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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@microsoft.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=AEQ1&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 learn more, please read the Microsoft Privacy Statement.

Microsoft Corporation, One Microsoft Way, Redmond, WA 98052 m Microsoft

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

3. Login with your Email ID and password

Version 0.1
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4, Click Accept

B5 Microsoft

leyehas898@elahan.com

Permissions requested by:

Enova Facilities Management
beesme.onmicrosoft.com

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

\v Collect and log your activity

\/ 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

R R e —— A&
= —— R A U
ENOVA FACILITIES MANAGEMENT SERVICES L.L.C

© % B

APPS.

< June 2024 >
Business performance

S Mo T We Th RS analytics (preview)

1
98 40808 9 0 WORKSPACES
s 0 M o= B oW

Ejj Invoicing E—‘j P”':!‘ase?"’“ Vendor bidding L= Vendor information

® mow ow oo ﬂ 2 S
2 o4 o5 % 7 2 B
30
Work items assigned tome A

Work items will be displayed here after they are
assigned to you,
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6. Click View detail.

@ Vendor Onboarding- Vendor Side

ce and Operations llaboration > Work:
& Viewdetail Options O ® a ®0O ¥
= Questionnaire List page
* Standard view -
o |
D 1d v D i Status Request type Created by Created date and time
I (O AE01-QID-000000045 Vend-Regis Vendor registration questionnaire Draft Vendor registration D365.Consultant6 6/20/2024 1:14:58 PM

7. Click Question.

@ Vendor Onboarding- Vendor Side

> Vendor information

- Vendor registration questionnaire | Standard view ™
* ‘ | Questionnaire
) SECTION-1 SUMMARY
Vend-Regis Total question Answered wered Percentage Mandatory question Mandatory answered Mandatory unanswered Mandatory percentag
e | 19 s 14 26.32 2 2 o 100.00
= SECTION-2
General
SECTION SUMMARY
£ Total question Answered Unanswered gt qu. ans. un. percent.
2 2 0 o o 0 o o

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

nce and Oper Vendor collaboration > Workspac Y —

< = Pied. neser | ioptons: B ® 0 PO v

@
¥ Standard view
Sequence... 1 Question Answered Must be completed  Attachment m... !
* Question
I 0 AEO01-00003 v
@ Select section
C] 0  AEO01-00005 v
SECTION-1
QuEsTIoNs

egional) or other countries (International) or are

9. Click Next page records.

@ Vendor Onboarding- Vendor Side

ance and Oper: Vendor collaboration > Workspaces > Vendor information
z = = T P—— e 0 @O = | Y
@
Standard v
Sequence Question Answered Must be completed  Attachment m. N
* Question
I 0 AEO01-00003 e
[O) Select section
= 0 AE01-00005 g
SECTION-1
‘QUESTIONS

our Company registered in UAE. GCC or Egypt (Regional) or other countries (International) or are you part of any

ernment bod,

UAE

Erevious m Ssve
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10. Click Save.

@ Vendor Onboarding- Vendor Side

Finance and Operations Vendor collaboration Vendor information -
o o o v
- EER ® 0 PO o
@
¥ Standard view
Sequence... T  Question Answered Must be completed  Attachment m... !
* Question
0  AE01-00003 v
@ Select
C] I 0 AEO01-00005 v
=

11. All the questions that have marked as “Must be completed” are Mandatory

Finance and Operations Vendor collaboration > Enova > Questionnaire

< Eym Reset 0O 0 PO

Standard view

Sequence... | Question Answered  Must be completed Attachment mandatory .
Question
I 0 AE01-00010 v
Select section
0 AE01-00011

SECTION-3
0 AE01-00012
QUESTIONS

Trade License Number, Company Establishment Date (Effective Date) and Expiry Date

proess | (D) (5o )
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12. If there are any questions that have mark in “Attachment mandatory” column, An attachment is
necessary for that question.

Finance and Operations Vendor collaboration > Enova > Questionnaire

- = 7 Edit Reset o ®¢

R
Standard view Vv
Sequence... | Question Answered Must be completed Attachment mandatory .
* Question
0 AE01-00010 v v
Select sectio
v
(]

QUESTIONS

Attach your Trade License

13. To attach a file Click on attachments

3 Finance and Operations Vendor collsboration. » Enove > Questionneire
- « [0
@
Standard view v
Sequence Question Answered Must be completed Attachment mandatory .
¥ Question
0 AE01-00010 v v
Select sectior
I 0| AE01-00011 v
SECTION-3
= - QUESTIONS
Attach your Trade License

previous | ([RER [sove
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14. Click New

Finance and Operations Vendor collaboration » Enova > Questionnaire AEOT O © &
= € = ZEdit +New~ [l Delete View history  Deleted attachments W Created by v £33 Settings © References 0 7 0O =
@ _— Standard view v
Y Phe ] Attachments for Answer table - Select section: SECTION-3, AE01-00010
o Description Type Attached
C)
@ No
General n
DETAILS CREATE
Notes Created by

Created date and time

Attachment
Preview

More details

15. Select the type of file you want to upload

Finance and Operations Vendor collaboration » Enova > Questionnaire
= < = B save +New™ [il Delete " Open Viewhistory Deleted attachments Y Createdby ™ i Settings O References Options ~ © Q0 O o
@ || commercialProposal | .o i o
¥ ‘ file Attachments for Answer table - Select section: SECTION-3, AE01-00010
® Description Type Attached
{ J @ o

ﬁ ical PRoposal
. URL General ~
= We didn't find anything to'show nere.

DETAILS CREATE

Notes Created by

Created date and time
Attachment ~
Preview v

More details

10
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16. Click Browse and select the file you want to upload

Vendor collaboration > Enova > Questionnaire

Finance and Operations

New Delete Open  View history  Deleted attachment Created by Settings References ~ Options

oo 2t 1 Attachments for Answer table - Select section: SECTION-3, AE01-00010

General

DETAILS CREATE

an.co

Attachment

Preview

More details

17. Click Save

Finance and Operations ‘ Vendor collaboration » Enova » Questionnaire

Standard view

Upload document

)
(erowe)

Cancel

&« = save +Newv il Delete "Open Viewhistory Deleted attachments < Created by v ettings / References  Options ~ ©

® - Standard view Vv
* ot ] Attachments for Answer table - Select section: SECTION-3, AE01-00010
® Vendor M Vendo... Description Type Attached
File inagement- Vendor's user manual | [me @ v
5] Answer table
General
DETAILS CREATE
Notes Created by

leyehas898@elahan.co

Created date and time

06/21/2024 13:02:34

Attachment
Preview

More details

18. Click Back

19. Answer all the questions

Version 0.1
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manualpdf
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20. The Vendor is able to review all his answers by clicking Review All.

