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Introduction

Introduction - Finance

After the supplier ships the service or goods to the Saudi Commission for Health

Specialties and confirms that a notice exists in the system indicating that the requesting

department has completed the receipt process, the user can begin creating the invoice.

Steps to Create an Invoice

To do so, navigate to the “Finance” tab, then click on the “Create Invoice” sub-tab. The

screen shown in the image below will then appear.

E-Business Suite

Enterprise Search Contract Documents Go Search Results Display Preference Standard
Home
Navigator Worklist
Full List
Personalize
B'Fe&
4 BB SCFHS iSupplier Portal Full Access | From Type Subject Sent Due
Home Page There are no notifications in this view.
» Bm SCFHS Sourcing Supplier .
¥ TIP Vacation Rules - Redirect or aulo-respond to notifications
Then click on the “ Go ”
[ create inv
Invoice Actions Croate Involce Wit 3 PO
Search
Mot thal the search & case msanstve
Purchase OrderNumber (]
e Inveics Amotnt
Inwoice Date From Invoice Date To
Invoice Status ~ Cumrancy
Go Clear
invoice Number invoice Date Invaice Cumency Code Inveice Amaunt Purchase Order Stats update View Atachmants

Mo search conduscted.
.
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- The user must follow the steps below:

Enter the Purchase Order Number only, then click Go. The purchase order line will

appear, and the line to which the invoice will be added should be selected.

Purchass Orders

Create Invoice: Purchase Orders
Search

Maote st he sesech is case

Onganization
Advances and Financing  Exciudod

[ G | cioar

SelectBems:  Add to Invoice | -

PQ Numaer ¥ Line . Shipment . Advances or Financing
m i i o
1 o

Hern Description
1ot 1

=y

[

Select the purchase order line, then click Next

Supplier e Number

Orderes  Received

Manage Tax

Invoiced

000 500 L

1000 500 o

Review ang Suomit

Cancel  Siop 10i4 Next

Advanced Search
UOM  UnitPrics  Curr Ship To  Organization . Packing Siip  Waybill

n o1 sAR Ryamn  SCHS OU
Ean 1 sar Ryain  SCHSOU

Suppier Home Onders Shipments | F

Create Invoices

Create Invoice: Purchase Orders G swnul Wext
Search Advanced Search
e
Select tems:|  Add to invoice | «es
B PO Number v Line Shipment Advances or Financing ltern Description Hem Number Supplier lem Number Ordered Received Invoiced UOM  Unit Price Curr Ship To ‘Organization Packing Slip Waybill
B953 1 1 o fost 1 1000 500 o Each 1 SAR Riyadh SCHS U
Bo: 1 1 a fest 1000 500 o Each 1 SAR Riyadh CHS OU
. ,
Purchase Order ltlems Added to Invoice
Satoct tems-  Remoue from invoice
PO Number Line Shipment iem Description em Number Supplier ltem Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization
6053 1 1 test 1 500 500 Each 1 SAR Riyadh SCHS OL
Enter the Invoice Number and Invoice Date, and add the necessary attachments
Create Invoice: Details Concel | [Back Sp2old | Next
* ndicates. raquired Neld
Supplier Invoice
* Supplier <
* Remit To  Riyadh Al Sul
Address =)
B
Unique Remittancs Identifier . £
e e .
Attachment w +
# P Ky amach [BAN pictura & Invcice: Socument
Customer
ems
I — I — — .
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Then verify that the quantity and amount match the invoice, and click Next

Purchase Orders Details Manage Tax w and Subeit

Create Invoice: Details Cancel  Back \'ar;:l{ Mext

* Incbcates required fiek

Supplier Invoice
* Suppler s St
Tax Payet ID
* Remat To Riyadh, Al Sula Invoice Type  Inwoec -
Address Currency  SAR
Remit To Bank Account X000000CO0000000000 Invoics Description
Unique Remittance Isentifier “
Remittance Check Digit Context 2
Atachent 6D +
& T Kindly attach IBAN picturo & Invoic document
Customer
* Customer Tax Payer D 310253847400003
Customar Name £
Address <
ltems

PO Number Line  Shipment Item Number Htem Description Supplier tem Number ship To Available Quantity Quantity Unit Price. UoM  Amaunt
953 1 tast Riyach 500 Ean 500

Verify all the information displayed on the page, then click Submit.

