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1. 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

Dynamics 365 Finance & Operations (F&O) is Microsoft’s flagship enterprise-grade
ERP designed for large, global organizations with complex requirements. While the
name "F&O" is still common in the industry, Microsoft has officially split the platform
into two primary, deeply integrated applications: D365 Finance and D365 Supply
Chain Management.

This includes the vendor collaboration module a dedicated portal that allows
external vendors to interact directly with your ERP system. Instead of relying on
manual emails or phone calls, vendors can perform tasks like confirming purchase
orders, updating their own profile data, and checking invoice status.

1.1. Objectives of D365 Implementation
The implementation of the D365 ERP system aims to:

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

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

* Improve Efficiency: Streamlining processes for quicker turnaround times.

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

a) Updating Your Profile as an Existing Supplier

b) Get Invited to a Sourcing Tender and How to Submit Bids

c) How to participate in Commercial Negotiation and provide Final Offer

d) Asking Tender-Related Queries

e) Periodically Updating Your Profile

f) Frequently Asked Questions (FAQs)

g) Contact Support

2. 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
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through vendor registration again. For updates on your existing profile, please refer
to sections 3.

21. Log in to Dynamics 365 Enova ERP application
The vendor will receive an e-mail with an Invitation Link.

Microsoft Invitations on behalf of Enova Facilities Management Date:
ricrosoft.com 21-06-2024 15:29:40

Mio

invites

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 osoft Way, Redmond, WA 98052 = Microsoft

7 Click on Accept Invitation, then you will be directed to the Microsoft Login page.
4 Login with your Email ID and password.

T Click Accept.
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B 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.

2.2, Questionnaire Setup

+ This is the dashboard of the Vendor Portal. Whenever vendor will login to the portal, this is
the home screen of the Vendor Portal system.

— — v’.
e — Y=o
ENOVA ENERGY AND FACILITIES MANAGEMENT SERVICES W.LL.

< September 2025 >
Su Mo Tu We ™ Fr Se Lé Vendor bidding K= vendor information

Work items assigned to me

eems Wil be desplayed here sfter they are

¥ Click on the Vendor Information workspace to open the vendor account details.
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Finance and Operations

Options

Vendor information

NLV-BHO10000042 Vend

Summary

Vendor details.

K he open the Vendor Re t application to answer the
Bahrain Traders LLC

Vendor contact details

Nome Personal title Primary emat [ere—— Sser account a
fsmail Abdutish 101 testing @ outiook com HO1- 1 wtiook.com v
Name of perso

T You will see the vendor information here, you can see the Vendor Account, all request like
(Vendor Request, Bank Request, Document Request, etc.). To open the Vendor
Questionnaire, click on the “All Request” workspace.

Note: Bank request and Document request will not be available for NLV vendor.

Finance and Operations

s

Page opticns

Request 1D D 5t request type Status Vendor collabo... Created date and time First name
I @ VREQ 000496 Vendor -4-.),\n.'7x-‘n* Draft v 9/26/2025 10:38:28 AM tsmail
Bank account Draft

T Click on the Request ID to open the Questionnaire details to answer the questions.
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= Edit Options

| Standard view

NLV-BH010000042 | ‘"o

General

VENDOR DETAILS

Vendor information

Contact person information

Business information

Questionnaire information ick h

Questionnaire

Phase 1

Scoest
VREQ-000496

NLV-BH010000042

NLV-BH010000042

REQUEST DETAILS
Request ID
VREQ-000496

Status Approval date

Draft

VENDOR ONLINE CAPABILITIES

Created date and time

9/26/2025 10:38:50 AM

REJECTION INFORMATION

7 Click on the Questionnaire ID. On this form you can see the Vendor Details, Vendor Account
Number created before activating the vendor, Vendor Registration Status, Vendor Registered
name when added during registration Process.

Finance and Operations

Options

@ Standard view v Click here
% Questionnaire list page
o |
= )| Q ire Id V O Description Status Request type
&
| ) | QID-000372 Phase 1 Phase 1 Draft Vendor registration

=

<

>

Created by Created date and time

asurvase 9/26/2025 10:38:46 AM

Click on the View Details option to open the Questionnaire to start answering the questions.

Note: Bank account request will not be created for NLV vendor.

Click on question optic

Company Information
SECTION-1

n to open the questionarrie

New Regist : New Vendor Registration | Standard view v

Questionnaire
SUMMARY
Total questi
35 0
General

SECTION SUMMARY
Total question Answered

35 0

Unanswered Percentage Mandatory qu.

35 0 35

000 1

Mandatory ans... Mandatory un... Mandatory per.

0 35 0
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¢ Click on the Question option to open the Questionnaire.

< = B Save Reset Options a ®¢

List of questions appearing here Mandatory question
/ Standard view v
Sequence Question Answered Must be com| Attachment m... Locked .
Question
1 Q-001 v
2 Q-002 v
SECTION-1
3 33 v
Q9 QUESTIONS
34 Q-034 v A ser the
35/Q-035 G Bahrain Traders LLC Type the in this text box
36 Q-036 v
Previous Save and Close
37 Q-037 v
After ansy ring cl kon N t 1tto: ) ve to next 1estior
38 Q038 & Alter answering click on Ne ) n to move juestion.
39 Q-039 v
40 Q-040 v
41 Q-041 v
42 Q042 v
43 Q043 v
44 Q-044 v
45 Q-045 v
46 Q-046 v
47 Q-047 v
48 Q-048 v
Next >

+ In the above screenshot you can see, the question which ask the answering the questions in
the plain text box where you can type the answer and click on “Next” button to answer the
next set of questions. On left hand side, you can see the summary of the questions and
answers, where we can see the check mark on the mandatory questions and check mark on
the answers.

& = 2] Save  Reset Options  © q @ (1 = {

When you answer question 1 then it will be locked

% Standard view v
Sequence ... | Question Answered Must be compl... Attachmentm... Locked

 Question
2 002 Select section
= v
. | sECTION-1 v

| &0 ¥ QUESTIONS
34 Q034 v Please select the regnonwhereyourcompanylsreglstered.]
35 Q-035 v [ JuAE
36 Q-036 ¥ Regional Registered (GCC & . r :
Egypt) Multiple choice questions, select any one correct answer
37| Q-037 v and click on Next button to move to next questions
38 Q-038 v [ \Inte.rnational
Registered
39 Q-039 v
[ | Government Body
40 Q-040 W
l Previous l Save and Close
41 Q-041 v
42 Q-042 v
43 Q-043 v
44 Q-044 7
45 Q-045 Vi
46 Q-046 v
47 Q-047 v
48 Q-048 v
< Next >
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< The answer type in above screenshot can be seen as multiple-choice question, where we
can select anyone answer out the options. Kindly click in the checkbox in front of the correct
answer and click on “Next” option to submit the answer and move to next question.