Finance and Operations Vendor collaboration » Enova » Questionnaire

Description Answer
Select the country in whichyou ... UAE

Sele:

ct the procurement category
Trade License Number, Compan... jp
Attach your Trade License

Registration Number

& PEdit
(0]
Standard view
* Review questions and answer
o [» \
Review
() section descrption Question
(O SECTION-2 AE01-00008
SECTION-26 AE01-00222
SECTION-3 AE01-00010
SECTION-3 AE01-00011
SECTION-3 AE01-00012
Review row

21. Click Back and then Click Submit.

@ Vendor Onboarding- Vendor Side

Finance and Operations Vendor collaboration > Workspaces > Vendor informatior

Feedback

0

Options

& ‘ Vend-Regis : Vendor registration questionnaire | Standard view
* Questionnaire
© SECTION-1 SUMMARY
Vend-Regis oo e Asttsere T — Pesceriage Mactatony, cpratarion At Tattiey ettt Matisarery
= e 19 s 14 26.32 2 2
= SECTION-2
VondRel General
No
SECTION SUMMARY
SECTION-3
D Total question Answered  Unansweres a Percentage Mandatory qu... Mandatory ans... Mandatory un... Mandatory percent.
ho I @) & 2 o o o o o o

SECTION-4
e gis
SECTION-5

nd-Regis
No

SECTION-6

Vend-Regis
No

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.

Version 0.1
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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

4.

5.

This is to request for new bank account to add to the client for payment process.

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

Click New request.

Finance and Operations Vendor collaboration > Workspaces > Vendor information

[

& options O O

Vendor information

[Nwvo1-000000081 v

~ Summary

~ Vendor details

© * ©®

jabon
Address

ARE

Email address

leyehasg98@elahan.com

Telephone

@ More details v

Click Bank account.

New request v | Submit Workflow v  Options

New Legal entity

Personal Page options Share
Dcoument . _ o
Always open ft agnostics Record info Create 2 custom alert v
Personalize thi: Procurment category  filter or sort Goto Vv Manage my alerts

Bank account

Vendor request

Click Fill details and click OK.

13
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@ Vendor requests

Finance and Operations

Vendo

My view

6.

@® Vendor requests

Finance and Operations

General

Bank details

Bank account

Version 0.1

1-000000177 : AbuHail Star Steel Fabrication

& Remove

Bank groups

Vendor collaboration > Workspaces > Vendor information

kflow ~  Options

Click New under “Bank Details” fast Tab.

Vendor ¢

v Submit 2 Workfl

Page options

Reque:

AE01-000000..

Routing number

Norkshop LL

ndor Information

| Standard view ™

Bank account

DUNS +4 DUNS segment

D Vendor request type

cessing your request.

Btandard view

o Bank account request

Request
Vendor
[ AE000268 ‘

Vendor name

[ AbuHail Star Steel Fabr.

Request Id
[ aE01-000000177 ]

[Bank account ]

o JE=

AEO01

@ 0

ed date and time

tatus at

Draft 6/21/2024 06:13:37 AM

Bank account number Bank name

14
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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 VoI O s ) UermarEmeter
= = - o I , Y
& = Elsave Newrequest~ Submit {2 Workflow ™~ Options pe ® a0 ®0O o
(%]
>
©
= Vendor request | AEO1-000000177 : AbuHail Star Steel Fabrication Workshop LL | Standard view ™
Request ID Vendor request type Status Created date and time
AE01-000000..  Bank account Draft 6/21/2024 06:13:37 AM
General
Bank details
+ New @ Remove
D | [Banksccount | Bank groups Routing number DUNS  +4 DUNS segment Bank account number Bank name an
le | I = o #] *

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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Click All request.

Vendor collaboration » Workspaces » Vendor information

&  options Q2 [ON=1
@
»  Vendor information
® [nwvor-o00000081 |
~ Summary

All contacts

~ Vendor details

llicoest

jabon
Address

ARE

Email address

leyehas898@elahan.com

Telephone

ore details v

Click New request.

@ Vendor requests

Finance and Vendor collaboration > Wor > Vendorinformation

& ZEdit Newrequest v w~ Options O ® o ®O X7
[ag
Personalize share
¥* m alert
alerts
®©

Vendor request
My view
Request ID Vendor request type Status Vendor collabo... Created date and time First name Email

completed v 5

2024 4:13:

2024 4:58:41 PM

Document
Document
v 6/20/2024 10:17:05 AM >
Draft v 6/20/2024 10:17:34 AM reham
v 6/20/2024 10:18:44 AN reham
Application change requested v 6/20/2024 10:21:19 AM TEST
I O AE01-000000176 Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

Click on Document.

Finance and Operations Vendor collaboration Vendor information

.~ Werkflow v  Options

n L=gal entity

Page options Share
Dcoument - L. ~ ’
agnosti Record info Create 2 custom alert ™
Procurment filter or sort Goto V Manage my alerts

nk account

16
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5. Click OK

Finance and Operations

Vendor request

Standard view -

Request ID

Vendor

Vendor collaboration > Workspaces » Vendor information

it Options

Page options

request type

Status

Standard view v/
Document Request

she Request

Vendor

AE000180 J

Vendor name

ABB Transmission & Di.

