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Glossary



1. Introduction

Welcome to SAGT Supplier Portal

As a Service Provider of SAGT, you can now submit invoices, quotations, and bid using the Internet
Supplier Portal module of Oracle Fusion Cloud directly at your convenience. Our expectation is to get you
onboard with the new technology to speed up our sourcing process and payment settlements in a more
effective way.

Supplier Portal module of Oracle Fusion Cloud can be accessed by the Suppliers who are given access to
create an invoice, quotation for RFQ, bid for auctions and inquire about the statuses of orders,
negotiations and payments.

If you don’t have access yet and would like to register, please contact the Manager who engaged your
services or send a request to nilusha.jayamaha@sagt.com.lk including your supplier name, supplier

number, contact person’s name and details. Our dedicated SAGT Supplier Management Program
administrator will assist you.


mailto:nilusha.jayamaha@sagt.com.lk

2. Sign into Supplier Portal User Account

2.1PC Setting and Browser Version

2.1.1 Operating system
It is recommended to use Windows 7, Windows 8 or later version, Mac OS 10.9, Mac 0S 10.10, iOS 8, OS
4.0.2

2.1.2 Recommended browsers
Either Mozilla Firefox or Google Chrome internet browsers can be used. Mozilla Firefox is highly
recommended by Oracle to use Oracle Fusion Cloud.

You can also use Apple Safari 11, Google Chrome 60+, Microsoft Edge 40+.



2.2 User login and Access

Once the supplier registration has been completed and the supplier user account has been created, the
supplier contact person will receive the following email with the reset password link from SAGT.

From the email address: eigw.fa.sender.1@workflow.mail.us6.oraclecloud.com

If the email is not in your Inbox, please check the spams and move it to inbox. Add the email address to
address book. If you have not received any email please contact us.

Oracle Fusion Applications-Welcome E-Mail - Message (HTML)

T Ignore x Q @ E% [FL Meeting " Movete:? %;Z:llyPersona\... ¥ e Rules v |E—| Ei‘f ==I > % # Find q

EJ Team Email B OneNote [5] Related ~

Delete  Reply Reply Forward Move Assign  Mark Categorize Follow  Translate Zoom
Junk~ ply  Reply EiMore- |2 < 9 9
& Jun Al | More « Reply 8 Delete ¥ Create New r . [EPActions~ Policy - Unread z Up- . [3 Select~

Delete Respond Quick Steps ] Move Tags LM Editing

Tue 2/25/2020 351 PM
eigw-test fasender 1@workflow mail.usé.oraclecloud com

Oracle Fusion Applications-Welcome E-Mail

To  Withanarachchi, Yehan

Dear
Congratulations! Your Oracle Fusion Applications account has been successfully created.
Please follow the link below to reset vour password.

https-//eigw-test fa usé oracleclond com443/hemUI /faces/ResetPassword 7ase gid=d98c014a27694049985d723552¢ca%15

For any issues, contact your system administrator.

Thank You,
Oracle Fusion Applications

You are required to create a password to access the system by click on the link in the received email. Give
a password that contains a minimum of 8 characters, including a number according to globally accepted
password security policies. Re-enter the same password in the second field and submit.

SIGN IN

ORACLE APPLICATIONS CLOUD

Reset Password

Password

Confirm Password

Submit



mailto:eigw.fa.sender.1@workflow.mail.us6.oraclecloud.com

Once the password is reset, the cloud application is ready to use. Use the supplier contact email address
(email address which received the Oracle Fusion Applications: Welcome E-mail) as the User ID and enter
the created password to login to the supplier portal.

Please use the below URL to login SAGT Supplier Portal.

Oracle Fusion URL: https://eigw.login.us6.oraclecloud.com/

SIGN IN
ORACLE APPLICATIONS CLOUD

User ID

Password

Forgot Password

|English

Please bookmark the login page or else you can add a shortcut in the desktop.


https://eigw.login.us6.oraclecloud.com/

2.3Supplier portal Homepage

Once logged in, you will be taken to Home Page.

Please note that the home page background colour can differ from the screenshot provided here.

The home page can be returned to at any time by clicking the “home” icon.

All notifications and pending notification (which required action) can be viewed. This will navigate
you to the source document if clicked the task in this “bell” icon drop-down list.

m To sign out from the supplier portal, click “settings and actions” icon > click sign out > and then

confirm.




2.3.1 Supplier Portal

Click on the Supplier Portal icon, which will direct you to create, view, and manage > invoices, response
for RFQ and auction tasks screen.

You will land on the below screen once you are in the Supplier Portal.

Supplier Portal

Search Invoices ¥ Invoice Number v

Tasks
Consigned Inventory
. . Requiring Attention
« Review Consumption Advices

Invoices and Payments

« Create Invoice
« Create Invoice Without PO
« View Invoices

. View Payments

Negotiations

« View Active Negotiations

« Manage Responses

Company Profile

+ View Profile L R

Recent Activity
Last 30 Days

Negotiation invitations

Negotiation responses awarded or rejected

W Negoliations Closing Soon [ Invoices Overdue

Supplier News

For any inquiries please contact us.

Tel: +04 11 2457500
Fax =04 11 2457558
Mail: Support@sagt Ik

Transaction Reports
Last 30 Days

Invoice Amount
Invoice Amount
Invoice Price Variance Amount

Invoice Price Variance Amount




Click on the required task (tasks with a blue hyperlink in the left pane) to navigate to the page you want
to perform the job or inquire.

OR

Use infolets “Requiring Attention”, “Recent activities”, and “transaction Reports” for convenience and
fast navigation.

Supplier News

Supplier users can view any relevant news that is posted for suppliers. For example, server downtime,
upgrade notices, and so on by SAGT.

If you have any purchase orders, blanket agreements, invoice related queries please contact your SAGT
contact person or our purchasing manager. If you need to inquire a payment related matter please
contact accounts payable manager.

3. Supplier Invoice

3.1Create Invoice (With Purchase Order)

Create an invoice for one or more open, approved, and not fully billed purchase orders. The invoice is
immediately visible to the buying company for further processing. You cannot edit an invoice after
submitting it.

Navigation > Homepage > Supplier Portal > Create Invoice

Supplier Portal

Search Invoices v Invoice Mumber ¥ O-.

Tasks

Consigned Inventory

. } . Requiring Attention
= Review Consumption Advices

Invoices and Payments

Create Invoice
= Create Invoice WVWithout PO
= Wiew Invoices

=  Wiew Paymenis
Negotiations

=  Wiew Active Megotiations

= Manage Responses

Company Profile =

= Wiew Profile
M Invoices Overdue

Supplier News



https://eigw-test.fa.us6.oraclecloud.com/fscmUI/faces/FndOverview?fnd=%3B%3B%3B%3Bfalse%3B256%3B%3B%3B&fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal&_afrLoop=6550232427698127&_afrWindowMode=0&_afrWindowId=t033bucv3&_adf.ctrl-state=j6rgs4gxv_1&_afrFS=16&_afrMT=screen&_afrMFW=1517&_afrMFH=741&_afrMFDW=1366&_afrMFDH=768&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=86&_afrMFG=0&_afrMFS=0&_afrMFO=0

Invoice fields explained;

Identifying PO: Enter PO number for which the invoice is to be processed

Supplier site: Supplier Address from which the invoice is being prepared

Number: This is the Invoice Number of the invoice you will be submitting to SAGT for processing
Date: This is the Invoice Date

Type: Invoice

Description: Enter a brief description of the invoice

Attachment: Attach an Invoice Image (Attachments: Click on + sign beside Attachments to attach a
document, text or URL that is relevant for the invoice e.g. invoice copy, courier invoice, etc.)

Fill in the required fields as below instructions;

* (asterisk marked fields are mandatory)

Create Invoice Invaice Actions ¥ Save | SaveandClose  Submit  Cancel
* Identifying PO 118527 v ° Remit-to Bank Account v e“ Number 2020-1-7733
suppler - | Unique Remittance Identifier o Pl "2 C
T D
Pyt Unique Remittance Identifier Check 1y -
Digit ype  Invoice
* Supplier Site  OFFICE v "
Description Invoice Currency LKR - Sri Lanka Rupes
Address 123, Galle Road, Colombo 03, LK
Aiachments ASPLOG00G0pcf b X ° Payment Currency LKR - Sri Lanka Rupee
Supplier Tax Registration Number v
Customer
Name South Asia Galeway Teminals (Pvi)
* Customer Taxpayer ID  SY311976 v Lid.
Address

Lines e

Viewy 4 B CancelLine

Purchase Order Consumption Advice Available
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification Quantity Quantity
*Number * Line * Schedule  Number Line

Mo dafa to display.

1 2




1. Select the PO number from the drop-down list, and the system automatically picks the supplier
name.

Select and Add: Purchase Orders

4 Search Advanced Saved Search -

** Al least one is reguired

** Purchase Order 1128420 * Consumption Advice

Creation Date dd-mmm-yyyy h.mm a

Search Reset  Save...

Search Results

View w iz Detach Select All

- |

Purchase Order Consumption Advice s lier Ite
N:?npb:eerr m Item Description Ship-to Location

Number Line Schedule Number Line

118420 1 1 | Glass Bottle SAGT_INV_LOCAT .

El

Apply  OK

The Purchase Order you have entered on the Create Invoice screen appears automatically on the pop-up
window.

Select the PO line (Line should turn blue if selected) which matches the item description of the
goods/service you have provided Or Click on the Select ALL button to select all the lines in the pop-up
window.

Once the line has been selected click on the Apply button, the selected line will disappear from the pop-
up window.

If there is a requirement to add another PO to the same invoice, search the PO from the Purchase
Order drop-down list and select the line and click Apply.
Once you have selected all the lines you want to invoice for, please Click on OK.

Selected PO Lines will appear under Lines.

Select the supplier site.

Enter the Invoice Number

Select or enter Invoice Date

Type: Invoice

Currency (Automatically populates)

Attach an Invoice Image/PDF or any other important document (Refer attachments section)

No s wDN

Special Note: In accordance with Inland Revenue Department requirements it is mandatory for us to
produce the supplier tax invoice. Hence we kindly request you to send us the original tax invoice as
before. But sending the invoice through supplier portal will speed up the payment process.



8. Click the Select and Add button to select the purchase order Line

Create Invoice

Identifying PO 118527

Remit-to Bank Account

Unique Remittance Identifier

Taxpayer ID
Unique Remittance ldentifier Check
Supplier Site  OFFICE - Digit
Address 123, Galle Road, Colombo 03, LK Description
Supplier Tax Registration Number v
Customer
P Name
Customer Taxpayer ID  SYS11976 v
Address
Lines
viewr 4 M [E  cancellLine
Purchase Order Consumption Advice
* Number * Type Supplier liem
* Number * Line * Schedule  Number Line
1 Item voones7 1 1
Total

Attachments  2020-1-2131 ¢ X

Soulh Asia Gateway Teminals (Pv1)
Lid

Item Description

Leave Recognition Gift Vou...

Invoice Actions w

Ship-to Location

SAGT_INV_LO ¥

Save

* Number

Date
Type
Invoice Currency

Payment Currency

Tax Classification

VAT_15% ANL w

Saveand Close | Submit  Cancel

2020-1-2131
20-Mar-2020
Invoice
LKR - 5ri Lanka Rupee
LKR - Sri Lanka Rupee

Available

Quantity Quantity

36 36

In case if tax is not calculated in the PO, select the tax code from the tax classification drop-down.

(Refer tax codes section).

