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1. How to Login

Visit our website - www.maaden.com.sa

1.

2.

Click, Supplier Portal
Click, Sign In

Input your User ID and Password

Then, click Sign In



http://www.maaden.com.sa/
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If you don’t know your password, follow next page for “Login Assistance
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Sign In

Oracle Applications Cloud

’ Juser 1D

Password

Forgot Password

| English v

2. Login Assistance

1. Click Forget Password

Sign In

Oracle Applications Cloud

[ Juser D

Password

‘orgot Password

Sign In

[English ~

2. Inthefield “Username or Email”, provide email id, select “Forgot password” option and click on “Submit”
button.

Sign In
ORACLE APPLICATIONS CLOUD

Forgot Password
* User Name or Email

shanavasm@maaden.com.sa

* Options.

() Forgot password
ancel

3. Thenyou will receive an email from OracleCloud@maaden.com.sa with subject “Maaden Cloud
Applications-Password Reset Information” Please check your email.
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4. Open the email that you received and click on the link to reset your password, below is a screenshot of the
email sample.

From: <OracleCloud@maaden.com.sa>

Date: Sun, 19 Dec 2021, 16:27

Subject: Maaden Cloud Applications-Password Reset Information
To: <info@company.com>

Dear <Supplier Contact Name>,
You have requested to reset your password for Oracle Fusion Applications through Self Service Portal.
Please follow the link below to reset your password.

https://fa-epod-saasfaprodi.fa.ocs.oraclecloud.com:443/hcmU|/faces/ResetPassword?ase. gid =2fa4412a572d426b8407ba842199f1c0

If you did not request this information or have any question, contact SRM@maaden.com.sa.

Thank You,
Maaden SRM Team

5. Provide New Password in the fields and click Submit

Sign In

ORACLE APPLICATIONS CLOUD

Reset Password

=1

To Login:

Visit our website - www.maaden.com.sa

1. Click, Supplier

N

Click, Sign In

3. Inputyour UserID and Password

4. Then, click SignIn



http://www.maaden.com.sa/
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Sign In
Oracle Applications Cloud

3. How to “Manage Profile”

1. Click, “Supplier Portal”

/’ LDl D

MAADEN

Good morning, fevrsmigh tbsiytvye

Me Cupplier Portal Tools

APPS
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2. Under Tasks - Company Profile click “Manage Profile”

Supplier Portal

Order Number

Tasks

Orders
Requiring Attention Recent Activity
Last 30

Hegotiat

Agresments © Recaipt 20
Payment; 1
Channel Programs
- Managa Progran Transaction Reports
Lasi 30
Snipments
PO Purchase Amount
- Manage Shipment Invaice Amount

Contracts and Deliverables Supplier News

- Manag

- Manage Deliverai

Consigned Inventory

Invoices and Payments

Negotiations

Qualifications

- Manage Quesfionnaires

- Viey ations

Company Profile

4. Click, “Edit”

,’ LDl D

MAADEN

Company Profile @ D

Change Description

Last Change Request 3100113 Requested By iwoboxd, plyinigp

Request Status  Processed Request Date  15-Sep-2024

ons  Products and Services

Organization Details  Tax Identifiers

Contacts  Payments  Business Clas

Payment Methods  Bank Accounts

5. Warning will pop-up. Click “Yes” to continue

Company Profile @ mm

Change Description
Last Change Request 3100113 (=il Eem (e

Request Status  Processed Request Date  18-Sep-2024

Organization Details  Tax Identifiers  Addresses Confacts Payments Business Classifications  Products and Services

Payment Methods ~ Bank Accounts

Warning %
P0Z-2130390Making edits will create a change request for the profile. Do you want to continue?

Yes | No
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4. How to update “Organization Details”
In this section you can edit the general information of your company, as well as attach your required documents.
1. To add documents, in Attachment, click “+”, where you can attach your necessary documents.

* Example - Bank Account Certificate, Brochures, Company Request Letter, etc.

