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Visit our website - www.maaden.com.sa

1. Click, Supplier

2. Click, Sign In

3. Input your User ID and Password

4. Then, click Sign In
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1. How to Login
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if you don’t know your 

password follow next page 

for “Login Assistance”

http://www.maaden.com.sa/


2. Login Assistance
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1. Click Forget Password

2. In the field “User Name or Email”, provide email id, select “Forgot password” option and 

click on “Submit” button.

3. Then you will receive an email from OracleCloud@maaden.com.sa with subject “Maaden 

Cloud Applications-Password Reset Information” Please check your email.

Open the email that you received and click on the link to reset your password, below is a 

screenshot of the email sample.
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5. Provide New Password in the fields and click Submit.

Visit our website - www.maaden.com.sa

1. Click, Supplier

2. Click, Sign In

3. Input your User ID and Password

4. Then, click Sign In

To Login:

http://www.maaden.com.sa/


3. Guidelines on Creating Invoice

Incoterms: EXW, FCA, FAS, FOB, CFR and CIF

Before you create your invoices and uploading into Maaden portal, make sure your 

PO is ready for invoicing.

1. For Supplier with PO under the below Incoterms, uploading of invoices must be 

entered after the collection of materials from the supplier by our designated 

Maaden forwarder, FCR (Forwarder’s Cargo Receipt) must be submitted to 

Maaden Logistics Team for material verification.

2. For supplier with PO under the below Incoterms, uploading of invoices must be 

entered if the PO status is updated to “Received” and “Delivered”.

You can check the status of the PO in your portal through Manage Order.

Incoterms: DDP, DAP



3. How to “Create Invoice”.

1. Click, “Supplier Portal”

2. Under Tasks - Invoices and Payment click “Create Invoice”
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1. In Identifying PO, type the PO No.

2. Remit-to Bank Account, from dropdown select your “bank account no.” payment will 

be paid against the selected account no. during invoice creation.

3. Number, type the “Invoice No.”

4. Date, select the “Invoice date”

5. Type, maintain default as “Invoice”

6. Attachments, Click “+” and attach the copy of official invoice.

7. *Supplier Tax Registration Number, from dropdown select your “VAT Account no.”

Note: This is applicable for KSA Supplier.

A. Create Invoice

1 2 3
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8. In Lines Area, click “    ” Select and add button, check the search results.

9. In Search Results, highlight the line items.

10. Click “Apply”, to add the line item in Lines Area, then Click “OK” to close the window.
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11. After adding line items, go to scroll bar, scroll it to right-side and check the “Quantity” and “Unit 

Price” fields.

12. Make sure to check the “Quantity” and “Unit Price” are matching with your invoice copy.

Note: If you are uploading your invoice in partial payment, edit the “Quantity” value and match with 

your invoice copy.
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13. * Calculate Tax (This is applicable for KSA Supplier). Click “Invoice Action”, then Click “Calculate 

Tax”.
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14. In Summary Tax Lines, check the VAT amount details if matching with your invoice copy.

Note: Step 13 and 14 is not applicable for Foreign Suppliers.

15. Check the total “Invoice Due Amount”, if value is match with Invoice Copy.

16. Click “Submit”

information will appear. Your Invoice No. XXXXX was successfully submitted.
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3. How to View the Invoice
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1. Under Tasks - Invoices and Payment click “View Invoice”

2. In Invoice Number, input the “Invoice Number”

3. Then click “Search”
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4. In Search Results, check the “Invoice Status”.

5. To check for Invoice details, click the “Invoice Number”
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6. In Invoice details, click “Payments” to check the payment Due Date.
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3. How to View Payment

1

1. Under Tasks - Invoices and Payment click “View Payments”

2. In Supplier, select from dropdown list select your company name

3. Then click “Search”

4. In Search Results, click the “Payment No.” where you can check the payment details 

5. Payment details

- End –

Thank you


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11

