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Introduction
Manual description

This manual is intended for the supplier that will register through the supplier’s registration link, which will be
sent per email. In this manual, the supplier will find all the necessary steps to register within a system named:
“ORACLE”. ORACLE, is an Enterprise Resource Planning (ERP) system that organizations use to manage day-
to-day business activities such as accounting, procurement, and inventory management.

DP World Paramaribo willimplement the ORACLE system not only because it adapts better in terms of
inventory management, procurement, and accounting, but also to merge and categorize its suppliers in the
ORACLE system. In this Supplier Registration Manual, the supplier will find all the steps attached with pictures,
which intends as guidance when registering in ORACLE.
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Step 1

Supplier will click on Registration link. Supplier will have to enter below details: Company, Tax Organization
Type and Tax Country. Supplier Type has to be either Commercial or Strategic, based on the Supplier Type
Selection Questionnaire will be populated as defined in the Setups. One of Taxpayer ID or Tax Registration
Number is Mandatory. Supplier will also have to enter his or her First Name, Last Name and Email as this is
also Mandatory.

Q C
Company Contacts
Details

Register Supplier: Company Details @

Enter your text her

£nter a vaiue for at least one of these felds: D-U-N-S Number, Taxpayer 1D, or Tax Registration Number.

" Company | DP Worid Paramaribo D-U-N-S Number
* Organization Type | Corporation v Tax Country | Suriname v
* Supplier Type | Commercial v Company Registration Number | 45019

Corporate Web Site

Tax Registration Number

Your Contact Information

Enter the contact information for communications regarding this registration

* First Name | Procurement
* LastName | Par
" Email | procutementPAR@dpworld com

* Confirm Email procurementPAR@dpworld. com

Step 2

Supplier may also add more Contacts by clicking on Next button and ‘+’ button.

09 0 0 60 60 0 0

Company  Contacts  Addresses  Business  Bank Accounts Products end Questionnaire  Review
Details Classifications Services
Register Supplier: Contacts @
Enter your et here
Enter at least one contact.
Actions v View v Formatw 4= Create /' Edit 3 Delete | Detach
, . Administrative  Request User .
Name Job Title Email Contact Account Edit Delete
Par, Procurement procurementPAR@dpwor. . v v Vi X

Columns Hidden 7
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Create Contact

Sesaton " prore JC | |
* First Name | Mohile v |

MiddleName| Fax | | - || || |

=
Last Name | * Email |

Job Title /
Department

Administrative contact

4 User Account

Create user account

Actions w  View v Format w Freeze w Detach Wrap

Role Description

Mo data to display.

If the “Create user account” is ticked, then the Supplier’s user account will be created automatically on
Approval. Click on Next.

Step 3

Click on “+’ to create new Address.

() @ e (¢} [5) @ U (8)
Company  Contacts  Addresses  Business  Bank Accounts Productsand Questiornae  Raview
Detalz Clzssifizations Services

Register Supplier: Addresses ED [

Enter your et here
Enter at least one address.

Acfons ¥ View ¥ Fomat ¥ o Create Edit Delete Freeze w Detach Wrap

Address Name Address Phone Address Purpose
No data to display.
Columns Hidden 3
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Type in “PRINCIPAL” as Address Name, Address Line 1, 2, City, Postal Code, and Zone from list of values.

Select

Create Address

*Counlnr | |v |

Address Line 1
Address Line 2
Address Line 3
City
State

Postal Code

4 Address Confacts

Zalect the contants that are 2zzocated with this address.

Actions v View v Format w E Freeze 'w Detach

Name

Mo data to display.
Columns Hidden 4

Add relevant contact to the address

y agregar: C
4 Buscar

Nombre

Ver v Formato w Ajustar

Nombre Cargo

* Address Purpose [7] Ongering
[ ] Remitta
[ RFQor Bigding

*Phone| |v||

Fax| |v||

Company Email

Job Title

Correo
electrénico

Martin, Ricky

Mathur, Aditya

ncky martin@a

Columnas Ocultas 1

And click on OK.
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Step 4

Here you can add Business Classification. To add Classification, you need to enter your Trade License
number here. Click on ‘+’

: : ° : ; 7 e

Company Contacts  Addresses  Business Sank Accounts Froducts and Questionnare  Review
tails Classification: Services

Register Supplier: Business Classifications @

=nter your fext here

Nore of the classifications are appicable
Actons v \iew v Format w Detach

* Classification Other Certifying  Certificat

Subclassification  Certifying Agency Agenoy Number

0 data to display

DP WORLD~
Da Direcciones  Clasificaciones Prox 1 Re
compafia de negocio 5
Registrar proveedor: Clasificaciones de negocio &
Introduzca aqui el texto
No $i aphea ninguna di las clasificaciones
Acciones w Vel w  Formalo w x " Separar
* Clasificacion Subclasificacién :fr‘:l';iﬂ:c‘?:n m?cg:x: 9 centificado ::’I:L':‘” ::;::de Anexos Notas
- ey mifTyil Ninguna < B
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Click on Classification dropdown and select the Classification(s) you wish to add and enter other details such
as Start Date and End Date. Do not forget to attach scan copy of your classification here.

