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INTRODUCTION

Dragon Oil iSupplier Portal is a communication tool that enables Dragon Oil and its suppliers to
communicate with each other throughout the procure-to-pay process. It allows suppliers to view and
manage purchase orders, receipts, invoices and Payments in a real-time system that is available all
the time.

The objective of this user manual is to describe how to use the Dragon Oil Vendor Portal functionality
to carry out processes as listed below.

Purchase Order View

Purchase History View

Create Invoice and View Invoice Status
View Payment Status

ANENENEN

SYSTEM REQUIREMENT

e Personal Computer with basic configuration.

e An Internet Connection of at least 56 KBPS is recommended.
e Required Software includes

e Microsoft Internet Explorer 8.0 or higher

SUPPLIER SETUP REQUIREMENTS

Set up Process
The following criteria will be followed when creating Supplier users in Dragon Oil iSupplier Portal
1. Dragon Oil buyers can recommend Suppliers to be given access to the iSupplier Portal. Which
will go for an approval process with Dragon Oil Vendor qualification team before access is

granted.

2. Suppliers can also contact their buyers and request access to the iSupplier Portal, however this
will go through the Dragon Oil approval process before access is granted.
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3. User ID: The User ID will be the e-mail address of the Supplier contact as provided in the
iSupplier User Creation Request. **The e-mail address used as the User ID is the e-mail to
which communications will be sent and must be a Supplier corporate e-mail address.

It is important that you always have the latest version of the Dragon Oil Vendor Portal User Guide.
The latest version will be available on the Dragon Oil website:

http://www.dragonoil.com/contact/vendor-portal

Please read through the user guides to get a better understanding of the Dragon Oil iSupplier Portal
and the different ways to retrieve, update, and upload information through the Portal. Please note
that this document will be updated as we enhance and roll out more functionality in iSupplier
Portal, so make sure you are using the latest version of the document at all times

ACCESSING THE VENDOR PORTAL

Use the below link to access Dragon Oil Vendor Portal or you can login from Dragon Oil Web Site.

¢ Copy and paste the link in your browser: https:/ /smart.dragonoil.com:4443
Or
¢ login from website; www.dragonoil.com >Extranet - Registered Supplier Login click here

a‘ Z http://www.dragonoil.com/ extranet P - gll 2 Extranet

m View Favortes Tools Help
Vg J]

Oragon 04 AboutUs | O i i inabili Careers || Extranet f Contact Q Ssesrch

10 not agree to these ter

1 Employee Self-Service ) 3 Purchasing Supplier Self-Service

Click here Q@ Registered Supphier Login: Click here

er Chirdee and Snnnart Contact Click hers
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SUPPLIER LOGIN
Enter the user name and password.
Dragan Oil ERP System
“User Name | pENMOSUPPLIER@GMA|
(example: michael james.smith)
*Password
/ ‘7_@ \ (-EXI?:;::"%E:MEI
14 = Login Assistance
(=0 2 Aecessin e 7]
Dragon Oil
JAbout this Page  Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
Note:

= If supplier is login 1st time- System will ask to Change the Password

If you have forgotten your password or your user name, you can request for a password retrieve
using the Login Assistance feature. Click on the Login Assistance link below the login button:

‘User Neme [

(acample: mchael james anth)
*Password l i

axample; 449923

Login | Cancel |

Login Assistance
Acccssibilily{ None v
Ol

This will redirect the user to the Login Assistance page (below).
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Dragon Oil ERP System  POS Supplier Guest User

Login Assistance
* Indicates required field

Enter User Name then click

on Forgot Password button

Forgot Password for Password retrieve

Enter your user name, instructions for how to reset your password wi mailed to you.

User Name Forgot Password |

Enter Email ID then click on

Forgot User Name Forgot User Name to

retrieve Use name

Enter the email address associated with your account, your user name will b mailed to you.

Email Forgot User Na
(Example: first.last@domain.com)

To retrieve your Password, proceed as follows:

Enter your user name under the “Forgot Password” section
Click the “Forgot Password” button

After the Forgot Password request is submitted, a confirmation message will be displayed
Click on Ok button to acknowledge your request

DOragon Oil ERP System

D Confirmation

Your password-reset request has been submitted. An email with instructions will be sent
shortly. Please contact the System Administrator if you do not receive an email within
the next 10-15 minutes.

| oK |

Privacy Statement Al rights resenved.

A link will be sent to on your registered email ID. Click on the link and enter New Password
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e G/2T1T 1205 PM
o ar awy Mailer CLOME <ebssuppormmailen ;-F"-'--:.:; noilLCo
Yl Password Feset

Tiy SALAR Y SHOHRAT

Blediage & | Matification Detail. himl 665 B

Te  SALARDV SHOHRAT
Senl 2F-JUN-LF 1240
I 01260

nd follow the on-screen instructions. This email can be ignomed in case you didn't request a password reset, the link & only available for a shost bime,

You will be directed to the password retrieve page. Enter your user name and new password.

| Dragan il ERP System

Reset Password
* hdiates required field
Please enter your username and passwords below. The password you enter below will be used to repla ce your old password.

* User Name [supplier@test.com

* Password Ioonoooo
(Echax®ersor more)

* Confirm Your Password |00-oo soe|
| Confirm Password |

Home Preferences Help
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MAIN PAGE (DRAGON OIL VENDOR PORTAL APPLICATION HOME PAGE)

Suppliers will have a responsibility “DO iSupplier Portal Full Access” in their home page and
workflow notification section.

1. Click on the menu Home Page

Dragon Oil ERP System  E-Business Suite

Enterprise Search (Al vl [ 6o | Search Results Display A

Oracle Applications Home Page

Main Menu Workhst
=5 LJ DO iSupoler Portal Ful Access _Full List |
I | Home Page I From Type Subject Sent Due

There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worldist Access - Specify which users can view and act upon your notifications.

A. In the notification region, Suppliers can view all the open notifications. It may be any
information purpose or for action purpose also.

