Quick Guide

A quick guide detailing the use and benefits of the Smart Supplier Mobile
Application
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DISCLAIMER

The information mentioned in this document is developed after the official
release of the Smart Supplier Mobile Application V1.4. This application is only
accessible by suppliers who are officially registered suppliers by Dubai
Government entities ( ).

The document is subject to change without prior notice. The mobile
application is subject to continuous research and development to enhance
user experience and provide your organization with the best experience
possible, fulfilling your organization’s needs in achieving the desired agility.

The application can be used by the respective supplier's company managers,
directors, account representatives, and project coordinators to help follow up
on their transactions with over 50 government entities.

The content of this document can’t be modified or copied by an entity or
person other than Smart Dubai.

For any clarifications or suggestions, kindly contact us through
smart.supplier@smartdubai.ae

For any technical support with the app please contact us on:
¥ 600 560 000

help@smartdubai.ae
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1. Getting Started

1 The application is available for Android and iOS

GETITON

devices through the Google Play and Apple
Stores.

#  Download on the
You can scan this QR Code to download the
app on your phone now E 1

2 Once you launch the application you will be
prompted to allow ‘Notifications’. If you wish to
receive latest updates without logging into the
app, click on Allow

“Smart Supplier” Would Like
to Send You Noti tions

>> Smart Supplier Quick Guide Page 3|49
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3 Select your preferred language of using the
application (Arabic or English). Selection
choice can be changed later from the
application’s settings.

»

x 53 Jlag o |
smart supplier

4 Upon choosing your language, you will land on
the onboarding and login screen. Once done
click on Get Started

Delivery Tracking

Follow up your shipments and receive
reminders with upcoming deliveries

Get Started

>> Smart Supplier Quick Guide Page 449
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5 Use the same User Name and Password you
are using to login to Dubai Government’s
iSupplier Portal (link for iSupplier Portal is:
http://isupplier.dubai.gov.ae).

Tap on Login

6 If you forgot your password, tap on ‘Forgot?
button

>> Smart Supplier Quick Guide
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10:36 AM 4

7 If you need to create an account, tap on Create
Account

) o)
smartsupplier

10:36 AM 173

»

e | o] |
smartsupplier

8 If you are a new user/supplier and would like to
explore opportunities with Dubai Government
entities before creating an account, tap on
Guest

>> Smart Supplier Quick Guide Page 649



LWELY FYNLY
SMART DUBAI

1. Tenders
1 Upon login, you will land on the categories

page, to check available tenders, tap on
Tenders

2 You will find a list of tenders from all Dubai
government entities. Tenders with fees will
have the fee amount highlighted in blue.

The time remaining will be shown next to the

Van\

" jcon.

You can search for tenders through the search
bar

To view the details of each tender tap on the
tender itself.

>> Smart Supplier Quick Guide

smartsupplier

/s

Tenders Purchase Orders

*

Invoices Favourites

12:02 =

Tenders

All Public Limited

Q Search

A
S

PJ x96 0028 With MRI & CT
Services Expansion at Latifa Hosp...
RFQ Number 212024-2

AED 2000 ® 37 days 3 hours

PJ 0090 New Medical Fitness
Center at Hatta, UAE

RFQ Number 282223-2

® 23 days 5 hours

Smart Dubai Platform
RFQ Number 314280-3

;
[Free) © 8 days 2 hours

PJ-0011 Dubai Hospital Extension-
Multi-Story Parking Building G+2...

RFQ Number 265193-2
@ 37 days 1 hour
test public tender

H Q

Dashhoard Happin 5
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3 Upon viewing the tender details, if you need to

11:52 AM

Tender Details

pay you will be notified to pay online. - Duta et Authorty

Otherwise you will be able to access the tENAEr ..y s st oo Hopmess comre i

Mamzar Dubai

documents directly and check if you can bid

for |t Tender Number 390317
Open Date 19 Dec 2019 19:14
Closing Date 25 Feb 2020 13:20

You can also set reminders about the tender on it

your phone so you don’t miss any deadline Remincer B

Tender Description

site and making good all work effected (if any)
Followed by Construction, Completion and Maintenance
of Ground Floor building with total approximate area of

A o
To pay, click on Pay Online, where you will be
directed to our secure payment platform Dubai KB Tencer B

®

Pa V. Reminder =]

Tender Description
Management and operation of Dubai Hospital Multi
floor parking

Tender Fees

Fees AED 525

Discount AED 2625

Innovation & Knowledge AED 20

Total AED 282.5
Pay Online

Closing On 6}

Contact Buyer

27 Jan 2020 10:00

f H ] ©

Al Servicas Dashboard Happinoss Wore
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Select your preferred payment method.
Dubai Pay supports the following payment
methods:

1. Credit Cards

2. E-Dirham

3. Direct Debit

4. Nogodi

You can also adjust the contact information

where you wish receive an automatic payment
receipt from the Dubai Pay system.

