Supplier User Training Manual —Invoice
Automation
This abstract guides Supplier user to login to KOTC Oracle Application and submit Electronic
Invoice
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Invoice Process Initiation — by Supplier User

Use Only Microsoft Edge browser.

1. Microsoft Edge Version 18.0.

In Default Browser

2. Allow sites to be reloaded in Internet Explorer mode (IE Never )

Default browser

Make Microsoft Edge your default browser Make default

Internet Explorer compatibility

Let Internet Explorer open sites in Microsoft Edge @ l Never v ‘

When browsing in Internet Explorer you can choose to automatically open sites in Microsoft Edge

Allow sites to be reloaded in Internet Explorer mode (IE mode) @ ‘ Default v ‘
When browsing in Microsoft Edge, if a site requires Internet Explorer for compatibility, you can choose to reload it in Internet

Explorer mode

Internet Explorer mode pages ‘ Add ‘

These pages will open in Internet Explorer mode for 30 days from the date you add the page. No pages have been added to the Intemet
Explorer mode list yet.

3. Pop-ups to be unblocked

4. Browser Cache to be cleared

Settings > Privacy, search & Services - Clear Browsing Data-> clear data

Clear browsing data

Time range

| All time

Browsing history
4 itermns. Includes autocompletions in the address bar.

Download history
MNone

Cookies and other site data
From 3 sites. Signs you out of most sites.

Cached images and files
Frees up less than 5.6 MB. Some sites may load more

Clear browsing data for Internet Explorer mode

Sync is turned off. When you turn on sync, this data will be cleared
across all synced devices signed in to c0009@kotc.com.kw. To
clear browsing data from this device only, sign out first.

—




Enter the Oracle User Name and Password> Log In

er Name

S
Supplier@XXX COM

Looin Assistance

Beoister Hece

Accessibllity

Copyright (c) 1998, 2021, Orade and/or its affillates. All rights

Select> | Supplier Portal Full Access

Home

@ TIP You have 959 open notifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications.

Personalize Table Layout: (topTableLayoutContainer)
Personalize "Home Contenttable
Personalize "Home Content”

Personalize "Financial Notifications”

Favorites

Financial Notifications Personalize Table Layout: (favoritesTa

Personalize Table: (xxWorkListThl) Personalize "Favorites”
Full List | === Previous 1-5 w MNext5 Pk You have not selected any favorites. P

Subject Sent v Due -~

Closed Early: RFQ 1118108 (Test 123) 17-Jan-2023

KOTC OPERATING UNIT - Standard Purchase Order 2023/GAN/0893,0 requires your acceptance 02-Jan-2023

KOTC OPERATING UNIT - (NORMAL) - Standard Purchase Order 2023/BND/0772,0 requires your acceptance 22-Dec-2022

KOTC OPERATING UNIT - (URGENT) - Standard Purchase Order 2023/BAH/0776,0 requires your acceptance 22-Dec-2022

KOTC OPERATING UNIT - (NORMAL) - Standard Purchase Order 2023/BUR/0769,0 requires your acceptance 22-Dec-2022

Table Diagnostics
Navigator

Personalize "Navigator”
Personalize Table Layout

{region2)
Personalize

3 isupplier Portal Full Access Flease selecl a responsibility.
3 sourcing Supplier
Personalize Stack Layout: (AppsNavigateFlatStack)

Logged In As SERVICE@DINTEC.CO.KR uhjin kang

Ea iSupplier Fortal Full Acoess

P T T T THE U *HY [ T T R I Y

Search for the PO/Contract Number> Press (Go)



iSupplier Portal

Supplier Home | Orders  Shipments Planning Finance Product  Adminisiration

Search PO Number v [2023/GANI0BSY ] Go

Personalize "Home Page Top Container”

Personalize "Home Page Centre Column” Personaliz
= Notifications Plannir
Personalize "Notifications” . Forec
Full List
Personalize "Notifications” Orders
see = Agree
Subject Date » Purch
Select Orders (Tab)> enter the (PO/Contract) Number> Press (GO)
= K 0 T C iSupplier Portal ﬁ

Supplier Home | Orders | Shipments Planning Finance Product Administration
Purchase Orders ‘Work Orders Agreements View Requests Purchase History ‘Work Confirmations RFQ Deliverables Timecards

Supplier Home =
Purchase Orders

Personalize Stack Layout: (SupplierRN)

Advanced Search
Personalize "Advanced Search”

Personalize Query: {QueryRN)
Personalize Advanced Search: (AdvSearchRN)
Specify parameters and values to filter the data that is displayed in your results set.

