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Abbreviations
QF — Qatar Foundation

ERP — QF’s internal Enterprise Resource Planning system

PD — QF Procurement Directorate
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Supplier Profile Change
This section covers guidelines for changing supplier profile information. The process involves the below
steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev Sajeev!

Supplier Portal Tools

Supplier Porta!

Things to Finish

Step 2
Under the “Company Profile” tab, click on “Manage Profile”.

Negotiations

« View Active Negotiations

« Manage Responses

Auctions from Seller

« View Active Seller Auctions

« Manage Seller Auction Bids
Qualifications

« Manage Questionnaires

« View Qualifications

Company Profile

« Manage Profile

« Pay Tender Fees
« QF iSupplier User Agreement
« QF Supplier Work Instruction
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Step 3
Click “Edit” at the top right-hand corner of the succeeding page.
Company Profile ® o

Change Description
Last Change Request 37008 Requested By vasu. sujesh
Request Date  01-Dec-2022

Request Status  Canceled
Vi

Organization Detalls  Tax idonters  Addresses  Contacts  Paymonts  Busness Classificabons  Products and Services

4 General
Company MANNA! TRADING COMPANY Tax Organization Type Corporation
Supplier Number 109 Status  Actve
Supplier Type  Local Profit- SME Attachments None

A warning message will appear before getting into the edit page, Click “Yes.”

. Warning x

POZ:2130300Makong 6dts will Creals 8 Change tequest for he peotie. Do you want 1o continue?

Step 4
On the “Edit Profile Change Request’ page, click the “Contacts” tab.

Edit Profile Change Request: 44007 Delete Change Request | Review Changes

Change Description

4

Organwzabon Detaits  Tax Identifiers  Addresses. Payments  Business Classificabons  Products and Services

Actons v View v Formatw o Status Active v Freeze o Detach Wirap
Administrative
Name A Job Tite av Email & Phone Conact User Account  Status
M ; UAT_Travel Accounts0 1 @mannai ® Actwve A
Aguinaido, Poala Emest St Admin Asst UAT_Poaia Agunaldo@mannaico. . +74 (+G74)440 ] Actwe
Ahmed Syed, Sapd Doputy Managet - GIS UAT_syod sapd@mannaicomqa  +074 (+974)334 ] Actwe
Ahmed, Gayaz UAT_Gayaz Ahmedgmannal com ga (] Active
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Step 5

Create or edit contacts on the following page by clicking on the relevant icons.

Edit Profle Change Request: 4007 Lo s o

Change Description

Vi

Organzabon Detads  Tax Identifiers  Addresses Contacts Payments Business Classificabions  Products and Services
Actions v View v Format w Status Actve v " Detach
i
Name AT Job Title AT Email &7 Phone Ad'g:::::'" User Account  Status
~
UAT_Travel Accounts0O1@mannai (/] Actwve
Aguinaido, Poala Emest St Admin Asst UAT_Poala Agunaldofmannal co +074 (+074)440 (] Actvo
Ahmed Syed, Sajid Doputy Managor - GIS UAT_syod saj 2 +074 (+974)334 (] Actwe
Ahmed, Gayaz UAT_Gayaz Ahmedgdmannai com qa (] Active

Step 6

In Create contact page, Enter First and Last name, and provide contact information like Email, Mobile,
and Phone number.

Assign contact addresses and enable ‘Request user account’ if need access to the supplier portal for
this contact person, then click “OK”.

Create Contact x
Salutation v Phone v
* First Name | Abdul Mobile v
Middle Name Fax v
* Last Name | Khadar Email | abkhadar@mannai com
Job Title Status |Active v

Administrative contact

4 Contact Addresses

Actions v View v Format v X Freez + Detach
Address Name Address Phone Address Purpose Status
DOHA P.O.Box: 76 Building No. 72, Zone — 57 East Industrial Stre Ordering, Remit to Active

Columns Hidden 5

4 User Account

v/ Request user account

Create Another Cancel
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Step 7

Enter the change description, then click the “Review Changes” button at the upper right-hand corner of
the page.

Edit Profile Change Request: 44007

Change Description | Requost for new contact person and user
Informaton{

4

Organization Detadls  Tax identors  Addresses Contacts Payments  Business Classificatons  Products and Services

Actions v View v Format w + 7 Status Active

v Freez » Detach Wra,
Name AT JobTitle Aav Email A< Phone Administrtive  User Account  Status
UAT_Travel Accounts01@mannal (] Active A
Agunaido, Poala Emest St Admin, Asst UAT_Poula Agunakdo@mannai co. . +974 (+974)440 ] Active
Anmed Syed, Sapd Deputy Manager - GIS UAT_syed sapd@mannai com qa +974 (+074)334 ° Actve

Step 8
Verify all the details, then click “Submit”.

Review Changes

Change Description Request for new contact person and user
mformaton

4 Contacts
View v Format w veze » Detach
Name AT JobTitle av Email AT Phone Adrinistraiv®  User Account  Status Details
B Khadar, Abdul abkhadar@manna: com Active =
Columns Hidden 7

Step 9

The system will display a message confirming the change has been submitted for approval Click “OK”.

Company Profile @

r—

© There is a profle chango request pending approval You may edi 1o make additonal changes

Change Description Request for new contact person and user
i R Requested By vasu, sujosh
Last Change Request 44007 y v

informaton
10-De 0.
Request Status  Pending Approval TGO % D

4

Organization Details  Tax identers  Addresses Contacts  Payments  Business Classifications  Prodicts and Services

4 General @ Confirmation x
Company MANNAI TRADING COMPANY Your profile change request 44007 was subemitted for Coforstio
Supplier Number 199 OK Bs Actve
Supplier Type  Local Profit- SME

Attachments None
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Add Bank Account

This section covers guidelines for adding bank account information. The process involves the below
steps.

