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INTRODUCTION
Please refer to the Enova D365 ERP Vendor Training Manual. This guide is designed to help you
navigate the new D365 ERP system effectively. As our valued partner, your success is our priority, and
we aim to make the transition to this new system as smooth as possible.
Objectives of D365 Implementation

The implementation of the D365 ERP system aims to:

e Enhance Transparency: Providing clear visibility into processes and transactions.

e Ensure Compliance: Meeting all regulatory and internal compliance requirements.

e Improve Efficiency: Streamlining processes for quicker turnaround times.

e Foster Better Communication: Facilitating smoother interactions between vendors and Enova.

Our goal is to build a more collaborative and efficient environment that benefits both Enova and our
suppliers.

The guide will cover the below comprehensive scenarios:

a. Registering as a Supplier (If you are a prospective/New Vendor who has not registered with Enova
earlier)

b. Updating Your Profile as an Existing Supplier

c. Get Invited to a Sourcing Tender and How to Submit Bids

d. How to participate in Commercial Negotiation and provide Final Offer
e. Asking Tender-Related Queries

f. Periodically Updating Your Profile

g. Frequently Asked Questions (FAQs)

h. Contact Support

1 Vendor Registration

Note: Vendors already registered on our existing vendor portal (Ariba) will be registered by default in D365
Finance and Operations (D365 FO) and need not go through vendor registration again. For updates on your
existing profile, please refer to sections XXXX.
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1.1 Login to Dynamics 365 Enova ERP application

1. The vendor will receive an e-mail with an Invitation Link.
Mio Microsoft Invitations on behalf of Enova Facilities Management Date:
invites@nmicrosoft.com 21-06-2024 15:29:40

Subject: Enova Facilities Management invited you to access applications within their organization

Enova Facilities Management invited you to access applications within their organization

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may
receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: Enova Facilities Management
Domain: enova-me.com

If you accept this invitation, you'll be sent to https://enova-uat.sandbox.operations.eu.dynamics.com/?
cmp=AE01&mi=ITQuestionnairelistpage.

Accept invitation

This invitation email is from Enova Facilities Management (enova-me.com) and may include advertising content.
Enova Facilities Management has not provided a link to their privacy statement for you to review. Microsoft
Corporation facilitated sending this email but did not validate the sender or the message.

Microsoft respects your privacy. To leamn more, please read th rosoft Privacy Statement.
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

= Microsoft

2. Click on Accept Invitation, then you will be directed to the Microsoft Login page

3. Login with your Email ID and password
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4, Click Accept

BT Microsoft

leyehasg898 @elahan.com

Permissions requested by:

Enova Facilities Management
beesme.onmicrosoft.com

By accepting, you allow this organisation to:
N~ Receive your profile data

v Collect and log your activity

N~ Use your profile data and activity data

You should only accept if you trust Enova Facilities Management.
Enova Facilities Management has not provided links to their
terms for you to review. You can update these permissions at
https://myaccount.microsoft.com/organizations.

Learn more

This resource is not shared by Microsoft.

1.2 Questionnaire Setup

5. Go to Vendor collaboration > Enova> Questionnaire

Finance and Operations

B e “-"_y

ENOVX FACILITIES MANAGEMENT SERVICES L.LC

apps
< June 2024 >
. . Business performance
0 Mo Te We Th B S analytics (preview)
1
5w WORKSPACES
s 0 m o oB oW
= i =] Purchase order -
I — fe i
B, ’°ﬂ“ E’vﬂ Invoicing TY  confimation (® Vendor bidding R= Vendor information

2 24 235 6 2 8

Work items assigned to me A

wil be displayed here
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6. Click View detail.

® Vendor Onboarding- Vendor Side

nance and Operations

Options > 0 @O
& N
Qu Itpage
# Standard view -
5] Questionnaire Id Questionnaire  Description Status Request type Crastad by Created date and time
| AE1-QID-000000045  Vend-Regis  Vendor registration questionnaire  Draft Vendor registration D365 Consultants 6/20/2024 1:14:58 PM

7. Click Question.

@ Vendor Onboarding- Vendor Side

AEO1

a
®

Reviewall Options
Questionnaire
5 | secTion-1 SUMMARY
Vend-Regis A e Percentag Mandatory question Mandatory answered Mandatory unanswered Mandatory percontag
= o o
= SECTION-2
B General
SECTION SUMMARY
SECTION-3
S Total question Answered  Unanswered Percontage Mandatory qu... Mandatory ans... Mandatory un... Mandatory percent
I 5 2 2 i} 0 ] 0 0 o
SECTION-4
SECTION-5

SECTION-6

SECTION-26
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8. Use the shortcut for switching to View or Edit mode.

@ Vendor Onboarding- Vendor Side

Finance and Operations

= < = Reset  Options > o ®¢

ndard
Answered Must be completed  Attachment m.

Question

= QUESTIONS

9. Click Next page records.

@ Vendor Onboarding- Vendor Side

Question

Answered Must be completed  Attachment m.

Sequence
I o v

o it SECTION

= QUESTIONS

Version 0.1
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10. Click Save.

Vendor Onboarding- Vendor Side

Finance and Operations

Standard
Must be completed  Attachment m

Question
= o 00005 v
=

QUESTIONS

11.