= [E] save  Reset  Options

Standard view
Sequence .. |  Question Answered Must be compl... Attachment m... Locked

Question

Q-001 v v

Select section

Q-002 v [ secTion-1 |

v

v
QUESTIONS

Q-008

Trade License Effective Date

v
v
v
v
v
v
v
v
v
v 7 8 9 0 mn 12 13
v
v
v
v
v
v
v
v

Next >

1
2
7 Q-007 v
8
)

9 Q-009 ‘ [ “ Click here to open the calender and select

10| @-010 the date and this date will be recorded as answer

14 Q-014 < ‘ Sep v| ‘ 2025 V‘ >
15 Q-015
33 Q-033
34 Q-034
35 Q-035
36 Q-036
37 Q-037
38| Q-038

39 Q-039

8

Q-040

EN

Q-041

42 Q-042

T Above screenshot show that, such type of questions requires date as answer and for that
click on the calendar option to select the date and the click on “Next” option move to other
question.

¢ [ Save Reset Options Q|
Standard view v f
Sequence Question Answered Must be compl. Locked H Click on this option to att

Question

1 Q-001 v v v

rom o : o

7 Q-007 v v v QUESTIONS

8 Q-008 v 4 v Attach your Trade Licens ommercial Registration

9 Q-009 v v v B Attached ¢ this checkbox after adding the attachm it
10 Q-010 v | Previous | JXEEEZN | Save and Close

14 Q-014 v

th cl Ne no' Ju

15 Q-015 v i

33 Q-033 v

34 Q-034 v

35 Q-035 v

36 Q-036 v

37 Q037 v

38 Q-038 v

39 Q-039 v
40 Q-040 v
41 Q-041 v
42 Q-042 v

T Above screenshot, shows that this question requires the attachment of required document as
mandatory to mark the answer for this question, after attaching the document as shown in
the screenshot above, click in the checkbox with title — Attached and then click on Next so
that you answer will be marked and saved.
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o

¢ = E save [ Delete " Open Viewhistory Deleted attachments V Created by v Settings  References  Options

t List
| Asset Lis { tandard view v/

At agency lettes ‘\ttachments for Answer table - Select section: SECTION-1, Q-010
VAT Certificate - e _—
VAT Certificate RO VAT Certificate VAT Certificate 0 é—‘ The document gets auto attached here

Answer table 8OQ Compliance Sheet
Commercial Proposal Garieral \ } =
Once the document is selected from file, the document name, document type

Click to Company profiles
z DETAILS CREATE
attac Comparison Sheet
= - Notes Created by
& select the document .
type from the list P SA01UATtesting@outlo
@R B
Created date and time
Desjershg 9/26/2025 12:47:43 PM
Drawings
File
Finandial Statement Attachment
image
N Preview
NV & Supporting DOC
Note "
More details

PLI/GL, CAR

Professional Indemny

T Above Screenshot shoes the steps to attach the document, select the document type, select
the document from files, and then add it.

< = Bl Save Reset Options £

Sequence.. | Question Answered Must be compl... Attachmentm... Locked

Standard view

Question
1 Q-001 ~ v v
Select section
2 Q-002 v v v =
SECTION-1 b4
7 Q-007 L4 v v e
8 Q-008 ¥ v o | Coumryi Select the correct option from the list
9 Q-009 v v o < Select > V|
10 Q-010 v v v v Li
Q PSSR d Close ‘
14 Q014 ¥ Bahrain
15 Q-015 v Eoypt
53| Q-033 > Kuwait
34 Q-034 e ==
Qatar
35 Q-035 v
Lebanon
36 Q-036 N
Kingdom of Saudi Arabia
37 Q-037 v
38 Q-038 v
39 Q-039 Sk
40 Q-040 v
41 Q-041 4
42 Q-042 v

+ We can see from the above screenshot, that these types of questions require the answer to
be selected. Select the correct answer from the list by clicking on anyone option and then
click on Next option, to move to other questions.
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€ = E Save Reset Options O 0 @0 o
h Standard view v
Sequence ... Question Answered Must be compl... Attachmentm... Locked .
Question
| 51 Q-051 v
Select section
52 Q052 o e
SECTION-1 v
' v e
o7 CE0aT QUESTIONS
63 Q-063 v Are you a Material Supplier ?
69 Q-069 v " Yes

Sequence ... |

T

- Select the correct option and then click on Next option to submit the answer
72 Q072 v No for this question.

74 Q074 & Previous m Save and Close
76 Q-076 v ) ) )
102 Q-102 v

106 Q-106 v v

110 Q-110 v

11 Q111 v

We can see from above screenshot, that such type of questions require answer in Yes / No
format. Click on the check box in front of correct option & click on Next option to submit the
answer for this question.

s s | opiens 5 o PO o
Click t tt | )

on this option to reset the answer and add the answer again
Standard view v
Question Answered Must be compl... Attachment m. Locked

Question
51 Q-051 v
Select section
52 Q-052 v -
SECTION-1
v
ST Q057 QUESTIONS
63 Q-063 v Are you a Material Supplier ?
69 Q-069 v Yes
72 Q072 v No
74 Q-074 v Previous | m Save and Close
76 Q-076 v
102 Q-102 v
106 Q-106 v v
110 Q-110 v
111 Q111 v

In above screenshot, we can see that, you can click on Reset button to erase the answer and
you get chance to answer the question again and then submit the answer. The answer you
recorded before will be removed & then you can add the answer and click on Next to answer
the next question.
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Standard view Vv
Sequence Question Answered Must be compl... Attachmentm... Locked

Question
51 Q-051 v v v
Sele ection
52 Q-052 v :
SECTION-1
57 5 v
AR QUESTIONS
63 Q-063 v We confirm that Enova relies on the information we provi
69 Q-069 v
otherwise disclosed. We will report any such situation if it arises.
72 Q-072 v
I have read and agree to the above
74 Q-074 v declaration.
161 Q016 v Previous m Save and Close
102 Q-102 v
106 Q-106 v v Af z the last question, click on Save & Close button to save
the que
110 Q-110 v
11 Q1 v
112 Q-112 v
13 Q113 v
114 Q14 v
115 Q-115 v
116 Q-116 v

~

Q-117 v

| 1

T From above screenshot, we can see that, after answering all the questions and after
answering last question, click on Save and Close to finally save the answers.

