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New Contractor 

Registration

Back to Content 
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Invitation Request to Register

Vendors who requested for registration will 

receive an email invitation to register as 

ADCE Vendors. 

The email will include an attachment which will 

include a quick start guide. 

The quick start guide will include details on 

registration requirements to get started. 

Quick Start Guide

Click to Register

Back to Content 
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Vendor Café Login Page

After clicking on the registration link, new page will be auto 

populated requesting basic information like;

1. Email Address

2. Vendor Name (will be Automatically generated)

3. First Name & Last Name of the contact person.

4. Phone Number

5. Create Password and confirm the password.

6. Choose a security question and write your answer

7. Write the Code shown in the box.

8. Click on “Terms & Conditions”

9. Click on the box.

10. Click on “Sign in”

Fill Registration 

Details

XXXXXX@eim.ae

Your Company Name 

Ahmed Mohamed

971501112222

1

2

3

4

5

6

7

89

10

Back to Content 
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Updating Vendor Information – Vendor Details

All colored Boxes are 

Mandatory Fields. 

You need to Fill  

“Vendor Details”: 

1. Official Company 

Name

2. Has Employee or 

No Employee

3. Address, City & 

State-Zip (PO 

Box) 

4. Trade License 

5. Click on “Save” 

then “Next” 

Fill Vendor Details

1

2

3

4

5

Back to Content 
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Updating Vendor Information – Vendor Details

Fill Corporate 

Details

All colored Boxes are 

Mandatory Fields. 

You need to Fill  

“Corporate Contact”: 

1. First Name of Contact 

Person

2. Last Name of Contact 

Person 

3. Contact Email 

4. Office Number 

5. Office Fax Number 

6. Click on “Save” then 

“Next” 

971501112222

XXXXXX@eim.ae

6

1

2

3
4
5

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

Fill TAX Information

All colored Boxes are 

Mandatory Fields. 

You need to Fill  “Tax 

Information”: 

1. Write your Tax 

Registration Number If 

you don’t have write your 

Trade License Number

2. Click on the Confirmation 

Box

3. Click on “Save”

1

2

3

Back to Content 
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Updating Services Offered by Vendors

Scroll down to select 

the services that you 

will offer to ADCE. 

If your type of 

services is not written 

clearly, please select 

any service at the 

time being to 

complete further in 

your registration. 

Then “Save” 

Select Services

1

2

Back to Content 
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Updating Category- Details inserted before vendor invitation request by 

ADCE

Category code will be 

selected and you need to 

confirm by clicking on 

“Next”. 
1

Back to Content 
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Updating Market- Details inserted before vendor invitation request by ADCE

Market Location will be 

automatically selected 

and you need to confirm 

by clicking on “Next”. 

1

Back to Content 
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Updating Contacts

The contact page will 

appear this is where 

the vendor will input 

internal staffs 

information i.e. 

manager, officer etc. 

The vendor is also able 

to edit the information 

by clicking Edit 

Contact. 

After updating contact 

information, Click on 

“Skip to Next”

1

Ahmed Mohamed

971501112222

XXXXXX@eim.ae

Back to Content 

mailto:XXXXXX@eim.ae
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Updating EFT Setup

EFT Setup menu reflects 

the Contractor banking 

information details.

All mandatory fields marked 

In Purple will need to be 

filled correctly, then select 

add EFT & click Next. 

EFT details will Then be 

sent for approval, ADCE will 

review and approve. 

1

2

3

4

Back to Content 
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Updating Attaching Documents

You can add attachments by 

selecting the Type of the documents, 

Browse the attachment and Write in 

the Description. Then “Save”. 

Vendors will be required to attach the 

following Documentations:

• Commercial License

• Classification Certificate. 

• Authorized Signatory documents. 

• List of Projects

• Bank Details including IBAN 

Number

• Tax Registration Number

• List of Employees & Engrs’ CVs

• Audited Financial Statements

• ADCE Pre-qualification Form 

• ADCE Online Service Form 

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are 

missing. 

1 2

3

4

Back to Content 
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Updating Attaching Documents

Click on “Previous” to return to previous 

page in order to complete downloading 

the documents. 

When you FINISH all the mandatory 

documents, click on “Submit”

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are missing. 

If you want to re-upload 

more Documents, Click 

on “Previous”

If you finish 

downloading, Click on 

“Submit”

Back to Content 
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Updating Review and Submit 

ADCE will review the details of 

the application of the vendor, If 

the vendor does not provide the 

required information to ADCE 

the application will be rejected. 

The vendor will receive a 

notification when the 

application is approved or 

rejected. 