All the questions that have marked as “Must be completed” are Mandatory
Finance and Operations v Enova

Standard view
Answered  Must be completed Attachment mandatory

Question

v

SEC
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12. If there are any questions that have mark in “Attachment mandatory” column, An attachment is

necessary for that question.

i Finance and Operations ollaboration > Enova e 3
- £ = ZEdit Reset O o ®c
~
Y
. Standard view
Sequence .. |  Question Answered | Must be completed Attachment mandatory .
Y Question
0 AE01-00010 v v
© Select section
- e
SECTION-3
L QUESTIONS
Attach your Trade License

13. To attach a file Click on attachments

Finance and Operations tor coll > Questionnaire

®
. Standard view ™
Sequence Question Answered | Must be completed Attachment mandatory .
# Question
0 AE01-00010 v v
© Select section
- | 0| AE01-00011 v
SECTION-3
0| AE01-00012
= QUESTIONS

Attach your Trade License

Previous ‘ Save

Version 0.1
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14. Click New

Finance and Operations

= € = Edit New ~ [ Delete View history  Deleted attachments Created by w Settings References q
= Standard view

% I Attachments for Answer table - Select section: SECTION-3, AE01-00010

o — s e

General

DETAILS

Attachment
Preview

More details

15.

Finance and Operations

CREATE

Select the type of file you want to upload

Open  View history

Deleted attachments

Type

Created by v Settings References  Options q

Attachments for Answer table - Select section: SECTION-3, AE01-00010

Attached

CREATE

w
Standard view
w
@ Desaiption
=
General
DETAILS
Note
Attachment
Preview
More details

Version 0.1
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16. Click Browse and select the file you want to upload

HH ‘ Finance and Operations Vendor collsboration » Enova  Questionnaire ?
Standard view
= E . P - . . . — Upload document
Attachments for Answer table - Select section: SECTION-3, AE01-00010 ||B:H
rowse
(]
General
DETAILS CREATE
. ahar
Attachment
Pre
More details
( Cancel

17. Click Save

&« = Elsave + New~ [il Delete . Open Viewhistory Deleted attachments 'V Created by » 3 Settings / References  Options £ File uploaded as Vendor L] =
Managen
- Standardview™ manualpdf
s me | Attachments for Answer table - Select section: SECTION-3, AE01-00010
© Vendor Management- Vendo... Desaiption Type Attached
® hpe 0000
File [imagement- vendors user manual | [ File | @D v
B Answer table
= General
DETAILS 'CREATE
Notes Created by
leyehasaoB@elahanca |
Created date and time
06/21/2024 13:02:34 |
Attachment o
Preview -
More details b

18. Click Back

19. Answer all the questions

11
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20. The Vendor is able to review all his answers by clicking Review All.

Finance and Operations

& Edit

Standard view

#«  Review questions and answer

Review
Section descrption Question Description Answer Feedback
) SECTION-2 AE01-00008  Select the country in which yo UAE
ECTION-26
SECTION-3 P

ECTION-3

Review row

21. Click Back and then Click Submit.

@ Vendor Onboarding- Vendor Side

Finance and Operations

= < = Glisstion’ ' Reviewall | Options 2 o O

¥ Questionnaire
SECTION-1 SUMMARY

Vend-Regiz

SECTION-2
General
SECTION SUMMARY
SECTION-3
Total question Answer ot Unanswered Percentage Mandatory qu... Mandatory ans... Mandatory un... Mandatory percent
I 2 2 o o o o )
SECTION-4
SECTION-5
SECTION-6
SECTION-26

Once the vendor registration request has been evaluated by Enova, you will be notified by emal and you will be

able to access the Vendor Collaboration Portal.
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2 Vendor Requests

This is for you to request for new Bank Account, new Legal Entity, New Procurement category, New document
request like Trade Licence, Public Liability Insurance, TRN no. etc or if you want to renew the Trade license.

2.1 Bank Account Request
This is to request for new bank account to add to the client for payment process.
1. Go to Vendor collaboration > Workspaces > Vendor information.
2. Click All request.
3. Click New request.
= Options
Vendor information
NLVD1-000000081 |
B Summary
1 All contacts 1 Users 74 All request
Vendor details
jabon
elahan.com
4, Click Bank account.
s~ éﬁ Edit [Mew request ~ | Submit ‘ : Workflow ~  Options s
Mew Legal entity
Personal Page options Share
Dicoumnent
AlwaEys open ft agnostics Record info Create 2 custom alert ™
Dersonalize thi  Procurmient category  flterorsot Goto ™ Manags my slarts
|
Bank account
Vendor request
5. Click Fill details and click OK.

Version 0.1
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@ Vendor requests

Finance and Operations Vendor collsboration > Workspaces > Vendor information

L-Am;r: iew

Eank account request

Request

Request Id

My view

Bank a:

| o =

6. Click New under “Bank Details” fast Tab.

@ Vendor requests

AEO1

Share

W Al ]
Per
o)
-]
E r request | AEO01-000000177 : AbuMail Star Steel Fabrication Workshop LL | Standard
Request ID v v request type Statur Created date and time
AEO1-000000. Bank account Draft 6/21/2024 06:13:37 AM
General
Bank details
Bank account Bank groups Routing number DUNS +4 DUNS segment Bank account number Bank name anN

14

Version 0.1



@ENOVA

by (P veoua

7. Fill in all the details, the mandatory fields will be marked in red and the request cannot be saved unless
they are filled.

