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l. Vendor Registration (Login) Process

- To login to SWPC vendor portal follow the following instruction:

o Navigate to this website: https://swpc.operations.dynamics.com/.

e For best performance use Microsoft Edge browser
- There are two scenarios to vendor login:
“If your username is on one of Microsoft platforms, you will need only to enter your

username e-mail and password to login to the portal.”

B® Microsoft
Sign in

Email, phone, or Skype

Can't access your account?

Back Next

Qh Sign-in options

1.1 Vendor Registration

- It has four stages:

1. Registration Process.

2. Company Information.
3. License C Certifications.
4

Terms and Conditions.


https://swpc.operations.dynamics.com/?cmp=SWPC&mi=DefaultDashboard

1. Registration Process:

- After the vendor accept invitation from the invitation mail the vendor received from
the Portal system registration wizard will start to guide you to fill the information
after completing the steps of the wizard as showing in the following image you will

be registered and waiting for approval.
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Complete the registration process. Click Next to continue.

Contact information

Company information

Business information

Certificate & License

Procurement categories

Questionnaires = \

Cancel ‘

2. Contact Information (General Information):
- The company information page is divided into 4 sections as shown in the below image:
1. Contact information: The contact information for the invited person (This is the invited

person to access the Portal).
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@ Contact information First name Middle name Last name Email Telephone
lVendor ‘ { I |Vendor \ l

Company information
ADDRESS INFORMATION

Business information + Add

Name or description Address Purpose Primary
Certificate & License

Procurement categories
We didn't find anything to show here.

Questionnaires

Back [ Cancel ‘

1.1 Contact information (Address Information):

a. Name (Name of your organization)

b. Organization type (Will be filled automatically)

c. Vendor type (Upon this selection the fields in the form will change automatically)
d. Commercial register (Attachment file)

e. Company profile (Attachment file)

f.  Commercial register number (Number of your organization registration)
g. Commercial register end date

h. Company capital

i.  Number of employees

j.  Commercial activity

k. Segment (The field of your company business)

. Sub segment (The sub-field of your organization)
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@ contact information

Company information

Business information

Telephone + Fax + Email + Website
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A search for a page

‘GENERAL INFORMATION

Standard view
Mew address

Location |10
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Certificate & License

Procurement categories

Questionnaires

First name Middle name Last name
[ Vendor l l Vendor
ADDRESS INFORMATION

+ Add

Name or description Address Purpose

Back m Cancel

Hame or description
| *

Purpose

| Business il |

Country/region

Street mumber

Building complement

Post box

City

District

State




3. Company Information:

a. Name
b. Vendor Type

c. Telephone

d. Fax

e. Email

f. Website
g. Segment

h. Subsegment

i. Select the Country/Region

Add the Address Information

1) Location ID - (System automated)

2) Name or description (For Example Head office)

3) Purpose (Drop down selection menu)

4) Country/region

5) ZIP/postal code

6) Street

7) Post box

8) City

9) Primary (This button, once activated, becomes the main address of the company)
10) Primary for country/region (This button, once activated, indicates the main

addressof the company in this area)
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Business information

Certificate & License

Procurement catsgories >  Country/region Long name
| ABW Aruba
Qusstiormsires AFG slamic Republic of Afghanistan
% meand condiiing GO Republic of Angola
AIA Anguilla
Submit registration ALA Aland Islands
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4, Business Information

1.1 Business Profile

1) Organization number

N

Line of business

Now

Currency

)
)
) Number of employees
)
3)

Terms of payment

1.2 Bank Information
a. Bank account document --- attached file
b. Bank Account Number
Name
d. IBAN number
e. SWIFT code



f. Currency

g. Country/region
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T Contact information Organization number Currency
T Company information Line of business Terms of paymant
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2 +Add [ Delete B Amachment
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Terms and conditions
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5. Certificate C License
- In this page you will fill your organization license and certificates which is:
1. Certificate of Commercial Register.
2. Certificate of registration in the chamber of commerce.
3. Certificate of Saudization.
4. Certificate of GOSI.
5. Certificate of Zakat.
6. Certificate of Tax.

7. Signatory authority.



8. National Address
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6. Procurement Category
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7. Questionnaires
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8. Terms and Conditions

- Inthis page you can read and accept the terms and conditions of our company.

- When you accept the terms and conditions of the company click next.
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9. Submit Registration

- Once the vendor finishes filling in the data will click finish to submit the information that has

been filled in the pervious pages of the wizard and will wait for the approval from the

procurement team.

swpc-uat.sandbox.operations.eu.dynamics.com,
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When you have submitted your registration, you cannot modify the information. Click Finish to submit







