Registering as an admin

You can register yourself as an Admin on our Supplier relationship management portal through our Email.

Step 1
Open the Email that you have Invitation to Register as an Admin on
. . Supplier Registration Portal
received from our Supplier
registration portal. Step 2
Hello,
C“Ck on the RegiSter NOW bUtton We are excited to invite you to join our Supplier Registration Portal. This platform is
tO Cre(]te your Qd m | N Accou nt designed to streamline and simplify the supplier registration process.
To get started, please click on the link below to create your admin account:
°
NOte . We look forward to having you on board.
Once you click on the Register now link, you'll see Best Regards,

Supplier Registration Platfrom

the confirmation message "Successfully verified
your email, redirecting to the sign-up page".



0 How to sign up?

Follow the steps

DAI-DATA.

Step 1

Enter your first name and
last name

Step 2

Enter your company’s name

Step 4

Go through the Terms and
Conditions and click in the
checkbox.

It's a necessary step for legal
compliance and to finalize the
account creation.

® Support .
First Name Last Name
John Doe

Company Name Business Email
. Abc Corporation johndoe@company.com .

Create Password Confirm Password

@ L e =

The p be atleast 8 character with

upper ber and a special character
. Iaccept the Terms and Conditions

Sign Up
Already hd¥®an account? Sign in

Support

If you encounter any issues
while Registration or sign in, click
on the 'Support’ option to get
assistance reply from the
Customer support team.

Note :

You can see that the
business email field already
has the email address that
you have registered with.

Type in a password that contain at least one

special character, one uppercase letter, and
Step 5 one digit. Your password must be at least 8
Click on the ‘Sign up’ button characters long. Then confirm your password.



9 Workspace name selection

Follow the steps

DAI-DATA.

Choose Workspace Name

Choose a workspace name

. Example workspace

Step 1

Choose a workspace name
suitable for your company and
enter it in the field provided.

Step 2

Click on the ‘Create’ button to
create your workspace.

e How to sign in?

Follow the steps

DAI-DATA.

Step 1

Enter your business email
address that you used to
register.

= @ Step 2

Enter your Password.

Step 3
Click on the ‘Sign in” button.




a Reset password

Follow the steps In case you forgot your password.

DAI-DATA.

Signin

Business Email*

example@company.com

Reset Password

Password®

‘‘‘‘‘‘‘‘‘‘‘

@

Please enter your email address. We will
send you a link to reset your password.

Forgot password? Reset Password .

Do not have an account? Sign up

Enter registered email

example@company.com

Step 1

Click on the 'Reset Password' to
initiate a password reset process.

Step 4

Check your Email inbox. You
would have received an Email
to Reset your password in your
registered Email ID.

Step 5

Click on the '‘Reset Password’
button.

Step 2

Enter your Registered Email ID.

Step 3
Click on the ‘Next’ button.

Password Reset Request for Supplier Registration Portal

Dear John,

We received a request to reset your password for your account on the Supplier
Registration Portal.

Please click on the link below to reset your password:

. Reset Password

If you did not request this, please ignore this email.

Best Regards,
Supplier Registration Platfrom



You will be redirected to
another screen where you can
create new password.

DAI-DATA.

Step 6
Create New Password
Enter your new password.

Enter New Password*

Note :
............ )
Make sure that the
. @ password is at least 8

assword must be atleast 8 character witr
rcase numier and a special character

character with uppercase,

Step 8 number and a special
Click on the ‘Reset Password’ o character in it.
button.

You will be taken to the signin Step 7
page where you can sign in

using the new password.

Confirm your new password.

Inviting team members

As you sign in you will see a page where you can invite your Team Members.

DAI-DATA.

Invite Team Members

Note :
Add team members

If you prefer not to invite
team members
immediately, click on

the 'Skip for now’ to proceed
without sending invitations.

Step 1

‘ Add team members by email

You can add your team
members by entering their e-
mail ID in the field provided.

SRR .

Step 3

Click on the ‘Invite’ button.



Home page

After sending the invite to team memlbers or if you click skip for now, you will be directed to the

Home Page, where you can see:

Suppliers Local and
International

These metrics track the status of
supplier profiles, showing the
number of total suppliers based
in Mozambique and outside
Mozambique.

Suppliers by Provinces

This area is intended to show
supplier distribution by each
Province.

DAI-DATA.

