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Wogod iSupplier portal

Introduction:

The purpose of this document is to explain the basic functions which an existing Supplier
from WOQOD & Its subsidiaries can perform in Woqod iSupplier portal by accessing it
externally.

Using the Woqod iSupplier Portal Home Page:

Login to wogod website:- http://www.wogod.com/EN/Pages/default.aspx
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Woqod iSupplier portal

Alternatively you can use the below link as well to connect directly.
Link:- https: //wogodtrade.woqod.com/

Please access the Woqod iSupplier Portal application with the above link by using the
username and password provided after successful registration.

It is based on Woqod invite only.

User Name

Password

Login Assistance

Register Here

Accessibility

Language

Woqod iSupplier Portal Home page displays all your authorizations for which you have
access.

= iSupplier Portal

5999

WOQOD

Supplier Home =~ Orders Shipments Planning Finance  Administration

Home Page Tabs

Please use the tabs on the home page to quickly access related task areas.

Supplier Home | Orders Shipments Finance
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Quick Links
This section is displayed on the right and provides a high-level diagram of the
procure-to-pay flow through the Woqgod iSupplier Portal application. Click any link to

go directly to the corresponding page.

Planning

- Forecast Schedules

Orders

- Agreements
- Purchase Orders

» Purchase History

Shipments

- Delivery Schedules
- Owverdue Receipts

- Advance Shipment Motices

Receipts

- Receipts
» Returns

- On-Time Performance

Invoices

- Invoices

Payments

- Payments

Notifications

Notifications are messages waiting for your review. Some notifications are view-only,
while other notifications require action. To view your notifications, click the linked
subject to open the Notification Details page. This page provides complete notification

details, as well as the appropriate action button.

! Notifications

Full List
HeE&y m
Subject Date -~
Standard Purchase Order 1140001123 has been approved 23-0ct-2019 15:49:09
Standard Purchase Order 1140001120 has been approved 21-0ct-2019 12:40:33
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Searching

Wogqod iSupplier Portal provides extensive search criteria on all pages to help you
retrieve information. Once you have your search results displayed, you can sort them
by clicking any of the linked column headings.

When entering search values, you can use the percent sign (%) as a wildcard to search, For
example, to search for all orders beginning with 11000 and end in a 29 enter 1100%29.

Orders at a Glance

This section displays the five most recent purchase orders. Click a purchase order

number to view purchase order details.

LL Orders At A Glance

He=

PO Number Description Order Date
1140001123 Test PO 2 23-0ct-2019 15:48:57
1140001120 21-0ct-2019 12:40:23

Shipments at a Glance

This section displays recent shipments. Click a shipment number to view a list of your recent
shipments.

To view a complete list of your Notifications, Orders at a Glance, or Shipments at a Glance,
click Full List.

Order Information
The real-time data provided in Woqod iSupplier Portal allows you to communicate
procure-to-pay information with the Woqgod while viewing the purchase order flow.

Using purchase order information, you can acknowledge purchase orders, make change
requests to purchase orders, split shipments, or cancel orders. You can also view supplier
agreements and the revision history of a purchasing document.
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Accessing purchasing orders:
The View Purchase Orders page is the central page from which you access and process
your purchase orders.
To access a purchase order for further processing:
1. From the iSupplier Portal Home Page click the Orders tab.
2. From the View menu, choose which purchase orders to display:
e All Purchase Orders
® Purchase Orders to Acknowledge

® Purchase Orders Pending Change

Viewing Purchase Orders
You can view details of a purchase order such as terms and conditions, lines, shipments,

and attachments from the Purchase Order Details page.

Stareiard Purchass Order! 110001 11N § [ Total QAR 40.008,50) e T

The View Order Details page shows you detailed information about the purchase order,
including both header and line information.
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The Order Information section shows general information, terms and conditions, ship-to
(non-complex work purchase orders), work location (for complex-work purchase orders)
and bill-to information.

In the Summary container, you can view the

e Total - amount of the total purchase order.

* Received - amount for the items of the purchase order that have been received.
e Invoiced amount - amount for the items on the purchase order that have been
invoiced.

e Payment status - status of the invoices against the PO.

Login Assistance feature

External users (iSupplier portal users) also can use Login Assistance feature to reset their
R12 passwords if it is locked.

Steps:-

Please click on Login Assistance link as shown below from you login screen.

