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Introduction

¢ The manual offers detailed instructions and guidance on the features and functions for suppliers in
the ADQ Supplier Portal to upload invoices.

e For further queries or clarifications, kindly contact the Accounts Payables team at ap@adg.ae .

System Startup & Navigation

Starting Oracle Fusion Applications:

e Suppliers need to open a browser (Chrome, Mozilla, or Edge) and navigate to the Oracle
Application URL: https://enae.login.em8.oraclecloud.com

e They must enter their username and password to log in to the Fusion application.

Sign In
Oracle Applications Cloud

Enter the username
and password and
User ID click on Sign In

—_——

bbudhabi@ae.ey.com

Password

sesssssenny

Forgot Password

Select Language
[English v

Page2 | 8


mailto:ap@adq.ae
https://enae.login.em8.oraclecloud.com/

INTERNAL {!@

ADLATI
Four Steps to Upload invoice:
A. Login to the supplier portal.
B. Retrieve the PO reference number and receipt number from the end user or service requester.
C. Click on create invoice.
D. Fill the required details from Step 1 to Step 13 in the Invoice screen.

A. Login to the Supplier portal.

Good morning, First Name Last Name

Supplier Portal

Click on Supplier
Portalunder

|:| oo :
= Supplier Portal Tab
Suppber Porti. —

Things to Finish

B. Retrieve the PO reference number and Receipt Number from the ADQ contact person.
Note:

Kindly do not proceed with the subsequent steps unless you have this information from the ADQ Contact
Person / Service requestor.
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C. Create Invoice Section =

Supplier Portal

Search | Orders v | Order Number :O\

Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders Last30 Days
» Manage Schedules Orders opened 2

Agreements Receipts 1

« Manage Agreements
Shipments
« View Receipts

Transaction Reports
Last 30 Days

+ View Returns

Invoices and Payments

PO Purchase Amount 2K AED
» Create Invoice . PO Purchase Amaunt 55M INR
' Click create
» Create Invoice Without PO . . Invaice Amount 2K AED
Invoice
« View Invoices u Overdus or Due Today [ Invaices Overdue Invaice Price Variance Amount 0 AED
« View Payments -

D. Fill the required details marked with asterisk (mandatory fields) from Step1 to Step10 in the Invoice
screen.

Step 1: Enter PO number

Create Invoice (&)

To Avoid Auto-Rejection

Step 1. Click the dropdown
option and select the PO
from the List of Values

= Ensure the invoice number matches exactly as shown on 1he "I-’DIGE-
= Awoid using the following symbols in the invoice number:
= To prevent invoice number duplication or existing, add C or ;, fo the end of the inviios numbsr.

* Identifying PO - 1 (Lov)
Supplier | 4azn ERMST & YOUNG MIDDLE EAST HSBC -
* Supplier Site | 5178 ERMST & YOUNG MIDDLE EAST HSEC
Address | 5734 ERMNST & YOUNG MIDDLE EAST HSBC
. 5710 ERMST & YOUMNG MIDDLE EAST HSEC
ADQ Companies
18 ERMST & YOUNG MIDDLE EAST Abu Dhabi-ADPC
3824 ERMNST & YOUNG MIDDLE EAST HSBC
5005 ERMST & YOUNG MIDDLE EAST Abu Dhabi-ADPC
Lines B014 ERMST & YOUNG MIDDLE EAST HSBC
1300 ERMST & YOUNG MIDDLE EAST HSEC
Wiew w Canc
2490 ERMNST & YOUNG MIDDLE EAST HSBC -
* Number = Type Search... lem Description
NOTTTET T T NOTTTIET T
Mo data to display.
L.

Step 2: Kindly ensure you select the right bank account in this List of Values for Remit to Bank Account.

Page 4 | 8



INTERNAL {!m

W . W |

Step 3: Kindly enter the invoice description in the designated Description box.
Step 4: Attach the invoice copy by clicking the plus icon.

Step 4: Click Step 2: Click
the plus icon the LOV

Step 3: Enter the
Description

Attachments

Actions v View v 4= X

‘Category * File Name or URL

1.To Approver v | [ Choose File | No file chosen

Step 4: Attach the file and
click ok

Step 5: Enter Invoice number as shown in your Invoice copy. For exceptions refer below.

Note:
If you need to cancel and resubmit an invoice, please use a dummy number for the cancelled invoice
as the system will not allow duplicate Invoice nhumber. For example, if the invoice number is 2020A,
type "2020Acancelled" and then cancel the invoice. This way, you can use invoice number 2020A again
when resubmitting the invoice correctly.
However, if you have already cancelled the invoice using the actual invoice number, use the letter "C"
for correction when resubmitting the invoice (e.g., 2020AC or 2020A-C).

Additionally, please ensure that each invoice is uploaded individually and not combined with other
invoices during submission.

Step 6: Select the Invoice date.

