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New Vendor registration guide

Introduction

Dear Valuable vendor the following are the steps guide to register as new vendor in our
company when you register to our ERP system portal after approval you can update your
information and upload your invoices and interactive with business users.

Receiving invitation mail from Portal
When you download and fill the registration form and send to vendor management Email you
will receive an invitation from the system as shown in the below image.
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Takamol invited you to access applications within their organization inbex = v

Microsoft Invitations on behalf of Takamol <invites@microsoft.com> Tue, Jul 4, 1156 AM (8 daysago) ¥ €

tome ¥

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors pesing as legitimate companies. If you were not expecting this invitation, proceed
with caution.

Organization: Takamol
Domain: takamol.com.sa

If you accept this invitation, you'll be sent to https:/takamoluat sandbox operations dynamics com/.
‘ Accept invitation

Block future invitations from this organization

This invitation email is from Takamol (takamol com sa) and may include advertising content. Takamol has not
provided a link to their privacy statement for you to review. Microsoft Corporation facilitated sending this email

but did not validate the sender or the message.

Starting registration process

After you click accept invitation from the invitation mail you received from the Portal system
registration wizard will start to guide you to fill the information after completing the steps of the
wizard as showing in the following image you will be registered and waiting for approval.

Click next to start the registration process




‘endor registration

@ Start Registration Process

Click next to start the registration process
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Company information page
Company information page divided to 4 sections as shown in the below image

e Contact information
The contact information for the invited person (This is the invited person to access the
Portal)

e Company information

Name (Name of your organization)

Organization type (Will be filled automatically)

Vendor type (Upon this selection the fields in the form will change automatically)

Commercial register (Attachment file)

Company profile (Attachment file)

Commercial register number (Number of your organization registration)

Commercial register end date

Company capital

Number of employees

Commercial activity

Segment (The field of your company business)

Subsegment (The sub-field of your organization)

Telephone + Fax + Email + Website
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e Bank account information
o Bank account document --- attached file
o Bank Account Number

o Name
o IBAN number
o SWIFT code

e Address information
o Location ID — (System automated)
o Name or description (For Example Head office)




Purpose (Drop down selection menu)

Country/region

ZIP/postal code

Street

Post box

City

Primary (This button, once activated, becomes the main address of the company)
Primary for country/region (This button, once activated, indicates the main address
of the company in this area)
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Standard view

Vendor registration

CONTACT INFORMATION

Mohamed Kamal Erayed
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COMPANY INFORMATION

Tokaml v Commercial egister Company prafile ]

Fareign Vendor With Eranch

BANK ACCOUNT INFORMATION

This section to complete your company address information Click Add to open the detailed
address page. Address information is a mandatory information.

Note

If this part of the page didn’t appear change the browser zoom.

When you click add button the below form will pop-up.




Standard view

New address

Location 1D
lUUU126921 ]

Narme or description
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Purpose

[Business V]

Country/region
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ZIP/postal code
| d

Street

Post box
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@No

Primary for country/region

@No
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You can add more than one address to the company.

After you Click OK the address line will be added to the company information page.
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Standsrd view
Vendor registration

@ Start Regieration Process

@ Company Information
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COMTACT INFORMATION
Fist Micdle ram

Mohamed Kamal

COMPANY INFORMATION

ADORESS INFORMATION
Name or description Az Furpnse

Ghemata mal, Western Ring Road Business

fead office
AL

License & Certifications
As mentioned before depending on the vendor type selection in the pervious page this page will
be totally customized the showing fields.

BANK NAME

Eltayeb

Company profle ]

Mumber of employee
0.000000

In this page you will fill your organization license and certificates like number of certificates and
the expiration dates and attaching the scan of the certificates by pressing uploading buttons.

Standard view

* Vendor registration
@ start Registration Process

Ll

@ Licences & Certifications

ferms and Conditions

Submit Regestration

Zalat Cortiticate ]

VAT Certificate ]

Power OF Artomey Certificate Number

Saudization Certificate

Pawer Of Attomey Certificate

Chamber Of Commerce Certiicate | | Investment license certficate

Local Cantent Certificate

tificate End Daste Chhamber Df Commerce Certificate End Date__ Investment License End Dat
Monsha'at Cenificate ]
Monsha'at Centficate Number
Mansha'at Certficate End Date




Termes and conditions

In this page you can read and accept the terms and conditions of our company.

When you accept the terms and condition of the company click next.

Finishing the wizard
Click finish to submit the information you filled in the pervious pages of the wizard

Standard view
Vendor registration
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Congratulation your application is submitted in the system and waiting for approval

Thank you




