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MEGA Business Suite - Supplier & Procurement Portal

The full procurement cycle: supplier registration
and qualification, staff purchase requests, RFQs
and comparison, approved purchase orders,
receiving, supplier invoices with three-way
matching, and payment scheduling.

URL: /suppliers/

b ially (psjgall dlgy + ISl lua @aliy

About this guide - .J*I.\" RV O£

ol (o haliy pdjgall Jimeaws 1dlolS ol yudall 8)90
solol )laallg jlewdl (Bg)e lilb (cndbgall (4o clpill
S| doslaall (pojgall yilgd (pliwdl wlaieXl el il

L9709 wledll dgazg
/suppliers/ :kulJI

Roles & permissions « CsluoNallg ylgall

Registers, quotes, receives POs, Supplier
submits invoices and tracks

payments.

Requests purchases for their

department and tracks them. (staff)

Manages suppliers, quotes, POs,

invoices and payments.

Approves POs and sets approval

levels and settings. Management

How to read this guide

Each section shows a real screenshot followed by steps
in Arabic (right) and English (left). Page numbers are
listed in the contents. Data shown in screenshots is
sample data.

General
Works on any modern browser, phone or desktop; every
screen is bilingual. Documents print as letterhead PDF

or on company paper.
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Purchase requester

Finance & procurement
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MEGA Business Suite - Supplier & Procurement Portal

What's new in release 1.20

b ially (psjgall dlgy + ISl lua @aliy

1.20 ylawa}l 9 a2l b

A summary of what was added in releases 1.20 and 1.18

and 1.17 (October 2026) and where to find it in this
guide, followed by the 1.12 additions.

Release 1.20 highlights

o9 (2026) 1.179 1.189 1.20 wljlavyl § Lawsl b jaxle
1.12 oyl Glls] @f (Jdoll lio § oass

1.20 ylsajl L9 Cslélayl eal 1.1

Release 1.20 — October 2026.

STEPS
1. Verification code and print modes on the PO,
comparison, voucher and supplier statement.
2. The “Prepared by” line follows the setting (hidden
by default).
3. Egypt edition: withholding tax on supplier

payments and Form 41.

Meaning Field / button
“Procurement documents” Procurement
chapter. documents

Release 1.18 highlights

(18l o) ololacil )l g «dhulgs ach s .2

.2026 98T — 1.20 jlacyll

wlghsdl
Mewg Byldallg elpidl ol Lle delinll laidgg Gasill ja) .1
Sygall LSy 8ol

ulﬂb&@;@“uh@uﬁ)p@aﬂ Ao dsuas .3

41 ggaig (p3)9all
sy I3l Sl / Jasdl
sloglg @omll 1l el wlaiiaw» Juad wldits
«delbll @l deall

1.18 ylaadl L& cldladl eal 1.2

Release 1.18 — October 2026.

STEPS
1. No changes to the supplier portal steps in this

release.

Release 1.17 highlights

.2026 pgiST— 1.18 jlasyl

lghill
Sl i § (pdjgall dlgy wlghs § wlyeid .1

1.17 slacfl L8 SléLaydl eal 1.3

For existing users to see what is new quickly — release

1.17, October 2026.
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1.

2.

Branded PDF and Excel downloads from
procurement reports.
No changes to the supplier or requester steps in

this release.

Previous release additions (1.12)

Sl 3o § el Al of sjgall lobas § s 2

b ially (psjgall dlgy + ISl lua @aliy

wlghsdl
bl )85 e @il dygyo Excelg PDF Juass .1

(1.12) Gsledl ylaadl slalal 1.4

For existing users: if someone no longer sees

something they used to, the reason is usually the new

permissions — see the “Roles & permissions” chapter.

STEPS

1.
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Tighter permissions: each role sees only what
concerns it — suppliers their orders after issue,
requesters only the orders from their requests, and

approvers the orders awaiting their approval.

. Goods receipts: recorded only by the procurement

team or the purchase request owner.

. Supplier documents (CR, certificates, contracts)

and PO and goods-receipt files open only by role,

and every file link is protected.

. Two-step verification with an authenticator app is

available to suppliers and procurement staff from
the account page, and an explicit data-processing

consent is recorded at supplier registration.
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MEGA Business Suite - Supplier & Procurement Portal

Roles & permissions

b ially (psjgall dlgy + ISl lua @aliy

Sloaallg ylgalll

Every user enters the supplier portal with one role that
decides what they see and do. The role is not chosen
manually; it is set automatically from the user account:
system administrator = procurement admin, accountant
= finance & procurement, a client-portal or staff-portal
user (plant, driver or any employee) = requester, and an
approved supplier = supplier. Anyone assigned as an
approver for a level in settings also sees purchase

orders.

=gy Lag ol be dasy a=lg j9u (pajgall dilgy =0y pasiuna JS
Jogeus tpasinall Gl oo BIAL 335 gy Jlisd ¥yl
paiana ol fiially ddlall = Cueolomall ol idiall e = allail
= (8bga 1 of @lull of guaall Jia) dogall of cllasll dilgy

Q Soiunal [aina G (10 .3)90 = dainall jgallg el o
elyadl olol LAY g clslacyll

Who sees what: POs, goods receipts and  aNiwsdl yualowog el gl _)olgi dalo sy0 0 2.1

documents

Ol sizusallg

When adding a new user or assigning approvers, and

when someone asks “why can’t I see this order?”.

Ll olw 2a>l & [ English @

U289 o ©logao

Al ezl palul]

3sell oo 4,370.00 2026/10/28
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1. Find your role: click your name at the top of the
portal and the role shows at the top of the menu
(procurement admin, finance & procurement,
requester, supplier).

2. Requester: under “Purchase orders” sees only
orders resulting from their requests or created by
them, and can open and print them.

3. When goods arrive, the requester (request owner)
or the procurement team records a “Goods
receipt” from the order page after it is issued.

4. Approver (assigned to level 1, 2 or 3 in settings):
sees all purchase orders to approve those awaiting
their level.

5. Supplier: sees only purchase orders issued to them
after issue (not drafts, pending approval or
rejected), RFQs addressed to them and their
attachments, and their invoices, payments and
statement.

6. Finance and procurement admin: see everything —
suppliers and their documents, quotes and
comparison, orders, invoices, payments and
reports; settings are for the procurement admin
only.

7. If someone opens a link outside their permission
they return to the home page, or a “not allowed”

page appears for files.

Meaning

System administrator: every screen + settings

and approval levels.

Accountant: suppliers, quotes, orders, Finance &
invoices, payments, statements, reports — procurement
without settings.

Their own purchase requests, the POs Requester
resulting from them, and their goods receipts.

Any user assigned an approval level: sees POs  Approver
and approves their level only.

Their quotes, issued orders, invoices, Supplier

payments, statement and company profile.

6/62

Field / button

Procurement admin
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Meaning Field / button Sz 13l Al Jasdl
CR, certificates and contracts: finance, Supplier documents ddlal 15g8ellg wislkdlg Joel! 39all wlaiiime
procurement admin and the supplier only — — 189 dundj 5)gallg Wb fiirall paag
requesters do not see them. elpdl Cdls ol ¥
For whoever can see the order itself. PO and goods- EIS RV IRV elpidl yol wild e
receipt attachments ALl fa=eg
For the request owner and finance only — Purchase request ¥ — o ddlall (8,99 bl Clal b wlidye
suppliers do not see them. attachments 90l loly elpidl
Recorded by procurement or the request Goods receipt b colo of ol iiall §9 dlgag ALl e
owner, only on an issued, acknowledged or of 3550 of ol jal Lle dd el il
partly received order. B> el
TIPS & COMMON MISTAKES asili :Lbbfg il
e Asupplier not yet approved cannot enter until &259 odainy G dilgdl J=a0 ¥ ey daieall jné 3jgall @
procurement approves them. b il
e To let an employee see all POs assign them an & Sgienal ligina dife elpill yalgl JSdig) o abga (pSail ®
approval level in “Portal settings” rather than giving cwl=all a=Mio daei ¥ «dilgdl wislac]»
them the accountant role. pladl g)ls L S)Lad ¥ diasag did§e wlalall bolgy @

e File links are temporary and protected; do not share

them outside the system.
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MEGA Business Suite - Supplier & Procurement Portal

Supplier: registration & sign-in

b ially cpajgall dlgy - gl lws @alip

Jo>allg Juouuill :3y9all

This chapter explains how to register your company once

from the public registration link, how to sign in after
approval with your password and the code emailed to
you, and what the home page shows. You cannot sign in

until procurement has approved your company.

New supplier registration

bl (o 83lg 840 jga8 lilitiie JEuws o Juadll lio gy
3239 1950l dalSS slaiedl a2y dlgdl J=45 Sy cplell Jusaud!
¥ i)l dextvall el (oye5 13lag «Jrasdl Lle Jawpall Gl

bl @28 oo sleniall slaiel Jud Josall oSa

3332 3390 Jeuwd 3.1

Use this page once when your company wants to
supply the company. After approval every transaction
(quotes, orders, invoices, payments) runs through the

portal, so complete data here shortens the review.

8/62
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lghsdl
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" Ol eligl g
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STEPS

1. Open the registration link procurement sent you, or click “Register
as a new supplier” on the sign-in page.

2. Under “Company details” enter the Arabic company name as on the
CR, the CR number, the VAT number (15 digits starting and ending
with 3), the unified number (700), city and national address.

3. Tick one or more boxes under “Supply category”; RFQs are sent to
you based on it.

4. Under “Contact person” enter the name, email and mobile. The
email is your portal login and receives all correspondence.

5. Under “Bank account” enter the bank, account holder and IBAN (24
characters starting with SA) in the company name.

6.1In the “Documents” table upload a file (image or PDF) for each
document with its number and expiry date; items tagged “Required”
are the CR, the VAT certificate and the bank IBAN letter.

7. Tick the declaration box, then click “Submit registration”.

8. A “Registration received” message shows your reference (supplier
number); a confirmation email follows, and your login details arrive

by email after approval.
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MEGA Business Suite - Supplier & Procurement Portal

Meaning

The official name matching the CR; it appears

on purchase orders and payment vouchers.

Mandatory; a company already registered with

the same CR or email is not accepted again.

Must be 15 digits starting and ending with 3;
used in the input VAT report.

The company unified number, if any.
At least one; procurement uses it to choose

which suppliers to invite to each RFQ.

Becomes your login and receives sign-in codes,

RFQs and purchase orders.

Used for contact and for the phone verification

of any later bank account change.
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Field / button

Company name
(Arabic) *

CR number *

VAT number (15
digits)

Unified number (700)

Supply category *

Email (login &

correspondence) *

Mobile *

b ially (psjgall dlgy + ISl lua @aliy
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Meaning Field / button S 13le Al Jasdl
24 characters starting with SA; payment is only = IBAN 88 @iy g8l (SA 5 Tag &l 24 olBl @8,
made to an account in the registered company slaniall ewb olws e

name, supported by a bank letter. elidl llbsy cuwlieg dsall

Each document has a number, expiry date and Documents (number / <Ll guylig @8 ditwn JSI [ 4a8)) wlaiiuall
file; the date drives automatic renewal expiry / file) Wl Js) &)l «alag / =l o3l &)U
reminders. BLEL ol (aladi
Sends the request to procurement for review Submit registration deslyall Wb il cdbll Jwp  Jaswnd] Gl Jloy]
and gives you a reference number. &0 @8 cldasnyg

TIPS & COMMON MISTAKES asili :Lb'pig lnid

e Upload the CR, VAT certificate and bank letter from doladl g elidl Olbasg du rall 83l G)lxill Joeadl g9)1 @

the start; any missing one delays approval.

Slaiedl 158 Lo &l pads

Double-check the email: login details and sign-in ade Jai @8l j90)9 Joml wlly :1ium Jsanll cpo 05T @
codes are sent only to it. oo
Files must be an image or PDF and no larger than 15 15 jolxiu ¥ azsug PDF gl 6)9.0 0650 0l wasu $695all calall @
MB. .cublsus
If you see a message that the company is already Gy 830 Jmeand WS J20)ly dloann sLitiall of dlly oy b 13] @

registered, do not register again with another email;

olidall go Juolgs 55T Jrasl

contact procurement.

Supplier home aygall dewsy 3.2

This is the starting point on every visit: it shows at wo9se) I, i Lo 1568 Lo 8yei :6)bj JS' § diladl dbds o
ole 58 of Jid clale § s glisy log (Jadll yolol digling

.clillale)

once what awaits your response (quotes due, orders to
accept) and what in your file needs updating before it

affects your business.
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al3mally algazall oYl @ asn piall 595101 1925 | MiwYl losilis solsVl IsLisl
lul cass
swolly wlegsnally ulsall
slsiall calo
a
Jsall aals Ll slauall ©Uly asollaill ol aitunsll
Sliolily 8131y anually Judl
aple s selol O a>giie lawl Jog e ollb
i, elsl 3205 Y B> a>gia0 wllb a>g Y

olyiinally gisall allss — JlasW lae

s dasiol : aracill - (sl piezl zliall 26 xamo) (My MEGA psoncs
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

STEPS wlghsll
1. Open the portal at /suppliers/, enter your emailand  jg,all dalSy Juas¥ll Sl /suppliers/ &lgdl buly misl .1
password and click “Sign in”. «JoAl Jumwi» hobl @i
2. A “Sign-in code (6 digits)” is emailed to you; enter hasly ais] w(ald) 6) Joall jap> Jyadl Lle ellay .2
it and click “Verify and sign in”. You can “Resend 8385 32 <ol Jlooy] 3le oKay < Jgall A._;SL"»
code” after one minute. R e . L c .

3. On first sign-in, change the temporary password el 45 0n 2550 {9}0-“ MJSILC ‘JPQ Jo @ '

gpall dalS yuei» @ d=aall el
from your name menu at the top, then “Change .
password”. «Cdsd glisd wlaiiuwe» d=all Llel olwidl g=1) .

