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Overview 

The aim of this Tutorial is to learn the Manage Users on supplier portal. This functionality allows us to display 

Existing Contact Person, you can Add New Contact Person / New User, Block / Unblock Exiting Contact Person, 

Resetting Existing User Password And Add And Remove Role For User. 
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1.1 Service features  

1. Dewa Website Navigation 

2. Display Existing Contact Person and Customer Contact Person 

3. Adding New Contact Person 

4. Add / Remove Role for User 

5. Adding New User ID to existing Contact Person 

6. Block / Unblock existing Contact Person 

7. Reset Existing User Password 

 

1.2 How to request  

 

1.2.1 DEWA Website Navigation And Supplier Login 

 

User can use https://www.dewa.gov.ae/en/supplier to access the DEWA WEBSITE. You can Bookmark this 

page for future use. 

 
 

 

https://secure-web.cisco.com/1rOk5Smf5k1RR5NOoH6_0qcxytzzdsrDfCQ-1E7Tpm_dVmlYXC2PC8FyvfcIbuyROkC2ZdxFW8O9QhnALTMiSfc_OlTapkqXkFvmg08HZR8W8-Dgj5RMmyiV0o_exxa7yQqxm6mdKu2kdXVh6CbZQcmofX-QiiOENAC1ydBTikEh8lJlW2IqQuVpBsOpEVJHBMNpr3wpzxMqv7kugSyh39qeFjmhS8_uvg8e5kJqBawcnnWX6jKTZuTgyIt81kMkXQDxkyRUi5NrR-Fq5VNozzPUHaH0zoklzKEPy98BrR2nuUlC7Fm-1nnwhRHVQ9bsoXOrWSzU5LbrHH-799rjeEj0p--mYQPy53OkidTFIIBO2ppCtAM5uqBE9KzTyJh6BwmrRSCXuQpyb0BCN4YBtLwtHYDNEZwkya-BjPB7sdpuFvc2wGag6FP0kerhjfwVK0MMgW3ML1dQyGRzxv_eTdkBfMF0uPP3xmsRdVfEpQyRAiOfrMs2G0e89ofB7IeNqYrLWiEb0zCu0EexxSPj5BQ/https%3A%2F%2Fwww.dewa.gov.ae%2Fen%2Fsupplier
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User Action: Scroll down and click on Supplier to access the supplier portal. 

 

 
 

User Action: Scroll down and Click on Register New Vendor Service to register new vendor 
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User Action: Enter your user Log in Details and click on Login 

 

1.2.2 Display Existing Contact Person and Customer Contact Person 

 

On clicking Manager Users tab you will find existing contact person and customer as per below screenshot. 

 

 
 

User Action:  You can click on the Manage Users tab.   
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User Action: Click on existing Contact Person button to check existing users. 

 

 
 

User Action: User can check Existing Users now 
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1.2.3 Adding New Contact Person 

 

After Log in to vendor, on clicking Manager User tab you will find existing contact person and customer. 

 

 
User Action:  You can click on Manage Users tab.  

  

  1.2.3.1 Add Contact Person With Emirates ID 

 

 
 

User Action:  You can click on Add New Contact Person button to add new Contact Person.   
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User Action:  Enter Emirates ID and Expiry Date for Contact Person and click on Search button to fetch 

Contact Person data.  

 

 
 

User Action: Add Contact Person Contact email address and Mobile Number. 

User Action: Select User Role for Contact Person from user role list.  
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User Action: You can select single or multiple role for Contact Person. For example, Site Consultant.  

Note -  GIS roll allow access to submit as is build drawing on supplier portal.  

 

 

 
 

User Action: Select Designation for Contact Person from the list. For example, General Manager is Selected. 

User Action:   Verify entered details and click on Submit button to add new Contact Person     
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User Action: Click on Add Contact Person button and you will get successful addition message.  

 

 

 
 

User Action: You will get successful addition message. Click on ok to confirm. Contact person will receive an 

email to set the password. 
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User Action: Click on newly added contact person to check the created user id. 

 

 
 

User Action: You can see that check user id 224476_44 is created with Site Consultant role 

 

 

   1.2.3.2 Add Contact Person Using Passport Details  

 

 

 
 

User Action:  Click on Add New Contact Person 
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User Action:  Select Radio Button “No” to add Passport Details. Enter Passport Number and Select Passport 

Issue Date & Passport Expiry Date. 

 

 

 
 

User Action: Enter First Name and Last Name of Contact Person and pass Email address of Contact Person. 

User Action: Enter Mobile Number of Contact Person. 
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User Action: Select User Role from User list. For example, selected multiple roles like Bidder, Procurement. 

Note -  GIS roll allow access to submit as is build drawing on supplier portal.  

 

 

 
 

User Action: Select Designation for Contact Person from designation list. For example, Head of Personnel.  