L e o
’ MAADEN are @

Edit Profile Change Request: 3679134

Change Description

Organization Details Idenlifiers  Addresses  Contacts Paymenis Business Classificaions  Products and Services

General
* Supplier Name | Test Tax Organization Type | Corporation -
Supplier Number 20220547 Status  Active

Supplier Type | Training ~ Attachments Barclays AED 58803300.pd1 (3 more...)

Additional Information

Holding Company Name  Not applicable Supplier Class

Company Ownership  OTHERS Year Established

Type of Company Local Content Sector

Nitagat Status Number of Saudi Jobs

2. Click “Choose File” attached the document.

3. Then Click “OK”

Attachments

Actions w | View w

Type Category “ File Name or URL Title Description

File » From Supplier | Choose File | No file chosen

5. How to update “Tax Identifiers”.

In this section you can edit your Income Tax and Transaction Tax. For KSA Suppliers this is mandatory to update.




Enter your text here

Organization Details ff~ Tax dentifiers Addresses  Contacts  Payments  Business Classifications  Products and Services

Income Tax
Taxpayer Country | Saudi Arabia v Tax Reporting Name | Ernst & Young Co.
Taxpayer ID | 3000678615 Name Control
Federal reporiable Verification Date | 22-Aug-2017
Federal Income Tax Type Use withholding tax
State reportable Withholding Tax Group
Transaction Tax
Tax Country | Saudi Arabia v Tax Registration Type | VAT v
Iax Registration Number | 300067861500003 I

Attached copy of “VAT Certificate”, to be attached in “Organization Details” — Attachment

In this section you can Add / Edit / Inactive the user account.

6. How to update “Contacts”.
A. To Add User Account

1. Click “+” add button.

Enter your text here

Organization Details ~ Tax Identifiers  Addresses  Contacts Paymenits  Business Classifications  Proeducis and Services
Actions v View w Format v D Status | Acive ~ Detach
Salutation Name & <7 First Name Middle Name Last Name Jab Title &7 Email & <7 Phone
Fahad

2. Fillout necessary information. *(Mandatory)
3. Click “Select and add” button.

4. Add “Site address” for the user account.

5. Click “Apply”, then “OK”
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Create C '
——— prone =
* First Name Mobile v
Middle Name Fax -
* Last Name Email
Job Title Status | Active v
Contact Addresses
Actions v View v Format v Detach
Address Name ress Phone Address Purpose Status Select and Add: Addresses x
No data to display.
Columns Hidden 5 Search
User Account Address
Search || Reset
Request user account
sw v Formal v
Actions w  View w Format w Detach Address &< Address
Name Address Purpose
Role &% Description
No data to display. Riyadh Level 14. Al Faisaliah Office Tower, King Fah _ Ordering; Remit
Create Another || OK | Cancel Apply | Of ICancel

6. Thick “Request user account”
7. Choose User Roles, click “Select and Add” button

8. Click “OK” to create the new user account.

User Account

Roles  Data Access

Actions v View v Format w
Role LT
MDN Supplier Accounts Receivable Specialist

Supplier Bidder

Supplier Customer Service Representative

Detach

Description

Custom role for Managing invoices and payments for the supplier company. Primary tasks include submitting invoices as w:
Sales representative from a potential supplier responsible for responding to requests for quote, reguests for proposal, requ.

Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include.

Create Anothe:

B. To Inactive User Account

1.

Enter your text here

Organization Details  Tax Identifiers

Actions v View v Format »

Salutation Name

fications  Products and Serv

Business Class

Contacts

Paymenis

Status | Aclive Detach

& <7 First Name Middle Name Last Name

2. Go to Status, click dropdown list and select “Inactive”

3. Then, click “OK” user account will be inactive.

Jab Title

In the list of active user accounts, click the user account you desire to Inactivate.

