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INTRODUCTION  

Oyu Tolgoi LLC has established integrated supplier database which is intended to help procurement 
professionals as a sourcing tool to find information on potential suppliers and invite them for 
tenders.  

On the other hand, companies willing to become supplier can register into the database via the link 
in the website.  

This manual was developed to assist companies, organizations and individuals so that they can 
successfully register in the database and information they provide is as accurate and complete as 
possible.   

Potential suppliers need to provide accurate and comprehensive information when registering in 
database which is crucial for future partnership between supplier and Oyu Tolgoi.  

Companies registered in database can update their data whenever they need to. In particular, they 
can update changes in the company’s address; new product and services; changes in number of 
employee, changes in the ratio of the company equity etc. This database has the ability to update the 
changes.  

 

NOTE: 

● * If this icon appears, it means that the information or answer must be provided to continue 
the registration.   

. 
● You need the prepare soft copies of following documents before starting the registration, (1) 

copy of state registration certificate; (2) company’s brochure and (3) organizational chart. 
You will need to upload these three documents into the system while registering. 
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REGISTRATION  
 

● Register as a supplier  
 
 

 
 
 

 
 
 

 
 
 
 

2. Enter your personal 
email address in the tab 
and click on Register 
button.  

1. If you register as a 
supplier, use the below 
link to sign in to the 
database.  http://oyu-
supplierdatabase.ot.mn/  
 
- Start registration by 
clicking on Register as a 
supplier link.   

3. Confirmation email 
will be sent to your email 
account you have 
registered.  
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ACCESS  
 
 

 
 
 
 
 
 
 

5. Here you need to enter 
a password in the first tab 
and enter the password 
again in the second tab to 
verify, and then click on 
Register button to start 
the registration.   

4. Access your new email 
and click on Click here 
link to continue. This is 
done to confirm your email 
address, 



 
 

 

 
6 
 
 

 
 
 
FORGET PASSWORD  
 
 

 
 
 
 
 
 
 
 

7. When you access the system 
again using the email address 
and enter the wrong password, 
you will see a warning message.  
 
- If you forget your password 
click on Forgot password link. 
Then password reset email will 
be sent to your registered email 
address. 
 
 

6. Enter an email address 
and password in the 
window that appear after 
setting a password and 
click on Sign in button to 
access the system.  
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8. Enter your registered 
email address and click 
on Send button. 

9. Check your 
email inbox for a 
Reset password 
email. 
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11. Enter your password 
that will be used further. 
 
- Verify your password. 
 
- Change your password 
by clicking on Reset 
password link. 

10. Once you click on 
Reset password, a 
window “Enter a new 
password” will appear. 
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13. Enter your 
registered email. 
 
- Enter your new 
password. 
 
- Click on Sign in 
button to access the 
system. 

12. The message “Your 
password has been 
reset” will appear.  
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DASHBOARD  
 
 

 
 
 
 

 
 
 
 
 
 
 

14. You can change 
language by clicking on 
EN button. 
 
- Switch to the 
registration by clicking 
on register link and enter 
your company’s 
information.  

15. Here is the number 
of open “Expression of 
Interest” (EOI) and 
“Request for Quotation” 
(RFQ). 
 
 
 

17. Survey of your 
company’s success 
extent after 
collaborating with OT.   
 

16. Here you can see 
performance indicator 
of supplier that 
cooperates with OT by 
supplying products OR 
evaluation score of 
delivery completed 
within the specified 
time period.  
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REGISTRATION 
 

● Entering company information   
 

 

 
 
 
 

21. The following 6 types of 
information should be entered 
in sequence. 
 
-First, fill out the section of 
company information. When 
the information is completed, 
the blue symbol appears in 
each field. 
 
- You can download your own 
information by clicking on 
Click here link. 

19. It shows the pre-
qualification status. 
After OT completes 
your pre-qualification 
check, the following 
statuses are shown: 
pre- qualified “Тийм”; 
not pre-qualified - 
“Үгүй”.  
 
 
 

18. It shows in how 
many days the tender   
you are participating 
will close. 

20. Supplier Qualification 
request by OT will appear by 
clicking on click here link.  
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● Entering contact details   
 

 

 
 
 

● Entering management information   
 
 

 
 
 
 
 

22.  You can copy contact 
details directly from the 
section “company 
information”. 
 
- click the Copy from 
company information 

23. The field “management 
team” is information about 
the company’s senior 
leaders.  
 
- There are many fields, you 
can copy and paste previous 
info if it is the same 
information. 
 
- Click the copy above 
button to copy. 
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● Entering  company’s  shareholder information  
 
 

 
 
 

● Entering Group information   
 
 

`  
 
 
 
 

24. Company shareholder 
information section can 
contain up to 5 shareholders’ 
information. 
 
- If more than 5 suppliers’ 
information is provided, click   
upload button and insert 
ready list of shareholders 
information.   

25. If there is a parent 
company, access the group 
information section; if not, 
leave this section and 
continue with the registration. 
 
- Click the tab to enter the 
information. Choose from 
Original equipment 
manufacturer, service 
provider, distributer or 
none of above and register. 
 
- If the original equipment 
manufacturer is selected, 
click Add factory button to 
add more factory. 
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● Entering information on products and services  
 
 

 
 
 
 

26. If distributer is selected 
fill out the following fields. 
 
-You can upload list of 
distributors by clicking on 
click to upload button. 
 
- After completion, click 
“save and continue” button 
and continue. 

