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First steps in Supplier Portal

Welcome to Oracle Supplier Portal

Vopak is pleased to invite you to participate in a sourcing event
This document will guide you step by step :
- Validate your user account has been created
- Reset your password if required
- Connect to the Supplier Portal
- Access a tender also called “negotiation” (RFI/RFQ/Auction)
- Submit your offer also called “response”
- Revise your offer if required
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First steps in Supplier Portal

Naming in Oracle Supplier Portal

- The system we use to handle Vopak tenders is called “Oracle Sourcing”
- The “Supplier Portal” is a web application used by Suppliers to access the 

tender details and submit their offer
- From the Supplier Portal, you can access all the tenders you have been 

invited to by Vopak
- The Supplier Portal is always active and can be accessed anytime
- A tender is called a “negotiation”
- A negotiation can be an RFI, RFQ or E-Auction
- A proposal/quotation/offer is called a “Response”
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Step #1 - Creation of your user account and password



5

Creation of your user account
If it is the first time you access the system, you should have received an email similar to the one 
below.

- If you can’t find it, check your spam folder
- Liaise with the owner of the tender if you can’t still find the email
- Click the link mentioned in the email to create your password
- Your account is created and your credentials will remain the same for all the futures tenders.
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Creation of your password
Your password and user account are now set up. You can access the supplier portal. 
Your email address is your user account.
You should have received a new email from Oracle like the one below confirming your password is 
now updated.
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Step #2 - Connect to the Supplier Portal



8

Connect to the Supplier Portal
The link to the supplier portal is :  
https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Click on the link above. This will bring you to the screen below
Enter your user id (this is your email address)
Enter your password
If you do not remember your password, you can click “Forgot Password” and follow the instructions to reset it

https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal
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First steps in Supplier Portal
Below is the main screen you should see when you login.

- Click the yellow highlighted button. This will bring you to the home page which is the main 
screen to access the “sourcing application”

- The sourcing application is where tenders are hosted
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First steps in Supplier Portal
Below is the screen you will see after clicking on the “Home button”

- Click the red highlighted tab “Supplier Portal”
System will show application available within this section. Only one should appear which is the 
“Supplier Portal”
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First steps in Supplier Portal
- Click the red highlighted button “Supplier Portal” to open application
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Step #3 - Access the negotiation (tender)
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Access the negotiation (tender)

- After you open the supplier portal application (slide 10), system should bring you to the screen 
below

- This is the main screen of the sourcing module where you can have an overview of the tenders 
you have been invited to

- From this screen you can, access “View Active Negotiations” and “Manage Responses”
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Access the negotiation (tender)

- “View Active Negotiations” will bring you to all the negotiations you have been invited to but you 
still did not provide a response (offer)

- “Manage Responses” will bring you to all the negotiations you already provided a response
You may review and revise your responses if needed (will review this part later)

- Click “View Negotiations” button
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Access the negotiation (tender)

- System will show a new screen with all the negotiations you have been invited to but you still did 
not acknowledge and provide a response (offer)

- You may see multiple line if you have been invited to multiple negotiation. Each line is a different 
negotiation event. In the example below, we can see there is only one active negotiation.

- To access the negotiation details you need to open the event by clicking on the number 
highlighted in red. This number is unique and specific to a negotiation event.

- Click on the negotiation number as highlighted in red to start accessing the negotiation.
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Access the negotiation (tender)

- A new screen will open which shows some terms and conditions to access the tender.
These terms are only related to the NDA prior to access the tender details
It is mandatory to accept the terms if you want to continue and access the negotiation details.

- If you do not want to accept the terms, you can click on “Decline Terms”. You will be 
automatically disqualified and won’t be able to access the negotiation anymore.

- If you need more times prior to accept terms, you can click on “Cancel” and system will bring you 
on the previous screen. You will be able to log again later and accept or decline terms.
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Access the negotiation (tender)

- To continue, review and click on “Accept Terms” at the top.
- A pop up window will appear, leave blank the field comment and click “submit”
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Access the negotiation (tender)

- You have now access to the negotiation details
- The first page you will see by default is the cover page which provide explanation regarding the 

negotiation. Please take your time to read this page as some critical information are available 
here.



19

Review negotiation details

- At the top right corner as highlighted in red, you can access several action buttons. It will be from 
there that you will create your response, send questions, revise a response or download all 
attachments and PDF documents related to this negotiation.

- On the left side of the screen, as highlighted in yellow, you can navigate from one to another 
section to access the details of the negotiation. This sections are in read only, you can not take 
any action from there.