A separate email notification will be sent to your contact email address regarding the entry of bank
account details in the system after approval of your supplier registration. You must add bank account
details as instructed in the email.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal Tools

Things to Finish

Step 2
Under the “Company Profile” tab, click on “Manage Profile”.

Negotiations

« View Active Negotiations

« Manage Responses

Auctions from Seller

« View Active Seller Auctions

« Manage Seller Auction Bids

Qualifications

« Manage Questionnaires

« View Qualifications

Company Profile

« Manage Profile

« Pay Tender Fees
« QF iSupplier User Agreement
« QF Supplier Work Instruction
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Step 3
Click “Edit” at the top right-hand corner of the succeeding page.

Company Profile @
Requested By  vasu, sujesh Change Description
4

Last Change Request 37008
Request Date  01.Dec-2022

Request Status  Canceled

Organization Detalls  Tax idontfars  Addrosses  Contscts  Payments  Business Classdicatons  Products and Services
Tax Organization Type Corporation

4 General
MANNAI TRADING COMPANY
Status  Actve

Company
Supplier Number 199
Attachments None

Supplier Type  Local Profit SME

A warning message will appear before getting into the edit page, Click “Yes”.

4 Waming
POZ.2130300Malong edts will reals & Change request for he peotle Do you want 1o continue?

| Yoo f o

Step 4
On the “Edit Profile Change Request’ page, click the “Payments” tab.

Delete Change Request | Review Changes

Edit Profile Change Request: 61008

Change Description

V.

Payments § Business Classéicabons  Products and Services

Organization Details  Tax Identifiers  Addresses  Contacty

Bank Accounts
Actons v View v Fomatw o » Freex Wrap
Account Feom Bank
Primary A IBAN Currency Bank Name Assignment Account Name BIC Bank Code Bank Branch Numt
Date
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Step 5
Click on the create (+) or the edit (pencil) icon to add or end date the existing bank account number.

Edit Profle Change Request: 61008

Change Description

V.

Organization Detads  Tax Identifiers Addresses Contacts Payments  Business Classficabons  Products and Services

Bank Accounts
Account Peoih Bank
Primary IBAN Currency Bank Name Assignment Account Name BIC Bank Code Bank Branch
Number Dat Numt

Note:

1. If you want to make any changes to your existing bank account, then you need to fill in the
“Inactive Date” for the existing bank account and add a new bank account.

2. Forany new bank account addition, please attach the bank form at the Organization level
provided in the mail along with the Bank letter.

Step 6

In Create Bank Account page, Choose Country and enter bank account details (Bank Account and
Bank name, Bank Branch, IBAN, Currency)

Click “OK”

Create Bank Account

Please mention the Account Number or IBAN based on country-specific regulations. Additionally, please mention the 'Address’ of these bank details in the 'Change Description’ field.

* countryl| | = From Date  20-Feb-2025

Inactive On | dd-mmm-yyyy

Account Number
Bank Name IBAN

Bank Branch

Allow international payments

4 Additional Information

If your Bank or Branch is not avail in the drop or in case of 'I diary Bank details' or ‘joint account’, please complete the Bank Details Form and email to supplierbanking@gf.org.qa.
Please ensure that all banking information provided to QF is current, valid, accurate, and complete.

Account Name Check Digits
* Bank Account Currency Account Type

Account Suffix Description

Create Another | OK  Cancel
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The bank account is added under the “Bank Accounts” section.
Edit Profile Change Request: 61008 [ save | save and ciose | gancet |

Change Description

4
&

Organizabon Detats  Tax Identifers  Addresses Contacts Payments Business Classfications  Products and Services

Bank Accounts

Actons v View v Fomaty o / X ©

From
Account Bank
Primary IBAN Currency Bank Name Assignment AccountName BIC Bank Code Bank Branch
Number Date Numt

(] 630709850 QASSDOHBO0001234567890A QAR AL AHLI BANK 02-Jan-2023 CITY CENTRE

Note: If you are unable to find a bank or a bank branch, please contact QF through email and include
the filled supplier bank details form that was shared in the email notification.

Step 7

Enter the change description, then click the “Review Changes” button at the upper right-hand corner of
the page.

Edit Profle Change Request: 61008 C——Y | g e
I Change Description § Request 10 add bank account details|

4
Org als  Taxidentfirs Addressos Contacts Payments Business Classiicabons  Products and Services
Bank Accounts
Actons v View v Fomaty 4 / X @

Account n Bank

Primary IBAN Currency Bank Name Assignment Account Name BIC Bank Code Bank Branch
Number o Numt

(V] 689709890 QASSDOHBO0001234567890A. . QAR AL AHLI BANK 02-Jan- 2023 CITY CENTRE

Step 8
Verify all the details, then click “Submit”.

Review Changes @

Change Description Request to add bank accoun! details

4 Bank Accounts
View v Format v
Primary  pecount 1BAN Ccurmency Bank Name E’:‘:{;mnl Account Name  BIC Bank Code BankBranch  perk
+ o 689709890 QASSDOHB00001234567860A QAR AL AHLI BANK 02-Jan.2023 CITY CENTRE
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Step 9

The system will display a message confirming the change has been submitted for approval Click “OK”.