= Question  Review all o PO o

) -\ Click on Submit button to su
New Regis

Questionnaire
Company Information S RAAT
SECTION-1
Totslquestion  Answered Unanswered Percentage Mandatory question Mandatory answered Mandatory unanswered Mandatory percentage  Mandatory attachment
43 9 34 2093 43 9 34 2093 2
General

SECTION SUMMARY
Total question Answered Unanswered Percentage Mandatory qu... Mandatory ans... Mandatory un... Mandatory per

I ) 43 2 34 20 43 9 34 20

T In above screenshot, you can see the Summary of all the questionnaire where we can see
the total question, the number of counts on total question, answered, mandatory unanswered
and attachments. After answering questions click on Submit.
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7 Edit
Standard view v

Review questions and answer]

Review
Section description Question Description Answer Feedback
SECTION-1 Q-001 Company Name (same as per th..| Bahrain Traders LLC
SECTION-1 Q002 Pleas: t the region where y... | Regional Registered (GCC & Egy.
SECTION-1 Q007 Trade License / Commercial Regi..| 978456132
SECTION-1 Q-008 Trade License Effective Date 9/1/2025
SECTION-1 Q-009 Trade License Expiry Date 9/30/2026
SECTION-1 Q010 Attach your Trade License / Com..| Attached

T Once the vendor registration request has been evaluated by Enova, you will be notified by
email, and you will be able to access the Vendor Collaboration Portal

3. Vendor Requests

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

31. Bank Account Request
“This functionality is currently disabled.”

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.

Options

@

e Vendor information
NLVO1-000000081

23] Summary

1 Usoee

Vendor details

|74

Al request l

jabon

# Click Bank account.
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< Edit Woerkflow v Options
_—
l News Legal entity I
Personalf Page op Share
Dcoument N _ _ -
Always open fc agnostics Record info Create 3 custom alert
Personalize thi Procurment category  filter or sort Go to Mansges my alerts

|
2ank account

Vendor request

T Fill in all the details and click OK.

@ Vendor requests

Vendor eollaboration > Workspaces D Vendor information

Finance and Operations

Bank account request

Request

My view

Click New under “Bank Details” fast Tab.

@ Vendor requests

General

Bank de

Bank name an

Bank groups Routir

t Fillin all the details, the mandatory fields will be marked in red and the request cannot be
saved unless they are filled.
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@ Vendor requests

ra 6/21/2024 06:1
General

Bank details

Routing number DUNS +4 DUNS segment Bank account number

¥ Click Save.

T Click Submit, it will go for an approval.

3.2 Document Request

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.

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

Finance and Operations

AEO1 O @ ©
Options
@&
Vendor information
NLVO1-00000:
3] Summary

Vendor details
jabon

ARE

T Click New request.
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@ Vendor requests

Finance and Operations Vendor jorkspaces > Vendor information

Workflow ™  Options e > o ®C

Request ID Vendor request type Status

Vendor collabo... Created date and time First name Email
-
~ ]
o = -
1 Click on Document.
Finance and Operations Vendor collaboration > Workspaces > Vendor information

=T Edit Workflow v Options
—_—
Person 'I l Page opti Share
Always open fc sgnostics Record info Creste 3 custom alert
Pzrsonalize thi filter or sort Go to ™ Mansge my slerts

Finance and Operations ‘ Vendor collaboration > Workspaces > Vendor information

Standard view

Document Request

Request

Standard view

T 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.
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Finance and Operatio:

NLV-000000111

ven
-
\ \ ) \ )
le I

T

If any attachment is to be added, click on attachments.

Submit  Options

Page options 2 Shace /
Pecconalize this page Advariced fles obson. Gato™ it Manage my alert

on & Distribution Limited LLC |

Standard view ™

Document details

| Registation type w

Effective date

7 Click New.

Finance and Operations

Vendor collaboration ) Enova D Questionnaire

IIf
z
=

Deleted attachments

Standard view Vv
‘ Attachments for Answer table - Select section: SECTION-3, AE0O1-00010

Type Attached

@
[-a}
General
DETAILS CREATE
d by
ted date and
Attachment
Preview

More details

T Select the type of file you want to upload.
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Finance and Operations

— tNew~ (@ Delete "Open View Deleted attachments Created by References  Options q
@ | commercial Proposat | g1 e o
Y ‘ Attachments for Answer table - Select section: SECTION-3, AE0O1-00010
- De Type
& \ |

General

DETAILS CREATE

Notes re

\
|

Attachment

Preview

More details

7 Click Browse and select the file you want to upload.
Finance and Operations Vendor collaboration > Enova > Questionnaire
[
Attachments for Answer table - Select section: SECTION-3, AE0O1-00010 =3 |
°
DETAILS creare
tta t
Cancel |

¥ Click Save.

Page 18 of 47



®ENOVA

by () veoua

Vendor collaboration ) Enova > Questionnaire

= < = 5 save New ™  [il Delete "Open View history Deleted attachments Y Created by v/ Settings /2 References  Options Lo
0] 3
Standard view Vv
#* ‘ | Attachments for Answer table - Select section: SECTION-3, AE01-00010
® Vendor Management- Vendo... n Type Attached
File ‘md Vendor's user manual | | File @ -
& | Answertable
General
DETAILS CREATE
Notes Cr
Created date d tims
06/21/2024 13:02:34
Attachment
Preview

More details

¥ Click Back, then ‘Save’ and ‘Submit’.
3.3. 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.

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

Finance and Operations Vendor collaboration ) Workspaces > Vendo

Options

Vendor information

& Summary

74 e

Vendor details

jabon

T Click New request.
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@ Vendor requests

Finance and Operations Vendor collaboration

My view -
T Request ID Vendor request type Status Vendor collabo... Created date and time First name Email
. S—
cham
I AED1-000000176 Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

7 Click on New Legal Entity.

@ Vendor requests

Finance and Oper: > Vendor information AEO1 O ® o

€ & Edit  Newr o v  Options O o ®O .
@
¥ « Rec

ah " Goto

]
Vendor request

My view -

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

AE R v
» Docu Dra
E ) Draft
£ ) v
AE ) 7 v
y v
1000174 ndor registratior Application change requested v 6/20/2024 10:221:19 AM TEST
I (& Vendor registration Review completed v 6/20/2024 1:14:53 PM Vendor

Finance VVendor collaboration > Workspaces > Vendor information

L=gal entity I

Page options Share

Dcoument

agnostics

T Select the region in which the vendor wants to operate and then click OK.
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Finance and Operations Vendor collaboration > Workspaces > Vendor in

Standard view

t | “Option New legal entity request

Request

Standard view

“ | cancel |

T Once page opened, you can see the ‘Questionnaire Information’ fast tab, click on selected
‘Questionnaire ID’.

