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Benefits of I-supplier portal 

 It provides an easy to use interface in a self- service environment 

 Real time access to procure-pay transactions 

 There is information transparency across the procure-pay cycle. 

 Ability to generate invoices against purchase orders 

 Cycle time reduction 

      

      

     

     

     

     

 

 

 

 

 

 

 

 

 

 



 
                                                                                                                            
  

   

1. Register for I-Supplier 

 Suppliers will receive an email from QF with a user name and password to 

log on I-Supplier on www.qf.org.qa 

 Log on using the user name and password and start  updating your details   

 

Log on using the user name and password. 

 

    

 

 

 

 

 

 

http://www.qf.org.qa/


 
                                                                                                                            
  

   

 I-Supplier Overview 

   

    

Global Buttons:  

 
Home: Returns to the main portal where you can select another responsibility or application 

Logout: Logs out of the I-Supplier portal 

Preferences: Displays user-controlled preferences for language, date format, password, etc. 

Help: Accesses the Help index page specific to the active application.   
 

 

 
 

 

 
 

 

GLOBAL 

BUTTONS 

 



 
                                                                                                                            
  

   

 
 

 

Home Page Tabs: Displayed on every page and allows to quickly access related task areas for the 

specific topics.  

The Options are: Home, Orders, Shipments, Account, Admin 

 

Home Page 

Tabs 
 



 
                                                                                                                            
  

   

 

 

The five most recent records are grouped by Notifications, Orders At A Glance and Shipments At A 

Glance 

Notifications: - Messages awaiting your review. These can be for view only or may require action.  

Orders at a glance: - Lists most recent purchase orders. 

Shipments at a glance: - Displays recent shipments. 

Quick Links: - Provides a high-level diagram of the procure-to-pay flow.  Click on any link to navigate 

quickly and easily to specific areas in the I-Supplier portal. 

 

 

 

Allows you to view a complete 

list of your Notifications, Orders 

and Shipments at a glance 

QUICK LINKS 
 

 



 
                                                                                                                            
  

   

View Purchase Orders 

 

 

1- Click on the hyperlink in the PO Number field and you will be taken into the Order.  
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Submit Cancellation Order 

 

 

1- Click on Request for Cancellation  
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There are 2 types of cancellations: –  

Cancel: To cancel part of the order 

Cancel Entire Order: to cancel the full order 

 

 

 

 

2 types of 

cancellation 



 
                                                                                                                            
  

   

Cancel Entire Order  

 

NOTE: A notification will be forwarded to Buyer with the cancellation request. Cancellation of any 

order  requires Buyers approval then the order status will change to cancelled  

 

 

 

1. A valid reason must be 

added then submit 
2. A notification will be 

forwarded to Buyer with the 

cancellation request 
 



 
                                                                                                                            
  

   

Cancel Part of the Order 

 

 

Note: A notification will be forwarded to Buyer with the cancellation request. Cancellation of any 

order requires Buyers approval then the order status will change to cancelled. 

 

 

 

1. Enter the reason for the 

cancellation 
2. Choose “Cancel” 

3. Submit  

 



 
                                                                                                                            
  

   

Submit Changes 

 

 

 

 

1. Select order number  

2. Choose “Request Changes  

 



 
                                                                                                                            
  

   

 

Suppliers can change: a) Quantity ordered 

                                    b) Promised date 

                                    c) Supplier Order Line 

1- Enter the reason for the cancellation 

2- Choose “Change” and then 3- submit 

a

) 
b 

c 
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View Agreements 

 

 

 

 

 

Review details of agreements made with QF.   
View the corresponding releases which have 

been created for a particular agreement.  

 

Click “Go” to show all the agreements made 
with QF  

 



 
                                                                                                                            
  

   

 

 

 

Click the PO 

number  

 



 
                                                                                                                            
  

   

View Releases 

 

 

 

 

 

 

 

Shows releases 

details against PO 
orders  

 



 
                                                                                                                            
  

   

View Purchase History 

 

 

 

 

 

 

Review details of all 

purchases done with 

QF  
 

Click “Go” to show all purchases you 

have made with QF  

 



 
                                                                                                                            
  

   

 

 

 

Click on PO Number field 

and you will be taken into 

the Order details.  
 



