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Preface 

 
This document contains an overview of how various tasks are to be performed in the 

Oracle Sourcing Cloud of Oracle Fusion Applications. This training guide provides you step- 
by-step instructions on how perform Sourcing transactions. 

This document has been organized as per the structure given in the Table of contents, 
providing information relevant to ALGIHAZ Operations. 

 
 

Audience  
 

This manual is written for Algihaz Suppliers to give them an understanding of Oracle Cloud 
Supplier Portal. 

 

 
 

Related Documents 
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Introduction 

This document is intended as a guide for the Suppliers/Vendors and covers functionality of Oracle Cloud 
Supplier Portal for effective Supplier Operations pertaining to Algihaz Procurement. 

The Oracle Cloud Supplier Portal also helps Supplier to maintain their Registration, Supplier Account 
Administration, and maintenance. 

The Oracle Cloud Supplier Portal is a collaborative application that enables Algihaz and its Suppliers to 
communicate with each other through a secure and self-service cloud environment. It also enables 
suppliers to have real-time access to information regarding open orders, creation of invoices etc. 

 
 

Terminology  
 

To understand this user guide, it is important to understand the different terms used in this 
document. 

 

Term Meaning 

BU Business Unit 

ACC Account 

Organization Inventory Organization 

Itm Org Item Organization 

Sub Inv Sub Inventory 

IMT Internal Material Transfer 

DFF Descriptive Flex Fields 

PR Purchase Requisition 

PO Purchase Order 

BPA Blanket Purchase Agreement 

UOM Unit Of Measure 

SOW Scope of Work 

Fund Budgetary 

LOV List of Values 

RFI Request for Information 

RFQ Request for Quotation 
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System Requirements 

General Best Practices: 

Default Browser: For the best performance of Oracle Cloud Applications, use the latest ESR version of Mozilla Firefox, 
though Chrome and Internet explorer would also work. 

Session: Do not close the browser session whenever possible or clear the cache unless it is necessary. Use the same 
browser session for ongoing work, so all the artifacts that are cached on the client browser are retained, which will increase 
the application's performance. 

Browser History: In Firefox Options, under Privacy -> History, if Firefox is set to "Use Custom settings for history", please 
make sure "Clear history when Firefox closes" is unchecked. 

Tabs: Having multiple tabs in the Firefox browser might negatively impact the performance of the browser. 

Blocked Pop-ups: Fusion Application Notifications are opened as pop-ups. If you have the Pop-ups disabled by default as 
per your security policies, the browser will block the notifications from Fusion Applications. 

Site Exceptions: Here are the URLs for all Fusion Applications notifications in order to add them as exceptions (e.g. 
Chrome): 

Navigate within the browser, e.g., Chrome > Settings > Show advanced settings > Privacy > Content Settings > Pop-ups > 
Manage exceptions. 

Add these exceptions: 

[*.] oracle.com 

[*.] oraclecloud.com 

[*.] oracleoutsourcing.com 
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Supplier Portal Login 
 
 

This chapter covers the following topics: 
 
 

• How to reset password 

• How to login to Supplier Portal 
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Login to Oracle Cloud Supplier Portal 

Once Suppliers registered with Algihaz, and their Contact User’s Account created. Supplier Contact will receive a mail 
notification for password reset. 

1. To reset the password, click on the link you received in the email. 

2. When you click on the link it will take you to the reset password page, there enter the password you want and click 
on submit. 

 
3. After resetting the password, you will receive a confirmation mail with your user id. 
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4. Supplier Portal URL: https://efva.fa.em3.oraclecloud.com 
5. Supplier Portal Login Page: Open the Supplier Portal URL in your Browser, put the Username and Password, and 

Click on Sign In button. 
 

 
6. If you land on Oracle Application Dashboard, click on Home Page Icon. 

 
7. Below is the Home Page of the Oracle Cloud Application. 

https://efva.fa.em3.oraclecloud.com/
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8. Click on Supplier Portal as highlighted in below steps. 

 
9. Once you click on Supplier Portal you will land on the Supplier Portal Page. 
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Manage Supplier Profile 
 
 

 
This chapter covers the following topics: 

 
 

• Review Supplier Profile or Request Supplier Profile Changes 
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Manage Supplier Profile 

Supplier Administrator creates and maintains supplier profile. As a Supplier you can view and edit your profile manually. 
Supplier users are responsible for adding new information and ensuring that existing information is up to date. Using the 
Supplier Profile, suppliers can provide key details about the company, such as location, contact information, nature of 
business, list of products and or services, banking information, etc. 