@ Vendor requests

Finance and Operations

8. Click Save.

9. Click Submit, it will go for an approval.

2.2 Document Request

For new Vendors: Here you’ll attach all mandatory documents which are required for example Trade license,
Public Liability Insurance or VAT TRN number etc.

For existing vendors: If any document which are going to expire for example Trade License, Public Liability
Insurance etc., you can attach as a new document and submit.

1. Go to Vendor collaboration > Workspaces > Vendor information.

15
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2. Click All request.

Finance and Operations

Options

]

Vendor information
< NLVO1-000000081 |

B Summary

0

Vendor details
jabon

ARE

ley @elahan.com

3. Click New request.

@ Vendor requests

Finance and Operations

User requests

AE01

Page options

st

My view ~

Request ID Vendor request type

Status

Vendor registration Review completed

4, Click on Document.

Finance and Operations

Vendor collabo... Created date and time First name Emall

Vendor

Vendor collaboration > Workspaces > Vendor infomnation

‘ Mew Legal entity |
Personalf

Page options
Dicoument

Always open fo agnostics

Personalize thi Procurment category  filter or sort

Bank accoumnt

Version 0.1
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Share
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5. Click OK

Standard view

6. Fill in all the details like ‘Registration type’ (Trade License, PLI, PI, TRN etc), ‘Registration Number’,

T ‘ Finance and Operations Wonde ottt > Wctapatre' 50 Venloe Wdommeto

Standard view ™

Document Request

Request

(o I

‘Effective Date’, ‘Expiration Date’, the mandatory fields will be marked in red and the request cannot be

Saved unless they’re filled.

NLV-000000111

Genarsl

Version 0.1
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7. If any Attachment is to be added, Click on attachments

Finance and Operations

Save Newrequest  Submit  Options o @¢
Pessonatte Page options tan Shave y
Record info v
Gato ™

Statu § date and time
Draft 6/21/20
Document details
New Rer
3 Registation type Ragletrstion numbar Deseription Saction Vandor request typs Effactive date 3
* v * -]

8. Click New

Finance and Operations

- < = Edit + New [il Delete View history  Dele

o

d attachments Created by Settings References

Standard view

% I Attachments for Answer table - Select section: SECTION-3, AE01-00010

o Descriptios Type Attached
(]
B
- General
DETAILS CREATE
Nates Created by
Crested date and time

Attachment
Preview

More details

18
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10. Select the type of file you want to upload

Finance and Operations

= ¢ = BElsove +New~ [ Delete Open Viewhistory Deleted attachments 'V Created by~ & Settings O References  Options
[ Commercial Proposa Standard view v
* e Attachments for Answer table - Select section: SECTION-3, AE01-00010
D Imoge Description Type Attached
Note ‘ | @O n
[ @ TEchnical PRoposal
. URL General
E We dsdn't find anything 1o snow here.
DETAILS CREATE
Notes Created by
[
Created date and time
Attachment
Preview
Mere details
11. Click Browse and select the file you want to upload

i ] Finance and Operations Vendor collaboration > Enova » Questionnaire

Option:

Attachments for Answer table - Select section: SECTION-3, AE01-00010

General

DETAILS

Attachment

More details

Version 0.1

CREATE

Standard view

Upload document

[ Browse |

Cancel
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12. Click Save

- = & save New [l Delete " Open Viewhistory Deleted attachments Created by Settings References  Optiens
(]

Standard view

Attachments for Answer table - Select section: SECTION-3, AE01-00010

Vendor Management- Vendo... Description Type Attached
File \nagement- Vendor's user manual | | File @
B Answer table
General
DETAILS CREATE
Notes Created by
leyehasg9B@elahan.co
Attachment
Preview

More details

13. Click Back, then ‘Save’ and ‘Submit’.

2.3 New Legal Entity Request

This is for the existing vendors to request to do the business in other legal entity under Enova Group as well. For

example, currently you’re doing business in UAE, later you want to expand your business to Abu Dhabi, Bahrain,
Oman etc., you can create new legal entity request.

1. Go to Vendor collaboration > Workspaces > Vendor information.
2. Click All request.

Finance and Operations Vendor collsboration > Wor

Options

@
Vendor information
NLV01-000000081 |

B Summary

0 = 74 bl

Vendor details

jabon

@elahan.com

20
Version 0.1



@ENOVA

by (P veoua

3. Click New request.

@ Vendor requests

My view

Request ID

4.

@ Vendor requests

Finance and Operations

Vendor request type

Click on New Legal Entity.

Status

completed

Vendor coflabo.

v

Created date and time

First name Email

Vendor

end: st

My view

Request ID

Finance and

Vendor request type

Vendor registration

Operations

Status

Vendor coflabo.

Created date and time

First name Email

Vendor

endor collaboration > Workspaces > Vemdor infomnation

& =dit

Mew request

Submit

Mew Legal entity

Personal?

