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Introduction 
 

Oracle iSupplier Portal enables a buying company to communicate key procure-to-pay 
information with suppliers. As a supplier using Oracle iSupplier Portal, you can view 
and acknowledge purchase orders, submit change requests, create advance shipment 
notices, view receipts, view inventory levels, view invoices and payments, create work 
confirmation for complex work projects, and acknowledge purchase order change 
requests. As a buyer using Oracle iSupplier Portal, you can view order, shipment, 
receipt, invoice, and payment information. 

 
 

Objectives 

The objective of this manual to ensure that Key Users understand how to perform 
the following topics: 

• Response to RFI / RFQ / Auction 

• Purchase Orders 

• Shipment Notice and Overdue shipments 

• Invoice Information 

• Managing Profile 
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1. Response to RFI / RFQ / Auction 
Visit NGHA website, and open Oracle Login Page: 

 
Login with your company’s username and password for Oracle iSupplier Portal access. 

 

 
After login you will get Oracle home page. 

On Oracle home page, you can check you latest notifications under ‘worklist’ and for 

further access of other functions you can click on various links under ‘Navigator’ 

To create a Response (bid) against RFQ / Auction, click on ‘Sourcing Supplier’ 
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Click on ‘Sourcing home’ Page. 

 
 
 
Screen Shot of ‘Sourcing home Page’: 

 
 
Basically below two things will be available, under sourcing home page: 

1) Active and Draft Responses, and 
2) Open Invitations 

 
You can check your past reponses against NGHA’s RFI / RFQ under ‘Active and Draft 
Responses’ region, and you can see your company’s invitation to quote/bid, under 
‘Open Invitation’ 
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To create a bid against Auction / RFQ, select the same from your invitation list. 

 
 
 
Go to Actions in Right corner of page and select ‘Create Bid’ and click on ‘Go’ 

 
 
 
1.1 Bid Header: 
Put necessary information for Bid Header as shown in below screen: 

 
 

1) Bid Valid Until: Enter last date of validity of your bid. Make note that, you bid 
valid until date should not be earlier than, 90days of Close date (in this example 
Close date is 17-Jul-2011, so bid valid until date should not be earlier than, 16-
Oct-2011) 

2) Reference number: Enter your internal reference number 
3) Note to Buyer: Free text field for any note to buyer 
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In lower half of page, you can make attachment for RFQ / Auction, and you also need 
to enter your Bid Value against each Requirement set by NGHA. 
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1.2 Bid Lines: 
 

 
 
Click on ‘Lines’ tab and enter your bid price for each RFQ / Auction lines. 

 
 
Click on Contine to review the bid created by you. 
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After review, click on ‘Submit’ button to finally submit the bid against RFQ / Auction. 
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2. Purchase Orders Tab 
On home page click on ‘iSupplier Portal Full Access’ to view the Purchase order details: 
 

 
 
iSupplier Portal Home Page: 

 
 
On iSupplier Portal Home page you can find following: 

1) Notifications 
2) Latest Purchase Order in favour of you and, 
3) Other navigation Tabs like (orders, shipments, admin and fianace) 
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Click on any purchase order to see the details. 
To make any chage request for PO, select that purchase order and click on ‘Request 
Chagnes’ button. 
To cancle entire Purchase Order, select that purchase order and click on ‘Request 
Cancellation’ button. 
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3. Shipment Notice and Overdue Shipments 
 

3.1 Creating an Advance Shipment Notice (ASN): 

Under shipment tab of iSupplier portal, click on ‘Create Advance Shipment Notices 

 
 
 
Select PO line and click on ‘Add to Shipment Notice’ button. 
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Enter required information at ‘shipment lines’ level to create shipment notice, and click 
on ‘shipment header’ 
 

 
 
Enter, ‘Shipment Number’, ‘Shipment Date’ and ‘Expected Receipt Date’ at header level 
and click on submit button to complete Advance Shipment Notice. 
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3.2 Checking Over Due Shipments: 
 

 
 
To see your over due shipment, click on ‘Go’. 
As shown in above screen shot, there are various search parameters, by which you can 
search your overdue shipments. 
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3. Managing Profile 
 
To update any of your company’s information with NGHA, click on ‘Admin’ tab on 
iSupplier Portal 
 

 
Here you can update, you company’s profile, you can maintain your company’s address 
of various offices, banking details, as well as product & services details. 
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3. Finance Information 
To see the status of Invoice submitted by you, click on ‘Fiance Tab’ 

 


