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Supplier Portal - Creating Invoices

User Manual
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Create Invoice

To create an invoice:

1- Supplier portal —— Supplier portal.

Good afternoon, Masari SCM!

¢ Product Management Supplier Portal Cash Management Fixed Assets Procurement My Enterprise Tools Cor

-

Supplier Portal

3 cnoUYl
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Create Invoice

2- Supplier portal —— Payment and Invoices —— Create Invoice.

Supplier Portal
Search ‘ Orders vl Order Number Q
Tasks
Orders
Requiring Attention Recent Activity Transaction Reports
+ Manage Orders Last 30 Days Last 30 Days

« Manage Schedules
« Acknowledge Schedules in Spreadsheet
Agreements

No data available
« Manage Agreements No data available

Channel Programs

« Manage Programs X
vianag 9 No data available

Shipments

« Manage Shipments
o Create ASN

o Create ASBN

« Upload ASN or ASBN
« View Receipts

« View Returns

Supplier News
Contracts and Deliverables

« Manage Contracts
« Manage Deliverables
Consigned Inventory
« Review Consumption Advices H

« Review Consigned Inventory

« Review Consigned Inventory Transactions

Invoices and Payment/
Create Invoice

« Create Invoice Without PO

« View Invoices

« View Payments

JLw oJI
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Create Invoice

3- Identify the PO——> Fill in all the Fields.

Create Invoice @

~ Ly
CATER ol

/ Supp”er

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer
Customer Taxpayer ID

Lines

View w ) 4 Cancel Line

Purchase Order
“ Number ~ Type
* Number ~ Line * Schedule
No data to display.
Total

Summary Tax Lines

Vie'oV v

Line ~ Regime * Tax Name

No data to display

Consumption Advice

Number Line

Tax Jurisdiction ~ Tax Status

Remit-to Bank Account

Unique Remittance ldentifier

Unique Remittance Identifier Check Digit

Description

Attachments

Tax Control Amount ‘

Name
Address
Supplier Item Item Description
“ Rate Name Percentage Per Unit

None ==

Ship-to Location Tax Classification

* Number ’

" Date ’ dd/mmm/yyyy

Type Invoice

Invoice Currency

Payment Currency

Available

Quantity Quantity Unit Price  UOM

* Amount

Amount

JLw oJI
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Create Invoice

4- In Line ——> Select and Add.

No data to display.

Summary Tax Lines

Customer
* Customer Taxpayer ID ‘ 1234567890 v \ Hame Tl codlEntly
Address
LineS /
View v o= Cancel Line
I UIVvIIAQoT WVIuUT \lvllaulllpllvll Muvive
* Number * Type Supplier Item ltem Description
* Number * Line * Schedule  Number Line

Total

Ship-to Location

Available

Tax Classification Quantity

Quantity

jL oJi
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Create Invoice

5- Search on PO —— Select the Line to be Invoiced —— Apply —— Ok.

Select and Add: Purchase Orders

4 Search Saved Search VI

** At least one is required

** Purchase Order | PO-210007 & Consumption Advice ‘ ]

** Creation Date | dd/mmm/yyyy h-mm a

[ Search ] Reset H Save... ]

Search Results

Purchase Order Consumption Advice

Supplier Item

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

PO-210007 1 1 LAPTOP HQW - Head Quart... 1

»

JL oJI
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Create Invoice

6- Submit.

Create Invoice (?

Identifying PO
Supplier

Taxpayer 1D

Supplier Site

Address

Supplier Tax Registration Number

Customer

AppsPro

Rwadh. Rivadh, SAUDI ARABIA

Remitto Bank Account  JOOOOOXX0001

Unique Remittance Identifier

Unique Remittance Identifier
Check Digit

Description

Attachments

Tax Control Amount

None =

e+ [ ) D

%‘"55

* Date

Type

Invoice Currency

Payment Currency

23/Novr2021 )

Inyoice

o

AR - Saudi Riyal

o

AR - Saudi Riyal

jLw oJi
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View Recelipts

To view receipts:

Supplier portal — Supplier portal —— View Receipts.

View Receipts m

4 Search Advanced Saved Search Al Recepls v
e .“\Y Cast
** Receipt "+ Shipment v
Organization v ** hem v
* Purchase Order v * Receipt Date  22/Now2020 ,"Ae Z2Now2021 Mc

Supplier ltem

Search Reset Save..

Search Results

View v 3
Receipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Packing Slip Bil of Lading Supplier Site
t 14/ Now2021 3 Technical Hang PO.210034 Main Site =
O INovw2021 30 Head Quaner W PO-210014 Main Site
8 T14/Now2021 3 Techmical Hang PO-210033 Main Site
H UNwWwN21 3N Head Choaeter ' W FOAL210020 Main St




View Payments

To view Payments:

Supplier portal — Supplier portal — View Payments.

