AIR MAURITIUS SUPPLIER REGISTRATION PORTAL

USER GUIDE

Thank you for your interest to register on the Air Mauritius Supplier Registration
Portal. This User Guide shall guide you through the registration process.

Page 1 of 10



TABLE OF CONTENTS

Step 1: Membership Request......ccovviiiiiiiiiiiiiiii e, 3
Step 2: Signing in to the Supplier Registration Portal..................... 4
Step 3: Choosing Credentials........coeiiiiiiiiiiiiiiiiiiiiiiciieeeee 4
Step 4: Signing IN...ooueeiii i 5
Step S5: Registration Process......cooiuiiiiiiiiiiiiiiiiice S
Step 6: Beginning the Registration Process .........cccooevviiiiiiiiiiinnn.. §)
Step 7: Uploading of Documents..........coeviiiiiiiiiniiiiiniiinieeneen, 7
Step 8: Saving Registration.......cooeviiiiiiiiiii e 8
Step 9: Registration Successful..........coooiiiiiiiii 8
OTHER GUIDELINES. ..ottt 9

Page 2 of 10



Step 1: Membership Request

K@Y TOYES - AN MEUNUUS SUPPL. A T

€ B @ sharepoint aimmaunitivs. muE085/ stes/ supplier/Pages/ defautt asg || Q sean &8 +

Q

§ Most Visited | Getting Started | Free Hotmail || Suggested Sites | Web Slice Gallery

fyrouow T

Home

Membership Request

User Name:
First Name:
Last Name:

Email:

Picture: Type the characters in the picture below.

Welcome to Air Mauritius Supplier Registration Portal

Air Mauritius he:
on its supplier d:

nvites existing and prospective suppliers of goods and services to apply for registration
via the new Air Mauritius Supplier Registration Portal System.
i " e > e The picture contains 6 characters.

A user guide is herewith attached to assist in the registration process. Please click on the link below: Characiars:
Air Mauritius Supplier Registration Portal User Guide
Can't see the word?
Disdlaimer:
Create User Cancel
1 auritius shall have no contractual obligation towards any registered applicant
2. Registration of a supplier does not guarantee that an applicant will be contacted by Air Mauritius for its
se:
3 ing as a potential supplier does not pre-qualify an Applicant to become a supplier of Air Password Recovery

Please enter the required details on the right side of the home page as indicated above
to proceed with the registration. Please note that only one email address can be used
at a time. Creation of multiple accounts using the same email address is not
authorised. Please also note that the CAPTCHA is case sensitive.

The following will appear on your screen once the Membership Request has been
successfully completed.

File Edit View Favorites Tools Help

e 3IR MAURITIUS Signin 2

Y Fouow O

"
Search this site ) \

Air Mauritius Supplier Registration Portal o

Home

Membership Request

Your Membership Request has been successfully received. An
approval email has been sent to you with the Username and
Password details for you to sign in.

Continue ‘

Password Recovery

Forgot Your Password?

Enter your User Name or Email Address to receive your password

Welcome to Air Mauritius Supplier Registration Portal

Air Mauritius hereby invites existing and prospective suppliers of goods and services to apply for registration on its
supplier database via the new Air Mauritius Supplier Registration Portal System.

Submit

A user guide is herewith attached to assist in the registration process. Please click on the link below:

Air Mauritius Supplier Registration Portal User Guide

Once the registration process is successful, you will receive a Membership Approval
email on the designated email address together with a temporary password. You may
opt to keep the same password or change same by following the guidelines in the

Membership Approval email. It is recommended that you change the password once
you have signed in.
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Once the password has been changed, you will need to revert to the Air Mauritius

Supplier Registration Portal to sign in.

Step 2: Signing in to the Supplier Registration Portal

| &P ¥ages - Ar Maurtius Suppl.. X

€ B @ sharepoint simmauritius.mu 035 upplier

¥ Most Visited | Getting Started ' Free Hotmail | | Suggested Sites | Web Slice Gallery

Air Mauritius Supplier Registration Portal »

Home

Welcome to Air Mauritius Supplier Registration Portal

User Name:

First Name:

Last Name:

Email:

Picture:

Air Mauritius hereby invites existing and prospective suppliers of goods and services to apply for registration

on its supplier database via the new Air Mauritius Supplier Registration Portal System.

