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About this Manual

Milaha has embarked on a significant digital transformation to support its 

escalating growth, improve its service capabilities, and cement its position as a 

preferred maritime and logistics partner of choice in Qatar, the region, and beyond. 

This transformation is the adoption of Milaha Cloud Application, which will be fully 

implemented in July 2020.

The change will impact operations across all departments and improve business 

processes by making them more efficient and effective. The transformation will 

also engender a much better and intuitive user experience for all stakeholders, 

including our vendors.

This manual is intended to provide vendors with all the necessary information 

needed when using Milaha Cloud Application in transacting business with Milaha. 

It will introduce users to Milaha Cloud Application and help them navigate the 

new digital system by providing clear step-by-step instructions. It will cover all 

processes essential to vendors, from account registration and management, service 

requests and executions, to transaction status monitoring.

Qatar Navigation ‘Milaha’
Procurement & Contracts Department
Email: vendor.management@milaha.com
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This section covers the registration steps for external suppliers. 
The process involves the below steps:

Step 1
Go to the Supplier Registration page by clicking on the URL published on the MILAHA 
portal

Step 2
The link will take you to the Supplier Registration page. Enter the required information in 
the specified fields , then click the ”Next” button

In the “Your Contact Information” section, fill out the mandatory fields, then click the 
”Next” button

External Supplier Registration
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External Supplier Registration

Step 3
In the “Contacts” page, verify the contact details you entered from the previous section. 
Also verify that the “Administrative Contact” and “Request User Account” boxes are 
checked, then click “Edit”

The system will display the “Edit Contact” section.
 
Select Roles = Supplier Bidder, Supplier Sales Representative, etc. (The selection role 
should be based on the business requirement). Click “OK”, then click on “Next”

THERE MIGHT BE A MISSING IMAGE SHOWING HOW SUPPLIERS CAN SELECT ROLES

Step 4
In the “Address” page, click the “Create” button to add a new address



6

Milaha Cloud Application Vendor User Manual

External Supplier Registration

Step 4 (continued)
Fill out the mandatory fields, click on the appropriate “Address Purpose” boxes = RFQ and 
Bidding, then click “OK”

Click “Next” on the succeeding page

Step 5
The system will display “Business Classification” page

Click the “Create” button and enter the requested information depending on your business 
type or click check box = ‘None of the classifications are applicable‘, then click “Next”
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External Supplier Registration

Step 6
The system will display “Bank Accounts” page. Click the “Create” button to enter your 
bank details

Fill out the fields with the requested information, then click “OK”

On the succeeding page, click “Next” 
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External Supplier Registration

Step 7
On the “Products and Services” page, click the “Select and Add” button

Select the applicable category, then click “OK”

Click “Next” on the succeeding page
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External Supplier Registration

Step 8
Answer the questions prompted by the system, add the required attachment, 
then click “Next”

Step 9
Review your information. If everything is in order, click “Register”

The system will display a message confirming the submission of your registration and 
the steps that will follow
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This section covers guidelines for changing supplier profile information. 
The process involves the below steps:

Step 1
Sign into Oracle Application Cloud

Step 2
Click on the “Supplier Portal” tab

Supplier Profile Change
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Supplier Profile Change

Step 3
Under the “Company Profile” tab, click on “Manage Profile”

Step 4
Click “Edit” at the top right-hand corner of the succeeding page



12

Milaha Cloud Application Vendor User Manual

Supplier Profile Change

Step 5
On the “Edit Profile Change Request” page, click the “Contacts” tab

Step 6
Create or edit contacts on the following page by clicking on the edit icons

Step 7
Remove/Add addresses for contact in the “Contact Addresses” section
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Supplier Profile Change

Step 8
Remove/Add contact role in the “User Account” section

Step 9
Grant data access to the contact user in the “Data Access” section 

Select either the “Supplier” or “Selected Supplier Site” option to restrict data access to 
the user, then click “OK”
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Supplier Profile Change

