
DO.070 R12.2.11 
Supplier User Manual Guide 
Oracle EBS ISupplier & ISourcing 
 
This abstract guides users to login to KOTC Supplier Collaboration Network 

 

KU W A I T  OI L  TA N K E R  CO M P A N Y  (S .A .K) 
A Subsidiary of Kuwait Petroleum Corporation  

KU W A I T 
 

V E R S I O N  2 

 

 



                              Supplier User Training Manual                                

2 

 

 

Contents 

A. LOGIN ACCESS TO KOTC SUPPLIER PORTAL COLLABORATION NETWORK.éé..ééééééééééééé..  

B. RESPONDING TO E-MAIL TENDER INVITATION FORM KOTC.ééééééééééééé.ééééééééé..  

C. RESPONDING TO INQUIRY (RFQ) DIRECTLY BY LOGGING IN TO KOTC SOURCING ON-LINE WEB PORTAL.é..  

D. ADDING AN ATTACHMENT TO QUOTATIONS AT HEADER LEVELéééééééééééééééééééé...  

E. ADDING AN ATTACHMENT TO QUOTATION AT LINE LEVELééééééééééééééééééééééé.  

F. WORKING ON A DRAFT QUOTATIONééééééééééééééééééééééééééééééééé  

G.LOGIN ISSUESééééééééééééééééééééééééééééééééééééééééééé.  

H. ôTIPSõ - KOTC QUOTATION SUBMISSION PROCESSééééééééééééééééééééééééééé  

 

 

 

 



                              Supplier User Training Manual                                

3 

 

 

 

A. First Time Login Access to KOTC Supplier Collaboration Network  

Follow the below mentioned steps ǘƻ ƭƻƎƛƴ ƛƴǘƻ Yh¢/Ωǎ hǊŀŎƭŜ {ǳǇǇƭƛŜǊ /ƻƭƭŀōƻǊŀǘƛƻƴ ƴŜǘǿƻǊƪ 

1. You will receive Email from KOTC with the following subject άC¸LΥ Y¦²!L¢ hL[ ¢!bY9w /hat!b¸ ό{Φ!ΦYΦύ {ǳǇǇƭƛŜǊ /ƻƭƭŀōƻǊŀǘƛƻƴ 

bŜǘǿƻǊƪΥ /ƻƴŦƛǊƳŀǘƛƻƴ ƻŦ wŜƎƛǎǘǊŀǘƛƻƴέ. The below message is what you will be getting for the first-time login.  

  

2. Once you receive the EmailΣ ŎƭƛŎƪ ƻƴ άlog onέΣ ŀ ƴŜǿ ǿƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴ ǿƛǘƘ [ƻƎƛƴ tŀƎŜ ŀǎ ōŜƭƻǿ or You can directly type our ERP site 

address or Copy Paste to your browser address field or save the below address with your favorites to open it later on  
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Supplier Portal URL: https://erp.kotc.com.kw/ 

 

3. Enter the Username and Password provided in the ŀōƻǾŜ Ƴŀƛƭ ŀƴŘ ŎƭƛŎƪ ƻƴ [ƻƎƛƴΣ LŦ ȅƻǳ ŀǊŜ ƭƻƎƎƛƴƎ ƛƴ ŦƻǊ ǘƘŜέ ŦƛǊǎǘ ǘƛƳŜέ ǎȅǎǘŜƳ ǿƛƭƭ 

prompt your to change the Password to your own password, from then you can use the new password that you have changed and the 

password that you received through the email becomes invalid.  

https://erp.kotc.com.kw/
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OPTIONAL STEP 

B. Responding to E-mail Invitation form KOTC   

1. Invitations from KOTC for an enquiry (RFQ) will be through e-mail notifications as below just to intimate you there is a new enquiry created 

by KOTC in which you are invited to participate on your decision.  

 

2. If you think this particular enquiry is relevant to your company and if you will be Quoting for the same, just press άYESέ to share your 

intentions. Maybe you may have reasons to press άNOέ also. 