Always open ft

Personalize thi:

Vendor request

Version 0.1
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5. Select the region in which the vendor wants to operate and then click OK

Finance and Operations Vendor collaboration » Workspaces ' Wendor information

Standard view ~

New legal entity request

Request

Standard view

Region Deseription i m
AGO Angola
ATG Antigua and Barbuda

6. Once page opened, you can see the ‘Questionnaire Information’ fast tab, click on selected
‘Questionnaire ID’.

Finance and Operations Vendor collsboration ' Workspaces > Vendor information
< options 0 c @O o
g

541 Dynamite | Standard view v

Request ID Nendor request type st
AE01-000000..  New legal entity Dratt
General ~
VENDOR DETAILS REQUEST DETAILS staws VENDOR ONLINE CAPABILITIES REJECTION INFORMATION
R Draft Vendor collaboration access allowed Reszon code

Region @ -

a1 R
Questionnaire information ~

Review 2

Qu

T |

Questionnaire stau Approval dste Crested date snd s
NLE

— 7/3/2024 736:10 AM

7. Click on ‘View Detail’

Finance and Operations Vendor collaboration > ‘Workspaces > Vendor information

| Viewdetzil | Options

Standard view

Questionnaire List page

| e l

=

':::' Cuestionnaire Id Questionnaire Description Status Request type Created by

I(_) AEQ1-0ID-000000071 MLE Mew Legal Entity Submitted New legal entity prospectivevendor? 77

22
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There is a declaration Questionnaire which we need to submit, for that we need to click on ‘Question’.

Vendor collaboration > ‘Workspaces > Vendor information

8.
Finance and Operations
Declaration
SECTION-50
9.

Finance and Operations

MLE : New Legal Entity Standard view

Questionnaire
SUMMARY
otal question Answered Unanswered Percentage Mandatory question Mandatory answered Mandatory unanswered Mandator
V] 0.00 1] 0 V]
General
SECTION SUNMMARY
'::;' Total question Answered Unanswered Percentage Mandatory qu... Mandatory an... Mandatory un... Mandatory per...
@] 1 0 1 0 0 0

0 0 0

Fill all the Questionnaire one by one and click ‘next’, Once all Questionnaire filled then click ‘Save’.

iendor collaboration > Workspacas > Vendor infomnation

o = f Edit Reset

Sequence ... | | Cuestion

| 1 AE01-00189

Version 0.1

Answered Must be compl...  Attachment m...

Standard view
Question

Select section

SECTIOM-50

QUESTIONS

1 We agree to all Terms and Conditions

of Use and Privacy Statement.

[ag'ee to all Terms and Conditio « ]

(s

23
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10. Once Saved, it will automatically go back to that Questionnaire screen from where you can click

‘Submit’.

Finance and Operations Vendor collaboration > Workspaces > Vendor information

MLE : New Legal Entity Standard view

Questionnaire
Declaration SUMMARY
SECTION-E0 Total question Answered Unanswered Percentage Mandatory question Mandatory answered Mandatory unanswered Mandatory percentage Ma
0 0.00 0 0 0
General
SECTION SUMMARY
':::' Total question Answered Unanswered Percentage Mandatory qu... Mandatory an... Mandatory un.. Mandatory per..
= 1 0 1 0 0 0 0 0

11. The go back to the main screen where you’re requesting for new Legal entity request, attach the

required documents (if any) from the attachment symbol.

Finance and Operations n > Workspaces ) Vendor information

Options

Standara view
Dt
General »~
VENDORDETAIS [op— VENDOR oNUNE cAPABIUTIES ResECTION IFORMATION
Vencor egsuation name [ orat Ventorcollaboraton access aowed Resson coce
agon
sau n

Questionnaire information

-
T — . P
| |

24
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12. Click ‘New’ to attach new document. List of documents are also reflecting here

Finance and Dperatiﬂm endor collaboration > Workspaces > Viendor infomnation

||
|

@
g

T New ~ 1] Delete Wiew history  Deleted attachments S Created by
s
o Standard view
s | Attachments for Prospective vendor questi
::I Description Type Attached
. e General

= ~ = f Edit | T New L Celete View history Deleted attachments W Crested by iiZ Settings /'-::' References

Standard view

¥ : File | Attachments for Prospective vendor questionnaire - Questionnaire: NL
mage

I Description Type

D ’/— Mots Mo

= '\::__ TEchnical PRope:

. URL General
= didn't find any i —————

DETAILS CREATE
MNotes Created by

Created date and time

25
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13. Click Browse and select the document.

Finance and Operations Ve cstorcn > Wertscacm > Veor mmaten

Upload document

14. Click Save and go back

Finance and Dperatiom Vendor collaboration > Workspaces > Wendor informnation

EE Elsave |+ rnew~ il Delete . Open View history  Deleted attachments " Created by & Settings 2 References Options

Standard view ~

B ] Attachments for Prospective vendor questionnaire - Questionnaire: NLE,

Microsoft-Dynamics-365-Logo Description Type Attached

File [‘a-":|':|5c:f-_-D;.-'ran"cs-355-_cgo{ ] [F'e l D Yes

Praspective vendor questionnaire

General
DETAILS CREATE
Motes Created by
prospectivevender?77

Created date and time

[Tﬁ,’2324 07:48:55 AM l
Attachment
Preview

26
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15. Then ‘Refresh’ the Page (see top-right) then you can see the ‘workflow’ button which got enabled.