B. In the Orders at a Glance region, it shows 5 most recent purchase orders.

e Click a PO number link to view the purchase order details.
o C(lick the Full List button to view the Purchase Orders page.

C. Right side region shows the quick links by which you can directly navigate to same page.

Orogon O ERP Sgstern | Supplier Portal

Subject

No resuits foand

01-May-2017 15:34:22
I Ape- 2017 13:04:19
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QUICK SEARCH

Oragon Oil ERP System  iSupplier Portal

N Nawgator ¥ B Fawrites ¥

Home | Orders | Finance | Admin
Search IPO Number Iv) | Go
Full List o ey
Subject Date o Purchg
No results found. o Purchg
L. o Involcg
| Orders At A Glance S— Paymenty
Full List | o Payme

This is a feature that’s available to the user from the home page. This feature helps the user search for
information using the four following ‘Search By ‘criteria:

1. PO Number
2. Invoice Number

3. Payment Number

ORDER PAGE.

Navigation: DO iSupplier Portal Full Access > Orders (Tab)

1. Purchase Order: Supplier users will go to this page to see the details of a Purchase Order.
These PO details can be viewed directly through the portal (by selecting a specific PO
number)

2. Purchase History: This page provides the Supplier user insight into the changes made on a
purchase order throughout different revisions of the document. The user can choose to
compare the existing revision of the purchasing document to its previous revision, to the
starting revision, or the user may choose to see all changes made to a PO.
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3. This page allows you to view and do certain transactions associated to Purchase Orders,
Agreements and Releases. You can search as per your requirement by Advanced Search. In
the Summary page you can see all the purchase order with corresponding status.

Dragon Oil ERP System  jSupplier Portal

N Navigator v B} Favorites ¥ Home Logout Preferences Help

Purchase Orders | Agreements | Purchase History | Work Confirmations

Purchase Orders

Views

View [All Purchase Orders 6o Advanced Search
<) Previous |1-25 . Next 25 )

Select|PO Number Rev Operating Unit Document Type Description |0rder Date Buyer Currency Amount Status Acknowledge By Attachments

(0 |1051741632 0  Dragon Oil (Turkmenistan) Limited Standard PO 14-Jun-2017 08:47:07 Mr. Ani Parameswaran USD 510.00  Open
1051741476 0  Dragon Oil (Turkmenistan) Limited Standard PO 24-May-2017 13:27:09 M UsD 2,060.00 Open
105174 0 Dragon Oil (Turkmenistan) Limited Standard PO 17-May-2017 08:14:15 usD 36,050.00 Open
1051741203 0  Dragon Oil (Turkmenistan) Limited Standard PO 01-May-2017 15:34:22 uUsD 1,284.00 Closed
1051741184 0  Dragon Oil (Turkmenistan) Limited Standard PO 30-Apr-2017 13:24:19 uUsD 324.00 [Closed
1051741082 1  Dragon Oil (Turkmenistan) Limited Standard PO STOCK (000) - Winter Jackets 26-Apr-2017 17:19:43 |Mr. Hani Hashim uUsD 25,004.00 Open
1051740530 1  Dragon Oil (Turkmenistan) Limited Standard PO uUsD 4,440.00 Closed
1051741034 0  Dragen Oil (Turkmenistan) Limited Standard PO 13-Apr-2017 11:43:41 USD 1,200.00 Closed
1051740913 0  Dragen Oil (Turkmenistan) Limited Standard PO 03-Apr-2017 14:55:17 Mr USD 220.00  Closed
1051740742 1  Dragen Oil (Turkmenistan) Limited Standard PO 02-Apr-2017 15:39:33 Mr. USD 0.00 Closed
1051740837 0  Dragon Oil (Turkmenistan) Limited Standard PO 28-Mar-2017 13:10:42 USD 11,570.00 Open
10517401111  Dragon Oil (Turkmenistan) Limited Standard PO 13-Mar-2017 14:41:30 Mr. Ahmed Jaffar USD 47,174.00 Closed
1051740399 |1 Dragon Oil (Turkmenistan) Limited Standard PO 19-Feb-2017 15:36:21 Mr. Ahmed Jaffar usop 3,815.00 Closed

SORTING DATA ON A PAGE

Sorting data on a page is done by simply clicking the column header by which you would like to sort
the data. An upward arrow on the column header indicates that the column is now sorted in
ascending order; a downward arrow would indicate descending order.

Sedect PO Humber Rev Operating Unit Document Type Description Onievoa(o'_er Currency Amount Statuf
05174 Dragon Of (Turkmenistan) Limted Standard PO 14- Do 2017 08:47:07 M f usp 510.00 Open
Oragon Of (Turkmenistan) Umited Standard PO 24-May-2017 13:27:09 M fia usoH 2,060.00 Open
Oragon Of (Turkmenistan) Umited Standard PO 17-May-2017 08:14:15 ) Farn ) usp 36,050.00 Open
Dragon Of (Turkmenistan) Limted Standard PO 01-May-2017 15:34:22 Me, Ahins Ta usD 1,284.00 Cosed
Oragon Of (Turkmenistan) Umited Standard PO 30-Apr-2017 13:24:19 M Earam A usod 324.00 Closed
Oragon Of (Turkmanistan) Umited Standard PO STOCX (000) - Wanter Jackets 26-Apr-2017 17:19:43 My, Honl Ha uso 25,004.00 Open

Oragon Of (Turkmenistan) Limted Standard PO 16-Apr-2017 14:42:25 Ms M 2 Y usD 4,440,00 COosed

Oragon O (Turkmenistan) Umited Standard PO 13-Apr-2017 11:43:41 M Faram 2 usH 1,200.00 Closed
d Oragon Of (Turkmanistan) Umited Standard PO 03-Apc-2017 14:55:17 My | ¢ LN uso 220,00 Closed
Oragon Of (Turkmenistan) Limted Standard PO 02-Apr-2017 15:39:33 M R ‘ v usD 0.00 Closed
Oragon O (Turkmenistan) Umited Standard PO V),s-sw—zoz 713:10:42 M usdH 11,570.00 Open
Dragon Od (Turkmenistan’ Limited Standard PO 13-Mar-2017 14:471:30 } USD 42,174 00 Closed)
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EXPORT DATA

If the Supplier user may want to see all data in one page, or there may be information the user wants
to export to Excel for reporting/review purposes. The user can extract the data and manipulate or
sort it by simply clicking the ‘Export” button on the page and then following instructions when
prompted.

