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1.0 Introduction

This user manual provides guidance on how to use and work with the Oracle Fusion
Supplier Portal application.

Itincludes step-by-step navigation, supported by screenshots, to help users understand
various processes and perform the necessary actions required to manage their supplier
profile and carry out related tasks within the Oracle Fusion Supplier Portal module

2.0 Accessing the Oracle Fusion Supplier Portal

2.1 Pre-requisites

In Order to use the Fusion Supplier Portal Module,
-The Supplier must be registered.

-The registered supplier user must have user account created and necessary roles to
access the tasks.

2.2 Sign-in page

2.2.1 On creation of a new account by the administrator, respective users will receive a
login ID on their registered e-mail ID.

2.2.2 The email will also consist of link for the application. During the first login, users will
have to click on the link received in the email and set their password. Users can also find
the link on the University’s webpage.

2.2.3 For future logins, users are recommended to bookmark the URLs mentioned in email
and must use their credentials created during the first login as mentioned in the above step
for future logins into the Oracle Fusion Application.

https://login-iabiey.fa.ocs.oraclecloud.com

2.2.4 Open any browser and enter the below mentioned URL to navigate to the login page of
Oracle Fusion Application which should look like the above snapshot. Enter your
email/username and password and click on Sign In.
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https://login-iabiey.fa.ocs.oraclecloud.com/

Sign In
Oracle Applications Cloud

Company Single Sign-On 8

or

User ID

User ID

Password

Password

Forgot Password

Sign In

Select Language

| English v

2.3 Supplier portal

2.3.1 Once you login to the home page, you can use the icons to quickly access important
areas such as below:

SNO Name Description
1 Home To access the My Dashboard page, click the Home icon from
D any page. This displays the process areas and tiles of all the
modules that are accessible to you based on the user roles
assigned.

To access a module, select the process area and click on the
module’s tile

2 Watchlist Used to search transactions utilizing previously saved
D searches

3 Notifications User can see all notifications, including those notifications for
I;L information and those that require review and approval.

4 Supplier Portal Click on the module title

5 Supplier Portal Click on the tile to access the section
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Supplier Portal

Tools UOS Cost Center Report Others

APPS

Supplier Portal
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2.3.2 Once you enter the supplier portal, a dashboard opens up highlighting some of the
important activities that you have to action.

SNO Name Description
6 Dashboard This section gives a graphical display of some areas ata
glance
7 Tasks Navigation | This section consists of various links that open up different
Pane functions to transact with the University
8 Requiring This section lists some of the important items that require your
Attention attention such as overdue deliveries for purchase orders
issued to your company, invitations to negotiations,
negotiation messages, overdue invoices etc.
9 Recent Activity This section lists the new orders, receipts or change orders
issued to your company
10 Transaction This section lists the values of transactions associated with

Reports

purchase orders issued, invoices booked etc.
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Supplier Portal

Search | Orders

v 0r!§lumber

Tasks

Orders

Agreements
Channel Programs

Shipments

Contracts and Deliverables

Work Confirmations

Requiring Attention

3

Recent Activity
Last 30 Days

Transaction Reports
Last 30 Days

PO Purchase Amount

1 Invoice Amount

Invoice Price Variance Amount

259K AED
16.7K AED
0 AED

©

W Schedules Overdue o Due Today
M Negoliation Messages
Invoices Overdue

Supplier News
Welcome to University of Sharjah!

2.3.3 Below are some of the tasks that you can select and their definitions

Task Name Description

Orders This section will help to manage the orders issued to your
company.

Agreements This section can be used to manage blanket agreements issued to
your company.

Shipments This section can be used to view receipts, shipment returns done
against your deliveries in the system.

Work In this section you can create work confirmation for Complex

Confirmations purchase orders issued to your company and see their status.

Invoices & This section can be used to create invoices, view them after

Payments posting, see payment status etc.

Negotiations

This section can be used to participate in bidding activities issued
by the University

Qualifications

This section can be used if there are qualifications issued for
specific projects

Company Profile

This section is to be used to update your own profile with the
University
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3.0 Supplier Registration

A supplier can be registered with the University of Sharjah in two ways. New suppliers who
do not have any prior business history with the University may initially be registered as
Prospective Suppliers. Suppliers who are being onboarded for the purpose of issuing
Purchase Orders or processing payments will receive a link to register as Spend Authorized
Suppliers.

In most cases, suppliers may not be able to distinguish between these registration links, as
they are shared directly by the Vendor Management Team. If a supplier is initially registered
as a Prospective Supplier, they can later be promoted to Spend Authorized status by the
Vendor Management Team once they qualify for a purchase order or invoice processing

3.0.1 Prospective

A prospective supplier is one with whom the buying organization enters into a business
relationship with no financial impact.

3.0.2 Spend Authorized

A Spend Authorized supplier is one with whom the buying organization enters into a
business relationship for transactions with financial spend.

3.1 Supplier links

3.1.1 In order to access the supplier registration demo video, please visit the Procurement
and Supply Chain department page on the University of Sharjah’s website and Select the
“Supplier Registration Video”

Link: https://www.sharjah.ac.ae/en/Services/Supplier-Portal

SNO Name Description

1 Link Use the above link to reach Supplier links page of the
University

2 Login Click on this link to login to University of Sharjah’s supplier
portal with a login and user name

3 Registration Use this link to register as a prospective supplier

4 Guides Use this link to access user manual (text)

5 Video demo Use this link to view the supplier registration demo video. A QR
Code is also given below to open on another device while
registering.
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Service Detail

* Supplier Portallogin

;

¢ Supplier New Registration

=

Guides:

¢ Supplier Portal Guide

:

¢ Supplier Registration Video

o

Necessary documents for download, completion, signing, stamping, and re-uploading on the reqistrationlink:

Scan here to open the supplier registration demo video
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4.0 Manage profile

4.0.1 In this section you can view/update any information like Contact Person, Number and
Address, Banking information, license details etc. through supplier portal

4.0.2 You can access this from the navigation pane under company profile section and then
use the following steps.

SNO Name Description
1 Edit Click on the Edit button to begin the change request
2 | Confirm “Yes” Confirm to make the change request in the system

/s Warning x

P0Z-2130390Making edits will create a change request for the profile. Do you want to continue?