Back to Content 
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New Consultant 

Registration

Back to Content 
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Invitation Request to Register

Vendors who requested for registration will 

receive an email invitation to register as 

ADCE Vendors. 

The email will include an attachment which will 

include a quick start guide. 

The quick start guide will include details on 

registration requirements to get started. 

Quick Start Guide

Click to Register

Back to Content 
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Vendor Café Login Page

After clicking on the registration link, new page will be auto 

populated requesting basic information like;

1. Email Address

2. Vendor Name (will be Automatically generated)

3. First Name & Last Name of the contact person.

4. Phone Number

5. Create Password and confirm the password.

6. Choose a security question and write your answer

7. Write the Code shown in the box.

8. Click on “Terms & Conditions”

9. Click on the box.

10. Click on “Sign in”

Fill Registration 

Details

XXXXXX@eim.ae

Your Company Name 

Ahmed Mohamed

971501112222

1

2

3

4

5

6

7

89

10

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

All colored Boxes are 

Mandatory Fields. 

You need to Fill  

“Vendor Details”: 

1. Official Company 

Name

2. Has Employee or 

No Employee

3. Address, City & 

State-Zip (PO 

Box) 

4. Trade License 

5. Click on “Next” 

Fill Vendor Details

1

2

3

4

5

Back to Content 
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Updating Vendor Information – Vendor Details

Fill Corporate 

Details

All colored Boxes are 

Mandatory Fields. 

You need to confirm your 

contact person details or 

change it “Corporate 

Contact”: 

1. First Name of Contact 

Person

2. Last Name of Contact 

Person 

3. Contact Email 

4. Office Number 

5. Office Fax Number 

6. Click on “Save” then 

“Next” 

971501112222

XXXXXX@eim.ae

6

1

2

3
4
5

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

Fill TAX Information

All colored Boxes are 

Mandatory Fields. 

You need to Fill  “Tax 

Information”: 

1. Write your Tax 

Registration Number If 

you don’t have write your 

Trade License Number

2. Click on the Confirmation 

Box

3. Click on “Save”

1

2

3

Back to Content 
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Updating Services Offered by Vendors

Scroll down to select 

the services that you 

will offer to ADCE. 

If your type of 

services is not written 

clearly, please select 

any service at the 

time being to 

complete further in 

your registration. 

Then “Save” 

Select Services

1

2

Back to Content 
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Updating Category- Details inserted before vendor invitation request by 

ADCE

Category code will be 

selected and you need to 

confirm by clicking on 

“Next”. 

1

Back to Content 
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Updating Market- Details inserted before vendor invitation request by ADCE

Market Location will be 

automatically selected 

and you need to confirm 

by clicking on “Next”. 

1

Back to Content 
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Updating Contacts

The contact page will 

appear this is where 

the vendor will input 

internal staffs 

information i.e. 

manager, officer etc. 

The vendor is also able 

to edit the information 

by clicking Edit 

Contact. 

After updating contact 

information, Click on 

“Skip to Next”

1

Ahmed Mohamed

971501112222

XXXXXX@eim.ae

Back to Content 

mailto:XXXXXX@eim.ae
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Updating EFT Setup

EFT Setup menu reflects 

the Contractor banking 

information details.

All mandatory fields marked 

In Purple will need to be 

filled correctly, then select 

add EFT & click Next. 

EFT details will Then be 

sent for approval, ADCE will 

review and approve. 

1

2

3

4

Back to Content 
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Updating Attaching Documents

You can add attachments by 

selecting the Type of the documents, 

Browse the attachment and Write in 

the Description. Then “Save”. 

Vendors will be required to attach the 

following Documentations:

• Commercial License

• Classification Certificate. 

• Authorized Signatory documents. 

• List of Projects

• Tax Registration Number

• List of Employees & Engrs’ CVs

• ADCE Pre-qualification Form 

• ADCE Online Service Form 

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are 

missing. 

1 2

3

4

Back to Content 
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Updating Attaching Documents

Click on “Previous” to return to previous 

page in order to complete downloading 

the documents. 

When you FINISH all the mandatory 

documents, click on “Submit”

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are missing. 

If you want to re-upload 

more Documents, Click 

on “Previous”

If you finish 

downloading, Click on 

“Submit”

Back to Content 
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Updating Review and Submit 

ADCE will review the details of 

the application of the vendor, If 

the vendor does not provide the 

required information to ADCE 

the application will be rejected. 

The vendor will receive a 

notification when the 

application is approved or 

rejected. 

Back to Content 
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New Supplier 

Registration

Back to Content 
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Invitation Request to Register

Vendors who requested for registration will 

receive an email invitation to register as 

ADCE Vendors. 