 
With every change made to the Supplier profile, the system creates a change request in the supplier profile. Such changes 
in the Supplier profile require approval from the Algihaz Team. The Algihaz Team can review the Supplier profile and 
approve/reject. An automatic approval outcome notification is sent upon the approval or rejection of the changes. 

 
Supplier profile changes that can be performed by supplier are shown below: 

 

1. Scroll to bottom of the Page till the Company Profile (Left Bottom). 

 
2. Click on the Manage Profile under Company Profile. 

3. Click on the Edit button. 
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4. Click on Yes to continue with the warning. 

 
5. Enter the Change Description. 
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6. Navigate to any of the tabs where changes are required to be made. Click on Plus or Pencil icon to create new 
record or modify existing record respectively then review the changes. 

 
7. Click on Review Changes. 

 
8. You can review the changes you have made, and click on the Submit button to submit for Algihaz Team’s 

Approvals. 

 
9. You will get a Confirmation Message, Click on Ok. 
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Mange Purchase Order 
 
 

 
This chapter covers the following topics: 

 
 

• View Purchase Order 

• Acknowledge Purchase Order 

• Change Order to Modify Purchase Order Lines and Shipments 

• Change Order to Cancel Purchase Order 
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View Purchase Order 

All the Purchase Orders that are created against a Supplier can be seen and relevant action can be performed by clicking on 
the respective Purchase Orders. There are different ways a Purchase Order can be opened. 

 
1. From the Supplier Portal, click on ‘Manage Order’ to view all the Purchase Orders or Enter the Purchase Order in 

the search bar or place the mouse on the graphical chart and click open the documents. 

 
2. After opening the Manage Orders page – Enter the search criteria in the fields or can click the search button 

without any criteria provided to view all the Purchase Orders. 

 
3. Once the results are displayed, Click on Purchase Order number link to view details. 
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Acknowledge Purchase Order 

When creating a purchase order, If Algihaz requests an acknowledgment of the purchase order. Supplier will receive a 
notification requiring a response in Supplier Portal. The purchase order may include a date by which it needs to be 
acknowledged. Acknowledge serves as a confirmation of receipt of purchase orders, review of details mentioned there in, 
and action (accept/reject) taken there upon. Suppliers can communicate changes to the purchase order before or after the 
acknowledgment. 

 
1. To acknowledge and accept the Purchase Order, click on the relevant Purchase Order number from the results 

screen and the following Purchase order details page opens. Review the details and click on ‘Acknowledgement’. 

 
2. Click on the Acknowledge button to Acknowledge the Purchase Order. 
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Advanced Shipment Notice  
 

 
This chapter covers the following topics: 

 
 

• Create Advanced Shipment Notice 

• Add Billing Information 
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Create Advanced Shipment Notice (ASN) 

An Advanced Shipping Notice (ASN) is an electronic notification of an upcoming delivery which is sent directly from a 
supplier to a buyer, in advance of the shipment. 
ASN Contains below details of the shipment: 

 

• Order information 

• Delivery date and time 

• Location information 

• Product details 

• Information about the carrier 

 
1. Click on ‘Create ASN’ to open the ASN Page. 

 
2. Click on the Search button. 

 
3. Select the Purchase Order and click on Create ASN. 
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4. Enter the details such as Shipment Number, Dates, Quantity etc. and click on the Submit button. 

 
5. You will get a confirmation message, click on OK. 
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Create Advanced Shipment Billing Notice (ASBN) 
 

An Advanced Shipping Billing Notice (ASBN) is an electronic notification of an upcoming Shipment Billing which is sent 
directly from a supplier to a buyer, in advance of the Actual Invoice. 

