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Introduction 
User Reference manuals help business users understand how to use Oracle applications 

Objectives 
The objective of this document is to provide hands-on guidance on how to perform day-to-day 
activities for business users to become familiar with Abu Dhabi Airports’ business activities and 
processes 

Approach 
This document covers processes and steps related to Purchasing activities in Oracle 
applications 
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1. External Supplier Registration 
 

1.1 Click on the Registration Link on the Abu Dhabi Airports official website  

1.2 Enter your email address to receive a verification code and fill in registration data 
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1.3 Provide information according to the steps below 

1.4 Enter the relevant information in the Company Details tab, then click Continue 

 

 

1.5 Follow the instructions to provide Supplier Contact information in the Contacts tab and click 
continue 
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1.6 Enter the supplier’s address for the contact created and click continue  

 

 

1.7 Provide supplier’s bank account details and click continue 
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1.8 Provide responses to the questionnaire and and click continue 
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To upload an attachment click on add attachments 
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Select the required file and click on open 

 

 

 

 

1.9 Hit the SUBMIT button to to submit the request to the Abu Dhabi Airports Vendor 
Management team 
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2. Request for Resubmission 
 

2.1 In this instance you will receive an email notification to provide more details  

 

 

2.2 Provide more details as requested 

2.3 Send back to Abu Dhabi Airports Vendor Management team 

3. Reset Password after creation of supplier 
 

3.1 After the supplier is approved, they will receive an email on the registered email address. To 
reset the password, click on the reset password link. 

 

 

3.2 Reset the password and click on submit. 
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4. External Profile change 
 

4.1 Log in using Supplier Contact credentials 

 

 

4.2 Click on Supplier Portal offering 
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4.3 In Supplier Portal Work area click on Company Profile 

 

 

4.4 On the Company Profile page, review the Supplier data provided during registration 

Identify the data to be changed 

Click on the Change Profile button to make changes to the profile 
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4.5 Click Add Address to provide the required information. 

 

 

4.6 Click Add Contact Details to provide the required information. 
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4.7 Click Add Bank Account Details to provide the required information 

 

4.8 Review of the changes applied 

 

4.9 If the changes are complete, click submit to share for approvals 
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5. Response to Requalification 
 

5.1 Log in to the supplier portal and open Requalification in the Notifications tab to respond to 
the questionnaire 

 

 

5.2 Click on Respond to questionnaires 

 

5.3 Respond to all Questions and click submit  



  

 

16 
 

 

 

6. Trade license expiry profile update 
 

6.1 In case a trade license has expired, or 15 days prior to expiring, a notification requestion 
update is sent to the supplier via email as well as a notification in the Supper Portal 

 

 

6.2 Open the notification and click on Respond to Questionnaire 
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6.3 Update the Trade license details and other required details 

 

 

6.4 Click on submit  
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7. Require resubmission of trade license profile update on 
trade license expiry 

 

7.1 If more information is required, the request is sent back to the supplier for resubmission 

Log in from Supplier Portal, open notifications, and click on the request 

  

 

7.2 Click on Respond to Questionnaire 

 

 

7.3 Provide the required information and click on submit. 
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8. Forgot password reset 
 

8.1 Click on forgot password to reset your password 

 

 

8.2 Provide your username or email and select forgot password option and click on submit 
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8.3 Password reset link is shared to registered email id. 

 

8.4 Provide the new password and click on submit  
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9. Creating user account 
 

9.1 To create an account, log in to Supplier Portal and open Company Profile 

 

 

9.2 Click on change profile 

 

 

9.3 Open contacts tab and click on add contact 
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9.4 Provide new contact details, select create user account and select the required roles for the 
user account 

 

 

9.4 Click Create 
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9.5 Click on save and then click on submit 

 

 

9.6 Provide change request description and click on submit 

 

10. Update bank account details 
10.1 Login from the supplier portal and open company profile 
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10.2 Click on change profile 

 

 

10.3 Go to bank accounts tab and click on add bank account 

 

 

10.4 Provide the bank account details and click on create 
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10.5 Click on save and then click on submit 

 

 

10.6 Provide change request description and click on submit 
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11. View pending questionnaires 
 

11.1 Logon to supplier portal and open supplier portal 

 

 

11.2 Click on Questionnaires and Qualifications 

 

 

11.3 All the pending Questionnaires can be viewed here 
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