Vendor collsboration > Workspaces > Vendor information

General

i
Questionnaire information
Questiom: stas Approt
[sc01-010-c0000007 J{ 3 ont
. N 7 0
1 Click on ‘View Detail.
Finance and Operations Vendor collaboration > Workspaces  Vendor information
< | View deta Options
Standard '.‘_'ew ¥ . =
Questionnaire List page
L RET |
| (O Questionnaire Id ¥ Questionnaire  Description Status Request type Created by
I () AE01-QID-000000071 NLE New Legal Entity Submitted New legal entity prospectivevendor?77

¥ There is a declaration Questionnaire which we need to submit, for that we need to click on
‘Question.’
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Finance and Operations Vendor collaboration ) Workspaces ) Vendor information

% = SJDM»t

Declaration SUMMARY

SECTION-S0 T,
SECTION-50 Total question

Unanswered

Mandatory qui

@

d Mandator

0 1 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

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

Finance and O|

ations Vendor collaboration > Workspaces > Vendor information

| NLE : New Legal Entity Standard view v

Questionnaire
Declaration SUMMARY

TION-50

Unanswered

answered Mandatory unar d Mandator

0 1 0.00 0 0 0
General
SECTION SUMMARY
Total question Answered Unanswered Percentage Mandatory qu Mandatory an... Mandatory un... Mandatory per
l O 1 0 1 0 0 ) o 0

T 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

| NLE : New Legal Entity | Standard view ™
Questionnaire
Declaration SUMMARY
SECTION-50 Total question Answered Unanswered Mandator: » Mandatory a Mandatory unanswered Mandato
0 1 0.00 0 0 0
General
SECTION SUMMARY
Total question Answered Unanswered Percentage Mandatory qu yan. yun.. M tory per

1 0 o

o
¢
c
=)
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T 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.

Vendor collsboration > Workspaces > Vendor information

Finance and Operations

General
’
Questionnaire information

[ | o
7 Click ‘New’ to attach new document. List of documents are also reflecting here.

Finance and Operations Vendor collaboration > Workspaces

Standarg view

| | Attachments for Prospective vendor questi

Description

;ﬁ (@ N General

> Vendor information

Finance and Operations Vendor collaboration > Workspaces

O References

View history Deleted attachments Created by ™

o c ial P 1
Commercial Proposal | gy2ndard view v

¥ l— He Attachments for Prospective vendor questionnaire - Questionnaire: NL
o e Description Type Attached
— Noee @
=2 @ TEchnical PRoposa
— ) o LR General
DETAILS CREATE
Notes Created by

# Click Browse and select the document.
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Finance and Operations e Ye—

for qu

Questionnaire: NLE, AED1-000000255

7 Click Save and go back.

Finance and Operations

Vendor collaboration > Workspaces )

[F] Delete

Microsoft-Dynamics-365-Logo

File

Srospective vendor guestionnairs

| Microsoft-Dynam cs-365~_cgc| I

Vendor information

Open View history Deleted attachments Y Created by Vv > References

Options

Standard view

Attachments for Prospective vendor questionnaire - Questionnaire: NLE,

Description Type Attached

General
DETAILS CREATE
Notes Created by
| prospectivevendor777 I

Created date and time

T Then ‘Refresh’ the Page (see top-right) then you can see the ‘workflow’ button which got

enabled.

Options

255 : Dynamite

Standard view

General

Ve

0 oI:]r

Questionnaire information

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

3.4. 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.

T Go to Vendor collaboration > Workspaces > Vendor information.

¥ Click All Requests.

Finance and Operations

Vendor collaboration > Workspaces ) Vendc

Options

Vendor information

[ Nwvo1-000000081 ‘

& Summary

Vendor details

jabon

Addres

¥ Click New request.

@ Vendor requests

X Request ID Vendor request type Vendor collabo. Created date and time First name Email
v ed
~ D
-
,,,,,,,, o
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7 Click on procurement category.

® Vendor requests

Finance and Operations

&  Predit Newrequest~ \ options  © ® o PO
* S
5]

Vendor request

My view
Request ID Vendor request type Status Vendor collabo... Created date and time First name Email
AEDT -00000K Vendor re g ohamed
2 v D
v
AEO 7 v
AEO1-000000174 Vendor v
I ) AE01-000000176 Vendor registration Review completed s 6/20/2024 1:14:53 PM Vendor

Finance and Operaﬁons Vendor collaboration Workspaces > Vendor information

it New request v Submit 7 2 Workflow v Options

I New L=gal entity |

Page opti Share

Dcoument

sgnostics Record info Create = custom alert
Perzonalize thl Procurment category ]E|-_§» or sort Goto Vv Manage my alerts

Bank account

Vendor request

T Select the Category that is to be requested and click OK.

[ enova-uat.sandbox.operations.eu.dynamics.com, A Vend b4 &

& Incognito

Finance and Operations Vendor collaboration > Workspaces ) Vendor information

NLV01-000000081

REQUEST DETAILS

ADDRESSES E d a Init_41

o I

Page 26 of 47



®ENOVA

by () veoua

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

Finance and Operations

= 4 7 Edit  Newrequest ™  Submit  Options o P
(o]
Page options
w :
Procurement categories
= e
=3 4 ENOVA

=
C Category hierard

Procurement category Level 1 Level2 Level 3 Level 4 Level §

| D Procurement Category Energy: Suplédnstain-Water .. v ENOVA ENERGY Energy Solution (ECM)_4100 HVAC_4100102 Energy: Supl&dnstaln-

t Click Submit.
The vendor can see all his details under:
T Go to Path: > Vendor collaboration > Workspaces > Vendor information.

T Click on More details and selecting the information that he wants to see.

Finance and Operations Vendor collsboration 9 Werkspacas. | Ve

Options

Vendor information

NLV01-000000081

| ~ Summary

Vendor details

jabon

ARE
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4. Bidding Invitation and Tender Submission
4.1. Tender proposal submission
Please follow the below steps to respond to Enova Tenders.

% Go to Vendor collaboration > Workspaces > Vendor Bidding.