 
ASBN Contains below details of the shipment: 

 

• Shipment Number 

• Shipped Date 

• Expected Receipt Date 

• Invoice details  

• Invoice Date 

• Invoice Number 

• Invoice Amount 

• Shipping Cost 

• Tax Amount 

• Payment Terms 

• Currency 

• Information about the Item and Qty 
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1.Click on ‘Create ASBN’ to open the ASBN Page 

 
 
2. Search the PO for which ASBN is to create 
 

 
3. The PO Item will appear in the Result then Click on Create ASBN Option to Create the Billing Notice. 
 
Fill the Required Information for ASBN as below. 
Note- Please enter the quantity which is left to shipped. 
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4. Click on Submit, you will receive a confirmation that ASBN is Submitted. 
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Invoice 
 
 
 
 
 
 
 

This chapter covers the following topics: 
 
 

• Create Invoice (With PO) 

• Create a Credit Memo 
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Create Invoice with Purchase Order 

Suppliers can submit an invoice online to Algihaz, based on the purchase order lines they fulfilled. Suppliers need to only 
identify those items shipped and enter a quantity. 

 
Suppliers will not be able to make any changes once the invoice is submitted in case of any changes required, credit memo 
needs to be created against the same purchase order items to net out the invoice charges. The purchase order will then be 
available for submission of new invoice. 
 
The following are key things to consider before Invoice submission from Supplier Portal. 
 

• Incase of Material Invoices the delivery notes are mandatory to be attached along with invoice copy for both 
material and Service cases. 

• Please share the hardcopies of the invoice to Head Office to below address: 
Al Gihaz Contracting 
Al Urubah RD , Al Woroud Dist. 
Riyadh 11462 
Tel: 920013017 Ext. 1144 
Fax: +966 (11) 4609080 
 

• Please make a note of Following Important things before raising an invoice 
o The Invoice Date entered should be same as your invoice manual Copy. 
o Kindly Ensure the invoice amount including the Tax should be same as your Manual Invoice copy. 
o Kindly Make sure your invoice date should be after the PO issue Date. 

 

 
1. Scroll to Invoices and Payments and click on Create Invoice. 
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2. Identify the Purchase Order and Select. 

 
3. Enter the Invoice Number, Date, and Select Type as Invoice. 

 
 

4. Click on Select and Add Icon to add Lines to Invoice as highlighted below: 
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5. Select Line, Click on Apply, and Ok. 

 
6. Click on Invoice Actions and Calculate Tax. 

 
(Please ensure the  tax amount and your line amount should be equal to total invoice amount alwat)
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7. Tax is populated. 

 
8. Add Attachment on the Invoice Header. 
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9. Select Type i.e., File, Text, or URL. Select Category as From Supplier, Choose File, Give Title, Description, and Click 
on Ok to attach the Attachment. 

 
10. Click on Submit button. 

 
11. Once Invoice Submitted, you will get a confirmation message. 
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In any given case your invoice is rejected by ALGIHAZ Finance Team, If you wish to resubmit the same invoice then The 
invoice number for the resubmitted invoice should be affix “-“and the number of instances of resubmission. For example, 
“-1” or “-2” for invoice resubmitted once or for the second time respectively. 
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Negotiations (RFQ) 
 
 

 
This chapter covers the following topics: 

 
 

• Acknowledge RFQ 

• Create Response on RFQ 
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Acknowledge and Create RFQ Responses 

Suppliers can participate in the Algihaz Negotiation Process (RFQ) and can submit their responses if they are invited to 
quote from the Oracle Cloud Supplier Portal. They can first Acknowledge the RFQ, and create the Responses. 

 
1. Can review the Graph for Active Negotiation where Supplier invited to participate and open for their responses. 

Can click on the bar graph. 

 
2. Otherwise Suppliers can also scroll to the bottom of the page till Negotiations, and can click on View Active 

Negotiations. 
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3. Supplier can see active negotiations or search. Select the Negotiation and click on Acknowledge Participation. 

 
4. Select Yes, and enter Note to Buyer, and Select Ok. 

 
5. Select the RFQ and Click on Create Response. 

 
6. Enter details such as Response Valid Until, Reference Number, Note to Buyer, Attach Attachments on RFQ Header, 

and click on Next. 
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7. Add Line Details such as Response Price, Promised Delivery Date. If there is an alternative line to be responded to, 
click on + on Create Alternate and add the alternate line details. Once done, click on Next. 

 

 
Adding Alternative Line: 
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8. Review your responses and click on Submit. 

 
9. Review the Warning message (if pops up), and click on Yes. 
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10. Once Response Submitted, you will get a confirmation and Response ID, click on Ok. 