Calculate tax in invoice

Once the Header and the line of the invoice are completed Click on Calculate tax in the Invoice Actions
button to populate the tax amounts (Shortcut keys: ctrl + alt + X on your keyboard).

10




Edit Invoice Save  Sav andClose  Submit  Cancel
Calculate Tax ~ Clri+Alt+X
Identifying PO 13420 Remit-to Bank Account Cancel Invoice [ oas
supoter
PP Unique Remittance Delete Invoice {
\dentifier ¢ 04-Mar-2020
Taxpayer ID
Unique Remittance iype  Invoice
or it Identifier Check Digit
Suppiier Site [EEEER M Invoice Currency LKR - Sri Lanka Rupee
Description
Address 498, Galle Road, Colombo 03, LK payment Currency LKR - STl Lanka Rupse
Attachments None =
Supplier Tax Registration Number v
Customer
Name South Asia Gateway Terminals
Customer Taxpayer ID  SYS11976 v (Pvt) Lid.
Address
Invoice tax lines will be displayed in Summary Tax Lines (Please note that below just an e.g.)
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

2 LKTAX Sri Lanka Value Added LK VAT TJC LK VAT TSC VAT_LOCAL 15% 15 1.530.61

3 LKTAX Nations Building Tax LK NBT TJC LKNETTSC SVAT_LOCAL 15% [ 0

1 LKTAX Nations Building Tax LK NBT TJC LK NET TSC NBT_LOCAL 2.04% 2.0 0
Totals

Items. Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
10,000.00 0.00 1,530.61 11,530.61

The Summary Tax Lines are updated with tax amounts. Also, the Total Invoice amount gets updated at
the bottom right corner.

Edit Invoice

Identifying PO
Supplier
Taxpayer ID
Supplier Site

Address

Supplier Tax Registration Number

118420

QFFICE

498, Galle Road, Colombo 03, LK

Remit-to Bank Account

Unique Remittance
Identifier

Unigue Remittance
Identifier Check Digit

Description

Attachments

None ==

Invoice Actions 1 Save

* Number

Date
Type
Invoice Currency

Payment Currency

Save and Close

Submit

as

04-Mar-2020
Invoice
LKR - 8ri Lanka Rupee

LKR - 8ri Lanka Rupee

Cancel

If all the information entered is 100% accurate and ready for submission, scroll to the top and click on the
Submit button on the top right corner of the page. If the invoice is not complete for submission, you can

click on Save, the saved invoice will be available for editing in view invoices. You can simply click on
Cancel if you want to delete the entered invoice (cancellation should be done before saving the invoice

for the first time).

Once invoice is submitted you cannot use the same invoice number to create a new invoice, even if there
is a correction to be done. So make sure to submit the accurate invoice and if you have any doubt do not

11



submit and please contact our Accounts Payable manager for assistance. Contact details are available in
the supplier portal main screen.

3.2 Create Invoice Without PO (Invoice Request)

An invoice without a purchase order that is submitted through Oracle Fusion Supplier Portal is only
visible to the buying company for further processing is after approval from the buyer, i.e. from SAGT.
You cannot edit an invoice after submitting it.

Navigation > Homepage > Supplier Portal > Create Invoice without PO

Supplier Portal

Search Invoices v Invoice Mumber ¥ .

Tasks

Consigned Inventory

. ) . Requiring Attention
= Review Consumption Advices

Invoices and Payments

= Create Invoice
« Create Invoice Without PO
- VIS INVUIDESS

= Wiew Paymenis
MNegotiations

= Wiew Active Megotiations

= Manage Responses

Company Profile 2

= Wiew Profile
M Invoices Cwerdue

Supplier News

Invoice fields explained;
Supplier site: Address from which the invoice is being prepared

Number: This is the Invoice Number on the invoice you will be submitting to SAGT for processing

12


https://eigw-test.fa.us6.oraclecloud.com/fscmUI/faces/FndOverview?fnd=%3B%3B%3B%3Bfalse%3B256%3B%3B%3B&fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal&_afrLoop=6550232427698127&_afrWindowMode=0&_afrWindowId=t033bucv3&_adf.ctrl-state=j6rgs4gxv_1&_afrFS=16&_afrMT=screen&_afrMFW=1517&_afrMFH=741&_afrMFDW=1366&_afrMFDH=768&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=86&_afrMFG=0&_afrMFS=0&_afrMFO=0

Date: Date of the Invoice

Type: Invoice

Requester Email: Enter Requester Email (Your SAGT contact person will inform you the email address to

be entered).

Most of the time head of the department (HOD) that you provided the service will be the requester and
this invoice will go to that particular department head as an invoice request. Once the invoice request is
approved by the department head, it will go to finance and will be available for payments. If any other

SAGT employee email address entered invoice will be auto-rejected by the system.

Attachment: Attach an Invoice Image/PDF (Attachments: Click on + sign beside Attachments to attach a
document, text or URL that is relevant for the invoice e.g. invoice copy, courier invoice, etc.)

* (asterisk marked fields are mandatory)

Fill in the required fields as below instructions;

Supplier

Taxpayer ID

* Supplier Site

Address

Supplier Tax Registration Number

Customer

Lines

View v | s

* Number ™ Type
No data to display

* Customer Taxpayer ID  SYS11976

Create Invaice Without PO

OFFICE

123, Galle Road, Colombo 03, LK

Ship-to Location

Total

Ship-from Location

Remit-to Bank Account

Unique Remittance
Identifier

Unique Remittance

Identifier Check Digit

Description

Attachments  None s o

Name ey g

Address

Tax Classification

South Asia Gateway Terminals

* Amount Description

Invoice Actions w  Save

o" Number  2020-1-90339
e *Date 22-Mar-2020
° “Type Imvoice v

Invoice Currency  LKR - Sri Lanka Rupee

Saveand Close

Payment Currency LKR - Sri Lanka Rupee

* Requester Email  Wiliam@sagt.com k

Requester Name  AB William

Cancel

t

' e

© N U E WM

Supplier Site
Enter the Invoice Number
Invoice Date
Type as Invoice
Select the Invoice Currency from the drop-down list

Requester Email (Your SAGT contact person will inform you the email address to be entered)
Attach an Invoice Image (Refer attachments)

Click the ‘+’ sign to add a good/service line

13



Click the + sign under the lines section to add an item, freight or miscellaneous line type.
Under the Type drop-down you can select the following:

Item: Use the line types as item for the goods/services provided.

Freight: Any freight charges if applicable to bring the goods or services to the SAGT site.

Miscellaneous: Use the miscellaneous line if there are any charges apart from Item and Freight.

Create Invoice Without PO Save Savea 1Close  Submit  Cancel

Calculate Tax ~ Cirl+Alt+X.

Supplier Remit-to Bank Account Cancel Invoice Po2000-01-121332

Taxpayer ID
nay Unique Remittance Delete Invoice

|dentifier

Supplier Site  OFFICE

Unique Remitiance Tuna In gice
Address 498, Galle Road, Colombo 03, LK dentifier Check Digit

o Invoice Currency LKR- SiiLanka Rupee v
Description Y .

Supplier Tax Registration Number
Attachments Nune-l- Payment Currency LKR - Sri Lanka Rupee

Customer

Name South Asia Gateway Terminals
Customer Taxpayer D SYS11976 (Pwt) Ltd * Requester Email Ashen Wijesiri t.com.lk

Address

Requester Name  Wijesiri, Ashen Randika

Lines

Vieww 4 [E 3 CancellLine

“Numbe " Type Ship-to Location Ship-from Location Tax Classification Location of Final Discharge * Amount Description

1 ltem VAT_15% AND NBT_ v v 10000  Electric Kettle

Freight 3000 Delivery charges

Miscellaneous v 1200  Packaging

142.00

Select the Type as Item for goods or services provided, and if the line is a tax-related line select the tax
code from the Tax Classification drop-down. (Refer tax codes)

Enter the line Amount and Description, if there are any Freight or Miscellaneous charges create a new
line by clicking the + sign and selecting the relevant line Type from the drop-down.

Once the Header and the line of the invoice are completed Click on Calculate tax from the Invoice Action
button to populate the tax amounts (For Shortcut please use ctrl + alt + X on your keyboard).

14



The Summary Tax Lines are updated with tax amounts. Also, the Total Invoice amount gets updated at
the bottom right corner.

Summary Tax Lines

View v

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit

1 LKTAX Nations Building Tax ~ LKNBTTJC LKNBTTSC NBT_LOCAL 2.04% 2041

2 LKTAX Sri Lanka Value Added LK VAT TJC LK VAT TSC VAT_LOCAL 15% 15

Totals

Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
30.00 1200 0.00 17.35 159.35

Create Invoice Without PO Invoice Actions +  Save  SaveandClose  Submit  Cancel
suppiier [ Remit-to Bank Account v “ Number | 2020-01-121332
Taxpayer 1D Unique Remittance Date 08-Apr-2020
Supplier Site  OFFICE Identifier E o
Unigue Remittance Type Invoice
Address 123, Galle Road, Colombo 03, LK Identifier Check Digit
Invoice Currency LKR - Sri Lanka Rupee
Supplier Tax Registration Number - Description

Payment Currency LKR - Sri Lanka Rupee
Attachments None ==

Customer
Customer Taxpayer ID  SYS11976 Name South Asia Gateway Terminals

(Pvt) Ltd. * Requester Email Wi com.lk
Address

Requester Name William, AB
Lines

Vieww <= [E 3 Cancel Line

* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description

1 Item v v v VAT_15% ANL w 100.00  Electric Kettle

2 Freight v - - v 30.00 Delivery Charges
3 Miscellangous v A v e 12.00 Packaging

If all the information entered is 100% accurate and ready for submission, scroll to the top and click on the
Submit button on the top right corner of the page. If the invoice is not complete for submission, you can
click on Save, the saved invoice will be available for editing in view invoices. You can simply click on
Cancel if you want to delete the entered invoice. (Cancellation should be done before saving the invoice
for the first time).

Once invoice is submitted you cannot use the same invoice number to create a new invoice, even if there
is a correction to be done. So make sure to submit the accurate invoice and if you have any doubt do not
submit and please contact our Accounts Payable manager for assistance. Contact details are available in
the supplier portal main screen.

Special Note: In accordance with Inland Revenue Department requirements it is mandatory for us to
produce the supplier tax invoice. Hence we kindly request you to send us the original tax invoice as
before. But sending the invoice through supplier portal will speed up the payment process.

15



3.3 Create credit Memo

A credit memo is a commercial document issued by a seller to a buyer. Credit memo act as a source
document for the sales return.

Navigation > Homepage > Supplier Portal > Create invoices

Create Invoice Invoice Actions w | Save | SaveandClose  Submit  Cancel
* Identifying PO 119540 v Remit-to Bank Account v * Number
suppier AU FLU Unique Remittance - -
dentifiar Date  06-Apr-2020 I
Taxpayer ID . 5
Unigue Remittance -
i |dentifier Check Digit Type | Credit memo v
Supplier Site OFFICE v .
o InvoIce Lurrency LKK - 57 Lanka Kupee
Description
uuuuuuu 125, Galle KUY, LUILHILY U, L
Attachments  None o= Payment Currency LKR - Sri Lanka Rupee
Supplier Tax Registration Number v

Identifying PO: PO to which the credit memo is to be processed

Supplier site: Address from which the invoice is being prepared

Number: This is the number on the credit memo you will be submitting to SAGT for processing
Date: This is the credit memo Date

Type: Credit memo

* (asterisk marked fields are mandatory)

Attachments: Click on + sign beside Attachments to attach a document, text or URL that is relevant for
the credit memo e.g. credit memo copy, courier invoice, etc. (Refer attachments)

Click the Select and Add button to select the purchase order line.