User Action:  Click on Upload Your Files button to upload passport proof & Click on Submit button to add 

Contact Person. 
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User Action: Click on Add Contact Person button and you will get successful addition message.  

 

 
 

User Action: You will get successful addition message. Click on ok to confirm. 
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User Action: Click on newly added contact person to check the created user id. 

 

 
 

User Action: You can check user id 224476_45 is created with Procurement and Bidder Role. 

 

 1.2.3.3 Edit Contact Person 

 

 
 

 User Action:  Click on    button to edit / block user.     

 

Information: You can only edit few fields as below:  

• Display Fields: 

a. Radio Button selection for Emirate ID 

b. First Name and Last Name 

• Editable fields  

a. Email 

b. Mobile Number 
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c. Designation 

 
User Action:   You can update email ID, Mobile Number, Designation as updated in above screenshot and 

click on Update button 

 

 

 
 

User Action:  You will get success message as above. Click on OK button. 
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1.2.4 Add / Modify Role For User 

 

After Log in to vendor, on clicking Manager User tab you will find existing contact person and customer. 

 

 
User Action:  You can click on Manage Users tab.    

 

 

1.2.4.1 Add New Role For User 

 

 

 
 

User Action: Click on Contact person to display list of user and their assigned roles. 

 



   

©2021 DUBAI ELECTRICITY AND WATER AUTHORITY.  PAGE 17 OF 38 

 
 

User Action: Click on edit option to add new role for user. 

 

 
User Action: Click on user role button to add new role. 

 

 
 

User Action:  Select New role for user (you can select one or multiple role for a user). For example, SITE 

CONSULTANT is selected. 
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User Action: Click on update button to add new role.  

 

   
User Action: Click on OK button. 

 

 

            
 

User Action: You can check that user has added with new role as per above screenshot. 
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1.2.4.2 Remove Role For User 

 

 
User Action: Click on Contact person to display list of user and their assigned roles. 

 

 
User Action: Click on edit button to remove the user existing role. 
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User Action: Click on X button of role to remove it. 

User Action: Click on Update button to remove existing role. You will receive success message. 

 

 
User Action: Click on OK button. 

 

 
User Action: You can check that user has added with new role as per above screenshot. 
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1.2.5 Adding New User ID To Existing Contact Person 

 

After log in to vendor, on clicking Manager User tab you will find existing contact person and customer. 

 
User Action:  You can click on Manage Users tab.   

 

 
 

User Action:  You can click on Add User to add new user   
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User Action:  Click on Add User button.   

 

 
 

User Action:    To confirm you will get successful message. Click ok. 

 

 
 

User Action: Click on contact person to check the newly added user. 

User Action:  You can check user id 224476_46 is created with Bidder role. 
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1.2.6 Block / Unblock Existing Contact Person 

 

After log in to vendor, on clicking Manager User tab you will find existing contact person and customer. Block 

/ Unblock process can be done by Admin only. 

 

 
User Action:  You can click on Manage Users tab.   

 

1.2.6.1 Block / Unblock All User 

 

 
 

User Action:  Click on   button to edit / block user    
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User Action: You can click on Block All Users to block all users   

 

 
 

User Action: Click on Block button to confirm.  

 

 
 

User Action:   You will get a message as above click ok.   
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User Action: Click on expand node to check the block status of blocked user ids. 

 

 
 

User Action:  click on  button to edit / block user.   

 

 
 

User Action:  Click on Unblock All Users to unblock all users.   
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User Action:  Click Unblock button to confirm. 

 

 
User Action: You will get a message of success. Click on Ok button 

 

1.2.6.2 Block / Unblock Single User 

 

 
User Action: Click on    button to block single user. Ex. 224476_46   
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User Action: Click on Block User button to block user.  

 

 
 

User Action: Click on Block button to confirm                   

 

 
 

User Action: You will get success message of block user. Click on OK button.  
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User Action: Click on expand node to check the block status of blocked user ids. 

 

 
 

User Action:  Click on  button to unblock user.   

 

 
 

User Action: Click on Unblock User 
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User Action:  Click on Unblock button to confirm.   

 

 
 

User Action:   You will get above success message, click on OK 
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1.2.7 Reset Existing User Password 

 

After log in to Vendor, on clicking Manager User tab you will find existing contact person and 

customer. 

 

 
 

User Action:  You can click on Manage Users tab.   

 

 
 

User Action: Click on contact person to check the block status of blocked user id as below. 
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User Action: You can click on    button to reset password     

 

 

 
User Action: Click on Reset Password button.    

 
User Action: Click on Reset Password to confirm for resetting the password.    
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User Action: Click on OK button. User will receive the Password Reset mail.  

 

 
User Action: Click on Password rest link.  
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User Action:  You can enter OTP received on email and Mobile. 
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User Action: Click on OK button.  

 

 
User Action: Enter New password and click on Submit button. 
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User Action: Click on OK button. 

 

 

 
User Action:  Enter Username and Password for user and click on Login Button.  
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