PAYMENTS & INVOICE
INSTRUCTIONS
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PAYMENTS & INVOICES INSTRUCTIONS

L4

An electronic tax invoice compliant with the requirements of the Zakat, Tax and Customs Authority in the Kingdom of
Saudi Arabia(for more details, please refer to the Electronic Invoicing Guide).

The invoice must be in Arabic in addition to any other language in which it may be issued.

The serial number that distinguishes the tax invoice.

The tax identification number of the client and the supplier.

The invoice issuance date.

* Include the name and address of the client and the service provider.

 The quantity and nature of the goods supplied, or the scope and nature of the services provided.

 The amounts subject to tax according to the rate or exemption and the unit price excluding VAT, along with any

discounts or reductions if not included in the unit price.

* The applicable tax rate.

 The VAT amount is due in Saudi Riyals.

* The service provider must submit invoices through the National Housing Company system.
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PAYMENTS & INVOICES REQUIREMENTS:

Please attach the following requirements to the invoice to avoid rejection or delay in payment:

 The supplier's name must match the commercial register.

e Contact information: name, email, and mobile number.

 The invoice currency should match the currency stated in the purchase order.

 The Tax Registration Number associated with the contracting company.

 The national address of the contracting company.

* The account registered in the invoice must match the account registered with the procurement department in the
contract.

* Purchase order number.

 The invoice issuance date must be after the Certificate of Completion (GR) date.

* C(larifying the work period in the invoice (From — To).
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GENERAL PAYINVOICEINVOICES GUIDELINES:

The requirements that must be attached with the invoice to avoid rejection of the invoice or delay in payment:

* A copy of the purchase order.
* A copy of the contract, renewal, or amendment of the contract if available.
 An updated account statement with each invoice.

* Copies of valid documents (commercial registration —Zakat certificate —social insurance certificate —Saudization

certificate).

If you have any requests, or inquiries, or need more information, please do not hesitate to contact us via Vendor Care.

Contact us | NHC National Housing
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Group Tax Registration Number:
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Registration Num
Registration Num
Registration Num

Registration Num

ner of Nationa
ner of Nationa
ner of Nationa

ner of Nationa

Housing Company, NHC (302007854700003).

Housing Services Company, NHCS (302008745900003).

Asset Management Company, NAMC (310359932600003).
Support Financing Services Company, NFSC (310533118800003).



Submission Invoices through
the System

Follow up Recelipts



LOGIN

Sign In

Oracle Applications Cloud

UserID

User ID

Password

Password

Forgot Password

Select Language
| English v

Note: You can choose the desired language.

Enter Username

Enter Password




Click on home button

You have a new
home page!

Open it with the home icon or the company logo.

You can continue to access this page by selecting the My
Dashboard item in the navigation menu.
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Open the “supplier portal” function

Good afternoon,

Supplier Portal

APPS

Supplier Portal

Things to Finish

Azsignad to Me

Crezted by Me
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You have hidden all open notifications.




Before creating an invoice for a particular purchase order, please ensure that
there are receipts to the purchase order by click on “view receipt” tab

Supplier Portal

Search | Negotiations ~| | Negotiation NumberVH C;

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
* Manage Orders Last 30 Days Last 30 Days

* Manage Schedules Negotiation invitations 1

Agreements

* MManage Agreemenis VIeW purchase
Shipments order receipts

No data available

72

+ View Receipts

Contracts and Deliverables

+ Manage Contracts

* lManage Deliverables 32

Invoices and Payments H M Schedules Overdue or Due Today

B Negotiation Messages
+ Create Invoice Invoices Overdue

s View Invoices

+ View Payments

Supplier News

Please be sure your supplier profile is up to date

MNegotiations

* View Negotiations

+ Manage Responses
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Search by purchase order number or receipt number, click on (search) then click
(receipt number) to view receipt details

View Receipts

4 Search

Enter purchase
order number

Search Results

View v 55

Receipt

GR-2417180
GR-2416186
GR-2415096

GR-2410450

** Receipt
Organization

** Purchase Order

Supplier Item
Receipt Date Organization
27/09/24 03:00 .. Real Estate Investment Mai. .
13/08/24 03:00 ... Real Estate Investment Mai...
02/07/24 03:00 ...  Real Estate Investment Mai...
07/05/24 03:00 ...  Real Estate Investment Mai...