4. Check the alerts at the top: “Documents to update” s alb dysiig (28U ol e diluwn 2979 e
when a document is expired or missing, and a =9 ol UQ‘*“ ol
notice if a bank change request is pending. salol glacwdl Gogye il (BB wlsypall pasiwl .

5. Use the tiles to navigate: RFQs, purchase orders, Olaitaally (bl @iS wledal ulgall el il
invoices, payments, statement and compliance il polic = gyl Lle @8l .dwliall
documents. The number on a tile is items waiting wlb LST hes| «d>gian le_wi o wldb» §.6
for you. Acga 5T b Hym @) «aSidye il

6. Under “Open RFQs” click any request tagged sclgag oS BpLoJI}aIﬁI 205 <yl el _,,a|9i>> @ _
“Awaiting your quote” to submit your price before .}af JS dllog diglhaall pulul
the deadline.

7. Under “Active purchase orders” follow the orders
issued to you, the requested delivery dates and the
status of each.

Meaning Field / button S l3lo Al Jadl
A verification code emailed after your Sign-in code (6 Hopall dalS aey Juaoll Juu) (389 ja) 6) Jo=l jo
password; valid for a few minutes, with five digits) Lmasy Aawdg 83940 Gil8)) allo (pléj
attempts allowed. .¥gl=a

Keeps you signed in on your own device; do not Keep me signed in s @am.u” Jil= Lle llzw.n clibd o Jle 3,5..\;
use it on a shared computer. on this device Ay jls Lle dadsiad S

Ared alert naming expired or missing Documents to ol dugiiall Olaitwmall clocl jost s gliss wlniiawms
documents; clicking it opens the documents update Cugs @ie dule heall dadlil Gy
tab. laiiaall

Entry points to portal sections; the coloured Tiles sac g3lall @)l ©dilgdl aludl Jsloo wileyyall
number is the count of items waiting for you. i @l rolisll

Requests addressed to you with the deadline, Open RFQs w99 g0 15 2o @S & >gall wildhall wl9e wllb
tagged “Awaiting your quote” or “Quoted”. «ldye @iadd» gl «@Soye jUail» d>gifa jlawl
Orders issued, accepted or partially received, Active purchase daliwmall of Agidall i 80lall yolg¥l  duyl el algl
with value and delivery date. orders ealed! &)lg daidll g0 )=

Company file, change password, sign out. Name menu Juseans gpall dalS jusi Bliniall Cala el dasld
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Meaning Field / button S 3o sl Ja=dl
Switches between Arabic and English; the Language button Glgdl S35 ) sel=i¥lg duyell o Joauidl asll ;
portal remembers your choice. -2l

TIPS & COMMON MISTAKES asils :lbbig @l

e Only approved companies can sign in; if you see that O dllesy @y b 13] baaizall cliiall ¥ Josall Jasy ¥ @

the account is not active the supplier may be

20 Juolgi d8gdga 3y9all (195 488 Jat yé ol

suspended, contact procurement. b il
If the sign-in code does not arrive, check the spam b 8 digepall pe Pl Mo g1y Josall jay Jucs @ 13] @
folder before requesting a new one. A= i)
After five wrong code attempts you must sign in Az o JosMl i pjl oyl dibls c¥glse Guas 2oy @
again. 88 of yof Joid US 1oty 30 55T g0 Josall Gl a5y o

Do not share one login among several people; every

bzl gl S 55318

order acceptance or invoice upload is recorded under

the account.
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MEGA Business Suite - Supplier & Procurement Portal

Supplier: quotes, delivery &

invoices

This is your daily cycle with the company: submit the
quotation before the deadline, accept the official
purchase order, deliver, upload the tax invoice against
the order so it passes three-way matching, then follow
payments and your statement, while keeping your

company file and documents valid.

Submit a quotation

b ially (psjgall dlgy + ISl lua @aliy

Ay9dlg yagyall :aygall
yuilgallg

acgall Jd ol Uoye @i 1Sl 2o dragd] ellac 895 Lia
il yall e Al 5,508 88, il somanyl el ol Joid
oo eldy] 8o bl Sy wiedull dsylin @ AUl ddslaall
Aol Lilaiiaag 8Liiuiall

I pAye easai 4.1

Use it whenever you receive an RFQ email or see a
request marked “Awaiting your quote”. The quote
submitted in the portal is what enters the official
comparison table; quotes after the deadline are not

accepted.

English @

b b ol you Bye by il ellog LalS el
Joaz J=ay b 90 dilgdl o pasdall (oell «@So)e Uail»
8 segall aas e Glg ol dlaal

Lrso $3 90 ailss
V-0001 - wlxyeill axzill &S i

selsall & sl elsl 3 Llewdl gog s a0

Al 2s90 5T

aguall cans 2026/10/27

SVl oo e wllb

Tsito calla)l Ll o)l Liazs oSas 2850 53T Ji5 oS, lawl 5055

esogall =l

gioall ©lglog pulsT  RFQ-26-0001

oliially gu3sall &iles — JlosW xse

Lin Jnkiol :pracill - (s5]yinnll chall 16 2amo) (M MEGA prass
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1. Open “Requests for quotation” and click the RFQ
number with status “Awaiting quote”.

2. Read the deadline and delivery place at the top,
then “Terms & specifications”, and open any
attachments.

3. In the lines table enter the “Unit price (excl. VAT)”
for every item you can supply; line totals and the
subtotal are calculated automatically.

4. Use “Note / brand” to state the brand, origin or any
deviation from the specification.

5. Fill in your quote reference, delivery in days, “Valid
until”, any advance percentage you require, and
payment days after invoice.

6. Upload the “Stamped quotation (PDF)” and add @
any conditions under “Notes / conditions”.

7. Click “Submit quotation”; the status changes to «
“Quoted” and procurement is notified.

8. To revise, open the same RFQ, edit and click
“Update quotation”; this is allowed only until the
deadline. After award you see “Awarded to you” or

“Not awarded”.

borid» @ (el OlKag acga 5T d=dall Slei1,81.2

o of Laiall aly of dSLall S «S)lo / dbamtlo» pasiol .4

a2y sl Ably catlb o] dondall d2dall duwig « o

drall a9 S aega 15T G ) Rawd 1< o)l

b ially (psjgall dlgy + ISl lua @aliy

olghsdl
L"S.S.” bl @8 heslg lewdl (o9 wllby» ziel .1
«@Soye jlaib» all>

WA= Ol wlésall @idlg «wilavlgallg
S (sl Ji8) 839l yousn 1 s9idl Joor & .3
Egazally aiy JS Jlazill s f00y )95 le jadi aiy

daolgall e s
Sl U2yellrg (ALRL ol Bang (@SLde 08 ol .5

39lal]

bgss (&l STy «(PDF) dagizmall (el dsnui» 28] .6
«bggi [ wlasile»

Lose @iadd» J] Al Joouis scpyall Jll> ksl 7
S0y Al Wby jdiall Jualig

Cass» hesl @f Jieg dwds culbll aisl Joasill .8

sl @i @)» 9T «@Sde dwpdl cai» oy

Meaning

End of the deadline day; after it the form

locks and “This RFQ is closed” appears.

The price per unit without VAT; VAT is added

at the rate shown under the table.

A short note per line shown to procurement in

the comparison table.

Your own quotation reference for easy

matching later.

Days from order issue to delivery; the PO

delivery date is calculated from it.

The date your prices expire; the default is 30

days.

A percentage paid when the order is issued

and later deducted from invoices.

The proposed payment term counted from

the invoice date.

17/ 62

Field / button

Deadline

Unit price (excl.

VAT)

Note / brand

Your quote ref.

Delivery (days)

Valid until

Advance required

%

Payment days

after invoice

S 3k Wl Jasdi

> B9 gdgaill Job] 0ae) tacgall pgy il aega 51
<« byl Jlbil b dlla,

OLAS dy pall @y ;all g damgll y2w Ji8) 8asgll you

Joaedl Joud dbgymall duwilly (du yal

G wbyiall yby s JSI juad oog &)le [ dasile
&yaall Jga=

byl Jye) @Sallas § (o0l @20 ESd,e pd)
Lé>y

tesledl] G 0¥l lao] (e pb¥lsae (abT) ayetl Boe
:budb,ai@ bl Fu,U dioe Cunsg

30 @olddl ylowll dmtlo bl )b G @il Uyl
gy

B @uasdy pe¥l jlos)] wie el duws dodde dnds

lodll ya % diglae

)b a2y 8801 §lomid dmyiball saall asy slodl abi

&ygilall 8yg5Lall
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MEGA Business Suite - Supplier & Procurement Portal

b ially (psjgall dlgy + ISl lua @aliy

Meaning Field / button Sz 13l Al Jasdl
Your official stamped quote; attached to the Stamped 8955 dliniall @iz el ol ol dsewd
comparison. quotation (PDF) .&)lealby (PDF) dogiszall
Saves the quote or fully replaces your Submit / Update Giledl Uosell Jasiany of oyl gy [ Wyl Jlwl
previous one. quotation .JalJb sl dua=i
TIPS & COMMON MISTAKES dnils elbaslg wluis

e Always enter prices before VAT; entering VAT-

inclusive prices inflates your quote by the VAT rate in

the comparison.

&8 durall Jols ju QS a3l dy pall S8 jadl s @
&)8all § dy rall dpuiy cldye

Alg Ay e 5o 3 B9 B pé pisd )1 a5y il aadl e

e Aline left blank counts as not quoted, and at least

one line must be priced.

J8% e

0o Jasill ol Jlooydl oSay ¥ degall aey b3l dlasll i ¥ e

e Do not wait for the last moment; after the deadline

you cannot submit or edit.

o

Sapdiy 88l borig 391l 8109 yoeudl Jais &)laall @

The comparison covers price, delivery time, payment

terms and your past rating, not price alone.

clyddl yoi 4.2

Purchase order

The purchase order is the only binding document for 0y900 J18 3365 ¥ 10y )9ill ausgll ajlall witewall 9o elpidl yal
23l Joud) dmball pasiial agle ¥] 8,938 Jud5 dg gy

283 Lag 1ig8 Log liesl Lo dsyling

supply: do not deliver before it is issued and accepted,
and no invoice is accepted without it. Use this page to
accept the order and follow what was received,
invoiced and paid.
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MEGA Business Suite - Supplier & Procurement Portal Wb juinally p3ygall dilgy - WS I @alip

Lro 53,90 ailss

wapsill aill s, & [ English @ V-0001 - wlagsill asll &S i
E1EY07

olssall Solsall & shudlpelsd [ lewYl os s aerntll) @

el il yolol

Al ezl psbull ol PO

sl 8,050.00 2026/10/27 giaall olsloy ulsT  PO-26-0001

olislly g9l ailss — JlasW lao

La basiol : proaill - (s9linz)l zlia)l 3us dozo) (My MEGA proas
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

STEPS wighsll
1. Open “Purchase orders”; you only see orders after loslaicl de polg¥l @Sy a5 el pid] yalgh» zidl .1
they are approved and issued, and you get an email Jlo] JS wie Jaadl pﬂ@e Jno9 lolaslg

for each issue. Jlaz¥lg jlewily ©lasllg gl @=lig 3a¥l @8, besl .2

skl &)69 lag &8I bgrig du pall Jolis

OlbgUl Lacul ol (o0 «elpidl ol dituww» bhasl .3
" .PDF abé= gl diclbg @isdlg

Jodenall @l ST «el il yol Jgud auST» d8lny g4
ol Jib bl @ 423) o] «aSBall elunill scgan Jico
«bgpidlg jlewll cladl

28 8 (30 gl yo kg s ygall alid ] dllll Joouis 5
gl cusi didgg

@Sbay allicl dSpadl Jymans wie (308l s @l .6
] llg 2914l & <aliasall> gac Gy el
<aMiwdl @i ol «djz pliwl»

elicnall dasd ol dayd rdmball Llel wleyyall 1.7
skt JS) Uil plons sy E58all el

2. Click the order number and review lines, quantities,
prices, the VAT-inclusive total, payment terms and
the delivery place and date.

3. Click “PO document” to view the official order with
signatures and stamp, and print or save it as PDF.

4. In “Accept this purchase order” enter your name,
adjust “Confirmed delivery date” if needed, then
click “I accept the order at these prices and
terms”.

5. The status changes to “Acknowledged” and the
name and time of acceptance appear under the
lines.

6. Deliver as ordered; when the company records the
receipt you get an email, the “Received” column
updates, and the status becomes “Partially
received” or “Received”.

7. Follow the figures at the top: order value, received

value, invoiced, paid, and the “Goods receipts”

section for each delivery.

Meaning Field / button S l3le yHl ) Jadl
Issued, Acknowledged, Partially Status Al w)gall dlid 3ygall oo dl=l|
received, Received, Closed or Cancelled. oole ol «3leo (pUiwdl @ Jiz
The official copy with approval-level PO document Wledgu dyacw ] dsadl| elpid| _,.ai Ao
signatures and the company stamp. Syl @izg olaiedl whgica
The person accepting the order for the Your name * e s el Judy (o ool * Joganall ol
company; mandatory. (ol 8lisiall
The date you commit to; it is sent to Confirmed delivery date &l ey 0gals Gl W A55all pabudl acge
procurement. b ydall

Financial follow-up of the order including

Order value / Received

Ay pall dlolis yolll ddle dsylia

dayd / o8l dad

VAT. value / Invoiced / Paid [ pstall [ mlivuall
Egdaall

The quantity actually received per line so  Lines (Received) A S Bled dalivwall deasdl (elicwall) sgidl

far. 0¥l @

Any advance percentage and the Payment terms 89 W4 Ol padall duw 290\l bgpis

payment period for the balance after

invoice.
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MEGA

Mea

The

who

Each recorded delivery with its number,

Business Suite - Supplier & Procurement Portal

ning Field / button

approval levels the order passed, Approval trail

approved and when.

Goods receipts

date and conformity result.

TIP

S & COMMON MISTAKES

Accept the order as soon as you receive it; an
unaccepted order stays “Issued” and shows as
waiting for you.