Home | Orders | Fimance | Admin
Purchase Ordors | Agreameres | Purchasa ey | Work Confomaticns
Patthase Ouders

Views.
Ve [AF Purchoss Orders ™ e Advanced Search
Skt 910 Number Rev Oparatieg Vet Decument Type Discription Currency Amount Status Acnowkdge By Attachments
Pt usp 0 Open
use
Ummited Stendard PO uUso
( umited Standard PO uso
Drogon O (Turkmenisten) Umited Stendard PO usD
371 Ovdgon O (Turkmanistan) Limited Standard PO STOOX (000) - Winter Jackees use
Drogon O (Turkmenisten) Umited Stendsrd PO Uso
Oragen O (Turkmaristan) Limited Standard PO usp
Drogoen O (Turkmenisten) Umnited Standard PO usD
whmaristan) Umited Standand PO usp
wrkmanizten) Umited Stendsrd PO UsD
@ae- egon- Excel ? @ o ox —
HOME | INSERT  PAGELAYOUT  FOH NS rowFDF  Subramarie. - Bxpoct |
e X [Cabbs -] = Geearal - o rt - br-
» 3 LR AN Ly
Y Y- B pranced Search |
A ~p Mz
By Attackments
A B (4 o 3 F [ H 1 1 & [=
1 er [fe perating Documen D Date Buyer  Cumency Amcurt Sistus  Acknow
2 1051781632 0 Dragon O1 Standard FO &14/2017 S:47 Mr, Ant P2 USD 310 Open
3 103178387 Standard FO J28/2017 13:27 Mr. Ahma USD. 2.000.00 Open
£ 1051721333 Standard FO 1 017 §14 Mr, And P2 USD 26,050.00 Open
51091781203 0 Dragen Of Standard FO L 1.284.00 Closed
o 031781188 0 Dragon OI Standsrd PO 4/30/201713:24 Mr, Ant Pe USD. 22¢ Closed
7 1051721082 1 Dragon O Standard ISTOCK (00 4/26/2017 17215 Mr. Kanl - USD 23,004.00 Open
2 103170530 1 Dragon. 4/16/2017 14:82 Mrs. Mou; USD 4,230.00 Closed
5 v
wlmm Rev Operating Uit Document Type Description Ovder Date ~ Buyer ige By At
y ! Ty

e ———————

Dragos 08 (Y
Dragos Of ( yso 36,050.00 Opan
Dragon 04 ( uso 128400 Closed
3400 Closd
TOCK {(000) ~ Winter Jackets usd 25,004,00 Open
16-A06- 2017 14:42:25 v 4,440.00 Clesad
Dragom Od (Y 32002017 11:43:42 uso 1,20000 Closed
Dragos O ( 03-Apc-2017 14:55:17 uso 22000 Closed

PO Number: This is an active link that can open the Purchase order.

Rev: This is the document revision of the PO; this is also an active link that will open to the purchase
history page.

Operating Unit: This is internal to the Dragon Oil company Structure

Document Type: This column displays the document type of the order, like ‘Standard PO’ standard
purchase order), Blanket Purchase Agreement.
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Description: This will display any description that’s on the document.

Order Date: The Order Date column on the above page displays the time at which the purchase order
was last modified, so this is a good sort criterion that can be utilized to identify the latest orders first.

Currency: The PO currency

Amount: The total amount (cost) on the PO

Status: This is the PO status

Accepted: Acknowledged by the Supplier and open for transaction

Closed: Order is closed for transaction

OPEN, VIEW ORDER.

1. To view the Purchase Order, click on the Purchase Order Number Link, it will open the
Purchase Order.

Select PO Number Rev Operating Unit Document Type Description
) |1051741632 Dragon Qil (Turkmenistan) Limited Standard PO
76 0  Dragon Oil (Turkmenistan) Limited Standard PO
0 |Dragon il (Turkmenistan) Limited Standard PO
( )
( )
( )

) 10517412030  Dragon Qil (Turkmenistan) Limited |Standard PO
1051741184 0  Dragon Qil (Turkmenistan) Limited Standard PO
) 10517410821  Dragon Qil (Turkmenistan) Limited |Standard PO STOCK (000) - Winter Jackets

2. After selecting the link, the purchase order will open up as follows
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Purclase Orders  Agreements | Purchase History | Work Confirmations
ros Purchase Orders >
Standard Purchase Order: 1051741632 0 (Total USD 510.00)
CTaRyATL Acors [View Recens [v] | Go | [(Bport
‘Order Information
General Terms and Conditions Summary
Toal 510.00
Toal 510,00 Payment Terms 30 days from voce Receved 31000
Supgher | Carnier Ivoced 0.00
Suppler St PURCHASING FOB HAZAR Payment Status  Not Paid
Address Fraght Tems  DELIVERED DUTY PAID
Shipping Conyral
D,
Buyer Mr, A amessaran Ship-To Address
Order Dote 14 Xv-2017 00:47:07 Address HAZAR-BALKANABAT HIGH ROAD, 9THKM
Descrption HAZAR
Sas Open 745000
Note t Supplier
Operatng Ut Dragon O (Turkmenistan) Limited '
Sourcing Document 203242 Bill-To Address
Supplier Order Number
Azadvments  None Address 9/1 ATA GOVSHUDOV STREET
ASHGABAT
749013
Ashgabat, 744013
PO Detais
m.IMA Type Item/Job Suppler tem Description UOM Qty Price Amount Status Attache
S Hds 1 Goods MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL LOGO; OTHER SPEC AS PER OFFER EACH 2 255 510000 0pen