Create Invoice Invoice Actions ¥ | Save | SaveandClose  Submit

* Identifying PO 112416 Remit-to Bank Account * Number  credit 43492

Supplier Unique Remittance Identifier * Date 07-Mar-2020

Unique Remittance Identifier CIB:I?‘;:: = Type

Invoice Currency LKR - Sri Lanka Rupse

Taxpayer ID

* Supplier Site  GFFICE
Description
Address 496, Galle Road, Colombo 03, LK
Attachments Payment Currency  LKR - Sri Lanka Rupee

Supplier Tax Registration Number

Customer

Name

South Asia Galeway Terminals (Pt)
Ltd.

* Customer Taxpayer ID  5Y511976
Address

E | cancelLine
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Select and Add: Purchase Orders

4 Search Advanced Saved Search v

** At least one is required

=%

Purchase Order 118416 ** Consumption Advice

** Creation Date dd-mmm-yyyy hmma [

Search Results
View w =" Detach Select All
: |
Purchase Order Consumption Advice

Supplier 1eM  jtem Description  Ship-to Location

Number Line Schedule Number Line

115418 1 1 | MN3-30-0082 TV, LED, 32", Sams... SAGT_INV_LOCATI. .
4

Apply OK  Cancel

The Purchase Order you have entered on the Create Invoice screen appears automatically on the pop-up
window.

Select the PO line (Line should turn blue if selected) which matches the item description of the
goods/service you have provided Or Click on the Select ALL button to select all the lines in the pop-up
window.

Once the line has been selected click on the Apply button, the selected line will disappear from the pop-
up window

Lines

vieww 4 XM [ Cancelline

Purchase Order Consumption Advice

Supplier ltem Item Description Ship-to Location Tax Classification Available

i ‘Quantity Unit Price UOM * Amount
 Line * Schedule  Number Line Quantity

1 1 NS-30-0082 TV, LED, 32", Samsung, Wi._.  SAGT_INV_LO w -2 -1 14700 SET -14,700.00

-14,700.00

] b

Summary Tax Lines

The line item of the purchase order will appear on the invoice with the purchase order number and
quantity. Enter the quantity of the credit memo (always negative).

If this is a tax-related line, select the tax code from the tax classification drop-down. (Refer tax codes)
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Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 LKTAX Nations Building Tax ~ LKNBTTJC LK NBT TSC NBT_LOCAL 2.04% 2.041 73469
2 LKTAX Sri Lanka Value Added LKVATTIC LK VAT TSC VAT_LOCAL 15% 15 -5,510.2
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
-36,000.00 0.00 0.00 0.00 -6,244.89 -42,244.89

Once all the required information is entered click on the invoice action button on top of the page and
select calculate tax from the drop-down. The Total Invoice amount and the tax summary will be available
at the end of the page as shown above.

Create Invoice Invoice Actions w  Save  SaveandClose  Submit | Cancel
ldenfifying Q. 118527 Remit.to Bank Account v * Number  Credil 349002
supprir ; ;
Unique Refmittance Date 08-Apr-2020
Taxpayer ID
N ~ Unique Remittance Type Credit memo
Supplier Site  OFFICE Identifier Check Digit
Invoice Currency LKR - Sri Lanka Rupee
Address 123, Galle Road, Colombo 03, LK Description
Payment Currency LKR - Sri Lanka Rupee
Supplier Tax Registration Number v Attachments  Nene =
Customer
Customer Taxpayer ID SYS11976 Name (Ei;“u;hLJ:\;\a Gateway Terminals
Address
Lines
Vieww == 3 [E  CancellLine
Purchase Order Consumption Advice Avail
" Number ™ Type Supplier Item Item Description Ship-to Location Tax Classification Qua
* Number * Line * Schedule  Number Line
1 Item v 118527 1 1 Leave Recognition Gift Vou... SAGT_INV_LO w WVAT_15% ANC w
Total

If all the information entered is 100% accurate and ready for submission, scroll to the top and click on the
Submit button on the top right corner of the page. If the invoice is not complete for submission, you can
click on Save, the saved invoice will be available for editing in view invoices. You can simply click on
Cancel if you want to delete the entered invoice.
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3.4View Invoices

Navigation > Homepage > Supplier Portal > View Invoices

You will be navigated to the below inquiry screen.

View Invoices Done
4 Search Advanced = Saved Search Al Invoices v
** Al least one is required
** Invoice Number Consumption Advice
** supplier - Invoice Status v
Supplier Site - Paid Status v
** purchase Order Payment Number

Search leset = Save..

Search Results
Vieww §E g Detach

Invoice
Number

Unpaid Invoice Invoice Payment

Amount Amount Status  Number Comments

Invoice Date  Type ?)I:u Supplier Supplier Site

No search conducted.

Enter any search criteria and click on the search button. ** (Double asterisk, At least one of these search
criteria must be filled).

Invoice Number: This is the number on the Invoice or credit memo.

Supplier: Select the supplier name from the drop-down

Supplier Site: Select the supplier Site from the drop-down

Purchase Order: Purchase order number related to the invoice or credit memo

Invoice Status: Current status of the invoice where it is Approved, Rejected, Incomplete, etc.

Search Results can be modified for how data is displayed. (Refer Search Results)
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By default, it is set to open the search in the basic, to narrow the search results with additional search
criteria, click on the Advanced button.

View Invoices

4 Search Advanced saved Search All Invoices v

** At least one is required

The additional search criteria will appear as follows,

View Invoices

4 Search

** Invoice Number
** supplier
Supplier Site

** purchase Order
Consumption Advice

Due Date

Starts with

Equals

Equals

Starts with

Starts with

Equals

v

v

v dd-mmm-yyyy

fe

Invoice Status

v Paid Status

v Payment Number

Invoice Amount

Invoice Date

Equals

Equals

Equals

Equals

Equals

| Basic ‘ Saved Search  All Invoices

= At least one is required

¥ | dd-mmm-yyyy E"e

v

Search Reset Save..

Add Fields ¥

Reorder

Search Results
view w T2 g7 Detach

Purchase
Order

Invoice Number Invoice Date  Type Due Date Supplier Supplier Site Aur:g:'rﬂ Invoice Amount Invoice Status  Paid Status Payment Number

Enter any search criteria and click on the search button. ** (Double asterisk, At least one of these search
criteria must be filled).
Users can search based on additional search criteria values such as starts with, Equals, Ends with, etc.

Invoice Number: This is the number on the Invoice or credit memo

Supplier: Select the supplier name from the drop-down

Supplier Site: Select the supplier Site from the drop-down

Purchase Order: Purchase order number related to the invoice or credit memo

Due Date: Date in which the invoice becomes due for payment after the credit period ends

Paid status: The current Payment status of the invoice, i.e. whether the invoice is unpaid, partially paid or
fully paid

Payment Number —-Document number of the check or electronic payment

Invoice Amount: Total amount of the invoice

Invoice Date: Date of the Invoice or Credit memo

20



View Invoices

4 Search

* Invoice Number
** supplier ABC PLC
Supplier Site

** Purchase Order

Search Results

view v i Detach

Invoice Number I[r’l:[(:!ice Type

aaa 06-Apr-2020  Standard invoice request
ABC123 05-Apr-2020  Standard

Test1 31-Mar-2020  Standard

2020-1-44223 22-Mar-2020  Standard invoice request
2020-01-94094 21-Mar-2020  Standard invoice request
aa 21-Mar-2020  Standard

2020-1-234 21-Mar-2020  Standard

Purchase
Order

119540

Due Date

06-May-2020
05-May-2020

30-Apr-2020

20-Apr-2020

20-Apr-2020

Supplier

ABC PLC
ABC PLC
ABC PLC
ABC PLC
ABC PLC
ABC PLC

ABCPLC

Supplier Site

OFFICE
OFFICE
OFFICE
OFFICE
OFFICE
OFFICE

QFFICE

Unpaid
Amount

1,303.72 LKR
20.00 USD
1,150.00 USD
LKR

100.00 LKR
111.00 LKR

LKR

Done

Advanced Saved Search All Invoices v
** At least one is required

Consumption Advice

Invoice Status v

Paid Status v

Payment Number

Search Reset Save..

Invoice Amount Invoice Status  Paid Status Payment Number

1,303.72 LKR Rejecied Unpaid

100.00 USD A Partially paid 104806
1,150.00 USD Unpaid
T1.00 LKR Unpaid
100.00 LKR Pen: Unpaid
111.00 LKR Unpaid
0.00 LKR Unpaid

Search results show all the output that matches the search criteria. (Search results with the blue

hyperlink can be drilled down)

Invoice Number— Documents number of the Invoice or Credit memo

Invoice Date  — Date of the Invoice or Credit memo

Type of Invoices: Standard, Standard invoice request, and credit memo

Purchase Order: When a purchase order is matched to an invoice or credit memo the purchase order

number appears here(link)

Due Date: Date in which the invoice becomes due for payment after the credit period ends

Unpaid amount: Outstanding amount of the invoice

Invoice Amount: Total amount of the invoice
Invoice status: Current status of the Invoice/ Credit memo
Paid status: The current Payment status of the invoice, i.e. whether the invoice is unpaid, partially paid or

fully paid.

Payment Number —-Document number of the check or electronic payment used to settle the invoice
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3.5View Payments

Navigation > Homepage > Supplier Portal > View Payments

To view payments that have been made on the system, select View Payments from the home page. The
below view will appear. Searches can be made based on any criteria with a **. (At least one of these
boxes must be completed).

The payment number will provide full details on the payment (date paid and bank account remit), drill-
down detail to the invoices and PO. (Search results with the blue hyperlink can be drilled down)

View Payments

4 Search Advanced Saved Search Al Payments v

** Al least one is required

** Payment Number ** Supplier Abans PLC
Payment Status Supplier Site
Payment Amount Payment Date  dd-mmm-yyyy

Search Reset Save..

Search Resulis
Viewv F i Detach

Invoice
Number

Payment
Number

Payment Payment

Amount Status Remit-to Account

Payment Date  Payment Type Supplier Supplier Site

106675 18-0ct-2019 Manual PO-116280 Abans PLC OFFICE 160,000.00 LKR  Cleared
108577 04-0ct-2019 Payment Process Re... PO-115887 Abans PLC OFFICE 25.000.00 LKR  Cleared
106407 23-8ep-2019 Manual PO-115354 Abans PLC OFFICE 21652.00 LKR Cleared
106385 19-Sep-2019 Payment Process Re... PO-115354 Abans PLC OFFICE 2165200 LKR  Voided

501242 18-Sep-2018 Quick PO-115613 Abans PLC OFFICE 230,000.00 LKR  Cleared

106192 27-Aug-2018 Payment Process Re... PO-114952 Abans PLC QFFICE 3400000 LKR Cleared

Search Results can be modified for how data is displayed. (Refer Search Results)
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4. Supplier Response for Negotiation

Negotiation can be an Auction, Request for Quotation (RFQ) or Request for Information (RFI).
The outcome of a negotiation can be a Purchase order or an Agreement.

To respond to negotiations to which you have been specifically invited, view the Open Invitations section

of the Negotiations Home page. To respond to a negotiation, click the negotiation number. Use the
Search Negotiations fields to search for a particular negotiation.

Responding to an Auction and RFQ is almost similar. Proxy bidding and mass price reduction are the
additional features available to the supplier when responding to Auctions.