Step 11
Verify all the details, then click “Submit”

Step 12
The system will display a message confirming the change has been submitted for approval

Click “OK”

Step 10
Click the “Review Changes” button at the upper right-hand corner of the page
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Supplier Profile Change

Step 13
Login as Supplier Administrator, and click on the notifications icon at the top right-hand 
side of the home page

Step 14
Worklist notification will show the message ‘Supplier Profile Change Request’

Click on the request
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Supplier Profile Change

Step 15
Review request details and click “Approve”

Step 16
Once the supplier is approved by all approvers, login and navigate to Procurement (under 
Navigator) > Suppliers), then click the ‘Manager Suppliers’ link in the task pane and search 
for the required supplier

Step 17
The Search result will display the required supplier

Click on supplier
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Supplier Profile Change

Step 18
Click the “Contacts” tab on the following page, and view the changes to the supplier profile

Step 19
Supplier page will be displayed

Click on “Contacts” tab
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This section covers guidelines for acknowledgment of Agreement.
The process involves the below steps:

Step 1
Sign into Oracle Application Cloud

Step 2
Click on the “Supplier Portal” tab

Supplier Portal Overview page will be displayed

Supplier Acknowledgment to Agreement
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Supplier Acknowledgment to Agreement

Step 3
Under Agreement section, click on “Manage Agreements”

Step 4
The system will display a popup dialog box “Manage Agreements“

Search for the required Blanket Purchase Agreement based on search criteria such as 
Agreement, Supplier Site, Procurement BU, Status
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Supplier Acknowledgment to Agreement

Step 5
Under Search Results, the line depicting the required BPA will appear 

Click on BPA number

Step 6
Click on the “Acknowledge” button displayed on the upper right-hand corner

BPA window opens
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Supplier Acknowledgment to Agreement

Step 7
The Acknowledge Document page opens

Under “General” tab, enter Supplier Agreement notes (Optional)

Step 8
Under “Terms” tab, enter Acknowledgment Note (Optional)
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Supplier Acknowledgment to Agreement

Step 9

Click “Accept”

Step 10
The system will display a warning message “The document will be accepted. Do you want 
to continue?”

Click “OK” and then click “Done”

The agreement is acknowledged and notification is sent to the buyer
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This section covers guidelines for acknowledgment of purchase order.
The process involves the below steps:

Step 1
Under Orders section

Click on “Manage Orders”

Step 2
The system will display a popup dialog box “Manage Orders“

Search for the required Purchase Order based on search criteria such as Sold-to Legal 
Entity, Bill-to BU, Supplier Site, Order, Status

Supplier Acknowledgment to Purchase Order
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Supplier Acknowledgment to Purchase Order

Step 3
Under Search Results, the line depicting the required PO will appear 

Click on PO number

Purchase Order Window Opens

Step 4
Click on the “Acknowledge” button displayed on the upper right hand corner
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Supplier Acknowledgment to Purchase Order

Step 5
The “Acknowledge Document” page opens 

Under “General” tab, enter Supplier Order notes (Optional)

Step 6

Under “Terms” tab, enter Acknowledgment Note (Optional)
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Supplier Acknowledgment to Purchase Order

Step 7
Click Accept

Step 8
The system will display warning message “The document will be accepted. Do you want 
to continue?”