3. You can View Receipts, Invoices, and Payments by selecting respective Actions drop down
values.

T T T
Purchase Orders Agreements ~ Purchase History | Work Confirmations:
Orders Purchase Ordars >
Standard Purchase Order: 1051741632 0 {Total USD 510.00) 1§
Currency=USD Actions ecops | E Bport View PDF |
View Invorces i = -
View Payments
~ Order Information N i view Sh:;nm I
General Terms and Conditions ekt
Toal 510.00
Tol  510.00 Payment Terms 30 days from Invoice Received  510.00
Supplier ECONOMIC SOCIETY SER Carnier Invoiced  0.00
Supplier Site PURCHASING FOB HAZAR Payment Status  Not Paid
Address  OFFICE 308A, YIMPASH BUSINESS Freight Tems  DELIVERED DUTY PAID
CENTRE (
54 TURKMENBASHI AVE, 744013 Shipping Conyol
ASHGABAD,
Buyer Mr. Ani Paamesvanan Ship-To Address
Order Date. 14-Am-2017 08:47:07 Address HAZAR-BALKANABAT HIGH ROAD, STHKM
Description HAZAR
Sats Open 745030
Note to Supplier
Operating Unt  Dragon Oll (Turkmenistan) Linited 2
Sourang Document 242 Bill-To Address
Supplier Order Number
Attachments  None Address  9/1 ATA GOVSHUDOV STREET
ASHGABAT
744013
Ashgabat, 744013
PO Details
Show All Detais | Hde All Details
DetadsUne « Type Item/Job Suppler tem Description UOM Qty Price AmountStatus Attachments Reason
de 1 Goods MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL LOGD; OTHER SPEC AS PER OFFER EACH 2 255 51000 0pen

VIEW RECEIPTS FROM PO :
This will take you to the Receipts page and will display receipts made against the subject PO.
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Home I Orders I Finance l Admin
Purchase Orders | Agreements | Purchase History | Work Confirmations
Orders: Purchase Orders >  View Order Details >
Receipts for Standard Purchase Order: 1051741632
| Het Promised
Receipt PO ber|Li hil D p UOM Ordered Returned Received Defects Location |Receipt Date |Date Need-By Date Performance
17155651051741632|1 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; EACH 2 2 DOTL- 27-Jun-2017  07-Jul-2017 08-Sep-2017  Early
STYLE 61130; DOTL LOGO; OTHER SPEC AS PER OFFER Hazar 12:59:13 12:30:46 00:00:00

VIEW INVOICES FROM PO:

This will take you to the View Invoices page and display all invoices matched against the subject PO

o T vwders T rinance T i T .
Create Invoices | View Invoices | View Payments
Orders: Purchase Orders =  View Order Details >

Invoices for Standard Purchase Order: 1051741632

Invoice \Invoioe Date v Type Currency | Amount  Due Status
INV2345 28-Jun-2017 Standard USD

On Hold Payment Status Remit-to Supplier Remit-to Supplier Site  Due Date
510.00| 510.00 In-Process Not Paid

28-JUL-2017

Y PO b

p
1051741632 |1715565

Return to View Order Details

VIEW PAYMENTS FROM PO:

This will redirect you to the View Payments page and display all payments for invoices related to this
PO

Home | Orders | Finance | Admin
Create Invoices | View Invoices | View Payments
Orders: Purchase Orders = View Order Details =

Payments for Standard Purchase Order: 1051741632

Payment Remit-to Supplier

Remit-to Supplier Site Payment Date
No results found.

Currency

Return to View Order Details
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FINANCE PAGE.

In this page, you can create invoice, verify submitted invoice status and verify payments status as
well.

Hnmelﬂrders Finance J Admin
Create Invoices | View Payments

Invoice Actions

Create Invoice  [Witha PO |v

Search
Note that the search is case insensitive
Supplier L__.._.—---——""™ Purchase Order Number
Invoice Number e O %
LR R ' = I Invoice Date To @
example: 27-Jun-201
Invoice Status o~ Currency
Go | | Clear |

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status  Withdraw Cancel  Update View Attachments
No search conducted.

Create Invoice  |Witha PO |v| | Go |

CREATE INVOICE

The Create PO Based Invoice button enables you to create Invoices matching to a PO.

1. Click on GO Button from the Create Invoice sub-menu.

ione | Qpdere § Finance | Admin
Create Invoicesll | View Invoices | View Payments
Invoice Actions

I Create Invoice [Wlth aPO EI

Search
Note that the search is case insensitive
Supplier L__.._._---——" "™ Purchase Order Number
Invoice Number Tnaice Amaunt %
Invoice Date From | __Ii} il Invoice DateTo [ [
example: 27-Jun-201
Invoice Status [ Currency
Go | | Clear |

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status  Withdraw Cancel  Update View Attachments
No search conducted.

Create Invoice  |Witha PO |v| | Go |

2. In the Purchase Order Number field enter the PO number for which you want to
create Invoice
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Hnmlﬂrdem]mm]ndmh
Create Invoices | View Invoices | View Payments

> D D
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders i
Cancel | Step 1of 4 | Next

Search
Note that the search is case insensith Advanced Search
Purchase Order Numberf} |1051741632
Purchase Order Date =
(e 17
Buyer Q,
Organization Q,

Select Ttems: | Add to Invoice

Select All I Select Nong

Receipt Ttem Supplier Ttem Unit
Select Organization PO Humber ~ Num Line Shipment Item Description Mumber  Number Ordered Received Invoiced UOM Price  Curr Ship To
Dragon Ol 1051741632 1715565 1 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR 2 2 0 EACH255  USD DOTL-
O] (Turkmenistan) Uimited COVERALL; STYLE 61130; DOTL LOGO; OTHER SPEC AS PER Hazar