08 Home

<
o
&

@

G

Suppliers
Buyers
Notifications
Account
Users

Settings

Support

Log out

Dashboard

Suppliers Local and International

Total Suppliers

2600

2340
(55%)

Suppliers by Province

Region
Nampula Province
Maputo
Manica Province
Gaza Province

. Tete Province
Sofala Province

Niassa Province

170
(45%)

Suppliers
100

25

56

75

120
35

35

@ supplier registered
in Mozambique

@ supplier registered
outside Mozambique

seeall

%

12.0%

25%

5.6%

7.6%

12.0%

3.5%

3.5%

Suppliers Registered

76

34 56
11;: 1
[ ]

Jun 24 Jul 24 Aug 24 Sep 24

Notifications

Subject
Procurement Update
25/07/2024  Nowslet

Please review the attached procurement
guidelines for Q3.

RFI Follow-up
07/06/2024 procurement

Following up on our previous request for
information regarding your services.

Procurement Update

Last Month: 3.45% ¢

87
l o
Oct 24 Nov 24
seeall
Responses

2

NA

Suppliers Registered

This section provides a detailed
overview of the number of
suppliers registered each
month, over the past six
months.

Notifications

Admin can check this section
for any relevant notifications
regarding suppliers.



Supplier management

Once you have onboarded your suppliers you can find their details in the columns. You can also see
the number of suppliers registered.

All, Pending & Saved List Filter

DAI-DATA. Suppliers °® °®
The Admin can choose to see Here admin can search for
th |' t f ” |' . Q_ search here.. All  Pending Saved List Filter Download  fJ EditColumn | 25 per page ‘f' |. b t .

e list of all suppliers 2 Home - specific suppliers by entering
reg|Stered Wlth the Compony (O supplier Name 1t Goods and services 1l County Tl Contact Name Tl Contact email Phone Number keywords Ond Opply fllters to
by C”Cking On the "A"“ Optlon Or ¢ e O Acme Corporation Englneering Servicee; Pulaski John Smith john.smith@acme.com +1(501) 555-1234 norrOW dOWﬂ thelr SeorCh
n . " . . Machine Shops
Pending option to see the list © Notfcations ' results.

Of SUppllerS WhO Ore yet tO be @ Account . Global Solutions Zlilr‘—rgzi:giyt:i?r::gyond Benton Jane Doe jane.doe@globalsol.com +1(479) 555-2468
verified. The 'Saved List allows R Download
. . D Tech Innovators :;Zi:?:;fﬁ?\mpmer Sebastian Robert Brown robert.b@techinnov.com +1(479) 555-7890 .
user to view personalized & sangs : This allows users to download
|IStS Of SuppllerS. O Green Energy Inc. iz;m:;:;t:;::ﬂgﬁ::g Jefferson Emily Davis emily.d@greenenergy.com +1(870) 555-4826 the dOtO Of O” the Onboarded
Fixture Manufacturing . . . .
suppliers in a single click.
. O Tech Innovators :;Zi‘tL?:l:ucr::\r;puter Sebastian Robert Brown robertb@techinnov.com +1(479) 555-7890

Search supplier

e Apex Manufacturing Conveyor and Conveylng Lonoke David Lee david.l@apexmfg.com +1(870) 555-4826 Edit COIumn
Here admin can search for O tpomendoctals - cqupmantansectng copame s
specific suppliers by entering ® suppon A o BSSOTOCOBIS e s This allows users to customize
keywords. G togout a1 JEMEMEIIPI the columns shown in the list.
Download supplier data Pagination
You can also click on the check Admins can choose to display
box and click on the download 25,50 or 100 suppliers per page
button to download the selected to manage the view of their
suppliers' details. supplier list.

Supplier profile

You can click on each supplier
to access more information



Supplier profile

When you click on a specific supplier on the Supplier menu you can see the Supplier's profile with,
Profile completion percentage and Supplier Status.

@ < s supplierstatus:  pending  ~ (@) Supplier Status
o You can change the Supplier
. Pending . .
Q Abc Corporation . Status by clicking on the drop-
A down option and selecting -
Business Bio Abc Renewable Solutions,-lnc is a leading provider (?f rjane\./mble'em_argy solutions based 3{1 Lit%ie- Verlfled, Pendlng Or SUSpend
Click on the ‘Back’ button to go D e e o option from it.
bOCk to Suppller menu. Main Phone Number 4554857575345
@ If you are sure that all the
Mobile Phone Number 7527529857258528
| provided information of the
. Registration Details Ownership Size Goods and Services Client References  Certificates  Finances  Geography and O | Suppller |S OCCU rOte Ond
| complete, select the
Registration Details 2 kit : 'Verlfled’ Optlon
Country of Registration Mozambique . |
. . Date Founded 12 June 2000 If you think that the supplier
In the supplier's profile you f y , pp
Legal Registration Number 10 sa4a739 profile needs further review
can see the sub menus such P e 200 | - . .
. . . or additional information is
as Registration details, Certicate o ottty s | e 3
. . = o required, select the
Ownership, Size, Goods and | 9 3 '
. . ‘Pending’ option.
Services, Client References, | g op
Certificates, Finances, Edit |
Geography & Others and You can add in or change ® If'you want to tgmporqnly
Additional Documents. the suppliers’ details at any disable a Supplier, select

time by clicking on the ‘edit’ e SLEpEne! efptiant

button



Filter your supplier list

You can filter your suppliers list in different ways. Applying these filters will help you to narrow down
your search results which saves your time efficiently.