View Payments m

4 Search Advanced Saved Search AN Payments v
** Al 2SSt 0 I vl
e - .
Payment Number Supplier AppsFro v
Payment Status v Supplier Site v
Payment Amount Payment Date  dd'mmm'yyyy "Ao
= =

Search Results

View w e »  Detach
::‘t'nmb.o? Payment Date Payment Type :m::::r Supplier Supplier Site P:::z::: ::‘yt:':m Remit-to Account
7 14 Now2021 Quack 4444 AppsPro Main Sile 1.150.00 SAR Negotable 200000001
” 1iNowdvei Quack AppsPro Main Site 2.750.00 SAR Negotable XOOOOKX0001
23 8'Nov2021 Quack 1279555 AppsPro Main Sie 20 000 .00 SAR Negobable XOOOOOXX 0001
24 TINow2021 Quack 1279555 AppsPro Main Site 9.000 00 SAR Negotable XOOOOCOX0001

10 cnbl




View Orders

To view orders:

Supplier portal — Supplier portal —— Manage Order.

Manage Orders @ E

Headers Schedules

4 Search Agvanced Manage Watchlist Saved Search Al Orders v
Sold-to Legal Entity v Order
Bilwto BU e Status e
Supplier Site v Include Closed Documents  No v

I Search lRout Save...

Search Results /
Acthions v View v Fomst v _/. _,vY Ly reeze v Detach Wrap
Order Order Date Description Supplier Site Buyer Ordered Currency Status CL;::. g::ﬂon
o PO-210040 29/ Now2021 Main Sie rolios safwat 50 000 00 SAR Open ?;? 21/ Nov2021
PO.210038 21/ Novw2021 Main Site krolios safwat 1.000 00 SAR Open b 21/ Novi2021
PO-210033 14/ Nov2021 Man Sine rolos safwat 4 00 SAR Closed for R o’ 149/ Nov2021
PO.210032 13/ Novw2021 Main Site Kirolos safwat 10000 SAR Closed for R LS 13Nov2021

11




Thank You,
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SBF User Guide DO.070 Supplier Portal

1 DOCUMENT CONTROL

1.1 Change Record

Author Version Change Reference

1.2 Reviewers

Name Position

1.3 Distribution

Copy No. Name Location
V1.0 SBF Project library Riyadh
V1.0 Appspro Project library Riyadh

Note To Holders:

If you receive an electronic copy of this document and print it out, please write your name on the equivalent of the
cover page, for document control purposes.

If you receive a hard copy of this document, please write your nhame on the front cover, for document control
purposes.
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SBF User Guide DO.070 Supplier Portal

1 SBF SUPPLIER PORTAL INTRODUCTION:

Oracle Supplier Portal System Considered part of the Purchasing and financial system.
The Supplier System aims to simplifies the supplier registration procedures with National Security Services
company Through a Dynamic and SBF solutions for supplier management.

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

1.1 Purpose:

This document is the User Manual of the SBF Supplier Portal describing the functionality provided by
the system designed to provide documentation for the users [SBF Suppliers and SRM] of this module.

This procedure covers the following functional areas:

* Supplier Participating in active RFPs to SBF supplier portal.

Page 4 of 9



SBF User Guide DO.070 Supplier Portal

1.2 Toolbar Function:

Actions w|| View w ||Format w Bl X||E| |E = | Detach
Function Description
Action Drop list for more actions
View Show the columns
Format Resize the columns
+ Add
= Duplicate
Edit
Delete
Export to Excel
= Query By Example
Freeze The columns
7 Detach the columns
. Detach

Warp the columns

Page 5 of 9
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2 SBF SUPPLIER Participating in active RFPs

e Select: Supplier Portal
L o)

) |
Uyl

Good afternoon, Masari SCM

¢ Product Management Supplier Portal Cash Management

APPS

Things to Finish

Fixed Assets Procurement

b

You have no open notifications.

O P o s

N

Page 6 of 9
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e Select: View Active Negotiations

jwl%‘
= Ul O P a s
Sports Boulevard

Supplier Portal

Tasks e

Orders.

