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“Work Confirmation Submission”
From iSupplier Portal

User Guide for SAR Supplier

.
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Document Version: 1.0



- DOCUMENT DETAILS

Requirement:

After the deliverables of the services are delivered
partially or completely from supplier side, in order to
initiate payment process supplier need to submit
“Work Confirmation” using iSupplier login which will
be approved from SAR. Once, Work Confirmation
gets finally approved in system, supplier further need
to submit Invoice for their payment.

Note: “Work confirmation” is created against complex POs only.




- Login to iSupplier Portal through SAR Website using the below Link

www.sar.com.sa > About SAR > Vendors Portal > Enter the System

BUY TICKETS CARLER:. it
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| SIGNIN

Home  Tickets~  Travelinformation v  Infrastructure~  AboutSAR~  Help~

History

Media Center >

VENDORS PORTAL _
Vendors Portal

e &3 ‘Within its pursue to maximize its strategic partnerships along with building up robust relationships
Mission and Visien that sustain mutual opportunities and facilitate the communication with all suppliers transparently, to
provide high quality services within record timeframes, SAR welcomes to serve you through the

History suppliers portal.

Media Center

Careers New Registration Enter the System

- Enter your login username under “User Name”

- Enter Password under “Password” & Click on “Login”

—

User Nagme
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Following Supplier Homepage will popup once login was successful (below

screen is for demo purpose only)

upplier Portal

Click on Orders Link to start work c

Search PONumber (V] Go
—
Full List - Forecast Schedule
Hebgym
Subject Date
‘Suppler Invoice# 09020909 Has Been Rejected 18-Mar2020 233124
18Mar2020 2330:13
‘Suppler Invoice# 123456910 Has Been Refected 18-Mar-2020 144012
F (SAR AP Supe. 18:Mar-2020 143943
‘Suppler Invoice# 123456910 has been Fovarded for to(Project Man. 18-Mar2020 143922
¢ ]
llllllll - On-Time Performance
02 Payments
PO Number Description Order Date - Payments
70792 17-Mar 2020 122010
1812020 140411
7084 1:Mar-2020 1046:15

03-Mar2020 002634
7082 03-Mar-2020 09:25:06

This page will display all POs under section “Orders At A Glance” (as shown

above) that are issued against your company from SAR side

Access your purchase orders under “Orders” tab (as Shown Above) then
select the PO Number that you need to create the work confirmation & click

on “Go” button

Reminder :Work Confirmation for Complex Purchase Orders only, while for
other type of “Purchase Orders” OR “Release Orders” receiving will be

initiated from SAR side only
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Access your purchase orders under “Orders” tab then select the “Advanced

Search” to select the PO against which to create you need to create the work

confirmation & click on “Go” button

)
LR iSupplier Portal # O x ﬂ'. ) Luggedn As

SuupﬂerHume Shipments Planning Finance Product  Administraion

Purchase Orders ~ Work Orders ~ Agreements = View Requests  Purchase History  Work Confimmations | RFQ | Defiverables  Timecards

Purchase Orders Muttple PO Change  Expot

Views

View Al Puchase Orders

Use this To Search for PO $ Advanced Search

Once “Advanced Search” button is clicked following Search Criteria Opens

Select as shown below

S iSupplier Portal

Supplier Home smpmems Planning Finance Product Administration

Purchase Orders

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

Purchase Orders

Advanced Search

Specify parameters and values to filter the data that is displayed in your results set

() Show table data when all conditions are met.

I:§. Show table data when any condition is met.l Use the following search criteria
PO Number  is [v] 705 * «Ze== Enter the PO number
Document Type is [v] Q

Order Date is ~] Y

example: 10-Mar-2020)
™

Add Another Acknowledgement Status|v| | Add
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Once you click “Go” concern PO will be displayed as per your search criteria,

please click on PO number as depicted below

Iy Supplier Portal

Jsuppiier Home Shlumsnls Planning Finance Product  Administration

Purchase Orders | Work Orders | Agreements | View Requesls |~ Purchase History | Work Confirmations | RFQ | Deiiverables | Timecards

Purchase Orders

Advanced Search

Specily parameters and values to fier the data that is displayed in your results set.