If paying using credit card, enter card details
and click on Pay

Smart Supplier Quick Guide

1:52 = -

< Smart Supplier

@ Transaction Information

Service Provider  : Dubal Health Authority
Service : DHA Tender Fee Service
SP Transaction No : 897024739625411092
Amount 282.50 AED

(% Payment Method

e visa@2
Credit Card
as

Edirham
#3 | EdirhamG2
sank Il Direct Debit
QOne  OneClick Pay

:'?. Nogodi

BH Contact Information

Email Address : hamad@supplier.com
Mobile Number : 971557655670

[/ T P TN W S | 1% O O |
I have read the warning and understood the consequences

fr H ] ©

< Smart Supplier

@ Transaction Information

Service Provider DHA-DTFS

ePay Transaction No : 00000228821582
Amount 282.50 AED

@8 Card Details
‘& VISA

[y

i
Credit Card Number : 4‘

Expiry Date

Card Type

March 2021

CVV Number *
von ;.—@

Masterard. Verisiep L0
byVISA N
Total Amount : 282.5 AED

Pay

Page 949
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5 If you cancel the payment or leave the page 201 -
before processing payment, you must wait for < TenderngllR
30 minutes before accessing the tender’s page ™™ 1y 2ous
again (for security purposes). After you reopen
the tender, tap on Refresh Payment Status

®
Reminder 8

Tender Description
Management and operation of Dubai Hospital Multi
floor parking

Payment in Progress

Reference Number

897024739625411092
Payment Date 25 Jan 2020 11:52
Payment Amount AED 282.5

Refresh Payment Status
Closing On @
27 Jan 2020 10:00 I

11:52 AM

6 You can view all tender documents by tapping
on View Tender Documents . Hyarotnerapy Po, Changing Room Tles,Urne

Blood Collection Room; Medical Waste Room;
Electromechanical Services and External Works with the
totalarea of 2,108m?2, at Al Mamzar, Dubai

View Tender Documents

© Quotation Not Submitted

Tender Details

You can submit your Quotation through:

isupplier.dubaigovas

@ Payment Successful

Reference Number
491460390317131064

Payment Date 22 Jan 2020 06:29
Payment Amount AED 807.5
Closing On @
25 Feb 2020 13:20 CETEE T
A H [©]
Al Sarices S Happins:
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11:54 AM

Tender Documents

Supplier Guide_Quote Creation Process.pdf

PDF
4.26 MB
RFQ-390317-US.PDF
. PDF
Once you can view the documents, download
Letter of Invitation.pdf
them on your phone
Volume | Instructions to Tenderers & Cond. of
Contr..pdf PDF
3.82MB
Volume Ill BOQ.pdf
PDF
286 MB
Tender Queries Form.doc
DOC
013 KB
A H ©

wildu = 11:52 AM +

7 Notice the payment details and quotation
status will always show

< Tender Details
Gym, Hydrotherapy Pool, Changing Room Toilets, Urine
Blood Collection Room; Medical Waste Room;

Electromechanical Services and External Works with the
total area of 2,108mz2, at Al Mamzar, Dubai

If you need more clarification click on Contact
Buyer at the end of the screen. © ucsontuaenivas

You can submit your Quotation through:

isupplier.dubaigov.ae

@ Payment Successful

Reference Number
491460390317131064

Payment Date 22 Jan 2020 06:29
Payment Amount AED 807.5
Closing On ®
25 Feb 2020 13:20 L
L L ©
Al sarices nshbonce Happinez:
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2. Orders

1 Upon login tap on Purchase Orders

smartsupplier

|
Tenders Purchase Orders
Invoices Favourites
" H ] ©
2 When the Orders list loads, Favorites 16
will be always on top. p orde
All Orders My Orders
Each order will have its number and A Search
the Delivered percentage displayed.
Also, the type of the Purchase Order if O et or Terminal2 -
caw-?7 Order Number 42000070
it falls under - Shipments, or Services e
or Ag reement. IPR# 11640508 - SOQ# 21604236/

RMA - BLANKET CONTRACT TO...
A Agreement Number 41703786

64% Delivered

Managing hospitality Service for
Dubai Municipality

2w Service Order Number 42000158

[Services) 0% Delivered

Patients Personal Care Items and
Dental Health

J> Order Number 42000177
" H Q
All Servicos Dashboard Happiness More

>> Smart Supplier Quick Guide Page 12|49
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3 You can add or remove from Favorites n16
by tapping on the star on the right < Orders
side of the order title.
Q Search
20 results
Ec;i(pBerAir:;l;dvl:ctsfor Terminal 2 - D
w7 Order Number 42000070
[ Shipments] 27% Delivered

IPR# 11640508 - SOQ# 21604236/
RMA - BLANKET CONTRACT TO...

«‘51} Agreement Numbar 41703786
64% Delivered
Managing hospitality Service for D
Dubai Municipality

2w Service Order Number 42000158
[ Services] 0% Delivered

Patients Personal Care Items and
Dental Health

J[\ Order Number 42000177

a TR

Al Services Dashboard

To open any Order, tap on the order
to view its details

4  Once the Order is opened, kindly - cu

notice details that will be displayed < Order Details

including totals, and real time —5 Dubal Aports

statistics of the specific Order Order Number 42000070
Net AED 180,000
Tax AED 9,000
Total AED 189,000
Create
Description

Paper products for Terminal 2 - DXB Airport

Statistics
0% 27% . 64% ’
Invoiced Delivered Quality
f L ©
] Dashboard Hapy
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Swipe up to view more details of the
Order.

