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1. Introduction 

This user guide provides a comprehensive overview of the Sourcing Supplier processes in 

Oracle E-Business Suite (EBS R12.2.14), designed specifically to align with the operational 

requirements of the Ministry of Commerce and Industry (MoCI). 

The document outlines the key steps and procedures associated with the Sourcing Supplier 

responsibility, enabling suppliers to efficiently participate in sourcing events such as Requests 

for Quotation (RFQs), online bidding, and negotiations. It ensures that supplier users can 

effectively manage and respond to sourcing invitations, submit quotations, participate in online 

discussions, and monitor the progress of their bids with accuracy and transparency. 

By following this guide, users will gain a clear understanding of the sourcing functionalities 

within Oracle EBS, empowering them to participate effectively in electronic procurement 

processes and strengthen collaboration with the buyer organization. 

The Oracle Sourcing Supplier responsibility provides suppliers with a unified, self-service 

platform to access and respond to sourcing documents directly within the system. Through this 

responsibility, suppliers can: 

• Review and acknowledge sourcing invitations. 

• Submit and modify quotations before the close date. 

• Participate in online discussions with buyers. 

• Track negotiation status and award outcomes. 

The Sourcing Supplier Process also enhances supplier engagement by promoting transparency 

and reducing manual communication between buyers and suppliers. This self-service 

framework ensures that all sourcing transactions—from RFQ participation to quotation 

submission—are securely managed, efficiently processed, and compliant with MoCI’s 

procurement policies and standards. 
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2. System Requirements 

 

Before accessing Oracle iSupplier, ensure your system meets the following requirements: 

• Browser: Latest versions of Chrome, Firefox, Edge, or Safari 
• Internet Connection: Stable connection for optimal performance 
• Supported File Formats: PDF, Excel, Word (for document uploads under 10 MB) 
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3. Sourcing Supplier User Login (External) 

Prerequisites: 

✓ NAS Login URL - https://sso-esuite.moci.gov.qa/nas 

✓ Qatar ID (Username) 

✓ Password  

Enter the NAS URL in the browser, the following login screen is displayed. 

 

✓ Enter the User Name (QID) 

✓ Enter the Password. 

✓ Click on Captcha Checkbox 

✓ Click on Continue. 

 

✓ Supplier user is logging in for the first time, when a user has 

requested a password reset. 

✓ Enter the QID, Phone Number and Click on Captcha Checkbox 

https://sso-esuite.moci.gov.qa/nas


 

6 
 

✓ After resetting the password, click Log In to access the portal. 

 

✓ Supplier user has successfully logged into the application. 

✓ Click the three bars (menu icon) located at the top left corner of the screen. 

 

✓ Supplier user can view the following responsibilities. 

1. iSupplier Portal Full Access 

2. Sourcing Supplier. 

✓ Click Sourcing Supplier. 

✓ Click Sourcing → Click Sourcing Home Page. 

✓ Supplier user will be directed to the negotiation home page, where they can view 

Your Active and Draft Response and Your Company’s Open Invitations. 
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4. Sourcing Supplier: 

✓ Supplier user will be directed to the negotiation home page, where they can view 

Your Active and Draft Response and Your Company’s Open Invitations. 

 

When an invitation is sent to the supplier to participate in the negotiations, the invitation will 

appear in the notifications list. 
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4.1 RFQ Acknowledgement 

✓ Click the Negotiation Number Hyper Link.  

 

✓ Select the Terms and Conditions checkbox. 

✓ Click Accept to proceed. 

 

✓ Review the RFQ details by navigating through the Headers, Lines, Controls, 

and Contract Terms sections. 

✓ From the Actions list, select Acknowledge Participation and click Go. 
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✓ In the section “Will your company participate?”, select “Yes” if you intend to 

participate, or “No” if you do not. 

✓ Enter any additional information for the buyer in the Note to Buyer field. 

✓ Click Apply to submit your acknowledgement. 

✓ Buyer will now receive your confirmation of participation.  

 

 

✓ Click on the Negotiation. 

✓ Supplier can now view the “Your Active and Draft Response” section for the 

newly accepted invitation, along with the corresponding response number. 
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4.2 Create Quote 

✓ Click on the Response Number hyper link to create a quotation. 

 

✓ Enter the Quote Valid, Reference Number and Note to the Buyer. 

✓ Attach any supporting documents, if available. 
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✓ Click on the Lines Tab. 