Request Id

REQ-000012 J
[Document

6. Fill in all the details like ‘Registration type’ (Trade License, PLI, PI, TRN etc), ‘Registration Number’,
‘Effective Date’, ‘Expiration Date’, the mandatory fields will be marked in red and the request cannot be

Saved unless they're filled.

ncor request | Standard view

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

Finance and Opera AEOY

estv  Submit Options

Page options Share

t | REQ-000012 : ABB Transmission & [ ution Limited LLC | Standard

Draft
Document details
N F
> Registration type Registration number Description Section Vendor request type Effective date E
x v * =]
8. Click New
Finance and Operations Vendor collaboration » Enova ) Questionnaire AEO1 QO © &
=< = Pt +Newv [l Delete Viewhistory ~ Deleted attachments Created by v &3 Settings © References O 90 =
@ R — e — Standard view Vv
* &l Attachments for Answer table - Select section: SECTION-3, AE01-00010
o Description Type Attached
C)
@) No
General
DETAILS CREATE
Notes Created by

Created date and time

Attachment A
Preview ~

More details

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

Finance and Operations Vendor collaboration ) Enova » Questionnaire
= &« = B save +New [il Delete " Open Viewhistory Deleted attachments  Created by v &3 Settings  References ~ Options 2 LI O R =
o] Commercial Proposal AT
% | P re Attachments for Answer table - Select section: SECTION-3, AE0O1-00010
Image
® Description Type Attached
ol ( J ] @ o

(A4 TEchnical PRoposal
i URL General ~
= We didn't find anything to snow nere:

DETAILS CREATE

Notes Created by

Created date and time

Attachment v
Preview ~
More details v

11. Click Browse and select the file you want to upload

Finance and Operations Vendor collaboration » Enova » Questionnaire

Standard view

Options Upload document

New Delete Open ew y  Deleted attachment: Settings es
¥ Attachments for Answer table - Select section: SECTION-3, AE01-00010 @
r | [#ie ®
General
DETAILS CREATE

Attachment
Preview

More details

Cancel

19
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12. Click Save

Vendor collaboration » Enova » Questionnaire

= < E Esave +Newv [i Delete "Open Viewhistory Deleted attachments V Created by v 3 Settings © References Options ~ © File uploaded as 'Vendor X [ O R=]
& Management- Vendor's user
Standard view manual pdf
e e Attachments for Answer table - Select section: SECTION-3, AE01-00010
® Vendor Management- Vendo... Description Type Attached
File [inagement- Vendor's user manual | [File | @D ves
Answer table
General ~
DETAILS CREATE
Notes Created by
[\eyehasggg@e\ahanm \
Created date and time
IOB,/Z‘\/ZOZA 13:02:34
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 collaboration » Workspaces > Vendor information

< Options
®
% Vendor information
® [ NLV01-000000081 \/‘
~ Summary

~ Vendor details

jabon
Address

ARE

Email address

leyehas898@elahan.com

Telephone

& More details

20

Version 0.1



@ENOVA

by Q) veouia

3. Click New request.

@ Vendor requests

Vendor collaboration > Workspaces

&  ZEdit  New request v > Workflow ™ Options 2 ® a ®0O ¥
~ e
Personaiize Page options share
* Always open for editing Security diagnostics Record info Create a custom alert ™
Personalizs this page anced filter or sort  Goto Manage my alerts
®
=
Vendor request
My view
Request ID Vendor request type Status Vendor collabo... Created date and time First name Email
Vendor registration Review completed v 6
Vendor r Rejected v 5
Draft 6,
Draft 6,
Vendor registration Draft v 6/
Vendor registration Draft v 5 reham
Vendor registration Draft v 6/20/2024 10:18:44 AM reham
Vendor registration Application change reque: v 6/20/2024 10:21:19 AM TEST
AEO1-000000176 Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

4 Click on New Legal Entity.

@ Vendor requests

Finance and Operations Vendor collaboration > Workspace Vendor information

5 = Y
& ZEdit Newrequest v 7> Workflow ~  Options 2 ® o ® 0O
@
personaiize Page options snare
* Always open for editing Security diagnostics Record info Create a custom alert ™
Personaliza this page Advanced filter or sort Go'to Manage my alerts

Vendor request

My view -~

Request ID Vendor request type Status Vendor collabo... Created date and time First name Email

Vendor regi Review completed N 6/18/2024 4:13:35 PM
Vendor registration Rejected N 6/18/2024 4:58:41 PM

Draft
stration Draft v D
Vendor registration Draft v 10:17:34 AM reham
Vendor r stration Draft v 10:18:44 AM reham
E01-0000001 Vendor registration tion change reque: v 4 10:21:19 AM
AE01-000000176 Vendor registration Review completed v 6/20/2024 1:14:53 PM

v Options C

Page options Share

=
B

agnostics lecord info reate 3 custom alert

filter or sort

Aanage my alerts

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 » Vendor information ?
Standard view v

Edit  New request Submit  Options New legal entity request

Request -~

Vendor
AE000180
Vendor name

‘ ABB Transmission & Di...
endor request R

Request Id

Standard view REQ-000013 ]

Region

Request ID Vendor request type  Status Vendor collabo... Created date and time First name Eril et ‘—
Region Description -
ank account >4 A Open

AGO Angola

ATG Antigua and Barbuda

K )

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

Finance and Operations Vendor colaboration > Worispaces > Vendor information

& = ot Newrequesty Options o @O

Ne:

General

VENDOR DETAILS REQUEST DETAILS.

Questionnaire information

Revien

Questionnaire

4 Questionnaire Status Approval date Created date and time

| e | e

7. Click on ‘View Detail’

Finance and Operations Vendor collaboration ) Workspaces ) Vendor information

< | View deta Options

Standard view Vv

Questionnaire List page

| l

':::' Questionnaire |d Y Questionnaire Description Status Request type Created by
I(j) AE01-QID-000000071 NLE New Legal Entity Submitted New legal entity prospectivevendor777

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

Finance and Operations Vendor collaboration > Workspaces ) Vendor information

N = S-‘Omvt q-

‘ ’ NLE : New Legal Entity Standard view Vv
Questionnaire
Declaration SUMMARY
SECTION. 50 Total question Answered Unanswered Percentage Mandatory n Mandatory answered Mandatory unanswered Mandator
0 1 0.00 0 0 0
General

SECTION SUMMARY

‘::) Total question Answered Unanswered Percentage Mandatory qu... Mandatoryan... Mandatory un... Mandatory per..
O 1 0 1 0 0 0 0 0
9. Fill all the Questionnaire one by one and click ‘next’, Once all Questionnaire filled then click ‘Save’.
Finance and Operations Vendor collaboration > Workspaces ) Vendor information
< = ¢ Edit Reset ©
Standard view vV
Sequence... | | Question Answered Must be compl... Attachment m... .
Question
I 1 AE01-00189
Select section

