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External Supplier 
Registration by 
invitation
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1. Click on the 
Supplier 
Registration link 
received in an email 
from Bapco 
Energies.

2. The ‘Register 
Supplier: Company 
Details’ page will 
appear.

External Supplier Registration by Invitation
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Fill in all the necessary 
information such as the 
Full Legal Company 
Name (as per the CR in 
CAPITAL Letters only), 
Tax Organization Type, 
Date of incorporation, 
etc.

External Supplier Registration by Invitation
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Scroll down the page to 
fill the ‘Your contact 
information’ section.

Make sure to enter a 
valid corporate email 
address wherever Email 
is asked.
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Scroll up and click on 
‘Next’.

External Supplier Registration by Invitation
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1. Verify the contact’s 
name from the 
previous tab.

2. If required, click on 
“+Create” to add 
additional contact 
information.

External Supplier Registration by Invitation
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1. Enter the 
mandatory 
information such as 
‘First Name’, ‘Last 
Name’ and 
corporate ‘Email’.

2. Also provide the 
‘Job Title’ and 
‘Mobile’ with 
country code. 
(optional)

External Supplier Registration by Invitation
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1. Check the 
‘Administrative 
contact’ checkbox 
only if this contact is 
going to have 
admin access.

2. Click on ‘Create 
User account’. The 
list of Roles will 
default 
automatically. 

3. Click on ‘Create 
Another’ to setup 
another contact, 
else, click ‘OK’

External Supplier Registration by Invitation
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Click on ‘Next’ to 
navigate to the 
‘Addresses’ page.

External Supplier Registration by Invitation
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Click ‘Create’ to add a 
new address.

External Supplier Registration by Invitation
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1. Enter ‘Address 
name’.

2. Select ‘Country’.

3. Country specific 
address format will 
default. 

4. Enter the required 
mandatory details.

5. Ensure to Tick the 
‘RFQ or Bidding’ 
checkbox.

External Supplier Registration by Invitation
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Click on ‘Select & Add’ 
icon to associate the 
previously defined 
Supplier contact to this 
Address.

External Supplier Registration by Invitation
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1. A pop -up window 
will appear. Here, 
select the contact 
line which is to be 
associated with this 
address.

2. Click on ‘Apply’

3. Click ‘OK’

External Supplier Registration by Invitation
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Contact gets 
associated with the 
address. Click on 
‘Create another’ to 
define another contact 
else click ‘OK’.

External Supplier Registration by Invitation
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Click ‘Next’ to navigate 
to ‘Business 
Classification’ page.

External Supplier Registration by Invitation
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Click ‘+’ to add a 
business classification 
details such as Licenses 
and Certifications.

External Supplier Registration by Invitation
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A row will get inserted. 
Here, from the list of 
drop -down values, 
select a license type, 
certifying agency, 
certificate name, etc.

External Supplier Registration by Invitation
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Click on ‘+’ to attach 
the relevant 
documents.

External Supplier Registration by Invitation
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Attachments pop -up 
will open up. Here, click 
on ‘Choose File’ to 
select the certificate for 
upload. 

Please ensure to attach 
a .pdf document only.

External Supplier Registration by Invitation
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The Document’s name 
will automatically 
default in the Title field 
but can be overridden.

A description can also 
be added in the 
description field.

Click ‘OK’

External Supplier Registration by Invitation
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Click on ‘+’ to add any 
other relevant 
documents (Optional). 
Then click ‘Next’ to go 
to ‘Bank Accounts’

External Supplier Registration by Invitation
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On the Bank Account 
page, click ‘+ Create’ to 
create a bank account 
for the supplier.

External Supplier Registration by Invitation
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1. Add the supplier 
bank account 
details in Country, 
Bank, Branch, 
Account number, 
IBAN and Currency.

