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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

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 &

Change Description
Last Change Request 37008 Requested By vasu_ supash

Request Status  Canceled Request Date  01-Doc-2022

Organization Details  Tax identfiors  Addresses  Conlacts  Payments  Business Classifications  Products and Services

4 General
Company MANNAI TRADING COMPANY Tax Organization Type Corporation
Supplier Number 109 Status  Active

Supplier Type  Local Profit- SME Attachments None

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

A Warning x

POZ 2130300Malong 6dts will Create 8 Change tequest Sor e peofle Do you want 1o continue?

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

Edit Profile Change Request: 44007 [P — m ﬂmm

Change Description
Y
‘Organization Detaits  Tax Identifiers. Parlumsses Payments  Business Classifications  Products and Seevices
Actons v View v Format v o Status Active v Freeze " Detach Wrap

Name A JobTiwe A Email A% Phone AdTINISITAING  User Account  Status
I . UAT_Travel AccountsD 1 @mannai... [ Active A

Aguinaldo, Poala Emest Sr. Admin. Asst UAT_Poala o 074 {407 [] Actwve

Ahmad Syed, Sajid Deputy Manager - GIS. UAT _syod sajid@mannai com ga +O74 (+074)334 -] Actwve

Ahmed, Gayaz UAT_Gayaz Ahmedgimannai com.qa [] Actwve

Page 5 of 41



. .. a_o
Qatar Foundation

Step 5

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

Edit Profle Change Request; 4007 DEETEn

Change Description

.

Organizabion Datails ~ Tax Identifiers  Addresses  Contacts Payments  Business Classifications  Products and Seevices

Actions w View v Format v Status Active v ree Detach

Name & JobTitle aw Email A% Phone AdmInIStTaNG  User Account  Status
UAT_Travel Accounts0 1 @mannai [] Active ~
Aguinaldo, Poala Emest Sr. Admin. Asst UAT_Poala Aguinakdofimannai co._. +O74 [+874)440 [] Actnig
Ahmaed Syed, Sajid Diputy Manager - GIS +OT4 (+074)334 [] Active
Ahmed, Gayar UAT_Gayaz Ahmedgmannal com ga ] Actia

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 Freeze = 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 | Request for new contact person and user

informaton|

#

Organization Details  Tax identifiers  Addresses  Contacts  Payments  Business Classifications  Products and Senvices

Actions w View v Formalw 4 Status Active v «" Detach
Hame & Job Title aw Emall & Phone “""é'“'s"‘“"" User Account  Status
UAT_Traved Accounts0 ] gémannai Active
&
Aguinaide, Poala Emest St Admin. Asst UAT_Ponla Agunalo@mannai co, . +374 (+574)440 ] Aclive
Anmed Syed, Sapd Deputy Manager - GIS UAT_syed sajdi@mannai com ga +074 (+B74)334 (] Active
H H H “S b il
Verify all the details, then click “Submit”.
Review Changes m m
Change Description Request for new contact person and user
informaton
&
4 Contacts
View w Format w Freeze ' Detach
Name &% Job Title aw Emal &% Phone Administaive  User Account  Status Detals
+ Khadar, Abdul abkhadar@mannas com Active (=]
Columns Hidden T

Step 9

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

Company Profile @

Cancel Change Request mm

O There s a protie change request pending approval You may edi to make additonal changes

Change Description Request for new conlact person and user
§ Requested By  vasu, sujesh
Last Change Request 44007

informaton
Request Status  Pending Appror Request Date  10-Dwc-2072
*anding Approval

A

Organization Details  Tax idenbders  Addresses  Conltacts  Payments  Business Classifications  Products and Services.

4 General @ Confirmation

Company  MANNAI TRADING COMPANY Your profile change request 44007 was submitied for apasa

Corporation
Supplier Number 199 oKk s Actve
Supplier Type  Local Profil-SME

Attachments Mone
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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 Procurement Extensi

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, supesh Change Description

Last Change Request 37008
Request Status  Canceled Request Date  01-Doc-2022 p

Organization Details  Tax identfiors  Addresses  Conlacts  Payments  Business Classifications  Products and Services

4 General
Tax Ovganization Type Corporation

Company MANNAI TRADING COMPANY
Status  Active

Supplier Number 109

Supplier Type  Local Profit- SME Attachments None

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

A Warning x

POZ.2130300Malong 6dts will Creals 8 Change tequest for he peofle. Do you want 1o continue?