SECTION-50

QUESTIONS

1 We agree to all Terms and Conditions } of Use and Privacy Statement.

leg'ee to all Terms and Conditic ’

a
o [

23
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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

< E Question  Review a
I I NLE : New Legal Entity Standard view Vv
Questionnaire
Declaration SUMMARY
SECTION-50 Total question Answered Unanswered Percentage Mandatory question Mandatory answered Mandatory unanswered Mandatory p

0 1 0.00 0 0 0
General
SECTION SUMMARY
(O  Total question Answered Unanswered Percentage Mandatory qu... Mandatoryan... Mandatoryun... Mandatory per... :
(@) 1 0 1 0 0 0 0 0

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 Vendor colaboration > Workspaces > Vender information

€ = Pest Newrequestv options /0 C

General

VENDOR DETAILS REQUEST DETAILS s VENDOR ONLINE CAPABILITIES REJECTION INFORMATION

Reque:

Questionnaire information

Status Approval date Crea

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

Finance and Operations

Vendor collaboration > Workspaces > Vendor information

Il
l
kl

Edit T New Vv

(S5

te View history

)
N Standard view v
* & | Attachments for Prospective vendor questi
0 Description Type Attached
- (.:)
)
. I General

Finance and Operations

Commercial Proposal |

Note
oy
)
) @ TEchnical PRoposa

Version 0.1

Veendor collaboration > Workspaces > Vendor information

View history Deleted attachments "\ Created by Vv %23 Settings O References
Standard view Vv

Attachments for Prospective vendor questionnaire - Questionnaire: NL

Description Type
General
DETAILS CREATE
Notes Created by

Created date and time

25
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13. Click Browse and select the document.

BT e S S —

Standard view

E . . E rets V7 Cresteaty N . . Upload document

Attachments for Prospective vendor questionnaire - Questionnaire: NLE, AE01-000000255

14. Click Save and go back

Finance and Opefaticns Vendor collaboration > Workspaces > Vendor information

E Esave |+ New~ [i] Delete /Open  View h story  Deleted attachments '\ Created by v 2 Settings 0O References Options
Standard view v
B ] Attachments for Prospective vendor questionnaire - Questionnaire: NLE,
Microsoft-Dynamics-365-Logo Description Type Attached
File "."':roscr".-Dyran"cs-365-_cgc{ ] File l o Yes

Prospective vendor guestionnairs

General
DETAILS CREATE
Notes Created by
[prospect'veuverdcr??? ]
Created date and time
[ 7/3/2024 07:48:35 AM J
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.

0 ol:l~

Request submitted

General

REJECTION INFORMATION

Questionnaire information

Questionnaire Status Approval date

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 Vendor collaboration > Workspaces > Vendor information

= O

& options

®

. Vendor information
NLV01-000000081 v

o (Moo ]

~ Summary

~ Vendor details
jabon

Address

ARE

Email address

leyehasg98@elahan.com

Telephone

5 More details v
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3. Click New request.

@ Vendor requests

nce and Operations Vendor collaboration >  Works
= 25 v
&  ZEdit  New request v 7> Workflow ™ Options ® a ®0O
@
Personalize Page options Share
* Security ostics Createa alert
Advanced filter or sort Manage my alerts
| = Vendor request
My view ~
Request ID Vendor request type Status Vendor collabo... Created date and time First name Email
Vendor Review completed v 6/18/2024 411

Vendo Rejected v
Docu 6/20/2024 8:4.
Vendor registration v 6/20/2024 10:17:05 AM D
Vendor registration Draft v 6/20/2024 10:17:34 AM
Vendor registration Draft v 2024 10:18:44 AM
Vendor registration tion change reque: v 0/2024 10:21:19

I (O AE01-000000176 Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

4. Click on procurement category.

@ Vendor requests

Finance and Operations Workspac Vendor information

5 = Y
& Zedit v request > Workflow ™ Options ~ © ® 0 ()
@
Personaiize Page options Share
* Security ostics Record info Createa alert

Advanced filter or sort to v Manage my alerts

jC)

Vendor req

My view -~

st

Vendor request type Status Vendor collabo... Created date and time First name Email
v PM
v PM

Vendor registrati Draft N D

Vendor registration v 6/20/2024 10:17:34 AM reham

Vendor registration v /2024 10:18:44 AM

Vendor registration App! change reque v 0/2024 10:21:19 AM

Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

Finance and Operations Vendor collaboration

Submit .

Edit New request

Personal

Bank account

‘endor request

Version 0.1
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5. Select the Category that is to be requested and click OK

C M 25 enova-uat.sandbox.operations.eu.dynamics.com/?cmp=AEQ1&mi=VendVendorProfileManagementWorkspace & Incognito

oo

Finance and Operations ‘ Vendor collaboration » Workspaces » Vendor information

NLV01-000000081

General

VENDOR DETAILS

REQUEST DETAILS

Vendor information

ADDRESSES

Standard view

Request new categories

Request Id

AE01-000000179 ‘

Vendor

NLVO01-00000

Select the categories you w

er its name int

To search for a category, start
desired category is show

field pr
lect it to jump straight to tha

will updte to show a drop-down list of matching
egory.

When your

( v

4[] enova
> [ amc
< [m] eneray
4[] energy Solution (ECM)_4100
> E Building Enveloppe System_4100100
b E Controls Systems_4100101
4 [m] hvac_4100102

[Energy Suplanstaln-Water balance on CHW network 4100102100

[ energy: Supply & Instal-Air&aWater Cooled Chiller 4100102101
D Energy: Supply &lnstallation- Evaporative cooling_4100102102
u Energy: Supply and Installation of AHU&FAHU_4100102103
[ energy: supply and Installation of FCU_4100102104

[ energy: supply and Installation of Package Unit 4100102105

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

Finance and Operations

> Vendor information

& = Zkdit Newrequest v  Submit Options O
[}
Page options
* .
Procurement categones
Ol | )
4 ENOVA
b AMC
\
b ENERGY

4 |INDIRECT

b Administrative fees_5100 | .
> Archiving, storage & routing_5101

b Certification manacement 5107

o JE=

egory v [i] Remove

Add cats
(O o category hierarchy Procurement category Level 1

|O Procurement Category Energy: Supl&Instaln-Water ... -/ ENOVA

7. Click Submit.

The vendor can see all his details under:

-000000...

