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Background

“Ooredoo Access/Pass Request” aims to streamline Access Request management for
Consultants/Contractors coming to Ooredoo via registered Vendors. The application will capture the
necessary application as mentioned below from the vendors and ensure that the respective authorities
do the necessary approvals and the access cards are ready as per procedure/policy.

The request will be going on two level of approvals. After getting all the approvals the request
status will be changed to approved and ‘Ready for Collect Access Card’.

Ooredoo does not allow people to enter any of their offices without having permission granted
by the Security department. The permission is granted through an Access Card which controls access to
building and office doors. The cards have electronic inscriptions about the Buildings/Floors/Offices where
entry is allowed for a specific period. The passes automatically expire after the End Date specified in a
pass is over.

The Security Pass Request Application is meant to manage the Security Pass Issue process of
Ooredoo for Contractors/Consultants deployed in Ooredoo offices against works undertaken by the
Vendors.

Objective
This guide will help with filling the Ooredoo Access Request online using iSupplier Portal
Assumption

We assume you are an approved Supplier with Ooredoo and have iSupplier portal access.

Business Processes Following are the Business Processes involved in the Security Pass Issue function.
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How to Login

Please login to the Ooredoo website https://www.ooredoo.qa/ = e-Procurement = Login

Scroll down to the bottom of the page and click on e-procurement as shown below

)| B https/ v coredoo.qa/portal/ DoredecQatatmor O« & || I8 Ooredoo - 4G LTE, Mobile, .. (S - — —

File Edt View Favorites Tools Help

CCXBEGCIENE) s-rvcoc  Promotions  Nepom  Help My Ooredoo A

IWant to... About Ooredoo

Explore Buy Manage My Services  More

Follow us

OO0000O

"ok -

)| B bttp=//waw.ooredoo.qa/portal/OoredooQatar/pro O = & || S8 e-Procurement Q- S —

File Edit View Favorites Tools Help

with all our Suppliers & Contractors."

Related pages
New Registration o Tenders and Auctions Training Documents

Click here to login using the credentials supplied to you.

Alternatively you can use the link https://www.ooredoo.ga/portal/OoredooQatar/procurement

Click the link below to open the iSupplier portal

1. Enter your username and password provided by Ooredoo.

L L ————
Q(':{)}@ hitps//ioerp ooredoo.qa/OA HTML/RF jpfunc © ~ @ || (& Ocredoo Secure Access Senvic.. | € Login X

File Edit View Favorites Tools Help

ooredoo

VT T,
*User Name

(example: michael.james.smith)
*Password

(wxample: 4u93v23)

canci |

Login Assistance

Acu:as-luhly{ None v

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.


https://www.ooredoo.qa/
https://www.ooredoo.qa/portal/OoredooQatar/procurement
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2. Once successfully logged in, it will open the Main Menu shown below

File Edit View Favorites Tools Help

coredoo EBusiness Suite

B2 Favorites v Logout Preferences Help

Enterprise Search |Al| | Search Results Display Preference |Standard .

Logged In As QTEL24@HOTMAIL.COM

Oracle Applications Home Page

Main Menu Worklist
Personalize Full List
=20 iSupplier Portal Full Access From Type Subject Sent Due
Home Page There are no notifications in this view.
= 53 oredoo Access Request for PRO “TIP Vacation Rules - Redirect or auto-respond to notifications.
El Home ¥ TIP Worklist Access - Specify which users can view and act upon your

notifications.

* iSupplier Portal Full Access: using this feature you can update your company profile, contacts
and bank account details.

* Ooredoo Access Request for PRO: using this feature you can access only the access request
module.

Note: - if your company has Individual PRO or Resource Manager, you can request this
responsibility from the Ooredoo security department. You must provide a company
authorisation letter, Passport, picture and valid company email account to the security
department.
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3. Once clicking on the feature you need, it will open the home page as shown below

ooredoo isupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help

Finance | Access Request

Search IPO Number E‘ I

| = [ Notifications. P
» Invoices

Subject Date M =
No results found. e Payments

Vendor Complaint Form

Home Admin Finance Access Request Home Logout Preferences Help

Copyright (c) 2006, Oracle. All rights reserved.

Privacy Statement

4. Once clicking Access Request, it will open the Access Request Home Page as shown below. The
first time will be display with an empty dashboard.

ooredoo jSupplier Portal

i Navigator v B Favorites ¥ Home Logout Preferences

(Submit ror Approvai -] | New Secure Pass Reques ...