4.0.3 The different sections can be edited as required for different kinds of information to
be stored in the portal:

Description
3 | Change Enter a brief description of why you are making the change
description
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4 Organization Name & identification
details
5 Tax identifiers Tax related information
6 | Addresses Create addresses related to your company. You can have one
or many addresses linked to your company
7 Contacts Create contacts of your company, select their roles and link
them to the addresses
8 Payments Create your bank account information here. Please note that
bank letter is mandatory and not older than 3 months as per
our policy
9 Business Create your Trade license related information here
Classifications
10 | Products and Select the products & services categories that match your
Services profile. Procurement team will use this information later to
invite for bidding
Edit Profile Change Request: 202007  Delete Change Request  ReviewChanges  Save  Saveand Close  Cancel
Change Description
@
Organization Details | Tax Identifiers | Addresses| Contacts |Payments siness Classifications | Products and Services
T 6606066 0
Supplier Nam Tax OTganization Type | Corporation v
Supplier Number Status  Active
Supplier Type | Supplier v‘ Attachments None ==

4 |dentification

D-U-N-S Number | ‘ National Insurance Number ‘ ‘
Customer Number | ‘ Corporate Web Site ‘ ‘
sic | ‘

4 Corporate Profile

Year Established | ‘ Chief Executive Title ‘ ‘
Mission Statement Chief Executive Name ‘ ‘
Principal Title ‘ ‘

Principal Name ‘
Year Incorporated |

4 Financial Profile

Fiscal Year End Month ‘ v

Current Fiscal Year's Potential
Revenue
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4.1 Contacts

4.1.1 You can enter multiple contacts linked to your company. However, make sure you

have 1 administrative account at least.

Contacts with User Accounts [11] can login to the supplier portal.

Contacts selected as Administrators [12] can create new users, grant/revoke

access, Assign roles to users, reset passwords and manage profile updates.

Name

Actions v View v Format v

Columns Hidden 7

Contacts |Payment Busine: assificat Product

Status | Active = | Detach

Administrative

Job Title & ¥ Email & <7 Phone Contact

User Account | Status

Company Secretary (V] (V] Active

Logistics & Supply Chain Active

SNO Name Description

13 Add Click this button to add a new contact

14 Edit Click this to edit an existing contact information

15 Remove Click this to remove a contact that has left the organization

4.1.2 While entering the contact information, please pay attention to the below:

SNO Name Description

16 First Name The first name of the contact is a mandatory field

17 Last Name The last name of the contact is a mandatory field. In case if it
does not exist, please enter “” In this field

18 Job Title Please mention the full title of the contact here

12 Administrator Click on this flag if this contact will have the ability to grant/
revoke access from other users

19 Phone Enter the phone number as
<Country Code> <Area Code> <Phone number> <Extension>
Do not enter symbols or special characters

20 Mobile If a company provided mobile number exists for the contact,
enter it here

21 Email Enter the email address of the contact. It is preferred to use

company mailbox instead of personal emails like yahoo, Gmail,
Hotmail, icloud etc.
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22 Deactivate Toggle this to “Inactive” in case you wish to deactivate a
contact.
23 Link Address Once the contact information is entered, please ensure that this
is linked to an address
11 User Account Click on this checkbox if a user account is required for this
contact.
[Edit Contact:
Salutation v Phone ‘ v 4—@
* First Name || _ }4—0 Mobile E\ <—°|
Middle Name Fax ‘ v |
* Last Name q—o Email }q—e
Administrative contact }<—°

4 Contact Addresses
Actions v View v Format w =" Detach

Address Name Phone Address Purpose Status

Main Office Ordering; Remit to; RFQ or Bidding Active

Columns Hidden 5

4 User Account

Request user account W

4.1.3 Contacts can have multiple roles to do various tasks within the portal such as
detailed below:

Role name Abilities

Supplier Self Service Manages the profile information for the supplier company.
Administrator Primary tasks include updating supplier profile information and
requesting user accounts to grant employees access to the
supplier application.

Supplier Sales Manages agreements and deliverables for the supplier
Representative company. Primary tasks include acknowledging or requesting
changes to agreements in addition to adding catalog line items
with customer specific pricing and terms. Updates contract
deliverables that are assigned to the supplier party and updates
progress on contract deliverables for which the supplieris
responsible.
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Supplier Inventory
Manager

Individualin a supplier organization responsible for managing
inventory process control from beginning to end. Monitors
available supplies, materials and products to ensure that
customers, employees and production have access to the
materials they need.

Supplier Customer
Service
Representative

Manages inbound purchase orders and communicates
shipment activities for the supplier company. Primary tasks
include tracking, acknowledging or requesting changes to new
orders. Communicates order schedules that are ready to be
shipped by submitting advance shipment notices, and monitors
the receipt activities performed by the buying organization.

Supplier Bidder

Sales representative from a potential supplier responsible for
responding to requests for quote, requests for proposal,
requests for information and reverse auctions.

Supplier Accounts
Receivable Specialist

Manages invoices and payments for the supplier company.
Primary tasks include submitting invoices as well as tracking
invoice and payment status.

4.2 Banking information

4.2.1 This section helps to review your banking information, add bank accounts or modify

existing one.

While changing / updating bank details it is important that you attach the bank
details on the bank letter head. This document must not be more than 3
months old. (Ref pointer# 34)

SNO Name
24 Bank Account

Description
Click on the Bank Accounts Sub-tab to see the list of available
bank accounts linked to your profile

25 Add

Click on this to add a new bank account

26 Edit

Click this to edit an existing bank account
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From Assignment

Primary Account Number IBAN Currency Bank Name Account Name AD:::eignmenI Inactive On BIC
(] e

SNO Name Description

27 Country Choose the country in which the bank account exists. Please
note that the mandatory field requirements change upon the
country chosen

28 Account Enter the account number detail

Number

29 Bank name Enter the full bank name. It is possible that your bank name is
not listed. In that case, please email the Vendor management
team with the bank details letter as an attachment

30 Bank Branch Choose as “Main” in case if it does not exist

31 Accountname | Enter the name of the beneficiary

32 IBAN If an IBAN exists for the account, please enter it here. Please
note that the mandatory field requirements change upon the
country chosen

33 Currency Choose the currency in which the bank account operates

34 Attachments Enter the bank details on the bank letterhead, not more than 3
months old

35 Inactive In case, you wish to deactivate a particular bank account, enter
a date in this field

Please note that the fields in the banking section may vary depending on the
country-specific requirements. If you are located in a different country, the
screenshots shown below may differ slightly.
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Bank Account

Enter account number or IBAN unless account number is marked as required

" [ I W From Date 23102126
Country vl

Account Number, ”: e inactive On | dd/mmiyy G
Bank Name v |<_e IBAN ‘
Bank Brancn| o @ Currency 47”4—@
i Allow international payments * Attachments 34

4 Additional Information
}4—@ Check Digits

Alternate Account Name Account Type v

Account Name

Account Suffix Description

I Create Another “ 0K ; Cancel ‘

Please note that the University treats bank account information as highly

0 sensitive, and any changes to bank account details are subject to careful review
prior to approval. Accordingly, please allow for additional approval lead time in
cases where bank account information is amended.

