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

Supplier Portal

Search | Orders v‘ Order Number Q

Tasks
Orders
+ Manage Orders

= Manage Schedules
- Acknowledge Schedules in

Agreements

- Manage Agreements
Channel Programs

« Manage Programs
Shipments

« Manage Shipments

« Create ASN

« Create ASBN

= Upload ASN or ASBN

- View Receipts

- View Retums
Contracts and Deliverables

« Manage Contracts

+ Manage Deliverables

Consigned Inventory

Requiring Attention

Spreadsheet

Supplier News

= Review Consumption Advices H

« Review Consigned Inventory

= Review Consigned Inventory Transactions

Invoices and Fayment/
Create Invoice

Create Invoice Without PO

- View Invoices

= View Payments

No data available

Recent Activity Transaction Reports
Last 30 Days Last 30 Days

No data available

No data available
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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.

Byl &
Sports Boulevard \
Restricted - Internal


Presenter Notes
Presentation Notes
The invoices number the number and Date should be matcha with (TAX invoices number)
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Create Invoice

4- In Line ——» 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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Presenter Notes
Presentation Notes
The line amount it should be match with invoices taxable amount( before VAT)
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Create Invoice

5- Search on PO ——» Select the Line to be Invoiced —»

Apply —» Ok.

Select and Add: Purchase Orders X

Saved Search v ‘

** At least one is required

4 Search

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

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

(sem ][5

Search Results

e JL_J[ | j| | I |

Purchase Order

Consumption Advice Supplier tem

Number Ordered

Item Description Ship-to Location

Number Line Schedule Number Line

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

»

Cancel
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Create Invoice

6- Submit.

Create Invoice (3)

ldentifying PO
Supphier

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer

AppsPro

Riyadh, Rivadh, SALDI ARABLA

Note 1: Please attach the following:

a-The Tax Invoices

Restricted - Internal

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

Remit-to Bank Account | XOOOOOCID00

Urbgue Remimance |demtifier

Urmbgue Remimance ldemtifier
Check Digit

Description

Amtachments Mane

Tax Control Amount

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

/ﬂﬁ::-:."*

* Date

Type [nw

Invoice Curmrency

Payment Currency SA
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View Receipts

To view receipts:

Supplier portal—> Supplier portal —> View Receipts.

View Recaipts

4 Search

Restricted - Internal

Agvanced | Saved Ssarch | AN Receipls

B Oecaipt
Organizatian -
® Purchais Order -

Supplier lbem

Search Results

Vit W i
Receipt Receipt Date Organization Shipment Ship Date
T Now2 02T 3 Techeucal Hang
r AWM IZ1 30 Hig il Ciarger W
B T4NeZ021 3 Techmcal Hang
AT 30 Him o Pl iwrter W

Al heast or
" Zhipment
= e
Y Receipt Date | 22/Mew/2020 o T2 eI i
/ Ssarch = Resst | Save..
Purchase Order Invalce Packing Slig Bill of Lading Supplier Site
P20 14 Maim Site
F 014 Faim Sine
P21 OH. Kimin Site
B Klnin Site
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View Payments

To view Payments:

Supplier portal — Supplier portal —»> View Payments.

View Payments m

4 Search Agvanced Saved Search AN Paymenis e
e AL
** Payment Mumber * Supplier | AppsPio -
Payment Status L Supplier Site L
Fayment Amaunt FPayment Date | dodmmemsyeyyy i
Search Retet  Save..
Search Results
Wiew w il " Dwtach
Paymeant Invaice Payment Paymeant
P |
Mumbser 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 kiain Sie 2,750 00 SAR  Hegobable o MO0
23 BENawn2021 ik AppaPre hain Sile 20,000 00 SAR  Megabable OO0
24 T2 iack AnpEPTE Kain Sie 8000 00 SAR | Negobabhs X WO 00

10 e Uyl
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View Orders

To view orders:

Supplier portal — Supplier portal —> Manage Order.

Manage Orders & -

Hsaders  Schedule

4 Search Agvanced Manage Watchliat | Saved Search Al Orders -
Sald-to Legal Entity - Cirdar
Bil-to B - Statds -
Supplier Site - Inchede Closed Documenis | Mo

pe s

Search Resulls /
Arkons w  iew w  Forrmal w > P = Cper Ly - Detach v
Srder Order Date Description Supplier Site Buyer Ordered Currency Status ﬂ‘;"l:!:l E:clr:tlon
ﬂ PO-2 10080 Z 1Mo 2021 Fain Sie rolkos safwat 50 000 00 SAR Open o | 21 Now 202§
ra 1A 2V M 202 Rain Sile kiralics sabwvat 100000 SAR peT - 29Now2021
P2 P as 1A M 203 bAair Site hiralias sabwal 400 SAR Sl fos R - T Mo 2021
L2 D0E2 1A Now 202 bain Site kirolos safeat 10000 SAR od for R 8 1M 2021

JL oJI
1 eyl

Sports Boulevard
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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

jloJl
el &

Sports Boulevard

2
'n

’ [ LA
SUEHES
AT

©


Presenter Notes
Presentation Notes
If the invoice status 1- Pending its mean under review 2- approved its under process to payment 3- reject, please check the email for the reason 
correct the matter and resubmit the invoice with (.) at the end of the invoice number to avoid any system error 
The Valid Certificate ( GOSI, VAT, Saudization, CR , Zatca and cahmber)

1. Invoice Status
Pending → The invoice is under review.
Approved → The invoice is under process for payment.
Rejected → Please check your email for the rejection reason, correct the issue, and resubmit the invoice.
When resubmitting, add a period (.) at the end of the Invoice Number to avoid any system error.

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

When resubmitting, add a period (.) at the end of the Invoice Number to avoid any system error.










mailto:vendor.Mngmt@sbf.gov.sa
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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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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
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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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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
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