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How to View Invoices and Payments — Quick Reference Guide /—\_EL

How to View Invoices and Payments

Why should | use this This guide provides information and the steps to view invoices and
guide? payments using the Supplier Portal.

Who rgight use this Suppliers who want to view their invoices and payments
guide?

What related documents

should | refer to? How to Create Invoices Against Purchase Orders

System steps to View Invoices

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

2 Click on the Supplier Portal app.

Good afternoon, ERP XXXXXX

My Team : Supplier Portal Tools Others

Supplier Portal
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Action

From your Task bar, click on View Invoices.

Supplier Portal

Tasks

Orders

« Manage Orders
« Manage Schedules

« Acknowledge Schedules in Spreadshest
Agreements
+ Manage Agreements
Channel Programs
« Manage Programs
Shipments

+ Manage Shipments
« Create ASN
Create ASBN

Upload ASN or ASBN

View Receipts
« View Retuns

Contracts and Deliverables

+ Manage Contracts

« Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

« Create Invoice

«_Create Invoice Without P

View Invoices

* View Paymenis

Requiring Attention Recent Activity

Last 30 Days

! Agreements changed or canceled

93

M Orders to Acknowledge
Schedules Overdue or Due Today
Hegofiation Messages

W Invoices Overdue

Supplier News

Thank you for your continuing support of Ezsential Energy’s Oracle Fusien system.

Over the last few months understanding and awareness of the system has improved both for you
our valuad suppliers and within Essential Energy

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
Energy
« You can review and updale agreements (contracts)
« You can create, mange and submit invoices
« You can review and reconcile payments
Please note that use of the Supplier Portal is completely optional and unique to each supplier.

Note sure how ta use the Supplier Portal? Use this link to access support guides

Enter your Supplier Name, Invoice Number or Purchase Order Number. 1 field denoted with (**)

must be entered to complete a search.

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.

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

= =
essen |a$

nerg

View Invoices

4 Search

** Purchase Order \:l

Search Results

view v
. Purchase "
Invoice Date  Type oo, Supplier
31023 Standard  EE00010580
200823 Standard  EE00051563
2810823 Credit memo  EE00051563

Paid Status

Swplersie e e s PO Conmens
Nonlnv Clevelan 7,400.10 AUD 7,400.10 AUD|
Noninv Clevelan -5,550.07 AUD  -5,550.07 AUD)

| Agvancea | saved searc [amvoces v

= Atleast one is required

o H
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Action

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

Click on Done.

ﬁ
R E]
energ;

Invoice: 485064

Business Unit _ Essental Eectry BU
Legal Entity Name  Essential Energy
Supplier or Party -
Suppler site
Address

Invoice Date  10/07/23

Invoice Amount
Unpaid Amount
Payment Currency

Tax Control Amount

7c: Payment tab to view scheduled payments and hold information.

100.32 AUD

100,32 AUD
AUD

Invoice Type  Standard
Description
Funds Status @ Not required

Attachment NV - 485064.paf

Items
View v
_ B Budgetary Control ~ luom Purchase Order Receipt C“'}:‘;’;‘C"e”"" Tax Determinants
Line Amount Description Quantity  UnitPrice g
BudgetDate  Funds Status Number  Line  Schedule  Number  Line  Number  Line  Ship-to Location
1 9120 Tester Linesmen For25W ... | 1107723 @ Not required 1 912 Each  EE00054%02 1 1 Orange FSC2 Lords Pl
Summary Tax Lines Shipping and Handling
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount Line  Type Amount
1 AUGST AUGST Ausiralia AU Standard AU GST STOP_1 10 g.1p  NosPPpingnd hending
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System steps to View Payments

‘ Step

Action

Login to the system

Navigate to the Supplier Portal tab.

Click on the Supplier Portal app.

Good afternoon, ERP XXXXXX

1
My Team

Supplier Portal

Supplier Portal

+

From your Task bar, click on View Payments.

essential
energy

Supplier Portal

Tasks
Orders

« Manage Orders
« Manage Schedules

« Acknowledge Schedules in Spreadsheet
Agreements

« Manage Agreements
Channel Programs

« Manage Programs
Shipments

« Manage Shipments
s Create ASN

« Create ASEN

s Upload ASN or ASEN
« View Receipts

= View Retumns
Contracts and Deliverables

s Manage Contracts

« Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

= Create Invoice
= Create Invoice Without PO

Requiring Attention Recent Activity
Last 30 Days

‘Agreements changed or canceled 3

W Orders to Acknowledge

B Schedules Overdus or Dus Today
Negofiation Messages

M Invoices Overdue

Supplier News

Thank you for your continuing support of Essential Energy's Oracle Fusion system

QOver the last few months understanding and awareness of the system has improved both for you
our valued suppliers and within Essential Energy.

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
Energy

« You can review and update agreements (contracts)

« You can create, mange and submit invoices

“You can review and reconcile payments

=

Please note that use of the Supplier Portal is completely optional and unigue to each supplier.

Note sure how to use the Supplier Portal? Use this link to access support guides
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‘ Step ’Action ‘

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

5 Click on Search.

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

=~
essential
energy

View Payments

4 Search | Agvanced | saved searcn [1Paymens v

* Atleast one s required
I ** payment Number = suppier | I v I
Payment Status v supplier Site v

L [Fscare s [sove- |
6)

= etacn

Invoice " for S Payment Payment
Number Supplier Supplier Site Amount Status

13007123 Payment Process Re Nonlnv Clevelan 38223 AUD Negotiable =
1107123 Payment Process Re . 484887 Cleveland 591.80 AUD Negotiable I

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

Payment Date Payment Type Remit.to Account

8 Click on Done.

Payment: 81033

Business Unit  Essential Electricity BU Payment Amount  382.23 AUD
Payee Payment Date  13/07/23
Payee Site Payment Type Payment Process Request
Address I remit 1o Account [
Payment Status ~ Negotizble Payment Document  EE OSKO Document
Paid \r\vmcese
. Purchase . Consumption . Invoice Invoice Pai
Number Invoice Date  Type Order Receipt Advice Paid Amount Amount  Status DueDate  gays
sp415 120623 Standara EE00052318 15280 AUD 15289 AUD Worklow.. 130723  Fuly paid
as02 130623 Standard EE00051093 2034 AUD 293 AUD Worklow.. 1¥0723  Full paid
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