Create Invoice @

. 1l 4686
— Step 5: Enter the Invoice =
number matches exactly as shown on the invoice * gpice Date | 17-Apr2025 [y
. Av jing symbols in the invoice number- =" #. ",
. number duplication or existing, add C or V to the end of the invoice number. * Description | PO Invaice * Invoice Type

Invoice Currency USD - US Dollar

o (w6 [e]

Supplier ERNST & YOUNG MIDDLE EAST

Payment Currency USD - US Dollar

* Supplier Site | HSBC

Address PO BOX 136, CORNICHE, Abu Dhabi, United Arab Enmirates [ Step 6: Select the Invoice date

Step 7: Match your Invoice amount with the available Receipt lines excluding VAT.

Step 8: Kindly make sure the Invoice Line amount matches with your invoice; in case more is applied than
Invoice amount then it needs to be edited manually to match with the Invoice amount.
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Step 8: Click the Select

and Add icon

Select and Add: Pui

Search Results

re (B o

2 LI

Purchase Order

Item Description

Number Line Schedule

5178 1 1

Note:

Establishment of AD..

Ship-to Location Ordered Received Invoiced Unit Price u

ADQ - Main 54,300.00 54.,300.00

Select the line
and click OK

Then select the line added by the + icon and click on X icon to remove it.
Lines section (receipts) means the amount received from the PO for a particular invoice, please
make sure that the lines (receipts) amount matches the invoice value excluding VAT, if you
found multiple lines received, choose the ones that cover your invoice amount excluding VAT
but DO NOT SPLIT the invoice to submit each receipt line separately, in case the receipt amount
is less than the invoice amount (excluding VAT), please contact ADQ end-user to update the
amount, but do not complete the process with the wrong amount.

e If the receipt amount is higher, you can edit the amount to match the invoice. (The amount
excluding VAT of the invoice and the receipt should be perfectly matched).

Step 9: International suppliers should change the tax classification to the Reverse Charge Mechanism
(RCM) to avoid increasing the invoice amount. To do this, scroll up and choose invoice actions, then

calculate tax, and save.

Create Invoice ®

To Avoid Auto-Rejection

+ Ensure the invoice number matches exactly as shown on the invoice
- Avoid using the following symbols in the invoice number: ™" # .

« To prevent invoice number duplication or existing, add C or V fo the end of the invoice number.

Identifying PO 5175 v
Supplier ERNST & YOUNG MIDDLE EAST
Supplier Site  HSBC v

Address PO BOX 136, CORNICHE, Abu Dhabi, United Arab Emirates.

ADQ Companies

Company TRN 104023753700003 v

Please ensure attached invoice TRN matches the TRN selected for ADQ. For invoices
issued after 1st April 2023, we will only accept them with TRN: 104023753700003

(o]
After selecting right VAT click e Cnaex
calculate tax in Invoice Actions Cancel Invoice
* Remit-to Bank Account ‘xxxmmzoz Delete Invoice 06-May-2025 [y

. Invoice Type Invoice
* Description | Demo Invoice e

* attachments None = Invoice Currency USD - US Dollar
Payment

USD - US Dollar
Currency

Capital Gate, Khalee] Al Arab
Street, Exhibition Centre PO Box
164., 164 ABU DHABI, Abu Dhabi,
United Arab Emirates

Step 9: Edit amount
to match invoice

Step 9: Select
RCM INPUT

Da Pusc Address

Lines
e % E
fehase Order Oor}\s;v"ig‘ o Supplier Invoice Line
oo Item Description  Ship-to Location Tax Classification Available Quantity ~ Quantity Unit Price UO Amount I ion
ine * Schedule  Number Line
1 Establishment of AD. ADQ - Main ‘ v ] | RCM INPUT “ ]

54,300.00
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Step 10: For International Vendors not subject to UAE VAT, in case the VAT Amount is wrongly calculated,
the same can be edited manually.

Summary Tax Lines
View v
Line * Regime * Tax Name Tax * Tax Status * Rate Name Percentage Per Unit Amount
Jurisdiction
1 UAE VAT Regime AE_VAT AE_VAT AE_VAT AE_VAT_05 | 5 | 5

Step 10: Click here

Totals to edit VAT amount
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
100.00 0.00 0.00 0.00 £.00 105.00
Retainage Due
105.00

Step 11: Finally, kindly ensure your Invoice amount matches the Due Amount and the same is tallying
with your invoice copy as well.

Lines
View v
N Consumption
Purchase Order
Type Advice I‘::":‘“”” ltem Description  Ship-to Location Ship-from Location Tax Classification E“’:;:r';j Final Quantity Unit Price  UOM Amount
Number Line  Schedule Humber  Line
ITEM 2087 1 1 Consultancy ADQ - Main F O BOX501304F2E00.. AE_VAT_00 10 10 Esch 100.00
Total 100.00
< >
Summary Tax Li...
»
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Hame Percentage Per Unit Amount
1 UAE VAT Regime Al AE_VAT T 5 5
Tot
Items Freight Miscellaneous Inclusive Tax Exclusive Tax pvoice Amount
100.00 0.00 0.00 0.00 5.00 105.00
Retainage Due
0.00 105.00

Step 12: Invoice Final Submission.