[ yes | o

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

Edit Profile Change Request: 61008

Change Description

y

Business Classifications  Products and Seqvices

Organization Detaits  Tax identifiers  Addresses  Contact]  Payments

Bank Accounts
Actons w View w Formalw = » Freeze Wrap
From
Primary  Account 1BAN Currency Bank Name Assignment  AccountName BIC BankCode  BamkBranch ok
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.

Edlt Profle Change Request: 61003 i [ e e

Change Description

y

Organization Defats  Tax Identifiers  Addresses  Conlacts Payments  Business Classifications  Products and Services

Bank Accounts
Account From Bank
Primary IBAN Currency Bank Name Assignment Account Name  BIC Bank Code Bank Branch
Number Dat Numk

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

Enter account number of IBAN unless account number is marked as requined
| * Country | | v | From Date 02-Jan-2023
Account Number IBAN
Bank Name * Currency -
Bank Branch

Allow international payments

4 Additional Information

In case if Bank and Branch is not available, please fill in the file send over mail and attach to organization level (Please refer PPT send over mail for any clarification)

Account Name Check Digits
Alternate Account Name Account Type w
Account Suffix Description

Create .Rnglncul
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The bank account is added under the “Bank Accounts” section.

Edit Pofle Change Request; 61008 oo i o

Change Description

A

Organizabion Datails ~ Tax Identifiers  Addresses Contacts  Payments  Business Classifications  Products and Services

Bank Accounts

Actions v View v Formale < & X @

Prima Account 1BAN Curren Bank Name Assignment  AccountName  BIC Bank Code Bank Branch  Conk
“’ Number <Y Date Numt

(] 680700800 QASSDOHBO000123456T890A. 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: 61003 e —" | T
I Change Description | Request 1o add bank account details)

&
Organization Datalls  Tax Identifiers  Addresses Contacts  Payments  Business Classifications  Products and Services
Bank Accounts
Acbons v View v Fomalwy 4 S M &
Account A Bank
Primary N IBAN Currency Bank Name Assignment Account Name  BIC Bank Code Bank Branch
umber b Numi:
(] 680700800 QASBDOHBO0001 2345678004 QAR AL AHLI BANK 02-Jan-2023

CITY CENTRE

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

Review Changes @m

Change Description  Request to add bank account dedails

V.
4 Bank Accounts
View w Format v
Prima Account [ K N e A nk nk p  Bank
ry Number BAN Currency Bank Name xslgmnl ccount Name  BIC Bank Code Bank Branci Numt
te
+ ] 6EO709890 QASBOOHBO0001Z34567800A. . 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”.

Campany Profle © zE

O Thereisa profila changa request panding approval. You may edd 1o make additional changes
Change Description  Request 10 add bank account details
Sesh
Last Change Request 61008 Requested By  vasu, sujes

Request Date  02.Jan-2023

Request Status  Pending Appeoval
A
Organization Detalls  Tax Identifiers  Addiesses Contacts Payments  Business Classifications  Products and Services
4 General @ confirmation x
Company MANNAI TRADING COMPANY LLC Your prafile change request 61008 was submitied for approval Corparabion
Supplier Number 154 OK | s Actve
Suppl 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

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.

R 5 51

Aando
Qatar Foundation
Manage Questionnaires @ m
4 Search Agvanced Manage Watchlist Saved Search  Requinng Attention v

** Questionnaire Title ** Status Not started Draft Resubmis: | w
** Questionnaire ** Response Due Date o fo
** Supplier Site \_/ ** Supplier Contact v
Search Reset Save..
Search Results
Actions w View w Format w =3 Freeze Detach wrap Respond
Questionnaire  Questionnaire Title Supplier Site Status Response .. pop

Columns 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”.

ua%im C] I:l @ uc

Quatar Foundation

Manage Questionnaires @

4 Search

** Questionnaire Title ** Status | Not started, Drafl Resubmis:| w

** Questionnaire

** Response Due Date | dmmyyyy fe
** Supplier Site - ** supplier Contact -
Search Reset Save..
Search Results
Actions w Vew w Fomatw 0§ Freeze u' Detach Wrap .
Guestionnaire  Guestionnaire Tithe Supplier Site  Status g::pg;‘;‘ View PDF
10 Roview of OF Busingss code of conduct and ofhics 1 Not started =)

Columns Hidden §
Questionnaire window opens.

Q' N P @ uc
Jad Basiwdo

Quatar Foundation

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

Zone Arabla Standard Time
4 Questionnaire

Title Rf‘vnow of QF Business code of conduct and

athics 1 Supplier UV Contracting Itd Status Draft
Procurement BU  Qatar Foundation Supplier Site Due Date
Requested By ~Sivasooriyan Rajendran Responder UV Contact?