4.3 Products and Services

4.3.1 When engaging with the University, itis recommended that you list your products and
services with us so that we can easily identify your company for categories of goods and
services that we procure regularly.

SNO Name Description

36 Select & Add Click on this to select the products and services relevant to your
business

37 Remove Click on this to remove a selected product / service that has
been discontinued
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Actions v View v Format v Freeze
Category Name
AMC > AMC for Equipment
Const > Cor - Chemicals Medicines
Const > Cor - Lab Tools

Fixed Assets > Laboratory Equipment

=} Detach

Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications [Products and Services

Wrap

10

Description

AMC for Equipment
Consumables - Chemicals Medicines
Consumables - Lab Tools

Laboratory Equipment

4.3.2 Products and services are organzied in a two level tree structure. While selecting

products / services, please click on the * arrow to expand the list and ensure that you
select the items on the second level as shown below.

4.3.3 Click on Apply [38] and Ok [39] to update the products and services to your profile.

0@
0@
0@
0@
0@
0@

4 Search

Select and Add: Products and Services Categories

Category Name

View v Format w Freeze [m] Detach

Select Category Name
(€3 » mm AMC
D@ » @ Books
(€3 » mcL

D@ 4 g Consumables

» Bl Apparels Uniforms & Garments

» B Consumables - Chemicals Medicines
» B Consumables - IT

» B Consumables - Lab Tools

» B Consumables - Sports

» B Consumables for Buildings

Columns Hidden 1

Description

Wrap
Description

AMC

Books

CLD

Consumables

Apparels Uniforms & Garments

Consumables - Chemicals Medicines

Consumables - IT

Consumables - Lab Tools

Consumables - Sporis

Consumables for Buildings

e

»

7o

[ Aomy | 0t ]| conce
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4.4 Trade Licenses

4.4.1 This section will help you to review and add your license information to the supplier

portal.
Please note that it is important to have your valid trade license on our portalin
order to receive purchase orders and payments to be processed on timely basis.
SNO Name Description
9 Business Click on the Business Classifications tab to open up the
Classifications | required fields
40 | Add Click on the Add button to add a trade license
41 | Classification Choose your type of business classification from the drop down

as appropriate. If the accurate business classification is not
available, choose “commercial licensed”

42 | Certification Choose the appropriate certifying agency from the drop down
Agency as appropriate. In case if it doesn’t exist, choose “Other”

43 | Certificate Enter the trade license number here

44 | Start Date Enter / select the date of incorporation of the company, i.e., the
date of the first issue of the trade license

45 | Expiration Date | Enter the expiry date of the current valid trade license. The
system will trigger a notification based on this date

46 | Attachment Click on the + sign to add the valid trade license

4.4.2 In case you have a different certificate for being listed as an SME supplier, please
click on the Add button and add another business classification license.

Classification

Emirati Owned

Free Zone

None of the classifications are appligable

Actions v View v Format v

Commercial Lice

4] x

ensed

Small & Medium Enterprises (SME)

0

Other Certifying

Status Certifying Agency Rgency

Certificate Start Date Expiration Date | Attachments|

None ==

¢ acee

4.5 Addresses

4.5.1 This section will help you to review and add your address information to the supplier

portal

Page 17 of 41




SNO Name Description
6 | Addresses Click on this to enter the addresses associated with your
company
47 | Add Click on the + sign to add a new address
48 | Edit Click on this button to edit an existing address after selecting

the corresponding row

Edit Profile Change Request: 202007  Delete Change Request  Review Changes  Save  Save and Close  Cancel
Change Description
Actions v View v Formal w
Address Name & 7 Address Phone Address Purpose Fax
Ordering; Remit to; RFQ or Bidding
Columns Hidden 3
SNO Name Description
49 | Address Name | Choose a short name for the address such as “Main office”,
“Branch 1” or “Billing office” etc.
50 | Country Choose the country in which this address is located
51 | Address Lines You can enter your address in two lines
52 | Address A company’s office address can serve different purposes such
Purpose as to receive orders, receive payments or to participate in
bidding transactions. Choose the appropriate purpose.
53 | Phone Enter the Phone number in full by filling respective fields
54 | Email Enter the main email address for this address
55 | Inactive date If at any point the address becomes inactive, enter the date on
which the address has become inactive
56 | OK Click on OK to save the changes
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Edit Address: Main Office x

* Address Name || Main Office 4—@ * Address | Ordering
* Country ” United Arab Emirates M Purpose | +| Remit to 4—@
v RFQ or Biddi
* Address Line 1 or ‘ ‘ -
P.O. Box
Phone“ ‘ v I ‘ H
Address Line 2 l ‘
D] | |
* Emirate ‘ Sharjah ‘ g
Email“ }4—@
Language ‘ v‘
Inactive Date “ dd/mm/yy e ’}4_@

Status Active

4.6 Submit Changes
Name Description
57 | Review Click on this button to see the list of all the changes you have
Changes made in this change request
Edit Profile Change Request: 105002 ---
Change Description

Z

Organization Details  Tax Identifiers Addresses Confacts Paymenlts Business Classifications Products and Services

Actions w View v Formatw X Bl Freeze  m| Detach Wrap
Category Name Description
AMC > AMC for Equipment AMC for Equipment
Consumables > Consumables - Chemicals Medicines Cc ¥
Consumables > Consumables - IT Consumables - IT
SNO Name Description
58 | Changed from | You can see the initial entry that existed in the portal
59 | Changedto You can see the new entry that you have changed
60 | Status

® Indicates amendments to existing information
indicators + . . . )
Indicates new information that’s been added to the portal

61 | Moreinfo “* Provides more information about an entry
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62 | Edit

In case you need to edit more information based on the review
changes, you can click on this button to make further changes

63 | Submit

Click on the submit button to trigger the workflow for approval
based on the details you have changed

64 | Confirmation

You will get a confirmation message with reference number that
the change request has been submitted.

