E-PREQUALIFICATION APPLICATION INSTRUCTIONS

PhANTCLA LA -) $F/E-prequalification °'H7N aoan/ P

A. Part One — Business Registration
N&A AYE - PNHYN HIN

1. Log into the Amref E-Procurement Portal through: https://etender.amref.org
ML RANTCLA IIH 2276 NAL Nt MM AL A Lot

2. Select: “New Registration”
AS.N 9°HIN/ New Registration PTLAD-Y £I°/ M-

e-Procurement Portal

Sign In

Select Company

Forgot password?

Sign in

3. Fillin all the required information. The red * is to inform you that the requested
information must be provided at the section.

& st AMref Health Africa

New Vendor Registration

Kindly Note! You will be required to fil more fiekds and upload documents after you login. %

Organization Name % Gompany PIN / TIN *

mref Business Unit % Company Email % Gompany Phone Number .9. +2547



https://etender.amref.org/

5.

Vi.

Provide the correct Organization/Business Name

PLCETPY ThNAT P98 N9° PAINT

Provide the correct Company TIN / PIN

PECEFTPT FNAAG P77 €DC PATMT

Select “ETHIOPIA” under Amref Business Unit drop-down.

Amref Business Unit NTLAM- NC A FTE% P PAOAD-T LI M-

Provide the correct telephone number.

FANAT PhAh @BC PATMT

Provide the correct Email Address and Password because this is what you will
use to Sign In to your account to apply for the respective Item Categories.
ANAP TANAT DT PATA AL A AT PLAR 2A PN IPATPHID ML ADAPP
ANt AT APOP FRLNTF ATyarAnNt Py mea-NFt ALY

Then click “Register”

N$eME “Register” PTLAD-T L6k

Now Log In to the email address you used to register your account and look for an
email from ERP.Info and the Click on the part “here” to confirm your account.

ALY OPAPPY ACRADHIN ML +MPa>NF PA A AhL¢A LM N ERP.Info P+AN
ATA LLATF AT APAPPT ATHZITH " here" PTRAD-Y L6k 'F::

ERP.Info@amref.org Wed, Aug 28, 3:44 PM (5 days ago)
tome =

DeaQEEEPCompany. >~
Thank you for registering with us. Kindly confirm your account by clicking here

Note that this is an auto-generated email. Kindly do not reply to it.

Incase of any challenges, please contact the Amref ICT Administrator for assistance.
Best Regards.

Amref Family.

Afterwards, you will automatically be taken to the log-in page.
NH.P NEZA ML P+ ML AR PM- 71X LMNLPFA

e-Procurement Portal



6. Click on Select Company to choose the “ETHIOPIA” option.
ECEFPT LIOUM: PAUAD-T +6be 1@ “ETHIOPIA” PAULAMD-T £I°L My

e-Procurement Portal

Sign In

ETHIOPIA

[TANZANIA

AmBIA

7. Enter the Email address you registered and the Password then Click “Sign-In".
AR HI PhMPa>NTT A TRA AL A AT PLAE $A PN NH.PI "Sign-in"
PRAD-T L6by Fi
e-Procurement Portal
Sign In

ETHIOPIA

XXXXXXXXXXXX@XXX




8. An Alert pop-up will appear as shown below. Click “Okay”
NFF A72M 0@ P97 P APAONT/pop-up AARMAP "Ok" PTAAD-T L6by'-

Alert!

Please enter the verification code sent to your
email Address

9. Again, check your email inbox and look for the new email from ERP.Info that has the
six-digit verification code. Please note the code is valid for only 2 minutes after
generation. Or else, you will have to restart the Sign-In process once again.