Attachments None

Questions Progress Section 1 Supplier Registration Questionnaire v

Supplier Registration Questionnaire

* 1. Does your organization have documented policies and procedures?
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
accentance to the same bv selecting "Yes" from the aotions below.
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Step 5

Under “Questions” section, enter the required responses.

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

4 Questionnaire

Titge v of QF Business cods of conduct and Supplier LV Cantracting Bd
Procurement BU  Citar Foundation Supplier Site
Requested By  Sivasooriyan Rapsndran

Duestions

Responder LV Contact?

Progress
Supplier Registration Guestionnaire
"1 Does your organization have polickes and 7
a. Yos
® b No

* 2 Does your organization have a wiitten and documented Health, Safety and Environment policy?
a Yas

® b No

* 3 You may kindly read the *OF Business Code of Ethics® and *OF Code of Conduct for Suppliers” and provide your
acceptance 1o the same by selecing "Yes™ from the oolions below.

Step 6

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

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

4 Questionnaire
Reveaw of OF Busaness code of conduct and
T s 1

Supplier LW Contrachng &d
Procurement BU  Catar Foundation

Supplier Site
Requested By  Swvasooiyan Rapndan Responder LN Contact?

Questions Progress
Supplier Registration Guestonnaire

* 1. Does your organization have polches and T
a Yos

® b No

* 2 Does your organization have a wiitten and documented Health, Safety and Environment policy?
a Yas

® b No

* 3 You may kindly read the *OF Business Code of Ethics® and *OF Code of Conduct for Suppliers” and provide your
acceptance 1o the same by selecing "Yes™ from the oolions below.

Box

1o Arabia Standard Time
asl Saved 2007/2022 8.43.AM

Status  Dralt

Due Date

Attachments None

Section 1. Suppier Regatraton Questonnains (Completed)

B

o Zone Arabia Standard Time
asl Saved 2007/2022 8.43.AM

Status  Dralt

Due Date

Attachments None

Section 1 Suppier Rogatration Questonnaire [Completed)

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

+ Confirmation

Response to questionnaire Review of QF Business code of conduct and ethics 1 is submitted.

o |
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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

Things to Finish

Step 2

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

Tasks

Orders

* Manage Orders

+ Manage Schedules

Agreements

« Manage Agreements

Shipments

+ \iew Receipts

+ View Returns
Contracts and Deliverables
+ Manage Deliverables

Invoices and Payments

« Create Invoice
+ View Invoices

+ \iew 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

4 Search

Procurement BU v
Supplier Site £l
Agreament

Search Results

Actions w View v Fomalw T [3 Freeze = Detach rap

Agresment Description Supplier Site Buyer

No search conducted

Columns Hidden 29

Step 4

Agdvanced Manage Watchlist Saved Search Al Agreements w

Status | Pending Suppher Acknowledgmenl v |

Include Closed and Expired Documents No v

Search Reset Save..

Change Creation
Amount Amount Y Status End Date Order  Date

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

Manage Agreements @

Manage Agreements

Headers  Lines
4 Search
Procurement BU b
Supplier Site L
Agreament
Search Results
Achons v View v Format v §T ¥ Fresze Detach rap
Agreement Description Supplier Site Buryer
Doha Natwar Rapwal
QF-BPA-3 Doha Natwar Rajawat

Columns Hidden 20

Advanced Manage Watchlist Saved Search | All Agreements w
Status | Pending Supplier Acknowledgment v

Include Closed and Expired Documents  No v

Search | Reset| Save..

Change Creation
Amount "¢ ency Status End Date [ 0n0¢ SO
25,000.00 000 QAR Pending Su 300372022
125,000.00 000 QAR Ponding Su 30032022
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Step 5

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

uu%w ORP Q w

Qatar Foundation

Blanket Purchase Agreement: QF-BPA-4 & | Actions » Ml oone |

Main
4 General
Procurement BU  Qtar Foundation Supplier UV Contraxcting it Start Date
Agreement  QF-BPA4 Supplier Site  Doha E£nd Date
b UV Usert
Status  Ponding Supplier Acknowledgment Supplier Contact. V. Agreement Amount 25,000 00 GAR
o " Supplier Agreement
Buyer Natwar Rajawos Minimum Release Amount
Creation Date 300372022 Communication Method None
Released Amount 0,00 QAR
Description
Terms  Notes and Attachments
ired Acknowl Jocument hipping Meth,
Required Acknowledgment  Document Shipping Method P e
Acknowledgment Due Date 2042022 Freight Terms 5
Contiming order
Payment Terms FoB

Step 6

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

Acknowledge Document (Blanket Purchase Agreement): QF -BPA-4 | ccept | oot [l Cance |
Main
-4 General
Procuremaent BU  Qatar Foundabon Supplier M Contracting Hd Start Date
Agresment OF -BPA-4 Supphiar Site  Doha End Date
Staiwe  Poncing Supplier Acknowiedgment Supplier Contact UV User!

