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Supplier's User Guide for

Supplier Invoice Management
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The user guide provides the steps that the supplier Objective
need to follow to upload invoices with its supporting

documents to claim payments through Supplier
Invoice Management Portal.
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Supplier Invoice Management (SIM)
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To Access SIM Platform follow the next steps.

1.0pen your browser and navigate to https://sim.kidana.com.sa.

2.Enter your Supplier ID, you find it Printed on Contract or
Purchase Order to access the Platform.

3.You will receive an OTP at your registered email with Kidana.

4. Use The OTP to Access the Platform.
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« From Side menu click on invoices as per Image (1) dolal Lle haall -
» Click on add invoice (2) (3) olais asbadl cuoi ail auis joghd ol
» Fill the required data accurately : (4) pladl Sl 6)gilo dobal @bl

01 02 03 04

PO or Contract Number Invoice number Invoice date Project Manager Name

05 06 07 08

Project Manager Email Description Subtotal VAT Amount

« Attach PDF copy of the Service entry sheet - delivery note - Project completion doc. (Only PDF is allowed)
« Attach PDF copy of the Draft Invoice doc. (Only PDF is allowed)

* The attachment can be repeated in the 'attachments' field in case the project does not require the Service entry sheet -
delivery note .

 Click on submit
« Success message will appear (3
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Project abstract and draft
invoice submission

Supplier Invoice Management
(SImM)
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Supplier Invoice Management (SIM) Supplier Invoice Management
(SIm)
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 After receiving an email Allowing to upload the Final Tax Invoice (1) = sl allna-iys nilgall (5
« From Side menu click on invoices as per Image (2) : wb;;if:'m
 Click on the required invoice Tt Aot 5l
* Click on Edit (3) 58 5 oyl oo

idana.com.sa gapizall yial igySalYl 1y

 Attach PDF copy of the Final Tax invoice (Only PDF is allowed) _— gl
» Click on Save Changes (4)
« Success message will appear (5) P o
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Suppliers can view submitted invoices

Suppliers can view invoice status

Invoices cannot be edited after submission unless Its In
following statuses ( Rejected, Pending)

Supplier can view rejection reasons
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