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1. Introduction

This user guide provides a comprehensive explanation of the iSupplier User processes in Oracle
E-Business Suite (EBS), tailored to meet the operational requirements of the Ministry of
Commerce and Industry (MoCl).

The guide covers essential steps and procedures involved in iSupplier Portal Full Access
responsibility. It is designed to help end users efficiently navigate the iSupplier View
Notifications, view Purchase Order progress status, View Shipment and Receiving status, and
Create Invoice, View Invoice and View Payment related tasks with accuracy and consistency.

By using this guide, users will gain a clear understanding of the system's functionalities, enabling
them to streamline iSupplier User activities.

Oracle iSupplier Portal (Full Access) provides suppliers with a comprehensive, self-service
platform to manage business transactions and user administration directly within the system.
Through this responsibility, suppliers can efficiently maintain their organization’s profile,
manage communications, and perform transactional activities such as responding to purchase
orders, submitting acknowledgments, and managing shipments and invoices.

The Supplier User Process enables the supplier’s designated administrator to create, update,
and control user accounts within their organization. This ensures that access to procurement
and collaboration functionalities is securely managed and aligned with business needs.

This self-service structure reduces dependency on the buyer organization’s administration team,
empowers suppliers to manage their own accounts, and ensures that every transaction—
whether related to purchase orders, shipments, or invoices—is handled securely, efficiently, and
in compliance with procurement standards.
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_________________________________________________________________________________________________|
2. System Requirements

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

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

Prerequisites:

v NAS Login URL - https://sso-esuite.moci.gov.qa/nas
v" Qatar ID (Username)
v' Password

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

gimssatean mues . 5’—%
L= e
v" Enter the User Name (QID)
v" Enter the Password.
v Click on Captcha Checkbox
v Click on Continue.
ww >~ = c—;\o‘m

me and phone number I

.........................

v Supplier user is logging in for the first time, when a user has
requested a password reset.

v" Enter the QID, Phone Number and Click on Captcha Checkbox

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


https://sso-esuite.moci.gov.qa/nas
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v’ Supplier user has successfully logged into the application.
v’ Click the three bars (menu icon) located at the top left corner of the screen.

E-Business Suite

Announcement

Welcome to Oracle E-Business Suite! *‘

You can personalize the choic ble on
this page by selecting favorites using the Add
Favorites icon (with a star and plus sign)

Add Favorites

You can also select a specific starl page when
you log in to Oracle E-Business Suite. Choose
Settings (gear icon) from the top of the page.

and then choose Preferences. Select the
responsibility and Page you want, and apply your
changes. The next time you log in, you will be
takan to your preferred start page instead of this

home page

v Supplier user can view the following responsibilities.
1. iSupplier Portal Full Access
2. Sourcing Supplier.

v Click iSupplier Portal Full Access.

<

Click Home Page.
v Supplier user will be directed to the home page, where they can view tabs such
as Supplier Home, Orders, Shipments, Planning, Finance, and Product.

Logged In As 12345678911 1
Last Login 24-Oct-2025 19.58 ] O

iSupplier Portal Full Access

Sourcing Supplier

Add Favorites
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4. Tab - Supplier Home:

v’ Supplier user can view an overview of notifications and a PO summary under the
Orders at a Glance section.

v By clicking Full List, the user can view all notifications (both open and closed) on
the page.

v" Once a Purchase Order is created and approved, the supplier can view the PO in
the Orders at a Glance section.

