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1. Login to SAMI

D WWW.sami.com.sa

SUPPLIERS

Building Strong & Sustainable Working Relationships with our Partners



https://eservices.sami.com.sa/
http://www.sami.com.sa/

SAMI

Enter User Name / Password and press Login
Select one of two options a second factor authentications either OTP or click to open Mobile Authenticator QR

Return to options Login

Click to open Mobile Authenticator QR.
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Scan this QR with you SmartPhone

£ Download on the GETITON
& Appstore | P> Google Play

*To obtain your authentication token on your mobile
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4 1.1 Reset Password

If you forget the password you can reset your password using the below steps :

Through SAMI Portal , press Forgot Password , and enter your Email Address

Generate Pin
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You have to select one method for one time password OTP either Mobile , or Oracle Mobile Authenticator (OMA)

Generate Pin
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Then Enter the OTP and after that enter the new password following by confirming it once more

Change Password

® Password must start with an alphabetic character.
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4 1.2 i1Supplier Portal Preferences

= ORACLE isupplier Portal * O _‘m Lggedinssaguacon @ (D

Preferences
M,

Supplier Home = Onders  Finance

Search PO Number w Go
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4 1.3 iSupplier Portal Preferences - Password and Responsibility

« Complete the following fields to change your password, as needed:

* Known As —this is your display name, usually the Supplier Contact person’s email
* Old Password —Type your old password.

* New Password —Type your new password. (8 characters minimum)

* Repeat Password —Type your new password again.

5. Review and change the following Start Page and Notification fields, as needed:

* Responsibility —Select a Responsibility and Start Page from the drop-down list,
* Email Style —“HTML mail with attachments” for emails generated from the SAMI application.

6. Click Apply to save your changes. A confirmation message displays in the upper left corner of the screen. The changes
will be effective after your next login. Hence, you must logout and login again.

7. Or Click Cancel to return to the iSupplier Portal Home Page.
8. In case you want to reset all the preferences to the default value click on “Reset to Default” button.
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4 1.4 Navigation Guidelines

X Do not use Back Button of Web Browser, as this will cause stale page/ loss of session data.

/ Make it a good practice to use the Blue Links within the page.

For Example: click the 1 or 2™ previous link to go to 1% or 2" previous page.

Purchase Orders Work Orders Agreements View Requests Purchase History

Orders: Purchase Orders > View Order Details >

Using iSupplier Portal ‘
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4 1.5 Important Note about Attachments

Attachment Size limit
Due to network / application restrictions, the maximum file size per attachment is 100 MB only.

If you have a big file to be attached, you may split the large file into smaller files and attach as many as required.

If any attachment exceeds 100 MB, you will not be able to process further due to error from network controls.

Attachment Type

FILE: Various file type are supported below 100MB for each file.
File Type Should be one of the below:

(PDF : .pdf) (Excel: .xls .xlsx) (word :.doc .docx)
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4 1.6 1Supplier Functions

ORACLE E-Business Suite
Enterprise Search Contract Documents w Go Search Results Display Preference Standard w
Home
Navigator Worklist
Personalize Full List
ET é’ L1 1]

4 B isupplier Portal Full Access From Type Subject Sent Due
Home Page > General Procurement and Finance &M No notifications in this view.
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4 1.7 iSupplier Home Page Dashboard

The iSupplier Home dashboard provides quick access to the different sections like Planning, Orders, Shipments,
Receipts, Invoices and Payments.

Navigation: iSupplier Portal Full Access> Supplier Home Page

Supplier Home = Orders  Finance

Search PO Number v Go

Quick links
Notifications Orders
Full List = Agreemenis
» Purchase Orders
Subject Date = Invoices
Purchase Order SH-PO-220374, 0 30-Jun-2022 15:10:53 . Invoices
Payments
- Payments
|- Orders At A Glance
Full List
PO Number Description Order Date
SH-P0-220374 Purchase Printers and Laptops Demo 30-Jun-2022 15:08:53
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4 1.8 Using the Orders Section

ORACLE iSupplier Portal

Purchase Orders | Agreements View Requests Woerk Confirnations  RFQ
Purchase Orders

Views
View | All Purchase Orders v | 6o

Select Order:  Acknowledge Request Cancellation Request Changes
Select PO Number -~ Rev
(O SH-PO-220374 0

View Change History ses
Operating Unit Document Type

Standard PO

Description

Purchase Printers and Laptops Demo

Order Date -~
30-Jun-2022 15:08:53

Buyer

Finance

Currency
SAR

Amount
1.500.00

a
(4]

Home

Status
Open

* o]

Favorites Settings

Change Request Status

| Logged In As A@AA.COM o

Acknowledge By

Help Logout

Multiple PO Change  Export

Attachments

SAMI
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Using the Orders Section
Purchase Orders section allows you to

*View Purchase Orders and acknowledge, Request Changes, Request Cancellation
*View History including the Revisions of Purchase Orders

Agreements: View Blanket Purchase Agreements and Contract Purchase Agreements also supplier may Request
Changes to these

View Requests: View the Request Changes , Request Cancellation of Purchase Orders.