If a price or quantity is wrong, do not accept; contact
procurement to cancel and issue a corrected order.
Do not deliver more than ordered; a receipt above the
remaining quantity of any line cannot be recorded.

If the order has an advance, it is scheduled for
payment when the order is issued and later deducted

from your invoices.

Submit an invoice

b ially (psjgall dlgy + ISl lua @aliy

s l3ls S/ Jasdl
281 L2 yo &1 slaied] bgine slaiesl lus
. &g odaicl (a9
dy)lig dady Jomumo il JS AWl pole
laolgall dilhall dsig
dsiliy clasig @l

«y9all Jo0» by Jobiall pé ol dallicnl jo8 o3l Joud ST
Sk paiss kg

wbjidall go Juolgs adl Jubi U dueS o youn § los 2= 13|
B0 yol o]y aslaly

dgaSJl jglonis pMlicol Juzmans xSy ¥ 08l (30 #ST oS j05 ¥
o8l o] aie Srall Jgamd b deade deduy yalll GS13]
5o Sy0lb (s il

8ygilall ady 4.3

Use it after every received delivery to collect its value.

No

payment is made without a purchase order, a goods

receipt and a matching invoice (three-way match), and

the

21/62

due date counts from the invoice date.

(doid] dsylaall) déylas 5)93[99 rn_\liw| rosag el i J,QT Q9
B)9ilall &) o @lasxiand] Olui! fang
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Lro 53,90 ailss

wapsill aill s, & [ English @ V-0001 - wlagsill asll &S i
b ¥

olssall Solsall & shudl pelsl [ lewYl os s aerntll) @

oMiwl piazos i yol 99 gio Sl Gl Y — shidl yol J51 (o duy piall i jsils g8,
all anlbal a2yl aypall aypiall Jud ol 8,95l

2026/10/22 INV-1001

INV-1001 ay piall 5,550l [ assre sl 8,050.00 1,050.00 7,000.00
2026/11/21 3la=wYl  PO-26-0001

olislly g9l ailss — JlasW lao

La basiol : proaill - (s9linz)l zlia)l 3us dozo) (My MEGA proas
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1

Meaning

The pre-VAT value of received quantities not

. Wait until the company records the receipt of your

delivery; you get a “receipt recorded” email.

. Open “Invoices” and click the order number under

“Submit an invoice against a PO”, or open the order

and scroll to the invoices section.

. Open “Submit a tax invoice for this order”; the

system shows “Received, not yet invoiced” and

suggests it as the amount.

. Enter the invoice number, date and amount before

VAT; VAT is calculated automatically and can be

reviewed.

. Attach the “Tax invoice (PDF)” and click “Submit

invoice”.

. The system immediately matches the invoice

against the order and the receipt and shows

“Matched” or “Mismatch” in the matching column.

. Finance reviews it: on approval it becomes

“Approved — scheduled” and you get an email with
the amount and due date; on rejection you get the

reason.

. If the invoice is rejected, correct it and submit it

again against the same order.

Field / button

b ially (psjgall dlgy + ISl lua @aliy

wlghsl

05> Juaul Sy gl pllial &Sl St G bl 1
L] Jasend

ol Gle 8)93l8 88> s ol 08 basudlg «uilgdll» sl .2
loall s J] il 8bluo ol il of el

Al sy a8l 13 ol i Eygil6 8 sl .3
84S L ying yighall s alicuall dasds

o sl 18 glaally Ly b Ey5lall 08, a1 .4
Lyiserlyo Sovg W1aL o pal

«8)9318)l R8)» hes| @f «(PDF) duy pall 6,g5L0)1» (88)i .5

g pliwdly o3l ga 8,934l 19 allaidl Gl .6
Adlhall s9ac (G «ddilne jie» gl «ddylna»

— 3oaia» awai dlaiedl sic :8)gilall ddlall g=1)5 .7
(il )b @lall Jray] @Slayg «@8al dlgaza
el @Slay (A8 vieg

D ke S 30 Lyl Lo 8,5all 8 19].8
o3l

G 13l Sl ] Jasdl

Received, not yet o durall J8 daliwall bl dasd & plicnall daud

yet invoiced; the ceiling for your invoice. invoiced lijgile) el asdl o jigad Folall
Your tax invoice number; the same number is Invoice no. * @Sl Gt Ju83 o iy pall (@SG)gild @8, * 3)9ila)l @8
not accepted twice (duplicate check). (LSl gie) (e
The issue date; the due date is calculated by Invoice date Blosiwdll &)l s din lauol &)l §eilall &)U
adding the payment days. Sl AL dsLak
The net invoice value without VAT. Amount before Ay rall oo 8)gilall glo J8 glall
VAT * * dy ol
Calculated at the order rate; it must equal that VAT dad| §9L,.UJ Ol sy o8l dudy S Aol dy yo
percentage of the amount. &lall o aslaall
The compliant e-invoice copy; mandatory. Tax invoice (PDF) ualil] dduslail dsgysIyl 8ygilall dsxas  du pdJl 8)g5lll
* * (PDF)
Matched = order, receipt and invoice agree; Matching & 1ddains 8)5ilallg plliwXly yolll = dlha aylaall

Mismatch = a difference in amount or VAT.
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Meaning Field / button Sz 13l Al Jasdl

Under review, Approved — scheduled, Partially ~ Status 290 dgazn — baaina dezlall lAik dl=dl

paid, Paid or Rejected. o980 gl degdan = degban

The payment due date, and the amount Due / Advance 0o pgasxally (Sal §lasiwl Fu )l | Sl

deducted against any advance. deduction dd O] daddall dedull Al quas
TIPS & COMMON MISTAKES dails elaslg wlai

1€ aliaall o 58 8,6518)) 2 @liall dasd o 5T jodid o

e Do not invoice above the received value: an invoice

larger than the uninvoiced receipts or the order value
shows “Mismatch” and is usually rejected.

Use the same VAT rate as the order; any difference
makes the invoice a mismatch.

One invoice per delivery is better than one invoice

UQB_; Wleg «dyylnn J—i_é»_)_(,b_'j_}.om dayd (1o 9Ty9.QAJ|

A8yl e 8)g5lall Jom 88 (G a8l dues Gudiy dy | s

ALl JLaiST 16 60l 8,930 (3o Juadl @l JSI 6,g3l6
&g clill ya @d)g (gl @Ka8) Jass 8ygilall of a5
ERNSNEEX TSR

before receipt is complete.
e Make sure the invoice shows your VAT number and

the PO number and meets e-invoicing requirements.

Gileg9sallg wiluuadl Lad 4.4

Statement & payments

Aed 875 @Sy @Siliiuns Onakw Go ddymal jasiiul
il &l wis gl )93 @Syi18s ga dSpadl G eSapo) dtilhalg

Use it to know when your dues will be paid and how
much was actually paid, and to reconcile your balance
with the company against your own books periodically

or at year end.
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Lro 52,90 ailos

ceapoill aill aS i & English @ V-0001 - ol gill ayxill &S i
i V)

olssall Solsall & shudlpelsl [ leawYl os s aontll) @

29all ol i

el e (5 elasill asll &

mm/dd/yyyy 0

|

10/22/2026 [}

wess

0.00 % 0.00 ® 0.00 0

sl e5all Jpano I sxiamall 3ol

spall (£9930) 120 (o)) il sl ol itall [
0.00 saall Jsl a0,
8,050.00 8,050.00 PO-26-0001 INV-1001 & 55L6 2026/10/22
5,050.00 3,000.00 PO-26-0001 PV-26-0001 (TRX-77) 69515 >law 2026/10/22
0.00 5,050.00 PO-26-0001 PV-26-0002 & 5519 5l 2026/10/22
0.00 8,050.00 8,050.00 (ow-) wolizdl swols Wlaz)l

olyiinally gisall allss — JlasW lae

L kol s aroil) * (sl pinall hiill ass xamo) () MEGA puosci
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1.

Meaning

Open “Payments”; the “Approved transfer
account” to which all payments are made is shown
at the top.

. Check the figures: “Scheduled to you” (approved,

not yet paid), “Past due” and “Paid”.

. In the payments table review for each payment the

voucher number, description (advance or invoice

payment), due date, amount and status.

. For a paid item click “Voucher” to open the official

payment voucher and print or save it as PDF,

together with the transfer advice if attached.

. Click “Statement” to open your statement, set

“From” and “To” and click “Show”.

. Review it: the opening balance, then approved

invoices under “Credit”, payments under “Debit”

and the running balance.

. Click “Printable copy” to produce the official

statement for confirmation or reconciliation with

your books.

The only IBAN transfers are made to; it changes =~ Approved

Field / button

b ially (psjgall dlgy + ISl lua @aliy

wlghsll
Saizall Clusdl» d=dall Llel y by seeledall» zidl .1
ol JSaude Jg= S« Jug=ill
@) GJl 8aaizall wledull) «oSJ Jodmo» iwleyyall R=1) .2
sy @ivg worcgn gl (S
Oldlg diwdl @8y dedy JSU gy wilednll Joa= 9.3
2lially Glaiend] g0 (6,556 Slaew of doada dsb)
Al=dlg
SGrall v @id) «diwdl» sl degdnall dedul) .4
Ol Jioill Jloib] asag (PDF dlads of diclibg (o)l
&9
3d=>g bl BisS zid) «Olasdl is» hesl .5
woser @ g «cpo oyl
& daaisall 1ol @ daall Jof awo) 1ol g1, .6
“(E5810) e § olegdaally «(o) ilo» sgac
Ay S aey oyl
ol all zlhsiw «deldall dsvwi» ool .7
" oSl go dislnall of d8slaal

sy I3k Sl ] Jasdl

i saele ool @ Gl wumgll ¥l dainall ol

only after finance verification. transfer account Aol (g6 oy o Jro=l
Total of approved payments awaiting payout. Scheduled to you SGrall jlail sxaieall wledl gama N Jod=o
Scheduled payments whose due date has Past due L 8Ll g6 jol dgaso wileds oacgo jol=i
passed. .podl

The payment voucher number; the “Voucher” Voucher deenil @0y «didl» ) 1 rall diw @8 |
button opens the official copy after payment. 291 vy dyanyll

Invoice date plus the order payment days; Due @ sladl ,:bj ad| Bl sygilall &) Sl

shows days late if overdue.

5ol 0l AL sasy - liam by £5a8l

Scheduled or Paid, with the payment date, Status 8y g gu)li ®e R8I @ ol Agase adl=ll
method and reference. .293J1 g=yag

The statement period; earlier movements roll From / To Razd L8 wlSmdl olusdl 0.8 89 dl/ oo
into the opening balance. Baall Jol dwo) @

Approved invoices increase your balance; Credit / Debit wledallg (@Sawoy ji daaisall yilgall [ () ils
payments reduce it. A (E8990) oo
What remains due to you after all approved Balance due now daaizall ylgall JS aey @S L;z.lmJI @=tnall do)ll
invoices and payments. wlegdaallg ol
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Meaning Field / button S 13le Al Jasdl
An official statement you can print or save as Printable copy .PDF ba=llg delbal o1& o) Ay aclal dsuand
PDF.

TIPS & COMMON MISTAKES dasili :lbbig @l

® Aninvoice appears in the statement only after finance solgall lddlall (4o loslaicl aoy Jadd cousl Lg}(,ku Sglall e
approves it; invoices under review or rejected do not w5 ¥ dbg8)all ol doslyall Uik
appear. slgdll o muasd @f wadSIl § (el 3 5 daddall d2dull o

e An advance payment appears as a debit, then is ol Gud Lle dasl
deducted from later invoices on the same order. cjzdl b loaic «hgss (o 48T Lle 8aslg deds eud ab o

e A payment may be split into more than one transfer; dladis dgass d_v_QJSUQu.aJl

the remaining part then appears as a separate

scheduled payment.

ol itiall delynll ds Jaoy] @Spl6s oo apoyll Bllisl aic o
Lale aliseall yiloall 2a

e If the balance differs from your books, send the
printable copy to procurement with the disputed

invoices.

sliuall wale 4.5

Company profile

Use it whenever contact details or the bank account J199 (Sl Ol ol Jolgil by wpss Lals L exsicl
89 wlyiiall by dygiiall olaitaall . oalk itws Gl el

wledull By Lleg yogyell @Sges Lle 155

change, and before any compliance document expires.
Expired documents are visible to procurement and can

affect RFQ invitations and payments.
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- Lro 52,90 ailos
ceapoill all aS i & English @ V-0001 - wlaygill axill &S i
olagysill a

olssall Solsall & shudlpelsl [ lewYl os s a0

V-0001 ol.)._usﬂj ausall dS).MJ

4.8 Xk kk kK - raine

oliwall  slauall ol

aludl o bll

Jsgasall pl il 8,1 ! Sl
wizl] azw 310123456700003 1010123456

wis Il 5sall Jlsa ol

0551112222
aigdall
bl
i)l olsinl

el sinwall 3L,] go e wliite go Jolsi wpall p3 )1 ol Jzudl ol awdl Jyasil

Yl — SA4420000001234567891234 :saissll wlwxll

.adloll 3z lasl, SAT180000123456789012345 (J| juss cille O

Sidl Clwl juw clb

lziially pusall alsy — JlacW ro

Lin Jasiol : pyaaill - (is5lpiznll zliall 6 2a20) (W) MEGA apacii
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1. Open “Company file” from your name menu or the

“Company & bank details” tile.

2. The top shows the company name, supplier

number, approval status and star rating.

3. 0On the “Company details” tab update contact

name, title, mobile, website, city and national

address, then click “Save”.

4. To change the bank account open “Request a bank

account change”, enter the new IBAN and bank

name, attach the “Stamped bank letter with the

new IBAN”, then “Save”.

5. The request stays “awaiting finance verification”

until finance calls your registered number;

payments continue to the current account until it is

approved.

(Sl :dia JS Al dnzlyal «laitaall> Cugy @il .6

6. Open the “Documents” tab to see each document

status: Valid, days left, Expired or Missing.

