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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. 
 

System Startup & Navigation 
 
Starting Oracle Fusion Applications: 
 

• Open any one of Chrome/ Mozilla / edge browser and Select Oracle Application URL as shown below. 
URL: https://enae.login.em8.oraclecloud.com  
 

• Enter the user name, password and click Sign in. Login to the fusion application. 
 

 
  

Enter the User 
Name, Password and 
Click on Sign In 

 

mailto:procurementhelpdesk@adq.ae
mailto:procurementhelpdesk@adq.ae
https://enae.login.em8.oraclecloud.com/


 

                                                                                                                                                                            Page 3 | 18 

Responding to Supplier Qualification Questionnaire: 

• There are three ways to access the Questionnaire area. 
1. Responding Supplier qualification through Email. 
2. Responding Supplier Qualification through Bell icon. 
3. Responding Supplier qualification through Supplier Portal Task. 
 

Option 1:   
 

• Responding Supplier qualification through Email. 
 

Once the Supplier Qualification is launched by ADQ, you will receive an Email Notification to the 
registered Email. 

 
Response Due Date will be available in the notification. You should submit your responses on or 
before the due date. 

 

 
 
Click on the Respond to Questionnaire Link. You will be redirected to Oracle Fusion application Login 
page and enter user name and password to login. 
 
If you already logged into the system, ‘Respond to Questionnaire’ page will open. 
 

 

Click the link to respond to 
Questionnaire  
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Option2:  

• Responding Supplier Qualification through Bell icon. 
After entering into the Oracle Application, you can see the notifications by clicking the bell icon on the right 
side of the application. 
 

 
Respond to Questionnaire page will open. 

 
 
Option 3:  

• Responding Supplier qualification through Supplier Portal Task. 
You can view and submit the responses through the Tasks. Click on the Supplier Portal. 

 

Click on Supplier Portal App 
to open the dashboard  

Click the link to respond to 
Questionnaire  
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Navigate to Tasks > Qualifications > Manage Questionnaires. 
 

 
Manage Questionnaire page will open. Select the Questionnaire and Click on ‘Respond’ Button. 

 
Respond to Questionnaire page will open. 

 

Click on Manage Questionnaires 
link to submit the response 

Select the Questionnaire (1) 

Click Respond to start the 
response (2)  
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All the above three options will lead to ‘Respond to Questionnaire’ page. From this page you can start 
to enter your responses. 
Important Note: 

• The first question of the questionnaire intimates you to update the supplier profile as per the 
attached user manual.  

• You need to update your profile first and then you need to submit the responses for this 
qualification. 

• Download the manual (Supplier Profile Update) from the Question No. 1. 

  
• Request you to go to “Manage Profile” section and update the required information if there is a change 

in the Supplier Profile (Steps are given below). 
• If there is no change in the existing information, continue to provide the response to the supplier 

qualification Questionnaire. 
To update the supplier profile, first cancel the questionnaire page and go to supplier portal home page. 

 
 

 

Click Cancel to go back to 
dashboard 

Download the supplier portal 
training manual 

Click on 
Done 
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Supplier Home page will open. Navigate to Tasks > Company Profile > Manage Profile. 

 
 

 
A warning message will pop-up. Click on ‘Yes’ to continue to edit the profile. 

 

Click on Edit to update 
the profile 

Click on ‘Yes’ 

Click on Manage Profile to 
update your information 
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In organization details tab, you can add or update Supplier General Instructions, Identification details, 
Corporate Profile and Financial Profile in this section. Also attach the mandatory documents in the 
Attachments section. 

 

Navigate to the next tab – Tax Identifiers. Update the required details in this section. 

 

Navigate to the next tab – Addresses. 

 

 

In Tax identifiers page, 
update the information 

Click on ‘+’ symbol to 
add attachments (4) 

Enter Change Description (2) 
Organization Details (1) 

Add or update the 
information (3) 

Click on ‘+’ symbol 
to add new address 
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Note:  

Please follow the below advisory while entering the address. 

 

For any additional information, please click on the below link provided by the ADCB Bank. 

https://www.adcb.com/en/multimedia/pdfs/2020/october/procash-beneficiary-address-details-141020.pdf 

 

Create new address (1) 

Click Ok (2) 

https://www.adcb.com/en/multimedia/pdfs/2020/october/procash-beneficiary-address-details-141020.pdf
https://www.adcb.com/en/multimedia/pdfs/2020/october/procash-beneficiary-address-details-141020.pdf
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In the Edit Address page, update the address information (Address, Address Purpose, Phone, Fax & 
Email).  

 

Navigate to the next tab – Contacts. Update the contact details in this section. 

 

In the Edit Contact page, you can update the Name, Job Title, Phone, Mobile, Fax & Email. Also you can 
update the contact addresses. 

Update the address 
information (1) 

Click on Pencil symbol to edit 
existing contact 

Click on pencil symbol to 
update the existing address 

Click Ok (2) 
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Update the contact 
details on this page 

Click on ‘+’ symbol to 
add new contacts 

Click on ‘Ok’, once contact is updated 
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Create the contact details on this page (1) 

Click on ‘Search and Add’ button to assign the contact 
to the address (2) 

Select the address (1) 

Click on Apply and then Ok (2) 
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Navigate to next section – Payments.  In payment method, by clicking ‘+” symbol, you can add new 
payment methods. 

 

 

Click on Ok  

You can request for new 
supplier portal login 
account by enabling the 
checkbox.  

Click on ‘+’ symbol to 
add payment methods 

Ensure that you have created 3 contacts which 
covers Supplier Administrator, Accounts 
Receivable and Escalation 
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Navigate to next section – Bank Accounts. 

You can update the existing bank account in this section. Also you add new bank account and delete the 
bank accounts in this section. 

 

 

As instructed in the Bank account page, attach the Bank Certificate at the Organization Details page. 

 

 

 

Click on pencil symbol to edit bank 
accounts 

Update the bank 
accounts details here (1) 

Click Ok (3) 

Attach the Bank 
Certificate here    

As instructed, attach the 
Bank Certificate at the 
Organization Details page 
(2) 



 

                                                                                                                                                                            Page 15 | 18 

Once all the updates are done, Click on Review changes. 

 

Review all the changes done on the profile. Click edit to continue the update or Click Submit to complete 
the profile update. 

 

 

 

 

 

Click on Review Changes    

Click on Submit 

Click on Ok 
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After completing the profile change, navigate into Manage Questionnaire page and continue answering 
the qualification questionnaire. 

Navigate to Supplier Home Page > Tasks > Qualifications > Manage Questionnaires. 

 

 

 

 

 

Click on Done 

Open the Manage Questionnaires 
link to submit the response 
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Manage Questionnaire page will open. Select the Questionnaire and Click on ‘Respond’ Button. 

 

Respond to Questionnaire page will open. 

Answer all the questions in the questionnaire section and attach the required documents wherever 
mandatory. 

 

  

Select the Questionnaire (1) 

Click Respond to start the 
response (2)  

Submit the response to all the Questions 

Attach the required documents at the 
responses where attachments are needed  
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After answering all the questions click on save and submit. 
 

 
 
After submitting you will get this confirmation message. 
 

 
 
The status of the Questionnaire is submitted. Also the Supplier can we view and download in PDF. 
 

 
 

     For any queries and clarification, please write to us at procurementhelpdesk@adq.ae 
 

---End of Document--- 

Click to 
download PDF 

Click Save and Submit 

The status is 
submitted 

Click on 
 

mailto:procurementhelpdesk@adq.ae
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