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Oracle Vendor Portal System Considered part of the Purchasing and financial system.

The Vendor System aims to simplifies the Vendor registration procedures with SBF company
Through a Dynamic and SBF solutions for Vendor management.

Vendor portal enables interaction through a smarter Vendor system. It is a browser-based solution
based on self- service Vendors that offers a fully approach to Vendor management by removing
communication barriers between efficient employees and Vendors through the interactions
between them. The system also allows Vendors to follow up on their claims, participate in Negations
proposed by the SBF, and follow up on submitted invoices.

The Purpose of this document is to provide clear guidance to perform and carry out the following
SBF Vendor Portal Registration within the SBF ERP system.

Click on the below link to open SBF Vendor Portal:

Registration Link

1. Enter The Official Information for your company.
2. Including Company Profile attachment.
3. Then Click Next.
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1. Enter The contact Information.
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https://fa-euqo-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000002642022&busRel=xyRlFSXW8lRTrgYD5M%2BR1JzClsyaldihkQ%3D%3D&_adf.ctrl-state=3so6hdm7n_1&_afrLoop=6436649095757738&_afrWindowMode=0&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1600&_afrMFH=712&_afrMFDW=1280&_afrMFDH=720&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=115&_afrMFG=0&_afrMFS=0&_afrMFO=0

2. Enter The Administrator Role from your company.

3. The Administrator User: Vendor Administrator creates and maintains Vendor profile. As
a Vendor you can view and edit your profile manually (Any change will be reviewed by
SBF to approve it).

4. Click Ok or Create Another.

Create Contact

Salutation ~ ‘

rnm Name | Supplier First Name Mobile l H
Middle Name Fax \ v ‘ ‘ ‘

[’ Last Name | Supplier Last Name l * Email [supp»er@emau com l

Job Title

] Administratve contact

4 User Account

/| Create user account

Roles

Actons w View w Formatvy X B Freeze [ Detach wrap

Role Description

Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and r. .~ *
Suppier Sales Representative Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging or requesting chan

Supplier Inventory Manager Individual in a supplier organization responsible for managing inventory process control from beginning o end. Monitors a

Create Anotner || 0K [ cancel |

5. Check and confirm for contact information and you can create another if you want to
add more contacts.

6. Click OK Then Next.

Addresses
1. From Address Click on Create +
o Create address.
¢ Address Purpose Meaning:

1. Ordering: means that SBF will be able to submit PO to this Address.
2. Remit To: means that SBF can be able to submit invoices to this Address.
3. RFQ or Bidding: means that SBF will be able to submit RFQ and Bidding to this Address.

o Select All Your Address Information.

» Add address contacts.
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Products and Questionnaire  Rewviaw

Company Contacts A i Bank
Details. Classffications Services

Register Suppler:Addresses oo :

Enter at least one address for remit-to and ordering address purposes.
[ —

Actons w View v Format w Edit Delete Freeze |y Detach Wrap
Address Name 'Addres:; Phone Address Purpose Edit Delete
No data to display.

Columns Hidden 3

Create Address

* Address Purpose /| Orderi
* Address Name ‘ Riyadh ” i "
/| Remitto

* Country | Saudi Arabia v ) REG oF Bidand
* Address Line 1 or PO.
Riyadh 1
Box | RY: Phone 966 | w \ |
- Fax [s65 | v ‘ ‘
*city | Ryaon N emai ]
Postal Code ‘

4 Address Contacts

Select the contacts that are associated with this address.

Actions v View v Formatv 3¢ Freeze [u| Detach Wrap
Administrative
Name Email c ct User Account

Address Line 2 ‘

i—" Supplier First NameSupplier Last Name. Supplier@email, ¥ v

—
| create Another | Cancel

Columns Hidden 4

» Check and confirm for Address information and you can create another if you want
to add more addresses.

o Click OK Then Next.

Business Classifications
1. Click on Create +and Select Local Vendor or Foreign Vendor.

2. Enter Classification type then add (Attachments, Date, Etc.) then click add again to add
new record line.

3. You must Add all The Required Certificates under the Business Classification Section.
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Company  Contacts  Addresses _ Business Bank Accounts Products and Questionnaire  Review
Details Classifications

Register Supplier: Business Classificatio... @ [ ook | et |
Enter at least one business classification or select none applicable.

