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OVERVIEW

The objective of this tutorial is to explain DEWA’s SAP Local Vendor registration processes. The New Supplier 
Registration service is available through the SRM portal and enables new suppliers to register with DEWA. 

1.1	 SERVICE FEATURES  

	 1.	 Company & Trade License Details

	 2.	 Other Company and Admin Details

	 3.	 User Details

	 4.	 Product Details

	 5.	 Questionnaire

	 6.	 Document Uploads

1.2	 HOW TO REQUEST THE SERVICE 

1.2.1	 DEWA Website Page 

	 USER ACTION  User can use https://www.dewa.gov.ae/en/supplier link to access this portal

https://www.dewa.gov.ae/en/supplier
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	 USER ACTION  �Click on Register New Vendor Service to register as a new vendor. This will open 
the Enrolment page.

	 USER ACTION  Scroll down and click on Supplier to access the supplier portal
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1.2.2	� Company & Trade License Details

	 In this section, users are required to enter their company information and trade license details.

For Emirate: If Dubai is Selected, search for the company using either of the following options:

•	 Enter the Dubai Unified License (DUL) number and expiry date,  or

•	 Enter the issuing authority, trade license number and expiry date

	 USER ACTION  �Select the country and emirate from the drop-down list.
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	 USER ACTION  �Enter the DUL number and expiry date, then Search

Upon successful validation through the DUL interface, the system automatically populates the following 
details:

•	 Company’s full name

•	 Street address

•	 PO Box or postal code

•	 Mobile number

•	 Email address

•	 Trade license details: 

	 o	 Issuing authority

	 o	 Trade license number

	 o	 DUL number

	 o	 Issue date

	 o	 Expiry date

•	 VAT Registration Number

•	 Tax Identification Number (TIN)

•	 Location type

Note: Review all auto-populated information carefully and update any fields if changes or corrections are required.
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	 USER ACTION  �If vendor is registered with the Sheikh Mohd. Bin Rashid Establishment for SME 
Development, then select Yes, otherwise select No.
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	 USER ACTION  �Enter the SME’s registration number and enter its registration and expiry dates.

	 USER ACTION  �Enter the company’s structure and commercial details

	 USER ACTION  �Verify entered all details and click on Save and Continue  to proceed to the next page.

Non-DUL Issuing Authority

For trade licenses issued by a non-DUL issuing authority, select the trade license option and click Search.
Enter the issuing authority, trade license number and expiry date.
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	 USER ACTION  �All company and trade license-related fields will be displayed. Enter the required 
information in the respective fields

	 USER ACTION  �Select the country and emirate from the drop-down list. For example, the country 
can be  United Arab Emirates and the emirate Abu Dhabi.

For Emirate: If any emirate other than Dubai is selected (i.e., Abu Dhabi, Sharjah, Ajman, Umm Al 
Quwain, Ras Al Khaimah or Fujairah), all company and trade License fields must be filled. Enter the 
required details in the respective fields.
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	 USER ACTION  �Fill in the full name, street and PO Box/postal code details of the company. Enter 
the company’s telephone number and the relevant extension. Providing the mobile 
number is optional. Then enter the company’s email address.

	 USER ACTION  �If the vendor is a Sheikh Mohd. Bin Rashid Establishment SME, then select Yes, 
otherwise select No.
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	 USER ACTION  �Enter the SME Registration number and select registration date and expiry date.

	 USER ACTION  �Select No for HR training-related procurement when registering as a local vendor.
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	 USER ACTION  �Select the authority that issued the vendor’s trade license.  
For example, ABU DHABI DED

	 USER ACTION  �Enter Trade License Number and select Trade License Date of Expiry.

	 USER ACTION  �Select Turnover Amount from the drop-down list.  
If turnover is greater than 375,000 AED, enter the VAT registration number and 
select TIN. For example, 375,001 and above is selected.
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	 USER ACTION  �Enter the VAT Registration Number and TIN, then select region from the drop-
down list. If the company is owned by a DEWA employee, select Yes, otherwise 
select No

	 USER ACTION  �Enter the Company Structure and Commercial Details

	 USER ACTION  �Verify entered details and click  to proceed to the next page.
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1.2.3	 Other Company and Admin Details

	 In this section, provide the details of the company’s sponsor and administrator.

	 USER ACTION  �Enter the sponsor’s name, the select the company’s activity and category from 
the drop-down list. For example, Consulting and Accident Protection have been 
selected, respectively.

	 USER ACTION  �Select Yes if the administrator has an Emirate ID. Alternatively, the administrator 
can be registered using passport details.



SUPPLIER ENROLMENT - LOCAL SUPPLIERS (UAE) USER MANUAL
VERSION 3.0

14

	 USER ACTION  �Enter the administrator’s Emirates ID number and expiry date. Click Search  to 
fetch the administrator’s first and last names.

