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1. Registering New Supplier

®  Go to Ministry of Finance (MOF) website: www.mof.gov.ae

® From the Main Page, Click on “Services” on the Red bar.

® Choose: Corporate, then: Supplier Registration

Sgnn Il E;ﬁ Listen | P Home | ContactUs | SiteMap | Inquiry | = Searchiin site.. P | Advanced Search | Help | FAQ | Careers | < | Wednesday, 15, October 2014

UNITED ARAB EMIRATES
MINISTRY OF FINANCE

Home @  AboutMinistry &  Federal Budget & [EERIERA) OpenData @  E-Participation

Corporate Suppliers registration
Home > Services

Government e-Procurement- Payable

Individual E-Dirham

Issuing Tax Domicile Certificate - Payable

Issuing Value Added Tax Certificates - Payable

® Gotothe service page in the Ministry of Finance website.

® (lick on “start service”

Suppliers registration Payable | £3) &gt

| click here to start sernvice

What is Supplier Registration?

Supplier Registration allows suppliers to deal with all federal ministries
by being informed about the latest practices and tenders issued by the
ministries. |t permits suppliers to purchase tenders directly from the
internet, as well as to obtain pricing requests from the federal ministries
and entering prices in accordance with each item. Supplier Registration I= User Guide
also allows them to be linked with any catalogue related to the offer. It

shows approved practices and tenders in addition to repealing or

amending tenders and practices that were not issued. 4

& Service Card

Supplier idendification
form
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® You'll get the below screen. Click on new registration as shown below:

Supplier Registration

All new suppliers are registered with our new system please check one of the below :-
2 New Registration -

) Renewal

) Subscribe to tenders

) Availzble tenders | bids

Tenders, bids and procurements (release date before 1st of September 2014 )
You only can follow up on the cld procurements by following the below :-

) Login

) Available tenders [ bids

® You'll get the below screen, Enter your User Name and Password if any.

Sign in

User Name

Password

Forget your passowrd ?

Create new account
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® Tocreate anew accountclick on “create a new account”, you'll get the below screen.

Sign in

User Mame

Password

Forget your passowrd 7

Creafte new account

Create New Account

User Mame (E-Mail): -
Password: *
Corfirm Password: .
Type : | Individual (=]
Mame :
Address : .
Mabile Mo, +
Phone No. :
Fax Ma. ¢
P.0 Bax :

Register Cancel
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Kindly fill the mandatory fields * then click on register.

You will receive a message that “Your account has been successfully created”.

Completed
Your account has been successfully created,

Continue

Message will be sent to your email address containing the User name and the Password. Close the screen and log in

again to the below link:

http://www.mof.gov.ae/En/services/isupplier/Pages/Suppliers.aspx/
® Repeat the steps 1and 2.

® Lloginusing the User name and the password sent to your email.

Sign in

User Name

Password

Forget your passowrd ?

Create new account

® Email will be sent to you with a verification code, enter the verification code.
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An Email has been sent to you contains the validation code, Please check your mail inbox and enter the validation code
that you recieve.

= Second Authentication Factor

Verification Code
Validate

® Thereis asecond Factor Authentication questions to secure your privacy in the portal. Please answer at

least 3 questions and save your answers.

Secound Factor Authentication Questions

This is a Two factor authentication to secure
your privacy in this portal, You request to
answer one of the questions that you configured
when you create your profile so you can finish
your login.

CQuestion wWhea is your favorite teacher 2 [ =

Who is your favorite teacher ?

Answer What is vour first job? G
When you came first time to UAE?

‘What is vour favorite band?

No records found.

Finish

® After you finish click on “Finish”, you'll get the below menu, click on new registration.

N
m Suppliers registration

e Share your satisfaction

Share your opinion © @ @

Supplier Request Status

New Registration
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® You'll get the below application. Fill all the needed information then click on save and continue.

Company Details

Company Name
(Rrabic) =

Cormpany Narme
(English)

Cormpany nams cannat be changed once it's saved

Cornpany Ragstration
Nurnber =

Contact Entityrmaltion

Ermail Adress *
Contact Name ™
Mobile Mumber *

Telephons Mumbser ™

Save and Continug

FroT
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® Fill the additional information needed about the company, then click save and continue.

Charmber of Commerte marmbarship Chawrbier of Commerce marmber ship 08012015

Certificate Number * Expiration Date =

Cormmercial Regestration Certficate Cormmercial Rasgestration Exparaton OOLZ0S

Bormber = Ciate

Trade Lerss Catficate Number Trade Lceree Expraton Cate oEOIRME
||

0 add Bddres

Mo records found,

O a3 Bani Dt

Bard ALCount Curreniy Barh AL COunt Bprd W Bank Brars=ch

Save and Continuse Back
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®  More information about your company, then save and continue.
‘Company Additional Details
e B L —
General Director's
Name
Activi
Mo Record Found
Partners
Owner Name Owner Nationality Percentage Partner ship Citizen partner work of place
No Record Found
Save and Continue Back
10- 50
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® You can attach the needed documents as shown below.

Attachments

write the name of the cerificate
here

Payment

Pay Fees

/ \No Record Found

|_C\amber Of Commerce mEEI \r

click here to upload the
Percentage Partner ship file

Bank Attachments

Commercial Agencies Record
Miscellanesus

Partner Ship Contract

Registration in the Commercial Register
Signature

ToBuyer

Trade License

select the certificate type

Submit Back

® The e-dirham page will pop up itinclude the “Amount” and the “Order Unique Number”, Enter the card

serial and pass code and click “Submit” then “Proceed”

Payment

Entity Name

order Unique Number
Amount

Description

e-Dirham Service
Order Date

Card Number

Pass Code

= Required

£33

MOF4
Test service 1
Pay-Web

I 2014/10/15 09:34:53 AM

crigyiSIUI ooyl
e-dirham

1 |47244499012u5595

1~ £33

"e

3 elp

Cancel

Verified by
VISA
learn more

MasterCard.

learn more
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2. Responding for the Supplier Evaluation Form

® You will receive a message by email requesting to fill an pre-qualification and evaluation form.

-------- Original message —-—--

From: Federalerp Notification <FederalerpNotification@mof.gov.ae>

Date: 16/05/2016 12:23 pm (GMT+04:00)

To:

Subject: FYI: Action Required: Please fill out the Supplier pre-qualification questionnaire

From  Ai8 demeoue siean Company  Default enterprise name
To ) Title  2lss 2ose -l e sy sall Cie a7 =3 sa¥supplier evaluation-Goods Supplier
Sent  16-MAY-2016 12:25:04 Number 453201

ID 12179615

Default enterprise name has requested you to fill out a pre-qualification questionnaire. Please follow these steps to respond:

1. Click here to view the registration status page.

2. Click on Respond.

3. Navigate to 'RFI' page.

4. Click on Update icon for RFI: 453201, s 2550 (ol sic (o pall 035 22 sai/supplier evaluation-Goods Supplier.
3. Answer questions and submit vour response.

® (lick the link provided in the email, you will be directed to the registration form.
® Scroll through the pages until “step 4 of 5”: Pre-qualification and evaluation RFI
°

Click on the update icon as per the snapshot

iSupplier Portal

Close Preferences Diagnostics

2
RFI Attachments
Save For Later I Back \ Step 4 of 5| Next

Pre-Qualification and Evaluation RFI
Title
Syl ~Juze il aic ou35900l viai 23g0sfevaluation-consultants

Update

|_Save For Later Back | Step 4 of 5| Next J

Close Preferences Diagnostics

About this Page Copyright (c) 2008, Oracle. Al rights reserved.

® Aweb page will open, divided into three sections:

1. Header: Which includes the main information for the RFI (Request for Information) like the response

validation date. The values in the header are not mandatory.
2. Artachments: Where the supporting documents will be attached

3. Requirements: The evaluation questions that require answers.

12- 50 I-Supplier Portal User Guide - English



aJUl 3,59
Ministry of Finance

Important Notes:
1. The questions are in Arabic.
2. Most of the required answers are a choice from a predefined list

3. Please do not respond to the personal information requirements like: A copy with the passport with

the unified number, A copy of the birth certificate, etc.
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® Header section

Close Preferences Diagnostics

Create 504423 (RFI 431300)

cancel | | view RA | d by Spreadsh: Save Draft | | Continue |
Title  S)licwl - bovawdll aic w0l viuas #3q0i/evaluation-consultants Time Left 1 day 23 hours
Close Date 04-May-2016 15:01:33

Supplier o, Lasiw Vi Oloas.aill S Sy Response Valid Until
RFI Currency AED ® o 7.

Response Currency AED
Price Precision Any Reference Number

Note to Buyer I

® Attachments Section

Attachments

Instructions:
Please attach the following documents:

1. A copy of the passport with the unified number
2. A copy of birth certificate

3. A copy of the UAE's identity from both sides

4. A copy of the residence / visa

5. A copy of the family book full and updated

Add Attachment.

Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

® Requirements Section

'Requirements

Expand All | Coliapse Al

+
&

Focus Title Target Value Response Value

=] Reguirements
RS E isilal witsdl

Je=zaoll &l a5l das)ll oo 830
sl AdS L 890
Lol oo B30l Losanll ozl Aoizoll &34l o< 5290

Syl Arnis 38 Lo U8l 15§ &S|yl Rusai

e
[T
[
sliiolls (3lesig Lp=o Joless LLAS 35org JI> (o8 (sugilall sLicioll Rogr usi solseall oo Wby =
—

@ | O it

Josl 831 o0 yolo Blacoll oo  aliad WS =
s Lo BBy slorys € ubgill Auasss o Lo l—
sliuall (nisyeill caloll I_E

s Lo Byl £l 530Vl Slpadl Ro &bl Slginw 3 JI VS Wd3uass 05 ol pis sill seaell 3ac

il BBl elrys § AVl Slpsdl 80 3800l o Balaall Slgiaw 5 I JMS 3] pi osdll s9asll 33

wapoll UleVl pliaigl Augoll Aol 3 Axally ddleio wislpds

Al Glozd Syl Acloin] OIS Liw gl &oyliwll wa S j

JSYIg a0l 5 ElaYl &jliios Aodlucoll
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® Please answer the questions and attach the supporting documents

Create Response: 504423 (RFI 431300)

slaniol) (sdseill walodl

Cuds Lo BB)l sl SRVl Slgzl 8o ALl Slgiw 3 Il UM Wdiuas 05 9l oo wsill sgasll sac

il Sy sl § RVl Olpzell B0 35900 arny Al Olgiw 51 M Lpisl] 05 (ol sgasll sac

wigall UloVl pliaigl o)l Aol 3 Axall; Aalsio Sislpd

a5l Gloxd Sy>ls Auslaiz] OIS;Linn sl &Ll i

SS2Yls 3203l 5 £Vl Roylisa; Andloall

&liwll alc) o9 dodluuoll

Cancel | | View RFI by | | save Draft Continue |
Title Syl n-consultants Time Left 1 day 23 hours
Close Date 04-May-2016 15:01:33
Header
Suppier SO LAwVIs Clat Aty $ES o= Response Valid Unti [31-May-2016 [
RFI Currency AED P ti Y &
Response Currency AED ple: 17
Price Precision Any Reference Number
Note to Buyer
Attachments
Instructions:
Please attach the following documents:
1. A copy of the passport with the unified number
2. A copy of birth certificate
3. A copy of the UAE's identity from both sides
4. A copy of the residence / visa
5. A copy of the family book full and updated
Previo 1-10 2
‘ ‘ Last Updated |Last | ‘
Type|Description Category |By Usage |Update Delete
csn Fle |Jgztall nluw anbxdll aasyl oo 630 From GUEST 02-May-2016 One-Time R
Supplier [
Fle | juswldl séc oo b0 From GUEST 02:M2y-2016 One-Tme  » &
Supplier 4 o
Lty & RSqIL | ogd0 280l ;.o 000 File 3liuoll ;o B33l Logandl Laz.ill roizoll gdgill oo 8330 From GUEST 02-May-2016 One-Time » m
Supplier &
NIESIPY s RO 285 v File | 3leig lp=o Jolen LLad 3gzg Jl> o8 wsugilall sLiioll 2091 285 wsolzeall ;o Alawy From GUEST 02-May-2016 One-Time » m
SLiuall Supplier -
File aSiycl auw From GUEST 02-May-2016 One-Time > @
Supplier s
File aoizo souhis JS.a From GUEST 02-May-2016  One-Time » i |
Supplier L
o , c aé b File | Jo=ll 8518 0 13lo sLinall oo (sleadi i From GUEST 02-May-2016 One-Time @
Supplier e
File | oabedll dius From GUEST 02-May-2016 One-Time m
Supplier @
soll oo File  &Licoll wsisyeill aloll From GUEST 02-May-2016 One-Time » m
Supplier [
asleVl Clae ail o J NS e il sqdiel File stV olpel go aasludl Slgiw 3 JI JMS D385 03 9l poy sill gl sac From GUEST 02-May-2016 One-Time » @
Supplier Ld
Add Attachment... Pre Next 10 @
5
Focus Title Target Value Response Value
(= Requirements
B B wugitall ol
Jgstall &l alll aasyll oo 50 Yes |w
omeawlill 2dc o 890 Yes
slauoll oo &30l Loganll asiall soizall g3gill oo 880 Yes|w
sLiially (3lesig Lp=o Jolen LLad 3925 Jl> (sd (sugilall sLiuinll Bo9: 2.8 wsolxall o ALy Yes |w
AS1 il Runsis 2 o Bl sy AShill s 100
@ Bl it
azon s piathss K
Jozll 85155 o0 y3lo sliniall o et S Yes [w
s o Bl sy § abgill Aunass 0B Lo 100

® After finishing you have 3 options:
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1. Save Draft: Keep the answers as draft until collecting all the required documents
2. Printable View: To keep a print out of the answers submitted

3. Submit: to submit the answers and continue to step 5 of 5

iSupplier Portal

Preferences Diagnostics

Create Response 504423: Review and Submit (RFI 431300)

Cancel | [ Back Validate | [‘Save Draft | [ Printable View Submit

Time Left 1 day 23 hours
Close Date 04-May-2016 15:01:33
Response Valid Until  31-May-2016
Reference Number
Note to Buyer

Tite ) luniaw] - Jucxauid] JiC (23,9001 Waias T390/ evaluation-
consultants
Supplier Ol,LaiwViy Oloaswaill S Sy
RFI Currency AED
Response Currency AED
Price Precision Any

® Upon submitting, you will return to step 5 of 5 for the final submission of your answers

iSupplier Portal

Close Picferences Diagnostics

e}
2 Attachments

3 Back | Step 5of 5

Additional Infori

nformation

Attachments
¥ TIP Attaching documents of category 'Trade License’, ‘Chamber of Commerce membership’, 'Registration in the Commercial Register’ is mandatory.

Instructions:
Please attach the following documents:

1. A copy of the passport with the unified number
2. A copy of birth certificate

3. A copy of the UAE's identity from both sides

4. A copy of the residence / visa

5. A copy of the family book full and updated

Click here for Payment

| “n iSupplier Portal

Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status via email in due course.

About this Page

Close Preferences Diagnostics

Close Preferences Diagnostics

Add Attachment...
[idle [Type [Description [Category [Last Updated By [Last Updated  |Usage | update Delete
Trade Li e File Trade License Trade License FMIS12_ITANTAWI 02-May-2016 One-Time 4 m
File Signature Signature FMIS12_ITANTAWI 02-May-2016 One-Time V4 @
File Registeration in the Commercial Register Registration in the Commercial Register FMIS12_ITANTAWI 02-May-2016 One-Time 2 @
File Partnership Contract Partnership Contract FMIS12_ITANTAWI 02-May-2016 One-Time 4 m
File Commercail Agencies Record Commercial Agencies Record FMIS12_ITANTAWI 02-May-2016 One-Time / @
File Chamber of Commerce Membership Chamber of Commerce membership FMIS12_ITANTAWI 02-May-2016 One-Time 2 m
File Bank Attachments Bank Attachments FMIS12_ITANTAWI 02-May-2016 One-Time / m
Payment
Payment Type | [+]

) 2008, Oracle. All rights reserved.
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3. Renew Supplier Registration

1. Gotothe iSupplier Portal: https://www.federalerp.gov.ae

2. Enter your user name (You contact e-mail)
3. Enter your password

4. Click “Login” to access

Note: If you forgot your user name or password click on the “login Assistance” link, by entering your

credentials you will receive an e-mail of the required data

Note: Be sure that you have accessed the “English ” version of the portal by clicking the “English” link as per

the screen shot.

*User Name|

(examplet michael james.smith)
*Password

(example! 4u53v23)
Cancel

Hep —y [Fer]
Me!

Select a Lai

nguage:
Ll [ENDISH) e

About this Page  Privacy Statement Copyright (c) 2006, Oracle, All rights reserved
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5. Upon logon the system will confirm: Logged In As XXXXX@YYYYY.com (Your email access)

6. Click “Home Page” under “MOF I-Supplier & Sourcing Portal Supplier”

Bayanati

B Favorites ¥ Diagnostics Logout Preferences Help

_— Logged In As A@ABC.COM|

Bayanati Home Page

Main Menu

Worklist
Personalize Eallliazs
=) [ MOF I-Supplier & Sourcing Portal Suppler From Type Subject Sent Due
ge There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Workiist Access - Specify which users can view and act upon your
notifications.

= submit Requests

7. The “Home" screen will open, Go to the “Admin” Page

iSupplier Portal

m Navigatorv B Favo

=t

Search PO Number

| = =

Subject

No results found.

