
VENDOR REGISTRATION AND 
BIDDING PROCESS

Step by Step process of 
registering and bidding as 
an AGRA Supplier
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Supplier Registration

If you are a new supplier and 
interested in becoming a 
registered vendor, please click 
to Register to AGRA e-
procurement system.

If you are already registered in the 
AGRA e-procurement system and 
remember your password, click HERE to 
login to your supplier page.

Have you had a contract with AGRA 
since 2020 to date? If yes, please reach 
out to us via procurement@agra.org to 
reset your login details.

If you are already registered in the 
AGRA e-procurement system but do 
not remember your password, do not 
register again but reach out via email 
to: procurement@agra.org to reset 
your password.
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This Photo by Unknown Author is licensed under CC BY-SA

https://ekjd.fa.em2.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000001758868&_afrLoop=34363139360577112&_afrWindowMode=0&_afrWindowId=null&_adf.ctrlstate=18k4ngf6e4_288&_afrFS=16&_afrMT=screen&_afrMFW=2400&_afrMFH=1193&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=76&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://ekjd.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DLFpSu9%2FBuRMZkYKRFLn44%2FuBVeHZejP%2FHAA7cp4T5OLTMcgxSNZnTlXnTIjUgO1EbbZGaLOVOARlzt1v2hM96yh6uj3XpqO5JjV45QWRgAaSltF1m6ovK6enJdw7HCO9mT4R8P%2BGQOMYh%2Buah4dKLB3uARGw3dMoHiqdbns9SeU0VMbivUmWC%2BQYHXyGK3vxxL53gJzZKKEXjveyMnURRyLKqHPxIenQ8wOKvdmnfoRohfDlzb96FrtmjiDPX%2BHMthvz%2F%2FGmb4MEQZC4Uw1Z31LPEVeD%2BriPPdvRm10ldXi2iBQfQMzlyToDTEPdFONRzNLKDyRdxaqIPB5f1nf%2Fv0x6Mb7DKQvbBsM8Km5xUibE4ePtJnAaabdUiPQy2DvtVYGVVHEwpDf6hLR39NPfv0COCRJ0ROHaB0wNPAJOgnRirkmivM9a5EF8kurOFgDoAuizD3Tl7P3T%2F5Jb2a1lP3vGZNr34nDgjTKYndnBNZICBF6JpYBk4kF8RFK4xeAtW89f7Ar5zoreXdLsNpYxaJ%2FhOPE4IC0gkHqWjgtMvW6g4n6PAj3L6xgkcf1j00w7LkvbXc8Q%2Fdy2TGmSsJ1GATOYL5UF%2BCAFgp%2Ba1Si3v0k0Mb48L0ORui4ad98F8sfg%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D1d6dee3583b52558ef7440c88cc5e90b2f0a0112&ECID-Context=1.00626O5dRFfEkJY_tpS4yX0005Uz00058g%3BkXjE
mailto:procurement@agra.org
mailto:procurement@agra.org
https://www.picpedia.org/chalkboard/s/supplier-base.html
https://creativecommons.org/licenses/by-sa/3.0/
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Fill in the Supplier Details

Fill in the details in the relevant tabs provided:
a) Must correspond to the name registered in the 

registration office of the supplier’s country.
b) Only Latin characters are allowed for the 

Company name.
c) Special characters are not allowed in the 

Company name.
d) Tax organization type – please select from the 

list provided in the dropdown menu.
e) Supplier Type: select from the dropdown menu.
f) Include the corporate website, if applicable or 

available.
g) Add any attachment which is relevant such as 

certificate of incorporation, licensing or trading 
certificate.

Fill in all the details marked with an Asterix (*) 
which are mandatory

• If you create another profile for the name already 
registered, the system will allow for saving, however, 
you will not receive the registration emails

• In case you have already created a user profile and 
experienced issues with the registration, please reach 
out to us via procurement@agra.org 
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Section 2 of the Supplier 
information

Enter a value as applicable:

• D-U-N-S Number:  It should contain 
9 or 12 digits.