Company Profe © e o

O There is a protée change request pending approval You may edt to make additional changes
Change Description Request o add bank account details

Last Change Request & Requested By vasu suesh
02.4an.2023
Request Status  Ponding Appeova REGUatDad - D2dsn-207

Organization Detalls  Tax identfiers  Addresses Contacts Payments  Business Classifications  Products and Services
4 General & Confirmation x
Company MANNA! TRADING COMPANY LLG Your profle change request 61008 was submittex

Supplier Number 199

Supplier T Local Profit-SME
upplier Type  Local Pr Attachments None

Respond To Qualification Initiation

This section covers guidelines for responding to the qualification questionnaire. The process involves
the below steps:

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal fools Procurement Exte

Things to Finish
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Step 2

Under the “Qualification” tab, click on “Manage Questionnaires”.

Negotiations
« View Active Negotiations
« Manage Responses

Auctions from Seller

« View Active Seller Auctions

« Manage Seller Auction Bids

Qualifications

[ « Manage Questionnaires

« View Qualifications

Company Profile

« Manage Profile

« Pay Tender Fees

« QF iSupplier User Agreement
« QF Supplier Work Instruction

Step 3
The system will display a dialog box “Manage Questionnaires”.

Search for the required Questionnaire.

«®

: aOPp ® u
il doando
Qatar Foundation
Manage Questionnaires @ m
4 Search Agvanced Manage Watchlist  Saved Search  Requinng Allention v

** Questionnaire Title

** Status Not started Draft Resubmis: | w
** Questionnaire ** Response Due Date o o
** Supplier Site - ** Supplier Contact -
Search  Reset| Save..
Search Results
Actions w View w Format w 5T = Freeze w' Detach Wrap Respond
Questionnaire  Questionnaire Title Supplier Site  Status Response 4. pOF

Due Date

Cotumns Hidden 6
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Step 4
Under “Search Results”, the line reflecting the required receipts will appear.

Select the required Questionnaire line, then click on “Respond”.

» ap® .

U
Qatar Foundation

Manage Questionnaires @ [ Done |

4 Search Agdvanced Manage Watchlist  Saved Search  Roequinng Attoribon v

** Questionnaire Title ** Status | Not started Oraft Resubmis: | v
** Questionnaire ** Response Due Date | dd/mimyyyy Y
** Supplier Site v ** Supplier Contact A

Search Reset Save..

Search Results

Acions v View v Fomatw 5T [F Freeze ' Detach
Questionnaire  Questionnaire Title Supplier Site Status DeshonSe  View POF
10 Reveow of QF Busingss code of conduct and othics 1 Not startod -

Columns Hidden 6

Questionnaire window opens.

g OD@ uc

b d g o
Quatar Foundation

Respond to Questionnaire: Review of QF Business code of c... ® [ save | save and ciose | submit | cancei |

me Zone Arabia Standard Time
4 Questionnaire
Tilig EEview of OF Business cone of Corvlict and. Supplier UV Contracting td Status  Draft
Procurement BU  Qatar Foundation Supplier Site Due Date
Requested By Sivasooriyan Rajendran Responder UV Contact2 Attachments None
Questions Progress Section 1. Supplier Registration Questionnaie v

Supplier Registration Questionnaire

*1. Does your have policies and ?

a Yes

®) b No

"

~

Does your organization have a written and documented Health, Safety and Environment policy?
a. Yes

b No

*

w

You may kindly read the "QF Business Code of Ethics” and "QF Code of Conduct for Suppliers” and provide your
acceotance to the same bv selectina "Yes" from the ootions below.
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Step 5

Under “Questions” section, enter the required responses.

Respond to Questionnaire: Review of QF Business code of c...

® o e

= Arabla Standard Time
! Saved 2007/2022 8. 43.AM

4 Questionnaire

Tie :‘,’:‘";",""” Susiness code of cenduct end Supplier UV Contracting 24 Status  Draft
Procurement BU  Gatar Foundation Supplier Site Due Date
Requested By  Swissoortynn Rapndian Responder

b Attachments None
Duestions

Progress
Supplier pistration Questionnaire

vV C

Section

1 Supgher Rogatration Quesionnaire (Completed) v

* 1 Does your organization have documented policies and procedures?
a Yos

o b No
* 2 Does your organization have a wiltien and documented Health, Safety and Enviconment policy?
a Yeos

o/ No

3. You may kindly read the *QF Business Code of Ethics® and *OF Code of Conduct for Supgpliers” and provide your
acceptance 10 the same by selecting *Yes” from the oplions beiow.

Step 6

After answering all questions, click “Save” and then “Submit”.

Respond to Questionnaire: Review of QF Business code ofc... @

Save | Save and Close | Subm

Cancel

e Zono Arabla Standard Time
t Saved 2010712022 8.43.AM
4 Questionnaire
e . S¥ivw of OF Gesingss cade of conduct snd Supplier UV Contracting &d Status  Draft
Procurement BU  Qutat Foundition Supplier Site Due Date
Requested By  Swvasoonyan Ragendoen Responder LV Contact2

Attachments None
Questions

Progress Section 1 Supglier Rogatration Questicnnaire (Completed) v
Supplier Registration Questionnaire
.y ”
1 Does your organization have cocumenied policies and procedures?
a Yos

o n N

*2 Does your organization have a wiitien and documented Health, Safety and Environment policy?
a Yos

e/ b No

* 3 You may kindly read the “OF Business Code of Ethics* and “OF Code of Conduct for Suppliers” and provide your
acceptance 10 the same by selecting *Yes™ from the ootions below.

Supplier Response is submitted Confirmation Response to the questionnaire is submitted.

« Confirmation X

Response to questionnaire Review of QF Business code of conduct and ethics 1 is submitted
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Supplier Acknowledgment of Agreement

This section covers guidelines for supplier acknowledgment of the agreement. The process involves the
below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal Tools Procurement Extensions

Supplier Portal

Things to Finish
Step 2

”»

Under the “Agreements’” tab, click on “Manage Agreements”.