O o
Request ID Vendor request type Status Created date and time
AE01-000000...  Category Draft 06/21/2024 13:16:50
Vendor collaboration access allowed
@ ) No
~
Level 2 Level 3 Level 4 Level 5
ENERGY Energy Solution (ECM)_4100 HVAC_4100102 Energy: Supl&nstaln-

1. Vendor collaboration > Workspaces > Vendor information.

Version 0.1
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2. Click on More details and selecting the information that he wants to see

Finance and Operations Vendor collaboration > Workspaces  Vendor information

AEO1

Options
@
% Vendor information
~ NLV01-000000081
(C] —
= Summary

B

Vendor details

jabon
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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.
2.

5.

Version 0.1

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

Finance and Operations Vendor collaboration » Workspaces »  Vendor bidding

< Options

Vendor bidding

Summary

Bids in progress Awarded bids Lost bids

New bid invitations Returned bids

e ]

Request for qu..._Document title Reply progress Solicitation type Bid type Requested receipt date ___Expiration date and time

|AEC‘ -000725 Vendor Biding Invitation example Not started Open Open 01/07/2024 14/07/2024 20:00:00

You can click on document which you’ve received under ‘Request for quotation’.

Finance and Operations Vendor collaboration  » Workspaces > Vendor bidding
& options

Vendor bidding

AE0D000:

Summary

(0] (0] 0 0

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

Or, you can go to Vendor collaboration > Requests for quotations > Request for

quotation bid
Open the document which you received for bidding.
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Finance and Operat]'ons Vendor collaboration > Requests for quotations > Request for quotation bid

< Bid Decline RFQ attachments Options

Request for quotation bid Standard view Vv

E

':::' Request for quota... VT Reply progress

Request for quotation case  Requesting department Document title

Not started AE01-000606 Vendor Biding Invita

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

Finance and Operations Vendor collsboration > Recuests forquotations. > Request for quatation bid

rs Options

uest for quotation bid | Standard view v

P6 Job ABC
General
RFQ description
Bidding guidance items
Amendments
Enova
Questionnaire
Delivery and payment terms

Lines.

Net amount | Line amount c... | Comment Altemate Alternate item description Alternate item specification

0.000 No

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

P6 Job ABC
Questionnaire
Delivery and payment terms

Lines

Procurement ctegary

MOTOR REWINDING WORKS 3

SERVICES: LV, MV and HV Works  SSCO121

Atemate Aitermate tem descripion
No
Line details
IDENTIFICATION REQUESTED AMOUNTS. REPLY AMOUNTS REQUESTED DETAILS. REPLY DETAILS LEAD TIME
produ un Vendir tem number Vendors tem number Lesd time
Quant

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

- Save - Ask a question Op(lOn$
AE01-000571 | Standard view Vv

Questions and answers

Cutoff date and time

6/29/2024 12:00:00 am

Unanswered questions

Question Question received

The requested recipt date can i ch.| 6/26/2024 8:28:14 AM

33
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9.

14. If you don’t have the item and want to suggest an alternate item, then click on the “Add alternate”

Then go back to the bidding page and click ‘Submit’.

Finance and Operations Vendor colaborstion > Recquests forquotations > Request for quotation bid

otation bid | Standard view \

P6 Job ABC

Lines

Qua Unit price  Unit pri Net v Alternat
ng H s v 250000 000 0.000 No
Line details
IDENTIFICATION st REQUESTED AMOUNTS REPLY AMOUNTS REQUESTED DETAILS REPLY DETAILS LEAD TIME
Unit Unit Vendorsitem number Vendorsitem number Lead time

) %) )

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

= [Esave Submit Decline ResetfromRFQ RFQattachments Bid attachments  Options

uest for quotation bid | AE01-RFQ-0000000392 : FLOORWORLD LLC | Standard view v/

Material process

Delivery and payment terms

Lines

Line details

IDENTIFICATION
Product name

Version 0.1

butes
Ttem number Quantity Unit Unitprice  Netamount Comment Alternate
ply and Installation ... PQ & Energy Analyzer EPC00001 500 SERVICE Vv 0000 0,000 No
EpC
REQUESTED AMOUNTS REPLY AMOUNTS REQUESTED DETAILS REPLY DETAILS LEAD TIME
Unit Vendor'sitem number Vendor'sitem number Lead time
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Finance and Operations

= = [ESave Submit Decline ResetfromRFQ RFQattachments  Bid attachments  Options 0 = ¥
@
ca Share
¥ Recordinfo | Read mode
Goto v Revert
®
&
Re quotation bid | AE01-RFQ-0000000392 : FLOORWORLD LLC | Standard view
Bid progress
Material process Purchaser is updating
Delivery and payment terms
Lines
Item number Quantity Unit Unitprice et amount Comment Alternate Alternate item description Alterte item specification Start e
EPC00001 5.00 SERVICE 0.000 0.000 No
© e ( Il
Line details oo
IDENTIFICATION REQUESTED AMOUNTS REPLY AMOUNTS REQUESTED DETAILS REPLY DETAILS LEAD TIME
Product name Unit Unit Vendor's item number Ven umber Lead time

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

attachment’.

Finance and Operations Vendor collaboration » Requests for quotations > Request for quotation bid
< = Elsave Submit Decline Reset from RFQ | RFQ attachments | B8id attachments  Options >
Page options Edit Share

on bid Standard view Vv

Vendor Biding Invitation example

Lines
C:' C Line number  Line type Procurement category Product name Item number
Q 1 ltem LAMPS_1104108 CFL Lamp Dulux D/E Osram 230... 001001001000-
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17. Now do the ‘Bid attachment’ which is required by the client for Technical or Commercial proposal.

€« (¢} 25 enova-uat.sandbox.operations.eu.dynamics.com/?cmp=ae01&mi=PurchRFQVendReply

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

= [l save  Suomit Decline  Reset from RFQ  RFQ attachments | Bid attachments | Options

Lines

Qo Line number | Line type Procurement category Product name Item number

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

18.

