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Please upload following before creating Invoice: (Ignore if already uploaded)

.Company Trade License .1

Tax Registration Certificate .2

IBAN account certificate issued by the bank .3

In the event that there is no tax registration certificate, a letter from the company must be attached stating that the company does not have a tax registration .4

.Upload Original Invoice while creating Invoice
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Please upload following before creating Invoice: (Ignore if already uploaded)

Company Trade License .1
.Tax Registration Certificate .2
IBAN account certificate issued by the bank .3

In the event that there is no tax registration certificate, a letter from the company must be attached stating that the company dces not have a tax registration .4
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Upload Original Inveice while creating Invoice
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.Please Attach Required Supporting Documents To Process The Invaice
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Please upload following before creating Invoice: (Ignore if already uploaded)

.Company Trade License .1
Tax Registration Certificate .2
IBAN account certificate issued by the bank .3

_In the event that there is no tax registration certificate, a letter from the company must be attached stating that the company does not have a tax registration .4
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.Upload Criginal Inveice while creating Invoice
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Login into ERC Business Application:

Login to the link https://erp.rcuae.ae/ with the credentials already registered.

Step 1: From Navigator go to ERC iSupplier Portal Full Access > Then Home Page

Enterprise Search Contract Documents

Home

Mavigator

Personalize

4 Fm ERC iSupplier Portal Full Access
Home Page

» Em Sourcing Supplier

Worklist

?Y é/ LL L)
From - Type =

AT gl

e PO Approval

Iy PO Approval

Go Search Results Display P

Subject -

General Secretariat - Standard Purchase Order

General Secretariat - Standard Purchase Order



First verify Purchase Order is eligible for invoicing or not,

S

Supplier Home  Orders Shipments Planning Finance Product

Search PO Number ~  1012000C° 2

| Notifications

Subject

No results found.

Select Order: Acknowledge

PO .
Select Nyumber < R&V Uit Type

10120000"""5 o0  Seneral
Secretariat

Click on PO Number

Summary
Total
Received
Invoiced
Payment Status

Summary
Total
Received
Invoiced
Payment Status

Summary
Total
Received
Invoiced
Payment Status

Request Cancellation

Operating Document

Standard PO

Administration

Planning
Full List « Forecast Schedules
Orders
Date . Agreements
Dhirnhaca Mirdare
Request Changes View Change History | | #**
LT Acknowledge
Description Order Date - Buyer Currency Amount Status Request B 9¢ Attachments
Status v
07-May-2024 14:59:34 D0 AED Tt Open

4 276.19
0.00
0.00
Mot Paid

2,900.00
2,900.00

2.900.00
Mot Paid

14 530.00
14.530.00
0.00

Mot Paid

a1

If received amount is zero then purchase order
is not eligible for invoicing

If Invoice amount is equal to received
then Purchase order is not eligible for invoicing.
This PO is already invoiced.

If Invoice amount is zero or less than received
Your Purchase order is eligible for invoicing.



Step 2: Go to Finance tab and click on Go button next to Create Invoice With a PO

— | - . 99+
= &= suplierPortal ok B A lwees @ @
Supplier Home Orders Shipments Planning | Finance | Product Administration
Create Invoices View Invoices | View Payments
Invoice Actions Create Invoice ~ Witha PO | Go
Search
Mote that the search is case insensitive
Supplier sl = Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From (24-Apr-2024) e Invoice Date To fe

Invoice Status w

Currency

Step 3: Search for the received items by entering the search criteria in search region.

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number 1012000C 1
Purchase Order Date (25-Apr-2024) g
Buyer Q
Organization Q
Advances and Financing Excluded v

Cancel Step1of4 Next

5

Advanced Search

2 Go Clear
Select Items:4 Add to Invoice | se- Rows 1to 30
Advances Supplier
=] zgmber W Line -~ Shipment . or :;'ee:‘cri tion L::T‘b" Item Ordered Received Invoiced UOM g:::e Curr =~ Ship To Organization -
Financing P Number
1012000¢°""" 1 1 O T e T R AED  General ggggtzlriat
3 Secretariat
The
1012000C "~ 1 1 " o 9999999 e - - AED  General g:g:;taa'riat
Secretariat
The
General
Z] 1012000C°""" 1 1 (| e meen SRR AED General -
! Secretariat Secretaniat
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Step 4: In Details Tab, Invoice details needs to be entered.

Mandatory Fields to be entered:

e Invoice Num (should be same as orignal invoice)

e Invoice Date (should be same as orignal invoice)

e  PDF copy of Supplier Invoice having all the required information.
e Invoice quantity for each line item.

Create Invoice: Details

* Indicates required field

Please upload fellowing before creating Invoice: (Ignore if already uploaded)

1. Company Trade License

2. Tax Registration Certificate.

3. IBAN account certificate issued by the bank.

4. In the event that there is no tax registration certificate, a letter from the company must be attached stating that the company does not have a tax registration.

Upload Original Invoice while creating Invoice.

