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• Open the eTender Portal 
website on this link >> 
https://etender.amref.org/

• Click on “Register as a 
New Vendor” at the 
bottom of the page. 

https://etender.amref.org/
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• On the new page, 
enter your business 
registration details

• For Amref Business 
Unit, select the 
“UGANDA”

• Make sure to use a 
business email and not 
a personal email so 
that it can be shared 
within your 
organization.

• After you click 
“Register” you will 
receive a Confirmation 
link on your email. Click 
on that to verify your 
account.
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• Note: The Password 
you set must meet the 
following criteria:

• Have at least 1 Capital 
Letter

• Have at least 1 
Lowercase/Small Letter

• Have at least 1 number 
(e.g. 0, 1, 5, 9)

• Have at least 1 special 
character (e.g. @, /, %)

• Be at least 8 Characters 
long
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• After successful 
confirmation, go back to 
https://etender.amref.org/

• Select the business unit you 
registered to and input your 
email and password.

• Click “Sign in”

• NB: If you wish to register to 
another business unit you 
can send a request to the 
Amref  procurement team. 

• In case you have forgotten 
your password, you can click 
on “Forgot your password?”

• You will receive a link on 
email to reset your 
password 

https://etender.amref.org/
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• After Login, you will receive a 
verification code on email.

• You will need to use the code 
within the next 2 minutes. 

• Click Verify code once the code 
has been input

• After Successful login for your 
first time, you will need to 
indicate your organization 
details and submit your 
application for review by our 
team. See the next pages.

• Tip: If you are unable to login to 
the system with Error 400, use 
Chrome web browser and open 
an Incognito Window.
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• Once you have 
logged in, you will 
see your profile 
section. 

• Before being fully 
activated, you will 
need to fill in the 
details on the “My 
Profile” Section.

• You will also need to 
select the categories 
you are applying for

• There are 8 Sections 
to fill.

Note: Ensure to read the “Application Instructions” carefully before starting. Also note the “Pre-Qualification Criteria” at the 
bottom of the page
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• For Section 2, 
indicate your General 
Company 
information, 
Communication Info, 
and Business info

• For “Company PIN” 
insert your 10 digit 
TIN (Tax Identification 
Number)

• Note: If you do not 
see your Bank or 
branch, contact the 
procurement team to 
add it.

• Fill in all details and 
click on “Update 
Supplier Details” 
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• If you are using a 
foreign Bank, Select 
“Foreign Bank” 
under the options 
and indicate the 
bank account 
number, Payment 
routing No. and 
Giro Number.
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• For Section 3, 
Upload all 
documents on this 
section.

• Each business unit 
has its own 
requirements for 
document 
attachment, make 
sure to review the 
requirements

• Each document 
should be a 
maximum of 15 Mb.

• You can click on 
“View Document” 
to review what you 
have uploaded 
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• For Section 4, indicate 
all the Supervisory 
Personnel

• Click “Add 
Supervisory 
Personnel”

• On the window that 
appears, indicate the 
supervisor name and 
attach their CV. Once 
done, Click “Save”. 

• Once all names are 
indicated, click “Next” 
to move to the next 
section.  
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• For Section 5, indicate 
all directors an/or 
shareholders in the 
organization

• Click “Add Director 
Details”

• You can also click “Add 
Contact Person 
Details” to add details 
for contact persons to 
Amref from your 
organization. Contact 
Persons do not have to 
be directors
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• When you click “Add 
Director Details” the 
following window 
appears

• Fill in all information 
for your Directors as 
accurately as possible 
and click “Save 
Details” once 
completed.

• Once all names are 
indicated, click “Next” 
to move to the next 
section. 
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• For Section 6, 
indicate your 
organization's 
history with 
Litigation/ in the 
courts

• Note that this 
section is NOT 
mandatory

• You can also click 
“Add Litigation 
History” 

• Click “Save Details” 
after all the relevant 
information.

• You can add 
historical and 
current litigation.
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• Before you submit 
your Application, go to 
“Item Categories” 
Menu List

• You will see any 
categories you have 
started working on in 
this list

• Click “New Item 
Category” to apply for 
a certain category as 
per the tender 
document
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• Follow the instructions 
on the tender 
document for payment

• To get your Supplier 
Registration Number 
use the “Supplier No.” 
that appears on this 
page. 

• When depositing in the 
bank, use the Category 
number or the Supplier 
Number as a 
description

• Make sure to attach the 
Payment Slip or Receipt 
on the category

• Enter the Transaction reference or Receipt
number in this field from the bank deposit 
then click “Save to Continue”

• You can search for the 
category on this field

• Once complete, Click 
“Save and Continue”
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• After saving, you will 
be required to upload 
the payment receipt 
from the bank to 
show you paid for the 
category.

• Note: As per the 
tender document, you 
need to pay 100,000 
UGX per Category.

• So if you are applying 
for 3 categories, you 
need to deposit 
100,000 Ugx 3 times.  
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• Click on “Next” or on 
Form PQ-6 to fill in 
past experience for 
that category.

• Click on “Add Past 
Experience” to add a 
new record of 
experience relevant to 
the category you are 
applying.

• On the New Window 
that appears, add all 
the relevant details and 
attach a PDF document 
for evidence if any, e.g. 
LPO or completion 
certificate

• Note: the PDF 
attachment is not 
mandatory

• Once complete, click 
“Save Details”.
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• Click on “Next” or on 
Step 3 to move to the 
next section

• Carefully read the 
declaration statement 
and if all is correct, 
click “Submit for 
Approval” to submit 
your category for 
approval. 

• Repeat this process 
for all the categories 
you wish to apply for.

• Proceed to the profile 
for Final submission of 
your application

• Once submitted, the 
item category list will 
show the status 
“Pending”. 
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• If you wish to cancel 
your submission for a 
category, you can edit 
the Item category, go 
to Step 3 and click 
“Cancel Submit”.

• This will allow you to 
add more Past 
experience details

• You can Cancel before 
the pre-qualification 
deadline 

• But ensure to Re-
submit before the 
deadline
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• After adding all your 
categories, go  to “My 
Profile” and go to 
section 7

• For Section 7,  carefully 
read the Declaration 
Statement.

• If you need more time, 
you can go back to any 
section and update the 
details and verify they 
are correct. 

• If all details are correct, 
click “Submit for 
Approval” and your 
account will be 
reviewed by the Amref 
team

• Please wait for official 
communication on the 
status of your 
application. • Note: You can only submit your profile after you have fully completed all sections and 

submitted all the categories applied for.



Profile Section 7 – FORM PQ-8 Statement

23

• After successful 
submission you will 
receive an email of 
from the Amref 
system confirming 
your pre-qualification 
application.

• Under Section 2, the 
Status will change to 
“Open”

• If you wish to cancel 
your submission to 
make edits, you can 
do so under Section 7, 
and click the “Cancel 
Submit” button.

• Note: Cancellation 
should be done before 
the pre-qualification 
deadline.


