
                                          

 

Vendor Manual‐ 1.2   Page 1 of 46 

            

Vendor User Manual 

 

SRM – SUPPLIER RELATIONSHIP MANAGEMENT 

 

 

 

VERSION 1.2 

 

 

 
 



                                          

 

Vendor Manual‐ 1.2   Page 2 of 46 

 
 
 

Table of Contents 

1.1. Login in to DEWA website https://www.dewa.gov.ae ...................................................................................... 3 

1.2. Login as a Supplier ............................................................................................... Error! Bookmark not defined. 

1.3. Login using your user id and password. .................................................................................................................... 3 

1.4. List of Tender/Enquiry (RFx). ....................................................................................................................................... 4 

1.5. Detailed description about RFX .................................................................................................................................... 5 

1.6. Display of RFx: ....................................................................................................................................................................... 6 

1.7. Interested to Bid and Pay tender fee .......................................................... Error! Bookmark not defined. 

1.8. Payment Status (Success or Failure) display: ..................................................................................................... 10 

1.9. Tender Payment Receipt .......................................................................................................................................... 10 

1.10. Display of RFx: ............................................................................................................................................................... 10 

1.11. Tender Documents Download ............................................................................................................................... 14 

1.12. Decision Making ............................................................................................................................................................ 15 

1.13. Create Response ........................................................................................................................................................... 15 

1.14. Tender Documents Download and Upload of Technical Documents ................................................. 36 

1.15. Check RFx Response ................................................................................................................................................... 41 

1.16. Submit the Response ................................................................................................................................................. 43 

1.17. Alternative offer submission: ................................................................................................................................. 44 

1.18. Forgot password ........................................................................................................................................................... 44 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                          

 

Vendor Manual‐ 1.2   Page 3 of 46 

1.1. Login in to DEWA website http://dewa.gov.ae 

 

1.2.  Select “Suppliers and Partners”  
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1.3. Login using your user id and password. 

 
 
 

1.4. List of Tender/Enquiry (RFx). 

Click on RFx and Auction to view the RFX which are posted online. For the refreshed data of RFX click on 

the Published. Two links are provided to view RFx.  

Link 1 (All) – Will display all RFx for which action taken, pending for action, saved, submitted 

Link 2 (Published) – Enquiries which are live will be displayed 

Note: You have to click on refresh button to refresh the data 
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1.5. Detailed description about RFX 
 

Event number – Event number is the Enquiry number 

Event Description – The title of the enquiry (RFx) 

Event Type – Type of Tender i.e. Open or Selected Tender, Two Envelope or Single Envelope or Proprietary. There 

are two kinds of event type one is from the Local Purchase section (LPS) and the other one Contracts (CTR). For 

Contracts CTR is used and for Local Purchase LPS is used. Enquiries related to LPS can be opened, but 

enquiries related to the contracts can be opened only after paying the tender fee. You will get error message 

"Please register yourself to participate in the in the RFx"  

End Date: End date will be the closing date of the RFX 
Response number: is the quotation number. It will be generated when you create a response for a RFX 
Response Status:  When you save a response it will show as saved, click on submit the response will show as submitted 
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1.6. Display of RFx:  

Click on any event number to display the RFx. In case of Contracts (CTR Tender) system will prompt you to register to 

participate in the RFx 
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1.7.  Interested to Bid and Pay tender fee amount  

From the description of the Tender (RFx), if it appears that the Tendered scope is within your area of business, select 

the RFx and press “Interested to Bid” button to pay tender fee. Detailed Scope / Specifications / terms and 

conditions are available in the Tender Document. Use credit/debit card to pay tender fee online. Cash payment also 

possible at cash counter. Press “Refresh” button after payment. RFx display enabled only after tender fee payment 

done successfully. 

You must print receipt by selecting “Print Receipt” button. 

 
 



                                          

 

Vendor Manual‐ 1.2   Page 8 of 46 

Enter the E-Mail Id and the Mobile Number 
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Read the information and give a tick on the” I have read the above warning and understood the 

consequences” and then click on Pay button for payment 

 

Enter the Credit card details and Click on Pay button for payment 
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1.8. Payment Status (Success or Failure) display:  

Click on Close button to go to Main Screen. System will report success and request to take print of the Payment Receipt from the 

main screen. 