The email will include an attachment which will 

include a quick start guide. 

The quick start guide will include details on 

registration requirements to get started. 

Quick Start Guide

Click to Register

Back to Content 
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Vendor Café Login Page

After clicking on the registration link, new page will be auto 

populated requesting basic information like;

1. Email Address

2. Vendor Name (will be Automatically generated)

3. First Name & Last Name of the contact person.

4. Phone Number

5. Create Password and confirm the password.

6. Choose a security question and write your answer

7. Write the Code shown in the box.

8. Click on “Terms & Conditions”

9. Click on the box.

10. Click on “Sign in”

Fill Registration 

Details

XXXXXX@eim.ae

Your Company Name 

Ahmed Mohamed

971501112222

1

2

3

4

5

6

7

89

10

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

All colored Boxes are 

Mandatory Fields. 

You need to Fill  

“Vendor Details”: 

1. Official Company 

Name

2. Has Employee or 

No Employee

3. Address, City & 

State-Zip (PO 

Box) 

4. Trade License 

5. Click on “Next” 

Fill Vendor Details

1

2

3

4

5

Back to Content 
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Updating Vendor Information – Vendor Details

Fill Corporate 

Details

All colored Boxes are 

Mandatory Fields. 

You need to confirm your 

contact person details or 

change it “Corporate 

Contact”: 

1. First Name of Contact 

Person

2. Last Name of Contact 

Person 

3. Contact Email 

4. Office Number 

5. Office Fax Number 

6. Click on “Save” then 

“Next” 

971501112222

XXXXXX@eim.ae

6

1

2

3
4
5

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

Fill TAX Information
All colored Boxes are 

Mandatory Fields. 

You need to Fill  “Tax 

Information”: 

1. Write your Tax 

Registration Number If 

you don’t have write your 

Trade License Number

2. Click on the Confirmation 

Box

3. Click on “Save”

1

2

3

Back to Content 
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Updating Services Offered by Vendors

Scroll down to select 

the services that you 

will offer to ADCE. 

If your type of 

services is not written 

clearly, please select 

any service at the 

time-being to 

complete further in 

your registration. 

Then “Save” 

Select Services

1

2

Back to Content 
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Updating Category- Details inserted before vendor invitation request by 

ADCE

Category code will be 

selected and you need to 

confirm by clicking on 

“Next”. 

1

Back to Content 
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Updating Market- Details inserted before vendor invitation request by ADCE

Market Location will be 

automatically selected 

and you need to confirm 

by clicking on “Next”. 

1

Back to Content 
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Updating Contacts

The contact page will 

appear this is where 

the vendor will input 

internal staffs 

information i.e. 

manager, officer etc. 

The vendor is also able 

to edit the information 

by clicking Edit 

Contact. 

After updating contact 

information, Click on 

“Skip to Next”

1

Ahmed Mohamed

971501112222

XXXXXX@eim.ae

Back to Content 

mailto:XXXXXX@eim.ae
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Updating EFT Setup

EFT Setup menu reflects 

the Contractor banking 

information details.

All mandatory fields marked 

In Purple will need to be 

filled correctly, then select 

add EFT & click Next. 

EFT details will Then be 

sent for approval, ADCE will 

review and approve. 

1

2

3

4

Back to Content 
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Updating Attaching Documents

You can add attachments by 

selecting the Type of the documents, 

Browse the attachment and Write in 

the Description. Then “Save”. 

Vendors will be required to attach the 

following Documentations:

• Commercial/Industrial License

• Company Profile 

• Authorized Signatory 

• Tax Registration Number

• Supporting Documents for each 

material (Technical Datasheet, 

product brochures, catalogues, 

etc...)

• Country of origin letter

• Agency confirmation 

letter. 

• Budgetary Price list (Op.)

• Relative Authorities Approvals

• ADCE Material List 

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are 

missing. 

1
2

3
4

Back to Content 
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Updating Attaching Documents

Click on “Previous” to return to previous 

page in order to complete downloading 

the documents. 

When you FINISH all the mandatory 

documents, click on “Submit”

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are missing. 

If you want to re-upload 

more Documents, Click 

on “Previous”

If you finish 

downloading, Click on 

“Submit”

Back to Content 
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Updating Review and Submit 

ADCE will review the details of 

the application of the vendor, If 

the vendor does not provide the 

required information to ADCE 

the application will be rejected. 

The vendor will receive a 

notification when the 

application is approved or 

rejected. 

Back to Content 
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New Sub-

Contractor 

Registration 

Back to Content 
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Invitation Request to Register

Vendors who requested for registration will 

receive an email invitation to register as 

ADCE Vendors. 