Match @ Al O Any
PO Number is ~ ] ]
Document Type  is - a
Order Date s w | (17-Jan-2023) [y
Buyer is R qQ
Go Clear Add Another Buyer ~  Add

Select PO>Press (Upload Invoice)

= K O T CiSuppIierPortaI

Supplier Home | Qrders = Shipments Planning Finance Product  Administration
Purchase Orders Work Orders | Agreements | View Requests | Purchase History | Work Confirmations | RFQ | Deliverables = Timecards

Supplier Home =
Purchase Orders

Personalize Stack Layout: (SupplierBN)

Advanced Search
Personalize "Advanced Search”

Personalize Query: (QueryRN)
Personalize Advanced Search: (AdvSearchRN)
Specify parameters and values to filter the data that is displayed in your results sef.

Match @ Al () Any

PO Number s v [2023GAND3EY ]
Document Type  is v Q
Order Date 5 v | (17-Jan-2023)  fg
Buyer i v Q
Go | Clear Add Another Buyer v Add

Personalize Stack Layout
Personalize "PO Summary”

Select Order:  Acknowledge — Request Cancellation  Request Changes  View Change History  Upload Invoice | | ==
Select PO Number - Rev  Operating Unit Document Type Description Order Date Currency Amount  Status Change Request Status
@ 2023/GAN/0393 0 KOTC OPERATING UNIT Standard PO Elecfrical spares for E/R and Deck 02-Jan-2023 10:06:34 usb 3260.47 Accepted

Table Diagnostics

select Add (+)



Supplier Home | Orders | Shipmenis Planning Finance Product  Administration

Purchase Orders Work Orders | Agreements | View Reguests Purchase History Work Confirmations RFQ Deliverables Timecards

Supplier Home =

All Suppliers / Contractors / Service Providers are kindly requested to comply to the following:-

1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2- Not to accept any services/ work/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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PO Number 2023/GAN/0293
Quotation Created By SERVICE@DINTEC.CO.KR
PO Amount  3260.47 USD
Processed Invoice Amount 0 USD
Pending Electronic Invoice Amount 0 USD
Invoice Details
Personalize "Inveice Details"
Invoice Number
Invoice Date [y
Invoice Status ~
Clear  Search

Personalize Advanced Table: (invoiceDtisAdvTbl)
Save Remove Invoice Cancel Invoice Submit g e

Select Invoice Date Invoice Number Invoice Amount Currency Notes to KOTC Attachments Status Return Reason From KOTC Final Invoice Payment Bank Account
No results found

Table Diagnostics
Export

Diagnostic Console

Enter the Invoice Details:

e Select Invoice date

e Enter Invoice Number

e Enter Invoice Amount

e Enter Note to KOTC (Optional)

e Select Final Invoice (Partial Or Final)
e Select the Bank Account

= K 0 T Cisupplierp"m' A ¥ B ‘| Logged nAs SERVICEGDNTECCONR (1)

Supplier Home | Orders | Shipments  Planning  Finance  Product  Administration
Purchase Orders | Work Orders | Agreements = View Requests | Purchase History | Work Confirmations = RFQ | Deliverables | Timecards
Supplier Home =
All Suppliers / Contractors | Service Providers are kindly requested to comply to the following:-
1-To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2-Not to accept any services/ work/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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PO Number 2023/GANID333
Quotation Created By SERVICE@DINTEC.COKR
PO Amount  3260.47 USD

Pracessed Invoice Amount 0 USD
Pending Electronic Invoice Amount 0 USD

Invoice Details
Personalize "Invoice Detalls"
Invoice Number
Invoice Date Iry
Invoice Status v

Clear ~ Search

Personalize Advanced Table: (invoiceDiisAdvThl)
Save  Removelnvoice  Cancel Invoice Submit | o oo

Select Invoice Date Invoice Number Invoice Amount Currency  Notes to KOTC Attachments Status Return Reason From KOTC Final Invoice ~ Payment Bank Account

0 r Usp + v v

Save Your Work



Supplier Home | Orders | Shipments Planning  Finance  Product

Purchase Orders | Work Orders | Agreements | View Requests

Supplier Home =
Ey Confirmation

Invoices Saved Successfully

PO Number 2023/GAN/0293

Quotation Created By SERVICE@DINTEC CO KR
PO Amount  3260.47 USD
Processed Invoice Amount 0 USD

