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Create IOP Invoice

Supplier User Manual

Objective ()— The goal of this user manual are to:

o Guide Supplier to Create IOP Invoice in SCH portal
o View the approval status of the IOP Invoice

0 Target Audience:

Suppliers

O—— course Pre-requisites:
Creating the Invoice for Purchase order which are eligible for
creating IOP Invoice

Number denotes the sequence of the steps to be
followed. If same number, either of the way same
action can be called

An information
to review

Notations Used in Q——
Training Manual

. Select IOP Number from Invoice List Status of Invoice

> Il Invoice List

10P Number fAvoice Number e Stats nvoice Status ~ Referency

Z 10P0065 £5A-1065

o

07-09-2023  20-09-2023 7500000 USD

z 10P0064. £5A-1098

o

101

UB40-00080 27-09-2003 18092023 1200000 USD 1
Z 10P0063 £5A- 1068

UB20-00025 21092023 18-09-2023 14500000  USD 1

& 10P0062 122213

o

Accepted By Finance UC20-85C16 14092023 14-09-2023 10020000  USD 1

Supplier IOP (
Invoice - Pro-
cess Flow

Create IOP Invoice Provide Invoice Details and Sy closice

PO Number (Optional) Type Attachments

Track IOP Invoice Status Submit IOP Invoice

Login To SCH Portal

Login Page Q——  https://sch.emiratessteel.com/

ot 2 Supplier Collaboration Portal

Hello!
G  Welcome to SupplyChain Hub

I,I LU L 1. Enter User ID
~. AT EMIRATES STEEL, WE DELIVER

\ AN EXTENSIVE RANGE OF
x PRODUCTS, SERVICES AND
SOLUTIONS THAT CATERTO A
WIDE VARIETY OF SECTORS

2. Enter password

3. Click Log in

B Sign in with Microsoft
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Create IOP
Invoice

Enter Invoice
Details

Select Service
Type for
Attachments

Upload
Attachments

Submit
Invoice

C

C

C

C

1. Expand Invoice Menu

= 5CH Suppliers

© soucmwecarex
sucnon >

© rurcstonore >

Inbox
e
B creasronn

o, ressTRsTION
0 quesionname

© soucme

© mworee

Registration Questionnaire

B ceneior ivonce,
Registrtion Form Deail

(© AoomonaLusex

inroRuaTION Create Export Container Shipm
Whera we can view Rod Ship.

® orus

(© woncourumnce

o conrssmeny
G e ’

(© nevewcontmacr

1. Expand Invoice Menu

Create IOP Invoice

DEV TEST

Reverse Auction Reverse Auction History

Reverse auction details Reverse auction history details

RFQ Quotation
RFQ Detail and Scatus Quotation Detail and Status.

R

List Export Container Shipmen
Whara we can view Road Ship.

Additional User Information
Additional User Information

1. Expand Invoice Menu

= SCH Suppliers

(5 souncnecarex @> Creseinoice
aucron >
(© rorcnscomoen >

[ & o

) ResisTRATION
0 questionnase

DEV TEST

INVOICE SUBMISSION
Supplier Invoice Submission

SUPPLY
CHAIN

HUB

Alternatively, you can
click Create IOP Invoice

@ 11 O £ strsenice [vendor] @)

PO List

Miscellaneous PO List

Create IOP Invoice 10P List

==,

Review Contract User Guides

Delegation Details

* Indicates Mandatory fields to fill the details

NVOICE SUBMISSION

(© sourcve >
© weoce v
N Invoice Details
B commmes ﬂ Desis c supple e
B wrusr miceSate
I
Dueoate”
(© oo
pesit —

(5 soomona usen
INFORMATION
Completon Date.