User Name

Password

Login Assistance

Register Here

Accessibility

Language
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Then it will ask for your User Name. Enter User Name and click Forgot Password.

Login Assistance

* Indicates required field

Forgot Password

Enter your user name. Instructions for how to reset your password will be emailed to you.

User Name LIWAL@ALMADAR-HOLDING x Forgot Password

You will receive a notification mail to your Email ID ujjwal@almadar-holding.com with the
Reset your password link. Please click on the Reset your password link and send me the
screenshot.
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Submitting Work confirmations
Click on Orders tab

iSupplier Poral

Supplie Home | Orders  Shipments  Finance
Notifications oo
L + Agresments

- Purchase Ordars

o « Putchs >

1002010 154509 Shipra

21-0ct-2018 124833 ) % g

100 2019 081551 + Advance Stipment Nobices
Receipts

.
Involces
i orders At A clance R
e Payments
PO Number Description Owder Date + Payments
1140001123 Test PO 2 F30A-2019 1548 57
1140001120 2102019 124023

[{ Pending Change Requests

Full List
Howsen
PO Number Requust Date
Mo results found

Click on work confirmations task bar.

iSupplier Portal

2999

WOQOD

Suppiier Home | [Wders  Shigmank  Franca

Puchase Ordars  Agieamonts  Work Confiemations  Puechas letery  Pansing Changas
Work Confirmations
Views

View Viork Cosfematioes To Approve [¥] | Go | Advanced Search

Sebect Work Contemation Respond |} 2 W fle T
Werk Contumatian Oats  Oparating Unit PO Numbar Suppllar Suppliar Sita Curmaney Oraarad S £t Tow. Stntun
Requested Doliversd Requested Delivered  Progress (%)
M st dound
«

1. Search by PO Number
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* i ‘9 | Logged In As

isupplier Portal

Supplier Home  Orders

Shipments

Planning  Finance

I Search PO Number

v GoI

Notification

or

Work Confirmation QJ-
Confirmation QJ-
Confirmation QJ-
jork Confirmation QJ-
Work Confirmation QJ-

s

03-Dec-2019 13:31:16
2019 17:01:38
019 14:03:58
019 13:59.23
v-2019 07:15:21

02-Dec-
A

[{" orders ata Glance

08-Jul-2019 10:01:07
26-Jun-2019 12:59:05
26-Jun-2019 12:37:08

Planning

Full List - Forecast Schedules
HeSgem Orders
Subject Date . Agreements

- Purchase Orders
+ Purchase History
Shipments

« Delivery Schedules

« Overdue Receipts

« Advance Shipment Notices

Receipts

Full List - Receipls
o
- < + Retumns
PO Number Description Order Date B _
+ On-Time Performance

Invoices

Ee Shipments At A Glance

« Invoices

26-Jun-2019 10:25:08

25 Jun-2019 15:55:10 Payments
« Payments

2. Select Create Work Confirmation from the Actions menu and click Go.

iSuppilier Portal

Logged In As

A x o #°

View Requests

Finance

Deliverables | Timecards

Purchase History

Reques! Changes
Request Changes
Fequest Cancellation
View Change History

Terms and Conditions Sumimay Total 13 VW Invoices
o 1| View Payments
Payment Terma 60 Days Approved { 5
Canrier Billed
FOB Advance Billed

Freight Terms Progress Payment
Shippéng Control
Work Location
Address  Doha
Doha, 7777
Bill-To Location

Address  Doha
Doha.

Purchase Ovders Work Orders | Agreements
Supphier Home >
Complex Purchase Order: 1
Currency= QAR
©Order Information
General
Total
Supplier
Supplier Site
Supplier Contact
Address
Buyer
Cwder Date
Description
Status  Open
Note to Supplier
Operating Unit  Ciatar Fuel (Weqod) - Main
Sourcing Document
Supplier Order Number
Anachments MNone

3. From the View menu, select either

a)
b)
c)
d)
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Pay Items Due in the next 30 days.

Pay Items Due in the last 30 days.

All Pay ltems.

