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2  SAFE SUPPLIER PORTAL DO.070 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 Safe 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.
Key Features:

e Supplier Registration
e PO Acknowledgement
¢ Negotiation Acknowledgement

e Create ASN (Advance shipments Notice)
e Create ASBN (Advance shipments & Billing Notice)

e Manage Orders & Schedules
e Manage Contracts & Deliverables
¢ Create Invoice

e Response to supplier qualification questions

e Supplier Negotiation Response

¢ View pending and historical transaction

e View Dashboards and reports
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2.1 Purpose

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

2.2 Toolbar Funcation

Actions || View w ||Format = 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
Detach Detach the columns

Warp the columns
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3 SAFE SUPPLIER PORTAL FUNCTIONS

3.1 SAFE Supplier Registration initiated by the supplier

Click on the below link to open SAFE Supplier Portal:
SAFE Supplier Portal

3.1.1 COMPANY DETAILS:

e Enter The Official Information for your company

DDDDDDD

]
ariacts  Adcresses _ Business _ BarkiAccounts Products and Cuestionraire  Review
Cassicatons Sarvces
Register Supplier: Company Details & [Next| | seveforbater [Register
St 2 vaiue for s et ons of s e OIS Nurber, Texpayes 1D o Tax Regsiatn Numae

e Click Next
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3.1.2 CONTACT DETAILS:
e Enter The contact Information
e Enter The Administrator Role from your company

The Administrator User: Supplier Administrator creates and maintains supplier profile. As a
Supplier you can view and edit your profile manually (Any change will be reviewed by SAFE

to approve it).
e 0k, create another

Create Contact

satutasion emane | = I

I" First Name | Abdullah Mobils | | - || ||

Middle Mame | Fax | | - || ||

I Last Mame | Abosallam | = Email | Abdullah-abosallam@appspro-me com | |

Job Title |

Administrative contact

- User Account

| =1 creste user accaun: |

Roles

Actions w  CJiew w  Format w »x B Freeze |m'] Detach

Role Description

Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and -~

Supplier Sales Representative Manages agreemenis and deliverables for the supplier company. Primary tasks include acknowledging or requesting cha.._.

Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company - Primany tasks inclu__ -

Create Another || Cancel

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

e Click OK Then Next
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3.1.3 Addresses:
From Adress Click On the plus Sign
e Create address

e ‘Adress Purpose’ Meaning:

1. Ordering: means that SAFE will be able to submit PO to this Adress.

2. Remit To: means that SAFE can will be able to submit invoices to this Adress.

3. RFQ or Bidding means that SAFE will be able to submit RFQ and Bidding to this Adress.

e Select All Your Adress Information.

e Add address contacts.

Company ~ Contacts
Details

Register Supplier: Addresses

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

Actions w View w Format w Edit Delete Freeze [y Detach

Address Name Address
No data to display.

Columns Hidden 3

Create Address

* Address Name | Riyadn |

= Country | Saudi Arabia

Address Line 1 or P.O. Box | Riyadn

Address Line 2 |

* city | Riyadh

Fostal Cade |

4 Address Contacts
Select the contacts that are associated with this address.

Actions w \iew w Format w > IE' Freeze

Name

Abosallam, Abdullah

Columns Hidden 4

O—0—0 O 6 ©® 0 O

Business  Bank Accounts Products and Questionnaire Review

Classifications Services

Phone

* Address Purpose || Ordering

| Remitto

v RFQ or Bidding

Address Purpose Edit Del|

Phone |QBB | - ||

Fax |QBB | - |

Email |

Job Title Email

Abduliah-abosal. .

e Check and confirm for Address information and also you can create another if you want to add more

addresses.
e Click OK Then Next
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3.14 BUSINESS CLASSIFICATIONS:

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

e You must Add all The Required Certificates under the Business Classification Section.

-
1 3 [+) s s
Business sionnae  Revew
e eanon: Sarvces
Register Supplier: Business Classifications @ (Back | Mext | Saveforlater Register
Enterateast seect none applcable.
Detach
otner
Subclassification  Certifying Agency Certifying Certificate ~ Start Date Expiration Date_Aftachmentd
Agency Example: San-
)

e Check and confirm all the inserted certificates.
e Then Click Next.
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3.1.5 BANK ACCOUNTS:

From Bank Account Click On the plus Sign create

e Enter Bank accounts details

(=) @® signin

00— © 0 © 0O O

Company  Contacts  Addresses _ Business Bank  Productsand Questionnaire  Review
Details Classifications  Accounts  Services

