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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:

e Register and maintain their company profile.

e Upload and update required business documents and certifications.

e Receive invitations to participate in tenders and procurement events.

e Submit tender responses electronically.

e Track the status of registrations and tender submissions.

e 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”

] (e

OOMCO Supplier Portal

R Username

Q@ Password

| A

[ EZ New Registration <

[ 9, Forgot Username / Password J

b. User Login Creation Screen:

Add Supplier Name, CR No, Email, Mobile Number for User Registration.
Click “Save”

g—4o0qgl
oomco
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Commercial Ragistration No *

Email ID *

Mobile Number *

(Screenshot of the email you are supposed to receive, containing the supplier
portal username and password.)

Supplier Portal Registration - Your User Name and Password

Supplier_portal mco.com
To = Khalid 5.

Dear New Supplier Portal - Test Oman,

Thank you for initiating your registration in the OOMCO Supplier Portal.
Please use the following login credentials to complete the registration process.

Your user name is:
Your temporary password i

You are kindly advised to keep login credentials confidential and use strong, secure passwords.
Login to Supplier Portal
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to the Login screen to complete the supplier regi ion, then enter the

\ 2wt (@ P oz

OOMCO Supplier Portal

R OOMCO-5UP12233

II QLegin

[ £ New Registration

I “» Forgot Username / Password

c. Supplier Details
Fill the required information then click “Save & Next”

) Supplier Portal

Supplier Details Sapplier Contact ‘Suppiier Business Category Bank Details Suppler Locai Contert Suples Douments

VATIN o, 28471 VAT Qasification Standarg

VAT Gertificate Effective From 04000 25 B VAT Cantificate Expiry Date 29H0N-25 (=]
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Supplier Contact

P omd
oomcaco
e Add Supplier Contact Details

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

OOMCO Supplier Portal

2 errors have occurred x
Home O

» Please entar CEO or Owner contact dtais before continuing. (D

LB{0)

L

Posniks@oomen.com seesa22sss

!
i
il
i
i
s
i

o
i

e 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

e Click “Save & Next”

OOMCO Supplier Portal

2 errors have occurred x
Home O

I. GSM number siveady exists for ancther contact. | (D I

B o v b teoes oo oo

Qv se G adiorsv | B Add Row

0= Contact Person Persanal Type emait Phone Number Pramary
B @ PoniksBoomED.com IR

[ = aohammes Manager hasniks@oomeaicom e

1 rows seecied
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Supplier Business Category

e Add Supplier Business Category
Note: make sure to select both the main category and subcategory as per
the Commercial Registration document

e Attach Category Profile for each.

e Click “Save & Next”

QOMCO Supplier Portal

Home O

- e BSOS
-|- e . : .
|- — e : .

f. Bank Details
e Add all the Bank Details
e C(Click “Save & Next”

9 9 9 — ]
Previol S Save & Next
Supplier Details Supplier Contact Supplier Business Bank Details Supplier Local Content Supplier Documents @ L i =2

Category

Bank Details

Bank Name * BIC 125478

Branch Type Bank Branch Name Muscat - khoud

Bank Account Name * Bank Muscat- khalid Bank Account No. * 258471225487
25874 Tax Payer ID 23487

t Currency *
Bank Transfer Fayment Cur OM
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Supplier Local Content
e FillSupplier Local Content Details
e Click “Save & Next”

o o o o ®

Supplier Details Supplier Contact Supplier Business Bank Details Supplier Local Content Supplier Documents
Category

Previous £

SME Classification

Micro: 1-10 Employees < 150K Small: 11-50 Employees , 150K-1.25M Medium: 51-150 Employees , 1.25M-5M Not SME: >150 Employees or > 5M
OMR Revenue OMR Revenue OMR Revenue OMR Revenue

Supplier Local Content - SME Classification

No. Of Employees 30 Omanization Rate % 50 10000

rivadasuppier” [ e SME Category  NOT SME

Annual Revenue

h. Supplier Documents
e Attach All Suppliers Documents
e Click “Save & Next”

(] L] ] (] [ [ e —
Supplier Details ‘Supplier Contact Suppiier Business Category Bank Details Supplier Local Content Supplier Documents.