Shipment

Ship Date

|At_lvanned Saved Search |AII Receipts v|

** At least one is required

** shipment

** Item

** Receipt Date | 01/11/22

e | ‘ 27111124

Purchase Order Invoice Packing Slip Bill of Lading
NHC-22000068 748

NHC-22000068 Multiple

NHC-22000068 728

NHC-22000068 724

Supplier Site

\ Search H Reset || save... \




You are now able to view all receipt details including (receipt date, net receipt

quantity, item description) to be used to create invoice

Receipt: 302

Summary
Suppler Packmg Shp
Shipment Waybl
Shi { Date Bili of Lading
Shipping Method Note
Number of Suppher Packing Units
Suppher Site Rivadh
» Additional Information
Lines
Actions v View v T
Doc Quantity
Item g:':l ription Document Type Nu n:'b':?m UOM Name  Currency Recelpt Date
Ordered Returned Net Recelved Relected
OM7266a -Dipl... Purchase order NHC-20000049 3 0 3 0 Each 17-04-2020 12....
FS1130 BF pont Purchase order NHC-20000049 1.000 0 1.000 0 Eacth 17-04.2020 12
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Submission Invoices through
the System

Create Invoice



Tracking your Create invoice

Supplier Portal

Search v v ‘ ‘ C{

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
» Manage Orders Last 30 Days Last 30 Days

» Manage Schedules Negotiation invitations 1

Agreements

« [Manage Agreements .
gend No data available

Shipments

[

+ View Receipts

Contracts and Deliverables

* Manage Contracts

» IManage Deliverables 32

Invoices and Payments H B Schedules Overdue or Due Today

B Negotiation Messages
« Create Invoice Invoices Overdue

« View Invoices

« View Paymenis

Supplier News

Please be sure your supplier profile is up to date

Negotiations

* View Negotiations

» Manage Responses
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You can click on identitying PO then search on your(PO number) that you
would like to match with your invoice then select it and click OK

Search and Select: Identifying PO

4 Search

** Purchase Order | NHC-22000068 |

Supplier Site | |

— [s.eamn][neset]

Purchase . . .
Order Supplier Supplier Site

No rows to display

e (oK | cancel|




You can click on add purchase order line to select po lines and Click on (Apply)
then Click on (ok)

Select and Add: Purchase Ordeors

Search Results
View » w Detach  Select AN

: \

Purchase Order Consumption Advice Supplier item
Number item Description Ship-to Location Ordered
Number Line Schedule Number Line
Five 50 roulers 2y, NHC_Head_Office
NNC. 20000 ! Five S5G routers 2 y NNC_Mead_Difoe )
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You can fill your required invoice Details ( Invoice Number - invoice Date -
invoice Description — invoice attachment - invoice type )

~reate Invoice @ Invoice Actions v m Save and Close.
identifying PO HHC. 2000004 v Remit-to Bank Account v " Number | x123454
' ' ST . a
Supphier  Khlyet & hasvoop rading £5 Unique Remuttance identiher Date  31.08.2020 »"o
Tax 10
neyer Unique Remittance identifier Type hvoce
Check Digit
Supplier Site Fy RN Iy AR " Invoice Currency SAR . Saudi Riyal
Description wnvoics Descrption
Address 01324 Riyach Vs Payment Currency SAR - Saudi Riyal
Attachments None =
Supplier Tax Registration Number v
LUstomer
Customer Taxpayer 1D 10104047 - Name NHC Legal Entiy
Addross
\
R\




You can add invoice attachment (Required)

Attachments

Actions * YView 4 b4

Category * File Hame or URL Title

From Suppliern Test Invoice | Su |:|||:||I'rE=r.-|:I-|:|- [Test Invoice | Supplier.doc




You can click on invoice action >> (calculate tax — Cancel invoice - Delete invoice )