SAGT

FERLGR QD 120

Active Negotiations

4 search

** Negotiation
= Title

** Negotiation Close By  dd-mmm-yyyy

Search Resulis

Actions ¥ \View ¥ Format v i Detach

Negotiation  Title Negotiation Type Buyer

Quotation for bulbs. RFQ OFCAdmin

701 Vacuum cleaner Auction OFCAdmin

I S T

Done

Time Zone India Standard Time
Manage Watchlist Saved Search Open Invitations v
** At least one is required

** Invitation Received Yes ¥
Response Submitted v
e Negotiation Open Since = dd-mmm-yyyy (Y

Search Reset Save...

Create Response

All Wil

Your Unread
Responses Particip View PDF

Supplier Site  Time Remaining Close Date Monitor Responses Message! Response Spreads

23 Days 1 Hour 31-Mar-2020 11:56 AM Blind Yes 2 0 o]

bt i

OFFICE 17 Days 25-Mar-2020 11.44 AM Blind [} 0 @

Search Results can be modified for how data is displayed. (Refer Search Results)

Negotiation: The document number of the negotiation

Title: Title of the Negotiation

Negotiation type: Type of the negotiation, whether the negotiation is an auction or RFQ
Buyer: Name of the buyer from SAGT procurement department

Supplier Site: Address name of the supplier invited for the negotiation

Time remaining: Number of days and hours remaining for the negotiation to get close

Close date: Date in which the negotiation gets closed, Suppliers cannot respond after the close date

All responses: Total number of responses from all suppliers to the negotiation, this is not available when

the response visibility is blind or sealed.

Will participate: Negotiations where the supplier Acknowledged participation
Monitor: The supplier can monitor the negotiations in real-time only if granted permission

Your responses: number of responses the supplier responded for the specific negotiation if allowed

Unread messages: number of unread messages by the supplier for the specific negotiation
View PDF- Suppliers can also print a .pdf copy of the negotiation document for offline reviewing

Response by spreadsheet: Suppliers can Respond to the negotiation by downloading an excel

spreadsheet template (Refer Respond by spreadsheet)
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4.1RFQ

After you have viewed the details of the negotiation document, you can determine the best response to
create.

Navigation > Homepage > Supplier Portal > View Active Negotiations >

Active Negotiations

Time Zone India Standard Time
4 search Manage Watchlist Saved Search Open Invitations v

* Atleast one is required
** Negotiation ** Invitation Received Yes ¥
** Title Response Submitted v
* Negotiation Close By ~dd-mmm-yyyy U Negotiation Open Since = dd-mmm-yyyy

Search | Reset Save..

Search Results

Actions * View v Format v Freeze  [y] Detach Wrap  Acknowledge Participatic Create Response

Al Will

Your Unread
Responses Particip View PDF

Negotiation  Title Negotiation Type Buyer Supplier Site  Time Remaining Close Date Responses Message:

Monitor Response Spreads/

Quotation for bulbs. RFQ OFCAdmin 23 Days 1 Hour 31-Mar-2020 11:56 AM Blind YVes 53 B

Wacuum cleaner Auction OFCAdmin OFFICE 17 Days 25-Mar-2020 11:44 AM Blind =] o B

Select the line with the negotiation type as RFQ and click on create response. The response document
generated will help you provide a complete response by providing all necessary information

4.1.1 Overview

| NONONO

Overv... Requir.. Lines Review

Create Response (Quote 2022): Overview Respond by ¥ Actions ¥ Eack  Next  Save Y  Submit Cancel

Last Saved 04-Mar-2020 7:07 PM
Time Zone India Standard Time

Title Quotation for bulbs. Close Date  31-Mar-2020 11:55 AM

Time Remaining 26 Days 16 Hours

General

Supplier _

Negotiation Currency USD

Response Type (@) Primary
Alternate

Response Currency USD v Reference Number
Price Precision 2 Decimals Maximum
Note to Buyer

Response Valid Until  04-Apr-2020 11:57 AM E"'e
Attachments None ==

Response currency: Currency in which the supplier quote

Response valid until: The date after which the response is no longer valid.

Reference number: The Supplier can assign a reference number to track internally

Note to buyer: A text note of any additional information to the buyer in SAGT about this negotiation
Once the required information is filled click on the Next button
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4.1.2 Requirements

The negotiation may include questions soliciting information about your company or your practices. Such
questions are called requirements. The Category Manager may have defined such requirements. If they
are defined, a box labeled Requirements appears in the chain of train stops. If responses are required,
you must provide an answer. Your responses to requirements may be used along with all other response
information when evaluating your response.

These are the general requirement the supplier need to respond, requirements can vary between
negotiations.

ON - RORO)

Overvi... Requi... Lines Review

Create Response (Quote 2022): Requirements Respond by ¥ Actions ¥ | Back  Next Save ¥  Submit = Cancel

Last Saved 04-Mar-2020 7:09 PM
Time Zone India Standard Time

Time Remaining 26 Days 16 Hours Close Date  31-Mar-2020 11:56 AM

Section 1. General Requirements

* 1. Delivery Time
® a 1-4Weeks
b. More than 1 Months

c. More than 2 Moths

* 2. Warranty Period
(Target: More than 5 Years)

a1 Year
b. 2 Years
® c 3Years
d. 4 Years

e. More than 5 Years

Click on the Next button once all the requirement has been completed.

4.1.3 Line

The line might be an item or a service that SAGT asks the suppliers to respond.

Click on the required details of each line to respond to the additional information that requires the
supplier’s feedback
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ONON - NO

‘Ovenvi... Requir. Lines Review

Actions ¥ Save V¥

Create Response (Quote 2022): Lines

Respond by A Back Next Submit  Cancel

_ Last Saved 04-Mar-2020 7:27 PM
Currency = US Dollar Time Zone India Standard Time
Time Remaining 26 Days 16 Hours Close Dale - 31-Mar-2020 11.55 AM

Actiens w View w Format w Freeze [zl Detach Wrap

Required
Details

Estimate

Start Price BestResponse  Best Response Response Price N
Quantit

Alternate Line Create Alternate :
Price Score

Line Description Description Category Name Total Score

Bulb, Screw, 40W, E L E CONSUMABLES E| No response No response 5,00

3

Columns Hidden &

Grand Totals

All response lines except alternate lines are included
Response Amount  0.00

4.1.4 Additional Line Information and Attributes

Line attributes typically ask for additional details about the product or service you are offering. Your
responses to line attributes are used along with line and line price information when evaluating your
response.

Response price: The Suppliers price for each item considering the quantity and the type of outcome
(purchase order, blanket purchase agreement)

Target value: For each attribute, SAGT can define a target value. This is the value that is most desirable
for this attribute.

Response Value: For each attribute, suppliers must provide a response value.

* (asterisk marked fields are mandatory)

Lines: Edit Line: 1 (Quote 2022) 1- Bulb, Scrow, 40W, E27.2.. v Save  Save and Close  Gancel

Currency = US Dokar

tem  20-10-1001

Revision

Description
Category Name
Best Response Price

Best Response Score

Bu, Scrow, 40W, E27,240V. for RTG
CONSUMABLES ELECTRICAL BULBILAMP
No response

No response

Start Price

" Response Price
Total Score

Estimated Quantity

4 Attributes
View w Format w
Atribute

Technical Information

Brand

Part Number (If any change, mention the reason for change)

Country of manufacturing

Genumneness ceruficate from OEM

Close Date

Last Saved 04-Mar-2020 7:35 PM
31-Mar-2020 11:56 AM

Target Minimum Release Amount
Response Minimum Release Amount

Note to Buyer

Attachments None ==
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Review Response: Quote 1003

Currency = US Dollar
Title  Bulbs screw

Time Remaining 17 Days 22 Hours

Overview Requiremenis Lines

General

Supplier _
Supplier Site OFFICE
Negotiation Currency USD
Response Currency  USD
Price Precision 2 Decimals Maximum

Response Valid Until

(ONONON -

Overvi... Requir.. Lines Review

Messages ~ Respond by Spreadsheet ¥ Actions ¥ Back

Response Type Primary

Reference Number
Note to Buyer

Attachments None

Close Date  30-Apr-2020 5:47 PM

10 @

Next save ¥  Submit Cancel

Last Saved 12-Apr-2020 7:23 PM
Time Zone India Standard Time

Once the response is completed suppliers can review their response for requirements and lines before

submitting them to SAGT.

Suppliers can save the response and submit later. (Navigation > Homepage > Supplier Portal > Manage

Responses.
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4.2 Auction

After you have viewed the details of the negotiation document, you can determine the best response to
Create.

Navigation > Homepage > Supplier Portal > View Active Negotiations >

Dane

Active Negotiations

Time Zone India Standard Time
4 search Manage Watchlist Saved Search  Open Invitations v
= At least ane is required

** Negotiation ** Invitation Received Yes ¥

* Title Response Submitted v

[
&

** Negotiation Close By dd-mmm-yyyy Negotiation Open Since ~ dd-mmm-yyyy

Search ~Reset Save..

Search Results

Actions *  View v  Format v Freeze  [y] Detach Wrap  Acknowledge Participation  Create Response
Negotiation ~ Title Negotiation Type Buyer Supplier Site  Time Remaining  Close Date AL Will  yonitor Your Unread 0, ppe Response Spreads
Responses Particip Responses Message:
72 Quotation for bulbs. RFQ OFCAdmin 23 Days 1 Hour 31-Mar-2020 11:56 AM Blind Yes B 2 0 o] F
’_| 701 Vacuum cleaner Auction OFCAdmin OFFICE 17 Days 25-Mar-2020 11:44 AM Blind 0 0 @ F
‘ »

Select the line with the negotiation type as RFQ and click on create response. The response document
generated will help you provide a complete response by providing all necessary information

4.2.1 Overview

EY)

o
L NORONO)

Overv... Requir... Lines Review

Messages ~ Respond by Spreadsheet ¥  Actions ¥  Back  Next  Save ¥  Submit Cancel

Create Response (Bid 2025): Overview

Last Saved 08-Mar-2020 11:09 AM
Time Zone India Standard Time

. Close Date  25-Mar-2020 11-44 AM
Title  Vacuum cleansr

Time Remaining 17 Days

General

—— |

Response Type (@ Primary

Supplier Site

Negofiation Currency

Response Currency

Price Precision

Response Valid Until

OFFICE

usD

usD ¥

2 Decimals Maximum

29:-Apr-2020 1145 AM (i

) Alternate
Reference Number

Note to Buyer

Attachments None =

Response currency: Currency in which the supplier quote

Response valid until: The date after which the response is no longer valid.

Reference number: The Supplier can assign a reference number to track internally
Note to buyer: Any additional information to the buyer in SAGT about this negotiation

Once the required information is filled click on the Next button
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4.2.2 Requirements

The negotiation may include questions soliciting information about your company or your practices. Such
questions are called requirements. The Category Manager may have defined such requirements. If they
are defined, a box labeled Requirements appears in the chain of train stops. If responses are required,
you must provide an answer. Your responses to requirements may be used along with all other response
information when evaluating your response

These are the general requirement the supplier need to respond, requirements can vary between
negotiations.

