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How to View Invoices and Payments

This guide provides information and the steps to view invoices and payments using the Supplier

Why should | use this Portal.

guide? ® How to View Invoices
® How to View Payments (pg. 5)

Who might use this
guide?

Suppliers that want to view their invoices and payments.

What related documents
should | refer to?

System steps to View Invoices
Step lAction

Login to the system.

How to Create Invoices Against Purchase Orders.

1 Navigate to the Supplier Portal tab.
2 Click on the Supplier Portal app. Good afternoon, Kaleigh Roberge!

o Supplier Portal Tools

APPS

Supplier Portal
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Action

In the Task list, select View Invoices.

Search Invoices ~  Invoice Number s

Tasks
Contract Manufacturing

= Manage Production Reports
Vendor-Managed Inventory

=« Manage Inventory

=« Manage Replenishment Requests
Orders

« Manage Orders
= Manage Schedules

» Acknowledge Schedules in Spreadsheet
Agreements
» Manage Agreements

Shipments

Manage Shipments
Create ASN

Create ASBN
Upload ASM or ASEN

.

View Receipts

.

View Retumns

Deliverables
« Manage Deliverables
Consigned Inventory

= Review Consumption Advices
+ Review Consigned Inventory

» Review Consigned Inventory Transactions
Invoices and Payments
= Create Invoice

= View Invoices

+ View Payments

3

Requiring Attention Recent Activity

Last 30 Days

Agreements opened

&

29

22

W Agreements to Acknowledge

M Schedules Overdue or Due Today
Questionnaires

M Hegotiations Clasing Soon

M Invoices Overdue

Supplier News

Welcome to Essential Energy with new world of Oracle Cloud Supplier
Portal.
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Step [Action

4 Enter your Supplier Name, Invoice Number or Purchase Order Number. 1 field denoted with (**) must be entered to
complete a search.
S Click on Search.

You will be able to see the Invoice Status, as well as Payment Number to confirm that a payment has been made against
your invoice. Note, the status column will indicate if the invoice is In-process, Approved or Cancelled.

6 Click on the relevant Invoice Number link from the search results.

View Invoices Done
4 Search ‘ Advanced l Saved Search All Invoices v
** At least one is required

** Invoice Number Consumption Advice

* Supplier E‘ Invoice Status v
Supplier Site E‘ Paid Status v
** Ppurchase Order Payment Number

e || search ||?set_ll save... ‘

Search Results

view v  FE 7 Detach

w:r?‘igzr Invoice Date Type 8‘:&2?“” Supplier Supplier Site AL:::g:Ldt Isnt:ct,lincse :f.‘.'nmbf:t
e 01-Mar-2021 Standard ESS657199 TEST SITE 27.50 AUD n proc...

133-2001 27-0ct-2020 Debit memo TEST SITE -11.00 AUD App

Inv_PO7199 05-Sep-2020  Standard ESS657199 TEST SITE 44.00 AUD

| Page 3 of 7



|

——

How to View Invoices and Payments — Quick Reference Guide

e K

Step [Action

7

On the Invoice page, you can view:
7a: General invoice information
7b: Invoice Line information

7c: Payment tab to view scheduled

Click on Done.

Invoice: 100

payments and hold information.

Business Unit

Essential Electricity BU

Invoice Amount 27.50 AUD

Invoice Type Standard

Legal Entity Name Essential Energy Description
Unpaid Amount  27.50 AUD
Supplier or Party Attachment MNone
Payment Currency AUD
Supplier Site
Address
Invoice Date  01-Mar-2021
o il 7
Items
vieww» Ey = Detach
uom Purchase Order Receipt Corf:l":?c':'on Tax Determinants
Line Amount Description Quantity Unit Price Name
Number Line Schedule Number Line Number Line Ship-to Location
1 10.00 Cable 1 10 Each ESS657199 1 1 Port Macquarie
Summary Tax Lines Shipping and Handling
Line Tax Regime Name Tax Name Tax Status Name  Tax Jurisdiction Name Tax Rate Rate Amount Line Type Amount
2 AU GST AU GST AU Standard Australia AU GST ST... 10 2.50 3 Freight 15.00
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System steps to View Payments

Step lAction

Login to the system.
Navigate to the Supplier Portal tab.

Click on the Supplier Portal app.

Good afternoon, Kaleigh Roberge!

Supplier Portal

APPS

Supplier Portal
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Step
3

Action

In the Task list, select View Payments.

Search Invoices v Invoice Number v

Tasks
Contract Manufacturing

» Manage Production Reports
Vendor-Managed Inventory

» Manage Inventory

= Manage Replenishment Requests
Orders

= Manage Orders

= Manage Schedules

= Acknowledge Schedules in Spreadsheet

Agreements

= Manage Agreemenis

Shipments

= Manage Shipments
= Create ASN

« Create ASEN

= Upload ASN or ASBN
= View Receipts

= View Retums
Deliverables

= Manage Deliverables
Consigned Inventory

= Review Consumption Advices
« Review Consigned Inventory

» Review Consigned Inventory Transactions
Invoices and Payments

« Create Invoice

» Create Invoice Without PO

- _View Invoice
« View Payments 3

Qo
\
Requiring Attention Recent Activity
Last 30 Days
2 1 Agreements opened
2

a

29

22

M Agreements to Acknovledge

M Schedules Overdue or Due Today
Questionnaires

M Megotiations Closing Soon

M Invoices Overdue

Supplier News

Welcome to Essential Energy with new world of Oracle Cloud Supplier
Portal.
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Step [Action

4
5
6

Enter your Supplier Name or Payment Number. 1 field denoted with (**) must be completed for the search to work.

Click on Search.

Click on the relevant Payment Number link from the search results.

View Payments

4 Search

|Mvmoed Saved Search All Payments -

** Al least one is required

** Payment Number

** Supplier - I

Payment Status

Payment Amount

Search Results
Vieww 55 27 Detach

Payment

Number
6 i

Payment Date  Payment Type

Payment Process Re

Invoice

Number Supplier

Supplier Site -

0 =~

Payment Date  dd-mmm-yyyy

Payment Payment

Amount Status Remit-to Account

Supplier Site

1,255.10 AUD Negofiable H00XETOT

On the payment page, you can view complete payment details and the attached purchase orders to each transaction.

Click on Done.

Payment: 10007

Business Unit  Essential Electricty BU

Payee
Payee Site
Address

Payment Status Negotiable

Paid Invoices
Number Invoice Date  Type
INVOICE22 02-Dec-2020 Standard
INV-1 16-Nov-2020 Standard

Purchase
Order

ESS657343

ESS657275

Payment Amount 1,.255.10 AUD

Payment Date  28-Jan-2021

Payment Type Payment Process Request
Remit-to Account  XXXXX5707

Payment Document EE OSKO Document

Paid

o [
Receipt Advice

Paid A o Invoice Invoice Due Date

Amount Status Status
179.30 AUD 17930 AUD Manually 01-Jan-2 Futly paid
537.90 AUD 537.90 AUD Workflow 16-Dec-2 Fully paid
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