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APPLICATION USER MANUAL DOCUMENTATION 
Solution Name: Online RFQ Distribution   
User Role on the Application: Suppliers  
Division: Purchasing  Division  

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 
 

 

Please be advised; this document is the user manual for specific role on the JOP-Contractors  

application. It will describe the workflow, functions, and the application menus. This document will 

have a sample screenshots of the screen with a brief description about each screen. 
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TITLE: Online RFQ Distribution   
SYNOPSIS: This document Contain the user Manual for E-Tenders Solution 

CONTENTS: See Contents below 

STATUS: Final 

ISSUE: Version 1.0 
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Role of the user 

• Supplier Representative from Kuwait or Saudi Ariba who are participating in providing  Materials for 

WJO can Register on WJO Purchasing Services , he will be able to download RFQ Documents and 

receive Notifications from WJO Purchasing Team  

 
 

 

 
Application Functions for the specific role 

- The JOP Contractors Website have three main functions for Division Supervisor: 
o Suppliers Registration  

▪ Non-Registered Suppliers can submit Their Registration Requests  
o Suppliers Dashboard  

▪ Download RFQ Document  
▪ View RFQ Participation  
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User Manual and Screen Shots 

1. SUPPLIERS REGISTRATION  
 
The Supplier will need to visit WJO Website on the following link : 
https://jopcontractors.wafrajo.com/ 

Under Purchasing Menu . There is Supplier New Registration  

 
click on the link, Read the clarification clearly , and download the Registration form , This form need to 
be printed , signed  and Stamped by Company Stamp . and will be attached with Request information 
later  

 
Once Clicking on I Agree and then Next , user will be navigated to new Screen where he required to fill all 
information and click on submit. 
 
Beside filling all registration fields The User will need to attach : 

• Copy of Valid Commercial Registration .  

• Copy of Valid Registration form \ Card  
• Signed and Stamped Form  

• Attach Any documents for Manufacture certificate  

https://jopcontractors.wafrajo.com/
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Once The user Submit The Registration , an email will come to your company Email address provided to 
the form to inform the user about Receipt of the request. 
 
The information Provided will be reviewed and verified by WJO Purchasing Team and incase of approval , 
you will receive another email with the password that you can you use for first time .  
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On the first Time after account is created , you are required to login and change the password , To do this 

please navigate to https://jopcontractors.wafrajo.com/ then go to purchasing Tab , then Supplier Login  
 

 
Enter your Registered email and password received by Email , then click on Login . as it is the first time , 
you will need to change the password  
 

https://jopcontractors.wafrajo.com/
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Please fill the old password and enter the new one , and it should match password rules to be able to 
change it . Once Changed you will be login to Supplier Dashboard .  

 
Incase you forget your password in future, click on Forget your login info , then you can fill your 
registered email and WJO Purchasing team will review your information and then send you new 
password to change it again .  

 
 
 

2. SUPPLIERS DASHBOARD  
Once you login every time , you will be redirected to you Dashboard home screen which have all actions 
and services you can requested from WJO Contractor Supplier Module .  

 
2.1 VIEW AVAILABLE RFQ FOR DOWNLOAD  
 
On this Screen you will be able to see recent Published RFQ by WJO where you can Download the RFQ 
document and patriciate on the Bid 
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On this screen you will be able to see list of RFQ available for download,  
 
Tender Closing Date: is the official Bid Closing Date  
Last Date for collection is the date where you will be no longer able to download the Document  
Box No: is the RFQ Box No.  
View Items: Will allow you to see RFQ Lines and Items Description for every line.  
Download: you will need to click on it if you are willing to patriciate on this RFQ. 
 
Once click on Download , you will be navigating to screen that include the rules and condition , you will 
need to read it carefully and then Accept it So you can move further .  
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Once you click on I Agree, you will be able to download the RFQ Documents  

 
Click on Download the RFQ and then click on back to RFQ list to download another RFQ if required.  
You can print the Download Receipt Page from the site and use it for References. 
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2.2 VIEW MY PARTICIPATED RFQ BIDDING 
 

  
  On this screen you will be able to see all RFQ Bidding you participated.  
 

 
 
For More information and Inquiry About This Module you can contact WJO Purchasing Team  


