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National Water Company

HOW TO VIEW & UPDATE SUPPLIER DETAILES

PURPOSE View & update Supplier Information

SCOPE
RESPONSIBILITY Supplier Admin Account
ADMIN PAGE

Click on the Admin tab.

This view will produce your Supplier name as listed in our system,
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i Navigato v 2 Favorites v Home Logout Preferences Diagnostizs

Home | Orders | Shipments | Finance | Admin

J— General
Organization Name Modern Works CRNurber 27342739284
Company Profle
oy Suppler Nuber 15325 CR Number 2
o Organization Alias Taxoayer D
o Address Bock Parent Suppie Name Country o Ta Regisraion
o Contact Parent Supplier Number
Dirctory
o Business
Cssifcations
o Poducts | Search
Services
o Banking Details | Note that the search is case insensitive
o Pamerts | Tte
TTE EiShow More Search Options
Add Attachment...
Title Type Description Category  Last Updated By Last Updated Usage  Update  Delete Publish to Catalog
No results found.

Home Orders Shipmenis  Firance Adin Home Logoul Preferences Diagnosics

Sopyrght () 2008, Orace. Al ighs reserved

AboutthisPage Privacy Sialement

Admin page ( Address Book, User Management, Business classification and Bank Account info )

A. HOW TO VIEW & UPDATE ADRESS BOOK DETAILS?

1. Click on the Admin tab.

Using Supplier Profile Management, you can enter profile details such as address book
information online. You can create and modify the multiple addresses used in
transactions .After you enter address information, NWC administrators are notified of
the changes. NWC administrators must review the updates and decide how to use the
details to update the purchasing system

2. Click on the Address Book link.

Profile Management

«  General
«  Company Profile
Address Book
Contact
Directory
Business
Classifications
= Product &
Services
Banking Details

3. Will display all the address attached to the Supplier

ORACLE" isuppher Portal
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B. HOW TO ADD & DELETE SUPPLIER USERS?

Update
4. Update Address Book by clicking on the update icon 1. Click on the Admin tab.
e e — Home | Orders | Shipments { Admin ) Finance
= Indicates required fiekd = - -~ -
Supplier Name  WIPRO ARABIA LIMITED Supgiier Number 15030 !
* Address Name  |He ne Area Cos |0565936. g ‘
“ Courtry S?ud.!rilxa vl P:nwmremm:e. EEa. Seard] Ipo NUn]ber :l I s Go !
= Adress Line 1 |National Water Company Faaeacode [
Miesstne2 [ Factomber [
addresstne3 [ ol Address [ah@eweam
c———— oy s 2. Click on_the Contact link.
o [ Profile Management
. B + General
ot + Company Profile
(RS TS S S S — o — - o Organization
o Address Book
(About this Page  Privacy Statement e o e s Copyriget (4 20 e e O Contact
Directory
5. After updating the details click Save. : Trsrs
Classifications
o Product &
Services
o Banking Details
o Payment &
Invoicing

3. Update Contact: You can enter contact directory information online. You can
create and modify information about the multiple contacts in your
organization that interact with NWC. After entering the contact details, you
can link the contacts to the appropriate address. As people move within your
organization, you can also revise the address details for a contact. You can
create multiple contacts and link each one to as many addresses as needed.
Each contact must be unique based on first name, last name, and phone
number.
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ORACLE" isupplier Portal

Home | Orders | Shipments | Finance

& Confirmation

Quick Reference Cards

Home Logout Proler

| ™ ottt s v e s
‘.:a m Last Ramo Phone tmad Status User Account Remave Addresses Update
P Shaikh Abdul Zaheer 4966565036289 zaheer@vendor.com Change Pending v 8 =

Product & Bader 4966 116760252 ‘Bader@vendor.com Change Pending -] F
St e | i ST i s o = M B

Payment &

Remowve
4. You can Remove the contact by clicking © or Update it by
Update
clicking 4

‘dimin: Profils Managsment: Comtact Directory =
Update Contact

* Indheates requared feld

Contact THle [Wr. ]
First Hame _[Faisal
Middle Name
* Last Name [ahmed
Altsrmate Name
Job Ttle |
Department
comactemad [Farsalgnwee.com
w

(] [

Phons dses Code [
 mene mber [voeimzizm
Phobtenson [

e Phone Asea Cote |

Aermate Phone umber [
rmamcote [
L —

5. After Updating the details click on Save.
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C. HOW TO VIEW & UPDATE BUSINESS CLASSIFICATION?

1. Click on the Admin tab.

Home | Orders | Shipments { Admin } Finance
Search IPO Number =l Go

2. Click on the Business Classifications link.
Profile Management

s  General

« Company Profile
o Organization
o Address Book
o Contact
Directory
= Business
Classifications
o Product &
Services
= Banking Details
o Payment &
Inwoicing

3. Update the Classifications with the Number and Attachments. The status
will be pending till the time it is approved

Business Classifications

[t certify that I have reviewed the classification below and they are current and accurate.