DAI Goods and service
Filter your supplier list Close X
Keywords n ° - Click on the Goods and
Type Specrﬁc keywords |nto the jg Keywords Goods and services Region [ ] SerVICeS OpthI’] to Odd or SeleCt
Keywords field to search for =0 oo ommm— s the services or products
suppliers matching those terms. N i provided by the suppliers,
: bbased on which your suppliers
= evenue eadcoun upplier Type P i i i
Revenue . j— add revenue -:_—I addhecdciunt —t ‘::jsup;:iype IlSt Wl” be flltered ’
. 9 5 190
Click on the Revenue field to S )
filter suppliers based on their ® s Region
financial size. Use the Region filter to select
R . the geographical area relevant
B g & to your supplier search.
Created on
User can filter the suppliers i _ _
' . . Total supplers:7 soeri e Show result
based on the date their profiles Y ° ) )
were created by entering the Once'oll the desired filters are
date here. set, click the Show Result
button to view the list of
suppliers that match your
Headcount Supplier type criteria.
Click on the Headcount field to Select the Supplier Type that
filter suppliers based on their best describes the kind of Clear filter
number of employees. suppliers you are looking for. . .
piey PP Y 9 . Click on the ‘Clear Filter’ button
Save filter

to clear all the filters that you

Click on the ‘Save Filter’ option have applied

to save the current filters
applied for quick access to
specific supplier list in future.



Exporting Suppliers

When the 'Download’ option is clicked, a pop-up box appears which allows users to prepare their

download file.

Select file format

Choose the format to download
supplier data - csv or as excel
format.

Details included in download

Choose the suppliers’ details to
be downloaded- Current view or
all details of the supplier.

DAI-DATA. Suppliers

Q_ search here..

08 Dashboard

:= Suppliers () supplier Name 1t Goods and services 1L

O Notifications

Filter Download  FF Edit Column

County Contact Name . Contact email I

O Acme Corporatit Download X ' john.smith@acme.com
Prepare your download file
@ Account
; File Format :
2 Users Global Solutions jane.doe@globalsol.com
. csv v
() TechInnovators Details included in download wn robert b@techinnov.com
. (@® Columns in your view
All columns
O Green Energy Inc emily.d@greenenergy.com
.
O Tech Innovators ‘ NN robert.b@techinnov.com
Conveyor and Conveyin:
O Apex Manufacturing . i U . 9 Lonoke David Lee david.l@apexmfg.com
Equipment Manufacturing
() Tech Innavatare Elbctiohicomprion Qehnctinn Pahart Rrown rahart hatachinnav ram
> Llogout < 2

Download

3

Phone Number

+1(501) 555-1234

+1 (479) 555-2468

+1(479) 555-7890

+1(870) 555-4826

+1(479) 555-7890

+1(870) 555-4826

+1(470) RRR-78aN

4| .| [40] | >

Click on the Download button

to download the supplier

details in the preferred format.

1 25 perpage

Cancel

Click on the Cancel button to
cancel the download process.



How to edit columns?

Follow the steps.

DAI Suppliers

-

25 per page
= Choose which column you see Step 2
Note: & ® (Q =i selected Columns (8) @ il Review the Selected Columns
o Q
Use the Search Properties field i — . ) sss-1204 list
0 q orm & Full Company Name ; »
to quickly find specific columns .
2 Company Website - . ) 565-2468
you want to add. S § Companyebste @ Note:
@ O i pronerumber G ey ’ & Click the "X" to remove
TR i Address- Cit X . L.
D Mestepmonorum: ' individual columns you no
Step 'I Country of registration i Email x ) 555-4826 X
I e } longer want to display.
Choose the columns you wish to ) togatregtaton umber ) 5557690
see from the available options: Step 3
A Cancel Remove all Columns ‘) Raaazc
General, Registration details, ®
. ) . o L I Drag and drop to change the
Ownershlp’ Slzel SerV|CeS, Cllent M Tarh Innevatare Sahnstian Prhart Rrown rahart hatarhinnoy ~am +1(470) BE&-7800 Order ln WhICh the COlumnS
/29 . [E3 < 2) [3) (@) (=) [@0) 5
References, Certificates, Finances ol @apear
and Geography. '
Remove all columns
4 | Click Remove All Columns to
Ste Cance
P remove all selected columns at
Once you've selected, removed, If you decide not to make any once.
or rearranged the columns to changes, click the Cancel
your preference, click the ‘Apply’ button to exit without saving.

button to update your view.