Tap on the icons in the Details section
to view relevant details such as
Shipments, Invoices, Items within the
Purchase Order etc.

Also, you can download the Purchase
Order Document (only for orders
received after November 2019)
through If
you can’t find your PO document,
please report it to us through the

Upon opening each of the details,
please note that the screen might
have multiple tabs as shown in the
shipment page

Smart Supplier Quick Guide

2:04 PM

Order Details

Direct Delivery Toiliteries and House Keeping Material for

DM Buildings - RFQ1234

Statistics
- \
0% 1% 23%

Invoiced Delivered Quality
Details ~

< N

W b G E

items Shipments Attachment Inve

More information

3 Downloac

Order Details

Delayed Delivery On
29 Jan 2020

L L ]

Shipments
Pending Delivered

Receipt #20001610007 o—0
DCL WRHS Process
21.Jan 2020

Receipt #20001610006 o—0—0
DCL WRHS Arrived
21.Jan 2020

Receipt #20001610005 oo
DCL WRHS Processing
21.Jan 2020

Receipt #20001610004 o—0
DCL WRHS Processing
21.Jan 2020

Receipt #20001610002 o—0—0
DCL WRHS Arrived
21.Jan 2020

Receipt #20001610001 o—90—0
DCL WRHS Arrived
21.Jan 2020

A 5O

Page 14|49
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3. Submitting Shipment Notices

1 From the Order Details screen, under the
Create section you will be able to create
Shipment Notice or create Work
Confirmation

Work Confirmation is only shown with
Service Purchase Orders.

In both cases the steps are the same

>> Smart Supplier Quick Guide

1213

<

Order Details

=4 Dubai Municipality

Order Number

Net

Tax

Total

Create

41906564
AED 649,344.756
AED 32,467.24

AED 681,811.996

ST

Description

Receiving Items with API through smarT supplier

(for Ahmed Ali Te:

Statistics

0%

Invoiced

5 Operating U

Order Number
Net
Total

Create

st)

Order Details

nit

Delivered

5138 PM

41800012
UsSD 11,000

USD 11,000

Work Contirmation

Description
Order #41800012

Statistics
%
Invoiced

Details

"

0%

Delivered

~

20%

Quality

Page 15[ 49
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Please notice that if Delivered percentage is
100% or Invoiced is 100% the creation of
Shipment or Work Confirmation will not be
possible.

2 Now the list of Pending Shipments /
Delivery Schedules is displayed, to select
which one to deliver, tap on it.

>> Smart Supplier Quick Guide

12:03 = -
< Order Details

=43 Operating Unit

Order Number 41800015
Net AED 150,000
Total AED 160,000
Description

Service PO for the suppliers

Statistics
-~
4% 29%
Invoiced Delivered Quality
Details ~
i G ¢E
@ % & ¢t
Items Work Attachment Inve
L H Q©
All Sorvicos Dashboard Happinoss [
12:06 )
< Pending Shipments
XX Purchasing Org - Dubai
Smart Government Establis... Late
19 Aug 2019

XX Purchasing Org - Dubai
Smart Government Estabilis... Late

10 Sep 2019

XX Purchasing Org - Dubai
Smart Government Establis... Late

10 Oct 2019

XX Purchasing Org - Dubai
Smart Government Establis...

10 Nov 2019

Page 16|49



LWELY FYNLY
SMART DUBAI

3

»

List of the lines within the shipment is .

29 Jan 2020

displayed, you can select each line or select
all the lines within the shipment/schedule.

[ Deliver All (2)

[ standard BATH TOWEL 70x140CM WHITE
ONE LINE AT TOP AND 3 LINERS AT BOT....

More
4200016
1.0

Units to Deliver

: Inspection BATH TOWEL 70x140CM
WHITE ONE LINE AT TOP AND 3 LINERS...

More

PO Number 4200016

You can select all lines by tapping on Deliver  FNNNNSTE

All.

You can also search the lines from the = ]
search bar on top to filter the lines

-5 Dubai Municipality

[ Deliver All (2)

[ Standard BATH TOWEL 70x140CM WHITE
ONE LINE AT TOP AND 3 LINERS AT BOT...

NMore

O Number 4200016
1(

Units to Deliver

B Inspection BATH TOWEL 70x140CM

WHITE ONE LINE AT TOP AND 3 LINERS...

More

Units to Deliver

Also, you can directly select the lines and i
edit the Units/Amount To Deliver field. I
To edit the field, tap on the Units to Deliver
textbox. [ Delver 1 2
ONE LINE AT TOP AND 3 LINERS AT BOT..

Notes: o e

When selecting the lines, the maximum units :
. . . . . A Units to Deliver E
to deliver in this shipment is default. This

Done

can be edited as explained above. p
Kindly ensure that the data is entered 4
correctly in English numbers.
‘\\’\“ o 07 X
Smart Supplier Quick Guide Page 17|49
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Upon selecting the lines, the sticky action
will show at the bottom, with a summary of
your shipment value. Click on Next to move
to shipment information

The shipment screen shows a review of all

the information

Note:
Delivery Number is automatically
generated but it can be changed as
per your need.