Review Changes

4 Organization Details
View v Format w Freeze
Attribute

® Supplier Name

4 Contacts

View v Format v Freeze

Name

Columns Hidden 7

60

4 Business Classifications

View v Format v Freeze
Classification

4  Commercial Licensed
‘

4 Products and Services

Change Description

58 59
Wrap

| @ Confirmation % |

]
1
: Your profile change request 105002 was submitied for approval :
'

Administrative 2
& ¥ JobTitle User Account  Status Details.
i : Contact
]
T S AU ] (-] active (@1 =
] Active [=]
Wrap
Subclassification  Status Certifying Agency mm'“ﬂ Certificate Start Date Expiration Date  Attachments Ne
Current Economy and Touurism
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5.0 View Purchase Orders

5.0.1 In this section you can see all the purchase orders issued by the University to your

company.

Only purchase orders that are fully approved will be visible in your supplier

portal.

SNO Name
1 Manage Orders

Description
You can click on this link to open up a search page

2 Orders Opened

You can click on this link as well to see the recently issued
purchase orders

Tasks

Orders

Agreements
Channel Programs

Shipments

Contracts and Deliverables

Requiring Attention Recent Activity Transaction Reports
Last 30 Days st 30 Days
1 PO Purchase Amount

1

133K AED

8

M Schedules Gverdue or Due Today
Negoliations Closing Soon
Negotiation Messages

Supplier News
Walcomo to iniarcit of Chodiant

5.1 List of Purchase orders

5.1.1 This screen lists the summary of all the POs issued to your company.

SNO Name Description
3 Search You can click on this button without any parameters to list all
the Purchase orders issued to your company as a Summary
page.
4 | View In order to adjust the columns or view, you can choose “Reorder
columns” to adjust the view to your preferences
5 Status Open [5a] - This means that the purchase order is justissued to

your company and there are no GRNs posted against this PO.

Closed for receiving [5b]- This means that these purchase
orders have GRNs against them and GRNs are no longer
possible. Invoices can be posted against such orders or invoices
may exist
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Lifecycle

For any PO, hover on the lifecycle *° button to see the
summary of the PO at a glance [6a]

Click on the Lifecycle button to open up the Lifecycle of the
corresponding PO

Order Number

Clicking on this linking will open the Purchase order (system
view). Refer section 5.1

Manage Orders @

4 Search Agdvanced | Manage Watchlist | Saved Search | All Orders v
Sold 1o Legal Entity v Ordor
Billo BY | v Status -
Supplier Site | v Include Closed Documents | No v
o_@ o [
Search Results 4_
Actions » omaty # T I Detach
Order & ¥ OrderDale  Description Buyer Ordered Discount Currency C';’z'ls E:';:"EP B,':,E gﬁn&vaednm ?:,”,"";’"‘ El\ul‘:ge Order ';::’ .} Souns
2510825 New Standard Purchase Order Moatasem Sulsiman Ahmed O 000 AED Sper 20 BPO-P200257,
040326 Sumayya Ahmed Ali Al Shehhi 000 AED 300
25102126 Hamad Abdelmajeed lrahin 000 AED 300
2500226 Hamad Abdeimajeed lorahim 000 AED 200
030226 Sumayya Anmed All Al Shehni 000 AED 300
150126 Sumayya Ahmed Al Al Shhhi 000 AED 300
070126 Sumayya Ahmed All Al Shehhi 000 AED 300
B 120126 Amir Mohamed Asaad 000 AED 300 PIT * Payment
Mohamed Ahmed Hussain Al 000 AED 300
Sumayya Ahmed Al Al Shehni 000 AED 300
Sumayya Ahmed All Al Shehhi 0.00 AED 300

5.1.2 Clicking on the Life cycle button [6] will open up the Lifecycle view of the
corresponding Purchase order.

SNO Name Description

8 Graph This section displays the graphical overview of the entire PO

9 Summary This section displays the information of the PO in a textual
format

10 | Receipts This section displays all the receipts that have been posted to
this purchase order

11 | Invoices This section displays all the invoices that have been posted to
this purchase order
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Order Life Cycle

Sold-to Legal Entity University Of Sharjah Order Life Cycle Ordered 720.00 AED
Order

700 Shipped  0.00 AED
Supplier

Supplier Site 5 e — Received 720,00 AED
Supplier Contact 2w eeee Delivered 720,00 AED
Ordered  720.00 AED -

Invoiced 720.00 AED

4 In-Transit Shipments

Actions v View v Formatw 7 [F " Detach

Shipment ShipDate  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier
No results found.

Columns Hidden 2

4 Receipts
Actions v View v Formatw 5 [y Detach
Receipt ReceiptDate  Shipment Ship Date  Packing Slip Returned  Received  Delivered

12/01/26 08:4. 0.00 72000 72000

Columns Hidden 3

4 Invoices

Acons v Vieww Fomatw FE ¥ " Detach

Bill of Lading

Invoiced Open

72000

5.2 Purchase Order Screen

5.2.1 When you click on the purchase order reference link [7] , the system view of the
Purchase order opens up.

SNO Name Description
12 | Acknowledge Click this button in order to acknowledge the PO to the
procurement department

13 | View PDF Click this button in order to download the PO in a pdf format.
14 | Actions Click this to see further actions related to the PO
15 | Terms This area highlights the different terms related to the PO such as

payment terms, shipment terms etc.
15a | Payment Terms | This code indicates the payment terms of the purchase order.

16 | Notes & This section shows if there are any attachments linked by the
Attachments procurement officer related to this PO.
16a | Note to If there are notes from the procurement officer, it will be
supplier . B. .
displayed here. You can also see in the summary page if
notes exist
16b | Attachments If the procurement officer has attached documents, it will be

available here. You can also see
attachments exist

17 | Lines This section lists different lines of the purchase order.

18 | Schedules This section lists the different schedules for each line of the
purchase order. It is possible a line of the PO can have multiple
delivery schedules.