[] None of the classifications are appncanq ,2,

Actions v View v Format w xX Freeze [« Detach Wrap

Subclassification  Certifying Agency m"“’y""’ Certificate sartDate  SXPUON  ptachments Notes
‘Localsuppller v‘ Gosi Certificate| ¥ 123 ‘ ‘12/Deuz H20/Dedz None =+ E

4. Check and confirm all the inserted certificates.

5. Then Click Next.

Bank Accounts
1. From Bank Account Click on Create. +
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Register Supplier: Bank Accounts @ [ e |

Actions v View v Format v Edit Delete Freeze | Detach Wrap

Account Number IBAN Currency Bank Edit Delete :

grfue AR ®

00— O O
Company Contacts Addresses Business Bank Products and Questionnaire ~ Review
Details Classifications ~ Accounts Services

4
Columns Hidden 8

Create Bank Account

Enter account number or IBAN unless account number is marked as required

s smason - .

Bank | ALRajhi Bank | v Currency v

Branch | Maine Branch [v ]

Account Number | soooccxooooos x9 |

Additional Information

Account Name ‘ Agency Lcation Code ‘

Alternate Account Name ‘ | Account Type ‘
Account Suffix | Description |

Check Digits |

Comments

Note to Approver
z

Create Another  OK  Cancel |

2. Enter Bank accounts details.

3. Check and confirm for Bank account information and you can create another if you want
to add more Bank accounts.

4. Click OK Then Next.
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Products and Services
1. From Products and Services Click on Select and Add.

2. Select all products and services.
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Company Contacts Addresses Business  Bank Accounts Products and Questionnaire Review
Details Classifications Services

Register Supplier: Products and Services [ Back | [ save for Later | Register |

Enter at least one products and services category.

| Actions v | View v Format w | [T selectand Add Remove Freeze [’ Detach Wrap

Category Name Description Remove

<

Select and Add: Products and Services X
4 Search
Category Name Description ‘
Search || Reset
View w Format w Freeze |« Detach Wrap
Select Category Name Description
|| 4 @m Administration Administration -
WV @ Catering Catering
|| » @ Collection Agencies Collection Agencies
i » @ Fumniture Furniture
(] » @ Kitchen Supplies Kitchen Supplies
|| » @ Other Services Other Services
O » @ Printing Services Printing Services
O » @ Stationery Stationery
| i} » @& Translation Services Translation Services
O » @ Construction Construction

3. Then click apply then ok.
4. Then click Next.
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Questionnaire
1. Answer the questions.
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Company Contacts Addresses Business  Bank Accounts Products and Questionnaire  Review
Details Classifications Services

Register Supplier: Questionnaire [ save for Later | reister |

Attachments s st =ow paf
Questions
Registration (Section 1 of 1)
Section
* 1. did you Fill the vendor Registration Form and attached it 7
@ 1 Registration ¥ you have to download the attached form and fill it and stamp it with the company stamp
Attachments ... < pdf
a Yes
b.No

*2. do you have your company profile and list of projects
) a.Yes

_J b.No

*3  Did you attached the Banking Information on stamped Letterhead ?
¥ Please attach the bank information stamped from the Bank

2. Click review if needed.

3. Click Next.

Review Page
1. Review All the inserted information.

j...n.w......l m ks
oo s D wus
syl Masari =

@—O—0— 00— 0—0—@

1 Company  Contacts  Addresses _ Business Bank Accounts Products and Questionnaire
- Deiais Classifications ices.

[Rewew Supplier Registration: Supplier Company Name \J [ Back TSR save tor Later | Rogister i cancet |

Company Details

Company  Supplier Company Name D-U-N-S Number
Tax Organization Type Corporation Tax Country Saudi Arabia 2
Suppiler Type  Supplier TaxpayerID 123456769
Tax Registration Number I,\\
Note to Approver 3
'
Attachments
Actions w View v »
Type Category * File Name or URL. Title Description Attached By Attached Date
No cata to dispiay
Contacts
View w Format w Freezs " Detach wrap
Name Job Title Email b il ool
Suppier First Name Supglier Last Name, Supplier@email com v v =

Columns Hidden 7
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» Confirmation >
YOUF FEgISIFaton request Was Submined. You will recsive 3N email 3fer Yyour registration recguest i feviawed

oK

2. Click Register.

SBF team will then receive your application to review. You will receive the feedback from SBF
team ASAP (approved, rejected, request for more information). If your application is approved,
you will receive an Email to reset your password and your Username will be the email you entered
in the contact details section.

If you are requested to submit more information, you will receive an email to submit the needed
information.