General

Questionnaire information

Questionnaire Status Approval date Crested date snd time

NLE Submitted /312024 741221 AM

Once it will be approved by the client. Then you will be released as a vendor for requested Legal Entity.

2.4 Additional Procurement Category Request

Procurement categories help classify vendor items and services. They also help control which vendors
and products are available to employees when they make business-related purchases.

Go to Vendor collaboration > Workspaces > Vendor information.
Click All Requests

Finance and Operations

Options

Vendor information

NLVD1-000000081 |

B Summary

Vendor details

jabon

ARE

leyehasg9g@elahan com

27
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3. Click New request.

@ Vendor requests

Page options Share

Vendor request

My view

Request ID Vendor request type

4, Click on procurement category.

@ Vendor requests

Finance and Operations > wo

Vendor collaboration

Vendor coflabo.

v

Created date and time First name Email

Vendor

Page options Share

=
Vendor request
My view
Request 1D Vendor request type status

Vendor registration R completed

Finance and Operations

Vendor coflabo.

Vendor collaboration >

Created date and time First name Email

Vendor

— & Edit

Mew request ~ Submit

Mew Legal entity

Personalf Page options

. Dooument
Always open ft

Perzonalize th'l

sgnostics

Procurment category I’I:E' ar sort

Bank account

Vendor request

Version 0.1
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=cord info

Go o

Options >

Share

Create 3 custom alert ™
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5. Select the Category that is to be requested and click OK

5 enova-uatsandbox.operations.eu.dynamics.

Vendor collaboration > Workspaces » Vendor information

Finance and Operations
Standard view

ptions Request new categories

NLV01-000000081 4 [m] Enova
b []amc

4[] en

General

VENDOR DETAILS 4 |m| g

v
s(m

REQUEST DETAILS

ADDRESSES

m | cancel |

6. In case more categories are to be added, click on add category and select the category to be added

Finance and Operations

= & = Fedit Newrequest™ Submit  Options g @
Fage aptions
- Procurement categories
® ‘
Ll 4 ENOVA
bAMC
b ENERGY RequestID e eyt e Status
4 |INDIRECT AE01-000000. Category Draft

b Administrative fees_5100

stiD allow
P Archiving, storage & routing 5101 -000000.
b Cenification mananement 5107
[ I
Add category v [ Remove
3 Category hierarchy Procurement category Level i Level 2 Level 3 Level 4 Level 5
| O Procurement Category Energy: Supléinstaln-Water .. ~  ENOVA ENERGY Energy Solution (ECM)_4100 HVAC_4100102 Energy: Supl&instaln:

7. Click Submit.

The vendor can see all his details under:

1. Vendor collaboration > Workspaces > Vendor information.
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2. Click on More details and selecting the information that he wants to see

Finance and Operations Vendor collsboration » Workspaces > Vendor information

Options.
&
L,( Vendor information
® NLV01-000000081 v
B |~ Summary

- Vendor details

jabon
Address

ARE

Email address
leyehas898@elahan.com

Telephane

Telephone
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3 Bidding Invitation and Tender Submission

3.1 Tender proposal submission
Please follow the below steps to respond to Enova Tenders.

1. Go to Vendor collaboration > Workspaces > Vendor Bidding.
2. You can see the ‘New Bid invitation’ in your workspace under “Summary” tab.

Finance and Operations Vendor collboration > Werkspaces »  Vendor bidding

< Options

Vendor bidding

<+ Summary

New bid invitations Returned bids Bids in progress Awarded bids Lost bids.

“ Bids
femipecinc Request for qu_ Document title Reply progress Selicitation type Bid type. Requested recsipt date Expiration date and time
Bids |I AEQ1-000725  Vendor Biding Invitation example  Not started Open Open 01/07/2024 14/07/2024 20:00:00
Subm

Finance and Operations Vendor colisboration » Workspaces > Vendor bidding

< options

Vendor bidding

<+ Summary

(0] (0] (0]

New bid invitations Returned bids Bids in progress Awarded bids Lost bids
“ Bids
Returned bids

Request for quotation Document title Reply progress Solicitation type Bid type Requested receiptdate  Expiration date and time

‘ Vendor Biding Invitation example  Not started Open Open 01/07/2024 14/07/2024 20:00:00

4, Or, you can go to Vendor collaboration > Requests for quotations > Request for
quotation bid
5. Open the document which you received for bidding.
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Finance and Operations

Viendor collaboration > Requests for quotations ) Request for quotation bid

d Decline RFQ attachments Options H

Share
Record info Get 2 link ~" Creats 3 custom alert ™7
Goto ™ Manage my alerts
Reguest for guotation bid Standard view ~
':::' Request for quota... W1 Reply progress Request for quotation case  Requesting department Document title
I O | Aeo1-000725 Not started AE01-000606

Vendor Biding Invita

6. Open the document and click on “Bid” to do the bidding.

Finance and Operations Vendor collaboration 3 Requests

statiors »  Request for quotation bid

cline  RFQ attachments Questions and answers ~ Options

Request for quotation bid | Standard view
P6 Job ABC

General

RFQ description

Bidding guidance items

Amendments

Enova

Questionnaire

Delivery and payment terms

Lines

Altemate Alternate item description Alterate item specification

Page will be in editable mode. Now you can update the unit price for selected item
under “Lines”. Also you can update the “Lead time” like ‘by when you can deliver the
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item’. Also you can enable or disable the “Working days” with respect to the lead time.