19 | View Click on “reorder columns” to reset the view according to your
preferences

in the summary page if
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20 | Delivery dates

University

These columns indicate the delivery dates committed to the

21 Invoiced

quantity

If any quantities have already been posted for invoices, those
quantities will be shown here

22 | Received

quantity

If any quantities have already been received in the system,
those quantities will be shown here

Purchase Order: FY26/4000

Main

4 General

$0/d-10 Legal Entity  University Of Shariah

Bill-to BU  Main Campus
Order FY26
Status  Closed for Recenving
Buyer Sumayya Ahmed All Al Shehi

Creation Date  07/01726

Required Acknowledgment None

Supplier
Supplier Site

‘Supplier Contact

Bill-to Location  University Of Sharja

Ship-to Location  CLD Locatios

Shipping Method

| et | vewoor | actons = | e oo

‘Order Life Cycle

Source

Ordered  720.00 AED
Description

Agreement

Supplier Order

Ordered

Recened

Detvered

Inveiced
o 200 400 600 800

M Amaunt (AED)

View Details |

O

Payment Terms m 15a Freight Terms Py en meceipt
FOB Confieming order
4 Additional Information
Banner PO Details FPA Spoc  Qussai Nassr
Actions Fomatw 5§ i " Detach
19 Additional Information
Cost Center
Line em Description Quandty UOM B2 price Ouered Smws  (ForBudger  AMSSIFOr g
Team Use Use o ™ Budget Team
only) 'se onl Use only)
1 Tissue Cuture Flask- WVR (734-2313) 100ipk Capacty: 250 mi Surface: TC-reated Working volume:175 2 Eacn 36000 36000 72000 Closedfor
Columns Hidden 19
16
16a Attachments None 16b
4 Additional Information
Banner PO Details FPA Spoc  Qussai Nassr
Lines  Schedules 20
Acions w View v Fomatw 58 F Freeze 1| Detach Wrap
Requested Promised uom Life Noteto Invoiced Received Invoiced Received
Line  Description Schedule - Location Delivery Date Delivery Da Quandty Name Price  Ordered Status Cycle Receiver Quantity Quantity Amount Amount Shipp
1 Tissue Culture Flask- 1 CLD Location| 00/02/26 09/02/26 2 Each 360.00 720.00 Ciosed... 2 2 720.00 720.00

In order to see the requestor name of your purchase order, please download the
PDF version of the purchase order [13] and go to the last page.
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6.0 Upload invoices

6.0.1 Suppliers need to upload invoices on their respective supplier portal in order for their
payments to be processed. In order to upload invoices to the supplier portal, the following
pre-requisites must be met.

a) You should be having a valid login credentials to access the supplier portal.

a.1) If this is not available, you should reach out to the vendor management team or the
supplier onboarding specialist.

b) You should be having a valid and approved purchase order in the system.

b.1) If this is not available, you should reach out to the procurement officer in charge of
your engagement with the University or the Head of Procurement for that section.

c) A goods receiving note or an approved work confirmation should be available against
this purchase order in order to upload the invoice.

c.1) If this is not available, you should reach out to the Requestor (mentioned on the last
page of the PO PDF printout) or the procurement officer

To avoid delays in receiving payments, please ensure that your bank details on

A the Supplier Portal are accurate and match the bank details stated on your
invoice. For guidance on how to view or update your bank details, please refer to
Section 4.2 of this manual.

6.1 Create Invoices

SNO Name Description
1 Create Invoice | Click on this link from the navigation pane to open the screen to
create the invoice in the system
2 Overdue From the dashboard view, you can view the number of overdue
Invoices invoices and clicking on the corresponding pie will display the
list of overdue invoices
3 Invoice Amount | This will give a summary of the total invoice amount
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Supplier Portal

Tasks

Orders

Agreements
Channel Programs

Shipments

Contracts and Deliverables
Work Confirmations

Consigned Inventory

Invoices and Payments

Requiring Attention Recent Activity Transaction Reports

Last 30 Days Last 30 Dx

PO Purchase Amount 51.3K

[invoice Amount

67.5K AED)

Invoice Price Variance Amofint

Now o= N

M Schedules Overdue or Due Tod:
ing Soon

supplier News
Welcome to University of Sharjah!

SNO NEIE
4 Identifying PO

Description
Enter / copy the PO reference number for which the invoice is
being created. You can also select this from the dropdown if it’s
visible.

5 Taxpayer ID

Once the PO is correctly identified and the pre-requisites are
met, then the Tax Payer ID appears automatically. Verify this
information

6 Remit-to Bank
Account

Once the PO is correctly identified and the pre-requisites are
met, then the Remit-to Bank account appears automatically. If
not, please choose the right bank account. If the field is empty,
add the bank details in the supplier portal and wait until the
change request is approved. Verify this information

7 Attachment

Upload a signed, stamped copy of the invoice here on the
company’s letterhead, clearly identifying the purchase order.

8 Invoice Enter the invoice number here for tracking purposes. Please
note that the system does not accept duplicate invoice number
for any supplier

9 Date Enter the invoice date. The system does not accept any date

other than the current date

10 | Description

In case if your invoice date is different from the current date,
then enter the actual invoice date here.
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11

Currency

The Invoice and payment currency will be defaulted from the
corresponding purchase order

12

Select & Add

Once 8 & 9 are entered, the select and add button will be
activated to select the lines to the invoice. If this is not
activated, review the purchase order for any missing steps.

Customer

Lines

View ¥

Create Invoice @

Supplier

o ) O

F3

Tax Control Amount

Name

Address

Unique Remittance Identifier
Taxpayer ID
Unique Remittance identifier Check Digit * Type | Invoice ~

* Supplier Site v
R Invoice Currency
A e Payment Currency

1
Supplier Tax Registration Number v

Purchase Order Consumption Advice

No data to display.

. " ; o ; . i Available : - . Invoice Line
Number * Type Supplier ltem ltem Description ShiptoLocation  Tax Classification B Quantity  Unit Price UOM Amount SLI
* Number * Line " Schedule  Number  Line iy oo
No data to display.
Total
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Nome Percentage  Per Unit Amount

SNO
13

Name
Select lines

Description
Select the lines that you would like to add to the invoice

14

Apply

Click on Apply

15

OK

Click on OK to bring these lines back to the invoice page

Page 27 of 41




Select and Add: Purchase Orders X

4 Search Advanced | Saved Search | v|

** At least one is required

** purchase Order ‘ FY26/4000 ‘ v ‘ ** Consumption Advice ‘ ‘

** Creation Date ‘ dd/mm/yy hh:mm a e

| Search H Reset H Save... ‘

Search Results
View v &7 Detach | Select A"_-J
. 0l 0] i 1l

Purchase Order Consumption Advice g
Supplier Item

Number Item Description Ship-to Location Ordered

Number Lir Sched Number Line
FY26/4000 1 1 UOS Head Office ;|
FY26/4000 2 1 UOS Head Office ? 1
3

0_, | Apply ‘E‘ Cancel |

6.1.1 Taxations are done by the Accounts Payable team. However, if you wish to add the tax
code for your invoice, you can do the following:

SNO Name Description
16 | Tax Enter the code as TX5

classification

17 | Invoice Actions | Click on Invoice actions to open the dropdown

18 | Calculate Tax Click on Calculate tax for the system to calculate the tax

applicable for the invoice

19 | Tax display The calculated tax is displayed at the bottom of the page.

