
  Created By 
   Amal Raj 

  

EtihadWE Supplier End User Manual 

Prequalification Services 



 

    Author  : Amal Raj               Page | 1  

Table of Contents 

Execution Instruction .......................................................................................................................................................... 2 

Supplier Portal Login .......................................................................................................................................................... 2 

1 Prequalification Services ........................................................................................................................... 2 

1.1 Access Prequalification Services. ...................................................................................................................... 2 

1.2 Create New PQ Request ..................................................................................................................................... 3 

1.3 Request Type Selection ...................................................................................................................................... 3 

1.4 Item Details. ....................................................................................................................................................... 4 

2 PQ Document Check List .......................................................................................................................... 6 

2.1 General Documents. ........................................................................................................................................... 6 

2.2 Specific Documents. .......................................................................................................................................... 6 

2.3 Additional Documents. ...................................................................................................................................... 7 

3 New Item Addition. ................................................................................................................................... 7 

3.1 Add Item ............................................................................................................................................................ 8 

4 Submit Request ......................................................................................................................................... 9 

5 Clarifications ............................................................................................................................................. 9 

5.1 How Clarifications Work: .................................................................................................................................. 9 

6 Prequalification Service Fee Payment. .................................................................................................... 11 

7 Request Status Tracking .......................................................................................................................... 14 

8 Prequalification Certificate ..................................................................................................................... 15 

8.1 Step-by-Step Instructions to Access the PQ Certificate: .................................................................................. 15 

 

 

 

 

 

 

 

 

 

 

 

 



 

    Author  : Amal Raj               Page | 2  

Execution Instruction 

Supplier Portal Login 

Please make sure to use the Web Browsers   or   

Ensure Correct URL to login. 

https://srm.etihadwe.ae/bidder 

 

Key in User ID (Enter Bidder User ID)  and  Password Noteff 

 

•  If you encounter any issues with logging in, please email vendor.registration@etihadwe.ae 

1 Prequalification Services 

1.1 Access Prequalification Services. 

Logon to EtihadWE supplier portal and from the home page access the Prequalification Services. 

 

https://srm.etihadwe.ae/bidder
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The Prequalification Services will display all your PQ requests along with the multiple processing status. 

1.2 Create New PQ Request 

Go to Prequalification Services & click on “Create New Request” to initiate. 

 

 

1.3 Request Type Selection 

Select the Request Type. (Currently Only Material is active) 
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1.4  Item Details. 

Add the product details in the item details menu to proceed to the detailed page. 
The following details to be entered to the item details. 

• Material Group 

• Material 

• Model 

• Manufacturer 

• Country 

• Plant / City 

• Fees will be displayed in the screen. 

 

 

1. Material Group Selection  

Once initiated the prequalification request, the next step is to select the relevant Material Group that match the goods 

or services your company intends to prequalify. 

• Use the search bar to enter keywords related to your material group / category. 

• Alternatively, you can browse through the hierarchical list of available material groups. 

• The application allows to add multiple items in a single request. 

• Kindly consolidate all items belonging to the same group into a single request 
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2. Material Selection  

Once required Material Group is entered, the next step is to select the relevant Material that match the goods or 

services your company intends to prequalify. 

• Use the search bar to enter keywords related to your material. 

• Alternatively, you can browse through the hierarchical list of available materials for the selected group. 

• Service Fees will be displayed under each item in the list. 
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3. Model 

Enter the model details of the material you intend to prequalify. 

4. Manufacturer 

Enter the manufacturer details of the material you intend to prequalify. 

5. Country 

Enter the country of the material you intend to prequalify. 

6. City 

Enter the city details of the material you intend to prequalify. 

2 PQ Document Check List 
As part of the prequalification process, suppliers are required to upload EtihadWE PQ specific documents 
related to their product, service, organization & other product specific details. 
The Document Checklist section allows you to upload and manage these mandatory documents. 
There are 2 types of document categories. 

• General Documents (Common for all items in the request) 

• Specific Documents (Specific to each item) 

2.1 General Documents. 

General documents are required for all prequalification requests and apply across all selected materials. These 

documents help validate the supplier’s legal standing, business profile, and compliance status. 

Once all the attachments are added, user can move on to the specific document categories. 

  

Mandatory documents are usually marked with a red asterisk (*)  

 

 

Note: The maximum allowed file size for each attachment is 40 MB. 
    Combine all documents into a single file  
    Avoid file names exceeding 125 characters. 
    Refrain from using special characters in file names. 

