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PO processing Steps
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PO Status “New PO”
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Elm Requester
clpadl yol jano

PO Status
“New PO”

) - Issue PO
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You will Receive an email once Elm award you a PO

How To find PO PDF Guide

Ariba - TEST sent a new Purchas

[ Ariba
° To @

' <ordersender-prod@ansmtp.ariba.com>

If there are problems with how this message is displayed, click here to view it in a web browser

c 20004567 htm
3p v
23 KB

From:

Ariba Test

210 Sixth Ave
Pittsburgh , PA 15222
United States

Payment Terms
NET 30

Comments
Note to Supplier: test comment

This purchase order was delivered by Ariba Network.

Process order

For more information about Ariba and Ariba Network, visit hitp.//www.ariba,.com. D

To:

Supplier Education Team - Standard-TEST
271 North Shore Dr.

Pittsburgh , PA 15232

United States

Phone:

Fax:

Email: «

igps) Ul 2yl @by el clpdul pol jlanl @3 Jlo oo

PDF (sabiyl (Jus célo clpidl pof aloyll

Wed 5/6/2020 «

L Jar)

Purchase Order

(New)

20004567

Amount: $28,000.00 USD
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PO Status 2
“Confirmed”
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Acknowledge New
PO

A. How to Acknowledge PO “Create Order Confirmation” «clpiul ol plliwlg eligslgoy JLIT-X1] i

For PDF Guide PDF (soliyl (Juo olo
B. How to Print PO PDF Guide PDF (5oLl Jus walo elpidl pol o @i 5lg aclhl .

Workbench 424 Customize@
5 6 O 0.0 0.0 0.0.. O ]
Mew orders Orders Rejected invoices Remittances Early payment offers Scheduled payments Orders to invoice
Last 31 days Last 31 days Last 31 days Last 31 days MNext 90 days Mewxt 90 days Last 31 days

Supplier

JJQ_QJI Last 31 da
@& 4
Order Number Customer Armount Date -} Order Status Amount Invaiced Actions
4100010866 Elm - TEST 1.000.00 SAR Mar 22, 2022 MNew
4100010865 Elm - TEST 1.200.00 SAR Mar 22, 2022
4200003947 Elm - TEST 100.00 SAR Mar 21, 2022 Received
4100010860 Elm - TEST 100.00 SAR Mar 20, 2022 MNew
4100010859 Elm - TEST 100.00 SAR Mar 20, 2022 New
4200003943 Elm - TEST 100.00 SAR Mar 13, 2022 Mew

elm
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PO Status 3 Deliver Service/Invoice

“Serviced/Partially” 8)gilall / &oasll pyasi
clpinll pol o

"=L.l.j:j.? /&_o;j_” . Tl

For Service Item type, Click Create Invoice 6)gilall cluidl jj el jghbuuw wiloas wlbll ggi gls Jb o0
1-click on standard invoice Standard Invoice ails Jc banll -1
2- Enter Invoice # 6)gilall a5y J5a| -2

w Business Network [ TEST MODE |

Purchase Order: 4600000121

Supplier
e Create Order Confirmation Create Service Sheet Create |nvojce
Standard Invoice
COrder Detail O rder History Credit PMamo

Create Invoice

* Invoice Header

Summany

Purchase Order: 4600000121

= 2,000.00 SAR
S 300.00 SAR
S 2.300.00 SAR
S 2.300.00 SAR
Amount Due: 2.300.00 SAR

Inwoice :::*l |I

Invoice Date: (i) 14 Oct = s

Service Description | |

Supplier Tax ID | |

Remit To:  abdullah Pathan Elm Test
Riyadh

Saudi Arabia
Eill To:  Elm Company

5 ’ m
SUE Arabia s ')




PO Status

) Deliver Service /Invoice

“Serviced/Partially” \ S0itell/ do2all )28i

clpiull ol alo ,

"Wijo /anaall Cuai”