OFFER

cancel | step 1 of 4 [ Next

3. Click on Go button.

Hnmlﬂrdemlfhancelndmi\
Create Invoices | View Invoices | View Payments

> D D
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders i
Cancel | Step1of4 | Next

Search

Note that the search is case insensitive Advanced Search
Purchase Order Number |1051741632
Purchase Order Date

(wcample: 27-Jun-2017)

Buyer " §
Organization L= %
6o | | Clear |
Select Items: | Add to Invoice
Select Al | Select Hone
Receipt Ttem ppher Ttem Unit
Select Organization PO Number ~ Hum Line Shipment Item Description Humber Humber Ordered Received Invoiced UOM Price | Curr Fhip To
Dragon Ol 1051741632 1715565 1 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR 5 5 0 EACH255  usD boTL-
(m} (Turkmenistan) Limited COVERALL; STYLE 61130; DOTL LOGO; OTHER SPEC AS PER azar
OFFER

Cancel | Step 1 of 4 | Next |

The PO details will appear. You can verify the Quantity ordered in the PO, Quantity received and
Quantity invoiced.

Note: You will be allowed to create Invoice only if Receipts are created for the PO and only for the
received quantities. Same applies for the Service PO’s (amount based)
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Home IOrders ] Finance ] Admin
Create Involces | View Invoices | View Fayments

J 4 r ]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders

Step 1 of 4 | Hext

Search

HNote that the search s case insensitive Advanced Search
Purchase Order Number |1051741632

Purchase Order Date =

xample: 27-Jur-2017]
Buyer I ) Q
Organization Q
_Go | Clear
Select Items: | Add to Invoice |

Select All | Select None
Recelipt Ttem Supplier Ttem Unit
Select Organization PO Number ~ Hum Line Shipment Ttem Description Humber  Humber Ordered Received Invoiced DOM Price  Curr Ship To
ragon oil 1051741632 (1715565 |[1 il MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR 2 2 o EACH 255 USD DOTL-
[~ Frurkmenistan) Limited (COVERALL; STYLE 61130; DOTL LOGO; OTHER SFEC AS FER Hazr
OFFER

cancel | Step 1 of 4

4. Select the line for which you want to create invoice. For PO’s with multiple lines you can
select the lines for which Invoice creation is required or select all lines .
5. After selecting the lines click Next button. Invoice details page will open.

Home ‘ Orders I Finance ' Admin
Create Invoices | View Invoices | View Payments
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
* Indicates required field Back v Step 2 of 4 | Next
Supplier Invoice
* Supplier ECONOMIC SOCIETY SER * Invoice Number JiliNv234 X
TaxPayer D 101211005719
. i 201
* Remit To PURCHASING 4 .~ e
waampla: 2 y
Address OFFICE 308A, YIMPASH CENTRE 54 '_——]
3 T v
AVE, 744013 Invoice Type |Invoice
Currency USD
Remit To Bank Account Invoice Description
Attachment None. Add...
Customer
Customer Name Dragon Oil (Turkmenistan) Limited
Address Hazar-Balkanabat Highway Hazar dty TM
Items
Item Supplier Item Available Unit
PO Number Line Shipment Number Item Description Number Ship To  Quantity “Quantity Price  UOM Amount
10517416321 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL DOTL- 2 2 255 EACH 510
LOGO; OTHER SPEC AS PER OFFER Hazar
Cancel Back | Step 2 of 4 | Next

The Remit to address will default as per in the PO and the Bank Account number will default as per
the PO Currency. The Bank account number will be your latest updated bank details.

6. Enter the Invoice number in Invoice Number field. (Invoice numbers are unique. System will
not allow you to create new invoice which are previously used numbers)
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Home ' Orders ] Finance I Admin
Create Invoices | View Invoices | View Payments
7 g g
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details

* Indicates required field

ok | tp 2ot Lot |

Supplier Invoice
* Supplier  ECONOMIC SOCIETY SER * Invoice Number [INV2345 x
TaxPayer 0 101211005719 N o @
* Remit To PURCHASING 2 e ,27:’“‘1&7_,,‘. -
Address OFFICE 308A, Y CENTRE 54 o
)
AVE, 744013 Invoice Type |Invoice v

Currency USD
Remit To Bank Account Invoice Description

TR

Customer Name Dragon Oil (Turkmenistan) Limited
Address Hazar-Balkanabat Highway Hazar city TM
Items
Item Supplier Item Available Unit
PO Number Line Shipment Number  Item Description Number Ship To  Quantity “Quantity Price  UOM Amount
1051741632 1 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL DOTL- 2 2 255 EACH 510
LOGO; OTHER SPEC AS PER OFFER

Hazar

Cancel | | Back | Step 2 of 4 | Next |

You are required to attach the scan copy of your invoice which is mandatory and also you can
attach any supporting documents related to invoice from the attachment section.

7. Click on Add button to add attachments. Attachments section page opens.

o T orders ] tmance ndie | T . e
Create Invoices | View Invoices | View Payments
Finance: Create Invoices >

Add Attachment
Cancel Add Another| Apply
Attach y Inf
Title |[Invoice Copy > 8
Description
> 9
Category From Supplier
Define Attachment
Type @ File Browse... ey 10
OurL |
OText

8. Enter a title for the attachment in Title field
9. Enter Description if required
10. Click on Browse button to attach the document.
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Home l Orders I Finance I Admin

Create Invoices | View Invoices | View Payments
Finance: Create Invoices >
Add A h
-
& Choose File to Upload - - ===
s
Attachi y Infe i O(\:)v‘- Desktop » ~ [ 43 [ Seorch Desktop o]
Title [Invoice Copy Organize v New folder B il @
Description - -
’ W Favorites E 5 Y L
Metwerk [l
Bl Desktop h System Folder W
Category From Supplier & Downloads
£ k Supplier manuals
& Libraries n’- File folder
Define Attachment 4 i
@ Documents
Tooon o) Music = I Usermanual
I File folder
[ Pictures
B8 Videos £ 1051640917
5 Foxit Reader PDF Document
¢ ] 383 KB
8 Computer @
B Sucterm Win7.6d = EEF | 1051640917_Mater Agreement -
File name: Invoice for PO 1.docx ~ | AllFiles (") -
\
Cancel ‘ Add Another ‘ Apply |

11. Select the file from your computer location and click on Open. The file will get upload

Create Invoices | View Invoices | View Payments
Einance: Create Invoices >

Home | Orders | Finance | Admin

Type @ File C-\Users\psubramaniam\Desktop\invoice for PO 1 docx

Browse...