Supplier Name iprocurement inc  Supplier Number 19999
Start Date  05-Oct-2006 End Date
Supplier Type

|z kiide, Mare. Search. Qations

Person Name | ] Gowpm [
Passport Number | | Accessrequestto [
Q Visa Number | Card Number |
Access Status | VJ
[ Go | [ clear |
g *

Access ID  Person Name  Passport Number  Access Start Date  Access End Date  Coordinator PO Number Contract Number  Card Number Group ID  Attachments Access Status

T

Submit For Approval ... _‘ _New Secure Pass Request ... |

Home Admin Finance Access Request Home Logout Preferences

Privacy Statoment Copyright (c) 2008, Oracke. All rights reserved




Access Reques

Home Page with Some Sample Data

ocoredoc Ooredo~ Access Req est for PRO

~| Supplier Details

7 Navigator v B Favorites v Home Logout Preferences

Submit For Approval ... New Secure Pass Request ...

Supplier Name iprocurement inc  Supplier Number 19999
Start Date  05-Oct-2006 End Date
Supplier Type

i Hide Mere.Search.Ontions

Group ID
Access Request ID
S

Card Number |

Access ID Person Name Passport Number Access Start Date Access End Date Coordinator PO Number Contract Number Card Number Group ID Attachments Access Status
224 Mok Khan 1234567890 04-Aug-2018 25-Aug-2018 Mathew, Mr. Cecil Koshy 2018/20192/1212 224 = alidatec
26 A121332112 04-Aug-2018 18-Aug-2018 Surampudi, Mr. Veera Venkata Satya Durga Prasad 2018/20192/1212
225 1 Templ 04-Aug-2018 25-Aug-2018 Surampudi, Mr. Veera Venkata Satya Durga Prasad Templ 223
Test2 23-Jun-2018 30-Jun-2018 Surampudi, Mr. Veera Venkata Satya Durga Prasad Test2 224 T ancelled
Submit For Approval ... | | New Secure Pass Request ...

Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

(1) Clicking on the New Security Pass Request will open a New Application Form.

Clicking on the Submit for Approval Button will open the selection page to submit valid and
rejected applications to Ooredoo coordinators.

(2) Displays the Supplier details who has logged into application. This area can be expanded
and collapsed.

(3) Supplier can search for a Access Request for consultants. This area can expand and
collapse.

(4) Clickingthe * will open a New Application Form. Clicking the = ~ will opena
selection page to submit valid and rejected applications to Ooredoo coordinators.

(5) This area displays a list of Access Requests as per search criteria, if you click on Access
ID/Person Name it will display details of each request. If you click on group ID, it will display
a list of access requests and associated request. If you click on status, it will display the
Action History of each Group.

How to create a Consultant?

New Secure Pass Request ... |

By clicking on the
as shown in screen shot.

Button you will be redirected to the following page
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System Messages
Access Request ID Filed Message
No search conducted.
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N Navigator v B Favorites v

Submit For Approval ... Cancel Request ] Duplicate Request... Save \ Cancel

Home Logout Preferences

“Name [ ] Status
* Last Name » ] Visa Sponsor Name l 77
* Job Title | * Q VisaType v

Gender [ V] “Qo/QVisaNumber [ ]

= Nationality v Q Visa Date of Issues @

* Phonel * Q Visa expiry Date [ | @
Phone2 [ | “Pasportumber [ ]

Email * Passport expiry Date | | @

* Access Start Date J Purchase Order IT|

] E

* Access End Date | | =

* Project Coordinater e-mail

Project Coordinater Name

Contract Referance |

{ = Access Locations |

* Reason I

O Approver Comment
Group ID
5 Access Request ID 238
Card Number
Required Documents for Access Request
Add Attachment |
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No resuits found.
Retum to Search Submit For Approval ... | | Cancel Request ‘ Duplicate Request... I Save | | Cancel |
Home Logout Preferences
Privacy Statement Copyright (c) 2006, Oracke. All rights reserved. (V]

H10% -

* Mandatory Data: - Enter the consultant using the required data in the Consultant Details
Region.

