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User Manual - Ta'aqud 

System Overview: 
Welcome to the enhanced Supplier Portal, the official platform designed to 
facilitate supplier registration and participation in OOMCO procurement and 
tendering processes. 
The Supplier Portal is a dedicated external component of the enhanced 
eProcurement System, (Ta'aqud), providing suppliers, vendors, and business 
partners with secure and efficient access to procurement-related activities. 
Through the portal, suppliers can register their company information, manage 
organizational details, submit required documentation, and participate in 
procurement opportunities published by OOMCO. 
Through the Supplier Portal, suppliers can: 

• Register and maintain their company profile. 
• Upload and update required business documents and certifications. 
• Receive invitations to participate in tenders and procurement events. 
• Submit tender responses electronically. 
• Track the status of registrations and tender submissions. 
• Communicate with the procurement team when required. 

This supplier user manual provides step-by-step instructions and screenshots 
to help suppliers navigate the portal and complete the registration process 
successfully. We recommend reviewing each section carefully to ensure that 
all required information is submitted accurately and completely. 
Thank you for your interest and we look forward to your participation. 
 
Oman Oil Marketing Company SAOG  
Procurement department 
Version no. 1 (Jun. 2026) 
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1. Supplier Registration Process 
a. Login screen: 

Click “New Registration” 

 
b. User Login Creation Screen: 

Add Supplier Name, CR No, Email, Mobile Number for User Registration. 
Click “Save” 
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    After you click Save, your username and password will be sent to your email 

 
 

(Screenshot of the email you are supposed to receive, containing the supplier 
portal username and password.) 
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Return to the Login screen to complete the supplier registration, then enter the 
username and password received in the email. 

 
 

c. Supplier Details  
Fill the required information then click “Save & Next” 
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d. Supplier Contact 
• Add Supplier Contact Details 

Note: error message will display if you did not add CEO or Owner 

 
• Make sure to use a different phone number for each person. 

Note: An error message will appear if you add the same phone number 
more than once 

• Click “Save & Next” 
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e. Supplier Business Category 
• Add Supplier Business Category 

Note: make sure to select both the main category and subcategory as per 
the Commercial Registration document 

• Attach Category Profile for each. 
• Click “Save & Next” 

 
 

f. Bank Details 
• Add all the Bank Details 
• Click “Save & Next” 
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g. Supplier Local Content 
• Fill Supplier Local Content Details 
• Click “Save & Next” 

 
h. Supplier Documents 
• Attach All Suppliers Documents 
• Click “Save & Next” 
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• Click “Submit for Approval” 

 
 

Note: Once the supplier registration is approved, you may review and update 
the supplier’s information from this screen. 

2. Pending RFQs for Supplier Confirmation:  
a. RFQ Confirmation step: to review the RFQ and SOW details and confirm 

whether to participate or not.  
 
From ‘RFQ’ → ‘Confirm Participation’ → click the blue button  
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b. Supplier Confirmation For FRQ Details: review all the RFQ details and fill in the 
required details. 
Note: download the RFQ attachments (SOW, BOQ etc.) documents from 
‘Attachments’ 

 
Note: Confirmation Summary shows all the RFQ invitations  
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3. Clarifications summary screens 
If you require any clarification, you may submit it through the 'Clarification' section as 
follows: 
From ‘Clarification’ → ‘RFQ Clarification’ → Select the appropriate clarification type based 
on the current stage of the RFQ 

 
 

Clarifications screen 
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4. Pending RFQs For Quotation Creation 
a. Quotation page: to submit the proposals and all the relevant documents  

From ‘Quotation’ → ‘Create Quotation’ → click on the blue button to open the 
details 

 
b. Quotations Screen: fill in all the required information and details and attach all the 

required documents then click on ‘Save’ →’Submit’ 
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c. Supplier Quotation Under Process: To review the pending quotations 

that have been saved but not yet submitted. 
From ‘Quotation’ → ‘Under Process’  

 
d. Supplier Quotation Summary: to review all the quotations history 

From ‘Quotation’ → ‘Summary’ 

 

5. Live Negotiation Screen 
To participate in live negotiations  
From ‘Quotation ’→’Live Negotiation’ 
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6. Awarding confirmation and summary 
To review all the awarded projects  
From ‘Awarding’ →’Awarding Confirmation’ → click on the blue button to 
review the details 

 
Awarding confirmation: to confirm your acceptance of the awarded project 
Review the awarded project details then click on ‘Action’ to confirm 

 
Write your comment then click on ‘Accept’ 
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7. Contract Handover Confirmation and Summary 
To review the contract of the awarded project after it is fully signed by both 
parties 
From ‘Contract Handover’ → ‘Contract Handover Confirmation’ 

 
 Contract handover Confirmation: download and review all the contract 
information and details 
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Click on ‘Accept Contract’ → write your comment → click on ‘Accept & 
sign’ 

 
 
Note: After completing the above, please print two (2) copies, initial and 
stamp all pages, and submit the hard copies to the OOMCO Head Office 
to Procurement Team only. 
 

8. Variation Quotation Submission and Summary 
From ‘Variation‘→ ’Quotation’ → ‘Submit Quotation’ → click on the blue 
button to review the variation request details  
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Variation Quotation submissions: Fill in the required details and attach the 
quotations then click on ‘Submit’ 

 
Variation Awarding Confirmation and Summary:  
From ‘Variation’ → ‘Awarding’ → ‘Awarding Confirmation’ 

 
From ‘Variation’ → ‘Awarding’ → ‘Awarding Confirmation’ 
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9. Variation Contract Handover Confirmation and Summary 
From ‘Variation’ → ‘Contract Handover’ → ‘Contract Handover 
Confirmation’ 
Click on the blue button to open and review the details 

 
Download the document to review, then the click on ‘Action’ to confirm your 
acceptance.  

 
 

10. Supplier Invoicing Submission and Summary  
From ‘Supplier Invoicing’ → ‘Submit Invoice’ → click on the blue button to 
review the details 
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Supplier Invoicing Submission: 
Review the details, fill in the required information, → click on ‘Add 
Attachment’ to attach the invoice, → click on ‘Save & Submit’ 
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Thank You 


