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Viewing and editing Invoices and Statuses

Purpose This learning guide provides instructions on how to view and edit an
invoice. This guide also provides information on how to view and interpret
payment information and invoice statuses in the Oracle Supplier Portal.

Oracle Supplier Portal eligible Invoices

1. All Suppliers are encouraged to submit invoices through the Supplier Portal. Please
note, the Supplier Portal will not accept the following types of invoices:

Invoices without an associated Purchase Order
Invoices for Enbridge Gas Inc.

Invoices with Carbon Tax

Final Holdback Invoices

Invoices referring to a closed Purchase Order must be emailed to the applicable
accounts payable email address. Email these invoice types to the applicable
Accounts Payable email address found using the Enbridge Invoice Submission
Matrix.
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https://www.enbridge.com/work-with-enbridge/doing-business-with-enbridge/current-suppliers-tools-and-resources#:~:text=Click%20here%20to%20access%20our%20invoice%20submission%20email%20and%20mailing%20addresses%20for%20each%20Enbridge%20entity
https://www.enbridge.com/work-with-enbridge/doing-business-with-enbridge/current-suppliers-tools-and-resources#:~:text=Click%20here%20to%20access%20our%20invoice%20submission%20email%20and%20mailing%20addresses%20for%20each%20Enbridge%20entity

Accessing the Invoice module in the Oracle Supplier Portal

1. To access the Invoice module in the Oracle Supplier Portal, users must log in to
Okta using the Okta link: https://enbridgesuppliers.okta.com. Instructions for
accessing Okta can be found here: (insert instruction link here).

ENBRIDGE

External User Sign In

Username
Password

Remember me

Need help signing.in?

2. Access the Oracle Supplier Portal from the Okta Dashboard. Remember accessing
the Oracle Supplier Portal should always be initiated from this landing page. Click on
the Oracle Supplier Portal application to take the user to the Supplier Portal

Landing Page.
ENBR'DGE Q. Search your apps
Dashboard < My Apps
#f My Apps @ Work
Work { . \
Add section )

ORACLE
T

& Motifications 1 Oracle Supplier

Paortal

23 Add apps \ /

@ Add section
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https://enbridgesuppliers.okta.com/

Oracle Supplier Portal Landing Page

1. From the Oracle Supplier Portal Landing Page, click on the Supplier Portal
application tile to be directed to the Supplier Portal dashboard.

Good afternoon, Barbara Cole!

Supplier Portal Tools Others

-

Supplier Portal

Things to Finish

2. The system will redirect the user to the Supplier Portal dashboard. Click on the
Invoices tile to go to the View Invoices screen.

Supplier Portal
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3. The View Invoices page is where a user can either view or edit an invoice. To
search for invoice information at least one of the fields marked with a double
asterisk must be populated to return a search result. Populate required information

in any one field, then click Search.

ORACLE

View Invoices

4 Search

" Invoice Number E

** Supplier v
Supplier Site A4

** Purchase Order

Consumption Advice

Invoice Status

Paid Status

Payment Number

Advanced | Saved Search | All Invoices ~

** At least one is required

Search |[Reset | Save...

4. The Search Results work area displays an overview of the invoice. Under the
Invoice Number column, click on the Invoice number hyperlink to open up the

Invoice Details screen.

ORACLE

View Invoices

4 Search
** Supplier -
Supplier Site v

** Purchase Order

Consumption Advice

Invoice Status

Paid Status

Payment Number

Agdvanced | Saved Search | All Invoices v

** At least one is required

Search | Reset | Save...

Search Results

View v 73 Detach
Invoice Date Invoice Number Supplier
101525 4568 TEST SUPPLIER-DO NOT USE

Paid Status Invoi

Unpaid Incor

ice Status

plete
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5. Invoice Details will display on the screen along with all relevant information about
the invoice including General Information, Invoice Line ltems and Invoice Totals.