AL PATA AARNT AMIPY P2,99M- AT A8 ATA N ERP.Info £4AT = P9/ I768,
ne PAM AD/E P75 i

AMREF eProcurement - Verification Code Inbox x
® ERP.Info@amref.org Sun, Sep 1, 11:30AM (1 day ago)
@ tome~

Dear—Company, ,
Please enter this verification code: 649552

If you did not send this request, kindly ignore this email or contact us.
Note: This code is only valid for the next 2 minutes.
Thank You

Best Regards
Amref Health Africa

10. Type the six-digit code on the provided section and click “Verify”. Then wait for the
page to load.
P+ANAPTT NEAT 88T he hAM NIA " Verify " PTRAM-T L6k NHP 78 ANN T
£mm<:

e-Procurement Portal

Enter Verification Code




11. You will be taken to the below Page. Now you should be able to see your “Company

Name” in the top right corner of the screen.

NHP haF ML FPm- 1% LEMAEPFA: NALTM ¢ M) AL PACAPT "Company

Name" @30+ D FA AANP::

hesthsiics E-PTOCUTEMeENt = Amref Health Africa - ETHIOPIA ::

Supplier Profile

revious Next

E-Prequalification Application Instructions
Follow the below instructions to complete your profile;

« First, fill in your profile details under (Form PQ-2) and Save it.

History(if any) and then Proceed to ltem Category Menu

1. Upload category specific documents (if any)
2. Add Past experience(if any)

by clicking on New Item Category and fill in as required.

for review.

Pre-Qualification Criteria

#  Required Information.

Profile Information and Business Questionnaire

Mandatory Documents
« Registration Documents (30mks)
« Financial Positions and Terms of Trade (20mks)
« Past Experience (10Mks)

3. Supervisory Personnel
4. Directors or Partners Details and Contacts

5. Litigation History

1]

evious Next

« Under Item Category, add all your categories by clicking new category. At each category;

« Upload all the mandatory documents under Form PQ-1. Each file you upload should not exceed 15SMB

Form Type

Form PQ-2

Form PQ-1

Form PQ-3
Form PQ-4
Form PQ-5
Total Points

Welcome * . Company ] .

« Under Form PQ-3 and Form PQ-4 you MUST add atleast one supervisor(s) and a director(s) or Partner(s), and Atleast two Contact persons. Add Litigations

3. Submit your filled Item Category for approval as the last step. In case there is another Item Category you wish to apply for, Add the New item category

« After adding all your ltem categories and submitting each Category for approval, go back to My Profile Menu and select Form PQ-6 to submit your applicafions

Max Points Score

15



B. Part Two — Providing Profile Details
h&A AT - HCHC A28 PFY MhInt

Read the E-Prequalification Application Instructions carefully before you proceed;

NaeMAP Nt hANTCLA $EA° N$F TMARANF Aoy PPFY PN

1. First, fill in your details under Form PQ-2: Profile Information. The red * is to inform
you that the requested information must be provided at the section.

NAREan/ P HCHC A°/EPT7T N$& Form PQ-2: Profile Information hTA® NC
£arh AT PNPI°M-F: P L NhA) 9PART PANTF®- NADk P98, 5 ARqRAt PANTF M-
mEPF R

heatthatrica ©-PTOCUrement = Amref Health Africa - ETHIOPIA :: Welcome i~ =~ Sompany ] .

Supplier Profile

Previous Next

General Information

mpany/Firm Name Suppllier Number Company TIN
David ET Company 0123456789
Supplier Type Main Branch Location Tax Compliance No
Local hd Addis Ababa New
Applicant Surname Applicant Other Names Mature Of Business Pre-Qualified
Dee Daudi Daudi Sole Proprietor

Communication Information

Physical Address E Mal

P.O. Box Bole Katenya Dmakamag@gmall.com

ountry Region Code Phone No
Ethiopla - 4 097564867524724
Post Code CEO Name - Phone No
20855 CODE 1000-Addis Ababa v Daud
Organization & Business Information
N | Shar N
o =) 00 30 Day

=] 0.00




Once you have provided all the requested details under Form PQ-2: Profile
Information, Click on “Update Supplier Details” at the bottom of the page.