2. Optionally, provide 
any additional 
information such as 
Account name

3. Click ‘OK’.

External Supplier Registration by Invitation
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Once, the Bank 
Accounts’ information 
gets added, under 
‘Attachments’ column, 
click on ‘+’

External Supplier Registration by Invitation
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Attachments pop -up 
will open up. Here, click 
on ‘Choose File’ to 
select the Bank 
document for upload. 

External Supplier Registration by Invitation

27 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



Document’s title will 
default by itself. Click 
‘OK’

External Supplier Registration by Invitation
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Click ‘Next’ to navigate 
to ‘Products and 
Services’ page.

External Supplier Registration by Invitation
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On ‘Products and 
Services’ page, you can 
associate your relevant 
business activities 
(products and services 
you can provided to 
Bapco Energies) by 
clicking on ‘Select and 
Add’.

External Supplier Registration by Invitation
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1. A pop -up window 
will appear. Here, 
enter the ‘Category 
Name’ and click on 
‘Search’

2. Or expand the 
‘Category Name’ 
tree by clicking on 
the small “>” icon to 
get the family level 
category 
information (based 
on UNSPSC codes 
structure).

External Supplier Registration by Invitation
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1. Choose one or 
multiple categories 
by clicking on the 
adjacent 
checkboxes.

2. Click ‘Apply’

3. Click ‘OK’

External Supplier Registration by Invitation
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Once, you have added 
the Products and 
Services, click on ‘Next’ 
to move to the  
’Questionnaire’ page.

External Supplier Registration by Invitation

33 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



1. On the 
‘Questionnaire’ 
page, provide 
necessary 
information for all 
the sections from 1 
to 6.

2. Questions marked 
with an asterisk * 
sign are mandatory 
and must be 
completed before 
submitting the 
registration 
request.

External Supplier Registration by Invitation
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Once all the mandatory 
sections are filled, the 
checkmarks will 
become green adjacent 
to the respective 
section. After that, click 
on ‘Next’.

External Supplier Registration by Invitation
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Review all the details. If 
any information still 
needs to be added, 
navigate back to that 
section and provide the 
details. 

Once all information is 
validated, click on 
‘Register’.

External Supplier Registration by Invitation
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A confirmation 
message will appear. 

Click ‘Ok’.

External Supplier Registration by Invitation
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The Supplier user will 
receive an email 
notification confirming  
whether the 
registration request 
has been approved or 
rejected.

External Supplier Registration by Invitation
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1. The Supplier user 
receives another 
email notification 
confirming that a 
user is created in 
Oracle Fusion.

2. Use the Password 
Reset Link and 
Create your own 
Password. The 
username will be 
the contact email 
address.

External Supplier Registration by Invitation
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Respond to Negotiation – 
Quotation, Bid
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Login as Supplier User.

Respond to Negotiation – Quotation, Bid
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Navigate to Supplier 
Portal.

Respond to Negotiation – Quotation, Bid
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1. Click on the Bell 
Notification on the 
top right hand side 
corner of the screen 
to open the 
Notifications page 
to view the 
Negotiation 
Invitation.

2. Review the 
negotiation 
invitation and click 
'Accept Invitation’.

Respond to Negotiation – Quotation, Bid
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Click Accept Invitation. 

Respond to Negotiation – Quotation, Bid
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1. Enter Comment.

2. Click Submit.

Respond to Negotiation – Quotation, Bid
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Once submitted, the 
user will be back on the 
Supplier Portal Page.

Respond to Negotiation – Quotation, Bid
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1. Scroll down to 
‘Negotiations’ 
section.

2. Click ‘View Active 
Negotiation’.

Respond to Negotiation – Quotation, Bid
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1. In the Search 
Results Section - 
Highlight the Active 
Negotiation for 
which you need to 
create the 
response.

2. Click on “Create 
Response”.

Respond to Negotiation – Quotation, Bid
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Response Overview 
page will open.

Optionally, the Supplier 
user can enter a ‘Note 
to Buyer’ and a 
‘Response valid Until 
Date’.

