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| Supplier Training Guide

1. Introduction

The Oracle Supplier Portal is an integral part of the SBF Procurement and Financial Management System. It provides suppliers
with a secure and user-friendly platform to interact with National Security Services Company (SBF) throughout the procurement
process.

This guide focuses on two key supplier activities within the Supplier Portal:
e Participating in Negotiations (RFQs/RFPs)

Through Supplier Portal, suppliers can review and acknowledge negotiation invitations, submit technical and commercial
responses, monitor negotiation outcomes, and electronically submit invoices against approved Purchase Orders. The portal
enhances collaboration, improves process efficiency, and provides greater visibility into procurement and financial transactions.

1.1 Purpose

The purpose of this document is to provide suppliers with step-by-step instructions on how to participate in negotiations and
submit invoices through the SBF Supplier Portal.

This guide is intended to help suppliers understand the required processes, complete transactions accurately, and effectively
utilize the Supplier Portal functionalities.

1.2 Scope

This user guide covers the following functional areas:

Negotiations

e  Accessing negotiation invitations.
e Acknowledging participation in negotiations.
e  (Creating and submitting negotiation responses.
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1 Acknowledging and Greeting & Submitting Supplier
Responses.

Acknowledging Negotiation

Jjjlg—o
mw‘%‘hﬂawared QR &

Good morning, ABDULLAH AHMEED ALGHANIM

Me |5uppll€r Portal | Procurement Tools Others

APRS

-

Sugpier Porta

Things to Finish

x 1 month sgo x 1 menth aga x 2 manths age

Assiormed %o Me ACTION REQUIRED. TRANSFERRED m m
You Are Invited to Approval of Invoice Oracle Fusion Qracle Fusion

1. Click on “Supplier Portal”.
2. Click on “Supplier Portal” Icon.

e ylg— 0o
A | Mawared

oL

Notificati
Supplier Portal ons Show All

Search

®_Action Raguired

You Are Invited to Negotiation RFQ- 17 minutes ago.
00133 (REQ-00133)

Masari SCM

Actions v
Transterred
Approval of Invoice INVVV from 1 month ago.

TARMEEZ PC EST (893,167.05 SAR)

Abdelrahman Bakr |
=

Oracle Fusion Applications-Automatically 2 months ago
Generated Password

2

=
mm
Oracle Fusion Applications-Automatically 2 months sgo
Generated Password

[ oismss |

6432 - 13519 )i

olsiall Juolas
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1. To Acknowledge Participation, you can click on the notification bell then click on the hyperlink
the system will open a new tab like the below.

From Masari SCM
RFQ RFQ00133
pen 026 7:48 AM

02002026 741 AM

‘Supplier Details

TARMEEZ PC EST
PCTARMEEZ
ABDULLAH AHMEED ALGHANIM

187um/2026 748 AM.

frem comparry Sports Boulevard Fousdation

i procedures, tise frame:
a0d your response will b ebectonic
procusement spplicason.

ssed. throagh our

1£ you do ot wast 2 seceive foture notfcations, or would like us o recivect this
483858 10 another person i Yous orgaszation, Wrie T 54 2t this &-mal addeess:
MousaMLCsb gorsa

Thask you
Masan SCM

Approvers

@ assigned to ABDULLAH AHMEED ALGHANIM

@ submitted by Masari SCM

& RFQ-00133_SUPPLIER pAT

2. To Acknowledge Participation, you can click on “Negotiation” tab in supplier portal home page.

e ge

Focrts St

- A W -—— A W T YA WY S

titem | ExpancAn Collapse Al Sort By Published Recenty v | | &,

RFQ RFQ-00133: RFQ-00133

Tums Femuning " - reod Messages

16 Days 23 Hours. ¥ tresponded yet ] |
Acknowledge Participation
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1. Make sure selecting the “Yes, we will participate” check box.

