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Introduction to the Supplier Portal

What is the Supplier Portal?

The CITC Supplier Portal is a secure, web-based workspace that provides our vendors withfull
visibility to CITC transactions, including request for quotations (RFQ), purchase orders, and
invoices.

The Supplier Portal plays a key role in CITC’s Oracle ERP transformation, as this tool helps
improve communication with our suppliers by automating and streamlining the source-to settle
process.

Supplier Portal can be used for the following actions:

e To create an invoice relating to a Purchase Order or Work order.
e To create a Credit Memo.
e To add a contact to access Supplier Portal.

e Check the Invoice, WO and PO status including payment details if invoice has been
paid.

Supplier Portal should not be used for the following actions:

e  Submitting an invoice which does not have a CITC WO or PO referenced.
e To submit a future dated invoice.

e Update your Company information in CITC records (name and address).

Logging in
You will receive a Supplier Portal invitation with a custom link to create a password and log in

Once your password has been set, click on the “Oracle Fusion Prod” icon to reach the Supplier
Portal home page.

Now login using your CITC Supply Portal ID and newly created password

Sign In
Oracle Applications Cloud

Forgot Password

[ English ~




Homepage Navigation
On the home page, click on the Supplier Portal icon to open the “Overview” page.
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Good evening, Islam Mahmoud!

Supplier Portal

Things to Finish

Notifications
At the top right corner of the home page, a bell icon will display your pending notifications. This
includes new purchase orders pending acknowledgement as well as invitations to a negotiation.

Note: Clicking on the notification brings you to the PO or Negotiation in question

Y £
Notifications Showl
3 SEAre
000 eve REMINDER 2 daysago

Action Required: You Are Invited to Negotiation CITC-RFQ-116 (Oracle Fusion License Project)

APPSPRO SCM o

ACTION REQUIRED 2 daysago
You Are Ivited to Negotiation CITC-RFQ-116 (Oradle Fusion License Project)

APPSPRO SCM

I Tweekago

Negotiation CITC-RFQ-111 (Oracle Fusion License Project) Was Closed

EE —
£3 APPSPRO SCM 0 ‘

REMINDER 1 weekago
Action Required: You Are Invited to Negotiation CITC-RFQ-109 (TEST)

APPSPRO SCM

FYI 1weekago

Negotiation CITC-RFQ-107 (itle) Was Closed

Fawaz Saeed M.ALRAHILI |




Overview Menu
The overview page provides a snapshot into CITC's most recent transactions as well as anything

requiring attention.

Supplier Portal

Search Order Number
Tasks e

Orders

Requiring Attention Recent Activity
« Manage Orders Last 30 Days

* Manage Schedules 1 Negotiation responses awarded or rejected 19

» Acknowledge Schedules in Spreadsheet

Agreements opened 2
Agreements Orders changed or canceled 2
Orders opened 16

« Manage Agreements

Contracts and Deliverahles

8
« Manage Contracts Transaction Reports
’ i
« Manage Deliverables
PO Purchase Amount 2570400 SAR
Consigned Invento
J " Inoice Amourt 050 GR
I Contract Deliverables Overdue "
* Review Consumption Advices Schedules Overdue or Due Today Invoice Price Variance Amount SAR
Business Classifications Expiring
Invoices and Payments I Invoices Overdue

« Create Invoice i



Orders Tab

Contains the header detail of our purchase orders. The header contains the PO issued date and

the total SAR amount ordered. The item level detail, quantity, and ship-to locations can be

found in “Schedules”.

Orders with Recent Activity: A list of orders that have been Opened, Changed, or Canceled

within the last week. This date can be manually changed to display more or less orders.

Q g OV

Manage Orders

Headers  Schedules

) Search

Search Results

Acions v View v Fomaty /0 [ F
Order Order Date Description

CITC-PO00126 211212021
CITC-PO0M24 211122021
CITC-PO00122 181212021
CITC-PODM2Y 14122021
CITC-PO0OTS 141122021 HM-Test
CITC-PO00112 12122021

CITC-PO00T04 121212011

# Detach

Supplier Site

HQ
HQ
HQ
HQ
HQ
HQ

HQ

Ag\mnced‘ Manage Watchlist | Saved Search | All Orders

Life  Creation

Buyer Ordered Currency Status Cycle Date

SCMAPPSPRO 6250000 SAR Open 211212021
SCMAPPSPRO 200000 SAR Open 2112201
SCMAPPSPRO 10,000.00 SAR Closed for... W 19122021
SCMAPPSPRO 2500000 SAR Open 141212021
SCMAPPSPRO 1,000.00 AR Open 141212021
SCMAPPSPRO 250,000.00 SAR Open 121212071
SCMAPPSPRO 700,000.00 SAR Open 0911212021



Schedules

A purchase order “Schedule” contains the quantity, ship-to location, and promised ship date.
An order with a ship date in the past is highlighted with an alert. Schedules must be kept up to
date. The promised ship dates that you provide are visible for everyone at CITC.