• Taxpayer ID

• Tax  Registration Number

Things to Note

• In case there is no D-U-N-S 
No. or Taxpayer ID or Tax 
Registration No., insert a 
unique identifier to your 
company/ individual such as 
national ID

• The Taxpayer ID and the Tax 
Registration Number  are 
greyed out by default. Please 
select the Tax Country first 
and the other fields shall 
open for completion.

Fill in the Supplier Details cont...4
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The AGRA e-procurement system times out after a 
certain time of inactivity and any unsaved changes 
shall be lost. 
Save the data entered at any time prior to 
completion of the registration by clicking “save for 
later”.
The AGRA e-procurement system shall send an e-
mail to the address provided at step 1 of the 
registration, containing a link that you should click to 
continue the registration.

1 2

Enter the contact details being (first, last
 name and email address). 

Additional contacts may be included, but it is
 important to keep one point of contact.

Proceed to the next step, please click “Next” or
 “addresses”.

Supplier Profile Details
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Enter Company Address

• Click “Create” to 
enter the supplier 
address.

• Enter the address of 
the company or the 
supplier.

• Include the city and 
postal code

Things to Note

• Ensure that you pay special 
attention to the selected 
country.

• Ensure that you select the 
country of address and if not 
appearing by default, please 
change it by clicking on 
“Search” in the country 
dropdown menu.

• Search and select the 
correct country 

Supplier Address6

Fill in all the details marked with an Asterix (*) which are mandatory
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Supplier Profile Details

Fill in the details in the relevant tabs provided:

a) Check all the boxes indicated “Address Purpose”.

b) Once you have completed the required 
information, click “Ok”

c) Click “Next” or “Business Classifications”.

Fill in all the details marked with an Asterix (*) 
which are mandatory

The “Address Purpose” must all be 
ticked as “Ordering”, “Remit to” and “RFQ 
or Bidding”
Ensure you add your contact 
information Email address and Phone 

7
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Supplier Bank Details

a)Click the (+) create to add a bank details.
b)Enter the bank account details according to 

the requirements, filling in the tabs indicated.
c)Select Country, Bank, Branch and Currency 

from the dropdown menu.
d)Add Bank Account Number .
e)Add the additional information if applicable 

being: IBAN
f) Click “Ok” to save the Bank details 
g)Click “Products and Services” tab or “Next”

8
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Products and Services

a)Click the “Select and Add” button.
b)You can select a whole category by checking the 

box for the category that you wish to add.
c)You can expand each Products/ Services 

category and see all the sub-category by clicking 
the “Expand” button.

d)Select a more specific sub-category that best 
describes the Products/ Services that your 
company offers by checking the appropriate box.

e)You can select multiple categories or 
subcategories. Then click “ok”.

f) To remove a selected category/sub-category 
from the list, select it in the list and click the (X) 
button.

9
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Review

a)Click the “Review Section”. This is to check 
that all the information required have 
been submitted.

b)Once done click the finish To finish the 
registration, click the "Register" button. A 
confirmation message will pop-up on your 
screen confirming that the registration was 
submitted.
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Tenders are advertised in 
our website and can be 
accessed using the link 
https://agra.org/opportuniti
es/consultancies/  

To participate for tenders 
through AGRA Oracle 
System, Log In using your 
user ID and password.

• If you are already registered, 
do not register again.

• If you have forgotten your 
password, click “forgot 
password” option and a new 
password will be sent to you. 

• If you don’t receive a new 
password, please write to 
procurement@agra.org for 
assistance