Show table data when all conditions are met.

® Show table data when any condition is met

PO Number s [¥] 7085
Document it Tye 2]
Order Date s v
Buyer s )
Go  Clear Add Another  Acknonedgement Status V] | Add

Select Order:  Acknowledge  Request Cancellation Request View Change History | |1 =

Select PO Number Rev  OperatingUnit  Documen t Type Description Order Date -~ Buyer Currency Amount Status | Change Request Status
) ”[k onPO 1 SAR_OU Standard PO 11-Mar-2020 14:04:11 Faisal Hashmi SAR 75,000.00 Open

After you Click on PO number as explained above system will display Purchase

Order details (below shown PO is for demo Purposes only)
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> Creating Work Confirmation.
» Click on Purchase Order for which work confirmation needs to be created

system will display below screen.

On extreme top right hand side (under actions) Click on drop down list to

select “Create Work Confirmation” & click on “Go” button

urchase Order: 6833, 0 (Total SAR 15,000.00)

PO Details

He
‘Show Al Detas | Hide Al Detais
Details Linea  Type Memiob  Supplier tem Description vom Qy  Price Linked Atibutes Amount Advance Amount Advance Billed Status. Attachments. Reason

o Fore Prce Senvices Testng Line #1 15000 1500000 Open

() S/\R




Once you click on “Go” button (STEP 3) is pressed, system will show below screen.
> Select “All Pay Items” under “Views”

= Click “Go” button.

iSupplier Portal

Supplier Home | Orders  Shipments Planning Finance Product Administration

Purchase Orders Work Orders Agreements View Requests Purchase History Work Confirmations RFQ Deliverables Timecards

Supplier Home = View Order Details =
Create Work Confirmation (Complex Purchase Order: 6833)
Currency=SAR

Ordered 15,000.00
Approved 0.00

Views

View

&I\ Pay ltemsg
H2 5~ u
;;emA” | select None S€lect "All Pay Items" & click "Go" Button

System will open all lines against that Purchase Order, select the line/lines
against which to create work confirmation, thereafter click on “Next” button as

shown below in screen shot

p (0]
iSupplie Portal O x B, 8 | Logeainss i

Supplier Home | Orders ~ Shipments  Planning Finance  Product - Adminisiration

Purthase Orders | W eements  ViewRequests  Purchase History | Work Confirmations  RFQ  Deliverables | Timecards

Suppiier Home >  View Order Details »

Create Work Confirmation (Complex Purchase Order: 6833) Cancel

Currency=SAR ﬁ
Ordered 15,000.00 Description  Test Complex PO for Suppiier Manual Click Here
Approved  0.00

Views
Advanced Search

View Al Pay ltems v 6o

o
Heofty

Select All| Select None

i i i il i Previous
; ‘ElCtLEI'!‘ee e BEEIBE} r!ve'r,!lth DEEEE womscbunrwgnmatlun Need-By Date UoM Ordered
Requested/Delivered Progress|%)

[ 1 Tesfing Line #1 25-Jul-2019.08:3732 SAR 15000 0 0
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Once “Next” Button is pressed (STEP 4), it will open the below screen

- Under “Current” column & then under field “Requested/Delivered” enter
the amount which you wish to create Work Confirmation OR leave it in

order to receive complete amount as per your wish.

- Click on “Submit” in order to get your work confirmation approved from SAR

side.

B iSupplier Portal

Supplier Home ~ Orders | Shipments Planning Finance Product ~Administration

Purchase Orders =~ Work Orders =~ Agreements ~ View Requests = Purchase History Work Confirmations RFQ  Deliverables = Timecards
Orders: Purchase Orders > View Order Details >
Create Work Confirmation (Complex Purchase Order: 7085)