Finance and Operations

Question

tines
o o s Alaman o
° “
Line details
- [p—— fremp— [— o
[ —— e | [smnce ] [ ) J -U
| =) [ 5 ) | o) |
o] [ =)

8. Please make sure that you’re doing this activity before the Cutoff date.

& Save -+ Askaquestion Options
AE01-000571 | Standard view v

Questions and answers

Cutoff date and time

6/29/2024 12:00:00 am

Unanswered questions

Question Question received

I [ The requested recipt date can i ch.| 6/26/2024 8:28:14 AM
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9. Then go back to the bidding page and click ‘Submit’.

Finance and Operations Vendor cotatorstion 3 Request s Requestfor quosation bid

Decine  ResetfromRFQ  RFQattachments  Bid attachments  Questions and answers  Options

Request for quotation bid | Standard view v
P6 Job ABC

Lines

rocurement ctegery Quantity Unit Unitprice Unt riecon.. Mot amount Line amount .. Carment [
|° MOTOR REWINDING WORKS_3... SERVICES: LV, MV and HV Works _ SSC0121 SERVICE v 250000 o0 0000 o No
Line details

[rant—— RequesTED AviounTs [op—— ReauesTeD ETALS Reeuy DeTALS ieao e

Prody

Vendors item number Vendors item number Lead time

[ 3]

Werking days

@

14. If you don’t have the item and want to suggest an alternate item, then click on the “Add alternate”
button. A new alternate line will be added.

15. Enter the Product name, Unit price, Item description and Item specification for the suggested alternate
item and click ‘Submit’ on the action pane.

Finance and Operations

i | AE01-RFQ-0000000392: FLOCRWORLD LLC | Standard view ™

Material process

Delivery and payment terms

Lines
Line ns unt A
tem stalla [ Ho
Line details
IDENTIFICATION REQUESTED AMOUNTS. REPLY AMOUNTS

REQUESTED DETAILS REPLY DETAILS LEAD TIME
v number
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Finance and Operations

i | AE01-RFQ-0000000392: FLOCRWORLD LLC | Standard view ™

Material process

Delivery and payment terms

Lines

Line details

IDENTIFICATION REQUESTED AMOUNTS. REPLY AMOUNTS

16.

attachment’.

Finance and Operations

= l=l Save  Submit  Decline
Page options Edit
Security diagnostics Receord info Read mods
Advanced filter or zort Goto ™ Rewvert
Reguest for guotation bid Standard view ~

Reset from RFQ

REQUESTED DETAILS REPLY DETAILS

RFQ attachments

Share
Getalink

Manags my slers

Vendor Biding Invitation example

Lines

Add alternate
Line number | Line type

Item

Version 0.1

Procurement categaory

LAMPS_ 1104108

Bid attachments

Creats 3 custom slert ™

LEAD TIME

To check if any document is attached by the client for reference or for any other requirement, click ‘RFQ

Vendor collaboration > Requests for quotations > Request for quotation bid

Options

Product name Iterm number

CFL Lamp Dulux D/E Osram 230... 001001001000-002
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17.

18.

19.

Now do the ‘Bid attachment’ which is required by the client for Technical or Commercial proposal.
(_

[¢] 23 enowva-uatsandbox.operations.eu.dynamics.com/?cmp=ael1&mi=PurchRFQVendReply

Finance and Operations Vendor collsboration .  Requests for quotations »  Request for quotation bid

w5 o2l

o

o~ = =l Save  Submit Decline  Reset from RFQ  RFQ attachments | Bid asttachments | Options i

Share

Record info Get 3 link ™ Create 3 custom als

Goto ™ Revert

Request for guotation bid | Standard view

Vendor Biding Invitation example

Lines

RFQ line attachments  Bid line attachments  Attributes

Line number | Line type Procurement category Product name ftem numbser

I 0 1 ltem LAMPS_1104108 CFL Lamp Dulux D/E Osram 230... ' 001001001000-002

Finance and Operations Vendor collsboration »  Requests for quotations |  Request for quotation bid

<« = El save .ﬁete @2settings O References 'V Crestedby v  Deleted attachments  Document history  Options

] Commercisl Sroposs] Standard view
& Attachments for Request for quotation: AE01-000725
o) mee Description Type At
J{

al vical FRopozzl
= General

DETAILS CREATE

Motes Created by

Created date and time

Restriction

Upload the document
© = enovs-ustsana mics com =ae REQVers? R ® U @ i

Finance and Operations

Version 0.1
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20. Click Save and Back symbol.

Vendor collabe

H-Mew ~ il Delete .77 Open

ent hist

Standard view ~
] Attachments for Request for quotation: AE0O1-000725

Error Description Type

File

General

DETAILS

MNotes

Restriction

Attachment
Preview

More details

21. Now go back and check under ‘Delivery and Payment terms’ and ‘Line details’. Marked in ‘RED’ is
requested by Enova and marked in ‘GREEN’ which you can propose to Enova if you want to change any.

Finance and Operations > Request for quotation bid

= [Elsave submit Dedine ResetframRFQ  RFQattachments  Bid attachments — Options

Requ

oid | Standard view ™

Vendor Biding Invitation example

Delivery and payment terms

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

Terms of payment Requested receipt date Rex ve date

d receipt date Reply effe.

