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Login

1.To access the Supplier Portal, open a web browser such as Chrome and click on the URL

https://fa-evrp-saasfaprodl.fa.ocs.oraclecloud.com received from ADIA.

2. To access the supplier portal menu, click on the “Supplier Portal” tile.

Note: The Menu you see will be depending on the access provided.

ADIA oF ® @

Good morning, Self Service Admin Role!

Supplier Portal

—) +
Supplier Fortal

Things to Finish

x v x
i 10 Me
Supplier Profile Supplier Profile
2 Change Request Change Request
140005 was Approved 141004 was Rejected >
by Abu Dhabi by Abu Dhabi
Created by Me
Show
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Create Invoice

To access the Supplier Portal Page:
1. Click “Create Invoice” under Invoices and Payments.

Supplier Portal
P~ =
Search | Invoices v | | Invoice Number w | | | O\
Tasks

Invoices and Payments

Requiring Attention Recent Activity
« Create Invoice Last 30 Days
« View Invoices Payments 13
* View Payments

Company Profile

= View Profile

Transaction Reports
Last 30 Days

Invoice Amount 100 AED
Invoice Amount 24 8K USD
Invoice Price Variance Amount 0 AED
Invoice Price Variance Amount 0 usD

M Invoices Overdue

Figure 2
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2. Fill in appropriate values in the mandatory and pertinent fields, attachment and click “Save”.

2.1. Click on List of Values (LOV) “*and select the PO (Purchase Order) in identifying PO, based
on PO selection ‘Supplier site’ and ‘Customer Taxpayer ID’ values auto populate.

2.2. Click on LOV (.E:') and select the Remit-to-Bank Account
2.3. Enter the Invoice number and select Date which is appearing on the Invoice Document.
2.4. Click on ‘+’ below description and add the attachment (Invoice, Delivery note, etc..).

Note: Attachments is mandatory for Creation of Invoices.

ADIA

Note: Invoice number cannot be repeated, it should be unique for every Invoice.

Create Invoice Inw'mm s m

Ideniitying PO | POS1000659 g, Remit.to Bank Account xxxxxxxxxx T — Number||Nv-]4673
Supplier XXXXXXX Unique Remittance Identfer " Date | 202023 i)
Taxpayer |
Unique Remittance Identifier Check Digit *vae Ivoice W
Supplier Site | FCO1 v Invoice Currency  USD - US Dolar
0017000 STEC2V TAN, AdoressZ, LONDON, Description

Address

UNITED KINGDOM Payment Currency  USD - US Dollar

Attachments  PO_81_64638_0_ US patel ¢

Supplier Tax Registration Number ¥
Tax Control Amount

* Customar Taxpayer 10 | 7001 v

Figure 3
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3. Now click = to match the PO Lines to add.

Note: In Lines tab do not use the “+’ to add lines, as this will automatically reject the Invoice. Invoice
should only be created with PO Lines =3

* Identifying PO | PO31000659 v Remit-to Bank Account ) X X X X XXX XXX XXX v * Number ‘ INV-34679
Supplier XXXXXXXX Unique Remittance Identifier ‘ * Date ‘ 20-Jul-2023 fe
Taxpayer 1D - 5 =
Unique Remittance Identifier Check Digit * Type ‘ Invoice v
Suppier Sk FC?IA Ca i ey e _'_ De Invoice Currency USD - US Dollar
Address 100 WOOD STEC2V 7AN, Address2, LONDON, scription ‘
UNITED KINGDOM £
Attachments PO_81_69639_0_US paf e 3¢ Payment Currency USD - US Doliar
Supplier Tax Registration Number v
Tax Control Amount
IS
* Customer Taxpayer ID | 7001 v

a
View v _._/E Cancel Line

Purchase Order
“ Number “ Type Item Description Quantity Unit Price UOM “ Amount
" Number " Line " Schedule

No data to display
Total

Figure 4
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4. A Pop-up window is opened, select the PO lines, and click on OK.
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Select and Add: Purchase Orders

4 Search

* Purchase Order | POS1000659

£

Creation Date | dd-mmm-yyyy h:mm a

Search Results

Advanced | Saved Search |

e |

=* Al least one is required

* Consumption Advice |

I Search” Reset ][ Sa\re...]

