Supplier Registration

This guide aims to clarify the steps and procedures necessary to register a new supplier within the Oracle ERP
system used by Zahran Operation and Maintenance Company. This comes as part of the company’s commitment to
developing procurement and contracting processes and ensuring efficient and timely interaction with suppliers.

This manual provides a simplified and detailed explanation of all stages of supplier registration, starting from
logging into the system, filling in supplier details, and concluding with confirmation and approval of the registration
by the relevant departments within the company.

Welcome to the Supplier Registration Guide at Zahran Operation and Maintenance Company
: The link below will direct you to the new supplier registration process in 7 steps

‘Supplier Registration‘

Registration Steps

Step 1: Company Information

1. Company name.

2. Specify the legal entity of the company (Company - Sole Proprietor - Joint Stock - etc.).
3. Type of supplier (Local - Foreign - etc.).

4. Country where the tax number is registered.

5. Company tax number.

6. Commercial registration number.

7. Company’s official website link.

8. Attach the company profile or portfolio of previous work.

9. Register the responsible person’s name and email.
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ocounts  Ser
Register Supplier: Company Details @ m mm m

Enter a value for al least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number

* Company Name Tax Country -
* Tax Organization Type A Taxpayer ID
Supplier Typs ~ CR Numbsr
Company Web Site Note to Approver

Attachments |None =

Anach the required documents.

Your Contact Information
Enter the contact information for communications regarding this registration
* First Name
* Last Name
* Email

* Contirm Email
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Step 2: Contact Information
Add the first name - last name - job title - contact numbers - fax — email.

Edit Contact: Beshoy Mina

Pt IEESEGE |
WiddleNeme | 000 | Fax ’jl;
= |

| Jobr Tvllel

| Administrative contact

4 User Account

| Greate user account

Roles

Actions v View v Format v

Rols.

No data to display.

Step 3: Address
Add the company’s address including street name - country - city - postal code.

Create Address

* Address Purpose |v/| Ordsriny
[ o —ge
- - /| Remitto
 Gouriry] S v
; ) Sountry || Saudi Arabia o R e
Addross Line 1 ov:;). ‘O\aya = - —
x Phone (966 | w

Addreas Lt 2‘ ]
" Fax (966 | v |

.
I city ‘ Riyadh Email

Postal Code ‘

4 Address Contacts
Seleat the contaots that are aseociated with thie addrees.
Actions w View w Format v B Freeze
Administrative
Name Contact User Account

No data to display.

Columna Hidden 4

| Greate Another ox|c-nwl\

www.zahranfm.com  FAR4MIE



file:///C:/Users/beshoy.fahmy/Desktop/www.zahranfm.com

Step 4: Bank Account

Add bank details: country name - bank name - branch name - account number - international IBAN - currency.

Step 5: Services and Products

Create Bank Account

Enter acoount number or IBAN uniess account numbsr is marksd as required.

* Country | v ‘ IBAN I

Bank | v Currency }
-
Account Number| |

Additional Information

Account Name Agency Location Code
Alternate Account Name Account Type -
Account Suffix Description
Check Digits

GComments

Note to Approver

Add supplier's sector - available materials and products.

4 Search

Category Name

Freezs

Description

=" Detach Wrap

Columns Hidden 1

Aucio and Visuas
Facilties Management
Food & Beverage
Human Resources
nlercompany
T & Telecoms
Operating Supplles & Equipment
Prafessional Services

P @ Travel and Logistics

Description

Adveriising, Marketing & ledia

Audic and Visual

Facilties Management

Food & Beverage

HUMan RESOUES

ntercompany

IT & Telecoms

Operating Supplies & Squipment

Professional Senvices

Travel and Logistics
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Step 6: Questionnaires and Attachment of Official Documents

1. General Information:
- Add geographic location - average annual revenue - number of company employees - payment terms.

= ORACLE [ =
O—C0— 000000 O
Company  Contacts  Addresses Bank  Products andQuestionnair  Review
Detais Accounts  Services

Register Supplier: Questionnaire mm m

Attachments None

Questions
General Information (Section 1 of 8)
Section
1. [State your all Geographical Presence
» 1. General Information T S e e ) e

2. Supplier Registration Information ‘

: s None
+ ok Expece Quaicaton Response Attachments Nere -

2| Give your Average Annual Gross Revenus

Response Attachments None

3| How many people are empioyed by your company?

D sl ey s Jind st

Response Attachments None s

Comments

* 4| Whatis the payment term?
@ 5 iy s ey
(Preferred Response: redt)
a. Credit

) b.Cash

clc

2. Official Documents:
- Chamber of Commerce membership - Commercial Registration - Zakat Certificate - VAT Certificate -
Social Insurance Certificate - Bank account certificate stamped by the bank - Owner’s ID - Identify company type.
- If it is a local company, please indicate whether the company is listed in the mandatory lists of the
Local Content Authority and attach the relevant certificates.

Register Supplier: Questionnaire O e
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Register Supplier: Questionnaire

hments None

Responsc Attachments Noro -

5. Distriowtor or Agent

*12atal

Response Attachments None 4

b.No

*12atatat

Step 7: Review Data

atory st of national products?

tora in which you will work with us

i pmnitl 530584 1 Personal and housenoid equipment and supples -

Review the data entered. There are two review options:

1. Review and register later.

= ORACLE

v
Review Supplier Registration: Test#1 @
Company Details
Tax Organization Type Corporafion
Attachments
2. Review and register immediately.
ORACLE
v
Company
Details.

Review Supplier Registration: Test#1 @

Company Details

Company Name  Test#1
Tax Organization Type Cororation
Supplier Type  Carrier

Company Web Site

Attachments

www.zahranfm.com

(D@

Contacts  Adaresses  Bank  Products andQuestionnaire | Review

Accounts

v v V) V) ) 0

Contacts  Addresses  Bank  Products andQuestionnaire | Review
Accounts  Services

f | X]in[@]

Tax Country
Taxpayer 1D
CR Number
Note 1o Approver

Tax Country
Texpayer ID
CR Number

Note to Approver

Saudl Arabia
311300555500000

1010990842

Saudi Arabia
311900555500003

1010959942

awp o @

bt | e oo
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The system will notify you whether all the entered data is correct. If not, please review the provided information,
correct it, and save the registration.

Once registration is successfully completed, the system will send a message to the responsible employee.

The data will undergo review and approval. You will receive an email informing you whether your registration was
accepted or rejected.

We thank you and wish you all the best in what’s to come, and we look forward to a fruitful cooperation between
both parties.
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