Add Attachment
Cancel I Add Another Apply
Attach y Infi
Title IInvmce Copy
Description
Category From Supplier
Define Attachment

Cancel Add Another | Apply ‘

12. Click on Add Another button to attach more documents.
13. Once attachments are completed click on Apply button
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Dhetasity Wlargs T Favirw and Swbet

e Coafirmarin
Amackinant TAC on job complatisn decs: has been sdded succesalully but not committed; i weuld b commmed whin pu comiml t nicl of Se oarent Fenasctian.

Cresne Invoice: Datails
* fncheadig riguaned [kl

Cance| Back | Shap 2 el 4 | Megt
Suppher Iriwpice:

= Supplesr  ECORDMIC SOCIETY SER
Tow Fayer I 101211005719

" Ievoice Fumbsr |[IMW2345

- e [B-mmanl?
= Bemdl Te |PURCHASMG = Brwvoice Dt ||28-Jus-201
Scddegis DINICT J00A, YEMPASH BUSTNESS CUNTHE 54 TURKMENRASHL - I_.—'“" -
AVE, TAH00T ASHGARAD Brvoice Type: | Irvoice

Curancy USDH

Rt Ty Bank Acoount Irwosce Disoriphion |

Attnchment s | Add,

On clicking on Apply confirmation message will be displayed that your attachments are uploaded
successfully.

T T T I

Create Invoices | View Invoices | View Payments
) 2

Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
* Indicates required field Cancel [ 0 '-75 Step 2 of 4 77—777“
* Supplier  ECONOMIC SOCIETY SER * Invoice Number [INv2345 x
Tax Payer ID 101211005719 . '-——— -
* Remit To |PURCHASING Q SREEEDER 127 o 2017 SN
Address OFFICE 308A, YIMPASH CENTRE 54 .
T P
AVE, 744013 Invoice Type |Invoice
Currency USD

Remit To Bank Account

Invoice Description

Attachment None, Add...

Customer Name Dragon Oil (Turkmenistan) Limited
Address Hazar-Balkanabat Highway Hazar city TM
Items
Item Supplier Item Unit
PO Number Line Shipment Number  Item Description Number Ship To  Quantity “Quantity Price  UOM Amount
1051741632 1 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL DOTL- 2Azss EACH 510
LOGO; OTHER SPEC AS PER OFFER Hazar

cancel | | Back | step 2 of 4 | mext |

14. Enter the number of Quantities for which you need to create invoice and click on Next Button.
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[Create Invoices | View Invoices | View Payments

@ & G )
Purchase Orders Details Manage Tax Review and Submit

Save | | Back StapEafl Next ISuhmit

Create Invoice: Manage Tax

Supplier Invoice

* Supplier ECONOMIC SOCIETY SER * Invoice Number INV2345

Tax Payer ID 101211005719 = Invoice Date  28-Jun-2017
* Remit To PURCHASING Invoice Type Standard
Address OFFICE 308A, YIMPASH BUSINESS CENTRE 54 TURKMENBASHI * Currency USD
AVE, 744013 ASHGABAD Invoice Description
Remit To Bank Account 23202840170668609763000 Aftachment Attachment List...

Customer

Customer Name Dragon Oil (Turkmenistan) Limited
Address Hazar-Balkanabat Highway Hazar city TM

Items
Supplier Ttem Available Quantity To Unit
PO Number Line Shipment Item Description Number ShipTo Qty Invoice UOM Price Amount
10517416321 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STYLE 61130; DOTL LOGO; OTHER DOTL- 2 2.00 EACH  255.00 510.00
SPEC AS PER OFFER Hazar
Invoice Summary

15. You will be moved to Manage Tax page. Kindly ignore this page and click on Next button as
this function is not provided to suppliers.

COECREEOEE . e B e |

|Create Invoices View Invoices View Payments

] J
Review and Submit

Cancel |  Save | Back |Step4of4 Submit

) y
Purchase Orders Details Manage Tax

Create Invoice: Review and Submit

Supplier Invoice

* Supplier ECOMOMIC SOCIETY SER *Invoice Murrber  TNV2345

Tax Payer ID 101211005719 * Invoice Date  28-Jun-2017
*Remit To PURCHASING Invoice Type Standard
Address OFFICE 3087, YIMPASH BUSINESS CENTRE 54 TURKMENBASHI AVE, * Currency  USD
744013 ASHGABAD Invoice Desaiption
Remit To Bank Account  232028401706686097 63000 Attachment Atachment List..

Customer

Customer Name  Dragon Oil ( Turkmenistan) Limited
Address Hazar-Balkanabat Highway Hazar city TM

Items
PO Number Line Shipment Ttem Description Supplier Ttem Number ShipTo  Awailable Qty Quantity To Invoice UOM Unit Price Amount
10517416321 1 MEN'S TEMPERATURE FR COVERALL - TEMPERATE FR COVERALL; STWLE 61130; DOTL LOGO; OTHER SPEC AS PER OFFER DOTL-Hazar 2 2.00[BACH  255.00 510.00
Invoice Summary

Trems 510.00

Less Retainage 0.00

Freight 0.00

Miscellaneous 0.00

0.00

Total (USD) 510.00

Cancel | [Save | “Back |Step4of4 _Submit |

16. Review the detail and click on Submit button to submit your invoice.

You can also save the invoice to submit later by clicking on Save button.
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Home | Orders | Finance | Admin
|Create breokes View Imvoices iy Payments
']

Punchass Orders Dt anacs Tax Rarvierw and Submit

& Confimmagion
Imenice THVZ34S wias submithed o our Aocounts Payable Separtment o 28-Jen-2017. The cenfirmation number for Bhis imvoioe is the inveioe sumer. You can query its status by using Seardh by navigating to the Home page.