&7 Email

LT

Phone

11



LD 2 D
MAADEN

Edit Contact: Fahad Al Saud x
Salutation v Phone v
“ First Name | Fahad Mobile v
Middle Name Fax -
* Last Name | Gullermo Email | GullermoF @com.sa
Job Title | Manager Status | Active v

Active

Administrative contact

Contact Addresses

Actions w View w Format w Detach
Address Name Address Phone Address Purpose Status
Riyadh Level 14 Ordering; Remit to: RFQ or Bidding Active

Columns Hidden 5

User Account

Account Status | Active v

User Name
Roles  Data Access
Actions v View v Format v Detach
Role &7 Description

MDN Supplier Accounts Receivable Specialist  Custom role for Managing invoices and payments for the supplier company. Primary tasks include submitting invoices as w
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requ..

Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include

Cancel
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6. How to update “Payment”

In this section you can add, edit, and deactivate your bank account.

A. To Add New Bank Account

1. Click “Bank Accounts”

Enter your text here

Organization Details  Tax|dentifiers Addresses  Contacts Payments  Business C!

tions

Products and Services

In the "Orgamzatlun Detal\s” section, please attach the document related to your bank account information.
In "Create Bag aasama'case include the address name in the description field for which bank account is associated

Bank Act

Actions w  View w Format w oh »

Payment Methods|

Detach
Default Payment Method From Date To Date

(] Wire 02-Dec-2021 dd-mmm-
Check 02-0ct-2008 dd-mmm-
Electronic 02-0ct-2008 dd-mmm-
JPM EFT Payment Method 01-Feb-2022 dd-mmm-
JPM Paper Payment Metnod 01-Jun-2022 dd-mmm-
Outsourced Check 02-0ct-2008 dd-mmm-yyy

2. Click “+” select and add button. Or click “Action” and click “Select and Add”.

Enter your text here

ization Details  Tax Identifiers  Addresses Contacts Payments Business Classifi

Products and Services

In the "Organization Details" section, please attach the document related to your bank account information.
In "Create Bank Account” page, please include the address name in the description field for which bank account is associated

Payment Methods ~ Bank Accounts
Actions w View w Format w I I
Prmay  Account gy Curoncy Bk Namo Asdimont SIS Accountamo
(] A444500000 A4445000000154006662001 SAR SABB (SAUDI BRITISH BANK) 01-Jan-1951 dd-mmm- SABE (SAUDI B.

3. Fillout necessary information. *(Mandatory)

Note: IBAN No. must also reflect in Account Number for applicable country.

4. Then, click “OK”.

Create Bank Account

BIC

SABBSARI

Ba

33

!mar account number or IBAN Unless account number is marked as required

= From Date 03-Jan-2023
Country v
Account Number Inactive On | dd-mmm-}
Bank Name BN
Currency -
Bank Branch
Allow international payments
Additional Information
Account Name Check Digits
Alternate Account Name Account Type v
Account Suffix Description

Create Another . Cancel

13
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1. Attach the latest copy of “Bank Certificate” issued by your corresponding bank with required signature and
stamp.

2. Official Company Letter request for adding the new bank account, must be duly signed by your authorized
company signatory with stamp, attached copy of CR or Certificate of incorporation along with company letter
request.

Note: Beneficiary name must be exactly same as your Company Name.
Please attached the required documents in Organization Details “Attachment
A. To Inactivate Bank Account

1. Inthe list Active of “Bank Accounts”, click the account no. you desire to Inactivate.

Enter your text here

Organization Details ~ TaxIdentifiers  Addresses  Contacts Payments  Buginess Classifications  Products and Services

In the "Organization Detfails" section, please attach the document related to your bank account information.
In "Create Bank Account" page, please include the address name in the description field for which bank account is associated

Payment Methods ~ Bank Accounts

From

Primary ~ Account IBAN Currency Bank Name Assignment  ASSIgNment s niName  BIC Ba
Number Inactive On

o Imuaﬂsﬂm SA4445000000154006652001 I SAR SABB (SAUDI BRITISH BANK)  01-Jan-1951 dd-mmm- SABE (SAUDIB.. SABBSARI 33¢

41930900137 usb BANQUE SAUDI FRANSI 01-Jan-1951 11-Apr-2022 BANQUE SAUD. BSFRSARI 00z,

2. Goto “Inactive on”, select the Date you desire to Inactivate the bank account.

Click “OK”, the account will be Inactive on the date you have selected

Edit Bank Account SA4445000

Enter account number or IBAN unless account number is marked as required.

