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(: Introduction

This website is the primary online portal for suppliers to participate in online tenders/RFX published by the Emirates
Post Group. The entire bidding process is managed online. Equal opportunity in public procurement and nurturing an
increasingly dynamic, competitive, and innovative supply chain for the provision of goods and services. The

underlying technology and supporting services for the eProcurement Portal are based on the latest updates of the
Oracle Fusion application.

This guide provides detailed instructions on how to register on the Emirates Post Group Procurement Platform.

It guides you through Registration, Profile Update, RFQ Response, and Acknowledges a PO.
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(: Supplier Portal - Invoice & Payment

Create an Invoice against the Purchase Order. Navigation: Supplier
Portal>>Supplier Portal. Click on Create Invoice.

< aOP - @

Supplier Portal

Search ‘ Orders v ‘ Order Number Q
Tasks e
Orders
Requiring Attention Recent Activity Transaction Reports

« Manage Orders Last 30 Days Last 30 Days

« Manage Schedules Negotiation invitations 1 PO Purchase Amount 10K AED

. nop Orders opened 1 Invoice Amount 1 AED
Agreements Receipts 1 Invoice Price Variance Amount 0 AED

Payments 1
« Manage Agreements
» 2

Shipments * ¢

« Manage Shipments
« View Receipts

« View Retuns

Contracts and Deliverables 2

« Manage Contracts
+ Manage Deliverables H M Schedules Overdue or Due Today
Invoices and Payments

Suppler News

= View Invoices

« View Payments




Supplier Portal - Invoice & Payment

Mention the PO Number, Invoice Number and Date. Then click on Select and Add

button.

Create Invoice @

I” Identifying PO ‘ PRC-10426

I -]

Supplier Kangaroo Plastics Middle East LLC

Taxpayer ID
* Supplier Site l v ‘
Address
Supplier Tax Registration Number ‘ l v ‘

Remit-to Bank Account ‘

Unique Remittance Identifier ‘

Unique Remittance Identifier Check
Digit

Description ‘

Attachments

None ==

Tax Control Amount ‘

Name Emirates Post Group Company PJSC

Item Description

Customer
* Customer Taxpayer ID ‘ EPGC1 :
Address

Lines

View v +

Purchase Order Consumption Advice
* Number ~ Type Supplier Item
* Number ™ Line * Schedule  Number Line

No data to display.
Summary Tax Lines

View v

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage

Per Unit

Ship-to Location

Invoice Actions v m e and Close [

Tax Classification

* Number [ Invoice PRC-10426 ‘

* Date | 04.0ct.2022 e
* Type | Invoice

Invoice Currency AED - UAE Dirham

Payment Currency AED - UAE Dirham

Available

Quantity Unit Price

Quantity

Amount



Supplier Portal - Invoice & Payment

Select the Line and click on Apply and OK.

Select and Add: Purchase Orders X

** At least one is required

** purchase Order | PRC-10426 ‘ v | ** Consumption Advice :
** Creation Date | dd.mmm.yyyyhhmma (@

Search Results

View v {w' Detach
2| | || || || |

Purchase Order C ption Advice

S Item Description Ship-to Location Ordered
Number Line Schedule Number Line

II PRC-10426 1 1 | TRANSPARENT PL... AlQouze 5o,ooo|

4 »

s AED




Supplier Portal - Invoice & Payment

Choose the appropriate Tax Classification and click on Invoice Actions>>Calculate

Tax.