Supplier
3jg0ll

3- Enter Service Start Date / End Date

i4- Click Add to Header and attach signed Deliver note
along with invoice

ao03:3)l algig &lay 2yl Jlbal -3
8ygilall JI sl Ul plliwl 63lgsds , daclall cilalall §loyl -4

Payment Term

Net Term(days): 90

Additional Fields

Supplier Account ID #:

Supplier Reference:

Customer Reference: ‘ ‘

Payment Mote:

Service Start Date: *

Service End Date: *

Supplier Commercial

Identifier:

Supplier Commercial
Credentials:

Pt

“Please submit the invoice for the entire service entry sheet.
follow this process may leads to the rejection of your invoices.

Add to Header -

Comment

Attachment

Do not exclude any line items or create partial invoices™ Failure to

g
i*)

alc



PO Status y Deliver Service /Invoice
6)gile)l/ aoadll oya6i

“Serviced/Partially” \’
clpodl ol o

"Wijo /anaall Cuai”

5- Select the Include toggle button of each line item to Lgiwani aiyd ayaaill jj JUS go lgivansi alpall agidl juisl -5
be included. Unselect it to exclude/delete a line item. Joill wois/sleuilwdl 033395 clolb 06

6- Confirm or enter the appropriate Quantity. ®)laol Ju6 6)gilel] agilbo losll g yeuldl gl o 251 -6
7- Click Next Next (Jc bonll -7

. 1 Line Items, 1 Included, O Previously Fully Invaiced
Line Items

Insert Line Item Options

I:I Tax Category: \/| l:l Discount

Add to Included Lines

Supplier

3]9_0“ l:l No. Include Type Part # Description Customer Part # Quantity Unit Unit Price Subtotal

v 1 Mot Available teste for GR approver change

|:| 2 P SERVICE Not Available Change GR approver for partail PO EA 1.000.00 SAR 2,000.00 SAR

Line ltem Actions Delete Reset Tax from PO

Update Save Exit Next




PO Status » Deliver Service /Invoice
“Serviced/Partially” \ otall/ @oasll py2ai
clpiull ol alo ,
"Wijo /doaall Cuai”

8- Review the Invoice. Click Submit. If there are any b2all 06 Glhaei sl aogll Jb 0, 6)gilall deoljoy 05-8
changes to be made, click Previous to go back to the b2nll 05 §)gilall (e Bilhawiagag Jb 6 . Submit e

previous screen. Caeill dlppll @dlull ablill )l 6ageliPrevious (e

aojlll
Create Invoice Previous Save Exit

Confirm and submit this document. It will not be electronically signed according to the countries of origin and destination of invoice. The document's originating country is:Saudi Arabia. The document's destination country is:Saudi Arabia.

Standard Invoice

Supplier
3jg0ll
Invoice Number: 4600000121 Subtotal: 2,000.00 SAR
Invoice Date: Monday 14 Oct 2024 12:59 PM GMT+03:00 Total Tax 300.00 SAR
Original Purchase Order: 4600000121 Total Gross Amount 2,300.00 SAR
Total Net Amount: 2,300.00 SAR

SERVICE PERIOD

Start Date : 14 Oct 2024
End Date: 150ct 2024

Amount Due 2,300.00 5AR

Invoice 4600000121 has been submitted.

= Print 3 copy of the invoice.
I « Exit invoice creation. I




PO Status

“Shipped/Partially” -

=‘:IJ'”JJI J-oi dlb /  Deliver Material

"ijo / gounll o5 2lgo pyadi
A. For Material Iltem type, Click Here to Create Ship Notice g2l :.gjiJJ Jj el jgbuw algo wlbll ggi gl Jb O I
For PDF Guide PDF (soLidyl Jus calo
B. Receipt of Materials is done by ELM PO Requester, ale aspd (6 clpdul pol jano Jis o slgall plliwl 2806 .o
For more details PDF Guide ) PDF (saLiyl Juls walo jisl Juoladl