ADIA

Classification: Internal - ADIA and Business Partners

View w = Detach Select All
z | L] | | | | | | |
Purchase Order Consumption Advice s lier lte

Hﬂ%ph":rr m Item Description Ship-to Location Ordered

Number Line Schedule Number Line
*POQH!DUGEB 1 1 CLIPS FOLD BACK... Abu Dhabi Investm... 50
PO81000659 1 2 CLIPS FOLD BACK... Abu Dhabi Investm... 50
POS1000659 2 1 CALCULATOR PAP... Abu Dhabi Investm... 50
P291000659 4 1 ZAFRAN TAJ MAH...  Abu Dhabi Investm... 100
PO81000659 5 1 NESCAFE SACHE... Abu Dhabi Investm. .. 100
4 »

Apply OK | Cancel ]
Figure 5
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5. Selected PO Line details are added to invoice, adjust the invoice quantity if required.

Mdentifying PO v Remit.to Bank Account | Uy Y % ¥ 3 W W Y WY Y Y v " Number | INV-34679 |
supplier YXXXXXKX Unique Remitiance Identifier * Date | 20-Jul-2023 fe
Taxpayer ID

Unique Remittance identifier Check Digit Type Invoice

¥ Invoice Currency  USD - US Dollar
A A . Description
Lf:‘ﬂ '\IJE%OKDPFJDED%V TAN, Address2, LONDON Payment Currency USD - US Dollar
Attachments PO_81_69639_0_USpdf 4= X

Supplier Site
Address

Supplier Tax Registration Number v
Tax Control Amount

Customer Taxpayer ID

ADIA

Vieww o= 3 [ | CancelLine

Purchase Order
" Number " Type Item Description Quantity Unit Price UOM * Amount
“Number  “Line " Schedule

— PO910006590 1 1 CLIPS FOLD BACK E.LARGE 41MM ATLAS BRAND (BOX OF 12) qu 10 Each 200.00

Total 200.00

Figure 6

Note: If your Invoice is issued against two PO’s. Please make sure to match the values of first PO and
verify it before adding the second PO. Once a new PO is added the quantities of the previous PO cannot
be edited. You need to delete and add the PO again if required. (Please refer below for detailed process)
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6. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax.” The Tax details
shown under the Summary Tax Lines.

Note: The Invoice will not submit until we select the Calculate Tax process.
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Identifying PO POR1000350

suppler XXXXXX

Taxpayer 1D

Supplier Site

12 STEC2V TAN, Addrans2. LONDON, UNITE!
Addreas lvéc:‘é%c‘.?a EC2V 7AN, Address2. LONDON, UNTED

Supplier Tax Registration Number v

Customer Taxpayer ID

vewy + X B vam!Tim}

UAE TAX JURL..  UAE VAT STATUS

" Number * Type Item Description
Number Line Schedule
PORIO0SSS 1 1 CUPS FOLD BACK E LARGE 41MM ATLAS BRAND (80X OF 12
PORICODSS 4 1 ZAFRAN TAJ MAHAL BRAND (ORIGINAL) SPAIN 40MS. PER PACK
Total
View ¥
Line " Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage

Remit-to Bank Account | ¥/ 3/ Y/ 3 Y Y Y Y Y.
Unique Remittance Identifier |
Unique Remittance identifier Check Digit | |
Description

Attachments PO_81_80826_0_Usps o X

Tax Control Amount

Per Unit

Quantity

Unit Price UOM

40 Esen

ADIA

Amount

Figure 7
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7. Click on Submit to submit the Invoice.

