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1.0

SupplyCentre Getting Started Quick Start Guide

1.1 Minimum Requirements for SupplyCentre

SupplyCentre requires, at a minimum, the following system components:

Hardware — IBM-compatible computer workstation (Pentium Il with 64 MB RAM) with mouse and keyboard.
Screen Resolution — 800 pixels x 600 pixels, 1024 x 768 recommended.

Browser — Microsoft Internet Explorer 7.0

Software — Adobe Reader 5.0

Internet Connection — Dial-up connection, 32kb or higher

1.2 Setting up your internet browser

It is important that your internet browser is set up to look for new SupplyCentre pages. To do this:
Open a browser window.

In the Tools menu, select Internet Options.

In the Temporary Internet Files section, click Settings. Make sure “Automatically” is selected.

Temporary Internet Files and History SetE 5[

— Temparaty Internet Files
Internet Explarer stores copies of webpages, images, and media
fFor Faster wiewing later,

Check For newer versions of stored pages:

™ Every time I visit the webpage

(& Every time I stark Internet Explorer
i auktamatically

" Mewver

Cisk space to use (3 - 1024MB]: I 1024 3:

(Recommended: 50 - 250ME)
Current location:

CDocuments and SettingsiMaumanilocal Settingsh Temporary
Inkernet Files),

Mowe Folder. .. ‘Wiew objects | Wiew Files |

—Hisktory

Specify how many daws Inkernet Explorer should save the list
of wehsites vou have visited,

Daws bo keep pages in history: 20 =

(04 I Cancel |

Click OK, On the Privacy Tab, ensure security is set to “Medium” or “Low”. Click Apply if changes are made.

On the Security Tab, click Custom Level. Scroll to “Java Permissions” and verify that “Low Safety” is selected.
Make sure all other options in the list are also enabled.

Click OK twice

1.3 Add SupplyCentre as Favorite

You can reach the application quickly after you add the SupplyCentre internet address to your Favorites.
Click the SupplyCentre URL (https://supplycentre.quadrem.net/QatarPetroleum/)
In the Favorites menu, click Add to Favorites

QP SupplyCentre User Manual Quadrem Middle East
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In the box that opens, Click OK.

Add a Favorite

M arme:

Create ir: I'ij‘ Favorites

Add a Favorite

Add thiz webpage as a favaorite. To access vour
favaornites, vizsit the Favartes Center.

SupplyCentre - Login Screen

j Mew Folder |

Add Cancel |

1.4 General Rules for Internet Applications

Listed below are suggested dos and don’ts
Do not use the Back and Forward arrows on the browser toolbar.

Do not use the Refresh

button on the browser toolbar.

Do watch the progress bar at the bottom of the browser screen. Let it complete.
Do optimize the performance of your computer to use internet applications.

NOTE:

In the future, click Favorites then SupplyCentre — Login Screen to go directly to SupplyCentre.

1.5 Logging into SupplyCentre

Your SupplyCentre Administrator creates user accounts for your company. When your user account is created
you will receive an email with login credentials. The email includes your

User ID, Org ID and Password
SupplyCentre URL (https://supplycentre.quadrem.net/QatarPetroleum/)
To protect your security, SupplyCentre requires you to change your password at the first log in.

Change Pa

U=zer 1D NAauman

g I UG130066

Current . |
Pazsword:

Mewy Passweord:

*

Mewy Passweord:

*

Subrmit

Please change your password.

Enter your password again.
Enter a new password and confirm again.

Click Submit.

The screen refreshes and a message “Your password has been successfully updated” displays.

NOTE:

We strongly recommend creating a New User Id instead of using “TPAdmin” default account.

QP SupplyCentre User Manual
Page 3
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Passwords must be a minimum of six numbers, letters or a combination of both. Your password should be
easy for you to remember, but hard for someone else to guess. Do not use special characters such as #, *,
&, etc. Passwords expire every 90 days and you cannot use your last password when creating a new one.

1.6 Forgotten Password

If you forget your password, click the “Reset Password?” link on the login screen to have a new one sent to

your email address as shown in the figure below:

Uzer 1D *

Org 10 *

Pazsword: =

Meed Help?

@. Reset Password?

Upon receiving the email in your inbox, you will be allocated a temporary password which you would need to

change upon your login to SupplyCentre.

QP SupplyCentre User Manual
Page 4
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SupplyCentre RFQ and Quote

In this section you will find:

QP SupplyCentre User Manual
Page 5

2.1 Requests for Quotation (RFQ) VS Quote

A Request for Quotation (RFQ) is sent by Qatar Petroleum (QP) to request pricing information for an item or
items against a Collective #. Suppliers respond to the RFQ by creating a Quote. Quotes must be created within
the RFQ open and close dates and times.

A second type of Request for Quotation (RFQ) that is sent by Qatar Petroleum (QP) for the same Collective # is
called a Price Check RFQ. The purpose of this document is to get the supplier to confirm a split/partial award.
All the RFQ functionality detailed i n this d ocument a pply to this Price Check RFQ as well. Similarto earlier
behavior, Suppliers respond to the Price Check RFQ by creating a Quote. Quotes must be created within the
Price Check RFQ open and close dates and times.

A third type of Request for Quotation (RFQ) that is sent by Qatar Petroleum (QP) for the same Collective # is
called a Negotiation RFQ. The purpose of this document is to negotiate with the supplier for price reduction,
delivery t ime r eduction and t echno-commercial ¢ onfirmations. A Il't he R FQ functionality de tailed i n this
document apply t ot his N egotiation R FQ as w ell. S imilar t o e arlier be havior, S uppliers respond t o the
Negotiation RFQ by creating a Quote. Q uotes must be created within the Negotiation RFQ open and c lose
dates and times.

2.2 The Workbench

Qatar Petroleum (QP) will submit the following documents to SupplyCentre for suppliers to respond:
RFQs, displayed as RFQ # - Collective # e.g. 6000000981 — A23/234678

Price Check RFQs displayed as PRICE CHECK # - RFQ # - Collective # e.g. PRICE CHECK1 — 6000000981 —
A23/234678

Negotiation RFQs displayed as NEGOTIATION# - RFQ # - Collective # e.g. NEGOTIATION1 — 6000000981
— A23/234678

The Work Bench shows NEW RFQs as a number after the document type. In this example, there are (4) new
RFQs.

New Documents

Chrders

Change Crders

Crder Status Reguests

- =
- @ = @

Bemittance Advices

Service Entry Response

b I = |

Goods Receipt Notice
RFQs

]

- &

2.3 Official QP RFQ and its Printing

A QP RFQ will contain an official print version of the RFQ as a PDF attachment. The contents of this RFQ are
displayed i n Q uadrem SupplyCentre associated relevant fields. The suppliers’ quotations should fulfill the
official QP RFQ.

You may wish to save or print this attachment, such as to confirm availability of products or to enter information
into your own tracking system. You can find this ‘official print version’ under a section called Attachments
under General Information for documents accompanying the RFQ. To view the attachment, click on the
View link relevant to the attachment filename to be displayed or simply click the Clip icon beside the RFQ # as
highlighted in the figure below:

Quadrem Middle East
supportme@quadrem.com
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Document#

E000002277 - NAH/DEWV2E1

5000002274 - NAH/DEWVZ260

5000002273 - NAH/DEWV259

# Type #* Status

RFG

RFG

RFG

NOTE:

Newr

Newr

Newr

s
-

Ja il j =t

Qatar Petroleum

Customer

Gatar Petroleum DEV
Gatar Petroleum DEV

Gatar Petraleum DEV

0

Upon clicking the Request for Quotation document from the W orkbench, QP buyer automatically receives a

RFQ Read Receipt.