Form PQ-2: Profile Information NTA®- 6 NC dPqRA+ PMQINF@Y HCHC
a/5P+ hAMt NZA h76- NC “Update Supplier Details” PTAM-7 £ 6by F::

Payments Details

Bank Name * Bank Branch

Amhara Bank SC v INTERNATIONAL BANKING DE... ¥ 26420112

ETB

Previous  Next

. Then proceed to Form PQ-1: Mandatory Documents and upload all the documents
requested. Please note each file should not exceed 15MB in size. Or else you will not
be able to upload the file.

PN Form PQ-1: Mandatory Documents MP TAM- $6 L+ AT PTAMP<
AAMY$TT NOA Lebk/PNPIOM-: ALTETS. 424 N 15 a3.N ADNAD PANFIR::
NALT 917 4247 0Dsb, Y AL FAGD::

Registration Documents

Show 10 entries Search

# Document Mandatory
1 VAT or TOT Registration Certificate Yes

2 Valid TIN Certificate Yes

3 Renewed Business License duly registered under the Laws of Ethiopia Yes

4 Provide Statement you are Willing to supply goods or services within 30 Days Amref Health Africa Credit basis Yes

& Audited financial statements or report for year 2022 [Annual turnover] Yes

6 Audited financial statements or report for year 2023 [Annual turnover] Yes

7 Work experience with similar Organization, INGO's, Embassies, UN Agencies for period 2021 to date. Provide details of previous experience and contact Yes

# Document Mandatory

Showing 1 to 7 of 7 entries

Under Form PQ-3 and Form PQ-4 you MUST add atleast one supervisor(s) and a
director(s) or Partner(s), and atleast two Contact persons.

N$& Form PQ-3 AT & Form PQ-4 NC N.27N AT ATCALHC(PT) AT
8L4NTC(PT) DLI® AIC(PT) AT N.LTN AT +Me NPFT TWNINT AA NPT



5. Add Litigations History (if any) and then Proceed to Item Category Menu as shown
by the arrow.
PECE N+ ACAC F2n PRI (NA): NH.P NARPMA POP FR L)/ Item Category
Menu ML MAD- ' L[}

C'i"“"' I — = Amref Health Africa - ETHIOPIA  ::

Supplier Profile

6. Under Item Categories, click on “New Item Category” to add the category you want to apply.
NoP 9°&/Iltem Category NC: AN PO L 11/“New Item Category” PTRLAM-7 NP6k,
ammE L PMLANTFDT ATIR POP FRENTF PO

C'\m.m.nm e-Procurement = Amref Health Africa - ETHIOPIA ::

List Of Applied Iltem Categories

7. In the Supplier Profile Menu under Step 1: Item Details, click on the dropdown arrow
to find and select the Item Category you want to prequalify for.
NaRBan/ P PAPLN, TC4LA T ™A Step 1: Item Details NTAD- NG PPNT TRANET
Naeer,y APLAR NPT ATYARANT PARL ATFTT POP IR L) BIPL M

« €-Procurement = Amref Health Africa - ETHIOPIA

Supplier Profile




8. Then click on Save to Continue. The below pop-up will then appear.
NH.2 NAaPeMA AN$IH/ Save to Continue PTRLAM-T Leb'F: NHU NFT PAM-
PP APAONT LAPMA::

v

Saving

Saved Successfully!! Scroll to the Documents
Tab and Upload Mandatory Documents and
other details.

i.  Upload category-specific mandatory documents (if any)

POP IRL T PARARAN+ ANT8E RNADTRTT Leb (NA)
ii.  Add Past Experience (if any) under Form PQ-6.

LAPT ATRE PAM (NA)

9. Now you need to go to Form PQ-7: Sworn Statement to submit for approval your
filled Item Category as the last step under.

