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Guidelines

1. Registration in the ADPF- Sourcing is mandatory 
to conduct business with ADPF.

2. Ensure your status is marked as “Approved" to 
be invited for tenders.

3. Update your trade license before it expires to 
maintain your qualified status.

4. Keep your user details updated, as all system 
notifications are sent directly to registered users 
in the system.

5. Ensure the category of products or services 
listed is aligned with your trade license.

6. For any inquiries related to supplier registration, 
please contact supplier registration support 
Supplierinquiry@pension.gov.ae

7. Link of The ADPF-Sourcing System: https://spp-
ext.pension.gov.ae/OA_HTML/jsp/pos/suppreg/
SupplierRegister.jsp?ouid=BDB7AF1018A39E4A 

Documents required for 
Registration

1. Trade License/Certificate of Incorporation

2. VAT Certificate for UAE suppliers 

3. Bank letter issued to company from Bank 
showing IBAN

4. Company Profile

5. Attested Power of Attorney for Authorized 
Signatories

6. Quality, ISO, HSE, or Other Relevant Certifications 
(if available)

7. Audited Financial Report (if available)
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Supplier Registration – FAQ

1. Who should register?
Any company wishing to do business with ADPF.

2. How do I register?
Register through the ADPF-Sourcing Portal and submit all required information.

3. What information is required?
Company details, legal documents, tax information, bank details, and contact information.

4. How long does approval take?
A few business days, depending on completeness of submission.

5. Can I update my details later?
Yes, supplier information can be updated in the portal (approval may be required).

6. What if I forget my password?
Use the “Forgot Password” option to reset it.

7. What are the password requirements?
Minimum 13 characters, including one number, one lowercase letter, and one special character.

8. Does registration guarantee approval?
No, registration does not guarantee supplier approval.

9. Is there a registration fee?
No, Supplier registration is free.
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Part 1: New Supplier Registration
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To continue your registration, you need to add all the mandatory 
fields,

1. Enter the Company Name as per the Trade License.
2. Enter the Official Email addressed to be used for 

communication
3. Enter the First Name & Last Name of ‘Point of Contact’
4. Enter the Phone Area Code & the Mobile Number
5. Click on ‘Next’ upon completion
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This is the second page in the Supplier Registration process. 
Supplier has to enter the details in the sections that will be displayed in this page.

1. Click on ‘Create’ button 

1
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7

Please make sure to fill all mandatory fields:

1. Enter the Address Name
2. Enter the Address Line 1 and other information based on the applicability
3. Enter the Phone Country Code and Official Phone Number
4. Enter the Company Official Email
3. Click Apply

• On the next page click on “NEXT” → to be able to reach the page of “Additional Information”

1

2
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4
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Page 2: Company Details - Contact and Focal Point

Based on the data provided in the initial page, a Supplier contact is created automatically.
1. Click on ‘Create’ button → To Create a new contact (if required additional contact details)
2. Click on ‘Update’ button to review and update the existing contact information.

1
2
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Page 2: Company Details - Contact and Focal Point

Review and update the existing contact information

1. Click Apply

1
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Page 2: Company Details - Business Classifications

Supplier must select their business classification.

1
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Page 2: Company Details - Product and Services

1. Click on ‘Create’ to add the list of Products & Services provided by the supplier based on the Trade License Certificate
2. Select the applicable values as shown in the screenshot
(Important: Selecting incorrect categories may result in not being invited to future RFx. Please ensure the selected categories match your 
trade/commercial license activities.)
3. Click on ‘Apply’ upon completion.

1

2
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1. Click on ‘Create’ for Banking Details section to create a new bank account to 
the Supplier profile.

1

2

3 4

5
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2. Select the Bank Country
3. Select the Bank Name from the list of options
4. Select the Bank Branch from the list of options
5. Enter the Bank Account Number
6. Enter the IBAN Number
7. Enter the Account Name & Currency
8. Click on Apply



Page 2: Company Details - Bank Details
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Bank Account created in the previous slide is visible on the registration profile.

1. Click on the Edit button to review & update
2. Click on Delete button to delete the bank account entry from the registration profile
3. Click on Next to proceed to the next steps of the registration.

1 2
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Page3: Additional Information -  Supplier Profile Attributes

Supplier must enter all Mandatory requirements:
1. Enter the Tax Registration details as shown 
2. Enter the License and Owner Details
3. Enter the Business details
4. Enter the Experience details as shown in the screenshot
5. Click on Next

1

2

3
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Page3: Additional Information - Supplier Profile Attributes

Supplier must enter all the additional information to be qualified as an approved Supplier.

1. Enter the Legal Authorization  details as shown in the screenshot
2. Enter the Financial and Legal status as shown in the screenshot
3. Enter the Compliance & Certifications  details as shown in the screenshot
4. Enter the Conflict-of-Interest details  as shown in the screenshot

1

2

3

4
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Page3: Additional Information - Supplier Profile Attributes

Supplier must enter all the additional information to be qualified as an approved Supplier.

1. Click on YES  Acknowledging the acceptance of user agreement & supplier- code of conduct.
(Supplier can download the Agreement and Conde of Conduct files attached to the registration process)
2. Click on Next to proceed with the next steps in the registration process.

1

2
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Page 4: Add Attachments

This is the final section of the registration process and supplier must attach all the required and applicable documents to the Supplier registration profile 
highlighted in RED color.

1. Click on Add Attachment

1
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Page 4: Add Attachments

1. Select the applicable category of the document that is being 
attached

2. Click on ‘Choose File’ > Select the file
3. Click on ‘Add Another’ to attach more documents
4. Click on ‘Apply’ after attaching all the documents.

1

2
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Page 4: Registration Confirmation

1. Click on Submit button after uploading all the mandatory and applicable documents

2. A confirmation is displayed on the supplier registration submission. 
• End of the process. 

1

1



Thank You
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