Create Invoice senscions v ([

Identifying PO POR1000859

Remitto Bank Account [ 3/3/3/ 373y vy N8y v * Number | mv-24879
supsiier XXXXXX e
Unique Remittance igentifier | Date
Taxpayer 1D
o Unique Remittance identifier Check Digit | Tne: \wokk
Supplier Site > Invoice Currency USD - US Doliar
Adaress 1334000 STECIV 7AN. Aderess2. LONDON. UNTED Owssnpeon \

Payment Currency  USD - US Deliar

Attachments PO_i Spatd X
Supplier Tax Registration Number
Tax Centrol Amount
Customer
Customer Taxpayer 1D 7001 -
Lines
Vieww 4 X [B | CancelLine
Purchase Order
* Number " Type Item Description Quantity Unit Price  UOM * Amount

* Number Line " Schedule

1 POOI000ESC 1 1 CLPS FOLD BACK E LARGE 41MM ATLAS BRAND (BOX OF 12) 20 10 Eacn 200.00
2 ~  PORI00SSO 4 1 ZAFRAN TAJ MAHAL BRAND (ORIGINAL) SPAIN 4GMS PER PACK. s 4 Each 2.000.00
Total 2.200.00

Summary Tax Lines

View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 UAETAXREGME  UAE VAT UAETAX JURI..  UAE VAT STATUS VAT RECOVERABLE & 20 “©
2 UAETAXREGME  UAE VAT UAE TAX JURL..  UAE VAT STATUS VAT RECOVERABLE & 20 00
3 UAETAXREGME  UAE VAT OFFSET UAE VAT OFFSET STA VAT REVERSE CHARC 20 40
4 UAETAXREGME  UAE VAT OFFSET UAE VAT OFFSET STA VAT REVERSE CHARC 20 400

Totals

Figure 8
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8. Invoice has been submitted. Click on

new invoice.
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done to close the page or click on ‘Create Another’ to create

Identifying PO
Supplier
Taxpayer 10
Supplier Site
Address

Supplier Tax Registration Number

Customer Taxpayer ID

View v
* Purchase Order
Number  Type
' iTem PORICO.. 1 1
2 ITEm POOI0O.. ¢ '
Total
Summary Tax Lines
View v
Line * Regime * Tax Name

UAE TAX REGIME

UAE TAX REGME

3 UAETAXREGME  UAE VAT OFFSET

4 UAETAXREGIME  UAE VAT OFFSET

POR1000850

XXXXXX

FCo1

100 WOOD ST.EC2V TAN. Address2. LONDON, UNITED
HKINGDOM

7001

Consumption
Advice

Number  Line Scheduk Number  Line

Tax Jurisdiction
UAE TAX JURI

UAE TAX JURI

Supplier
tem ftem Description

Remit-to Bank Account

Unique Remittance Identifier

Unique Remittance Identifier Check Digit
Deseription

Attachments

Tax Control Amount

Legal Entity

Address

CLIPS FOLD BACK £ LARGE 41MM ATLAS BRAND (BOX OF 12)

ZAFRAN TAJ MAHAL BRAND (ORIGINAL) SPAN 4GMS. PER PACK

* Tax Status * Rate Name
UAE VAT STATUS VAT RECOVERABLE &
UAE VAT STATUS VAT RECOVERABLE &

UAE VAT OFFSET STA VAT REVERSE CHARC

UAE VAT OFFSET STA VAT REVERSE CHARC

Per Unit

YYXYYIYIYYN Number

Date
Type
Invoice Currency

PO_81_80638_0_US pat Payment Currency

Abu Dhab: investment Authority (ADIA) - OPEX

Location of Final
Ship-to Location Ship-from Location Tax Classification Discharge

Aby Dhadi investment Aumh. 100 WOOD ST,

vestment Auth . 100 WOOD STEC2V 7AN.

cCDe=n ey

INV-24870
2032023
Imoce
uso

uso

Quantty Unit Price UOM

% 40 Esen

20000
2.000.00

2,200.00

ADIA
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Creating a new Invoice for partially invoiced PO:

e Click “Create Invoice” under Invoices and Payments.
e Fill in appropriate values in the mandatory and pertinent fields, attachment and click “Save.”

e Click on LOV and select the PO in identifying PO, based on PO selection ‘Supplier site’ and
Customer Taxpayer ID’ values auto populate.

e Click on LOV and select the Remit-to-Bank Account A D I /\
e Enter the Invoice number and select Date which is appearing on the
e Invoice Document.