At the bottom, “Recent Receipts” will list all purchase order schedules received within the last
week.

Manage Orders @ @

Headers  Schedules

) Search VAg\ram:ed \Managem Saved Search | All Schedules v
Search Results

Adions v Viewv Fomaty 4 B & = Detach
Order Supplier Site Line Line Description ﬁ:ﬁ‘plier Schedule g;‘i‘:‘ltﬁdy UOM Price Ordered Currency Status Ship-to Locat
. CITC-PO00126  HQ 1 asd Corei7 1 25 Each 2500.00 62,500.00 SAR Open ol dgs
. CITC-PO00124  HQ 1 aacn ysialb s HPE525 DI 1 0 100.00 200000 SAR Open Head Office
CITC-PO00122  HQ 1 o) 1 1000000 SAR Closed Fo... Head Office
. CITC-POOMIZ1 HQ 1 Laptop 1 10 &= 2,500.00 2500000 SAR Open Head Ofice
CITC-PO00120  HQ 1 Laptop 1 0 s 2500.00 0.00 SAR Canceled  Head Office
. CITC-PO00NMS  HQ 1 HM-Test 1 100 Each 10.00 1,00000 AR Open Head Office
CITC-PONONE  HQ 1 ERF Project 1 B000000 SAR  Closed  fo,dllajede



Negotiations Tab
Request for Quotation (RFQ) transactions that the supplier is involved in or is invited to by

CITC. It provides a quick summary to easily monitor the status and responses.

Requiring Attention

Supplier News

Negotiations

Qualifications

Ccompany Profile

Manage Responses @
Time Zone Arabia Standard Time
4 Search lAg\ram:eu I Manage Watchlist | Saved Search | Active or Draft Responses v
At lea:
** Negotiation Title | CITC ** Response Status v
** Negotiation Line Description

** Response

Search || Reset || Save...

Search Results

Revising a draft response automatically locks it

Actions v View v Format v =’ Detach
Response Respniise Negotiation Negotiation Title Negbriation Time - Uriread Monitor
Status Type Remaining Messages
14001 Pending award CITC-RFQ-040 CITC_00001 RFQ 0 Seconds 0
13001 Awarded CITC-RFQ-029 CITC_Test RFQ 0 Seconds 0

Columns Hidden 8



uote (RF

Receiving an Invite for a Negotiation
The CITC Sourcing group has the ability to invite vendors to bid on projects through the

Request for

Supplier Portal. If your organization is invited to a negotiation, you will receive an email as well
as a notification in the Supplier Portal.

The email invitation will include a PDF overview of the project. There is also a link that will take
you directly to the RFQ in the Supplier Portal.

Viewing the RFQ
You can view the RFQ by clicking on the link the email notification. Another option is to go to
the Supplier Portal and navigate to the Negotiations tab. Click on the negotiation number in

question.

Ph
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Supplier Portal

Searck{ Negotiations v || Negotiation Number v

Tasks

Orders

Requiring Attention
* Manage Orders

* Manage Schedules Negotiation responses awarded or rejected 19

* Acknowledge Schedules in Spreadsheet

Agreements opened

2

Agreements Orders changed or canceled 2
Orders opene
« Manage Agreements OrdlereiopenEd 18
»
5
Contracts and Deliverables
8
« Manage Contracts Transaction Reports
Last 30 Days
* Manage Deliverables
PO Purchase Amount 2570400 SAR
Consigned Invento
o o4 Invoice Amount 402510 SAR
s B Contract Deliverables Overdue
* Review Consumption Advices Schedules Overdue or Due Today Invoice Price Variance Amount SAR

Invoices and Payments

* Create Invoice

Business Classifications Expiring
M Invoices Overdue

Active Negotiations

Time Zone Arabia Standard Time

4 Search Manage Watchlist | Saved Search | Open Invitations >
**Atleast one is required

** Negotiation | CITC-RFQ-117 ** Invitation Received | Yes v

** Title [ Response Submitted | No vl

** Negotiation Close By | ddimmivyyy lig Negotiation Open Since V‘ku iy e
§§earch Reset || Save...
Search Results
Actions v View v Format v +'| Detach Participation || Create |
Negotiation Title .r[:;?:tiatinn mﬂmin" Close Date Your WiII” Unread  View Response
RFQ 3Days 23Hours  10/01/202212:.. 0 @ B

| CITC-RFQ-117 supplier portal
olumns Hidden 4




This will bring up the RFQ cover page with the time remaining to respond displayed. On the left-
hedside of the RFQ, you will see links to the different components of the RFQ.