ORACLE

BuBINGEs UNIt Enbricge US

= Lt Involcs Amount 2,118,279.60 USD
Logat Entify Name  Evbricige Energy, Limited Partnershp Invalee o
Unpaid Amount 0,00 USD: Type S
Suppller or Party  LICUDPOWER SPECIALTY PRODUCTS NG Description
Payment Currency  USD

Suppler Sife WO-CHICA Attachment £

Tax Confrol Amount

Agorese K PL 20474 NETWORK PL

L
Invoics Date

Lings  Paymenss

Items
Veww 7 Detacn
om Purchase Order Receipt Consumption Tax Detsrminants
Line Amount Description Quantity  UnitPrice jom,
Numbsr Lir Schedule Numbsr  Line  Mumber  Line  Shipto Location
BE2,858.68 CHEMICAL:NO MODIFIER 1151 Us PUR-1890-2011684 11 SUPERIOR TERMINAL
2 el CHEMICAL:NO MODIFIER. 51 US 1 STATION
3 CHEMICAL:NO MODIFIER. 51 Us 31 ARBROOK TERMINAL
4 CHEMICAL:NO MODIFIER. 51 US 4 1 BURLINGTON STATION
CHEMIGAL NG MODIFIER 51 us s 1 FLOGOWOOD STATION
& CHEMICAL:NO MODIFIER. 51 US 6 1 TATION
CHEMIGAL NG MODIFIER s1 us ' 400D STATION

Shipping and Handling

Line  Type Amount

Mo shipping and handing.

otals \

25,1851

Sullot 2.116.279.60

000

Renmining Amount

000
involca Amount 211827580 J

6. To go back to the previous screen, click on the Done button located on the top right-
hand corner of the screen.
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Editing and submitting invoices

1. A user can only edit an invoice when it is at an Incomplete status which means that

it has not been fully submitted for payment. From the Supplier Portal dashboard,
click on the Invoices tile to go to the View Invoices screen.

2. From the View Invoices screen, the user can either select one invoice to view
and/or edit or view all Incomplete invoices that require editing and submission. To
view an individual invoice, enter the invoice number in the Invoice Number field, then

click on Search.

ORACLE

View Invoices

4 Search

** Invoice Number | 4568

101525

View w5

** Supplier
Supplier Site

** Purchase Order

Search Results

=" Detach

Invoice Date Invoice Number

4568

Supplier

TEST SUPPLIER-DO NOT USE

Consumption Advice

Invoice Status.

Paid Status

Payment Number

Paid Status

Unpaid

Advanced Saved Search | All Invoices ~

Invoice Status

Incomplete

** At least one is required

e o
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3. To view all Incomplete invoices that require editing and submission for payment,
select the company name from the Supplier drop-down menu and select
Incomplete from the Invoice Status drop-down menu to view all Incomplete
invoices. Click on the Search button to display all Incomplete invoices that require
completion and submission.

ORACLE

View Invoices

4 Search Advanced = Saved Search | All Invoices v
A ne is requir
** Invoice Number Consumption Advice
[ ** supplier | LIQUIDPOWER SPECIALTY PRODUC -]
Supplier Site v Paid Status v
** Purchase Order Payment Number
Search Results
view v 57 Detach
Invoice Number Invoice Date ;: :': Invoice Status Due Date Paid Status
4568 12112125 P.. 1... Incomplete Unpaid
54682@@# 1211126 P.. 1... Incomplete Unpald

4. Open the invoice by clicking on the invoice number hyperlink under the Invoice
Number column at the bottom of the screen. This will open the Edit Invoice screen.

ORACLE

View Invoices

4 Search Advanced | Saved Search | All Invoices v

** At least one is required

** Invoice Number Consumption Advice
** Supplier - Invoice Status ~
Supplier Site v Paid Status ~
** Purchase Order Payment Number

Search | Reset  Save...

Search Results

View w il «  Detach
Invoice Datel| Invoice Number Supplier Paid Status Invoice Status
10/15/25 4568 TEST SUPPLIER-DO NOT USE Unpaid Incomplete
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5. The Edit Invoice screen will allow the user to make changes to any of the required
fields on the invoice submission as long as the invoice is at at an Incomplete status.

ORACLE

noR o

Edit Invoice & oo [ || e — | Submit ‘ cancel |

Identifying PO PUR-1890-2005534

Description * Number | 4568

IQUIDPOWER SPECIALTY PRODUCTS INC
Buppier Attachments  Hane 4=

* Date | 12012125

1211212 °
TaxpayerID 736081775
Tax Control Amount 67.70 Type Invoi
Supplier site
PP Invoice Currency  USD - US Dollar
Address 23174 JF‘[.’\‘Q{K_E’ 23174 NETWORK PL

CHICAGO, IL 60673

Payment Gurrency USD - US Dollar

Customer
Customer Taxpayer ID Name  Enbridge Energy, Limited Partnership
Address
Lines
vieww <= 3 [ | cancelLine

Purchase Order Consumption Advice

* Number * Type

Ship-to Location * Amount Supplier ltem  Item Description Tax Classification  Control Amount
* Number L*s Number Line
2 PUR-1890-2005534 11 DONALDSON STN A 1.354.561.36 EP2000 CHEMICAL-NO v
Total 1.354.581.36

6. When all edits have been completed and all required invoice fields have been
populated, a user can select the following buttons

a) Save to save information and stay on the Edit Invoice screen

b) Save and Close to save and close the Edit Invoice screen and return to the View
Invoice screen

c) Submit twice to submit the invoice for payment

d) Cancel to cancel the invoice.