1. Click on ‘+’ below description and add the attachment (Invoice, Delivery note, etc..).

/
* PO | POR100085R |~ ] < Remit.to Bank Account | Y)Y Y Y. Y XYY YY. |v] = * Number| INV-33567
Supplier )X XXXX Unique Remittance Identifier | | * pate [ 2002023 e
Taxpayer ID — e ——
Unique Remittance Identifier Check Digit | | " Type ‘ nvoice -
Supplier Site | FCO1 \ v o . Invoice Currenc; y USD - US Doliar
Address 100 WOOD STEC2V 7AN, Address2. LONDON,UNTEO  Desen oo | N 7‘
KINGDOM P: it Cur USD - US Dollar
Attachments PO_S1_80630_0_US pdf 4R I AyOEnt-Caveacy
Supplier Tax Registration Number | |w |
. Tax Control Amount ‘
* Customer Taxpayer ID | 7001 | |
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2. Now click E to match the PO Lines to add.
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Create Invoice @

Customer
* Customer Taxpayer ID | 7001 - |

Lines

view *

* Number * Type

Cancel Line

Purchase Order
Item Description
“Number  “Line " Schedule

No data to display.
Total

I~]
Supplier YOOOXKXXX
Taxpayer ID
* Supplier Site | FCO1 - \
100 WOOD ST.EC2V 7AN, Address2, LONDON,
Address | ITED KINGDOM
Supplier Tax Registration Number | I - ‘

A -

Remit-to Bank Account ‘ YIYIIIY Y Y XN

| = J * Number | INV-34679 ‘

Unique Remittance Identifier ‘

| CIETE R

Unique Remittance Identifier Check Digit

" Type | Invoice ~

Description ‘

| Invoice Currency USD - US Dollar

Attachments PO_81_69639_0_US.pdi == 3¢

Payment Currency USD - US Dollar

Tax Control Amount ‘

ADIA

Quantity Unit Price UOM “ Amount

Classification: Internal - ADIA and Business Partners

Figure 12
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3. A Pop-up window is opened, select the PO lines, and click on OK.

4. Select the remaining quantity lines which we Invoiced earlier.
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Create Invoice

Identifying PO PO91000659 Remit-to Bank ACCOUNE | Y ¥ ¥ ¥ ¥ Y ¥ ¥ ¥ ¥ Y ¥ Y Y. | v |
supplier XXXXXX0 Unique Remittance Identifier |
Taxpayer ID
Unique Remittance Identifier Check Digit
Supplier Site FCO1 v
7 Description
Address 100 WOOD ST.EC2V TAN, Address2, LONDON, |

UNITED KINGDOM Attachments PO_81_69639_0_US pdf e 3¢

Supplier Tax Registration Number v |

Tax Control Amount

Customer

Customer Taxpayer ID 7001 v

Lines

vewwe 4 X B ‘Cancel Line

Purchase Order

* Number | INV-38567
* Date | 20-Jul-2023 [

Type Invoice
Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

ADIA

* Number ~ Type Item Description Quantity Unit Price UOM * Amount
“ Number “ Line " Schedule
“’ 2 PO91000859 4 1 ZAFRAN TAJ MAHAL BRAND (ORIGINAL) SPAIN 4GMS. PER PACK. 50 40 Each 2,000.00
1 FO91000859 1 1 CLIPS FOLD BACK E.LARGE 41MM ATLAS BRAND (BOX OF 12) 30 10 Each 300.00
Total 2,300.00 |

Figure 13

5. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax’. The Tax details

shown under the Summary Tax Lines.
6. Follow the steps 7,8,9 to Submit the Invoice.

Classification: Internal - ADIA and Business Partners
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Creating an invoice for multiple PO’s:

1. Follow steps 2,3,4 to fill appropriate values in the mandatory and pertinent fields.

2. Now click ¥ to match the PO Lines to add. Follow stepsin 4,5.
3. Selected PO Line details are added to invoice, adjust the invoice quantity if required.
4. To add multiple PQ’s, follow similar steps 4,5 as above.