RFQ: OITC-RFQ-117 D e O 6D

Currency = Saudi Riyal Time Zone Arabia Standard Time
Title  supplier portal OpenDate 06/01/2022 12:56 AM
Status  Active Close Date  10/01/2022 12:39AM
Time Remaining 3 Days 23 Hours
Table of Contents Cover Page
Cover Page
supplier portal
Overview

Requirements

Lines

Contract Terms

Click on the Overview link. This will bring up the Overview page, which has key dates tied to the
RFQ. On the right-hand side, you will find attachments to the RFQ. The attachment will have
the requirements for the RFQ along with instructions, quantities, and any other relevant
information.

ug—33
*. TheKey

RFQ: CITC-RFQ-117 D e e €

Currency = Saudi Riyal Time Zone Arabia Standard Time
Title supplier portal Open Date 06/01/2022 12:56 AM
Status  Active Close Date 10/01/2022 12:39AM
Time Remaining 3 Days 23 Hours
Table of Contents Overview
Cover Page Title  supplier portal Buyer APPSPRO SCM
Overview

Synopsis  supplier portal Outcome Purchase Order

Reguirements
Lines ’ Attachments  None
Contract Terms

Expand All

» General

b Terms

10



Click on the Lines link. This will bring up the line items tied to the RFQ. In some cases, due to
complex requirements, there will be one placeholder line visible with the advanced
requirements included in an attachment.

RFQ: CITC-RFQ-117 Creat Response [ oone |
Currency = Saudi Riyal Time Zone Arabia Standard Time
Title  supplier portal OpenDate 06/01/2022 12:56 AM
Status  Active Close Date 10/01/2022 12:39 AM
Time Remaining 3 Days 23 Hours @
Table of Contents Lines
Caver Page
Summary
Oven
Requirements View v Format v | Detach
— : Line Item Description Category Quantity UOM Location Requested Start Price Bllow Attemate Attachments
Contract Terms P Name Delivery Date Lines
1 test las oyl ylsdlepbl 3110172022 Yes
Columns Hidden 3

Creating a Response

When you decide to bid on an RFQ, you must first acknowledge that you will participate. You
can do this from the Negotiations dashboard by scrolling to the “Open Invitations” section.
Highlight the negotiation, and click on the Acknowledge Participation button.

\ g\J
% TheKey

N
Active Negotiations @
Time Zone Arabia Standard Time
4 Search | Manage Watchlist | Saved Search | Open Invitations v
**Atleastone is required
™ Negotiation | CITC-RFQ-117 * Invitation Received | Yes v
** Title Response Submitted | No v
** Negotiation Close By ddimmiyyyy e Negotiation Open Since | dd/mmiyyyy ’}

Search || Reset || Save...

Search Results

sctors v View v Formt v & otacn 4 v Creae

Negotiation Title Negotiation Tlme‘ . Close Date i Your !VI". . n Unread  View Resp?nse
Type Remaining F
CITC-RFQ-117 supplier portal RFQ 3Days 23 Hours  10/01/202212: 0 fror) A"

Columns Hidden 4
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This will bring up the Acknowledge Participation popup. You can select Yes or No, and enter a
comment to the CITC buyer.

Acknowledge Participation x

Supplier Site  HQ

‘Will Participate (@ Yes

No

Note to Buyer | | will send my
responses ASAP

At this point, if you refresh the Negotiations dashboard, you will see YES listed in the ‘Will
Participate’ column. You can create your response by highlighting the Negotiation and clickingon
the Create Response button.

Srrokes aP & @

Active Negotiations @

Time Zone Arabia Standard Time

4 Search l Manage Watchlist 'Saveu Search | Open Invitations V‘

** At least one is required

** Negotiation 1CITC-RFQ-117 ‘ ** Invitation Received ‘E|
** Title | ‘ Response Submitted Wl
** Negotiation Close By ‘ ddfmmivyry e | Negotiation Open Since | ddimmivyyy e
s s
Search Results
Actions v View v Format v Freeze @' Detach Wrap  Accept Terms Participation| || Create
Negotiation Title ;_legoliatinn Time. . Close Date Your WiII_ . Unread  View Response

ype Remaining Responses Participate Messages  PDF Spreadsheet

CITC-RFQ-117 supplier portal RFQ 3 Days 23 Hours  10/01/202212:.... 4 1] fﬁ

Columns Hidden 4
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This will bring up the response page. Enter the quote expiration date, an internal quote numberif you have one, and
any notes to the buyer. You can also attach any correspondence by clickingon the + sign next to Attachments.