Click “OK” and then click “Done”

The Purchase Order is acknowledged and notification is sent to the buyer
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This section covers guidelines for creating Advanced Shipment Notice (ASN). 
The process involves below steps:

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

Creation of Advanced Shipment Notice (ASN)
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Creation of Advanced Shipment Notice (ASN)

Step 3
Under ‘Shipments’ section click on ‘Create ASN’

Step 4
The system will display a popup dialog box “Create ASN“

Search for the required ASN based on search criteria such as Purchase Order, Supplier 
Item, Supplier, Due date

Under Search Results, the line depicting the required PO will appear
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Creation of Advanced Shipment Notice (ASN)

Step 5
Select the “Purchase Order Line” and click on “Create ASN” button 

“Create ASN” page will open with the details of selected purchase order defaulted
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Creation of Advanced Shipment Notice (ASN)

Step 6
Enter all the required mandatory and optional columns on the ASN header and lines. Once 
all the details are entered click on the “Submit” button

Step 7
The system will display a popup confirmation “ASN was created” 

Click on “OK”
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This section covers guidelines for cancellation of Advanced Shipment Notice 
(ASN). The process involves below steps:

Step 1
Navigate to Supplier Portal. 
Under “Shipments” section, 
click on “Manage Shipments”

Step 2
The system will display a popup dialog box, “Manage Shipments“

Search for the required shipment based on search criteria Shipment, Purchase Order, 
Supplier

Under Search Results, the line depicting the required shipment will appear

Cancellation of Advanced Shipment Notice (ASN)
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Cancellation of Advanced Shipment Notice (ASN)

Step 3
Select the shipment line and click on “Cancel Shipment” button

Step 4
Shipment cancellation confirmation message will pop up with “Yes” and “No” options 

Click on “Yes”

Shipment is cancelled and removed from the list
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This section covers guidelines for creating invoices – PO.
The process involves the below steps: 

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

Supplier Invoice Creation – PO
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Supplier Invoice Creation – PO

Step 3
Under “Invoices and Payments”, click on “Create Invoice”

The system will display a popup dialog box “Create Invoice” page
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Step 4
Enter “Identify PO” details

Note: The supplier details are defaulted from the PO  

Step 5
Enter the invoice number in the Number field, Date, and the tax registration number 

Step 6
In “Lines” tab, click Select and “Add” icon

Supplier Invoice Creation – PO
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Step 7
The system will display a popup dialog box “Select and Add : Purchase orders”

Select the PO by clicking in the row. After applying, click “OK”

Step 8
To save the invoice, click the “Submit” button

Supplier Invoice Creation – PO
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The created invoice opens, and confirmation message of invoice submission will appear 
once the invoice is successfully submitted 

The submitted invoice is visible. The requester is notified and must approve the invoice 
before it can be processed further

Step 9
A confirmation will pop up confirming submission of invoice

Click the “Submit” button to send the invoice to the customer

Supplier Invoice Creation – PO
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This section covers guidelines for updating bank account. 
The process involves the below steps:

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

Update Bank Account
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Step 3
Under “Company Profile” section, click on “Manage Profile”

Step 4
The system will display “Company Profile” page

Click “Edit” at the top right-hand side of the page

Update Bank Account



40

Milaha Cloud Application Vendor User Manual

Step 4 (continued)
The system will display “Edit Profile Change Request” page

Step 5
Click Payments > Bank Accounts

“Bank Accounts” screen will appear

Update Bank Account
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Step 6
Click on the create (+) or the edit (pencil) icon to add or edit the existing bank account 
number

The system will display a popup dialog box “Create Bank Account“ or “Edit Bank Account 
Number”, depending on the process you chose

Update Bank Account
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Step 7
Choose Country and enter bank account details (Bank Account and Bank name, Bank 
Branch, IBAN, Currency)

Step 8
Click “OK”

Bank account is added under “Bank Accounts” section

Update Bank Account



43

Milaha Cloud Application Vendor User Manual

Step 9
Click “Save and Close”

Step 10
The system will display a confirmation box

Click “OK” and done

The bank account is added to the company profile

Update Bank Account
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This section covers guidelines for responding to Negotiation – Quotation, Bid. 
The process involves the below steps:

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

Respond to Negotiation – Quotation
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Step 3
Under “Negotiations” section, click on 
“View Active Negotiations”

Step 4
The system will display a popup dialog box “Active Negotiations”