NAogZA 228 PP/t P+9PA PASL T2 AT98L% Form PQ-7: Sworn Statement
ML MA® 6 NALE LAN/submit for approval:

%mm.m, e-Procurement = Amref Health Africa - ETHIOPIA

Supplier Profile

We confirm and agree that;

1. The information furnished in our application for this category is accurate to the best of our knowledge

2. We attach all the required documents and information required for this category application.

M Update Details & Submit for Approval

Previous Next




10. In case you have another Item Category you wish to apply for, add the New item
category by clicking on New Item Category and fill in information as required.

ATM@ANT PML AT AA POP 922N NAT New item category PTALAM-Y NADek,T
ANEAL PU ORLBPTTY O™ o

Amref Health Africa - ETHIOPIA

List Of Applied ltem Categories

New ltem Category

Category Supplier No. Descri ption Reciept No Date Status
G/D01/2025-2026 TETHO002 G/001/2025-2026 - Supply of general stationeries 1234567600 28 Aug 2024 Approved

# Category Supplier No Description Reciept No Date

Showing 1 to 1 of 1 entries

11. After adding all the Item categories that you wish to apply for and submitting each
Category for approval as show in Step 9, go back to My Profile Menu and select Form
PQ-6: Statement and Submission.

Click on “Submit Application” to submit your applications for review.

ATRANT PARL AFF@T UATIR PO R LNTF NIPA AT ALT8T8.T 9L ATHZ LD
NLZE 9AL AT1L+IABM NAN NBA My Profile Menu 2T AM- T3+ NARADAN Form
PQ-6: Statement and Submission PTLADY 0 LI°/ M-

@aa@ANF P AI9R799 AGRPAN “Submit Application” PTAAD-7 L6k 1

C\:ﬂm"m e-Procurement = Amref Health Africa - ETHIOPIA

Supplier Profile

Previous

Having studied the pre-qualification information for the above project we/l hereby state:

1. The information fumished in our application is accurate to the best of our knowledge
2. We attach all the required documents and information required for the pre-qualification evaluation

3. That in case of being pre-qualified we acknowledge that this grants us the right to participate in due time in the submission of a tender or

quotation on the basis of provisions in the tender or quotation documents to follow.

4. | have no conflict of interest to declare.

Previous




12. The below pop-up will appear to show that you have successfully submitted your
application for review.

aaANFPTT N+ANN U1 A92799 ATE8NINT AT9AMS NHU NFT ATBAM- ALYT
PP apAONT LaPMA:

v

Submitting

Your application has been sent successfully.

13. To confirm the status of your application, click on Item Categories and here you should
be able to see all the categories you have applied for and their status.
PAAANFPY Ui ATIZITM T POP PP NTFT/ Item Categories NAPew, T AT
PARANEFD-Y FPLNTF AT PRLMANTT £28 90t £FAN:

L\"“"" atica €-Procurement = Amref Health Africa - ETHIOPIA
List Of Applied Iltem Categories

New Item Category o

Show 10 v enlries Search:

# Category Supplier No. Description Reciept No. Date Status
@ ! G/00120252026  TETHOO002 G/D01/2025-2026 - Supply of general staticneries 1234567890 28 Aug 2024  Approved
@ 2 C0v0252026  TETHOOO2 G/003/2025-2026 - Supply of electronic appliances [tv, radios, fridges, dispensers Etc.| 31Aug 2024 Pending

# Category Supplier No. Description Reciept No. Date Status

Showing 1 to 2 of 2 entries -

Please note that if you still encounter challenges with registration or
category application, please send a screenshot of the error to:
eprequalification.ethiopia@amref.org

ANAP NIPHIND- 1L2F MEIP POP FRLA NTRLLATINNT ™PF FoIC
ALIMICPT F914% P PAL 9PNA/screenshot NAL N+MPAD AL ¢-A
LAN::


mailto:eprequalification.ethiopia@amref.org

