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The supplier’s portal
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1. SAFE SUPPLIER PORTAL DO.070 INTRODUCTION

Oracle Supplier Portal System Considered part of the Purchasing and financial system.
The Supplier System aims to simplifies the supplier registration procedures with National
Security Services company Through a Dynamic and Safe solutions for supplier management.

Supplier portal enables interaction through a smarter supplier system. It is a browser-based
solution based on self-service suppliers that offers a fully approach to supplier management by
removing communication barriers between efficient employees and suppliers through the
interactions between them. The system also allows suppliers to follow up on their claims,
participate in Negations proposed by the National Security Services, and follow up on
submitted invoices.

o Key Features:
— Supplier Registration
— PO Acknowledgement
— Negotiation Acknowledgement
— Create ASN (Advance shipments Notice)
— Create ASBN (Advance shipments & Billing Notice)
— Manage Orders & Schedules
— Manage Contracts & Deliverables
— Create Invoice
— Response to supplier qualification questions
— Supplier Negotiation Response
— View pending and historical transaction
—  View Dashboards and reports
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1.1 Purpose
This document is the User Manual of the SAFE Supplier Portal describing the functionality
provided by the system designed to provide documentation for the users [SAFE Suppliers and
SRM] of this module.
1.2 Toolbar Function
| Actions wlf View w |[Format w| ||| B[ | /|| 2 ||| |5 Freeze | &= Detach Wrap I
Function Description
Action Drop list for more actions
View Show the columns
Format Resize the columns
+ Add
B Duplicate
V4 Edit
% Delete
E t to Excel
i xport to Exce
5 Query By Example
Freeze Freeze The columns
i Detach Detach the columns
Wrap Warp the columns
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2. SAFE SUPPLIER PORTAL FUNCTIONS
2.1 SAFE Supplier Registration initiated by the supplier
Click on the below link to open SAFE Supplier Portal:
SAFE Supplier Portal
2.1.1 Company Detadils:
Enter The Official Information for your company
LB A
Register Supplier: Company Details @ e i o Back -I _-
Click Next
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https://urldefense.com/v3/__https:/fa-esiu-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000002178020&busRel=GDBzxtPsLUrAVBrJUtt4*2B*2FQazQaQ*2BaIlzQ*3D*3D&_afrLoop=3749532507655532&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=aun2fg1qh_293&_afrFS=16&_afrMT=screen&_afrMFW=1536&_afrMFH=722&_afrMFDW=1536&_afrMFDH=864&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=120&_afrMFG=0&_afrMFS=0&_afrMFO=0__;JSUlJSU!!Kz4hg-9TIhMrN2chtpl6!w5Z85DApE8Cq49HXsYdB-DooAcEf_2PTWCm02Us_1bvps5pqinbvb7rBH8vCxQo_sbAlSEQzxjMj$
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2.1.2 Contact Details:

1. Enter The contact Information
2. Enter The Administrator Role from your company
3. The Administrator User: Supplier Administrator creates and maintains supplier profile. As a

Supplier you can view and edit your profile manually (Any change will be reviewed by SAFE to

approve it).
4. ok, create another

Create Contact

Salutation ~ Phone | | - Jl ||

I" First Mame | Abdullah Mobile | | - Jl ||

Middie Name | Fax | = J | | |

I LastMame | Abosatlam |" Email Abdullah—abosallam@appspmm.Gcrr| I

Job Title |

[ ] Administrative contact
- User Account
v Create user account
Roles

Actions w  View w Format w x B Freeze [l Datach wrap

Role Description
Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and. -~
Supplier Sales Representstive Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging or requesting cha___

-

Suppsier Customer Service sges inbound purchase orders and COMMUMICIISS ShIDMENt Sctivities for the Supplier company . Primary tasks inclu___

| rn mnciner || o || canee |

5. Check and confirm for contact information and also you can create another if you want to add

more contacts.
6. Click OK Then Next.
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2.1.3 Addresses:

