ADVANCE REQUEST

Login to the homepage of Armah Supplier Portal.

Good afternoon, Saud Ruknuddin

Things to Finish

Click on Supplier Portal > Advance Request

Advance Request Name Croated By

Creation Purchase Order QuotelPl Armah
rrency Mo

Invlee No. Record Humber Supplier Name  Status Respanse Description

Click on Create button



Advance Re Hami tos . .
ance Request Name  =hulo: P Descriotion | 50% advance S0% shorcalery

—Pp * suppier Name | ABC vendor
. Siotus New
Purchase Order o | 2255

P " Quetspiimoice Wo. [Inoics 123
R— |9R . Created By mruknuddin@armahsports com

Armah Response

Creation Date 1211224

——P  wmoumt [ 15000

+ Provide & clear description in your SUMéSSIan, For exampls: "50% advance on POS1234 fof finess equipment”
+ Click an Save and Confinue 1o aflach e supporting documents.
+ Ensura all relevant documents related 1o the This indludes the Proforma lvoice, Quotation, Tax lnvoice for the advance, and the approved Purchase Order,

Fill in the required information and click on Save and Continue to proceed with the
document attachments.

Advance Request: Adv-0000002 :Summary

Advance Request Name  Av-0000002 * Descripion | 50% SOvance 50% aner elivery

" Supplier Name | 4BC Vendor

. Status Mew
Purchase Order No | 2255

‘Armah Response

* Quote/Pilavaice No. | invoice 123

- Created mruknuddin@armahsports com
Currency [94R o o -
Creation pate 12122

* Amount | 15 000
Attachments Nane

Click on plus sign to attach the relevant documents

Attachments

—> Add Attachment

* File Name or URL

Nofile selected.
invoice_B_2607041224 pdf

Click on Add Attachment to attach multiple documents, once all the documents have been
attached then click on OK.



Advance Request: Adv-0000002 :Summary

Summary

* Purchase Order No | 2258
* QuoteiPlinvoice No. | Invaice 123
* Currency |S4R

mount | 15,000

Once the attachments are uploaded, click on Save and Close to submit the request.

The landing page will show the details of all the submitted advance request with status.

Actio Craate
view
Creation Purchase Order Quote/Pl/ Armah
Advance Request Name Created By Amaunt 5o Currency Mo Imvoice No Record Humber Supplier Name  Status Responss Description
50% acvance
Adv-0000002 UGN GATANS O, COM 15000 121224 AR 2255 Invice 123 3 ABC Vendo Hew 50% aller delivery

The status of the advance request will be updated to completed once Armah team process
the request which will be then updated to Processed.

Advance Request
—T—— e —
Actions v | ‘Create‘
View w Export
Advance Request Name Created By Amount g;?:tlon Currency
Adv-0000002 mruknuddin@armahsports.com 15,000 12M12i24 SAR

Allthe requests can be exported to excel, click on Actions = Export.



