
 

  

 

Supplier Registration 

 
 

 

 

2024-2023  



University of Khorfakkan 

 

1 
 

1. Supplier Registration 

1.1. Access the UKF website (www.ukf.ac.ae), then navigate to E-

Service and choose Supplier Registration. 

 

1.1. Click on “Register Now”. 

 

1.2. Enter valid email address and click Send Access Code. 

http://www.ukf.ac.ae/
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1.3. You will receive an email with the required Access Code. 
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1.4. You will be automatically navigated to supplier registration page to 

fill-in the details.  

1.5. Enter required Company Details. 

1.5.1. Select Country From drop down list and then enter Tax 

Registration Number.  

1.5.2. Taxpayer ID can be leave as blank (Optional). 

1.5.3. DUNS Number can be leave as blank (Optional). 

1.5.4. Select the Organization Type from Drop list. 

1.5.5. Select the Supplier Type from the drop list as “Supplier”. 

1.5.6. Enter any Notes if necessary (Optional). 
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1.5.7. Attach the below documents to complete the process: 

• Trade License. 

• Bank Letter. 

• Company profile. 

• Other authorized documents. 

• Supplier Registration payment Proof. 

• Tender Registration Fee payment Proof (If Applicable). 

• Terms and Conditions signed copy. 

• Bank Details. 

 

 

1.5.8. Click “Save” or/ and “Continue” to move to the next step. 

1.6. Enter required Contact Details. 

1.6.1. User must enter the details in each field one by one in a 

Sequence manner.  
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*Note: Supplier Must provide At least One Management Person 

Contact details like CEO/CFO/Owner., etc and provide One 

Administrative Person Contact like Sales manager, Sales 

Representative, Account Manager, etc., Below steps will guide the 

user to add contact details. 

 

1.6.2. Enter Supplier User First Name and Last Name (Management 

Person Contact) 

 

1.6.3. Email would be automatically populated which supplier used in 

the previous step for the registration and do not change the 

email. 

 

 

1.6.4. Supplier must enter Mobile Number and Land Phone Number 

for future communication. Without proper contact numbers, 

registration might be declined. 

 

1.6.5. Supplier Must Enter Job Title of the person who is registering 

the supplier with UKF. It is Mandatory. 

 

 

1.6.6. Fax Details can be leave as blank. If the details available supplier 

can enter fax details. 

 

1.6.7. Is this an administrative contact? Select Yes, if this contact is 

the ‘administrative contact’ where the general communication 

will be shared via email. 
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1.6.8. Does this contact need a user account? Select 'Yes', if the 

contact needs the supplier portal access, so the system will 

automatically send the login credentials to the mentioned email 

upon completing the registration. In the future using this email 

contact, user can login and do the transactions on the supplier 

portal. 

 

 

1.6.9. Under the selection ‘What user roles does this contact need?'- 

Supplier Must not select/unselect the roles. Supplier must Leave 

the roles as it is without any changes. If any changes made this 

will affect the supplier portal access. 

 

1.6.10. If one or more contact details needs to be added, click on the 

"Add Another" contact button to add the Administrative 

Contact Person details (As mentioned in the above) 
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1.6.11. Then, click “Save” or/and “continue” to move forward. 

1.7. Enter the required Address details. 

1.7.1. Enter the Address Name. i.e., Office Usage Address Like 

Corporate, Head office, Sales Office, Warehouse, Main Office etc. 

1.7.2. Then Select all the options under ‘What’s this Address used for?’ 

1.7.3. Then enter Country and all Address Details with Postal code 

(Mandatory). 
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1.7.4. Then Email, Fax and Phone details can leave as blank. 

 

 

1.7.5. Under ‘Which Contacts are associated with this Address?’, 

supplier must select one contact from the Contacts which 

created in the previous step. 

1.7.6. If one or more address needs to be added, click on the "Add 

Another Address” button to add the details. 

 

1.7.7. Then, click “Save” or/and c "Continue" to move forward.  
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1.8. Enter the Required Business Classification Details.  

1.8.1. Click on the Drop List and choose the Business Classification 

from the list.  

 

 

1.8.2. Supplier must enter the Certification Agency, Certification 

Number, Certification Start Date and End Date. (Mandatory). 

1.8.3. Then Click on “Save” or/and click on "Continue" button to move 

forward. 
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1.9. Enter the Required Bank Accounts Details. 

1.9.1. Choose the Country from the list of values. 

1.9.2. Select the Bank from drop down list then select the Bank Branch 

as the corresponding emirate where the bank account is 

maintained. 

1.9.3. IBAN must be entered correctly, otherwise system would not 

allow the supplier to submit the registration. And then enter the 

Account Number. 

1.9.4. Then Click on “Save” or/and click on "Continue" button to move 

forward. 

 

 

 

1.10. Enter the Required Products and Services category details.  

1.10.1. Click on the Expand Icon  

1.10.2. Then Select the appropriate Categories for which the 

supplier is going to do business.  
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1.11. Then Click on "Submit" button to initiate review and approval. 

1.12. Supplier will get the confirmation message with registration 

request number. 

 
 

1.13. You will receive your request status through the email after taking 

the necessary procedures. 

 

1.14.  Your request status could be: Approved, Rejected, or Required 

more Information. 
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1.15.  For Approved request, you will receive an email with registered user 

details along with ERP access Link. 
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------------------------------------------------------------------------------------ 

 

 

 

Thank You 

 

 

 