Identifying PO FOS1000630 Remit-to Bank Account | | - * Number | INV-45934
Supplier  XXOO0OXXX :
Unique Remittance Identifier | ‘ ate 2 2023
Taxpayer ID
. » Unique Remittance Identifier Check Digit I:I o =
Supplier Site  FCO1 N Inveice Currenc; - UAE Dirham
Addrass 100 WOOD STEC2V 7AN, Address2, LONDON, UNITED Description | ‘
KINGDOM Payment Currency  AED - UAE Ditham
Attachments  PO_300000007211552_P091000433_ 4 ¥
Supplier Tax Registration Number =]
Tax Control Amount | |
Customer
Customer Taxpayer ID 7001 -
Lines
view w 4 3 |E || cancelLine |
Purchase Order
“ Number * Type Item Description Quantity Unit Price UOM “ Amount
* Number “ Line * Schedule

[ a POS1000626 1 1 CLIPS FOLD BACK LARGE 32MM ATLAS BRAND (BOX OF 12) 100 10 Each 1,000.00
3 POS1000628 1 1 CLIPS FOLD BACK LARGE 32MM ATLAS BRAND (BOX OF 12) 100 10 Each 1,000.00

2 PO91000629 1 1 CLIPS FOLD BACK LARGE 32MM ATLAS BRAND (BOX OF 12) 10 Each 500.00

1 PO21000830 1 1 AL AIN MINERAL WATER 5 GALLON 100 100 Each 10,000.00
Total 12,500.00

Figure 14
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Note: If your Invoice is issued against two PO’s. Please make sure to match the values of first PO and
verify it before adding the second PO. Once a new PO is added the quantities of the previous PO cannot
be edited. You need to delete and add the PO again if required.

5. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax’. The Tax details
shown under the Summary Tax Lines.

6. Follow the steps 7,8,9 to Submit the Invoice.

ADIA
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Creating invoice for cancelled invoice w.r.t PO:
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1. Verify the cancelled invoice details in view Invoices.

2. User registered on Supplier portal will receive a notification whenever an invoice is cancelled.

View Invoices

4 Search

** Invoice Number | SM+UTTEST30

- supuner| XXXXXXXXXX

4

4

Supplier Si[e|

Search Results

View w  FE [y Detach

Payment Number

H

|Agvﬂn:m Saved Search | All Invoices v|

= At least one is required

‘4 Search || Reset || Save... ‘ A D I A

Invoice Paid Payment

Classification: Internal - ADIA and Business Partners

w:;ll[;zr Invoice Date Type glrjlg(;l:ase Due Date  Supplier Supplier Site AUH:‘E:L: Amount Invoice Status Status Number Comments
”‘ SM+UTTEST30  01-Mar-2023  Standard PQ91000090 01-Mar-2... SIMCORP LTD. FCO01 0.00 AED 0.00 AED Canceled Un...
Figure 15
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3. Create Invoice w.r.t to cancelled invoice and PO details. To create and submit the Invoice please
follow the steps from step 2 to step 9.

4. While creating the cancelled invoice, please use ‘REV’ at the end of the old invoice number as the
system will not allow duplicate Invoice numbering. For example, if the old Invoice is ‘123’ revised
invoice should be “123REV”.

Createlnvoice @ - D eI €D e
9.PQ  POZ1000090 Remit-to Bank Account [ [~ * Numberl[ FIN -SmeUTTEST30
XOOOOROOO0E
Uniue Remittance identifior | | Date
Unique R Identifier Check Digit | | Type invoice
plier N Invoice Currency  AED - UAE Dirham
Address 100 WODD STEG2V 7AN, Addrass2, LONDORN, o |
UNITED KINGDOM Payment Currency  AED - UAE Dirham
_PO _FF|x
Supplior Tax Registration Number [~]
stol
Customer D -
Lir
view v 4 X B [
Purchase Order
“ Number ~ Type Item Description Quanti ty Unit Price  UOM “ Amount
* Number “Line " Schedule
( s S . VOLVIC WATER - GTN 151 % 12 BTLS oer
POg1000000 3 1 SODA WATER (300 ML} 1X24 200 3 Each 627.00
POS1000090 1 1 AL AIN MINERAL WATER 5 GALLON
Total 3,807.00
e ——

Figure 16
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