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The following is a guideline to help you navigate your Novell registration and the 
Oracle Sourcing module. Should you have any questions please contact the 
applicable buyer at Novell.
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S e c t i o n  1 :  H o w  t o  R e g i s t e r

FYI: Email
1. You will receive an email titled: "FYI: Novell, Inc Supplier Collaboration Network: Confirmation of 

Registration." Follow the log on link in the email or go to Novell’s iSupplier home page at 

isupplier.novell.com (it would be a good idea to save this url in your browser favorites). From the home 

page click on menu and then log in.  If you have already created an account on www.novell.com using 

the same email address that was used in this FYI, then you can use that account and not have to 

register again, just use the iSupplier.novell.com url to initiate the login to iSupplier.
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2. Once on the Novell Log In page click on “Create Account.”
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3. Fill in the required information. You must use the same email address to create your account that the 

FYI email was sent to.
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4. When finished filling in the information click “Create Login.” You will then be taken to the Oracle 

Application’s home page.

A note regarding Oracle: Never use your back or forward browser buttons. Always navigate from within 

the application.
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S e c t i o n  2 :  H o w  t o  R e s p o n d  t o  a n  R F Q

Part 1: How to Achnowledge/ Decline Participation
1. After you have created your account, go to https://isupplier.novell.com/ and log in with the user name 

and password you created. 

2. Under “Navigator” choose “Sourcing Supplier” to see your Sourcing choices. Then select “Sourcing 

Home Page.”
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3. Under “Your Company’s Open Invitations” click on the hyperlinked “Negotiation Number.”

4. At the pull down “Actions” menu on the far right, select “Acknowledge Participation” and click “Go.”
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5. Confirm your participation by selecting the “Yes” radial button and then clicking “Apply.” Decline 

participation, by selecting the "No" radial button and clicking "Apply."

Part 2: How to Create a Quote (Respond or Quote on the RFQ)
1. Select “Create Quote” from the pull down “Actions” menu on the far right. If you are not still logged in, 

start from the beginning of the previous section and repeat steps 1 through 3 to get back to this page. 

Once you have selected “Create Quote” click “Go.” 
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2. Select a date for the “Quote Valid Until” field. Hint: Use the calendar to ensure the proper date format is 

used.  Include a reference number. You may use an internal quote/ reference number of your own 

here.  Enter a “Note to Buyer” if desired.

3. Add any attachments at the header level here.
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4. Answer the header attribute questions by typing in the box under “Quote Value.”

5. Respond to Line Items by clicking on the Pencil Icon.
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6. Provide a quote price and a promise date. Answer any attribute questions. Include any notes to the 

Buyer and add attachments as necessary. When finished click “Apply.”

7. Click “Continue”, wait for the next screen, then click “Submit.”
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Part 3: How to Send Questions within Oracle Sourcing
1. If not logged in, follow steps 1 through 3 of Section 2 Part 1.

2. At the pull down “Actions” menu on the far right, select “Online Discussions” and click “Go.”

3. Click “New Message.”
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4. Complete message and click “Send.”

Part 4: How to View Communications within Oracle Sourcing
1. If not logged in, follow steps 1 and 2 of Section 2 Part 1.

2. Under “Your Active and Draft Responses” click on the hyperlinked number of “Unread Messages” in the 

far right column.

(Messages as part of the online RFQ discussions are attached there.)
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