OverviewRequirerr Lines Review
Create Response (Quote 27001 ): Overview @ s Lroonysomten s+ JRO v R swn ] s [ covt

ed 06/01/2022 1:16 AM
Time Zone Arabia Standard Time

Title supplier portal Time Remaining 3 Days 23 Hours

Close Date 10/01/2022 12:39 AM

General

Supplier - Appspro Response Type @ Primary

Supplier Site  HQ

Alternate
Negotiation Currency SAR e
Reference Number | 123456 |
Response Currency SAR o _
s ———— —
Price Precision 2 Decimals Maximurm Note to Buyer | check my responses
Response Valid Until | 10/01/2022 12:40 AM 7‘; Attachments None = I

13



You can attach more than one file by clicking on the + sign.

Attachments

Actions w  View *x

“ File Name or URL Description Attached By Attached Dz

Choose File | Mo file chosen | | Islam Mahmoud — D8/01/2022 1]

Rows Selected 1 Columns Hidden 1

| oK | | cancer |

Once you attach a file, it will show up on the main screen. You can remove the attachment by
clicking on the X next to the file name. Hit Save and then Next.

A= @v

ON NONO

OverviewRequiren Lines Review

Creae Resporse (Quote 27001 Requremerts 0 o e ) £ 00 e e e

Last Saved 06/01/2022 1:24 AM
Time Zone Arabia Standard Time

Time Remaining 3 Days 23 Hours Close Date  10/01/2022 12:39AM

Section 1. tech | section 1.tech v

=

1. testt
|
| test

‘ Section 1.tech v ‘ >

14



This will bring you to the “Lines” screen. Enter unit costs for the lines along with a Promised
Ship Date or service delivery date.

O R .

OverviewRequiren Lines Review

Greate Response (Quote 27001): Lines © D N 07 09 [ IR e ED

L
Time

ed 06/01/2022 1:32 AM
Arabia Standard Time

Currency = Saudi Riyal

Time Remaining 3 Days 23 Hours Close Date  10/01/2022 12:39 AM

Actions v View v Format w P4 )= '@ | Detach
7 ot “ Alternate Line Create 2 : Response 2 Promised
Line Description Description Alternate Category Name Start Price] Response Price Quantity UOM Line Amount} Delivery Date
1 test + elasa 9,000.00 9,000.00 | | 310172022 fig

Rows Selected 1 Columns Hidden 8

Grand Totals

All response lines except alternate lines are included.
Response Amount  9,000.00

15



Hit Save and Next. This will bring you to the Review screen, where you can view the response asa whole.
There are tabs for the Overview and Lines. When you are ready to submit the response to CITC, hit Submit.

Clrehe = S autrRISS ved 06012022 1:39 AM
z = ne Arabia Standard Time

Ove equiren Lines Review
Review Response: Quote 27001 @ o T O

Title  supplier porta

Time Remaining 3 Days 22 Hours
Close Date 10/0

Overview Requirements  Lines

General

Supplier Appspro Response Type  Primary
Supplier Site  HQ Reference Number 123456
Negotiation Currency SAR Note to Buyer check my response:

Response Currency SAR

Price Precision 2 D Attachments None

Response Valid Until

You will receive confirmation that the response was submitted.

A= ‘ &

Active Negotiations ; Sonfirmation X

The responsge 27001 to negotiation CITC-RFQ-117 was submitted. Time Zone Arabia Standard Time

4 Search [ oKk } Manage Watchlist | Saved Search | Open Invitations v

* Atleast one is required

** Negotiation | CITC-RFQ-117 * Invitation Received | Yes v

** Title Response Submitted | No v
“ Negotaon Cose By | f Negotiation Open Since | ddirmrmiyyy '®
;Searchr 7Reset \ Save
Search Results
Actions v View v Format v = | Detach
Negotiation Title #;;?: s Ee“:neaining Clase Date Respo:z:; llf'uai:licipate Meussn;egz‘i \IIJI;‘: Ssrees:;sr;ls:et

No results found
Columns Hidden 4

16



Purchase Orders (PO)

PO Notification
When a CITC purchase order is issued, you will receive an email notification with a PDF
attachment

If an acknowledgment is required, the email subject will include “Requires Acknowledgment”. A
notification alert will also be displayed at the top of Supplier Portal to note an action is required.

When a “Revised” PO is received, the email subject will include the “Revision #”

Review PO Details

Open the attachment in the email to view a PDF of the purchase order. Additionally, on the
“Orders” overview tab in the Supplier Portal, all recent PO’s will be listed under “Opened”. You
will have the option of viewing a PDF, opening the order for acknowledgment, as well as
updating the order with a confirmed promised ship date.