7. To renew a document choose the “Type”, enter the

number and new expiry date, attach the file and

eually Joganall ol @i «alavall @bl cugs § .3

Sl olasdl jues cdb» @iol Sl Oluwsdl yusi .4

b ially (psjgall dlgy + ISl lua @aliy

wlghsl|

by &30 of elawl 468 o «slidall colo» sl 1
«elidlg dliiall

dlg 390l @89 lituiall pusl dxitall Llel by .2
ozl @udillg slaicl

o @bgll olgislly dually JoySHyl gboally Jlo=lg
«hos» heosl

il Olas» 39)lg welidl punlg dpasdl Lol STy
«hhoe» @f «adsdl gludl agisall

sl Lo jaiis @lebully Joall @Kad) Lle
olaied] G Jll

18930 1€ 9l piin L8l e d3e QU

&)Uy @9yl Sl «diiwall Egi» yis| it Mo .7
byl Jai g8y @l Calall §9)lg wasdl el

click “Upload”; procurement is notified.

Meaning

Read-only; changes go through procurement

with the updated document.

The contact details the company uses with

you.

The current IBAN and bank approved for

transfers.

New IBAN + bank name + stamped bank

letter; applied only after finance verification.

A table with each document, number, expiry,
status and file.

Type, number, expiry date and file; the new

copy replaces the previous one.

Older files for each document are kept for

reference.

The average company rating of you on
received orders: quality, on-time delivery,

price, service.

29/62

Field / button

CR no. / VAT no.

Contact name /
Title / Mobile

Approved account

Request a bank

account change

Compliance
documents

Upload / renew a

document

Previous versions

Rating

el olbs + elidl gl + aa= gl
Al g8 o ¥ (bl ¥ £agisee
@l il gu,Ug dad)g dituall Joa=
ablag dill>g

tolallg ely il fuy,Ug dad)g ditusall Eoi
Ll oo oo sl dbed
dbghmme Aitus S dasadll lolall
Ll Eo=l)

el jalgl Gle @) aSydl euds bwgio
gl acgally alidl 83gel dalicuall
Jols

sl
@y I3k Sl ] Jasdl
o laghass bt (ol clate [ &l Yol
Samall ditaall 2o @l el sl @8yl
il Lporsnins @l Jolgtll il / Josanall ausl
oSao Jlemdl / awnall
Jrgmill Olaaisall ollsdl clidly oludl  dainall Gluwsdl

Gl yui calls
ol

bl wlaiiwmall

Euasi / 89,

M

ddyludl Rawidl
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

TIPS & COMMON MISTAKES dile elbaslg wlai
e To change the name, CR, VAT number or email & Jolgi Jsapdl of (gurall @8l of Yzl of @undll ol
contact procurement with the updated document; Lo o Lbaei (Kay ¥ «amall diinall Ra O yldiall

they cannot be edited here. A= Y| (Gudal ¥g (agitea ey s g Olull jusi Ju3 Y e
e An IBAN change is not accepted without a stamped Juisdl e @Solasd 130 @S ddlall JLail
bank letter and applies only after finance calls you; 2939 AT 79 agy 30 3 aitiewall clyil J48 3835 Pl oSLas @
this protects you from fraud. S5 lgsas el 0¥l
e Reminders are emailed 30 days and 7 days before oS3l Jasy ¥ digay «lasls 8,1 wic el o¥l )b sl o

expiry and on the expiry day; renew early.
e Always enter the expiry date when uploading; without

it the reminder does not work.
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Purchase requester :l).l.’rldl L‘r.".b

Any authorised employee requests what the department cdbll Ja dilgdl (o dijls] dslisi le clloy J5e ilogo L"5‘|
needs through the portal instead of verbally or on paper: J9g «AdalSl 18109 wliaSlg dgidl iy :QJgJI 9l o]
items, quantities and cost centre are entered, Al Cabsgall Riling el il yol Jlavoly Log el wdb @byl
procurement handles quotations and issues the &Jl alo¥l LAl G elpidl jalo¥ 13ai0n (18 (a9 0¥l gow G
purchase order, and the employee follows the status .odlaie] Jais

until the order is issued. Anyone assigned as a PO

approver also sees orders awaiting their approval.

Purchase request elyds dba 5.1
Use it for every purchase need of your department: dluo gle ghd (wlajliwa telijlsy el glis! S dodsiwl
supplies, spare parts, maintenance, services. A auall 5Syall Lle doll Jua=i (et Gigall )l .olens
documented request ensures the cost goes to the right plall 215 clpidl giasg

centre and prevents buying outside the system.

sshixall sane 2 | English @ L?*"‘f”"[a"l"' m, MECA
N ~

olesall ilsall & shadl olyd [ shadloblb [ awedl O

sl el >

PR-26-0001 &..m.l.l c‘;l.:_‘_gl?_g u.uLSi

2026/10/22 - giao)l Jasamso - gdsall / g5 ioll - sl ol o

SHAET pran 48Ul sazgll ol #
- 100 095 80%60 sl o> sl 1
— 200 5 sl wlgol als 2
0.00 g painl| aalSall

ot sul (aSs Og5zall 1 mall

dlall e o5 b

. o9, wll — RFQ-26-0001
g3l caos 2026/10/27 ss90 451
slan sLuis_sol —P0O-26-0001

- 8,050.00 - ol sill acxill &S

bzinalls guasolllalsi— Jlasli s

Lin Jasiol : praaill - (is5lpinnll zliall 6 2am0) (W) MEGA asami
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1.
2.

From home click “New purchase request”.

Enter a clear short title for what is needed, such as

the item and period or the equipment concerned.

b ially (psjgall dlgy + ISl lua @aliy

wlghsdl

€ el wdb» bool dudl e .1

2969 bl oy «(raia lgic) Colhall sl 2
Ausall sa2all 9l 351allg anall Jia

3. Choose the category and the cost centre to be o)l dile Jasdew Gl «dalSil 35)0mg «Jlsxall» sl .3
charged, and set “needed by” if there is a deadline. ) .
g v acga Jlio Ol o] « b Lglhe» sasg
4. Under “Lines” enter each item description, unit, . R . )
draSlg sa=gllg pludl oo JSJ st «ogidl» (g .4
quantity and an estimated price if known; use “Add . ) -
, . dgid «aiy dols)» paskiwl ig)e ol (Gpadill yeullg
line” for more items. g .
. e g
5. Write the reason / justification and attach
specifications, photos or previous quotes if 9l sgall ol wlaslgall §8)lg «pall / capdl> i1 .5
available. 0A=g O ddslw Logye
6. Click “Send to procurement”; the request gets a Jraug [89; cdbll i sl judal) Jlul» ool .6
number and procurement is emailed. cdblb Jaasl @b pliall
7. You can “Edit” the request while it is “Submitted”; HBiL» dills cwls o cdlall « paei» elifay .7
afterwards follow its RFQs and purchase orders at wogse wldb (1o e @i bo 5 loayg «dosyall
the bottom of the request page. db)l d=ao b |@ el 4alglg
Meaning Field / button e Gl Jé=dl
A clear title for the request; mandatory. Title (short) * .ol sl mblg olgie ulgic) wolaall
*(
The type of purchase; procurement uses it to Category Wl yidall dodsiwd (ol yliwall £oi Jlxall
pick suitable suppliers. omwliall (pojgall LY
Where the cost is charged in reports. Cost centre suledl § dalsil Lule Jass Gl d=l aldl jSyo
The latest date you need it; carried to the PO Needed by ¥ 88 roglhall dyd glis g )b 5T J8 wglhs
as the delivery date. sl &) el pid|
Item description, unit and quantity; at least Item / Unit / Qty A=lg A tdraSlg didsgg couall Coog [ 8a=gll / oludl
one line with a quantity. ey Y Lle eS|
Optional; helps estimate cost and approval. Estimated price laiedlg dalSl pads @ Aclaw s@LﬁbI ,5,.;..\.93,&.;
Why the purchase is needed now. Reason / O elradl pjhy 13la) radl / cundl
justification
Specifications, photos or previous quotes. Attachments Ayl o9 of 90 of wlavlga wlidye
Saves the request and sends it to Send to b il dlopg cdlall Jaosy b il Jlyl
procurement. procurement
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MEGA

Business Suite - Supplier & Procurement Portal

TIPS & COMMON MISTAKES

Specify precisely (size, brand, model); a vague
request delays the RFQ.

Do not contact suppliers or ask them to deliver
directly; only the official purchase order is binding.
Once the request leaves “Submitted” you cannot edit
it; contact procurement.

Pick the correct cost centre; spend reports are built

on it.

Tracking purchase requests

b fdally (pojgall dlg - lSpil) lxeo @alip

dsilis claslg ol s

waslell cdbll «(bagall @S)lall (uldall) 8y davlgall Cus]
gl clb >4

elptdl yol 8tlse 201l e callal of (90l g0 Juolgi ¥
Joolgs taljass eliSay ¥ «damlyall UatL» (o bl Zgys as
byl ga

Sl 155 & asle iuemall A8l S0 i

clyddl &Ll dnylio

Use it to know where your request stands without

asking: reviewed, quotations requested, or purchase

order issued and to which supplier.

elbreedllovess o

English @

33/62

@205 Jo 1l drlodl g3 elills Juog (] 8800l | anseiad

290 G¥9 elpidl yol Jao Jo (pgye culls Jo

[EYPRES al
240 3290 dil9 m MECA
ize - wlyidiall oo [A

wlzsall

shuadl lsl O

silleAll) & shadl ol [ aw) O

el ol

slaieYl sy shuidl ol jraiy ool gazi @b jiirally azlin Lo cllay calbgo s

wils shu el a0 ale lawl og e o990 shuiall jaly — xoize szl o)l sl @
Al s pad b wsllas llall paio aalSall 3 00 wsllaall sl
ganll wlglog GulisT
st ol e 0.00 — ioaadl Jgjuo edsall | £opinnll LL:‘ 3:’“' PR-26-0001

eliiially gusall ailsy — JlosW o

b basiol :pracill - (s5lsasnll gliall 245 2a20) (My MEGA asasci
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

STEPS wlghll
1. Click “My requests” in the top menu; only your had clildb y i «uglell dasldll (1o «Gldb» hosl .1
requests appear (finance sees all of them as (el pidl oldbo» el wldall JS' )5 ddlallg)

Purchase requests”). il (S sdatail) Jgasl UJ-CT&JBJUDJTP il 2

2. Use the status buttons above the table to filter: All, o ‘&ng.?Jlsz 59,6 el jols — aaine dsslyall

.LQJ.D {L)DQQ_}A ‘cl_;uu }Ql

g G8ISH 5,00 Liglalls 3,1 il JS) gl .3
A=l & padid] dalSilg « 18 wglha»g bl

dlaslag Soily dluolds mia) il @b, hesl .4

Submitted, Approved, Sourcing, Ordered, Rejected,
Cancelled.
3. Review for each request the number, title, cost

centre, requester, needed-by date, estimate and

status.
4, Click the request number to open its details, lines =g o wh il
and any procurement note. salglg oyl lilb &) «dlall Lle @i Low @and g5
5. In “What was done on the request” follow the Lis JS dl>g dadyall el il
linked RFQs and purchase orders and the status of Uil el jolgl» LA =18 clpidl 1olg¥ 13ains cus'13] .6
each. <l daicl» beslg duwidl (§ «aslaicl

6. If you are a PO approver, also check “POs awaiting

your approval” on the home page and click

“Approve now”.

Meaning Field / button e Sl Jé=dl

The purchase request number; opens No. bl Juolés @ioy el pidl b @) CH
the request.

The request title and its category. Title dlsag cdbll Glgic wolhall
Where the request is charged. Cost centre cdbll Lde Jasall d =l alsdl Sy
The employee who created it. Requester ol Ladt gill Cabgall bl padio
The required supply date. Needed by .91l wglhall aegall J8 wglhs
The sum of estimated prices in the Estimate Soidl 9 & pasill lewdl Egama ST
lines.
Submitted, Approved, Sourcing, Status Jewl Uogse elnill jol> — daiss deslall Utk adl=ll
Ordered, Rejected, Cancelled. 2l (Pg9ya el 1ol o )l
RFQs and purchase orders created What was done on dbll e deslil el pid] yalgly (ogsell wlidb e il
from the request. the request bl
TIPS & COMMON MISTAKES il :lbbig @l
e “Ordered” means the order was created and may still >0 @ Jlj Lo 0gSs 299 @iﬁfpﬁl ol O el ol Jo» @
be in approval; open the order to see its actual status. Aol dill> 900l o8l Ai8l tslate¥l
® Onrejection the procurement note appears in the Jraul ellayg bl Jls ol jidall dbsils y Ja5 (A9l e @
request and you get an email with the reason. .cuadl
e Do not create a duplicate request for the same need; Jlalgf E,Loﬁl bl 26 gl Gued 556 llb tqiis ¥ @
follow the original or ask procurement. b piall
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MEGA Business Suite - Supplier & Procurement Portal

Finance & procurement

b ially cpajgall dlgy - gl lws @alip

Sl yidiallg ddlall

This chapter is for the finance and procurement team
and the portal administrator: supplier qualification and
document follow-up, requesting, comparing and
awarding quotations, preparing purchase orders and
routing them through value-based approval levels,
recording receipts, reviewing invoices with three-way
matching, scheduling and recording payments, then
reports and settings. Every step is logged with the name
of who did it.

