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View Invoices

Purpose This learning guide provides the details of how to view invoices and
payment history within the Oracle Supplier Portal

Dashboard infolet display

1. Login to your Oracle Home page and navigate to the Supplier Portal application tile
under the Supplier Portal menu.

Good afternoon, Barbara Cole!

Supplier Portal Tools Others

+

Supplier Portal

Things to Finish

2. The Supplier Portal dashboard will be displayed. The dashboard display contains
infolets, which provide essential and easily consumable information at a glance,
generated from different sources.

Users have the option to choose which infolets appear on the dashboard. Click on the
Infolets button on the right hand side of the screen and check or uncheck boxes to
customize which infolets appear on the dashboard.

o]
\

My Infolets
Requiring Attention Recent Activity Transaction Reports
s

Last 30 Days Last 30 Day: _
. |1 Recent Activity

Payments 1 Invoice Amount 15000 CAD =

Invoice Amount 80000 usD /' Requiring Attention

Invaice Price Variance Amount CAD ' Transaction Reports

Invoi

ice Price Variance Amount usD

No data available
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View Invoices

3. Navigate to the Task menu and click on the View Invoices task under the Invoices and
Payments section. Please note: A user must have the Supplier Accounts Receivable
Specialist role assignment to view the Invoices and Payments task.

ORACLE

Supplier Portal

Search m V| Invoice Number v

Tasks

Invoices and Payments

Company Profile

+ Manage Profe

4. The View Invoices work area will be displayed. To view invoice information at least one
of the fields marked with a double asterisk must be populated to return a search result.
Populate required information and then click search.

ORACLE

View Invoices

4 Search Advanced | Saved Search Alllewoices v

** tnvolce Number Consumptic

** Supplier v
Suppior Site v Paid Status v

** Purchase Order Payment Nambor

Search Results

Vaww Dotsch

Invoice Invoice Pald Payment

Invoice Unpaid
Amount Amount Status  Status  Number

Number

Comments

Invoice Date  Type oo Supplier Supplier Site

No search conducted

The invoice information will populate in the bottom half of the screen.
5. To customize the search results view, click on the View dropdown arrow and select

Columns from the list of options. Choose from a list of invoice information columns for a
personalized view.

4|Page



. : v Paymant Number = =
4 Search Advanced = Saved Search Alllevoices v

v Paid Statss
v Imveico Status
fe Consumption Advice
v iveice Amount
fr [frbcdsn Tostng Lia v tvoice Status v
v Unpaid Amount
v Supplor Site v v Paid Statiss v
oS fe Payment Number
Ove Date

Search || Reset | Save...

v inveice Date

v Inveice Number

25 unpald Involce Invoice Paid Payment
P Supper Suvplec S Amount Amount Status Status  Number Koo
T
X Stanoary Houston TX 1200000USD 12,000 00 USD

Enbridge Testing Lid Unpaid
23

Standard Entidge Testing Lid Edmonton ON 000¢A0 Paid
Dotach
Standard Enbridge Testing Lid Heanton TX 4 Unpaid
ot Standard Enbridge Testing Lid Edmonton ON Unpaid
Roordee Cokmas,
Standard Enbridge Testing Lid Houston TX Unpaid

6. Click on an invoice number hyperlink to see a more detailed view of invoice information.

Search Results

Veww 0 Dutach

Prifred Invoice Date Type eIt Supplier Supplier Site — Al et e pment Gomments
521 Sandard Enbridge Testing Lid Meuston TX RZHOMUSD 1200000 USD Unpaid
32 Standard Enbridge Testing Lid Edmonton ON 000CAD Paid T

Supplier Pertal . 31221 Standard Enbridge Testing Lid Fiston TX Onhold  Unpaid

Suppler Portal . 31221 Standard Enbridge Testing Lid Edmonton ON 000D Unpaid

Suppler Portal . 11221 Standard Enbidge Testing Lid Hoaston TX 5,000 00 USD Unpaid

7. A detailed view of the invoice information will be displayed. In the Lines tab the line
detail information of an invoice is displayed. If an invoice is matched to a purchase order
those details would be visible in this section.

ORACLE

Invoice: Supplier Portal #1

Business Unit - Entridge CA Business Urit I e

Logal Entity Name  Enbeidge inc. - CORP oica Type Sk
i Unpaid Amoant 0,00 CAD Iavoice Type Stndad

Supplier or Party o

Payment Currency  CAD Descriptic

Supglier Site

Address | NV/, EDMONTON ALBERTA T5A Tox Control Amount Funds Status @ Re
3 Attachment  Nove
tavoice Date 31221

View v v Detach
Budgetary Control oM Purchase Order Receipt ConuameNon Tax Determinants
Quantity  Unit Price
une Amount Description Nam)
Budget Date Funds Status Number Line Schedule Number Line Number Line Ship-to Location
1 1500000 321 @ Reserved CAON
Summary Tax Lines Shipping and Handling
Une  Type Amount
No shipping and handing
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Scroll down to the Totals section to review the totals breakdown.

Tox charges summary

HSTH10% 000
Incheshen Tax 000

Sait-Assassod Tax o000 Mescetanacus 000

Subtotal 1500000

(13

]

000

ivoice Amount 15,0000
hheld Ta om0
(13

000

Total Due 15,000.00

View Payments

8. If an invoice has been paid, the payment information can be viewed in the Payments
tab. The payment Number, Payment Date, Paid Amount and Payment Method fields
are all displayed in this section. Please note: the payment number displayed in this
section is not the check/cheque, EFT, or ACH number, it is however the Oracle
generated payment number.

Invoice: Supplier Portal #1

- e CA 55 Uni :
Business Unit  Enbridge CA Business Unit Jrvoice Amount 15.000.00 CAD
Lega! Entity Nome  Enbridge Inc. - CORP

Unpaid Amount 000 CAD
Supplier or Paty  Enbridge Testing Lid
¢ Payment Curency CAD

Supplier Site  Edmonton ON
7891-156 Stroot NW. EDMONTON ALBERTA TSA Tax Coatrol Amount
0A1, CANADA
Invoice Date 312721

Address

tos oo ]

Payments
PaymentDocument  Status Reconciled  [Payment Date I Paid Amount Jddress
1744 Negotiadie No kI ¥)74 1500000 CAD 7891-156 Streat NW, EDMONTON ALBERTA T5A 0A1, CANADA
15,000.00 CAD
Installments Applied Prepayments
Amount (CAD) s
Number Due Date Payment Method Number ord .'rn“
Gross Unpaid
1 S1121 15,000,00 0.00 Check o appled propayments
15.000}0 0.00

9. Click Done at the top of the screen to return to the invoice search results page, to
continue reviewing other invoice information. Click Done a second time to return to the
dashboard page.
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