> isupplier Portal Logged In As 12345678310 (@) o

S

Orders  Shipments Flanning Finance  Product

earch PO Number hd Go

Notifications Planning

Full List + Farecast Schedules
Orders

Subject

New Contact Request for TEST Ais approved
New Contact Request for TEST Ais approved
New Contact Request for TESTB is approved
Closed Early: RFQ 14003 (tst05101) 05-Oct-2025 00:00:00 Shipments
Award Decision. RFQ 14003 {ts05101) 05-Oct-2025 00:00:00

« Agreements

« Purchase Orders

- Purchase History

« Delivery Schedules

Table Diagnostics + Overdue Receipts

+ Advance Shipment Notices

L Receipts
\_ Orders At A Glance + Receipts

Full List + Retumns

+ On-Time Performance

PO Number Description Order Date Invoices
PO2503195 18-Oct-2025 08'06:20 ,
PO2503194 17-Oct-2025 15.38:22 - nvoees
PO2503193 17-Oct-2025 14:2959 Payments
P0O2503192 17-Oct-2025 11:49:17 « Payments
PO2503191 07-Oct-2025 11:13:26

Table Diagnestics
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5. Tab - Orders:
v" Click on Orders tab.

v Supplier can view the Purchase Order details along with the current status.

In As 12345678910

Supplier Home: ments  Planning Finance  Froduct

Work Orders = Agreements  View Requests Purchase History ~ Work Confirmations RFQ  Deliverables = Timecards.
Purchase Orders

Views

Wiew Al Purchase Orders v Ge

Select Order:  Acknowledpe  RequestCancellation  Request Changes  View Change History [

[Select PO Number Rev Operating Unit Document Type Description Order Date - Buyer Currency Amount | Status Change Request Status
O PO2503165 0 MOCIOperating Unit  Standard PO 16-001-2025 08:06.20 . QAR 20000.00 | Requires Acknowdedgment
PO2503194 [ Operating Unit  Standard PO 1 25 15:38.22 QAR 20000.00 | Requires Acknowledgment
PO2503163 0 Operating Unit  Standard PO 17-0ct-2025 14:29:58 QAR 20000.00 | Open
PO2503192 ] Operating Unit  Standard PO 17-001-2025 114817 QAR 20000.00| Open
PO2503191 0 MOCIOperating Unit  Standard PO 07-Dc-2025 111326 QAR 2000000 | Open

Table Diagnestics

Multiple PO Change | Export

Advanced Search

Acknowledge By  Attachments

Supptar Home | Orgers | Shpments  Panning  Finance  Proguct

Purchase Orders | Work Onders  Agreements | View Requests  Purchase History | Work Confrmations |~ RFQ | Deiverabies | Timecards
g Puiicee D

|snnunru Purchase Order: PO2503195, 0 (Total QAR ZWUII.UOII

Curmency= QAR

Order Information

Generat Terms ang Conditions SucRary
Total 2000000
Toum 2080000 Pyt Toomn sl o
Supplier  APS TECH FYT LTD Camer o et 0
Supglies Sae  Qatar Fos ayment status ot

Supplies Contact 5, Ann Fraight Tarms

Address  Lusal Shipging Coatrel

Beka Ship-To Agdress
Buyer
Dder Date  18-0ct-2025 080620 .
Oeder Date 18-Dct-2005 08 06, Addrens
Description
Status  Requires
Asngwetgmant

Hote to Supplier
Oporating Unit

Bill-To Address

Suppher Order N Address
Atachments Towars:
Lusadl, 16001
Show Al Dotais | Hide Al Detais
Details Line 4. Type et Job Supplier hem Description oM Qry Price
» 1 Goods. laptog Each 10 2000

Table Diagnostics

Amount Status
20000.00 Opan

Anachments. Reason

v Supplier opens the PO hyperlink to view the Order and Line details for the specific

Purchase Order.

v Supplier should select the “Acknowledge” option and click Go to accept the Purchase

Order.
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2 iSupplier Portal

™ Orders  Shipm Pansng  Finance  Product

Purchase Orders  Work Orders | Agreements  ViewRequests  Purchase History  Work Confimatons | RFQ | Deiversbies = Timecards

