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How to Create and Manage Invoices Against Purchase Orders — Quick RM

How to Create and Manage Invoices Against
Purchase Orders

LA I AP ET-R G T Suppliers wishing to create invoices against purchase orders in Oracle via
guide? the Oracle Supplier Portal.

Suppliers can enter all invoice details such as Identifying Purchase Order,
Invoice Number, Invoice Type, and Date through a single unified platform.
Suppliers can also search for invoices using various criteria such as
Invoice Number, Invoice Status, Paid Status etc. Invoices can also be
cancelled /deleted if not submitted for payment.

Who might use this
guide?

Note: some fields are Mandatory and are indicated by *

What related
documents should | °

How to Cancel an Unpaid or Incomplete Invoice
refer to?

What does the Create Invoice home

essential
energy

age look like?

aOFP @ @

Create Invoice @

Taxpayer ID
s Remitanc dnitrCheck Dt || e
doress Description
Attachments None d Payment Currency

Customer .
Customer Taxpayer ID v Name
Address

Lines
View w Cancel Line

Purchase Order Consumption Advice
* Number * Type

Supplier Item Item Description Shipto Location  Tax Classification ‘gﬂ:g'e Quantity Unit Price UOM “ Amount  Descrif
* Number * Line * Schedule  Number Line ol
No data to display
it

4 — »
Summary Tax Lines

View w

Line * Regime * Tax Name Tax Jurisdiction * Tax Status “ Rate Name Percentage Per Unit ‘Amount

No data to display

Totals

Definitions:

Invoice Header displays common information such as Supplier and supplier type, Tax Registration number
ABN), Invoice number, Invoice date and customer details.

ap @ @m

Create Invoice ®

v
suoprer T
TaxpayerID
T e
wouerse[ ] S
Description
Address Payment Currency
Attachments None 4
N
Customer .
Customer Taxpayer ID v Name
Address
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ﬁ How to Create and Manage Invoices Against Purchase Orders — Quick RM

‘ Overview

Invoice Lines shows details of goods and services including tax, freight and miscellaneous charges.
Summary Tax Lines shows tax (GST) Charges.
Totals shows total charges and costings on the invoice.

Lines | i

View v Cancel Line

Available Unit Price UOM * Amount Descrirl

Purchase Order Consumption Advice
* Number * Type Supplier Item tem Description Ship-to Location  Tax Classification it Quantity
* Number * Line * Schedule  Number Line ad
No data to display
Tatal ™
»

4 o

Summary Tax Lines

View v
Line “ Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

No data to dispiay.

Invoice Actions/Calculate Tax calculates relevant GST charges on an invoice.

Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
0.00 0.00

Retainage Due

Invoice Actions/Cancel or Delete Invoice allows an unsaved and unsubmitted invoice to be cancelled. Search
for the invoice number via View Invoices, highlight the invoice number to access the Invoice Actions field. An
invoice that has been matched to a purchase order is unable to be deleted but can be cancelled.

nRp &

=
essential
energy

Calculate Tax ~ CirisAlt=X

Create Invoice @

Cancel Invoice

5 Delete Invoice
— |
Taxpayer ID
Unique Remittance lasnifier Check gt || yBe-fTivares
* Supplier Sit v
Description

Address
Payment Currency

Attachments None &

Suppi Toxosisston | |7
F_N

Note: If an invoice has been saved as incomplete and is required to be paid, please ensure that you review and
click Submit to complete the process.
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System Steps of Creating an Invoice

Step |Action

Login to the system.

1 Navigate to the Supplier Portal tab.
2 Click on the Supplier Portal app.

Good morning, Accounts NA

My Team @ | Supplier Portal Procurement

Supplier Portal

3 From the Supplier Portal homepage, scroll down the Task list and select Create Invoice.

CEECHE]
energ

Supplier Portal

Search ‘Dmers v‘ Order Number <

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
* Manage Orders Last 30 Days Last 30 Days

- Manage Schedules 1 Agreements changed or canceled 3
« Acknowledge Schedules in Spreadsheet

Agreements
« Manage Agreements 93 No data available
0
Channel Programs £
« Manage Programs N %
Shipments
« Manage Shipments
= Create ASN M Orders to Acknowledge
W Schedules Overdue or Dus Today
« Create ASBN Negotiation Nessages

« Uploa ASN or ASEN B Invoices Overdue

- View Receipts

« View Retuns
Supplier News

Contracts and Deliverables
Thank you for your continuing 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 Delverables 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

Did you know you can use the Supplier Portal as a one stop shop?
- You can review purchase orders and initiate changes to them which flow back to Essential

« Review Consumption Advices
Ener
« You can review and update agreements {confracis)

. Create Invoice
= You can create, mange and submit invoices

« Create Invoice Without PO i - You can review and reconcie payments

* ViewlInvoices Please note that use of the Supplier Portal is completely optional and unigue to each supplier.
« View Payments
Note sure how to use the Supplier Portal? Use this link to access support guides
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‘ Step ’Action ‘