From Adress Click On the plus Sign
1.  Create address

2. ‘Adress Purpose’ Meaning:
I. Ordering: means that SAFE will be able to submit PO to this Adress.
[I. Remit To: means that SAFE can will be able to submit invoices to this Adress.
lll. RFQ or Bidding means that SAFE will be able to submit RFQ and Bidding to this Adress.
Select All Your Adress Information.
4. Add address contacts.

o

O—0—0 O 6 G 0 O

Company Contacts Addresses Business  BankAccounts Products and Questionnaire Review
Details Classifications Services

Register Supplier: Addresses (B [Nost| | svetortame | | Ragiar
Enter at least one address for remit-to and ordering address purposes

Actions ¥ View w Format v Edit Delete Freeze [n Detach Wrap

Address Name Address Phone Address Purpose Edit Del

No data to display.

Columns Hidden 3

Create Address

* Address Purpose |y Ordering
* Address Name | Riyadn | N

| Remit ta

= Country | Saudi Arabia -
| RFQ or Bidding

Address Line 1 or P.O. Box | Riyadn
Phone |QEB | - ”

Address Line 2 |
Fax |Qsﬂ | - |

* ci |R dn
ity | Riya Ernail|

Postal Code |

4 Address Contacts

Select the contacts that are associated with this address.

Actions w View w Format w > El Freeze lm| Detach

Name Job Title Email

I Abosallam, Abdullah Apduliah-sbesal...

Columns Hidden 4

Create Another ]I Cancel I

5.  Check and confirm for Address information and also you can create another if you want to

add more addresses.
6. Click OK Then Next
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2.1.4 Business Classification:

1. Enter Classification (Attachments, Date, Etc.) then click add again to add new record line.
2. You must Add all The Required Certificates under the Business Classification Section.

Company o goress S o estonnaie  Rev
Daiae .

Register Supplier: Business Classifications @ (Back| [Mext | Saveforlater | Register

& seabi

tor
[ ] Nens of the lazsfestions =re spalcstie

Other
Subclassification  Certifying Agency ~ Certifying  Certificate ~ Start Date Expiration Dats-
Agency

comcamea v Y

3. Check and confirm all the inserted certificates.
4. Then Click Next.
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2.1.5 Bank Accounts:

From Bank Account Click On the plus Sign create
Enter Bank accounts details

<) @ signin

00— © 0 © 0 O

Company  Contacts  Addresses _ Business Bank  Productsand Questionnaite  Review
Details Classfications  Accounts  Services

Register Supplier: Bank Accounts & - - -- -

Enter at least one bank account

Actions w View w Format w Edit Delete Freeze [ Detach Wrap

Account Number IBAN Currency Bank Edit Delete
No data to display.
Columns Hidden 8

3.

4,

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country |SaudiAmbia ‘ - IBAN |5

Bank | Al Rajhi Bank - Currency n
Eranch | Al Rajhi Bank Branch %

Account Number | 2000000000000

Additional Information

Account Name

Alternate Account Account Type
Name

Agency Location ‘
Code

Account Suffix | Description ‘

Check Digits |

Comments

Note to Approver
)

——

Check and confirm for Bank account information and you can create another if you want to add
more Bank accounts.
Click OK Then Next
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2.1.6 Product Services:

From Products and Services Click On the select and add
1.  Select all products and services.

O—O0—C0—C0 © 0 O 6

Company Contacts Addresses Business  Bank Accounts Products and Questionnaire Review
Details Classifications Services

Register Supplier: Products and Services I - - -- -

Enter at least one products and services category

Actions w View w Format w | L Select and Add Remove Froeze 'y’ Detach Wrap

Category Name Description Remove
No data to display

Select and Add: Products and Services

- Search

Category Name

WView w Format w n :) Wrap
Select Category Name Description

Consultancy Services

Facility & Logistics Managemant

Insurance

T

KO Material and Services

Marketing and Corp.Comm

Security Material and Services

Wehicles/Vehicle Services wWehiclesVehicle Services

Columns Hidden 1

2. Then click apply then ok.
3. Thenclick Next.
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2.1.6 Questionnaire:

1. Answer the questions.

©
comany Susine: Rwvau
Register Supplier: Questionnaire | [Back| [Mext | savetoriawr |Register | Ganeel|
mmmmmmmm I
\

2. Click review if needed
3. Click Next
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2.1.7 Review page:

1. Review All the inserted information.

[Revlew Supplier Regisiration: Test Supplier @ -

Company Detaits

Tiwe * File Name or URL Tale Description Atached By Attached Date

‘‘‘‘‘‘‘‘‘‘‘‘

Admin,  Anquest User
o T Emes Adeini Bguest s Details

rm—

Columns Hidden 1

w» Confirmation »

“our registration request was submittad. You will recsive an email after your registration request is reviewsd.