Qudecs. Puchace Quiecs > Vi Oides Detais

|Acknowledge for Standard Purchase Order : PO2503195,0 (Total QAR 20000.00) |

Currency=0AR

4 Order Information

General Information Terms and Conditions O Related Information
Rocests

Payment Terms.  Immediate
FoB
Froight Terms
Shipping Control

Ship-To Address

L
Bill-To Address
Address 20
Tein Towers
usat, 16001
PO Details
& TIP Cick on the Show ik 10 view shipment Getats of a ine.
Show A1 Hide AL
Dotails Line Type lemiob  lemRevision  Supphiorltem  Descripion ~ UOM  Qty Price  Amount  Delivered Billed Note to Supplier Contractor Neme Status  Global Agreement Supplier Config 1D Attachments  Reason
aptop €xh 10 2000 2000000 Open

> ot Goots

v Supplier verifies the Order and Line details for the specific Purchase Order.
v Supplier must select the option “Accept Entire Order” and click Go to acknowledge and

accept the Purchase Order.

[r— LG

# iSupplier Portal

SubpllerHome  Orders | Smpments  Pianning  Finance  Product
Purchase Orders  Work Orders | Agtesmants | View Requests | Purchase History | Work Confrmaions | RFQ | Deverables | Timecards

(s Purchzes Qrders > View Oroar Detals > Aromiagoe for Standard Purchase Order
| Acknowledge Purchase Order PO2503195 |
Conce

Description

cumency QAR
Amount 2000000

OrderDate  18-Oct-2025 080620

Aecer

Note to Buyer e accept the Purchass Ordr.

Cancel | | Submit

v Supplier can provide any additional information to the buyer in the “Note to Buyer”

section.
v Supplier must click “Submit” to confirm and accept the Purchase Order.

* 1t 87 ewnmossnes @ (O

> iSupplier Portal

Sup Orders | Shipments  Planing ~ Fi

Purchase Orders  Viork Orders | Agresments | View Recuests | Purchase History | Wom Confrmasons | RFQ | Delversbles  Timecarcs

Ordars: Purchase Ordors = View Order Distails > Acknowledga for Standard Purchase Ordes >
[Po Acknowledgment Confirmation |

Iwrrraseuvw PO2513195 has boan Acknowiedged I

Retum to Purchass Ordsr Summary

v Supplier is directed to a confirmation page upon successful submission.
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supsiertiome [orers | toments  Panning Fnance  Prosuct

Purchase Ordors | Work Onders | Agresments | View Raguesis

Purchase Orders

Views
View Al Purchase Crders ~ G

Sedoct Order: | Acknowtedge | | Request Cancollation

Select PO Number . Rev  Operating Unit
Fom0318 © MOCI Operstig Unt
FOZ031 ® MG Operang Unt
PoZS03183 0 MOCI Operatng Unt
PO2503182 B MOCI Operstiog Unt
PO2503191 0 MOCI Operating Unt

Table Diagnostics

v Navigate to Orders - Purchase Orders.

Request Changes

Purchase Hisk

Document Type
Standard PO
Stanaen PO
Stanaaea PO
Standsed PO
Stanad PO

2

Werk Confimatons

View Ehange History

Description

RFQ | Delversbies

Order Date .

Timecands

Buyer

Amount
2000000
2000000
2000000
2000000
2000000

TowRagment

Multipie PO Change | Export

Advanced Search

v The status of the Purchase Order is now updated to “Accepted”.

‘B Logged In As 12345

iSupplier Portal
Supelier Home m Shipments  Flanning  Finance  Product
Purchase Orders Work Oraers  Agreements  View Requests
Purchase Orders
Views
View A1 Purchase Orsers v G
Select Order:  Acknowiedge  Reques! Cancellabon  Regues
Select PO Number .- Rev  Operating Unit
POR503195 o MOCI Operatng Uni
PORS0364 0 MOGI Operatng Unt
PO2503153 0 MOCI Operatng Unt
POR2503182 ] MOC! Operatng Unt
PD2503181 a MOCI Operating Unit
Table Diognostics