27. Select the product type 
by code when filling out the 
section products and 
services. 
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PRE - QUALIFICATION  
 

● Entering financial information   
 
 

 
 
 
 
 
 
 

28. Please note that it is important to select 
product or service code that your company 
can supply. 
 
 - You will not be able to choose more than 
20 product codes. 
 
- Click save and submit button to 
continue. 
 
 

30. If your company is 
currently in operation for 
less than 3 years, answer the 
first question No. 29. Four types of information must be 

provided in pre-qualification section.  
 
- First - financial information. 
Financial information is not qualified 
means that there is no action taken by OT. 
Once you answer the question and submit, 
this tab will be changed accordingly. 
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● Entering human resource information    
 
 

 
 
 
 
 
 
 
 
 

31. If your company 
currently in operation for 
more than 3 years, then the 
first question needs to be 
answered Yes. 
 
- Financial statement must 
be uploaded year by year.   
 
 

32. Click on the click to upload 
to enter the data file when 
entering data in “Human 
Resource” section.    
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● Entering  environmental management information   

 
 

 
 
 

● Entering health and safety management system   
 
 

`  
 
 
 
 
 

34. Click on Click to upload to 
upload information on health & 
safety management system.  
 
 

33. Click on Click to upload to 
upload information on environment 
management section.   
 
- After completing, click on “Save 
& Continue” button to continue.   
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Capacity building program 
 
 

 
 
 
 
 
 
 
 
 
 

35. When you complete 
entering the information 
and clicking on save and 
submit button, the 
notification window will 
appear.  
- If you are willing to 
continue click the submit 
button, otherwise, you can 
press cancel button. 
 
 

36. After completing the questionnaire the 
message window “Done” will appear.   
It means that OT will start the pre-
qualification process.  In the case, your 
company fails the pre-qualification; you 
need to contact OT procurement to 
participate in the capacity building program.  
 



 
 

 

 
19 

 
 

 
Qualification  
 

● Qualification  table 
 
 

 
 
 

 
 
 
 
 
 
 
 

37. Click the link view 
to see OT supplier 
qualification 
questionnaire.   
 
 

38. Read every 
question in the tab 
carefully and answer, 
upload relevant 
evidences.  Then the 
evaluation will be done 
accurately. 
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● Select confirmation of qualification questionnaire 

 
 

 
 
 
 
Expression of interest and Request for quotation  
 

● Expression of interest and Request for quotation table 
 
 

 

40. You can see here the 
open EOI and RFQ; the 
status of tender you are 
participating; and closed 
tenders.  
 
 

39. Make sure to confirm each 
question was answered by ticking 
on each of the boxes. Then click 
on “Send” button.  
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● Respond to Expression of interest 
 
 

 
 
 
 
 
 
 
 
 

41. The following 
message will appear 
when you click on Not 
Interested.   
 
- If you click on the 
button Yes, selected 
tender information will 
disappear.  
 

42. If you want to express 
your interest, fill out the 
following fields.  
 
-You can save draft using the 
button “Save as Draft ”   
 
- If you are sure you can click 
“Save & Submit” button.   
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43. When you press the 
button Save and Submit, 
a confirmation window 
will appear.  
 
- Read and confirm  
 
- It will be ready to 
“Send” after confirming 
all sections.  
 
 

44. If you saved the 
information as a 
“Draft”, the status looks 
as shown.   
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● Respond to Request for quotation  
 
 

 
 
 
 

45. If you are done 
sending the information, 
the status will look as 
shown.  
 
 

46. The following 
message will appear 
when you click on Not 
Interested.   
 
- If you click on the 
button Yes, selected 
tender information will 
disappear.  
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49. Enter the 
information in the 
downloaded template. 
 
 

47. Please fill in the 
following fields to send 
your quotation. 
  
-You can use 
Download template 
button to enter the 
information  
 

48. When you click on 
Download you will see 
the following message.  
 
-Click on the link to 
download the 
spreadsheet.  
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50. After inserting 
information in the 
template you can save 
it and click on the 
button “Copy and 
Paste”  
 
-If your information is 
incomplete, the above 
message will be 
displayed.    
 
 

51. After information is 
copied the following action 
can be taken:   
 
- You can save the 

information as a “Save 
as Draft” OR 

- You can send the 
information by using the 
button Save & submit if 
you are sure about 
completion.    
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52 If you saved the 
information as “Save 
as Draft”, it looks as 
shown.   
 
 

53. If you are done 
sending the information, 
the status looks as 
shown. 
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My menu 
 
 

 
 
 

● Change general information  
 
 

 
 
 
 
 
 

54. You can see the menu 
if you move the mouse on 
the profile in the right 
side, on the top.  
 
 

55. Click on My profile 
and edit your 
information.   
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● Change password  
 
 

 
 
 

● Sign out  
 
 

 
 
 

56. You can change your 
password by clicking on 
Change Password.    
- Fill in the tabs and click 
on Save  to update your 
password.  
 

57. You exit the system by 
clicking on the Sign Out.      
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Contact Details:  
If you have questions about registering in the Database, please contact: 
Togosoo.B 
E-mail: togosoob@ot.mn 
Phone: 331880 ext.: 3671 
 
Narantsatsral.G 
E-mail: narantsatsralg @ot.mn 
Phone: 331880 ext.: 3789 
 
Oyu Tolgoi LLC 
Procurement   
Monnis Tower, 10th floor  
Chinggis avenue-15 
Sukhbaatar district 
Ulaanbaatar 14240 Mongolia 
 

mailto:togosoob@ot.mn