) (27 (3 ) ' e (3
) ] ( ) ( (7) }
@ 2 \2) ° &) \&) L &)
Detalies de Contactos Direcoones  Clasificaclones  Cuentas Produclos y  Cuestionasio Revisar
compadia de negocio bancarias SOVICIOS

Registrar proveedor: Clasificaciones de negocio &

Intreduzca aqui el texio

No se aphkca ninguna de ks clasilicaciones.

Acciones w Ver w Formato w o o 3 Congelar  m Separar
" Agencia de Ofra agenciade Fecha de Fecha de
Clasificacién A n Inicio caducidad Anexos Notag
Trade Licence {1 v Other L4 05017200 1231020 Ninguno = E

Select the attachment type and choose file to upload and click accept/add. Click on Next.

Anexos

Acciones w Verw 4 3

“ Nombre de Archive o URL Descripeion Adjuntado por  Fecha de Ar

Cnoose Fle | Mo M chosen | ANGNymoUS 08262021 15

das 1 Columnas Ocultas 1

=

Step 5

Add Bank Account details by Clicking on ‘+’. Enter Country, Bank, Branch, IBAN (if applicable), Account
Number and Currency. The Account Name is not mandatory. Click on OK and Next.

= DP WORLD
-
[’ ; \] | ; | [’ ; \] [’ ._/ \] e [’E .\] [’. .: .\] [’; .\]
Company Contacts Addresses Business Bank Products and Questionnaire Review
Details Classifications  Accounts Services
Register Supplier: Bank Accounts @
Enter your fexd hera
Actions ¥ View ¥ Format ¥ = Create Edit Delete Freeze ly| Detach Wrap
Account Number IBAN Currency
Mo data to display.
Columns Hidden 3
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Create Bank Account

Enter sccount number or IBAMN unless sccount number is marked 35 reguired.

*CDLII'III'Y[ ] - | IEAN |

Branch

Account Number |

Additional Information

Agency Location |
Code

Alternate Account
= e —

Account Suffix | Description |

Account Name |

Check Digits |

Comments

Mote to Approwver

In case the dropdown does not work for Suriname or any other country. Please follow the
following steps:

Fill in “Description”: the full name of the bank, for example: The Fina Bank, RBC Bank etc.
Fillin “Account number”: the bank account number
Fillin “Note to Approver”: in which country the bank is

And click “OK”
Edit Bank Account
Country Suriname IBAN [\ ]
ok [+ cumncy [vs0 ]
Branch

(hier bankrekening nummer
Account Number invullen)

Additional Information

Agency Location Code | ‘

Account Name I ]
Account Suffix I ] Description |Eank RBC ‘

Alternate Account Name [

Check Digits I

Comments

Note to Approver

)
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To add another account, click on “+” and repeat the same process as above.

vetans
Register Supplier: Bank Accounts @
Enter your text here
Actions v View v Format v <= Create J Edit J{ Delete Detach

Account Number
(hier bankrekening nummer invullen)

Columns Hidden 8

Step 6

Add Products and Services in which you deal. Click on ‘+’ select relevant Child category, this is not mandatory.

=) DPWORLD w
() (o) ™) () () o (7) (8)

Company Contacis Addresses Business  Bank Accounts Products and Qusstonnaire  Review
Datsils Classfications Services

egister Supplier: Products and Services
Enter your text hers

Actions ¥ View ¥ Format ¥ ‘ Select and Add | Detach

Category Name Description

lo data to display.
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Select and Add: Products and Services

4 Search

Category Name

\iew v Format = Freeze |y Detach Wrap

Select Category Mame Description
| b @m DPW Catalog DPW Catalog

Columns Hidden 1

Select and Add: Products and Services x

4 Search

Category Name Description |

View w Format w Freeze ;-“ Detach Wrap
Select Category Name Description

O 4 g DPW Catalog DPW Catalog

O P m Civil and Enginesring Civil and Engineering

[} » @ Eaguipment Equipment

D [ = IT & Telecommunications IT & Telecommunications

D [ i Mail & Cargo Transportation Mail & Cargo Transpartation

O P @ Operstionsl Supplies Operational Supplies

O P @m Resl Estste & Facity Management Real Estate & Facility Management
O b @ Servicss Servicas

Columns Hidden 1
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Step 7

On next step, Supplier will must answer all mandatory questions. If Supplier, then they will also have to answer
some more guestions. There are 8 Qualification areas(sections) with questions that the supplier must answer.