Finance home

9l Jaol 1dilgul pang @b iallg dylall G149l Juadll lio
solgl slae] dynsilly L ilaag (ogyell cilb (agilaiiue doyling
Al iz @liall s olaied] ©lginas [2y509 el

Ul @ 8rog wledull dgazg dilill ddlnall yilgdll dexlje
10385 (ya sl dlvens dgha JS .lslacylg

ddlall dguagy 6.1

Start your day here: it gathers everything waiting for
finance and procurement (requests, invoices,
approvals, payments due) with a quick view of

obligations to suppliers.
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wlilb e wljudally ddlall iy Lo JS gazi 1elagy L Tl
Glalfdl (e doy jw 6)50 Ra oo wledsg wislaiclg ilgdg
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|
sslizl raxe English @ jjw‘ti m, ME lﬁ

olesall ailsall & shadl_old () shudlobl [ awudl O

sslrazall xazo Nal

xaize + ol jidnall juxe - 2026/10/22 Gusesll

sl ]
G
2> :b.nb b +
Ol oo e Soloiel Hlasl shuidl ol iSall ol wlludl 5l gasll azliz o callol
agu iy a)liog callo o5 glis s olsl sl sl ol bYl ol

sl yolsl

MYl slaicYly lnol

allall
9 0
90l slss
sl olus GBS okl agxiaell olasall )L,:;Lim o "
a5>lanl) axuis 350 S auo I sl el aall anpio 3Lyl o3l oy slally algazll
osall
0929all
©
8350l 5,15)1 as) oblagyl orsall Jimws Lol 290 a5La] o
Logpidlly Ograizally sleic¥l 393> il Sl (o gal) alu)| omiilly liimelly Janlil
osibgall asls: Moall &l
0.00 0 0.00 ® 0.00 4 0.00

(ow-)) &> sito s yolsl oLl 7 W5 smiws 0xE 90 o ,>lin (ow-) osell Eximall (Jlaz|

luially oo sall als — JlasW Lo

Lin dnkiol :asaaill - (sl szl liall ass 2ama) Wy MEGA psasci
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1. Sign in with a finance account; the home page

opens directly.

2. Review the stat tiles: total due to suppliers,

overdue, due within 7 days and open purchase

orders.

3. If “POs awaiting your approval” appears, open

each order via “Approve now” to decide.

4. Review “Supplier documents expired or expiring”

and open the supplier file to follow renewal.

5. Use the “Purchasing” tiles: new purchase requests,

open RFQs, purchase orders.

6. Use the “Finance” tiles: supplier invoices to review,

payments due, reports, supplier statements.

7. Use the “Suppliers” tiles: supplier register and

registrations, add supplier, supplier registration

link, and settings for the portal administrator.

Meaning

Sum of scheduled payments not yet paid.

Scheduled payments past their due date.

Cash you need to prepare this week.

Value of approved or issued orders not fully

received.

Orders at the approval level assigned to

you.

Documents of approved suppliers expired

or expiring within 30 days.

Items waiting: new requests, open RFQs,
invoices to review, payments within a

week, registrations.

37/62

Field / button

Total due to
suppliers (SAR)

Overdue

Due within 7 days

Open purchase
orders (SAR)

POs awaiting your

approval

Supplier documents

expired or expiring

Number on a tile
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MEGA Business Suite - Supplier & Procurement Portal

TIPS & COMMON MISTAKES

e The amount due is calculated from scheduled
payments only (approved invoices and advances);
invoices under review are not included.

e Do not leave supplier invoices pending; slow review
delays scheduling and harms supplier relations.

e The approval card appears only for the user assigned

to the current level of the order.

Supplier register

b ially (psjgall dlgy + ISl lua @aliy

dsilis claslg ol s

00 @ b dgazall wledall o sy (ujgall Gxiall @
& deelpall Uail yolgdll dendall cilednllg saainall yilgall
.9 dlsly

Dgazdl 55 dszljall b algh dalas ¢y jgall yilgd L5y e
y9all 8Blsy g

.)Aj.U L}L;JI Sourall Iing;éoaJXLMbEXQLA;mXI&éLbJ. °

O1)9all Yo

This is the list of qualified suppliers. Use it to qualify
new suppliers, follow compliance documents, and
make sure orders and RFQs go only to approved

suppliers with valid documents.

English @

39l ol Lozl Jalsill culogall cnsjgall daild Lo
Uollg yalodll o aSTilg daalbaill clsiiunall dsuliag sl

Laso al
X LN MECA
pine - wltisell yixe e

olesall ailsall & shadl_old [ shadloblb [ awuidl O

2 0_9.))_9.&.”

http://127.0.0.1:8080/suppliers/2v=register : 3| Jimmill bul, . agosiis asolladl agilsiiwog (1550l Jnl

ol a8l ol ] ol auwIl ey
YL JS

wYlzadl JS

allll el awll olidne olaiiuoll sl @3l Jlall 3sall

Jaito 48 x*x*x*x* 8,050.00 alaile  310123456700003

Jaito — 0.00 3 a3 300000000000003

wlayygill aull &S b

Sbladl olo jliws
les el uis  V-0001- CR 1010123456

V-0900 - CR 1010999999

Sbladl oo jlie

liinally gusall alsy — JlosW o

La Jaskiol : pracill - (sslrasnll zlia)l aus sazxs) (My MEGA aiaai
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

STEPS wlghsl

aeygall dae by ddiadyl olsye (o «Ogdjgall» @idl .1
Amball el S| Jumentll bulyg

bly Jlw» ool dawdiy Jusaill 3,90 89e0) .2
ol byl sl of olusily L < s

@bl Uolg «3)90 d9LA]» hssl Bgay 3)90 d9LAY .3
clii]»g «8 il 3)gall slaiel» i Kasg dilaiicunag
«Jo=d wlwes

sl g wgurdll @31 of Yol of @udl cusmyl .4
<oy b2dl @i Jlrallg

wzslyall Jasb» Al jis! Jusws il dslyal 5
dila oy 458, of oslaied 3)gall Fislg

1. Open “Suppliers” from the home tiles; the count
and the self-registration link appear at the top.

2. To invite a supplier to register, click “Send
registration link” to share it by WhatsApp, or copy
the link shown.

3. To add a supplier manually click “Add supplier”, fill
in details and documents, and optionally tick
“approve now” and “create login”.

4. Search by name, CR or VAT number, filter by status
and category, then click “Search”.

5. To review a registration filter on “Pending review”
and open the supplier to approve or reject from the
file. ol 3y « 8L gi «dlaile» «wlaitwall» gac 8l .6

el il «3lon eliy yusi» @wgg wasy «ylie

e )90 JS «aubill»g «diwd!l @b fliw» &=l .7

6. Watch the “Documents” column: “Complete”,

“Missing” with a count or “Expired” with a count,

and the “Bank change pending” tag next to the

name.

7. Review “Purchases this year” and “Rating” for

each supplier when comparing or reviewing

Y de=>l)0 QT dlolaadll

performance.
Meaning Field / button e Al Jasdl
A full form for supplier details, bank, default Add supplier bgpig clidlg 3)9all wlild JolS gdgai 390 ddLa]
payment terms and documents. ldiiwallg duslyié¥l g8ull
Sends the self-registration link to the supplier Send lusly pe 3jgall G Jaseedl aly Joop bly Jlyl
via WhatsApp. registration link Jswnd|
By name, supplier number, CR or VAT number. Search @8l of Jzadl ol 3900 @8 of @il Gzl
Pending review, Approved, Suspended, Status (P99 W9g9ga Wains deyall UATL aldl
Rejected, Blacklisted. 9H=a
The supply categories registered for the Category Sygal) dlsaall 3g)gdl ¥l=o Jl=all
supplier.
Complete, Missing (required documents) or Documents ol (dewlew¥l laitaall) (28U dlaika wlniiwall
Expired. A
Value of approved purchase orders for this Purchases this @ 39l 1i) 8aaizall clpidl jolgldayd  diwdl b fidno
supplier this year. year A=l dadl
Average star rating from purchase orders. Rating 295l el il jolgl colayds hwgio eaidl
The supplier requested an IBAN change that is Bank change Ay @0 @lg Olu¥l i Cdbo 5)9all @jsu el pusi
not yet verified. pending
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

TIPS & COMMON MISTAKES dsilis claslg ol s
e Required documents for approval: CR, VAT certificate, 5o 83l (Gl Jomand | 25laie ) dwll Cloiiaall @
bank IBAN letter. 0L elidl olbs ddladl dadll
e An unapproved supplier cannot be invited to an RFQ A el ol ool ¥g (uogse ) dains 1é 390 dged (Say ¥ @

or receive a purchase order. 8ol Bl Lol (add dilgdl pas dysllo op0 dldl bl e
e Permanent blacklisting is for the portal administrator Adlal) pliad

only; temporary suspension is available to finance. @Sl (Jmadl) Sl SULWL dllw) y ka5 Boay 5)g0 dSLS] dic ®
e When adding a supplier manually, a message lists Joleil Ji8 L LaST «(Juadl (olo¥l wgurall

missing data (CR, VAT, IBAN, email); complete it

before dealing with them.

Supplier file ay90ll calo
The supplier file is the complete reference for WJralll 13y90)l Gasy e JSI JolSl g=4all 99 3)gall Calo
everything about a supplier: qualification, documents, Awoylly wledul yilgall alg¥l Sl olasdl iolaiituall
bank account, orders, invoices, payments and balance. doslyag welidl jusi (ya Go=ilg «Jumead | Slaie¥ dodsiowl
Use it to approve registrations, verify bank changes Lelo¥l

and review performance.

sshrasall 2ane & [ English @ LN W MECGA

xpizo * @l yidnall_yxe '

olesall Solsall & sl el () shudlobl [ awuidl O

V9gall >
v-0000 adyazdl U»L!SS'I i 9.0
iiilo shoubs ol + oluxll wis & Joams §83 = o lhilels .

ay )l 1 0.00 0.00
. )olsi D - % R

olesally yuleal  shudl jolsl  oluzwall ol

bog uidlg il slaniall by
ol colo ]| il @il bl !

— wxzl 300000000000003 1010999999
xaizoll OLYI aipall 3>sall @3l

SA0380000000608010167519 _ -

ol 89l goall bog s Olasll
8 95la)l go Bgs 30 JW> W51 —
e ST TH| 83237 y9 0 dalS Jolsill Joguuall

0500000001 - vb@example.com

lainally gesall ailsy — JlacW Lago

L Jasiol :puaaill - (S5l asll zliall s 3amo) (My MEGA pini
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

STEPS wighsl
1. Open the supplier from “Suppliers”; the top shows @89 el calall el y b «eygaygall» (o 3)gall ziol .1
name, supplier number, status, categories and by ¥l=allg dl=llg 5)gall

rating. b domlyon @8lay g1y dam Jumend illa) .2
2. For a new registration review the “Registration bedl @ duis by stL“,T ditews (a8 O] 1« Jusead]

review” card: a warning appears if a required

dhasilo ga «A8)» gl «Jgsall clitilg slaicl»

09 e 390l Juail (Kb Dl jusi b dg>g aic .3
@ S s @ il olas gy Bilu Jowae
ol «Oluwsl slaiel — @8l @3» bheslg Gasill

document is missing, then click “Approve and
create login” or “Reject” with a note.
3. If a bank change request exists, call the supplier on

a previously registered number and check the bank

letter, then note how it was verified and click A9
“Verified — approve account” or “Reject”. salol sae y2liall @ Goianall apoyl icleyall &=l .4
4. Review the tiles: balance due to the supplier, laitwall dl>g el padl
overdue, number of purchase orders and document el pid| yolol laiianall \bludl ielugudl cyu szu .5
status. wledallg ylgall
5. Move between tabs: Details, Documents, Purchase ol €630 jg;0 dalS» pasiwl «lill» Cugd (0 .6

orders, Invoices & payments. solel» 9; «iB8a Oliylrg « Jgsd Ll cLadl»

6. 0n the “Details” tab use “New password” or lgul ppaa) < lamrg w Jusiill
“Create login”, “Suspend” or “Reactivate”, and ) .
& P Ul s « yasi» ansiel calall Ll (0 .7

“Blacklist” for the portal administrator. . ) i
al»g deldall «olusdl ais»g dudslal wlasilallg

7. From the top use “Edit” to update data and internal

Jolal) «Cluilg»g « il el
notes, “Statement” to print, “Direct purchase Jolgl « 973 TIIHE
order”, and “WhatsApp” to contact.

Meaning Field / button S l3le yHl ) Jadl
Approve and create login, or reject; with an Registration &6 1029 ol Jozal clitslg olaicl b de=lye
“approve despite missing” option when a review uad wie «adll @& slaich» )l Jrsed]
required document is missing. - gwbeol Aitwn
Shows the current and new IBAN; approve only Bank account Qaied ¥ toasdly Jl=dl OBl (o Glwesdl i b
after a documented phone verification. change request -Glgn Hilo §o=5 Ao | ol
Approved invoices minus payments. Balance due (SAR) wlegdaall (a8l daaizall wilgd)l A Extwadl dpo )l
(wo)
Scheduled payments past their due date. Overdue Wjgled Gl dgasall wlsonll JESC
L Blosil
Details, Documents, Purchase orders, Invoices &  Tabs el el yolgl el aiinall bl wlugudl
payments. .wlednllg slgall
Advance percentage and payment days proposed Default payment g,w.f @JI sl PL)_TQ padall duw 25l by
automatically on new purchase orders. terms B3l el jalgl g et apol sl
Not visible to the supplier; suspension and Internal notes bl Ll olad 90l ol ¥ adsls wlbsle
rejection reasons are added with the date. Lsojly paolg el
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MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Meaning Field / button S 13le Al Jasdl
Emailed to the supplier and shown to you once to  New password / el baig Juandl Gle sjgall Juo)i /8 y950 dalS
send by WhatsApp or copy. Create login Lo of Gladlg LJlay 8aslg 80 Joos wiliws elid]
Suspension blocks sign-in and dealings Suspend / {880 Jolailly Josoll giay Slayl [ <80 S|
temporarily; blacklisting is permanent. Reactivate / Gl sl [ Jw=dl dsle]
Blacklist " J1-t
TIPS & COMMON MISTAKES dsilis elaslg wluis
e Bank account changes are a top fraud method against ¥ olpadl Gle Juisdl @b ybl oo Sl Olwsdl i @
companies: never approve based on an email or a @8) Lle Jail s wuas Jlg= @8 of Jual le eliv onaiss
new mobile number; call a previously registered kl)l.n..u J=an
number. Loyl tdmtall Llel 188 saslg 80 15 sasaml Josall wlly  ®
® New login details appear only once at the top of the Lpsleo Ji8 Lysesl of
page; send or copy them before leaving. wdblg cudl @fg telition] Olaitwall (adi @g) slaied|  ©
e Approving despite missing documents is an Aditawal | JLlaSiwl
exception; record the reason and request the aie LYl Ji8 asbild dilgl) Jool @by ¥ Bgdgall jg0ll
document. A=l

e Asuspended supplier cannot sign in to the portal, so

inform them before suspending when appropriate.