Register Supplier: Bank Accounts @ - - -- -

Enter at least one bank account,

Actions w View w Format w Edit Delete Freeze  [o” Detach Wrap

Account Number IBAN Currency Bank Edit Delete
No data to display.
Columns Hidden &

Create Bank Account

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

* Country |SaudiAmbia | v IBAN |'=

Bank |ﬁ| Rajhi Bank hd | Currency n
Branch | Al Rajhi Bank Branch w*

Account Number | e et

Additional Information

Account Name | Agency Location |

Code

Alternate Account Account Type
Name

Account Suffix | Description |

Check Digits |

Comments

Mote to Approver
&

Create Another || Cancel |

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

e Click OK Then Next
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3.1.6 PRODUCTS AND SERVICES:

From Products and Services Click On the select and add

e Select all products and services.

Actions w View w Format w | ] Selectand Add Remove Freeze w' Detach

Category Name

No data to display.

Select and Add: Products and Services

- Search

Category Mame Description

Wiew w  Format w ') Wrap
Select Category Name Description

Consultancy Services Consultancy Services

Facility & Logistics Management Facility & Logistics Management

Insurancs nsurance

' T

K8 Material and Services KB Material and Services

Marketing and Corp.Comm Marketing and Corp.Comm

Security Matensl 3nd Services Security Material and Servcas

Wenicles Vehicle Services Wehicles/Vehicle Services

Columns Hidden 1

e Then click apply then ok.
e Then click Next.

) @ signin

o O
) [ e . [

~ ~ ~ —~ ~
O— 00— EO——~m ©
Company Contacts Addresses Business  Bank Accounts Products and Questionnaire
Details Classifications Services
Register Supplier: Products and Services
Enter at least one products and services category.

Remove
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3.1.7 QUESTIONNAIRE:

e Answer the questions.

st Aderas donn, eview
Register Supplier: Questionnaire | I [Back || Next | swveforlater | Reister | Ganoel|

Attachments Nare

Presous setin | [westsesr |

e Click review if needed
e Click Next
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3.1.8 Review page:
e Review All the inserted information.
Review Supplier Registration: Test Supplier ) = | Save o Laer | Aegeter
w Confirmation x
Your registration request was submitted. You will recsive an email after your registration reguest is reviewsd.
| oK |
e Click Register.
e SAFE team will receive your application to review it and take an action.
¢ You will receive the feedback from SAFE team ASAP (approved, rejected, request for more
information).
e If your application is approved, you will receive Email to reset your password and your
Username will be the email you entered in the contact.
o If they request more information, you will receive email to submit the needed information.
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3.2 PO Acknowledgement

e To Acknowledgement Purchase order, from supplier portal

e Click manage orders.

Supplier Portal

46

e Enter Purchase order Number.
e C(lick search.

Search

Search Results

Actions w View w Format w Detach

Order Order Date  Description

Columns Hidden 24

Supplier Site

Advrasc

Buyer Ordered Currency Status

Advance d | Manage watchlist | Saved Search | Al Order ~

e Chose the purchase order.
e Then Click on Acknowledgement.

Purchase Order 2021-30207 )
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3.3 Negotiation Acknowledgement

e From supplier portal.

e (Click manage negotiation.

Suppliar Portal

wwwwwwwww

e To acknowledge and accept Negotiation, click on the Negotiation number from the results screen and
the following Negotiation details page opens. Review the details and click on ‘Acknowledgement’.
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3.4 Create ASN (Advance shipments Notice)

The ASN contains details including shipment date, time, and identification number; packing slip data; freight
information; item detail including cumulative received quantities; purchase order humber; and returnable
container information

Login.

To Create ASN, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

+

Supplier Portal

Click On Create ASN from Tasks.

EV QAaw PR & @

Requiring Attention Recent Activity

Enter the Purchase Number and click search.

Create ASN @ Dane

4 Search Advanced | Saved Search | Purchase Order

Search | Reset| Save_

Search Resulls

View w  Creaw ASN

Htom Purchase Order Purt
[ o 0 i

chase Order Ordorod
wecription  SUPplleritem | Purchase Order Pk Due Date Quantity UOM Name
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e Chose the Line then click on Create ASN.

Create ASN @

Search

Search Results

View ¥ CreawASN

Purchase Order Purchase Order ered
item Description Supplier ltem | Purchase Order | " scheduls Due Date Quantity UOM Hame
0 Each
Eact
001-001-000: Fiashiights

Agvanced | Saved Search | Purchase O

o After Create ASN, Enter The information (shipment, shipment date,

...etc.)