—

2. Click Register.
SAFE team will receive your application to review it and take an action.

4. You will receive the feedback from SAFE team ASAP (approved, rejected, request for more
information).

w

5. If your application is approved, you will receive Email to reset your password and your Username
will be the email you entered in the contact.

6. If they request more information, you will receive email to submit the needed information.
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2.2 PO Acknowledgement

1. To Acknowledgement Purchase order, from supplier portal
2. Click manage orders.

Supplier Portal

:' Req! g A R A Y k! Rep
46
3. Enter Purchase order Number.
4, Click search.
~ o
-
Manage Orders D

=

o

5. Chose the purchase order.
6. Then Click on Acknowledgement.

Purchase Order: 202130207 & IE'--- . oo
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2.3 Negotiation Acknowledgement

1. From supplier portal.
2. Click manage negotiation.

Supplier Portal

+ Arbmsncs e 1 Sresdeet -
e
Mo dats avallable
« Wasa dopvements
"

N tsta avaliabie

3. To acknowledge and accept Negotiation, click on the Negotiation number from the results
screen and the following Negotiation details page opens. Review the details and click on

‘Acknowledgement’.

Lctive Megotations.

orch Resuts

s o Povas [t Fowa dwe [ Eu_

Negonmnce, T
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2.4 Create ASN (Advance shipments Notice)

1. The ASN contains details including shipment date, time, and identification number; packing slip
dataq; freight information; item detail including cumulative received quantities; purchase order
number; and returnable container information

2. Login.

3. To Create ASN, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Porta

_|_

Supplier Portal

4. Click On Create ASN from Tasks.

Tasks o ‘
[:] Requiring Attention Recent Activity |
5. Enter the Purchase Number and click search.
Create ASN @ Dane

4 Search

Search | Reset  Save_
Search Resulls

hew v Cresw ASN

Ordered

ftem Purchase Order Purchase Order
nem Description  SuPpleritem  Purchase Order " Senedue Due Date Guantry UOM Name
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6. Chose the Line then click on Create ASN.

Purchase Order Due Date

202130202 7 1 27-Dec:2021
202130202 8 1 27-Dec2021
2021-30202 9 1 27-Dec2021
2021-30202 10 1 23-Dec-2021

Advanced | Saved Search  Purchase Order v

1 Exch
1 Each

21 Each

7. After Create ASN, Enter The information (shipment, shipment date, ...etc.)

Create ASN Details @

4 Header
* Shipment
* Shipped Date | 26-1an-2022 8:51 AM o
* Expected Recelpt Date | 26-Jan 2022 6:51 AW %|
e |
sneping s =]
R— \
Bl of Lading |
waybin |
4 Lines
Actions ¥ View ¥ # Remove Line
ttem

item
fous Supplier ltem  Purchase Order

“ Quantity UOM Name  Ship-to Location

8 — oz [ vourcy

Packing Siip
Packaging Code
Special Handiing Code
Tare waigne |
Tare Weight oM | ]

not waign | |

—— =

Comments ‘

Ordered Qrdered Received
Quantity Quantity UIOM Quantity
E o

8. Then Click Submit.

g\

4
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2.5 Create ASBN (Advance shipments & Billing Notice)

ASBN contain the same information as ASNs (shipment date, time, and identification number;
packing slip dataq; freight information; item detail including cumulative received quantities;

purchase order number; and returnable container information) plus invoice and tax information.
2.  Login.

3. To Create ASBN, click supplier portal from home page.

Good evening, Marwan Atef!

Supplier Portal

4., Click On Create ASBN from Tasks.

