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DOCUMENT DETAILS

Requirement:

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

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. 



Step1

       Login to iSupplier Portal through SAR Website using the below Link 

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

       Enter your login username under “User Name”

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



Following Supplier Homepage will popup once login was successful (below 

screen is for demo purpose only)

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



Step 2

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

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

Select as shown below



Once you click “Go” concern PO will be displayed as per your search criteria, 

please click on PO number as depicted below 

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

Order details (below shown PO is for demo Purposes only)



STEP 3

     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



STEP 4

Once you click on “Go” button (STEP 3) is pressed, system will show below screen.

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

Select “All Pay Items” under “Views”

Click “Go” button.



STEP 5

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.



Once, you submit Work confirmation system will display confirmation mes-

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

only)

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

Caution 



Then Click on “Work Confirmations” as shown below

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.



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

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.

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.



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



Thank You

if you require any clarification please contact vendor relationship 

management via vendor@sar.com.sa

 