Agresmant Amount 25 000 00 QAR

Communicst Bon Method  Narm
Buyer Natwar Fajawat

Minimum Relsass Amount
Creation Date 0012002 Description
Supplier Agresment

Required Acknowledgment [ Payment Terms

Pary © o
Acknowledgment Dus Date 29 Shipping Method SN SO
Freight Term;
Acknowledgment Note wight Terms
FoB
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Step 7
Under the “Terms” tab, enter Acknowledgment Note (Optional), Click “Accept’.

Acknowledge Document (Blanket Purchase Agreement): QF-BPA-4 View l‘DF-i—u'.k ==
Main
-4 General
Procurement BU  Qatar Foundabon Supplier M Contracting Hd Start Date
Agresment OF BPA-4 Bupphier Site Jona End Date
Suppler Contact M Userl Anresanant Ans Al
Communication Method 14
Marimum Ralease Amount
Description
Required Acknowledgmant Payment Terms
Acknowledgment Dus Date 20042022 Shipping Method Conteming o1des
Acknowledgment Note wight Terms
FOoB

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.

Warning X

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

0K \ 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 Ex

Things to Finish

Step 2

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

Tasks

Orders

+ Manage Orders

+ Manage Schedules

Agreements

« Manage Agreements

Shipments

+ \iew Receipts

» View Returns
Contracts and Deliverables
+ Manage Deliverables

Invoices and Payments

« Create Invoice
+ View Invoices

+ \iew Payments

Negotiations
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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.

®

0 g o
Qutar Foundation

Manage Orders @

Headers S

4 Search

Sold-to Legal Entity

Bill-to BU
Supplier Site
Search Results
Actions v View v Format w &
Order Order Date Description

No search conducted
Columns Hidden 24

Step 4

Detach Wrap

Advanced Manage Watchlist Saved Search Al Ordors
Order
Status | Ponding Supplier Acknowledgment v

Include Closed Documents | No v

Search FM Save...

Life  Creation
Supplier Site Buyer Ordered Currency Status Cycle Date

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

Click on PO number.

Manage Orders @

Headers  Schedules

4 Search

Sold.to Legal Entity

Bill-to BU
Supplier Site
Search Results
Actions w View v Fomal w =
Order Order Date  Description
3032022
10018 3000372022

Buyer &%
Natwar Raj

Nabtwar Raj

Agvanced Manage Watchlist Saved Search Al Orders
Order

Status | Pending Supplier Acknowladgment v

Include Closed Documents | No v

Search Resst Save..

Life  Creation
Ordered Currency Status Cycle Date

1200000 QAR Joa2022

10,00000 QAR 302022
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Purchase Order Window Opens

Q OP & w

o g o
Qatar Foundation

Purchase Order: 10021}® [ Actions ¥ | Retresn [l one |

Main  Contract Terms
4 General
Sold-to Legal Entity  Qatar Foundaton Supplier UV Contracting I'd Ordered 1200000 QAR
K C 17
Bill-to BU  Qatar Foundaton Supplier Site Doha Description
Order 10021 Supplier Contact UV Usert

Source Agreement

Status  Pending Sup

Jodgme

Bill-to Location  Test_QF-HO Locaton Supplier Order

Buyer Nutwar Ragnwat Ship-to Location  Test_QF-HO Lc

Creation Date 200032022

Terms s and Atachments
Required Acknowledgment Document Shipping Method
Acknowledgment Due Date 141042022 Freight Terms Pay on recoipt

Payment Terms  Net 45 FoB Confeming order

PR PO R P S M

Step 5

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

Q OPpP Q w

sl danando
Qutar Foundation

Purchase Order: 10021 ® [ Actions ¥ | Retresn [l one |

Main  Contract Terms
4 General
Sold-to Legal Entity  Qatar Foundaton Supplier UV Contracting Itd Ordered 1200000 QAR
K C )
Bill-to BU  Qatar Foundation Supplier Site Doha o
Order 10021 Supplier Contact UV Usert

