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How to Register as a Supplier 

For you to register as Supplier, you will use the link https://procurement.ngea.co.ke and follow the steps 

below. 

After clicking on the provided link, you will be redirected to the bellow Web page. Then click on “Register 

as Supplier”. 

 

You will then key in details in the next window as requested. 

 

Step 1: 

• Enter your company Email Address to receive a verification code. The email will be used as your 

login username. 

• Enter the displayed Captcha Code. If the captcha is not visible, click the Refresh Captcha button 

to generate a new captcha. 

• Click on Verify.  

https://procurement.ngea.co.ke/nkg-portal/
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After clicking, log in to your email to find the verification code sent. If you do not receive the email in 

your inbox, check the Spam/Junk email folder. You can also counter check the email address you 

provide to make sure it is the correct one. 

 

You will have up to 60 seconds before the sent code expires. Enter the verification code in the 

information box and click verify. You will be taken to Step 2 to enter your organizations’ details. 

Hint: All the fields in this step are mandatory. 

Step 2: 

This step is apportioned into 5 sections; 

I. Section 1: Account Login Information 

II. Section 2: Business Information 

III. Section 3: Financial Information 

IV. Section 4: Professional Capacity 

V. Section 5: Documents 

Section 1: Account Login Information 

 

Enter a strong password and repeat to confirm password. 

Hint: Password should be at least 8 characters in length and should include at least an upper-case 

letter(A-Z), lower case letter(a-z), number (0-9), and special character. (@ ? / # $ %). 
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Section 2: Business Information 

 

Fill in all the business information as requested. 

 Section 3: Financial Information 

 

Fill in all the financial information as requested. 

Section 4: Professional Capacity 

 

Fill in all the professional capacity as requested. 

Section 5: Documents 

 

Upload all the required documents as requested. 
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Hint: Size Limit of each document is 2MBs Maximum and Required Format is pdf. 

After finishing, click on Send Application to submit or save to continue with the process later. A pop-up 

shows Stage 2 is complete and takes to next step as below 

 

 

 

Step 4: 

After Clicking “Send Application” you will be taken to the next windrow to confirm your details and perfom 

a self-declaration and agree to the terms and condition as shown below. 

You will need to check the check box on bottom left to accept the terms and conditions. Then finally click 

on the button on bottom right, I confirm the above details 
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Upon completion, you will receive an email notifying on a successful submission, your username and 

provided password. You will be able to interact with your account once the submission has been approved. 
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Upon approval, you will receive an email notification on the same. At this point, you can be able to actively 

use the account.

 

Loging in the system 



 

Page | 7  
 

 

• Enter your email. As the username followed by your password. 

• Enter the captcha and click log in. 

In case you forgot the password, click on Forgot Password and follow the instructions sent in your email. 

Once logged you can be able to access all the features available to you. 

  

You can be able to see the available tenders, complaints, seek clarification on tenders, notifications of 

Award, negotiate on prices, bid responses, your account settings and company information. 

In case of a new Request for Quotation (RFQ), the supplier will be notified via email 
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Available open bids will display as Active. 

To go to bid details, click on the bid reference, e.g.   NKG/RFQ/SOG/2022-2023/00029 as shown above. 

 

From here you can log a complaint respond to the Request for Quotation (RFQ) or seek more clarification 

on the bid. 

E.g., If you wish to seek more clarification on availability of brands and include price update. 
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Then click submit. An email notification will be sent to your account confirming the submission. 

 

Upon response to the clarification request, the supplier can check via the portal for more information. 

 

Bidding and Price Negotiations 
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Click on the Respond button to be taken to the next window. 

 

From the above window, you can be able to specify the BOQ for the products to be supplied. Warranty 

specification, the Quote Validity Period and Delivery Lead Time are also available to be specified. 

From the above window, you can also be able to track the Count Down period on the remaining time 

before the bidding period is closed. 

The progress can be saved for later continuation, when all the required information has been captured, 

click Submit. Once the submit button is clicked, you will be prompted to confirm the submission. For a 

successful submission a pop-up window will show the status. The same applies to unsuccessful 

submissions. 
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Upon a successful sub mission, suppliers have an option to amend prices if need be. 

 

Click on amend price, set the new price and submit the amended prices. 

During Negotiations, the supplier will receive an email notification for a pending negotiation. All the same, 

this will be available on the supplier portal. 
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On the side Menu, the pending negotiations will be displayed under the Negotiation Approval 

tab. 

Click on the View button to see the details of the negotiation. 

 

The supplier will have an option to accept or reject the negotiated price. Once done, click to submit 

the response. 
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Forgotten Password 

In a case where you have forgotten the log in password, click the Forgot Password button. 

 

Enter the email and click Check account 

 

The system will check if the email address exists in the database, If it does, a notification for resetting the 

password will be sent to the email address. 
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Click on the link provide in order to chance the password. 

Enter the new password and repeat to confirm. 

Click Reset Password. 

Hint: Password should be at least 8 characters in length and should include at least an upper-case 

letter(A-Z), lower case letter(a-z), number (0-9), and special character. (@ ? / # $ %) 

 

You can use the new password to log in the system. 

Changing your Password 
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If you need to change the existing password, you must be already logged in the system.  

On the side menu, go to the Accounts Setting tab. 

  

 

Enter your current password in the Old Password information box. 

Enter new Password and repeat to confirm. 

Click Save to save the new password. 

Logging Out 

On the top right corner of the Web page interface, click on the yellow button indicating Logout. 
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