ON : NONO)

Ovenvi Requi.. Lines Revisw

Create Response (Bid 2025): Requirements Messages ~ Respond by Spreadsheet ¥  Actions ¥ E: xt | Save ¥ | Submit | Cancel

Last Saved 06-Mar-2020 11:12 AM
Time Zone India Standard Time

Time Remaining 17 Days Close Date  25-Mar-2020 11:44 AM

Section 1. General

* 1. Payment Terms
30 Days
Comments

* 2. Delivery Time
2 Weeks

4.2.3 Line

The line might be an item or a service that SAGT asks the suppliers to respond.
Click on the required details of each line to respond to the additional information that requires the
supplier’s feedback
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se (Bid 2025): Lines

Time Remaining 17 Days
Broxy Decrement Amount

Format w Freeze || Detach

Description Be‘q!:t;_'i"l;g':“"i"e Create Alternate

Vacuum Cleaner, Py +

Vacuum Cleaner, W +

ept alternale lines are included.
Response Amount  0.00

4.2.4 Additional Line Information and Attributes

ONON - NO)

Overvi... Requir... Lines Review

Wrap
Required
Details Category Name

= DIRECTITEMS ELE

= DIRECTITEMS OT

S Best Response
Start Price Price

Mo response

No response

Response Price  Proxy Minimum

Close Date  25-Mar-2020 11-44 AM

Response
Quantity uom

13 EACH

15 EACH

Line attributes typically ask for additional details about the product or service you are offering. Your
responses to line attributes are used along with line and line price information when evaluating your

response.

Response price: The Suppliers price for each item considering the quantity and the type of outcome
(purchase order, blanket purchase agreement)

Target value: For each attribute, SAGT can define a target value. This is the value which is most desirable

for this attribute

Response Value: For each attribute, suppliers must provide a response value.

* (asterisk marked fields are mandatory)
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Lines: Edit Line: 1 (Bid 2025)

Currency = US Dollar
em NS-20-0275
Revision
Description  Vacuum Cleaner, Portable, Brand: KARCHER. NT 35/ 1 Tact
Category Name  DIRECTITEMS ELECTRICAL NONE
Best Response Price Mo response
Start Price

* Response Price

Proxy Minimum
Target Quantity 13
Response Quantity 13
UOM EACH

Rank Mo response

4 Attributes
View v Format v Freeze | Detach Wrap

Attribute

General

Tank Capacity

Energy consumption

1: Vacuum Cleaner, Portabl.. ¥ F Save  SaveandClose  Cancel

Close Date

Location

Requested Delivery Date

Promised Delivery Date

Note to Buyer

Attachments

Lasi Saved 08-Mar-2020 11:25 AM
25-Mar-2020 11-44 AM

SAGT_INV_LOCATION

dd-mmm-yyyy

Nene ==

Target Value Response Value

5 Liters
4 Liter

1400 w

Lines: Edit Line: 2 (Bid 2025)

Cunrency = US Dollar
ltem  NS-90-0933

Revision

Description  Vacuum Cleaner, Wet & Dry, P/N: DRVCO1W, Brand: Damro
Category Name  DIRECTITEMS.OTHER NONE
Best Response Price  No response
Start Price
* Response Price
Proxy Minimum
Target Quantity 15
Response Quantity 15
UOM  EACH

Rank No response

4 Attributes
View v Format w Freeze |3 Detach Wrap

Attribute

General

Energy consumption

Tank Capacity -

Messages 4 2:Vacuum Cleaner, Wet&D... ¥ Save  SaveandClose Cancel

Close Date

Location

Requested Delivery Date

Promised Delivery Date

Note to Buyer

Last Saved 08-Mar-2020 11:25 AM
25-Mar-2020 11.44 AM

SAGT_INV_LOCATION

dd-mmm-yyyy

Attachments Hone o+

Target Value Response Value

3 Liters

If required, Suppliers can enter a proxy minimum and proxy decremental amount.

Proxy bidding enables the application to automatically rebid for you when a competitor submits a lower
winning bid. The application automatically rebids with a lower price when a competitor submits a
winning bid. When you submit your initial bid, you specify a value (percentage of the initial price offered
or a flat amount) and the minimum price you are willing to offer. On any subsequent rebids, the offer
price is reduced by a value that you can specify. This happens automatically until you reach your
minimum price.

(Access is completely restricted for SAGT to view both proxy decremental amount and proxy minimum)

31



AN n ¢ O -

Sale ]
Overvi... Requir... Lines Review
Create Response (Bid 2025); Lines Messages  Respond by Spreadsheet ¥  Actions ¥  Back  Next Save ¥  Submit Cancel
ve Last Savad 08-Mar-2020 11:31 AM
Curtency = US Dollar Time Zene India Standard Time
25-Mar-2021 A
Time Remaining 17 Days Close Date  25-Mar-2020 11:44 AM
Proxy Decrement Amount 5.00
Aclions w View w Formatw 4 o [ Detach
- * Alternate Line Required N Best Response . . Response Promise
Line Description Description Create Alternate ‘Details Category Name Start Price Price Response Price  Proxy Minimum GQuantity uom Line Amount Delivery
1 Vacuum Cleaner, ¢ + = DIRECTITEMS ELE Ho response 100.00 80.00 13 EACH 1300.00 ~ dd-mmn
2 Vacuum Cleaner, We + = DIRECTITEMS.OTH Ho response 200.00 160.00 15 EACH 300000  dd-mmn

3
Rows Selected 1 Columns Hidden 8

Grand Totals

Al response lines except altemate lines are included.
Response Amount  4,300.00

Proxy Decrement

The proxy decrement is the value/Percentage (SAGT considers this as either a fixed amount or as a
percentage) by which the application will underbid any competing bid which beats your bid. The
negotiation author specifies whether the proxy decrement value you enter is considered a flat amount or
a percentage of the current best bid. If the value is being used as a percentage, a percent sign appears at
the end of the entry field.

Proxy minimum

The proxy minimum is the amount at which the application ceases proxy bidding on your behalf. The
application will not proxy bid for you if the resulting bid would be less than the proxy minimum you
specify.

Proxy Bidding Scenario

In the following example, your initial bid is $1000 with a proxy decrement value of 10% and a proxy
minimum amount of $500.
The following table shows how a proxy bid is updated during the course of a negotiation.

;:)dmpeting Your Proxy Bid

$995 $895.5 ($995 reduced by 10%)

$763 $686.7 (5763 reduced by 10%)

$660 $594 ($660 reduced by 10%)

$540 Proxy bids no longer submitted because they would drop below your proxy minimum of $500.
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(ONONON -

Overvi._. Requir.. Lines  Review

Next  Save ¥ | Submit Cancel

Review Response: Bid 2025 Messages  Respond by Spreadshest ¥ Actions ¥

Last Saved 08-Mar-2020 1:09 PM

Cumrency = US Dollar Time Zone India Standard Time

Title Vacuum cleaner Close Date  25-Mar-2020 11:44 AM

Time Remaining 16 Days 22 Hours

Overview  Requirements  Lines,

Proxy Decrement Amount  5.00

View v Format v Freeze [y Detach Wrap

Category Name  Projected Rank 528t M’”gﬁzz Response Price  Proxy Minimum REQZ‘:’"';;; UOM Name

Alternate Line
Description

Line Amount P"'Ti“d Attachme

Line Description Delivery Date

1 Vacuum Cleaner, P DIRECTITEMS ELE 1 No response 100.00 13 EACH 1,300.00

2 Vacuum Cleaner, Vi DIRECTITEMS OTt 1 Mo respanse 200.00 15 EACH 3,000.00

< ————

Columns Hidden 8

Grand Totals

All response lines except alternate lines are included.
Response Amount  4,300.00

Once the response is completed suppliers can review their response for requirements and lines before
submitting them to SAGT. Suppliers can save the response and submit later. (Navigation > Homepage >

Supplier Portal > Manage Responses.

5. Attachments and excel upload

5.10nline Messages

Throughout a negotiation, there may be times when you need to communicate with SAGT to provide
additional information or request clarification. You can use online messaging for these communications.
You create messages on the Online Messages page. Once you access the negotiation, you can navigate to
the Online Messages page from any page by selecting the Messages button.

ONONON -

Overvi... Requir.. Lines Review

| espond by ¥ | Actions ¥  Back  Next Save ¥  submit Cancel

Review Response: Quote 2022

Last Saved 04-Mar-2020 7:44 PM

Currency = US Dollar Time Zone India Standard Time

Title Quotation for bulbs. Close Date  31-Mar-2020 11:55 AM

Time Remaining 26 Days 16 Hours

Overview  Requirements

General

Supplier

Negotiation Currency
Response Currency
Price Precision

Response Valid Until

Lines

Abans PLC

usb

uso

2 Decimals Maximum

04-Apr-2020 11:57 AM

Response Type  Primary

Reference Number
Note to Buyer

Attachments None




Click on + sign under messages to create a new message.

Online Messages (RFQ 72) Printable Page  Dane

Time Zone India Standard Time
Title Quotation for bulbs. Status  Active
Time Remaining 26 Days 16 Hours Close Date  31-Mar-2020 11:56 Al
Messages
Actions w View w Formatw o 1 Freeze  [y'| Detach

Subject

Type the message you want to send it to SAGT.

If there is a requirement to attach a document to this message

Send Message

Online Messages (RFQ 72) To prsnictens) | (iBass

* Subject New Model Time Zone India Standard Time

Title Quo
Helvetica v 2 A v

Time Remaining 260 B 7 U S § & %

Messages Hi
Actions w View v Format v + = I have attached the catalog of our new bulb range.
| Please contact us for any inquiries.
Subject

* Message

Attachments  one s

Send Cancel

Click on + sign beside attachments (Refer attachments).
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When the message is ready to send, click on the send button.

The messages will be sent in real-time.

Send Message

Online Messages (RFQ 72)

To South Asia Gateway Terminals (Pvt) Lid
* Subject New Model

Title  Quol )
Helvetica v 2|~ v

Time Remaining 26 C B I U Sz SZ rs %
Messages Hi

Actions w View v Formal v == (2 I have attached the catalog of our new bulb range.
Please contact us for any inquiries.

Subject

* Message

Attachments Catalog 5= 3¢

Send

zancel
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5.2 Upload an Attachment

Supporting documents can be attached to an invoice, Quote, Bid, etc. in the form of file, text, or an URL.

Click on + sign beside Attachments I Attachments None == I

Under the Type drop-down you can select the following:
File: Any type of file format can be attached from a location in the Device.
Text: Any message can be entered using letters as well as digits.

URL: Refer the attachment file to an Internet site. (scheme://domain:port/path).

Attachments

Actions v View w == 2

Category * File Name or URL i Description Attached By

From Supplier ¥ No file chosen Robert James

»

Rows Selected 1

Files can be uploaded in the form of PDF, Word, Image, etc. To upload a file from a device, select the
Type as File, then select the category as From Supplier and click on Choose File to Browse the file
location in the device.

Attachments

Actions w View wv =

Type Category * File Name or URL Title Description Attached By

File » From Supplier ¥ [NV 2020-1-223 pdi | Update... 1NV 2020-1-223 pdf Robert James

1 3

Once the relevant attachment is uploaded You will see the document attached under the File Name or
URL tab.
You will also see the Title auto-populates the file name.
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Attachments

Actions w View v o= X
Type Category

File v From Supplier v

From Supplier v

From Supplier v

4

Rows Selected 1

* File Name or URL

INV 2020-1-223 pdf  Update...

Flease pay this invoice within 14 days.

Title Description

INV 2020-1-223 pdf |

-

hitps:/fwwnw.oracle comitechnetworkidocumentation/cc

To add more than one attachment click on the ‘+’ sign above Category.

Text can be a message or any type of detail that is relevant to the document.

Attached By

Robert James

Robert James

Robert James

3

URL can be attached to refer a file from the internet. The viewer of the attachment will see a hyperlink
under the attachment. e.g. https://www.oracle.com/index.html

To delete an attachment, select the line and click on ‘X’ sign above Category.