The 8 gualification areas/ sections are namely (see below attached picture with the qualification areas):

1. Suriname Supplier Registration- Commercial/Strategic
2. Certification
3. Business Information

Note: For the suppliers/contractors who do not wish to provide their financial viabilities are obliged to
answer the Trade Reference questions. Suppliers/contractors will be invited via email and Oracle to
answer these questions.

*Trade Reference: a reference in which one trader gives an opinion as to the creditworthiness of another
trader in the same trade, especially to a supplier.

4. Sustainability and Compliance
5. Ethics and Compliance
6. Covid-19 Measures in regards to contractors’ activities

HSSEQ Part A and B are for contractors to fill in. All suppliers are not mandatory to fill in HSSEQ Part A
and B. If the supplier wishes to become a contractor, then it is mandatory to fillin HSSEQ Part A and B.

7. HSSEQ Part A
8. HSSEQ PartB

*Contractors: Contractors are companies that will work in our premises.

*Suppliers: Suppliers are companies that provide good and services to our organization

= -, DPWORLD
4

O O e ) ) S . |

Company Contacts Addreszes Business  Bank Accounts Products and Questionnaire  Review
Details Classifications Services

Register Supplier: Questionnaire

Enter your text here

Welcome to Registration Proosss.

Attachments None

Questions

Suriname Supplier Registrations - Commercial { Section 1 of 8]

Section .
1. Trading name of the company:

% 1 Suriname Suppler Regisrations - Com. ‘ |

Comments

* 2 Estabishing year of tha company
= vy

Comments

Approved by Finance Manager Revision # 0.1 Code: MAN.FIN.O1
Uncontrolled when printed Revision date: 23-03-2022 ssue date:; 28-01-2022
Page 13 of 18



Step 8

Once all guestions are answered and reviewed, the supplier can click on Register to submit the Registration
request, or alternatively can click on Save for later to save the information and Submit the request later. If you
Save for later then a link will be sent to your email address which you have entered in the beginning.

DP WORLD” B O comaw

v v v v v v ) v o
Dotaties de Contacios Direce s Clascacones Cuentas Productos y Cuest ano Revisar
compahia de neg e
Revisar registro de proveedor: AMR PRO LLP ®
Woduzea aqui ¢ texto
Detalles de compariia
Compania AMR PRO LLP NOmero DUNS 34062028
Tipo de organizacion fiscal Corporacion Pais de iImpuestos Argentina
Tipo de proveedor 1D de contribuyente
Sitio web corporativo Nomero de registro fiscal
Nota al aprobador

v
Company Contacts Addresses Buziness  Bank Accounts Products and Questionnaire  Review
Details Classifications Services
Review Supplier Registration: DP World Paramaribo @
Enter your text hera
Cempany Details
Company OF Worid Paramaribo D-LU-N-5 Number
Organization Type Comaration Tax Country Suriname
Supplier Type  Commercial Company Registration Number 45018
Corporate Web Site Tax Registration Number

Attachments

Acfons ¥ View ¥

Type * File Name or URL Title Description Attached By Attached Date
Mo data to display.
Columns Hidden 1

Contacts

View v Format v Detach

N - Administrati Ri t L .

Name Job Title Email rré':r"shr:l ve Eg::un:e' Details

Par, Procurement procurementPAR@dpwer... v v =

Columns Hidden 7
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DP WORLD” e

+ Confirmation x

Your registratior

This completes the Registration Request process for Supplier.

Upon successful submission and approval of the registration request, the system will automatically create
an account and email the information to you at your email ID listed in Contact as administrative contact.
DP World Paramaribo will contact you about this for the confirmation.
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Supplier Profile Change Request

The following steps mentioned below can be of aid when a supplier wants to make changes in his/her profile.
Please note: your account details will only be emailed to the email ID in "Contacts”, if we have approved the
registration request.

Step 1

Log in as Supplier.

"\ SIGN IN
. ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

Forgot Password

Sign In

Step 2

Navigate to Supplier Portal > Supplier Profile.

Supplier Portal

Supplier Portal
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Step 3

Scroll Down go to Company Profile, click on Manage Profile.

Supplier Portal

Search Orders v Order Number

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
Agreements
No data available No data available
Shigments
-

Deiiveraties

Negotiations Supplier News

Gualifications

[Company Profile
Company Profile @ '
Organization Details  Tax Ide

4 General

Company ABCC Tax Organization Type Corporatior
Supplier Number Status  Active
Suppher Jype Attachments None
4 |dentification
D-U-N-S Number National insurance Number
Customer Number Corporate Web Site
sic

Warning x

POZ-2130390Making edits will create a change request for the profile. Do you want to continue?
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Step 5

Edit details and Click on Review Changes and Submit.

Edit Profile Change Request: 78002

4 General

4 |dentification

Documentation
e Manuals

o DPW AMR Supplier Portal and SQM User Manual V1.1
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