The email will include an attachment which will 

include a quick start guide. 

The quick start guide will include details on 

registration requirements to get started. 

Quick Start Guide

Click to Register

Back to Content 
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Vendor Café Login Page

After clicking on the registration link, new page will be auto 

populated requesting basic information like;

1. Email Address

2. Vendor Name (will be Automatically generated)

3. First Name & Last Name of the contact person.

4. Phone Number

5. Create Password and confirm the password.

6. Choose a security question and write your answer

7. Write the Code shown in the box.

8. Click on “Terms & Conditions”

9. Click on the box.

10. Click on “Sign in”

Fill Registration 

Details

XXXXXX@eim.ae

Your Company Name 

Ahmed Mohamed

971501112222

1

2

3

4

5

6

7

89

10

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

All colored Boxes are 

Mandatory Fields. 

You need to Fill  

“Vendor Details”: 

1. Official Company 

Name

2. Has Employee or 

No Employee

3. Address, City & 

State-Zip (PO 

Box) 

4. Trade License 

5. Click on “Next” 

Fill Vendor Details

1

2

3

4
5

Back to Content 
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Updating Vendor Information – Vendor Details

Fill Corporate 

Details

All colored Boxes are 

Mandatory Fields. 

You need to confirm your 

contact person details or 

change it “Corporate 

Contact”: 

1. First Name of Contact 

Person

2. Last Name of Contact 

Person 

3. Contact Email 

4. Office Number 

5. Office Fax Number 

6. Click on “Save” then 

“Next” 

971501112222

XXXXXX@eim.ae

6

1
2
3
4

5

Back to Content 

mailto:XXXXXX@eim.ae
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Updating Vendor Information – Vendor Details

Fill TAX Information
All colored Boxes are 

Mandatory Fields. 

You need to Fill  “Tax 

Information”: 

1. Write your Tax 

Registration Number If 

you don’t have write your 

Trade License Number

2. Click on the Confirmation 

Box

3. Click on “Save”

1

2

3

Back to Content 
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Updating Services Offered by Vendors

Scroll down to select 

the services that you 

will offer to ADCE. 

If your type of 

services is not written 

clearly, please select 

any service at the 

time-being to 

complete further in 

your registration. 

Then “Save” and 

“Skip to Next” 

Back to Content 

Select Services

1

2
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Updating Category- Details inserted before vendor invitation request by 

ADCE

Category code will be 

selected and you need to 

confirm by clicking on 

“Next”. 

1

Back to Content 
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Updating Market- Details inserted before vendor invitation request by ADCE

Market Location will be 

automatically selected 

and you need to confirm 

by clicking on “Next”. 

1

Back to Content 
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Updating Contacts

The contact page will 

appear this is where 

the vendor will input 

internal staffs 

information i.e. 

manager, officer etc. 

The vendor is also able 

to edit the information 

by clicking Edit 

Contact. 

After updating contact 

information, Click on 

“Skip to Next”

1

Ahmed Mohamed

971501112222

XXXXXX@eim.ae

Back to Content 

mailto:XXXXXX@eim.ae


55

Updating EFT Setup

EFT Setup menu reflects 

the Contractor banking 

information details.

All mandatory fields marked 

In Purple will need to be 

filled correctly, then select 

add EFT & click Next. 

EFT details will Then be 

sent for approval, ADCE will 

review and approve. 

1

2

3

4

Back to Content 
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Updating Attaching Documents

You can add attachments by 

selecting the Type of the documents, 

Browse the attachment and Write in 

the Description. Then “Save”. 

Vendors will be required to attach the 

following Documentations:

• Commercial/ Craft License

• Company Profile 

• Authorized Signatory 

• Relative Authorities Approvals

• Tax Registration Number

• List of Employees & Engrs’ CVs

• ADCE Pre-qualification Form

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are 

missing. 

1
2

3
4

Back to Content 



57

Updating Attaching Documents

Click on “Previous” to return to previous 

page in order to complete downloading 

the documents. 

When you FINISH all the mandatory 

documents, click on “Submit”

Kindly be informed that ADCE 

reserves the right to refuse the 

document submission if any 

mandatory documents are missing. 

If you want to re-upload 

more Documents, Click 

on “Previous”

If you finish 

downloading, Click on 

“Submit”

Back to Content 



58

Updating Review and Submit 

ADCE will review the details of 

the application of the vendor, If 

the vendor does not provide the 

required information to ADCE 

the application will be rejected. 

The vendor will receive a 

notification when the 

application is approved or 

rejected. 

Back to Content 