Date and Time of delivery is specified
by default, but can be changed by
you

The date and time must be according to
UAE time (GMT+4).

It is preferred a Shipment Notice is sent at
least 2 days in advance (for Work
Confirmation this can only be the same date
as per the device being used).

You can also add any attachments such as
Customs Clearance if required.

Smart Supplier Quick Guide

wildu = 6:01PM -

< 29 Jan 2020

~4 Dubai Municipality

Q Searc
Deliver All (2)

Standard BATH TOWEL 70x140CM WHITE
ONE LINE AT TOP AND 3 LINERS AT BOT...

More
O Number 4200016
1C

Units to Deliver 990

Inspection BATH TOWEL 70x140CM
WHITE ONE LINE AT TOP AND 3 LINERS...
More

AED 1,864
Total Amount

=

f H ©

< Work Details

A delivery request has to be made at least (2)
working days prior to the submission.

Delivery Number
20001610013

Shipping Notes.

Enter notes

[ Date & Time 26 Jan 2020 = ]
WillbillfAirbill
Carrier Name
Attachments Add Attachment
AED 996

Total Amount

Page 18149
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6 Click on Submit to let the store manager or & .
receiver plan you shipment. < Work Details

A delivery request has to be made at least (2)
working days prior to the submission.

Delivery Number *

20001610013
Shipping Notes

Enter notes

Date & Time * 25Jan 2020 =
WillbilljAirbill

Carrier Name

Attachments Add Attachment
AED 996
Total Amount

®

h H Q

Al Sorvicas Dashboard Happinoss

7 Once the request is submitted a
confirmation message will be displayed and submitted Sycee iy
you will be notified through the app once it
is approved.

Submitted Successfully

Your delivery request has been
submitted for approval on 25 Jan 2020
18:15 Dubai (GMT + 04:00)

>> Smart Supplier Quick Guide Page 19149
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8

»

You can track the shipment through the
Shipments section of the Purchase Order

In the Delivered Part, you will see the
pending shipments as Planned if approved
or if still pending with the
Warehouse Manager / Receiver

SLA for this request is typically 3 days. But you are
suggested to contact the government entity to
confirm the SLA.

Smart Supplier Quick Guide

Order Details

Description

Direct Delivery Toiliteries and House Keeping
Material for DM Buildings - RFQ1234

Statistics
-
0% 1% 51% '
Invoiced Delivered Quality
Details A

G (W) B 6

Items. Shipments, Attachment Inve

More information

3 Download Order Details

Delayed Delivery On
5 1o 200 Contact Buyer

11:01 AM

Shipments

Pending Delivered

Receipt #20001610019 % ©
DL WRHS. Planned
20 an 2020

Receipt #20001610020 o—o
DCL WRHS Planned
28 an 2020

Receipt #20001610014 % ©
DL WRHS. Planning
25 Jan 2020

Receipt #20001610015 oo
DCL WRHS Planning
25 Jan 2020

Receipt #20001610008 *—0
DCL WRHS Planned
22 Jan 2020

Receipt #20001610009 o—o
DCL WRHS Planned
h H ©

Al Sarsices Dashhe appiness

Page 20149
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a. Invoice Submission (Single Purchase Order
Invoice)

1 From Order Screen, under the Create 1213 sm
section you will be able to create an Invoice. B Order DEEle

=:=4 Dubai Municipality
Order Number 41906564
Net AED 649,344.756
Tax AED 32,467.24
Total AED 681,811.996
Create
Description

Receiving Items with API through smarT supplier
(for Ahmed Al Test)

Statistics
- \
0% 5% 23%
Invoiced Delivered Quality

1113 AM

In some cases, if the delivery is completed

Order Details.

you will only be able to view the Invoice < OperatingUnt

button Order Number 21800014

Notice in this case that Delivered is 100% et AED 14700
Total AED 14,700
Create
Description

Invoicable PO without Receiving for Testing by
Mohamed Kafafy

Statistics
™
Invoiced Deliverad Quality

>> Smart Supplier Quick Guide Page 21|49
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2 If the department has a special requirement e
it will be displayed first so you can prepare
them

Kindly prepare the below roquired docurnents soft copy before
entering your invoioe:
1 Purchase order.
2 Orginal invoice.
3 Manual inventory receipt approved by concerned
department.
4 Electronic receipt and delivery nole created by system
{manual receipt date should equal electronic receipt date).
5 Bank guaraniee if required in the purchase order.
6 Any Guarantae if raquired in the purchase order.

7 Any otner document  required in the purchase order.

f :IV ©
3 List of the lines that are eligible to invoice
will be displayed. You can select each line or <""6 ».
elec’ nes
select all the lines within the scope of o Aorts
invoice.
Q Search
:\ Invoice All (1)
Note:
. . . . | Interfold Paper
1. Lines might not show if the receiving -
is not complete .
2. Lines that are not showing despite of Units to Invoice

Maximum Available Units: 3600

delivering them have to be reported
to the government entity that has
received the service.