Pulchase History

1 Changes
Document Type
Standaed PO
Standsrd PO
Standard PO
Standard PO
Standsed PO

Werk Confimatns

View Change History

Description

RFQ | Debversties

Order Date

18-0¢4-2025 08 06:20
17-0ct-2026 153822
17-0ct-2025 142958
17-00-2025 104817
07-0ct-2025 11325

Timecaras

Buyer

Amount
20000.00
20000.00
20000.00
20000.00
2000000

Fogares Acknamsdgmont

Multiple PO Change | Export

Agvancea search

Change Request Status Acknowledge By Attachments

10

)
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6. PO History:
Navigate to Orders - Purchase History

£ ‘6 Logged In As 12345678310 (@) (0]

Supplier Home Shipments Planning  Finance  Product

Purchase Orders  Work Orders | Agreements  View Requests Work Confirmations | RFQ | Deliverables  Timecards

Purchase Order Revision History

Export
Simple Search Advanced Search
Note that the search is carse insensitive
[ PO Number Po% |
Release Number
Rev
Document Type
Creation Date ®
Revised Date )
Operating Unit
PO Number Rev Dperating Unit Description Buyer Creation Date .. Revised Date + Currency Total $hip-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
PO2503195 0 MOCI Operating Unit 18-Oct-2025 08:02.16 QAR 2000000 Ministry of Commerce and Industry ] 3 e
PO2503104 0 Mot Operating Unit 17.001-2025 15:2413 QAR 20000.00 Ministry of Commerce and Industry
PO2503183 0 iting Linit 17-Oct- 2025 14:27.29 QAR 20000.00 Ministry of Commerce and Industry = E I
PO2503192 0 MOCI Operating Unit &4 17-Det-2025 11:14:27 QAR 20000.00 Ministry of Commerce and Industry 3 3 =
PO2503191 0 MOCI Operating Unit 07-0ct-2025 11:02:57 QAR 2000000 Ministry of Commerce and Industry 3 ]

Table Diagnostics

v Supplier can log in to view the Purchase Orders along with their revision history.

11
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____________________________________________________________________________________________________________|
7. Tab - Shipments:

Supplier Home ~ Orders IShlpmenlsI Planning  Finance  Product

IDl\ivery Schedules  Shipment Notices | Shipment Schedules | Receipls | Retumns | Overdue Receipts | On-Time Performance Uuahwl

Delivery Schedules Export
Simple Search
Advanced Search
Organization 3 Item Number Q
PO Number PO% Ship-To Location Q
Supplier ltem Promised Date  (18-Oct-202 %
item Description Need-By Date (18-0ct-207 %
Go | Clear
PO Supplier Item Quantity Quantity e Item Supplier Config Supplier Promised Need-By
Organization  \yher  “ jtem “ Description UM Ordered Received Shipolo Eocation Carrier \umber <~ 1D Supplier Location Date ¥ Date
MOCI Operating Ministry of Commerce and APS TECH PVT
Unit PO2503185 laptop Each 10 0 Industry Lo Qatar
MOCI Operating . Ministry of Commerce and APS TECH PVT
Linit PO2503184 laptop Each 10 0 Industry Lo Qatar
MOCI Operating En1G § + |10 Ministry of Commerce and APSTECHPVT
Unit PO2503193 laptop Each 10 0 Industry o Qatar
] »

Table Diagnostics

v’ Supplier can view shipment details under the Shipments section, including Delivery
Schedule, Shipment Notice, Shipment Schedules, Receipts, and Returns.

12
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8. View Receipts:

Navigate to Shipments - Receipts.