* Indicates Required Field
Currency=SAR

Ordered 75,000.00

Description
Approved  29,400.00

Work Confirmation 7085-015
Date 23-Mar-2020

Period of Performance

®

> To
Work Confirmation Details

Shows Previous WC & % of Progress
AddPayitem |J] 2 5 & v [

Enter Amount / Qty Which you wish to receive Shows How Much in % for Current

Progress for Work Confirmation

Do Not Egger Anything
Need. Previous urrent Total

. Pay o - y

Line Description By ~ UOM Price Ordered P R

=5 rogress 5 equested/

Date Delivered (%) Delivered M SocedAmount B Dgress (%) Delivered

3 |1 ’E‘a"‘s"e“u"‘ SAR 50000 14800 206 35200 35200 704 50000

Quantity
2: |1 [SAEES EA.. 500 50 30 60 20 10000 40 50

Once all data is "OK", click Submit

Cancel Back  Save - Submit

®

Select the dates for which month ifs service was del«@ed (This is Optional & For your Record Only
ample 231

Attachments Delete

Progress (%)
100 43 7]
100 4 ]
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> Once, you submit Work confirmation system will display confirmation mes-

sage as shown below. (below shown Details are for demo & training Purposes

only)

) (0]
iSupplier Portal A O x B, XN | LopedinAs

Supplier Home | Orders | Shgmen's  Piaming France Produet - Adninitaton
Purchase Orders |~ Work Orders |~ Agreements ~ View Requests | Purchase History Work Confirmations RFQ | Deliverables = Timecards

Supplier Home >  View Order Detais >  Create Work Confirmation (Complex Purchase Order: 8333) > Preview Work Confirmation: 12345 (Complex Purchase Order. 6833) >

% CONfimMation  eece=="———— Confirmation Message

Your Work Confirnation 12345 has been submitted.
‘Work Confirmations Export

Views

View  Last25 ok Confmatons (V] [Go | Advanced Search Previous History of Work Confirmation Status of Work

i i Confirmati
SolctWork Conimation: | Updte| Cancel [, 2 9 48 v Amount submitted for this PO nfirmation

Previous Current Total
Select  Work Confimmation Date v Period From Period To PO Number £ Currency Ordered
quested Delivered Requested Delivered Progress (%)
0 118 18Juk-2019 00:00:00 6833 SAR 150001 0 [ 15000 0 100 Processing

How much amount is
submitted from supplier side

Submitfed Work confirmation

Caution

2> If “Rejected” Work Confirmations are not re-submitted again for Approval, it is
recommended that they should be “Cancel” in order to get correct % of Progress
PLEASE DO NOT CANCEL Work Confirmation with any other Type of Status

Steps for Cancelling Work Confirmation with only “Rejected” Status

- Under you iSupplier Login, click on “Orders” Tab as shown below

=>4 . -J‘i- iSupplier Portal

tucuasdl bagbaalltuogoadl oSl

Supplier Home Shipments

() S/\R




- Then Click on “Work Confirmations” as shown below

=>4 -l\i iSupplier Portal

Cucuaall bgbaallduag ol sl

SupplierHome hipments Planning Finance Product Administration

Purchase Orders = Work Orders = Agreements = View Requests = Purchase History IWork Conﬁrmationsl

> Select “View” > “All Work Confirmations” & Click on “Go” to list down all Work
Confirmations. Then click on “radio button” against “Rejected” Work Confirma-

tion& then “Select “Cancel” button as shown below.

= L

hipments  Flanning  Finance  Frodedt  Adminstraton

Deders | Agreements  Miew Requests  Purchase History ook Confirmations RFO  Dewverables  Timecanms

Work Confirmations

Views Chnage this Drop down to "All Waork Confirmations” & click "Ga”, System will list down all Wiork Confirmations
Prrsonaiine TWws

I . = = o I Persenalize “Advanced Seach Betion Region
View AN WO CONMmanons w = =

Personalne “Work Confismeatons”™

Select Waork Confirmation: Update 1o S g @ Fows 15032
. ) Previows Cament Tonal
Soloct Work Confirmation . Datew  Pofiod  Pariod ooy jumber . Cumency  Ordered 1o 1 o, Prograss Staue
o v %)
11-Apr-
TOo2-002 2020 o SAR TOO000 o a 10000 [ 10 Processed "™
Click on below it