Work Confirmation: View the Work Confirmation created against Complex PO, Service Agreement, Contracts.
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4 1.9 Review Purchase Order and Acknowledge

Finance

Search PO Number v Go
= Notifications Orders
Full List = Agreements
see = Purchase Orders
Subject Date -~ Invoices
I_| Purchase Qrder SH-P0-220374, 0 I 30-Jun-2022 15:10:53 . Invoices
Payments
« Payments



4 1.10 Review Purchase Order

Supplier Home

Orders

Finance

SAMI

Purchase Orders | Agreements  View Requests  Work Confirmations  RFQ

Qrders: Purchase Orders =

Purchase Order: SH-PO-220374, 0 (Total SAR - )

Currency= SAR

Order Information

General

Total

Supplier  Demo Supplier
Supplier Site
Supplier Contact
Address
Buyer

Order Date  30-Jun-2022 15:08:53
Description Purchase Printers and Laptops

Status Open
Note to Supplier
‘Operating Unit
Sourcing Document
Supplier Order Number
Attachments  None

PO Details

Show All Details | Hide All Details

Details Line & Type ltemiJob  Supplier Item
» 1 Fixed Price Services
» 2 Fixed Price Services

Terms and Conditions

Payment Terms
Carrier
FOB

Freight Terms  None
Shipping Control

Work Location

Address

Bill-To Location

Address

Summary
Total
Delivered
Billed
Advance Billed
Progress Payment

Actions | Request Changes ~ | Go | Export

Description uoMm

Demo Printers

Demo Laptops

Qty Price Linked Attributes
500

1000

Amount

Advance Amount

Advance Billed

Maximum Retainage Amount

Retainage Rate (%) Status
Open

Open

Attachments Reason
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4 1.11 Acknowledge PO if Requested

Supplier Home Finance

Purchase Orders | Agreements  View Requests  Work Confirmations  RFQ

Purchase Orders

Multiple PO Change  Export
Views

View Al Purchase Orders v Go

Y

SelectOrder:  Acknowledge  RequestCancellation  RequestChanges  View Change History

Select PO Number 2. Rev  Operating Unit Document Type Description
SH-P0O-220374 0 1 Standard PO

Order Date - Buyer Currency Amount  Status  Change Request Status

Acknowledge By Attachments.
Purchase Printers and Lapiops Demo 30-Jun-2022 15:08:53 SAR COpen
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4 1.12 Request Changes in PO

If you have not acknowledged, but have directly proceeded to ‘Change Request’, the PO will be stuck in error.

Supplier Home Finance

Purchase Orders | Agreements  View Requests  Work Confirmations  RFQ

Purchase Orders

Multiple PO Change  Export
Views

View All Purchase Orders v Go

Select Order:  Acknowledge  Request Cancellation § Request Changes | View Change History s

Select PO Number -~ Rev  Operating Unit Document Type Description

Order Date 2 Buyer
SH-PO-220374 0 | Standard PO

Currency Amount Status  Change Request Status
Purchase Printers and Laptops Demo 30-Jun-2022 15:08:53

SAR Open

Acknowledge By Attachments




REQUEST CHANGES IN PO

Purchase Orders | Agreements  View Requests

Crders: Purchase Orders =

Request Changes for

Currency=SAR
4 Order Information

General Information

Total
Supplier
Supplier Site
Address
Buyer

Order Date
Description

Status

Note to Supplier
Sourcing Document
Organization

Supplier Order Number
Attachments

PO Details

@TIP To splita pay ftem, use tne split icon in the hidden table. To change or cancel a specific pay item, select the action from the hidden table

Show All Hide All

Details Line Type

» 1 Fixed Price Services

3 2 Fixed Price Services

Work Confirmations

RFQ

Purchase Order : SH-PO-220374,0 (Total SAR

Demo Supplier

30-Jun-2022 15:08:53

Purchase Printers and Laptops
Demo

Open

SAMI_CU

MNone

Additional Change Requests

If you need to submit more changes in addition to those that have been submitted above, you can specify them here

