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Abbreviations 
 
QF – Qatar Foundation 

ERP – QF’s internal Enterprise Resource Planning 

system PD – QF Procurement Directorate 

MFA – Multi Factor 

Authentication OTP – One-Time 

Password 

TOTP – Time-based OTP 

IDCS – Oracle Identity Cloud Services 

IDAM – Oracle Identity & Access Management 
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Fusion Login Instructions 
First Time Login to ERP 
When a user is registered as a contact for the supplier with access to iSupplier portal, you 
will receive separate emails with your username and password. Please note that the 
password needs to be changed during the first login. 

Registration Email 
 

 

 
 

Go to the ERP Application Login page - https://suppliers.qf.org.qa/ 
 
 

Login / Authentication 

Step 1: Enter username that is received in Registration 
Email. Step 2: Enter initial login Password 
Step 3: Enter Captcha 

https://suppliers.qf.org.qa/


Step 4: Click Sign In button 

 

 

 
 

Change Password 

Step 1: Enter old password & new password 

twice. Step 2: Click on Submit 

 

Setup MFA 
 



 

 

Chose Any One of the above-mentioned methods. 

Note: Download the Oracle Mobile Authenticator App from the App store for Time-Based 
OTP and Push Notification method 

 

 
 

Push Notification Method 

Step 1: Open the Oracle Mobile Authenticator App on 

Mobile. Step 2: Click on Add Button in Oracle 

Authenticator App. 

Step 3: Scan the QR Code which is visible on your login screen. 



 

 
 

 
 
 

Time based OTP (TOTP) Method 

Step 1: Open the Oracle mobile Authenticator app on 

mobile. Step 2: Click on Add Button In authenticator app. 

Step 3: Scan QR code which is visible on your login 

screen Step 4: Type the Time-based OTP 

Step 5: Click on Enroll Button 



 

 
 

 



 

 

OTP over SMS Method 

Step 1: Select Country 

Step 2: Enter Mobile Number and click on 

Enroll Step 3: Enter OTP Received on 

Mobile Number Step 4: Click On Verify 

 

User redirected to Fusion console 
 

 
 

Second Time Login 
Go to the ERP Application Login page - https://suppliers.qf.org.qa/ 

https://suppliers.qf.org.qa/


 

 
 
 

Login / Authentication 

Step 1: Enter username received in Registration Email. 

Step 2: Enter the New Password (set during the first-time 
login) Step 3: Enter Captcha 
Step 4: Click Sign In button 

Verify MFA 

Verify Your Identity using enrolled method 

• Using Push Notification 

Step 1: Accept Push Notification on Mobile Authenticator 



 

 
• Using TOTP 

Step 1: Enter OTP Displayed on Mobile 

Authenticator Step 2: Click On Verify 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Using OTP over SMS 

Step 1: Enter OTP Received on Mobile 

Number Step 2: Click On Verify 

 



 

 

User redirected to Fusion console 
 

IDCS Login (Multiple Application Access) 
• User visits the URL: https://login.qf.org.qa/ 
IDCS Login / Authentication 

Step 1: Enter username received in Registration 
Email. Step 2: Enter your Password 
Step 3: Enter Captcha 

Step 4: Click Sign In button 
 



 

 

IDCS My Apps Page 
 

Users can view the application tiles that they have access to. Click on the relevant tile to 
access that application. 

 
 
 

Multi Factor Authentication (MFA) 
Add MFA Options 
Login to IDCS (click on the below URL) 

• URL: https://login.qf.org.qa/ 
IDCS Login / Authentication 

Step 1: Enter username that is received in Registration 
Email. Step 2: Enter your Password 
Step 3: Enter Captcha 

Step 4: Click Sign In button 
 

https://login.qf.org.qa/


 

 

Go to My Profile 
 

Go to Security Section 
 

Configure MFA 

Configure option will be visible for the MFA Factors, which have not been configured yet. 
 

Note: As shown in the screenshot the SMS OTP option was already configured so there is 
configure button only for Mobile App, 

 
 
 
 
 
 
 
 
 
 

Scan the QR Code using Oracle Mobile Authenticator 



 

 
 

 
 

Configure Mobile Number for SMS OTP 
 

 
 

Reset Password 
Step 1: Visit this Fusion login URL: https://suppliers.qf.org.qa/ 

 

Step 2: Click on forgot password 
 

https://suppliers.qf.org.qa/


 

 

Step 3: Enter your Email id 

Step 4: Click on Next. Password reset mail is sent to the mail id provided. 
 