2.4 RFQ Summary Page

If you are not at the Work Bench, click Work Bench on the Menu bar.
Click the “RFQs” link under New Documents. You will be able to see alist of RFQs as shown in the figure

below:

- Document#

* Type ¥ Status ¥

v

Customer # AccountCode #

Date Received

* Open Date

% Close Date

20/07/2009 6:31:54 PM | 20/07/2009 1:00:00 AM [ZDJ‘DMDD‘B 2:30:00 F'M] [Del::line]

e As highlighted above, l indicates the official QP RFQ Print version.

e As highlighted above, E=lindicates RFQ Messages.
e As highlighted above, EDUI000227F - HAH/DEWV2E1 indicates the RFQ Number.

e As highlighted above, “NEW” indicates the status of the RFQ document.

e As highlighted above, “Date Received” indicates the receiving date of an RFQ.

e As highlighted above, “Close Date” indicates the last day to respond an RFQ

e As highlighted above, “Decline” enables the Supplier to “Decline” an RFQ

Click the Document # link for the RFQ you want to view. The RFQ Summary page displays.

RFQ Summary

Processing Status: New

RFQ Type: Locked Print

Respond

Decline Cancel

User lotes [}

General Information | |

General Information

Buyer Name: Qatar Petroleum DEV
Account Code:

RFQ Number:

Line ltem Details
1
Line  Buyer Part

Humber

Supplier Part
Humber

Type

10000001

10000013

(IR

10000021
1

6000001802 - ECCBDYLOOS

Currency:
Language:
Number of ltems:

Description

Test Material 10000001

Plant Spares related material - View Buyer Hote for complete item descr

item description!

ription!

GAS TURBINE - OPERATING SUPPLIES QOF'S - View Buyer Note for complete

QAR - Qater Riyal

Delivery
Date

20/12/2008
2011272008

201122008

Open Date'Time:

Close Date\Time:

Attachment:

Lead Time (Calendar Quantity Quantity
M

Weeks)
4

4

1

uot
KG
EA

KG

PBQ

31/10/2008 1:00:00 AM
07/11/2008 2:30:00 PM

Unit Attachment

Price

PBQ
uom

KG

Buyer
Hote

EA

] ENE)

KG

Attachments

File Name
I @P_6000001802.2ip

Description*

attachments added as zip file

Size

E

Below are the RFQ Summary page tabs

The General Information tab shows general information about the buyer and line items included in the
request. To view buyer notes for an individual line item, click the “Buyer Note” link at the end of a line.

You will also see a section called Attachments for documents accompanying the RFQ. To view the attachment,

click on View.

A QP RFQ will contain an official print version of the RFQ as an attachment. You may wish to save or print this
attachment, to enter information into your own tracking system.

QP SupplyCentre User Manual
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The Party Details tab shows buyer, seller, ship to and ship from party information.

The Terms of Delivery tabisirrelevant to QP. QP’s P ayment and D elivery i nformation are av ailable on
Instructions to Bidders tab.

The Instructions to Bidders tab shows “QP’s instruction to bidders for the entire RFQ”
2.5 RFQ Messages

In order to structures the communication between you and QP associated to an RFQ document, you can use
the RFQ Message functionality. In SupplyCentre, there are basically 2 kinds of RFQ Messages that could be
seen from the RFQ Workbench.

il
-

Document? * Type =+ Status
l MESCTIATION 2 - BO000022221 - QPTEST, 001 RFC MHews
= MESOTIATION 1 - 60000022221 - QPTEST,001 RFQ Mewr

|:i| [T PRICE CHECK 2 - BO0000ZZZZ1 - QRTEST /001 RFC Hew
Il = PRICE CHECK 1 - 60000022221 - QRTEST /01 RFC e

= ROODNDZZ221 - QPTEST, /001 RFQ Hevwr

e Automatic Notification Messages

Automatic Notification Messages are generated automatically by the System and can be identified
from the icons below:

, indicates that there are 1 or more than 1 unread automatic notification message exists for the
said RFQ Document (i.e. PRICE CHECK 1 - 60000022221 - QPTEST/001)

, indicates that ALL the automatic notification messages are read for the said RFQ Document
(i.e. 60000022221 - QPTEST/001)

An automatic notification messages are used to demonstrate:

Bid Invitation

RFQ Replaced

RFQ Cancelled

RFQ Closed

RFQ Message Sent/Received

OO0OO0OO0O0

e Clarification or RFQ Messages (Between you and the Buyer in QP)

A supplier is allowed to send and receive messages from/to the QP Buyer for a respective RFQ. As
soon as t he s upplier r eceives s uch message from a QP buyerin S upplyCentre, mailbox i con is
replaced with an exclamation icon in the Workbench.

, indicates that a supplier has received 1 or more than 1 NEW RFQ Messages (Unread) from
the QP Buyer for the respective RFQ.

, indicates that a Supplier has read ALL RFQ messages sent by the QP Buyer for the respective
RFQ.

NOTE:
As soon as the Supplier reads the message sent by the Buyer, SupplyCentre automatically sends an email

notification back to the QP buyer confirming that the message has been read in SupplyCentre.

As soon as a Supplier sends an RFQ Message to the Buyer, S upplyCentre automatically indicates the

QP SupplyCentre User Manual Quadrem Middle East
Page 7 supportme@quadrem.com
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Buyer that a new RFQ Message has been received from a Supplier.

Similarly, As soon as a QP buyer sends an RFQ Clarification Message to the supplier an aut omatic email
notification message is also sent to a Supplier as well.

From the RFQ list on t he Work Bench, click the email icon ( = ) beside the RFQ to view your I nbox and

Outbox.
From To Subject DateTime Attachments Read
Supply Centre System Guadrem Internal - MidEast Y¥ou have been invited to bid on RF@ 6000001302 -
Message Regional Test Account ECCEOYLOOS. il OB LR P < o

Quadrem Internal - MidEast

Regional Test Account RFQ Wessage 31M0/2008 4:07:18 PM ] o

s

Qatar Petroleum DEV

From To Subject DateTime Attachments Read
GQuadrem Internal - MidEast Regional Test RFQ Read Receipt for 6000001802 - 01/1/2008 3:37:43
Account EEET el ECCEDYLO0E. P J B
Quadrem Internal - MidEast Regional Test RFQ Read Receipt for 6000001802 - 01/1/2008 1:48:13
Account e ECCGDYLODG. PM 9 i

Click Add Message

To: I&atar Petroleum DEV
Attachments: |Te.=,t Attachment.bmgp; l Add Attschment

Subject: IT-EE-t Message

Content : Message by Supplier to the QP Buyer :I

Enter a message subject.
Enter your text (Content) for the buyer.
Click Send to send the email. The message is sent to the QP Buyer and it will be shown in your outbox.

2.6 Declining to Quote for an RFQ

A QP supplier can decline to quote for an RFQ in the following 2 ways.
Declining from the Workbench

Upon clicking the Decline button for a respective RFQ from the Workbench Level, A popup box appears on the
supplier’s browser for declining reason (Mandatory). Upon submitting the Declination Note an alert message
confirms the Supplier that “RFQ has been declined”.

QP SupplyCentre User Manual Quadrem Middle East
Page 8 supportme@quadrem.com



QUADRE M?