0-Apr-
TORS-023 Py TOES: SAR TS0 33z 1] 12 [ 4307
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> Once you select “Cancel” button, system will ask for your confirmation, if you
are sure to “Cancel” select “Yes” else select “No”, if you select “Yes” system will
give confirmation message & “Status” will be “Pending Cancellation” for little

while for about 2 min max

o iSupplier Portal

Supplier Home | Orders | Shipments Planning Finance Product ~Administration

Purchase Orders = Work Orders Agreements | View Requests Purchase History Work C Timecards
Orders: Work C
[ Confirmation
Your request for Work Cq 7085-022 has been accepted.
Work Confirmations

Views

Personalize "Views"
Personalize "Advanced Search Bution Region”

View  All Work Confirmations [v] Go Advanced Search

Personalize “Work Confirmations”
Select Work Confirmation:  Update | Cancel |3 2 (5 &% v [l Rows 110 3:

Previous Current Total
Period  Period

Select Work Confirmation -~ Date ¥
From To

PO Number -~ Currency Ordered
Requested Delivered Requested Delivered

Status

Progress
(%)

11-Apr-
9} 7092-002 2020 7092 SAR 100000 0 0 10000 o 10 Processed
00:00:00

7085-023 7085 SAR 75000 0 12 0 43.07 Rejected

o) 7085-016 7085 75000 40 4059 Corrected

7085-021 7085 75000 o 4225 Corrected

_Apr-
- Pending
~ 7085-022 Frr. 7085 75000 600 43.05 Canceliation

> Once You Refresh /Re-query again, status will be “Cancelled”, means this is
final status & Work confirmation amount OR quantity will be reversed back to

related Complex Purchase Order.

0%-Apr-
7085022 2020 7085 SAR 75000 31690 0 100 0 £

00:00:00

Remark: System will not allow suppliers to submit Work Confirmation if Zakat Validity
is expired on date of Submitting Work Confirmation, following ERROR will pop up
displaying error as shown below, in order to solve this error please follow below screen
shot. Once, the below request is approved from SAR only then you can submit your
work confirmation.
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Supplier Home | Orders ~ Shipments  Planning  Finance  Product  Administration
Purchase Orders ~ Work Orders | Agreemenls ~ View Requests |~ Purchase History =~ Work Confirmations ~ RFQ | Deliverables = Timecards

Orders: Purchase Orders >  View Order Details >
@ Error

ZAKAH ceriificate is expired, please update supplier profile accordingly then submit your request again, if you require any clarificafion please contact vendor relationship management team (Vendor@sar.com.sa)
Create Work Confirmation (Complex Purchase Order: 7085)

* Indicates Required Field
Currency=SAR

Ordered 75,000.00 Description
Approved  29,400.00

Work Confirmation 7085-014 Period of Performance ® 1 %

Date 19-Mar-2020 (exemple: 10-Mar-2020)

Work Confirmation Details

iSupplier Portal f

Supplier Home  Orders  Shipments  Planning  Finance  Procuct]  Aaministrat

Profile Manapement

Logged In As N T/.m 5 LS S AT

General Business Classifications ﬂ
Company Prafie
Organization Certification

Address Baok [ 1 certty that I have below and they. accurate. In order to rectify this Work Confirmation Submission Error Come to this page --> Business Classifications --> update Expiry Date
|

of Zakat certificate & save it, it will go for approval , also sent your latest Zakat certficate
LostCertified 22-Aug-2019 by [SP—

ee "1 TP Date format example: 18-Mar-2020
Product & Services HoS8em
[ T Applicable  Minority Type Certificate Number Certifying Agency Expiration Date

eayment & involcing * Chamber Of Commerce Membershin Fl -3 Chamber of co NS A2 ©
surveys * Commercial Registration (CR) =) [aevere misistry of com 0sep2022 o
* Company Profile including (organizational charl, History of company) = E— fo
- 6OS1 Certiicate = fo—=—1} Genral organiz 0a-Sep-2019 iy
* IBAN (Bank Account) =2 e A—— 1eSep22 @
* Saudization Certificate =2 [2=———"] ministry of labs 20N0v-2019 e
* VAT Centficate 4 fr=—a i Genaral author 18-Sep-2019 [
* Zakat Ceriificate = = General suthor 18-Mar2020 ﬂ

After Work Confirmation gets approved from SAR you will receive notification
under your homepage & as well as email notification....next step will be invoice

Submission against approved Work Confirmation
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