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TATWEER PETROLEUM – BAHRAIN FIELD DEVELOPMENT COMPANY W.L.L

(“TATWEER”)
Instructions to complete a Commercial Evaluation RFQ - Quick Reference

IMPORTANT:

Please note that iSupplier Portal registration, access and/or usage does not imply a contract, or intent to purchase goods or services from registered suppliers
by Tatweer.

This quick reference describes how to access the key iSupplier Portal functionality to complete the Commercial Evaluation RFQ. Supplier users should use
the iSupplier Portal User Handbook and the Frequently Asked Questions at http://Suppliersupport.tatweerpetroleum.com for information on how to use the
iSupplier Portal.

Review, acknowledge and response to the Technical Evaluation RFI
 ACCESS

o Login to Oracle iSupplier Portal.
1. Enter your User name and password and click on the “Login” button.

o Optionally - after login, if more than one access level has been assigned, select the appropriate level in the
Oracle Applications Home Page. In this case, “Supplier User – Transactions”

1

http://suppliersupport.tatweerpetroleum.com/
https://supplier.tatweerpetroleum.com/OA_HTML/AppsLocalLogin.jsp


Intell

1. In the iSupplier Portal Home Page, click on “Negotiation” tab.
2. In your company’s Open Invitations section, view the most recent open invitations.
3. Click on the Negotiation Number hyperlink. The document summary web page will be shown.

 REVIEW
a. Review a specific document before acknowledging and responding by clicking on the Negotiation Number

hyperlink (3). The document summary web page will be shown.
i. Click on the Header tab, review information.
ii. Review the Requirements and the Notes and Attachment sections.
iii. If applicable, additional currencies responses will be shown, so Supplier can choose the currency to

quote if different than RFQ currency.
iv. Click on the Lines tab to review the materials or services and their quantities that are required to

quote.
v. Click on the Controls tab to review date and response rules. Important: Take note of the close date.
vi. Click on the Contract Terms tab. In the Deliverable section, access a specific deliverable by clicking

on the Deliverable Name hyperlink. Click on the Preview Contract Terms button to view, save and
ectual property re

print the Terms and Conditions.
v As needed, in the Actions dropdown, select the option Printable View and click on the Go button to
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view, save and print the document (all tab information and the terms and conditions can be viewed in
the same document).

ii. As needed, use the Online Discussion functionality in the action dropdown to request or provide
additional information regarding the document. This replaces any email communication.
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Attachments at bottom of Header Page

2. ACKNOWLEDGE
a. In the Actions dropdown, select the option Acknowledge Participation and click on the Go button to access the

specific web page.
i. In the Will your Company participate? section, check the appropriate button.
ii. If necessary, in the Note to Buyer textbox, type a message for the buyer (Tatweer employee

responsible for the event).
iii. Click on the Apply button.

a

i
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3. CREATE AND SUBMIT QUOTE
a. In the Actions dropdown, select the option Create Response and click on the Go button to access the specific

web page.

b. IMPORTANT: Click on “Save Draft” button before conducting any additional action.
c. Quote Currency: If this option is available, the Supplier will be able to choose the response currency. This

currency will be used for the entire quotation.
Note: The Buyer defines this option. If the Buyer does not set up response currencies, the Supplier will only
have one currency to quote.

d. In the Requirements section, click on the Expand All hyperlink to respond to each requirement and enter the
appropriate response values.

e. As necessary, scroll up and attach any appropriate support documentation to the response in the Attachment
section by clicking Add Attachment button.

f. Enter the date in the “Quote Valid Until” field, by clicking on the calendar icon (required field). A Reference
Number of your quote and a Note to Buyer can also be included (not required fields but recommended).
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g. If applicable, respond to deliverables requesting specific documentation. Scroll down to the Deliverables
section. Ignore this bullet if no deliverables are found.

i. Respond to the deliverable by selecting the pencil icon in the Update column.
ii. In the Notes field, write an explanation about the information that is being submitted.
iii. Click on the Add Attachment button to attach any required documents.
iv. In the Status dropdown, choose Submitted.
v. Click on the Done button.

h. Complete Lines tab – Prices
i. Click on the Lines tab to enter your quote in the Quote Price column. Verify that the Quote Currency is

the right currency for your quote, otherwise click on the Header tab and select the currency as shown
above in the step 3.c.

ii. Click on the Update icon in each line to add other costs or a specific attachment to each line, if
applicable. If the “red” circle is in the item description the buyer has required additional information for
that item and the quote can not be submitted without providing the requested information.

iii. Complete the Promise Date column by clicking on the calendar icon

ii.

iv.

iii.

v.

Deliverables
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iv. Click on the Continue button.

i. Submit the RFQ Quote
i. After completing all the RFQ sections, submit your Quote.
ii. Scroll up, click on the Save Draft button.
iii. Click on the Continue button.
iv. Optionally, Click on the Validate button to verify the response before submitting it.
v. If you need to modify part of your quote, click on the Back button, enter the changes and the click on

the Continue button again. (Do not use the back / forward button provided by the internet explorer)
vi. Click on the Submit button. A confirmation message is shown.

4. DRAFT QUOTE
a. If the Quote was not submitted but it was save to continue working later, it is possible to re-access it.
b. Click on the “Negotiation” tab
c. In the “Your Active and Draft Responses” section, identify the response number (First Column) applicable to

the RFQ. Another option is to use the original Negotiation Number in the fourth column.



Intellectual property restrictions. Tatweer proprietary information. - Commercial Evaluation RFQ - Quick Reference Page 7 of 7

d. Click on the Negotiation Number hyperlink. The document summary web page will be shown.


