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Introduction 
 

This document provides the information, navigation and guidance about the features and functionalities in 
ADQ Supplier Portal 
 
For any further queries / clarification, request you to send an email procurementhelpdesk@adq.ae or reach 
out to the Buyer in ADQ. 
 
 

1. System Startup & Navigation 
 

Starting Oracle Fusion Applications: 
 

1. Open any one of Chrome/ Mozilla / edge browser and Select Oracle Application URL as shown below. 
 

URL: https://enae.login.em8.oraclecloud.com  
 
You will be getting an email notification with the required link to access the ADQ Supplier Portal. 

 

mailto:procurementhelpdesk@adq.ae
https://enae.login.em8.oraclecloud.com/
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2. Enter your username and password. A username is a unique identifier for each person who will use the 
system. The Password field does not actually display the characters that you type into it in order to protect 
the confidentiality of your password. You should keep your password confidential to prevent unauthorized 
users from gaining access to the system. 
 
 

3. Click on ‘Sign In’ Button when you have finished entering your username and password.  

. 
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4. Roles & Responsibilities: 

 
Each user has access to at least one app based on the user role associated to your login.  Select Supplier 
Portal Menu to see all the Apps provided and select ‘Supplier Portal” apps to perform any purchasing related 
activities.  
 

Send an email procurementhelpdesk@adq.ae or reach out to ADQ Buyer if you have any access related issues. 

  
 

5. Supplier Portal Infolets & Tasks: 
 

Oracle Fusion Application provides below shown Infolets in the Supplier Portal landing page. These Infolets 
provides quick information without going in to the task to find the status of different purchasing activities 
such as the negotiation and it guides the user to the required task while clicking on the link graph / number 
/link provided in the Infolets for the easy use.  

Task available to 
Suppliers 

Click on Bell Icon to see 
the notification  

Infolets to see the activities and click on link 
to take you directly to the transaction  

Supplier News Area to see the Supplier news 
from ADQ  

mailto:procurementhelpdesk@adq.ae
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6. Exit the Application 
 

 
  

Click on your name and 
click Sign Out to logout 
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2. Manage Orders in Supplier Portal 
 

To View the Purchase Order Information Check the “Manage Order” Task under Orders section.  
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Manage order to 
see the PO information 

Manage Order section opens to show the Purchase order and 
click on PO number to view the details 
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Document History 
shows the all revision 
details 

Review History shows 
the all Change details 

Click on View Details to 
see the PO, Receipt & 
Invoice details History 
information 

Click on Acknowledge button if 
Acknowledgement is required 

Click on Edit / Cancel Document if any changes 
needed and submit the changes for approval 
from ADQ 
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3. Manage Agreements in Supplier Portal 
 
Supplier Agreement created are visible under this Agreement section 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revision History shows the 
all Revision details 

Click on Manage Agreement to 
see the details 

Click on Agreement number to 
see the details 



 

                               Page 9 | 21 

 

 
 
 
 
 
 
 
 

 
 
 

4. Manage Shipment Information in Supplier Portal 
 
 

Receipt and Return information is visible under this section. 
 
  

  
 
  
 
 
 
 
 
 

Click on Receipt / Return 
order to see details 

Click on Actions to submit the Edit / Acknowledge / 
Cancel Document on the agreements and submit the 
changes to ADQ team to get the approval 
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Enter Search Information and 
click search to see the receipt 

 

Click on Receipt number to see 
the receipt details 

Enter Search Information and 
click search to see the Return 

 

Click on Receipt number to see 
the receipt details 
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5. Manage Invoices & Payments in Supplier Portal 
 

a. Create Invoices 
 

 

 

 

 

 
 
 
 
 
 
 

Click on Create Invoice to submit 
the Invoice to ADQ 

Select the PO number against which 
the Invoice need to be created.  

Enter Invoice number, Date, 
Description etc.  

Add attachment if any to send to ADQ  
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Click on Select and Add button to 
select the line under Items 

A Pop up window opens with the Line information. 
Select all the applicable lines and Click on Apply to 
include the items and click OK to close 

The Amount and other information will default based on the selected lines and 
Amount can be edited to enter new amount. New Amount should be less than or equal 
amount of the receipt amount.  
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Click on “Calculate Tax” to 
include the tax amount in the 
Invoice  

Tax amount is calculated based 
on the Tax setup   

The Tax Amount is included to 
Invoice Amount  

Review all the Information provided 
and Click on Submit to send the 
Invoice to ADQ Payable team 

A Confirmation message will appear 
in the screen and click OK to close. 
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b. View Invoices 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click on View Invoices to see the 
details 

Enter Invoice Number, Supplier, or 
PO number to search the Invoice 

Invoice appears and click on Invoice 
number to see the details 

Invoice & Payment Status also shown  
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Invoice Details appears in the screen 

Total Due is also shown in the 
bottom of the screen 



 

                               Page 16 | 21 

 

c. View Payments 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on View Payments to see the 
details 

Enter Search Information 
and click search 

Click on Payment number to 
see the payment information  
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Paid Invoice details appears as shown and Click on Invoice 
number / PO Number / Receipt number to see those details 
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6. Manage Company Profile in Supplier Portal 
 
Supplier can maintain, update their company information under the Company Profile section 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on “Manage Profile” to see the Company 
details   

Click on Edit to update the 
information  

Click “Yes” if you want 
to update the Profile or 
click “No” to go back 
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Enter the Change Description 
and update the details 
wherever it is required 

Click on Review changes once 
the update is completed 
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Updated details are listed in 
the review changes 

Click on Submit if the updated 
details are fine 

Profile change request sent 
for approval to ADQ team 

Company Profile will show Pending 
approval until it is approved. 

You can cancel the change 
Request if it is not approved. 

You will be updated via email as soon as 
the update is either approved or rejected 
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For any queries and clarification, please write to us at procurementhelpdesk@adq.ae 

 

---------------------End of Document--------------------- 

 

Changes requested will be updated  once it approved 
and you can see the updated information 

Profile will not updated if the profile change request 
is rejected and you cannot see any update in the 
profile data 

mailto:procurementhelpdesk@adq.ae
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