys p mation to enable us to assess your Companys pasiion as preferred supplier

YourComgony s ey i 1 i i
{seorirtd Notye

5 o

so1 | [Toe

| Feeence 0

] If you selected Transactional in the supplier classification, this is what your Documents tab will look
like. Upload the listed documents as required.

2 Onthe other hand, if you selected Strategic in the supplier classification, you would get the same
requirements, however you will be required to upload additional documents such as:

a) Last3YearsIncome Statement;

b) Last 3 Years Balance Sheet; and

Third Party Prequalification Report.

4 - o x
gin-hint S o = e o

: @ @ = SupplerRegstration Details x
« C test123test543(at)gmail.com&supy

bu=null&emai

10k temand.com/site#Supplier
454 F)eroLead FJstc Flcoa F)szp [l Perplexity @) drawio

& hitps/pihga.cpp.cf
EIpH @) msD | DAMAS ] SupplyChain e Digitalization 8 CDA Common Folder 2 Supplier Portal

< SAP  Supplier Registration Details
Welcome, Mekdam Technology
Your Company is hereby requested to furnish with the required information to enable us to assess your Cempanys position as preferred supplier
' Status  Access Approved I Supplier 1D Not yet Created I Reference ID 0000000663 l Type Self Registered (N 4% o

Documents  Approval Histary

T&C Acceptance General Details Bank Details Communication

TaxCard:  MEKDAM TAX.pdf i |

National ID: *

Save Back]| (2 Submit For Approval

@ Success

3 | Submitfor approval. g cofimation

Do you want to Submit for approval ? Successfully submitted for approval

Submit for Approval  Close

Document Title
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8. Supplier Registration: Approval History

2 @ @ = SupplerRegistration Details x |+ = ful X
<« C @ https;//pihgacpp.clapps.eu10.hana.ondemand.com/site#Supplier Registration-create?bu=1000&email=jklkh(at)gmail.com&supplier=0000000663&sap-app-origin-hint= Ay = 5 T
B rH msD | DAMAS ] SupplyChain @ Digitalization @ CDA Common Folder = SupplierPortal oy 54 [ BPOlesd E)sTc P coa [)sze [ perplevity &) drawio

< SAP  supplier Registration Details

Welcome, Mekdam Technology
Your Company is hereby requested to furnish with the required information to enable us to assess your Companys position as preferred supplier

Status  In Approval Supplier ID  Not yet Created Reference ID 0000000863 Type Self Registered 46% co.
pp pp Y P! gt

T&C Acceptance General Details Bank Details Communication Document Approval History

Approval History

Level BU Action By Approver Action Details Remarks Date
m.rizad@powerholding-

1 1000 intl.com,ex_k kandasamy@powerho  BU Buyer Waiting for Approval 2025-02-26T13:17:20.870Z
Iding-intl.com
m.rizad @powerholding-

2 1000 intL.com,ex_k kandasamy@powerho  BU Finance Waiting for Approval 2025-02-26T13:17:20.870Z
ding-intl.com

1  Ifyou wish to track the approval status, go to ‘Approval History’ tab.

2 You will see the following approval information:
Level of Approval;

BU;

Approver Email;

Approver Position;

Action Details (or Status);

Remarks; and

Date.

wmzeooTe
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