 
                                                                                                                            
  

   

View RFQ 

 

 

View RFQs 

from QF  

 

Click “Go” to show all RFQs  

 



 
                                                                                                                            
  

   

 

 

 

Click on the RFQ 

number  
 



 
                                                                                                                            
  

   

 

 

 
 
 
 
 
 
 

How can the supplier reply to 

RFQs?!!  

 



 
                                                                                                                            
  

   

 

View Purchase Orders 
 

 
 
 
 
 
 
 
 
 
 
 

Deliverables 
are not active  

 



 
                                                                                                                            
  

   

 
 
 

View Shipments 

 
 
 
 

View all scheduled deliveries to QF  
 

Click “Go” to show all 
Deliveries  

 



 
                                                                                                                            
  

   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

View all scheduled 

deliveries to QF  

 

To inform QF Buyer with 
delivery schedule/s  

 



 
                                                                                                                            
  

   

 

 
 
 

Choose either “Shipments Due 
This Week” or “Shipments Due 

Any Time”, then click “Go)  

 



 
                                                                                                                            
  

   

 
1.  Tick the “Select” to choose PO Number 
 
2.  Click “Add to Shipment Notice” 
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1. Enter the Quantity to be shipped 
2. Enter Details as available 
3. If the details are different per line, click on “Show” and fill the details as required 
4. Click the Shipment Header tab  
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1. Enter Shipment Number 
2. Enter shipment date 
3. Expected Receipt Date.   
These are required fields. 
4. Complete Freight Information as it is available 
5. Click Submit to transmit the ASN to QF  
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View Receipts 
 

 
 
 
 
 
 
 
 
 
 

Show Receipts 

from QF  
 

Click “Go” to show all Receipts  

 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 

Click on “Receipt Number” to view 
details of the receipt  

 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Show Returns 
from QF  

 

Click “Go” to show all Returns  
 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Receipt Number” to show 
Receipt Transactions  

 



 
                                                                                                                            
  

   

 

View On Time Performance 
 

 
 
 
 
 
 
 
 

Delivery status of shipments that 

supplier made against purchase orders 

Click “Go” to show the performance of all 
shipments  

 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 

Will show 

the delivery 
status  

 



 
                                                                                                                            
  

   

 

View/Create Invoices 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Create Invoices  
View details of invoices View 

Payments  

 

Click “Create 

Invoice” 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 
 

Click “Go”  
 



 
                                                                                                                            
  

   

Create Invoices 
 

 
 
 
 
 
 
 
 
 
 
 

Type PO number  
 

Click 

“Go”  

 



 
                                                                                                                            
  

   

 
There are 2 ways to create an invoice 
 
1. By ticking the box, then 
2. Click “Add items to invoice list” 
 
Or 
3. Clicking “Quick invoice” 
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1. Enter the “Quantity to Invoice” 
2. Click “Calculate” 
3. Click “Next” 
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1. Enter invoice number (your number) 
2. Enter invoice date 
3. Add the original invoice 
4. Click “Next” 
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Click “Submit” 

 



 
                                                                                                                            
  

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Go” 

 



 
                                                                                                                            
  

   

 
 
The payment status (1) and payment type (2) can be viewed. 
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View Payment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View Payment will 

allow you to see paid 
invoices 

 

Click “Go” 

 



 
                                                                                                                            
  

   

 
 
 
Note: One payment can have many invoices  
 
 
 
 



 
                                                                                                                            
  

   

 

Admin 
 

 
 
 
The company details can be viewed. 
 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
 
The address book can be updated by the supplier 
 
The details of the changes made to the address book will be routed to the buyer for review. 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
The contact directory may also be updated. 
 
The details of the changes made to the address book will be routed to the buyer for review. 
 
 
 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
Identify those classifications that are applicable. 
 
 
 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
The services and products can also be updated. 
 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
The bank details can only be viewed. 
 
 
 
 
 
 
 
 
 
 



 
                                                                                                                            
  

   

 
 
This shows the people having active accounts and are able to access the portal on behalf of the 
supplier. 
 
 
 
 
 
 
 
 
 
 