3. Lines selected must be of exact as in
the actual generated invoice and it
must be attached to the request itself & =i ©
as showing next

>> Smart Supplier Quick Guide Page 22149
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11:16 5 ®
< Select Lines

. Dubai Airports

You can select all lines by tapping on [ @ sear ]
|nVO|Ce A”. *‘ Invoice All (1)
You can also Search the lines from the "] Interfold Paper

search bar on top to filter the lines

PO Line 1

Units to Invoice
A L Q
Also, you can directly select the lines and e -
edit the Units/Amount to Invoice field. g Selec
. . . . I\ Dubai Health Authorit
To edit the field, tap on Units to Invoice '
textbox. 420 @
[ Invoice All (2)
Notes TOOTH PASTE Colgate 5G| 10ml
By default, when selecting the lines, the PoL o
maximum unit to invoice is entered by unistomvoice | 4,320 |
default. This can be edited as explained S
Done
above. 1
Kindly ensure that the data is entered A o
correctly in English numbers. 7 ' 8 ‘ B
0 &
®

>> Smart Supplier Quick Guide Page 23149
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©

4 Upon selecting the lines, the sticky action
will show at the bottom, with a summary of
your Invoice Value (with no taxes if tax
applies). Click on Next to move to shipment
information

5 The Invoice screen shows all details for your
review

Note:
¢ Invoice Number is Mandatory and must

match the original invoice that will be
attached.

e Optionally you can add an invoice
description

¢ |Invoice Date is defaulted to the Systems
Date (in Dubai GMT+4), and you can
change it to an earlier date if needed
(future date is not allowed)

>> Smart Supplier Quick Guide

1:17 5 @m0
< Select Lines

Dubai Airports
Q_ Search
Invoice All (1)

Interfold Paper
Unit Pric 50.0
PO Line 1
PO Number 12000070
Units to Invoice 60

Maximum Available Units: 3600

AED 3,000
Total Amount

h H Q

Al Sorvicos Dashboard Hap

Create Invoice

“#45 Operating Unit

A scanned invoice is mandatory before submitting the
invoice to the entities.

#41800010

PO Value AED 100,000

Invoice Value AED 5,000

Invoice Details.

Invoice Number *

Enter Invoice Number

Invoice Description

Enter Invoice Description

Invoice Date * 23 Jan 2020 &=

n H ©

Page 24|49
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n:17 &m0

< Create Invoice

Invoice Number *

Kiranda

Invoice Description

You can’t submit the invoice without Daairport

Attachments. Also the Tax is calculated

which can be edited it if there is a Bank Ascoent

calculation error Invoice Date 18 Jan 2018 5
— AED 3000

Tax |:> AED 150
Attachments * Add Attachment

AED 3,150
Total Amount

Select your Bank Account through the
Select Button. If no account is selected, the - G
invoice will be linked to the default account oo e

for your company which is registered on the e
eSupplier system Kiranda

Invoice Description

Da airport

Bank Account

Bank Account

oo ()()1

>> Smart Supplier Quick Guide Page 25|49
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Create Invoice

Invoice Value AED 5,000

Invoice Details.

LWELY FYNLY
SMART DUBAI

Attachment can be from a camera (make Invoice12/2020
sure it is a clear image to avoid rejection) or
a file from your device

Invoice Description

Enter Invoice Description

Invoice Date * 23 Jan 2020 £
Camera
Gallery
Document
Cancel
6 After all documents are uploaded, click on n18
Submit to send the invoice for approval. <5 ot

Invoice Description

Da airport
Bank Account
Invoice Date * 18 Jan 2020 =
Items Total AED 3,000
Tax AED 150
Attachments * Add Attachment
Attached Files m ~
FE273DE6-DCF7-413C-BDOE-... Delete
AED 3,150
Total Amount

>> Smart Supplier Quick Guide Page 26|49
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7 Once the request is submitted a
confirmation message will be displayed and
you will be notified through the app once it
is approved.

8 You can track the invoice submission by
visiting the Order Details page

>> Smart Supplier Quick Guide

12:06

< Successfully Submitted

+

+

v

Successfully Submitted
Your Invoice Number Invoice12/2020 has
been successfully submitted to the
Accounts Payable department of

Operating Unit on

23 Jan 2020 12:05 Dubai (GMT +
04:00). You will be notified upon its

review.

2:30 PM

Order Details

Description

[CSC-Stare (Dom)]PR#11718267,S0Q#21701195/RMA

Statistics

50% '

Invoiced
Details

ms Shipments

A\

More information

Delayed Delivery On
28 Aug 2017

fh H ]

50% '

Delivered

Attachment

60%

Quality

Contact Buyer

©
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Or directly through the Invoices tab

9 The invoice will show initially as Submitted

>> Smart Supplier Quick Guide
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Tenders Purchase Orders

E f &

6:28
<

Submi

Q Sea

20 results

A
>

Invoices Favourites

o

Invoices +

itted On Hold Cancelled
rch

Filter

Supplier invoice
Standard Invoice Number Supplier-2020-001
i Health Author

Smartsupplier/invy/2020
Standard Invoice Number Smartsupplier/inv...
D v

[Submitted]

eeef
Standard Invoice Number eeef
i Health Author

Da airport

_ Standard Invoice Number Kiranda

Page 28149
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4.View Invoices

1 Upon Login, you will land on the categories 16
page, to check submitted invoices, tap on the smart

Invoices category s
4

Tenders Purchase Orders
Invoices Favourites
f H
Al Sorvices Dashboard Happ [

4:27 PM

2 You will find a list of all Invoices from all
government entities

Invoices

Q Search
20 results Filter

Smartsupplier/inv/2020
Standard Invoice Number Smartsupplier/inv/2020
nicip

fS.bnion)

INVOICE 2201
_A\_ standard Invoice Number 2201
b Authorit

inv 1966 dn 1966
A\ standard Invoice Number 1966
r o h Authorit

Automatic generated Debit Memo as.
delivery lateness penalty.