Supplier Portal
s )
oo Requiring Attention Wecan.lnr.nv'lry Tmr\s.:c:r.lon Reports
mmmmmmm 45
X 4—-
5. Enter the Purchase Number and click search.
Create ASBN -

4 Search

Search | Reset  Save
Search Results

v CremeASBN

ftom

e KOs oton SUPPlArtem  Purchase Orger PUTCTMe et Purchase Orcr g, oy,

Ordored
Quanity UOM Name

17 t0 40




6.

Chose the Line then click on Create ASN.

Ay Cileadll Ak o)) 4S L) A

National Security Services Company v

Create

ASEN @

b Search

Search Results

| Agvanced | Saved Search | Purchase Order v

7.

Item Purchase Order Purchase Order Ordered
Item Description  Suppliertem | Purchase Order ji” Schedue Due Date Quantity UOM Name
B e . — -
001-001-0002 Frashights. 202130202 0 1 20-Dec-2021 21 Each
P R . B .
S B . - -
I e . - -
design & pren 202130208 & 1 31-Dec-2021 50 Each
After Create ASN, Enter The information (shipment, shipment date, ...etc.)
Create ASBN Detalls @ suomt| | Ganont
4 Header
. o
* Shpped D | Bdan 02 00 Packaging Code
* Expecied Receipt Date | 26-dan2022 w1 fig Special tandiing Cose
FroigntTamms ~| Tare waignt.
e e —
Billof Lading Het Weight UOM v
e E— -]
4 Billng Information
— ] T
rvoiced Date | 264802022 Y Payment Tema v
Invaiced Amount * Cumeney | SAR -
oo | e s
4 Lines
dSons v Veww f  Removeloe
. " " Ordered Ordered Received
tem Suppiier mem  Purchase Order Quantity UOMName  Shipto Location Quanthy Q om TQuantity

p— mem [ [ [v] ooy

8.

Then Click Submit.
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2.6 Manage Orders

1. Login.

2. To View your Orders, click supplier portal from home page.

Good evening, Marwan Atef!

er Portal

3. Click On Manage Orders.

Supplier Portal

Search | Orders ~ | Order Number

Tasks

Orders

Requiring Attention

Agresments

« Manage Agreements
shipments e

N Schedubs Overdue or Duss Todsy

Contracts and Deliverables

P ———

Recent Activity Transaction Reparts
251 30 D Last 30 Day.

No data available

4. To View your Active orders, Enter the Purchase order number

5. Click search.
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Manage Orders @ -

Headars  Schecies

4 Search Advanced | Manage Watehiist | Saved Search | All Oiders v
Sold-to Legal Entity - Order
BiRt0 8U v status
Supplier Site - Include Clased Documents | Na v

Search || Reset | Save..

Search Results

ctins v Veww Fomalw 5 DF e Datach
Lite

Order Order Date  Description Supplier Site Buyer Ordered Currency S$tatus Cyele Date

Na search canducted
Columns Hidden 24

6. From the search results, all purchase orders will show as their statues.

Manage Orders @ Dsne

Headers  Schacules

» Search Advanced | Manage Wotehlist  Ssved Sesrch | Al Orders v
Search Results
Aciorsw Veww Fomatw 4 F 5 [ Feers ¥ Dewsch o Wrap
Life  Creation
Order Order Date Description Suppller Site Buyer Ordered Currency Stats v Aty

e SCM User 57000 SAR Open o 2TDecan
A SCM Uses ST0.00 SAR Open £ 21Dec2021
A SCM Uses sT00 SAR Open £ 2nDecat
Amadi SCM User 57000 sAR Open 2 ieDeam
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2.7 Manage Schedules

1. To View your Schedules, click supplier portal from home page.

Good evening, Marwan Atef!

2. Click On Schedules.

Supplier Portal

Searen | Oroers ~ | Order Numbar
Tasks
Grders
Requiring Attention Recent Activity
B Scnedues Onverdue or e Today 1 Quesieonaies

Sunniliar Maws.