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

- References

Delete €37 Settings Ret Deleted attachments ~ Document history ~ Options
[~Y
B Standard view v
¥ Attachments for Request for quotation: AE01-000725
D Description Type Attached
J @ o
bl
o General
DETAILS CREATE
Notes Created by

Created date and time

Restriction
19. Upload the document
Finance and Operations. ‘ Vendor collsboration > Requests for quotatons > Request for quotation b
. [
Attachments for Request for quotation: AE01-000725 Go)

Version 0.1
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20. Click Save and Back symbol.

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

H-New v [l Delete 7 Open

}-) References

Document history

Standard view Vv
l | Attachments for Request for quotation: AE01-000725

Error Description Type Attached

File IE"or ] [: € ] Q Yes

General
DETAILS CREATE
Notes Created by

sdocbha

Created date and time

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 Vendor colaboration > Requests for quotations > Request for quotation bid

= [lsave Submit Decine Resetfrom RFQ  RFQattacnments  Bid attachments  Options
Request for quotation bid | Standard view v

Vendor Biding Invitation example
Delivery and payment terms

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

Reply ef date

Reply expiation date
REPLY PAYMENT l 7 ( ]

Mode of delivery Mode of delivery Vendor reference

I J I ) l J

Lines

RFQ Add alternate RFQ line attachments B

ments  Attributes

Line number | Line type Procurement category Product name Htem number Quantity Unit

Unit price  Unit price con. Net amount  Line amount c... | Comment Altemate
1 tem LAMPS_1104108 CFL Lamp Dulux D/E Osram 230... 001001001000-002 100 EACH v 500000 500000 500.000 500000 test No

Line details

IDENTIFICATION REQUESTED AMOUNTS REPLY AMOUNTS REQUESTED DETAILS REPLY DETAILS LEAD TIME

Product name Vendor's item number

) ) —

Working days

@D ne

CFL Lamp Dulux D/E Osram 230.

Line number

Expiration date

37
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22. Check the expiration date before submitting just for your reference.

(D) Operation complzted

= RFQattachments  5id attachments  Options

Request for g

n bid Standard view Vv
Vendor Biding Invitation example

Address Bid type Currency

City Centre Offices

Reques

= s Requested receipt date Bid submitter

c CILITIES MANAGEME. Port Saeed =
[VEF\CO’B ding Invitation example ] ISJ'abm Debhal Josh l ENOVA FACILITIES MANAGEME... Dubai Surabhi Dobhal J«
Status Requesting department ARE Expiration date and time Submission date and
[Subﬂ"':'.éc: No action required ] I s 14/07/2024 20:00:00 01/07/2024 15:23

23. Click ‘Submit’.

Finance and Operations Vendor collaboration » Requests for quotations > Request for quotation bid
- < = &l save Decline  Reset from RFQ  RFQ attachments  Bid attachments  Options
0]
Page options Edit Share
b Gotwo vV Read mode Getalink ™V
Revert
( ")l
&
= Request for guotation bid AE01-000727 : SD | Standard view Vv

Vendor Biding Invitation example

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

24. 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.

nance and Operations Vendor collaboration > Requests for quotations »  Request for quotation bid

Vendor Biding Invitation example

S 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.

Questionnaire

Enova

Delivery and payment terms

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

REPLY PAYMENT

25. 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

s | Options

General Purchases

General

£01-0005 ,
RFQ description
Bidding guidance items
Bidding guidance items Required
I Scope document submissio. v
2. Click ‘Edit’ and it will give an option to click ‘Ask a question’ then type your question

and click ‘Submit’.

Finance and Operations
it

AEQ

5 andard view v
Questions and answers

39
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[ ] o RrQ question
QUGS(IOHS and answers I ‘
B
= —r . | (B o)
3. Once submitted, Enova will review and answer that question. Which you can review

under same tab ‘question and answer’.
I L ———

7 Edit -+ Ask a question
AE01-000571 | Standard view Vv
Questions and answers

Cutoff 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

Use the ‘ENOVA — D365 vendor collaboration portal’ to submit different types of invoices as detailed below.

The different types of invoices that can be submitted through portal are:

e |nvoice — The standard invoice against a valid ENOVA purchase order

Version 0.1
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e Advance invoice — Invoice for collecting advance against a valid ENOVA purchase order
e Retention Claim — Invoice to claim amount retained by ENOVA against a valid ENOVA purchase order
e Credit note — Credit invoice towards adjustment, recovery, and trade credits

Note: Invoices not related to any valid ENOVA purchase order must be submitted directly to ENOVA Finance
team or to the operation site. Currently such invoices cannot be submitted through portal.

4. Submitting vendor invoice

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

Finance and Operations

@ Epandall B Collspse i
Home
Workspaces |
Favorites

Recent

Workspaces

Ao *

Modules A
Common
Organization administration

Procurement and sourcing

Vendor collaboration

Purchase order

> Consignment inventory @ P Vendor bidding A= Vendor information

# Requests for quotations

“ Invoice Submission

2. The vendor collaboration portal ‘Invoices’ list page displays the list of all the invoices that are
created by the vendor contacts. The ‘Invoices’ list page will display all the invoices submitted by
all the contact persons of the vendor as a single list. Each record on the list page will have the
unique identifier as ‘Invoice Tracking Number’, along with other details of the invoice. The list
page is used to submit new invoices and to check the status of the invoices.