2. Enter your note to the buyer if any.
3. Click on “Update” button.

2.2 Greeting & Submitting Supplier Responses

Surpir

Acknowledge Participation
RFQ RFQ-00133; RFQ-00133

TARMEEZ PC EST

Supphier Sie
PCTARMEEZ

100 you e 1o participatel

@ Yes, we will participate

O Ho, we won't participate

ota o Byer
we will respanse very soon

Jjlg——o0
Mawared

ol $9.47F
asion %

Negotiations

Search by number, type, or title

toods Atention | [[ERERIg | Cosed | | UneadMessages | Fers  Clear(2)

Litem | Expandan ] Collapse A1l

RFQRFQ-00133: RFQ-00133

Pa— ——— —
16 Days 23 Hours You haven' responded yet o

E——nln

o X

Acknowledge Partiipation

Download POF

1. Click on “Action” then select “Create Response”.
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Quote 80012 s | vadae

RFQRFQ-0013%: RFQ-00153

Time fumaing.
164,23 hr

Supthr Clowe Dte
TARMEEZ PC EST, PC TARMEEZ 02/3il/2026 741 AM

Fespand by Spreadsheet

Fespurse mount
Respanse prices not entered

Sgonet Tyos
@ Primary O Alterate

|-nmv¢-sw | | [r—— [
31/ 01/2026 1200 AM B \ Q-B0013547 I

R ‘
Attachments
| Drag and Drop |
Seiector dro les here.
(= =1
[y Beidead Last updated on 15/Jun/2026 & e

The System shows the remaining time until the RFQ closes.
Enter the response valid until.

Enter the Reference Number.

Attached the quotation in the attachment.

PwnNPE

Quote 80012 e | Validaie

RFQAFQ-0013%: RFQ-00133

Attachments

Drag and Drop
Selec or dhop s hese

- =

Q-00134patf »
B B et Last updated an 15/Jun/2026 &
~ Requirements
L Technical capabilities

1. Doyou have 150 27001 Certfcarian?
® ayes
Qb.no

~ Lines

‘ Search by item, description, or category Q

FramLine  Toline

ditem | AddAlternate Delete

= o & StartPrice .  Response . | ResponsePrice . . LineAmount .  PromisedDevery .  Requested
B une = Description = Details  Category Name = Altermate (07 S quantty S| (saR) s Juom s O S e S Ghap bate 2 Attachments Action
I8 service ] Account Management Services 2 1| 20,000.00 #m 482000000 09/Julf202612 [E Addv X
Aespore Aot
SAR4,820,000.00

1. Enter the response for the requirements section.
2. Click on the “Response Price” filed to enter your price.
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Quote 80012

"RFQRFQ-0013% RFQ-00133

164,25 hr

Sppher Ciosa e
TARMEEZ PC EST, PC TARMEEZ 02/3ul/2026 7:41 AM

Respond by Soreadshest 1

Respons Amcunt
SAR4,820,000.00

Resporse Type
® Primay O Alternate

Fesporsa vald untd Feterence rurmber
31/Ml/2026 1200 AM = Q-80013542

Mote 1o Buyer

Attachments

1. Click on “Save” button (to save your Quote to modify/submit later).
2. Press “Save and Close”.

Jlg— o
Mawared o e

Jlw ol

Litem | Epundan | | cotasss an sont By sty Uosed ~ | [ &
Quote 80012
— — R @ [}
RFQ RFQ-00153: RFQ-00133 16 Days 23 Hours SARA 820,000.00
Revise =
Unlock Draft
Delete Draft
Download POF

1. From “Responses” tab below.

Press “Action” button then select “Revise”.

3. Enter the Responses number and press “Enter” to search in your Quote, to modify it and submit
it.

N
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Quote 80012

RFQ RFQ-00135: AFQ-00135

Attachments.

| Dragand Drop
Jectordrop fes here

=]

1 Doyou have IS0 27001 Centification?

@ayes
Obuno

~ Lines

| Search by item, description, or category

FromLine  Toline

Litem | Add Atemate Delete

Veldate

- | B

B Lne$ Description & Details  Category Name & Alternate "'sm"‘“c mc fet= 3 ‘s“':m“"‘"‘c e e m';: o Amachments

@ service. B ‘Account Management Services. 482000000 0%/Jul/202612 & Add v X
1. Update if needed.
2. Press “Validate”.
3. Click on “Submit” button.