20 | Submit Click on Submit to submit the invoice
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Customer

Lines

Create Invoice &

Kentifying PO
Supplier

Taxpayer 1D

Supplier Site

Address

Supplier Tax Registration Number

Customer Taxpayer ID

view v 4 ¥ [E | CancelLine

Purchase Order

* Number " Type
* Number * Line * Schedule
1 1 1
Total
I
| Totals
Items
2631235

Calculate Tax

Remit to Bank Account v Cancel Invoice

Unique Remittance Identifier Delete Invoice

Unique Remittance Identfier Check Digit Type Invoice
Invoice Currency  AED - UAE Dirham
Description
Payment Currency AED - UAE Dirham
Attachments

None 4

Tax Control Amount

Name University Of Sharjah
‘Sharjah Airport Road 27272, University City Area
Address g o0

Consumption Advice Available

Quantity Unit Price  UOM

Tax Classifftation

Supplier ltem Item Description Ship-to Location Quantity

Number Line

UCS Head O v 26312.35 Each

Invoice Line

AmUnt hog cription

2631235 | Arab German®

2631235

Miscellaneous. Exclusive Tax
000 131562

Retamage
0.00

6.1.2 Once submitted, you will get a confirmation page stating that the invoice has been

submitted.

6.2 View Invoices

6.2.1 In order to view invoices submitted, click on “View invoices” link from the navigation

pane
SNO Name Description

21 | Supplier To see all the invoices that belong to your company, click on this
drop down and select the name of your company

22 | Search Click on the Search button to list down all the invoices

23 | View Click on this and reorder columns to your preferences

24 | Invoices This column lists all the invoice reference numbers that are
available in the portal

25 | Unpaid Amount | If the amount has been unpaid, it will reflect here. If the invoice
has been fully paid, it will show unpaid amount as 0.

26 | Invoice Amount | The value of all the invoices is shown here

27 | Invoice Status The status of the invoice is shown here. If the status is shown as

“Incomplete” such invoices should be reviewed and submitted.
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View Invoices

4 Search

20082

=’ Detach

4 ol Pa
T = A T

07/03726
17mes
7125
011125
25/0925
31103725
31108725
30:08/25
30403725
3008725
2508125

** Invoice Numbur‘ Consumption Advice |

Invoice Status |

sunnlmsne” v Paid Status |

** Purchase Order | ‘ Payment Number |

Purchase
Standard  FY26/4000 Main Office
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office
Standard  FY25/4000 Main Office:
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office:
Standard  FY26/4000 Main Office:

| Advanced | Saved Search | Al v

AED  27.627.97 AED
11,600.00AED  11,600.00 AED
000AED 3624 99AED
0.00AED 668633 88 AED

0.00 AED 0.00 AED
0.00AED  2,790.00 AED
000AED 1051862 AED
000AED 11,169 89 AED
0.00AED  10.610.31 AED
000AED 662656 AED

0.00AED  7.200.96 AED

Incomplete
in process
Approved
Approved
Canceled
Approved
Approved
Approved
Approved
Approved

Approved

** At least onj
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7.0 Tender participation

7.0.1 The University may invite suppliers to participate in bidding for various tenders.
Bidding activities in Oracle Fusion are termed as negotiations.

SNO Name
1 Negotiation
invitation

Click on this link to see the list of all the tenders for which you

Description

have been invited to respond

2 Graphical view

This section will give you a quick overview of the messages you
have from the tenders and the list of negotiations going to close

soon.

3 View Active

This link will take you to the search window to search for

negotiation negotiations where you have been invited
4 Manage If you have already submitted a response, this section will help
Responses you review them

Supplier Portal

Orders

Agreements

Channel Programs

Shipments

Contracts and Deliverables

‘Work Confirmations
Nork

Consigned Inventory

Invoices and Payments

Negotiations

«| Manage Responses » a °
Auctions from Seller

Requiring Attention

Supplier News
Weicome to University of Sharjah!

Recent Activity

Last 30 Days

Transaction Reports
Last 30 Days

PO Purchase Amount 513K AED
Invoice Amount 67.5K AED

Invoice Price Variance Amount 0 AED

per your preferences

Description
Click on this and reorder the columns to view the information as
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6 Negotiation

Click on the link to open the negotiation document

7 Buyer

This will indicate the name of the buyer you need to get in touch
with for any queries regarding the negotiation

8 | Timeremaining

This indicates the amount of time remaining for the negotiation
to close and stop accepting bids

9 Close date

This indicates the time at which the negotiations will be closed
for further responses

Active Negotiations
4 Search Manage
** Negotiation Close By | ddimmiyy Y Negotiation Open Since | ddimm/yy e
‘Search Results
Actions. v| Formal v 3 " Detach Accept Terms. Ack
Negotiation  Title ”‘:E"""'“" Buyer Supplier Site gﬂzimw Close Date All Responses Rgsm:g:; :’;'r"mm Monitor
_ RFQ Fatima Abdalia |. Main Office 3 Days 20 Hours | 11/03/26 05:46 Blind 0
6
7.1 View Negotiations
7.1.1 Once you click on the negotiation number for the first time, you will need to accept
the RFQ terms [10] to proceed and see the negotiation.
SNO Name Description
10 | Acceptterms Once you click on the negotiation number [6] for the first time,
you will need to accept the terms to move forward.
11 Comments If there are comments on the Terms, you can mention it here.
Accept Terms and Conditions (RFQ FY26/20000  Acoept Tems -I

| Accept the following terms and condifions before responding o ihés negofiation

Title

GC-1 DEFINITIONS AND EXPLANATIONS

Issuance of any UOS Purchase Ordew/ Notice fo proceed shall be subject to the provisions of these Terms & Conditions H

Close Date 11103260546 PM

‘The University of Sharjah (UOS), ’

P.0. Box 27272, Sharjah, United Arab Emirates

Accept Terms

[Comment

For the purpose of these: words and shai

A Dreiramante:

Attachments Ter
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SNO Name Description
12 | Cover page Click on this to see the cover page of the RFP
13 | Overview Click on this see to overview of the RFP. Here you can see the
different controls, response rules and currency of submission
14 | Requirements Click on this to see the different requirements or criteria of the
overall submission of the bid.
15 | Lines Click on this to see the different lines of the RFQ
16 | Contractterms | Click on this to view the terms of the contract of the RFQ
17 | Actions Click on Actions to see the list of actions possible on the RFQ
18 | Acknowledge Click on Acknowledge participation to indicate whether you
Participation intend to bid or not and a dialog box opens up
18a | Yes Click on Yes to indicate to the buyer that you intend to
participate on the tender
18b | No Click on No to indicate to the buyer that you would not
participate
18¢c | Comment If you do not wish to participate, please mention the reason in
this comment box
19 | Create Click on this button to begin submitting your response to the
Response tender.