‘> Debit Memo Number DN-1PO#41703786 INV#1972
Duk: ealth Authorit
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4:27 PM

Invoices

Submitted On Hold Cancelled

If you need to filter the results, you can do so |
through the Search box or through the Filter
b u tt O n . i Smartsupplier/iny/2020

Standard Invoice Number Smartsupplier/inv/2020

[Submitiod]

INVOICE 2201
A\ standard Invaice Number 2201

inv 1966 dn 1966
A\ Standard invaice Number 1966

Automatic generated Debit Memo as
A (civery lateness penaly
4\ bebit Memo Number DN-1PO#41703736 INV#1972

Awmvad 0% Paid
T
3 Once the Filter screen loads, select your filters. oz EC
The filters will be reflected on the results. X Fiters
Departmen(

Kindly note that you may need to click Apply Category
Filter to ensure the filters are successfully Payment
apphed | Paid H Not Paid H Partial ‘

Invoice Status

| Submitted ‘ In Process ‘ ‘ Approved ‘
Rejected

Invoice Date From =]

Invoice Date To =]

Order #

Apply Filter

2:27 PM

Once the results are populated, you will be able

Invoices

to see the number of filters that have been

applied a Search

1results 1Filter

m
A\ Standsrd nveice Number 771
>

Smart Supplier Quick Guide Page 30149
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4 You can view On-Hold Invoices and Cancelled
Invoices by navigating the tabs as shown Invoices

Submitted Cancelled

Q_ Search
20 results Filter

Automatic generated Debit Memo
as delivery lateness penalty.
/> Debit Memo Number DN-1P0#41703786 IN...
10 Jun 2019
INV 1965 DN 1965
A\ standard Invoice Number 1965-ca
4

17 Sep 2019

inv 1335 dn 1335
A\ standard invoice Number 1335-ca
4

22 0ct 2019

inv 1426 dn 1426
A\ standard invoice Number 1426 - C
r

[ L ©
5 In all cases to view details for a particular o0 -
invoice, tap the invoice you want to see s v
4\ Dubai Health Authority
The invoice will show its number, type, date, nvoice Number 2226
. . Invoice Ty Standard invoice
and total value along with the VAT value (if o o
applicable). Total AED 7625
VAT AED 381.25
Total with VAT AED 8,006.25

Add to Favourites

Invoice Description
INV 2226 DN 2226

Invoice Statistics
33% 0%
L H Q©

Al Servicas Dashboard Happinoss Woro
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6 All transactions are linked to a real-time
statistics dashboard to help you to view invoice N

related details

Invoice Description
INV 2226 DN 2226

Invoice Statistics

33% ' 0%

Invoiced

of Order Paid Deducted
Invoice Details A
P 1 =
ms Attachment Holds Payments

Fully Paid On
03 Jun 2019 S

6 To view any related details on payment and
deductions from the invoice, tap on Payments - voiceRge

Add to Favourites

Invoice Description
INV 2226 DN 2226

Invoice Statistics
33% ' 0%
Invoiced Paid Deducted
of Order
Invoice Details ~
P v
& ©
ms Attachment Holds
Fully Paid On
03 Jun 2019 Contact Dept.
f L (€]
Al Servicos Dashbosrd Happinoss [
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If In Progress is stated, the payment is not yet < Payments
cleared from the bank to your account. o

Please note that when payment status is Confirmed it
will take time to be reflected in your account

Wire# 170 001 8241

) In Progress

Payment Amount AED 8,006.25
Invoice Amount AED 8,006.25
Payment Date 22 Jul 2019
Bank COMMERC\A[I;S;:KP&F:
Bank Account# e 3152

Smart Supplier Quick Guide Page 33|49
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a. Create invoices for Multiple POs

1 From the Invoices screen, tap on the + sign Invoices
on the top right . :
STt o Filter

Smartsupplier/inv/2020
Standard Invoice Number Smartsupplier/inv/2020

[Submitiod]

INVOICE 2201
A\ standard Invoice Number 2201

inv 1966 dn 1966
A\ standard Invoice Number 1966

Automatic generated Debit Memo as
delivery lateness penalty.
ol \ Debit Memo Number DN-1PO#41703786 INV#1972

A 5 ©
You will see a list of the government entities 622 =
that are having eligible lines for invoicing. If < S —
no entity name appears, then there are no e

eligible lines.

. Available Orders: 1
~ Total Lines: 1

For each government entity, you will
see the total number of purchase
orders that are eligible to be invoiced s Avalable Orders:2
and the number of lines as well.

