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1. Introduction 

NAMA Group subsidiaries uses systems or manual process, to manage most of 

their tender related activities. NAMA Group companies would like to replace its current 

process or manual process to make the vendors to access the system more user 

friendly for  the required business processes. Hence, the NAMA Group has decided to 

implement one of the top leading Oracle tendering systems, which would indeed 

support all the users of NAMA group’s  system will adopt the best practices to respond 

the tender quotations.  

This is the manual prepared for the supplier to navigate to respond their bid 

received from the buyer. 

2. Getting Started for Suppliers 

▪ Oracle Sourcing Suppliers can use the product functionality to quickly locate 

and respond to Tenders.  

▪ Sourcing Buyers can invite you to register with the system. Once you receive a 

registration invitation and have registered and been approved, you can start 

participating in Tenders. 

▪ To respond the Tenders to which you have been specifically invited, view the 

Open Invitations section of the Tender Home page.  

▪ To respond to a Tender, click the Tender number. Use the Search Negotiations 

fields to search for a particular negotiation. 

▪ To monitor the Tenders in which you are participating, check the Your Active 

and Draft Responses section. 

▪ To edit your personal information, click the Preferences link at the top of the 

page. You can enter many different personal options such as your language, 

date format, and password, among others.  

▪ You can also click "Edit" link in the Profile section of Quick Links update contact 

information such as your name and email address 
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3. Procedure for Viewing the Active Tender  

3.1 In s t ruct ion  to  V iew  the  Act ive  Tender s  

 Interested supplier to view the active tenders in the Nama groups website can 

follow the steps below after entering the Nam Group’s Website 

 

Step 1 : Check the floating tender details in the webpage of company site  

 

Step 2 : Click “Active Tenders” 

 

Steps 3 : Click “Apply” 

 

Steps 4 : View the Tender details   
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4. Procedure for Tender Participation  

4.1 Instructions for Participation in the Tender for Existing Supplier 

 Nama Group’s Existing Supplier can actively participate in the Tender with the help of 

following steps 

 

Step 1 : Eligibility check 

 

 

Step 2 : Enter “CR Number”  and Click “Confirm Availability” 

 

Step 3 : Confirmation message will receive if CR Number is Available 

 

 

Step 4 : Check the contact details and Click “Make payment” 
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4.1.1 Instructions to pay for online bidding fees.    

Suppliers are having  option to buy the active tenders through online mode with the help of 

following steps 

Step 5  : Check  Payment Details   

 
 

Step 6  : Enter Contact Details   

 
 

Step 7  : Enter Card Details   
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Step 8  :  Receipt details for future reference  

 

 

Note to Suppliers:  

▪ Once the payment has been done successfully, supplier will get the payment  

confirmation immediately on the website & also payment receipt will be sent through e-

mail.  

▪ The Tender Documents will be sent to registered supplier contact email-id. 

▪ You can use the payment receipt details for the future reference.  
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4.2 Instructions for Participation in the Tender for Non-Existing Supplier 

 

 The suppliers who are not registered with the Nama Group’s company can use the 

following steps to complete their registration for applying active tenders 

 

Step 1 : Check for Tender details 

 
 

Step 2 : Enter “CR Number” and Confirm Availability 

 
 

Step 3 : If error message comes then click the “ click here to register supplier”   

 

Step 4 : New window will open for supplier registration 
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Step 5 : Click 2 for Adding additional contact details

 
 

 

Step 6 : Click “+” to create Address 

 
 

Step 7 : Create Address in the newly opened window 
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Step 8 : Click “4” to answer the Questionnaire section 

 
 

Step 9 : Click “+” to add the attachments 

 
 

Step 10 : Click “5” to Review the entered details 
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Step 11 : Click “OK ” to Confirm the registration 

 
 

 

 Step 12  :  Once Registration is verified & approved by Supplier Administrator, you will get                    

e-mail notification on your register Supplier Contact E-Mail ID.( Eg. Is Shown below) 
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4.2.1 Instructions to pay for online bidding fees.    