Tasks

Orders

* Manage Orders

« Manage Schedules

Agreements

+ Manage Agreements

Shipments

« View Receipts

« View Returns
Contracts and Deliverables
« Manage Deliverables

Invoices and Payments

« Create Invoice
« View Invoices

» View Payments

Negotiations
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Step 3

The system will display a popup dialog box “Manage Agreements “Search for the required Blanket

Purchase Agreement based on search criteria such as Agreement, Supplier Site, Procurement BU,
Status

Manage Agreements @ @
Headers Linos
4 Search Advanced Manage Watchlist Saved Search Al Agroements v
Procurement BU v | Status | Pending Suppler Acknowledgment v I
Supplier Site v Include Closed and Expired Documents No v
Agreement
Search [Reset Save..
Search Results
Actions v View v Fomatv 5T [ Freeze Detach ap
Agreement Description Supplier Site Buyer Agreement Amount  R01e35ed o one  Status EndDate Change Creation

Amount Order  Date

No soarch conductod

Columns Hidden 29

Step 4

Under Search Results, the line depicting the required BPA will appear, Click on the BPA number.

Manage Agreements @ m
Manage Agreements
Headers  Line

4 Search

Advanced Manage Watchlist Saved Search Al Agreaments v
Procurement BU v Status | Pending Suppler Acknowledgmen! v
Supplier Site v Include Closed and Expired Documents No v
Agreement
Search Reset Save..
Search Results
Acons w View w Formaty 5T ¥ Freeze 'u Detach
Agreement Description Supplier Site Buyer Agreement Amount  Re1®35¢d ouroncy  status EngDate Shange Creation
Doha Natwar Raawat 25,00000 000 QAR Pendng Su 300372022
Doha Natwar Rajawat 125,000 00 ) QAR 300372022

Columns Hidden 29
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Step 5

The BPA details page opens. Click on the “Acknowledge” button displayed in the upper right-hand

corner.

o«

Qatar Foundation

Blanket Purchase Agreement: QF-BPA-4 @

Main
4 General
Procurement BU  Qatas Foundation Supplier UV Contracting td
Agreement  QF-BPA4 Supplier Site Doha

User

Status Ponding Supplier Acknowlodgment Supplier Contact. UV Y 1

Buyer Natwar Rajawat Supplier Agreement

Creation Date 300032022 Communication Method None
Terms  Notes and Attachmants

Required Acknowledgment Document Shipping Method

Acknowledgment Due Date  26:04/2022 Freight Terms

Payment Terms. FoB

Step 6

AP o8 w

mm

Start Date

End Date

Agreement Amount 25,000 00 QAR

Minimum Release Amount

Released Amount 0.00 QAR

Description

The Acknowledge Document page opens under the “General” tab, enter Supplier Agreement notes

(Optional)

Acknowledge Document (Blanket Purchase Agreement): QF-BPA-4

Main
4 General
Supplie
Supplier Sim
Supplier Co
Communication Method  Naow
Supplie Agreement t
Terms
Required Acknowledgment  Documant Payment Terms

Acknowledgment Due Date 290472022 Shipping Method

Acknowiedgment Note Freight Terms
Foe

Start Date

£na Date

Agraement Amount 25 000 00 QAR
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Step 7
Under the “Terms” tab, enter Acknowledgment Note (Optional), Click “Accept’.

View PDF sect Cancel

Acknowledge Document (Blanket Purchase Agreement): QF-BPA-4

Main
“ General
Procurement BU  Gatar Founaaton Supplier UV Contracting o Start Date
Agresmaent QF BPA4 Supplier Site  Dona Ena Date
upplier C UV Uswe
Status  Peod Svpplies Cpntngt U y Agraement Amount 25 000 00 QAR
Communication Method  None
Surac.. Vshmos Fuieue Minimum Release Amount
Description

Creation Date

Supplier Agreement

Terms N
Required Acknowleagment Payment Terms
Acknowledgment Due Date  20/04/2022 Shipping Method
Freight Terms
¥oB

Acknowtedgment Note

Step 8
The system will display a warning message “The document will be accepted. Do you want to continue?”
Click “OK” and then click “Done” The agreement is acknowledged and notification is sent to the buyer.

X

Warning
The document will be accepted. Do you want to continue?

(PO-2055013)
Cancel |
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Supplier Acknowledgment to Purchase Order

This section covers guidelines for supplier acknowledgment of the purchase order. The process
involves the below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal Tools Procurement Extensions

Supplier Portal

Things to Finish
Step 2

Under the “Orders” tab, click on “Manage Orders”.

Tasks

Orders

+ Manage Orders

« Manage Schedules

Agreements

« Manage Agreements

Shipments

« View Receipts

« View Returns
Contracts and Deliverables
« Manage Deliverables

Invoices and Payments

« Create Invoice
« View Invoices

» View Payments

Negotiations
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Step 3

The system will display a popup dialog box “Manage Orders “Search for the required Purchase Order
based on search criteria such as Sold-to Legal Entity, Bill-to BU, Supplier Site, Order and Status.

®

3 oPa
0 o

Qatar Foundation
Manage Orders @

Headers  Schod:

4 Search Agdvanced Manage Watchlist Saved Search Al Ordors

Sold-to Legal Entity

Order
Bill-to BU v Status | Pending Supplier Acknowledgment v
Supplier Site A Include Closed Documents No v
search [Reset | Save...
Search Results
Actions v View v Format w & Freeze Detach
Order Order Date  Description Supplier Site Buyer Ordered Currency Status &'g. Sotton

No search conducted

Columns Hidden 24

Step 4

Under Search Results, the line depicting the required PO will appear.

Click on PO number.

