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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 (MoCI). 

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: 

• 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. 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 

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

 

 

 

https://sso-esuite.moci.gov.qa/nas
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✓ 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 iSupplier Portal Full Access. 

✓ Click Home Page. 

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

as Supplier Home, Orders, Shipments, Planning, Finance, and Product. 
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4. Tab - Supplier Home: 

✓ Supplier user can view an overview of notifications and a PO summary under the 

Orders at a Glance section. 

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

the page. 

✓ Once a Purchase Order is created and approved, the supplier can view the PO in 

the Orders at a Glance section. 
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5. Tab - Orders: 

✓ Click on Orders tab. 

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

 

 

 

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

Purchase Order. 

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

Order. 
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✓ Supplier verifies the Order and Line details for the specific Purchase Order. 

✓ Supplier must select the option “Accept Entire Order” and click Go to acknowledge and 

accept the Purchase Order. 

 

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

section. 

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

 

✓ Supplier is directed to a confirmation page upon successful submission. 
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✓ Navigate to Orders → Purchase Orders. 

✓ The status of the Purchase Order is now updated to “Accepted”. 
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6. PO History: 

Navigate to Orders → Purchase History 

 

✓ Supplier can log in to view the Purchase Orders along with their revision history. 
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7. Tab – Shipments:  

 

✓ Supplier can view shipment details under the Shipments section, including Delivery 

Schedule, Shipment Notice, Shipment Schedules, Receipts, and Returns.  
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8. View Receipts: 

Navigate to Shipments → Receipts. 

 

✓ Using the search criteria, the supplier can view the receipt details for the corresponding 

Purchase Orders. 
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9. Tab – Finance: 

✓ 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. 

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

 

✓ Suppliers can create invoices, view invoices, and view payments under the Finance tab. 
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10. Create Invoice: 

✓ Click on the Finance tab → Select Create Invoice “With a PO” and click the Go button. 

 

✓ Use the search criteria to find the PO numbers that have been received and are pending 

invoice creation. 

 

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

 

 

✓ Verify all the details, click Next, and then click Submit. 
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✓ Supplier will be directed to the Invoice Confirmation page. 
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11. Reject Invoice Process: 

 

✓ When an invoice is submitted through the Supplier Portal, it may be rejected by 

the Payables Approver (MoCI) due to missing attachments, missing information, 

or other discrepancies. 

✓ Once rejected, the Payables Requester (MoCI) receives an email notification 

detailing the reason for rejection. 

✓ The Payables Requester (MoCI) then cancels the invoice in the Invoice 

Workbench. 

✓ After cancellation, a notification will be sent to the supplier user indicating the 

reason for rejection. 

✓ Based on the rejection reason, the supplier user should be able to create a new 

invoice and resubmit it for approval. 
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12. View Invoice: 

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

✓ Verify the status of the invoice. (The invoice has been submitted and is awaiting 

processing by the Payables team). 
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13. View Payments: 

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

✓ Supplier can view the payment status for their invoice. 
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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. 

 
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. 
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15. FAQs 

Q: How do I 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 I 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 I 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 I do if I 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 