= Document? F Type + Status + Customer

E0O0291237 - QADMES1S0E RFQ Meer Clatar Petroleum GAS
£000002242 - OVERODODE RFG Hesws G=tar Petroleurn DEY
6000002210 - O¥ERODOD1S RFG M G=tar Patroleum DEW
B00000Z2202 - OERDODO1 RFQ Hener Qatar Petroleum DEY
£000002193 - OYERODOD14 RFG Newy Qatar Petroleum DEY
£000002198 - O¥ERODOD10 RFG M Gatar Patroleum DEW
60000021596 - O¥ERODODOS RFG Herwy Gatar Petroleum DEY

Declining from the Quote Summary

Upon clicking the RFQ from the Workbench, S upplyCentre aut omatically r edirects t he S upplier to a “* RFQ
Summary” page. A supplier can also Decline to an RFQ from the RFQ summary page by simply clicking the
“Decline” button. As soon as the supplier clicks on the “Decline” button a similar mandatory popup message
appears on the Supplier’s browser to submit a “Decline Note” for the respective RFQ.

NOTE:

% Account Code =

Date Received

15062003 2:52:32 FM

ASME2002 5:57:27 PM

150672003 12:43:03 Ad

14/06/2009 10:13:49 PM

140672008 10:12:20 PM

140672008 10:05:27 FM

140642003 3:56:11 P M

Declining an RFQ is Free of Cost, Supplier will not be charged at ALL

2.7 Quote Summary Page

Ja il j =t

Qatar Petroleum

-

> Open Date

15082003 2:00:00 AM
ASMEF2008 2:00:00 AWM
140652003 3:00:00 Ak
14/06/2003 2:00:00 AM
140652008 2:00:00 AM
140652008 2:00:00 Al

140642003 3:00:00 Ak

% Close Date

23/06/2003 2:30.00 PM
2EM0E/2009 2:20:00 PR
Z2BME/2003 3:30:00 FM
28/06/2003 2:30.00 PM
28082009 2:20:00 PM
ZFME2009 2:20:00 FM

26062003 3:30:00 Pk

0)
LY,

;

Decline
Decline
Decline

Decline

Decline

Decline

k) B k) E] &) E] K]

Decline

Upon clicking the Respond button in RFQ Summary page, SupplyCentre automatically creates a default Quote
document for the respective RFQ document.

NOTE:

An RFQ can only be responded between its O pening and Closing date and Time. Only the Last Quote
submitted by the Supplier will be received by QP on Bid Closing Date and Time.

N

e
Jyfall j =8 e
Qatar Petrcleum ;.‘g

Search ‘Order Management

Quote Summary

Processing Status: Pending

Services Billing

Logistics

Administration

Help

Upasiz |

suemit | |

celzz ||

cencal | |

Export to Excel |

[ imeort From Excel

General Information |

General Information

Buyer Name: Qatar Petroleum
Account Code:

RFQ Number: ©000001080 - DDEDYL1

Quote Humber:

3331639103 =

Currency:
Language:
Humber of tems:

Open Date\Time:
Close DateTime:

(Max Size: 5MB)

01/05/2008 2:44:00 FM
01/05/2008 4:00:00 FM

Validity Dates: ™

~] ~

Quote Currency :

RFQ Currency : QAR - Qatari Rial
Quote Currency : QAR

Bid Fields

QP Payment Terms
2

Are your Incoterms Ex-
WWorks (Export Packed) or
IDOP or Ex-Works (Export =
Packed) and DDP?
Manufacturer Country of
Origin

Line ltem Details

Line Buyer Supplier Part# Type
#  Part#

Description

~ Payment Terms if
different than QP terms =

7 Ex-Works Location

Shipment Weight
(LBKGS)

Supplier Description

Delivery
Date

Lead
Time
(Calendar

QP Terms and
Conditions acceptable? =

DODP Location

Shipment Volume
(CUFT.iCU.M.)

Quantity ©  Quantity UOM

PBQ

~ Terms and Conditions

PBQ UOM

Unit Price ™

if different than QP =

Country of Origin

Bid Buyer Seller
Fields Mote Hote
s

Status

Altg

Quote Currency

i Quote Currency at the Header L evel of the Q uote Summary p age d emonstrate the RFQ C urrency
and enables the supplier to modify the Quote currency.

QP SupplyCentre User Manual
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ﬂunte Currency :

RFQ Currency : QAR - Qatari Rial
Quote Currency : QAR -
NOTE:

Default RFQ Currency for ALL QP RFQs is QAR — Qatari Rial. It is therefore, SupplyCentre automatically
set “QAR” as the default Quote Currency that you may change if required.

Attachments (Header Level)

QP allows you to send attachments at the header level of a Quote from SupplyCentre however the file types
are restricted and you can only enclose following type of documents at the header level of your Quote

document:
o PDF
o DOC, DOCX
o XLS, XLSX

o JPG, JPEG, GIF, BMP
In the Quote Summary Page, Click on the “Add Attachment” command button from the “Attachment Tab”

Attachments:

File Name | Description: | size |

e

SupplyCentre will automatically enable the Add Attachment mode. Click on the “Browse” Button, Choose a File
Enter “Description” and Click on the “Save” button to save/upload the attachment.

Attachments:

File Hame Description” Size

I IE-Z"-SC!’EEI‘IE-I‘ID‘LEif Browse... IE-CI’EEI'IE-h:}t

Line ltem Details

ii. The line item Buyer notes includes QP’s complete description, which you have to read carefully before
accepting “QP’s description” field.

iii. Accept status is the default to quote for all line items. If you are not interested to Quote for few items,
then select Decline status for the individual line items. (Each Declined Line Item must be
accompanied with a Decline Reason/Note)

iv. If you cannot provide the quantity requested by the buyer, you can enter a di fferent quantity in the
“Quantity” field. Your Price basis quantity should be updated on the ‘PBQ’ field. PBQ stands for Price
Basis Quantity which denotes the quantity for your Quoted Unit Price. PBQ UOM is blocked. Any
deviation on QP’s UOM should be mentioned on the Item Seller Note.

Bid Fields (Header and Line Item Level)

i All bid fields with = are mandatory.
ii. Enter all the required information in the Bid Fields section at both Header and Line Item level. Click
View at the line Item Level to see the Bid Fields under the “Bid Fields” column.
iii. Current QP Bid Fields are as under:

Bid Field Name Scope Selection Values Condition

If S election value is " Yes" Supplier T erms and C onditions

QP Terms and Conditions? Header Yes/No (Dependent Text) field should be disabled else it should be
mandatory.

QP Payment Terms accepted? Header Yes/No If S election valuei s" Yes"S upplier PaymentT erms

QP SupplyCentre User Manual Quadrem Middle East
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Shipment Weight Header -

Unit of Shipment Weight Header KGS/LBS

Shipment Volume Header -

Unit of Shipment Volume Header CU. FT/CU. M
DDP

Ex-Works (Export Packed)
Ex-Works ( Export P acked)
and DDP

Choose your Incoterms Header

Manufacturer Header -

Manufacturer Country of Origin Header List of countries

Manufacturer_ltem Detail -

QP SupplyCentre User Manual
Page 11
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(N

(Dependent Text) field should be disabled else it should be
mandatory.

Optional
Optional
Optional

Optional
If Supplier chooses “DDP” at Header Level Bid Fields:

Ex-Works Lead Time (Calendar Weeks) and Ex-Works
Location at Header level and Lead Time for Ex-Works delivery
(Calendar Weeks) at the Line Item level become disabled and
the following fields become mandatory at header level.

DDP Lead Time (Calendar Weeks)
DDP Location

However, Lead Time for DDP Delivery (Calendar W eeks) field
at the line item remains enabled but optional.

If Supplier chooses “Ex-Works (Export Packed)” at Header
Level Bid Fields:

DDP Lead Time (Calendar Weeks) and DDP Location at
Header level and Lead Time for DDP delivery ( Calendar
Weeks) att he Linel tem| evel become disabled andt he
following fields become mandatory at header level.

Ex-Works Lead Time (Calendar Weeks)
Ex-Works Location

However, Lead Time for Ex-Works Delivery (Calendar Weeks)
field at the line item remains enabled but optional.