Mawared

Quote 80012

RFQ RPQ-0013%: RFQ-00133

e
164,23 hr

Suoer Close Dste Response Amount
TARMEEZ PC EST, PC TARMEEZ 02/1ul/2026 7:41 AM SAR4.820,000.00
Reberonce Numbes

0Q-80013542

| @ amsmens) |

~ Requirements

~ 1. Technical capabilities
1. Do you have 1SO 27001 Certification?
Do you have IS0 27001 Certification?

v ayes

Obno
Requred

~ Lines

Fesponse vald Unid
31/)01/2026 1200 AM

e

FromLine | ToLine

Details  Category Name &

‘Start Price.
Aernate (i

o]

Line Amount

1. The Quote change status now to “Active”
2. Press “Close”.
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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 s

-

Supplier Portal
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Create Invoice

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

Lapp. supplier_portal BAY = § - Gyom

Supplier News

.\

oygall Uchyel
S| 353 Al gl Blas yous plas o] 5
Gzl 1580 <ol 35 @bl luall duwss ol & GO hipsy q f iz i_app_c |_supplier_portal B A = Q o W Chat
by

Sl e

Supplier Portal

Negotiations Orders. Agreements . 5l 58 | slgisll s
P T o o]
ol 2939 0] Sazall ibsgll gl
Stz ol yulgall Jous ol o) &l W] aSBLWI Ciil
daswgall

Sl ool glsisll ke RIYADH 13519 - 6432

Invoices.

Contract Deliverables

RS NV

Questionnaires and Qualifications

Saasll g - 2914
251550l a5y
6432 -13519 4ol )l

olsiall Juolar
2914 isall p8)
13519535l a1
6432 6LV i)l

iullall glgiall
LisJI 7089
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Building No: 2914
Zip Code: 13519
Additional No: 6432

Current Address:
7089 Al Olaya

2794 Al Ghadeer Dist.
RIYADH 13311

Building No: 7089

Zip Code: 13311

Additional No: 2794

Additional Links

@ Acknowledge schedules in
spreadsheet

Upload ASN or ASBN Using
Spreadsheet




Create Invoice

The Invoice Number must match the
3- Identify the PO > Fill in all the Fields. corresponding TAX Invoice Number.

Create Invoice

Invoice Actions w Save and Close

/ * Identifying PO | - | Remit-to Bank Account * Number | ‘
Serper Unigue Remittance Identifier | ‘ * Date
Taxpayer ID
Unique Remittance Identifier Check Digit Tywe: Jereaicn
Supplier Site Invoice Currency
Description | ‘
Address Payment Currency
Attachments None ==
Supplier Tax Registration Number | L4 |
Tax Control Amount | |
Customer
Customer Taxpayer ID Mae
Address
Lines
View w x | Cancel Line
Purchase Order Consumption Advice Availabl
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification (;:al:?lti e Quantity Unit Price  UOM * Amount
* Number * Line * Schedule  Number Line v
No data to display.
Total
Summary Tax Lines
View w
Line ~ Regime * Tax Name Tax Jurisdiction ~ Tax Status “ Rate Name Percentage Per Unit

Amount

No data to display.

enbLYI ¢
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Create Invoice

4-InLine—» Select and Add.

The line amount must match the invoice’s taxable amount (before VAT).

Customer
* Customer Taxpayer ID | 1234567890 ‘ v | Mame  {yiC-Legarntity
Address
Lines //
View w e E
. . 1 uILasT wiust CUNBUPUUIT AUYILS ) o _ _ ) ) Available ) =
Number * Type Supplier Item Item Description Ship-to Location Tax Classification Quantity Quantity
* Number * Line * Schedule  Number Line

No data to display
Total

Summary Tax Lines
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Create Invoice

5-Searchon PO  Select the Line to be Invoiced» -Apply Ok.

Select and Add: Purchase Orders X

4 Search Saved Search v‘

** At least one is required

** Purchase Order ’ P0-210007 ‘ v ] e Consumption Advice ‘ ‘

** Creation Date ‘ dd/mmm/yyyy h:mm a 5‘6

(sem ][5

Search Results

Purchase Order Consumption Advice

Supplier ltem

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

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

»

Cancel

Public



Create Invoice

6- Submit.