 Step 1  : Check  Payment Details   

 
 

Step 2  : Enter Contact Details   

 
 

 

Step 3  : Enter Card Details   
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Step 4  :  Receipt details for future reference  

 

Note:  

▪ Once the payment has been done successfully, supplier will get the payment  

confirmation immediately on the website & also payment receipt will be sent 

through e-mail.  

▪ The Tender Documents will be sent to registered supplier contact email-id. 

▪ You can use the payment receipt for future references 

 

Sample Receipt received through mail 
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4.2.2 Instructions to Apply for free of cost tender sale.    

 Step 1 : Select the Tender and click “Apply”  

 
Step 2 : Enter CR number and Click “ Confirm Availability” 

 

Step 3 : Enter CR number and Click “ Confirm Availability” 

 
     

    Step 4 : New window appears and Search  contact name and add 
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Step 5 : Check the contact details and Click “ Apply for the Tender” 
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5. Procedures for the Submission of Tenders.  

5.1 Instructions relating to the tendering process. 

▪ Once the sales cut-off date is reached, Supplier will be provided access in the system 

to submit the tender response for both Technical and Commercial assessments. 

▪ You are advised to check your supplier portal frequently for further notifications 

regarding the BID Submission & the Status of the tender. 

 

Supplier will get the Notification in the registered email and an example is shown 

below: 
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6. Procedure to Submit Online Quotations.  

6.1 Instructions for submitting quotes through the provider portal.  

Step 1: Open the Supplier URL & enter login details provided by the buyer 

 
Note: You can refer your email for the Supplier URL & Login Credentials 

 

Step 2:  Enter the login Page  

 
 

Step 3:  Click the  recent activity 
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Step 4  :  Click the “Actions “ > “Respond” > “Acknowledge Participation” 

 
 

Step 5 :  Click the “Create Response” 

 

Step 6:   Accept Terms and Conditions 

 
 

Step  : 7 Enter the required details in “ Overview” Section 
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Step  : 8 Fill all the section as shown below   

 

Step  : 9  Adding attachments to the required information 

 
 

Step  : 10 Click 3 to Create Response 

 
 

Step  : 11 Click “Review” to check the entered values 
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Step  : 12 Click “Action” > “Validate” to check the entered values 

 

 
 

Step  : 13 Click “Ok” for Confirmation and click ”Submit” 

 

 
 

Step  : 14 Click “Ok” for confirmation  

 
Step  : 15 Click “Supplier Portal“  
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Step 16: Click “Manage Responses” 

 
 

Step 17 : Click “Responses” 

 
 

Step 18 : Click “Revise” for resubmit the Quote 

 

Step 19  : The Steps from 7 to 14 is to be repeated  

Instruction to Supplier : The Quote submission process is completed and after 

assessment the mail will be received from the company for the status of the Tender. 

Hence, Supplier need to check the email frequently.  
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7. Procedure for Notifying Publication of the Award. 

  Notification will be received through user active login mail regarding the status of award 

 Step  : 1   Click Notification icon to view award details 
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8. Procedure to Submit Online Message.  

Step 1 : Use the Supplier portal login and enter the home page 

 

Step 2 : Click  Supplier portal     

 

Step 3 : Click  View Active Tender     
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Step 4 : Click  View Active Tender     

 

 

Step 5 : Click the Tender Number   

 

Step 6 : Click the Message icon   

 

Step 7 : Click the “+” symbol to create Message   
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Step 8 : Complete the required details and click send 

 

 

9. Procedure to view the Online Message.  

Step 9 : Click the notification icon in the supplier login page 

 

Step 10 : Click the notification message 
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 Step 11 : View the reply from the company 

 

Step 4  :  To reply to the message follow the steps from 1 to 8  

  

10. End of the Procedure   

    End of the Procedure 

 