8. The “Admin” screen will open
8.1. Check the “Registration Date”

8.2. Check the “Expiration Date” (if it is past todays day you will not be able to submit for an Auction or

Tenders)
8.3. Go to the “Payment” to pay the renew fees (AED 503)

8.4. Click “Click here for Payment” to pay the fees
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9. Checkthe “Radio Button”:
9.1. G2 Cards
9.2. Non G2 Cards

10. Proceed with the payments:

10.1. Enter the card type:
10.1.1. E-Dirham G2 Gold Al Haslah Prepaid Card
10.1.2. E-Dirham G2 Red Al Haslah Prepaid Card
10.1.3. E-Dirham G2 Blue Al Haslah Prepaid Card
10.1.4. Credit Card (Visa or Master)

10.2. Then click “Click Here For Payment”

n Navigator ¥ B Favortes v Home Logout Preferences Diagnostics
Profile Management
o Generd General
s Company Profle Suppler Name  ABC Renewal Date
SR o Suppler Number 506654 SOEINECE)014-09-14 09:11: 15[
R Registration Date EREBUALHEEE 2 Payment 1D 8115
Address Book
o Contact Directory
Pa
o Business i Payment
b Select Card Type
éewzrezdua . 4 | © G2 Cards © Non G2 Card:
o Banking Detals Payment Type
Payment & Click here for Payment
Invoicng
SUIVEVs YTIP Please Update the Business Classification date after uploading the attachment.

Payment

Select Card Type

{32 Cards Nnn G2 Cardg

Payment Type E—D'rham G2 Red A
| Click here for Payment |
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11. The e-dirham page will pop up it include the “Amount” and the “Order Unique Number”, Enter the card serial

and pass code and click “Submit” then “Proceed”

Payment Details

Payment Information
Entity Name

Order Unique Number
Amount

Description

e-Dirham Service

Order Date

£33 &Cdirham

MOF4

8275

Test service 1
Pay-Web

[2o1#/10/15 05:34:55 Am

Private Label Card Payment

-
Card Number 1 |4724449901205596 | i~ §"e 3
Pass Code 2 [freeeee- ]~

3 nelp Gancel
= Required

Verified by
wvisA
learn_ more

MastercCard.

learn more

12. You will return back to Oracle iSupplier Portal, tick the check box: “slS>¥1g L g,adl e 38151” (Terms and
Conditions Accepted), then click “ gulas” (Submit).

iSupplier Portal

Close Preferences Diagnostics

YTIP (silyloYl p2, b gyl guo>
Aoazdl Juolas
1 ayglholl aoazll
julxVl azlll, o)l Test service 2
[Enalaalll ool Jslandl 9 u3,90dl Jow 08 @il Ll oy, |
=l e AED
aoxzll wzlo pow; 0.00 AED
Aol o Eooxo WM AED

Aloell Juolas

es)l sl €95 e-Dirham G2 Gold Al Haslah Prepaid Card
Jea=dl S50 pow;  0.00 AED
wigySIVI po,l poaw, 3,00 AED
wsliaall gliall AED

@ls,’mg Loyl sz golgl

GO cugiSill @ayall AT 3413
&+ . ot o3
&0 e - d I rh G m o Ministry of Finance

13. You will be returned to: The “Additional Information” page and all the details will be updated in the page (e.g.

Receipt Number and the transaction ID).
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14. Click “Submit”, By this you finished the registration process
15. The expiration date will be extended to one year forward
16. The details of the payment will appear on the page

17. Upon payment transaction registered the “Payment ID” will stay empty

General
Supplier Name ABC Renewal Date

Supplier Number 506654 Expiration Date  2015-09-14 09:11:15

Registration Date  2014-09-14 09:11:15 Payment 1D
Payment
Select Card Type
@ G2 Cards = Non G2 Cards
Payment Type e-Dirham G2 Red Al

Click here for Payment
aloll 5,159

JLal 035 140004359925
Aozl 2,6 Wed Oct 15 09:29:07 GST 2014
bl o8, 8275
1 asglholl aoxzl
Al asllly, ool Test service 1
apleiVl anlll caosll o dglaoll g guassedl Jmenn Jomeand] ayazed dugaadl oyl
sl AED
a0l wzlo pew; 0,00 AED
doszll yew Fgoxo S AED
goall aslk, £95 @-Dirham G2 Red Al Haslah Prepaid Card
Szl 5,0 pey 0,00 AED
g SV eyl pgewy 3,00 AED
Total Amount Paid AED
“TIP Please Update the Business Classification date after uploading the attachment.

Note: After the renewal fees paid, check and update the attachments of the certificates (you can do it later

but it must be updated if expired or you will not be able to submit to any auction or tender)

Home | Orders | Shipments | Finance | Intelligence

- General
= Company Profile
> Organization

Your Payment is Completed Successfully and Payment Number is 8275

- AddressBook || General

o Contact Supplier Name ABC

Dirsctory Suppiier Numbsr 506654

> Business Registration Date 2014-09-14 09111115

Classifications.

- Product& Payment

Services

- Banking Getails Select Card Type

- Payment® & G2 Cards Non G2 Cards
Inusicing

o Surveys Payment TyB2 o pirham G2 Red Al Haslsh Prepaid Gard

Click here for Payment

2 140004359925
Wed Oct 15 09:29:07 GST 2014
8275

3l Test service 1
S paloliioll 8 cwasgall (orass Jamranill asazed) Qsgiall agasll

> 0.00 AED

AED
e-Dirham G2 Red Al Haslah Prepaid Card
0.00 AED

“FIP Plesse Updste the Business

Type Description Category Last Updated By Last Updated usage update Delete Publish to Catalog
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In the “Attachments” the scanned certificates should be added as attachments and payments should be done to

register the company as a certified supplier for UAE Federal Government

Certificates required:

1- Bank Attachment

2- Chamber of Commerce Membership (Mandatory for the certificate renewal acceptance process)

3- Commercial Agencies Record

4- Partnership Contract

5- Registration in the commercial register (Mandatory for the certificate renewal acceptance process)

6- Signature

7- Trade License (Mandatory for the certificate renewal acceptance process)

Click “Add Attachment...”

Attachments

Add Attachment...

Title Type Description Category
No results found.

Please Click on "Add Attachment” Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)

Last Updated By

Last Updated

“TIP Attaching documents of category 'Trade License', "Chamber of Commerce membership', 'Registration in the Commercial Register' is mandatory.

Usage Update Delete

The page opened is divided into two sections:

Section 1: Attachment Information includes the following:

1- Title
a. Name of the attachment
2- Description
a. Description of the attachment
3- Attachment Category
a. Bank Attachment
b. Chamber of Commerce Membership

c. Commercial Agencies Record

22-50
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d. Partnership Contract
e. Registration in the commercial register
f. Signature

g. Trade License

Home | Orders | Shipments | Finance | Inteligence | Admin
Profile Management
Add Attachment

Cancel ‘ Add Another | Apply |

Add  Desktop Fie/ Text/ URL -
Instructions:

Please Enter Title of Document. e.g. Emirate ID Scan Copy.

Please click on "Browse" button and select the file from your local system.
Attachment size should not exceed 750 KB.

Click "Apply" Button to save the file and Go back to Previous Page.

. Attachment Summary Information

Tite |
Description [ -
Attachment Information
| Category  Bank Attachments '|
_ Define Attachment

Type @ Fie

@ URL

© Text -

Attachment Definition

Section 2: Attachment Definition, Includes the following:
4- Attachment type
a. File (Used for official scanned files)
b. URL
c.  Text (up to 2000 Char, it can be copied from any source)
5- The file or data attached (Any type of files)
a. Microsoft Word

b. Microsoft Excel

c. PDF
d. Text
e. Etc.
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Home | Orders | Shipments | Finance | Intelligence | Admin
Profile Management

Add Attachment

Cance| ‘ Add Another I Apply |

Add  Desktop Fie/ Text/ URL -
Instructions:

Please Enter Title of Document. e.g. Emirate ID Scan Copy.

Please dlick on "Browse" button and select the file from your local system.
Attachment size should not exceed 750 KB.

Click "Apply" Button to save the file and Go back to Previous Page.

_ Attachment Summary Information

Tite |
Description |7 -
Attachment Information
Category  Bank Attachments M |
. Define Attachment

Type @ Fie

) URL

© Text <

Attachment Definition

The process of adding an attachment should be one by one:
1-  Enter the attachment title
2- Enter the attachment description
3- Enter the Category (Below)
4- Go to the lower section choose the type: File (Choose this type for official scanned papers)
5- Browse the file from your PC

6- Click “Add Another” to add another or “Apply” to finish

Attachment Summary Information

Tide |
Description -
Category | Bank Attachments ~
| Bank Attachments
Chamber of Commerce membership e
Define Attachment Commercial Agencies Record
From Supplier
= = Partnership Contract
Type @ Fie HopL s . .
L i Registration in the Commercial Register| @ |——
2 URL |signature
@ Textllrade License | -— n
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7- After finishing uploading the updates, the screen should show when the last contact had updated the
attachments and the date of the update.

8- The user can re-modify the attachment by Update (Pencil Icon) or Delete (Trash Icon)

9- On the other hand the supplier should complete the action by updating the “Business Classifications” Upon
updating the below mentioned fields and checking the check box: “I certify that | have reviewed the

classification below and they are current and accurate”

Attachments

lease Click on "Add Attachment" Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)

rch

ote that the search is case insensitive

Tite | [ 6o |

+] Show More Search Options
Add Attachment...