 

 

1.9. Tender Payment Receipt 

Click on Refresh button and then Select the Tender and Click on Print Receipt to take the Payment Receipt. System gives 

option for open or save, you should save and then Open, Take a print out of the Receipt and attach it with tender bond copy 

in C-Folder 

 

1.10.  Display of RFx:  

Click on Refresh button and then Click on any event number to display the RFx.  
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View the items: Click on Print button to download the Item details  

 

 
 
 
 

a. For Tenders related to Supply 
Go to items tab, Select the item and Click on Details button and then go to Notes and Attachments, then you can 

click on Material PO Text. After you click on this a popup box will open which will have a detail description of the item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. For Tenders related to Service 
 

In this case an additional step is required by expanding the line item, next to the liner number 
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Click on Details and then go to Notes and Attachments, than you can click on Material PO Text or Service text or Item 

text. After you click on this a popup box will open which will have a detail description of the item 

For service and turnkey tenders select the item and Click on details button to view the Item Details 
 

 

 

 

Click Item 
Details 
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1.11. Tender Documents Download 

Click on Technical RFx Response button to download the Tender Documents. Tech RFx Response button used to download 

the Tender Documents. Tender Documents can be downloaded from the PUBLIC AREA folder. 

 

 

 

 

Click Technical 
RFx Response  

Click Public 
Area 
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1.12. Decision Making 

Out of three options you need to click on one, this will be helpful to us in deciding that the relevant supplier is active and 

viewing our online enquiries 

 

You will have to click on Participate, Do not participate and Tentative 

Participate – Denotes that you are ready to take part in the RFX 

Do Not Participate – Regret 

Tentative – You are not sure that you will participate or not at the moment 
 

 
 

1.13. Create Response 

Select the RFx and Click on Create Response button 



                                          

 

Vendor Manual‐ 1.2   Page 16 of 46 

 

 

Select the Offer Type and Enter the Price validity End Date 

Offer Types: 

1. Main - Main Offer 

2. Alt1  - Alternative 1 Offer 

3. Alt2  - Alternative 2 Offer 

4. Alt3  - Alternative 3 Offer 

Upon the RFx
Selection, Click 
"Create Response"
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Enter Price validity end date 

Enter the validity of price, it should be greater than todays date. 

 

Select the Offer 
Type 
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Select Incoterm 
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Select Payment terms 

 

Click on Items tab to view the RFx Items 

 

 

Select Items 
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Update the Price for Supply Tender 
 

 

 

Go through the warning messages, and fulfill these requirements, failing which your offer may get rejected by DEWA 

Contracts Department.. 

  

Price Details to be entered item 
by item for Supply Tender, in 
case of services price to be 
entered at the BOQ level 

Read the Warning 
Messages which appearing 
here. 



                                          

 

Vendor Manual‐ 1.2   Page 21 of 46 

 

Click on Conditions tab to quote the price in different currency  

By default system shall select AED as the currency. To quote in a different currency other than AED, select the 

condition Matl/Serv/CIF Price and enter the amount.  

 

Select the different currency 
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Warning: Please note that all items you want to quote in a different currency than AED , the currency should be 

individually changed at the item level.Entering once for one item a different caurrency shall not globally change 

the currency of all other items.  

 

 

 

 

 

 

 

                                                                       

Click on Add condition to enter the discount details: 

In case you wish to give discount on the quoted price , please select discount type either in % or as an absolute 

value. 



                                          

 

Vendor Manual‐ 1.2   Page 23 of 46 

 

Select the discount condition and enter the discount amount or percentage 
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Enter Brand, Country of origin, Goods importer, TAX code Delivery Days details at item level 

If the tender is for supply items, give price, brand, and country of origin, goods importer, Tax code (VAT)  and  

delivery days for each items. For services tender provide job completion days as delivery days and Tax code at 

outline item level. 
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The Tax Codes Used by DEWA and the Vat Scenarios are as follows: 

 

Tax Codes Used by DEWA 

Tax 

code 
Description Usage 

VV Out of Scope  Vendors who are not eligible to register for VAT 

V0 
Input VAT 

exempted 

To be used by domestic suppliers located in UAE for goods and services which are 

VAT exempted (example: Rent of residential building / rent of  staff 

accommodation)  

