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Purpose of this document

This document serves as a guide to illustrate the steps to follow for Vendor Management

Within this document we shalliillustrate about:
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Process: Vendor Onboarding (Creation of Vendor via Vendor Café)
Step 1: To sign up for Vendor Café
Check the Email invite sent by the Procurement specialist to sign up for Vendor Café.

Path: Received Email from Vendor Café > Click on Activate your account

VendorCafe®

Action Required

SAEDANTraining has granted your organization access to the VendorCafe portal.

Click the button below to activate your account and begin registration.
Activate your account

Vendorcafe registration provides:

- A secure and effective online communication channel with SAEDANTraining.
- Easy access to view invoice status and open orders.

- Real-time information on all aspects of your business with SAEDANTraining.

VendorCafe is free to use

Submit invoices in VendorCafe to eliminate the cost and delay of printing and
mailing or e-mailing invoices to SAEDANTraining. Invoicing in VendorCafe ensures
IMMEDIATE delivery into SAEDANTraining payables system

Sign up screen appears. Complete the screen.
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1 have read and accept the Terms and Conditions

)

Step 2: Click Sign up and update the Vendor information.

Vendor Profile (Per Client)

B Vendor Information
© Other Information
M Category

2s= Contacts

KB EFT Setup

B Agreement

F» Documents

B Review and Submit

Path: Remit to Address, Tax ID, then click on save and next

®
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Note - The fields marked in Purple are mandatory.
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Save & Next

* Indicates required fields.

Gountry

Business Name Dyaar
Email kanoce2382@ippals.com
Alternate Email
Address ™ Building 1
Street 1
Al Ain
PostCode-City * 214356 Al Ain

United Arab Emirates

Company URL

Corporate Contact

First Name ™

Last Name ®

Contact Email*

Tax Information

/AT Regisfration Number.

@ Additional Contacts can be added later in Registration

Ahmed

Dyaar

kanoce2382@ippals.com

® TRN

200000257200013

Trade License

Certification

Save & Next

You must agree to the Terms below in order to continue.

| certify that the information provided on this form is correct

Copy Contact

Corporate Name

Client Vendor Code

Corporate Address

PostCode-City

Country

Office Phone ™

Home Phone

Mobile Phone

Fax

Date

Dyaar

Dyaar12260

Same as Remit Address

Building 1

Street 1

Al Ain

214356

Al Ain

United Arab Emirates

© Corporate Contact should be the Primary Contact on the profile. Login credentials can be transferred by changing the contact on this screen.

+971 50 123 4664

+971 50 123 4667

13/04/2023

Extension

Opt In (SMS)

Step 3: Update Vendor Other information

Role: Vendor

Path: Vendor Café > Other Information

Trade license Name
Trade license Number




W YARDI

Trade license issued on

Trade License Expiry

Supplier Type
Commodities/Services Offered

In country Vendor
Certificate Number

Certifying Agency
Expiration Date
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Select a date from the calendar

Select a date from the calendar

From the drop-down list

Information about commodities or services
provided by Vendor

Select Yes/No

If vendor is In Country Vendor, provide the
certificate number

Agency providing certificate for In-country Vendor
Select a date from the calendar

) Other Information

i | O nformaion

E9. Qv &mmesDpr v (3 Swporv B Engish UnieaSutes) v B JauA_UAT v

Step 4: Add Vendor Contacts
If you want to add new Contact

Path: Click Add Contacts > Click next after addition

Ahmed Dyaar @ Edit

e: Corporate
+971 50 123 4664

ail: kanoce2382@ippals.com

Yes

Add Contact | Copy Contact
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202 Add Contacts
* Indicates required fields
Code Two Factor Authentication
Contact Code
ontact Type *
Er b =
Accounts Payable X
Em
yusra@gmail.com
United Arab Emirates X -
User Administration
First Name
Yusra 2
Create Separate Login for User?
Shaikh |:| Primary Contact :
Admin
OFAC Resul -
EFT Access
Write Access
FAC Date
Primary Phon Extension
09 867 4234 =
Fa
E Fa _
active Conto:
No
[

X

[C] opt for OTP SMs

Select this check box to make the contact a Vendor Café user.

B Create Separate Login for User?

Complete the screen and save.

Step 5: EFT Details

Path: EFT Setu

@ EFT Setup

Abu DHabi

ADCB

0001012126379501

BANNo

AE210260001012126379501




W YARDI

WP dula=il gudanl
w\® Alandalus Property

Step 6: Confirm Vendor Agreement

Path: Select “l Agree” > Click Save

[# Vendor Agreement )

\endlor Agrserient

Wendor Agreement

Step 7: Upload Mandatory Attachments

Path: Choose file > Select Attachment type> Insert Description > Click save

Mandatory Attachments: Bank Details on letter Head, POA Bank Document, VAT Certificate and Bank
details letter.

