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MIRAL SUPPLIER USER MANUAL

Supplier Portal - Supplier Profile Update



RELEVANT USER MANUALS

Miral Supplier Portal User Manual - Supplier During Supplier’s Registration
Self Registration

Miral Supplier Portal User Manual - Supplier | During Supplier’s profile update like

Profile Update Bank Accounts, Contacts, Addresses,
Products & Services

Miral Supplier Portal User Manual - PO During Supplier’s Acknowledgement
Acknowledgement and Invoice Creation by of Purchase Order & Creation of This User
Supplier Invoice Manual
Miral Supplier Portal User Manual - Create While participating in Negotiations
Quote (Submitting Response to RFPs/

RFQs)
Miral Supplier Portal User Manual - Supplier While participating in qualification
Qualification (Submitting Responses to

Registration Questions)
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APPLICATION OF USER MANUALS

This User L ’
Manual S suppier

- Profile ) .
Update Supplier Self Registration

Create Quote (Response to RFP/RAQ)

Supplier
Qualification

PO Acknowledgement and Invoice

Creation by Supplier
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3. UPDATE CERTIFICATIONS

4. UPDATE CONTACTS

5. UPDATE PRODUCTS & SERVICES
6. UPDATE BANK ACCOUNTS

MIRAL |I| JUc




Managing Profile Updates
The Supplier Portal tab will take you to the landing page which displays your available tasks and dashboards showing your pending items,
recent activities, and latest Supplier News.

To view your profile and to make any changes, Click on the ‘Manage Profile’ task.

Supplier Portal

==
Tasks
Qrodars

Requiring Attention Transaction Reports
Last 30 Oy

25 In Spresdsnest

Channel Programs.
No data avallable
« Manzge Programs

Shipments

« Manage Sipmant

Caonsignad inventory

» Review Consumption Advices

Supplier News
Invoices and Paymenis
Deat Suppber Fannes

oun relationship with you and wa reguits you fo comtinunusly review and updale your

5 poetal

= Lipioad your actve Trade or Commedcial Licenses and alher cerfications
« Update your comgany information (phone numkes. sddresses. |

« Lipdale Me feleant conlacts &1 your compary.

= IMEnage your bank sccount detsls,

» Recsive and view your Purchase Oroers

" C||Ck on Manage » Admosiedge POS received
“*Profile to update |imporant nence

your company
profile

The followirsg Changes (o the names of Meral Groug entilies should be refiected in oll future
conespondencs, including invniges,

Company Profile

» Manage Profio
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Update certifications

1. To Add/update your Certificates, please follow below process

the screen.

MySourcej

Company Profile

Last Change Regquest 1533007
Request Status Frocessed
Tax ldentifiers  Addresses

Organizaton Details

MNone of the classifications are applicable

View w Formal w =" Detach
Classification Subclassification
Commercial Licensea

Others

Click on the Business Classifications tab to access the required information and fields, click on Edit button on the top right of

————

Click fon

/. Warning

POZ-2130390Making edits will create a change requestfo =T
ick on Yes to

continue to
update profile
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Requested By Cruzat, Marilag Change Description
Request Date 3-Jan-2023 Edlt t
update P
your
Contacts Payments Business Classifications  Froducts and Services proﬁle
Wrap
Other Certifying Certificate A
Status Certifying Agency Agency Numi Start Date P Date Attact MNotes Provided By
Currant Ofther Department of Econ 4157357 15-Sep-2021 24.0c1-2023 ALEC AD Commercial Regist Grace, Nina
Currant Other Departiment of Econ CN-1023652 8-Aug-2022 24-0ct-2023 ALEC AD Trade License 202! Grace, Nina
»

Do you want to continue?




Click on the ‘+’ Icon to add a line which will contain a predefined dropdown of available classifications, a dropdown of
the certifying agencies, and fields where you can update the certification number and dates.