Purchase Orders Detits Manage Tax Revow ared Subent
Create Invoice: Manage Tax Cancel Save Back S0 or4| Mext | Submit
Supplier Invoice
* Supplier < faasge * Invoics Humber 16511
Tax Payer D * Invoice Date 05052025
* Remit To Fiyadh, Al Suia invaice Type  Standard
Address il " Currency SAR
Remit To Bank Accaunt  000GCOX00OCKKRNNKEAD voice Description
Unique Remittance identifier Y
Arsenment
Remittance Check Digit
Customer
* Customer Tax Payse D 3102 "d000 Requester Email
Customer Name 3 =L o iflin 5ityd Requester First Name
Acdress <Lisd . SA_O006 54 Requester Last Hame
ltoms
PO Number Line Snipment Item Description Supplier ftem Number Ship To Available Dty Quantity To Invoice vom UnitPrice Amount
8053 1 1 tost 1 Foyadn s 500 Each 1 0000
Shipping and Handling
Charge Type Amount Description
o results found
Invoice Summary
tems 000
Less Retainage 000
Suppher Home Orders Sipmenls | Finance | Adiiss
Greate Inveices Vi Payments
. .
Purchess Ordsrs Datals Wanene Tax Raview and Submit

1, Contirmation
i st 1 s b 1 S ACEDUNS gl CEQANTEnt on 013112025, The conlion AUITDEN 10 IS 0K & e iNVOice Tumber Yo €3 auery IS SIS by Lsing Search by Remwgaling 1o he Home [age

Invoice: test 1 Frintable Page  Creats Anather
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View and Query Invoices

The user can view all previously created invoices and verify them by following these

StEPSI

1. Navigate to the “Finance” tab, then to the “View Invoices” sub-tab. The page shown

below will open.

pier Home  Cnders Stipments st
es [ Viewinvoices | | view
View Invoices. Export
Simple Search A ST
Invoice Number ~
PO Number T
™
3
13 %
Go | Clear
Invalce Inveice Date Type  Currency Amount  Due Stat Gn Held FO Humber Receipt Payment Status Payment Schaduled Payments. Attachments
Mo searen conductea

2. Enter the search criteria (Purchase Order Number and Invoice Number) and click the

Go icon. The page shown below will appear.

e s S Finance | A
View Invoices i Payment
View Invoices Export
Simple Search Advanced Search
Inwcica Number Payment Status -
POMumBSr ke Amount From T
Amount Dus From ©
Felease Mumber Iweice Date From : T
Poyment Number Due Date From (15.1 2 o
Invoice Statis v
Go Clear
Inusice Invoice Date Type Currency Amount On Hold PO Humber Receipt Payment Status Payment Scheduled Payments Attachments
st 1 06-05-2025 Standand SAR 50080 8453 s Hot Faid 3
14082024 Stangant saR 360,434 50 2 a 202401104 3
04082024 Standard AR 127 57640 7838 sl a0 3
240034 20042024 Stangan AR 257215 7212 s
24003 16-04-2024 Stancans AR 0810 T3
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Inquiry on Payment Date and Transfer Date

The supplier can check the status of the invoice by following these steps

nts |Finance | Ac

e e — siration
View Payments

Simple Search

Mot

PO Number
Releass Number
Go | Clesr

Remit-to Supplier Remit-ta Supplier Site

Status
Payment Amaunt From T
Payment Bate From

Payment Date = Currency Invol
06-08-2024 SAR 5
04082024 SAR

20042024 AR 04
23-04.2024 SAR 40038

The Payment Date will be displayed, indicating the date of the financial processing

The Transfer Date will be displayed, indicating the date the amount is debited from the

Commission’s account

Advanced Search

PO Number

Payment: 2024006727 (Total SAR 682,572.15)

Included Invoices

Invaice Date
24042024 Stardand SAR

Invoice
TR
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