Once the relevant documents are attached click on the OK button.

Description

Attachments

INV 2020-1-223 pdf = 3¢

The attached document will be visible next to the Attachments in blue font.
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5.3View an Attachment

Documents can be attached to an Invoice, RFQ, Auction, etc. in the form of file, text, or an URL.

To view an attachment, click on the file name next to the Attachments

Attachments Catalog. pdf

Once the file name is clicked the attachment will be downloaded and be available to be viewed.

5.4 Respond by spreadsheet

As an alternative to responding online, or if the negotiation contains many requirements or lines to which
to respond, you may choose to use the spreadsheet method of responding.

With this method, you export a spreadsheet from the application, completing it offline by entering your
response information into the spreadsheet. When completed, you import the spreadsheet back to the
application. If there are any errors, you are notified immediately so you can correct them import again.

Suppliers can respond to Auction and RFQ through an uploadable spreadsheet (XML).
Navigation > Homepage > Supplier Portal > View Active Negotiations >

Search the negotiation that you need to respond by spreadsheet, in the search results table click on
Create Response button. From the menu Respond by Spreadsheet select the Export option.

| NONONO)

Overv... Requir. . Lines Rovine

Create Response (Quote 2): Overview Respond by Actions Back  Next  Save Submit  Cancel

Export
Last Saved 28-Mar-20207:01 AM
Import Time Zone India Standard Time
Title Bulb Close Date  31-Mar-2020 10:30 PM

Time Remaining 3 Days 15 Hours

General
Supplier ABCPLC Response Type (@) Primary

Negotiation Currency USD Alternate

Response Currency USD
Reference Number
Price Precision 2 Decimals Maximum

Note to Buyer
Response Valid Until  dd-mmm-yyyy h'mm a E"e P

Attachments None =j=
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Export Spreadsheet

Response Template @ Regquirements and lines

(@) Rich style spreadsheet
[ ) Light-weight style spreadsheet

() Lines only

The user has the option to Export the spreadsheet template with both requirements and lines, or only
lines.

"0

€ Savehs X
&« . s ThisPC > Documents ~ & | Search Documents P
. Organize ¥ New folder [z - -
Create Response (Quote 2): Overview . o Back  Mext  Save Submit  Cancel
o O This PC A~ Name Date modified Type &
> 7 3D Objects 2l NegotiationASHH22-Award (2) 10-Jul-19431PM  WinZip File Last Saved 28-Mar-2020 7:01 AM
a{ NegotiationASHH22-Award (1) 10-Jul-19 4:30 PM WinZip Fil Time Zone India Standard Time
» B Deskiop egotiation -Awar -Jul-19 4 inZip File TR
Title > 2] free screen recorder 08-Jul-19 11:08 AM  WinZip File :
2 NegotistionASHH22-Response 20-Jun-194:12PM  WinZip File
Time Remaining > b Downloads T e . N
Y Wi BdmuPlammin wle v
General File pame: | Negotiation] Response ~]
Save as type: | WinZip File ~|

Supplier ABC PLC

Negotiation Currency USD

Response Currency  USD A Hide Folders

Price Precision 2 Decimals M

Note to Buyer
Response Valid Until ddmmm-yyyy hmma [ P

Attachments None 4=

Select a location in the device of your choice to save the Spreadsheet zip file.
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=1 Compressed Folder Tools

Documents

D & cut x Eﬁ T3 New item = Y @ open~ [ selectall
% W Copy path <+ 7] Easy access + } Edit 1 Select none.
Pinto Quick Copy Paste _ Move Copy Delete Rename  New Properties
e [#] Paste shortcut | tov o B folder 5 @ History 2 Invert selection
Clipboard Organize New Open Select
<« - This PC » Documents
Documents # " Name Date modified Type Size
=] Pictures * . Negotiation1-Response 28-Mar-20 .04 AM  WinZip File 1K8
LECTURE SLIDES * | Negotiation2-Response 28-Mar-20:00 AM XML Document 50KE

Documents 2315678 D4-Mar-2010:37 ... Microsoft Word D... 1379K8
EAm = 12345678 25-Feb-20829PM  Adobe Acrobat D... 689KB
Samples opy of REVALUATION -Manual Entry-O..  24-Feb-2012:38 PM  Microsoft Fxcel W... 780KB
egotiation33-Award2 07-Feb-2010:56 AM XML Document 420K8

Samples with Attribute List
Negotiation33-Award 1 07-Feb-20 10:45 AM  TXT File 1K8
I ThisPC [ AddLinesTemplate-Negotistions12 31-Jan-20621PM  TXT File 7K8
1 3D Objects AddLinesTemplate-Negotiations1 3-Jan-206:16PM  THT File 2K8
I Desktop BRO30_Business_Requirements_Mapping...  23-Jan-20 1112 PM  Microsoft Word €. 206 K8
} 110746 13-Jan-201208PM  Microsoft Excel 97... 8Ke

Documents

3 owniond opy of REVALUATION -Manual Entry-O.  04-Jan-20 10:04 PM  Microsoft Excel W... 721K8
owneads opy of ALTHAF 03Jan-20 550 AM  Microsoft Excel W. 12Ke
Sl Min-MaxPlanningRegert (1) 10 31-Dec-197:55 AM  Microsoft Excel W.. 128
G} Min-MaxPlanningRepert (2) sagt live 03-Oct-198:04 AM  Microsoft Excel W... 274TKB
2 Min-MaxPlanninaReport (3) = dfahik 06-5e0-19 10:54 PM  Adobe Acrobat D.. 176K8

There are many ways to unzip a zip file.

v|® | searchDo..

Double-click the zipped folder to open it. Then, drag or copy the item from the zipped folder to a new
location of your choice.

3'5 | g B m = | MNegotiation6-Response (3)aa - WinZip Pro

Unzip/Share Edit

Backup Toals Settings View Help

Negotiation6-R... Actions

O Negotiationb-Response.xml

10-Apr-20 « 47.6 KB

— Forart @ Dre

E‘I item(s] selected Zip File: 1 itemn(s), 3.88 ... @

Documents % -
] Documents >
eate Files » This PC
Tency = Documents
O
Actions
Line
1
a4 "
. O 1ite. ra B

srand Totals

41 response lines except alternate lines are included.

Open the location from the file task in the left and drag the XML file to the location
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Negotiation5-Response - Bxcel

Abdullah, Althaf @

File Home Insert Page Layout Formulas

O
A Calibri -l ==
L @- )

Clipboard Font

Al &2 Fe

A B © D E F

Data

Alignment

Review View Help Inquire

Mumber Styles

2 Tell me what you want to do

E B B

& Share  HCo
I11 CT 1

by O

Insert Delete Format Find &
& Clear~ Select ~

Cells Editing

| |Bulbs

Negoliation RFQ 5
Clos Date 30-04-20 14:06
Negotiation Currency USD
Response Currency USD
Price Precision 2

Company South Asia Gateway Terminals (Pvt) Ltd
Buyer OFCAdmin
Phone
Email ysenanayake@kpmg.com
Supplier ABC PLC
Supplier Site

1D 00~ O LN B L P

10| General
1 Response Valid Unti

12 Example. 01-04-20 14.29

15| Note to Buyer

18 |-| Requirements
1.

General

20 1 Validity Period

22 Commenis

26 2 Payment Terms
27

28 i

®

r
General Lines (1 - 1)

Once you open the saved spreadsheet document, you will see multiple sheets. Users are required to fill in
all the relevant values in the cells that are highlighted either in green (low priority) or yellow (High

priority).

Please note that the system will not allow the user to upload a sheet where the yellow cells are blank.

Negotiation5-Response - Excel

File Home Insert Page Layout Formulas Data Review View Help Inguire P Tell me what you want to do 1% Share I Commen
<o X _— = _ . L—‘ L—* i g W > - Ao
DE Calibi - === = A e il ZW
Paste B T U WA 6 -% 9 Insert Delete Format Find &
-y > L =T E < - < & Clear~ Select -
Clipboard 1= Font Alignment Mumber Styles Cells Editing
Al e Fe
A B C E F G | 1 K L M o] P Q R s 1
7 Price Precision 2 Supplier ABC PLC
8 Supplier Site
o
10| Lines
11 Response Amount (usu;
12
Negotiation| Response| Response| Target]
13 |- |Line Item Revision Rank Start Price [UOM Quantity| Price | Quantity| Promised Delivery Date | Note to Buyer Requested Delivery Date| Price|Categ
14| [TBub | Mo Response| [EACH | 00 | 00| | [DRECT
15
16 Attributes
17 Attribute Target Value Value
18 mation
19 Brand
20 Part Number (If any change, mention the reason for
21 change)
22 Country of manufacturing
23 Genuineness certificate from OEM
24 WSDS
Z5 Fumigation
26 Serial numbers
27 Catalog
28 Test Certificates
29
30
31 Last Downloaded 01-04-20 14:29
32
33
‘ General nes (1-1) ® <
ml o= om . -
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Once you have completed your spreadsheet, save it to the location of your choice. Your spreadsheet
must be saved as an XML spreadsheet file.

' NONONO

Overv... Requir... Lines Review

Create Response (Quote 8): Overview Message  Respond by Spreadshest ctions Back  Next  Save Submit  Cancel
Export
Last Saved 01-Apr-2020 3:03 PM
Import Time Zone India Standard Time
Title Bulbs Close Date  30-Apr-2020 2:06 PM

Time Remaining 28 Days 23 Hours

General

Supplier  ABC PLC Response Type (@) Primary
Negotiation Currency USD ‘_i_‘ Alternate

Response Currency USD
Reference Number
Price Precision 2 Decimals Maximum
Note to Buyer
Response Valid Until dd-mmm-yyyy h-mm a E"'g y

Attachments None ==

To upload the spreadsheet to your negotiation, navigate to the Negotiations Response, From the menu
Respond by Spreadsheet select the Import option.

Update File

File Name I Choose File | Nofile chosen

OK  Cancel
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Click on the choose file from the update file pop-up

€ Open >
~ > ThisPC » Documents v & | Search Documents »
Organize +  Newfolder B ™ @

Name Date modified Type A

! This PC
8 3D Objects Negotiation1-Response O1-Apr-20:04PM XML Do
I Deskop ] Negotiation1-Response 01-Apr-202:30PM  WinZip

Currency Revaluation Report Currency R, 30-Mar 20 1057 A Microso

5 Negotiation2-Response 28-Mar-20:00AM XML Do

12345678 04-Mar-2010:37 A...  Microso

Sl Min-MaxPlanningReport (= 345676 25-Feb-20229PM  Adobe !

Documents

< Downloads

2 Min-MaxPlanningReport { Copy of REVALUATION -Manual Entry-...  24-Feb-201239 P Microsa
v
2 Min-MaxPlanningReport = PR e

&n
v o< >

File name: | Megotiation!-Response | [anFies v|

Browse to the location where you saved your completed spreadsheet. Select the completed spreadsheet
file and import back to the application

Update File

File Name | Choose File | Negotiation...esponse.xml

OK  Cancel

The name and format of the imported file will appear here.
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ORONON -

Overvi... Requir... Lines Review

Respond by Actions Back Next Save Submit  Cancel

Review Response: Quote 8

_ Last Saved 01-Apr-2020 3:20 PM
Currency = US Dollar Time Zone India Standard Time
Close Date  30-Apr-2020 2:06 PM

Title Bulbs

Time Remaining 28 Days 22 Hours

Overview  Requirements  Lines

View v Format w Freeze  [m' Detach Wrap
. i Alternate Line . . Best Response N Response : Promised
Line Description Description Details Category Name  Projected Rank Price Response Price Quantity UOM Name Line Amount Delivery Date Att
1 Bulb =] DIRECTITEMS.ELE 1 No response 10.00 100 EACH 1,000.00

4

Columns Hidden 8
Grand Totals

All response lines except alternate lines are included.
Response Amount  1,000.00

The application validates your entries and imports the data to the system. You receive messages if any
errors found. If there were any errors, the application backs out any updates it has done. This enables

you to simply correct the spreadsheet and reimport.
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5.5Search Results

You can modify how search results are displayed to suit your needs and perform actions on an individual
or multiple documents returned in a search.

