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1. Supplier Portal 

The Suppliers user account details are provided to the Email-Id registered in supplier contacts, and the supplier can log in into the supplier portal following 

the URL given in the Email and login in with provided username and password. 
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After signing in, the following page homepage will be displayed. 
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Click on Supplier Portal and following page will open which shows all the tasks that require your attention. 
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1.1 Negotiation (RFQ) Response 

From the Supplier Portal page under Tasks > Negotiations select View Active Negotiation 
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In the Active Negotiations window you can search for the Negotiation using, negotiation number, title or any other parameters. 
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Now to respond to negotiation, select the Negotiation and click on Create Response from the Active Negotiation window. 

 

In the Create Response Overview window you can mention any Reference number, Note to Buyer, Response Valid Until and Attachments, all these are 

optional. 
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After this, click on Next and then in the Create Response: Requirements window will open, where you provide responses against the requirements as per 

the business practices. If there are more than one section, then select the other section by selecting section from drop down menu. After providing 

Response in each Section of requirements then click on Next. 

 

 

 

 

 

 

 

 

 



SUPPLIER PORTAL USER MANUAL 
 

     AL BARAKAH - SUPPLIER PORTAL USER MANUAL_V2.0                                                                                             

10 

In the Create Response: Lines page enter the Response Price against the lines mentioned in the RFQ and provide a Promised Delivery Date. 
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After providing Response Price against each line, then click on Required Details to provide response against any other attribute which the buyer has 

asked for in that line and then click on Save and Close. 

 

Do this for all the lines available in the Create Response: Lines window. 

After this click on Next and on the Review Response window you can review the response that you are submitting against the Negotiation. If no changes 

are required then click on Submit. 

After final submit you will get this confirmation message. 
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1.2 Invoice Creation 
From the Supplier Portal page under Tasks > Invoice select Create Invoice 
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The following screen will appear once the Create Invoice window is open. 
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Select the relevant PO from the List of Values for which the Invoice is to be submitted. Select the bank details, along with mentioning the Invoice Number 

and the invoice date.  

Mention any relevant description is required along with attaching the required documents. 

Note: Invoice date cannot be a past date 
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After the Header details have been mentioned, select the Items from the PO which have to be selected for this invoice by clicking on the Select and Add 

icon. 
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From the available lines, select the lines that are to be invoiced. Next click on Apply and Ok. If multiple lines are to be selected hold CTRL and select the 

required lines. 

Note: If lines are not available for a particular PO it means that the customer has not yet received the lines against the relevant Purchase Order. Only lines 

for which the customer does receipt will be available for Invoicing.
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Mention the required quantity that is to be invoiced from the available quantity. 

 

 

Next click on Calculate Tax, which calculates the tax based on the Order and the quantity that is being invoiced. 
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The Tax calculated will be available at the bottom of the screen. 
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After all the details have been mentioned, click on Submit from the top right. 

 

The following message will be displayed after the submission of the Invoice. 
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To view the status of the Invoice under Tasks click on View Invoices. 
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Search by either giving the Invoice or Purchase Order number. 

 

Here the status of the Invoice as well as the Payment can be tracked. 

 