Delivery Schedules | Shipment Notices  Shipment Schedules

Returns | Overdue Receipts | On-Time Performance  Quality
View Receipts Export
Simple Search Advanced Search
Receipt Number Organization
PO Number Item Number 1
Release Number Supplier tem 4
xample - 1234.2 Item Description
Shipment Number Receipt Location
Shipped Date z >
Go | Clear
Receipt ¥ PO Number | Creation Date - Organization Shipment  Shipped Date - Packing Slip  Containers  WaybillAirbill  Freight Carrier  BillofLading  Invoice  Attachments
107 PO2503192 17-Oct-2025 12.37.23 MoCl Admin Purchases Org
1082 PO2503191 | 07-0ct-2025 11:17:10 MoCl Admin Purchases Org

Multiple
Table Diagnostics

v Using the search criteria,

the supplier can view the receipt details for the corresponding
Purchase Orders.

13
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9. Tab - Finance:

v Supplier can submit an invoice online to the buying company for the purchase order
lines they have fulfilled. The supplier only needs to identify the items shipped and enter
the quantity. Invoices can be created against open and approved Purchase Orders
(standard or releases) that are not fully billed.

v’ Suppliers can create invoices for PO lines belonging to the same Purchase Order.

» iSupplier Portal Logged In As 12345678310 () (U]

Supplier Home  Orders  Shipments  Planning IFmanu Product

Icwamnvuius View Invoices | View Payments

Invoice Actions CreateInveice ~ WihaPO ~  Go

Search

Note that the search is case insensitive

Supplier APS TECH PVT LTD
Invoice Number

Invoice Date From (1 %
Invoice Status ~ Currency

Go  Clear

Purchase Order Invoice Number Invoice Date Invoice Currency Code Invoice Amount Status Withdraw Cancel Update View Attachments.

Na search conducted

Table Diagnostics

v Suppliers can create invoices, view invoices, and view payments under the Finance tab.

14
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10. Create Invoice:

v" Click on the Finance tab - Select Create Invoice “With a PO” and click the Go button.

Logged In As 12345678910 (@)

Supplier Home  Orders  Shipments l—'\arvw\qHDduu

View Invoices | View Payments

Invoice Actions Createlnvoice  WithaPO I Go

Search

Note that the search is case insensitive

Supplier APS TECH PVT LTD Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From  (17-Oct-202 Y Invoice Date To >
Invoice Status v Currency
Go | Clear
Purchase Order Invoice Number Invoice Date Invoice Currency Code Invoice Amount Status  Withdraw Cancel Update View Attachments

No search conducted

Table Diagnostics

v’ Use the search criteria to find the PO numbers that have been received and are pending
invoice creation.

iSupplier Portal © Logged In As 12345678910 (@) (U]

View Invoices | View Payments

Purchase Orders Details Manage Tax Review and Submit

lCreate Invoice: Purchase Orders ] Cancel | Stepiofd  Next

Search Advanced Search

Note that the search is case insensitive

Purchase Order Number PO

Purchase Order Date 1207 ®
Buyer
Organizatian
Advances and Finaneing  Excluded v
Go | Clear

Selectltems:  Add to Invaice | =+»

PO B Advancesor  Item Item Supplier item unit _— Packing .
- Line . Shipment uom Curr . Ship To Organization Waybill

Mumber = Financing Description  Number  Number Price = - slip o

PO2503195 1 1 =] laptop 10 10 [ fach 2000 QAR Yv“”""“’""‘-"“"“"' :j';”’“"““"-"“ g

rozsosez | 1 1 o lapiop 10 0 o ach 2000 QAR MOCH Operating

rozsosar | 1 1 o lapiop 10 10 3 ach 2000 QAR MOCI Operating

v Select the PO Number and click Next to proceed with the invoice creation steps.