Buyers quagement

Once you have onboarded your buyer companies you can view them on this page by clicking on
the buyers menu.

Invite Buyer Once you have

DAI-DATA. Buyers P
The 'Invite Buyer' button starts ' onboarded your buyers you
the process of adding a new y Gl can find their details in the

08 Dashboard

buyers to the system. = supptens ® columns.
(@] Company Name Date Joined 1 Actions
' Notffications (@) Global Solutions 15 Mar 2024 Active v N Ot e:
@ Account
O Tech Innovators 28 Apr 2024 Active v .
2 Users You can click on each
D Apex Manufacturing 28 Apr 2024 Active ~ buyer tO OCC@SS more
Sequh Buyer (@) Green Energy Inc. 28 Apr 2024 D“Tp(e” |nformot|on Obout them
This field O”OWS Odmins to O Acme Corporation 28 Apr 2024 Active. i
search for specific users by - ) . .
Tech Innovators 8 Apr 2024 Active, v .
entering relevant keywords, Actions
. . O Apex Manufacturing 28 Apr 2024 Active oz
helping to quickly locate buyers You can Enable, Suspend or
registered in the system. e o e e e Delete a buyer by clicking on
the drop-down option
DAI-DATA. < Back Global Solutions

Buyer Manqgers ) o CY—, ° Palete
When you click on a specific “'

= supplers This button allows the admin to
buyer on the Buyers menu you ‘ . '
. . O Name meil Joined T Actions remove one or more users from
can see the list of their buyer

the system by clicking on the

Q' Notifications @

m G n O g e rS . John Doe john.doe@email.com 15 Mar 2024 Manager v
(@ Account CheCk bOX.
O Jane Smith jane.smith@email.com 28 Apr 2024 Manager v
22 Users
O Sarah Wilson sarah.wilson@email.com 15 Mar 2024 Admin v
Remove as Admin .
(@) Emily Davis emily.davis@email.com 28 Apr 2024 e . Act I o n s
(@) Michael Brown michael.brown@email.com 15 Mar 2024 Manager v T h e te na nt a d m | Nn can c h an g e
O Sarah Wilson sarah.wilson@email.com 15 Mar 2024 Manager v t h e U S e r’S rO | e tO M O n G g e r O r
0 . T Admin and delete the user
David Miller avid.miller@email.com 28 Apr 2024 Manager v
under the action tab, providing
(@) Sarah Wilson sarah.wilson@email.com 15 Mar 2024 Manager v
G togout elevated access and

permissions.



Invite Buyers

Follow the steps to invite buyers

DAI-DATA. Buyers

Q. search here . Step ]

= suppliers Click on the ‘Invite Buyers’

@) Company Name Date Joined 1 Actions b u tto n.

08 Dpashboard

Q' Notification
= Motiiieations @) Global Solutions 15 Mar 2024 Active v
@ Account
O Tech Innovators 28 Apr 2024 Active v
22 Users
O Apex Manufacturing 28 Apr 2024 Active ~
Suspend
O Green Energy Inc. 28 Apr 2024
Delete
O Acme Corporation 28 Apr 2024 Active v
O Tech Innovators 28 Apr 2024 Active v
@) Apex Manufactuting 28 Apr 2024 Active v
O Green Energy Inc. 28 Apr 2024 Active v
[> Logout
@) Company Name Date Joined
O Invite Buyer
@) Enter email to invite buyer

Step 2 . @  sriorbuyersemai Step 3

you can see a pop-up box ® Click on the ‘Invite’ button.
where you can enter buyers’ ®

email ID. It sends out the invitations to the specified buyers
O Tech Innovators 28 Apr 2024 . . . .
email, prompting them to join the system.



How to create notifications?

Follow the steps.

Step 1

DAI Notifications

Click on the ‘Create notification’
Step 2 Q_ search notifications Filter Notification .