Last Updated |Last Publish to

Title Type Description Category By Updated |Usage UpdateDelete  Catalog
Chamber Of Commerce Fle Chamber Of Commerce Chamber of Commerce A@ABC.COM  15-Oct-2014 One- ’ m 4y
IMembership Membership membership Time - o
Commercial Registeration Fle ~Commercial Registeration Registration in the Commercial A@ABC.COM  15-Oct-2014 One- 9 il :
Register Time = =
Trade License Fle Trade License Trade License A@ABC.COM  15-Oct-2014 One- > m .
Time . Ll

Home | Orders | Shipments | Finance | Intelligence | Admin
Profile Management
General Business Classifications

Company Profile Save

Organization

Address Book PTHE L Cancel | | Save

Contact Drrectory

Business certify that I have reviewed the dassfication below and they are current and accurate.

Classifications Last Certfied 15-0ct-2014 By Ahmed
o Product & Ahmed All the 6 fields must

Services be updated
o Banking Details ¥TIP Please Update the Business Classification Date
o Payment & Classification Applicable ~ Certificate Number piration Date

— Chamber of Commerce membership Number 11232345646 30-5ep-2015

o Surveys

Commercial Registration Number 115454 30-5ep-2015
Trade License Number 11215415 30-5ep-2015

Home Orders Shipments Finance Inteligence Admin Home Logout Preferences Help Diagnostics
About this Page  Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.
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Updating: Organization

1- The user can modify the legal details by Update (Pencil Icon) or Delete (Trash Icon)

2-  Also they can create additional rows by clicking “Add Another Row”

- BT Organization
s  Company Profile
Organization Overview Additional Details / a.8Lol Juolas
o Address Book
o Contact Directory _ .
T — ‘Company Additional Details / aS .l & asls] Juslas
Classifications.
o Product & Q@ ,
Services. Legal Enttty / sugilall oLSI 4 General Director's Nationalty / elell jaell drwi>  |olloV]
o Banking Details General Director's Name/ plsll paoll ol I
o Payment &
Invoicing Activity / bLaull
o Surveys
Activity [/ bLadll D{
oLl Q
Q
Add Another Row
Partners [ ¢S il
Owner Name/ cb il powl Owner Nationality/ byl Q> % Partnership/asl el G Citizen partner work of place/ blgoll cb
I Q| 9 |
| Q| |
Add Another Row

Updating: Address Book

3- The user can modify the address details by Update (Pencil Icon) or Delete (Trash Icon)

4- Also they can create another address by clicking “Create”

iSupplier Portal

. Navigator ¥ B Favorites ¥ Home Logout Preferences Help Diagnostics

Intelligence

* General Address Book

s Company Profie

Organization Address Name ~ Address Details |Country Update Remove

Address Book iyl a0l wub yi United Arab Emirates

wub ol J @

Contact Directory Abu Dhabi, 026987574 «sub ol -

Business
Classifications

Product &
Services

Banking Details

Payment &
Invoicing
Surveys
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Updating: Contact Directory

5- The user can modify the contact details by Update (Pencil Icon) or Delete (Trash Icon)

6- Also they can create another contact by clicking “Create”

iSupplier Portal

. Navigator ¥ B Favorites ¥ Home Logout Preferences Diagnostics

Shipments | Finance | Intelligence | Admin

Profile Management

ol Gererd Contact Directory : Active Contacts

« Company Profile

Organization Contact Name |Phone Number |Email EStatus User Account Remove Addresses Update
Address Book Ahmed Ahmed 0557276973 026987574 a@abc.com Current v £ »
0. BEAUCE Mohamed Mohamed 0557276973 026987574 b@abc.com Current > E] »
Directory 2
Cla ssrisﬁl::s)airt]i?;lss |-| Contact Directory : Inactive Contacts
Sewzreosduct & Contact Name Phone Number Email Status User Account
Banking Detais No results found.
Payment &
Invoicing

Surveys

Updating: Business Classifications

1- This is one of the most important functions, if the three main certificates numbers and dates were not
updated upon expiration, the suppliers will not be able to submit for a quotation against an auction or a
tender.

2- Upon updating the below mentioned fields and checking the check box: “I certify that | have reviewed the
classification below and they are current and accurate”, the user must return to “General” to add the
attachments of the certificates

Home | Orders | Shipments | Finance | Intelligence | Admin
Profile Management

Business Classifications
[y Save

Organization

Address Book Certification Cancel Save

Contact Directory

Business EI certify that [ have reviewed the dassification below and they are current and accurate.

Classifications Last Certffied 15-Oct-2014 By Ahmed
o Product & Ahmed All the 6 fields must

Services be updated
o Banking Detais ¥ TIP Please Update the Business Classification Date
o Payment & Classification Applicable  Certificate Number piration Date

Invoicing Chamber of Commerce membership Number 11232345646 30-Sep-2015

o Surveys

Commercial Registration Number 115454 30-5ep-2015
Trade License Number 11215415 30-5ep-2015

Home Orders Shipments Finance Inteligence Admin Home Logout Preferences Help Diagnostics
About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved,

&l & | El
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Attachments

lease Click on "Add Attachment” Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)

rch

ote that the search is case insensitive

Title | Go |

+] Show More Search Options '
Add Attachment...

‘ ‘ ‘ Last Updated |Last ‘ Publish to
Title Type Description Category By Updated |Usage Update Delete Catalog

Chamber Of Commerce Fle Chamber Of Commerce Chamber of Commerce A@ABC.COM 15-0ct-2014 One- > m %
IMembership Membership membership Time & =
Commercial Registeration Fle Commercial Registeration Registration in the Commercial A@ABC.COM 15-0ct-2014 One- » @ 5
Register Time & —
Trade License Fle Trade License Trade License A@ABC.COM 15-0ct-2014 One- » m S
Time ol ol

Updating: Banking Details

1- The user can modify the Banking Details by Update (Pencil Icon) or Retire (Enter an end date)

2- Also they can create additional rows by clicking “Add Another Row”

iSupplier Portal

1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help Diagnostics

Orders | Shipments | Finance | Intelligence
Profile Management
o T Banking Details
« Company Profie View  General Accounts ~ Cancel Save
o Organization “TIP Date format example: 15-Oct-2014
Address Book Add || Create
Contact Directory Account Bank Increase  Decrease
3 Bﬁusiness Details Number IBAN Currency Name  Start Date End Date Priority Priority Priority Status Update
Classifications — —
7 Show 123456789 XXX40340000014011019050 BNP [14-sep2014 @] @ \ Approved _*
Product & = PARIBAS &
Services
T— Cancel | [ save |
Details
Payment &
Invoicing
Surveys
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4. Creating New Quotation

1. Go to Ministry of Finance (MOF) website: www.mof.gov.ae

2. From the Main Page, Click on “Services” on the Red bar.
3. Choose: Corporate, then: Supplier Registration

4. Then choose e-Procurement - Payables

)

b =~ \ U
A
(L

UNITED ARAB EMIRATES
MINISTRY OF FINANCE

Wy,

Suppliers registration

e-Procurement - Payable

5. Under “New Tenders, Bids and Procurements” Click: Login

Home &  AboutMinistry &  FederalBudget @  Services ®  Media &

Home » Services > E-Procurement Systems

Corporate
- .Suppﬁers registration
- e-Procurement - Payable -
- Eﬂmam“, -
- .Issuing Tax Domicile
BT New tenders, bids and procurements
Issuing Value Added Tax

Certificates - Payable
b Register new user

Government

Common Coding System

) Login

Unified Financial System

Financial Management ) Available tenders / bids

and Administrative System

E-Dirham
Issuing Tax Domicile Certificate - Payable

Issuing Value Added Tax Certificates - Payable

0 bo d Budg Services @ edia
Corporate
Home > Services
Government
Orpo
Individual
Supp g 0
oClt P 0
D
ing Do Ci

Open Data &

e-Procurement System

E-Participation &

Contact the Minister | EZ UAE Government - A" | A ‘H \Q\LQ

4% (S Az
Payable :‘.3 e-ditham

All new procurements are registered with our new system please check one of the below :-

Register New User
Login to Oracle Systems

Available Tenders / Bids

e | & 109
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6. Click on the link:

MOF I—Supplier & Sourcing Portal Supplier > Sourcing > Sourcing > Sourcing Home Page

Bayanati

B Favorites ¥

Bayanati Home Page

Main Mean Worklist
 Personalize | [ Full List
= [ MOF I-Supplier & Sourcing Portal Supplier From Type Subject Sent Due
(=) Home Page There are no notifications in this view.

aa = “TIP Vacation Rules - Redirect or auto-respond to notifications.

= - S g 4

— 2D RequeEsts ' TIP Worklist Access - Specify which users can view and act upon your
— View Requests notifications.