Bank Details lefler head pdf
Step 8: Review and Submit
@ Review and Submit Q

Dyaar Contact
Dyaar Email
Dyaar12260 Alternate Email
Vendor Type Consultant Home Phone

> Vendor Agreement

> Contacts

> Documents
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Feraew and Submit

@ Review and Submit O

You have succosshaly submitied your data Once approved you will be nobfad by ema 1o your emall adcress regissomd Witk us

Now, Procurement Manager will review and approve the data.

Vendor Café Dashboard

From the Vendor Café dashboard, you can view your messages, invoices, open Purchase Orders, work
orders records. The dashboard displays message counts at the top, so that you can easily review them. It
also displays invoices, Purchase Orders, work orders.

Path: Click on Overview

VendorCafe”  oatbont  Gentriofis Pronce s QaA - n-eon @

Hame / Overview

Vendor  Approved

o (100%)
Vendor Profile (Per Client) Invoices CreatefUpload Invoice Purchase Order Contracts Service Contracts Work Orders. Create Work Order ‘Work Order Invoicing Vendor Ledger

120512023 To 121042024 %
Invoices Work Orders Others
W inwoices Not Submitted 0 W pssigned ] B Contracts 0
B Poyment Regite 15 o 3
Pending Inveices 4 W prysicing 0 4
0

m Q search omvm::s-mvm:emtsuhmmd plnln

Delete ¢ Invoice No. ¢ Total ¢ PO/ WO/ Contract/ Service Contract % Type ¢ Date ¢ Property Name ¢ Property Code ¢ Stotus ¢ [

50+ entrisperpage

Search for specific items - If you want to search and filter for specific items, you can select the specific
item type from the menu. For example, if you want to find a specific invoice, select Invoices from the
menu. Similarly, you can view Pos, contacts, service contracts, WOs, ledger etc. by clicking on separate
tabs.

AGS LLC e

Vendor Code : vD0DO005

[100%)
Vendor Profile {Per Client) Overview Iinvni(es I Create/Upload Invoice Purchase Order Contracts Service Controcts Work Orders Create Work Order Work Order Invoicing Vendr Ledger
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Process: Purchase Orders Review via Vendor Cafe

Review Approved PO

Role: Vendor

Path: Vendor Café > Purchase orders > Review Approved (Received and Unreceived POs).

VendorCafe'

(W Purchase orders

Purchase orders

@ Vendor Profile

Received Purchase Orders

@ te/Upload Invoice
All approved PO's from the Pr

# Work Order Invoicing

@ Purchase Orders
W Search Options

B Invoices
# Work Orders PO N Py Show Data For Order Date In
& Vendor Ledger Q| | 12Months(365 Days)
& S Contracts it Work Order
Q Q&A Q
@ Help
‘Search Clea
— [ oo |
Out
Searct = | Show 5
PO
No. PO Description Parent PO#~ Parent PO Amount = PO Amount = Total Amount ~ Pending PO Amount Invoice Amount = Property Name ~ Property Code = Unit Order Date
A 0.00 105.00 05.00 105.00 0.00 Mall Of Al Ain maa 13/04/2023

en 14/04/2022 and 14/0412023 ( 12

Lamiaa Farouk v

€ support v

"B English (UK

Vendor Name: CleanCo. Cleaning G

s) ) will appear below.

v En akani v

ompany (v0000005)

Work Order

Process: Create PO Invoices via Vendor Café

Step 1: Create PO Invoice

Path: Vendor Café > Create / Upload Invoice > upload invoice > insert invoice no > Insert invoice description>
Invoice total > Click load PO to insert PO received lines > Click save > Submit.

Purchase Order Details

CleanCo. Cleaning Company Payment Due

V0000005 Sched. Deliv

Details Attachments

Pending , Uni
ay P

Makan

CleanCo Cleaning Company

ro
No.

ro
2 a

a

o a

nvoice pd

1310412023

&

10000
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Create an Invoice

/Add Additional Atiachment m ‘our invoice has not been submitted, please click on Submit Button

Add Additional Attachment

Please Note

Please limit the size of the attachment to under 500 MB.

Please do not upload Invoice image

* Indicates required fields.

Vendor Code v0000005 Vendor Name CleanCo. Cleaning Company
Invoice No. 21321 Invoice Date 13/04/2023
Description * Delivery Note Type” Delivery Order %
~
Attachment * GRN docx Choose File

(&' Create/Upload Invoice

VendorCafe | Create/Upload Invoice

Your Invoice is submitted successfully
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After you submitted the invoice, the procurement team will allocate invoice to the correct Department

Approver.