Create Invoice @ You can click on to ks A ciions '

calculate tax
Amount

Calkculate Tax  ClrieAleX

" Identitying PO v Remit-to Bank Account Cancel hvore
You can click on cancel invoice
Supplier el nv o
w Unique Remittance identifier (After submitting invoice to AP " " ®
Taxpayer 1D team in NHC)

vy Unique Remittance identifier

Check Dugit
Suppher Site ' nvoice Currency

Descripbon

Addfess payment CU”cncy YO:J Car] D(eéetfe Your

Attachments  None nvoice (betore
" T submitting it to AP team
Supplier Tax Registration Number v in NHC)
Customer
Name
Customer Taxpayer ID '
Address
Wz
Nz NHC
D




You can click on (save) and (Submit)

Create Involce ()

"Identifying PO - NHC-20000049
Supplier  Khiyal & hasyoop radng £51

faxpayer 1D

" Suppher Ste  Sulsymantyah

Address 01324, Ryadh

supplier Tax Registration Numbet

Gustome
" Customer Taxpayer 10 1010464768
AUZ
<7 U7

Romitto Bank Account

Unique Remittance ldentifior

Unique Remittance Identifer
Check Dwit

Description  nvoice Descrption

Attachments  None +

Name  NHC Lognl Entty

Addross

You can click on (SAVE)
after fill invoice details Iype

Payment Currency

"Date

Lurrency

"Number X12

After Click on
(Save) . You can
click on (Submit)

SAR - Saudi Rival




You can search on invoice number after (Save)

View Invoices

4 Search

** owvorce Rumber
** Supplior

Suppher Site

" Purchase Order

Search Resuits

Vew v 5L o Detach

»

invoice

Number Invoice Date  Type
123456 31.08.2020 Standard
\
W
L J
St L NHC

123456

Purchase
Order

NHC.20000049

Due Date

Suppher

Khityot o hasuoop traoing EST

Agvanced Saved Search Al hvoes v

Consumphion Advice
Invoice Status | v
Paid Status v

Payment Number

Unpaid Involce Invoice
Suppher Site Amount Amount Status
Sulaymandyoh SAR 844580 SAR Ino

AL RO ONe B redured

| Search | Reset  Save..

Pald Payment
Status Number Comments

Unpag




After (Submit) invoice status is (Approved)and created in AP Module

View Invoices

4 Search

** Involce Number 122458

' Supplier
Suppber Sate

** Purchase Order

Search Results

View » go » Detach

Invoice
Number Invoice Date  Type
123456 31.08-2020 Slandard
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Purchase
Order

NHC-2000004%

Due Date  Supplier

20-00.2020 Khiyal a hasuoop tradgumg EST

Consumption Advice

nvoice Status

Pasd Status

Payment Numbaer

Unpaid
Suppler Site Amount
Sulaymantyah 8,445 80 SAR

Agvanced
v
)
Involce  Invoice
Amoun  Status

8,445 80 SAR

Saved Search Al nvoices v

AL ROIALONE B reQured

Search Reset Save..

Pald  Payment

Status Number Comments

Unpaxd




Submission Invoices through
the System

View Invoice



Tracking your view invoices

Supplier Portal

Search v v ‘ ‘ C{

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
» Manage Orders Last 30 Days Last 30 Days

» Manage Schedules Negotiation invitations 1

Agreements

« [Manage Agreements .
gend No data available

Shipments

[

+ View Receipts

Contracts and Deliverables

* Manage Contracts

» IManage Deliverables 32

Invoices and Payments H B Schedules Overdue or Due Today

B Negotiation Messages
« Create Invoice Invoices Overdue

« View Invoices

« View Paymenis

Supplier News

Please be sure your supplier profile is up to date

Negotiations

* View Negotiations

» Manage Responses

X ‘;é
I 4 H




You can search on invoices by (invoice number - supplier name — PO Number -
payment number)

View Invoices

4 Search Advanced Saved Search Alllnvoices v

** At least one s requred

** Invoice Number Consumption Advice
** Supplier Khiyat a hasuoop tradng.EST . Invoice Status iv
Supplier Site v Paid Status R
** Purchase Order Payment Number
You can click on
Search Reset Save..
Search