& Prdit +New t t I Attachments (1) Options ~© ® 0 ®

Personalize Page options Share

Always open for editing | Security diagnostics  Recordinfo | Getalink ™  Create a custom alert
Personalize this page Advanced filter or sort  Go to Manage my alerts
Add to workspace

Invoices

Standard view -

O Invoice Tracking Number T Vendor account  Name Purchase order Delivery note / Service report number  Invoice Date Invoice number Status InvoiceTy|
VVVVVVVVVV rrorrorv sl ANOENRRRM bl e it
AE02-003572 AD012813 Siddique Mustafa & Sons .. POG41964 DAQ41046 1HQ43780 Submitted Invoice
AE02-003578 AD012813 Siddique Mustafa & Sons ... POG40306 DAQ37863 1HQ40351 Submitted Invoice
AE02-003583 AD012813 Siddique Mustafa & Sons .. POG42468 DAQ41876 1HQ44712 Submitted Invoice
AE02-003846 AD012813 Siddique Mustafa & Sons .. POG42222 DAQ41877 1HQ44713 Submitted Invoice

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

41
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& Zedit elete  Submit Invoice I Attachments (1) Opti

Personafis Page options

Always open for editing Security diagnostics Record info Get alink VvV
Personalize this page Advanced filterorsort  Goto vV

A A -
AUU O WOIGPalc

Invoices

Standard view *

]

O Invoice Trackin... | Vendor account Name

AEO01-000001 AE015478 VR Tech LLC

4. Once clicked ‘New’, a new form will open to capture the details of the invoice.
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Standard view VvV

Invoice Details

InvoiceType

[Invoice

Purchase order

[

Details

Vendor account Name
(AD012813 | [ Siddique Mustafa & Sons Co.... |

Delivery note / Service report nu... Currency
[ + )

Invoice Date Invoice amount excluding tax

( =

Invoice number Invoice amount including tax

( 9 (o)

Comments

Supplier Comments

Note: Fields with red stars (*) are mandatory and must be filled before saving the record.

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

[ Invoice

Advance Invoice
Credit Note

Retention Invoice

6. The Invoice Type dropdown offers several options for users to select, based on the type of
invoice being submitted:
i. Invoice — Standard Invoice against a valid ENOVA purchase order
ii. Advance Invoice — Invoice claiming advance against a valid ENOVA purchase order
iii. Retention Invoice — Invoice to claim any retention by ENOVA against a valid purchase
order

iv. Credit Note — Credit invoice for trade credits, adjustments, and recovery.
Note: Please ensure that the user selects the correct invoice type when uploading an invoice.
Failure to do so may lead to invoice rejection. The default value is ‘Invoice’.

7. Enter ‘Purchase Order’ for which you want to submit the invoice.

Standard view VvV

Invoice Details

InvoiceType

[ Invoice

Purchase order

 AE02PO0004440

Details

Vendor account Name
(AD012813 | Siddique Mustafa & Sons Co... |

Notel: If the purchase order number is not related to the vendor, an error will be generated.
Vendor must submit invoices against the valid purchase orders that are issued by ENOVA to the
vendor.
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/\ Purchase Order: AE02PO0004444 provided is not valid.

Standard view VvV

Invoice Details

InvoiceType

[ Invoice

Purchase order
| AE02PO0004444

‘ Details

Vendor account Name
(AD012813 ] [ Siddique Mustafa & Sons Co...

Delivery note / Service report nu... Currency

Note2: Vendors providing services to more than one ENOVA entity (for example AEQ1 — Dubai, &
AEOQ2 — Abu Dhabi), must ensure that they are in the right entity before initiating the submission
process.

Finance and Operations Vendor collaboration ) Invoice Submission » Submit Invoice

& ZEdit +New [l Delete  Submitlnvoice [ Attachments (1) Options 2

Personalize Page options Share.

Always open for editing Security diagnostics Record info Getalink ™  Create a custom alert
Personalize this page Advanced filterorsort Goto VvV Manage my alerts
Add to workspace

Invoices

Standard view

8. Enter the ‘Delivery Note / Service report number’ against which the invoice is submitted. Vendor
must enter the respective delivery note or service report number submitted to the site by the
vendor.
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Standard view VvV

Invoice Details

InvoiceType

[ Invoice

Purchase order
(AEO2PO0004440 |

Delivery note / Service report number

Enter your delivery note number, packing slip number,
service delivery certificate number, service completion
number related to the purchase order dique Musta

Delivery note / Service report nu... Currency
( AED

Invoice Date Invoice amount e

Notel: This field is mandatory for purchase order invoice only. The field is not mandatory for
other types of invoices.

InvoiceType

[Adva nce Invoice

Purchase order
[ AE02PO0004440

Details

Vendor account Name
(AD012813 | [ Siddique Mustafa

Delivery note / Service report nu... Currency

[ )

Invoice Date Invoice amount excl

[ =

Note2: Vendors must align with coordinators at site to ensure the delivery note number /
service report number are correctly cpatured during the GRN/Service receipt process. This will
help in faster clearnace of invoices by the finance team.
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9. Enter the value for Invoice date. This field refers to the date that appears as the invoice date in

Version 0.1

the vendor invoice document (attachment).

Details

Vendor account
(AD012813 |

Delivery note / Service report nu...
 DAQE666 |

Invoice Date

[ <5

Note: Invoice with future dates (post dated invoices) cannot be submitted.

/\ Invoice date cannot be future date.

Standard view VvV

Invoice Details

InvoiceType

[Advance Invoice

Purchase order
[ AE02PO0004440

Details

Vendor account
(AD012813 |

Delivery note / Service report nu...

 DAQS6666 ]

Invoice Date
26/06/2026 =)

10. Enter the invoice number as it appears in the document. Enter the invoice amount excluding tax

and invoice amount including tax in respective fields as shown.
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Standard view VvV

Invoice Details

InvoiceType

[Advance Invoice

Purchase order
[ AE02PO0004440

Details

Vendor account Name
(AD012813 | [ Siddique Mustafa & Sons Co.... |

Delivery note / Service report nu... Currency
( DAQS6666 | AED

Invoice Date Invoice amount excluding tax

(16/02/2025 =)

Invoice number Invoice amount including tax
(1HQ6666 ( 99.750|

Notel: The currency of the invoice is automatically linked to the purchase order currency and

cannot be changed.
Note2: The invoice amount including tax cannot be less than invoice amount excluding tax for
regions without withholding tax (AEO1, AEO2, BHO1, EGO1, LBO1, QAO01).
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/\ Amount mismatch in Invoice amount with and without VAT, please verify the amounts

Standard view VvV
Invoice Details

InvoiceType

[Advance Invoice

Purchase order
[ AE02PO0004440

Details

Vendor account
(AD012813 J

Delivery note / Service report nu...

