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1 Document Control 

1.1 Document Details 

Document Reference Date Issued 
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2 Preface                  

The objective of this user manual is to describe how to use and work with Oracle Cloud Supplier 

application.  

This user manual provides step by step navigation along with screenshots on all processes for 

Suppliers to work with HJF, HJFMRI, and HJFMRI Ltd/Gte (HJF) in Oracle Cloud. 

3 Supplier Self Service Registration 

3.1 Introduction 

This section describes how Suppliers will register themselves on HJF Supplier Portal in Oracle Cloud.  

Registering to be an Authorized Supplier through Registration Link 

Supplier can self-serve and register through an external registration link provided to them by HJF. 

1. Supplier will enter email id for registration. 

 

Figure 1 

2. Enter an Access code which received on email and click on continue. 

 

Figure 2 

3. Supplier registration form needs the following details: 

 Registration Details 

o Company (Supplier Name) Mandatory 

o Tax Organisation Type Mandatory 

o Supplier Type Mandatory 
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o Corporate Web Site 

o Note to Approver: Provide a Note to approver if required. 

o Attachments: Mandatory – Attached required documents applicable. 

o Tax registration Number:  Enter a value for at least one of these fields: D-U-N-S 

Number, Taxpayer ID, or Tax Registration Number. 

o D-U-N-S Number: Enter a value for at least one of these fields: D-U-N-S Number, 

Taxpayer ID, or Tax Registration Number. 

o Taxpayer ID: Mandatory – Enter a value for at least one of these fields: D-U-N-S 

Number, Taxpayer ID, or Tax Registration Number. 

o Additional Information: 

o UEI Number: Enter UEI Number if exists. 

o Does your Company Accepts Purchase Order: Choose Y or N. 

 

Figure 3 

 Click on Continue 

 

4. Contacts 

 Enter the following 

o First Name: Mandatory 

o Last Name: Mandatory 

o Email Address: Supplier Contact email Address Mandatory  
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Figure 4 

 Click on Continue 

5. Addresses     

o Enter address details as required – Mandatory fields are marked with * 

o Address Purpose: This Defines the address purpose, select as appropriate; Ordering 

(PO’s), Remit To (Pay). 

o Associate Contact details with Supplier will automatically pop up from contact page. 

o Highlight address contact and click on save 

 

  

Figure 5 

 Click on Continue 

6. Business Classification 
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o Select a Classification or Confirm that none are Applicable. 

 

Figure 6 

o Click on Continue 

7. Suppliers Bank Account  

o Select Country.  

o Enter the bank details as shown below - Account Number, Bank Branch (sort code) and 

Account Name (Account holder name) and Country field 

o Attachment: If any Attachment attach them.  

 

  

Figure 7 

 Click on continue 
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8. Suppliers Product and Services 

o Expand the Goods/Services Provided section of categories 

o Select the appropriate categories. 

 

Figure 8 

9. Click on Continue 

10. Questionnaire 

o Answer the questions and attach required documents to the questions. 

 

Figure 9 

11. Click on Submit 

Note: If saved and not submitted, an email notification is sent with a link to the draft supplier record 

 

12. Confirmation message is displayed, click OK to close. 
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Figure 10 

13. Supplier registration request will be reviewed by HJF. The status will show as Pending 

Approval. 

  

Figure 11 

 

Figure 12 

14. HJF’s supplier admin team can request to resubmit if any further information is required. 

Supplier will receive email notification after request to resubmit with reason. 
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Figure 15 

15. Supplier will receive email notification post resubmission of the request from HJF’s supplier 

admin team who will either approve or reject the supplier. If it gets rejected, supplier will 

receive notification with rejection reason and will need to create new request as the Supplier 

won’t be able to amend the rejected record. 

 

 

Figure 13 

16. Once Supplier Admin/Reviewer reviews the data and approves the supplier registration 

request it will be updated in the system to be approved.  

 

 

4 Supplier Response to a Competitive Procurement   

4.1 Introduction 

This section describes how Suppliers will respond to competitive procurement on HJF Supplier Portal 

in Oracle Cloud.  

4.1.1 Supplier will receive an email with a link to respond to a solicitation.  
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4.1.2  Creating Supplier Response for Negotiation 

Supplier will login with their credentials or from the link in the email. 

 

Enter the credentials and click on Sign In 

Once you will login, supplier will navigate to welcome page. Click on “Home” icon.  

 

Click on “Supplier Portal”. 
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After clicking on “Supplier Portal”, Supplier will navigate to dashboard. 

Click on “View Active Negotiation” 

 

 

Highlight solicitation you are responding to and then Click on Acknowledge Participation 
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Click on Negotiation Name a second time and click on create a response 

Go Lines tab first and click on Actions click on View Negotiations, click on Actions, Click on View, and 

then click on View PDF, save the document to a download file and then open to see the entire 

solicitation. 
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Go to Overview tab 

 

 

Hint:  if you want the quote to be valid for only a certain time, complete the response valid until 

date/time. 

Hint:  if you want to refer to an internal reference number complete reference number. 

Hint:  if you have note to buyer regarding requirement, complete the freeform box. 

Hint:  if you have any attachments you want to add, click to add attachment and properly name 

attachment. 
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Hint:  If the buyer indicates in the solicitation, you may change the currency to match how you will 

invoice. 

Click on Next 

 

Supplier provides answers to Requirements tab 

Hint:  this will apply only to complex technical requirements not commodities or services. 

 

 

Click on Next 

Supplier provides quotes on the Lines tab  
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Hint:  Provide price and promised delivery date (this is the date you can deliver the items) 

To add alternate lines, first select the line, 

Click on “Action” and then click on “Create Alternate” 

 

Click on Next 

Reviews the changes and Click on Submit 
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