✓ Enter the Quote Price and Promised Date. 

✓ Click Save Draft. 

✓ Click Continue. 

 

4.3 Submit the Quote 

✓ Click on the Validate. 
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✓ A confirmation message will appear to validate the quote. 

✓ Click Submit to finalize and submit the quotation. 

 

✓ A confirmation message will appear the Quote has been submitted. 
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✓ Buyer will receive a notification that the supplier has submitted the 

quotation. 

4.4 Withdraw Quote 

✓ Click on the Negotiation. 

✓ Click the Response Number hyperlink to open the quotation for withdrawal. 

 

✓ Open the quotation that you want to withdraw. 

✓ From the Actions list, select Withdraw Quote and click Go. 
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✓ Enter the Withdraw Reason. 

✓ Click Submit. 

 

✓ A confirmation message will appear the Quote has been successfully 

withdrawn. 
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4.5 Online Discussion 

✓ Click on the Negotiation. 

✓ Click the Response Number hyperlink to open the quotation for online 

discussion. 

 

✓ Open the Quote. 

✓ From the Actions list, select Online Discussion and click Go 
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✓ Click New Message to initiate the Online Discussion. 

 

✓ Enter the Subject and type the message you want to send to the buyer. 

✓ Attach the specification document. 

✓ Click Send. 

✓ Buyer will now receive a notification. 
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✓ Buyer responding back to request more information. 

✓ Click the Notification icon. 

✓ Click the relevant notification shown in My Worklist. 

✓ Open the notification. 

 

✓ Supplier enter the comments. 
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✓ Click the Submit button. 

 

✓ Buyer responding back to the Online Discussion. 

✓ Click the Notification icon. 

✓ Click the relevant notification shown in My Worklist. 

✓ Open the notification. 

 

✓ Click on the Negotiation. 

✓ Click the Response Number hyperlink to open the quotation for online 

discussion. 

✓ Supplier can view any Unread Messages related to the quotation.  
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✓ Click on the Unread Message. 

 

✓ Supplier able to see the new message received from Buyer. 

✓ Click the Message hyper link to open & read the message. 
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✓ Supplier able to see the new message received from Buyer. 

✓ Click Reply to send a message to the buyer. 

 

4.6 View Award Quote 

✓ Buyer has analyzed the quotations received from various suppliers and 

finalized the most suitable one based on price and delivery schedule. 

✓ Click the Notification icon. 

✓ Click the relevant notification shown in My Worklist. 
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✓ Supplier can view the Award notifications. 

✓ Click on the Response Detail hyper link. 

 

✓ Supplier can view the quotation details, including the quoted price, quantity, 

and promised delivery date. 
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4.7 View Disqualified Quote 

✓ Buyer has disqualified the quotation, and the supplier receives a notification.  

✓ Click the Notification icon. 

✓ Click the relevant notification shown in My Worklist. 

✓ Open the notification. 

 

✓ Supplier can view the disqualification notifications. 

✓ Reason for disqualification is also visible to the supplier. 
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5. Two-Stage RFQ Process: 

Login to Oracle Application → Supplier User Login (External User) 

 

✓ Supplier user has successfully logged into the application. 

✓ Click the three bars (menu icon) located at the top left corner of the screen. 

 

✓ Supplier user can view the following responsibilities. 

1. iSupplier Portal Full Access 
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2. Sourcing Supplier. 

✓ Click Sourcing Supplier. 

✓ Click Sourcing → Click Sourcing Home Page. 

✓ Supplier user will be directed to the negotiation home page, where they can view 

Your Active and Draft Response and Your Company’s Open Invitations. 

 

5.1. Sourcing Supplier: 

✓ Supplier user will be directed to the negotiation home page, where they can view 

Your Active and Draft Response and Your Company’s Open Invitations. 
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5.2. RFQ Acknowledgement: 

✓ Click the Negotiation Number Hyper Link. 

 

 

✓ Select the Terms and Conditions checkbox. 

✓ Click Accept to proceed. 
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✓ Review the RFQ details by navigating through the Headers, Lines, Controls, 

and Contract Terms sections. 

✓ From the Actions list, select Acknowledge Participation and click Go. 

 

✓ In the section “Will your company participate?”, select “Yes” if you intend to 

participate, or “No” if you do not. 

✓ Enter any additional information for the buyer in the Note to Buyer field. 

✓ Click Apply to submit your acknowledgement. 

✓ Buyer will now receive your confirmation of participation.  