17



Acknowledge a PO

Some CITC POs will require a supplier acknowledgment within the Portal. The PO will notbe
considered “open” until the Supplier completes the acknowledgment process. If a PO requires
acknowledgment, the email subject will note “Requires Acknowledgement”. You can
acknowledge the PO from the link in the email or log into the supplier portal and click on the
“Pending Acknowledgment” link in the Watch list.

Note: A notification alert will pop-up as well as a task in the “Work list”. While both ofthese
serve as links to the PO, it is suggested to acknowledge an order by using the linkin the “Watch
List”, as this method is most efficient.

A “Manage Orders” screen will be displayed with all orders pending acknowledgement. Click on
an order #.

O = ‘V

Manage Orders () M

Headers  Schedules

4 Search Advanced | Manage Watchlist | Saved Search | All Orders v
Sold-to Leyal Entity v Order
Bill{o BU v Status | v
Supplier Site ‘ v | Include Closed Documents | No v

Search || Reset | Save.. |

Search Results
Actions v Viewv Fomaty /& [l Freeze v Detach « Wrap
Order Order Date Description Supplier Site Buyer Ordered Currency Status é.ife Creation
ycle Date
CITC-PO00133 060172022  test supplier portal HO SCMAPPSPRO 5000000 SAR Pending Supplier Acknow... 06/01/2022
CITC-POO0124 2111212021 Ha SCMAPPSPRO 2,000.00 SAR Open L 1N
CITC-PO00119 1411212021  HM-Test HQ SCMAPPSPRO 1,000.00 AR Open 0 14n2202 v

18



The PO header and details will be displayed. At the top right of the screen, select the
“Acknowledge PO” button.

Purchase Order: CITC-PO00133 ®

Main

4 General

Sold-to Legal Entity
Bill-to BU

Order
Status

Buyer

Creation Date

colagbodl 4355 5 oY Lai¥l 450
CITC Business Unit
CITC-PO00133

Pending Supplier Acknowledgment
APPSPRO SCM

06/01/21

Terms  Notes and Attachments

a
TheKey

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Appspro
Ha

Islam Mahmoud

Head Office

Head Office

Ordered 50,000.00 SAR

Description  test supplier portal

R 6

Source Agreement

Supplier Order

Acknowledge Document (Purchase Order): CITC-PO00133

Main

4 General

Sold-to Legal Entity  <ologhedl duis g cs¥luai¥l 45

Order

Status
Buyer

Creation Date

CITC-PO00133

Pending Supplier Acknowledgment
APPSPRO SCM

06/01/2022

Terms  MNotes and Atachments

Required

Document

Acknowledgment

Acknowledgment Due
Date

10/01/2022

Acknowledgment Note

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Payment Terms
Shipping Method

Freight Terms

£nn

In the top right-hand corner, hit “Accept”

Then hit “OK” close out of the order.

Appspro
Ha

Islam Mahmoud

Head Office

Head Ofiice

Immediate

Ordered
Description

Source Agreement

Supplier Order

Communication Method

50,000.00 SAR

test supplier portal

None

v Payon receipt

Confirming order

The acknowledgment has been sent back to SANS and the order status is now “Open”.

19



Manage Schedules

To search and view all orders and schedules, select the task button while in the Overview screen
in the supplier portal

It opens up a tab on the right side with a number of options. Under “Orders”, select “Manage
Schedules”.

;;_Theke:yI A p @ 0\,

Supplier Portal
Search | Orders v | Order Number A
Tasks @
Orders
Requiring Attention Recent Activity
« Manage Orders Last (S

e . 1
* Manage Schedules Negotiation responses awarded or rejected 19

o Acknowledge Schedules in Spreadsheet

Agreements opened 2
Agreements Orders changed or canceled 2
« ManageAgreements 44 Orders:gpenzd i
L
L4
Contracts and Deliverables 2% 8
« Manage Contracts Transaction Reports
1 Last
« Manage Deliverahles
PO Purchase Amount 2620400 SAR
Consigned Inventory
I Cortract Deliverables Overdue Invoice Amount 402510 SAR
Schedules Overdue or Due Today .
+ Review Consumption Advices Business Classifications Expiring Invoice Price Variance Amount SAR
. Negotiations Closing Soon
Invoices and Payments B Invoices Overdue

o Create Invoice i

20



The Manage Orders screen allows you to search all PO Schedules, open or closed. The default
search is “All”, but you can search using a number of parameters, as well as setup custom
searches. You can also easily tell which schedules don’t have a “Promised Ship Date” by sorting

the field. In fact, all of the fields are sortable.