Search Results
vieww F3 [ Detach
Invoice Number Invoice Date  Type Purchase Due Date Supplier Supplier Site Unpaid Inveice Amount Invoice Status  Paid Status Payment Number
Order Amount
2020-01-121332 08-Apr-2020 Standard invoic. ABCPLC OFFICE LKR 15835 LKR Inc Unpaid
Credit 349092 08-Apr-2020 Credit memo 118527 08-Apr-2020 ABC PLC OFFICE 0.00 LKR 0.00LKR Ca Unpaid
aaa 08-Apr-2020 Standard invoic. 06-May-2020 ABCPLC QFFICE 1,303.72 LKR 1,303.72 LKR Rejected Unpaid
ABC123 05-Apr-2020 Standard 05-May-2020 ABCPLC QFFICE 20.00USD 100.00 USD Approved Partially paid 104906
Test1 31-Mar-2020  Standard 30-Apr-2020 ABCPLC OFFICE 1,150.00 USD 1,150.00 USD In Unpaid
Search Results
View w T g Detach
5 . Purchase : A Unpaid . . .
Invoice Number Invoice Date  Type Order Due Date Supplier Supplier Site Amount Invoice Amount Invoice Status  Paid Status Payment Number
2020-01-121332 08-Apr-2020 Standard invoic. ABC PLC OFFICE LKR 159.35LKR Incompleie Unpaid
Credit 349082 08-Apr-2020 Credit memo 118527 08-Apr-2020 ABC PLC OFFICE 0.00 LKR 000LKR C Unpaid
aaa 06-Apr-2020 Standard invoic. 06-May-2020 ABCPLC QFFICE 1,30372LKR 1,30372LKR R Unpaid
ABC123 05-Apr-2020 Standard 05-May-2020 ABC FLC OFFICE 20.00 USD 100.00USD  Appi Partially paid 104908
Test1 31-Mar-2020 Standard 30-Apr-2020 ABC PLC OFFICE 1,150.00 USD 1,150.00USD In Unpaid

Users can hide or show more columns, Reorder columns, view details of a transaction, etc. by clicking the
view button and selecting the relevant task.

To show more columns in the search results table, do the following:

Select View then Columns. A listing of all available columns is displayed. Enabled columns have a blue
check beside the name. By default, all are enabled.

Click the name of the disabled column you want to show in the listing to enable it. The page refreshes
and the columns are shown. Alternately, you can select: View then Columns then Show All to view all
available columns in the table.

To hide columns, repeat the steps but select the enabled column you want Hide. The column is disabled
and the page refreshes to display the column.

To Reordering Columns in the search results table, do the following:

You can change the order of columns in a results table to make it easier to compare information in one of
two ways. One way is by clicking the column header and dragging the column to the preferred location in
the search results table. Alternately, to change column order, do the following:
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In the search results table of a search tab, select View then Reorder Columns. The Reorder Columns Page
is displayed.

Reorder Columns

Visible Columns
Invoice Number

Invoice Date
Type
Purchase Order

Supplier

Supplier Site
Unpaid Amount

Select the column or columns you would like to move and click the up or down arrow to reposition the
column in the display order. Multiple columns can be selected and moved at the same time.

Click OK. The Reorder Columns Page closes and the page refreshes to display the search results table with
the columns in the new order.

Users can view more information about a transaction record such as created by or last modified by click
view then About this Record.

About This Record x

Created By [ @sagt.com Ik

Creation Date  27-Sep-2019 4:54 PM

Last Updated By chric @sagt.com.lk

Last Update Date  07-Cct-2019 10:34 AM

5.5.2 Export to excel

Search Results
view v T 7 Detach

Purchase Unpaid

Invoice Number Invoice Date  Type Order Due Date Supplier Supplier Site Amount Invoice Amount Invoice Status  Paid Status Payment Number
I 2020-01-121332 08-Apr-2020 Standard invoic. ABCPLC OFFICE LKR 159.35 LKR Incomplete Unpaid -
Credit 340092 08-Apr-2020 Credit memo 118527 08-Apr-2020 ABCPLC QFFICE 0.00 LKR 0.00LKR Canceled Unpaid
aaa 08-Apr-2020 Standard invoic.. 06-May-2020 ABC PLC OFFICE 1,303.72 LKR 1,303.72 LKR Rejected Unpaid
ABC123 05-Apr-2020 Standard 05-May-2020 ABC PLC OFFICE 20.00 USD 100.00USD Approved Partially paid 104906
Testt 31-Mar-2020 Standard 30-Apr-2020 ABC PLC OFFICE 1,150.00 USD 1,150.00 USD In process Unpaid
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Users can export the search result to an excel sheet by clicking on the Export to Excel button.

4 Search

** Invoice Number
** supplier
Supplier Site

** purchase Order

Search Results

View w iz Detach
Invoice Number Invoice Date
2020-01-121332 08-Apr-2020
Credit 349092 08-Apr-2020
aaa 06-Apr-2020

ABCPLC

Advanced Saved Search All Invoices v

€ savehs
« v > ThisPC » Documents
Orgonize v Newfolder
~
I This PC Mame
J 3D Objects 110746
1 Deskiop = service_requests
E— £ LocationSearchResults (11123
£ LocationSearchResults
4 Downloads - .
[y o<

v|®&  SearchDocuments

Date modificd Type

8 PM
PM
3 PM

X

r
- @

Microsoft Excel 97
Microsoft Excel §1
Microsoft Excel 97

Microsoft Excel 97

"

File name:

Save as type: | Microsoft Excel 97-2003 Worksheet

** Al least one is required

Search Reset = Save..

Type atus  Paid Status Payment Number
Standard invg A Hide Folders Cancel Unpaid
Credit memo 118527 08-Apr-2020 ABCPLC QFFICE 0.00 LKR 0.00 LKR Canceled Unpaid
Standard invoic. 08-May-2020 ABC PLC OFFICE 1,303.72 LKR 1,303.72 LKR Rejected Unpaid

Choose a file destination in the device to save the document.

5.6 Tax Codes

The tax codes are applicable for local suppliers. Based on your tax invoice please select the tax

classification code accordingly when creating the invoice.

Note: If the tax is entered in the Purchase Order you will not be required to select the tax classification
code. Also if no tax applicable, do not select any tax code and leave blank the Tax Classification field.

Below are the tax codes available in the system

EXEMPT

MBT_LOCAL 2.04%
SWVAT_15% AND NET_2.04%
SVAT_LOCAL 15%
WAT_LOCAL 8%
SVAT_LOCAL 8%

WAT_15% AND MET_2.04%
WAT_IMP 15

WAT_LOCAL 15%

EXEMPT

MBT_LOCAL 2.04%
SWAT_135% AND NBT_2...
SWVAT_LOCAL 15%

VAT _LOCAL 8%
SWVAT_LOCAL 8%
WAT_15% AND MEBT_2.0...
WAT_IMP 15

WAT_LOCAL 15%
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6. Glossary
A
Abstract

An Abstract is a form which summarizes negotiation details. Abstracts are published to external web sites and
can be viewed by suppliers without having to log into the system.

Agreement Terms (Blanket or Contract Purchase Agreement only)

Agreement terms are optional and apply only when you have selected "blanket purchase agreement" as
the auction outcome.

e Agreement Amount - Specifies the currency amount over the course of a blanket purchase
agreement. It is the maximum amount that can be issued against a blanket purchase agreement as
long as the Amount Limit on the blanket purchase agreement is not increased beyond the Total
Agreement Amount. Total Agreement Amount applies only to RFQs or auctions with blanket purchase
agreement outcomes.

Approved Supplier List (ASL)

All procurement organizations maintain lists that associate the items and services they buy with the
companies who supply them, either formally or informally. Data stored in a controlled, global repository
containing relevant details about each ship-from/ship-to/item relationship, is known as an Approved Supplier
List (ASL). This repository includes information about all suppliers with business statuses including Approved,
Debarred, or New.

Attachments (Attachment URL)

Attachments contain additional descriptive information about items, such as technical specifications or
engineering drawings.

Attachments can be an attached file, a URL address of a file, a short or long text message, or an existing
document from the system document catalog. For each attachment negotiation creators select, they identify
the class of accessor by assigning the attachment a category value. Depending on the category value assigned,
only the appropriate users can view the attachment.

The file size limit for attachments is 10 MB. For attachment files larger than 10 MB, use an attachment URL.

Post the attachment file to an Internet site and enter the full URL (for example:
http://www.mysite.com/filename.doc) at which the attachment can be accessed.

Best Price (Best Quote/Bid Price)

The best price quote/bid is the quote/bid that includes the lowest price for an RFQ/Auction item.
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Bid/Quote Price

The total per-unit price offered by the supplier after all cost factors have been included. The bid/quote price
represents the actual per-unit cost. Bid/quote price is calculated as follows:

((((line price * any percentage of line cost factor(s)) + any per-unit cost factor(s)) * bid/quote quantity) + any
fixed amount cost factor(s)) / bid quote quantity.

Bid Ranking

See Quote/Bid Ranking

Bid Start Price

See Quote/Bid Start Price

Billing Address (Bill-To Address)

The address to which bills for purchased items is sent. You can enter multiple billing addresses.

Blanket Purchase Agreement

See RFQ/Auction Outcome.

Blind (Negotiation Style)

See Negotiation Style.

Buyer's Auction

An auction to purchase items or services that are clearly defined such as office furniture or memory chips.
Buyers can tailor each auction to control who can see bids during the auction, whether multiple rounds of
bidding are possible, and whether partial bids are allowed. Also called a reverse auction.

C

Collaboration Team

A group of buyers from the same purchasing organization who can collaborate on the creation and
management of a sourcing document. Collaboration team members can be any user within the same
organization to which the creator belongs. Members can be restricted to read only access meaning they can
view but not update any information. Other members can be assigned specific tasks and given deadlines by
which these tasks must be completed. Finally, some members can be designated approvers. Approvers must

OK the document content before it can be published.

Cost Factor

49



Cost factors allow a buyer to identify additional costs associated with a particular negotiation item. Such costs
could include services such as training or consulting, or discrete costs such as shipping fees. Buyers can specify
when they create the RFQ or auction how much they are willing to pay for these additional costs. These costs
can then be negotiated between a buyer and supplier just like the line price.

Cost Factor List

See Reusable Cost Factor Lists.

Current Price

The current price represents the assessed value, relative value, or regular "list" price of a negotiation item. The
current price can be used to analyze negotiation performance. Suppliers cannot view the current price.

D

Estimated Quantity (blanket and contract purchase agreements only)

The organization's best estimate of demand for the item over the life of the blanket agreement. Note that this
field is optional for blanket purchase agreements and cannot be scored.

The rate used to convert values between currencies.
Exchange Rate Date
The date on which the currency exchange rate is taken from the operating unit's currency exchange rate table.
Exchange Rate Type
When creating a multi-currency negotiation, the buyer selects the exchange rate type:
e System exchange rates - Exchange rates that have been bulk loaded into the system's exchange rate
table for a particular date. There can be many different system exchange rates defined.

e User-Defined Rates - Exchange rates the buyer enters when defining response currencies for a
negotiation.