Process: Create Ad-hoc Invoices via Vendor Café

Step 1: Create Ad-hoc Invoice.

Path: Vendor Café > Create / Upload Invoice > upload invoice > insert invoice no > Insert invoice description>

Invoice total > Insert invoice lines details

Fill out all the mandatory information in Purple. No PO will be associated with this.
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AGSLLC Vendor’ Approved
Vendor Profile (Per Client) Overview Se Work Orders Create k Orde k 9 e
e
s
o
After you submitted the invoice, the procurement team will allocate invoice to the correct Department
Approver.
Service Contracts
The details of service contracts can be reviewed as mentioned below.
AGSLLC Vendor’ Approved .'n‘@mp«},};
Service Contracts
BB

Process: Create Work Order

The vendor can create a Work Order from the portal itself and can also review the same.

Path: Create Work Order — Fill out all the mandatory information and save.

jendor Profie (Per Clent) ~ Overview  Invoices  Create/Uplood Invoice  Purchose Order  Controcts  Service Contracts ~ WorkOrders  Create Work=Order  Work Orderlnvoicing  Vendor Ledger

() Create Work Order

Repair required P3Routine 1 x Orogon City

Electrical x Bl : 243371163256050 pdf

[

The work orders created can be reviewed as below —
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AGS LLC Vendor Type Stotus Complance Status
Vendor Approved In Compliance Property 1 v
Vendor Code : V0000005 282024/10/
Vendor Profile (Per Client) Overview  Invoices Create/Upload Invoice Purchase Order  Contracts Service Contracts Work Orders Create Work Order Wk Order Invaicing Vendor Ledger
(%) Create Work Order
Brief Description * Priority Property™ Access Notes
- Select Property P
Problem Description Category Unit Attachment*
- Select Unit H Choose file &
SubCategory
Y
[ [
Q search e
Work Order % Property Code % Property Name & Unit & Status & Priority & Category * Sub Category # Brief Description & Call Date &
o propl Propertyl A02.234 Scheduled P3 Routine 1 Electrical Repair required 042024/12/
I 53 propl Propertyl A01.232 Scheduled P2 Urgent Mechanical Repair required for the machine. 042024/12/ I

Now, the facilities team will be able to see the created WOs on their dashboards and perform the necessary
actions.

Vendor Ledger

A vendor ledger is a detailed record that tracks all financial transactions between a company and its
vendors, including purchases, payments, credits, and outstanding balances. It can be reviewed as
mentioned below.

Path: Vendor Ledger

Home / Vendor Ledger

AGS LLC Vendor Type Status Compliance Status
Vendor Approved In Compliance Property 1 »
Vendor Code : v0000005 282024/10/
Vendor Profile (Per Client) Overview Invoices  Create/Upload Invoice  PurchaseOrder  Contracts  ServiceContracts ~ WorkOrders  Create Work Order  Work Order Invoicing | Vendor Ledger |
Invoice No. Froperty Name Show Data For Order Date In
() Vendor Ledger Invoice No Selact Property i 12 Months(365 Days)  ~ m Clear

Q search e E‘ [ am

Transaction Date & Property & DocSeq % Trans No. & Invoice No. & Description % Currency & Net Amount ¢ Taxt ¢ Tax2 ¢ Payments & Total & Trans Total &

$ s $ Balance %
142024/10/ propl 202400000046 P-50 INV24/47 Invoice for Laptops bhd 2400 240 0 0 2640 2640 129640
132024/10/ propl 202400000007 K9 bhd o 0 o 5000 0 5000 193000
132024/10/ propl 202400000005 K7 bhd 0 0 0 11000 0 11000 182000
132024/10/ propl 202400000004 K6 bhd 0 0 0 33000 0 33000 149000
13202410/ propl 202400000006 K-8 bhd o 0 0 22000 0 22000 127000
092024/10/ propl 202400000010 P14 INVSC/01 bhd 10000 1000 0 o 11000 11000 110000
092024/10/ propl 202400000011 P-15 INVSC/02 bhd 10000 1000 0 0 11000 11000 121000
092024/10/ propl 202400000012 P-16 INVSC/03 bhd 10000 1000 0 0 11000 11000 132000
092024/10/ propl 202400000013 P17 INVSC/04 bhd 10000 1000 o [} 11000 11000 143000
092024/10/ propl 202400000014 P18 INVSC/05 bhd 10000 1000 0 0 11000 11000 154000
092024/10/ propl 202400000015 P-19 INVSC/06 bhd 10000 1000 o o 11000 11000 165000

092024/10/ propl 202400000016 P-20 INVSC/07 bhd 10000 1000 [ [ 11000 11000 176000