If Supplier chooses “Ex-Works (Export Packed) and DDP” at
Header Level, f ollowing f ields at the H eader level willb e
enabled and mandatory.

DDP Lead Time (Calendar Weeks)

DDP Location

Ex-Works Lead Time (Calendar Weeks)
Ex-Works Location

However, Lead Time for DDP Delivery (Calendar Weeks) and
Lead Time for Ex-Works Delivery (Calendar Weeks) at the line
item remain enabled but optional.

Note:

If the DDP or Ex-Works Lead Time (Calendar Week) is similar
for ALL the line item in a Quote, Calendar Week value should
be specified at the Header Level.

However, if there are line item(s) with different Lead Time
(Calendar Week), Calendar Week value should be specified at
the Line Item Level Bid Fields respectively.

Optional: A Header level Manufacturer means that ALL the
Quoted items are being manufactured by the same
Manufacturer unless specified for respective line items.
Mandatory: AH ead level “ Manufacturer C ountry of O rigin”
means that ALL the Q uoted i tems are manufactured in the
chosen country unless specified for respective line items.
Optional: If the S upplier has entered “ABC” i nthe Header
level “ Manufacturer” bid field and the respective line item is
being manufactured by “AAA”, “ Manufacturer_ltem” line item

Quadrem Middle East
supportme@quadrem.com
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bid field can be used to distinguish this explanation.

Optional: If the S upplier has chosen “USA” in the Header
level “ Manufacturer C ountry of O rigin”bi d fieldan dt he

Manufacturer_Country_of_Origin List of countries respective | ine itemi sb eing manufacturedi n“ UK’

“Manufacturer_Country_of Origin” B id field at the lineitem
can be used to distinguish the explanation.

iv. Add notes for individual line items.
V. Add attachments ONLY at the header level.
Vi. Update information in all editable fields for a line item.
Vii. If the Supplier agrees to the Buyer’s description click on ‘Accept’ checkbox ¥ Acceptbutton, it will copy
the B uyer’s D escription i nto the S upplier D escription po pup box . H owever i f Supplier do es not
“Accept” Buyer’s description, Supplier can uncheck the “Accept” button 'eeept and Click on the ||

icon to enter his/her own description in the ‘Supplier Description’ field. (Supplier Description is always
a mandatory field)

Supplier Description Quantity . Quantity UOM PBQ PBQ UOM
p.ﬂmpt E| |4 I c |__3|1|1 I:::’e' |__1|1
M Bccept [ [« = E4 [+ [other 4
I Accept x E I:::’ =r E

G5 TURBINE - OPEBATING ﬂ

SUPFLIES QOPS - WView Buver
Hote for complete item
dezcription!

NOTE:
You must click on the E icon to update changes in the Supplier Description field.

Offline Bidding

You can also bid offline rather than completing the fields online, Click on the Export to Excel button and choose
the Save option. Once the data has been successfully updated in the Excel Sheet, returnto the Quote
Summary Page in SupplyCentre and click the Import from Excel button to import the Quote created offline.

NOTE:
When you change the price of a line item, you must click update to proceed.

To make more detailed changes to a line, you can perform any of the following actions after clicking on the line
number:

Accept or decline the line item

Add line item note in Seller Note by clicking on the Note link

Add charges or discounts that apply to only that line item

Add supplier part no. if available.

Change any other available information for the line item

Make changes to other header tabs as needed

To add a note for the entire quote, click the Notes tab and type the notes under Notes to Buyer.
When finished making changes, click Submit to send the quote to the buyer.

QP SupplyCentre User Manual Quadrem Middle East
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Alternatively, Supplier can click on the “Save” button to submit the “Quote” later but before “Bid Closing Date
and Time”

2.8 Discount and Charge

Below are the types of Discount and Charges accepted by QP with an RFQ document
MISCELLANEOUS CHARGE EXAMPLES are
Drawings
Inspection
Certification of certificate of origin and original invoice by Chamber of Commerce (Attestation)
Painting, Testing etc...
CERTIFICATION CHARGE EXAMPLES are

Charges as sociated w ith pa ragraph 5. 0 D OCUMENTATION of Qatar P etroleum’s R equest f or
Quotation (RFQ) document as Letter of Conformity

Certificate of Compliance (2.1)

Manufacturer’'s Test Report (2.2)

Load Test Certificate

Calibration Certificate

Balancing Certificate

API Certificate

Special Coating Certificate

Hazardous Area

ATEX Certificate

Material Certificate 3.1B, Material Certificate3.1C etc...

2.8.1 Header Level Discount and Charges

Header Level Discount and Charges, to view/modify discount and charges information, click the Discount and
Charges tab and enter values in the fields presented. Monetary values or Percentage fields are also available.

_ scount/Charge

seqlo.  DiscountiCharge  Monetary Value % Value Service Code
1 Discount | o |:e:cw- |V|
2 Discount fo | | Discount Value |
3 Charge o | | certification charges v/
4 Charge fo | |"-3: Charges |V|
5 Charge fo | Export Packing Charges |v|
5 Charge [o | | niand Freight (For DDP on v
’ Eors Jo | | 00P charges |

On selecting the “EX-works (Export packed) packed and DDP” option against the “Choose your Incoterms” bid
field, DDP Charges and Inland Freight Charges are ONLY considered in calculating the DDP prices at QP’s
side. However the rest of the charges are generic for both EX-works (Export packed) packed and DDP.

QP SupplyCentre User Manual Quadrem Middle East
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2.8.2  Item Level Discount and Charges

Line Item Level Discount and Charges, to view/modify discount and charges information, at the line item level,

click the line item number link. Information about Discount and Charges applicable at the line item level is

available. No charges on the item level are specific for DDP since these will be implicated for both DDP and Ex-
Work deliveries. Monetary Values or Percentage fields are also available.

The page also displays various bid fields that are to be filled for that particular item.

Item Discounts or Charges

Seq No. Discount/Charge Monetary Value % Value ~ Service Code

1 Discount [ B |: scount % |v|

2 Discount P |

3 Charge CO Certific

4 Charge ID— | | Misc. Charges |V |
|

NOTE:

If you save rather than submit the quote, the unfinished quote will appear in the “Quote” section of the Work
Bench. From thereyou canviewitand finish your work. The number shown b etween t he br ackets ()
indicates total number of Quotes awaiting submission.

To finish submitting outstanding Quotes, simply Click on the Quote number and then Click Submit button.

NOTE:

You can revise your quote as many times as you want within the RFQ Open and Close Dates. Y ou can
Search for the RFQ and then proceed to create a new Quote. The last submitted quote before the Closing
time and date will be considered as the valid bid and will be sent to Qatar Petroleum.

2.9 Alternative Bid

Alternative Bid functionality will allow you to propose a d ifferent item with similar s pecifications or functions.
Upon clicking the “Update” button in the Quote Summary Page, you will be able to see the “Add” link under the
Alternative column at the line item level in the Quote Summary page.

Alternative

Add

Upon Clicking the Add button, a new popup window (Alternative Bid Screen) will open. Alternative Bid Screen is
an exact replica of the Original Line ltem in terms of fields, features and validations.

Upon clicking the Il command button in the Alternative Bid Screen, you will be required to fill in
the following Alternative Line Item details:

Field Name Description
Line # Indicates that a new Alternative Line Item has been created.1.1 indicates Original Item 1
QP SupplyCentre User Manual Quadrem Middle East
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Buyer Part #

Supplier Part #

Description

Supplier Description

Quantity

PBQ

Unit Price

Bid Fields

Seller Notes

A
Jgadl =i E(ﬂ
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and Alternative ltem 1 that can be further moved onto 1.2, 1.3, 1.4 and 1.5

In case of Alternative Items, Buyer Part Number will always be carried in from the
Original Line Item.