Step 5: Click on Password Reset Link in email 
 



 

 
 

 
 

Step 6: Enter New Password 

Step 7: Confirm New 

Password Step 8: Click on 

Reset Password 

Reset MFA 
Step 1: Send an email to QF ITSC (itsupport@qf.org.qa) requesting to reset MFA 

 

Step 2: ITSC will raise a ticket and will be assigned to 

IDAM Team Step 3: MFA factor would be Reset. 

Step 4: In the next login the user can setup the MFA with the new mobile number or with a 
different device using Oracle Mobile Authenticator Application. Check the “Add MFA 
Options” section above for the detailed steps. 

mailto:itsupport@qf.org.qa


 

 

Supplier Profile Change 
This section covers guidelines for changing supplier profile information. The process involves the below 
steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

Under the “Company Profile” tab, click on “Manage Profile” 
 

 
 

Step 3 

Click “Edit” at the top right-hand corner of the succeeding page 



 

 
 

 
 

A warning message will appear before getting into the edit page, Click “Yes” 
 

Step 4 

On the “Edit Profile Change Request” page, click the “Contacts” tab 
 

 
 

Step 5 

Create or edit contacts on the following page by clicking on the relevant icons. 



 

 
 

 
 
 

Step 6 

In Create contact page, Enter First and Last name, and also provide contact information like Email, 
Mobile, and Phone number. 

Assign contact addresses and enable ‘Request user account’ if need access to the supplier portal for 
this contact person, then click “OK” 

Step 7 

Enter the change description, then click the “Review Changes” button at the upper right-hand corner of 
the page 



 

 
 

 
 

Step 8 

Verify all the details, then click “Submit” 
 

Step 9 

The system will display a message confirming the change has been submitted for approval Click “OK” 
 



 

 

Manage Deliverables 
This section covers guidelines to submit the deliverables. The process involves the below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

Under the “Contracts and Deliverables” tab, click on “Manage Deliverables” 
 



 

 
 
 

Step 3 

In the “Manage Deliverables” page, you can search and review the details of deliverables under the 
search result 

 

Step 4 

Select the line and click Edit to submit the deliverables 
 

 
 

Step 5 

In the “Edit Deliverables” page, click the Attachments tab 



 

 
 

 



 

 
Step 6 

Click “Add(+)” button to attach the required files 
 

Step 7 

Attach the required file and enter the Title and Description 
 
 
 



 

 
Step 8 

Change the status to “Submitted” and Save 
 



 

 

Supplier Acknowledgment Of Agreement 
This section covers guidelines for supplier acknowledgment of the agreement. The process involves the 
below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

Under the “Agreements” tab, click on “Manage Agreements” 
 



 

 
 
 

Step 3 

The system will display a popup dialog box “Manage Agreements“ Search for the required Blanket 
Purchase Agreement based on search criteria such as Agreement, Supplier Site, Procurement BU, 
Status 

 

 
 

Step 4 

Under Search Results, the line depicting the required BPA will appear, Click on the BPA number. 
 

 
 

Step 5 

The BPA details page opens. Click on the “Acknowledge” button displayed in the upper right-hand 
corner 



 

 
 

 



 

 
Step 6 

The Acknowledge Document page opens under the “General” tab, enter Supplier Agreement notes 
(Optional) 

 

 
 
 

Step 7 

Under the “Terms” tab, enter Acknowledgment Note (Optional), Click “Accept” 
 
 

 
 

Step 8 

The system will display a warning message “The document will be accepted. Do you want to continue?” 
Click “OK” and then click “Done” The agreement is acknowledged and notification is sent to the buyer 



 

 
 

 
 

Supplier Acknowledgment To Purchase Order 
This section covers guidelines for supplier acknowledgment of the purchase order. The process 
involves the below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

Under the “Orders” tab, click on “Manage Orders” 



 

 
 

 

Step 3 

The system will display a popup dialog box “Manage Orders“ Search for the required Purchase Order 
based on search criteria such as Sold-to Legal Entity, Bill-to BU, Supplier Site, Order and Status. 

 

 
 
 

Step 4 

Under Search Results, the line depicting the required PO will appear 

Click on PO number. 



 

 
 

 
 

Purchase Order Window Opens 
 

 
 
 

Step 5 

Click on the “Acknowledge” button displayed on the upper right-hand corner. 



 

 
 

 
 
 

Step 6 

The “Acknowledge Document” page opens Under “General” tab, enter Supplier Order notes 
(Optional) 

 
 
 

 
 

Step 7 

Under “Terms” tab, enter Acknowledgment Note (Optional), 

Click Accept 



 

 
 

 



 

 
Step 8 

The system will display the warning message “The document will be accepted. Do you want to 
continue?” 

