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1. ACCESS ORACLE SUPPLIER PORTAL APPLICATION 

This User manual explains the process of how to access the Oracle Fusion Supplier Portal 

Application once User account generated from Tadweer Organization. 

Audience: Supplier User 

Purpose: This job aid provides the steps to Access the Fusion Application 

1 .1  ACCESS  ORACLE  SUPPL IER  PORTAL APPL ICATION 
 

Step Action 

1. Once the user account is generated, the Supplier user will receive the below Welcome 

E-Mail Notification with reset Password link. Click the Link to reset the password 
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Step Action 

2. Enter the Password and Click Submit 

 

 
 

Step Action 

3. After reset the password, reset confirmation email will receive along with 

username as mentioned below. 
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Step    
4. One more email will be received after the User account creation with the “Access the 

application” link. Click “Access the application” link. 

 

 

  

Step Action 

5. Enter the Username & Password and Click “Sign In” 
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Step Action 

6. From the Home screen Navigate to Supplier Portal → Supplier Portal for accessing 

the supplier portal dashboard. 
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2. ACCEPT OR DECLINE TENDER INVITATION 

This User manual explains the process of how the Supplier users will receive the Tender Invitation 

notification and explains how the Supplier users will Acknowledge their Participation by accept 

or declining the Invitation. 

Audience: Supplier Bidder. 

Purpose: This job aid provides the steps to Acknowledge the Suppliers participation in the 
Tender. 

2 .1  ACCEPT  OR  DECLINE  TENDER  INV ITATION PROCESS  
 

Step Action 

1. Login to the Supplier Portal by entering the supplier user credentials & click on Sign In. 
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Step Action 

2. Click on the Notification icon in the springboard. 

 

 

 

 

Step Action 

3. Click over the notification received for Invited to Negotiation. 
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Step    
4. From the popup page the Supplier can review all the details provided for the Negotiation. 

5. The supplier can either Accept Invitation or Decline Invitation from the FYI Notification. 

 

 

  

Step Action 

6. Close the Page by clicking on the “X” Button.  

7. Other than bell notification, we can also navigate to Supplier portal and query the 

transaction to acknowledge the participation. 
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Step Action 

8. Navigate to Supplier Portal → Supplier Portal 

 

 
 

 

Step Action 

9. Navigate to Tasks → Negotiation → View Active Negotiation 
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Step Action 

10. Click on Acknowledge Participation. 

 

 
 

Step Action 

11. The supplier can select the desired response by click on the Yes or No radio button 

12. For either of the responses, it is mandatory for the supplier to provide comments in 

the Note to Buyer area. Then click on Ok. 
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Step Action 

13. In the Search Result page, we can see the Will Participate column has been updated 

as per the supplier selected option. 

 

 
 

Step Action 

14. Then click on Done. 
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3. MESSAGE TO BUYER 

During negotiations, suppliers may need to communicate with buyers for clarifications or 

provide additional information. They can use online messaging for this purpose. Suppliers can 

engage in multiple conversations within the negotiation, visible to all relevant members of the 

buying organization. 

Audience: Supplier Bidder. 

Purpose: This job aid provides the steps to Send and receive messages through Online 
Messages.  
 

3 .1  MESSAGE  TO BUYER  PROCESS  
 

 

 

 

 

Step Action 

1. Login to the Supplier Portal by entering the supplier credentials & click on Sign In.  
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Step Action 

2. Navigate to Supplier Portal → Supplier Portal option in the springboard. 

 

 

 

 

 
 

 

Step Action 

3. Under Tasks click on Negotiation → View Active Negotiation from the options 
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Step  Action  

4. Select the Line & Click over the Tender Number (TD-RFx-24-0020) 

Step Action 

5. Click on the Message button from the tender page. 
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Step Action 

6. From the Online Message page click on the “+” icon. 

 

 
 

Step Action 

7. Enter the Subject and Message in the appropriate area provided.   

8. Click on Send. 

 

 
 



  

 17 4 i a p p s . c o m  

   

Step Action 

9. Once received the reply from the Buying organization, it will be notified in the Bell Icon of 

Supplier user’s login 

10. Click on the notification received. 

 

 
 

Step Action 

11. From the popup page, review the response and click on Reply to Message. 
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Step Action 

12. The supplier can view the reply message received from the buying organization. 

 

 
 

Step Action 

13. From the Online Message page, the supplier can click on the Reply button if need to reply 

for the received message or click on Done. 
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4. VIEW TENDER ATTACHMENTS & INVITATION PDF 

This User manual explains the process of receiving the Tender Invitation and view the details of 

the attachment file & View PDF file.  