Log in to Oracle Cloud System1

https://agra.org/opportunities/consultancies/
https://agra.org/opportunities/consultancies/
https://ekjd.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DLFpSu9%2FBuRMZkYKRFLn44%2FuBVeHZejP%2FHAA7cp4T5OLTMcgxSNZnTlXnTIjUgO1EbbZGaLOVOARlzt1v2hM96yh6uj3XpqO5JjV45QWRgAaSltF1m6ovK6enJdw7HCO9mT4R8P%2BGQOMYh%2Buah4dKLB3uARGw3dMoHiqdbns9SeU0VMbivUmWC%2BQYHXyGK3vxxL53gJzZKKEXjveyMnURRyLKqHPxIenQ8wOKvdmnfoRohfDlzb96FrtmjiDPX%2BHMthvz%2F%2FGmb4MEQZC4Uw1Z31LPEVeD%2BriPPdvRm10ldXi2iBQfQMzlyToDTEPdFONRzNLKDyRdxaqIPB5f1nf%2Fv0x6Mb7DKQvbBsM8Km5xUibE4ePtJnAaabdUiPQy2DvtVYGVVHEwpDf6hLR39NPfv0COCRJ0ROHaB0wNPAJOgnRirkmivM9a5EF8kurOFgDoAuizD3Tl7P3T%2F5Jb2a1lP3vGZNr34nDgjTKYndnBNZICBF6JpYBk4kF8RFK4xeAtW89f7Ar5zoreXdLsNpYxaJ%2FhOPE4IC0gkHqWjgtMvW6g4n6PAj3L6xgkcf1j00w7LkvbXc8Q%2Fdy2TGmSsJ1GATOYL5UF%2BCAFgp%2Ba1Si3v0k0Mb48L0ORui4ad98F8sfg%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D1d6dee3583b52558ef7440c88cc5e90b2f0a0112&ECID-Context=1.00626O5dRFfEkJY_tpS4yX0005Uz00058g%3BkXjE
mailto:procurement@agra.org
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Once you are logged into your 
Supplier profile account, click 
on "Supplier Portal".

• Then, click the "View Active Negotiations" link.
• Negotiation is a term used for a tender in the 

Oracle Cloud system

Search for Negotiations2
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Search for Negotiations

a)Click on “Invitation received” and select “No”. then click 
search to view all available advertised negotiations. 

b)For a specific tender, under “negotiations”, enter the 
negotiation number referenced in the RFP. Click on 
“invitation received” and select “No”, then click the “search” 
button. 

3

Only apply for 
consultancies. 
Not applicable 
for RFQs



17

To view attachments of the 
negotiation, select “Actions”, “View”, 
and go to “View Attachments”.

• Each negotiation in the system has multiple 
sections. To view each section, click on the 
corresponding link in the “Table of Contents”.

• To respond to the RFP, Click. “Create Response”.

Search for Negotiations- 
View/Download and Create Response

4
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Create Response

To submit a response to a 
negotiation, please click on 
"Create Response" button. 

5

Enter the Negotiation “Reference Number” 
provided in the advertisement/RFP, 
“Response Validity” period and then, click 
the button "Save" and the draft bid 
response will be created/saved. You can 
continue working on the draft response at 
any moment during the solicitation period
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Go back to the dropdown menu and 
click on "Evaluation Criteria" as 
highlighted in yellow. Then, attach 
documents on requirements on 
Academic Qualifications, Experience 
in Similar assignments and 
proposed approach and 
methodology. Save and click next to 
go to lines. 
”.

At the far right, you will see a drop-down 
menu where you can select and click 
“Mandatory Documents". Select and attach 
the mandatory documents requested 
including Academic Certificates, Company 
Registration Certificates, Tax Compliance 
Certificates e.t.c. 

Create Response to a Negotiation6
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Under  “Lines" on the response price in USD 
insert your total applicable fees inclusive of all 
reimbursements and taxes and click save. 

After Saving click the edit pen 
highlighted in the screenshot above

Creating a Response to a Negotiation- 
Financial Requirements

7
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Attach the detailed non-protected Financial proposal 
and click “Save and Close”

Creating a Response to a Negotiation- Financial Requirements8

Financial proposal, do 
not need to be 
password protected 
since its open once 
technical evaluation 
has been completed
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Click Save & Close to submit your 
bid later.

Click “Actions” to view the RFQ/RFP, 
to validate your response or to 
view your response in pdf format 

You can ask questions or send us 
messages by clicking on the 
“Messages” tab.

Click Submit to finalize and submit 
your response

Review of Negotiation and Submit8
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THANK YOU
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