Select the applicable Pay item and click on next.
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iSupplier Portal

Supplier Home = Orders = Shipments Planning  Finance
Purchase Orders  Work Orders | Agreements | View Requesis  Purchase History Work Confirmations RFQ | Deliverables | Timecards

Supplier Home > View Order Details
Create Work Confirmation (Complex Purchase Order: 1 )
Currency=QAR

Ordered  13,000,000.00 Description  Construction of WOQOD Fuel Station at Al Hilal-2
Approved  7.181.803.77

Views

Advanced Search

View] [Pay ltems Due in the Nexi 30 Days ¥ | | Go
Pay llems Due in the Next 30 Days
Pay llems Due in the Last 30 Days

- ™
PRl ol Al Pay ttems
~ Previous
Line Pay Item Description Need-By Date uom Ordered Requestad/Delivered Progress(%)
1 10 10th Payment 17-Dec-2019 07:11:48 Each 1 0 0
4. Provide the below, and click on submit
a) Work confirmation Id
b) Comments
c) Requested/Delivered
d) Add an Attachment.
—
Supplier Home | Orders Shipmenis Planning  Finance
Purchase Orders Work Orders Agresments View Requests Purchase History Work Confirmations RFQ Delverables Timecards
Supplier Home Order Details >
Create Work Confirmation (Complex Purchase Order: 1 ) Cancel Back Save Preview Submit
* Indicates Required Field
Currency=QAR
Ordered 1 Description Construction of WOQOD Fuel Station
A )
* Work Confirmation | [E8SeRREEs “Dpate 03Dec2018 o
Comments Period of Performance  (75:) 9% To e
Work Confirmation Details
AddPayltem | 11 = (A {3 v
Pay Need.By Previous Current Total
Line Description UOM Price Ordered Requested/ Progress. Requested/ Material equest Attachments  Delete
sl — Delivered (%) Delivered |Stored AMUM Progress (%) Delivered | Proaress )
17-Nov-
1 9  gthPayment zlnsim Each 1 1 [ 0 1 { 100 1 100 + |7 |
Aragm
+ 8
+ B8
+ ]
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iSupplier Portal

* 1 4°

Logged In As

Supplier Home = Orders  Shipments Planning  Finance

Purchase Orders ~ Work Orders | Agresments | View Requests | Purchase History Work Confirmations RFQ | Deliverables = Timecards

Supplier Home > View Order Details >

Create Work Confirmation (Complex Purchase Order: 1 ]
* Indicales Required Field
Currency=0AR
Ordered 1 Description Constiuction of WOQOD Fuel Station
Spoed L
* Work Confirmation | JJOOUCKXXX Add Attachment X
Comments  Progressive bill no. X to Mis Period of Pe
%"‘)&AM OR ) Attachment Type | Fie v
= Title
Work Confirmation Details Description
AddPayitem | Sl = W &~ W Tategory  From Suppher
%
Previous Current File
Line P Need-BY yomprice  Ordered
\tem Description o Progress. Requested/ Material nt
Delivered (%) Delivered  Stored AMOY
17-Ni
1 9  9thPayment 2019 Each 1 1 0 [ 05 6
07123
17-Juk
1 5 SthPamyment 2019  Each 1 1 05760208523 576 04235790077 55
07:09:18

iSupplier Portal

Supplier Home | Orders | Shipments Planning  Finance

Purchase Orders =~ Work Orders | Agreements | View Requesis =~ Purchase History Work Confirmations RFQ | Defiverables = Timecards

Supplier Home > View Order Details >
Create Work Confirmation (Complex Purchase Order: 1 )

* Indicates Required Field
Currency=QAR

Ordered
Approved

Description  Construction of WOQOD Fuel Station

* Work Confirmation 00000 *Date 03Dec2018  fi

Comments  Progressive bill na_ X ta M/s
Net Amount QR
bie & e d

Period of Performance

Work Confirmation Details

AddPayltem | 3] & @ fi v [
Previous

Requested/
Delivered

Current

Requested/ Material
Delivered  Stored AMOUNt

Total

Requested/
Delivered

Need.

Pa Shl B -
Line “e:.‘ Description Date o UOM Price Ordered Proun(;ﬂ;s)

Progress (%)

17-Now-
1 8  Sith Payment 2013 Each 1300000 1 0 [} 0.5 650000 50 0.5
071123

Copyright (c) 1898, 2017, Oracie and/or is afiiates. All nghts
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Cancel Back | Save | Preview

Attachments
S 4 B
+ B8

Progress (%) Delete

50

Privacy Statement
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Submitting Invoices

To submit an invoice with a matching purchase order:

1. Click the Finance tab, and then click Create Invoices in the task bar directly below

the tabs.
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R ——

.
Purchass rsers
Create Invoice: Purchase Orders
Search
Fici Tl Bha Sacatch B s ey
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Purchase Order Dol (-0t 2028
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Purchase Groer Nt