. . . button on notification menu.
Admins can specify recipients by

typing @ for all members or

= Published Scheduled Drafts

Policy Announcement: Supplier Diversity Initiative

1 11 a RFQ Release: Sustainable Packaging ;Zt:llzt‘gziz:MHmS A pgge Oppeorsl Where you can
selecting specific company Fra fele e L
. @) Open. Closing at 12.00 PM, Jan 24, 2025 To Our Packaging Suppliers, Cre(]te nOtlflCQtlon
names. This ensures the
notification reaches the intended
audience. DAI-DATA. Notifications Filter Recipients

This feature allows admins to

88 Dashboard

Create Notification Close X filter recipients based on
Step 3
ep := Suppliers . . . . .
o various criteriq, providing more
In the SUbjeCt fieldl enter the title Send To: Acme Corporation Global Solutions + 35 more ‘ [ Filter Recipient ] . Contr0| Over WFI](F)) receivegs the
1 1 11 H W Account . Subject: RFQ Release: Sustainable Packaging Solutions )

I e .
or main topic of the notification. notification.

2, Users Notification Type
Step 4 . Procurement v ‘ :}bie Response () Selclosizﬂme Q \ 24-01-2025 = \ \ 1200PM  © )
Select notification type from the B 1 us o === == Save as Draft
list. To Our Pckaging Supplecs Admins can save notifications

osmekime e sor fenapRoS T araGTod et raben R oG ot as drafts by clicking the ‘Save

The RFQ specifications are now available in our supplier portal. Interested suppliers < hould submit their quotations by September 10, 2024. We

S te p 5 will be.hosting a virtual supplier conference on August 25 to provide additional deta Is and answer questions G S D rqft, b u tt O n, ‘O | | OWi n g t h e m
to return and edit them later.

In this field, write the content of ) e
the notification, detailing the N
message you want to convey. ® support
G togout :9 >[r @ Step 7
Admins can choose to 'Send

Step 6 Now' for immediate delivery or
Attach relevant files or documents 'Send Later' to schedule the
to provide additional information notification for a future time.
along with the notification. Enable/Disable Response Set Closing Time

Admins can choose to Admins can set a closing time

enable or disable responses by selecting a date and time.

from recipients, depending After the closing time,

on whether feedback is recipients will no longer be

desired. able to send responses.



Notification Category

Notifications are categorized into
‘Published’ and 'Scheduled’ and
Drafts’ to distinguish between
those that are active, those set for
future release and those that you
need to save for further editing or
review, ensuring you can refine
your content before it goes live.

How to schedule notification?

Follow the steps.

Step 2

Select or enter date and time

DAI

Notifications

Q search notifications

.Published Scheduled  Drafts

Solutions

sing at 12.00 PM, Jan 24, 2

Policy Announcement:
Supplier Diversity Initiative
Open.  Closing at 12.00 PM, Jan 24, 2

To All Employees and suppliers,
We are proud to announce our new

) Procurement

RFQ Release: Sustainable Packaging

025

We are ing a Request for Quotation (RFQ) for
packaging solutions to support our com.

RFQ Release: Sustainable Packaging e

12-08-2024 | 111

025

12-08-2024 | 111

Filter Notification

[+ create notification

Policy Announcement: Supplier Diversity Initiative

To: All Suppliers
Date: 12-08-2024 | 11:15

To Our Packaging Suppliers,

We are issuing a Request for Quotation (RFQ) for sustainable packaging solutions to support our commitment to
environmental responsibility. We seek innovative, eco-friendly packaging options that reduce our carbon footprint while

maintaining product integrity.

The RFQ specifications are now available in our supplier portal. Interested suppliers should submit their quotations by
September 10, 2024. We will be hosting a virtual supplier conference on August 25 to provide additional details and
answer questions

RFQ Requirements.pdf

313KB

Guideline.pdf
313KB

(© schedule Send

°
> | be

08 Dashboard

:= Suppliers

T Notifications

(M Account

o
o

Pick date & Time

August 2024

Su

20

27

21

28

We

23

30

Th

Close X

Enable Response Q

16 August 2024

. 10. 30 AM

Cancel Schedule Send

(@ schedule Send

Search

This field allows admins to
search for specific notifications
by entering relevant keywords.

Filter Notification

You can filter notifications by
selecting the desired type and
status.

Step 1

Click on the ‘Schedule send’
icon to schedule a notification.

A pop-up appears, where you
can select or enter the time
and date.

Step 3

Click on the ‘Schedule Send’
button



Manage account details

In the Account menu you can view or change your profile information like your first name, last name and email
address and you can also update your password.