- The button “Done” is very helpful to cancel an action or go back to the previous screen.
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Download negotiation details

- If you want to download all the negotiation details (the tender description in PDF and all 
attachments), you may click on “Actions → View” 

- Click View PDF to download the tender in a PDF document
- Click View Attachments to access all attachments related to the tender then click “Actions → 

Download All” to download all the attachments in one shot. You can also select document one by 
one selecting at the line level. Then click on the “Download” button
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Acknowledge your participation

- If you would like to participate in the tender, the first step is to acknowledge your participation by 
clicking on the “Actions → Respond → Acknowledge Participation” button. It will send a 
notification to Vopak informing them that you have been able to access the tender details and 
you are interested in participating to this tender.

- At this stage it is not mandatory to provide an offer. You can read the tender details, download all 
the attachments and review offline the data.

- If you have any questions, you may click on the “Messages” button 
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Submit a question to Vopak

- Click on the + button as highlighted below.
A new window will open.
Enter a subject, your question, add attachment by 
clicking on the + icon if required and click “Send”
Your question has been submitted to Vopak and 
will be answered shortly.
Please make sure to log on a daily basis to the 
supplier portal as you won’t get any email 
notifying you your question has been answered.
System will only send internal notifications.
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Step #4 - Create and submit a response to a negotiation
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Create a response (your offer)

- When ready to submit your offer, click on “Create Response” button at the top right corner.
A new screen will appear identifying the steps to complete to submit your offer. 
For most of the tenders, it will require 4 steps;
a) Overview
b) Requirements
c) Lines
d) Review
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Create a response - Overview section

- In overview section, you can add if you want a reference number, which can be your quotation 
number as an exemple and any attachments. These are optional actions but you may refer to 
the tender instructions at some attachments may be required from your end.
You can ignore the field “Note to Buyer”

- Click “Save” then “Next”
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Create a response - Requirements section

- For some tender, Vopak may ask some questions which are called “Requirements” in the system
These requirements can be split into different section -e.g- Technical, Commercial, Safety,...

- Review the question and select or enter your answer then click on the small arrow on the right 
side of your screen as highlighted in yellow below.
Very important, do not click on the “Next” button at this stage as it will bring you to the next 
section directly skipping all other questions if any. Make sure to click on the small arrow until you 
answered all the questions. When completed you can then click on the “Next” button and go to 
the next section “Lines”. You can always click on the “Back” button to go back to the previous 
section
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Create a response - Requirements section

- It is also possible to navigate into the Requirements section using the dropdown menu as 
highlighted in yellow below

- Click the Next button when you completed the Requirements section.
- You will now access the Lines section
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Create a response - Lines section

- The Lines section is where you will enter your offer in value using the field “Response Price”
- You can ignore the fields “Note to Buyer” and “Response Minimum Release Amount”
- Some tenders may have multiple lines, make sure to follow instructions provided in the tender
- After you entered your price, you can click on “Next” to go to the last section and review your 

offer
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Create a response - Review section

- In this section, you can review all the details of your offer. You can click on the tabs Overview / 
Requirements / Lines to access the data you entered and make a final check.

- If you are satisfied with your offer, you can now click on the “Submit” button to submit your 
proposal in the system.

- Your offer is now formally available in the system which will be review by Vopak after the tender 
is closed.
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Step #5 - Revise a response (if required)
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Revise a response

- Some tenders may allow response revision which means as a Participant you can always modify 
the offer you provided (response price, attachments, comments) until the tender is closed.

- You may start from the home screen of the supplier portal and click “Manage Responses”
- System will show all the Responses you submitted so far including the previous tenders you 

participated in.
- Identify the tender you would like to review your response
- Click on the “Response” number. System will open a new screen with your response details
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Revise a response

- Click on the “Revise” button at the top right corner. System will open a new window allowing you 
to modify all the data you entered previously.

- Modify your data if required and navigate from one to another section using the “Next” button 
then click “Submit” to formally send your new proposal.
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Extra information - How to reset your password (if required)
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If you forgot your password, access the supplier portal following this link :
https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Click “Forgot Password” and follow the instructions
You will receive an email inviting you to click a link to reset your password.
Follow the instructions and try again to access the Supplier Portal.

How to reset your password

https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal
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After resetting your password, if you see the screen below, you may just close the page 
and click again on the link below to access the Supplier Portal.
https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Liaise with the owner of the tender if you are still facing issues accessing the Supplier 
Portal 

How to reset your password

https://edvo.fa.em2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