_\_ Available Orders: 13
{~ Total Lines: 31
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2 If the department has a special requirement  § o
it will be displayed first so you can prepare

accordingly

Kindly prepare the below roquired docurnents soft copy before
entering your invoice:

1 Purchase order.
2 Onginalinvoice.

3 Manual inventory receipt approved by concerned
department.

4 Electronic receipt and delivery nole created by system
{manual receipt date should equal electronic receipt date).

5 Bank guarantee if required in the purchase order.

6 Any Guarantae if raquired in the purchaso order.

7 Any other document i recuired in the purchase order.

A !i ©
3 List of the lines that are eligible to be
invoiced will be displayed. You can select
each line or select all the lines within the - -
< Select Lines

scope of the invoice.

- Dubai Health Authority

Q Search
Note:

j Invoice All (31)

1. Lines might not show if the goods / N
A X ] BA:!’H TOWEL COTTON WHITE | 30" x

service meant to be received have not 60| WITH OUT COLOR CODE]
been delivered e

2. Lines that are not showing despite of — -
good/services being delivered have Maximum Avatabl Uns: 200
to be reported to the government ) BATH TOWEL COTTON WHITE | 30" x
entity that has received the
goods/service.

3. Lines selected must be exactly as the Units o fnvoice
actual generated invoice and must be A
attached to the request itself as

shown in the next image

rice
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You can select all lines by tapping on 622 .
|nVO|Ce A” < Select Lines
H - Dubai Health Authori
You can also Search the lines from the P Dupai Heath Autrory
search bar on top to filter the lines [quh ]

[ invoice All (31)

] BATH TOWEL COTTON WHITE | 30" x
60" | WITH OUT COLOR CODE |

Unit Price 1525
PO Line 1
PO Number 41703786
Units to Invoice 0

Maximum Available Units: 200

i‘ BATH TOWEL COTTON WHITE | 30" x
60" | WITH OUT COLOR CODE |

:;‘;w:LPrr:;e 15 _)‘
PO Number 41703786
Units to Invoice 0
® H o
Typing in the search box retrieves results 628 P
|nstant|y < Select Lines

4\ Dubai Health Authority

Q 420 o
j Invoice All (2)

j TOOTH PASTE Colgate 5G| 10ml

Unit Price 0.59
PO Line 1
PO Number 42000177
Units to Invoice

imum Availat Jnits: 4320

j BATH TOWEL COTTON WHITE | 30" x
60" | WITH OUT COLOR CODE |

Unit Price 100
PO Line 2
PO Number 42000177
Units to Invoice 0
Av. s: 4320
f H @]
R e B Moro
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»

Also, you can directly select the lines and
edit the units/amount in the Units to Invoice
field.

To edit the field, tap on Units to Invoice
textbox.

Notes:

When selecting lines, the maximum units
figures that can be invoiced is entered as
the default . This can be edited as explained
earlier.

Kindly ensure that the data is entered
correctly in English numbers.

Upon selecting the lines, the sticky action
will show at the bottom, with a summary of
your Invoice value (with No Taxes if taxes
apply). Click on Next to move to shipment
information

Smart Supplier Quick Guide

6:25 =
< Select Lines
<\ Dubai Health Authority
Q 420 [
;\ Invoice All (2)
TOOTH PASTE Colgate 5G| 10m|
Unit Pric
PO Line 1
PO Number 2000
Units to Invoice 4,320
A r 2 able U 4320
Done
1 2 3
aBc ek
4 5 6
aH KL MO
7 8 9
pars Ty ) wxvz
0 &
i < m
< Select Lines

- Dubai Health Authority

Q 420

;\ Invoice All (2)

TOOTH PASTE Colgate 5G| 10m|

Unit Pric

PO L

PO Numt

Units to Invoice

320

ilable L 4320

BATH TOWEL COTTON WHITE | 30" x

60" | WITH OUT COLOR CODE |

Unit Pric

PO L

PO Numbi

AED 188.8
Total Amount

L

Page 37149



LWELY FYNLY
SMART DUBAI

5 The Invoice screen shows a review of the e26 -
i nfo rmation < Create Invoice
Note. ",\ Dubai Health Authority
. . _Ascanned invmcg _is mandatory before submitting the
¢ Invoice Number is Mandatory and must
match the original invoice that will be 2000177
attached.
PO Value AED 48,036.24
e Optionally you can add an invoice AED 1888
description IR
¢ Invoice Date is defaulted to System’s e Number
. . . Supplier-2020-001
Date (in Dubai GMT+4), which can be "

changed to an earlier date if needed Inuoice Description
(future dates are not allowed) Supplerinvelee

113 H Q
You can’t submit the invoice without n7
Attachments. Also the tax is automatically S create KRS
calculated and can be edited it if there is a Invoice Number

Kiranda

calculation error

Invoice Description

Da airport

Bank Account
Invoice Date * 18 Jan 2018 =1

Items Total AED 3,000

Tax |::> AED 150
Attachments * Add Attachment

AED 3,150
Total Amount

h L Q

Al Servicos Dashhoard Hap
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Select your Bank details using the Select S
Button. If no account is selected, the invoice . cxumeer
will be linked to the default account which is  «rna
registered on the system for the respective e st
suppliers company Da airport