© neview contracr
e < ad-mm-yyyy

Invoice Number * Invoice Valuz * curtency”
usD -
Vessel Arival Date
Invoice Sudmission Date * BLDate
dd-mm-yyyy
ad-mm-yyyy dd-mm-yyyy
Commen:s
8L Quantity Reference PONumber

1. Choose Service Type

to add Attachments

e Attachments

> B e

Service Type *

BL Copy: *

Fraight invaice -

Others:

Publication Copy: ~ (@

1. Add files from local drive

Attachments

DqeliNotesTempatepdt B

Add Files Upload

Save as Draft is used to
park the Invoice in SCH
Portal and Modify later

Relevant Contract Page: *

2. Select to Upload

N Service Type Attachments

Additional invoice

Service Type * BL Copy: *

Freight invoice -

Others:

Publication Copy: *

Relevant Contract Page: * (_

Save As Draft

IOP Invoice is now Created
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Track Invoice
Status

Navigate to
Invoice Details
Page

Invoice Details
Page

List Page Options -
Download & Filter

C

C

o—

o—

-

B osemarionat

5, REGISTRATION
N quesTioNNAR:

@ o

1. Expand Invoice Menu

@> Invoicelist Search,

maton B orssasio

crcrep oate

3. Click on Workflow Icon |

e oare

2. Click on IOP LIST

View the Log of Approval

B oeust

(5 woncompuance

(5 Hoomona usen
INFORMATION

® usercuroes

5 woue
(S orcuascoor >

B oremamiona

) ReGisTRATION
N questiowwaRe

@ mvorce

B

N Invoice List .

oETALED paGE

1OPNumber  InvoiceNumber  Message | Status Involce tatus Reference B

& 10P0083 2 & 106 OF APPROVAL
G [ omsasi ez - oo
woraos 10101 - R preser i~ I - M oy
imanan PESEE e ‘ iz

@> InvoiceList

5+10P0083 s requested

eovesten Bosieas

1opuisT

(5 on comruance

(§ Hoomonases
INFORMATION

@) vsencuross

= SCH Suppliers

& wowe
© rorcnnseoross >
B oremaronar >

05 REGISTRATION
1 QUESTIONNAIRE

© wvorce N
B cneare v iwvorce

B st

(5 non comrumnce

(5 AopmoNAL UseR
INFORMATION

@ userguioes

> It | rickga e STEP NAME w©
10P Nufmber Invoice Number  Message Status. Invoice Status  Reference P s 5
ovones topsonn - &
O B s

B o sensio venoszz)

e

E—

Submitted Invoice Details

QATEST @ I O Q JothiSteelsLTD [Vendor] J

N Invoice Details | o
il of Invoi i
10 Number Invoice Value Currency
10008 25000000 usp
Invoice Number BL Date BL Quantity
10PS02 2 3
Vendor ID 10P Date Due Date
VENO1 2309203
Invoice Date Submitted on Vessel Arrival Date
23-09-2023 »n
Comments £51 Received Date Reference PONumber
Reference Service Type Status

Download Invoice

List to Excel

] Y
PURCHASE ORDER i R
Invoice List LY <> |
B orsanona
10P Number  Invoice Number  Message Status Invoice Status  Reference PONumber  Invoice Date S| Received Date  Invoice Value ¢
) REGISTRATION
' QUESTIONNAIRE
2 10P00z3 10s021 -, 2092023 25092023 25000000
© voree
] lovoom2 10p10072 , 2309208 25.08.2023 12500000
B creteror woice
) mum g 10P0081 10101 O reviewed ] 22092023 1,000000.00
7 loP00B0 1221222 O reviewed ] 209203 25092023
© Noncowrancs >
(b a)
Reset Filter ) .
o Filter Options
> Invoice List
IOP Number
10P Number Invoice Number  Message status Invoice Status ~ Refel
Invoice Number
7 10P0083 10PS021 2, -
Status
10P0082 10P10012 2, - Invoice Status
10P0081 101011 %, m ue2 Created Date
[ 10P0080 1221222 OOl Reviewed | k-
10P0079 ESA-1079 2, r -
10P0078 ESA-1078 o, — = [

Thank You