@ ] Sourcing
(= Y] Sourcing
|E||

= Workist

7. The below screen will open, from “Search Open Negotiations” list: Choose “Number”
8. Inthe field choose one of the following:
8.1. Enter “%" symbol and click “Go” to search for all the outstanding tenders and auctions

8.2. Enter the RFQ (Request for Quotation) number to search for a specific Published RFQ

Sourcing

T Navigator ¥ B Favorites ¥ Home Logout Preferences Help Diagnostics

Search Open Negotiations ~ Title - [% | 3

Welcome, Ahmed Ahmed. Title 1 2

Your Active and Draft Kcontact g
Press Full List to view all you{Category  bsponses. Full List
Line

Response Number Event Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages

13001 Active syl a0l 29001 soladl s RFQ 0 seconds B

10004 Active oyl a0l 22004 g3 30N sy 2 Aslon RFQ 0 seconds RO

10001 Active 22002 wgi LV ¢l dwyloo RFQ 0 seconds 331 o}

6001 Active iyl a0l 14002 Azl zoall Lo RFQ 0 seconds B

Your Company's Open Invitations
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9. The following list will open including the published RFQs

10. Click on the RFQ number directly (e.g. 15023-2) if this is an auction (4w,ls), Or click “Click here for Payment” if
the RFQ is a tender (Ladlis)

11. If there is a payment, you will proceed through the e-dirham as mentioned along the user guide

PR
iz ]
al acs
Oloas 8yls]
g wg)Salo

Click on the
number to

Your

Al Company's Unread Negotiation
ntact Time Left ~ |Close Date Responses Responses Monitor Messages Ministry Style Description Fees
wolo, 6days23  22-0ct-2014 21:39:13 Bind Bl Gwjlen  Hwal abChlicul pos
Mr. hours aJlall Al S oloas 8)l| plhai
. ) by Solo (Microsoft System

Centre Service Manager) &..o
10 ollocs yuleol JLzo\ pbi
TTIL V3.0 a2=1y0 -t sy LoS
lleall Jag pow Provide
Maintenance for Microsoft
System center to service
manager to comply with ITIL
V3.0 standards and

150237 oloxs  Syaepd, |15 hours 12 |16-Oct-2014 07:52:41 Bind Blis  awlee  wbdiul ol
ayLiaiwl |Ms. minutes Oghaiall w8 ozt £g;iiel
Espiwl  anby kol A Qptell afial]
3lgall a8 ‘A, :
qj ii, acbuall LuSgll
ol gl
Mo sxluall =y
Rl s jgall le
s oalolall a0MLuy
Gaehi § alolazoll
sl claslgll
ainlly axall
wlivhill g a0\l
el sl
10023 M uyw wssiug,ll 17 hours 19 16-0ct-2014 10:00:00 Bind il dwge (S0 Sl ug
A/‘ sewobuill minutes Josll M dpuzall Josll
o aasul claslgall
, I St e T
23y 1 alllie 1p8
047023242 aslpll
fa.obaid@mol.gov.ae
19015 augaislge 2591 17 hours 19 116-Oct-2014 10:00:00 Sealed s |faplw eVl ge deolodll sy
SO minutes Josll 047023800 jolll 10 Click here for Payment
, Miss aadull olaolgal
anbls
10016 Aweulbd | ssiug,ll 17 hours 22 16-Oct-2014 10:02:33 Seaked Bl dwplae  Ondswlbdug
suobuil minutes Josll oz 2Vl ga Lolodll
Miss dlal selll e
:mbls -clapzall g cloasl Click here for Payment
Gilhll - o g
ciolp)l o3, gl
047023800
Payment
Select Card Type
@ G2 Cards O Non G2 Cards
Payment Type -

ick here for Payment

Click here for Payment

submit directly PO IR Click for
Al o gewew process workflow 8. .
e . 81| zalall dpzl pll 7 aujgall joining
auction. h)wlljic ﬂsﬂﬁglvﬂrmi payments if it
Auctions are it‘;l ool M’;’ihwlg is a tender not
FREE andlull g a2l g axall aoll an auction.
i il g
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12. The following screen will open, the screen consists of 4 pages:

Negotiations

Terms

RFQ: 11043-5
Actions |Create Quote v |App|y |
Tile gl pals duaz) ¢l s (exchange edge)
Status Active (Locked) Open Date 09-Oct-2014 08:51:59
/_\/_\ Time Left 15:06:34 Cose Date 16-0ct-2014 07:51:40
Header Lines Controls Con@erms
Buyer Ssga,d, Ms. dabls Qutcome  Standard Purchase Order
M Two-Stage RFQ Event

Quote Style  Sealed
Desarption 2 Yl pals duas el (exchange edge) alll ol .24

o g Sl g8s axdles
o Oluapil ol Oluwgpuall xaad $ug SVl byl pae
o aesllaplly Slugyuall dunad dagall Josll aclgh gubs
o gl il pslas G o 3Tl Gyl Gl oo gacl
oAbl wug Yl bl il (3925 (o dxdl (bulk) duz bl ¥l Gl o 0,1l
Purchase exchange edge server for the following
o Tohandle the internet email flow

To scan the email's for any viruses or threats

To apply important business rules to filter Virus and Spam

To authenticate the domains for checking the genuinity of the emails
To restrict the flow of bulk emails from external domains

3 illy @l aoldl Glaolyall jubs o palslaioll § (alolall aolluw pljiVl 3,901 (512 18>V
o] il QoL

Ologlaall i bl :aulll] agal

046011463 ol 046011452 p3, ld s ologleall s 8yls| ple JLasl byl Ll

Bl-To Address o Payment Terms

12.1. Page.1Header: RFQ Header, Which Includes the main details for the RFQ

12.1.1.

12.1.2.

12.1.3.

12.1.4.

12.1.5.

12.1.6.

Buyer Name
Main Dates: Open Date, Close Date, and the time left
Description of the RFQ

Requirements (Extra Information required from the supplier in the form of questions that should be

answered and according to the answer there will be a scoring)
Terms and conditions

Attachments (e.g. Scan from the official tender of auction)
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12.2. Lines: RFQ Lines, Which Includes the line details for the RFQ
12.2.1. Line Details (Quantity, Need by Date, etc..)

12.2.2. Auributes (Extra Information required from the supplier in the form of questions that should be

answered)

VUNGHUL Y FEDINES T rome  Logout FTeterences Mep LIagnosucs
Negotiations

Negotiations =
RFQ: 22036

Actions  Create Quote + | Apply
Title  GuS> Qug) wilyd &gl Jumaiiig ygo
 Status Active (Locked) Open Date 14-0ct-2014 11:19:57
Time Left 08:06:35 Close Date  20-Oct-2014 00:00:00

Header Lines Controls Contract Terms

Display Rank As 1,2,3...
Ranking Price Only

Lines

Line Ttem, Rev  Category Unit Quantity  MNeed-By From Need-ByTo  Best Price (AED) Active Responses Time Left
153 wiled dig=l 1yw 22.223.2234.223402 sc 100 Sealed Sealed 8 hours 6 minutes

Actions  Create Quote v M

12.3. Controls: RFQ Controls

12.3.1. Preview Date specifies a date/time after which the negotiation information can be accessed by

potential suppliers. They can view the negotiation's details but cannot place responses.

12.3.2. Open Date Use the date/time after which all eligible suppliers are allowed to participate in the

negotiation or choose to open the negotiation immediately.

12.3.3. Close Date Use the date/time when the negotiation will be closed. Once closed, no further
responses may be accepted. If itis allowed the control manual close/close early, the negotiation can
be closed prior to the defined close date. If it is allowed the control manual extend, the time limit for

the negotiation can be extended past the original close date.

12.3.4. Award Date Used to select the date/ time when anticipate announcing the winner of the

negotiation. This is displayed to the respondents.
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LRI L\.'H\.‘\JI. TIvivivlivuy I\\.'IP IJII‘.\-{HU'.'LI\J‘.‘
llegotiations

Negatiations »
RFQ: 15025

Adtons ~ Create Quote v | Apply

Tle &gl lacis Fubao Clgal ds Gl
St Active Open Date 25-Sep-2014 13:12:41
Time Left 16:48:42 (lose Date 20-0ct-2014 08:46:43

Header Lines Controls Contract Tetms
Schedule

Preiew Date 23-Sep-2014 13:12:41 Open Date 25-5ep-2014 13:12:41
Close Date 20-Oct-2014 08:46:43 Auard Date

Response Rules

(] Negotiation s restricted to nved supples

1 Supplersare allowed to respond to seleced ines

W Suppliers ara requied to respond with ful quanity on each line
¥l Suppliers are llowied to rovide multple respanses

Buyer may lose the neqafizton before the Close Date

Buyer may manually extend the negotiation while t i open

Actions  Create Quote v M

12.3.5. Restrict to invited suppliers will allow all suppliers to respond to the negotiation or you can specify

that participation is by invitation only.

12.3.6. Allow supplier to select lines on which to respond You can allow participants to respond to

individual lines(s) in the negotiation, or specify that they must respond to all lines in the negotiation .

12.3.7. Require full quantity the ministry or Authority can specify that participants must submit responses
for the full quantity specified in the line. Alternatively, participants can submit responses for partial

quantities.

12.3.8. Allow multiple responses, Supplier can specify that respondents must submit a single, best response

in the negotiation, or may submit multiple responses during the negotiation open period.