Click Next.

Respond to Negotiation – Quotation, Bid
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1. The Supplier can 
either respond by 
clicking on 'Respond 
by Spreadsheet' or 
Manually Respond.

2. Click ‘Next’.

Respond to Negotiation – Quotation, Bid
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Fill -in all the required 
information in the 
given section.

Respond to Negotiation – Quotation, Bid
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1. Similarly, fill -in the 
required 
information in 
section 2 Section.

2. Go to Section 3.

Respond to Negotiation – Quotation, Bid
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1. Fill the required 
information.

2. Click ‘Next’.

Respond to Negotiation – Quotation, Bid
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1. Select the line for 
which the response 
must be entered.

2. Either click on the 
‘pencil’ icon or on 
the ‘details’ icon to 
open the line’s 
information in a 
separate page.

Respond to Negotiation – Quotation, Bid
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1. Enter the response 
price.

2. The Supplier may 
also provide any 
other information as 
well such as ‘Note to 
buyer’ or attach any 
relevant document 
or ‘Price break’, etc.

3. Scroll down to 
‘Attributes’ section.

Respond to Negotiation – Quotation, Bid
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Provide the necessary 
response against each 
field.

Respond to Negotiation – Quotation, Bid
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In case of any 
clarification is needed, 
the Supplier user can 
use the ‘message’ 
functionality to 
communicate with the 
buyer (Optional).

Respond to Negotiation – Quotation, Bid
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(Optional)

To enter a message 
click on ‘+’ icon.

Respond to Negotiation – Quotation, Bid
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(Optional)

1. Enter the Subject.

2. Enter the message.

3. Click ‘Send’.

Respond to Negotiation – Quotation, Bid
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Click on ‘Done’.

Respond to Negotiation – Quotation, Bid
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1. Click on ‘>>’ arrow.

2. Click Save and close.

Respond to Negotiation – Quotation, Bid
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Click on ‘Next’.

Respond to Negotiation – Quotation, Bid
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Go to ‘Actions’ and click 
on ‘validate’ to make 
sure that no required 
information has been 
missed.

Respond to Negotiation – Quotation, Bid
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Response validated. 
Now click ‘Ok’.

Respond to Negotiation – Quotation, Bid
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Click on ‘Submit’ to 
submit the response.

Respond to Negotiation – Quotation, Bid
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Confirmation message 
appears. 

Click ‘Ok’.

Respond to Negotiation – Quotation, Bid
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(Optional)

The Supplier can create 
multiple responses for 
the same negotiation.

Respond to Negotiation – Quotation, Bid
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To create another 
response, follow the 
same steps as before:

1. Scroll down to 
‘Negotiations’ 
section.

2. Click ‘Manage 
Responses’.

Respond to Negotiation – Quotation, Bid
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Search for the previous 
Negotiation using any 
of the available fields.

Click on the 
negotiation number.

Respond to Negotiation – Quotation, Bid
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Click on ‘Create 
Response’.

Respond to Negotiation – Quotation, Bid

70 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



1. The s upplier can 
create an alternate 
response from 
scratch, or he may 
copy the previously 
submitted response 
details and make 
amendments in it. 

2. To copy the 
previous response 
details, tick the 
checkbox and select 
the existing 
response.

3. Click ‘Create’.

Respond to Negotiation – Quotation, Bid
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1. Select the Response 
Type to ‘Alternate’.

2. User may also enter 
a reference number 
along with any ‘Note 
to Buyer’ or an 
attachment.

3. Also, user may enter 
the ‘Response Valid 
Until’ Date.

4. Click Next.

Respond to Negotiation – Quotation, Bid
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1. Like the previous 
response, the 
supplier user may 
proceed with 
populating the 
information in the 
Requirement 
section as he did 
before.

2. After, validating the 
details, click ‘Next’.

Respond to Negotiation – Quotation, Bid

73 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



Now on the ‘Lines’ tab, 
select the line and click 
on the pencil icon.