0 How to update personal profile information?

Follow the steps

DAI-DATA. Account

0F Dashboard

= suppliers John Doe

T Notifications

Profile Info rettame o wic @ Step 1

John

2 Users Update Password
| To make changes to your
account information click on
. the ‘Edit’ button.
johndoe@company.com
DAI-DATA. Account

=]

8§ Dashboard

:= Suppliers JOhn Doe

2 Notifications

(@ Account Profile Info First Name

John
& Users Update Password
Last Name . Step 2
Edit your details.
johndoe@company.com
Enter your password
Step 4 e W s Y Step 3
After making the changes Enter vour password
@ Support . Cancel y p ’

click on the ‘Update’ button.

> Logout



Q How to change password?

Follow the steps

Note: DAI-DATA.

Make sure that the password
is at least 8 character with suppliers
uppercase, number and a 2 Notifcations

special character in it.

2 Users

=]

8 Dashboard

Step 3 @ Support
Click on the ‘Update’ button. G togout

Manage team members

In user tab you can view or add your team members. This feature is available only if you are an admin on the platform.

ﬂ How to invite team members?

Follow the steps

Step 1
_ ) DAI-DATA.
Click on the ‘Invite user’ button.

08 Dashboard
:= Suppliers

& Buyers

O Notifications

@ Account

22 Users

Account

John Doe

Profile In Enter Password

»»»»»»»»»»»»»

Update Password

*************

«««««««««««««

. Update Cancel

Users

Q Search user -+ Invite User

O Name Email
D John Doe john.doe@email.com
O Jane Smith jane.smith@email.com

O Sarah Wilson sarah.wilson@email.com

Active

Joined TL

23 Feb 2024

12 Mar 2024

15 Mar 2024

Pending

Actions

Manager v

Manager v

Admin

v

Step 1

Enter your current password.

Step 2

Type in your new password
and retype it in the confirm
the new password column.

Active & Pending Users:

Active Users: Users who have
successfully registered on the
portal.

Pending Users: Users who
have received an invitation
but have not yet completed
their registration.



O Name Emaiil

O Johr
Invite Team Members
D Jane
Step 2 O i . Add team members by email
you can see a pop-up box R
where you can enter your O wen ¢
team members’ email ID. _ -
O Sarah Wilson sarah.wilson@email.com

Q How can a team member register on this portal?

Your Team members would receive an invitation email like this.

Step 1

Check the emaiil for the invitation

Step 2

Joined T

23 Feb 2024

12 Mar 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

Click on the ‘Register Now’ button on
the email. They will be directed to the

Registration page.

Step 3

Click on the ‘Invite’ button.

It sends out the invitations to the specified team
Members email, prompting them to join the system.

Invitation to Register as a Manager on
Supplier Relationship Management Portal

Hello,

We are excited to invite you to join our Supplier Registration Portal. This platform is
designed to streamline and simplify the supplier registration process.

To get started, please click on the link below to create your manager account:

o (=D

We look forward to having you on board.

Best Regards,
Supplier Registration Platfrom



Step 3: First Name and Last
Name

These fields require the team
member’s first and last
names. Both fields are
mandatory, indicated by the
asterisks.

Step 6

Go through the Terms and
Conditions and click in the
checkbox. The user must
check this box to indicate that
they accept the Terms and
Conditions before completing
the registration. It's a
necessary step for legal
compliance and to finalize
the account creation.

Team member (Manager
Access)

As managers, team

memlbers can only view and
manage the Home, Suppliers,
Buyers, Notification and their

account page.

DAI-DATA.

Dashboard

Suppliers Local and International

2340
(55%)

Suppliers by Province

Region

Nampula Province

Maputo

Manica Province

Gaza Province

Tete Province

Sofala Province

Niassa Province

Total Suppliers

2600

Register

First Name*

John

Business Email*

examplemail@gmail.com .

Confirm Password*

The password must be atleast 8 character with
uppercase number and a special character

. I accept the Terms and Conditions

Suppliers Registered

@ supplier registered 34
in Mozambique

® supplier registered

outside Mozambique l

Jun 24

see all Notifications

% Subject
12.0%

2.5%

5.6%

7.6%

12.0%

3.5%

3.5%

Procurement Update

25f07/2024 Nowsiottor

Please review the attached procurement
guidelines for Q3,

RFI Follow-up

07f08/2004 rocuroment

Following up on our previous request for

information regarding your services

Procurement Update
15/06/2024  Expression of Interest

Last Month : 3.45% ¢

87

lsa

Oct 24 Nov 24

seeall

Responses

2

NA

Step 4 : Business Email

The business email address is
used for account identification
and communication. Users
registered email ID can be seen
in this field.

Step 5 : Create & Confirm
Password

Users must enter a password
and confirm it by entering it
again. Make sure that the
password is at least 8 character
with uppercase number and a
special character in it.

Step 7: Sign Up

Clicking 'Sign Up' submits
the registration form and
creates the account for the
new team member.