	 USER ACTION  �Select the administrator’s designation and enter their email address, then click
verify  for email verification. 
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	 USER ACTION  �Enter the OTP received through the administrator’ email and click verify . You will 
receive success email, then click on the message, as below.

	 USER ACTION  �Click on the Ok Button.
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	 USER ACTION  �Enter the mobile number and click verify .

	 USER ACTION  �Enter the OTP received on the administrator’s mobile and click verify . You will 
receive a success email, then click on the message, as below. 
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	 USER ACTION  �Click on Ok Button.

	 USER ACTION  �Select Yes if you need access for all services. Download the template to upload the 
company’s letter in the format as shared below 
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	 USER ACTION  �Click on Upload your File button and upload the company’s letter, then read the 
Terms and Conditions by clicking on the hyperlink and tick the checkbox if you agree.
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	 USER ACTION  �CIick on Next  to proceed.
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1.2.4.	User Details 
	 In this section, the user can add one or more users by providing their details.

	 USER ACTION  �Select Yes if the contact person has an Emirate ID. Alternatively, select No and the 
administrator can be registered using their passport details

	 USER ACTION  �Enter the contact person’s passport number, then select the passport’s issue and 
expiry dates. Enter the contact person’s first and last names, as well as their email 
address and mobile number.
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	 USER ACTION  �Select the required role for the contact person. Also select the designation of the 
contact person from the drop-down list.

ROLE DETAILS:  
•	 �Bidder  - This role provides access to services related to the RFX response submission process. If 

alternative quotations are required, multiple users must be created under the same contact person for 
the relevant RFX.

•	 �Procurement - This role provides access to operational procurement services, including PO 
acknowledgement, Advance Shipment Notification (ASN) creation, goods receipt status tracking and 
invoice submission.

•	 GIS - This provides access to submit as-built drawings through the supplier portal.

•	 �FAT INSPECTION - This role enables users to create inspection requests, including Factory Acceptance 
Tests (FAT), Type Tests and Prototype Tests, for purchase orders issued by the Distribution Power 
division.

•	 �Site Note Consultant - This role provides access to services that display information related to ongoing 
site projects.

•	 �Site Note Contractor - This role provides access to services that display information related to ongoing 
site projects.
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	 USER ACTION  �Click on Upload your File  to add the user’s supporting documents. You can click on 
Add a new Contact Person  to add a new contact person. Otherwise, click on Next  to 

proceed to the next stage.
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	 USER ACTION  �Select the appropriate radio button to indicate whether you are registering as an 
Exclusive Agent or Non-Exclusive Agent. Enter the product name, for example, 
Transformer, and provide a brief description of the product. Then enter the 
product’s brand name and select its stock-held status.

1.2.5.	Product Details 
	� In this section, enter information related to the company’s product, including the product name, type, 

brand and stock status. You can add one or more products in this section.
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	 USER ACTION  �To add new product details, click on Add a new Contact Person  option.

	 USER ACTION  �Verify all the details and click on Next  to proceed to the next page.
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	 USER ACTION  �Survey participation is optional and if you want to skip it, enable the skip button 

1.2.6.	Sustainability Screening Survey

	� This section enables suppliers to participate in DEWA’s Supplier Sustainability Programme. At 
DEWA, we believe that suppliers are essential partners in advancing sustainable progress across our 
operating footprint and supporting our journey towards sustainable growth. 
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	 USER ACTION  �To participate in the survey, answer all questions in the sections below by selecting 
the appropriate option and then click Next.

	 Section1 :  ENVIRONMENT (15)

	 Section2 : SOCIAL (9)

	 Section3 : GOVERNANCE (16)
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1.2.7.	Document Uploads

	 �In this section, upload all relevant documents such as the trade license, passport copy of the owner 
or manager, and the VAT certificate. Users have to check and upload all the mandatory documents. 
The attachments are provided for registration with DEWA. 

	 USER ACTION  �Click on Upload your FIle   to upload the documents.
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	 USER ACTION  �Click the  Terms and Conditions  hyperlink to read the clauses. Read the Code of Conduct  
and Supplier Acknowledgement (Click here to read  as well. If you agree with all clauses, tick the 
checkbox. 
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Terms and Condition 

Code of Conduct
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Supplier Acknowledgement

	 USER ACTION  �Verify Captcha and Click Submit  to do the final submission for creation of the 
vendor.



	 USER ACTION  �On submission you will get success message as above. 

Information on Submission:

	 •	� Upon submission, you will get the Request Number that will be used for future reference until your 
registration process is completed.

	 •	� Upon data verification and approval by the DEWA SRM Team, you will receive an email 
confirmation from DEWA. The company administrator and contact person will receive separate 
emails to set passwords for their accounts.

	 •	 In case of rejection, you will receive a notification with reasons for the rejection.

	 •	� The SRM team will revert the request with clarification comments. You will be able to view the 
enrolment application from track enrolment and resubmit with the required amendments.