Create Invoice @ Invoice Actions v | Save

Supplier Tax Registration Number ‘ v * Invoice Number
To Avoid Auto-Rejection
+ Ensure the invoice number matches exaclly s shown on the invoice * Remit.o Bank Account | AE290200000011184231001 v ice Datgy
+ Avoid using the fllowing symbols In the invoice number. = #, "\

« To prevent invoice number duplication or existing, add C or V to the end of the invoice number. N -
Description | PO Invoice

* Attachments None ==
Identifying PO flency AED - UAE Ditham

Supplier ERNST & YOUNG MIDDLE EAST

Supplier Site

Address  Nation Towers 2, Comiche Rd, Abu Dhabi, United Arab Emirates

Click save and
Submit

ADQ Companies

Name  General Holding Corporation - PJSC
Capital Gate, Khaleej Al Arab Street,

Address Exhibition Centre PO Box 164,, 164 ABU
DHABI, Abu Dhabi, United Arab Emirates

Company TRN

Lines

Vieww X B | Cancel Line

Purchase Order Consumption Advice Availabl
* Number * Type Supplier item Item Description Ship-to Location Tax Classification g:;:m; Quantity Unit Price UOM *Am
*Number * Line * schedule  Number Line
1 18 1 1 EY Engagement leterforS.. | SENAATMAN| v | [aEvaT 05 | v | 73,96
Total 73,85
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Note:
Please review all your invoices in the system. You may find some with an incomplete status that
need to be edited and submitted. If you encounter any issues with incomplete invoices, such as the
PO not being selected, you should use a dummy number for the invoice and cancel it. Then,
resubmit the invoice correctly by following steps 1 - 13.

E. Manage Invoice Section 2>

Supplier Portal

Fearh e s

Tashs

Ontars

Requitifg Altentisn Recent Activily Transaction Repars

v Mt it ._-. ko dada svsilable o data available
Shigmants 36 !
. - s -

Click on View
I — Invoices

View Invoices

4 search | Advanced | saved Search |Alinvoices  ~ |

* At least one is required

** Invoice Number ‘ ‘ Consumption Advice

Key in the filter to search

** Supplier ‘ ERNST & YOUNG MIDDLE EAST Invoice Status ‘
w5 for existing invoices T

** Purchase Order ‘ ‘ Payment Numher‘ ‘
[ search [ Reset || save...|
Search Results
Vewv 7 ] Detach
Invoice Number Invoice Date  Type p""':ase Supplier supplier Site Au"';‘g::ﬂ A::’:l"‘:f‘ 's"é"‘:f: :m’i’:' Comments
AE02AE20025003 20Jan2025  Standard 3500 ERNST & YOUNG MIDDLE EAST HSBC 2478120USD  2478120USD e
AE2AE20024886 14-0an2025  Standard 5373 ERNST & YOUNG MIDDLE EAST HSBC 257250.00 AED  257,250.00 AED
AE02AE20024887 14-0an2025  Standard 5373 ERNST & YOUNG MIDDLE EAST HsBC 30975000 AED  309,750.00 AED
AE02AE20024881 13-Jan2025  Standard 5367 ERNST & YOUNG MIDDLE EAST HsBC 49.08750USD  49,087.50 USD

Business Unit  ADQBU

Invoice Amount  24,781.20 USD
Legal Entity Name  ADQ PJSC
Supplier or Party  ERNST & YOUNG MIDDLE EAST Unpaid Amount 2476120 USD et e Seread
upplier or Party
Payment Currency  USD Description  Standalone reporting support
Supplier Site  HSBC
PO BOX 136, CORNICHE, Abu Dhabi, United Tax Control Amount Funds Status & Not required
Address  aab Emirates
Attachment  EY Invoice_AE20025003.pdf
Invoice Date  20-Jan-2025

The Invoice searched is opened and
available for review / modifications if any

Lines Payments

Items

View v [ [2] Detach

Consumption

Budgetary Gontrol Purchase Order Receipt Tax Determinants

Line Amount Description Quantity  UnitPrice fromy Advice

BudgetDate  Funds Status Number  Line  Schedule  Number  Line  Number  Lime  Ship-to Location
1 7.118.36 Extending secondment of ‘ 20-Jan-2025 @ Notrequired 3500 2 1 11748 1 ADQ - Main
2 1648278 Extending secondment of ‘ 20-Jan-2025 @ Not required 3500 3 1 749 1 ADQ - Main

---End of Document---
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