RFQ: FY26/20000

o —

066

which will be 1ssued under a Purchase Order.

&

Regards,

FY26/1000

University of Sharjah is initiating a procurement tendering process

8a
Will Participate —
[Ore j—gES
1 1
i
We invite your organization to review the project requirements and subr %6 20000
g - Note to Buyer d
All relevant documentation and instructions will be available through thy any questions or requests
for clarification, please contact us using the details provided below whill subject
Cancel

o_.\ e oo oo »
Currency = UAE Dirham
Analyze >
Title Create Response
»
Status  Active 19 CloseDate 1103260 "
Time Remaining 3 Days 9 Hours
Table of Contents Cover Page re—eray——— "

Site Main Office 1
© s |

OK
= 1

Fatima Almidfa

Email: falmidfa@sharjah ac.ae

Time
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7.2 Create Response

7.2.1 In order to submit a response to a tender, you need to enter the required details in the
system as detailed below.

SNO Name Description
20 | Response Enter / select the date of the validity of the bid. Preferably we
validity recommend to keep at least 90 days of validity for bids above
AED 50,000
21 | Response type | Incase if the tender allows for submission of alternate bids, you
can choose whether you are submitting primary bid or alternate
bids.
22 | Reference Enter the quotation number or bid reference here
number
23 | Note to buyer If there are any specific notes to the buyer, please enter them
here that are relevant to the bid
24 | Attachments Itis important to attach here the bid document
25 | Quote Ref This is the system generated quote reference for the draft bid
you are creating in the system
26 | Steps At any point you can switch between the steps by using these
buttons
27 | Messages Click this button to see or reply to any messages received from
the procurement team
28 | Respond by In case if there are lot of lines in the tender, you can choose to
spreadsheet respond by spreadsheet by exporting the template and
importing it back. Please do not change the format of the file
29 | Actions Once you have filled in all the entries, you can choose “Validate”
from the dropdown to review your response before submission
30 | Back/ Next Click on these buttons to navigate between the steps
31 | Save You can save the bid and come back later to submit
32 | Submit This button submits the response to the procurement team.
Some bids may allow for resubmission where some bids will
only allow for revisions. If in doubt, please check with the
procurement officer. You can see this under Response rules
under Pointer 13
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Create Response

General

Supplier

Supplier Site
Negotiation Currency
Response Currency

Price Precision

Response Valid Until

25

| (@ & & o
Overview Requirenls Lines Review _
(Quote 36636 | Overview © | [N oo

Title

Last Saved 08/03/26 08:44 AM
27 28 29 30 Time Zone Coordinated Universal Time

Time Remaining 3 Days 9 Hours

Close Date 11/03/26 05:46 PM

Response Type [(8) Primary
Main Office () Altemate

AED

AED

2 Decimals Maximum Note to Buyer

Reference Number H | }4—9

dd/mm/yy hh:mm a r‘o ‘ 4—@ Attachments
24

7.2.2 Once you click Next or select “Requirements”, you will be asked to enter / upload the
details that pertain to the requirements set forth in the negotiation document.

SNO Name

33 | Section Option

Description
You can click the drop down to quickly move between the
different sections

34 | Requirement

Read carefully the requirement criteria & enter the response

Response that match the requirement. Where attachments options are
available, please ensure that attachments respond to the
requirements

35 | Pricing In the pricing section, enter the response price of the full bid

36 | Back/ Next

Click on these buttons to navigate between the steps
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1) e (1) “4)
Overview Requirements Lines Review

Create Response (Quote 36636): Requirements ) [iesssaes) [iRespond by Spreadsneet i [IAciions | CSsave v submit  Cancel

Last Saved 08/03/26 09:30 AM
Time Zone Coordinated Universal Time

Time Remaining 3 Days 8 Hours Close Dale™ 11103126 05:45 PM

Section 1. Technical criteria e_.{ ‘Sech‘onl Technical uﬂeriav| » |

* 1. PLEASE UPLOAD A TECHNICAL OFFER WITHOUT PRICES as per the following specifications:

o

Section 1. Technical criteria v »

4 | Section 2. Pricing v

* 1._Tolal Amount from the ier's R

| —O

P | Section 2. Pricing v

7.2.3 Once you click “Next” or select “Lines” from the steps, you can see all the lines in the
RFQ for which you need to enter the line wise price information as detailed below:

SNO Name Description
37 | Response price | Enter the response price for each line item
38 | Promised Enter the delivery date for the line item

delivery date
39 | Note to buyer Here you can mention any specific notes to the buyer, such as
delivery lead time in weeks or warranty information

40 | Create If you have an alternate item that offers a similar requirement,
alternate create a response for an alternate item using the + sign.
41 | Edit If you wish to add an attachment, click on the Edit sign to open

another window where the attachment can be added
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1 (2) o 4

Overview Raqllfemnls Lines Review
Create Response (Quote 36636): Lines @ Messages  Respond by Spreodshest ¥ Actons ¥ Bock  Mext  Sewe ¥ Submit Goncel

= Last Saved 08/03/26 09:39 AM
ey = LAC DRtam Time Zone Coordinated Universal Time

Time Remaining 3 Days 8 Hours Close Date  11/03126 05:46 PM

Actions v View v Format w € " Detach

| = a Create Response Requested Promised * Alternat
. Line Description Alternate Category Name Response Price  Target Quantity Quantity uom Line Amount Delivery Date  Delivery Date Note to Buyer Descriptic

— =
ddimmyyy [g

Grand Totals

All response lines except altemate lines are included.
Response Amount  0.00

7.2.4 Once you click on edit line, you can see the same information in a different view
where you can add attachments as well:

SNO Name Description
42 | Attachment Click on the + sign to add any attachment for the line item
43 | Save & Close Click on this button to return to the Lines page