Requiring Attention Recent Activity Transaction Reports

= Manage Schedules Last 30 Days Last 30 Days

= Acknowledge Schedules in Spreadsheet
Agreements
- Manage Agreements
Channel Programs No data available No data available
- Manage Programs
Shipments

No data available
« Create ASN

« Creale ASBN
= Upload ASN or ASBN

Consigned Inventory

Consigned Inventory

= Review Consigned Inventory Transactions Supplier News

Invoices and Payments
SBF s/ sxe
« Create Invoice

 View Invoices

« View Paymenis il sy
Negotiations
R Wiy ousysadl Dles e 53szsall Silorslly olritell Cudad a b w353k 360
i Lol 13 doszdl gl atiall JLisl Guaygal) Wiguwig SBFOWhio go Luilai
Subrmission Performanse 0 sty aSibus wle Josall afia Jab 14 8Ll Sl ol gylanl bl

e Select: Invitation Received
e Select: NO
e Enter Search

ST |
= Ul (=
Sports Boulevard

Active Negotiations =2

Ms

D

Time Zone Arabia Standard Time

4 Search Manage Watchlist | Saved Search | Open Invitations

** Al least one is required
** Negotiation Close By | dd/mmmiyyyy Y Negotiation Open Since | dd/mmr fe

\j search H Reset H save. |
Search Resuls

Actions w View v Format v Freeze

Wrap  AcceptTerms = Acknowledge Participation = Create Response

Negotiation  Title Negotiation Time

Your Will Unread Response *
Remaining Close Date ;i View PDF -

4
Columns Hidden 4

»

Page 7 of 9
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SBF User Guide DO.070 Supplier Portal

e Enter Negotiations

Search Results

Wrap  Accept Terms  Acknowledge Participation | Create Response

Actions w View v Format w Freeze
o Negotiation Time Your Will Unread Response
Negotiation  Title Type Remaining Close Date Responses Participate Messages V1®WPDF  spreadsheet
RFP 8Days 21 Hours  27/Mari2024 11:.. 1 o0 @ B

RFQ-00007 M1

Columns Hidden 4

e Enter: Action
e Select View
e Select View Attachments

OB @

>
RFP: RFQ.00007 DI EEE 6D

Respond b
Currency = Saudi Riyal Time Z Time
fnalyze b
Title 11111 Open Date  12/Mar/2024 12:23 P ’
Vi »
Status  Active (Locked) Close Date  27/Mar/2024 11:47 AM|  ViEw PDF e ‘
View Attachments
Time Remaining 8 Days 21 Hours
Table of Contents Overview
Overview Title 11111 Buyer Fahad Jraes
Requirements
4 Synopsis Outcome Blanket Purchase Agreement
Lines .

¥ Two stage evaluation Attachments  None

Expand Al

P General

P Terms

e Enter: Action
e Select Actions
e Select Create Response

JLw oJI
eyl NP P »
Sports Boulevard

RFP: RFQ-00007 @ Create Response m m
Create Response Respond
Time

Currency = Saudi Rival
Analyze b
Open Date  12/Mar/2024 12:23 PM

Title 11111

Close Date  27/Mar/2024 11:47 AM

Status  Active (Locked)

Time Remaining 8 Days 20 Hours

Table of Contents Overview
Overview Title 11111 Buyer Fahad Jraes
Requirements i
0 Synopsis Outcome  Blanket Purchase Agreement
Lines. %

¥ Two stage evaluation Attachments  None

Expand Al

P General

» Terms

Page 8 of 9
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________________________________________________________________________________________________________|

4  OPEN AND CLOSED ISSUES FOR THIS DELIVERABLE

|
4.1 Open Issues:

Resolution Responsibility Target Date Impact Date

|
4.2 Closed Issues:

Resolution Responsibility Target Date Impact Date

Pa
ge

of



Proﬁle Edltmg User Guide

1  Editing Bank Iban




01 Payments

Agreements

No data available No data available

Channel Programs

Payments Login

Shipments

* Login by username and password o

* Go to Manage Profile

Invoices and Payments

Negotiations

Qualifications

: Company Profile heall o5 "Slhuill desle” (o heall 1y b Jl)| Guis ¥ :dhsls




Payments Edit

* Click Edit

eyl

Sports Boulevard Y

Company Profile @

* Go to Payments

JETIN
il s
Sports Boulevard

Edit Profile Change Request: 84003

Change Description

Organization Details ~ Tax ldentifiers  Addresses  Contacts | Payments | Business Classificaions  Products and Services

Payment Methods

Actions w View w Formatw == % Freeze [y Detach Wrap

Default Payment Method

AB Q =«

Delete Change Request || Edit Done

A BE 2 |a

Delete Change Request | Review Changes @ Save and Close

From Date To Date

| 02/0cti2008 ligy | | ddmmmiyyy i |

| 02/0cti2008 ligy | | ddmmmiyyy i |

| 01/Febr2022 iy | | ddmmmiyyy i |



Payments Edit

Click the “+”

Edit Profile Change Request: 84003 EESERICETEED) EJETTEDIED)

* Enter the data and OK.



Create Bank Account

Enter account number or IBAN unless account number is marked as regquired.