53

TheKey

Manage Orders @ @

Headers ~ Schedules

b Search Advanced | Manage Watchlist | Saved Search | All Schedules v

Search Results

Actions v View v Formatw 0 FE By = Detach
Order Supplier Site Line Line Description |S(upplier Schedule Ordergd uom Price Ordered Currency Status Ship-to
em Quantity
CITC-POD0133 HQ 1 test supplier 1 50,000.00 SAR Open Head Of
CITC-PO00126 Ha 1 <Y Core i7 1 25 Each 2,500.00 62,500.00 SAR Open daatllp
CITC-PO00124 Ha 1 g can 5 4l e HPS525 DI 1 20 4= 100.00 2,000.00 SAR Open Head Of
CITC-PO0D122 Ha 1 o=s) 1 10,000.00 SAR Closed Fo... Head Of
CITC-PO00121 Ha 1 Laptop 1 10 4= 2,500.00 25,000.00 SAR Open Head Of
CITC-PO00120 Ha 1 Laptop 1 0 4= 2,500.00 0.00 SAR Canceled Head Of
CITC-PO00119 HQ 1 HM-Test 1 100 Each 10.00 1,000.00 SAR Open Head Of

Order Life Cycle
When you select a PO to view or edit, the “Order Life Cycle” graph can be found on the top right

of the screen. It is a graphical view of the SAR amount ordered, received, delivered, and

invoiced. Select “View Details” for additional information.

o33
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Purchase Order: CITC-PO00122 ® Acknowledge m Order Life Cycle

4 General Received _

R ity cologdedl 4 g Y Lai¥] 450 i —
Sold-to Legal Entity  <slasbdl 4 g e 2 Supplier  Appspro Ordered 10,000.00 SAR Delivered
BilltoBU CITC Business Unit Supplier Site HQ
Description
-PO0012
Order CITC-PO00122 Supplier Contact  [slam Mahmoud Source Agreemerd B Amourt (S4R)
Status Closed for Receiving Bill-to Location Head Office Supplier Order
APPSPRO S ! _ i View Details
Buyer ARPBRRO SCM Ship-to Location  Head Office £
Creation Date  19/12/2021
Terms  Notes and Attachments
Required .
Shipping Method
Acknowledgment hone pRing
g v
Payment Terms  Immediate Freight Terms Fay on receipt 0
FOB Confirming order
4 Additional Information v

21



Sold-t0 Legal Entity

The Order Life Cycle now displays a complete order summary including in-transit shipment

information, receipt dates, and invoice status.

Order

Supplier
Supplier Site
Supplier Contact

Ordered

ool gheall %5 g e Loadl 450
CITC-PO00122
Appspro

H&

Islam Mahmoud

10,000.00 SAR

4 In-Transit Shipments

Actions v View v Format v

Shipment
No results found.
Columns Hidden 2

4 Receipts

Actions v View v Formatw  FE

Receipt
20210025
20210023

Columns Hidden 3

B B Freeze etach

Ship Date  Tracking Number

Freeze aa Detach
Receipt Date  Shipment
271212021 1.

20/12i2021 4...

Ship Date

12K

10K

8K

BK

Armnount (SAR)

4K

2K

Order Life Cycle

M Ordered
W Shipped
Received
M Delivered
M Invoiced

Wrap

Packing Slip

Wrap

Packing Slip

Expected Receipt Date Shipped Carrier

Returned Received Delivered
0.00 5,000.00 5,000.00
0.00 5,000.00 5,000.00

Ordered 10,000.00 SAR
Shipped 0.00 SAR
Received 10,000.00 SAR
Delivered 10,000.00 SAR

Invoiced 0.00 SAR

Bill of Lading

Invoiced Open to Invoice
0.00 5,000.00

0.00 5,000.00
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[nvoices

Create and Submit an Invoice
The CITC Supplier Portal allows you to submit invoices directly to SANS. Processingyour invoices

through the supplier portal will increase the speed that your payment is processed. In the task

list, select “Create Invoice”.

Supplier Portal

~| Order Number

Search | Orders

Tasks
Orders
* Manage Orders

« Manage Schedules

* Acknowledge Schedules in Spreadsheet
Agreements

* Manage Agreements
Contracts and Deliverables

* Manage Contracts

* Manage Deliverables
Consigned Inventory

* Review Consumption Advices

Invoices and Payments

* Create Invoice

Requiring Attention

26
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M Contract Deliverables Overdue
Schedules Overdue or Due Today
Business Classifications Expiring

W Negotiations Closing Soon

M Invoices Overdue

Recent Activity

Last 30 Days

Negatiation responses awarded or rejected
Agreements opened

Orders changed or canceled

Orders opened

Transaction Reports

Last 30 Days
PO Purchase Amount 2620400
Invoice Amount 402510

Invoice Price Variance Amount

SAR
SAR
SAR

In the “Create Invoice” section, select an order from the “Identifying PO” drop down list. This will
populate most of the fields. Then enter your internal “Invoice Number” and today’s date.Under
“Attachments”, click the + to upload a copy of your internal invoice for our records.