0D_AP | [oworoas ] [o 4 J J
Delivery terms Delivery terms Reply expiration date
REPLY PAYMENT ] -] 3)
Terms of payment
Mode of delivery Mode of delivery Vendor reference

Lines
Reset emnate s Bid Attributes
3 Lnenumber Linetwype Procurement category Praduct name e number Quanity | Unit Unit price Unit price con Netamount | Lineamount<... | Comment Altemate
1 item LAMPS 1104108 CFL Lamp Dulux D/E Osram 230... 001001001000-002 100 EACH v 500.000 500000  test No
Line details
IDENTIFICATION Status REQUESTED AMOUNTS REPLY AMOUNTS REQUESTED DETAILS REPLY DETAILS LEAD TIME

CFL Lamp Dulux D/E Osram 230...

Vendors item number Vendars item number Lead time

Requested receipt date Working days
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Check the expiration date before submitting just for your reference.

(1) Operation completed

RFQattachments  8id attachments  Options

Request for guotation bid Standard view v

Vendor Biding Invitation example

General

Document

Delivery name Address Bid type Currency

ENOVA FACILITIES MANAGEME... 2nd floor Open

City Centre Offices

Request

Delivery address Requested recsipt date Bid submitter

S ——— = Port Saeed
[Vencor Biding Invitation example ] lSuraDr\ Dobhal Joshi ] ENOVA FACILITIES MANAGEME.. Dubai 01/07/2024 Surabhi Dobhal Jt
Status Requesting department — Expiration date and time Submission date and
[Subn‘ tted: No action required ] I ] Solicitation type. 14{07.'2024 20:00:00) 01/07/2024 15:23

2

%

@

El

Click ‘Submit’.

Finance and Operaljons Vendor collaboration > Requests for quotations > Request for quotation bid

<« = & save Decline  Reset from RFQ  RFQ attachments  Bid attachments  Options £

Page options Edit Share

Gow ™ Read mode Get a link ™
Revert

Request for guotation bid AEQ1-000727 :SD | Standard view
Vendor Biding Invitation example

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

One Popup will come that will tell you that you can submit the bid until the expiration date, you can click

yes or no accordingly. You can recall or make any changes only before expiration date.

Vendor Biding Invitation example

Bidding guidance items

Amendments

Enova

Questionnaire

Delivery and payment terms

REQUESTED PAYMENT REQUESTED DELIVERY

REPLY PAYMENT

Version 0.1

Do you want to submit your bid? Until the
expiration date, you can use the Recall
action to update the bid that you submit.
Click Yes to submit the bid.

Yes No

¥ DELIVERY REPLY VALIDITY

Once the bids are submitted, purchaser can accept or reject the alternate item suggestion given by you.
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26. Depending on the price and number of days you’ve defined, customer may negotiate and request you to
submit your biding again or reduce the ‘Lead time’ (Number of days to deliver the material/service).

3.2 Submit Queries/Clarifications to Tenders

1. If you have any question to be asked from your client then you can click on the top

‘Questions and answers’.

Finance and Operations
Bic Dedlin ttachment uestiogs and answer

s | options

| AE01-000703 : Burhani Glass Factory LL | Standard view Vv
General Purchases

General

3 E ] AANAGEN pe
equired 5 Q
: 2nd fi
Port >
- Dubai 8
ARE
RFQ description
Bidding guidance items
Bidding guidance items Required
I Please quote v
Reply through Portal 7
2. Click ‘Edit’ and it will give an option to click ‘Ask a question’ then type your question

and click ‘Submit’.

Finance and Operations

Questions and answers
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| AFQ Question
Questions and answers I
3
3. Once submitted, Enova will review and answer that question. Which you can review

under same tab ‘question and answer’.
I

7 kdit -+ Ask a question
AE01-000571 | Standard view ™
QUEStiOI’\S and answers

#f date and time:

6/29/2024 12:00:00 am

Unanswered questions

Question Question received

Published answers

Question Answer Question received Answer received
The requested recipt date can i Yes 6/26/2024 8:28:14 AM 6/26/2024 8:30:30 AM
.

4 Managing Invoicing

This is to submit the invoices, advance invoice, credit note, Retention Claim invoice thru Dynamics 365
application.

1. Go to Vendor collaboration > Invoice Submission > Submit Invoice.

Version 0.1
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Finance and Operations

B Expandall B Collapse all

Home

Workspaces

Favorites

Q

*

® Recent

B Workspaces

E Modules
Common

Organization administration

Procurement and sourcing

Vendor collaboration

> Consignment inventory
/ Requests for quotations

Invoice Submission

B Purchase order
I%  confirmation

. Vendor g

A= Vendor information

2. You can see in your portal, whatever Invoices or advance invoice has been submitted with

status.