Supplier
Jjgoll

Purchase Order: 4100010866

Create Ship Notice ] ‘

Order Detail Order History



https://support.ariba.com/item/view/205368
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PO Status
“Serviced /Received”
clpidl yol @b
" goaud| i/ doasll i

Approve Delivery
5l e dadolgall

oUiw Ul

Elm GR
Approver
J9guuoll
e asoslgall
o Uiw I 245l

Elm GR Approver should approve/deny delivery of
“Service Sheet/Receipt”,

Once the Service Sheet is approved you will be notified
by an email notification,

You can check its status in the Service sheet page
(Sent. Approved. Reiected)

/w8y of aule .l adpds (6 @dolgall Jogurall Al
olgall /aoaall piliwl oy

uplly wjledl piuw 024l Gl dsslgall ciai Jlo (6
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@023l pyasi 2ysli daen (0 lgilb ddpo Teyl wlildoly

Purchase Order: [T

From:
Elm Company

5191 Takhassusi Road Olaya
Riyadh 12333-3038

Saudi Arabia

. Service Sheet: 1

£ =
Purchase Order Detail | History
{Received)
- 1
Amount: 10,000.00 SAR
Version: 1
Track Order Service Sheet

Purchase Order IR

(Approved)
(o | I
Date: 7 5ep 2022
- = Final Service Sheet: No
Purchase Order: 4400000780
Subtotal: 20,000.00 SAR
Service Start Date: 7 Sep 2022
Service End Date: 22 Dec 2022

Comments

Attachments

@ 60_-_Invoice.pdf (application/pdf)
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PO Status 5

"Serviged /Rﬂeceived" Approve Invoice
clpadl yol ddbb
" goaud| i/ doasll i

6jgilall asolgo

Once invoice created, status will be “Sent”, Salwyo” Lgilb auniw (6gilall bl @i Jb 6
Then AccountsPayable@elm.sa team will woguw AccountsPayable@elm.sa (g6 v¢l3 2oy
Approve/Reject it, 6)gilall pHop/ §odlgs
An email notification will be sent to the Supplier’'s Email. .Pgpall 1agy igyis) Ul auplly JLv.uJI ¢loww
You can check its status in Invoice page, .6)gilall daany Llgilb déyeo Lol clilsoly
(Sent, Approved, Rejected) (adgoyo . Agudo . clJ.n.u;.o)

Elm

ACCOUntlng Resend Print Export cXML
auwlball

Detail Scheduled Payments History

Attachment(s)

Standard Invoice

Status Subtatal: 39.440.00 SAR

Inwoice: Approved Total Tax: 5,916.00 SAR
Routing: Acknowledged Total Gross Amount: 45 356.00 SAR

Inwvoice Mumber : Total Net &mount: 45 356.00 5AR
nvoice Date: Wednesday 12 Oct 2022 §:29 PM GMT+03:00 Amount Due: 45 356.00 SAR

Original Purchase Order
Submission Method: Online
Origin:  Supplier
Source Document: Order



mailto:AccountaPayable@elm.sa
mailto:AccountsPayable@elm.sa

PO Status

“Serviced /Received”

clpidl yol @b

" goundl pi/ o3l Ciei”

Process Payment

203l dulac

After Invoice is Approved,
Payments@elm.sa will process the Payment.

Email for Payment Notification will be sent.

B8ygilall le aaslgall aii ol 2=y
202l Jlelpo| e Joeuw . Payments@elm.sa (G136
ol aic (igsd il aypll jledl elloyw

Treasury

aigall

From: Payments <Payments@elm.sa>
Sent: 20 October, 2022 12:27 PM

Tof |

Cc: Payments <Payments@elm.sa>
Subject: Vendor Payment Notification - Elm

Dear| ,

Please find attached your payment notification.