Source Agreement

Status  Pending Supp

Billto Location  Test_QF HO Locaton Supplier Order

twar Rogmwat
Buyer.. Natwac Rojewe Ship-to Location  Test_QF -HO Locator
Creation Date 301032022

Terms and Attachments
Required Acknowledgment Document Shipping Method
Acknowledgment Due Date  14/04/2022 Freight Terms Pay on receipt
Payment Terms  Net 45 Foe Confeming order
4 AddUlamal balnomnatinm
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Step 6

The “Acknowledge Document’ page opens Under “General” tab, enter Supplier Order notes
(Optional)

Acknowledge Document (Purchase Order): 10021

4 General

Sold-to Legal Entity  Qatas Fou

Supplier UV Conlracting id Groersd 1200000 AR
Order 1002 Supplier Site  Doha

reder 1 pplier Site n Description
Supplier Contact LV L

Status  Pending Su

Source Agresment

Buyer Matwar Rajawat Bill4o Location  Test_GF-HC Location Supplier Order
Croation Date 302022 =

Ship-to Location F-HO Loc

Terms nnd Attachmants
Required Acknowledgment  Documont Payment Terms Mot 45 Pay on receipt
Acknowledgment Dus Date 14042027 Shipping Methoed Confuming order
Acknowledgment Note Freight Tems
FOoB
P
4 Additional Information
Buyer KPI{Amount) PO Tendering Method Context Prompt

Step 7
Under “Terms” tab, enter Acknowledgment Note (Optional),

Click Accept

Acknowledge Document (Purchase Order): 10021 . Accept I Reject m [ Gancer |

Main
4 General
Sold-to Legal Entity Qs Fou Supplier UV Contraciing iid Groersd 1200000 AR
o
Order 10021 Supplier Site  Doha Description
Supplier Contact LIV L)
Status  Pending Su wpl Source Agreement
satwar Rajaw n: Tust_QF-HO Location
Buyer Natwar Rajawat BiN-to Location L Supplier Order
Croation Date 3002022 Ship-to Location F-HO Loc Communication Method  Nono
Terms N i Attachimants

Required Acknowledgment  Document Payment Terms  Not 45 Pay on recoipt
Acknowledgment Dus Date 14042023 Shipping Method Contuming order
Acknowledgment Note Freight Tems
FoB
-

4 pdditional Information

Buyer KPI{Amaunt) PO Tendering Method 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.

/A 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

Things to Finish

Step 2

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

Tasks

Orders

* Manage Orders

+ Manage Schedules

Agreements

« Manage Agreements

Shipments

+ \iew Receipts

+ View Returns
Contracts and Deliverables
+ Manage Deliverables

Invoices and Payments

« Create Invoice
+ View Invoices

+ \iew Payments

Negotiations
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Step 3

The system will display the dialog box,

“Search” button.

®»

pad doungo
Qatar Foundation

Manage Orders @

Heagersl Schedules

4 Search
Sold-to Legal Entity
Supplier Site
Order

Line Description

Search Results

Atons v View v Fomatw 57 [

Order Supplier Site

No search conductod.
<

v
v Box
Freeze Detach rap
Line Line Description fopplier schedule oantiny uoM

. 4 a_o

Qatar Foundation

“Manage Orders “Select “Schedules”, then click on the

OP 2 u

Agvanced Manage Watchlist Saved Search All Schedulos v

Supplier item

Ship-to Location

Status

Pricing
uom

Price

- rmet g

Ordered Currency Status Ship-to Loc:

Under “Search Results”, the system will display pending schedule, purchase orders.

Manage Orders &

Headers  Schedules
4 Search Agvanced Manage Watchlist| Saved Search | A1 Schedukes -
Sold-to Legal Entity - Suppiier tem
Supplier Site - Ship-to Location Q
Order status v
Line Description
e
[Search Results
actioes w Vew w Fomatw 51 [ Fresze [ Detach wrap
Order Supplier Site Line Description Supplier Schedule m uom Price Ordered Currency Status ;:':“.d &
Dot Expense em & EACH 16000 BO0.00 QAR Cased For 04042022
Dot Expense em & EACH 16000 BOO.00 QAR Ciosed For 04042022
Dona Expense fem 4 EACH 400000 QAR Clsed For Location  QSOA0Z2  OSAMNEZ
Dona Expense fem 10 EACH 10,00000 QAR 0S040ZT  OSOLR0ZZ
Doha Inventory fem 10 EACH 1,000.00 10,000.00 QAR Open on  QADAZ022  OAUO4ZE2
Expense em 2 EACH 500000 10,00000 QAR Open 18042002
Inveniory fem 10 EACH 100000 10,00000 QAR Open ahon  QADSROZZ  DAOZ002
Servces By Amount 1200000 QAR Open 08042022 OUHE2
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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

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

+ \iew Receipts

+ View Returns

Contracts and Deliverables

+ Manage Deliverables

Invoices and Payments

« Create Invoice
+ View Invoices

+ \iew 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.