Finance and Operations

@ Expandall B Collapseall
Material handling

squipment interface [ workspoces | ontondconsgnment e

Organization administration F Purchase order confirmation

Payroll -

Procurement and sourcing &= Vendor information

Product information I Ven iddine ] lished t
or bidding Open published rec for 0
management : I .
quotations

Production control

Submitted bids Lost bids

Project management and
accounting

Questionnaire
Rebate management
Sales and marketing
Service management

System administration

Tax
olicitation type Bid type Requested receipt date Expiration date and time v

Time and attendance P

Transportation management o)

Vendor collaboration

Warehouse management

The vendor bidding workspace is part of the Vendor Collaboration portal, a secure online portal for
vendors to manage their bids for ENOVA. Within this workspace, vendors can view RFQ (Request for
Quotation) invitations, submit bids, view revised bids, and track the status of their submissions directly
within the system.

Vendors on receipt of such bids will be communicated through emails with the details of the bid by the
ENOVA buyer. At the same time the bid will be available for the vendors to submit their responses
through the collaboration portal.

Finance and Operations ver orkspaces >

Optians
«
,  Vendor bidding
o PR

B~ Summary

e 0 10

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

Open published requests for
quotations

Bids

| New bid invitations

Returned bids
Request for qu... Document title Reply progress Solicitation type Bid type Requested receipt date Expiration date and time

Submitted bids
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Note:
Vendors MUST submit their bids before the expiration / time of the bid. Un responded bids will be

automatically removed after the expiry.
12 |

Request for quotation Document title Reply progress Solicitation type Bid type Requested receipt date Expiration date and time
I AED1RFQOI00669 | new Vendor is updating Open Open 11/7/2025 12/31/2025 11:00:00 PM

* Vendor bidding workspace provides the snapshot of bids that are
a. New bid invitation — Newly received bids where you have not taken any action yet
b. Returned bids — Previously submitted bids that are returned for revision
c. Bids in progress — Replies initiated by you but not yet submitted to ENOVA
d. Awarded bids — Bids that are processed as purchase order
% When you click ‘Vendor bidding’ workspace the form opens with the new bid invitations in
focus.

Vendor hidding

<~ Summary

0 0
MNew bid invitations Returned bids Bids in progress Awarded bids Lost bids
7~ Bids
Ii Mew bid invitations I [,
Returned bids o
Tt | AEQTRFQ... Test for renewal Not started Open Open 10/30/2025 11/29/2025 8:00:00 PM
ids in progress

Submitted bids

¢+ Click the tile ‘New bid invitations’ to open the list of all new bids in a new form. Click the tile
‘New Bid invitation’ in your workspace under “Summary” tab.

Finance and Operations

Options

Vendor bidding
[Aeor0007 \

~ Summary

mE o= =2 |

0 0

0 0 10
Bids in progress Awarded bids Submitred bids

New bid invitations Returned bids

Open published requests for
quatations

~ Bids

| New bid invitations

s Request for qu... Document title Roply progress salicitation type Bid type Requested receipt date Expiration date and time

Bids in progress (iihe
Submitted bids L\@)
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« List of all new bids that require your attention is open in the new form.

Finance and Operations

Material handling
equipment interface

Organization administration
Payroll
Procurement and sourcing

Product information
management

Production control

Project management and
accounting

Questionnaire
Rebate management
Sales and marketing
Service management
System administration
Tax

Time and attendance

Transportation management

Vendor collaboration roducts re
nventor

Warehouse management

@ Expandall B Collapseall

Workspaces

B  Purchase order confirmation
= infor ior

B e bidd

Contacts

All contacts

Jendor collaboration use

Vendor collaberation user

Purchase orders

Requests for quotations

Request for quotation bid

Open pub

Enova

Invoice Submission

alicitation type 8id type

©)

10

Submitted bids

Requested receipt date

Lost bids

Expiration date and time

¢ Click on the ‘Request for quote’ number (blue hyperlink) to know more details about the ‘New
bid invitations.

Finance and Operations

o & Edit  Submit Decline Resetfrom RFQ  Enova attachments  Vendor attachments  Options aQ C
]
Page aptions snare

* Securty diasgnostics  Recordinfo | Getalink ™ Create a custom alert ™

vanced fiter or st Goto Mansge my aler
. Advanced fiter or sot  Go to tanage my alerts
©
B

Request for quotation bid

Request for quotation Reply progress Request for quotation case  Requesting department Document title Salicitation type Bid type Bids sealed Requested recei :
I - Purchaser is updating AEQTRFQC0000003 Open Open 19/08/2024
E0TRFQO000002 Declined by purchaser AEOTRFQC0000008 RECHARGEABLE BATTERY MOU... Open Open 19/08/2024
3 Not started AEOTRFQCO000016 Open Open 20/08/2024
RFQO000004 Not started AEOTRFQC0000014 Upgradation of Hafiz Mustafae.. Open Open 20/08/2024
Not started AEOTRFQC0000014 Upgradation of Hafiz Mustafa e.. Open Open 20/08/2024
Not started AEQTRFQCO000014 Upgradation of Hafiz Mustafae.. Open Open 20/08/2024
Not started AEOTRFQC0000014 Upgradation of Hafiz Mustafa .. Open Open 20/08/2024
Submitted by purchaser AEOTRFQCO000021 Supply & Replacement of Bxtrac... Open Open 20/08/2024
Submitted by purchaser AEOTRFQC0000021 Supply & Replacement of Extrac.. Open Open 20/08/2024
Submitted by purchaser AEOTRFQC0000021 Supply & Replacement of Bxtrac... Open Open 20/08/2024
Not started AEQTRFQCO000028 enova p2 Open Open 21/08/2024
Submitted by purchaser AEQTRFQC0000040 LED- Tecom Open Open 21/08/2024
Not started AFNTRFOCONN0043 test- n? Onen Onen 22082024

.0

| Standard view

» The ‘General’ fast tab displays the generic information about the bid including the type of

service required, requestor, currency response status, etc. The form has action buttons to
participate in the bid (Bid), decline from participation (Decline) and view the bid documents
shared by ENOVA.
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Finance and Operations

B e % 2

Edit Submit Decline Reset from RFQ  Enova atachments  Vendor attachments  Options o C [ Y

Page optioas Share

Record info Getalink ™~ Create 3 custom alert

rorsot  Goto ™ Manage my alerts

equest for quotation bid | Standard view
8id progress

Purchaser is updating

General
Requesting department Solicitation type Bid submitter Prices include sales tax
®
Document title Delivery name Bid type Submission date and fime Document
ENOVA FACILITIES MANAGEME.. Open Yes
Status Delivery address Requested receipt date Allow alternates on response lines
Expired &
Requ : Vendor acco
AEQTRFQCO0,
Requestor Currency vendor name
Manoj Kumar Puli Narsing Rao AED AL ARABIA FOR SAFTEY & SECU..
RFQ description

«» Tender information details’ (AMC type bids) fast tab provides more details about the bid
including service description, PPM/Frequency, type of maintenance, callouts, site visit details,
details of contact person at site, last date for any technical clarifications, and more
importantly the last date for the submission technical and commercial quotations.