* Country ‘ | v ]

Account Number ‘ |

Bank Name v
Bank Branch v
[ ] Allow international payments

4 Additional Information

Account Name ‘

Alternate Account Name ‘

Account Suffix ‘ |

From Date 15/Now/2023

Inactive On ‘ ddimmmiyyyy

fe

Description ‘

Create Another ] [ Cancel ]




e Click Review Changes.

Delete Change Request | Review Changes m Save and Close
e Click Submit

eyl

Sports Boulevard




For Adding Contacts and Attachments

Public



Public

Contact Edit

Adding new contacts

Public



Public

Contact Edit

* Login by username and password

* Go to Manage Profile

Supplier Portal

« ACKMOWIEOgE SCNEqUIES IN Spreansnest
Agreements
No data available No data available

* Manage Agreements
Channel Programs

« Manage Programs
Shipments

« Manage Shipments

= Create ASN

s Create ASEN

s . ; i
+ Upload ASN or ASEN W Schedules Overdue o Due Today B Quesfionnaires

Receipts

Returns

Supplier News
Consigned Inventory

SBF 25/ 5=

g ounygall dlgs cle B3gzgall Ciloazlly Gilziiall Ciyizi ai ol pSH6] 345

+ View Payments dLall 1 dosll ol gitall ,Uisl 0o g SBFOlNTs 2o Luilay
ol gliall JUipb p03)30l) aguaig bis go L
Negotiations g Cyaniy pSilus le Jeoall aSie el 131 diylull Syl gi )il dolia
. 9 Lol Taab Cyamill oSy ol Blelyo 2o 83,320l 4l o o tally Olzitall
. & Negotations e o1zl gl giiall sl ac 1t Il Slaituall a5 gl )ladl Jzall 35250
+ Maneaz Recponces 1o o 5Licl Ul go (@l s jlail Sblgds . clpd yolgl L sde ) Jlall Jppw

Qualifications oac ol i Dlsanll ol Silziiall Sy pic ol S Lo g0 Syl
lodsllg Dlaiiall 038 oo sl ABUC Al £ g o o5l b 3y5all Byc2

« Manage Questionnaires

= View Qualifications

:> Company Profile - | & "Olygsill dsslyo” ole T Jlaoy] a5V ol
« Manage Profile "dlayl" e

Public
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Contact Edit

e Click Edit

Juw oJl
caBupl [ = Ry s S

Company Profe @

* Goto Contacts

JLwoJl
= coUpl N sy B Qo (ws

Ovenview  Supplier

! o [ [ e

Profile  Addresses  Sites Qualifications

4 General o
= Business Relationship \
Supplier
Supplier Number Parent Supplier (=]
Arabic Name (If you have) Parent Supplier Number

Creation Date
Tax Organization Type

Creation Source

Supplier Type
Registration Request

Inactive Date
Attachments
Status  Active

4 Additional Information
* Tax Registration Number
Profile Details (2

Organization  Business Classifications ~ Products and Services  Transaction Tax  Income Tax ~ Payments

Public
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Contact Edit

Jlw ol
=  cuoUpl

Supplier:

Edit Supplier:

Profle  Addresses Sites Contacts Qualifications

Actions ¥ View w Format w . S K

Name

Columns Hidden 8

Create Contact

 Click the "+"

Wrap  Status

Job Title Email Administrative

Contact User Account

Executive Assistant

v
Director Business Develo.

"

Enter the mandatory field.

x
VY S - —] [
=== | — =l I \
S—— ! e [ \
e | e |
Job Title | |

- Contact Addresses

Actions w  View w Format w

[ | Administrative contact

Address Name
Mo data to display.

Columns Hidden 5

- User Account

Actions w View w Format w
Role
No data to display.

=3 Freeze wrap
Address Phone Address Purpose Status
[ |
Freeze wrap

o <> Description

(Greate anomer | or ) (ancer ]

Click Save and close.

AN

Delete Change Request | Review Changes Save and Close  Cancel

Public
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02 Attachments

Adding new attachments

Public
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Attachments

Click Business Classifications.
Click "+" and add the file.

Edit Profle Change Request: 0003 DEZEED

Change Description

s
Organization Details Tax |dentifiers Addresses Contacts Payments Business Classifications Products and Services
[ None ofthe ciassifcations are appiicable
Actions w View w Formal w E Freeze [ Detach Wrap
Classification ﬂ Subclassification  Status Certifying Ageney %:f"cse“"y‘"g Certificate Start Date Expiration Date  Attachments Notes  ProvidedBy  gonrmed
No results found.

* Click Save and close.

A

Delete Change Request | Review Changes Save | Saveand Close Cancel

Public
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JLi oJl (
cnbUYI o

Sports Boulevard

Thank you,
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