Last Certified 14-Dec-2014 By MR. Sham Shaikh

¥TIP Date format example: 24-Dec-2014

Classification Applicable  Certificate Number Expiration Date Attachments.
Bank Letter Confirming 783675 26-Nov-2014 4@
Commercial Registration Certificate [resersz [29-Nov-2014 E 4=
General Organization for Social Tnsurance (GOST) [asaasa [25-Nov-2014 43
Saudization Certificate [es45454 [2oNov-2014 E 4=
Zakat Certificate [45454545a5 [2oNov-2014 6 40
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ADMIN PAGE

ISupplier allows you to Create and Maintain Bank Accounts. The IBAN and the
Account number mentioned in the Section will be used to Pay Electronically.
Without a Correct IBAN and a PO Reference no Invoices will be Paid by NWC

»  Click Admin.
» Then click on Banking Details

Supplier Administration

« General

« Company Profile
o Organization
o Address Book

o Contact
Directory
o Business
Classifications
o Product &
Services

| o Banking Details I
o Payment &
Invoicing
o Surveys

W
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D. CREATE & UPDATE A BANK ACCOUNT

1. Read the Instructions and be prepared with the required information before
clicking on Create Button

Banking Details

View |General Accuunts. Go Cancel Save

Kindly keep the following before creating a Bank account:
1. IBAN Number

2. Account Number

3. PO Mumber for which NWC is liable to Pay

4. SWIFT Code

“TIP Date format example: 29-Apr-2015

Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority  Status Update
No results found.

Cancel Save

2. Download the Transfer Request Form: For Saudi Vendors only. For Foreign attach
copy of your Bank letter confirming the account/IBAN with the Bank seal: (Refer
Point 6 on How to Attach)

Supplier Administration: Banking Details >
Create Bank Account

* Indicates required field Cancel Save

Please attach the "Transfer Request Form" duly stamped by bank <Ll o pise Lg= <l 23500 313 ) sy
[[pownload Transfer Request Form | |

3. Enter the Correct IBAN Number

Bank Letter Attachment

Add Attachment...

Title [Type |pescription  |category Last updated By |LastuUpdated  Usage Update Delete  Publish to Catalog | *Enter the IBAN Number

terer ShortText |erer Miscellaneous ~ MUSTAFAHR 29-Apr-2015 One-Time V4 @ Q SA2185104847602407738220
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4. Enter the Other details like Bank Name, IBAN, etc. A PO number for which
NW(C is Liable to Pay has to be mentioned.

Bank Branch

dsting Bank O Existing Branch
® New Bank @ New Branch

Bank Name | |Sabb Investment Bank
S

Show Bank Details

| Branch tame [olaye |

Branch Number

Branch Type | SWIFT V|
* SWIFT Code |SABBSART

TIP Please enter SWIFT Code if choose branch type as SWIFT

Show Branch Details

‘Bank Account
| * Account Number 2407739220 I Currency |Saudi Riyal v
Check Digits
* PO Number [101140134 |
Account Name
* Re-Enter the IBAN Number [SA218510484760240773)
n‘dl.gits should be

" TIP TBAN Number firs
country code. For Example :
SA0380000000608010167519

5. Enter the Notes in case you have for NWC Team and then click on save

Comments

Nate to NWC Finance

Cancel | | Save

"% Once submitted the status of the Bank account will be “New” and will change
to Approved once NWC team approves the account. Any changes done will need
to be approved again.

You will receive a Notification once the Bank is Approved or rejected. In case
rejected kindly check the comments and create a new Bank Record

Account Increase  Decrease Bank
Details Number IBAN Currency Bank Name Start Date End Date Priority  Priority Prioity  Status  Update Letter
[EShon 123456789 AL4T212110090000000235698741 SMBTEST [30+1ar-2015 1 0 g Jue |,

Pending
[E1Show 936437584758475 AL47212110090000000235696741 SABB 31-Mar-2015 2 H Y Approved

7
geﬁka‘m 2-Apr-2015 e 0 Y hwoed
ank N i}

0542015 B4 0 7

[EShow 123456789 AL47212110090000000235696741

Change
Pending

[E1Show 38649574857485  AL47212110090000000235698741 SABB

=

6. How to Attach a Bank Letter

Bank Letter Attachment

Add Attachment...

THe Type Description  Category  Lastupdated By
Na results found.

Last updated Usage  Update Delete  PublshtoCatalog  “Enter the IAN Humber

Follow the Options 1, 2, 3 and 4 for attaching the documents. You can attach
Text, URL or File

5 4
Gancel Auply

Category From Suppher

Dafine Attachment
2 1.
Type @ File G \CL12B708\Sample Imoice docx Browse.

URL
Tet
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