Finance and Operations Vendor collaboration > Requests for

AE01

@ %= o |

&

& Edit  Submit Decline  Resetfrom RFQ  Enova attachments  Vendor attachments ~ Options ~ ° LI 3
Page options share

Security diagnostics Record info Getalink ™  Create a custom alert ™

Advanced fiterorson  Goto v Manage my alerts

quest for quotation bid | Standard view

Contract status Last period PPM/ Frequency Date and time for site visits (From) Contact person for technical clarificat

New 0
RENEWAL ast PO number call outs te and time fo " hnical clarification
ope
CE t vend antract start date e ' Last date for technical and
alue (cal
0.00
Con h
Questionnaire

% To view and download the RFQ document shared by ENOVA, click ‘RFQ attachment’.
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< td Decline RFQattachments  Bid sttachments || Options
Page ons m
Goto ™ Get 3 link

Request for quotation bid | AEOTRFQO000881 : S F S Enterprise LLC | Standard view ™

Test for renewal

General

Reguest for quotation Requesting department Solicitation type Bid submitter Prices include sales tax
AEOTRFQQ0.. Open @ no

Document title Delivery name Bid type Submission date and time Document

Test for renewal ENOWA FACILITIES MANAGE... Open Yes
Status Delivery address Requested receipt date Allow alternates on response lines Terms and conditions
Mew: Action required ENOWA FACILITIES MANAGE... 10/30/2025 @ ve:

Request for quotation case Address Expiration date and time Vendor account

AEDTRFQCO... Deira City Centre Office 11/29/2025 08:00:00 PM AE0N5190

e
Requestor Complex, 2nd Floor w Vendor name
Jitto Chandy :‘;EE‘”" 22707;Dubai ALD S FS Enterprise LLC
— 8

« For AMC bids, ‘SLA & KPI' document and ‘Scope’ of work document are generally shared by

ENOVA. The documents can be Breviewed and can be downloaded bx clicking ‘Open’.
S E & Edit e Delete @Settings PReferences Created by Deleted attachments  Document history ~ °

[r" [ ] Standard view

Attachments for Request for quotation: AEOTRFQ0000872,
AMC QCS Report (1)

i

Description Type Attached
SLA SKP
AMC QCS Report (1) Scope @ ves
AMC QCS Report (1)
Scope General
Attachment

OEFIC_I\I'R e nd

% To participate in the bid and to fill the required details of the quotation, click on “Bid” button.
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3 Bid Pecline RFQ attachments Options .~

Page options Share

Go to ™ Get a link

Request for quotation bid | AEOTRFQO000881: 5 F S Enterprise LLC | Standard view

Test for renewal

Amendments

Tender information details

« Now the bid opens for accepting the reply details and the status of the bid now changes from
new / not started to ‘Vendor is updating’ meaning bid reply is ‘In progress’.

Bid progress

Vendor is updating

« Page will be in editable mode. Now you can update the unit price for selected item under
“Lines”.
Questionnaire

Delivery and payment terms

Lines

Resetfrom RFQ  Add alternate RFQ line attachments  Bid line attachments

unit price it price con... MNet amount | Line amount ... Targetpi |

9.000

QO Line number | Line type Procurement category Product name Item number Quantity Unit

1 ltem GENERAL CLEANING JOBS 2100... CLEANING COMTRACT 2100102100-00001 1200 SERVICE 150.000 150,000 1,500,000 1,800,000

% After entering the unit price for the required service, attach the bid documents such as
technical specifications / drawing and commercial quotations / terms and conditions.
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= [Elsave Submit Dedine Resetfrom RFQ  RFQattachmentd Bid attachments [Dptions 2

Page options Edit Share:
Goto Read made Gat a link
Revert

Request for quotation bid | AEOTRFQ0000870 : UTS Carrier (LLC) - Dubai Branch | Standard view ~

new

Amendments
Tender information details

Questionnaire

K/

% Click ‘New’ to attach any file you want to submit as part of bid document to ENOVA.

Finance and Operations Vendor collaboration »  Requests for ons  »  Request for quotation bid

Settings /:' References W Created by ¥  Deleted attachments Document history  Options

2
Standard view
# Attachments for Request for quotation: AE01-000725
- meE Description Type
L) Note ] [
a
e WAL General
DETAILS CREATE
Notes Created by

Created date and time

Restriction

+ Upload the dogu,r_r_}jg_r‘!:cmfrom your computer.

C = enova-uatsandboxoperations.eudynamics.com/7cmp=ae018umi=P

Foamcs ot Oestine ‘ e L e e

Upload document

Attachments for Request for quotation: AE01-000725

/7

% Click Save and back symbol.
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Finance and Operations Vendor collaboration *  Reques

quotations » Request for quotation bid

= Mew ~  [i Delete . Open @5 Settings O References W Crested b

¥y~ Deleted attachments  Document history
- Standard view
[ ) Attachments for Request for quotation: AE0O1-000725
Error Description Type Attached
= [ror ] [Fre | @ v

General
DETAILS CREATE
Notes Created by

sdobhal

Attachment

Preview

More details

R/
0.0

Click ‘Submit'’.

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

o
Page options eane P
W Goto VvV Get 3 link
®
=)
Request for quotation bid AE01-000727 : SD | Standard view

Vendor Biding Invitation example

REQUESTED PAYMENT REQUESTED DELIVERY REPLY DELIVERY REPLY VALIDITY

B

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

Kou can click ‘Yes’ to submit or ‘No’ to cancel submission accordini I¥.
inance and Operations Vendor collaboration )  Requests for quotations ) Request for quotation bid

Vendor Biding Invitation example

Bidding guidance items
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

Amendments

(e ) ()

REQUESTED DELIVERY

REPLY VALIDITY

.0

% All submitted bids are available for review in the ‘Vendor bidding’ dashboard.
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Vendor bidding

AED1 5442 w

- Summary

New bid invitations Bids in progress Awarded bids

~ Bids
Mew bid invitations =
Returned bids Request for quotation Document title Reply progress Solicitation type
Bids in progress AEDTRROO000ETS test for emails Submitted by vendor Open

| submitted bids

« Depending on the price, ENOVA may negotiate and request you to submit your biding again.
4.2. Resubmit the bid (Returned bids)

ENOVA Buyer may return the bid for a better price from you and such returned bids can be viewed in
the dashboard.

