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How to Cancel an Unpaid or Incomplete Invoice

&(g LLCE TN RTEER GIENC VR EYS Suppliers wishing to cancel an invoice via the Supplier Portal

This guide provides information to assist you in cancelling and unpaid or
incomplete invoice, where the invoice has been created and submitted
via the Supplier Portal. This guide does not apply where invoices are
created and submitted outside of the Oracle system.

|:, What is this guide about?

E@ What related documents
should I refer to?

e How to Create and Manage Invoices against Purchase Orders

What is an Unpaid Invoice?

An Unpaid invoice is one which has been submitted to Essential Energy but has not had a payment linked to it. It
may have been created and submitted in error.

What is an Incomplete Invoice?

An Incomplete invoice is one which has been created via the Supplier Portal but has not been submitted. It may
have been created in error.

Notes:

e Use Cancel Invoice option where there are lines appearing against the invoice and the invoice number
does not need to be reused.

o Use Delete Invoice option where there are no lines against the invoice and the invoice number needs to be
reused.

¢ Some fields are Mandatory and are indicated by **
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System Steps of Cancelling an Unpaid or Incomplete Invoice
Login to the system.
1 Navigate to the Supplier Portal tab.

2 Click on the Supplier Portal app.

Good morning, Accounts NA
1

y Team Supplier Portal Procurement

+

Supplier Portal

3 From the Supplier Portal homepage, scroll down the Task list and select View Invoices.

essentia

energ
Supplier Portal

Tasks

Orders
Requiring Attention Recent Activity Transaction Reports
« Manage Orders Last 30 Days Last 30 Days
« Manage Schedules ~Agreements changed or canceled 3
« Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements 93 No data available

Channel Programs L L
« Manage Programs
Shipments

« WManage Shipments

« Create ASN  Orders to Acknowledge
M Schedules Overdue or Due Today
« Create ASBN Negoliation Messages

« Upload ASN or ASBN B Invoices Overdue
« View Receipts
« View Returns
Supplier News
Contracts and Deliverables
‘Thank you for your centinuing support of Essential Energy's Oracle Fusion system
« Manage Contracts .
Over the last few months understanding and awareness of the system has improved both for you

+ Manage Deliverables our valued suppliers and within Essential Energy.
Consigned Inventory With that in mind we are updating this news box with the most recent and common requests for
information

« Review Consumption Advices Did you know you can use the Supplier Portal as a one stop shop?

Invoices and Payments « You can review purchase orders and initiate changes to them which flow back to Essential
Energy
» Create Invoice « You can review and updale agreements (contracts)
+ You can create, mange and submit invaices

H « You can review and reconcile payments

Please note that use of the Supplier Portal is completely optional and unique to each suppier.

= View Payments
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‘ Step ’ Action

4

Enter either:

e the required invoice number in Invoice Number field (**mandatory) and Invoice Status =

Incomplete, OR

o the supplier name in Supplier field and Invoice Status = Incomplete

View Invoices

Search Results

4 Search

7 Invoice Number
Supplier Site v

Viewv 52 & Detach
Invoice . Purchase .
Number Invoice Date  Type order Supplier
vo31023 3oz Standard  EE00010580  Thew & Miccann Pty Ltd

Click on the Invoice Number to open it.

Note : If the invoice does not contain any line information (as seen above) use the Delete Invoice option at

step 8

| Agvancea | saved searcn [ Aninvoces v

* Atleast one is required

Consumption Advice

6 [ searen | e “H

Unpaid Invoice Invoice Payment

Amount Amount Status  Number Comments

Supplier Site

Cleveland AUD 2750AUD  Incom.

Go to Invoice Actions, select Cancel Invoice

= =

essentla&

energ

Edit Invoice @

Identifying PO EE00010580

Taxpayer ID
supptier st [N

CSustomer

Customer Taxpayer ID 37426185226

_ines

vieww + % B [ cancelLine

Purchase Order Consumption Advice

Unique Remittance Identifier Check Digit E

Attachments  screenshots docx 4 ¢

Name  Essental Energy

Address

Invoice Actions w | | S

Calculate Tax  CI

Cancel Invoice

Delete Invoice

Ty
Invoice Currency ~ AUD - Australian Dollar

Payment Currency AUD - Australian Dollar

* Number * Type Supplier ltem ltem Description Shipto Location  Tax Classification ‘;3’:;':3'9 Quantity Unit Price UOM “Amount  Descripti
“ Number * Line “ Schedule  Number Line v
1 Freignt v \:E‘ AUGSTSTOR w | 25.00 | freignt
Total 2500
« »
Summary Tax Lines
View v

Line * Regime * Tax Name Tax Jurisdiction ~ Tax Status * Rate Name Percentage Per Unit Amount
1 AUGST AuGsT Austraia AU Standard AuGsTSTD| v |

Message box will open, click OK to close the message

f\ Warning

‘You can't update the involce number or reuse the number once 's canceled. Do you want to continue and cancel the

invoice?
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‘ Step ’ Action

System will cancel invoice, click on Cancel to exit the View Invoice screen

10

Edit Invoice @

Identifying PO EE00010580

Taxpayer ID

supplier site [N v

Supplier Tax Registration Number v

Invoice Aclions v

Remitto Bank Account [ =

Unique Remittance Identifier Date /1022

Unique Remittance Identifier Check Digit

Invoice Currency ~AUD - Australian Dollar

Description

Payment Currency ~ AUD - Australian Dellar

Attachments  screenshots.docx

Number

Type Invoice

11

12

On the View Invoices screen, search for the invoice number again to confirm Cancelled status

essentia&

energ

'View Invoices

4 Search

m | Invoice Number | v031023
™ Supplier

Search Results

vew~ B Detach
Invoice . Purchase .
Number Invoice Date  Type ordar Supplier
V031023 31023 siendard 00010520 |

-] pv—

| Advanced | Saved Search [ Alinvoices v

* At least one is required

[ searen | meset] H

Supplier Site ;J“"‘g:;:
Cleveland 0.00 AUD

Invoice Invoice Payment

Amount Status  Number Comments

0.00AUD Cance

If you require further support, please contact suppliers@essentialenergy.com.au
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