Name, Last Name, Job Title:

Nationality: (select from the list)

Phonel, Access Start Date, Access End Date,

Project Coordinator email: (select from the list),

Q Visa Type: (select from the list),

QID/Q Visa Number, Q Visa expiry Date,

Passport Number, Passport expiry Date, Access Locations, Reason

* Optional Fields: Enter the following optional fields in the Consultant Details Region.
Gender: (select from the list)
Phone 2, Email, Visa Sponsor Name, Purchase Order, Contract Reference
Mandatory Documents: Attached Following required Documents
1. Passport
2. Photograph - Passport Size (only jpg Format)
3. QatarlID
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4. Qatar Visa

5. Agreement of Contract (If the applicant sponsor company is different, please provide
Sub-Contract Agreement)

Sample Data following page as shown in screen shot:-

| & Confirmation

"bb021909.pcF attachment has been updated successfuly

Access Request ID Filed
24
24

| Submit For Approval ... | _Cancel Request | | Duplicate Request... | | Save | | Cancel
Message
Visa Expiry date Visa Expiry date shoukd not be less than Qatar Time
Passport Expiry Passport Expiry date should not be less than Qatar Time

* Name |Mohmad
TlamNeme [Khan |
“JobTue [Project Manager |
Gender

* QD /QVisa Mumber [ABDOIZIS67 |
* Natonalty [QATARI TRAVEL DOCUMENT(QTD) v| QVisa Date o Isses: [01-3an-2004 | 3
. * Q Viss expiy Date [303un-2018 |
* Passport Number 1234567890

* Passport expiy Datz [30-Jun-2018 | 7

* Access Locations [Ooredoo HQLHZ

*Roason [Testing Project
Aoprover Comment
GowID 224
Access RequestID 224
Card Number

\Category \Last Updated By JLast Updated \Usage Update Delete
Qatar ID QTELZ4SHOTMAILCOM 07-Aug-2018 One-Tme ’
QTELM4SHOTMAILCOM 07-Aug-2018 One-Time

Phot (jpg Format) QTEL24@HOTMAIL.COM

Od-Aug-2018 One-Trma
Betum n Seacch

Submit For Approval ... | | Cancel Request | | Duphicate Request... | | Save | | Cancel v!

®70% -



0o0recoo

How to Submit for Approval

By Clicking on the | submit For Approval . | i yain page you will redirected to the page as shown in
the following screen shot

Click the box which you want to submit for approval and click on the submit for approval button.

ooredoo

M Navigator v B Favorites v Home Logout Preferences

Access Request Review

Access Request List .
Select Object: | Submit Approval

Select All | Select None

Contractor Name Access Details ID's
Select First Name Last Name Locations Reason Start Date End Date Group ID Access Request ID Status
] mohmad Khan Ooredoo HQ1,H2 50850 04-Aug-2018 25-Aug-2018 224 224 Vvalidated
] satya Raidu Ooredoo HQ1,H2 50850 04-Aug-2018 18-Aug-2018 223 226 Validated

urn to Search Cancel
Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oradie. Al rights resarved



0o0recoo

How to Identify the Approval Status

By Clicking on Access Request in the main page you will be redirected to the page as shown in the
following screen shot

ocooredoo
M Navigator v B Favorites v Home Logout Preferences

Submit For Approval ... | | Cancel

Supplier Name iprocurement inc  Supplier Number 19999
Start Date  05-Oct-2006 End Date
Supplier Type
List of Security Pass Requests .
Group Request Contractor Passport  Passport QID / Q Visa Visa Expiry Contract Access Access  Approver
D D Name Nationality Number Expiry Date Q Visa Type Number Date PO Referance Reason Locations Start Date End Date Status Comment
224 224 Mohmad QATARI 1234567890 30-Jun-2018 RESIDENCE_PERMIT ABD01234567 30-Jun-2018 2018/20192/1212 Testing 04-Aug-2018 25-Aug-2018 Validated
Khan TRAVEL Project
DOCUMENT
(Qm)
Action History
Approver Action Action Reject
d Ac 1d Hi Action By Employee Name Performed Date Reason
446 224 Requestor Surampudi, Mr. Veera Venkata Satya Durga
Prasad
Submit For Approval ... I Cancel

Home Logout Preferences

Privacy Statement Copyright () 2000, Orscle. All rights reserved.

Canceling a Request:

Note: You will not be able to undo a cancellation.

Re-Submitting a Request:

Note: Resubmission is applicable only for lines having the status of Rejected. Before
resubmitting ensure that the reason for the earlier rejection is rectified.

The re-submission will nullify the earlier rejection reason in the Request, but the earlier
rejection reason will be visible in the Approval Comment Filed.
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