Thank you!
Elm Company
Riyadh, Saudi Arabia
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PO Status “Serviced/Partially - Invoiced /Partially”
o clpidl pol &b - Uijo /éd0aall Cuod “ elpddl pol @b
"Wijn/6)qilall jlapl

3 Deliver
Acknowledge Service/Invoice AR ER
PO processing Steps Issue PO _ NewPO 4023l py28i 25507 Lle aaslgall D_eli\fe_r I"V°i_‘f_e Approve Invoice Process Payment
clpiul joi allao ilghss clpiul yol jlao)] yol plisuly Jly5 I . : " ol el Sgilall adslgo 263ll 4lac
el Deliver Material o

slgo pya8i

g
Responsibility Elm Requester Supplier Elr_nGIR Approcver | Supplier Elm Accounting Elm Treasury [ *J .ﬂlﬂ
Elgguso ALl el e 2190l ita il ‘-’f°”m ;Jgg“‘db 2590l aylall Sllosll SAFET
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PO processing Steps Issue PO
clpidl jol dalleo vilghs elpill ol jlan|

You will Receive an email once Elm award you a PO 9 Ul 2y Al elloiw clpull pf Jlaol pi Jb 0
How To find PO PDF Guide PDF (sobliw)l Juo olo lpull yol :I;u.IJ

Ariba - TEST sent a new Purchas

[ Arba ST" <ordersender-prod@ansmtp.ariba.com> Lile :
° To @ Wed 5/6/2020

If there ate problems with how this message is displayed, click here to view it in a web browser

@ 20004567 htm
23 KB
Elm Requester .
Click Here

e | Procesorer |
Process order

This purchase order was delivered by Ariba Network. For more information about Ariba and Ariba Network, visit http.//www.ariba.com. [ \

From: To: Purchase Order
Ariba Test Supplier Education Team - Standard-TEST (New)
271 North Shore Dr.
210 Sixth Ave Pittsburah . PA 15232 20004567
Pittsburgh , PA 15222 U'mtse: gtat-es Amount: $28,000.00 USD
United States .
Phone:
Fax:
Email: «
Payment Terms
NET 30
Comments
Note to Supplier: test comment ' ’ ale



https://support.ariba.com/item/view/205366
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. Acknowledge New
PO processing Steps PO
clpadl pol aslleo Cilgbhs wlpﬂjfiﬁljlﬁyl

A. How to Acknowledge PO “Create Order Confirmation” «clpiul ol plliwlg eligslgoy JLIT-X1] i

For PDF Guide PDF (soliyl (Juo olo
B. How to Print PO PDF Guide PDF (5oLl Jus walo elpidl pol o @i 5lg aclhl .

Workbench 424 Customize@
5 6 O 0.0 0.0 0.0.. O ]
Mew orders Orders Rejected invoices Remittances Early payment offers Scheduled payments Orders to invoice
Last 31 days Last 31 days Last 31 days Last 31 days MNext 90 days Mewxt 90 days Last 31 days

Supplier

JJQ_QJI Last 31 da
@& 4
Order Number Customer Armount Date -} Order Status Amount Invaiced Actions
4100010866 Elm - TEST 1.000.00 SAR Mar 22, 2022 MNew
4100010865 Elm - TEST 1.200.00 SAR Mar 22, 2022
4200003947 Elm - TEST 100.00 SAR Mar 21, 2022 Received
4100010860 Elm - TEST 100.00 SAR Mar 20, 2022 MNew
4100010859 Elm - TEST 100.00 SAR Mar 20, 2022 New
4200003943 Elm - TEST 100.00 SAR Mar 13, 2022 Mew

/. alc
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PO processing Steps
clpadl pol aslleo Cilgbhs

Supplier
Jjgoll

3 Deliver Service/Invoice

Deliver Material
lgo pJa8i

For Service Item type, Click on Create Service Sheet, Enter
Service Start Date / End Date and Click Add to Header and
attach signed Deliver note For PDF Guide

b 02l g2ai 25l jj el jghw aiiloas wulbll ggi gls Jlb 6
lalall Gloju a6 oF gog gl 2209 A0aall dilgig dylay ayb JBBab
PDF (soluwjl Jus Lélo daclall

