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Guidelines

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

2. Use Official/Email ID rather than individual 
private emails for main user

3. Ensure your status is marked as "Qualified" to be 
invited for tenders.

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

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

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

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

Documents required for 
Registration

1. Trade License/Certificate of Incorporation

2. VAT Certificate for UAE suppliers (if available)

3. Bank letter issued to company from Bank 
showing IBAN

4. Company Profile

5. Attested Power of Attorney for Authorized 
Signatories

6. Company certificates such as Environment, 
Health & Safety, ICV etc. (if available)

7. Any Other required documents

mailto:supplier.registration@pension.gov.ae
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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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You will receive – Email with username and reset password
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Access the ADPF Supplier Portal URL
1. Enter the Username
2. Enter the Password

Click here to reset your password



Manage/Update - Reset Password
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Note: Password must comply with security standards: a minimum of 13 characters, including at least one number, one lowercase letter, and 
one special character.

Ex: Test@ADPF.ae Enter your provided Username & New 
Password



Manage/Update - Supplier Profile
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1. Click on the ‘iSupplier Portal Full Access’ to manage the Supplier Profile 

1



Manage/Update - Supplier Profile
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1

1. Click on the ‘Administration’ tab to access the profile management options in order to fill all required fields in all tabs.



Manage/Update - General (Attachments)
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1

Attachments that are missing should be attached following the below tab

1. Click on Add Attachment



Manage/Update - Supplier Profile (Attachments)
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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
4

3
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1. Click on the ‘Organization’ tab to access the Organization Information
2. At the end SAVE

1

2

Update as 
applicable



Manage/Update - Organization Information
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The Supplier can access all the sections/questions that are filled during the registration process. 
1. Click on the ‘Business Details’ tab to access the respective questions.
2. Similarly, Supplier can click on all the available tabs next the ‘Business Details’ to view/update where-in applicable.
3. At the end SAVE

1 2

3

Update each 
field as 

applicable
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1. Click on ‘Address Book’ to access the existing address information
2. Click on ‘Update’ to review/update the existing address information
3. Click on ‘Create’ to create a new Supplier ‘Address’

3

2



Manage Supplier Profile– Address Book
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1. Select the Address Country
2. Enter the ‘Address Name’ for quick identification and enter the address information as applicable
3. Enter the Phone Area Code and Phone Number
4. Click on Save to complete the new address creation

1
2

3

4

Update as 
applicable



Manage Supplier Profile– Contact/focal point Creation
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1. Click on ‘Contact Directory’ to  view the existing contact information that was used during the Supplier Registration.
2. Click on ‘Update’ button to review / update any information if applicable
3. Click on ‘Create’ button to create an additional focal points (In case required to add multiple focal points)

1
2

3

Add additional 
focal point as 

applicable



Manage Supplier Profile– Contact Creation
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1. Enter the First Name and Last Name
2. Enter the Contact Email
3. Enter the Phone Area Code & Phone Number (Mobile number for the focal point)
4. Click on ‘Save’ to save the newly created contracted information.

1. The ‘Approved’ contact will have the status as ‘Current’.
2. The new contact created will undergo approvals and will have the status as ‘Pending’ and upon approvals, will turn to ‘Current’

1

2

3

4

1
2



Manage Supplier Profile– Business Classification
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1. Click on ‘Business Classification’ to view / update the applicable information 
2. During the  registration, Supplier have selected the option based on the Company profile. PLEASE DO NOT MODIFY
3. Enter the new Certificate Number
4. Enter the Certifying Agency
5. Enter the Expiry Date
6. Click on ‘Save’

1

2 3 4 5

6
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1. Click on ‘Products & Services’ → This is to add the list of Products & Services that are applicable as per the Trade License. During the 
registration all the Products & Services selected will be available here. Supplier can add more based on the Trade License.

2. Click on ‘Add’ button to add a new Products & Services to the Supplier profile.

1

2



Manage Supplier Profile– Products & Services
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1. Select the required product & services category (Should be selected as per your Trade License category)
2. Click on ‘Apply’ to add the new values to the profile
3. Supplier can notice the ‘Approval Status’ of the newly added ‘Products & Services’ as ‘Pending Approval’. Upon ADPF internal approvals, the 

Approval status will be ‘Approved’.

1

2



Manage Supplier Profile– Banking Details
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1. Click on ‘Banking Details’ section to view the existing Banking details.
2. Click on ‘Update’ to review or update the existing banking details
3. Click on ‘Create ‘ to add a new bank account to the Supplier profile.

1

23



Manage Supplier Profile– Banking Details
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1. Select the Bank Country from the available list of values 5. Select the bank branch from the available list of values

2. Choose the option – Existing Bank 6. Enter the Account Number

3. Select the bank from the available list of values 7. Enter the IBAN Number

4. Choose the option – Existing Bank Branch 8. Enter the Account Name & Currency

9. Click on ‘Save’ to add the new bank account to the Supplier profile.

Note: IBAN Number is mandatory if the Country is UAE and IBAN should have 23 digits in it.

1

2
3

4
5

6

7 8

9



Manage Supplier Profile– Banking Details
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1. The newly created bank account information will have the status as ‘New’. Upon ADPF internal approvals, the status will be as ‘Approved’.

1



Thank You
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