" Country | [5audi Arabia v From Date  01-Jan-1951

i jd-mmm-yy fis
Account Number | SA4445000 I Inactive On | dd-mmm I

Bank Name | SABE (SAUDI BRITISH BANK) A4 AN [[8424500

Bank Branch | RIYADH v Currency | SAR v
Allow international payments

Additional Information

Account Name | SABB (SAUDI BRITISH BANK) Check Digits
Alternate Account Name Account Type v
Account Suffix Description

an:e'

8. How to update “Business Classification”.
In this section it is Mandatory requirement to add and update your company business certificates.
A. To add your certificate.

1. Click (+), add the classification. *(Mandatory)

2. Selectthe document Classification from dropdown list.

14
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3. “Certifying Agency”, from dropdown menu select “Other”

4. “Other Certifying Agency”, Input the agency who issued the certificate.
5. “Certificate”, Input the certificate name

6. “Start Date”, Select the date of issue of the certificate.

7. “Expiration Date”, Select the expiration date of the certificate.

8. Attachment, click “+” to attach the latest copy of the certificate.

Actions ¥ Wiew ¥ Format w Detach

Other Certifying - . Confirmed
gency Certificate Start Date Expiration Date  Attachments Notes  Provided By

= |

Classification Status Certifying Agency

B. To update the expired certificate.

1. From the list of Business Classification, select the certification you desire to update

2. Change the expiration date.

3. InAttachments, click (+) button, add the latest copy of certificates. Do not remove the previous/old

certificate.

Nane of the classifications are applicable

Actons v View w Fomat v Detach
Classification Status Certifying Agency D'g"g:'(‘;e"‘“'"“ Certificate Start Date Expiration Date  Attachments Notes  ProvidedBy  Gonimed

ation Certficate Current

9. How to update “Products and Services”

This section is “Mandatory” requirement to select and add the category of your company products and services.

1. Click “ & ” select and add button
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Enter your text here

Organization Details  Tax |dentifiers  Addresses Contacts Payments Business Classifications IProductsand Services I

Actions v View v Format w D Detach

Category Name

Mo data to display

“l

2. Selectthe categories by clicking the expanded button ” choose the right category of your company

products and services.

3. Once, you have chosen the right category Thick to select “ 7

4. Then click “Apply” then “OK” to add the selected categories in your Products and Services.

Select and Add: Products and Services Categories x
Search
Category Name Description

Search || Reset

View v Format v Detach

Select Category Name Description
WMaterial Material
Services Services

Columns Hidden 1

Apply || OK | Cancel

Search
Category Name Description
Search || Reset
View w Format v Detach
Select Category Name Description
Waterial Material
W Chemicals and Lubricants
Electrical and Instrumentation (E&I) Electrical and Instrumentation (E&I)
Manufacturing Components Manufacturing Components
Safety, Workshep and Materials Handling Safety, Workshop and Materials Handling
Stationeries and consumables Stationeries and consumables
Services Services
General Service General Service
Editorial and Design and Graphic and Fine Art@  Editorial and Design and Graphic and Fine Art Services
Education and Training Services Education and Training Services
Columns P

Apply | OK @ Cancel

Required Documents:
Attached copy of the following through “Organization Details” — Attachment.
Company Brochures / Business Activity License along with CR Copy / Cert. of incorporation Copy

10. How to submit the “Change Request” to Maaden portal

16
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1. Onceyou complete the required update. In “Change Description” field, Input the reason of your change

request.
2. Then, click “Review Changes” to review the changes you have made.

If you wish to delete the change request, click on “Delete Change Request” button.

0 Ll e b
[\V/ FAVAY® ] = \\|
Edit Profile Change Request: 3679134 -

hange Description

3. Once review complete, click “Submit”

,’ LLe b

\VFAVAN® ]S\

Review Changes -

Confirmation will appear “Your Change Request XXXXX was Submitted”

End

Thank you