Irvasicec IV H

Printabie Page | [ Create anoamer ]|
Suppher

® Suppler  ECOMDMIC SOCIETY SER ® Iwoios Humier TWI345

Tax Peyer I 1001211005719 ® bretich Date  20-Jun-M117
* Hemit To  PURCHASING Irvoice Type  Standard
Address  OFFICE 3084, YIMPASH BUSINESS CENTRE 54 TURKMENBASHI * Curency USD

ANE, 744013 ASHGARAD Irreicn DacRcripiion

1 FENIZRA00 NOG60605 M6 1000 Aftechimant HF-

Remi To Bank A

17. A confirmation message will be displayed confirming on your invoice submission. Your
Invoice will go for an approval process with in Dragon Oil Payables team and you will be
informed over email once your invoice is validated and approved.

VIEW INVOICES

View Invoices page enables you to search for and view details of an invoice you have submitted to
Dragon Oil. You can search using any or all of the search options on the page under either simple
search or advanced search.

Navigation: DO iSupplier Portal Full Access>Invoice Tab = View Invoices Subtab

iome | oz | nance | e | . I

Create Invoices | View Invoices | View Payments

View Invoices

(example : 1234-2)

Payment Number

Invoice Status .
Go Clear

Invoice Oon
Invoice Date Type Currency Amount Due Status Hold
No search
conducted.

Due Date From

Remit-to
Supplier

Payment
Status

Simple Search
Advanced Search
Invoice Number Payment Status .
PO Number Invoice Amount From To I
(EEILSH ER Amount Due From To |
Release Humber Invoice Date From | a To | EI

aTul

(example: 28-Jun-2017)

Discount Available

Receipt Date

Remit-to Supplier Due PO
Site Date Payment Number

Export
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e Enter the search criteria, and then click on GO button.

Sample Search
Advanced Search

Payment Status v

Irwvoice Number

PO Number E‘ Fwoice Amourt From l o |
e LI Amount Due From | To |
Release Number | N — =
Imoice Date From | To |

eamthuhn Due Date From = e[ =
Almoics s zarB | exepie: 26 Jurr-201 ] K

ENENGYH L M
e s | 1] T T

Payment Remit-to Remit-to Due Discount Available
[Invoice Invoice Date ~ Type  Currency Amount Due Status Status Suppher Suppler Ske  Date Payment PO Number Receipt Date Discount Attachments
45 28-3un-2017  Stendard USD 510.00 510.00 In- Not Paid 1
Process

27-May-2017  Standard USD 4,440.00 4,440.00 Approved Not Paid
27-May-2017  Standard USD 1,284.00 1,284.00 Approved Not Paid
27-May-2017  Standard USD 324.00 324.00 Approved Not Paid
27-Moy-2017  Standard USO 1,200.00 1,200.00 Approved Not Paid
10-Apr-2017  Standard USD 22000  0.00 Approved Paid

16-Mar-2017 Standard USD 47,174.00 0.00 Approved Paid

A. Invoice Number: This is the Invoice Number entered in Dragon Oil system. This is an active
link and the user can click on this link to see further details as shown below. The user can
also export this data.

Home | Orders | Finance | Admin
Cnuu hnlns View Invoices View Payments
Standard Invoice: 15 (27/05/2017) (Total USD 1.284.00)
: Export
Paid  0.00
Invoice Date  27-May-2017 Rem  1,284.00 Discount Taken  0.00
Status  Approved Freight 0.00 Oue 1,284.00
0On Hoid Miscelaneous  0.00 Status Hot Pald
Satch DOTL_ ASS _MATERIAL Yex .00 Payment Date
Altachments None Prepayment  0.00 ERTE
Suppber [7=T0T t Retainsge  0.00 ki .:"0 days from
Suppler Site . PURCHASING Withholdng Tax  0.00
Address € v = amer = e BUSINESS CENTRE Total 1,284.00
Serenrame S 3
ASHGABAD,
Invoice Lines d Pay Hold
Une ~ Type Description Qty VOM Price Tax Incduded Amount  Retainage Status PO Number PO Line PO Shipment Buyer Receipt
1 Iem  Hangers 100 EACH 2.05 205.00 0.00 Approved P, 1 1 ; 1 J
2 e Staniess steel plate holder 1 EACH 90.00 90.00 0.00 Approved 74 2
Rem  home type dish washer 1EACH  695.00 695.00 0.00 Approved 3
4 Rem  wall mounted kitchen utensil hoider 3 EACH 98.00 294.00 0.00 Approved 4
Export

B. Invoice Date: This is the date on which the invoice has been created - either by Dragon Oil
or by the supplier.

C. Invoice Type: Supplier should note the most common type of invoice will be ‘Standard, the
supplier may also see ‘Debit Memos’ for material returns to Suppliers.

D. Currency: This is the invoice currency approved by Dragon Oil
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E. Amount: This is the amount on the invoice.

F. Due: This is the amount in due to be paid.

G. Status: This shows whether Dragon Oil payables has approved the invoice for payment.

H. On Hold: This shows if an invoice has gone on hold at Dragon Oil. You can see the hold
reason from the “View Invoices’ page, the ‘Invoice Details” page, or by clicking on the hold
itself which is an active link.

I. Payment Status: This column indicates whether the payment has been issued or not. “Not
Paid” means the payment has not been made; ‘Paid” indicates the payment has been issued.

J. Due Date: This is the payment due date based on the payment terms agreed with the
Supplier.

K. Payment: This column shows the payment number generated in the Dragon Oil Payables
system. This is an Active link and clicking this link will open the Payments Information

page.