© Declete active team member(s)

Follow the steps

Search
DAI-DATA. Users

You can search your team
Y & 0 ccr o a2 )@ Step 2

member by entering their name 95 Dasnboard
or email address = e Click on the ‘Delete’ button

@) Name Email Joined 1L Actions
& Buyers
0 Notifications John Doe john.doe@email.com 23 Feb 2024 Manager v
(@ Account Jane Smith jane.smith@email.com 12 Mar 2024 Manager v
D Sarah Wilson sarah.wilson@email.com 15 Mar 2024 Admin v
@ Settings
S te p ] . Emily Davis emily.davis@email.com 28 Apr 2024 Manager v

Note:
Select the team member(s) that O wicnomsoum st bronngemateon I re—

you wish to delete from your You can also delete a

Sarah Wilson sarah.wilson@email.com 28 Apr 2024 Manager v
portal member by clicking on the
@) David Miller davidmiller@email.com 15 Mar 2024 Manager v
drop down menu next to
@® support arah Wilson sarah.wilson@email.com r Manager v . . .
S e e = their detail and selecting
> Logout .
’ the delete option.
@) Name Email Joined T
John© 23 Feb 2024
oy Delete selected users? —
Are you sure you want to delete selected users?
sarah 15 Mar 2024
Emily | e . 28 Apr 2024 Ste p 3
Michael Brown michael.orown@email.com 15 Mar 2024 In the pop u p bOX that G p peG rsl Confi rm

the deletion of the selected account(s)
by clicking the ‘Yes’ button.



e How do | make a team member an admin?

You can choose any of your team member and appoint them as the admin of this page by clicking on the

drop-down menu.

DAI-DATA.

08 Dashboard

:= Suppliers

< Buyers

Q' Notifications

(@ Account
@ Settings
@ Ssupport
[ Logout
@ Name
O John [
O Jane ¢
@ Sarah
O Emily |
O Michael Brown

Note:

Users

Q search user

D Name

@) John Doe
O Jane Smith
O Sarah Wilson
O Emily Davis
@) Michael Brown
O Sarah Wilson
@) David Miller
O Sarah Wilson
Email

Confirm

Are you sure you want to mark this
user as an admin?

michael.brown@email.com

-+ Invite User

Email
john.doe@email.com
jane.smith@email.com
sarah.wilson@email.com
emily.davis@email.com
michael.brown@email.com
sarah.wilson@email.com
david.miller@email.com

sarah.wilson@email.com

Joined T

23 Feb 2024
12 Mar 2024
15 Mar 2024
28 Apr 2024

15 Mar 2024

The tenant admin can also change the

role of admin to manager.

Joined Tl

23 Feb 2024

12 Mar 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

Active pending

Actions
Manager v
Manager v
Admin v

Manager A

Mark as admin () Step 'I
Delete

Click on the drop-down menu
and select ‘Mark as Admin’
option.

Manager v
Manager v

Manager v

Step 2

In the pop up box that appears, confirm
the role change of the selected user by
clicking the ‘Confirm’ button.



© Rresend invitation to team member(s)

Follow these steps to resend an invitation to a team member who has not yet registered on the portal.

Search

You can search your team
member by entering their name
or email address.

Step 1

Select the team member(s) that
you wish to Resend invitation.

G Cancel invitation

Follow the instructions to cancel an invitation sent to a team memlber who has not yet registered on the portal.

DAI-DATA.

08 Dashboard
:= Suppliers

< Buyers

Q' Notifications
(@ Account

2 Users

@ Settings

® Support

5 Logout
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:= Suppliers

< Buyers

Q' Notifications
(@ Account

& Users

@ Settings

Users

. Q search user

Users

Q search user

Email

john.doe@email.com

jane.smith@email.com

sarah.wilson@email.com

emily.davis@email.com

michael.brown@email.com

sarah.wilson@email.com

david.miller@email.com

sarah.wilson@email.com

Email

john.doe@email.com

jane.smith@email.com

sarah.wilson@email.com

emily.davis@email.com

michael.brown@email.com

sarah.wilson@email.com

david.miller@email.com

-+ Invite User

-+ Invite User

Date of Invitation 1L

23 Feb 2024

12 Mar 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

Date of Invitation 1.

23 Feb 2024

12 Mar 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

28 Apr 2024

15 Mar 2024

Active

Active

Pending
Actions
Select v
Select v
Select v
Select v
Select v
Select v
Select v
Select v

Pending
Actions
Select v
Select v
Select ~

Resend Invitation

Cancel Invitation

Select

Select

Select

(=)o

Step 2

Click on the ‘Resend’ button

On the confirmation popup,
click the 'Yes' button to resend
the invitation to the selected
team members.