A user guide is herewith attached to assist in the registration process. Please click on the link below:

Air Mauritius Supplier Registration Portal User Guide

PRSP

Characters:

e 3 f

Sign In

Membership Request

Type the characters in the picture below.

The picture contains 6 characters.

Can't see the word?

Please click on the “Sign In” icon on the top right corner of your screen as indicated

above.

Step 3: Choosing Credentials

Select the credentials you want to use to logon to this SharePoint site:

Windows Authentication
Forms Authentication

Choose the “Forms Authentication” credential to

proceed with the sign in.
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Step 4: Signing In

Forms Authentication

User name:
Password:
Sign In

[£ sign me in automatically

Please enter the Username as confirmed in the Membership Approval email and the
latest password generated. Once the correct password is inserted and the sign in is
successful, you will be redirected to the home page of the registration portal.

Step 5: Registration Process

| & Pages - Air Maurtius Suppl.. X

€ P @ @ rocepontaimauritivsmuBiEs stes/ supplie C||Q se T8 3 A

3§ Most Visted || Getting Started | | Free Hotmail | Suggested Sites | Web Slice Gallery

= IR MAURITIUS Jser Guide v

1 FOUOW
)

Air Mauritius Supplier Registration Portal «

Home
Membership Request

upplier Corner

Supplier Registration

Update Registration Utier Mo
Site Contents First Name:
Last Name:
Email:
Picture:  Type the characters in the picture below.
Welcome to Air Mauritius Supplier Registration Portal
Air Mauritius hereby invites existing and prospective suppliers of goods and services to apply for registration
on its supplier database via the new Air Mauritius Supplier Registration Portal System. Thi pictire cofitains 6 chiaracteis
A user guide is herewith attached to assist in the registration process. Please click on the link below st

Air Mauritius Supplier Registration Portal User Guide
Can't see the word?

Please click on the “Supplier Registration” icon as indicated above to begin the
registration process. You will be channelled to the supplier registration page.
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Step 6: Beginning the Registration Process

J B Supplier Registration - Ne.. % g8

€ @ airmauritius. mu:E08 : e a wE 4+ #

3 Most Visited [ | Getting Started | Free Hotmail | | Suggested Sites || Web Skice Gallery

e 2R MAURITIUS er Guide~ G

e, X Cut i ABC

I. J m 3 Copy v
Save Cancel  Paste Attach  Speling

File v

Supplier Registration

supplier Registrat

Status * Individual zl

i ntent Name of Company or Individual

Business Address

Business Registration No

Place of Registration * Mauritius [

Place of Operation Mauritius [+

Telenhane Number *

Once you have been channelled to the registration page, please fill in the required
information. Please note that information marked with a * are mandatory fields to be
filled or else the registration will not be completed.

e e ————
€ a sirmauritius.m a8 & & =
5 Most Visited Getting Started Free Hotmad Suggested Sites Web Shce Gallery
aeaofAaamty N GOODS / PRODUCTS <]
Category AJRCRAFT PARTS -
4 -
Specify Goods / Products or Services as applicable

Uploading of documents

By clicking on the “Save” button, I/We declare and confirm that the and with
this registration application are true and correct. We are aware that any false information provided herein will result in the
rejection of my/our application for registration.

At the bottom of the page, you will need to choose the area of activity in which you
operate which is either “Goods/Products” or “Services” + the category of

goods/products or services you provide + the sub category of goods/products or
services.

You may also wish to specify the goods/products or services you provide by inserting
keywords. Please insert keywords which are as generic as possible.
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Step 7: Uploading of Documents

| B Supplier Registration - Ne.. % k+
€ & yrepo ot siemaurtivs. mu ' v rodag y B~ h 4B + @
¥ Most Visited Getting Started Free Hotmail Suggested Sites || Web Shice Gallery
! a9
BROWSE €
H m oy X, Cut Y ABC
5 3 Cop: v
Save Cancel Paste Attach  Spelling
File -
mmt ipbosrd 1 i

ease dick on the “Attach File

n the top left corner of your screen in the "Edit” tab to upload documents. Please note that

locuments need to be uploaded each at a time (one by one by following the same process for each document)

Save Cancel

By clicking on the “Save” button, L/We declare and confirm that the infe i i and i with
this registration application are true and correct. We are aware that any false information provided herein will result in the
rejection of my/our application for registration

DOCUMENTS TO BE UPLOADED

Applicants should upload

es of the following documents (as applicable) along with their registration

nd/ol s
profile of applicant
. Certficate of Incorporation;

i. & brief compa

To upload documents, you will need to click on the “Attach File” icon on the top left
corner of your screen in the “Edit” tab as indicated above.