Create ASN Details &

Header
* Shipment Packing Slip
* Shipped Date | 26-Jan-202 AM Packaging Code
* Expected Receipt Date | 26-Jan-202 Am Special Handling Code
~ Tars Weight

Number of
Cor
Lines

Actions ¥ View W

Ordered Ordersd Received

Supplier item  Purchase Order Quantity UOM Name Ship-to Location Quantity Guantiy UOM uantity

item
ftom Dezcription

> enificates & Ja 21302 S

e Then Click Submit.
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3.5 Create ASBN (Advance shipments & Billing Notice)

e ASBN contain the same information as ASNs (shipment date, time, and identification number; packing slip data;
freight information; item detail including cumulative received quantities; purchase order number; and returnable
container information) plus invoice and tax information.

e Login.

e To Create ASBN, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

+

Suppler Portal

e (Click On Create ASBN from Tasks.

V al=r-_N M

Supplier Portal

Requiring Attention Recent Activity Transaction Reports

No data avallable

45

e Enter the Purchase Number and click search.

Create ASBN @ -

4 Search

Search | Reset  Save.
Search Results

View v Create ASBN

e B on SupBlarhem  Purchase Orger FUTChase Orcer Purchase Ordar o, oo,
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e Chose the Line then click on Create ASN.

Create ASBN &

Search

Search Results

view v | | Craate ASEN

tem

fem Deseription

Supplier ltem  Purchase Crder

Purchase Order Purchase Order
Line Schedule

ue Date

ered
Quantity UOM Name

e After Create ASN, Enter The information (shipment, shipment date,

...etc.)

Create ASBN Detalls @

Header

Shipping Method

Billing Information

Lines
Acsons v Vew v

em Supplier Rem  Purchase Order

tem
Descrigtion

Quantity UOM Name

e

Shipta Location

v | oowc

Ordered Ordered
Quantity Quanity UOW

2 e

Received
Quantity

e Then Click Submit.
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3.6 Manage Orders

e login.

e To View your Orders, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

-

Suppher Portal

e (Click On Manage Orders.

Supplier Portal

re | Order Number
Task:
Orden

Requiring Attention Recent Activity Transaction Re

45

ports

No data available

e To View your Active orders, Enter the Purchase order number
e Click search.

Haad
4 Search Advanced | Manage Watchlist Saved Search Al Orders
-
~ Staws -
o - Docums -
search | Reset | Save.
Search Results
fctions w Veww Fomstw 7[5 Datach
Grder Order Date  Description Supplier Site Buyer Ordered Currency ~Status Lite  Creation

Cycle  Date
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From the search results, all purchase orders will show as their statues.

Manage Orders @

Headers

Search
Search Results

ons v View v Fomal v Freeze

Order Order Date  Description

Detach

Supplier Site

Advanced | Manage Viatchlist Saved Search | Al

Buyer

uuuuu

Life  Crestion
Cycle Date

=Page 21 of 41



DO.070 Supplier Qualifications & Supplier Portal

3.7 Manage Schedules

e To View your Schedules, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

-

Suppier Portal

e (Click On Schedules.

Supplier Portal
Search | Orders ~| Order Number
Tasks
Requiring Attention Recent Activity Transaction Reports

o ——

Agresments
No data available
— 45
W Schietuies Overdus o Cue Totay I Quessonnsines

Contracts and Deliverables

e To View your Active Schedules, Enter the Purchase order number

e (Click search.

Manage Orders (3

Schadubes e

¥ Search

Search Results

Advanced | Manage Watchiist | Saved Search | Al Schedules

acticns w Vieww Fomstw  # 7 Detach
Supplier Ordered Pricing y Requestc

Order Suppliar Site Line Line Dascription — sonedule  QUSED UM oy Price Ordered Currency Status shiptoLocation  podt
02130 A 1 Each  Each 200 100 SaR pen Digital City 31-Dec 2l

A E pan

A Ex e

ﬂ Exx L

[ Exx e

o Eax pen

ﬂ [ pan

A F Eax i =
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|
3.8 Manage Contracts

e login.

e To View your Contracts, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

+

e (Click Contracts.

Supplier Portal
o
o Requiring Attention Hls.rsm n.mmry Tta.n‘,amlmn Reports
e 45
e To View your Active Contracts, Enter your contract number.
e Click search.
Manage Contracts H——=t [ oane
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|
3.9 Manage Deliverables

e To View your Deliverables, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

e C(lick On Manage Deliverables.

Supplier Portal

Requiring Attention Recent Activi Transaction Reports
quiring P

Mo data available

m B | 45

W Scnasues Overs
.......................