“ iSupplier Portal Logged In As 12345678810

Supplier Home  Orders  Shipments  Planning  Finance | Product

Create Invoices View Invoices View Payments

Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders Cancel | Step 10f4
Search Advanced Search

Note that the search is case insensitive:
Purchase Order Number
Purchase Order Date +-2025 e
Buyer x
Organization
Advances and Financing Excluded v

Go | Clear
Selectitems:  Add to Invoice | ses
PO Advances or Item item Supplier item Unit Packing
B RO ber ™ Line .. Shipment. St e Ordered Received Invoiced UOM )" curr . ship To Organization = Waybill
POZ503185 1 1 o laptop 10 10 o Each 2000 QAR y of Gommerce and MOCI Operating
ry Unit
PO2503182 1 1 o laptop 10 10 o Each 2000 QAR nisty of Gommerce and MOG! Operating

PO2503191 1 1 O laptop 10 10 3 Each 2000 QAR m:.;mm Commerce and lrjl::‘:;l Operating

Table Diagnostics

15
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Enter the mandatory details, including Remit to Bank Account, Invoice Number, and
Invoice Description.

Attaching supporting documents is mandatory for invoice processing. Ensure all required
documents are attached when creating the invoice.

Enter the invoice quantity and click Next.

upplier Portal
Supplier Home  Orders  Shipments  Planning  Finance = Froduct
Create Invoices View Invoices | View Payments
O L]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details Cancel || Back | Step 2 of 4 -
* Indicates required field
Supplier Invoice
* Supplier APS TECH PVT LTD * Invoice Number 000101
Tax Payer ID * Invoice Date  18-0ct-2025 Y
* Remit To Qatar X Invoice Type  Invaice v
Address Lusali Doha Cumrency QAR
* Remit To Bank Account 27862786 Q * Invoice Description TESTING
4
Unique Remittance Identifier —
ntex
Remittance Check Digit one
Customer
* Gustomer Tax Payer ID 123456
Customer Name  Ministry of Commerce and Industry
Address  Lusail City QA
Items
PO Number Line Shipment  Item Number Item Description Supplier item Number $hip To Available Quantity * Quantity UnitPrice  UOM Amount
PO2503191 1 1 laptop Ministry of Commerce and Industry 7 7 2000 Each 14000

v Verify all the details, click Next, and then click Submit.

dnAs 12345678810 ()

Supplier Home  Orders  Shipments  Planning | Finance | Product
Create Involces | View Invoices  View Payments
Purchase Orders Details. Manage Tax Review and Submit
Create Invoice: Review and Submit Cancel || Save || Back 579,)45”-
Supplier Invoice
* Supplier APS TECH PVTLTD * Invoice Number 000101
Tax Payer ID * Invoice Date  18-0ct-2025
* Remit To Qatar Invoice Type Standard
Address Lusali Doha * Currency QAR
Remit To Bank Account 27862786 Invoice Description TESTING
Unique Remittance Identifier Attachment Nane
Remittance Check Digit
Customer
* Customer Tax Payer ID 123456 Requester Email
Customer Name Ministry of Commerce and Industry Requester First Name
Address  Lusail City QA Requester Last Name
Items
PO Number Line  Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice UOM  Unit Price Amount
PO2503191 1 1 laptop Ministry of Commerce and Industry 7 7 Each 2000 1400000

16
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v’ Supplier will be directed to the Invoice Confirmation page.

Logged In

Supplier Home  Orders  Shipments  Planning

Create Invoices View Invoices

Purchase Orders.

Finance

Product

View Payments

O
Details

Manage Tax

Review and Submit

_, Confirmation

Invoice 000101 was submitied to our Accounts Payable department on 18-Oct-2025. The confirmation number for this invoice is the mvoice number. You can query its status by using Search by navigating to the Home page.

Invoice: 000101 |

Supplier
* Supplier
Tax Payer ID
* Remit To
Address
Remit To Bank Account
Unigue Remittance Identifier
Remittance Check Digit
Customer
Items
PO Number Line  Shipment
PO2503191 1 1