Document Name:

§

Attachment Date Issuing Authority

HSE POLICY MANUAL

[«

16-NOV-2025 New Supplier Portal Company

COMMERCIAL 16-NOV-2025 Commercial M 29.NOV-2025  02-NOV-2025

QUALITY ASSURANCE 16-NOV-2025 New Supplier Portal Company
VAT CERTIFICATE 16-NOV-2025 TAX Authority T1-NOV-2025  16-NOV-2025
BANK ACCOUNT CERTIFICATE 16-NOV-2025 Bank Muscat 18-NOV-2025

FlE|F|F|*
PP DR PP

COMPANY PROFILE 16-NOV-2025 New Supplier Portal Company

Supplier Documents Attachment

Attachment Date 16-NOV-25
File Type HSE POLICY MANUAL a
Iluing Authority New Supplier Portal Company I
I Attachment File Choose File 0 @ I
3
4
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Click “Submit for Approval”

= ¢ - d © o ® S T—
Supplier Details Supplier Contact Supplier Business Category Bank Details Supplier Local Content Supplier Documents
P
Document Type Document Name Attachment Attachment Date Issuing Authority Expiry Date Issue Date Upload Attachment Delete Attachment
POLICY HSE POLICY MANUAL by 16-MOV-2025 New Supplier Portal Company , o
REGISTRATION COMMERCIAL REGISTRATION o4 16-NOV-2025 Commercial M 29-NOV-2025 oa-nov-20es T o
POLICY QUALITY ASSURANCE ok, 16-MOV-2025 New Supplier Portal Company , o
TAX VAT CERTIFICATE o4 16-N/ *10V-2025 1e-nNov-20es (T o
i B | T
FINANCIAL BANK ACCOUNT CERTIFICATE o+ 16N re you sure you want fo it? 2025 1z-novz0es (T o
PROFILE COMPANY PROFILE ok, 16-N 2 I o
Cancel 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

00OMCO Supplv:lv Portal

Home (O RFQ \) Clarifications (O Quotation () Awarding () Contract Handover () Variation (O Supplier Invoicing (O

g [ oot Wibe  Wide | feeoten | betn gt o o — —
o 3 eHOMZ  susMr T6NOv25 o2 -
o el P R T




b.

suBMIT
RFQ Description Supply Fuel Containers-Three years

Flasting Date 16-Hov-25 Submission Close Date* 01-DEC-25

Guarifcation Period Fiom Garncation Period To Contract Duration Iyan
Buyer Name. MISSSasds Sultan 45 Al Hashrs Buyes el Wo. gsaTons Buyer st

Confirmation Select v Remarks *
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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’

5388

Status

View Aitachment Attachment; Dat e Type. e Name Comments
& ® 4HOv.25 s0a Copy of Fue Container 500 - Fasx 500
& ® Ounov-25 o Fuei Comtainers Scope of Work - Fpof sow

Note: Confirmation Summary shows all the RFQ invitations

[ o |
M

o REGRET

Confimation Date  RIQ No.

RIQ Description RQDste Submission Closing Date:

RIQStatus  Buyer Name. Buyes mai By GSM.
A58 BAGID 03AUG1D o45Ep10 CANCELLED .
110CT19 258019 2519 03-0CT.19 supmT

aoctay Dy | onoce 1-0ct19 aosto

2o oLocTae | onocTae WOCT-19 aoseo
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follows:
From ‘Clarification’ > ‘RFQ Clarification’ » Select the appropriate clarification type based
on the current stage of the RFQ

g O ContractHandover O Varistion () Supplier Invoicing O

RFQ Close Date

.
05-0CT-19
o1 w1
“ e
il 10-0CT-19
n 0558019
Es woer19
08 15.0CT-19
e 00-0CT-19
8 oaocT19

.

T

Clarifications screen

E-Procurement Application

Home (O Masters (O ProcurementPlan () Supplier Master () Reports and Dashboard (O

PR No. ©15 RFQNo. =] RFQ Descriplion This is only for testing 2
Sappe e EMBEE MIDDLE EAST SPC [r—" ]
[ p———p——

This s oy for one supplier

b

MR, Kival Saif Hamed Al Hosai - 12.0CT-2005 1126 AM
“This is send for all supplier

8

MR Kol Saif Hamesd Al Hosai - 12.0C1-2005 0758 PA
test
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ending 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

DOMCO Supplier Portal

Home O RFa O Curifications O Quomstion ) Awarding O ContractHandover () Varistion O Supplier Invoicing O