Purchase Order: 4100010865

Order Detail Order History

Create Service Sheet

A. For Material Item type, Click Here to Create Ship Notice
For PDF Guide

B. Receipt of Materials is done by ELM PO Requester,

For more details PDF Guide

o2l 24800 )j el ygbw olgo valbll ggi gls Jb 6 |
PDF (saliyl Jul> calo

ale a8pis 6 clpidl jol jano Jis g0 slgall paliwl 230 .o
PDF (soldiyl Jula calo jisl Juolail

Purchase Order: 4100010866

Create

Ship Notice | |

Order Detail O rder History



https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/How%20to%20Create%20Service%20Sheet%20EN-AR.pdf
https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/How%20to%20Create%20Service%20Sheet%20EN-AR.pdf
https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/How%20to%20Create%20Ship%20Notice%20EN-AR.pdf
https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/Create%20Receipt%20EN-AR.pdf
https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/How%20to%20Create%20Ship%20Notice%20EN-AR.pdf
https://alelmsa-my.sharepoint.com/personal/ialonaizay_elm_sa/Documents/Desktop/Tasks%202022/Manuals/Vendor%20training%20-%20AR%20EN/Create%20Receipt%20EN-AR.pdf

PO processing Steps
clpadl pol aslleo Cilgbhs

Approve Delivery

- 250 Lle aaslgall
PRI

Elm GR Approver should approve/deny delivery of
“Service Sheet/Receipt”,

Once the Service Sheet is approved you will be notified
by an email notification,

You can check its status in the Service sheet page
(Sent. Approved. Reiected)

/w8y of aule .l adpds (6 @dolgall Jogurall Al
olgall /aoaall piliwl oy

uplly wjledl piuw 024l Gl dsslgall ciai Jlo (6
_ wgiopslul

@023l pyasi 2ysli daen (0 lgilb ddpo Teyl wlildoly

Purchase Order: [T

Elm GR
Approver
J9guuoll
e asoslgall
o Uiw I 245l

From: To:
Elm Company

5191 Takhassusi Road Olaya
Riyadh 12333-3038

Saudi Arabia

. Service Sheet: 1

£ =
Purchase Order Detail | History
{Received)
- 1
Amount: 10,000.00 SAR
Version: 1
Track Order Service Sheet

Purchase Order IR

(Approved)
(o | I
Date: 7 5ep 2022
- = Final Service Sheet: No
Purchase Order: 4400000780
Subtotal: 20,000.00 SAR
Service Start Date: 7 Sep 2022
Service End Date: 22 Dec 2022

Comments

Attachments

@ 60_-_Invoice.pdf (application/pdf)
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PO processing Steps
clpadl pol aslleo Cilgbhs

Supplier
3jg0ll

Deliver Invoice

6)gilall pya8i

After Service Sheet/Receipt approved,
Create Invoice. For PDF Guide

algoll pliwl Lle dsslgall aiy ol 22
PDF (saLisyl Jua Lélo . §gilell Ll oy

Purchase Order: 4100010866

Order Detail Order History

Standard Invoice

Line-Item Credit Memo

Line-ltem Debit Memo

g

"t

alc
eim
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PO processing Steps
clpadl pol aslleo Cilgbhs

Approve Invoice

6)qilall asolgo

Once invoice created, status will be “Sent”,
Then AccountsPayable@elm.sa team will

Approve/Reject it,
An email notification will be sent to the Supplier’'s Email.
You can check its status in Invoice page,

(Sent, Approved, Rejected)

Salwyo” Lgilb auniw (6gilall bl @i Jb 6
woguw AccountsPayable@elm.sa (g6 v¢l3 2oy
5)gilall pou/ golgs

.Pgnall 1gs igHs) Ul auplly JLv.uJI clloww
.0)gilall anany lgilb adyeo |.|:u| clilsoly

(ABgoyo . dlgiso . aJ.:.u;o)