2.2 Specific Documents. 

Specific documents are required for each individual item or material selected in your prequalification request. These 

documents help verify your technical capability, product compliance, and experience relevant to the items you intend 

to supply. 
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Mandatory documents are usually marked with a red asterisk (*) 
Note: Please provide a letter explaining the reason instead of any documents that do not apply. 

 
 

2.3 Additional Documents. 

In addition to the required documents, you may upload optional documents that can support and strengthen your 

prequalification request. These documents are not mandatory but may provide helpful context during the evaluation 

process. 

 

 

3 New Item Addition. 
If the company wants to prequalify multiple products or services, you can add more than one item under the same 
prequalification request. Each item should be related to the same material group and only specific documents to be 
added.  
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• Note: Kindly do not create a new request each time for the same group; instead, use the 'Add Item' option to 
consolidate all items belonging to the same group into a single request 

 

3.1 Add Item 

After successful completion of the first item, click on “Add Item” button to add multiple items. 

 

The material group shall not be changed from the first item & the applicant can select multiple material of the same 

group & repeat the step 2 to fill the item details. 
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4 Submit Request 
After completing all required sections of the prequalification form, including item details and document uploads, you 

must submit the request for it to be reviewed by the evaluation team.  Once the request is submitted successfully, 

• Applicant can enter an optional message to the reviewer which will be displayed in the report. 

• Applicant will receive a confirmation message or reference number on screen. 

• An email notification may also be sent to your registered email address. 

 

 

5 Clarifications 
During the evaluation of your prequalification request, the supply chain team may reach out to you for 

clarifications on the submitted information or documents. Prompt and clear responses are essential to avoid 

delays in the review process. 

5.1 How Clarifications Work: 

1. Notification of Clarification Request 
o If additional information is needed, you will receive a notification in the system and an email alert. 
o The message will specify the item or document that needs clarification. 

2. Accessing Clarification Requests 
o Log in to the Supplier Portal. 
o Navigate to the Prequalification section. 
o Locate the request marked as “Awaiting Supplier Clarification”. 
o Open the request to view the clarification message(s). 
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3. Responding to Clarifications 
o Provide the requested explanation or upload the corrected/revised documents directly in the relevant 

section. 
o You may also use a comments or response field if available. 
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4. Resubmitting the Request 
o Once all clarifications are addressed, click “Resubmit” return the request to the evaluation team. 

 
 

 

6 Prequalification Service Fee Payment. 
A service fee shall be applicable as part of the supplier prequalification process. This fee must be paid before the 

detailed technical evaluation. 

1. Notification of Fee Payment Status 
When the application successfully passed the initial screening from the supply chain department, you will 
receive an email alert prompt to pay the PQ Fees. The message will specify the item and Fee amount 
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2. Accessing Requests to be paid 
o Locate the request marked as “Awaiting PQ Fee Payment”. 
o Open the request to pay the PQ Fees. 

 
Click on “Pay PQ Fee” button to proceed to the selection of items to be paid. 

 

3. Item Selection for Payment 
o Select the required items for Fee payment. 
o The total amount to be paid will be displayed as a summary. 
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4. Make Payment 
• Follow the payment instructions provided (e.g., online payment gateway, bank transfer, or e-dirham). 

• Enter the required details such as the card number or e-dirham account details. 

• Complete the transaction through the designated payment method. 
 

 

 

5. Payment Receipt 

• After successful payment, receipt will be available in the request ➔ Forms. 

• A copy of the receipt will be mailed to the registered email address. 
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7 Request Status Tracking 
Once the request is successfully submitted, applicant can monitor its progress through the system. The status 
and history features allow you to stay informed about the evaluation stages, actions taken, and any required 
follow-up. 
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8 Prequalification Certificate 
Once your prequalification request is approved, the system will issue a Prequalification (PQ) Certificate 
confirming your company’s eligibility to supply the approved material for the provided material groups. 

8.1 Step-by-Step Instructions to Access the PQ Certificate: 

• Go to the “Prequalification Services” section. 
• Locate the request with the status marked as “Request Approved”. 
• Open the Request ➔ Forms ➔ Prequalification Certificate to display the certificate. 
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• Download the PQ Certificate 

• Review Certificate Details 

• Use the Certificate 
 

 

 

For any assistance, feel free to contact our support team via email at PQ@etihadwe.ae 

 

 

End of the document. 

mailto:PQ@etihadwe.ae