Audience: Supplier Bidder. 

Purpose: This job aid provides the steps to view the PDF Files & Attachments attached against 
the Tender Invitation. 

4 .1  V IEW TENDER  ATTACHMENTS  & INVITATION  
 

Step Actions 

1. Login with the supplier user credentials, click on Sign In. 
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Step Actions 

2. Click on the Notification received for Invited to Negotiation. 

 

 

Step Actions 

3. From the popup page the Supplier can review all the details provided for the Negotiation. 
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Step Actions 

4. Navigate to Supplier → Supplier Portal. 

 

 

 

Step Actions 

5. Click on the Negotiation Invitation from the Recent Activity. 
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Step Actions 

6. Navigate to Actions → View → View Attachments 

 

 
 

Step Actions 

7. Select the File line & then click on Download. 

8. From the Downloaded attachment the supplier can view the Attachments. 
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Step Actions 

9. Navigate to Actions → View → View PDF 

 

 

Step Actions 

10. Downloaded PDF Report. 
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5. CREATE RESPONSE FOR TENDER 

This User manual explains the process of receiving the Tender Invitation and review the details 

of the Tender. Also, it explains how to create the Response/Quote and attach the supporting 

documents against the Tender Invitation.  

Audience: Supplier Bidder. 

Purpose: This job aid provides the steps to create the response against the Tender Invitation. 

 

5 .1  CREATE  RESPONSE  FOR TENDER  PROCESS  
 

Step Actions 

1. Login with the supplier user credentials, click on Sign In. 
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Step Actions 

2. Navigate to Supplier → Supplier Portal 

 

 

 

 

Step Actions 

3. Under Tasks navigate to Negotiation → View Active Negotiation 
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Step Actions 

4. Select the Tender Line & click on Create Response. 

 

 

 

 

Step Actions 

5. In the Overview page provide the Response Valid Until date and If the Supplier wants to 

attach the documents attach the same in in Attachments field & click on Next. 
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Step Actions 

6. In the Requirement page provide the response and attach the documents against the 

technical stage questions in the respective section & click on Next. 

 

 

 

 

 

 

Step Actions 

7. In the Lines page provide the Response Price. 

8. Then click on Next. 
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Step Actions 

9. From the Review page the supplier can review all the Information’s provided. 

10. Then click on Submit. 

 

 

 

 

Step Actions 

11. A confirmation message will popup & click on “Ok” 
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6. CREATE RESPONSE REVISION 

This User manual explains the process of creating the revised response/quote against the already 

submitted response for the same tender.  

Audience: Supplier Bidder. 

Purpose: This job aid provides the steps to create the revised response/quote against the 
tender. 

 

6 .1  CREATE  RESPONSE  REVIS ION PROCESS  
 

Step Actions 

1. Login with the supplier user credentials & Click on Sign In  
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Step Actions 

2. Navigate to Supplier → Supplier Portal. 

 

 

 

 

 

Step Actions 

3. Under Tasks navigate to Negotiations → View Active Negotiations 
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Step Actions 

4. Querry for the Tender number for which the response is already submitted/response 

revision to be done. 

 

 

 

Step Actions 

5. From the search, the supplier can see the number of responses given for that tender from 

the Your Responses column. 