Supplier Part # is an optional field at the Original Line Item Level so it is in the Alternative
Bid screen as well.

In case of Alternative ltems, Description will always be carried in from the Original Line
Item, i.e. Buyer Description of Original Item 1.

Supplier Description is a mandatory field and the supplier must either agree to the Buyer
Description or provide his/her own description for each Alternative Item. Ref. Original
Item Supplier Description

Quantity is a mandatory field and it carries the default value from the Original Line Item
or from the Buyer’s RFQ itself. Supplier can increase/decrease the Quantity value.

If you cannot provide t he quantity requested by the buy er, you can e nter a d ifferent
quantity in the “Quantity” field. Your Price basis quantity should be updated on the ‘PBQ’
field. PBQ stands for Price Basis Quantity which denotes the quantity for your Quoted
Unit Price. PBQ UOM is blocked. Any deviation on QP’s UOM should be mentioned on
the ltem Seller Note.

Mandatory field and must only contain number, decimals without commas “,”
Manufacturer_Iltem

Optional: If the Supplier has entered “ABC” in the Header level “Manufacturer” bid field
and the respective line item is being manufactured by “AAA”, “Manufacturer_Item” line
item bid field can be used to distinguish this explanation.

Manufacturer_Country_of_Origin

Optional: If the Supplier has chosen “USA” in the Header level “Manufacturer Country of
Origin” bid field and the respective line item is being manufactured in “UK’
“Manufacturer_Country_of_Origin” Bid field at the line item can be used to distinguish the
explanation.

If you would like to provide any additional description to the buyer for an alternative item,
you must save your notes from the Alternative Bid Screen

Upon clicking the “Update” button, your alternative bid will be saved in the Quote and you will be shown the
following alert message.

x

Alternative Bid stored successfully!
I . Please dick on the Discount/Charge” link to add any
Discount/Charge (If required)

Click Ok

To add Discount/Charges to an Alternative Item, click on the Discount/Charges link. A popup window will be
displayed as shown in the figure below:

QP SupplyCentre User Manual Quadrem Middle East
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Item Discounts or Charges

Seq No. Discount/'Charge Monetary Value % Value Service Code

1 Discount I— fo |:i:._'-|:,3|_,|'\-[ g, |v|

2 Discount P |

; - —

4 Charge P | | Misc. Charges |v |
|

3

|:iEEShP[ value |V|

Certification charges |V |

| Export Packing Charges

NOTE:

You are only allowed to provide 5 A lternatives to an Original Line ltem. SupplyCentre will not allow you to
enter more than 5 Alternatives for a specific line item.

2.10 RFQ Replace

QP can send a R eplace RFQ for an e xisting RFQ and you will receive an aut omatic notification. A Replace
RFQ is also termed as Change RFQ. QP can send a Replace/Change RFQ with following updates:

¢ Bid Closing Date/Time

e Instruction to Bidders

e Updated RFQ Attachment

A Change/Replace RFQ looks quite similar to an Original RFQ in SupplyCentre.

For Instance if QP has sent you an RFQ 6000111111 — ABC/000001 and later you receive a Change/Replace
RFQ so it would appear as 6000111111 — ABC/000001 in your SupplyCentre Workbench which indicates us
no Change has been made to the RFQ Name. However, following would differ:

Attachments

QP SupplyCentre User Manual Quadrem Middle East
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£ | https: //testsupplycentre.guadrem. net/SupplyCentre /Screens Buyspx?Docld =be 75d564-Fabe-0e 0607000 :fined ﬂ

OUADREM?"

_ eneral Information

Buyer Name: Catar Petroleum QAS Open Date\Time: 18/08/2010 1:00:00 AM
Account Code: Close Date\Time: 1EID?I21J1D 2:30:00 PM
RFQ Number: E000111111 - ARC/000001 Number of tems:
File Hame Description® Size
I_ — attachments added as zip file View
{ J )
I_ ‘1..!.|.E|a.|.|.|.|.|.|.|.|.|.|.|.|_7.|.p1 attachments added as zip file View
L J
|—l Header level Attachment
— for the Change/Replace
Header level Attachment RFQ
for the Original RFQ
Done | nternet |Pr | %, 100% -

Bid Closing Date/Time

04042010 1:00:00 AM
19,/05/2010 1:00:00 AP

Original RFQ

Open DatelTime:
Close Date\Time:

Instruction to Bidders

Instructions to Bidders

Imp-artant: Owr Reference "MG_PO_TXTE is to be stated on all
future correspondence.

1.0,, INSTRUCTIONS TO BIDDERS:

“fou are invited to tender for the material 3= per the following

RGnditinne snd snar sttschonsnts contsined horsin

Hiv cudhinittine =

Original RFQ

04f04/2010 1:00:00 AR
200572010 1:00:00 Ak

Open Date\Time:
Close Date'\Time:

Change/Replace RFQ

Instructions to Bidders

(Extended Mote [20100816T03:40:25]: Important:

Our Reference "MG_PO_TXTE is to be stated on all
furture comespondence.

Please take mote of the changes to this RFQ as detailed below. All
other data, terms and conditions remain the same.

The BCD has besn extended to 01.09.2010.

Change/Replace RFQ

3.0 SupplyCentre Orders and Order Responses

In this section you will find:

3.1 The Workbench

Qatar Petroleum (QP) will submit orders to SupplyCentre as POs (Purchase Orders) or COs (Change Orders).
The Work Bench shows new POs or COs as a number after the document type.

In t his e xample, thereare(16) new P Osand (61) ne w C Os.

When y ou login, the ne w P Os di splay

automatically. To see the new COs, click on “Change Orders”.

QP SupplyCentre User Manual
Page 17
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New Documents
Crders
Change Crders

Crder Status Reguests

Bemittance Advices

Service Entry Response

Goods Receipt Notice

RFQs

3.2 Official QP PO and its Printing

Ja il j =t

Qatar Petroleum
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A QP PO will contain an official print version of the PO as a P DF attachment. T he contents of thisPO are
displayed in Quadrem SupplyCentre associated relevant fields. The supplier’s delivery commitments shall fulfill

the official QP PO.

You may wish to save or print this attachment, such as to confirm availability of products or to enter information
into your own tracking system. You can find this ‘official print version’ and the documents accompanying the PO
under the Header Attachments tab on the Order Summary screen. To view the attachment, click on the View
link r elevant to t he a ttachment filenameto b e displayed or simply click the Clip icon beside the P O # as

highlighted in the figure below:

r % Documenti * Type Status
[ 4500001552 PO New
I 4500001551 PO News
I 4300001057 PO New
- 4300001058 PO News

3.3 View Order Details

# Order Type

Order

Order

Crder

Crder

# Account Code

QP

QP

QP

ap

The process for viewing details about a PO or CO is the same. Click “Orders” or “Change Orders” under New
Documents and then click the link for the document you want in the Document # column.

Order Summary Page

QP SupplyCentre User Manual
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Order Summary | Print Summany I Frint Full I Export to G5V I Export to #CBL
I Retain on Work Banch | Respand || Invaice || ASN \
[ vear Motes
Processing Status
| Haw =] [General Information [ |
General Information
Customer: Qatar Petroleum DEV Purpose: Original
Order Humber 4500001166 Priority: ToTheOrigi
€0 Sequence Humber: o002 Language: en
Order Date: 10/08/2005 5:00:00 Ahd Part Location:
Account Code: 1000 Release Order Humber:
Order Type: Order Quote Humber: a7227 15834
Contract Humber:
Currency: QAR - Qatar Rival
Order Status:
Requested Delivery Date:
Requested Ship By Date:
Change Type: ReplaceAlValues
Line# Supplier Buyer Part Item Description Delivery Quantity Het Price PBQ PBQ Extended Total Total Buyer Status  Attachments
Part Humber Type Date Unit UOM UOM  Price Tax Amount
Humber Price
METER, FLOW, AYERAGING, 141N NOM DIA, o000
10000201 Goods - View Buyer Note for complate itam 5 FC [/ 1 PC 2000 ChangesTolinetams
i L 2:00:00 AM
description!
SILICONE COMPOUND,O-RHG Pra——
0000208 Goods  LUBE,XES07-100, - Yiew Buyer Matefor 0 W00 [ PC /1 PC 2000 ChangesTolinetems

QP SupplyCentre User Manual
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complete item description!