L. PO Numbers: This displays the Purchase order number if the invoice is against a single PO.
It will display "Multiple” if there are multiple purchase orders against this invoice, which
will typically be the case. These fields are active links and clicking them will take the user to
the purchase order information.

M. Receipts: Receipt number against the PO.

Home | Orders | Shipments | Finance | Admin

View Invoices | View Payments
Finance: View Invoices = View Invoices =
Standard Invoice: 144299 (Total AED 8,725.00)

Currency=AED Export
Payment Information
General Amount Summary Paid 8,725.00
Discount Taken  0.00
Tnvoice Date 22-Aug-2015 Item 8,725.00 Due 0.00
Status Approved Freight 0.00 Status Paid
0n Hold Miscelaneous 0.00 Payment Date 01-0CT-2015
Attachments None Tax gp @ Wl bl
Suppler SILVER STAR ELECTRONICS LLC Prepeyment 0,00 Term Immediate
Supplier Ste  UAE Retainage 0.00
Address SUITE # 302, ATRIUM CENTER BLD Wikholding T2x 0,00
BANK STREET, BUR DUBAIL Total 8725.00
DUBAL '

Invoice Lines = Scheduled Payments = Hold Reasons

Line~  Type Description QtyuoM Price Tax Included ~ Amount Retainage Status PO Number POLine PO Shipment Buyer Receipt

1 Item  KENSINGTON LAPTOP LOCK 40 EACH 71.00 2,840.00 0.00 Approved 1011540312 2 1 d 1011550307

2 Item  Del Lattude E7430 1EACH 5,885.00 5,885.00 0.00 Approved 1 1

Refu Export
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VIEW PAYMENTS.

Payment inquiry enables you to view the history of all the payments to your invoices
completed by the buying company. You can use the View Payments page to search using various
search criteria.

Navigation: DO iSupplier Portal Full Access>Invoice Tab - View Payments Subtab

Home ] 0rdvr51 Finance IMmiﬂ
Create Invoices | View Fnoces
\-'IOY':W |‘_n1mmxu
I Export
Simple Search
o that the soarch s case insensitive Advanced Search
Payment Number | Status 8
Invoice Numbar | Payment Amount From | To |
PO Number Payment Date From [ o[ =
Reifaase Number
1-25 (V| e 2 @
Payment Date Currency = Amount Method Status  Status Date Bank Account Invoice PO Number
16-May-20 uso 220.00 Electronic Reconciled 17-May-2017  SC8 USD DOTL Cuvuarns
UsD 47,174.00 Electronic Reconciled 24-Apr-2017 SCBUSD DOTLC.TZ
SO 47,174.00 Electronic Voided 18-Apr-2017  SCB USD DOTL
o 16-Mar-2017 usp 3,815.00 Electronic Reconciled 20-Mar-2017 SCBUSDDOTLC
. 14-Mar-2017 UsoD 4,532,50 Electronic Reconciled 20-Ma 7 SCBUSDDOTLC
sl PURCHASING 02-Feb-2017 uso 1,750.00 Electronic Reconciled 13-Feb-2017 SC8 USD DOTL C.
oo’ PURCHASING 17-Jan-2017 uso 4,155.00 Electronic Reconciled 23-Jan-2 SCB USD DOTL CT
IR PURCHASING 10-Jan-2017 uso 47,100.00 Electronic Reconciled 15-Jan-2017 SC8 USD DOTL
TR PURCHASING 08-Dec-2016 Usp 485.00 Electronic Reconciled 11-Dec-2016 SCB USD DOTLQUT"Z

Payment: Click on the payment number link to view details of the payment. This is an active link and
clicking this active link will redirect you to the Payments Details page where you can see the payment
details including the invoices, invoiced amounts, and the purchase orders for the payment you are
viewing. This can also be exported to excel for easier viewing, sorting, and manipulation.

nowe T orters T rinance T aanin . I 0
Create Invoices | View Invoices | View Payments
Finance: View Payments >

Payment: 511703276 (Total USD 220.00)

Remit-to Supplier

ECONOMIC SOCIETY SER

Payment Date 16-May-2017 Supplier ECONOMIC SOCIETY SER
Method  Electronic Supplier Site PURCHASING
Status Reconciled Address OFFICE 308A, YIMPASH BUSINESS CENTRE
Status Date 17-May-2017 54 TURKMENBASHI AVE, 744013

Remit-to Supplier Site  PURCHASING Bank Account SCB USD DOTL CURRENT 0102389515701
Included Invoices
Invoice Invoice Date Type Currency Amount Status Payment Status Payment PO Number Receipt Attachments
10 (10/04/2017) 10-Apr-2017 Standard uso 220.00 Approved Paid 220.00 1051740913 1713193
Return to Finance: View Payments Export

ASHGABAD

Payment Date: This is the date on which the payment was created.

Currency: Currency in which the payment is being made.

Amount: Total Amount paid.
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Method: Method of payment set up for the Supplier.
Status: This is the status of the invoice.

Invoice: This is the invoice against which this payment is being made. This could be one or multiple
and this is also an active so clicking this will open the View Invoices page which will display the
invoice(s) against which payment is being made.

PO Number: This is the PO number against which this payment is being issued. This could be one or
multiple and this is also an active link so clicking this will open the View Invoices page which will
display the invoice(s) against which this payment is being made.

SUPPLIER HELP & SUPPORT

The first level of contact for the Supplier user is the Dragon Oil Vendor support and the contact details
are as follows:

Phone: 0097143053656
Support will be available from 8:00AM to 4:00PM DXB time, Sunday to Thursday.

Email: vendorsupport@dragonoil.com

If Suppliers finding difficult to describe a problem we highly recommend Supplier to send in a
screenshot of a particular problem or issue along with a brief description of the issue with user’s
contact details. This is a very effective method if the user is facing any issue related to iSupplier portal.
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