ORACLE

Create Invoice @

* dentifying PO ‘ PO-000152

d

Supplier Professionals Consultants for Technology Company LLC (AppsPro)

Taxpayer D 1010336606

* Supplier site ‘AppsPro

[+

Address 14364, Riyadh 11424, SAUDI ARABIA

Supplier Tax Registration Number ‘

Y

Customer

¥ Customer Taxpayer ID ‘CCCCC v ‘

Remit-to Bank Account ‘ OCXXN-16

Unique Remittance Identifier ‘

Unique Remittance Identifier Check ‘
Digit

Description ‘

Attachments  Nong fe

Tax Control Amount ‘

Name - cloled s ; ool din

Address

ap @@
Invoice Actions ¥ m Save and Close

* Number ‘ PO-000152-01

* Date ‘ 2000512022

g

* Type ‘Im‘mce

Invoice Currency SAR - SaudiRiyal

Payment Currency SAR - SaudiRiyal
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In the “Lines” section, hit the “Select and add” button to choose the PO lines you’d like to add
to the invoice.

Lines

View w -+

Purchase Order Consumption Advice
* Number * Type

Supplier Item Item Description Ship-to Location Tax Classification %’:::‘:i’:; Quantity Unit Pric
* Number * Line * Schedule  Number Line

No data to display

Select the line(s) and hit “Apply”.

Then hit “OK”. The item(s) has been added to the invoice.

Select and Add: Purchase Orders x
» Search | Advanced | Saved Search v
Search Results
View w i@ Detach | SelectAll |
Purchase Order Consumption Advice Supplier ltem
Nuﬁ"lpber Item Description Ship-to Location Ordered
Number Line Schedule Number Line
P02021139 1 1 ‘ 1500-190005 CONTRACT, Prepa... AppsprolLocation 10
»
Apply || OK | Cancel |

Hit “Submit” to send the invoice to CITC

Create Invoice @ macesctons + (09

Identifying PO Remit-to Bank Account | »w * Number | PO00034-1
Suppher; Appspro Unique Remittance Identifier “ Date | 0510172022 e
Tax rID -
pem Unique Remittance Identifier Type Invoice
A : Check Digit i
Supplier Site Invoice Currency  SAR - Saudi Riyal
Description
Address 65987 o=b il 18 dhdl SAUDIARABIA Payment Currency  SAR - Saudi Riyal
5 Attachments None =j=
Supplier Tax Registration Number ‘ v ‘
B Tax Control Amount
Customer
il gl s g e |
Customer Taxpayer ID Rame Al ey
Address
Lines
View w 3= B
Consumption Advice Available
Supplier Item Item Description Ship-to Location Tax Classificati sak A Q ity Unit Price UOM * Amount
lumber Line

A pop-up message will confirm that the invoice has been submitted
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View Invoices

To search for all submitted invoices, on the Task Menu, select “View Invoices”

Search | Orders v | Order Number

Tasks
Orders
* Manage Orders

« Manage Schedules

« Acknowledge Schedules in Spreadsheet
Agreements

* Manage Agreements
Contracts and Deliverables

« Manage Contracts

* Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

« Create Invoice 4

* Create Invoice Without PO

o View Payments

Negotiations

Requiring Attention

W Contract Deliverables Overdue
Schedules Overdue or Due Today
Business Classifications Expiring

M Negotistions Closing Soon

M Invoices Overdue

Supplier News

Recent Activity

Last30

Negotiation responses awarded or rejected

Agreements opened
Orders changed or canceled

Orders opened

Transaction Reports

Last 30 Days
PO Purchase Amount 2620400
Invoice Amount 402510

Invoice Price Variance Amount

SAR
SAR
SAR

Select your “Supplier” name, and hit search. You can use the fields to narrow your search as

well as create custom searches. You can see the Invoice Status, as well as a Payment Number to

confirm that a payment has been made against your invoice. Please note that all of these

columns can be sorted.