Requests for quotation el yagye Gildh 6.4

Use it for every purchase worth comparing, especially gl 3asi a= (599 dols (d)léall G=iw el JSI L odsicl
above the multi-quote threshold in settings. Ol auug dadliall Gigs dilgdl o Logsell il .clslacyl 3
Requesting quotes through the portal documents .Aegallg bgridlg sgidl (s Igalisl ¢pdygall JS
competition and ensures all suppliers received the

same lines, terms and deadline.
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solsisnll xazo &

STE
1.

43 /62

English @

Al gosall/ osssaall

awidllaws  2/2

290,51

2026/10/27

b ially (psjgall dlgy + ISl lua @aliy

Lro 53,90 ailss
aoteo - byl 30
sl polsl O

alsalll sl ol [

n, MECA

auusl O

SVl oo e oLl

2515 015 @i 2590 0o ISV s el Ll ol

esosall PO

auaall olglg pulsT  RFQ-26-0001

liinally gusall alsy — JlosW o

La Jaskiol : pracill - (sslrasnll zlia)l aus sazxs) (My MEGA aiaai

PS

Open the purchase request from “Purchase

requests”; a “Request quotations” section appears.

. Choose the invited suppliers (3 preferred);

approved suppliers in the request category are

listed automatically.

. Set the quotation deadline (default 5 days ahead)

and the delivery place, and add extra terms or

specifications if needed.

. Click “Send RFQ”; it gets a number and each

supplier is emailed the lines, deadline and a link to

quote.

. From “RFQs” follow the list: number, subject,

deadline, invited / quotes, and status.

. Inside the RFQ follow “Invited suppliers”: who

viewed it and when, and who quoted.

. If needed use “Invite more suppliers” with a

deadline extension, or “Record a quote received by

email / WhatsApp” on behalf of a supplier.

. After the deadline click “Close quotations” to move

to comparison; you can “Reopen” if needed.

wlghsl

e diilsy y oy el il wldb» (o elpid!l b @il
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MEGA Business Suite - Supplier & Procurement Portal

Meaning

Approved suppliers in the category;

choose at least one.

The last day for quotations, until end

of day.

The delivery place the price is based
on.

Shown to the supplier on the RFQ
page.

Number of suppliers invited against

quotes received.

Open, Closed (for comparison),

Awarded, Cancelled.

Adds suppliers, optionally with a
deadline extension.

Enters a supplier prices on their

behalf with their quote attached.

Stops or resumes receiving

quotations.

TIPS & COMMON MISTAKES

Field / button

Invited suppliers (3

preferred)

Quotation deadline

Deliver to

Extra terms or specifications

Invited / quotes

Status

Invite more suppliers

Record a quote received by

email / WhatsApp

Close quotations / Reopen

e Invite at least 3 suppliers; inviting fewer shows a

warning.

e Do not open or discuss quotes with any supplier

before the deadline; comparison happens after

closing.

e A quote recorded on behalf of a supplier must have

the original quote attached for evidence.

e A deadline extension applies to all invited suppliers,

so let them know.

Quote comparison

b ially (psjgall dlgy + ISl lua @aliy

S 3o
tlall § gaaisall (9390l
831 Ll 13slg i

Al G ooyl @add agy T

el dide 8 Sl eulenidl Ol5a

clloll dtuo § aigall yobss

sae (bléa cpgedall (pdjgall sac
Adlolgll yogyell

— oo ool Jldiwd ggid
Jdal deo UKO-'Q CE)90
.._\_ch“

e s &l g faul J1oo
o 8ol

wogyell Jldiul M) of LoBgy

1/ Jas

wgsedall ygs)gall
(3 J&8)

oyl asge 51
;3 ealadl
wlaslges g bgpis
sl

w9l [ Yggeaall

adl=ll

CnSLo] a3)90 858

Jo9 Udse Jmad
Sludlgll / Jraiil

el Judtl GUE]
& sale] /

dsilis claslg el wis

iy auis ybay J8T 8ges ic 1 J8YI Gle cpnjga 3 €1 @
@ &58all aegall J18 5)90 @T&o L <8l 9T ool mii ¥ e

Gholll yoyell asa @83 O iz ajg9all e ol Joranall oy0ll - @

.ol

2l 3l6 oeaall casall S Lo @by acoall apaas @

vagyall diylae 6.5

Use it to make a documented, auditable award

decision. The printed minutes justify the choice to

approvers and auditors, especially when a quote other

than the lowest is chosen.

4462

rémall dsslyall g Gen JSito diaydl )8 315 L adseicl
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PDF

&2, -

7034549803 Unified NO + 3>5all 05 ,J1
1010884819 CR - bl Sl JLA&SU E¥Y M M E A
lowo

311686749800003 VAT NO - ou i)l 1 MEGA Business

T
€
Jl.uuw WPt & )li.o Ppr-t 7
Quotation Comparison Minutes
2:gogall a5 2026110127 3550 5] giasll olglg oulis] RFQ-26-0001 : o5 52| cullo
-~ -
40.00 45.00 100 80x60 sl 0> Lulis]
031
15.00 12.50 200 1 5 6sl> wleol asl>
7,000.00 7,000.00 ay i)l Jis eyl
8,050.00 8,050.00 agppiall Joliv ozl
— 925 293l 830
6,53l o gy 30 JY> LI 5,5lal o g 30 JY> LI 293l bog s
2026/11/21 2026/11/21 ol amdo
FoPeS 4.8 %k kK k 290)l puds

i)l Jobis ez Yl canns il . laz] J51/ 2l yaaw S5 = alllaall LI
Sally ayosil

PO-26-0001 £l pid)| ol cazgar anriall Jolis gu- 8,050.00 Lozl el yeill axsill aSuis ole dumw i)l cans

oxaicl (wbiall) o3sl

admin_fin — sgl sl zhiall 348 3axo Ssbaaall yaxe

Printed by: 20:20 2026/10/22 — (3ol szl 2axe 2026/10/22 20:20 — solyanall raxe ‘alassls; o

www.mega.local +966 58 258 7221 @ agmull auyall aSlesll - oLl (@)
info@mega.local +966 582587221 Riyadh - Kingdom of Saudi Arabia
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b ially (psjgall dlgy + ISl lua @aliy

STEPS wlghsl
1. Open the RFQ after closing; the “Quote &5)l60» @ by @dlle] doy ogpell b @idl .1
comparison” section lists quotes from the lowest Llas] SO 40 dbye B9yl «bgyell

total. : 25 R .
(3)2MJJ9I=cbcndlag:Jth(}ﬁ.ygoLb}gng?b.2
2. Review each supplier price per line; a green cell is .&Shﬂlgiggaﬂ"' o | casig i
the lowest price for that line, with the supplier note ) , L.
. Joliog dpall Ji6 Jlomdl gzl Jiud g2l .3
or brand under it. Ll et }Q{La il 06
. , @l uddl @8l bgsis )9l 80 iy
3. Review the footer: subtotal and total incl. VAT, .
. . . .wl69,allg
delivery time, payment terms, past rating and
attachments. «elpi ol elily duwyi» ool lfew JOXI e duwyll .4
4. To award the lowest, click “Award and create PO” 105948
under its column. i JOHI & L] Canom ST JSYI e Lle dpnyill .5
5. To award other than the lowest, write the reason s dcopill bl @l (295 bonh )i 600 b3g=)
(quality, delivery time, payment terms) then click .03gac
award under its column. dl> auaiy olissall (ol jlacwl 83gema clpi ol Lids .6
6. A draft purchase order is created at the chosen ),QTJ,\,D» elradl el dl>g «di il cad» Cdball
prices, the RFQ becomes “Awarded” and the Slaiel dlai @f yo8ll g1, el
chase request “Ordered”; review the order then . U
purchase request urdered:; review the oraer duogilly Lol dmall deldnl «d)ldall mo» basl .7
submit it for approval. . . . . .
PP ole delall of @isdly dyad) diceiy aolaidgilly lallg
7. Click “Comparison minutes” to print the official .
. . . . syl @9
minutes with the recommendation, decision and
signatures, as a stamped digital copy or for printing
on letterhead.
Meaning Field / button S 3k sAl/ Jasdl
The RFQ lines and quantities. Item / Qty LlaSy wdball sgi awasJl / 2l
Unit price per line; green = lowest. Supplier column = pas 3l iy S sasgll o 3,90 JS 3gac
.J8d
Each quote total; sorted by total. Total before / incl. VAT cs cugpillioppe Sl dupdll 1 Jlasill
Jlal du rall Jolis /
In days as quoted. Delivery time .ol @ LS AL 2,90l 8awe
Advance percentage and payment days. Payment terms ladl ,:l,Jg padall drw 25l by
The supplier average rating on earlier orders. Past rating Jalgl & 3y9all pudi bhuwgie Gl @il
Aol
Each supplier stamped quotation. Attachments JS dogizrall (o0l dévs wlisall

Selects the quote and creates a draft purchase

order.

Must be documented when the lowest is not

chosen; recorded in the log.

46 [ 62

Award and create PO

Reason for not

choosing the lowest

.9)90

el yol toiving Lyl )lizy el yai eldily duwys

.09

2 il sie sl LAl
el § by 1 S8

JBBI & L e
-9

+966 58 258 7221 Uluwilg wleuall - Golyae=l Chﬂ” JuE Jaso [araualig 3|A.Cl



MEGA Business Suite - Supplier & Procurement Portal Wl yially pjgall dilgy - R I @alip

Meaning Field / button S 13le Al Jasdl
An official printable document with the Comparison minutes deldall Jld oy diews &)l8all pao
recommendation, decision and signatures. wlebgillg 1489 duogilb
TIPS & COMMON MISTAKES asils :Lbbig @l
e Compare the VAT-inclusive total together with ¥ .29l bgnisg 29Ul 80 8e du pdll Jels JlexBl o @
delivery time and payment terms, not price alone. .03=>g ol

e Watch for unquoted lines (=) in some quotes; a lower a8 sl Jlazx¥l s0ogsell Gasy @ (=) 8y8all pé dgill awisl @

total may be because the supplier did not price all Soidl JS 18a0 @ 3j90ll 0¥ oS

lines. Slaie¥l 18 3)gall Jay ¥g 835 duuyd] (e @ilil] jo8I @
e The order created by the award is a draft and does Jlaolg

not reach the supplier before approval and issue. BloL (o0l pasall a3 (ogye 3 oo ST ag>g dic @

e With more than 3 quotes the minutes print in

landscape automatically.

POs & approvals alaicdlg clyiidl yolgl 6.6
The purchase order is the main control: the company ol 0o d@Spadl Ll aldl ¥ tdiwlll LB 8lsT 9o el il yol
has no commitment without an approved order, and no slacy d=dall pasiwl e Giga plliwl Yo 89S ¥g Waine
payment without a documented receipt against it. Use AMLw¥l Jiseadig lolawolg laslaiclg palgd

this page to prepare, approve and issue orders and

record receipts.
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|
sslizll xaze & English @ jjwalti m. ME lﬂ

olesall Solsall & shuadl pell ) shudlobl [ awuidl (Y

sl jolgl >
po-26-0002 a9l ailue
el syl yol sisaie & aspiall Jolis g, 69,000.00 - atal GolSYl dmiwwgo - slessVl Uil

Ssball aaze — adlalls ap, Yl oguidl — Jo¥l sotumall Hlasl, v
aaizall ailuall JiSs camll — gu. 5,000.00 oo ST gliad bnds a5l ow goe 4

.ssball soxo a3>Ms o simall l3n (o sloic Y]

0.00 2 0.00 o 69,000.00 0
isiall aliall dass oYl ansd
Slaie¥l e v >9idl
adlally abo¥l ospadl — JsYI sonumall aliuall ezl ol a3l ol #
ssball xame
0 60,000.00 60,000.00 1 aluo 1
il gl — lill el
il pug | 60,000.00 aypiall Jid
8,1 pulzre puss) — AWl spimall 9,000.00 %15 aguall
sl szl xame
69,000.00 ezl
8310 — ewaill giae — — sl - 5,55l o oz 30 N5 L3I sl bog i
ulsall &,
wilgd 2> Y
olesall
ROTEY PRCIVR Y

lziially pussall ailsy — JlasW Lo

Lin dasiol : praaill - (is5lpiznll zliall 6 2a20) (W) MEGA asai
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1.

Create the order from an award, or via “Direct
purchase order” from a purchase request, supplier

file or the purchase orders page.

b ially (psjgall dlgy + ISl lua @aliy

gl

wlb @ «iblo ;|J1.1";JAT>> R QT a0 43l @,uui A
el il ool dxivo of )90l Lo of el

&)U 0leg dalSl jShag Jlzallg Olidlg 3)gall g1, .2

2. Review supplier, description, category, cost centre, i )l dacdg sl ,nbjg dondall d28u)lg uled!
delivery place and date, advance, payment days, 8,180 g0 el G LTy dogadls sgidly
VAT rate, lines and terms, and give a reason for . ) ) .

o o woge o oS5 @l ol «ubgpe
buying without quotations if there were none. .
_ _ («63guraS hos» gl) «olaie Jlw)lg Jao=» leol .3

3. Click “Save and submit for approval” (or “Save as

b &liall Cuns slaied] wlhgioa Uadl
draft”); the system sets the number of approval Jols ghiall i == s S
levels from the VAT-inclusive amount and emails ol Jodl asisall Juopg du pall
the first approver. «hd8 a=lg o (Bye» duid @=lng o8l @i% Agizall .4
4. The approver opens the order, checks any “single U gl «wlaiel hgdy @ jylball lailg b 0

quote only” warning and the comparison link, then

clicks “Approve” or “Reject and return” with a

a8l ie dalyl] il ga «slelg
«ylaoll jols — saiee» Al Aual Gotws 45T 32y .5

mandatory note on rejection. dedull Jgasdg o Ja ] dlasd «s)gall Jlaol» hesl

WA= Ol desdall
e e pllicl péiomo» S 3l Joug i 6
ddlaall (plliwdl gu)b i JS 0¥l dalicnall
om0 hos» @ «wlddyally wlbstall (wlévlgall
<l
alid¥l Bag=dl) yo8l Lle 3ygall @i8 Jolsl pllicl 2y .7
“audill hos» heolg (Joledl jeuwdl wegall
80 ¥g 8y5allg alliwd] Jai$y leaie AL o8l gle3 .8

5. After the last level the status is “Approved”; click
“Issue to supplier” to email it, and any advance is
scheduled.

6. When goods arrive record a “Goods receipt”:
quantity received now per line, receipt date,
conformity to specification, notes and attachments,
then “Save goods receipt”.