G

Global Agreements

Global agreements are a type of blanket or contract purchase agreement. Global agreements can be used by

multiple organizations within a company. The agreement is owned and maintained by the creator's

organization, but the agreement can be accessed by any of the authorized organizations. When an

organization processes a release against the global agreement, the terms and conditions (for example, the
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ship-to address and billing information) that are applicable to that organization are used even though they
may be different from the terms and conditions of the owning organization. Releases against a global
agreement are processed as standard purchase orders.

H

Ledger Currency (Negotiation Currency)

The currency in which an operating unit conducts business on the system. For example, if an operating unit's
currency is USD, then USD is the default currency that appears whenever a user from that operating unit
creates a new sourcing document.

Line Types

A negotiation line item's line type determines whether the line item refers to goods or services (other line
types can also be defined).

Lots

Collections of lines giving a hierarchical structure to the sourcing document. Lines may be organized into lots
to obtain the most competitive bid. Suppliers are required to evaluate the entire lot and place a bid at the lot
level. They may optionally provide lot line-level bids as well.

M
Minimum Bid Decrement

The minimum amount by which bids must decrease This is set in the auction's response controls. You can
enter either a straight amount or a percentage by which bids must improve.

Note: A bid decrement amount will always be applied to a bidder's current bid price. If you specify your bid
decrement amount as a percentage, the decrement percentage will be calculated based on a
bidder's original bid price but will be applied to the bidder's current bid price. For example:

Auction #1234; bid decrement = $100 Bidder A's original bid = $1,000 Bidder A's second bid = $900 Bidder A's
third bid = $800 Auction #2234; bid decrement = 20% Bidder B's original bid = $1,000 Bidder B's second bid =
S800 Bidder B's third bid = S600

Minimum Release Amount
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Specifies the smallest currency amount for any single release of goods during the life of a blanket or contract
purchase agreement. It is the minimum amount that can be issued against a blanket purchase agreement
header or blanket purchase agreement line or both.

Minimum release amount applies only to RFQs or auctions with blanket purchase agreement outcomes.

N

Negotiation Dates

Depending on the type of negotiation, buyers set four dates for each negotiation (*indicates a required field):

e Preview Date (RFXs, auctions) - During the preview period, all eligible suppliers may view the
RFx/auction but not submit responses.

e *QOpen Date - The date and time the negotiation opens.

e *Close Date - The date and time the negotiation closes. Once closed, no further responses may be
accepted.

e Award Date (RFQs and auctions) - The date and time by which RFQ/auction will be awarded. While
buyers are encouraged to honor their award dates, the system does not enforce these dates.

Negotiation Style
The style determines who will be able to see the quotes/bids and when. The three styles are:
e Open (RFIs and auctions only) - All suppliers can see the quotes/bids, though the responding
supplier's identity is concealed.
e Blind - Only the buyer can see the quotes/bids.

e Sealed - The buyer can see the responses when the negotiation is unlocked. Both the buyer and
suppliers can see the responses when they are unsealed.

Percentage (with Autolncrease)

See Minimum Bid Decrement.

Power Quote/Bid

Power Quote/Bid allows you to expedite your rebidding when you have bid on several items in the same
auction. When you use power bid, all of your bids (losing and winning) in an auction are improved by the
percentage you enter in the Power Bid field. Power bidding cannot be used if any of the auction items
contain cost factors.

Price Breaks

See
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Price Tiering.
Price Differential

A multiplier applied under certain circumstances to a rate-based labor cost, for example, vacation or overtime
pay rates

Price Precision

The number of decimal places allowed for per-unit prices entered in the RFx/Auction currency. The precision
you set doesn't apply to per-unit prices entered in a currency other than the RFx/Auction currency no does it
apply to currency amounts such as Bid Total or the bid value of Fixed-Amount price elements. While you can
set the precision for unit-prices entered in a non-RFx/Auction currency when you define your currency list, the
precision for amounts is automatically governed by the standards defined by the ISO (International
Organization for Standardization). The ISO standards are used automatically by Sourcing.

Price Tiering
Price tiering allows buyers and suppliers to negotiate multiple prices for the same item. Price tiering can be
based on Quantity, Ship-To address, and Effective Date. The type of tiering available depends on the
document outcome. Standard purchase orders can only use tiering on the quantity. Blanket and contract
purchase orders can use tiering on location, quantity and effective date.
Price to Total Score Ratio
In an RFQ or auction using Multi-Attribute Weighted Scoring, the price to total score ratio is determined by
dividing the Quote/Bid price for an item by the total score for that item. The price to total score ratio is then
used to rank competing quotes/bids. For more information see, Basing Award Decisions on Line Attributes
Pricing Basis
The method used when using a cost factor to calculate the Quote/Bid price:
e Per-Unit - The value is added to the item price.
e Fixed Amount - The value is divided by the quantity of units Quote/Bidd and added to the item price.
e % of Item Price - The value is divided by 100, then multiplied by the item price, and the result added
to the item price.

Proxy Bid

By activating proxy bid in an auction, you allow the system to automatically rebid on your behalf whenever a
competing bid price beats your bid price. See Using Proxy Bidding.

Proxy Bid Decrement

The exact amount by which you want each of your proxy rebids to decrease. The proxy bid decrement amount
applies to all items on which you submit proxy bids in a single auction.
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You cannot change your decrement amount after you submit it.
Proxy Bid Minimum Bid

The lowest price you are willing to proxy bid for any auction item. Whenever your bid price is higher than a
competing bid price, the system will continue to automatically rebid (by the proxy bid
increment/decrement amount you specify) until your proxy minimum bid price is met.

After you have submitted your proxy minimum bid amount, you cannot change this amount unless the
minimum amount is met in the auction bidding.

Q
Quote/Bid Ranking

Quote/Bid Ranking method determines how bids and quotes are ranked. When creating a sourcing document,
the buyer can choose between two methods, Price Only or Multi-Attribute Weighted Scoring. In a Price Only
negotiation the lowest price Quote/Bid receives the best rank. In a Multi-Attribute Weighted Scoring
negotiation, the buyer can select attributes other than price to be included in the best rank calculation. The
bids and quotes are ranked with the lowest price to total score ratio receiving the best rank. The buyer can
choose to display the scoring criteria to the suppliers.

Quote/Bid Start Price

The price at which Quoting/Bidding for an item must begin. A Start Price is not required, but if the buyer
specifies one, all quotes/bids in an RFQ or auction must be equal to or below the Start Price.

Rank Indicator

The rank indicator specifies how response rankings are displayed. If allowed by the system administrator, you
can choose from three different indicators. Win/Lose displays "Win" for the best ranked Quote/Bid and "Lose"
for all others. "1,2,3..." displays "1" for the best Quote/Bid and sequentially numbers the remaining bids in
order of rank. "None" displays no ranking indicator.

Response Currency

If a buyer allows responses in currencies other than the negotiation currency (the currency of the buyer who
created the negotiation), the buyer must define the currencies in which responses are accepted.

Response Visibility
Response visibility controls when suppliers can see information from competing responses.

Open - in an open negotiation, suppliers can see competing response information while the negotiation is
active.
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Blind - in a blind negotiation, suppliers can only see the best bid value (if allowed).

Sealed - in a sealed negotiation, buyers cannot see any responses until they are unlocked, and suppliers
cannot see any competing response information until the responses are unsealed.

Reusable Cost Factor Lists

Reusable Cost Factor Lists allow you to group several cost factors which are related or are typically used
together. Once you have created a cost factor list, you can apply that cost factor list to any negotiations (RFQs
or auctions) containing items to which those cost factors are applicable.

RFI (Request for Information)

RFI's are used to qualify suppliers and their goods and services for subsequent procurement activities. RFls are
used more for gathering information on goods and service provided by a supplier than to lock in particular
price information. Therefore, one unique feature of an RFl is that buyers can choose to define negotiation line
items without price and quantity and specify lists of criteria to which suppliers must respond. RFIs can be
taken to multiple rounds until the buyer has enough information to identify supplier(s) with which to deal. At
the conclusion of the RFI cycle, the information contained in the RFI can be copied into an RFQ or buyer's
auction.

RFQ (Request for quotes)

RFQs enable buyers to collect quotes from suppliers for complex and hard-to-define items or services such as
made-to-order manufacturing or construction projects. Once suppliers have submitted an initial round of
quotes, the buyer has the power to fine-tune the RFQ and initiate detailed negotiations as necessary. The
process may go through multiple rounds of negotiations and quote before completion.

RFQ/Auction Outcome

The outcome of an auction or an RFQ can be:

e Standard Purchase Order - A one-time purchase, after which the buyer is not committed to any
future purchases.

e Blanket Purchase Agreement - The buyer commits to a contract for future purchases and can
enter agreement terms.

Score

(In Multi-Attribute Weighted Scoring only). A number between 0 and 100 assigned to each acceptable
Quote/Bid response. The score is multiplied by the weight assigned to the attribute to calculate the weighted
score for the attribute. The sum of all weighted scores is the bid or quote's total score which is used to
determine the rank of the response.

Security Level
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You can create a sourcing document having a security level of Public, Private, or Hierarchy. Each level of
security restricts access to the document.

e Public - Any user in the company has access to public sourcing documents. The actions users can
perform is determined by their functional security. Buyers can define an additional collaboration team
for a public document, but access is not restricted only to members of the team. Actions collaboration
team members can perform is determined on their functional security and whether they are
identified as view-only.

e Private Only the document owner and the members of the collaboration team can access the
document. The actions the collaboration team members can perform is determined by their
functional security and their view-only status values.

e Hierarchy - Only the document owner, the members of the collaboration team (if any), and
individuals who are higher in the security hierarchy than the document owner can access the
document. Any subsequent approvers can also access the document.

Standard Purchase Order

See Auction Outcome.

Supplier Master

A repository of information about suppliers from whom you purchase goods and services. Set up in Oracle
Purchasing using the Suppliers window. For each supplier there may be multiple supplier sites.

T

Tab-Delimited Text File

In tab-delimited text (.txt) files, fields are separated by the tab character, but without any special formatting
characters. Spreadsheet applications are recommended to open tab-delimited text files.

Target Price

The price a buyer hopes to pay for one unit of an auction item

Time Zone

You can select the time zone in which you will conduct your system transactions. Click "Edit Personal
Information" from the Sourcing Welcome page to set your time zone preference.

Total Agreement Amount

Total Score

(Multi-Attribute Weighted Scoring) The score calculated for a bid or quote based on a supplier's responses to
an item's weighted attributes. For more information, see Basing Award Decisions on Line Attributes

U
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Value Type

The type of value that suppliers should enter for item attributes:
e Characters - (letters/words)
e Numbers - (digits)
e Dates - (numbers in date format)

e URL - (using the format http://www.oracle.com)

Text is the most flexible value type. If you select Text, buyers can enter letters as well as digits. If you select
Numbers, buyers can only enter digits; if you select Dates, buyers can only enter digits in date format.

w

Weight

(Multi-Attribute Weighted Scoring only) On a scale on 1 to 100, the weight of a scored attribute as compared
to other attributes. Weights for scored attributes must total 100 and each scored attribute must have a weight
of at least 1.

Winning Quote/Bid

The winning quote/bid is the response which most correctly meets the requirements of the negotiation. A
response's acceptability is generally based on price, however, the quantity available, availability date, may also

be important. The winning response is selected by the buyer.

X
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