 

✓ Click on the Negotiation. 

✓ Supplier can now view the “Your Company’s Open Invitations” section for 

the Negotiation number. 
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5.3. Create Quote: 

✓ Click on the Negotiation Number hyper link to create a quotation. 

 

✓ Enter the Quote Valid, Reference Number and Note to the Buyer. 

✓ Enter the Requirements Sections. 
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✓ Click on the Lines Tab. 

✓ Enter the Quote Price and Promised Date. 

✓ Click Save Draft. 

✓ Click Continue. 
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5.4. Submit the Quote: 

✓ Click on the Validate. 

 

✓ A confirmation message will appear to validate the quote. 

✓ Click Submit to finalize and submit the quotation. 

✓ A confirmation message will appear the Quote has been submitted. 

 

✓ Buyer will receive a notification that the supplier has submitted the 

quotation. 
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5.5. Close RFQ (From Buyer): 

✓ Once quotations are received from all suppliers, the buyer closes the RFQ. 

✓ Supplier receives a notification indicating that the RFQ has been closed, 

along with the reason. 

 

5.6. Two-Stage RFQ Evaluation Complete: Technical 

✓ Supplier receives a notification that the “Two-Stage RFQ Technical 

Evaluation” has been completed. 

✓ Supplier also receives a confirmation indicating whether their quotation 

has been shortlisted or not. 

 

5.7. View Award Quote: 

✓ Buyer has analyzed the quotations received from various suppliers and 

finalized the most suitable one based on price and delivery schedule. 

✓ Click the Notification icon. 

✓ Click the relevant notification shown in My Worklist. 
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✓ Supplier can view the Award notifications. 

✓ Click on the Response Detail hyper link. 

 

✓ Supplier can view the quotation details, including the quoted price, quantity, 

and promised delivery date. 
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6. Troubleshooting & FAQ 

 

Common Issues & Solutions 

 

Issue Solution 

Invitation Check your Spam/Junk folder. 

Responsibility Access Buyer or system administrator needs to clear the cache 
after registration. Contact the buyer for assistance. 

Link Expired Inform the buyer or procurement contact to send a new 
registration invitation. 

 
Password 

Use the “Forgot Password” option on the NAS login page to 
reset your credentials. 

 
Attachments 

Ensure the file size and type meet the portal’s upload 
requirements (e.g., PDF, DOC, or XLS under the size limit). 
Try again using a supported browser such as Google Chrome 
or Microsoft Edge. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

35 
 

7. FAQs 

Q: What is the purpose of the Sourcing Supplier responsibility? 
A: The Sourcing Supplier responsibility allows suppliers to access, review, and respond to 
sourcing documents such as Requests for Quotation (RFQs), Negotiations, and Online Auctions. 
It provides a secure platform for participating in procurement events initiated by the Ministry of 
Commerce and Industry (MoCI). 

Q: How will I be notified of a new sourcing invitation? 
A: When a sourcing event (RFQ or Negotiation) is published, you will receive an email 
notification and can also view it under Negotiations → Negotiations Home within the Sourcing 
Supplier responsibility. 

Q: What should I do when I receive a sourcing invitation? 
A: Open the sourcing event from your notifications or Sourcing Home page, review the event 
details, requirements, and attachments, then click Create Quote to submit your response 
before the event’s closing date. 

Q: Can I modify my quotation after submission? 
A: Yes. You can modify or withdraw your quotation any time before the negotiation close date. 
After the closing date, modifications are not allowed 

Q: How do I participate in online discussions with the buyer? 
A: Navigate to the Negotiation → Discussions section of the event. You can view buyer 
communications and respond directly through the portal. All discussions are recorded for 
transparency and audit purposes. 

Q: How can I check the status of my submitted quotation? 
A: Go to Negotiations → Negotiations Home → My Responses. The status (e.g., Submitted, 
Active, Closed, or Awarded) will be displayed against each sourcing event. 

Q: What does “Draft” status mean for my quotation? 
A: A “Draft” status means your quotation has been saved but not yet submitted. You must click 
Submit to officially participate in the sourcing event. 

Q: Can I view previous sourcing events and quotations submitted by my company? 
A: Yes. You can view historical sourcing events under Negotiations → My Responses. All past 
events and their corresponding quotations remain accessible for reference. 

 

Need Further Assistance? 
Contact MOCI’s supplier portal support team by sending mail to Supplier-Support@moci.gov.qa 