4 The Invoice Header must be completed before moving onto Invoice Lines. Enter the relevant
and mandatory (*) fields:
4a: ldentifying PO number.

a
4b: Supplier Site
4c: Supplier Invoice Number
4d: Date of Invoice
4e: Type (Invoice)
f: Use the Attachments field to upload a copy of Supplier Invoice or other attachments.

op @@

— ~ .
-‘ idenitying PO i' | Remitto Bank Account wmver [
R 4c, 4d, | I
Taxpayer ID
Unique Remittance 1dentier Check Digit || e “ Type [invoice v
e —; e corancy
Description

Attachments  None 5 Payment Currency
Customer .
Name

Customer Taxpayer ID
Address

5 Scroll down to the heading ‘Lines’, click on the Select and Add icon.
6 Select the purchase order, highlight the purchase order Lines covered by the invoice.
7 Click on Apply, then OKk.

Taxpayerd
[ ———— e
Adress pescrpton
Attachments  None 4= Payment Currency AUD - Australian Dollar
Tox Control Amount

Select and Add: Purchase Orders X ©®)
Customer

* customer Taxpaver 0 [N Search Results

View v [/} Detach | Select Al |
‘ [ | | ] —
Vewy 4 Purchase Order Consumption Advice

Supplier ltem | o pescription | Ship-to Location Ordered A
Purchase Order Number L schedule | Number L
* Number * Type umber ine chedule | Number ne ity Unit Price UOM * Amount  Descrif,
* Number * Line
I EE00050161 1 1 I Test 1 Engineering .. Port Macquarie Bull 1,000.00
No data to display.
B S EE00050161 2 1 Test2 Engineering .. Port Macquarie Bull 1,000.00 N
EE00050161 3 1 Test3 Engineerng . Port Macquarie Bull 1,000.00
EE00050161 4 1 Test 4 Engineering . Port Macquarie Bull 1,000.00

»

Note: The query by example (Blue Box) allows for filtering where there are multiple purchase orders
and/or lines. To remove, click the box again.

8 Review the Quantity to be shipped and adjust if applicable. Partial deliveries may be invoiced
separately
9 If the items or services are GST applicable, go to Invoice Actions and select Calculate Tax.

This option also allows for invoices to be cancelled and deleted (refer to Definitions on page 2 of this
guide)

At the end of step 9, an invoice can be submitted via the Submit button (step 9A) where the invoice may
have been attached from an external Supplier system.

If using the Oracle system for invoicing and additional costs are required please proceed to step 10 and
beyond.
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Step ’Action

essentia&

energ

Create Invoice

Calculate Tax  Clri-Alt-X

1dentifying PO Cancel Invoice

suppiier site [ v Invoice Currency  AUD - Australian Dollar

adaress | Payment Currency ~AUD - Austalian Dolir

Attachments None 4

swptortoxrogatontomper [ |7

Delete Invoice.

Customer
Customer Taxpayer 10 I v Name  Essential Eneroy
Address
Lines
vieww 4 X E [ canceltine
Purchase Order Consumption Advice
* Number * Type Supplier ltem ltem Description Ship-to Location  Tax Classification Quantity | UnitPrice UOM “Amount  Descriptic
“ Number * Line “ Schedule  Number  Line
Total 1,000.00
“ »

10 Enter Shipping and Handling charges using the + Symbol
11 Select the Charge Type
11a: Enter an Amount and Description

Lin:

E [ cancelLine |

Purchase Order Consumption Advice Availab
* Type Supplier ltem Item Description Ship-to Location Tax Classification Q":;:“ le Quantity Unit Prig “Amount  Description
Number * Line *Schedule Number  Line y
Total 1,000.00

12 Scroll back up the page and click on Submit

ap o
Invoice Actions Save and Closel|

-
oo e - bue 311 &
Taxpayer ID Type  Invoice
supptier site. | v Invoice Currency ~ AUD - Ausiralian Dollar
Address [ Payment Currency AUD - Austraian Dolar
Attachments  None 4+

Supplier Tax Registration Number \:E\

Customer

Customer Taxpayer 1D I - Name Essental Enery
Adaress

Lines

vewv 4 X B | canceitine
Purchase Order Consumption Advice

Number * Type Supplier ltem Item Description Ship-to Location  Tax Classification
“Number * Line * Schedule  Number Line

ceows 2 ; Tost2 Engineenng Sricss | Pt Macauare] v | [AUGsTToR v | 100000

Total 1,200.00

Available

Quanty  Quantiey Unit Price UOM Amount  Description

13 A banner will pop up advising ‘Tax was calculated. Review the tax lines, make necessary changes,
and calculate tax again.

esseg\tj%& Q Tax was calculated. Review the tax lines, make necessary changes, and calculate tax again. llC P 5

Invoice Actions - Save and Close| [

Review tax lines to ensure all is correct. If no changes are required, click Submit. A banner will pop up
advising ‘Invoice XXXXX has been submitted.’
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‘ Step ’Action

== =
essential

nergy Q Invoice 42687 has been submitted. O 2

Invoice: 42687

Should you require further assistance please email suppliers@essentialenergy.com.au
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