V1 
Input VAT 0% - 

Goods/Services 

To be used by domestic suppliers located in UAE  for goods and services which fall 

under ZERO rated  VAT (such as medical expenses) 

V2 Input VAT 5% - To be used by domestic suppliers located in UAE  for goods and services liable for 
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Goods/Services VAT 5%  

VB VAT 5% - Blocked 
To be used by domestic suppliers located in UAE  for goods and services on which 

DEWA cannot claim VAT input credit (such as gift items) 

VP 
Input - Prior to Jan 

2018 0% 
To be used by all suppliers for goods/services delivered on or before 31.12.2017 

VX 

Reverse charge 

(RCM)Import - 

Outside GCC 

For Goods: 

This tax needs to be selected by supplier located outside UAE where Country of 

origin for goods is Outside GCC country (example UK, USA ..) and importer of 

goods is DEWA/Supplier. 
 

This tax needs to be selected by supplier located in outside UAE where Country of 

origin for goods is Within GCC outside UAE (example Saudi, Oman ..) and importer 

of goods is Supplier. 

This tax needs to be selected by supplier located in UAE where Country of origin 

for goods is Outside GCC country (example UK , USA ..) and importer of goods is 

DEWA. 
 

If supplier is located in fenced free zone and suppling material to DEWA , this tax 

needs to be selected by supplier 
 

For Services:  

Supplier providing services to DEWA and are located outside GCC countries 
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VZ 

Reverse charge 

(RCM)Import - 

Within GCC 

For Goods: 

This tax needs to be selected by supplier located in UAE and outside UAE where  

Country of origin for goods is GCC country outside UAE and importer of goods is 

DEWA.   

 

For Services: 

Supplier providing services to DEWA and located within GCC countries outside 

UAE  

 

VAT Scenarios 

Goods Procurement 

Country of origin (Material) Importer of Goods Supplier Location Taxable VAT% Tax Code 

Within UAE NA Within UAE Yes  5 V2 

Within GCC outside UAE DEWA Within  UAE No A Tax VZ 

Within GCC outside UAE Supplier Within  UAE Yes  5 V2 

Within GCC outside UAE DEWA Outside of UAE No A Tax VZ 

Within GCC outside UAE Supplier Outside of UAE No RCM VX 

Outside GCC DEWA Within  UAE Yes RCM VX 

Outside GCC Supplier Within  UAE Yes 5 V2 

Outside GCC DEWA Outside of UAE Yes RCM VX 

Outside GCC Supplier Outside of UAE Yes RCM VX 
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Goods procurement from fenced free zone 

Supplier Location Supplier region 
Tax 

code  
Tax description Usage 

Within UAE 

Fenced Free 

Zone VX 

Reverse charge 

(RCM)Import - Outside 

GCC 

This tax needs to be selected if 

supplier is located in UAE in Fenced 

free zone 

 

Service Procurement 

Service Supplier Location Taxable VAT% Tax Code 

  Within UAE Yes 5 V2 

  

Within GCC outside 

UAE Yes A Tax VZ 

  Outside GCC Yes RCM VX 

 

 

Enter the LME factors, Currency and Exchange Rate 

If the Tender is LME variation based, LME applicability shall be shown as “Yes” and then  give variation factor and 

currency and exchange rate at item level as applicable. 
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Give variation factor and exchange rate for each metal, if applicable 

 



                                          

 

Vendor Manual‐ 1.2   Page 30 of 46 

Enter Transformer Loss details: 

In case of transformer is involved and transformer loss details are asked in the tender, please enter the 

transformer loss detials. 
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Enter detailed price (CIF, CD, LT and ETC) for Turnkey Tenders: 

In case of turnkey tenders, where total price is broken down into components like CIF, CD, LT and ETC, 

You need to give the prices for the components as applicable.  

Select condition tab for an item. Provide deferent price factors. Use “Add Condition” to add more price 

factors by selecting from dropdown menu under ‘condition types’. For CIF select Met/Service/CIF price 

from the drop down menu 
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Select unit price and currency. 