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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Supplier Quotation Under Process: To review the pending quotations

that have been saved but not yet submitted.
From ‘Quotation’ 2 ‘Under Process’

OOMCO Supplier Portal

Home O mFa O Carificatios O Quotstion ) Awarding O Contract Handover O Vadation O Supplier Invoicing O

Supplier Quotation Under Process

d. Supplier Quotation Summary: to review all the quotations history
From ‘Quotation’ 2> ‘Summary’

OOMCO Supplier Portal

Clarifications O Quotstion ) Awarding (O ContractHandover () Varistion (O Supplier Invaicing O

o cuosen
° wam nwz acse
o 05-MAR20 05.MAR20 CL08ED
Py 5MAR2) v qoseD
o 05-MAR20 22MAR20 CL0sED
- 5MAR2 220 qoseD
o o5MaR.20 0saR20 aoseo
o o5MAR29 220 cosen

5. Live Negotiation Screen
To participate in live negotiations
From ‘Quotation ’>’Live Negotiation’

OOMCO Supplier Portal

O quotstion] (O Awarding ) ContractHandover O Varistion O Supplierlovoicing O
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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

OOMCO Supplier Partal OOMCD - Oman MR Khalid it Hamesd Al Hosal £, Adenin ™

Home (O rRra O carifications () Quotation () Awarding (O Contract Handover (O variation (O Supplier Invoicing ()

U= = -

Awarding No. 1 PRNa 1006199 RFQ Na. 6
Deseription Awarding Status sugmIT

Auwarding Date 10-5E-19 PR Date 06-ALG-19 RFQ Date 18-AUG-19
Quotation No. 23 Quotation Date 28-aU8-19 Type Of Contract

Buyer Name MR, Ahmed Tarig Abdulhsmeed Al Balushi Buyer GSM Buyer Email balushat@comeo.com

Write your comment then click on ‘Accept’

WF History (5

Awarding Details
Workflow Apply Action

Awarding No. 5108 5464

Description Paragraph SUBMIT

Awarding Date 06-APR-26

Quotation No. Supply Contract

Final Proposal osal 35000

Amount fith

Buyer Name m Request For Information f mohsinnm@oomco.com
V.

@ OOMCO Terms & Conditions will be applicable.
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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’

OOMCO Supplier Portal

Home O rea O Curifications O Quotation ) Awarding O  ContractHandover () Variation (O Supplier Invoicing O

Depanment
Department
Depanment

(o] S
L

Depantment

Contract handover Confirmation: download and review all the contract
information and details

OOMCO Supplier Portal

Home O ®a O Cuiifications ) Quotation () Awarding () ComtractHamdover () Variation () Supphier lnwoicing (

Cantract No. Contract Date 01-FEB-20 Status SUBMIT TO SUPPLIER
Description

Buyer Name Contract Amaunt Cumrency OMR

Start Date 01-FE8-20 End Date 31-IAN-23 Organizatian Name Marketing and Digital
Contract Administrator Contract Manager Contract Gwner

Supplier Acceptance FENDING

Status

@ Please download the contract. sign it's hard copy and handover to buyer

Artachment T2 Contract No Attachment Date File Type File Name. File Comments Artached By
& 13-APR-203 CONTRACT VARIATION Extension letter 2
& 11-FE8-2020 CONTRACT Contract handower sttschment




sign’

OOMCO Supplier Portal

Home RFQ Clarifications

Contract Handover Details

Start Date

Contract
Administrator

Supplier

Acceptance
Status

vlachadj
omanoil

Quotation Awarding Contract Handover ) Variation

Workflow Apply Action

Paragraph vB I VU5 ()ﬁ 2 = o Ay § ¢

Accept & Sign Request For Information

(-2

ick on ‘Accept Contract’ 2> write your comment 2 click on ‘Accept &

Supplier Invoicing |

pn Procurement

Please download the contract, sign it's hard copy
and handover to buyer.

g—3%oql

oomaco

OOMCO - Oman hamed123 R Admin ¥

SUBMIT TO SUPPLIER

MiSSHanadi Khalifa Hamed Al
Salti - Procurement Specialist

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’ 2 ‘Submit Quotation’ - click on the blue
button to review the variation request details

0OMCD - Oman

OOMCO Supplier Portal

O [ Varietion | O suppiter involcing O

Home O rra (O Chrifications O Quotation ) Awarding ()  Contract Handover

Quotation Summary




OOMCO Supplier Portal

PO No.