Order Summary Page Tabs
General Information - Basic line item information and an order summary

Discounts or Charges - View discounts or charges that apply to the entire order
Party Details - Contact i nformation for the buy er A pur chasing age nt. T he s upplier’s c ustomer seller “ A”

business o r ¢ ompany, w hich pr ovides t he customer (buyer) w ith g oods or

services, the termi s used

interchangeably with Supplier in Quadrem reference documentation, bill-to, and ship-to parties.
Payment and Delivery Terms - Payment and delivery information

Notes - Notes from the buyer.
Header Attachments — display the files attached to this PO

NOTE:

Upon clicking the Order, Change Order document from the Workbench, QP buyer automatically receives a

PO Read Receipt.

Click the Retain on Workbench checkbox to keep the order on the Workbench until it is processed. If you do
not click the checkbox, the PO will be hidden but available via the ‘Search’ functionality (Section 5).

If Change Orders sentby the QP buyeris different to the Original O rder S upplyCentre will automatically
show the changes in RED and an alert message indicates the Supplier.

3.4 Respond from the Order Summary Page

Upon clicking the “Respond” button in the Order Summary Page, SupplyCentre redirects the Supplier to Order
Response Summary page.

Quadrem Middle East
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Order Response Summary

I Frint | I Save " I Submit | I Reject Order | I Delate | I Cancel
Processing Status Pending
| General Information | | | | | |
Customer: Qatar Petroleum DEW Order Response Issue Date: 22/06/2009 10:05:12 PM
Order Humber 4500001166 Purpose: IAccept - I
CO Sequence Humber: 0000z Language: en
Order Date: A0M0G/Z008 2:00:00 Ahd Part Location:
Account Code: 1000 pplier Reference Humber: * I
Order Type: OR Hotes To Buyer: ;I
[~
Contract Humber: Attachments: (Max Size: 5SMB) Browse. .
Currency: QAR - Qatar Rival Release Order Humber:
Order Status: Accepted
Requested Delivery Date:
Requested Ship By Date:
Priority: SendersReferenceToTheOriginaltieszage
Line # Supplier  Buyer Part Description Delivery Date Quantity Het Unit Price PBG PBQ Extended Total Total Supplier
Part Humber Humber Price UOM uomM Price Tax Amount Status
. tossszor. MEERFLOMAVERAGNO N NIV DI iew  seezice s ko 4 ke @m0 ——
SILICONE COMPOUND,0-RNG LUBE, ¥XE507-100, - 1040272008 "
2 B “ienww Buyer Mote for complete item description! 8:00:00 A 5 PB 1 1 FE iy . eEEpieEl [ EE
Purpose: Dropdown field that allows the Supplier to fully Accept or propose Changes to an Order or Change
Order.
Upon choosing “Accept”, Supplier
e  Must Provide a “Supplier Reference Number”
e  Supplier can send as many “Order Response” as he/she wants until unless Supplier submits an Order
Response with a status “Accept” for an Order or Change Order.
If the Supplier Proposes a Change at the Header Level
e Order Response status changes from “Accepted” to “ChangeProposedonHeaderlLevel”
¢ “Notes to Buyer” field at the Header Level of an Order Response document becomes enabled.
Upon Clicking the “Edit” button at the Line Item level, Supplier can change the default status of a Line ltem from
“Accepted” to “Changes Proposed”. Once the supplier changes the Status, SupplyCentre will allow the supplier
to change the following fields at the line item level of an Order Response:
e  Supplier Part Number
e Description
e Delivery Date
e  Quantity
Upon clicking the “Update” hyperlink at the line item level, SupplyCentre will automatically validate the data and
update the document.
Supplier S tatus value c hanges f rom “ Accepted” t o “ChangesProposed” and t he overall document s tatus
changes from “Accepted” to “ChangeProposedonLineltemLevel”
If the Supplier changes the Status of an Order Response at both header and line item level, Order Response
status changes from “Accepted” to “ChangeProposedonHeaderandLineltemLevel”
NOTE:
After submitting an Order response with an “Accept” purpose, you will not be allowed to send another Order
Response for the same order.
After submitting an Order response with a “Change” purpose, you will be required to send another Order
Response with “ Accept” p urpose u pon receiving the change order or the original order if the proposed
changes are rejected by QP. A Supplier cannot “reject” an order sent by a QP Buyer.
QP SupplyCentre User Manual Quadrem Middle East
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SupplyCentre Order Status Request and Results

In this section you will find:

4.1 What are Order Status Request and Order Status Result?

Order Status Request:

After an Order has been accepted by the QP Supplier, QP Buyer can request an update on the status of the
Order by sending an Order Status Request.

Order Status Result:

Upon receiving an OSR (Order Status Request), Supplier responds to it with an Order Status Result (OSRe) to
inform QP Buyer of the Order Status.

4.2 The Workbench

Qatar P etroleum (QP) will submit status requests regarding orders to SupplyCentre as OSRs (Order Status
Requests). The Work Bench shows new OSRs as a number after the document type.

In this example, there are (10) new OSRs. To see the new OSRs, click “Order Status Requests”.

New Documents

Crders
Change Crders

Crder Status Reguests

Bemittance Advices

Service Entry Response

Goods Receipt Notice
RFQs

R T = R

[=]
= ] @ A

]

4.3 View Order Status Request details

The process for viewing details about an OSR is the same like Order Response.

Click the D ocument# text|ink for the or der s tatus requesty ou want to view. T he O rder S tatus Request

Summary screen displays.

Order Status Request

Export to D8V ] [ EwodtoxcBL | [ Respond

General Information | |

General Information

Customer:

Order Status Request Number:
Language:

Issue Date:

Buyer's Order Humber:
Attachment

Qstar Petrolsum
4500001144

English

27/04/2008 1:00:00 AW

Line PO# Account PO Line Item
# Code

1 4500001144 AcctCode 1

Order
Quantity
METER FLOW,AVERAGING, 141N HOM DIA, - 5
SILICONE COMPOUND,0-RNG LUBE X8507-

100, -

Buyer Part No. Order Outstanding
uom Quantity

Other 3

Quantity To Be Requested Delivery
Delivered Date

Description

METER, FLOW,AVERAGING, 14IN HOM DIA,

2 4500001144  AcctCode 2 5 Other 3 SILICDHECUMF‘UU:J;JD,D-RI-JGLUBEXEEU?-

Buyer
Note

liote

Note

‘Order Status Request Summary
Number of ltems:

The Order Status Request Summary page is divided into three tabs:

e  General Information - General information about the order line items as well as an order summary

e Party Details - Contact information for the buyer and seller
¢ Notes - Notes from the buyer that apply to the entire order

4.4 Respond to the Order Status Request

View your list of Order Status Requests from the Work Bench, by clicking the Order Status Requests link.
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Order Status Result Summary

Processing Status | Print | 1 Save | | Subm|

General Information |

General Information

Customer: Qatar Petroleum
Order Status Request Humber: 4500001144
Language: English

Issue Date: 27/04/2008 1:00:00 AM
Buyer's Order Number:

Seller's Order Number:

Line PO # Account PO Supplier Part Number Buyer Part No. Order OrderOQ ing Q ity ToBe Req Newr Delivery Date Descriptiol
# Code Line Quantity UORM Quantity Delivered Delivery
Itemn Date

#

METER,FLOW,AVERAGING, 141N METER,FLOW, AVERAGING, 141N 3
1 4500001144 AcctCode 1 HOM DA, - HOM DA, - 5 Other 3

SILICONE COMPOUND,O-RNG  SILICONE COMPOUND,O-RNG 3
2 4500001144 AcctCode 2 LUBE X6507-100, - LUBE X6507-100. - 5 Other 3

Selectint he drop dow n menu of ‘ Order S tatus’ e ither ‘ Dispatched’ or ‘ Not A ccepted’ or ‘ Pending F or
Clarification’.