Additional Changes

Using iSupplier Portal

Terms and Conditions

Payment Terms
Carrier
FOB

Freight Terms Mone
Shipping Control

Work Lecation

Address

Bill-Te Location

Address

Item/Job Item Revision Supplier tem  Description UOM Qty

Demo Printers

Demo Laptops

Summary
Total
Delivered
Billed
Advance Billed
Progress Payment

0.00
0.00
0.00
0.00

SAMI

Cancel Save Submit Export ';E.I@:- Cancel Entire Order v | Go

Cancel Entire Order
Printable View

View Change History

Price Amount Advance Amount Advance Paid Note to Supplier Contractor Name Linked Attributes Status Global Agreement Supplier Config ID Attachments Reason

Open

Open
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*

Favorites -

0]

Settings -

My Worklist

anosi
) 03:09 PM
Purchase Order SH-PO-

220374, 0 has been Appro... oK

03:08 PM
[ OO =| -
AME Business - Purchase Ornder SH-PO-220374 oK
Anal... WorkFlow Status M... Purchase Orders H... f..

02:54 PM

Purchase Order SH-PO-
220373 has been Withdraw... OK
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4 1.13 View Change History

Supplier can view the history of Change of the Purchase Orders
Navigation: iSupplier Portal Full Access> Supplier Home Page > Orders > Search and Select PO

Purchase Orders | Agreements  View Requests  Work Confirmations  RFQ

Orders: Purchase Orders >

Purchase Order: SH-PO-220374, 0 (Total SAR )

$ Actionsyl | View Change History w|l Go ' Export
Currency= SAR

Order Information

General Terms and Conditions SUTMMEALY
Total 1.500.00

Using iSupplier Portal ‘



View Change History

From Actions field select View Change History and click Go button

And view the action status in the Response column.

Purchase Orders =~ Agreements  View Requests  Work Confirmations  RFQ

Qrders: Purchase Orders > View Order Details =

Change History for
Currency=SAR

i Indicates new values
== Indicates cancellation

Details Request Date .

Return fo View QOrder Details

Using iSupplier Portal

~ 777 Purchase Order: SH-PO-220374

Demo Printers

Change Reason  Mew Price

Response Reason

Responded By
Response Date

Line ~ Schedule/Pay Item . ItemiJob Supplier tem Description 2. Qty UOM Price / Rate Amount Promised Date Need By Date Start Date End Date Supplier Order Number Supplier Order Line Number Additional Changes Split C:
A 30-Jun-2022 16:03:21 1

No

Reques|

R

No

Pending

SAMI



4 1.14 View Invoices

Use the Finance Details region to Create Invoice, Manage Invoice and View Payments

Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab> View Payments
Enter the search criteria like Invoice or PO number or simply click Go Button

Create Invoices | View Payments

View Invoices
Simple Search

Invoice Number
PO Number
(example - 1234)
Release Number
(example : 1234-2)
Payment Number

Invoice Status

[Ge] clr
=H =

. Invoice on
Invoice Dare Type Currency Amount Due Status Hold —

Mo search

Using iSupplier Portal

FPayment Status
Invoice Amount From
Amount Due From

Invoice Date From

Due Date From

Payment Remit-to s

_ Supplier
Supplier ..o

Due
Date

(31-Oct-2018)

PO
Payment Number

Export

Advanced Search

=
To -

Receipt Attachments . unt Currency Report Date Discount

SAMI
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4 1.15 View Payments

Supplier Home Finance

Create Invoices  View Invoices iew Payments

View Payments

Export
Simple Search

Advanced Search
Note that the search is case insensitive

Payment Number

Status Q
Invoice Number Payment Amount From To
PO Number Payment Date From s To Y
Release Number
Payment Remit-to Supplier Remit-to Supplier Site Payment Date Currency Amount Method Status Date Bank Account Invoice PO Number
Mo search conducted
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4 1.16 Create Invoice For PO

The Supplier is allowed to create an ‘Invoice for a PO only.
PRE-REQUISITES

1. The PO /Release must have a status of Approved.

2. Before attempting Invoice creation, ensure the Goods /Service is Receipted first as shown in the “View
Receipts” chapter.

Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab > Create Invoice With a PO > Click Go

View Invoices  View Payments

Invoice Actions

Create Invoice
Search

Mote that the search is case insensitive

Supplier ORACLE SYSTEMS LIMITED

Purchase Order Number
Invoice Number

Invoice Amount
Invoice Date From  (31-Oct-2018) -

Invoice Date To -
Invoice Status Currency
Go  Clear
HeE@y 0
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status  Withdraw Cancel Update View Attachments
Mo search conducted.

Using iSupplier Portal ‘



Create Invoice For PO
Enter the PO Number Search and Select the Buying Organization and click Go button

Create Invoices View Invoices  View Payments

Purchase Orders Manage Tax
Create Invoice: Purchase Orders

Search

MNote that the search is case insensitive

PRE-REQUISITES:

Review and Submit

Cancel Step 1of4 Next

1. The PO/Release must have a status of Approved.

2.

==> Only then the PO “line details”™ will be displayed and selectable for Invoice creation.
I Purchase Order Number I&‘GZIJOBBJ

Ensure the GRN/ Receipt of Goods-Services is created by Buying Organization (as applicable).

1- Entar PO no
Purchase Order Date  (31-Oct-2018) [l

Buyer

Tip: Do not enter name, just 'Search and Select’ :

Advances and Financing Excluded ~

] G
Ho S8 @

Release - - Advances or Item
PO Number No. Line Shipment Financing D
Mo search
conducted.

Using iSupplier Portal
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Create Invoice For PO

Tip: If the PO lines are not displayed,
1. Check if the PO status is ‘Approved’.
2. If applicable, check if a valid PO Receipt is created in the Buying Organization.
If the Receipt is not created, contact the Buyer and get it created. Only then the PO lines will be displayed

Note: Though the application allows to select multiple PO, it is suggested to maintain one-to-one relationship for
simplicity or proceed as advised by the Buying organization’s ‘Finance’ team.

Note for Prepayment Invoice: If the PO is enabled for ‘Advances’, only then the ‘Advances or Financing’ check box will
be marked for ‘Advance or Prepayment’ type of Invoice.

Using iSupplier Portal ‘
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Create Invoice For PO
Select All or specific lines of this PO number and click Step 1of 4 Next button.

Create Invoices View Invoices View Payments

D
Purchase Orders Details Manage Tax Review and Submit \
Create Invoice: Purchase Orders Cancel Step 1 of4

Search Advanced Search

Note that the search is case insensitive
PRE-REQUISITES:

1. The PO/Release must have a status of Approved.
2. Ensure the GRN/ Receipt of Goods-Services is created by Buying Organization (as applicable).

==> Only then the PO “line details” will be displayed and selectable for Invoice creation.
Purchase Order Number

Purchase Order Date  (31-0ct-2015) [}

Buyer -
= Organization -

Advances and Financing Excluded|V]

Go Clear
Selectitems: Addtolnvoice | JI & “ v T w
Advances Supplier 2 : 2
[=] PO Number + alwsa Line & Shipment & or Aba SO Item Ordered Received Invoiced UOM pamt Curr ~ Stap Organization » P g
No. Financing Description Number . . Price To Slip

doos 1 1 O . 0 :I- | —

Using iSupplier Portal ‘
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Create Invoice For PO

Fill the Invoice header details.

Enter your Reference Invoice Number and Invoice Date
Select the Invoice Type.

Enter the Invoice Description like Items/ Services/ Period
Required, Add Attachments up to 100 MB per file.

Create Invoices | View Invoices View Payments

@) ®
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details Cancel Back Siep2ofd4 | Next
* Indicates required field ’
Supplier Invoice
= Supplier ORACLE SYSTEMS LIMITED
. =
* Remit To
. Invoice Type | Invoice
Address TFFETT
Invoice Description
Remit To Bank Account .
Unigue Remittance ldentifier Context
Remittance Check Digit None | Add

Using iSupplier Portal ‘



Create Invoice For PO
Enter the line quantity / Amount for the Invoice PO lines.

SAMI

Create Invoices | View Invoices View Payments
O [
Purchase Orders Details
Create Invoice: Details
* Indicates required field
Supplier
= Supplier ORACLE SYSTEMS LIMITED
Tax Payer ID
= Remit To -
Address
Remit To Bank Account -
Unique Remittance ldentifier
Remittance Check Digit
Customer
= Customer Tax Payer ID 242
Customer Name
Address
Items
He S 0w
PO - - Item iy
Number Line Shipment Number Item Description
1 1
<

Using iSupplier Portal

Manage Tax

Invoice

= Invoice Date
Invoice

urrency
Invoice Description

Context

Review and Submit

Cancel Back Step2ofd4 Next

b

]

[ e A

Supplier Item - Awvailable
Number S Quantity

Quantity Price UOM Amount

Unit
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Create Invoice For PO
Click the Step 2of 4 Next button
Review the details in the Manage Tax page. The Tax amount on PO lines will default from the configuration and PO.