12.4. Contract Terms: Not used along UAE Federal Government
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13. Atthe lower part of the header there should include the attachments for the tender, if you did not find it, and it

is vital for the tendering process, please contact the buyer for clarifications

14. You can open it by clicking on the links as per the below snapshots, then you can save it to your PC.

Notes and Attachments

Note to Suppliers
Please Click on "Add Attachment” Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)

Title / ‘Type |D&;cr'|pt'|on ‘Gategorv |Last Updated By ‘Last Updated Usage
Tender Details / File Tender Details Attachment To Supplier FMIS12_ITANTAWI 15-0ct-2014 One-Time
Required Specs (Detailed) Flle Required Specs (Detalled) Attachment To Supplier FMIS12_ITANTAWI 15-Oct-2014 One-Time

Update Delete

15. Go to the up right corner of the screen (if you are using the English pages) and from the “Actions” menu, Choose:

“Create Quote”. Then click “Apply”

16. You can use “Online Discussions” to discuss with the buyer any issues, it will open a page to send messages from

17. You can “View Quote History” to check the quote history

18. You can also use “View Round Modification” to check the modification that took place after a new round was

created

Home Logout Preferences Help Diagnostics

Actions  Create Quote

Create Quote

Open Date 09-O
Close Date 16-0¢ Onine Discussions

Outcome Stand View Round Modifications
Event = |o——

Printable View
Export to Spreadsheet
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19. The new screen will open, Under the header page

19.1. Enter the quote valid until date

19.2. Enter the reference number for the quotation
19.3. Enter Note to the buyer if required

19.4. Add attachments if required

Negotiations
Negotiations = RFQ: 31001 »

[Create Quote: 14001 (RFO 31001 |

Cance| | | View RFQ ‘ Quote @adsheet | Save Draft | Continue ‘
/ Tie  culyg o olowy &) plid 8.8 o Liw| pods Time Left 6 days 23 hours
Close Date - 22-0ct-2014 21:39:13

Header | Lines
Suppler ABC wote Yald Unil [31-Dec-2014 | (2
RFQ Currenicy - AED Q -

Quofe Currency  AED {exangl: 15-0ct-2014)

Price Predson. Any Reference Number [(175/2014

Notz to Buyer |

Attachments

Please Click on "Add Attachment" Button &

Add Attachment..,

Title Type  Description Cateqory Last Updated By Last Updated Usage Update Delete
Mo resuits found,

opy of Document, (Emirate [D/Passport /Residence Visa)

You can add attachments review it, Update it, or delete it

Attachments
Please Click on "Add Attachment” Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)
\
Add Attachment...
Title Type  Description Category Last Updated By Last Updated Usage Update  Delete
Financil Proposal Fie  Fnancal Proposal From Suppler A@ABC.COM 15-0ct-2014 One-Time ) m
Specifications Proposal Fie  Speciications Proposal From Suppler A@ABC.COM 15-0ct-2014 One-Time ) m
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19.5. Scroll down in the main page to check if there are any requirements that require your answer

19.5.1. Requirements (Extra Information required from the supplier in the form of questions that should be

answered and according to the answer there will be a scoring)

Requirements

Expand Al | Collapse Al

3
Focus Title Target Value Quote Value
=| Requirements
t

B Dasillalsl ol

Yes, Please find attached to our proposal z

£ gl ot ik smgp G -
Astall AL U
£ At Aot dsd o L 15000
{Mumeric Yalue onky)

Standard -

£ bl Allidll 5 6 g Lo v

Yes Renewable -
s-Ji‘\ dataie dabiat] LIRS o -
2 Audiod] AUl abos ¢ gl o o g Lo 31-Dec-2014

20. Go to the lines page

O AT IR TR g R VR TR

Negotiations

Negotiations > RFQ: 31001 »
Create Quote: 14001 (RFQ 31001)

Cancel | | View RFQ | Quote By Spreadsheet | | Save Draft | | Continue
The  cadgwySlo Cloas 8] pla 8ud ol )l w] poi Time Left 6 days 23 hours
Close Date  22-Oct-2014 21:39:13
RFQ Currency AED

Quote Currency AED
Price Precison_ Any

Line Update [Ship-To Rank Start Price  Best Price  Target Price  Quote Price Unit Target Quantity — Quote Quantity Promised Date

18 ohlicw] 0)6...Q) /syl Bind No Quote 1 L 1:| E

© Incicates more information requested. Click the Update icon.

Header

Cancel | View RFQ | Quote By Spreadsheet | Save Draft | Continue |
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21. Enter the “Quote Price Unit” (The quote currency will be mentioned in the page: AED as per the example)
22. The “Promised Date” will update automatically if the it was already mentioned in the RFQ or enter it
23. If you see this Red symbol: this means that an attributes are required per item line, please click the

pencil button to update the equired attributes

FIUIIG LUt T ILILILIINGD TG LUy iuai g

Negotiations

Negotiations > RFQ: 31001 >
Create Quote: 14001 (RFQ 31001)

Cancel | | View RFQ | Quote By Spreadsheet | | Save Draft | | Continue

T CubguwgSolo Clods &3] plad 8.9 ol w] poi Time Left 6 days 23 hours
Close Date  22-0ct-2014 21:39:13
RFQ Currency AED

Quote Currency AED
Price Precison_ Any

Line Update [Ship-To Rank  StartPrice BestPrice  TargetPrice  Quote Price Unit Target Quantity  Quote Quantity Promised Date

18 ol il 00)55... @) /by Bind No Quote [ ] | 1:| B

© micates more information requested. Click the Update icon.

Cancel | View RFQ | Quote By Spreadsheet | Save Draft | Continue |

24. Enter the attributes (e.g. Manufacturing Date, Type, Material, etc..)

25. After you finish click “Apply”

_
Create Quote 14001: Line 1 (RFQ 31001)

Cancel Save Draft ‘ Apply |I

Description  plas 35,8 lads 6)l5] sl Wlua) s Ol Liaiw] poass Close Date  22-Oct-2014 21:39:13
G99y ;Ule Quote Currency AED
Unit Ay Rank Blind
Best Price  No Quote Ship-To  wubgl
Start Price Need-By Date  31-Oct-2014 21:38:27 to 31-Oct-2014 21:38:27
Target Price Promised Date =)

Quote Price 110000
Target Quantty 1
Quote Quantity 1

Pay Items

~TIP Total pay ftem amount must add up to the line amount.

Attributes
Group Attribute Attribute Type Target Value Quote Value
USA -
General Liwnll Al Required b
General gvall guyl Required V. 2014 =
SW -
General egull Required =
General p9s) ugesll 530) Required ko

(Mumeric Value only)
e ——
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26. The following screen will open, you have the following option:

26.1. Validate: to validate the data entered, the system will check that all the required data were filled
26.2. Back: To return back to the previous pages for any modifications or updates

26.3. Save Draft: To save a draft version of your work and to be submitted later

26.4. Submit: Submit the quotations. Unless the quotation was submitted it will not count as a reply for

the RFQ

HNegotiations
MNegotiations > RFQ: 31001 =
'ty Warning
Buyer has requested for you to submit a single, best quote. Multiple quotes (re-quoting) for this RFQ are not allowed.
Create Quote 14001: Review and Submit (RFQ 31001)

| Cancel I | Back I | Validate | | Save Draft I Printable View ‘

Header
Title  CogawgSile Gloas 6,15] plai) Gus Ol)liviaw] psiis Time Left 6 days 23 hours
Supplier ABC Close Date 22-Oct-2014 21:39:13
RFQ Currency AED Quote Valid Until  31-Dec-2014
Quote Currency AED Reference Number Q125/2014
Price Precision Amy Note to Buyer
Attachments

Please Click on "Add Attachment” Button to Add Scan Copy of Document. (Emirate ID/Passport/Residence Visa)

Title Type  |Description |category [Last Updated By [Last updated usage Update Delete
Financial Proposal File Financial Proposal From Supplier A@ABC.COM 15-Oct-2014 One-Time 4

Specifications Proposal File Specifications Proposal From Supplier A@ABC.COM 15-Oct-2014 One-Time

Requirements

Show All Details | Hide All Datails
Details Section
@ Show a5l alleSll wllhio

Lines
Quote Total (AED) 110,000.00
Ship-
Select Line To Best Price Start Price Target Price Quote Price (AED) Unit Target Quantity Quote Quantity Line Total Need-By Date Promised Date
@ 1.9 whliiw] pod.. cubgl No Quote 110000 Bi-Weekly 1 1/110,000.00 31-Oct-2014 21:38:27 to 31-Oct-2014 21:38:27 31-0ct-2014 21:38:27

27. Upon submitting your quote, you can close the screens

Sourcing

|z Confirmation
Quote 14001 for RFQ 31001 (w8g.wg;ulo wloas 3yls] plhail aud olylic .| paaas) has been submitted.