If the content of the lineitem in Order Status Request has been Dispatched, then select ‘Dispatched’ in the
‘Order Status’ field and enter any notes in the ‘Seller Note’ in the line item. Enter the “Quantity To Be delivered”
on the same field name in case of p artial d elivery. E nter New D elivery D ate on the same field name ifit is
different than the Requested Delivery Date.

If the content of the Order Status Request needs clarification, then select ‘Pending For Clarification’ in the
‘Purpose’ field. Enter your comments in the ‘Seller Notes’ regarding the clarifications. Enter the Quantity To be
delivered on the same field name in case of partial delivery. Enter New Delivery Date on the same field name if
it is different than the Requested Delivery Date.

If there any items that are unacceptable then choose ‘Not Accepted’ and enter any notes in the ‘Seller Note’ in
the line item.

Click the Submit button (on top of the page) to send your response. A message appears that the response has
been sent and you are returned to the Work Bench.
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5.0 SupplyCentre Search
SupplyCentre enables the Suppliers to perform the following two types of Searches:
a) Document Search
b) Document History Report
Document Search enables you to find documents that meet your specific criteria or are not easily located from
the Work Bench (either because the document is not “New” or “Pending”, or because there are simply many
documents in the list). The more search fields you use, the narrower your search results are.
5.1 Document Search
Go to “Search” menu and click on the “Document Search” item to displays the “Search Page” as shown in the
figure below:
Search

Start and End Dates refer to the date that a document was added to the SupplkvCGentre database

Search Documents

Search Documents |

Document Type: W Search Start Date: IW
Document Status: | fctive -1 Search End Date: |zzi061z009

Processing Status: | Falect ;l Account Code: |"

Document Humber: |* Customer: §

Primary Sort: | Proceszing Status ;l Priority: |"

Secondary Sort: | Select =] Supplier Reference Humber: |*

Enter or Select your main Search Criteria

Document Type - Select the type of document (i.e., purchase order, invoice, etc.) to search for.

Document Status - Select Active, All, or Inactive, in most instances, select Active

Processing Status - This is not required, but helpful in certain situations. For example, if you are looking for

accepted or ders that arer eady f or invoicing, select R esponded s o t hat on ly do cuments that hav e be en
responded to display.

Document Number - This is useful if you are searching for one particular document and know the number or
part of the number.

NOTE:
If entering a partial nu mber, be sure to include an asterisk (*) in place of the missing text, F or example,
entering “Q12*” returns all documents beginning with the characters “Q12”.

Primary and Secondary Sorts - Select from the dropdown lists to sort the results first by the primary selection,
then by the secondary selection.

Search Start and End Dates - Represents the range of dates during which the documents were first received
by SupplyCentre. If you enter one you must enter the other, but you can change either one. By default, the
search dates are for the week prior to today’s date.

NOTE:
If you are having trouble finding a document, try making the Search Start Date earlier
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Account Code - The buy er’s ac count code. T his i s useful i f y ou u sually work with certain i ndividuals or
departments, and only want to see documents pertaining to them.

Customer - The buyer’'s name.

Priority - This field only appears when certain document types (such as purchase orders) are selected. Priority
indicates urgency for the order, so use this field to only display orders of a certain priority level.

Supplier Reference Number - The reference number entered in an order response.

5.2 Document History Report

Document History Report is a method of locating the source document if you already know the PO Purchase
Order Number, Quote Number or RFQ Number. Document History Report is essential because it provides the
Supplier with hierarchical details of the source document.

From the “Search” menu, click on the “Document History Report” menu item to display the page below:

Documents older than eighteen months are not included in Document History Report. To request a copy
of an archived document, please contact Global Support.

Document History Report

Document Humber: *|

Document Type: *| Szlzot |

| Generate Report | | cancel

In the “Document Number” enter the source document number
From the “Document Type” dropdown, select the specific document type.
Click on the “Generate Report” command button to view the results as shown in the figure below:

Documents older than eighteen months are not included in Document History Report. To request a copy
of an archived document, please contact Global Support.

Document History Report
Document Humber: *IE-DDDDDF_ETD - MAH

Document Type: *| Request For Quotation =]
I Generate Report || I Cancel
Document Humber: GO0000Z2T0 - MAH/DEVZES
Associated Doc # Document Type DocStatus Processing Status Customer Date Received Purpose
;I 6000002270 - NAH/DEV2E8S RFG Active Completed Gatar Petroleum Crriginal
1396052002 QUOTE Active Sent Qatar Petroleum 16/07/2009 1:02:58 PM  Criginal

As shown in the Figure above, Upon searching for an RFQ 6000002270 — NAH/DEV285, Supplier has been

shown the full hierarchy of the s ource (RFQ) document such as D ocument T ype, D oc Status, P rocessing
Status, Date, and Purpose efc...
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6.0

SupplyCentre Administration

In this section you will find:

6.1 Users vs. Administration

All Users have limited administration privileges, b ut those with the Administrator role have a greater s pan of
capabilities.

All Users can:

e Edit personal user preferences
o Name
o Email address
o Time zone
o Telephone number
e Change or reset his/her password

Administrators can:

Create, Edit and Delete users

Assign Roles to New or Existing Users
Set User Notification Preferences
Reset User’s Password

Generate Supplier Usage Reports

6.2 Edit Your User Preferences (All Users)

To change your preferences, follow the “User Preferences” link under the Help Menu.

User ID: nqureshi

* ddimmisyy
Hame: INaurnan Qureshi Job Title: ITechnicaI Supervisor ' mmiddhinnny
Email: Inqureshi@quadrem.cl:-m Time Zone: IIII4:IZIIZI ;I (offset from GMT) (& Set Manually

€ Auto-Detect
Language: | Enalish | Telephone Ho: [07 1321540

¥ 24 hour

Select the documents that will send user contact information back to the buyer. T AMPM

T order Response
r Quote

|- Invoice

Save | I Change FPassanord | I Cancel

Click on the Edit button to change and click “Save” to update your changes.
6.3 Change your password (All Users)

Upon clicking the “Change Password” button, following popup box will open on your browser screen:
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+ SupplyCentre - Change Password -- Web Page I 2=

Change Password

User ID: niqurezhi

Org ID: qmehs

Current Password: * fl

Hew Password: * |

Confirm Hew Password: ™ |

I Submit II Cancel

|htt|:|s:,l',l'testsupplycentre.quadrem.r |a Inkernet

Type your current password, Type a new password, Type and confirm your new password again, Click Submit
and then click OK.

6.4 About User Administration and Roles (Administrators Only)

The User Administration page contains fields where you identify the user, making him/her unique in the
application. Most fields are easily recognized, but two may be new to you:

Language is the language the application appears in. Keep it under ‘English’.

