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Supplier User Guide — Register on the Portal
Dear Valued Supplier,
Welcome to the “Sharjah Airport eProcurement Portal” user guide.

This user guide will lead you through Sharjah Airport Registration process and will be delivered
through a step-by-step approach.

Simply follow the bellow steps to register your organization as a supplier with Sharjah Airport.
If you are facing difficulties at any time during the registration process, you can dial +971 800

8363377 (800 Tenders) for telephonic support from Sundays to Thursdays 8:00 AM —5:00 PM
(GMT + 4:00) Abu Dhabi, Muscat.
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Step 1: Register as a Supplier

Visit https://sharjahairport.tejari.com and click on the “Register Today” button.
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Welcome to Sharjah Airport Tendering Portal =
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LOGIN NEED ASSISTANCE? NOT REGISTERED YET?

Your username B (78700 I GE3  A EERl REGISTER TODAY
sourcingsupport(@tejari.com

Your password B CALL ME BACK

FORGOT PASSWORD? ENTER

NOT REGISTERED YET?

REGISTER TODAY
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A new browser window detailing the Sharjah Airport eProcurement Portal User Agreement will open
up. Please Note that you may be required to set your browser to ‘Temporarily allow pop-up’ windows.

Step 2: Read and Accept the User Agreement

After you click on “Register Now”, you are required to review the Sharjah Airport User Agreement
carefully and click on “l agree” and click “Next” to proceed with your registration.
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Step 3: Complete the Registration Page
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Complete the Registration page by filling in your Organization Details and the User Details.

You must put the e-mail address of the individual who will be responsible for the tendering activities

carried out on Sharjah Airport eProcurement Portal.

Kindly note that the temporary password and all portal notifications will be sent to the same e-mail

address that was specified in the user details section.

Once you have entered all your details in the registration page, click on Save to be directed to the

Basic Profile page.

Registration Data Basic Profile Forms

Organisation Details

My Category Selection Registration Confirmation

- ’ o

@ Reset

* Organisation Name

* Address

City

* Country UNITED KINGDOM

* Region - v

ZIP/Postal Code

# Main Organisation Phone Number

Organisation Fax Number

* Organisation Email Address

Trade License Number / Company Registration Number

User Details

Title v

# Last Name

* First Name

* Telephone

* Motile
(please enter *+* Country code” and "your mobile phone number™
with no spaces)

* Email
IMPORTANT: This email address will be used for access to the
site and for all communications. Please ensure you enter the
address correctly. Please use ! (semicolon) to separate muttiple
adresses

* Username
(please do not forget your usemane)

User Verification Question

pecify a question that will hefp verify your identt

shouid the need arise (e.g. Your mother's maiden name?)

Answer to Your User Verification Question

(The helpdesk may request this information in arder to veriy

your identity)
* Preferred Language - ~
* Time Zone (GMT 0:00) Westem Europe Time, London, Lisbon




Step 4: Complete the Basic Profile Page
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Complete your registration by filling out the Basic Profile and choosing your categories.

Please ensure that you have fully completed the below forms; uncompleted forms will not allow you

the opportunity to be qualified and ultimately you will lose access to the tendering opportunities.

Registration

Registration Data

Company Profile

Company Name

Trade License

Type Of Business

Basic Profile Form: Qualification Form

}Basic Profile Forms My Category Selection

* Please enter Full Legal Name as per Trade License

+ Click to attach file
* Please attach Valid Trade License

Expiring on:

* Please select the type of company business e

Registration Confirmation

X Cancel

Questions marked in (*) red asterisks are mandatory and should be completed.

Click on “Save and Continue” to proceed with selecting your business categories.




Step 5: Selecting Business Categories
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After you have completed and saved the Basic profile you will be prompted to complete your

company classification by choosing all the categories that are relevant to your organization’s line of

business.

Free Text Search [ e

(1) Deselect All

assifcation
ture, hunting and forestry
2. 10000000 - Financial intermesiation

22, 10000001 - Otner monetary intermeskation (3113 iyl o Josd) 52 piaa

- Commersial Bank s o test

@ 651902 - Credit & Finance Bank s i st test
@ 851003 - Investment Bank . jui i st test

@ 651004 - Credit Card Issuing Services JuS ks Jias Tlas

@ 651000 - E-Banking
@ 651910 - E-Finance
@ 651011 - Stored Value Cards Issuing Services &l 4adl Gty sl Tas
@ 051212 - Islamic Bank i i s

2, 10000002 - Other credit granting

2=, 10000003 - Other finaneial intermediation n.e.c. A5

2, 10000004 - Life insurance i
—

[ Display Selected Only $ Expand All ¥ Collapse All

Once you have completed your selection proceed to clicking on “Confirm Current Selection”.
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Step 6: Registration Completion

Once you have completed the registration process you will receive the below message:

Registration Confirmation

Please note that in the meantime Sharjah Airport Supplier Registration team will review your
application.

Dear Supplier,
Your account has been activated on Sharjah Airport Tendering Portal

You can now use your Username and Password to access all the available areas of the platform.
As a reminder the Username you selected is: sasupplier?

The site address is: https://sharjahairport-prep.tejari.com
Note: Your platform access credentials can be accessed via the Username or Password recovery area on the login page.
For assistance please contact our Helpdesk:

Toll Free Number: +971 800 836 3377 (800 TENDERS)
email: sourcingsupport.prep(@tejari.com

GUIDANCE ON SPAM FILTERS:

In order to prevent eTendering portal emails from being quarantined by your organisation fire wall or spam filter, you are advised to instruct your IT team to accept all emails from
sourcingsupport.prep(@iejari.com or with a " tejari.com” extension.

Please also review the Junk Email settings of your email client software to avoid accidental message deletion.

Technical Support

If you are facing difficulties at any time during the registration process, you can dial +971 800
8363377 (800 Tenders) for telephonic support from Sundays to Thursdays 8:00 AM — 5:00 PM
(GMT + 4:00) Abu Dhabi, Muscat.

You can also email us on sourcingsupport@tejari.com
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