Pending Electronic Invoice Amount

Invoice Details

o0usD

Personalize "Invoice Details”

Personalize Advanced Table: (inveiceDiisAdvThI)

Save Remove Invoice Cancel Invoice

Select Invoice Date Invoice Number

® 17-Jan2023 Test123

Table Diagnostics

Export

Select the Attachment Button (+)

Administration

Purchase History

All Suppliers / Contractors / Service Providers are kindly requested to comply to the following:-

Submit | = e

Invoice Amount

Work Confirmations

RFQ

Deliverables

Timecards

1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2- Not to accept any services/ workl/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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Invoice Number
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Invoice Date Y
Invoice Status v
Clear = Search
Currency Notes to KOTC Attachments Status
UsD Test Cycle +

Return Reason From KOTC

Final Invoice ~ Payment Bank Account

R

Partial v

Diagnostic Console

Supplier Home = Orders | Shipments  Planning

Purchase Orders ‘Work Orders | Agreements

Supplier Home =
[y Confirmation

Invoices Saved Successfully

PO Number 2023/GAN/0393

Quotation Created By SERVICE@DINTEC.COKR
PO Amount 3260.47 USD

Processed Invoice Amount 0 USD

Pending Electronic Invoice Amount 0 USD

Invoice Details

Personalize "Invoice Details"

Personalize Advanced Table: {invoiceDiisAdvThbl)

Save Remove Invoice Cancel Invoice

Select Invoice Date Invoice Number

® 1T-Jan-2023 e Test123

Table Diagnostics

Select (Choose File)

Finance Product

View Requests

Administration

Purchase History

Submit | = ees

Invoice Amount

Work Confirmations

All Suppliers / Contractors / Service Providers are kindly requested to comply to the following:-

RFQ

Deliverables | Timecards

1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2- Not to accept any services/ work! Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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Invoice Number

Invoice Date fie
Invoice Status v
Clear = Search
Currency Notes to KOTC
10 UsD Test Cycle

Attachments Status

=+

Return Reason From KOTC Final Invoice

Partial v
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ui/xxkotcSupplierinvoic Vendorld=

Supplier Portal Logged In As SERVICE@DINTEC.CO.KR Q,
Supplier Home | Orders | Shipments Planning Finance Product Administration
Purchase Orders Work Orders | Agreements = View Requests Purchase History | Work Confirmations RFQ | Deliverables | Timecards 0
Supplier Home = E
[ Confirmation
Invoices Saved Successfully +
All Suppliers / Contractors / Service Providers are kindly requested to comply to the following:-
1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.
2- Not to accept any services/ work/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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PO Number 2023/GAN/0893
Quotation Created By SERVICE@DINTEC.CO.KR
PO Amount 3260.47 USD
Processed Invoice Amount 0 USD
Pending Electronic Invoice Amount 0 USD
Invoice Details
Personalize “Invoice Details"
Invoice Number
Invoice Date [
Invoice Status -
Clear = Search
Personalize Advanced Table: (inveoiceDilsAdvTbl)
Save Remove Invoice Cancel Invoice Submit | +
Select Invoice Date Invoice Number Invoice Amount Currency Notes to KOTC Attachments Status Return Reason From KOTC Final Invoice ~ Payment Bank Account
® 17an2023 e Test123 10 USD TEEIEER p Partial 082-073109-56-00015 v
Add Attachment X
Table Diagnostics Attachment Type
Export Title
Description Diagnostic Console
4
Category  From Supplier v
*File | Choose File | Mo file chosen
Cancel  Add Another  Apply
G0

Copyright (c) 1998, 2021, Oracle and/or its affiliates. All rights reserved. About this Page

Privacy Statement

Select your File to Upload (Invoice)> Press (Open)

Supplier Home | Orders | Shipments Planning Finance Product Adminisiration
Purchase Orders Work Orders |~ Agreements = View Requests | Purchase History = Work Confirmations | RFQ | Deliverables | Timecards