Return to Sourcing Home Page
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28. In the main screen and under “Your Active and Draft Responses” you will find your:

28.1. Response Number

28.2. Response Status

28.3. Negotiation Number (RFQ Number)
28.4. Title

28.5. Type

28.6. Time Left for the RFQ

Sourcing

n Naigaorv 8 Favtes ¥ Home Logout Preferences Help Diagnostics

Search Open Negotiations  Title v @

Welcome, Ahmed Ahmed,

Your Active and Draft Responses

Press Full List to view all your company's responses. Full List
Response Number  Response Status  Supplier Site  Negotiation Number Tt Type Time Left Monitor Unread Messages
{4001 Actve 3100t g Slo oo | plh 4.8 Ui i R GdasZhours 7 0
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5. Creating New Invoice (Exclusive Feature for Ministry of Finance - MOF)

1. After accessing the application, Click “Home Page” link

EVENEN

B Favorites ¥ Logout Preferences Help MOF Access Request Bulk Approval

Logged In As IMTANTAWI@MOF.GOV.AE

Bayanati Home Page

Personalize Full List
oplier & Sourcing Portal Suppler From Type  [Subject Sentv Due
wolo Ul JolS Oloul PO Approval 198 - Standard Purchase Order 19815200007, 004-Nov-2015
(=) Submit Reauests olo Ul JolS olaulew PO Approval 112 - Standard Purchase Order 11215200022, 004-Nov-2015
B view Requests wolo Ul JolS Glaul.w PO Approval 106 - Standard Purchase Order 1310201501, 0 (13-Oct-2015
B0 Sourcing wolo Ul JolS wlaulus PO Approval 122 - Standard Purchase Order 12215200007, 013-0ct-2015

olo Ulans ol wlaulus PO Approval 122 - Standard Purchase Order 12215200006, 013-Oct-2015
ol Ulass JolS wlouluw PO Approval 122 - Standard Purchase Order 12215200006, 013-Oct-2015

B0 Sourcing

2. Click on “Finance” Tab
3. Click on “Create Invoices”

4. Then “Create Invoice with a PO”, Click “Go”

iSupplier Portal

n Navigatorv B Favorites v Home Logout Preferences Help

Invoice Actions 7
&=

3 Create Invoice  With a PO E

Search [E
Note that the search is case insensitive
Supplier S0 yu& Litiwd Purchase Order Number

Tnvoice Number Tnvoice Amount
Invoice Date From @ Invoice Date To \j

(example: 22-Nov-2015)
Invoice Status v Currency
| 6o | [ Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw  Cancel Update View Attachments

No search conducted.

Create Invoice  With a PO \ Go
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1.1. The 1% means that the PO number shall start with 1

From the “Search”, enter the Purchase Order (PO) Number, or just write “1%”"

1.2. The solution covers to PO serials (Ministry of Finance POs only) starting with: 112 or 198

1.3. The PO serial in Oracle portal is divided into segments, for example: 11215200012 and 19815200050

1.3.1. 112 or 198: Ministry of Finance (MOF) code in the Federal system.

1.3.2. 15: Financial Year 2015

1.3.3. 2: Indicates a PO

1.3.4. 00012: PO Serial, The PO number 12 from 112 for the year 2015

2. Click “Go” button

3. From the results, choose the PO which will be invoiced

4. Click “Next”

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number

Purchase Order Date

Buyer
Organization

Advances and Financing

Select Items: | Add to Invoice

Select All | Select Non

19815200007 |1

R
[ &

(example: 22-Nov-2015)

pe

Excuded ~ 2

——p{Go ] | Clear |

Advances or

'PO Number ¥ |Line/Shipment Financing Item Description

1 CORRUGATED
O ANAESTHETIC
TUBING 42"

AARRLIAATER

Curr To

AED  subsl 198

Ordered Received Invoiced UOM Price

Step 1 of 4 [ Next |
4=

| Advanced Search

Packing
Organization Slip Waybill

Ship
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By default, the supplier name will show up in the screen and it is not updatable
Enter the Invoice number

Enter the Invoice date

Enter the remit to

4.1. Click the magnifier icon, the supplier name will show automatically

Enter the Invoice Description

Enter the ministry code

6.1. Click the magnifier icon, the ministry code will show automatically (112 or 198)
Enter the requesting Department

Update the quantity (The quantity is defaulted from the PO)

8.1. Make sure that the quantity entered equal to that in the invoice

8.2. Insome cases the PO is invoiced several times according to the quantity delivered, you can repeat the steps

by entering different quantities which by the end of the date must not exceed the total quantities in the PO

Click “Next”

| Home | Orders | Shipments | Finance | Intelligence | Admin

Create Invoices ' View Invoices | View Payments

o) ) ) 9)
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details 8
Indicates required field [ cancel | LBad_( ]Step20f4 [ext |
Supplier Invoice
J‘pSUDDkIeDf 250 36 Mbiassd D—— InvoiceNumber (211201501
ax Payer S st i o
4 * Rernit To m A - 3—“ Invoice Date li.Z-NDOE\’ZZIO’\IOS -mj
Address ;S0 & Lo Abu Dhabi Invoice Type  Invoice v
Remit To Bank Account 4 Currency AED
Unique Remittance Identifier | 5 = Invoice Descrption 'J
Remittance Check Digit M
Attachment yona Add...
Customer
6 — = ity [108 Q 7 =B “ il 551/ Requesting Department ulall ollosl 55|
Customer Name ;51 &3b3] U9 a0
Address 1 pabgl 8
Ttems |
PO Number Line Shipment  Item Description Supplier Item Number Ship To  Available Quantity Quantity Unit Price UOM Amount
1981520007 1 1 CORRUGATED ANAESTHETIC TUBING 42" byl 10 1 Each 10
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Revise the information entered, if it needs modifications click “Back” else click next

Home | orders | Shipments | Fnance | ncaioence | i NN

Create Invoices  View Invoices | View Payments
o) D > 2]
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Manage Tax

Cancel | [ Save | [[Back | step 3 of 4 [Text | [ Submit

Supplier Invoice
* Supplier ,,Si0 yaf Jakiaun * Invoice Number 2211201501
Tax Payer ID * Invoice Date 22-Nov-2015
*Remit To ,Si0 Invoice Type Standard
Address * Currency  AED
Remit To Bank Account Dummy account Invoice Description
Unique Remittance Identifier Attachment None
Remittance Check Digit
Customer
* Customer Tax Payer ID 198 . aJthll &,lsV1 / Requesting Department  aJloll wllosll &)ls|
Customer Name S>> sl w8900
Address 1 (subgsl
Summary Tax Lines
Calculate

Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
No results found.

Items
PO Number Line Shipment Item Description Supplier Item Number Ship To  Available Qty Quantity To InvoicelUOM Unit Price  Amount
19815200007 1 1 CORRUGATED ANAESTHETIC TUBING 42" byl 10 10.00fEach 1.00 10.00

Click “Submit”

iome | rders | Shipments | Fmance | nceoence | Ac [N

Create Invoices = View Invoices | View Payments
9
Review and Submit

5]
Manage Tax

o o
Purchase Orders Details
Create Invoice: Review and Submit

Cancel | Back | Step 4 of 4 | Submit |
Supplier Invoice
* Supplier )80 yaf Aatiaud * Invoice Number 2211201501
Tax Payer ID * Invoice Date 22-Nov-2015
*Remit To ,Sio jaf Invoice Type Standard
Address * Currency AED
Remit To Bank Account Dummy account Invoice Description
Unique Remittance Identifier Attachment None
Remittance Check Digit
Customer
* Customer Tax Payer ID 198 aJlall &,1sY1 / Requesting Department  aJloll wllosll 8)ls]
Customer Name  S,51 Qo] w900
Address 1 subgil
Items
PO Number Line Shipment Item Description Supplier Item Number Ship To  Available Qty Quantity To Invoice UOM Unit Price  Amount
19815200007 1 1 CORRUGATED ANAESTHETIC TUBING 42" bl 10 10.00 Each 1.00 10.00
Charge Type Amount Description

No results found.
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A confirmation message will show up stating that:

“Invoice number XXXXXXX was submitted to our accounts payables department on XXXXXXX. The

confirmation number of the invoice is the invoice number. You can query its status by using Search by
navigating to the home page.”

[iome | orders | Shipments | Fnance | inetioence | i 1NN

Create Invoices View Invoices | View Payments
) D 2
Manage Tax

’]
Review and Submit

Purchase Orders Details

"% Confirmation
Invoice 2211201501 was submitted to our Accounts Payable department on 22-Nov-2015. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page.

