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Update Expiry Date and Relevant Attachment 
Supplier will receive a notification under “worklist” prior and after 15 days of document expiry 
related to “Trade License Certificate” and “Chamber of Commerce certificate”. 
 

Supplier users are requested to Update the details of “Expiry Date” under SUPPLIER DETAILS page 
for two documents i.e., “Trade License Certificate” and “Chamber of Commerce Certificate”.  
Apart from changing the expiry date details, supplier users would require to attach relevant 
document in General tab “Add attachments” section. 
Navigation – Administration -> Organization  

- Click on Organization and select “SUPPLIER DETAILS” page. 

 



 
 
 
 

     ADFD      3 

 
• Update the Expiry Date  

 

Example – Suppose the current date is 19-June-2020. Now as per the below Dates the Trade. 
So as per the below screenshot, “Trade License expiry date is 10-june-2020” which is already 
expired and “Chamber of Commerce expiry date is 25-june-2020” which is about to expire. 

 
Supplier will receive notification as below – 
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- Supplier will click on  to add new expiry date details for both Trade License and 
Chamber of commerce details.  

- Do not delete or update the existing Expiry date details as it is going to be used for Audit 
purpose in ADFD.  

 
- Click on “Save”. 
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Note – Do not delete or update the existing Trade License or Chamber of Commerce Details. The 
existing details will be used for Audit purpose. 
Add New Attachments relevant to Expiry Details 
 

- Supplier users are require to attach the new document related to Trade License details 
and Chamber of Commerce details after making changes in the Expiry date. 

- Go to General Tab and Click on “Add Attachment”. 

 
- Search or Browse for the New or Updated copy of “Trade License Certificate” or “Chamber 

of Commerce certificate”. 
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- Title and Description must be same and should be named as “Trade License Certificate” 

and “Chamber of Commerce Certificate”. 

 
- Click on “Apply” to Add the Document as an Attachment.  
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Note: 

- Once the Attachment is added to the system, it will not be updatable. Make sure you must 

be attentive while attaching the document. 

- Attachment category will by default be “From Supplier. 
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