Respond to Negotiation – Quotation, Bid
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1. Enter the new 
response price.

2. Scroll down to 
attributes section.

Respond to Negotiation – Quotation, Bid
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1. The user may do any 
changes or may 
continue to keep 
the previously filled 
information.

2. Scroll up.

Respond to Negotiation – Quotation, Bid
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Click ‘Next’ to go to 
review page.

Respond to Negotiation – Quotation, Bid
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Go to ‘Actions’ and click 
on ‘validate’ to make 
sure that no required 
information has been 
missed.

Respond to Negotiation – Quotation, Bid
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Response validated. 
Click ‘Ok’.

Respond to Negotiation – Quotation, Bid
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Click on ‘Submit’ to 
send the response.

Respond to Negotiation – Quotation, Bid
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Confirmation message 
appears. 

Click ‘Ok’.

Respond to Negotiation – Quotation, Bid
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1. Now on the same 
‘Manage Responses’ 
page, query for the 
Negotiation 
number and click 
search.

2. Both submitted 
responses will 
appear.

Respond to Negotiation – Quotation, Bid
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Supplier Acknowledgment 
to Agreement and PO
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Login as Supplier user

Supplier Acknowledgment to Agreement 

and PO
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1. Go to Supplier 
Portal.

2. The Supplier User 
can click on the Bell 
Icon to view the 
Acknowledgement 
request notification 
(for a PO/BPA) or 
navigate to the 
Supplier Portal and 
access through 
Manage Orders.

Supplier Acknowledgment to Agreement 

and PO

85 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



Navigate to Supplier 
Portal  →  Manage 
Orders.

Supplier Acknowledgment to Agreement 

and PO
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1. Select the Status 
“Pending Supplier 
Acknowledgement” 
to shortlist the 
results and click on 
Search.

2. Highlight the PO 
from the results and 
Go to Actions → 
Acknowledge.

Supplier Acknowledgment to Agreement 

and PO
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1. Click “Accept” or 
“Reject”.

2. The User can add 
some comments in 
the 
“Acknowledgement 
Note”.

Supplier Acknowledgment to Agreement 

and PO
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Click OK to confirm.

Supplier Acknowledgment to Agreement 

and PO
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Note:

For acknowledgement 
of an Agreement, the 
same steps must be 
followed. The only 
difference is that 
instead of navigating 
to ‘Manage Orders’, the 
supplier user needs to 
navigate to ‘Manage 
Agreements’  and 
proceed.

Supplier Acknowledgment to Agreement 

and PO
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ASN: Creation of 
Advanced Shipment 
Notice
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Under Shipments 
section > Click ‘Create 
ASN’.

ASN: Creation of Advanced Shipment Notice
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1. The Supplier User 
can search for the 
Purchase Order 
Number or can do a 
blank search by 
‘Supplier’ to get a 
full list of existing 
Purchase Orders. 

2. Select the lines for 
which you want to 
create the ASN. 
Multiple lines can 
also be selected at 
once.

3. Click on Create ASN.

ASN: Creation of Advanced Shipment Notice
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1. Enter Mandatory 
inputs like 
Shipment number, 
shipped date, 
Expected Receipt 
Date, and Quantity.

2. Hit ‘Submit’.

ASN: Creation of Advanced Shipment Notice
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ASN number is 
generated, and a 
confirmation message 
pops up.

Click OK.

ASN: Creation of Advanced Shipment Notice
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Work Confirmation 
Process
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Login as Supplier.

Work confirmation Process
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Navigate to Supplier 

Portal  → Work 

confirmations.

Work confirmation Process
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Work confirmation Process – Measured Rate vs Other Services
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Which Sheet type to use?

1. Other Services

Used for the majority of Service Orders where the completed work can be confirmed directly by the end user or 

supervisor. This option is applied when measurement is not required, and the buyer/end user can verify that 

the Contractor/Vendor has completed the work as requested.