Rervokcn Cusrency Code

Itom Nusmbae

Rerwcicn Ameesd Purchase Osdar

Suppliet Hoen Numbar

Manage Tax
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ISupplier Portal

Suppller Home  Orders  Shipmends  Flanning | Finance  Admnsstration
Croate Invoices  View Invaicos  View Fayments
L]
Purchase Orders Detals Manage Tax
Create Invoice: Purchase Orders
Presyonalice Query. (PoCuenyRN)
Search
Porsors
Hole fha I arch & cira insensithon
Purchase Urder Numbar 1140001123
Purchase Order Date (2 ! =
Buyer
Organazation
Advances aid Fnancing  Frckied 3]
Go  Clear
Personalize “Search Results: Purchase Order”
SelectMems:  Addtelnveice | 3 O A £
[] PO Mumber ™ Line - Shipment -  Advances or Financing hem Description hem Number  Supplier ltem Humber ~ Ordered Received Inveiced UOM Unit Price Curr = Ship T
O 1wz 1 1 m} Actuator, 48 KFM Z44NM Motor Supply 415V, SUHZ Electnc 211100013 o 00 o Each 200 QAR Central

Click Add to invoice then Next button from Top

1Suppliar Portal

Suppiied Home  (Naen  Shipments  Plannng | Fimance

Create Involces | View Imvoices | View Payments

Purchase Orders Detads Manage Ta
Create Invoice: Purchase Orders
Personallze Query. (PoCueryRN)
Search

Personaiice “Search”™
Note that the search i case Insensitive
Purchase Order Number 1140001123
Purchase Order Date 2

Buyor
Ovganization

Advances and Financing  xchuded|~|

Go  Clear
Fersonailse “Soarch Hesuls Fuichass Order

Selectiems:  Addloinvosce | 3 X o Lk e T
¥ POMNumber ¥ Line . Shipment Advances of Financing  tem Description

Meem Number  Supplier Hem Number
&4 1aoomiza 1 1 o

Ovdered Received Invoiced UOM Unit Price Corr .. Ship To
211100073

Actualor, 4% RPI 24440 Malor Supply 115V, 50H2 Fleciric 200 200 [] Each 300 QAR Caentral Walsho

You may perform the changes on quantity in case of partial deliveries.
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SuslsrHome  Ordas  Shoments Pl | Finsnce | agmekroton

Createbvaices | Veew ivnices | View Faymasts

’JIKM;! Crders
Crisate Invoice: Details
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Supplier
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Addiess  LULAL FU 02124 DUMA QATAR DOHA

Rem To sk Accoust
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Ramittancs Chack Dipt

Cugtamer

Parsznaize “Cuslones”
* Customer Tax Payer 1D METE

Cusiomer Kame  Qabar Fusl W)

Desaie

Badrmss W Tower, West Bay Dot 08

Ttems

Pussenaiza o
Puassenaize Tem Lings Tak

Mo L
P Mumibeer Linn  Shipmeat Item Humber Hem Description
114013 1 1 2180073

* Invoice Number
* Invoice Date
Invoice Type

Currency
Invoice Description

Context

Testd2
23-Oct-2019
Invoice
QAR

Achuaice, 4E RFA Z4HM Malor Sepoiy 415V, 50Hz Becirc

Manage Tex

Invoice

Patsenaing e
* Imenae Mumiser

Tlavcicn Dot FROS019

Iawice Type inveica

Cumency SAR
Iawice Descrigtion
Conteat
Supplier em Numbar ShipTo Avyitatile Quantity
Canckral Warshouse 200
n

fe

{>

Attachment +

Aesew nd Submit

Cascel Beck Sleprofd | gt

Add Attachment

Attachment Type

Title
Description

Category

*File

[+]

2019-10-23 16:56:45 Dua.png
2019-10-23 16:56:45 Dua.png (Size :312322)

From Supplier

|C:\Users'l.myuunus'l.DesI{t- Browse. ..

Cancel Add Another

Apply
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S

o
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Pursenaize Toti Lapis
Supplier
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* supstiar
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Shipmear hem Désscription
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Contra Waeatoase

Fravkaw 2nd Sutn
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* Imvcice Mumbser T
* wvsice Date
Iavsice Type
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Eam M0
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