7. After full receipt rate the supplier on the order

(quality, on-time delivery, price, service) and click

“Save rating”. e dgase wileds
8. The order closes automatically once receipt and

invoicing are complete and no scheduled payments

remain on it.
Meaning Field / button S 3o HHl / Jé=dl
All, Pending approval, Ready to issue, Status filter 10 glaoW jols wlaiedl Uit (JsI dll daai
Issued, Partially received, Received, Closed, (@loo (pliwdl @ dP pliwl w3)9all
Drafts, Rejected. 02990 (Wl3gus
Approved suppliers only. Supplier * 089 daies 390 * 3)gall
Proposed from the supplier file or quote; 0 Advance % / = abi 0 1 opell of 3j90)l calo a2yl % doddie dnds
days = pay on receipt. Payment days Al aie géull Slawdl Plgj/
Up to the level 1 limit = one level, up to level ~ Approval limits wly Gotas = Jodl (Sgiwall o> G Slaiedl sga=

2 =two levels, above = 3 levels (incl. VAT). @lgicwns 3 = 55T bgiuws = Jl s> g

(il Jol)
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Meaning Field / button Sz 13l Al Jasdl
Shown to the approver with the “single Reason for buying A>lg yow By duii Ra daisall y b elpidl o
quote only” warning above the multi-quote without quotations gl sa9i A= (59 «ladd @)le Yo
threshold. ul9)e
The approver decision at their level; Approve / Reject o3l ey (29l folgiana § Saizall )8 w9 [ slaiel
rejection returns the order to procurement and return raeil) @b ydal) dolely
for editing.

Each level, who approved, when and the Approval trail aih=Wag (Guag odaicl (1og Ggimn JS Slaied jlwo
note.

Sends the order to the supplier and Issue to supplier .ax8all Jgasug 3)9al) yoRl Jup 39l jlao]

schedules any advance.

Quantities received and conformity: OK, Goods receipt «&lha :ddlnall dsuisg daliwall lasJl Al Jaseand
partially conforming, rejected. Glbo pe B> @ilao (pliw] po=0)
With a written reason; an order with paid Cancel &l aule yol L2l5 ¥ tgiSa Lo elal]
amounts cannot be cancelled. .degd0s

TIPS & COMMON MISTAKES doils elaslg wlai

e An order cannot be edited after submission; it can be a2 gl 83gaun 909 1ndd Jied olaiel dlluy] oy ¥l Ji3Y @
edited only as a draft or after rejection. A9,

e Each level is approved only by the user assigned to it Olg s whslacyl § d izall pasivuall odais) Sgiun JS @
in settings; if none is assigned, the main account ol Ol bl slaie¥lé asT s ol
holder approves. M| 8)59§J|&bi.;4'2.>)9d| £h69 dleoll duaSIL Al JZuw ©

e Record receipts at actual quantities only; the supplier celiwal e
can invoice only what was received. 5900l @lgo dlgdl s dumtlo o Josbe of jolo yol clal] o

e Cancelling an issued or accepted order is for the Agamall dileds L2lg Jrasdl

portal administrator; the supplier is emailed and

scheduled payments are cancelled.

Payments schedule Gladall Jgas 6.7

Use it to manage obligations to suppliers: approve only doylaall ylgall slaicl 1 psjgall ol colal ¥l 6)l0¥ L aasiowl

matched invoices, know what is due and when, plan Gro JS Jimeady douad] b ((duog G=i o 4900 (o
cash, and record every payout with a documented .&ge Aau
voucher.
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English @) LR . MEGA
saine - wlzbiall se ton

olrsall Solsall & shadlalsl () shadloblb ) sl O

soladl i

51/62

Wgaully o lesoll

gl §aio dorio 428> o adyllao slow 8,938 craine i sl dlogs ro a285 JS

& pall olaigs ©
0.00 | 0.00 g3 0.00 0.00
ps: 90 JM> p9: 30 N> oLl 7 N I slo
asll aod)l lasl
90+ 90-61 60-31 s 30-1 iy o)
0.00 0.00 0.00 0.00 0.00

e 0.00 ;05 50l) misuall oz

assinall | (EEREN]

ROIPTIRCIVEY

olyiinally gzl alss — JlasW las

Ld Jakiol : praaill - (sslranall zlia)l aus sazs) (My MEGA aiaai
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MEGA Business Suite - Supplier & Procurement Portal

STEPS

1. Open “Invoices”, filter on “Under review”, and

check the matching column and the difference note

for each invoice.

2. Click “Review”: for a matched invoice click
“Approve and schedule payment”; a mismatch
needs an override reason, or write a rejection
reason and click “Reject”.

3. On approval a payment is scheduled with due date
= invoice date + payment days, after deducting the
matching share of any advance.

4. Open “Payments”; review the cash forecast
(overdue now, within 7, 30 and 90 days) and
payables aging.

5. On the “Scheduled” tab click “Record payment”:
amount (blank = full), method, date, transfer
reference or cheque number, attach the transfer
advice, then “Confirm”.

6. To move a due date click “Postpone”, choose the

new date and write the reason.

7. After payment the supplier is notified, the

8,950l )b = §lomicl gyl d=ds Joamd slaie¥l aic .3

b ially (psjgall dlgy + ISl lua @aliy

wighsdl

gerlyg azlyall il Lle Cang «lgdlls il 1
8558 JSJ g0ll dasMag délhnall sgac

slaiel» bhesl dylhall 6yg5lol («deslo» bool .2
) slaiedl cuw» gliss ddlhall jég ol dgazg
boblg «ad )l Cuw» Sl o wddlhall pac
PO

Aoadall dedull oo L Ll b quas asy wlawdl abi +

O3 ylin) «Gpall wledgi» =) weledall» @il .4
ol jlacig (g 90 JUs a5 30 ks all 7 JU>
LT RN

1200l «@9l Jumuwi» besl «dlgaz=all» cugs § .5
of gl gy G il ol (Jals = £18) glial
ST @ Jagoedll el §8)lg welycidl @3

sl gu)l yislg « usbi» ool deds acgo yusi .6
uad! ciSlg

(ZLin «aiwdl» Auaug gled] 3)90)l oy 2801 2y .7
woysd Sl «deg9nally Cugui deonll Jéilg deldall

. a |5 a
“Voucher” becomes printable, and the payment 5 H
moves to the “Paid” tab, shown month by month.

Meaning Field / button e sAl/ Jasdl

Matched or Mismatch with the reason Matching &liall) @yl Cuw go ddslna pe ol ddylna asylaall
(amount above receipts, above order value, du o ol ge¥l dasd jolss alicwall (o 48T
or wrong VAT). (Ao e

Approves the invoice and creates a Approve and &yl dgama deds taing 8)93le)] vaisy dgasg olaicl

scheduled payment with the due date. schedule N LE Y| 2.1

payment

Mandatory to approve a mismatched invoice;  Override reason &e bhasd 1ddilna 1 6)93l5 slaicd aljl] Slaied] caww

saved with the invoice. .8ygilall pAL @g)

aylkhall

Scheduled payments grouped by how soon Cash forecast U8 s dejga dgasall wledall Ipall windgs
they fall due. .Blo=iw¥l

Not due, 1-30 days, 31-60, 61-90, 90+. Payables aging 90-61 60-31 (ag 30—1 «ie @) eadl jlaci

.90+ aslui

Allows partial payment; the remainder Amount (blank = 42808 Laud Guiall 1 gj=dl R9AL Aen = §,19) gladl

becomes a new scheduled payment. full) b3a> dgase (Jols

Bank transfer, cheque, cash. Method 385 el u(u Jrg=i asy ki
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Meaning Field / button S 13le Al Jasdl

Shown on the voucher and the supplier Transfer 90l Olis @Sy il @).Vku [ Jre=il 250

statement. reference / cluidl @)
cheque no.

Changes the due date with a reason. Postpone e &a Glasiwdll &) yuei dusl

The official payment voucher with signature ~ Voucher eisdlg 891l el Gpall aiw Jdl

and stamp.

TIPS & COMMON MISTAKES dsilis elaslg wluis
e Matching is re-checked at approval; an invoice that 28 dgylnn e cils 8,g3l8 alaieX| das) ddilhall (a0 slel ®
was a mismatch may match once receipt is complete. ALl JlaiST de) doslhe guai
e If the supplier has a pending bank change, transfer ole e Jrg=ild Blaa celiy yuss b sjgall gl olS13] o
only to the approved account, and tick the .29 8 dallally elld ST aibg (hdd dainall Clawsll

confirmation before paying. Aaios gl d G 9)g4) S homd Jumad Sy X @
e A bank transfer cannot be recorded for a supplier with 8,93la)l asvad 3y9al) Juay (pader (ASI Cuw ST @

no approved IBAN.
e \Write the rejection reason clearly; it is sent to the

supplier to correct the invoice.

Procurement reports Sl yidsall yeylas 6.8
Use it monthly to review spend and prepare the VAT daydll duy o 48] sy =g Blai¥l deslyal By Lol
return, and quarterly to evaluate suppliers and S deolww AlFdYEl (Gang (po)gall @udd lEey)g [ddlaall
compliance with the multi-quote policy. o9l
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|
sslizll xaxe & English @ jjwaii m, ME lﬁ

olesall ailsall & shadl_old [ shudloblb [ awu)l O

L)J.)_)_g.n.”_g b p.ul.n.' I)JJLEJ'

2026/10/22 (J] 2026/01/01 ¢ &,5ball il sols]

0o

01/01/2026 [m]

oIl

10/22/2026 ]

e
CSV 3laiYl s &,

CSV eMsaall ayuuo &,

0 4 1,050.00 1 g 8,050.00 [y

5,000.00 $55 3>l5 o e yolsl (6,915 1) o ¥>20 ayypio ¢l s ol apiall Jolis 3lasYl Jlaz]

aalssll S 0 > Ja)l >

8,050.00 — sl / g9 pivall 8,050.00  — bl ololime

IS eWsaall a0 el cun>

1 saatsall sl 28 8,050.00 L ee—" 2026-10
7,000.00 ay piall Jid aso | ol pninal|
1,050.00 sl il allall oMsaall ag o

Y1 Ui o sal) dspiall ol Y1 anzl el luaaill calall 3o 5 ,5all b ca

or9all shsl
Y pabual] 2l puadll  ogys alaa Syl salsl 2sall
0 48 kkhkxkx 1/1 8,050.00 1 el eill auzill &S
(0) LgoMiwl JaiS; o) a>giin yolsl

sl solol 2z g5 ¥

liinally gusall alsy — JlosW Lo
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MEGA Business Suite - Supplier & Procurement Portal

b ially (psjgall dlgy + ISl lua @aliy

STEPS wighsll

1. Open “Reports” from the finance tiles or the leul d=bo oo ol ddlall wleypa pa «p,Bil» il .1
payments page. G diadl Dl o (golyi8Y) «dI»g «(pa» yidll a2

2. Set the “From” and “To” period (default year to «oyer haslg (agyl
date) and click “Show”. c . .

) walol dae duall Jalis Gloidl Jlaz| ioleyyall g=1) .3

3. Review the tiles: total spend incl. VAT, number of . ¢ . :

P Ao 399 Axlg oy saloflly coMlssall dy o el il
purchase orders, input VAT, and single-quote ) )
. ooyl saei
orders above the multi-quote threshold.
«dalSdl S crus»g «lall s> Glaiyl =1, .4

4. Review spend by category, by cost centre and by e 9« ' OB ETY

id] cuus»
month. i :

5. Review “Input VAT for the return”: number of Baainall yilgdll sac 1), 0W wllSsall 4y po» g1, .5
approved invoices, taxable purchases and Gz sl dulall dy rally deslHl ol idall
recoverable VAT by invoice date. Bygildll 2,6

6. Review “Supplier performance”: orders, spend, Lo 09 SLa¥lg wlo¥l sac 1«cpajgall clsi» g=1) .6
how many were compared, rating and late Jalgi» @ daslad yliallg eudily (oge di)lday
deliveries, then “Open orders not fully received”. Lol Jai$ @) d>gida

7. Click “Export spend CSV” or “Input VAT CSV” for a «CSV wilsdall duy po» 9i «CSV §lasyl pauai» hesl .7
detailed file that opens in Excel. Excel @@9_, o 5 alo Lle | |

Meaning Field / button S 3o Gl Jé=dl
The report period by order issue date. From / To 508 ool )6 s 81l 8519 dl/ oo
Value of purchase orders issued in the Total spend incl. VAT .sy0ll @ 8oLl elpidl yolol dasd Jolis gLl Jlaz|
period. ay pall
VAT on invoices approved or paid inthe  Input VAT ol daaizall ulga)l dy yo wlsae dy pd
period. 8yl g degduall
A control indicator for purchasing Single-quote orders above O elpidl Gle gld) jige  @gd alg LAy yolol
without competition. the threshold duwdlio A=l
Spend distribution as bars. By category / cost centre / bl gyl &ujgs Sy [ ol cuns
month sl [ aalsdl
Orders, spend, compared, rating, Supplier performance (LOYE )l (3R olg¥l 2390l el
currently late deliveries. 0¥l Mlp‘ua (ol
Orders issued, accepted or partially Open orders not fully ol dguall of ,0lall wlgdl  Jaiss @) dsgidio yolgl
received. received D> daliwall Lollitl

Details per order: supplier, category,

cost centre, amounts, status.

