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Electronic Suppliers Portal
Saudi Commission for Health Specialties

(SCFHS iSupplier Portal)
Supplier Guide to Uploading a Service or Goods Shipment

Shipments Page

Shipments: A shipment refers to the supplier's submission of an invoice for the service
performed or the goods delivered. This allows the requesting department to confirm receipt
via the portal. After confirmation, the supplier uploads the invoice again to the Finance
Department for payment processing.

Suppliers must create pre-shipment notifications through the Suppliers Portal on the
Authority’s website by following these steps:

Navigate to the “Shipments” tab.
Select the “Shipment Notifications” sub-tab.
1. Click on “Configure Submitted Shipment Notifications” tab.

2. Selectthe “Shipment Notifications” sub-tab.

3. Clickon “Configure Submitted Shipment Notifications.”
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Introduction

Definition of a Service or Goods Shipment:

Ashipment s the process in which the supplier submits an invoice for the service performed or goods
delivered, allowing the requesting department to confirm receipt via the portal. The supplier then
uploads it again to the Finance Department for payment processing. Suppliers must create pre-shipment

notifications via the iSuppliers Portal on the Saudi Commission for Health Specialties website.

Steps to create shipping notifications via iSupplier:

1. SCFHS iSupplier Portal Full Access

2. Home Page

E-Business Suite

Enterprise Search Confract Documents Go Search Results Display Preference Standard ~
Home

Navigator Worklist

Full List
Personalize 1 |
=R
4 BB SCFHS iSupplier Portal Full Access From Type Subject Sent Due
2 There are no notifications in this view

» B SCFHS Sourcing Supplier .
& TP Vacation Rules - Redirect or auto-respond to nofifications.

3. Navigate to the “Shipments” tab.
4. Select the “Shipment Notifications” sub-tab.

5. Clickthe “Configure Submitted Shipment Notices” icon.
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Supplier Home Orders | Shipments| Finance Administration
Delivery Schedules Shipment Notices Shipment Schedules  Receipts | Returns | Overdue Receipts = On-Time Performance

4

Shipment Notices

l Create Advance Shipment Notices I 5

Create Advance Shipment Billing Notices
Upload Advance Shipment and Billing Notices

View / Cancel Advance Shipment and Billing Notices
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6. From the View option, change the selection from “Shipments Due This Week” to “Shipments Due

Anytime.”

7. Then, proceed to Go.

iSupplier Portal

Supplier Home  Orders  Shipments | Finance  Administration

hedules | ShipmentMNotices | Shipmeni Scheduls | Receipls | Retums | Overdue Receipls | On-Time Performance

Shipments: Shipmeni Nofices >

Create Advance Shipment Notice

Views 6

7
e B Advmord Jourh

Select PO Shipmens:| Add to Shipment Notice |+
PO ) Supplisr Quantity Quantity Quantity Ship-To Organization
Number Line Shipment Supplier Tem Item Description Due Date & Ordered Shipped Recsived UOM | o ation Name
(O] o 1 1o, i 0 0 Each Riyach SCHS O
o e 1203.2025 [
80 sn 20 LI, 00000 1 0 Each Riyadh SCHS OU
o 19 150, L2 s 0 0 Each Riyadh SCHS U

8. When the purchase order appears, select the line or lines to be shipped.
9. Then select “Add to Shipment Notification,” and the screen shown below will appear.

10. Specify the quantity according to the quantity and amount of the invoice line (excluding VAT). The tax

amount will be added and displayed in the invoice.

11. Itis mandatory to attach the invoice at the line-item level only (one line per invoice).

5 Shipments  Finance

Shipment Notices.

teceipts | Retams | Overdus Recepts | On-Trm Pestomanc

man Noticss

Create Advance Shipment Notice Cancel  Add Shipments  Submit

Snpment Header | Shipment Lines

Shipment Line Defaults

Enter Shipment Line Defaults and click Default ta All Line to copy to all shipment lines.