Variation No.
PO/ Contract
Description
Original Start Date 26-0CT-23 Original End Date
Change in Seope OF ves Change in Period
Work
RFQ Submission Date 2200125
- O
ayment Term test

temms: 60 days.

Supplier Note s

Price Structure / BOQ

SOW Attachments

Home O n&u O cuarifications () Quotation () Awarding () Contract Handover () Variation () Supplier Invoicing (O

vlachadj
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Variation Date 15-0CT-25
Supplier Status SUBMIT
New Extended Date 31-0CT-26
Inco Term ® SER - Setvice

Supplier Attachments

ment Attachments

(-2

OOMCO - Oman  MR. KhaBid Saif Hamed Al Hosnl

g—350gl
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HSEQ Evaluation Criteria

oo

Attachment Attachment Date File Type: File Name Comments Version No. Created By Creation Date
& 10cT25 HEEQ Recuirements Picturedgng st 1 HosNIKS 190072005
& rocras HSEQ Recuirements Pictresamg oo ' HosiKs 21ocr20s

Variation Awarding Confirmation and Summary:
From ‘Variation’ » ‘Awarding’ - ‘Awarding Confirmation’

OOMCO Supplier Portal

DOMED - Owman 5, Admin ¥

Home O RFa O Clrificstions () Quotation () Awarding () ContractHandover () Varistion (O Supplierim

Awarding Summary

Qv | Search: A Text Cobamas Go  Actions

Details Awarding No.  Awarding Date  Awarding Status  Variation Mo PO/Cantract No.

o

From ‘Variation’ » ‘Awarding’ > ‘Awarding Confirmation’

O%MCO Supplier Portal

Home (O rra O cuarifications () Quotation Awarding () Contract Handover () Variation () Supplier Invoicing (O

Variation Awarding Details

Awarding No. Awarding Date

1422 Avwarding Status

PO Description

PO Na. Variation No. 1 Variation Date 02-JUN-22
Original Start Date 26-FEB-22 Original End Date 26-FEB-25 New Extended Date

Buyer Name Buyer Email Buyer GSM

Supplier Name Supplier GSM Supplier Email

N Attachment Variation Technical Proposal Attachment ial Proposal Attachment
Attachment T2 Attachment Date File Name File Type Comments Crested By Crestion Date
& 200822 Commercal Proposal 20.uN-2022
- ~
' Ay
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ariation Contract Handover Confirmation and Summary

OOMCO Supplier Portal

Home O rra O clari

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

QOMCO Supplier Portal OOMCO - Oman MR Khalid Saif Hamed Al Hosni 2 Admin ¥
Home (O Rra () Curifications () Quotation () Awarding () Contract Handover () Variat

L3
Variation Contract Handover Details

A ZE Wy )

Comtract Na.

Contract Date 17-56P-25

Status SUBMIT TG SUPPLIER
Contract Description

Buyer Name Contract Amount Currency oMR

Start Date. 11-FEB-25 End Date 10-FEB-28 Organizaticn Name Information Technology
Contract Administrator Contract Manager Contract Owner

Variation Contract Handover Attachments

Attachment T= Attachment Date

File Type File Name: File Comments Handover Type Attached By
& 12-MAR-25 Contract signed agreement - supplier copy.pdf Contract handover attachment

ORIGINAL

10. Supplier Invoicing Submission and Summary

From ‘Supplier Invoicing’ > ‘Submit Invoice’ > click on the blue button to
review the details

OOMCO Supplier Portal

Home O rra (O Clarifications

O auotation () Awarding () Contract Handover () Variation (s ]

Sup,

Invoice Detalls  Involco Number  Involce Date. Involce Description Amaunt Tax Amaunt Total Amount Currency Code Tax Code Involce Status  Payment Status Terms Name
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MR.Said Amer Saleh Al Maamari - Senior
Manager - T & Data Management

MA.Khalid Abduilzh Salim Al Sinani - Expert - IT

Information Message

(-2

Contract Start Date. o722

Contract Start Date. 07-M-26

Invoice Amount Inc Tax

Please ensure your VAT Registration is valid and the invoice copy is attached with correct details before submission.

g—350gl
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Thank You