Invoice: [
Elm
ACCOUntlng Resend Export cXML
auwlball
Detail Scheduled Payments History

Standard Invoice

Status
Inwoice: Approved

Routing: Acknowledged
Invoice Number

nvoice Date: Wednesday 12 Oct 2022 §:29 PM GMT+03:00

Original Purchase Order
Submission Method: Online
Origin:  Supplier
Source Document: Order

Subtotal:

Total Tax:

Total Gross Amount:
Total Net Amount:
Amount Due:

39,440.00 AR

5,016.00 SAR
45.356.00 SAR
45 356.00 AR
45.356.00 SAR

m Pre.‘l.il:lus



mailto:AccountaPayable@elm.sa
mailto:AccountsPayable@elm.sa

PO processing Steps
clpadl pol aslleo Cilgbhs

Treasury

aigall

Process Payment

262l dyloc

After Invoice is Approved,
Payments@elm.sa will process the Payment.

Email for Payment Notification will be sent.

B8ygilall le aaslgall aii ol 2=y
202l Jlelpo| e Joeuw . Payments@elm.sa (G136
ol aic (igsd il aypll jledl elloyw

From: Payments <Payments@elm.sa>
Sent: 20 October, 2022 12:27 PM

Tof |

Cc: Payments <Payments@elm.sa>
Subject: Vendor Payment Notification - Elm

Dear| ,

Please find attached your payment notification.

Thank you!
Elm Company
Riyadh, Saudi Arabia



mailto:Payments@elm.sa
mailto:Payments@elm.sa

* Guideline before raising invoices olbill pc pilgall 26y J16 cilsbuy] -
through the system

Please Review these Instructions before submitting the invoice: :lgras) wiail 5jigall dlac aic &Ll blail sle gubll p4io Joli

e  Write the correct name of the company "Elm Company” . {ale @5pi) aspall ool pwdll lis
o Write the full address (Riyadh - Al Thaghr Street - Al-Nakheel District d4laoll- awadl digaall 6511 - Juaill- poill gjbis) Jold Jbuiy @b piul glgic alis .
- Digital City- Saudi Arabia).

. . ) . (@ I sl

° for local suppliers the invoice must comply with the tax regulations (@> Gl
and the conditions of the Zakat and Tax Authority. 3jgall” .ayynllg 651 dua bgping duupnll @il asilbo dwps 8)gilall g4 ol y

o attach with invoice the receipt document for the materials or the o Jaall

services sheet for the services, all the items should be matching the a4y e Braile o s o
purchase order and the invoice, the receipt file or the services sheet | 09> 0l9.019ilallg clpull jol 5gi) Gilbho Diloaill 544l gl slgall o il sl Glojl

should be signed by the beneficiary in Elm Company (the employee's "agu6gi -Labgall puwl” ale @5pn 6 ageiuall 18 o 2690 o Liw Ul 2isw

name - its signature). , , o ilsasll -8)gilall alac -8)gilall jlanl gl - 3jg0ll auwl) clpidl ol 6)gilall aaslbo  *
° the invoice should be matching the purchase order in (supplier's (
(2ol -

name - country - currency - quantities - items).

Kindly find the invoice sample for local supplier in next slide . . i)l daanll laoll 9jgall dauanll §)gilel) wjléo 25gai ggaai
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Finally you finished PO processing,
for more information Guides,
Supplier Information Portal

@ We will be happy to assist you

for any technical issues,

as your satisfaction is our top priority
Elm-vm@elm.sa

Thank you

clpitl yol ilglac ciaail 28) sl [J
J5l Ologleog Jublell

Supplier Information Portal

o elincluo) clasw godiw o
) . awidi J4Liwo vligalg Jb
Lifhglgl ,Jof g ulns)
Elm-vm@elm.sa

el 11400

4
!*)

alc


https://support.ariba.com/item/view/200023
mailto:Elm-vm@elm.sa
https://support.ariba.com/item/view/200023
mailto:Elm-vm@elm.sa
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