6.  Click over the Tender number. 

 

 

 

 

 



  

 35 4 i a p p s . c o m  

   

 

Step Actions 

7. Select the line & click on Revise. 

 

 
 

 

Step Actions 

8. If the supplier needs to revise the previously given Response Price, Select the line & click 

over the Reduce Price (For price reduction), To Increase the price the supplier can directly 

click on the Previous Response Price value, and update the new price over there.  
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Step Actions 

9. Enter the price Reduction (%) & click on the Selected lines only radio button. Then Click 

Recalculate 

 

 
 

 

 

Step Actions 

10. The Revised Response Price will be updated now 
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Step Actions 

11. Navigate to the Review page & click on Submit. 

 

 

 

 

Step Actions 

12 A confirmation message will pop up. & Click Ok 
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7. PURCHASE ORDER ACKNOWLEDGEMENT 

This User manual explains about how the Supplier Users can acknowledge the Purchase Orders 

issued to them from Buying Organization. Also, it explains about the acknowledgement against 

the Purchase order schedules. 

Audience: Supplier Sales Representative  

Purpose: This job aid provides the steps to perform Purchase Order Acknowledgement. 

 

7 .1  PURCHASE ORDER  ACKNOWLEDGEMENT PROCESS  
 

Step Actions 

1. Login with the supplier user credentials & Click on Sign In 
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Step Actions 

2. Supplier user can view the Notification of Document Requires Acknowledgement in the 

Bell Notification. 

 

 

Step Actions 

3. Navigate to Supplier Portal → Supplier Portal 
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Step Actions 

4. Under Tasks navigate to Order → Manage Orders. 

 

 

 

Step Actions 

5. Click on the Search button. 
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Step Actions 

6. Select the order line for which the supplier needs to Acknowledge & click on the Order 

Number. 

 

 

Step Actions 

7. Click on the Acknowledge button. 
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Step Actions 

8. From the Acknowledge Response the supplier can either select Accept or Reject. 

 

 

Step Actions 

9. Select Accept from the Acknowledge Response LOV. 
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Step Actions 

10. Select Response as Accept against the PO Schedules. 

 

 

Step Actions 

11. Then click on Submit. 
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Step Actions 

12. A confirmation message will popup. 

13. Then click on Ok. 

 

  
 

Step Actions 

14. Then click on Done. 
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8. INVOICE CREATION 

This User manual explains about how the Supplier Users can be able to create the AP Invoice 

against their Service/Goods Supply once it has been received and GRN/Work confirmation 

created by the Buying Organization. 

Audience: Supplier Accounts Receivable Specialist  

Purpose: This job aid provides the steps to Create AP Invoice from Supplier Portal. 

8 .1  INVOICE  CREAT ION PROCESS  
 

Step Actions 

1. Login with the supplier user credentials & Click on Sign In 
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Step Actions 

2. Navigate to Supplier Portal → Supplier Portal 

 

 

 

 

Step Actions 

3. Under Invoices and Payments, click “Create invoice” 
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Step Actions 

4. Query and Select the Purchase Order Number in Identifying PO  

 

 

 

 

Step Actions 

5. Select the Remit to Bank Account & Enter the Invoice description 

6. Enter the Invoice Number & Invoice Date 
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Step Actions 

7. To Attach the Invoice, and Other Supporting documents, Click “+” in Attachments 

8. Select and attach the document. Then Click “Ok” 

 

 

 

Step Actions 

9. In Lines, click “Select and Add” Icon → Then Select the PO Line which needs to Invoice → 

Click “Ok” 

 

 

 



  

 49 4 i a p p s . c o m  

   

Step Actions 

10. Line details were added in the Invoice. Now Click “Save”  

11. In Invoice Actions → Click “Calculate Tax” 

 

 

Step Actions 

12. Tax details were added in the Invoice. Now Click “Submit” 
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Step Actions 

13. Invoice has been submitted now. 

 

 

Step Actions 

14. To Check the status of Invoice, Go to Invoices and Payments → Click “View Invoice” 
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Step Actions 

15. Enter the Invoice number & Click “Search” to view the Invoice status. 

 

 

 

 

Step Actions 

16. Once Invoice has been approved by the buying Organization status will be changed to 

“Approved” now. 