 

 

Quote price in different currency for Turn key: 

In case you want to quote a price component like CIF in currency other than default currency AED, 

change the currency for CIF value by clicking Add Condition and then selecting the right currency from 

the drop down list under currency. 
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Price entry for CD (Customs duty) for the item for which CIF price already entered: 

From the drop down list of Condition type ,select CD (Customs Duty),enter price under Amount and 

select the currency 
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Price entry for LT (Local transport expenses) for the item for which CIF price already entered: 

From the drop down list of Condition type ,select LT (Local transport expenses), enter price under 

Amount and select the currency 

 
 

Price entry for ETC (Erection testing and commissioning cost) for the item for which CIF price already 

entered: 

From the drop down list of Condition type ,select ETC (Erection testing and commissioning cost), enter 

price under Amount and select the currency. 
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Notes :  

1. CIF price field is primary/mandatory field for the system.So for a line item where no CIF price is 

applicable, for instance for the Civil cost, please enter at least 0.01 AED (one fil) in the CIF price 

,then system shall allow to quote only for ETC component. 

 

2. System though shall take into account all the component prices like CD,LT and ETC added as 

condition to main CIF price , it may not show in the screen the grand total of all the prices and 

may only show the total prices entered against CIF field only. To see all the prices entered 

against all the price component and the foreign currency details if any, the tenderer should take 

a print out of the quotation by clicking on the Print tab in the header and compare with his/her 

excel sheet created separately for price calculation. 

 

3. For Turn key Tenders ,you can give discounts in % or in amount for Grand Total or for any line 

item following the process described above in pages 22 and 23. 
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Notes and Attachments 
Notes and Attachments are available to view the notes given by Buyer and you can also insert your notes to Buyer. 

 

1.14. Tender Documents Download and Upload of Technical Documents 

Click on Technical RFx Response button to download the Tender Documents and upload the Form of Tender, technical 

documents, tender bond copy and tender payment receipt. Tech RFx Response button used to download the Tender 

Documents and upload the supportive documents relevant to the RFx Response  

 

Select the Folder to upload the supportive documents 
Tender Documents can be downloaded from the PUBLIC AREA folder and Supportive Documents & Technical Documents 

Click Notes 

Click Technical 
RFx Response  
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for the RFx Response can be uploaded in the folder with the name of the Vendor Number. 

Ex: If the Vendor Number is 100001 then the folder name will be 100001 

 

Click on Tech Bid to upload the technical and supportive documents 
 

 

Click Vendor 
Code 

Click Tech Bid 
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Click on Create button to upload the supportive and technical documents 

 

 

Click on Document to attach the documents 

 

Click "Create" 
Button 
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Continue to browse the document needs to be uploaded 
 

 

 

 

Give the file name 
and click continue 
b tt
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Browse the file 
 

 

Select the file 
 

 

Document Saving 
Click on Save Button to Save the documents and close the web browser to go back to the RFx Response Screen. 

 

Click "Browse" to 
look for the file. 

Click "Save" to save 
the file. 
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1.15. Check RFx Response 

 

 

Save RFx Response 
 

`  

Click "Check" to verify 
whether any error is 
there or not 

Click "Save" to save the 
RFx Response in draft 
mode 
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Print RFx Response 
 

 

 

 

Click "Print" to view the 
RFx Response print 
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1.16. Submit the Response 

RFx Response can't be submitted after the submission deadline upon clicking on submit button. RFx Response success 

message will come -> Slide down in the top message screen to see the message. 

 

Close the RFx Response 
 

 

Go to the main page and click on refresh, you will find that the response status  

 

Click "Submit" to 
complete the RFx 
Submission. 

Note down the 
RFx Response 
Number and click 
"Close" 
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1.17. Alternative offer submission: 

If the Tenderer wants to submit more than one offer i.e. Alternative offers, they need to use different user name 

& passwords given to them after registration. A Tenderer can offer maximum of 4 offers for a RFx. 

 

 

For example if the Vendor number is 1000001, then Main offer can be submitted by using  User ID 100001 and 

Alternative -1 offer using User  ID 100001_1 and so on. 

Select the Offer 
Type 
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1.18. Forgot password 

 
If you forgot your password, click forgot password option to reset password. 
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Provide vendor code and registered email ID to reset password. You will receive an email with change password 

link. New password should be entered by you of your choice; ideally it should be alpha numeric combination 

and comply DEWA password policy per given in the screen. 
 

Note: Old passwords cannot be repeated again. Vendor has to use a completely new password when 

resetting. 
 
 
 
 
 
 
 
 
 
 
 
 