Create Invoice

Bank Account

Bank Account

oo ()()1

The attachment can be an image from the 12:05 c-
device’s camera (make sure it is a clear . -
image to avoid rejection) or a file from your e

device

Invoice Number

Invoice12/2020

Invoice Description

Enter Invoice Description

Invoice Date * 23 Jan 2020 &

Choose Attachment

Camera
Gallery

Document

Cancel
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6

»

After All Documents are uploaded, click on 8 ——
Submit to send the invoice for approval. < Croate iR

Invoice Description

Da airport
Bank Account
Invoice Date * 18 Jan 2020
Items Total AED 3,000
Tax AED 150
Attachments *
Attached Files 1 ~

FE273DE6-DCF7-413C-BDOE-... = Delete

AED 3,150
Total Amount
© e
Happinoss More

[ L

Once the request is submitted a o2z =
confirmation message will be displayed and < successtlVEIEE
you will be notified through the app once it

is approved.

Successfully Submitted

Your Invoice Number Supplier-2020-001
has been successfully submitted to the
Accounts Payable department of Dubai
Health Authority on
25 Jan 2020 18:26 Dubai (GMT +
04:00). You will be notified upon its
review.
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8 The invoice will then show on the Submitted 628 _—
||St < Invoices +

Submitted On Hold Cancelled

(This process might take up to 20 minutes of
processing before the invoice shows up on the Q Search
Submitted ||St) 20 results Filter

Supplier invoice
A\ standard Invoice Number Supplier-2020-001
’

[Submitted

Smartsupplier/inv/2020
Standard Invoice Number Smartsupplier/inv...

[Submitted]
eeef
A\ standard Invoice Number eeef
’
[ Submitted ]
Da airport
_ standard Invoice Number Kiranda
[ Submitted]
1234R
L L ©]
Al Sorvicos Dashbosrd Happinoss

>> Smart Supplier Quick Guide Page 41|49



LWELY FYNLY
SMART DUBAI

5. Dashboards

1 At anytime you can view a dashboard which 16
represents a 360 degree view about your smart s

business activities with Dubai Government
entities /z

Tenders Purchase Orders

Invoices Favourites

2 Once the dashboard loads, you can select a 10133 -
particular entity and the year to get a Dashboard
o532 g o
focused view. P smartstpplier
You will see only the entity names that you are B
dealing with. If any entity you are working with is PO / Entity )
not being displayed, kindly contact our contact
center on 600 560 00O0.
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Swipe up to see more charts

To view more information on a single entity
on the chart, tap on the entity’s name

Smart Supplier Quick Guide

12:12

Dashboard

187k
Knowledge ... ok
595
M ™
.

Raad and Transpor. Dubai Municipality
DubaiHealthA.. | ‘Knowledgeandm
a.1%

L H (©]
I Dashboard H

Dashboard

Road and Transport Authority
Bill 5187k
(]

Road and Transport..., Dubai Municipal
Dubai Health A... i ‘Knowledge and...
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Smart Supplier Quick Guide

Dashboard

Dubai Police Department
Sum of positives

2.3M
Dubai Police Department
Billed: 2.27

Remaining:

Departmento.. 2.82k

™M

Road and Transport -
Dubai Govern...

A 5 O

Dashboard Happinoss Woro
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6. Favorites

1 You can view Favourites which represent

the documents you have marked as your smart s
Favourites in the Orders and Invoices
categories
Tenders Purchase Orders
Invoices Favourites
113 !i‘ Q
2 Tap the document to open it or if you want 619 -
to delete it just swipe left. N rovoliy
Orders Invoice
Q Search
3 results

*aper products for Terminal 2 -

X8 Airport
Number Delete

irports

Patients Personal Care Items and
y Dental Health

f Number

IPR: 11701346 ITEM : Bath Towel
™ Number
RT .

He
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7. Other functions

1 You can always control your account 16
through the More button located on the smarts
bottom bar

a0

Tenders Purchase Orders

Invoices Favourites

2 You can view your personal information, 6150 B
change the password, or even use your Face B My Accollt
ID or Touch ID if it is available on your 2 R
Change Password
phone' & Enable Face ID
B rogout
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»
.

3 You can Manage your ‘Push Notifications’ to o151
manage the frequency of notifications you < Push Notifications
are reCGIVIng Invitation to Tenders

Successful Tender Payment
Tender fees reminder
Invoice Rejection

Rec. Approva

oJololele]e

Rec. Rejection

4 You can also upload your business card
details and share it electronically using the Businezs Lo
QR code
By default, your mobile number will not

Hamad Al-Shamsi

show, but you can swipe right on the QR
code to show your mobile number.
Email hamad@supplier.com
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< Business Card Edit
& a
You can hide your mobile phone details by o

swipe left on the QR code.

Title Sales Manager

You can also edit any information on your
digital business card

5 Finally, we would like to hear your feedback
on using the application through the
Happiness Meter. You can call it at any point
of time in the application, by simply clicking
on the smiley face located on the bottom
navigation bar.

>> This App

OO

How was your
experience?

f H | ©
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