View Invoices

4 Search

** Invoice Number

** Supplier | Appspro A/ ‘
Supplier Site v |
** purchase Order |
Search Results
vieww 58 g7 Detach

:qnvoice Invoice Date Type Rurchass Due Date  Supplier
umber Order
1000 26/12/2021 Standard 26/12i2021  Appspro
1010 261122021 Standard CITC-POO0085  26/12/2021 Appspro
CITC-PODD124 211122021 Standard CITC-PO00D124 214122021 Annsnro

Supplier Site

HQ
Ha

HQ

Consumption Advice

Invoice Status

NP

L109

0

| Advanced | Saved Search | Al Invoices v

Paid Status

Invoice Paid

Status

Payment Number

Unpaid Invoice
Amount Amount
1,035.00 8AR 1,035.00 SAR

8,280.00 SAR 9,080.00 SAR

345.00 SAR 345.00 SAR

**Atleast one is required

| Search || Reset || save... |

Payment

Number Comments

Status
Unpaid
Unpaid

Unnaid
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View Pavments

To search for invoice payment status, on the Task Menu, select “View Payments”

Search | Orders ~ | Order Number

Tasks
Orders
* Manage Orders

« Manage Schedules

« Acknowledge Schedules in Spreadsheet
Agreements

* Manage Agreements
Contracts and Deliverables

* Manage Contracts

* Manage Deliverables
Consigned Inventory

* Review Consumption Advices
Invoices and Payments

« Create Invoice 4

* Create Invoice Without PO

Negotiations

« ViewActive Negotiations

Requiring Attention

44
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B Cortract Deliverables Overdue
Schedules Overdue or Due Today
Business Classifications Expiring

B Negotistions Closing Soon

B Invoices Overdue

Supplier News

Recent Activity
Last 30 Days

Negotiation responses awarded or rejected
Agreements opened
Orders changed or canceled

Orders opened

Transaction Reports

L Days
PO Purchase Amount 2620400
Invoice Amount 402510

Invoice Price Variance Amount

SAR
SAR
SAR

Select your “Supplier” name, and hit search. You can use the fields to narrow your search as

well as create custom searches. You can also see the payment status to confirm that a payment
has been made. Select a “Payment Number” to see the complete details of the payment.

Q = 0 >

View Payments

4 Search

** payment Number
Payment Status

Payment Amount

Search Results

View v § = | Detach
z:!r,n"llni’r“ Payment Date Payment Type Il‘r:r:i;:r Supplier
12802 05/12/2021 Quick Testh2B Appspro
34 02112/2021 Quick Netting Appspro
12799 0111272021 Quick 57500 Appspro
12801 0111272021 Quick 12507 Appspro

** Supplier | Appspro
Supplier Site

Payment Date | dd/mmiyyyy

Supplier Site

| Advanced | Saved Search | All Payments v

At

one is required

Search \ Reset || Save... |

Payment Payment

Amicunt Statis Remit-to Account

HQ 1,150.00 SAR  Negotiahle 852225885
HQ 3,500.00 SAR  Negotiahle

HQ 51,750.00 SAR Negotiahle 852225885
HQ 1,150.00 SAR  Negotiahle 852225885
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Complete payment detail will be displayed

Payment: 12802

Business Unit  CITC Busir

1,150.00 SAR

Payen . Appspio Payment Dat 064124

Paveo Site  HG Payment Type G

Address  B5¢

17 omls S 268 Shall, SAUDI ARABIA

nt Stat

Negotiable

Payr ment  Wire-23648928000106
id Invoices
Number woice Date  Type Purchdss Receipt Consurption Paid Amount Invoice |Involce Due Date
» = . ype Order Sl Advice Amount Status b *  Status
Test b28 0511212021 Standard 1,160.00 SAR  1,150.00 SAR Manuallya... 05(12/2021 Fully paid
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Supplier Preferences
On the home page, select “Set Preferences”

TheKe? Q I: Cv‘mg ‘ o

Good evening, Islam Mahmoud!

Supplier Portal Payables Procurement

v/ (%)

Set Preferences Worklist

Select “Regional” in the General Preferences list to review the option to update your date and
time format, preferred number format, primary currency, and time zone.

Preferences

General Preferences
Regional

Language

Accessibility Settings
Password

Proxies

Watchlist

Oracle WebCenter Portal
Service

User Notification Preferences

Bi Knowledge
= ¢ Preferred Knowledge Locale
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Select “Save and Close” when finished.

A
. TheKey

General Preferences: Regional Save || Saveand Close || Cancel

Territory | United States v
Date Format | dd/MMiyyyy (06/01/2022) v
Time Format | h:mm a (12:05 AM) v
Number Format | -1,234 567 v
Currency | US Dollar v

Time Zone | (UTC+03:00) Riyadh - Arabia Time (AT) V.

Select “Language” to change the primary language of the website. The default is “American
English”
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