Packing Siip Container Number
Country O Origin L Truck Number
Bar Coe Label Commants

Defautt o All Lines

Shipments in Advance Shipment Notice

il b dsall) g kD 8 Apah il D o 5y gem 5 ) 5 p0n

ide Al Delais
mber Line Line Shipment Supplier ltem ltem Deseription Due Date Quantity Ordered Guantity Received UOM Guantity Shipped Ship.To Location LPH/LotiSerial Add Attachments | Spiit Remove
[ 1 1 aide. Wi 1203025000000 2904 [ Each X 27304 Riyadh + X &
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12. Then select the Shipment Address, and the screen shown below will appear.
13. Enter the supplier’s Shipment Number, Shipment Date, and select the Expected Receipt Date and
Shipment.

14. Then select Submit.

Ordors | Shipments  Financs

Shipment Notices Retums | Overcue Receipts  On T Peloanance 14
s Shipment Natices
c Advance Shipment Notice Cancel  Add Shipments | Submit
[shipment Header | Stepmon
Shipment Information
* Indcatss requred fiskl
* $nipment Number 100 * shipment Date 02112025 130015 Y
[ Evpectod Recelpt Dwte_ 02112025 110927 5 Wl Shipmesi Date carnal be laer than (eday
Freight Information
Freight Terms. a Ship-From Location
Number of Containers Freight Carrier
Wy bIAGbN Nurber Bill of Lading
Packaging Cote Packing Siip
Tar weight Special Handliing Cote
Net Weight Tar Weight UOM
Comments. Het Weight UOM

®  After the following notification appears, contact the requesting department to confirm receipt of the

service or goods.
®  After the requesting department confirms receipt, proceed with the next step to upload the invoice in

the system and process the financial entitlements (as outlined in the Supplier Guide for Creating

Invoices).
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Supplier Home Orders | Shipments Finance Administration

Delivery Schedules Shipment Notices Shipment Schedules = Receipts | Retumns | Overdue Receipts | On-Time Performance

Advance Shipment Notice Confirmation

Your Advance Shipment Notice 100 has been submitted

Return to Advance Shipment Notices
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Advanced Search

**%|f the purchase order does not appear in the previous steps, follow the image below and click

Advanced Search to create a Pre-Shipment Notification.

Supplier Home  Orders  Shipments = Finance  Administration
Delivery Schedules Shipment Notices Shipment Schedules | Receipts |~ Relums | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >

Create Advance Shipment Notice

Views

View Shipments Due This Week ~  Go | Advanced Search

PONumber  Line shipment suppier y BEUST DL B e Shipped Received "M Lodation R oo 2 e Currency
foun
Return to Shipments: Shipment Notices
a.  Asshown in the image below, add the Purchase Order and click Go.
b. When the purchase order appears, select the line or lines to be shipped.
;:veale A&vanc‘e ;hlpmenl Notice Export
Advanced Search
PONumber = v [ ]
o 2
i =
‘Go | clear Add Another s v Add
nm?owmm{Auwmlm
R0 Line Shipment Supplier SupPler  wem Deseription Quacey xm S uou SeR. Orosmitation c‘amum Currency
o g et i st 2 e A e sy e it Y " D Each Reysdh SoHS 0U « s SAR
2 = = * s i s S 405 3948 ' 0 Esch Ryadh SCHS OU i dpsepa,an SAR
c. Thenclick the “Add to Shipment Notification” icon, and the screen shown below will appear.
d.  Specify the quantity according to the quantity and amount of the invoice line (excluding VAT).
The tax amount will be added and displayed in the invoice only.
e. Itis mandatory to attach the invoice at the line-item level only (one line per invoice).
Supglier Home  Orders  Shipmemts  France  Admi
Cﬁr‘ealllz.h:;lar:;eushlpmenl Notice Cancel Add Shipments  Submit

Shipmant Huadar | Shigment Lines
Shipment Line Defaults

Enter Shipment Line Defsults and click Default o All Lines to copy to sll shipment lines,

Packing Slip Container Nurber
Gountry Of Origin a Truck Number
Ear Cade Label Comments