Item Description
laptop

APS TECH PVT LTD

Qatar
Lusali Doha
27862786

* Customer Tax Payer ID 123456

Customer Name
Address

Ministry of Commerce and Industry
Lusail City QA

Supplier tem Number

Invoice

* Involce Number
* Invoice Date
Invoice Type

* Currency

Invoice Description

000101
18-0ct-2025
Standard
QAR
TESTING

Attachment

Requester Email

Requester First Name
Requester Last Name

Ship To

Available Qty
Ministry of Commerce and Industry 7

Quantity To Invoice
7

Printable Page

None

UOM  Unit Price
Each 2000

Create Another

Amount
14000.00

17
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11. Reject Invoice Process:

v" When an invoice is submitted through the Supplier Portal, it may be rejected by
the Payables Approver (MoCl) due to missing attachments, missing information,
or other discrepancies.

v' Once rejected, the Payables Requester (MoCl) receives an email notification
detailing the reason for rejection.

v' The Payables Requester (MoCl) then cancels the invoice in the Invoice
Workbench.

v' After cancellation, a notification will be sent to the supplier user indicating the
reason for rejection.

v Based on the rejection reason, the supplier user should be able to create a new
invoice and resubmit it for approval.

18
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12. View Invoice:

Navigate to Finance Tab - View Invoice and search using the Invoice Number

v’ Verify the status of the invoice. (The invoice has been submitted and is awaiting
processing by the Payables team).

> iSupplier Portal

Supplier Home  Orders  Shipments  Planning IFi nnnnn I Product

Creale Invoices I View Invoices I View Paymenis

Supplier Home =
View Invoices

fol ‘0 Logged InAs 1245678910 Y (D)

Simple Search

Advanced Search

Invoice Number 000101 Payment Status v
PO Number Invoice Amount From To
ample Amount Due From To
Release Number Invoice Date From % T
aymant Number Due Date From B To %
Invoice Status hd
Go | Clear
Invoice Invoice Date v Type Currency  Amount Due|Status OnHold PONumber  Receipt Payment Status Payment y
000101 1B.0ct-2025 Standad QAR 1400000 14000.00fin-Process PO2503191 1092 Not Psid 3

Table Diagnostics

19
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13. View Payments:

Navigate to Finance Tab - View Invoice and search using the Invoice Number.

v’ Supplier can view the payment status for their invoice.

View Payments

Simple Search

Note that the search is ca

3 iSupplier Portal
p.

< insensitive

Create Invoices ~ View Invoices | View Payments

Payment Number
Invoice Number

Release Number

PO Number

Go  Clear

Payment
No search conducted

Table Diagnostics

Remit-to Supplier

Remit-to Supplier Site

Status
Payment Amount From

Payment Date From

Payment Date

Logged InAs 12345678910 (1)

Export

Advanced Search

To

Currency Amount Method Status Status Date Bank Account Invoice PO Number

20
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14. 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.
Use the “Forgot Password” option on the NAS login page to

Password reset your credentials.
Ensure the file size and type meet the portal’s upload
Attachments requirements (e.g., PDF, DOC, or XLS under the size limit).

Try again using a supported browser such as Google Chrome
or Microsoft Edge.
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15. FAQs

Q: How do | register as a new supplier?
A: Use the registration link provided by the organization, fill out all required details,
upload necessary documents, and submit for review.

Q: What documents are required for registration?
A: Usually, you’ll need your company registration certificate, tax/VAT certificate, and
bank details. Refer to the registration page for mandatory document fields.

Q: How will | know if my registration is approved?
A: You'll receive an approval notification via email once your registration is verified and
approved by the buyer.

Q: Can | update my company profile after approval?
A: Yes. Log in to the iSupplier Portal > Admin > Company Profile - make updates and
submit for buyer approval.

Q: Can multiple users from the same company have access to iSupplier?
A: Yes, up to 3 Users. The primary supplier user can request additional 2 user accounts
through the portal or by contacting the buyer.

Q: What should | do if | get a workflow or system error while submitting data?
A: Log out and retry. If the issue persists, take a screenshot and contact the buyer or
helpdesk for assistance.

Q: Can multiple users from the same company have access to iSupplier?
A: Yes, up to 3 Users. The primary supplier user can request additional 2 user accounts
through the portal or by contacting the buyer.

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