Supplier Home =
£y Confirmation

Invoices Saved Successfully

All Suppliers / Contractors / Service Providers are kindly requested to comply to the following:- f2 Open X
1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later th 4 B s TwisPC » Desktop v B Search Desktop
2- Not to accept any services/ work/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be resp
Organize v New folder S~ @ @
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| Documents f
PO Number 2023/GAN/0893 ; Downloads Invoice Process  Microsoft Teams Go te Invoice eAM GBU Asset
Quotation Created By SERVICE@DINTEC.COKR ! Initiation Workbench.docx Numbers
D Music viZdocx 16012023 xlsx
PO Amount  3260.47 USD
Processed Invoice Amount 0 USD | Pictures { {
Pending Electronic Invoice Amount 0 USD ideos z
Invoice Details = Local Disk (C)
DATA (D) PDF
Personalize "Invoice Details" - '
Invoice Number = General (\\data- MNew Invoice FW Work order  OBIEE Reports M OBIEE_Reports M
e Tam y = ERP (\data-sn v érl::‘r::leggp details.msg anual pdf anual.docx
Invoice Status v §
File name: | Invoice Process Initiation v12.docx V| All files (*5) ~
Clear  Search
Personalize Advanced Table: (invoiceDiisAdvTbl)
Save Remove Invoice Cancel Invoice Submit | = e
Select Invoice Date Invaice Number Invoice Amount Currency Notes to KOTC Attachments  Status Return Reason From KOTC Final Invoice  Payment Bank Account
® 1an2023 Test123 10 USD LEAGRG p + Partial s 082-073109-56-00015 v
Add Attachment X
Table Diagnostics Attachment Type ~ File v
Export Title
Description

Diagnostic Console

Category =~ From Supplier +
*File -Nnﬂle chosen

Cancel  Add Another  Apply

Then Press (Apply) and close



Add Attachment x

Attachment Type  File ~
Title  2023-01-17 15:58:49 Invoice Process Initi:

Description  2023-01-17 15:58:28 Invoice Process Initiation
v12.docx (Size :1102563)

Category  From Supplier ~

*File Invoice Pro.__ tion vi2 docx
" Cancel | | Add Another -

You Must receive the Confirmation Message > Press (OK)

Attachment 2023-01-17 16.... has been added successfully but not
committed; it would be committed when you commit the rest of the current

fransaction.




Selact

Review the Invoice Details and Select the Invoice Press (Submit)

iSupplier Portal

Supplier Home | Qrders | Shipments FPlanning Finance Product Administration
Purchase Orders Work Orders |~ Agreements | View Requests | Purchase History | Work Confirmations | RFQ | Deliverables | Timecards
Supplier Home =
All Suppliers / Contractors | Service Providers are kindly requested to comply to the following:-
1-To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2- Not to accept any services/ work/ Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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PO Number 2023/GAN/0393

Quotation Created By SERVICE@DINTEC.COKR
PO Amount 326047 USD

Processed Invoice Amount 0 USD

Pending Electronic Inveice Amount 0 USD
Invoice Details

Personalize "Invoice Details"
Invoice Number

Invoice Date Y
Invoice Status -
Clear = Search

Personalize Advanced Table: (invoiceDiisAdvTbl)
Save Remove Invoice Cancel Invoice Submit [f=f= oo
Select Invoice Date Invoice Numbte nvoice Amount Currency Notes to KOTC Attachments Status Return Reason From KOTC Final Invoice
® 17-an2023 o Test123 10 UsD LSBT p S 4 Partial v
s

IF you Close and reopen the (PO/Contract) Number again, the Invoice Status is (SUBMITTED) TO KOTC

Also You can Search Invoice By: (Number/Date/Status)

Supplier Home | Orders | Shipments Planning Finance Product Administration

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

All Suppliers | Contractors | Service Providers are kindly requested to comply to the following:-
1- To submit the invoices as per Term & Condition of the Contract for the work/ Services/ supply Carried out during the contract validity & not later than 45 days after contract expiry.

2- Mot to accept any services/ work! Supply requests provided from your end after the expiry of a contract validity. accordingly, KOTC will not be responsible for any requests not as per a valid contract.
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PO Number 2023/GAN/0293

Quotation Created By SERVICE@DINTEC.CO.KR

PO Amount 326047 USD

Processed Invoice Amount 0 USD

Pending Electronic Invoice Amount 10 USD

Invoice Details

Personalize "Invoice Details”

Invoice Date )
Invoice Status v
Clear = Search

Personalize Advanced Table: (invoiceDiisAdvThbl)

Save Remove Invoice Cancel Invoice Submit g oo
Select Invoice Date Invoice Number Invoice Amount Currency Notes to KOTC Attachments Status Return Reason From KOTC Final Invoice
) 17-Jan-2023 Test123 10 uspD Test Cycle SUBMITTED Partial

Table Diagnostics

Export

Thank You ...