» ABp ®

. uc
bt g
Qatar Foundation
Manage Deliverables @ [ 0one |
4 Search Saved Search | My Deliverables
Deliverable Name | Starts with v Document Type Equals v hd
Status | Equals w w Document Number  Stasts with
Due Date | Equals w || ddimmivyyy e
Type | Equals v v
Box

Search Resdits

Achons w View v Fomal v Freaze Wrap
Deliverable Name Status Deliverable Type  Document Type Document Number Due Date &% Party Name
Resource Planning £\ Open Confractual Standard Purchase Order 10024 05/04/2022 UV Conlracting itd
License details £ Open Contractual Standard Purchase Order 10024 07042022 LA Contracting itd
Project Plan Submitied Confractual Standard Purchase Order 10020 10004/2022 UV Conlracting itd

Step 4

Select the line and click Edit to submit the deliverables.

Manage Deliverables @ W
4 Search Saved Search | My Delverables v
Deliverable Name  Starts with v Document Type Equals v v
Status  Equals v v Document Number  Starts with v
Due Date  Equals v fo
Type Equals v v

Search Reset Save..

Search Results

Box
Actons v View v Format w . Froeze Wrap
Deliverable Name Status Type Type Number Due Date & Party Name
ning A\ Open Contractual Standard Purchase Order 10024 0510412022 UV Contracting td
Opon Contractual Standard Purchase Order 10024 0700472022 UV Contracting Itd
Submitied Contractual Standard Purchase Order 10020 1000412022 UV Contracting td
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Step 5

In the “Edit Deliverables”

Edit Deliverable: License details

Name

Type

Responsible Party Type
External Party Name
External Party Contact
Internal Party Name
Internal Party Contact

Requester

Due Date
Due Date 07/04/2022
Due Date Description

Period 1 Weeks
When After

Event Contract Active

Step 6

. .. a_o
Qatar Foundation

page, click the Attachments tab.

License details
Contractual
External

UV Contracting Itd
UV Contact2
Qatar Foundation

Natwar Rajawat

Details

Status  Open
Description

Notes

Attachments Status History

Notifications

v Prior to due date
Period 3 Days
v On status change
¥ When deliverable is overdue

Escalate after due date

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

Edit Deliverable: License details

Name

Type

Responsible Party Type
External Party Name
External Party Contact
Internal Party Name

Internal Party Contact

Requester
Actions v View w
Type Category
No data to display.
<

License details
Contractual
External

UV Contracting itd
UV Contact2
Qatar Foundation

Natwar Rajawat

Details

* File Name or URL

Status  Open
Description

Notes

Attachments Status History

Title

A
W
@
@
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
W
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 v Miscellaneous v | License file txt Updm} License-2022 License-2022 I
< >

Rows Selected 1

Save and Close Cancel

Step 8

Change the status to “Submitted” and Save

Edit Deliverable: License details

Name License details

Status | Open v
Type Contractual De! Open
Responsible Party Type External Submitted i
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 ¥ View v -+ X

Type Category * File Name or URL Title Description
File Miscellaneous v | License file.txt |Update... License-2022 License-2022
< >

Rows Selected 1
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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 Tools Procurement Ext

Things to Finish
Step 2

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

Tasks

Orders

* Manage Orders

+ Manage Schedules

Agreements

« Manage Agreements

Shipments

+ View Returns
Contracts and Deliverables
+ Manage Deliverables

Invoices and Payments

« Create Invoice
+ View Invoices

+ \iew 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 Recepls
** Receipt ** shipment Ll
Organization L ** ltem -
** Purchase Order - ** Receipt Date | 010172022 fe - 19072022 e |

Supplier tem

Roul Save...

Search Results

view v 5T

Receipt Receipt Date  Organization  Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site

9 28002022300, QF Warohouse 10014 Doha
2600072022 3.00..  QF Warehouse Doha
2800072022 300, QF Warehouse 10008 Daha
28002022 300, QF Warshouse Daha
21062022 300, QF Warohouse Daha
03042022300 QF Warshouse 10017 Doha

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

Click on the receipt number.