Vendor bidding

AED10071 e

“ Summary

Bids in progress Awarded b

Mew bid invitations

-~ Bids
Mew bid invitations 0 |
I Returned bids Request for quotation Document title Reply progress
Bids in progress I AEDTRROO000871 new Vendor is updating
Submitted bids

*

% Go to the returned bid and check the target price expected by ENOVA buyer.
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= Edit Submit Decine ResetfromRFQ  RFQattachments  Bid attachments  Options

Foge options

Got ™

Returned bids | Standard view ~
Bid progress

new Veendor is updating

Questionnaire

Delivery and payment terms GOD_AP
Lines
Reset from RFQ. Add aiternate RFQline attachments  Bid line attachments
Line number Line type Procurement category Product name hem number Quantity Unit Unit price Unit price con. Met amount Line amount ... Target price &
1 ltem GENERAL CLEANING JOBS_2100... CLEANING CONTRACT 2100102100-00001 1200 SERWVICE 777.000 T77.000 9,324,000 §,324.000 500.000

|o

¢ You can submit the revised quote by editing the unit price and ‘Submit’ again.

« = Decline  ResetfromRFQ  RFQattachments  Bid attachmenis  Opfions Q2 g O
Page options

Got ™

Returned bids | Standard view v
Bid progress

new Veendor is updating

Questionnaire

Delivery and payment terms GOD_AP

Lines
Reset from RFQ  Add alternate RFQ line attachments  Bid line attachments
(@] Line number Line type Procurement categary Product name Item number Quantity Unit Unit price Unit price con.. Met amount Line amount c... Target price C}
o 1 ltem GENERAL CLEANING JOBS_2100... CLEANING CONTRACT 2100102100-00001 1200 SERWVICE 777.000 T77.000 9,324,000 §,324.000 500.000

NOTE:
< If you wish not to participate the bid, you may ‘Decline’ the bid by clicking ‘Decline’. Declined

bids CANNOT be reopened and hence you will not be processed further in this bid. Discuss

your case with ENOVA buyer before declining to participate.
% Bids that are not responded by you will be automatically removed from your dashboard after

the deadline (Expiration date) of the bid.

5. 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:

* Tax Invoice — The standard invoice against a valid ENOVA purchase order
+ Advance invoice — Invoice for collecting advance against a valid ENOVA
purchase order
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* Retention Claim — Invoice to claim amount retained by ENOVA against a valid

ENOVA purchase order

* Credit note — Credit invoice towards adjustment, recovery, and trade credits

Note: Tax Invoice not related to any valid ENOVA purchase order cannot be submitted

through portal. If any non-po invoices has to be rooted to finance.

5.1. Submitting vendor invoice

¥ Go to Path: > Vendor collaboration > Invoice Submission > Submit Invoice.

nnnnnnnn

B Expandall B Collapse all

|~ Workspaces

Purchase orders

B B
¥ confirmation

B Vordor g

RZ Vendor information

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.

& Pt +New U Attachments (1) Options 2

Personalize Page options Share
Always open for editing
Personalize this page
Add to workspace V'

Security diagnostics  Record info
Advanced filter or ot Go'to ™

Getalink ™ Create a custom alert ™/
Manage my alerts

Invoices

Standard view -

O Invoice Tracking Number T Vendoraccount  Name Purchase order
ey il cl— resero ooy

Delivery note / Service report number

AD012813 Siddique Mustafa & Sons ... POG41964 DAQ41046
AD012813 Siddique Mustafa & Sons ... POG40306 DAQ37863
AD012813 Siddique Mustafa & Sons ... POG42468 DAQ41876
ADO012813 Siddique Mustafa & Sons ... POG42222 DAQ41877

¥+ To Submit the new Invoice, click ‘NEW’.

Invoice Date Invoice number

1HQ43780
1HQ40351
1HQ44712
1HQ44713

Status

Submitted
Submitted
Submitted

Submitted

®aqQ P

InvoiceTy,
Invoice
Invoice
Invoice

Invoice
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< < Edit t S t B Attachments (1) Optit

Person. Page options
Always open for editing Security diagnostics Record info Get a link
Personalize this page Advanced filter or sort Go to
Invoices

*

Standard view * -
(= Fitte ]

Invoice Trackin... | Vendor account Name Pur
AEO1-000001 AEO15478 VR Tech LLC AE
ACA3 AnNNno Acnicazo VD Tk 11, A

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

Standard view V'

Invoice Details

InvoiceType

Llnvo\ce v ]

Purchase order

Details

Vendor account Name

[AD012813 ‘_Sxdd:que Mustafa & Sons Co....
Delivery note / Service report nu... Currency

Invoice Date Invoice amount excluding tax
Invoice number Invoice amount including tax

[ - [_oow-]

Comments

Supplier Comments

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

T Select the ‘Invoice Type’ based on the type of document you want to submit.
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Invoice Details

InvoiceType

Consumption Invoice W

Invoice

Advance Invoice

Credit Note

Retention Invoice

Consumption Invoice

] Name
T 7 [

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
V. Consumption Invoice — Invoice without Purchase Order (This applies to vendors who
have been granted access to submit consumption invoices.)

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’.

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

Standard view

Invoice Details

InvoiceType

| Invoice

Purchase order

[AE02PO0O04440

Details

Vendor account Name

(aD012813 [ siddique Mustafa & Sons Co.... |

SRS AN SEe = i S A

Note1: 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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/N Purchase Order: AED2PO0004444 provided is not valid.

Standard view v

Invoice Details

InvoiceType

[ Invoice

Purchase order

[AE02PO0004444
l Details
Vendor account Name
[ADO12813 ] lSiddique Mustafa & Sons Co....
Delivery note / Service report nu... Currency
[ =1 f 1

Note: Vendors providing services to more than one ENOVA entity (for example AEO1 —
Dubai, & AE02 — 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
& Zrdit +New [ Attachments (1) Options
Personalize Page options Share
Always open for editing | Security diagnostics Recordinfo | Getalink  Create a custom alert vV
Personalize this page Advanced filter orsort  Go to Manage my alerts

Add to workspace V

Invoices

Standard view
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.