MySource e =R

Edit Profile Change Request: 2437009 Delete Change Request | | Review Changes | | | Cancel

Change Description

Organization Details  Tax identifiers  Addresses  Contacts Paymems| Business Classifications |Products and Services

None of the classifications are applicable New Business

Actions » View v Formal w + [ Freeze w Detach ‘——Classification

Click-on"+"to add ]

- " o Other Certifying * Certification * Expiration &
Classification Subclassification  Status Certifying Agency Agency Number Start Date Date Attachments No Provided By
Commercial License Current Other Dapariment of Econ 4157357 15-Sep-2021 24-0ct-2023 0@ | ALEC AD Commercial Registratio == 3¢ E® Nina Grace
Others Current Other Department of Econ CN-1023652 9-Aug-2022 24-0ct-2023 0@ | ALEC AD Trade License 2 pdf =3 B> Nina Grace

13
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Edit Profile Change Request: 2437009 Delete Change Request | Review ChanuesJ ‘ | Cancel |
- Enter the
Change Description | Adding Our Company New Trade License Profile change Click on Review
Certificate description Changes to Submit the
Profile change request

Organization Details  Tax Identifiers Addresses Contacts

Payments Business Classifications Products and Services
Select the Certifying Agency from the

dropdown list if you don’t find the relevant
one choose Others and provide the Other
s Dggggifying._Aglency number in next field

Select the Start
Date and Expiry
Date of
Certificates

Enter the
Certificat
e Number

None of the classifications are applicable

Actions v View v Formatw == 3 Fre

) Other Certifying * certification * Expiratién »
Classification Suhclassigg?;tl(?fnfhﬁstatus ertifying Agency Agency Number Start Date Date Attachments No Provided By
Certification type —
Commercial License from the dropdeit Gther Department of Econ 4157357 15-Sep-2021 24-0c£-2023 '@ | ALEC AD Commercial Registratio == 3¢ E* Nina Grace
7 - Click on '+’ to
Trade License Certifical ~ Current Government of Abu w CN-BT1236781 | 1-Sep-2023 rﬁo A -0ct-2025 &C} add the
$ : — - - Certificate
Others Current Other Department of Econ CN-1023652 9-Aug-2022 24-0ct-2023 ('@ | ALEC AD Trade License 2023 pdf == 3¢ E* Nina Grace

L]
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Confirm Business Classification Updates

[MySource]

Review Changes

Change Description Adding Our Company New Trade License Your chanqe to the Business
Cartificate o= N . . .
Classification is submitted Click on
% successfully, it will be reviewed by Submit to
Miral Team, and you will receive Submit your
4 Business Classifications confirmation if your profile change is profile change
View v Format w Freeze . Detach Wrap approves, reJeCted
y g Other Certifying * certification * Expiration *
Classification Subclassification Status Certifying Agency Agency NUrber Start Date Date Attachment Notes Provide:

-+ Trade License Certification Current Governmant of Abu Dhabi CN-B71236781 1-Sep-2023 21-0ct-2025 NegotiationME Marilag G

4 13
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The Supplier Portal gives you access and responsibility to update your contact details from your company profile tab. In the Company
Profile tab, you can click on Edit and select Contacts tab for updating contact details. Below is the illustration on how to update contact

details.
Cancel Charge Reguest Foorw e hanges Save Save and Chose Canceld

Edit Profile Change Request: 24001

Change Description  Descnpon bo be aoded

:Hg.-m:.nl-nn il Ton i AJCrTLEes 1 = o =3
4 General
* Supplier Marme SRYBAGSE LLC Click on Contacts Tax Oiganiration Type AR o
Supplisr Hurmb-er to update the Status  Actae
SUDDIer TYD | Sa Contact information [ ———
4 Additional Information
Supplier Regrytration Entity  Faras Espereroes | Mvbarmad Changss Eniity
4 |[dentification
D=8 .5 Mumiber 111313 Mational Inturance Murmisor
Corporate Web Rile  acecw slyTaege a0

Cursiomer Mumher

B
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Enter required information like First Name, Last Name, Mobile, email (this email will be your username once your contact is
created), it is necessary to add minimum of 2 contacts from your Organization .