Datautt 1o All Lines

Shipments in Advance Shipment Notice

S Al B A el el A0 e s 3 B0

Snow Al Dt | Hike All Detis
Detals PO Number Line Line Shipment Supplier Item Rem Description Due Cate Quantity Ordered Quantity Received UOM Quantity Shipped Bhip-To Location LPNILoUSerial Add Attachments [Split Remove
b o " M 0 gm0l 1 S8 5 ) S AL et 12032025 000000 © o Eacn Q 8 fuyecn + 2 W
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Suppliarome  Ordors  Shipmenes  Financs

Dei Shipment Wotices | Snpme Recapte | Rotums | Overdus Receipls | On Time Parformance

E s Heace

Create Advance Shipment Notice Cancel  Add Shipments | Submit

Shipment Header

Shipment Information

* indicates. roquirad fiid

‘ * Shipment Number 110 | * shipment Date  02-¥ 0 Y
[[Erpecied et e T TEOT 3 ol St Die Canmval b2 sfer 1an fody

Freight Information

Frelght Terms q Ship-From Locstion
Numbar of Centainers Froight Carrier
WayDINAITDill Number Bl of Lading
Packaging Cade Packing Slip

Tar wieight Special Handling Code

Mt Weight Tar Weight LOM
Comments Net VWeight LOM
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Supplier Home Orders | Shipments Finance Administration

Delivery Schedules Shipment Notices Shipment Schedules = Receipts | Retumns | Overdue Receipts | On-Time Performance

Advance Shipment Notice Confirmation

Your Advance Shipment Notice 100 has been submitted

Return to Advance Shipment Notices

**%|f the purchase order does not appear, proceed to the Finance section as outlined in the Supplier Guide for

Creating Invoices.

Supplier Guide to Uploading a Service or Goods Shipment i R e N

Saudi Commission for Health Specialties




View or Cancel Pre-Shipment and Edit Invoices

The user can view Pre-Shipment Notifications and verify that the shipments have been received by
navigating to the “Shipments” tab, then selecting the “Shipment Notifications” sub-tab, followed by the

“View or Cancel Pre-Shipments and Edit Invoices” option.

Supplier Home  Orders Finance Administration
Delivery Schedules Shipment Notices Shipment Schedules =~ Receipts  Returns | Overdue Receipts | On-Time Performance

Shipment Notices

Create Advance Shipment Notices
Create Advance Shipment Billing Notices

Upload Advance Shipment and Billing Notices

View / Cancel Advance Shipment and Billing Notices

The page will then open as shown in the image below.

Select the “All Shipment Notifications” option, then click Go. The Processing Status icon will appear; if it

shows Pending, it means the shipment has not been received.

FplscHome  Orters  Shipments  Finance  Adminisiration

Shipment Nobices  Sripmant Scrse ecopts | Retw

View / Cancel Advance Shipment Notice Export

Select Advance Snipmant Notice Cancel Shipment Notice | +.-
Select Number Suppller Site Involce Number Packing Sip  Processing Status Code. Cancetiation Status
®

5 Shipments Finance

Shipmant Notices

Print  Cancel Shipmeat Noice  Export

Shipment Information

Shipment Number 100 Shipment Date 02
Supplier Expacted Recsipt Dats 02
Suppler Site  Riyudh, Al Suia

Freight Information

Freight Terme. Freight Carrisr
Mumbar of Containers

Bl of Lading Wy INAIran Hurmbar
Packing Code Tar Weight UOM Packing Siip
Special Handling Coos ot Waigh UOM Tar Weight
Sommnis et Waight
Shipments in Advance Shipment Notice
Cancel e
Details PO Number & Line - Line Shipment - Supplier fem tem Description Due Date ‘Quantity Orcersd Quantity Received UOM Quantity Shipped Ship-To Location LPN/LOUSeral View Attachments Cancellation Status
y o B ' s o A 2 e R s LTS ) 12.05-2025 000000 a0 o Eacn 2304 Fyan P
et i Cancel Ak ol

aanll Olanaill axgewll aigall

Supplier Guide to Uploading a Service or Goods Shipment R e Y 2




annll alanaill ajagewl] aumll
Saudi Commission for Health Specialties

f @ in X @SchsOrg

) www.scfhs.org.sa




	Introduction