Standard view

Invoice Details

InvoiceType

|‘ Invoice ~

Purchase order

| AEO2PO0O004440

Delivery note / Service report number

he

digue Musta'

Delivery note / Service report nu... Currency
Inwve
( =) (aeD ]
Invoice Date Invoice amount =

[ = =] 0.000 = |

Note1: This field is mandatory for purchase order invoice only. The field is not mandatory for other
types of invoices.
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InvoiceType

[Advance Invoice v]

Purchase order

AE02P0O0004440
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 captured during the GRN/Service receipt
process. This will help in faster clearance of invoices by the finance team.

¥ Enter the value for Invoice date. This field refers to the date that appears as the invoice date
in the vendor invoice document (attachment).

Details

Vendor account

(AD012813 |

Delivery note / Service report nu...

| DAQ6666 |

Invoice Date

[ -5

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

/\ Invoice date cannot be future date.

Standard view V'

Invoice Details

InvoiceType

[ Advance Invoice ‘/]

Purchase order
AE02P0O0004440
Details

Vendor account

AD012813

Delivery note / Service report nu...

DAQ6666

Invoice Date
[26/06/2026 =)
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T 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.

Standard view VvV

Invoice Details

InvoiceType

[ Advance Invoice e ]

Purchase order
(AE02PO0004440 |

Details

Vendor account Name

|W‘ [S(ddique Mustafa 8 Sons Co,...J
Delivery note / Service report nu... Currency

(Dagesse (aeD |

Invoice Date Invoice amount excluding tax
(enazos 6 [ 95000

Invoice number Invoice amount including tax
[1Has666 | ( 99.750 |

Note 1: The currency of the invoice is automatically linked to the purchase order currency
and cannot be changed.

Note 2: The invoice amount including tax cannot be less than invoice amount excluding
tax for regions without withholding tax (AE01, AEO2, BHO1, EGO01, LB01, QA01).

l /\ Amount mismatch in Invoice amount with and without VAT, please verify the amounts |

@

Standard view V'

Invoice Details

InvoiceType

| Advance Invoice V]

Purchase order

(ago2po0004220 )
Details
Vendor account Name
(aDoi2ez ] (Siddique Mustafa & Sons Co... |
Delivery note / Service report nu... Currency
(paqsess ] =3
Invoice Date Invoice amount excluding tax
(1602205 & ( 95.000
Invoice number Invoice amount including tax
(1HQs666 ] I 90.000]

Note 3: For regions applicable withholding tax, system will allow to submit invoice amount
including tax less than invoice amount excluding tax (OM01, SA01, TRO1).

T Only for OM01 (ENOVA OMAN) Enter supply date, the date on which the supply was
performed to calculate the tax.
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Details
Vendor account Name
(AD012813 J ( Siddique Mustafa & Sons
Supply Date Currency
[ -5 )
Delivery note / Service report nu... Invoice amount excluding tax
[ )
Invoice Date Invoice amount including tax

[ =

Invoice number

[ J

T 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 Name
[Siddlque Mustafa & Sons Co.... ]
Delivery note / Service report nu... Currency
Invoice Date Invoice amount excluding tax
16/02/2025 =
Invoice number Invoice amount including tax
(1Has666 | 99.750)

Comments

Supplier Comments

Vendor comments added here,|

m Cancel

T 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.

;\ Invoice amount exceeds open PO amount, please review the invoice, Please A2 hd
contact your Enova Buyer for more details

/\ Invoice amount exclude tax exceeds open PO amount, please review the invoice. Please
a7
¥ 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.

& = BElsave tNew @Delete Submit Invoice Dl Attachments (0) Options =

7 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 [i] Delete Submitinvoice | Attachments(0)] Options

T Click ‘New’ in the Attachments form and select ‘INV & Supporting DOC’ from the dropdown
menu.

< = ¢ Edit |+ New v | [l Delete View history

Drawings
Standard view v

£ Attachments for

File

Financial Statement

Description
lmage.

INV & Supperting DOC

General ot

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

Upload document G A, i i e e s

l

— I Browse |

qﬂﬂﬂﬂﬂﬂﬂ

T Confirm the document is attached as shown below. Once the documents are attached, you
can see that check boxes enabled.
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€ = B save -+ Newv [i] Delete " Open Viewhistory Deleted attachments < Created by v & Settings © References | File uploaded as X
"ME_POSAQ5147_INV-PO-24-
Standard view v/ 8865.pdf'
Attachments for Submit Invoice - Invoice Tracking Number: AEUTOUUSZZ, ADVANCED INI
ME_POSA05147_INV-PO-24-... Description Type Attached
NV & Supporting DOC [ME_posA05147_|Nv—90—24—33651J [1 & supporting boc|| @D ves

Submit Invoice

General

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

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

Do you want to Submit Invoice

Yes | -.H, 003707

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

@ Tracking ID: AE02-004972 of Purchase Order:AEO2PO0001549, Invoice: 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 finance
team or the coordinator at the site.

T The users will also get email notifications once the invoice has been processed successfully
orif it is rejected.

7 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.

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

¥ 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.

ii. Vendor invoice submitted, pending GRN: For the submitted invoice, the
Enova Operations team at the site has not processed the receipt of
Goods and Services. Reach out to Coordinators at the site to process
the GRN.
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iv. Vendor invoice submitted, under review: The submitted invoice is being
processed through the various stages of checking and approval before

it is getting booked in the system.

v. Vendor invoice booked: The invoice has been successfully posted in

ERP.

vi. Rejected: The invoice is rejected for a specific reason and check the
field ENOVA comments for details. After rectifying the details, submit

the revised invoice to Enova.

Status

2

Rejected
Rejected
Rejected

Rejected

vii. Invoice paid: The invoice is paid fully by ENOVA. Refer the fields ‘Payment
reference’ and ‘Payment date’ for the details of the transaction reference and

Supplier Comments
ADIA/CONTRACT

PPM Qtr 1
TAX INVOICE

Enova comments

As per Coordinator request due to invoice Vs LPt
Enova Entity and address is incorrect / No KPI si¢
invoice mismatched with GRN

Upload invoice with correct entity

the date of payment transaction respectively.

Note: There are two scenarios for Invoice Paid status.

e Invoice has been paid to the vendor
¢ If any credit note has been settled against the invoice, status will reflect Invoice Paid — but

in this case no payment reference will be available in this case.

Payment Reference

AE02_HSBC_00000061
AE02_HSBC_00000053
AE02_HSBC_00000053

Payment Date
16/01/2025
30/12/2024
30/12/2024

JBN000002776 17/01/2025
JBN000002571 13/01/2025
JBN000002776 17/01/2025
4iTJGBEOOOOON 17 25/12/2024
000002776 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.

6. 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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