Details per invoice with the supplier VAT = Input VAT CSV Gurall @8l Ra 89510 JS Jrols  CSV wllswall dy ro
number. .90l
55/62 +966 58 258 7221 L_JLM.\J|9 L_Jl_Qu.a.U 69|)QDJ|CLAQJ|_\.L£M[QAA.\DJ9 3|.A_Cl

Export spend CSV

Wl pgall 1ol JS Jyolss
Aol @l dalill 5550

CSV Glasgl paas




MEGA

Business Suite - Supplier & Procurement Portal

TIPS & COMMON MISTAKES

Spend includes issued orders only; drafts, pending,
approved-not-issued and cancelled orders are
excluded.

Check supplier VAT numbers in the export before
filing the return.

Many single-quote orders call for a review of the

purchasing policy with approvers.

Portal settings

b ially (psjgall dlgy + ISl lua @aliy

deile elbaslg el i

slaie¥l | Uanibg lsgusall 1038 8,5Lall jolg¥l Josy Glayl
ALy i 8lslallg 3j5Lall pé 1aioally

L9 @85 J18 il Calo § cpsyoall dupall AB 3 21,

&0 elpidl dewlpew dozlio Ny 3=lg ()2 30lo¥l (4o juS o @
psaisall

dslgdl &slslsc] 6.9

This is where the company purchasing policy becomes

rules the system enforces: who approves and within

which limits, when competition is expected, and how

much difference matching allows. Review it at start-up

and whenever authorities change.
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oo ipladl Ladny aclgd J] dSall @ el il dulian py Lio
& &9 10 Base @59 adliall bl G w9 Sg daisy
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[E¥ al
ozl doxe & English @ A4 «f’)}“l 1194 m
pize * wljidiell uxe

olesall alsall & shadl_old [ shadloblb [ awedl O

msall algy wblag|
sloze¥ el sl il dwlaw

(as i)l aloliy lall) slaic¥l a9gb.00 v

811 paulzo Gy — W sgimall 3l g )l — Sl sgimoll alally abYl Oosudl — JoVI sotmall
il ssiwall 3> 399 ol Jo¥l sgimall 3> G5 yoloVl sl olgl JS
(pasimoll) 2ginall (pasimoll) 2pinall (paziaall) 2pinall
v admin@example.com — gl =zl xoxo v ceo@example.com — sauaid| Guus I v fin@example.com — sglall soxso
35 s go 8 o ST Ll (i) Wl soimall 3> (i) oYl ssimmall 2>
5000 50000 6000

o 09 deizall apii gl Jogell 3> §s8 . lgivme 3 = ST+ Olsime = 50,000.00 5 ol * 35|y ssime = 6,000.00 5 ol :adl=l whlasYl Jlio

adlJl
% agsllaall (38 zlossl anus asiol sVl slasall oLl % agiol 1991 sy il aus
1 30 15

(alols; Juasl) elgasisl) aloll Vsos]

mjafarawy@mega.local

sl ol (o8 asiol 28Vl Log sl O
s k5833 @) Lo samall g8sall (b aulwilly Jaidl alolis jlawYl 1
casbuz (e allaiwl sall @ibs o leolsall Gillas né caio sl gas, el g 2
PNl oo 093 ghio T 5t Vs 2ssall drlss IS o sl ol 08 0 s piall 6,95lall 035 .3
ol del,t mas ol 4oYl slal] (8 5l Lo (lasy Jssio J3e 093 aelwill (o Wl 4
cipgradl auyall aSlosll aala¥ oYl I gia, .5

9l Osl8all o 238 bl CasbiS'y 8 puall siaws shutdll ol ls gk il olaalls slawdl R

oblxe)l ba>

lziially pusall alsy — Jlacl rso

La Jakiol : pracill - (sslrannll zlia)l s sazxs) (My MEGA aiaai
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STEPS wighsl
1. Open “Settings” from the supplier tiles; available to paal d=lin (opdjgall wleyya (o «wlslacyl» zidl .1
the portal administrator only. .0ss djlgl

2. In the “Approval matrix” choose the approver for Jo¥l  Sgians JSI aainall jisl «olaic¥l d9gauns» @ 2
899 3ololl Il «(JoRl o> (§99 yoloil Sl olo¥l I

G Sgiall amrg «(G=) Jodl Somall am» sl .3
oLy @lsall 1 Jo¥l 30 5T G 095 O g ()
Ay pall

&Ll 1io §99 1¢@98 you0 Udye (0 SST > sl .4
&io U9d A=lg o)e S99 wie dudl aginall 4 by
laie¥

each level: level 1 for all orders, level 2 above the
level 1 limit, level 3 above the level 2 limit.

3. Enter the level 1 and level 2 limits; level 2 must be
greater than level 1. Amounts include VAT.

4. Enter the multi-quote threshold: above it the
approver sees a warning when there is only one
quote, without blocking approval.

5. Under “Finance” set the default VAT rate, default
payment days, matching tolerance and finance

sladl rﬁl._)jg Aol jio¥l dy pAll dis Do «ddlall» § .5

alall sy ddslhall § plad! duuwig ool

alert emails separated by commas.

6. Edit the default purchase order terms printed on

every new order. Adlole dgnds wluiill
7. Click “Save settings”. Names and titles on JSole &,,bj &l «elpidl yal § duol ol bgpidl» Jic .6
purchase orders, vouchers and statements are e al

managed from “Authorised signatories”.

#B5 Gl olaallg clawdl «alslacyl bos» hasl .7
o0l Glasdl (iSy Wrall winwg elpidl ol Lle

«cadgills Cglgsall>
Meaning Field / button S ko Al Jasdl
The user responsible for each level; blank = Approver (user) (Sown JS € Joduuall paiwall  (pasxiwall) dainall
main account holder. oyl wlusdl Lslo = € )lall
Up to this amount one level is enough. Level 1 limit A=lg Sotus 0 glall 3o G Jo3l sgiunall 2>
(up to) (G=)
Up to this amount two levels; above it three Level 2 limit 3 d8g9 lag «Wbgiuwn glall 3o &= SWI ggimall 2>
levels. (up to) .wbgiun (S=)
The amount above which the approver sees the Multi-quote «hndd alg jouw ByE» dulids B oo ST JAR
“single quote only” warning. threshold Aaieall 899 y2w
Used on new quotes and orders. Default VAT Bl jolodlg (5g,ell ,3 p_\mﬁ ay ol duwd
rate % % dpd| il
For new suppliers and orders without special Default boss oM yelg¥ly sasl us,gall slawl abi
terms. payment days Adols ansl sl
The allowed difference between invoice and Matching ol eliwally 895181 o Zgasmall G4l ,3 Zlowdl duns
receipt or order before it is a mismatch. tolerance % Adylao pe lolicl 48 103l % dylball
Receive notifications of requests, quotes, Finance alert woyllg wldlall wljled] Jrdiws adladl wliad]
invoices and registrations. emails iy yilgallg il
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Meaning Field / button S 13le Al Jasdl
The terms text printed on new orders. Default PO wlo¥l Gle ggdhall bopidl pai § dwdlié3l bg pidl
terms Bl elpidl ol

TIPS & COMMON MISTAKES dasile :lbbig @l

e Limit changes apply to orders submitted after saving; ¥y gl a2y slaiell) Juwy L"é\J|JA|9§| ol @i dgasl juss @

they do not change levels of orders already in Slaie¥l 18 jolgl wlhgio ps
approval. JS Uuso E)19 ggimall 2y dmrlpo giuna JSI 13aine e ®
e Assign an approver to every level explicitly; leaving a woudll ol celal wlslaic|
level blank sends all its approvals to the main account A (%1 gol oY) ofg.a 48 hall @ Clawdl dws Jo| @
holder. " Al oS 5,8
e Keep the matching tolerance small (default 1%); a a5l jolol sy ¥ dudl ol bgpill Jaei o

large tolerance weakens control.
e Editing the default terms does not change existing

orders.
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Sasull sl yidall Eilsiiuso
Procurement documents: verification )
and print modes d.CLg.h." &L;aglg

The purchase order, quotation comparison, payment Jazs 3)90)l Gl @iSy Wrall Mg Logyell &)lbag el pidl 4ol
voucher and supplier statement now carry the (@yadl &9 of el G9ll) (redoll &g (38l 1oy oY
verification code, print in both modes (letterhead or @05 pan dsud ng Olslaeyll )l gy «dlhwlg b\sf» Hog
company paper), and the “Prepared by” line follows the LBl (pojgall Wleds (e «dy jall Glus csd @uasdl»
setting. In the Egypt edition, withholding tax is deducted

from supplier payments automatically.
The printed purchase order godball clyidl yol 7.1

Excet s ) ( POF Juaow i g e e

7000000000 Unified No - asgall 8l < M E A
1010000000 CR - glontll Jomead| JlocMl e M

300000000000003 VAT No - g0 pl iyl MEGA Business

Eoz -

Purchase Order

RFQ-26-0007 : sg,sll b 2026/10/26 i P0-26-0012 :5))|
Delivery - gl Supplier - 3,gall
ol o> — @l Egiunall :gbsall Medical Supply Est. quall slaal dunse
2026/10/25 :glhall )Wl 310055566600003 :qupall @8yl - 1010998877 ‘.
481531 3530 - blail lojlis : Jlmall AUl
8,50l (30 Lagy 30 YU Gl 281 by 0501112222 - 3,8 i Jodaall

b Ul lojlime 20,05 0l

7,400.00 dypall Jé Jlazl
1,110.00 %415 dSlall dagdll dy o
8,510.00 (uwe9) il Jolis Jlaz¥l

pL8olg bagyaall

U7 s kel
g, 30, pMliull as gdll

Chairman of the Board - &5yl ulzxe s

e
/ \ siall oo Gizill 30y @ [ERZE]
o il
| ( 1010000000 ) - Document verification
\ o (oo R7XU-Y48M-J8P9 x
\\ v“"/ 1270018121/ R7XUasMIEPe  (BIBRTa - -
= . Sobinmll 2Ll we dae
i slatel sty
Prepared by: gshiamll Aasa — 2026/10/26 10:52 2026/10/26 10:52 — bzl dama ‘s, acl
www.mega.local +966 58 258 7221 @ asgaull dgyall ilaall - 5L (@)
info@mega.local +966 582587221 Riyadh - Kingdom of Saudi Arabia

7000000000 .C.R. 1010000000 - Unified No - el el - (0lse) bl 80| dasy
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STEPS wlghsll
1. Open “Purchase orders” — the PO — “Print”. «delb» ;I;&.JI}oi - <<c|;dAJIy.;I97» @Ql A
2. Choose from the bar: “PDF with letterhead” or deldall» 9i « oyl §y9)L Ggﬁgl» oy pidl e il L2

“Print on company paper”, then “Print / Save PDF”, sas» of «PDF bade / deldo» @ wdSpidl §y9 Lle

Download PDF” or “Excel”. «Excel» 9T «PDF

doanad §M| «Aditawal | R @ﬁadeAJ» &1309 (u_qu
208l do o WS 590l

3. The document carries the stamp and signature (the
real signature image if uploaded) and the
“Document verification” box the supplier can scan
to confirm the PO.

The payment voucher Wyall siws 7.2

S ox-

300000000000003 VAT No - gyl o5, MEGA Business

7000000000 Unified No - acgall e, < M E A
1010000000 CR - el Jomeall JlocMl Lo M

J)m.t.im

Payment Voucher

2026/10/24 12531 )b PV-26-0031 :(5,)|
£o8uall glaall
Amount paid
310055566600003 (g pall @8))I — Medical Supply Est. @lall slnedl duwoge Jdlérs
PO-26-0012 el 1l — MS-2026-3301 o8 8,03l — 85318 ol oll
goall bank gbull ddy b
0.00 pdall oo pgasall 8,510.00 8,051l dad

Chairman of the Board - 8,5yl ulma sy

9&‘:’1
. .

Received by - aliuuall

Aiwall o Gl 3o, @
cument verification

'P9-VUCS-P5TV
1.0.0.1:8121/v/B6P9VUCSPS

=

- 2026/10/24 7
L] ozl Zlidll ae dazma
10/26 10:52 2026/10/26 10:52 — gghhnall Aama s Jonts
www.mega.local +966 58 258 7221 @ asgnll dyyall dlaall - (AL
info@mega.local +966 582587221 Riyadh - Kingdom of Saudi Arabia

7000000000 .C.R. 2010000000 - Unified No - udl el - (ulge) bt 80| duasy
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MEGA Business Suite - Supplier & Procurement Portal

STEPS
1. From “Payments” open the voucher of any
recorded payment.
2. It shows the supplier, amount, payment method,
settled invoices and the verification box.
3. Same mode and download buttons. The supplier

can verify the voucher via the QR.

TIPS & COMMON MISTAKES

e Egypt edition: recording a supplier payment shows
the withholding tax by transaction type (1% supplies,
3% services, 5% commissions) and records it in Form

41 — details in the “MEGA Egypt guide”.

62/62

b ially (psjgall dlgy + ISl lua @aliy

wlghsl

s d28d §§ OGrall A @il «wledMl» a1

B3enall ylgallg 281 déy g gliallg 3jgall (Byey .2
8=l &1)09

oo Gaill 3y9all oSy . sl rmdgll il udi .3
.OR ja) pe aiudl

dils elbsly wlyuws

Ol i @asdl» y by 3)ga) d28 Jumwd Jic ipon dvad ®
%5 (Wloas %3 «wlay)gi %1) Joleil £9i s «dy rall
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