Note:

You can also resend
invitation by clicking the

dropdown menu next to the

member's details and
selecting the Resend
Invitation option.

Cancel Invitation

You can cancel an invitation
by clicking the dropdown
menu next to the member's
details and selecting the
‘Cancel Invitation” option.



Upload company logo and disclaimer

On the settings page you can upload company logo and add disclaimer.

DAI-DATA. Settings ® Upload long logo

08 Dashboard
‘= Ssuppliers
1 Notifications
@ Account

&, Users

)] Settings

> Logout

Company Logo

Long Logo
This logo will appear on the side menu bar when expanded

Please upload a long logo in PNG or JPEG format,
with a maximum width of 200px and height of 50px.

Short Logo
This logo will appear on the side menu bar when collapsed.

Please upload a short logo in PNG or JPEG format,
with a maximum size of 50px by 50px.

Company Disclaimer

Type

Save

Admin can upload a long version of the company
logo by clicking on the Upload Logo link. This logo
will be visible when the side menu is expanded. The
logo should be in PNG or JPEG format and fit within
the specified dimensions with a maximum width of
200px and height of 50px.

Upload short logo

This section is for uploading a short version of the
company logo, visible when the side menu is
collapsed. Admin can upload a short version of the
company logo by clicking on the Upload Logo link.
The logo should be in PNG or JPEG format and
adhere to the size limit with a maximum dimension
of 50px by 50px.

Company disclaimer

This field allows you to add or update the
company’s disclaimer, ensuring that important
legal or informational text is displayed as needed.

Click on ‘Save’ button

Clicking the 'Save’ button applies and saves the
uploaded logos and any changes made to the
company disclaimer.



Support Option

Users can click on the support option to get assistance with issues, inquiries, or guidance related to

the platform.

Step 1
Click on the Support option.

v
(@ Account 2340
(55%)
& Users
@ Ssettings
Suppliers by Province
Region
Nampula Province
Maputo
Manica Province
Gaza Province
Tete Province
. ® support Sofala Province
B Logout Niassa Province
'Al-DATA. Dashboard

05 Dashb!

® Ssuppol

Bradley

[> Logout

v outside Mozambique [} I - [ |
n70
(45%) Jun 24 Jul 24 Aug 24 Sep 24
see all Notifications
Suppliers % Subject
100 12.0%
ent
25 25%
56 5.6%
o revious request for
75 7.6% information regarding your services.
120 12.0% Procurement Update
15/06/2024  Exprossion of ntarest
N Reminder: Expression of interest submissions
35 35% are due soon.
35 35%

Feel free to contact us any time. We will get back to you as soon as we can!

First Name* Last Name*

Business Email* Company Name

example@company.com

Subject*

How can we help?

Oct 24 Nov 24

see all
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2
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14.3%

see all
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2

«=». "
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Step 2

In the pop-up box that appears,
enter your details and issue or
query you need assistance with.

Step 3
Click on the 'Submit’ button.

You will receive the assistance
reply from the Customer
support team.



How to log out of this portal?

Admin can click on the Logout button to securely exit their accounts or sessions.

Note: DAI-DATA. Dashboard

After you |Og Out Of th|S Suppliers Local and International Suppliers Registered Last Month : 3.45% ¢
portal, you will need to log in - o s . . .

2 t Total Suppliers in Mozambique
again to access your R Yooy R n - o
outside Mozambique .
accou nt (M Account 2340 n70

i= Suppliers 7

(55%) (45%) Jun 24 Jul 24 Aug 24 Sep 24 oct 24 Nov 24
2 Users
3 settings
Suppliers by Province seeall Notifications seeall
Region Suppliers % Subject Responses
Nampula Province 100 12.0% ment Update
24 Nowsietor
. review the attached procurement 2
Maputo 25 25% guidelines for Q3.
Manica Province 56 5.6%
i N . NA
X N Following up on our previous request for
Gaza Province 75 7.6% information regarding your services.
Tete Province 120 12.0% Procurement Update
15/06/2024  Express rest 3
. Reminder: Expression of interest submissions
® support Sofala Province 35 35% are due soon.
Step ] . B logout Niassa Province 35 3.5%

Click on the ‘Log out’ button

(C) The company has a program to reduce, reuse, recycle materials and ensure res
disposal of waste

The company has programs to reduce water usage.
sfficiency in opera
Confirm sign Out

Are you sure you want to sign out? You will need antal performance
to log in again to access your account.

. 1 cost reduction fe Step 2
Confirm the sign out by clicking the
‘Confirm’ button.