3. To View your Active Schedules, Enter the Purchase order number

4. Click search.

Manage Orders &

dors  Schedules

» Search

Search Results

Mtorsw Veww Fomstw S B F . Detach
Supplier Ordered

Order Supplier Site Line Line Description - Schedule 'y uom
sonac Each

fowad 5 Ean

s 0 Eaen

Aoz 50 Eacn

Rowadi 1 Each

e ach

o ach

Aowac ach

Transaction Reparts

No data available

Advanced | Manage Watchlist | Saved Search | Al Schedles

Ordered Currency Status Ship-to Location
300 SAR Open Digital Cty
Open
Open
Open
Ops:
jpen
pon
sAR Jpen

Requests
Date

31-Dec-21,

21to 40




2.8 Manage Contracts

1. Login.

2. To View your Contracts, click supplier portal from home page.

3. Click Contracts.

Supplier Portal

| Grder Humber

Requiring Attention Recent Activity
Last 30 Day

4 Supplier News

4. To View your Active Contracts, Enter your contract number.

5. Click search.

Manage Contracts Mt

name

Transaction Reports
Last 30 Day

No data available
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2.9 Manage Deliverables

1. To View your Deliverables, click supplier portal from home page.

Good evening, Marwan Atef!

2. Click On Manage Deliverables.

Supplier Portal

Search | Orders | Grder Humber

Tosks 0
Ordars
Requiring Attention Recent Activity Transaction Reports

No data available

I Schecuies Cvers o D Tod:
Contracts and Delivarabies

« . 4 Supplier News

3. To View your Deliverables, Enter the Deliverables number.
4. Click search.

F
- 0O P g @-
Manage Deliverables & ogne
4 Search —
Search Results
-
Delivarable Nama Stat Documant Numb DueDate  &w Party Name

5. From search results you can view the deliverable statues and deliverable date.
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2.10 Create Invoice

1. Login.
2. To Create Invoice, from home page click supplier portal.

Good evening, Marwan Atef!

3. Click Create Invoice.

Supplier Portal

4. Enter All the Information for the Invoice.
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5. After Review the invoice Click Submit.
6. SAFE finance team will receive your Invoice to review it and take an action.
7. You will receive the feedback from SAFE team ASAP (Approve, reject).
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2.11 Response to supplier qualification questions

1. Login.
2. To respond to the Questionnaire, click the Respond to Questionnaire link in the Notification (You
Are Invited to Respond to Questionnaire ......)

Notifications

Good afternoon, Marwan Atef!

Sales  Supplier Porta Tools  Others

Things to Finish

3. Orclick Supplier Portal from the main menu.
4. Click Manage Questionnaires under Questionnaires.

Supplier Portal

.....

46

Supplier News
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5. Select the Questionnaire using Questionnaire title and click the button Respond.

lanage Questionnaires @

4 Search I

earch Results
setonsw Veww Fomstw 5 0F reee (Demeh o wiop | | Rezpona

Questionnaire  Questionnaire Title

H Salem Initstive
2 Waters Eveiutin
2 Wespon Supplers Popup Assessment

(e i | S e P i
E—
st [t s samir] v

Suppler Sts Status Response o por
Nt stared @
[—
-
Nt stared
[—
Noisures  2r0m.

Not staried

6. Enter the required responses - which can be choosing an option or entering text.

Respond to Questionnaire: Material Evolution &

4 Questionnaire

Questions.
Company Sire

o
(000

"2 i e 4

ED

e

Supplier Marwan Ataf
Supplier Site
Rasponder Marwan Ate!

7. After answering all questions click Save and then Submit.
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2.12 Supplier Negotiation Response

1. Login.
2. To respond to the Negotiation, click the Respond to Negotiation link in the Notification (You Are
Invited to Respond to Negotiation ......)

Notifications

Good afternoon, Marwan Atef!

Suppler Porial

Things to Finish

3. Orclick Supplier Portal from the main menu Then from the negotiation tap click View Active
negotiation.

Supplier Portal

Requiring Attention Recent Activity Transaction Reports

46

o Supplier News
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4. From Active Negotiation select the Negotiation then Click ‘create response’.

