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Tenderer Guide – Portal Registration and Profile Building 
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INTRODUCTION 

 

Dubai Airports aims to provide an exceptional customer experience by offering a wide array of retail and restaurant 

& beverage outlets. We are interested in partnering with innovative and proven operators who understand our 

growing customer base and are ready to seize opportunities within our exciting airport development plan. 

https://www.dabid.dubaiairports.ae 

relevant future business opportunities. It also contains information about current and future commercial 

opportunities, allowing registered companies to purchase, participate and submit offers for relevant tenders. 

 

 

This step by step guide will help you register your company and brand with Dubai Airports and to create your 

profile to be able to showcase your brand offerings. The entire process consists of the below sections: 

1. Register your company and create a user login 

2. First login and setting your new password 

3. Completing your extended profile and Uploading the Confidentiality Letter of Undertaking* 

4. Selecting Categories and providing Brands operating under the respective category 

 

 

*Note: To ease the registration process, the uploading of ‘Confidentiality Letter of Undertaking’ (LOU) is not 

required during the registration process. However, in order to participate in any tender published by Dubai 

Airports on the Portal, Tenderers must first mandatorily upload the signed/stamped LOU on the portal as per 

steps provided in section 3 of this user guide, before making a Tender purchase payment.

 

We have a dedicated platform to manage the entire tender process, from evaluation to selection - 

 

This portal allows companies to register and showcase their credentials to be considered for any 
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I. Register on Dubai Airports’ Commercial Tenders Portal 

 

1. Navigate to the portal and click on “User Registration” 

 

 

 

2. Read the User Agreement page and click on “I Agree” and then click on “Continue” 
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3. Fill all the mandatory information marked with a red asterisk (*) on the “Registration Data” 

page which is comprising of your basic Organization Details. 

 

4. Click on “Send Validation Code” on the Registration Data page. You will receive a validation 

code through an email on the email address provided in step 3. 
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5. Copy the “Validation Code" from the email received. 

 

6. Paste the Validation Code on the registration page. 

 

 

7. Click on “Save” on the top right-hand side of the page. 
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8. Provide further information in the “Basic Profile” section. Once all the questions have been 

answered, click on “Save and Continue” 

You can always click on “Save & Continue” at any point in time and come back to complete your 

profile later. 

 

9. Select the relevant business categories which are operated by your company/brand. Search the 

category for keywords, or expand the entire tree to have an overview. Select as many categories 

as applicable with a minimum of one category. Click on “Confirm” once all relevant categories are 

selected 

 

 

a. Use the “Search or Navigate the Tree” to find the relevant category of your service. 

b. Click on the check mark to select your relevant category 
c. Click on Confirm 
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10. List all the brands separated by a semicolon in the “Category Specific Form” page. Example: Brand 
One; Brand Two (if applicable). 

 

Click on “Save & Continue” once you have provided names of all brands under each category 

selected in previous step 

 

 

 

11. You have successfully registered your account with Dubai Airports Commercial Tenders Portal. 

Please change your login password and complete your extended profile by following the steps 

mentioned in Section II and III of this document. 
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II. Accessing the portal after registration completion 

 

1. Copy the temporary password you will receive through an email notification from the portal. Click 

on the portal link in the notification email or go to https://www.dabid.dubaiairports.ae 

 

 

 

 

2. Enter your “Username” and “Temporary Password” and click on “Log In” 
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3. Specify a new password that is unique to you and click on “Submit” 

 

 

 

4. You will now reach to the landing page of your account. Follow the steps mentioned in Section III to 

complete your extended profile. 
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III. Completion of Extended Profile and uploading the signed Confidentiality Letter of 

Undertaking 
 

1. Once your registration is complete, you will receive an email of Account Activation which will 

include the steps needed to complete your “Extended Profile”. Click on the site address to access 

the portal. 

 

 

2. Enter your username and password. 
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3. Click on “Registration Data” 

 

 

 

4. Click on “Profile Data” tab 
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5. Click on “Company Details” section and click “Edit” to start filling the required information.  

 

 

 

5. At the bottom of this section, you must download the “Confidentiality Letter of Undertaking” 

template. Fill, sign and stamp the template and re-upload the document in this section 

Click on “Download Template” 
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Save the Template. Open the template in Adobe Acrobat. Fill in all the highlighted fields 

 

 

Once all the information has been filled in and signed/stamped, please upload the document in the same 

section by clicking on “Attach File”. 

 

Click on Save on top right 
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7. Click on “Brand and Experience Profile section” and answer all the mandatory fields. Please ensure to 

upload your Brand profile attachment. If you wish to upload multiple files, please zip the files and 

upload. 

Once done, click on “Save”.  

 

 
 

 

 

8. Following the same approach, complete all the forms and save the information. 
 
 

 

 

9. You have successfully completed your extended profile 
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IV. Selecting Category and Brand Section 

 

1. From the home page, Click on "My Categories" 

 

 

2. Click on "Add Category" 

 

 

 

3. Select the relevant Category and click "Confirm". Provide the Brand Names separated by ';' 

Click on "Save" 
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The following guidelines will help you provide the Brand information in correct format: 

 

• The Brand names should be the Brand Name operating under your Company Name (i.e. as mentioned in your Trade 

License/Permit). Please do not mention the brands you sell. 

• If your Brand Name is same as Company Name, please mention the same (i.e., Company Name) in the field 

• Please ensure to select the relevant category under which your Brand operates 

• Please ONLY mention the brand names as mentioned in your Trade License/Permit. Do not use “other”, “etc.” or any other 

explanatory terms in the fields 

• Separate multiple brand names by ;
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[Additional Section] Respond to Editable Profile Forms 

 

Note: This section is applicable if your profile information is inaccurate or more details are requested 

by Dubai Airports 

 

1. You will receive an email notification from the portal to review your profile forms and re-submit 

new answers. Click on the notification on the email to log in and access the profile. 

 

 

 

2. Click “OK” on the pop up to start the editing of the forms. 
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3. Click on the form. 

 

 

 

4. Click on “Edit” 
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5. Re-submit your answers and click on Save & Continue. 

 

 

6. Once all the questions have been resubmitted, you will receive a pop up, click on “Return Forms to 

Dubai Airports Commercial” 

 

 

7. You have successfully updated your extended profile. 

 

 

 

 

 

 

**End of tutorial** 
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If you are not satisfied with the helpdesk or have a non-technical query, please write to: 

commercial.tenders@dubaiairports.ae 

 

 

 

sourcingsupport@jaggaer.com

(+971) 800 032 0058