Invoice: 2211201501
Printable Page | Create Another
Supplier Invoice
* Supplier ;S0 yu& Aatiaud * Invoice Number 2211201501
Tax Payer ID * Invoice Date  22-Nov-2015
*Remit To ,Sio juf Invoice Type Standard
Address * Currency AED
Remit To Bank Account Dummy account Invoice Description
Attachment None

Unique Remittance Identifier
Remittance Check Digit

Customer
* Customer Tax Payer ID 198 aJlhll 6,51 / Requesting Department  aJloll llosl 8)ls]
Customer Name  S,o>1 adbu| w8900
Address 1 (subgsl
Items
PO Number Line Shipment Item Description Supplier Item Number Ship To  Available Qty Quantity To Invoice UOM Unit Price  Amount
19815200007 1 1 CORRUGATED ANAESTHETIC TUBING 42" byl 10 10.00 Each 1.00 10.00
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6. Viewing Created Invoices (Exclusive Feature for Ministry of Finance - MOF)

After accessing the application, Click “Home Page” link

1. Click on “Finance” Tab
2. Click on “View Invoices”
2.1. Enter the invoice number to view a particular invoice or leave the fields blank to view all invoice created
3. C(lick “Go”
4. The results will show in a table format with the following:
4.1. Invoice Number
4.2. Ministry Name
4.3. Invoice Name
4.4. Invoice Date
4.5. Type (Default: Standard)
4.6. Currency (Default: AED)
4.7. Amount
4.8. Due

4.9. Status: In-Process, Cancelled, Approved

4.10. On Hold
411. Payment Status: Paid, Not Paid
412. etc.

Home | Orders | Shpments | Finance | inteioenc | Acn NN

Create Invoices ! View Payments

View Invoices [s) 4
=
Simple Search
Advanced Search
Invoice Number Payment Status b4
PO Number Invoice Amount From To
eamgle ; 1734 Amount Due From To
Release Number -
e S Invoice Date From ] To |
Payment Number Due Date From ) To =)
Invoice Status ¥ 5
3 [E=] e
Previous 1-25 v | Next 25 @
‘ On Payment Remit-to Remit-to Due PO |Discount Available
Invoice Ministry Invoice Date * Type  Currency Amount Due Status Hold Status Supplier Supplier Site Date Payment Number Receipt Date Discount Attachments

401 oldga0 17-Nov-2015  Standard AED 3000.00 3000.00 In- Not Paid NOV-
Syl asl| Process
aJloll &l53  16-Nov-2015 Standard AED 0.00 0.00 Cancelled Not Paid
Sldg)a0 15-Nov-2015 Standard AED 2000.00 2000.00 In- Not Paid
Syl Aslo| Process
ldgy00 11-Nov-2015 Standard AED 2718.00 0.00 Approved Paid
Syl Asl|
aJdloll 553 10-Nov-2015 Standard AED 900.00 900.00 In- Not Paid
Process
aJloll 83 08-Nov-2015  Standard AED 10000.00 0.00 Approved Paid
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7. Viewing Created Payment (Exclusive Feature for Ministry of Finance - MOF)

After accessing the application, Click “Home Page” link

1. Click on “Finance” Tab
2. Click on “View Payments”
2.1. Enter the payment number to view a particular invoice or leave the fields blank to view all invoice created
3. Click“"Go”
4. The results will show in a table format with the following:
4.1. Payment Number
4.2. Remitto Supplier (By Default empty)
4.3. Remitto Supplier site (By Default empty)
4.4. Payment Date
4.5. Currency (Default: AED)
4.6. Amount
4.7. Method (Payment Method)
4.8. Status: Negotiable, Reconciled, Voided, etc.

4.9. Status Date

4.10. Bank Account
411. Invoice
412. etc.

1 Navigator ¥ * Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

Home | Orders | Shipments Intelligence | Admin

Create Invoices ~ View Invoices [~ View Payments |

View Payments 4 ~
I 4
Simple Search
Note that the search is case insensitive M‘u
Payment Number | Status 2,
Invoice Number | Payment Amount From | To
PO Number | =] r =~
(ampk 1 1234) Payment Date From ' 1o El
Relaase Number ‘ -
(wxampls : 1234.2)
Gar
3 Previous 1-25 v Next 25 @
Pa nt Ministry Remit-to Supplier Remit-to Supplier Site Payment Date * Currencyi Amount Method {Status Status Date Bank Account PO Number
Syl @l oldgra0 16-Nov-2015 AED 12200.00 a.is1u)l allg=l Reconciled 01-Nov-2015 198-CB-1000105000002
5551 @l Sldga0 15-Nov-2015 AED 2718.00 aloir Negotiable 15-Nov-2015 2530-a5L1 wldsza0
aJloll 8)l58 12-Nov-2015 AED 10000.00 a.is1.J1 allg=)l Reconciled Unaccounted 19-Nov-2015 112-CB-1000105000012
\5)>T slw] wldssa0 09-Nov-2015 AED 22500.00 a.i=1.J1 alg=)l Reconciled 01-Nov-2015 198-CB-1000105000002
Sy Al ol8sya0 08-Nov-2015 AED 12200.00 a=>1a)l alg=l Voided 16-Nov-2015 1198-CB-1000105000002
éyT Al oldgya0 04-Nov-2015 AED 10300.00 adslal allg==)l Reconciled 01-Nov-2015 198-CB-1000105000002
Syl &lw| wlgran 04-Nov-2015 AED 10000.00 a.i=1a)l &lg=)l Reconciled 01-Nov-2015 198-CB-1000105000002
551 &l] wlds,a0 04-Nov-2015 AED 280480.04 a.=1ul allg=l Reconciled 01-Nov-2015 198-CB-1000105000002
Sy @bl Slga0 02-Nov-2015 AED 15000.00 oL s Negotiable 02-Nov-2015 2530-a,5ll wlSgsa0
Syl anl| oBsya0 02-Nov-2015 AED 10000.00 adsial allg=dl Voided 04-Nov-2015 198-CB-1000105000002
épT asl] wldsya0 02-Nov-2015 AED 10300.00 a.ls1all allg=l Voided 04-Nov-2015 198-CB-1000105000002

R R PNES RUTCAVTY 02-Nov-2015 AED 10000.00 at=1.l alleel Voided 02-Nov-2015 2530-aslxil Sleran
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8. Viewing Payment Receipt

After accessing the application, Click “Submit Requests” link

Bayanati

B Favorites ¥ Diagnostics Logout Preferences Help Personalize Page

Logged In As IMTANTAWI@MOF.GOV.AE

Oracle Appli Home Page
| S —
| Personalize [ Full List
[ MoF 1-Supplier & Sourcing Portal Supplier From Type Subject Sent Due
Home Page There are no notifications in this view.
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Sourcing Home Page
& workist

Click “Submit Request”

T Navigator v B Favorites v Diagnostics Home Logout Preferences Help Personalize Page

Requests \k
View  Last 24 hours v Search (| Submit Request

Requests Summary Table

| Refresh

Request ID Name Phase Status Scheduled Date Details Output Republish
No results found.

1. Choose “New Request”

2. Program Name: “MOF ISUPP Supplier Payment Receipt”
3. Click “Submit”

N Navigator v B Favorites v Diagnostics Home Logout Preferences Help Personalize Page
> C < :
Name Parameters Schedule Layout Notifications Delivery More
Schedule Request: Name
* Indicates required field | Manage Schedule | Cancel || Submit Istep 10f 7 | Next
1 © New Request
© Copy Request
2 Program Name ‘MOF ISUPP Supplier Payment Receipt Q
Request Name |
The name can later be used to search for this request
Language Settings
Select All | Select None
Select “Language *Territory Numeric Character

[¥] American English|United States |

Q.
Q

o,

[F]  Arabic |united Arab Emirates |

| Manage Schedule || cancel Submi(' Step 1 of 7 jiﬂe!t
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4. Click “Submit” again

1 Navigator ¥

B Favorites v

Diagnostics Home Logout Preferences Help Personalize Page

O
Previous Notifications

Schedule Request: Review

©
Delivery

]
Review

- Name

Concurrent Program Name MOF ISUPP Supplier Payment Receipt
Request Name
Operating Unit
Language Settings
Language Territory  Numeric Character
American English United States .,

Parameters

This request will be submitted with default parameters

Payment Number

As Soon As
Recurrence Never Repeats

5. The following message Will show:

cancel || Back | step 7 of 7| Submit |

“Your request for MOF ISUPP Supplier Receipt has been scheduled. The request ID is XXXXXXXXXXX”

6. Click “Ok”

™ Navigator v

B Favorites v

Diagnostics Home Logout Preferences

@ Information
Your request for MOF ISUPP Supplier Payment Receipt has been scheduled. The Request
1D is 9639495

Diagnostics Home Logout Preferences

About this Page

7. The output field will appear as empty
8. Click “Refresh” button

™ Navigator v

B Favorites v

Copyright (c) 2006, Oracle. All rights reserved

Diagnostics Home Logout Preferences Help Personalize Page

View  Last 24 hours v IEI

Requests Summary Table

‘Phase
Pending

Status
Normal

Réqust ]D‘Ilame
9639495 MOF ISUPP Supplier Payment Receipt

|Scheduled Date
25-Nov-2015 12:00:10

Search | Submit Request

Output ‘ Republish

? =3

Details |
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9. The outputicon will show up

10. Click the outputicon to check the report

m Navigator v B Favorites v Diagnostics Home Logout Preferences Help Personalize Page

View  Last 24 hours v E | Search | Submit Request
Requests Summary Table
Refresh
Request IDName |Phase Status |Scheduled Date Details Output ||  Republish
9639495 MOF ISUPP Supplier Payment Receipt Completed Normal 25-Nov-2015 12:00:10 & =

Diagnostics Home Logout Preferences Help Personalize Page
Copyright () 2008, Oracle. All rights reserved.

11. The output icon will show up

e )

7
i \3 iy

»‘ii‘

AN

SU Ll

United Arab Emirates

Date : 25-11-2015
Supplier Payment Receipt
Payment Amount
Sr. | Payment Number Payment Type Payment Date Payment Status (AED)
1 Registration 01-01-2050 APPROVED
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