A

Active Negotiations

4 Search

“* Negtiation Close By | da-mmm-yyyy e

Search Results

1

—
e | peee—

Actions ¥ View ¥ Format ¥ Accept Terma

Negotiation Title

Test

Columns Hidden 4

Manage Watchlist | Saved Search | Oper

Response Submitted | No

Negotiation Open Since | dd-mmm.yyyy e

== = =)

Negotiation Time.

Your Will Unread Response
Remaining Close Date Responses Participate Messages V€W PO qpreadsheet
= 1Day22Hows  12-an2022 42 o v @ ]

5. Response for All the requirements.

Create Response (Quote 7001): Overview (3

Title Test
Close Date 124302022 422 PM
General
Supplier Marwan At
Negotistion Currency S&R
Response Currency  SAR

Price Precision 2 Decimals Maximum

Response Vaka nth [27-an 202 e () ‘

4 Contract Terms

4 Variables @)

Provide values for Ins isted variables. The ualuss you enler are auloenatically popuiated in tha cantract lemmss

View v Fomat ¥ Freere o Wisp  View |Alvanabies v
Name Description

i data o display

4 Deliverables

Achicns w View w Format v Frosze ol Weap
Deliverable Name

No data to dispiay

FYoHORS
Overviewtequren Lines Review

Last Saved 10-Jan-2022 6:06 PM.
Time Zone Arabis Standard Time

Time Remaining 1 Day 22 Howrs.

Reaponse Type (@) Prmary

Altermate

—]

Note to Buyer {

S srachments Hone 4

A

value

Clauses

DueDate &% Status

6. Respond for the Technical questions Then click the right page.

29to0 40

1010618411 1. s — A0 gaaadl Ay jall ASLaall 11452 (alp )l —4-1 () gala— JoAdll e il Aipall
Digital City, AL Nakheel ~-WH]1-4- Riyadh 11452 Kingdom of Saudi Arabia C.R: 1010616411



Ay Cileadll Ak o)) 4S L)
National Security Services Company

Create Response (Quote 7001): Requirements 3

Time Remaining 1 Day 22 Hows

Section 1. Technical

. Have you worked wilh 2 maper chenl recenty and over e last 3 years.
®aves
o he

L

m
Close Date  12-Jan-2022 422 PM

a1 Vhat are the cianis names?

Heom

Saction 1 Technical v ||
y

Section 1 Techeieal v | b

7. Respond for the Commercial questions then click next

X X°RC
CuenisuRequirer Lines  Revien
Create Ri (Quote 7001): Req s @

Section 2. Commercial

EAm e

Time Remaining 1 Day 22 Hours

Close Date 124212022 4 2P0
SELE"

) b SIK- 100K
@ c 101K~ 1508

) d 151K - 200K

) & 201K - above

4 | Sechon 2. Commercial v

4 | Section 2. Commercial v

8. Enter the Response price and promised deliver date then click next.

Create Response (Quote 7001): Lines @

Gurrency = Saudi Riyal

verviewRequiren T“ view
Time Remaining 1 Day 22 Hours
Actions v Viewv Fomatv 4 Freeze ] Detach wiap
Line Description Reauited Category Name Start Price]
1

Close Date 12-Jan-2022 422 PM
Response Price Response
Vehicke First Aid Kid

Last Saved 10-Jan-2022 6:26 PM
Time Zone Arabia Standard Time
Quantity YoM
Seourity Satety g

I :
Promised Requested * Altemate Line N
Line Amount| TN e | Delvery Date  Descipyon | Create Altemate  item Revision Location Target Price  Target Quantity Not
« I ——
Rows Selected 1 Columns Hidden 1
Grand Totals
Alltesponse lines except alterat e
mount 18,0000

»

9. After reviewing all the Requirements.
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[Review Rosponse: Quota 1001 @ o [ Rpordy St ¥ (Ao ¥ ok [ || su o

e Test ime Remaining 1 Bay 21 Hours

General

4 Contract Terms

4 vaniables (@

Description value Clauses

4 Deliverables

10. Click submit.

31to 40




ey cileaaall 4k ) 48,50 — B -
National Security Services Company \‘}
) 4

2.13 Negotiation Communication

Messages Tab allow you to communicate directly with SAFE team regarding any active

negotiation.