2. Measured Work

Used for Service Orders that require verification by a Quantity Surveyor (QS). This option applies when the 

nature of the service involves measurable quantities (e.g., length, volume, area, or unit-based work), and the 

Quantity Surveyor (QS) must validate and confirm the quantities before approval.



1. A Purchase Order 

must exist to create 

a Work 

Confirmation. 

2. The Purchase Order 

must have the Line 

type ‘Services’.

Work confirmation Process
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1. For ‘Measured Rate’ 

choose sheet type as 

‘Measured Rate’.

2. Search for the PO & 

provide the necessary 

details like Sheet 

type, Work start date, 

End date etc.

3. For sheet type 

‘Measured Rate’ the 

Quantity Surveyor 

DFF value at the 

agreement line level 

should be ‘Yes’.

Work confirmation Process – Measured Rate

101 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



1. Search and add the 

line details.

2. Please note only 

lines that are 

matching the sheet 

type selected in the 

header section will 

be displayed for 

selection.

Work confirmation Process – Measured Rate
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1. Once selected, the 

user can edit the 

line & enter the 

requested quantity. 

Other details are 

auto populated.

2. Based on the UOM, 

length, width & 

height fields will 

also be enabled, 

and the user can 

amend the Qty’s 

accordingly.

3. The adjustment 

factor can also be 

amended.

Work confirmation Process – Measured Rate
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1. Update the approver 

details by clicking 

on ‘Add Approver’

2. The first Approver is 

auto selected based 

on the sheet type.

3. The second and 

third approvers can 

be selected by the 

Work Confirmation 

creator from a list of 

values. 

4. The last approver is 

defaulted 

automatically.

Work confirmation Process – Measured Rate
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1. For ‘Other Services’ 

choose sheet type 

as ‘Other Services’.

2. Search for the PO & 

provide the 

necessary details 

like Sheet type, 

Work start date, 

End date etc.

3. For sheet type 

‘Other Services’ the 

Quantity Surveyor 

DFF value at the 

agreement line level 

should be ‘No’ or 

Blank.

Work confirmation Process – Other Services
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1. Search and add the 

line details.

2. Please note only 

lines that are 

matching the sheet 

type selected in the 

header section will 

be displayed for 

selection.

Work confirmation Process – Other Services
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1. Once selected, the 

user can edit the 

line & enter the 

requested quantity. 

Other details are 

auto populated.

2. The requested Qty 

can only be 

amended in case of 

‘Other Services’.

Work confirmation Process – Other Services
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1. Next review the 

approver details by 

clicking on ‘Add 

Approver’.

2. The first Approver 

is auto selected 

based on the sheet 

type.

3. And the last 

approver is also 

defaulted 

automatically.

Work confirmation Process – Other Services
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1. Once all 

information is 

populated, the user 

can review & save 

or Submit the Work 

Confirmation for 

approval.

2. Once saved, the 

Work Confirmation 

number is 

autogenerated.

3. You can click on 

‘Edit’ to make any 

changes if needed.

Work confirmation Process
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1. You can view all the 

Work Confirmations  

created and their 

status on the Work 

Confirmation home 

page.

2. Once approved in 

all stages, the GRN 

gets created 

automatically 

against the PO.

3. The GRN number 

can be viewed on 

the Work 

Confirmation home 

page.

Work confirmation Process
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1. The details can be 

cross verified in 

Fusion PO/GRN 

screen as well.

Work confirmation Process
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Supplier Changes to the 
Supplier Profile
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Login as Supplier user.

Supplier Changes to the Supplier Profile
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Navigate to: Supplier 
Portal.

Supplier Changes to the Supplier Profile
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On Supplier Portal 
page, go to ‘Company 
Profile’ section and click 
on ‘Manage Profile’ .

Supplier Changes to the Supplier Profile
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On ‘Company Profile’ 
page, click on ‘Edit’ .