(DAQS666 |

Invoice Date

(16/02/2025 =)

Invoice number

@

Name
[Siddique Mustafa & Sons Co.... ]

Currency
AED

Invoice amount excluding tax

95.000

Invoice amount including tax

1HQ6666

( 90.000 |

Note3: For regions applicable withholding tax, system will allow to submit invoice amount

including tax less than invoice amount excluding tax (OMO01, SAO1, TRO1).
11. Only for OM01 (ENOVA OMAN) Enter supply date, the date on which the supply was performed
to calculate the tax.

Version 0.1

Details

Vendor account

(AD012813

Supply Date
( +

Delivery note / Service report nu...

[ <)

Invoice Date
( =
Invoice number

[

[Siddique Mustafa & Sons (

Currency

)

Invoice amount excluding tax

Invoice amount including tax
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12. Enter ‘Supplier comments’ as required and click the ‘Save’ to save the record and proceed to

invoice submission or ‘Cancel’ to cancel the record.

Details

Vendor account

(AD012813 |

Delivery note / Service report nu...
| DAQE666 ]

Invoice Date

 16/02/2025 =)

Invoice number

| 1HQ6666

Name

[Siddique Mustafa & Sons Co.... J

Currency
AED

Invoice amount excluding tax

95.000

Invoice amount including tax

99.750

Comments

Supplier Comments

[Vendor comments added here.I

13. The system performs certain validations to ensure the invoice amount doesn’t exceed the
pending open purchase order value. Vendors must ensure that the invoice value never crosses
the open PO value.

A Invoice amount exceeds open PO amount, please review the invoice. Please

A2 X
contact your Enova Buyer for more details

/\ Invoice amount exclude tax exceeds open PO amount, please review the invoice. Please

a7

14. A standard warning / reminder message will appear to remind the user to attach the necessary
documents for submission.
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/\ Please attach invoice and supporting documents using the attachment button before submitting the invoice.

= Esave -+ New @Delete Submit Invoice ﬂJAttachments (0) Options jo

15. Click the ‘Attachments’ button to initiate the process of attaching document/s.

/\ Please attach invoice and supporting documents using the attachment button before submitting the invoice.

B save -+ New [il Delete Submit Invoice ﬁ‘ Attachments (0)| Options

16. Click ‘New’ in the Attachments form and select ‘INV & Supporting DOC’ from the dropdown

menu.

[l Delete View history

Standard view vV

Attachments for

Description

General
We didn’t find anything to show here.

Drawings
File

Financial Statement

lmage

INV & Supporting DOC

Note
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Note: Vendor can submit both Invoice and supporting documents either as a single document or
as a separate document.

17. To attach the documents of Invoice and supporting documents, click ‘Browse’. Select the
document from the local system and click ‘Open’ to attach the document.

Standard view Vv

Upload document

» TNEPC » Destacp » ENOWA » bvocesfer ST » UiTeemdots »
o Newtelder
e £ 82

@ 20220 50680

@ 3110622149 P0G

@ POCIOSA WRISISNG LP20UISAI1

& PGS WRIS2SHS RO

@ POGSTI WR1$5538 19 IR 1

18. Confirm the document is attached as shown below. Once the documents are attached, you can
see that check boxes enabled.

< = Save -+ Newv [l Delete " Open Viewhistory Deleted attachments Y Createdby v £ Settings © References | File uploaded as X ®
‘ME_POSA05147_INV-PO-24-
Standard view V' 8865.pdf'

Attachments for Submit Invoice - Invoice Tracking Number: £ NCED INT
ME_POSA05147_INV-PO-24-...  Description Type Attached

=

INV & Supporting DOC [ME_P05A05147_|Nv-vo-24-88651] [le & Supporting DOC ] @ -
Submit Invoice

General

Note: Repeat the process to attach multiple documents against the invoice.
19. Once all documents are attached click ‘Submit Invoice’ button.
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Personalize Page options

es | AE02-004972 : Siddique Mustafa & Sons Co. LLC

AE02-004972 : Siddique Mustafa, D© YOU Want to Submit Invoice

General

| AE02-004972

Invoice amount excluding tax Supplier Comments Payment Reference
[ 95.0001 [\’endor comments added here. ] [

20. Once submitted the user will see a notification as below.

® Tracking ID: AE02-004972 of Purchase Order:AE02PO0D001549, Inveoice: IHQE666 submitted successfully.

Note: Once the invoice is submitted, the vendor cannot make any changes to the record
including the attachments. In case of any changes, please reach out to ENOVA procurement
team or the coordinator at the site.

21. The users will also get email notifications once the invoice has been processed successfully or if
it is rejected.

22. Once the invoice is submitted by the vendor, Enova Team will receive the notification on the
new invoices. Enova finance team will verify all the attachments and perform the 3-way
matching with PO, GRN (service receipt) and Invoice.

23. The status of the submitted invoice will be updated based on the approval / rejection process.

Draft
In Review
Invoice Paid

Posted
Rejected
Submitted

24. 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. Draft: The invoice has been created and not yet submitted
ii. Submitted: The invoice is submitted successfully and awaiting ENOVA review for further
processing.
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iii. Inreview: The invoice is in the process of approval by different stakeholders in the
Enova team.

iv. Posted: The invoice has been successfully posted in ERP.

v. Rejected: The invoice is rejected for a specific reason and check the field ENOVA
comments for details.

Status Supplier Comments Enova comments

7 T

Rejected ADIA/CONTRACT As per Coordinator request due to invoice Vs LP{

Rejected PPM Qtr 1 Enova Entity and address is incorrect / No KPI si¢
Rejected TAX INVOICE invoice mismatched with GRN

Rejected Upload invoice with correct entity

vi. Invoice paid: The invoice is paid either partially or fully by ENOVA. Refer the fields
‘Payment reference’ and ‘Payment date’ for the details of the transaction reference and
the date of payment transaction respectively.

Payment Reference Payment Date

AE02_HSBC_00000061 16/01/2025
AEO2_HSBC_00000053 30/12/2024
AEO2_HSBC_00000053 30/12/2024
JBN000002776 17/01/2025

JBN000002571 13/01/2025

JBN000002776 17/01/2025
1306 1000002117 25/12/2024
— JBN000002776 17/01/2025

JBN000002117 25/12/2024

JBN000002117 25/12/2024

Note: The latest status of the invoice will be automatically displayed to the vendor while
opening the page ‘Invoices’ list page every time.

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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