Manage Orders @

Headers

4 Search Agvanced Manage Watchlist Saved Search Al Orders

Sold-to Legal Entity

Order
Bill-to BU v Status | Pending Supplier Acknowiedgment v
Supplier Site v Include Closed Documents | No v
Search Reset Save..
Search Results

Actons v View v Fomaty 5T [ Freeze Detach

Order Order Date Description Supplier Site  Buyer &% Ordered Currency Status cﬁ:'h Stastion
3 2 Doha Notwar Ray 1200000 QAR Pending Supphier Acknow ment 3000372022

10018 3 2 Doha Natwar Ray 1000000 QAR Penading Suppher Acknow ment 300372022
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Purchase Order Window Opens

®

) danando
Quatar Foundation

Purchase Order: 10021

@

OB Q8 w

Main Torms
4 General
Sold-to Legal Entity  Qatar Foundaton Supplier UV Contracting id Ordered 12,000 00 QAR
K [ 1
Bill-to BU  Qatar Foundation Supplier Site  Doha Description
10021 ert
Order 1002 Supplier Contact UV User Source Agreement
Status  Ponding Sup Bill-to Location JF-HO Locaton Supplier Order
Buyer Natwar Rapawat Ship-to Location Test_QF.HO Locator
Creation Date  20/03/2022
Terms 5 and Atachments
Required Acknowledgment Document Shipping Method
Acknowledgment Due Date 1410472022 Freight Terms Pay on recoipt
Payment Terms  Net 45 FoB Confeming order
4 Addllamat balaean b

Step 5

Click on the “Acknowledge” button displayed on the upper right-hand corner.

®»

ol duango
Qutar Foundation

Purchase Order: 10021

©]

AP o w

o e o £

Main  Contact Torms
4 General
Sold-to Legal Entity Qatar Foundason Supplier UV Contracting Id Ordered 12,000 00 QAR
il - C ¥ 7 h

Bill-to BU  Qatar F-oundaton Supplier Site  Doha Description
Order 10021 Supplier Contact UV Usert Source Agreement
Status  Pending Supphior Acknowlodgment Bill-to Location  Test_QF HO Locaton Supplier Order
Buyer..- Natwet Rejewat Ship-to Location  Test_QF -HO Lc

Creation Date 201032022

Terms s and Attachments

Required Acknowledgment  Document Shipping Method
Acknowledgment Due Date  14/04/2022 Freight Terms Pay on receipt
Payment Terms  Net 45 FoB Conteming order
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The “Acknowledge Document” page opens Under “General” tab, enter Supplier Order notes

(Optional)

Acknowledge Document (Purchase Order): 10021

Main ontract Torm:
“ General
Sold10 Legal Entity
Order
Status
Buyer
Creation Date
Terms s

Required Acknowledgment

Acknowledgment Due Date

Acknowledgment Note

4 Additional Information

Buyer KPtAmount)

Step 7

Qatas

10021

Ponang Supphur Acknowl

Natwar Rajewat

032022

Documant

14042022

Supplier
Supplier Site
Suppller Contact

Bili-to Location

Ship-to Location

Payment Terms
Shipping Method
Freight Terms

FoB

PO Tendering Method

UV Contracting Itd
Doha

UV User!

Not 45

Under “Terms” tab, enter Acknowledgment Note (Optional),

Click Accept

Acknowledge Document (Purchase Order): 10021

Main ontract Torms
4 General
Sold10 Legal Entity
Order
Status
Buyer
Creation Date
Terms N and Attachmaonts

Required Acknowledgment

Acknowledgment Due Date

Ponding Supphor Acknowlodgme

Qatar Foundoton

10021

Natwar Rajawat

032022

Documant

14042022

Acknowledgment Note

4 Additional Information

Buyer KPi(Amount)

Supplier UV Contracting itd

Supplier Site  Doha

Supplier Contact UV User1

Bi-to Location  Tos!

Ship-to Location  Tos

Payment Terma  No

Shipping Method
Freight Terma

FoB

PO Tendering Method

t_QF MO Locaon

1_GF-HO Location

145

Ordered  12.00000 QAR

Description

Py 00 recept

Contuming order

Context Prompt

Ordered  12.000.00 QAR

Description

Source Agreement

Supplier Order

Communication Method  None

Py 0n recopt

Contuming order

Context Prompt
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Step 8

The system will display the warning message “The document will be accepted. Do you want to

continue?”

Click “OK” and then click “Done”.

The Purchase Order is acknowledged, and a notification is sent to the buyer.

/\ Warning

The document will be accepted. Do you want to continue?
(PO-2055013)

X

Cancel
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View the Pending Purchase Order Schedule

This section covers guidelines to view pending purchase order schedules. The process involves the
below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev Sajeev!

Supplier Portal Tools Procurement Extensions

Things to Finish
Step 2

Under the “Orders” tab, click on “Manage Schedules”.

Tasks

Orders

« Manage Orders
l « Manage Schedules I

Agreements

« Manage Agreements

Shipments

« View Receipts

» View Returns
Contracts and Deliverables
* Manage Deliverables

Invoices and Payments

 Create Invoice
» View Invoices

» View Payments

Negotiations
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Step 3

The system will display the dialog box, “Manage Orders “Select “Schedules”, then click on the
“Search” button.

o e @

Qatar Foundation

Manage Orders @ [ one |
Heacors] Schedules
4 Search Agvanced Manage Watchlist Saved Search Al Schedulos v
Sold-to Legal Entity v Supplier item
Supplier Site v Box Ship-to Location Q
Order Status v

Line Description

E Reset Save..