View Receipts m

4 Search Agvanced Saved Search Al Recepls
** Receipt ** shipment -
Organization L ** ltem -
** Purchase Order - ** Receipt Date | 010172022 fe - 19072022 e

Supplier tem

Search Resst Save..

Search Results

view v 5T
Receipt Receipt Date  Organization  Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site
28002022300, QF Warohouse 10014 Doha
2600072022 3.00..  QF Warehouse Doha
2800072022 300, QF Warehouse Daha
28002022 300, QF Warshouse Daha
21062022 300, QF Warohouse Daha
03042022300 QF Warshouse 10017 Doha

Page 32 of 41



Qatar Foundation

Step 5
Receipt window opens.

Verify all details.

Receipt: 9 e [T

Summary

Supplier UV Contrac Packing Siip

Shipment Waybill

Shipped Date BM of Lading
Shipping Method Note
Number of Supplier Packing Units Attachments Nome
Supplier Site Doha
» Additional Information

Box

Lines
Actions w View w 58
Quantity
ftem Document
item Document Type UOM Name Currency  Receipt Date
Description Number Ordered Net
1000002 Expense item Purchase order 10014 4 o 4 0 EACH 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

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

+ \iew Receipts

+ View Returns
Contracts and Deliverables
+ Manage Deliverables

Invoices and Payments

« Create Invoice

* View Invoices

+ \iew Payments

Negotiations
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Step 3

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

Create Invoice @ Invoice Actions ¥ EUST < |

* |dentifying PO v Remit-to Bank Account v * Number
Supplier UV Contracting td
Please enter the Remit to Bank Invoice Number
Supplier Site Account
Address Taxpayer ID * Date | dd/mmiyyyy Y
Supplier Tax Registration Number - Description Type | Invoice v
Unique Remittance Identifier Attachments None == Invoice Currency
Unique Remittance Identifier Check Tax Control Amount
Digit
Payment Currency
Customer
Name
Customer Taxpayer ID
Address Box
Lines
View ¥ Cancel Line
Purchase Order Consumption Advice Available
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification Quantity
* Number * Line *Schedule  Number Line

No data to display.
Total

Step 4
Enter “Identify PO” details.
Note: The supplier details are defaulted from the PO.

Create Invoice @ ST .o | save ana ciose JRCRSSUN Cancei |

* identifying PO | 10015 - * Remit-to Bank Account | | - * Humbar
Suppller UV Contracting i
Flease enter the Remit to Bank Invaice Humber
Supplier Site  Daha Acesunt
Address  Westbay, DOHA, QATAR Taxpayer ID Date | dd'mmiyyyy Fo
Supplier Tax Registration Number - Deseription * Type | tnvoice -
Unigue Remittance Identifier Attachments  Nona - Invoice Currency QAR . Qatar Rial
Unigue Remittance Identifier Check Tax Control Amount
Digit Box
Payment Cumency QAR - Qntari Rial
Customer
* Gustomer Taxpayer ID | GB7E54321 - Hame  Catar Foundation
Address
Lines
e ¥ Cancel Line
Purchase Order Consumption Advice Avallable
* Humber * Type Supplier ltem ltem Description Ship-to Location Tax Classification Gua
* Number * Line * Schedule  Mumber Line ity

Mo datn 1o deplay.
Total
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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

10015 L4

Supplier LV Contracting id
‘Supplier Site  Dona
Address Westbay, DOHA, QATAR
Supplier Tax Registration Number b
Unique Remittance Identifier
Unique Remittance Identifier Check
Digit
Customer
* Customer Taxpayer |0 | 687654321 -
Lines
View v 4 [ cancelLine
Purchase Order
* Number * Type
* Number * Line * Schedule

Mo data to display

Step 6

Total

* Remit-to Bank Account | OTST907EH07S L4

Flease enter the Remit to Bank
Account

Taxpayer ID

Description

Tax Control Amount

Payment Currency QAR - Qatii Risl

Name Catas Foundabon

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

Create Invoice @

* Identitying PO
Supplier

Supplier Site D

10015 v

UV Contracting g

oha

Address Wesibay, DOHA, QATAR

Supplier Tax Registration Number

v
Unique Remittance Identifier
Unique Remittance Identifier Check
Digit
Customer
* Customer Taxpayer ID | §87654321 v
Cancel Line
Purchase Order
* Number * Type
* Number * Line * Schedule