f

Create Invoice @

Identifying PO
Supplier

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

viewwv <= 3 [ | CancelLine

* Number * Type

* Number

1 PRC-10..

Kangaroo Plastics Middle East LLC

o) Yl o2, Dublin

v Remit-to Bank Account

Unique Remittance Identifier

Unique Remittance Identifier Check
Digit

Description

Attachments

None ==

Purchase Order

* Line * Schedule

Total

Number

Tax Control Amount

Name

Address

Consumption Advice
Supplier Item
Line

Emirates Post Group Company PJSC

Item Description

TRANSPARENT PLASTIC

Ship-to Location

Invoice Actions v

Calculate Tax

OB

£

CRi+Alt+X

Cancel Invoice

ice PRC-10426

AlQouze v

Delete Invoice t.2022 to ‘
Type Invoice
Invoice Currency AED - UAE Dirham
Payment Currency  AED - UAE Dirham
P Available : .
w4 1
Tax Classification Quantity Quantity Unit Price
STANDARD ‘ v ‘ 50,000 1 02 f
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Verify all the information and finally click on Submit.

<
N
Create Invoice

Identifying PO
Supplier
Taxpayer ID
Supplier Site

Address

Supplier Tax Registration Number

Customer
Customer Taxpayer ID
Lines
veww <4 X B

* Number * Type

PRC-10426

Kangaroo Plastics Middle East LLC

EPGC1

Purchase Order

* Number ~ Line * Schedule
1 PRC-10... 1 1
Total

Summary Tax Lines

Remit-to Bank Account

Unique Remittance Identifier

Unique Remittance Identifier Check
Digit

Description

Attachments None ==

Tax Control Amount

Name

Address

Consumption Advice

Number

Supplier Item

Line

Emirates Post Group Company PJSC

Item Description

TRANSPARENT PLASTIC

Ship-to Location

AlQouze

= @
Invoice Actions w m Save and Close I

* Number ‘ Invoice PRC-10426

Date
Type Invoice
Invoice Currency AED - UAE Dirham

Payment Currency AED - UAE Dirham

Available
Quantity

E ‘STANDARD 1 02 1

Tax Classification Quantity Unit Price |



(: Supplier Portal - Invoice & Payment

After Submit system will show you the notification message.

P @

Invoice: Invoice PRC- Q Invoice Invoice PRC-10426 has been submitted. % I W
Identifying PO PRC-10426 Remit-to Bank Account Number Invoice PRC-10426
Supplier Kangaroo Plastics Middle East LLC Unique Remittance Identifier Date 04.0ct.2022
Taxpayer ID Unique Remittance Identifier Check Digit Type Invoice
Supplier Site Description Invoice Currency AED
Address Payment Currency AED

Attachments None

Supplier Tax Registration Number Tax Control Amount

Customer
Customer Taxpayer ID EPGC1 Legal Entity Emirates Post Group Company PJSC
Address‘
Lines
View v

* Purchase Order Consumption

Number  Type Advice ﬁ:;""e’ :;i’:uipﬁo" Ship-to Location Ship-from Location Tax Classification B‘.’ifﬁ!ﬁ;;’f Final Quantity Unit Price UQ
Number  Line Schedule Number  Line
1 ITEM PRC-10 1 1 TRANSPAREN AlQouze STANDARD 1 02 P11

Total

Summary Tax Lines

View v



(: Supplier Portal - Invoice & Payment

To view the Created Invoice click on View Invoices.

Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
« Manage Schedules Negotiation invitations
« Acknowledge Schedules in Spreadsheet Orders opened
Agreements Receipts
Payments
« Manage Agreements
Shipments
« Manage Shipments
« View Receipts
« View Returns
Contracts and Deliverables 2

« Manage Contracts

« Manage Deliverables H M Schedules Overdue or Due Today

Invoices and Payments

« Create Invoice Supplier News

s ViewInvoices

« View Payments

Transaction Reports
Last 30 Days

PO Purchase Amount
Invoice Amount

Invoice Price Variance Amount

10K AED
1 AED
0 AED



(: Supplier Portal - Invoice & Payment

Mention the Invoice Number and click on Search.