J &P Suppher Kegistration - Ne.. % s
€M) @ harepoint smeurkivsmu sEv e e 3 n
4 Most Visited | Getting Started | Free Hotmail | Suggested Sites | | Web Slice Gallery
BROWSE EC FOLLOW
B, 36 Cut i ABC
HEB8 .., v
Save Cancel Paste Attach  Spelling
File .
Commit Cipboard dtion
Sappher Comer Name
- oK Cancel
By clicking on the “Save” button, I/We declare and confirm that the i i i and i with
this registration application are true and correct. We are aware that any false information provided herein will result in the
rejection of my/our application for registration.
DOCUMENTS TO BE UPLOADED
Applicants should upload scanned copies of the following documents (as apphicable) along with their registration:
i
i ant
;

The above will appear on your screen and you will need to browse/navigate to the
selected file on your computer.

Please note that documents need to be uploaded each at a time (one by one by
following the same process for each document).
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Step 8: Saving Registration

[ @ scopiier Registration x U+
€ @& 1 sirmautitivs.mu ) : Bve 8 & 1

¥ Most Visited || Getting Started  _ Free Hotmail | Suggested Sites | | Web Slice Gallery

= IR MAURITIUS er Guidew 1

o

Note: * Mandatory field

Uploading of documents

Please dick on the “Attach File” icon on the top left corner of your screen in the “Edit” tab to upload documents. Please note that
documents need to be uploaded each at a ime (one by one by following the same process for each document
|
|
By clicking on the “Save” button, I/We declare and confirm that the information i and i with

this registration application are true and correct. We are aware that any false information provided herein will result in the
rejection of my/our application for registration.

DOCUMENTS TO BE UPLOADED ‘

d scanned copies of the following documents (as applicable) along with their registration

Once you have inserted all the required information and uploaded all the relevant
documents, you will need to click on the “Save” icon as indicated above to complete
the registration.

Step 9: Registration Successful

g sie gy sevmimas v st
“I, Supplier Registration - All L. X ‘k+
€ B @ snarepoint airmausitius.muB085/stes/ supplier/Lists/ Supplier Registration Allitems.asp ¢ Q Search T8 & A =
3 Most Visited || Getting Started | Free Hotmail Suggested Sites __| Web Slice Gallery

ITEMS st

Supplier Registration

Home @ new item or edit this list
! el
¥ Hame of Company of Individua Business Acdress Business Registration Mo Fear of Registrat tumt da
User Guide % s« Air Mauritius +230 207 707

Procurement
Office

The above will appear on your screen confirming the successful registration.
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OTHER GUIDELINES:

1.

If you supply several goods/products or services which fall under different
“Category” or “Sub Category”, you will need to go through step 5 onwards to
register for each different “Category” or “Sub Category” of goods/products or
services you provide. You may sign in by using the same Username and
Password and as such do not need to create new memberships.

In the event you need to update the information already provided for any
“Category” or “Sub Category” of goods/products or services provided, you will
need to click on the “Update Registration” icon on the left side of your screen
and select your company individual/name as indicated below:

LI Suppher egistration - AllL. X R

¢ i e—— Te & =
§ Most Visted | | Getting Started | | Free Hotmail | | Suggested Stes || Web Slice Gallery
i Allow sharepoint.aimautitius.mu 10 run “Microsoft Office’? | Continue glocking | | Allow

Supplier Registration

¢ 0

Once the above completed, please click on the “Edit Item” icon on the top left
corner of your screen as indicated below to proceed with the update.

& e e - .

€ i aiemauritis.mu S+ - A

§ Most Visted | | Getting Started | Free Hotmail | Suggested Stes | Web Sice Gallery

i Alow sharepoint simeuritius.mu to run “Microsoft Office”? Continue flocking | Allow
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Once the update has been completed, you will need to click on the “Save” icon
as per step 8 above.

CONTACT INFO

For any queries and assistance you require, please contact the portal administrator
by sending an email to the following email address:
supplierregistration@airmauritius.com
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