Search Results

Order Supplier Site Line Line Description :.“"‘;‘9"“ Schedule m uom ;‘:"""“ Price Ordered Currency Status Ship-to Loc:
Under “Search Results”, the system will display pending schedule, purchase orders.
Manage Orders @ E
4 Search Agvanced Manage Watchlist| Saved Search | Al Scheduws v

Line Description

sene e one

[Search Results

Atios v View v Fomat v ] = Frenze 'y Detach virap

Order Supplier Site Line fuppier  schedule m uom Price  Ordered Currency Status ShiptoLocation  Roquested  Promised &
0 PES
£AC
n + EACH
na EACH
o EACH
ona
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Manage Deliverables

This section covers guidelines to submit the deliverables. The process involves the below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev Sajeev!

Supplier Portal fools Procurement Extensions

Supplier Portal

Things to Finish
Step 2

Under the “Contracts and Deliverables” tab, click on “Manage Deliverables”.

Tasks

Orders

« Manage Orders

+ Manage Schedules
Agreements

« Manage Agreements

Shipments

« View Receipts

« View Returns

Contracts and Deliverables

« Manage Deliverables

Invoices and Payments

« Create Invoice
« View Invoices

* View Payments

Negotiations
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Step 3

In the “Manage Deliverables” page, you can search and review the details of deliverables under the
search result.

Q Q[:l[? uc

D Aaando
Qutar Foundation

Manage Deliverables @ W

4 Search Saved Search | My Deliverables v

Deliverable Name ' Starts with v Document Type Equals v v
Status Equals v v Document Number Starts with v
Oue Date | Equals v fo
Type | Equals v v
- =
Search Results
Actons v View v Formal w Vs Freeze Wrap

Deliverable Name Status Deliverable Type Document Type Document Number DueDate &% Party Name

Resoutce Pianning A Open Contractus! Standard Purchase Order 10024 050412022 UV Contracting itd

L {\ Open Contractual Standard Purchase Order 10024 07042022 UV Contracting itd

Pr Submatted Contractual Standard Purchase Order 10020 10104/2022 UV Contracting itd

Step 4

Select the line and click Edit to submit the deliverables.

Manage Deliverables @ M
4 Search Saved Search | My Deliverables v
Delivorable Name ' Starts with v Document Type Equals v v
Status ' Equals v v Document Number = Starts with v
Due Date Equals v | sd/mmvyyyy e
Type Equals v v

Search Reset Save..

Search Results

Box
Actons v View v Format w Freeze Wrap
Deliverable Name Status Deliverable Type Document Type Document Number Due Date & v Party Name
Resource Planning A\ Open Contractual Standard Purchase Order 10024 050412022 UV Contracting itd
License details )\ Open Contractual Standard Purchase Order 10024 070042022 UV Contracting Itd
Progoct Plan Submitted Contractunl Standard Purchase Order 10020 1000472022 UV Contracting itd
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Step 5
In the “Edit Deliverables” page, click the Attachments tab.

Edit Deliverable: License details

Name License details Status | Open

Type Contractual Description

Responsible Party Type External
External Party Name UV Contracting itd Notes
External Party Contact UV Contact2
Internal Party Name Qatar Foundation
Internal Party Contact Natwar Rajawat

Requester

Details |} Attachments J Status History

Due Date Notifications

Due Date 07/04/2022 & Bior o die date
Due Date Description

Period 3 Days
Period 1 Weeks v On status change
When After ¥ When deliverable is overdue

Event Contract Active Escalate after due date

Step 6
Click “Add (+)” button to attach the required files.

Edit Deliverable: License details

Name License details Status  Open

Type Contractual Description
Responsible Party Type External
External Party Name UV Contracting itd Notes
External Party Contact UV Contact2

Internal Party Name Qatar Foundation

Internal Party Contact Natwar Rajawat

Requester
Details  Attachments  Status History
Actions w View w .
Type Category * File Name or URL Title

No data to display.
<

A
A
©)
@
A
A
Description
>

Save and Close Cancel
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Step 7

Attach the required file and enter the Title and Description

Edit Deliverable: License details

Name License details Status | Open
Type Contractual Description
Responsible Party Type External //
External Party Name UV Contracting itd Notes
External Party Contact UV Contact2
Internal Party Name Qatar Foundation %
Internal Party Contact Natwar Rajawat
Requester
Details Attachments Status History
Actions v View w -+ X
Type Category * File Name or URL Title Description
File Miscellaneous v | License file txt |Update... License-2022 License-2022 ]
< >

Rows Selected 1

Step 8

Change the status to “Submitted” and Save

Edit Deliverable: License details

Name License details
Type Contractual
Responsible Party Type External

External Party Name UV Contracting Itd

External Party Contact UV Contact2
Internal Party Name Qatar Foundation

Internal Party Contact Natwar Rajawat

Requester
Details  Attachments
Actions v View w -+ X
Type Category * File Name or URL
File v Miscellaneous v | License file.txt |Update...
<

Rows Selected 1

Status | Open v
De Open
Submitted
Notes

Status History

Title

License-2022

Save and Close  Cancel |

VZ
4
Description
License-2022
>
Cancel ‘
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View the Purchase Order Receipt
This section covers guidelines to view purchase order receipts. The process involves the below steps.

Step 1
Click on the “Supplier Portal” tab

Good evening, Sajeev Sajeev!

Supplier Portal fools Procurement Extensions

Things to Finish
Step 2

Under the “Shipments” tab, click on “View Receipts’.

Tasks

Orders

+ Manage Orders

* Manage Schedules

Agreements

+ Manage Agreements

Shipments

« View Receipts

« View Returns
Contracts and Deliverables
* Manage Deliverables

Invoices and Payments

» Create Invoice
* View Invoices

» View Payments

Negotiations
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Step 3

The system will display the dialog box, “View Receipts”.

Search for the required receipt based on search criteria such as Receipt, Organization, Purchase
Order, Supplier Item, Shipment, Item, Receipt date.