Supplier Changes to the Supplier Profile
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1. Make change to any 
of the desired 
profile value such as 
Contacts, Address, 
Contact role, etc. 
Here, for demo we 
added a dummy 
corporate web site.

2. Add the ‘Change 
Description’.

3. Save.

4. Review Changes. 

Supplier Changes to the Supplier Profile
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Click on ‘Submit’.

Supplier Changes to the Supplier Profile
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1. A confirmation 
message will 
appear.

2. Based upon the 
approval setup, the 
change request will 
go to the approver 
at Bapco Energies 
and once he 
approves, the 
changes will be 
reflected in the 
Supplier Profile.

Supplier Changes to the Supplier Profile
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Add a new Supplier 
Contact
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A Supplier Contact setup 

as Administrative 

Contact is able to 

maintain the contacts list 

and add a new contact 

who will then be able to 

access Bapco Energies 

Supplier Portal.

Click on the Supplier 

Portal tile.

Create a New Supplier Contact
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Click on Manage Profile.

Create a New Supplier Contact
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Click on the Edit button 

to make changes to 

existing contacts or add 

a new contact.

Click on the Contacts 

tab to view all the  

contacts you have in 

your organization. 

Create a New Supplier Contact

© 2026 Bapco Energies B.S.C. (Closed) – Private and confidential123



Click on the + sign or 

navigate to Actions / 

Create to add a new 

contact.

Create a New Supplier Contact
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Enter the contact’s 

details as required, 

including the email 

address which is crucial 

for the automated setup 

of a user account on 

Bapco Energies supplier 

portal.

Tick the checkbox 

“Administrative Contact” 

only if you want the 

contact to have the 

privilege to maintain and 

set up  contacts.

Create a New Supplier Contact
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In the Contact’s 

Addresses section, 

navigate to Actions / 

Select and Add.

Create a New Supplier Contact

© 2026 Bapco Energies B.S.C. (Closed) – Private and confidential126



Click on the address line 

that needs to be 

associated with the 

supplier contact and 

once the line is 

highlighted in blue, click 

on Apply and OK.

Create a New Supplier Contact
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Tick the “Request user 

account” checkbox to 

enable the automatic 

creation of a new user 

account.

The roles under the Role 

tab are automatically 

assigned to the user 

profile.

Click on OK.

Create a New Supplier Contact
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The new contact has 

now been added to the 

Contacts list.

Click on Review 

Changes.

Create a New Supplier Contact
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Click on Submit.

The new supplier 

contact is now created 

and will receive an 

automated welcome 

email notification with 

instructions on how to 

log onto Bapco Energies 

Supplier Portal.

Create a New Supplier Contact
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Submit an Invoice via 
Supplier Portal
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The Supplier user 
should log in by 
entering the User ID 
and Password.

Submit an Invoice via Supplier Portal
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1. Click on the 
Supplier Portal tab.

2. Click on the 
Supplier Portal tile.

Submit an Invoice via Supplier Portal
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From the Supplier 
Portal tasks list, click on 
Create Invoice.

Submit an Invoice via Supplier Portal

134 © 2026 Bapco Energies B.S.C. (Closed) – Private and confidential



1. The Supplier 
populates the 
required fields 
including invoice 
number and invoice 
date on the invoice 
header. 

2. Attach Invoice copy 
or another relevant 
document.

3. Under the Lines 
section, click on the 
highlighted “Select 
and add” icon.

Submit an Invoice via Supplier Portal
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Select the PO and click 
on Apply and OK.

Submit an Invoice via Supplier Portal
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Click on Save and then 
on Submit.

Submit an Invoice via Supplier Portal
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The Invoice is 
submitted from 
Supplier Portal and will 
be available to Bapco 
Energies Accounts 
Payables team to 
process the invoice 
payment.

Submit an Invoice via Supplier Portal
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Thank you

email@emailme.com

bapcoenergies.com

+ 00 000 000 000
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