« . Supplier News.

e To View your Deliverables, Enter the Deliverables number.
e C(lick search.

e From search results you can view the deliverable statues and deliverable date
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|
3.10 Create Invoice

e login.

e To Create Invoice, from home page click supplier portal.

e (lick Create Invoice.

Supplier Portal

e Enter All the Information for the Invoice.

Create Invoice @

® After Review the invoice Click Submit.
®  SAFE finance team will receive your Invoice to review it and take an action.
®  You will receive the feedback from SAFE team ASAP (Approve, reject).
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3.11 Response to supplier qualification questions

e login.

e To respond to the Questionnaire, click the Respond to Questionnaire link in the Notification (You Are Invited to

Respond to Questionnaire ...... )

Notifications

Good afternoon, Marwan Atef!

Sales Supplier Portal Tools Others

Things to Finish

e Or click Supplier Portal from the main menu.

e C(lick Manage Questionnaires under Questionnaires.

Supplier Portal

.....

46

Supplier News

e Select the Questionnaire using Questionnaire title and click the button Respond.
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Aanage Questionnaires 3 ‘

Search T Advanced || Manage Watchiist | Saved Search | Requinng Atiention 4

earch Results

e Enter the required responses - which can be choosing an option or entering text.

Respond to Questionnaire: Material Evolution & | Bave | SaveandClose | Submit | Gancel

e After answering all questions click Save and then Submit.
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_____________________________________________________________________________________________________________|

3.12 Supplier Negotiation Response

e Login.

e To respond to the Negotiation, click the Respond to Negotiation link in the Notification (You Are Invited to
Respond to Negotiation ...... )

Notifications

Good afternoon, Marwan Atef!

Things to Finish

e Or click Supplier Portal from the main menu Then from the negotiation tap click View Active
negotiation.

Supplier Portal

Requiring Attention Recent Activity Transaction Reports

46

4 Supplier News
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Active Negotiations

From Active Negotiation select the Negotiation then Click ‘create response’.

4 Search

Time Zone Arabia Standard Time
Manage Watchlist

Saved Search | Open Invitations.
Negotiation

** Invitation Received | Yes v

= At least one s required

= Title

Response Submitted |No v
** Negotiation Close By

4 Contract Terms

4 Variables @
Provide values for the isted varia
View ¥ Format v

Name

No dsta ta display

4 Deliverables.

Acticns ¥ View ¥ Format ¥

Deliverable Name

Mo data to dispiay

Description

ad mmmyyyy % Negotiation Open Since | dd-mmm-1yyy f
l [searn | [set [ sevec
Search Results
_
actons v Vew v Fomat v oetacn P e |
Negotiation  Title %‘ye::t‘am” E«;“n?aming Close Date Respn:::sr gvglr‘\icmale Meil'ééi‘l View PDF S';re:::s“n?et
Test RFQ 1 Day 22 Hours 12-Jan-2022 42 0 = i)
e Response for All the requirements.
o 2 3 ]
Create Response (Quote 7001): Overview @ [Messages | Respond by Speacshest v [ Actom ¥|  Mest| S ¥ Sabmit Cancel
General
plier Manwan Atel Reaponse Type @) Prman,

Note to Buyer

id Until | 273

P stachments Hone

bles. The values you ealer are aulee alically pogulated in the cantract fern

View |Anvarspies

vaiue Clauses

Due Date &% Stalus
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Respond for the Technical questions Then click the right page.

Create Response (Quote 7001): Requirements (3

lose Date 12-4an-2022 422 PM

Section 1. Technical

Respond for the Commercial questions then click next.

OverviewRequirer Lines Revien

Create Response (Quote 7001): Requirements @

Time Remaining 1 Day 22 Hours Close Date  12-Jan-2022 422 PM
Section 2. Commercial

Sechion 2. Commercial v

4 | Section 2. Commereial v

o Enter the Response price and promised deliver date then
e click next.

DRON : BC
OverviewRequiren Lines Review
Create Response (Quote 7001): Lines @

Currency = Saudi Riyal

Last Saved 10-Jan-2022 6:26 PM
Time Zone Arabia Standard Time
Close Date  12-Jan-2022 422 PM
s + Detach

Time Remaining 1 Day 22 Hours

Actions v View v Format v/

Line Description Required

tequred Category Name start Price| Response rice Rgsuf’x‘l‘":‘s‘; uom Line Amount ;L‘:I"'/‘;;"Dm gzﬁ“/’sfym;m ;:“S"C";;';’I‘D"“L"‘e Create AltemateItem Revision Location TargetPrice  Target Quantity Not
1 Vehicle First Aid Kid Securiy Safety gea 1,500.00 12 Each 1800000 || 26-4an-2022 (@ || 264202022 + 001-001-0007 BIAC 2
>
Rows Selected 1 Columns Hidden 1
Grand Totals

Al responss lines except altemate lines are included

Response Amount  18,000.00

After reviewing all the Requirements.
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Review Response: Quote 7001 &

General

Centract Terms

Name Description

e Click submit.