View Receipts m

4 Search Agvanced | Saved Search Al Receipts v
** Receipt ** shipment v
Organization v ** ttem v
** Purchase Order v I ** Receipt Date | 01/01/2022 e 10107/2022 fo I

Supplier Item

Search Results

View v
Receipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site
2800372022300, QF Warehouso 10014 Doha
280032022 300, Ql Doha
Doha
Doha
Doha
030472022 3.00 QF Warehouse C
Step 4
Under Search Results, the line reflecting the required receipts will appear.
Click on the receipt number.
View Receipts W
4 Search Agvanced | Saved Search Al Receipts v
** Receipt ** Shipment v
Organization v ** item v
** Purchase Order v ** Receipt Date | 01/01/2022 fo - 19072022 fo
Supplier Item
Search Reset Save..
Search Results
View v
Receoipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site
2800372022300 QF W Doha
0372022 3 00, QF W Doha
Doha
Doha
Doha
Doha
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Step 5
Receipt window opens.

Verify all details.

Receipt: 9

Summary
Supplier UV Contracting itd
Shipment
Shipped Date
Shipping Method
Number of Supplier Packing Units

Supplier Site Doha

» Additional Information

Lines
Actions w View w 5T
Item
item Doscription Document Type
1000002 Expense ltem Purchase order

Qatar Foundation

Document
Number

10014

Packing Slip
Waybill

Bill of Lading
Note

Attachments None

Ordered

Box

UOM Name  Currency

0 EACH

Recelpt Date

28/03/2022 3.44
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Supplier Invoice Creation
This section covers guidelines of supplier invoice creation. The process involves the below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal fools Procurement Extensions

Supplier Porta

Things to Finish
Step 2

Under the “Invoices and Payments” tab, click on “Create Invoice”.

Tasks

Orders

» Manage Orders

« Manage Schedules

Agreements

« Manage Agreements

Shipments

« View Receipts

« View Returns
Contracts and Deliverables
« Manage Deliverables

Invoices and Payments

 Create Invoice

* View Invoices

« View Payments

Negotiations
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The system will display a popup dialog box “Create Invoice” page.

®

Greste mvocd ©

Supplier is responsible to ensure the validity, accuracy and completeness of the banking details selected for each invoice.

* Identifying PO [ QF-PO-

E2

Supplier
Taxpayer ID
Supplier Site
Address

Invoice Currency
Lines

View v

* Number * Type

No data to display.

Step 4

Procurement Relations

DOHA

QAR - Qatari Riyal

B CancelLine

* Number * Line

Enter “Identify PO’ details.

Qatar Foundation, Al Rayyan, Doha, DOHA

* Schedule

Payment Currency ‘ QAR - Qatari Riyal

Invoi

*

* Remit-to Bank Account i 003098761001

* Attachments

None =j=

* Description ‘ Test

* Invoice Number ‘ test123

Purchase Order

Retainage

Note: The supplier details are defaulted from the PO.

Create Invoice @

* identitying PO
Supptier

Supplier Site

Addross

10015 -
UV Contracting 8
Doha

Westbay. DOHA, QATAR

Supplier Tax Registration Number

Unique Remittance Identifier

Unique Remittance Identifier Check
Digit

Customer

* Customer Taxpayer 1D

Lines

View v

* Number * Type

* Number * Line

No data 1o dplay

087654321 v

Purchase Order

* Schedule

Total

Box

Retainage Remaining Retained Invoice Number

Please enter the Remit to Bank

Account

Taxpayer 1D

Description

Attachments

None
Tax Control Amount

Payment Currency QAR - Qatal Rial

Consumption Advice

Number

Name Qatar Foundation
Address
Supplier item

Line

Item Description

* Number

NP a
Submit @

ice Actions w

Date | 20-Feb-2025 ]

Note: If Invoice date is older
than 6 month then please
provide justification
attachment.

Type Invoice

Sup|
Retained Invoice Line

invoco Actons ~ [0 [T s

tnvoice Number

* Date
* Type

voice

Involce Currency QAR - Qatan R

Ship-to Location Tax Classification

Pag

il

Avallable
Quantity

e 350f41



Step 5
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Enter the invoice number in the Number field, Date, and Bank account. Also, attach the supporting files.

Create Invoice @

* identifying PO
Supplier
Supplier Site

Address
Supplier Tax Registration Number

Unique Remittance Identifier

Unique Remittance Identifier Check
Digit

Customer

* Customer Taxpayer ID

Lines
View v o E
* Number * Type

No data to display.

Step 6

10015 v
UV Contracting id
Doha

Westbay, DOHA QATAR

67654321 v

Cancel Line

Number * Line * Schedule

Total

* Remit-to Bank Account | 0768790769079 v

Please enter the Remit to Bank
Account

Taxpayer 1D

Description

Tax Control Amount

Payment Currency QAR - Qatan Rial

Name Qatar Foundaton

In “Lines” tab, click Select and “Add” icon.

Create Invoice @

* identifying PO
Supplier
Supplier Site

Address
Supplier Tax Registration Number
Unique Remittance identifier
Unique Remittance identifier Check
Digit

Customer

* Customer Taxpayer ID

Lines

View v o

* Number * Type
.
N
No data to display

10015 v
UV Contracting d
Dona

Westbay, DOHA, QATAR

H87654321 v

Cancel Line

Purchase Order

umber * Line * Schedule

Total

Address
Consumption Advice
Supplier Item Item Description
Number Line
* Remit-to Bank Account | 0768790769079 v

Please enter the Remit to Bank

Account
Taxpayer ID
Description
Attachments  File1-Bill copy o X
Tox Control Amount

Payment Currency QAR - Qatari Ria!