Click “OK” and then click “Done” 

The Purchase Order is acknowledged and a notification is sent to the buyer 
 

 
 
View the Pending Purchase Order Schedule 
This section covers guidelines to view pending purchase order schedules. The process involves the 
below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

 
 
 

Step 2 

Under the “Orders” tab, click on “Manage Schedules” 



 

 
 

 
 
 

Step 3 

The system will display the dialog box, “Manage Orders“ Select “Schedules”, then click on the 
“Search” button 

 

 
 

Under “Search Results”, the system will display pending schedule, purchase orders 



 

 
 

 
 
 
 

View the Purchase Order Receipt 
This section covers guidelines to view purchase order receipts. The process involves the below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

 
 

Step 2 

Under the “Shipments” tab, click on “View Receipts” 



 

 
 

 
 
 

Step 3 

The system will display the dialog box, “View Receipts” 

Search for the required receipt based on search criteria such as Receipt, Organization, Purchase 
Order, Supplier Item, Shipment, Item, Receipt date. 

 

 
 

Step 4 

Under Search Results, the line reflecting the required receipts will appear 



 

 
Click on the receipt number 

 

 
 

Step 5 

Receipt window opens 

Verify all details 
 



 

 

Supplier Invoice Creation 
This section covers guidelines of supplier invoice creation. The process involves the below steps. 

 
 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

Under the “Invoices and Payments” tab, click on “Create Invoice” 
 



 

 
 
 

Step 3 

The system will display a popup dialog box “Create Invoice” page. 
 

Step 4 

Enter “Identify PO” details 

Note: The supplier details are defaulted from the PO 
 

 
 

Step 5 

Enter the invoice number in the Number field, Date, and Bank account. Also, attach the supporting files. 



 

 
 

 
 
 

Step 6 

In “Lines” tab, click Select and “Add” icon. 
 
 
 

 
 

Step 7 

The system will display a popup dialog box “Select and Add : Purchase orders” Select the PO by 
clicking in the row. 

After applying, click “OK” 



 

 
 

 
 
 

Step 8 

To save the invoice, click the “Submit” button 
 

 
 
 

Step 9 

A confirmation will pop up confirming the submission of the invoice. 

The created invoice opens, and a confirmation message of invoice submission will appear once the 
invoice is successfully submitted. 



 

 
 
 

View Invoices 
 

This section covers guidelines to view the created Invoices and their status. The process involves the 
below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

 
 

Step 2 

Under the “Invoices and Payments” tab, click on “View Invoices” 



 

 
 

 
 
 

Step 3 

Search for the required invoice based on search criteria such as Invoice number, Purchase order, 
Supplier 

Click “Search” 
 

 
 

Step 4 

Under Search Results, the line reflecting the required invoices will appear. 

Click on the Invoice number 



 

 

If any payment has been made for the invoice already, you can refer to it under the “Payment Number” 
column in the above search result itself. 

Step 5 

The invoice details window opens and you can verify the Invoice line and Payment details. 
 



 

 

Respond to Negotiation 
 

This section covers guidelines for negotiation response. The process involves the below steps. 

Step 1 

Click on the “Supplier Portal” tab 
 

 
 

Step 2 

Under the “Company Profile” tab, click on “Manage Profile” 
 



 

 
Step 3 

The system will display a popup dialog box “Active Negotiations” 

Search for “Invitation Received” and select “Yes” 

Under Search Results, a line reflecting active negotiations will appear. 
 

 
 

Step 4 

Click on the “Acknowledge Participation” tab 
 

 
 

Step 5 

The system will display a popup dialog box: “Acknowledge Participation” 

Select the Participation “Yes” or “No”, then click “OK” 



 

 
 

 
 
 

Step 6 

Select the Negotiation line and click “Create Response” 
 

 
 

Step 7 

The system will display “Create Response Overview” page 

Enter the details in the following fields: Response Valid Until, Reference Number, Note to Buyer 

Click “Next” 



 

 
 

 
 
 

Step 8 

In the succeeding page, enter the “Requirement” details. 

Click “Next” 

 
 
 

Step 9 

Enter the Response Price, Response Quantity and Promised Delivery Date. 

Verify all details, then click “Next”. 



 

 
Step 10 

In the “Review” page, click on the “Action” button, then on the “Validate” button to validate 
 
 
 

 
 

Step 11 

A confirmation window will pop up 

Click “OK” 

 

Step 12 

Click on the “Submit” button 
 



 

 
 
 

Step 13 

The system will display a warning message Click “Yes” to continue 
 

The system will display a Confirmation window Click “OK” 

User will be prompted with a confirmation notification: “The Response (Quote XXX) to negotiation 
created” 



 

 

Respond To Qualification Initiation 
 

This section covers guidelines for responding to the qualification questionnaire. The process involves 
the below steps: 

Step 1 

Click on the “Supplier Portal” tab 
 

 
 

Step 2 

Under the “Qualification” tab, click on “Manage Questionnaires” 
 



 

 
 
 
 
 
 
 
 
 

Step 3 

The system will display a dialog box “Manage Questionnaires” 

Search for the required Questionnaire 

 
 
 
 
 
 
 
 
 
 
 

Step 4 

Under “Search Results”, the line reflecting the required receipts will appear 

Select the required Questionnaire line, then click on “Respond” 

 
 

Questionnaire window opens 



 

 
 

 
 
 

Step 5 

Under “Questions” section, enter the required responses 
 



 

 
Step 6 

After answering all questions, click “Save” and then “Submit” 
 

 
 

Supplier Response is submitted Confirmation Response to the questionnaire is submitted. 
 