Time Zone is how far you are (+/- hours) from Greenwich Mean Time. Depending on your time zone,
information in documents such as requested delivery date is based on your global date and time properties. It
is very important to set these properties correctly. Example: Doha, Qatar time is set at GMT +3:00

As Administrators, you control what users can do in the ap plication by using Roles. All users can view and
navigate the application, but it is the role(s) you assign that prevent or allow action.

The table below describes the different roles available

Billing Create invoices and reviews remittance advices.

Logistics Respond to order status requests, send advanced ship notices, view goods receipt notices.

Order Management |Respond to purchase orders and change orders.

Sourcing Create quotes in response to requests for quote (pricing requests).

Respond to service orders and create service entry sheets. (The services role is different than the

EEAEE logistics role in that no physical items are being shipped.)

Administrator Create users and edit user information. Those with the TPAdmin login have this ability as well.

6.5 Create a New User (Administrators Only)

Administrators must create all new users for their company.

To Create a New User

Click User Administration under the Administration menu.

Click New User. The screen refreshes and you can now edit the User Information box.

I Enable Usens) I I Dizable Usens) I I Delete Usan=) I I Mew User I
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Enter all user information, beginning with the User ID (created by the Administrator).

User Information
U=ser ID: I

Hame: |

Email: |

Job Title: |

Language: |
Timezone (offset from GMT) |
Phone: |

Receive Email Hotification |

In the All Available Roles list, select the role(s) you want to add. Hold CTRL to select more than one. (When
creating an Order Management user, select Order Management.)

All Available Roles User's Current Roles

Administratar
Billing

Lagistics
Ordertdanagement

Saurcing
Senrices

Click the right pointing arrow to move the role(s) to the User’s Current Roles list.

All Available Roles Uszer's Current Roles
Senmrices Ordertdanagement
Sourcing
Logistics
Billing

Administratar

When finished, click Save. A confirmation displays.

NOTE:
In order to begin receiving purchase orders from Qatar P etroleum, you must create an Order Management
user to act as your order processor.
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Microsoft Internet Explo x|

L] "_n,, Mewy User has been crested.
]

Click OK. An email containing the link to SupplyCentre and login information will be sent to the new user
automatically.

NOTE:
For more information about logging in, see the SupplyCentre User's Manual.

6.6 About Time Zones

To change a user time zone, first click the “Edit” link on the User Administration page for the user you want to
edit. Then select the user’s time zone from the list.

6.7 Notification Settings

Only administrators can make changes to document. A document such as an Order, Change order, Order
Status Requests, and Remittance Advice notification settings, Click Email Notification > New Documents in the
Administration menu to view this page. Notifications are the emails sent when new documents arrive in
SupplyCentre. You can select which email address receives the notifications, which types are received, in what
language, and how often.

When y our company is first i ntegrated w ith S upplyCentre, al | no tification e mail add ress fields c ontain t he
TPADMIN Trading Partner Administrator email address. The TPAdmin should change these fields as soon as
possible so that they contain email addresses appropriate for each notification type.
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Doc Type Email Address Emergency Email Address Email Language  Attach Doc
Purchase Order Igjohn@quadrem.com Igjohn {@quadrem.com | English | 'l
Changa Order Jaiohn @quadrem com Jaishn @quadrem com | English = -
Order Status Request Igjohn@quadrem.com Igjohn@quadrem.com IEninsh =
Remittance Advice Jaiohn @quadrem com Jaishn @quadrem com | English =
Service Ertry Response Igjohn@quadrem.com | | English |
Good Receipt Notice Jaichn @quadrem com | | English =
Request for Guotation Igjohn@quadrem.com | | English =
Inuaice Response Jaichn @quadrem com | | English =
45N Response Igjohn@quadrem.com Igjohn {@quadrem.com | English 3|
| Save | | cancel |
Hotification Type Email Address Emergency Email Address Email Language Format Email Interval
Nevs Order and Change Order report | | | English =1 | hemi =1 | Daily =]
Nevwr RFO Repart | | IEninsh =1 Ihtml =1 IDain =
Nevs OSR Report | | | English =1 | hemi =1 | Daily =
Rejected SESR Report | | | Engiish =1 | rtmi = | [ paity =l
| Save | Cancel | | muditieg |

When finished making changes to any of the following, click Save to save the changes:

Email Address - The email address that each type of notification should be sent to. You can enter more than
one address, but be sure to separate them with a semicolon (;) and no spaces (example:
user1@email.com;user2@email.com). The TPAdmin’s email address is used if any email address field is left
blank.

Emergency Email Address - Email address for notifying the arrival of documents with status as Emergency.
Defaults to supplier TPAdmin’s email address as entered in the company profile. - The email address that
receives notifications when emergency documents are received.

Email Language - The language the notification email is sent in.

Email Interval - How often the notifications are sent: Imnmediate, 6 Hours or 24 Hours. For example, if you want
an email sent once a day with all new orders listed, click 24 Hours. If you want an email sent when each new
order arrives, click Immediate.

Attach Doc - Select this box if you would like a CSV Comma Separated Value. Plain text file type that saves
the file in a comma delimited format. Can be opened with applications such as Excel, file containing document
details attached to the email. This enables you to view details about an order before logging into SupplyCentre,
so that you can immediately accept or reject it upon logging in, and do not have to view these details within the
application.

Report Notifications - These reports are emailed every 24 hours and are helpful for people who have
unreliable e mail s ervice. Y ou can view r eports s howing ne w or ders/change or ders, RFQs, or OSRs (order
status requests).

6.8 RFQ Notification Settings

RFQ Notification Settings enable you to select which RFQ and Quote The document is created by the supplier.
This document is the supplier’s response to the buyer’s request for quotation (RFQ). Email messages you want
to receive in your personal email application. These emails are the same ones shown in the RFQ and Quote
Inbox.

Click on the “Email Notification” sub menu item in the “RFQ Updates” menu item in Administration menu. To
enable a not ification type, select the checkbox and c lick Save. Select the checkbox again and c lick Save to
disable it.
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Emergency Email Address

Ifirril:-ari@quadrem.c-:-m;mgammnn@quadrem.cnm;pmendez@

Igj-:-hn@quadrem.c-:-m;mgamm-:-n@quadrem.cnm;pmendez@q

Igj-:-hn@quadrem.c-:-m;mgamm-:-n@quadrem.cnm;pmendez@q

Imgammu:-n@quadrem.cu:-m;canampa@quadrem.cnm; pponceiE

Imgamm-:-n@quadrem.c-:-m;dchavez@quadrem.com;pmendez@

I-:Ichavez@quadrem.c-:-m;'u.rcastru:-@quadrem.cnm;pmendez@qu.

I-:Ichavez@quadrem.c-:-m;'u.rcastru:-@quadrem.cnm;pmendez@qu.

&
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7 Supplier Support Contacts

If you have any further questions regarding your registration, please contact:

Qatar Petroleum

Supplier Relations

Materials Department

Qatar Navigation Plaza

C-Ring Road

Doha, Qatar

Email: supplierrelation@gp.com.ga
Tel: +974 4424 0248

If you have any further questions regarding SupplyCentre, please contact:
Quadrem Middle East

Supplier Support

Office 101, Building 1

PO Box 502200

Dubai Media City

Dubai, UAE

E-Mail: supportme@quadrem.com
Doha Helpdesk: +974 4874 966
Dubai Helpdesk: +971 4 391 5480

Quadrem Middle East Work Timing: Sunday — Thursday 9:00 AM to 5:30 PM (GMT +4:00)

To view a flash-based demo of the functionality in SupplyCentre detailed in this document please visit
www.quadrem.ae/admin/flashdemo/ for further details.

If you require any immediate help outside of working hours please contact our 24x7 Quadrem Global Support
on guadremsolve@quadrem.com
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