Name Qatar Foundation

Address

Consumption Advice
Number

Supplier Item Item Description

Line

mocs cions v [0 R e

l * Number | INV-110015 I

Invoice Number

l * Date 10072022 fo I

* Type

Invoce v

Invoice Currency QAR - Qatan Rial

Box

Available

Ship-to Location Quantity

Tax Classification

* Number | INV-110015

Involce Number

* Date 190772022 Y
* Type | Invoxe v
Invoice Currency QAR - Qatar Rial
Box
Available
Ship-to Location Tax Classification Qua
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Step 7

The system will display a popup dialog box “Select and Add: Purchase orders” Select the PO by
clicking in the row.

After applying, click “OK”.

Select and Add: Purchase Orders

Search Results

View v §Ed " Detach 7“.:1”‘

. |

Purchase Order
Ship-to Location
Number Line Schedule Number
Test_QF-HO Location

Test_QF-HO Locaton

Step 8

To save the invoice, click the “Submit” button.

Create Invoice @

Invoice Actons v ave and Close

BeatitinpP0 1001 * Remit-to Bank Account | 0798790789079 v * Number | INV-10015
Supplier UV Contracting itd —
Supplier Site Doha ::mmnn.mnmum Involce Number
Address Westhay, DOHA, QATAR -
Taxpayer ID Date 160772022
Supplier Tax Registration Number v Type Invoice
2 Description
Invoice Currency QAR - Qatan Rial
Unique Remittance Identifier Attach Filo1-Bat copy d 3¢
Unique Remittance Identifier Check
Digit Tax Control Amount
Payment Currency QAR - Qatan Rial
Customer
Customer Taxpayer 1D 967654321 = Name Qutar Foundation
Address
Lines
Veww 4 X [ Cancelline
Purchase Order Consumption Advice Aval
* Number * Type Supplier tem Item Description Ship-to Location Tax Classification M""'
Number * Line Schedule  Number Line
m .
I\\ 1 ftom v 10015 1 1 Inventory ltem Test_QF HO Loca w v
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Step 9
A confirmation will pop up confirming the submission of the invoice.

The created invoice opens, and a confirmation message of invoice submission will appear once the
invoice is successfully submitted.

[T g0
Quta Laticn
Invoice: INV-10015
identitying PO 10015

..................

A. QATA
Suppiler Tax Re, aistrat. on

Customer

Custom ayer 1D gal Entity

Address
Lines
View
- Consumption
Purchase Order
Advice Supplier ttom Location of Final
Number Type Itom Description Ship-to Location Ship-from Location Tax Classification Disc!
Number Line Scheduld Number Line
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View Invoices

This section covers guidelines to view the created Invoices and their status. The process involves the
below steps.

Step 1
Click on the “Supplier Portal” tab.

Good evening, Sajeev SajeeV!

Supplier Portal Tools Procurement Extensions

—
EE

_+_

Supplier Portal

Things to Finish
Step 2

Under the “Invoices and Payments” tab, click on “View Invoices”.

Tasks

Orders

* Manage Orders

« Manage Schedules

Agreements

« Manage Agreements

Shipments

« View Receipts

« View Returns

Contracts and Deliverables

« Manage Deliverables

Invoices and Payments

« Create Invoice

« View Invoices

« View Payments

Negotiations

Page 39 of 41



. 44 é_o
Qatar Foundation

Step 3

Search for the required invoice based on search criteria such as Invoice number, Purchase order,

Supplier.
Click “Search”

View Invoices

4 Search

** Supplier v Invoice Status
: Box
Supplier Site v Psid Status
** Purchase Order Payment Number
Search Results
Veww T Detach

Invoice Purchase Unpaid
Number Invoice Date  Type Order Supplier Supplier Site A nt

No search conducted

Step 4
Under Search Results, the line reflecting the required invoices will appear.

Click on the Invoice number.

View Invoices

4 Search

** Supplier v Invoice Status
Supplier Site v Paid Status
** Purchase Order Payment Number
Search Results

View v §F Detach
Invoice Purchase Unpaid
Nus Invoice Date Type Order Supplier Supplier Site Amount
10/07/2022 Standard 10015 UV Contracting i Doha 2,100.00 QAR

Advanced Saved Search | All lnvoces v

ml et

Invoice Invoice Payment

Amount Status  Number Somonts

Agvanced Saved Search Al Invoices v

Search Reset Save..

Invoice Paymen
A nt Invoice Status Number Comments
2,100 00 QAR

If any payment has been made for the invoice already, you can refer to it under the “Payment Number”

column in the above search result itself.
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The invoice details window opens, and you can verify the Invoice line and Payment details.

Invoice: INV-10015

Business Unit
Legal Entity Name

Supplier or Party

Qatar Foundation
Qatar Foundation

UV Contracting itd

Invoice Amount

Unpaid Amount

Payment Currency

QAR

Tax Control Amount

Supplier Site Doha
Address Westbay DOHA, QATAR
Invoice Date  19/07/2022
Lines Payments
ltems
View v [y Detach
B 2 & o uom
Line Amount Description Quantity Unit Price Name
Number
1 2,000.00 Inventory item 2 1000 EACH 10015
Summary Tax Lines
View »
Line * Regime * Tax Name Tax Jurisdiction * Tax Status

Purchase Order

Line Schedule

1 1

* Rate Name

2,100.00 QAR

2,100.00 QAR

Invoice Type Standard
Description

Attachment  File1-Bill copy

Consumption
Receipt Advice Tax Determinants
Number Line Number Line Ship-to Location
26 1 Test_QF-HO Location
Shipping and Handling
Percentage Per Unit A Line Type Amount

No chinnina and handlina
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