 

 
 
 
 

Tender Fees Payment 
This section covers guidelines for paying online tender fees. The process involves the below steps: 

Step 1 

Click on the “Supplier Portal” tab 
 

Step 2 

On Left Tasks, Under Company Profile, click “Pay Tender Fees” 
 



 

 
 
 

A New window (Custom Paas Page) will open for Tender Fees Payment 
 
 

Step 3 

click “Pay” to confirm the dialogue box to get navigated on payment gateway or “Regret” to renounce 
participation. 

 

 
 
 
 
 
 
 

 
 

Step 4 

Enter Payment Details in Gateway Form and click on “Checkout” to Complete Payment 
 

 
 

Successful Payment Notification and Receipt Number is Populated. 



 

 
 

 
 

Step 5 

Fees Paid Status changes as “Y”. “Pay” and “Regret” button is unavailable once action is taken. 
 



 

 

Add Bank Account 
A separate email notification will be sent to your contact email address regarding the adding of 
bank account details in the Fusion system after approval of your supplier registration.  
Please add/update bank account details as instructed. This section covers guidelines for 
adding/updating bank account information 

Step 1  

Section 1: Add Bank Details  
 
Click on the “Supplier Portal” tab 

 
 
Step 2 
Under the “Company Profile” tab, click on “Manage Profile” 

 
 
 
 
 
 
 



 

Step 3 
 

Click “Edit” at the top right-hand corner of the succeeding page  

 
A warning message will appear before getting into the edit page, Click “Yes” 

 
 
Step 4 
Click on “Organizational Details” tab 

 
Step 5 
Click on “Payments” tab 

 
 
 
 



 

 
Step 6 
 
Click on the “create (+)” to add new bank account details  

 
Note: For any new bank account addition, please attach the ‘Bank letter’ at the ‘Organization’ 
tab.  
 
Step 7 
Input the below details in “Create bank account” page 

• Select Country from “drop down”   
• Input Account number 

• Select Bank Name from the dropdown  

• Select Bank Branch from the dropdown  
• Input/Update IBAN –in adherence to the country's IBAN standard.  Link for reference: 

https://www.iban.com/structure 
• Always tick “✔” on “Allow International Payments” and click on “OK” 

Note: When selecting Bank Branch, please check for relevant BIC/SWIFT and Bank Branch 
number – through advanced search option outlined in Section 2. 

 
In the following cases ONLY, please email the supplier banking form (shared in the notification 
email) duly completed, signed, stamped to supplierbanking@qf.org.qa: 
 
 
 
 

https://www.iban.com/structure


 

 
 
 
 
 
(*) Relevant bank or bank branch is not available in the dropdown when updating bank 
account information 
(*) Intermediary/correspondent bank    
Additionally, please attach the ‘Bank letter’ at the ‘Organization’ tab 
 
Step 8 
Please mention the “Address” of these bank details in the “Change Description field”. Click 
on “Review changes” 

 
 
Step 9 
Verify all the details then click on “submit” 

 
 
 
Step 10 
Once the bank details are submitted you will receive the message “your request has 
submitted for approval”. 

 
  



 

 

SECTION 2: ADVANCED SEARCH FOR BANK AND BANK BRANCH 
 

Step 1 
To select ‘bank branch’ with SWIFT/BIC code - click on Drop down and then on ‘search’ 
Button 

 
 

Step 2 
Click on “Advanced” 

 
 

Step 3 
Click on “Add Fields” can search with below mentioned required field 
 

For Example: if BIC code is selected ‘HABBPKKA’  

 



 

 

 

SECTION 3: DEACTIVATION OF EXISTING BANK ACCOUNT 

Step 1 
To De- activate existing bank account details “Select the account number and click on Edit 
to update the Bank Inactive date” from calendar and the click on “Ok”  
 

 
 
Step 2  
Then click on the button “Review Changes” 

 
 



 

 
 
 
Step 3 
Then click on “Submit” 

 
 
Step 4 
Once submitted you will get below message that ‘your request has been submitted for 
approval’. 
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