Submit Invoice

Standard view

VENDOR PORTAL
User ID InvoiceType
! Invoice

InvoiceType Purchase Order
Invoice POC104553
Invoice
Invoice POC104553
Invoice POG58513
Invoice POG58513
Invoice POG58513

3. To Submit the new Invoice, click ‘NEW’.

Finance and Operations

Delivery order num

23-3038

UBC-SI7TUQ4020561050
UBC-SI7UQ4020561050

UBC-SI7UQ4020561050

Invoice Docs

v

Status

Sent to ERP

Need To Review
Document Rejected
Document Rejected

Sent to ERP

Suppor

o

AN

B sove |+ New | i Delete Submin  Atiach invoice  Attach supporting documents Options

Submit Irvoice
%  Standard view

@ VENDORPORTAL

Puschase Order

Delivery arder number

e siceType
L™ Invesce
E O e —

| ] - Invoice

4. Once clicked ‘New’, one new record line will be created.

o Dos

Supporting Docs. Crested by

O

5. Select the ‘Invoice Type’ based on the type of dcoument you want to submit.

Version 0.1

Crestes dste and time

41



@ENOVA

by (D veoLla

: InvoiceType o

Imvoice e

Mon PO Invoice

Imwvoice

Advance Invoice

Credit Mote

Retention Invoice

6. The Invoice Type dropdown offers several options for users to select, based on the type of
invoice being submitted:

i
ii.
iii.
iv.
V.

Invoice (Purchase Order Invoice)
Advance Invoice

Credit Note

Retention

Non-PO Invoice.

Note: Please ensure that the user selects the correct invoice type when uploading an invoice.
Failure to do so may lead to invoice rejection.

7. Once you select the Invoice type, the system will ask you to save the record.

Version 0.1

Please save the record

Nu:
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8. Enter ‘Purchase Order’ for which you want to submit the invoice.

it At #  Attach supparting documents Optons p oo B¢
@ —

% Standard view -

@y VENDORPORTAL

B e

|9 Invoice

9. To attach the documents of Invoice and supporting documents, click ‘Attach Invoice’ and ‘Attach
supporting documents’ button respectively.

Finance and Operations Vendor collaboration > Invoice Submission ¥ Submit Invoice

& FEdit + New Submit  Attach Invoice  Attach supporting documents  Options

Standard view

ol

O =% B

'VENDOR PORTAL
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A e
D 01 e
6 20200 P0G
€ 3110622148 P0G
0 POCIOSHSY WRISISHE L9 X00NSA2 Y
G POGIIET_WR1IIIA3 R9JNXIT2-1
D POGITIS W15 2.

10. Once the documents are attached, you can see that check boxes enabled.

Invoice Docs Status Supporting Docs

v '

11. Once all documents attached then click ‘Save’ and ‘Submit’ and click ‘Yes’.

HH Finance and Operations

Bl save +Mew [3] Delete [ Submit |ittach Invoice  Attach supported documents  Options
i Submit Inveice
* Standard view - Do you want to Submit Invoice?
) VENDOR PORTAL
ser 1D IrvaiceType
Ll Invoice
= 2 UseriD InveiceType mes Status
I (] Invoice
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12. Once submitted the user will see a notification saying “Invoice Received! Started Processing.
Please check your email for updates on the Invoice! Thank you”.

'C: Invoice Received! Started Processing. Please check your emall for updates on the Invoice! Thank You

13. The users will also get email notifications once the invoice has been processed successfully or if
itis rejected.

14. Once submitted, in parallel our Finance Team will receive the notification for the invoices you’ve
attached. Finance will verify all the attachments and perform the 3-way matching with PO, GRN
(service receipt) and Invoice.

15. To check the status of approval of your invoice, go to Vendor collaboration > Workspaces >
Invoicing.

16. You’ll have a complete view of your submitted invoice’s status like which are all invoices which
are submitted and not approved, which are all invoices are approved, which are all paid.

Finance and Operations Vendor collaboration > Workspaces > nvoicing

T New Options

- Invoices which are submitted
anOICIng but not yet approved

| |

Summary

Invoices which are approved

but not y

/et paid

0 0 0

- [nvoices which are paid
Submitted, not Approved, not

paid

approved

~ Vendor invoices

I Draft

) Number [ Purchase order Invoice date Inwe

17. Once you click any of the above tile, you can see the list of invoices based on the status.
18. Alternatively, the vendor will be able to check the status of the invoices that they submitted
through the vendor portal. There are different statuses like:
i. Need to Review: The invoice detected with issues/errors needs to be reviewed by Enova
AP team.
ii. Approval Pending: The invoice is in the process of approval by the Enova AP team.
iii. Sentto ERP: The invoice has been approved and sent to ERP.
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iv. Document Rejected: Invoice is rejected due to a mismatch or any other issues.
v. Posted In ERP: The invoice has been successfully posted in ERP.

Submit Invoice

Standard view -~

VENDOR PORTAL

User ID InvoiceType
i Invoice

InvoiceType Purchase Order  Delivery order num Invoice Docs Status Suppor
Invoice POC104553 23-3038 ~ Sent to ERP d
Invoice

Invoice POC104553 b Need To Review v
Invoice POG58513 UBC-SITUQ4020561050 v Document Rejected v
Invoice POG58513 UBC-SI7UQ4020561050 o Document Rejected v
Invoice POG58513 UBC-5I7TUQ4020561050 v Sent to ERP v

I

5 Help & Support

If you face any technical issues or have any queries (related to vendor management, Tender participation,
Purchase Orders, Invoice Management etc.) please reach out to ‘vendor@enova-me.com’.
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