17. End of Procedure. 
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9. REVIEW & SUBMIT RESPONSE FOR PUBLIC TENDERS 

This User manual explains about how the Supplier Users can be able to view & download the 

Public Tender documents from the buying organization website. 

Audience: Supplier User  

Purpose: This job aid provides the steps to Review the Public Tenders. 

 

9 .1  REVIEW PUBLIC  TENDER  PROCESS  
 

Step Actions 

1. Click on the Public Tender Link provided by the Buying Organization. 

2. Click Details against the respective Public Tender 

 

 

 

 

 

 

 

 

 

 

 

 



  

 53 4 i a p p s . c o m  

   

Step Actions 

3. Download the Attachments & Tender PDF documents 

4. Review the Document, if you want to participate in the Tender Click on the Registration 

Link provided by the Buying organization in the website.  

5. End of Procedure 
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9 .2  CREATE  RESPONSE  FOR PUBL IC  TENDER  (EX IST ING SUPPL IER )  
 

Step Actions 

1. Enter the supplier user credentials & Click on Sign In. 

 

 

 

Step Actions 

2. Navigate to Supplier Portal → Supplier Portal. 
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Step Actions 

3. Click → View Active Negotiations 

 

 

 
 

 

Step Actions 

4. Select “No” in Invitation Received → Then Click “Search” 
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Step Actions 

5. Select the line and Click “Create Response” 

6. Then Follow the Process No.4.1 & 5.1 in this Manual to submit the response against the 

tender 
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10. SUPPLIER PROFILE CHANGE REQUEST 

This User manual explains the process of raising the change request on the Supplier Profile details. 

It explains the creation of Profile change requests for Supplier Organization details, Tax Identifiers, 

Addresses, Contacts, Payments (Including Bank details), Business Classification, Supplier Products 

and services 

 

Audience: Supplier Self Service Administrator  

Purpose: This job aid provides the steps to Review the Public Tenders. 

 

10 .1  SUPPL IER  PROFILE  CHANGE  REQUEST  PROCESS  
 

 

Step Actions 

1. Enter the supplier user credentials & Click on Sign In. 
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Step Actions 

2. Navigate to Supplier Portal → Supplier Portal. 

 

 

Step Actions 

3. Click over the Task button & Click on Manage Profile. 
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Step Actions 

4. Click on the “Edit” button.  

 

 

 

Step Actions 

5. A warning message will pop up. Then click on “Yes”. 
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Step Actions 

6. The Tax Organization Type is previously selected as Corporation 

 

 

 
 

 

Step Actions 

7. Now the Tax Organization Type has been changed to Foreign Corporation. 
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Step Actions 

8. Once the required changes were made, click on Save & Close. 

 

 

 

Step Actions 

9. A confirmation notification will popup then click on “OK”. 
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Step Actions 

10. Click on Done. 

 

 
 

Step Actions 

11. From the Payments tab, select the line & click on the Edit icon. 
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Step Actions 

12. To change the Bank Branch, click down arrow to search the branch 

 

 

Step Actions 

13. Previously it was entered as ABU DHABI CORNICHE. Now the Bank Branch has been changed as 

ABU DHABI BUSINESS PARK BRANCH. 

14. Then click on Ok. 
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Step Actions 

15. An Error notification will popup since no supporting document has been attached. 

 

 
 

Step Actions 

16. Click on “+” icon in the Attachments. 
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Step Actions 

17. Click on Choose File and attach the Bank documents 

 

 
 

Step Actions 

18. Once the Attachment File has been attached, click on “OK”. 
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Step Actions 

19. Click on OK in the Edit Bank Account detail page. 

 

 

 

Step Actions 

20. Click on the Review Changes. 
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Step Actions 

21. After reviewing the changes made click on the Submit button. 

 

 
 

Step Actions 

22. A confirmation message will popup. 

23.  Click on “OK”. 
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Step Actions 

24. Click on Done. Once the Profile change request approved by the Supplier Administrator profile 

values will be updated in the Supplier master. 

25. End of Procedure. 

 

 

 

 