Create Invoices = View Invoices  View Payments

O O o
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax Cancel Save Back Step3ofd Next
Supplier Invoice
* Supplier ORACLE SYSTEMS LIMITED * Invoice Number 121122
Tax Payer ID * Invoice Date
* Remit To Invoice Type Standard
Address * Currency
Invoice Description
Remit To Bank Account Attachment None

Unique Remittance ldentifier
Remittance Check Digit

Customer

* Customer Tax Payer ID 242
Customer Name

Using iSupplier Portal ‘



Create Invoice For PO
Click the Step 3 of 4 Next button

Create Invoices | View Invoices  View Payments

O

Purchase Orders

Details

Create Invoice: Manage Tax

Supplier

* Supplier
Tax Payer ID
* Remit To
Address

Remit To Bank Account
Unigue Remittance ldentifier
Remittance Check Digit

Customer

ORACLE SYSTEMS LIMITED

* Customer Tax Payer ID 242

Customer Name

Using iSupplier Portal

Address

Manage Tax

Invoice

* Invoice Number
* Invoice Date
Invoice Type

* Currency

Invoice Description

Review and Submit

Cancel Save

121122
31-0Oc!
Standard

Attachment None

Back Step 3 of 4

Next

SAMI



Create Invoice For PO
Review all the details in the page and click the Submit button

Create Invoices | View Invoices View Payments

O @)

Purchase Orders. Details
Create Invoice: Review and Submit

Supplier

* Supplier ORACLE SYSTEMS LIMITED

Create Invoices = View Invoices View Payments

O O

Purchase Orders Details
[ 4 Confirmation
Invoice 121122 was submitted to our Accounts Payable department on 31-Oct
navigating to the Home page.

Invoice: 121122

Using iSupplier Portal
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@) ®

Manage Tax Review and Submit

Cancel Save Back Stepd of |

Invoice
* Invoice Number 121122
O @
Manage Tax Review and Submit

The confirmation number for this invoice is the invoice number. You can query its status by using Search by

Printable Page  Create Another



4 1.17 Manage Unsubmitted Invoice

Manage Unsubmitted Invoice from ‘Create Invoice Tab’

Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab > Create Invoice tab
Select Invoice Status as: Unsubmitted and click the Go button.

The Unsubmitted Invoices will be displayed. For the desired Invoice, Cancel or Update the draft

STEP 1. Click Create Invoices tab

Using iSupplier Portal

View Invoices View Payments Payment Centificate Request
Invoice Actions

Create invoice WehaPO Geo
Search

Note that the search is case insensitive

Supplier Oracle Corportion

Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From . Invoice Date To .
2. | invoice Status | Unsubmitted v | | Currency 4. Update
3. £>» Go Clear or
Cancel

oS8 eW
Invoice Number & Invoice Date &  Invoice Currency Code ~ Invoice Amount 4 Purchase Order  Status Withdraw View Attachments
123456789 05-Sep-201 204295 1120081 Unsubmtted & 7 >

Click the "Update® Icon if
you want to update the
unsubmiited Invoice and
process farther

Click the Cancel Icon if you want to
cancel the "Unsubmmited’ Invoice

SAMI
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4 1.18 Add More Attachments to ‘Inprocess’ Invoice

Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab > Create Invoice
Select Invoice Status as: ‘Inprocess’ and click the Go button.
The ‘Inprocess’ Invoices will be displayed.

For the desired Invoice, click the +icon if you want to add attachments, max size per file is 100 MB only.

STEP 1
Click Create Invoices tab

View Invoices  View Payments Payment Certificate Request

Invoice Actions

Create Invoice With a PO Go

Search

Note that the search is case insensitive

Supplier Oracle Corportion Purchase Order Number

Invoice Number Invoice Amount

Inveoice Date From - Invoice Date To -

2. I Invoice Status |Inprocess v |I

Inprocess Currency
3. ¢ Go  Clear
HaoEay
Invoice Number 4 Invoice Date & Invoice Currency Code & Invoice Amount A& Purchase Order Status Withdraw Cancel Update View Attachments
123456789 05-Sep-201 [ - 7 S

i

Click '+' icon to add
attachments to the
Inprocess Invoice

Using iSupplier Portal ‘
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