3. KOTC does not count or validate these responses, as they are considered just as an information 
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Note: If you havŜ ǎŜƭŜŎǘŜŘ ά¸9{έ ƛƴǘŜƴǘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜΣ ƛǘΩǎ ǊŜǉǳƛǊŜŘ ōȅ ȅƻǳǊ ŎƻƳǇŀƴȅ ǘƻ ǎǳōƳƛǘ ȅƻǳǊ vǳƻǘŀǘƛƻƴ ōȅ ƭƻƎƎƛƴƎ ƛƴ ǘƻ Yh¢/ hƴƭƛƴŜ {ƻǳǊŎƛƴƎ ǿŜō ǇƻǊǘŀƭ 

by following the steps stated from Page No: 7 

4. If you click on (Negotiation Details) option to view the enquiry (RFQ) before you send the response through e-mail, this will open the KOTC login page 

 

5. Once you press login after entering the user name and password  
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6. Click on the invitation link: to review RFQ or any notifications and information from KOTC 
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Click (Yes/NO) as you reviewed the KOTC notifaction invitation (Optional) 

Click (Return to Worklist)  Or (Home) to back to Main Home page 
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7. If you prefer to check the enquiries and submit the Quotations directly you can just proceed with the following steps: 

login ǘƻ Yh¢/Ωǎ ƻƴƭƛƴŜ ǉǳƻǘŀǘƛƻƴ ǎǳōƳƛǎǎƛƻƴ ǇƻǊǘŀƭ ǳǎƛƴƎ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǳǎŜǊ ƴŀƳŜ (Email) and password (Page 6) in the next page Click 

on Sourcing Supplier on the left-hand bottom, and then click on Sourcing Home Page 

 



                              Supplier User Training Manual                                

10 

 

Once the Sourcing Home Page is clicked, the following screen appears, you will find the invitation in ά¸ƻǳǊ /ƻƳǇŀƴȅΩǎ ƻǇŜƴ LƴǾƛǘŀǘƛƻƴǎέ,  

here you click on the (Negotiation Number) to respond against the RFQ. The right most field on the same row indicates the Time left for 

responding to the negotiation, after which the invitation automatically gets closed and you cannot participate in the negotiation process.  

As a best practice you can check this area frequently to find if you have got any new enquires and you can start to respond as soon as you have 

new enquiries from KOTC, you need not wait for a mail from KOTC (mail notification is just a additional feature available to intimate suppliers 

on new enquiries and we strongly recommend suppliers not to only depend on mail notifications from KOTC. 

 

Once you click on the (Negotiation Number), the following Screen appears 
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When you select RFQ Number ŀŎƪƴƻǿƭŜŘƎŜ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ȅƻǳǊ ƛƴǘŜƴǘƛƻƴ ά¸Ŝǎέ ƻǊ άbƻέ  

then press on ά!ǇǇƭȅέ  

You can also enter any Note to KOCT Buyer. Optional 

 

bƻǘŜΥ LŦ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ά¸9{έ ƛƴǘŜƴǘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜΣ ƛǘΩǎ ǊŜǉǳƛǊŜŘ ōȅ ȅƻǳǊ ŎƻƳǇŀƴȅ ǘƻ ǎǳōƳƛǘ ȅƻǳǊ vǳƻǘŀǘƛƻƴ to KOTC Online Sourcing web portal. 



                              Supplier User Training Manual                                

12 

 

Here you will find the details of the Enquiry (RFQ) with attachments if any 

 

The above RFQ does not have any attachments if they have any Notes or Attachments area will appear as follows and you can find the 
attachments on the Title Column, you can click on this link to download the RFQ attachment. 
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On the Top right-hand side, ȅƻǳ ǿƛƭƭ ŦƛƴŘ ŀ ŦƛŜƭŘ ά!Ŏǘƛƻƴǎέ, from the drop box select ά/ǊŜŀǘŜ vǳƻǘŜέ ŀƴŘ ŎƭƛŎƪ ƻƴ άGoέΦ 

 

 

Once άDƻέ is clicked a Quotation will be created for this enquiry and you will not find this option Create Quote again, when you open this RFQ, 

In case if you have not successfully submitted your Quotation the incomplete quotation will be available ƛƴ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƴŜƎƻǘƛŀǘƛƻƴ (Home 

Page) ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ ά¸ƻǳǊ /ƻƳǇŀƴȅΩǎ !ŎǘƛǾŜ ŀƴŘ 5ǊŀŦǘ ǊŜǎǇƻƴǎŜǎέ ŀǎ ŀ ŘǊŀŦǘ vǳƻǘŀǘƛƻƴ ό¸ƻǳǊ wŜǎǇƻƴǎŜύΣ ŀƎŀƛƴ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǊŜsponse 

number corresponding to this RFQ you can continue to submit your quotation. 
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On accepting KOTC terms and condition, the following screen appears.  
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This will be your actual Quotation page where you will be entering the Quotation details including attachments if any. 
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Fill the r elevant details in the valid fields:  

1. Quote Currency: If you want to submit your quote other than KWD (Kuwait Dinars). Please choose your preferable currency from the List 

of Values. If you did not find your Quote Currency you can make a manual conversion for KWD and enter the equivalent KWD price.   

2. Quote Valid Until: Enter the date on which your bid or quote expires. You can use the pop-up calendar to select a date. 

