
 

 

 

 
Supplier Management User Guide 

 

 

 

This user guide has been developed to assist and facilitate the online registration process for new 

vendors/suppliers at ADNEC. To successfully complete the registration, kindly follow the step-by-step 

instructions provided below: 
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Introduction: 

 

This guide has been meticulously designed to provide comprehensive support for new vendors and suppliers 

looking to register online with ADNEC. Please follow the step-by-step instructions outlined below to 

successfully complete your registration process. 

 

Getting Started: 

 

As a vendor, you have the capability to initiate the registration process directly from the ADNEC website. Once 

you’ve submitted your request, our diligent procurement team will review and validate your information. Upon 

approval, you will receive an invitation email, allowing you to register and integrate your work email with the 

ADNEC system. Please note that this step may take up to one working day to complete. 

 

Activating Multi-Factor Authentication (MFA): 

 

Upon accepting the invitation, the system will prompt you to activate Multi-Factor Authentication (MFA) for 

your work email. This additional layer of security is essential for accessing our system and completing your 

registration. 

 

Finalizing Your Registration: 

 

With MFA successfully activated, you can proceed to complete your registration and submit it to the 

procurement department for final approval. Once approved, your account will be officially registered. 

 

Accessing the Online Supplier Registration Form: 

 

- Open your internet browser, preferably using Microsoft Edge or Google Chrome. 

- In the address bar, type www.adnec.ae. 

- Scroll down to the bottom of the ADNEC website and locate the "Procurement" link, as indicated in the 

screenshot below: 

http://www.adnec.ae/


 

 
 

Click on Register Now: 

 

 
 



 

Thank you for choosing ADNEC as your business partner. We are committed to making the registration process 

as smooth and efficient as possible for you. If you encounter any issues or have questions during the process, 

please refer to this guide for assistance. 

Let's begin your registration journey with ADNEC. 

 

Submit Registration Request. 

 

1. To proceed with the registration process, click on "Register Now." 

 

 
 

2. To proceed, verify that you are not a robot by checking the "I'm not a robot" box, and then click on 

"Continue." 

 



 

 

3. To proceed with the registration, please follow the captcha instructions and complete the verification 

process. 

 

 
 

4. Click Continue. 

 

 
  



 

5. To continue with the registration, select "I agree" for the Terms and Conditions. 

6. Then, click on "Continue" to proceed further. 

 

 
7. Fill out the request form as required. 

8. Provide the necessary contact details. 

9. Click on "Submit" to finalize the registration. 

 

 
 

  



 

10. Once you have submitted the request, the system will confirm that it has been received and is pending 

ADNEC Procurement approval. Please click "Ok" to proceed. 

 

 
 

The registration process for the supplier has been successfully completed. 

 

  



 

Activate MFA on your account. 

 

Once your Request for Registration is approved by the procurement department, you will receive an email 

from Microsoft on behalf of the Abu Dhabi National Exhibition Centre. This email will serve as an invitation 

for you to access the system and complete the registration process. 

1. Click on the "Accept Invitation" link provided in the email to proceed with the registration. 

 
 

2. Review the message and click on "Accept." This action will authorize the use of your email within the 

ADNEC system, without accessing your email or personal information. 

3. Click on "Accept" to confirm your acceptance. 

 

  



 

4. Click on "Next" to continue to the next step of the process. 

 

 
 

To enhance the security of your account, Multi-Factor Authentication (MFA) is required. Please download 

and use the Microsoft Authenticator app to access the ADNEC system. This step ensures the utmost security 

for all your details and grants access when logging in to ADNEC systems. 

 

Click "Next" to continue with the setup, or select "I want to set up a different method" to activate SMS codes 

instead of using the Microsoft Authenticator app. 

 

 



 

6. After completing the setup, click on "Next" to proceed further. 

 

 
 

7. To activate Multi-Factor Authentication (MFA), scan the QR code using the Microsoft Authenticator app. 

8. Once the activation is complete, click on "Next" to continue. 

 

 
 

  



 

9. Enter the code generated on the webpage into the Microsoft Authenticator app in the provided field. 

This will complete the setup and enable Multi-Factor Authentication for your account. 

10. After entering the code, click on "Next" to proceed. 

 

 
11. Great! Click "Done" to finalize the setup of Multi-Factor Authentication (MFA) and ensure the security of 

your account. Your registration process is now complete, and you can confidently access the ADNEC system 

with enhanced protection.  

 

 
 



 

12. Congratulations! You can now log in to your account with enhanced security using Multi-Factor 

Authentication. 

 

 
 

  



 

Complete your registration. 

 

For your first-time login, the system will prompt you to complete your registration by providing all mandatory 

fields. Please follow the instructions below to complete the registration process successfully: 

1. Click "Next" to proceed and finalize your registration. 

 

 
 

2. All details will be populated from the initial request. 

3. Validate the details and fill any empty fields or update other areas if required. 

4. Provide the address information if it is not filled yet or update it if necessary. 

5. Click "Next" to proceed with the registration process. 

 



 

 

6. Provide your contact information as required. 

7. Validate the data entered earlier and make any necessary updates where required. 

8. If needed, update your address information to ensure accuracy.. 

9. Click "Next" to proceed with the registration process. 

 

 
 

10. Trade Information section. 

11. Update all fields as required and ensure that all data is accurate. 

12. Click "Next" to proceed to the next step. 

 

 



 

 

13. Attachments section 

14. Based on the entered information, the system will prompt you to attach the required documents. Please 

note that all attachments are mandatory. Click on "Attach" to upload the necessary documents. 

 

 
 

15. After clicking "Attach," a new window will open. Click on "New." 

16. Select "File" to choose the file you want to attach. 

 

 
 



 

17. Click on "Browse" to locate the document you wish to upload, browse to the location of the document 

on your computer and select it and then Click "Open" to attach the selected document. 

 

 
 

18. The document has been attached. Repeat this step for all the required attachments. 

19. Click "Back" to return to the supplier attachments main screen after you have completed attaching all 

the necessary documents. 

 

 
 

  



 

20. With all the required documents successfully attached, you are now ready to complete your 

registration. 

21. Click on "Finish" to finalize the registration process. 

 

 
 

Registration process completed. Your submission has been received and is currently pending procurement 

approval. Once approved, you will gain access to the portal, enabling you to perform all necessary actions. 

 

 
  



 

Incomplete Details / Documents – Resubmit. 

 

If you have completed the registration and submitted the record for approval, but the ADNEC Supplier 

Management Officer calls you back or sends you an email requesting additional information or attachments 

missing from your submission, please log in to the portal. 

 

Once you are logged in to the system, the screen below will be displayed. 

 

 
 

1. Click on "Modules." 

2. Select "Procurement and Sourcing." 

3. Choose "Vendor Requests." 

 



 

 
4. Select your record. 

5. Click on "Edit" to amend the form details and save the updates. 

6. Alternatively, click on "Attachments" if the missing information pertains to attachments. 

 

 
 

7. For attachments, click on "New." 



 

8. Select "Document," click on "Browse," and choose the document. The system will automatically add the 

attachments to your record. Once done, you can confirm to the Supplier Management Officer via email 

that you have updated the record. 

 

 

 
Please note that change notification will be sent by Supplier Management Officer and NOT by the 
system as the record is not submitted but pending for internal review and approval at this stage. 
Therefore, it is important to ensure you send the email yourself once you complete the change. 
 

 