Create Invoice (3)

ldentifying PO
Supphier

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer

AppsFro

Riyadh, Riyadh, SALIDI ARABIA

Note 1: Please attach the following:

a-The Tax Invoices

Remit-te Bank Account

Urbgue Remimance |demtifier

Unmbgue Remimance ldemtifier
Check Digit

Description

Agtachments

Tax Control Amount

b-If this is the first or final invoice, please provide valid legal certificates

FOCOCX 0001

Moamse

Make sure the invoice is submitted at the end of the process.

/"aﬁ::—:”'_'

wha
* Date | 23Now2021 [
Type  [nwoice
Invoice Currency SAR - Saud Riyal
=1

Payment Currency SA




View Receipts

To view receipts:

Supplier portal—> Supplier portal —> View Receipts.

View Recaipts

4 Search

B Oecaipt
Organizatian -
® Purchais Order -

Supplier lbem

Search Results

Vikw w
Recaipt Receipt Date Qiganization Shipment Ship Date
T4 Now2021 3 Techmical Hang
o WMewIZ1 30 Harad Chuarter W

14Me2021 3 Technical Hang

AT 30 Him o Pl iwrter W

/

Purchase Order Invalce

PO 2 10004
PO-210014
FOLSA0

" Zhipment

*

F* Receipt Date | 72/Mow

2020 &

T2 M T

&

Packing Slig

Bill of Lading

Maim Site

Kaim Sie

Kimin Site

Flnim Site

Supplier Site

Search Raset

Agvanced | Saved Ssarch | AN Receipls

Save...




View Payments

To view Payments:

Supplier portal — Supplier portal —»> View Payments.

View Payments m

4 Search Agvanced Saved Search AN Paymenis e
" Al
** Payment Mumber ** Supplier | AppsPio -
Payment Status L Supplier Site L
Fayment Amaunt FPayment Date | dodmmemsyeyyy i
Search | Reset  Save..

Search Results

Wiew w ¥ " Dwtach
Paymeant Invaice Payment Paymeant
P | i
Number Payment Date Payment Type Numbsr Supplier Supplier Site Amount Status Remit-to Account
T 142021 sk 4444 AppaPro hear Sile 1, 15000 SAR  Hegastsabls SOOI <.
26 14 Mo 021 Qiack 555 AppsPro Hegotable o MO0
23 BENawn2021 iack AppaPre hain Sile Magatabhe OO0
24 T2 iack AnpEPTD Kain Sie Magnba bl X WO 00

10 e Uyl




View Orders

To view orders:

Supplier portal — Supplier portal —> Manage Order.

Manage Orders 5

Hsaders  Schedule

4 Search

Sold-to Legal Entity

BiM-to B

Supplier Site

Search Resulls
Achons w  Miew w  Fairmal w > P
Order Order Date
'n PO-2 10040 ZANow 2021

29 Now2021

P2 P as 14 e 2031

1A Now 202

e

Description

Distach

Agvanced Manage Watchliat | Saved Search Al Orders
Cirdar
Stands -

Inchede Closed Documenis | Mo

/-"'

pe s

Life Creation

Supplier Site Buyer Ordered Currency Status Cyels Cats

Fain Sie rolkos safwat 50 000 00 SAR Open 21 Now 202§
Main Sie kivalics sabyvat 1,000 00 SAR 21/ Naw202 1
i St hiralas sabwat 4 00 SAR Cilpaed for R 14/ Now 2021
hain Site kirolos sabwat 10000 SAR o tor 1R 8 1 MNew 30T
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Note:

1. Invoice Status:
Pending > The invoice currently under review.

Approved - The invoice is being process for payment.

Rejected - Please check your email for the rejection reason, correct the issue, and resubmit the invoice.

To avoid system errors kindly add “." at the end of invoice Number, When submit the invoice again,

2. Required Legal Certificates:
« GOSI
VAT
* Saudization
« Commercial Registration (CR)
« ZATCA
* Chamber of Commerce

3. For any portal issues please contact with Vendor Management

Email / vendor.Mngmt@sbf.gov.sa
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