Edit Profile Change Request: 24001 Cancel Change Request Rewiew Changes Sawve || Save and Ciose || Cancel

Change Description | Descriptsan 10 be added here

Crganization Detals Tax hdentfiers S snes Contacts Business Ciassifcations Products s Seervices

Actions w  Vew w  Foomal we e

Status | Active Froors « Detach Wit

i " Job Tithe a8 T Email - Phone Administrative

Contact User Accoumnt Status

B N ] [ ] Active
Click on this
Cofumns Hidden 7 |C0n to update
the contact
Edit Contact: Sy bags ne £
SR o Enter the Fhons =
- rirat i == information I'|ke A =
) phone, Mobile,
L r R e " Fax -
email of the
= Lams e | Do Ervean
contact
ot Tike SuAtus B S -
AR T T A R
- Contact Addresses
Sl - e - Eourwrunt
Auddress Narvee Phywore Acicdress Purpose Status
Slvar TR eIy T B RO oo By =

etirriene R eBeta et S

Link the supplier
address to the
contact

- LUser Acocount

MO CaTYE TR Acmigee

Wrar Maemes  Seop Daegs
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Edit Profile Change Reqguest: =.qaoo1 Cancol Change Reguost Rowiow Shanges Sawe Rave and Close Sancal

Enter the
change

Click on Review changes
to review profile changes

e E R Db T Sousaers
description for .
. ; ) . and submit
Actions w Wiow w  Foama e 4 - Status | acmive e Dretach DTOfI|e update
Mane - ok TR T Enail - Phonse nd'z“;':“l:‘_';:i“ ear Accodmt Status
L g, Sy - - Aethom 1

Caburmrs Hickeisn T

COrT AL

Rovicw Chang

Enange Dencr o et

Upon review of the
- AR profile, Click on
- s Submit to submit the

- Ao Tt - -— Phone acpunismrayesfile GhaRGeoun:  |starus O raits
- E——— - request = —— ==
-
O L T S P Srmtin Cartifying Sgene e e il ate St Drate Expiration Duete  SFlachents

Company Poofile

I . P

B s Confirmation message Click on
Craaniraion Bataits | Tax igentiec  Andeses  Sonthete  Sagments S an ool o = will be displayed for the Done
i - e S R = . e | E Si e L. profile change
ookt R E2E= subm?é’é%':r;"c"ﬁ'c'?'on ORe=p=nss f"‘“‘

e e =t

L]
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Click on the Products and Services tab in your Company Profile page.

R0 _=

Cormmprany ProfGle &5

Fimy e Eea rTioes cmclctHSe ol oFimee e

EME L U et SEstoreas Wi §
==

o TEeeco o

m T S Fmaegpe Py '
gt Sl

P i b .l L s T s

Category MNarme

Click on
Products &
Services

COIRALTL =

FEdit Profile Change Requests 2o

Click on this icon to T e
delete the existing
Products/ Service

Froducts ancd Services

Ao e W e oy Clebact

Category: M

Click on this icon to
choose new
Products/ Services
from the list
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Click on Edit to Edit
the profile to update
products & services

[~ ]

A

N e L =1

Che scrigation




i
Momleet meel Selel: Produets ame Services Catagoriss

- ERaram s By
e - Fowrmuadt w - Cebma iy -
Baboct Category Mame D mcrigasan
- 1 w4 T arrman
e B Expand the Category Name
: T until you reach the lowest
level category to choose the
AT = category from list
i PR o o ancon B VB ETHE e B

| sance) chnange Requoest Frarw o O anogos

Y ¥ ¥
prrerl
i

]

Enange Bescription | Doscripiion 1o be soded horel Enter the Profile
change description
Srganization Details  Tax iHentiiers  Addresses | Contacis || Business Classifoatons | Froducts and Servioes to update the Click on Review
e i = ESGRSE e SC T i A E—— i changes to review
Eaks ey e Dencription the praofile changes
e e P T Do S e - RUER R e
no Equilprnent