Search Results
View v & 5 Detach

Invoice Purchase Unpaid Invoice Invoice Paid Payment

Number Wvoice Date: Tywe Order DieDate. _Supplios Sepplier Site Amount Amount Status Status Number Comments
X1223456 31-08-2020 Standard NHC-20000049  30-09-2020 Khiyat 3 hasuoop trading EST Sulaymaniyah 0.00 SAR 0.00 SAR Canceled Unpaxd i
sdfsdf 22407-2020 Standard 22-07-2020 Kh#yat a hasuoop trading EST Sulaymanayah 0.00 SAR 0.00 SAR Canceled Unpad

2019.491 31-12.2018 Standard 30-01.2020 Khkyat a hasuoop trading EST Sulaymansyah 0.00 SAR 3013500 SAR /Approved Paid 7502

2019-491 30-12-2019 Standard 119003158 28-01.2020 Khiyat a hasuoop trading EST Sulaymaniyah 30,135.00 SAR  30,135.00 SAR Aporoved Unpaid

2019-482 30-12-2019 Standard 29-01-2020 Khiyat a hasuoop trading EST Sulaymansyah 0.00 SAR 23 877.50 SAR Aporoved Paid 7502
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You can click on invoice number to view your invoice

Invoice: X1223456

Business Unit
Legal Entity Name

Supplier or Party

Supplier Site Sulaymaniyah
Address 01324 Riyadh
Invoice Date 31-08-2020
Lines Payments
ltems
view v ¥ [=' Detach
Line Amount Description
Budget Date
1 0.00 Five 5G routers 2 years 03-09-2020
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NHC - National Housing Company
NHC Legal Entity

Khliyat a hasuoop trading . EST

Budgetary Control

Funds Status

& Mot applicable

Invoice Amount 0.00 SAR

Unpaid Amount 0.00 SAR

Payment Currency SAR

UOM Purchase Order
Quantity Unit Price Mo
Number Line Schedule
0 7678 Each NHC-2000... 1 1

Invoice Type Standard

Description dfgdfgdfgdfgdfg

Funds Status & Not applicable

Consumption

Advice Tax Determinants

Receipt

Number Line Number Line Ship-to Location

239 2 NHC_Head_Office




Submission Invoices through
the System

View Payments



Tracking your View Payments

Supplier Portal

Search v v ‘ ‘ ':L

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports

« Manage Orders Last 30 Days Last 30 Days
» Manage Schedules Negotiation invitations 1

Agreements

+ MManage Agreements

No data available
Shipments

[

* View Receipts

Contracts and Deliverables

* Manage Contracts

+ Manage Deliverables 32

Invoices and Payments H B Schedules Overdue or Due Today

B Negotiation Messages
+ Create Invoice Invoices Overdue

e View lnunires

* View Paymenis

Supplier News

Please be sure your supplier profile is up to date

Negotiations

+ View Negotiations

+ lManage Responses

X ‘;é
I 4 H




You can click on view payments to search on payment by (payment number -
payment amount — supplier name - payment date - payment status)

View Payments

4 Search \Ac_wanned Saved Search ‘AII Payments v‘

** At least one is required

** Payment Number ‘ ** supplier ‘FJ
Payment Status ~ ‘ Supplier Site v J
Payment Amount ‘ Payment Date | dd/mmvyy ﬁ“ﬁ‘
You can Click on  Search | Reset || Save...
Search
Search Results
Vieww 3 5 Detach
Payment Invoice : e Payment Payment .
Number Payment Date Payment Type Number Supplier Supplier Site Amount Status Remit-to Account

Mo search conducted.
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You can click on payment number to view your payment details

View Payments

4 Search

Search Results

vieww  §H
Payment
Number
30943
29518
e

= Detach

** Payment Number

Payment Status

Payment Amount

Payment Date Payment Type

19/09/24

16/07/24

Quick

Quick

Invoice .
Number Supplier

7391

728

RE

Supplier Site

Payment Date

Supplier |

‘ Advanced | Saved Search ‘ All Payments il ‘

** At least one is required

dd/mmiyy

e
 search | Reset || save... |
Supplier Site PE;HJE:: g:;tr::m Remit-to Account
FELTLHRPEN 6,089,146.15 ...  Negotiable 62512042000101 -
FELPENIIPEN 294325153 ... Cleared 62512042000101




Thank You
To Support

Scan here

nhc.sa. Instagram | Facebook | Twitter / @saudinhc
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