Search for “Invitation Received” and select “Yes”

Under Search Results, a line reflecting active negotiations will appear

Respond to Negotiation – Quotation
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Step 5
Click on the “Acknowledge Participation” tab

Step 6
The system will display a popup dialog box: “Acknowledge Participation”

Select the Participation “Yes” or “No”, then click “OK”

Respond to Negotiation – Quotation
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Step 7
Select the Negotiation line and click “Create Response”

Step 8
The system will display “Create Response Overview” page

Respond by clicking on either “Respond by Spread Sheet” or “Manually Respond”

Respond to Negotiation – Quotation
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Step 9
Enter the details in the following fields:

Response Valid Until

Reference Number

Note Buyer

Step 10
In the succeeding page, enter the “Requirement” details

Step 12
Verify all details, then click “Next”

Step 11
Enter the “Response Price” and “Response Quantity” and “Promised Delivery Date”

Respond to Negotiation – Quotation
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Step 13
In the “Review” page, click on the “Action” button, then on “Validate” button to validate

Step 14
A confirmation window will pop up

Click “OK”

Step 15
Click on “Submit” button

Respond to Negotiation – Quotation
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Step 16
The system will display a warning message

Click “Yes” to continue

Step 17
The system will display a Confirmation window

Click “OK”

User will be prompted with a confirmation notification: 
“The Response (Quote XXX) to negotiation created”

Step 18

Under “Negotiation” section, 
click on “Manage Responses”

Respond to Negotiation – Quotation



51

Milaha Cloud Application Vendor User Manual

Step 19
“Manage Responses” page will open

Click “Search” to locate the response you want to revise

Step 20

The response will appear under “Search Results”

Select the Response and click the “Revise” button

Respond to Negotiation – Quotation
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Step 21
Edit the response Overview, Requirement, Lines

Step 22
Review the response and click on “Submit”

Step 23
Click “OK” on Confirmation window

You will be prompted with a confirmation notification:
“The Response (Quote XXX) to negotiation created”

Respond to Negotiation – Quotation
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This section covers guidelines for responding to pre-qualification questionnaire. 
The process involves the below steps:

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

Responding to Qualification Questionnaire
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Step 3

Under “Qualifications” section, click on “Manage Questionnaires”

Step 4
The system will display a dialog box “Manage Questionnaires”

Search for the required Questionnaire

Responding to Qualification Questionnaire
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Step 5
Under “Search Results”, the line reflecting the required receipts will appear 

Select the required Questionnaire line, then click on “Respond”

Step 6
Under “Questions” section, enter the required responses

Questionnaire window opens

Responding to Qualification Questionnaire
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Step 7
After answering all questions, click “Save” and then “Submit”

Responding to Qualification Questionnaire

Supplier Response is submitted

Confirmation Response to questionnaire is submitted
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This section covers guidelines for viewing pending schedules. 
The process involves the below steps: 

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

View Pending Schedules
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Step 3
Under “Orders” section, click on “Manage Schedules”

View Pending Schedules
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Step 4
The system will display the dialog box, “Manage Orders“

Select “Schedules”, then click on the “Search” button

Under “Search Results”, the system will display pending schedule,  purchase orders

View Pending Schedules
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This section covers guidelines for viewing receipts. 
The process involves the below steps:

Step 1
Login to Oracle Applications Cloud

Step 2
Navigate to “Supplier Portal” and click on the “Supplier Portal” icon

Supplier Portal Overview page will be displayed

View Receipts
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Step 3

Under “Shipments” section, click on “View Receipts”

Step 4
The system will display the dialog box, “View Receipts”

Search for the required receipt based on search criteria such as Receipt, Organization, 
Purchase Order, Supplier Item, Shipment, Item, Receipt date

View Receipts
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Step 5
Under Search Results, the line reflecting the required receipts will appear 

Click on the receipt number

Step 6
Receipt window opens

Verify all details

View Receipts