1. From the tap messages—>"Messages Button” you can communicate directly with SAFE team if you
have any questions regarding the negotiation.

2. Click on messages.

RFQ: 22
Table of Contents Cover Page
PR 2021-10523 RFQ
You are invited to RFQ by SCM User from SAFE side
3. Click on the plus sign.
Online Messages (RFQ 22) @ - .

Trme Zone Arabia Standard Time
Toe Test Status Closed (Locked)

X 120202242
Time Remaining 0 Seconds. Close Date 122020224 22 7

Messages

ouinnt Oenbn Conm X ke

4. Enter the subject.
5. Inthe Message filed write your message.

Send Message x

To SAFE Enterprise  d—
* Subject | ——s

Attachments None ==

| send | Cancel

6.  After reviewing the message click send.
32to0 40

1010616411 1. os — 43 gl A jall ASLaal) 11452 (b N —4-T (i) sabaa— Joaall el 1) A3l
Digital City, AL Nakheel ~-WH]1-4- Riyadh 11452 Kingdom of Saudi Arabia C.R: 1010616411



2.14 Notification List

From the bell notification you can view your notifications and respond If any.

Good afternoon, Marwan Atef!

apps.

upter Portal

Things to Finish

-+

Notification Detail
Accept Accept Negations, Qualification, ...etc.
Decline Decline Negations, Decline Negations, ...etc.

FYI

Information to be noticed Negations, Qualification, ...etc.
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2.15 NEW/EXISTING SUPPLIER REGISTRATION INITIATED BY SAFE SRM USER
SAFE SRM user would also initiate the supplier registration for a new or existing supplier then

the system will send a notification to the supplier to complete his profile and complete the
registration process

2.16 Register Exiting Supplier [From SAFE SRM User]

Procurement - supplier > manage supplier

anwb ™ @

1. Click Manage supplier.

vvvvvvvv

Overview @

4 Supplier Spend Authorization Requests

[
Actions w View w Format v 7 Detach Pending | Past 30 days v Q

Supplier F
...... Supplier e Business Relationship  Requested By |

uuuuuuuuuuuuuu

- Business = 5
Supplier Supplier Number  CUSIACES | n Subclassification Certificate Expiration Dat

2. Search for the supplier.
3. Chose the target supplier.
4. Click on action to Edit or click on the pen tap.
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Manage Suppiers @

i < [

===

J

5. Click on the Contact tab.

ookt o s . o
o :
O\
al =

P B =

Edit Supplier: Al-hokalr for tourism and company @ s et e | Gt
e 8
W ot Tioe. Emat AU e Accoust Siatus q
e - 8

Click on the plus sign to add contact Information.
Add the contact information.

Note you must Add email for the supplier to receive the registration notification.

Click on the create user account.

4
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10. After adding the email (create user account) the supplier will receive notification to complete

the Registration.
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2.17 Initiated Registration for new supplier [From SAFE SRM user]

Procurement - supplier > Register supplier

Good afternoon, SCM User!

&1 Manage Procurement Agents

1. Click Register supplier.

Overview

Overview @

4 Supplier Spend Authorization Requests

i
| .O@m

Supplier =
Request Source Supplier e Business Relationship  Requested By [ =
Expicing
Actons w View v Fomat v Oetach Expiring v
Business i
Supplier Supplier Number 20880 Subclassification Certificate Expiration Dat

2. Enter Registration Details (company name, Request reason, ...etc.).

Register Supplier (3 - -

Esier 3 value for al kast me ofhese fekis: D-U. Number, Texpayer D, or Tax Regisiafin Number

Regitraton Deais

Company Deails

- DK Number

Toxpayer 10

Tex Registsation Number

Attartmeats. Nane

3. From Contact Tab.

4. Add contactinformation
— Note you must Add email for the supplier to receive the registration notification.
— Add create user account.
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6. Then click Register, the email (create user account) the supplier will receive notification to

complete the Registration.
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3. GENERAL INFORMATION

1. Block and end supplier: This can be done by SAFE through supplier portal Admin.
2. Edit/grant the supplier roles: This can be done by SAFE through IT Admin.
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