Lines: Edit Line: 1 (Quote 36636) - 1: - MIXTA 2 CADAVERS STOR .. v

Currency = UAE Dirham Last Saved\D8/03/26 09:48 AM

Item Close Date  11/03/26 05:46 PM
Revision Location FAS (CLD) Location

Description Requested Delivery Date

Category Name Laboratory Equipment Promised Delivery Date | dd/mm/yy © ‘—e

Start Price Note to Buyer
’ fesponse puc4:|‘_° -
Supplier Item
Target Quantity 1
Manufacturer
Response Quantity 1
Manufacturer Part

Number

UOM Box
Atschments a2

7.2.5 Click on the “Next” or select “Review” to go to the review page to review all the
entered information.

SNO Name Description

44 | Overview Review the overview of the response

45 | Requirements Review the requirements of the response to be submitted

46 | Lines Review the line response to be submitted

47 | Action Once review is completed, Click on actions and select Validate

48 | Validate Click on validate for the system to check and report if there are
any mandatory fields left unfilled

49 | Confirmation If there are no errors you will get a confirmation message. Press
OK

Page 37 of 41



50

Submit

Click on Submit to submit the response to the Procurement
team

Currency = UAE Dirham

General

Supplier

Negotiation Currency
Response Currency
Price Precision

Response Valid Until

Review Response: Quote 36636 @

AED
AED

2 Decimals Maximum

Close Date  11/03/26 05:46 PM

1) 2 3)

Overview Requirements Lines

Last Saved 08/03/26 09:58 AM
Time Zone Coordinated Universal Time

Title Time Remaining 3 Days 7 Hours

Response Type Primary

Reference Number
Note to Buyer

Attachments None

« Confirmation x

Response 36636 to negotiation FY26/20000

was validated without errors.

7.3 Manage Responses

7.3.1 In this section, you can manage the responses you have already submitted in case if
this feature is enabled for a particular RFQ.

SNO Name Description

4 Manage Click on manage responses to see the list of all responses
Responses submitted and their status

51 | Negotiation Enter “FY2” in this field to select all the negotiations

52 | Response Select “Blank” from the dropdown or a particular status to filter
Status the search results

53 | Response This hyperlink selects the response and allows to view the
number response

54 | Actions You can Revise / Delete / Accept terms depending upon the

settings in the tender and its status

55 | View You can use this to reorder the columns as per your preferences

56 | Reference This columns lists all the quotation reference numbers you
Number have listed for each response you have submitted

57 | Response You can see the status of each response you submitted
Status

58 | Negotiation & You can see the reference number and title of the document for
Title future follow ups with the procurement officer
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59 | Award Amount | In case you response has received an award, the amount of
award will be indicated in this column. The response status [57]
for that line will indicate as “Awarded”

60 | Negotiation This column provides the close date of each negotiation

close date
61 | Done Click on done to return to the supplier portal dashboard page

Manage Responses
52

4 search Advanced | Manage Watchliat | Saved Search | Acte or Orat Responses v

i 51 B

Tine Zone Coordinated Universsl Tin]

“ At least one is required

* Response |
58 59 seorch | Reset | sove..
60
Detach
e B e o [l wociesty Locses oo
RFP 21 Hours 37 ML 0 User, CITY PHA... 2402026 10:35 .. 0903260800, =
RFQ 0 Seconds. 0TI0226 08:36
RFQ 0 Seconds. 090226 05.46
RFQ. 0 Seconds. 0 090226 08:35
RFQ 0 Seconds. 0 090226 08:35
RFa Seconts 1 70226 12:14
wFQ 0 5econss 1 7028 1214
am ofice Fr2sizon RFQ 0 Seconss 200226 0704
Main Ofice wFa 0 Seconds 1602126 0209
am Ofice Fresizon #Fa 0 Ssconds o 0002126 0835
Mam Ofice Frasaon wFe 0 Secones o 1.00000AED 301225 08116
. Main Office FY28s RFQ 0 Seconds 0 08/01/26 08:52
Awarded Main Office. RFP 0 Seconds. 1 15,500.00 AED 120126 08:00
Pending award .. Main Office FY26/2000 RFQ Seconds 10126 04:30
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Frequently asked questions (FAQs)

Q1

| have received my login credentials over email. What should | do first?

A1

You are required to review and update all your company details on the portalin

accordance with Section 4 and its subsections of this manual.

Particular attention should be given to the following:

e Banking details (Section 4.2): These must be updated and accurate, as payments
cannot be processed without valid bank information.

e Trade license details (Section 4.4): These are required for issuing purchase orders
above certain thresholds.

e Contact details (Section 4.1): Keeping your contacts updated ensures that you
receive system notifications and email updates when required.

Q2

| have changed my details on the portal but the changes are not visible on the
system.

A2

Please verify whether you have submitted the change request. Navigate to the
“Manage Profile” section, click on Edit, review the changes, and then submit the
change request. For guidance, please refer to Section 4.6 of this manual.

If the change request has already been submitted, please contact the Vendor
Management Team and provide the change request reference number for further
assistance

Q3

| need to update my bank account details on the supplier portal due to a recent
change in my banking information.

A3

Refer to section 4.2 of this manual on how to update the banking information on the
supplier portal. Please note that approval of amended banking details take longer
due to the sensitive nature of information involved.

Q4

| would like to add new staff members or additional contacts to my supplier profile
registered with the University.

Ad

Refer to section 4.1 of this manual on how to edit / add/ remove contacts from the
supplier portal

Q5

| have submitted responses to a negotiation and would like to know the current
status of my bids.

A5

Please see section 7.3 which details quick overview on the responses you have
submitted on the portal. For exact details, it is best recommended to get in touch
with the procurement officer responsible for the negotiation.

Q6

| have delivered the goods to the University and need to submit the invoice;
however, the corresponding PO lines are not appearing on the supplier portal

A6

Please read the pre-requisites for invoices submission in Section 6.0 and review the
purchase order lifecycle mentioned in Section 5.1. You can get in touch with
requestor to perform the GRN or the procurement officer to get more information.

Q7

| lost the link to login to the supplier portal of the University. What should | do?

A7

Please visit the University of Sharjah website and go to supplier portal page which
contains various useful links for suppliers. See Section 3.1 of this manual.
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Q8

| am not receiving enquiries frequently for the activities and services my company
offers.

A8

Please verify whether you have listed and attached products and services
accurately on the supplier portal as shown in Section 4.3
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