3. Reference Number: A number you can assign for your own internal tracking. This is different from the quote/bid number which is 

generated by the system, assigned automatically, and cannot be edited. The buyer can view this value. 

4. Note to Buyer: You can enter a short text note to the buyer.  

5. Attachments: Click Add Attachments and use the (Add Attachment) page to supply the buyer with any additional information on, or 

specifications about your response.  
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Click on the (Add Attachment) Button> Choose File> Select the Quote file> Press Open> Apply> Close 
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You will receive the attachment upload Confirmation, after You can SAVE your work as (draft) if you want 

 

Attachment is mandatory, you will receive the below (Error) while submitting your Quote in case missed the attachments in Quotation Header. 
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6. Lines: Click on the (Lines) Tab and the following screen appears, here you can enter line specific details if not just you can enter the Quote 

Unit Price on the header screen.  

 

 

 

 



                              Supplier User Training Manual                                

20 

 

Enter Quote Price and Promised date and select YES> 

Press update icon as below: 
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There is a mandatory field in Each Quotation Line (Delivery No of Days) supplier has to enter for each Quotation Line. 

 

Enter the Delivery Number of Days (Committed No of Days) to deliver Goods/Services once you received the Approved Purchase Order. 

Once you entered the Delivery No of Days in (Quote Value) field, press Go button to go to the 2nd line  

Press Apply to confirm the attached document.  

Then in the mail screen you will get a confirmation message in the top of the screes from the system also you can find the name of the attached file below 

the heading Attachments. By repeating the same process you can attach more than one attachment at the header level.  
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NOTE: The mandatory fields in this screen are the Quote Price (Unit Price) and the Delivery No of Days all the remaining updatable 

fields are optional.  

a. Quote/Bid Price  
Your price that you will be offering for one unit of the item or service, the price for one unit will be multiplied with the target 
quantity to achieve the total price that will be visible for you in the next screen.  

b. Note to Buyer: can send a short text to the Buyer. 

c. Attachments: You can attach here which pertains to the item in negotiation. 

Once all the details are filled in properly, click on ( ) button. 

The system will take you back to the original Header screen where you need to click on 

( ),  

Once the ά/ƻƴǘƛƴǳŜ .ǳǘǘƻƴέ is clicked you will be taken to the review page wherein you can review all the details which has been entered in 
the negotiation response.  
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Once every detail of the response has been reviewed you have to click ( )  

Once the Submit button is pressed, the quote is submitted successfully and the following message appears. Make sure suppliers are permitted 
to submit only one quotation for a RFQ, re-quote or multiple quotations are not allowed with the business of KOTC.  

IŜƴŎŜ ǎǳǇǇƭƛŜǊǎ ōŜŦƻǊŜ ȅƻǳ ǇǊŜǎǎ ƻƴ ǘƘŜ {ǳōƳƛǘ ōǳǘǘƻƴ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ƛǘΩǎ ǘƘŜ ǎƛƴƎƭŜ ōŜǎǘ ǉǳƻǘŀǘƛƻƴ ȅƻǳǊ ŎƻƳǇŀƴȅ ǿƛƭƭ ǎǳōƳƛǘΦ  

 

Now your Quotation has been successfully submitted with KOTC. This is the final confirmation message on the submission of your quotation.   
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F. Working on a Draft Quotation  

While you were working on a Quotation Page if you think you need some more time to submit the present Quotation that you are working on  

You might have completed a Quotation and when you have pressed the (Continue) button you might have landed in to a System Administrator error page 

and when you tried to login back you did not find the Enquiry for which you were working recently.  

Whenever you have created a Quote and you had a problem with the page or you think your enquiry is lost, please check your companies Negotiation 

home page.  

Press on the άIƻƳŜέ ƭƛƴƪ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ tŀƎŜ ƻǊ tǊŜǎǎ ƻƴ ǘƘŜ άbŜƎƻǘƛŀǘƛƻƴǎέ ǘŀō ƘƛƎƘƭƛƎƘǘŜŘ ŀǎ ŀ ōƭǳŜ ¢!. ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ of the page.  
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.Ŝƭƻǿ ǘƘŜ ά¸ƻǳǊ !ŎǘƛǾŜ ŀƴŘ 5ǊŀŦǘ wŜǎǇƻƴǎŜǎέ ƘŜŀŘƛƴƎ ȅƻǳ ǎƘƻǳƭd find all enquires for which were saved as Draft Quotations or lost after pressing the 

ά/ƻƴǘƛƴǳŜέ ƛƴ ǘƘŜ vǳƻǘŀǘƛƻƴ /ǊŜŀǘƛƻƴ tŀƎŜΦ  

 














