View Invoices

4 Search
** Invoice Number \ Invoice PRC-10426 ‘ I
** Supplier‘ ‘ v ‘
Supplier Site | ‘ v ‘

** Purchase Order ‘

Search Results
vieww 78 g7 Detach
Invoice Number Invoice Date Type Purchase Order Supplier

Invoice PRC-10426 04.0ct 2022 Standard PRC-10426 Kangaroo Plastics Middle East LLC

Consumption Advice
Invoice Status
Paid Status

Payment Number ‘

Supplier Site Unpaid Amount

0.00 AED

Saved Search ‘ All Invoices v‘

** At least one is required

3
Invoice Amount Invoice Payment Comments
Status Number
0.21 AED Approve 19255



Supplier Portal - Invoice & Payment

View Invoice Page

Invoice: Invoice PRC-10426

Business Unit Emirates Post Group Company
Legal Entity Name Emirates Post Group Company PJSC
Supplier or Party Kangaroo Plastics Middle East LLC

Supplier Site

Address S = o)

Invoice Date  04.0ct 2022

Lines Payments

Budgetary Control

Items
View v
Line Amount Description
Budget Date
1 0.20 TRANSPARENT PLASTIC 04.0ct 2022

Summary Tax Lines
View v
Line * Regime * Tax Name

1 AEVAT VAT

Tax Jurisdiction ™ Tax Status

AE JURISDICTI

Invoice Amount  0.21 AED

Unpaid Amount 0.00 AED
Payment Currency AED

Tax Control Amount

Purchase Order
. . uom

Quantity Unit Price Name

Number Line Schedule

1 02 PH PRC-10426 1 1
* Rate Name Percentage Per Unit
STANDARD 5

Invoice Type Standard

Description

Funds Status & Not required

Attachment None

Consumption

Advice Tax Determinants

Receipt
Number Line Number Line Ship-to Location

300101 1 AlQouze

Shipping and Handling

Amount Line Type

0.01 No shipping and handling

Amount



Supplier Portal - Invoice & Payment

To view the Payment details. Click on Supplier Portal>>Supplier Portal>>View

Payments

Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
« Manage Schedules Negotiation invitations

« Acknowledge Schedules in Spreadsheet Orders opened

Agreements Receipts

Payments
« Manage Agreements

Shipments

« Manage Shipments
« View Receipts

« View Retuns

Contracts and Deliverables

« Manage Contracts

+ Manage Deliverables H W Schedules Overdue or Due Today
Invoices and Payments
« Create Invoice Supplier News

« View Invoices

Transaction Reports
Last 30 Days

PO Purchase Amount
Invoice Amount

Invoice Price Variance Amount

10K AED
1 AED
0 AED



(: Supplier Portal - Invoice & Payment

Mention the Supplier Name and click on Search.

View Payments

4 Search

Payment Status ‘ v ‘

Payment Amount ‘ ‘

Search Results

View v 53 Detach
Payment . .
Nu{nber Payment Date Payment Type Invoice Number Supplier
19255 04.0ct 2022 Quick Invoice PRC-10426 Kangaroo Plastics Middle East LLC

d | Saved Search | All Payments v‘

* At least one is required

| ** Supplier l Kangaroo Plastics Middle East LLC v I

Supplier Site ‘ v

Payment Date ‘ dd.mmm Y
s Qs Payment .
Supplier Site Payment Amount Status Remit-to Account
g 0.21 AED Negotiable 1012001901702



(: Supplier Portal - Invoice & Payment

View Payment

Payment: 19255

Business Unit  Emirates Post Group Company Payment Amount 0.21 AED
Payee Kangaroo Plastics Middle East LLC Payment Date  04.0ct 2022
Payee Site S Payment Type Quick
Address Remit-to Account 1012001901702
Payment Status Negotiable Payment Document Cheque
Paid Invoices
" . Consumption . Invoice . .
Number Invoice Date  Type Purchase Order  Receipt Advice Paid Amount Amount Invoice Status Due Date Paid Status
Invoice PRC-10426 04.0ct 2022 Standard PRC-10426 300101 0.21 AED 0.21 AED Workflow approved 03.Nov.2022 Fully paid



Thank You