Supplier Invoice
* Supplier " 1 * Invoice Number
Tax Payer ID 2 * Invoice Date
*RemitTo ks Q Invoice Type
Address ~7"7 ¢ " Currency
Remit To Bank Account Q 3 Invoice Description

Unique Remittance Identifier
Remittance Check Digit

Customer
* Customer Tax Payer ID 92002 Q
Customer Name Emirates Red Crescent
Address 0 =l AE
Items
Line Shipment Item Number Item Description Supplier ltem Number Ship To Available Quantity

Cancel Back Step2of4 | Next

6
Invoice No. and Date
10-May-2024 should be same as
Invoice v original Invoice
AED
“
Attachment + 4
Upload all above mentioned
documents here
Quantity Unit Price UOM Amount 5
2900
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Step 5: If TAX is applicable verify tax and tax amount details,

Summary Tax Line Tax Regime T e s (B Tax Jurisdiction ARG R T Line
Number Code Code Status
1 VAT_REGIME V... VAT_STANDARD Q  VAT_JURISDICTION INPUT STANDARD Q 145 Active

Table Diagnostics

Items
PO Number Line Shipment Item Description Supplier tem Number Ship To Available Qty Quantity To Invoice UOM  Unit Price Amount
10120007777 1 1 o o ) o T 2,800.00
Table Diagnostics
Shipping and Handling
Charge Type Amount Description
No results found.
Table Diagnostics
Invoice Summary
Items 2,900.00
Less Retainage 0.00
Freight 0.00
Miscellanecus 0.00
Tax 145.00
Recalculate Total Total (AED) 3,045.00

Cancel Save Back Step3of4 Next Submit

If TAX is not applicable type NOT APPLICABLE in Tax Rate Code and press calculate buttons as
mentioned below in step 1,2 and 3

Calculate )
Summary Tax Line Tax Regime Tax Jurisdiction Line
Number Code Tax Tax Status Code Code Tax Rate Code Tax Amount Status
1 VAT_REGIME V. VAT_STANDARD Q  VAT_JURISDICTION NOT APPLICABLE 1 Q 0 Active
Table Diagnostics
Items
PO Number Line Shipment Item Description Supplier ltem Number Ship To Available Qty Quantity To Invoice UOM  Unit Price Amount
1012000C 1 1 2,900.00
Table Diagnostics
Shipping and Handling
Charge Type Amount Description
No results found
Table Diagnostics
Invoice Summary
Items 2,900.00
. Less Retainage 0.00
4 Verify amounts Freight 000
Miscellaneous 0.00
Tax 0.00
3 Recalculate Total Total (AED) 2,900.00
5

Cancel Save Back Siep3of4 Next Submit



Step 6: Review all details, and submit invoice.

Create Invoice: Review and Submit Cancel Save Back Step4of4 Submit

Please upload following before creating Invoice: (Ignore if already uploaded)

1. Company Trade License.

2. Tax Registration Certificate.

3. IBAN account certificate issued by the bank.

4 In the event that there is no tax registration certificate, a letter from the company must be attached stating that the company does not have a tax registration.

Upload Original Invoice while creating Invoice.

Supplier Invoice
* Supplier . * Invoice Number 123
Tax Payer ID * Invoice Date 10-May-2024
* Remit To B Invoice Type Standard
Address """ T * Currency AED
Remit To Bank Account XXXXXX4161 Invoice Description
Unique Remittance Identifier i 1 L)

Remittance Check Digit = AN Bl

BAT Number

Invoice Category

Payment Bank Account
Payment Hold Reason
Invoice Cancellation Reason

Attachment w

Invoice Submission without Attachement:

If no attachement is provided, Invoice will not created and system will show error as Attachement
is required to Submit Invoice.

Supplier Home  Orders  Shipments  Planning | Finance | Product Administraion  Assessments  Manage Supplier Broker

Create Invoices | View Invoices  View Payments
Purchase Orders Detaile Manage Tax Review and Submit
@ Error
Please Atfach Required Supporting Documents To Process The Invoice
Create Invoice: Review and Submit Cancel Save Back Step4of4 Submit
Personalize Table Layout
Supplier Invoice
Personalize "Supplier" Personalize “Invoice"
* supplier * Invoice Number ERCTST1
Tax Payer ID * Invoice Date 04-Aug-2022
*RemitTo s Invoice Type  Standard
Address s il * Cumency AED
Remit To Bank Account XXXXXX4161 Invoice Description
Uniaue fomittance donter Atachment

Remittance Check Digit
Customer

Personalize "Customer”
* Customer Tax Payer ID 82002
Customer Name Emirates Red Creseent
Address o0 A4 AE

Items.

Personlize "ltems”
Personalize "lfem Lines Table"

HeE& v 9
PO Number Line  Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice UOM  Unit Price Amount
101200000950 1 1 2022 427 % G e N Bl 28 5 ST 28 The General Secretariat 2 1 Each . v.

< >

Inspect MDS Contents




To view status of already submitted invoice,

Supplier Home Orders  Shipments F\annmg1 Finance Product Administration

Create Invoices View Invoices 2 View Payments
View Invoices

Simple Search

3 lInveice Number BIN240%

PO Number
(example : 1234)
Release Number
(example : 1234-2)
Payment Number
Invoice Status v
/ 'Go  Clear
Invoice -~
C
A 1}
[T
30
C 22103+

Invoice Date »
25-Apr-2024
25-Apr-2024
25-Apr-2024
24-Apr-2024

24-Apr-2024

Type
Standard

Standard
Standard
Standard

Standard

Currency

AED
AED
AED
AED

AED

Payment Status
Invoice Amount From

Amount Due From

Invoice Date From

Due Date From

Amount
]

26,150.00

0.00

Due Status

0.00 Approved
0.00 Approved
0.00 Approved
0.00 Approved

0.00 Gancelled

R

(14-May-2024)

On Hold

To
To
To
To

PO Number
10120000~

10120007" """
10120000 "
101200003457

101200C

%
fo

Receipt
3356
3356
3356
3378

3356

Payment Status
Paid

Paid
Paid
Paid

Not Paid

Payment

20230C°
202300

202300C

2023001828

Scheduled Payments

Export

Advanced Search

Attachments

BRRRY