No data to display

Address
‘Consumption Advice
Supplier tem Item Description
Number Line
* Remit-to Bank Account | 0748790780079 \ 4

Please enter the Remit to Bank

Account
Taxpayer ID
Description
Attachments  File1-Bil copy = X

Tax Control Amount

Payment Currency QAR - Qatan Rial

Name Qatar Foundaton

Address

Consumption Advice

Supplier Item Item Description

Number Line

Invoice Ackons ¥ m Save and C Submit m

| * Number | INV-110015 I

Invoice Number

I * Date 19072022 Y I

* Type | Invoce v

Invoice Currency QAR - Qatari Rial

Available

Ship-to Location Quantity

Tax Classification

Invoice Actions v m Save and Close JEEIRSITS

* Number  INV-110015

Invoice Number

* Date  19:07/2022 Y
* Type  Invoxe v
Invoice Currency QAR - Qatan Rial
Box
Available
Ship-to Location Tax Classification Quantity
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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 i Detach | Select AN

|

rd

Purchase Order

Number  Line  Schedule Number

Step 8

Line

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

Create Invoice @

Identitying PO 10015

Supplier UV Contracting hd
Supplier Site  Doha

Address  Wesibay, DOHA QATAR

Supplier Tax Registration Number v

Unigque Remittance Identifier

Unique Remittance dentifier Check
Digit
Customer
Customer Taxpayer 1D 987654221 -

Lines

veww 4 ¥ | Cancelline

. . Purchase Order
Number * Type
* Number * Line * sehedule
1 Item v 10015 1 1

* Remit-to Bank Account | 0798790785079

Please enter the Remit to Bank

Account
Taxpayer ID

Deseription
Attachments  File1-Bil copy o= 3

Tax Control Amount

Payment Currency (AR - Catan Rial

Name Qalar Foundation

Address

Consumption Advice

Numbaer

Line

Supplier Item

Item Description

Inventory Item

Ship-to Location

Test_QF-HO Location

Test_QF-HO Locaton

* Number | INV-10015

Inveice Number

Date 190772022
Type  Invoice
Invelce Currency (AR - Catan Rial

Ship-to Location Tax Classification

i

Test_OF.HO Loca w -
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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.

3 o
Qatar Foundation

Invoice: INV-10015

Customer
Customer Taxpayer ID Legal Entity 1
Address
Lines
View w
" Consumption
Purchase Order
Adtvice Supplier Htem Location of Final
Number  Type R Dascription Ship-to Location Shiprom Location Tax Classification  SO8
Number  Line Schedul 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

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

+ \iew Receipts

+ View Returns

Contracts and Deliverables

+ Manage Deliverables

Invoices and Payments

« Create Invoice

* View Invoices

+ \iew Payments

Negotiations
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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 - Invoice Stat
Supplier Site Bax o Paid Stat
Purchase Order Payment Humbs
Search Results
View v 5T 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

** Invelce Number | INVHDO1S Censumpticn Advice

** Supplier - Involce Status
Supplier Site L Paid Status
** Purchase Order Payment Number
Search Results
View v 5F " Detach
Invoice Purchase Unpaid
Mumber Involce Date  Type Erdier Supplier Supplier Site Amount

1907/2022 Standard 10015 UV Contracting i8d Doha 2,100.00 QAR

Agvanced | Saved Search | All Invowes v

le b

Invoice Invoice Payment

Amount Status  Number Comments

Search Reset Save..

Invoice | e ciags P EYMEN

Amount Humber COmments

210000 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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Step 5
The invoice details window opens, and you can verify the Invoice line and Payment details.

Invoice: INV-10015 [ oone |

Business Unit Qatar Foundation Invoice Amount 210000 GAR

Legal Entity Name  Qatar Foundation imvoice Type  Standard
Unpaid Amount 2,100.00 QAR nvalce Type Slanda
Supplier or Party UV Conlracting Itd X
Payment Currency QAR Description
Supplier Site Doha ;

Tax Control Amount Attachment  Filo1-Bill copy
Address  Westbay, DOHA, GATAR

Invoice Date  19/07/2022

Lines  Payments

Items
View v [F o Detach
uom Purchase Order Receipt c°“‘;’v"i'°"e"°“ Tax Determinants
Line Amount Description ‘Quantity Unit Price Name
Number Line Schedule Number Line Number Line Ship-to Location
1 2,000.00 Inventary ltem 2 1,000 EACH 10015 1 1 26 1 Test_QF-HO Location
Summary Tax Lines Shipping and Handling
View ¥
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Al Line Type Amount

N shinnina and handlina
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