
Supplier Retention Refund Request via 
EtihadWE Supplier Portal

Invoice Status

EtihadWE supplier portal 
provides run time status 

update for supplier invoices 
for all processing phase till 

payment along with clearing 
& retention details.

Invoice Retention Refund

EtihadWE supplier portal 
provides all the invoice 
retention details and 

facilitate the suppliers to 
request for refund when 

the retention is due.
Approval process has been 

developed for all the 
retention approvals

Excel Export Function

EtihadWE supplier portal 
enables suppliers to 

export all the documents 
list into Microsoft excel.

What’s new?
EtihadWE Supplier Portal has been updated with new key 
functions like  Invoice Status, Invoice Retention Refund & Report 
Export Functions.



Invoice Status

What is Invoice Status?

Suppliers can view the invoice status of their 
submitted invoices based on the current 
processing phase from EtihadWE finance.
• The document is submitted status will be 

“Document Submitted”.
• The document is approved by EtihadWE 

finance, status will be “Accepted by 
Customer”

• The document is rejected by EtihadWE

finance, status will be “Rejected by 
Customer”

• When the payment is completed, status will 

be “Payment Made”



Suppliers can now request for a due 
retention through the new option 
“Retention” in the supplier portal.

• Supplier can create a single request for 
multiple retentions documents.

• Refund request button will be active 
only for the documents which are due.

• Suppliers can monitor the status of their 
retention request in the Retention
menu.

• All the retention requests will be 
automatically notified to the EtihadWE 
concerned individuals.

Retention Refund

What’s Retention Refund 

Process?



Excel Export 
Function

What is Export function?

Suppliers can now download all the list of 
documents into excel work book using the 

“Download to Excel” button available in the 
application toolbar.



Create retention 
refund request





Retention Refund Approval process Flow

Retention Refund Request
Supplier creates the 
retention refund requests 
through the EtihadWE
supplier portal

Level 1 Approval
All retention refund requests 

will be send to the Director of 
the concerned department 

for the approval.

Level 1 Approval
All level 1 approved retention 
requests will be send to the 
Manager of Finance for 
approval.

Automatic Processing
All the final approved 

retention requests are 
automatically cleared and 

new retention document will 
be created.

Automated PV
For all the approved & cleared 

retention requests, payment 
vouchers will be created & 

upload to the open text system.

PV Approval & Clearing
From the automated payment 

voucher created, finance can 
continue the payment voucher 
approval process & further the 

clearing process