A et

sy \f Categories which are

Ridee FlormiDecorntion Sericon

added in previous step
will be shown here to
review changes

Ridmn = Riden Spmeos
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ORI =

eview Changes

Eharge Deserkptiomn

# Business Classificabons

Click on Submit
to submit the
Foomat - ~a Cetach - T

e -

new changes
X Classification Subclasaification Sratus Certifying Agency E‘;‘;’c‘:e"“‘-ﬂ""ﬂ Certificate Start Date Empiration Date  Attachments
+ Troace Liconos Soriifhcotion CuarTeees DrED B o2t oAz L]
- Products and Services
e - Foamat - Cataoal
Category Mame Description
. Confirmation
T ConTirmuatiaasmn - message will be
e Frarvge eeseat e 1 virib® SDeritleac] For geged crw o shown for the profile
L= S
-

change submitted
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Click on the Payments - Bank Accounts in your Company Profile
page.

MySourcel

Edit Profile Change Request: 2438008

Change Description

P

Organization Details  Tax |dentifiers  Addresses Contacts | Payments | Business Classifications Products and Services

~

Click on
Bank
Accounts

Payment Methods | Bank Accounts

Click on
Payments

Actions w View w Format w
Primary Account Number

(] 1011001478903097 Click on “+' to

add a new

1011001478903031
kil Bank Account

1012118137303
663581020001

1001001478303002

L]
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Enter required information like Country, Account Number, Bank Name, Bank Branch, IBAN, Account Name, add the Bank letter l
attachment in the company details while updating or adding new Bank Accounts to your profile .

Create Bank Account

For International Suppliers please

B Enter account number or IBAN unless account number is marked as required. select (tick) Allow international
Payments and choose your
* Country | United Arab Emirates v currency under IBAN ity THBEpA023
- Inactive On lg
Account Number | 898450934584 " s
Enter Bank |
I * Bank Name | AL MASRAF BANK v Country, Account IBAN | AE10000898450934584
o L Number, Name &
= * Bank Branch . Abu Dhabi v of Bank Branch i g G 2
e | | Allow international payments IBAN &

Currency
of the
Bank

4 Additional Information

Account Name
as same in Bank

Account Name | ALEC

Records Check Digits |
Alternate Account Name Account Type ~
Account Suffix | Description |

Create Another | OK | Cancel

L]
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MySource|

Edit Profile Change Request: 2438008

Organization Details

4 General

ifiers

Change Description | Adding New Bank Account

Once the Bank letter is

Addresses Contacts Payments Business Classifications

Click on Organization
details to add the Bank
letter attachment

* supplier Name

Supplier Number
Supplier Type
4 |dentification
D-U-N-5 Number
Customer Number

sic

ALEC ENGINEERING AND CONTRAC

10039

| Contractor v

h Enter the Profile
change description to
update the bank
account details

added click on Review
changes to review the Bank
account changes

Products and Services

Tax Organization Type

Status

Attachments

National Insurance Number

Corporate Web Site
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Corporation ~

Active

COMPANY PRESENTATION SEPTEMBE

Click on "+’ to
add the Bank
letter to the

www.alec.ae St




MySource| ==

Review Changes | Eat | submit || cancel |

e

Change Description Adding New Bank Account

Click on Submit
to submit the new

% changes
4 Bank Accounts
View » Format » Fraeze Wrap
Primary Account Number
(v} 1011001478903097
4 1 3
g @ Confirmation x
" Confirmation message
Your profile change request 2438008 was submitted for approval. will be shown for the
profile change
OK submitted
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THANK YOU!

GET IN TOUCH

Miral HQ, Yas Island - Abu Dhabi,
PO BOX 147774 | www.miral.ae
Visit us here

@ @ =) E’ [Our Portfolio ]

=