Clauses
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3.13 Negotiation Communication

Messages Tab allow you to communicate directly with SAFE team regarding any active negotiation.

e From the tap messages—> "Messages Button” you can communicate directly with SAFE team if you
have any questions regarding the negotiation.

e Click on messages.

RFQ: 22

Time Remaining 0 Se
Table of Contents Cover Page

AFE
PR 2021-10523 RFQ
You are invited to RFQ by SCM User from SAFE side

e Click on the plus sign.

Online Messages (RFQ 22) @ - -

Tite Test

Time Remaining 0 Seconds

Messages

Actions v View v Format v I:' & Detach

Cuubinn

e Enter the subject.
¢ In the Message filed write your message.
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Send Message x

To SAFE ENterprise  df————————

* Subject D E———

* Message

Attachments None

‘ Send H Cancel ‘

e After reviewing the message click send.
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3.14 Notification List

From the bell notification you can view your notifications and respond If any.

Good afternoon, Marwan Atef!

Things to Finish

Notification Detail
Accept Accept Negations, Qualification, ...etc.
Decline Decline Negations, Decline Negations, ...etc.
FYI Information to be noticed Negations, Qualification, ...etc.
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4 NEW/EXISTING SUPPLIER REGISTERATION INITIATED BY

SAFE SRM USER

SAFE SRM user would also initiate the supplier registration for a new or existing supplier then the
system will send a notification to the supplier to complete his profile and complete the registration

process

4.1 Register Exiting Supplier [From SAFE SRM User]

Procurement - supplier > manage supplier

Good afternoon, SCM User!

ntract Mana

Purchase Orders

Ml

S Manage Buyer Assignment Rules ’
s Suppler

iy Manage Procurement Agents

e Click Manage supplier.

Overview @ ,
4 Supplier Spend Authorization Requests
[
Deta v O\
e Search for the supplier.
e Chose the target supplier.
¢ Click on action to Edit or click on the pen tap.
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N & Suppliers 3 e
e s
ot « i e i Tapepern GRS
¢ Click on the Contact tab.
Edit Supplier: Abdulmohsen Al-hokair for tourism S fewandCiose Cancel |
Frofie D
—————
Edit Suppliar: Abdulmahsan Al-hakair for tourism and developmant company & S SevessdCi | Lo

Click on the plus sign to add contact Information.

Add the contact information.

Note you must Add email for the supplier to receive the registration notification.

Click on the create user account.
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e After adding the email (create user account) the supplier will receive notification to
complete the Registration.

=Page 37 of 41



DO.070 Supplier Qualifications & Supplier Portal

4.2 Initiated Registration for new supplier [From SAFE SRM user]

Procurement - supplier > Register supplier

Good afternoon, SCM User!

Purchase Orders My Receipts

e Click Register supplier.

Ovarview

Overview @

4 Supplier Spend Authorization Requests

Pending Approval  Resected

Actons w View w Fomat w i Detach Pending | Past 30 days v Q

Supplier s —_—
Request Source Supplier proviios Business Relationship  Requested By

Columns Hidden 11

4 Supplier Business Classifications

Expiring  Ex

Actions w View v Format v 7 Detach Expiring | Next 30 days v

Supplier Supplier Number  SLSACES o Subclassification Certificate Expiration Dat

e Enter Registration Details (company name, Request reason, ...etc.).

Register Supplier @

Company Details

v D05 Number

Tax Cauntry v

Taspayer D
Tax Regesiration Number

e From Contact Tab.
e Add contact information
o Note you must Add email for the supplier to receive the registration
notification.
o Add create user account.
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e AFTER Adding the information review.

Register Supplier @ [ Do v | | gareal

Registration Detais

Campany Details

\\\\\\\\\\\

e Then click Register, the email (create user account) the supplier will receive
notification to complete the Registration.
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5 GENERAL INFORMATION

e Block and end supplier: This can be done by SAFE through supplier portal Admin.
e Edit/grant the supplier roles: This can be done by SAFE through IT Admin.
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e
6 OPEN AND CLOSED ISSUES FOR THIS DELIVERABLE

|
6.1 Open Issues

Resolution Responsibility Target Date Impact Date

|
6.2 Closed Issues

Resolution Responsibility Target Date Impact Date
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