ORACLE

OB o

Edit Invoice 3 Invoice Actions v Save || ‘Save and Ciose | submit || [ cancel |

laentitying PO PUR-1890-2005534 .
wind Description Number | 4568

Supplier

Attachments  None 4

* Date | 12112125 e
TaxpayerID 736081775
Tax Control Amount 67.70 Type Invoice
Supplier Sits
upplier s invoice Currency  US
23174 NETWORK PL, 23174 NETWORK PL
AdAress  CLcAGO, ILB0BTS Payment Currency US
Customer
Customer Taxpayer 1B Name Enbridge Energy, Limited P
Address
Lines
View » 4 3 [ | cancellLine
Purchase Order Consumption Advice
* Number * Type Ship-to Location * Amount Supplier ltem  Item Description Tax Classification  Control Amount
* Number b | Number Line
2 PUR-1890-2005534 1 1 |DONALDSONSTN v 1,354,561.36 EP2000 CHEMICAL:NO -
Total 1,354 581.36

Important: To submit an invoice for payment, the user must always select the
Submit button twice. Once to check the tax amount and totals at the bottom of the
® screen and a second time to Submit the invoice for payment.
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Cancelling Invoices

1. To cancel an invoice, Search for the invoice number from the View Invoices screen
by entering the invoice number in the Invoice Number field.

ORACLE

View Invoices

4 Search Advanced Saved Search | All Invoices ~
** At least one is required
[ ** Invoice Number | 4568 ” Consumption Advice
** Supplier v Invoice Status ~
Supplier Site v Paid Status ~

** Purchase Order Payment Number

Reset || save...

Search Results

View w 5% = Detach
Invoice Date Invoice Number Supplier Paid Status Invoice Status
10/15/25 4588 TEST SUPPLIER-DO NOT USE Unpaid ncomplete

2. From the Search Results area, click on the blue hyperlink to open the invoice.

Search Results

view v 5T Detach
Invoice Date | Invoice Number Supplier Paid Status Invoice Status
10/15/25 4568 TEST SUPPLIER-DO NOT USE Unpald ncomplete

3. The Edit Invoice screen will display. Highlight the Invoice lines to be cancelled and
select the Cancel button. All line amounts must be “zero” amounts or deleted so that
the line is no longer attached to the Purchase Order.

ORACLE
Edit Invoice @
I P PUR-1890-2005! -
dentitying PO PUR: 0 Description Humber | 4568
Supplier LIQUIDPOWER SPECIALTY PRODUCTS ING Attachments  None 4 . — -
Date | 1212125 Y
TaxpayerID 73-6081775
Tax Control Amount 67.70 Type Invoice
Supplier Site Invoice Currency USD - US Dollar
23174 NETWORK PL, 23174 NETWORK PL
Address ke 160873 Payment Currency USD - US Dollar
Supplier Tax Registration Number -
Customer
Customer Taxpayer ID Name Enbridge Energy, Limiled Parinership
Address
Lines
veer + X B
Purchase Order Consumption Advice
* Number * Type Ship-to Location * Amount Supplier ltem  Item Description Tax Classification  Control Amount
* Number LTS Number Line
Total 1,354 581.36

11|Page



4. Go to the Invoice Actions on the top right-hand side of the screen and select
Cancel invoice or Delete invoice and press okay.

=R - |

‘Inv::-iceActions v ‘ ‘ Save H . ‘ ‘ ‘ Cancel ‘

Cancel Invoice

| ——

* Number ‘ DRDK1234

Delete Invoice

* Date ‘ 10/2/25

%]

* Type ‘Invoice
Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

e ‘

5. The invoice will be Cancelled.

6. When creating a new Invoice, use the same Invoice number and add either a R1 or
REV1 to the suffix of the invoice as the system will not allow the user to create an
invoice with the same number as previously entered. (i.e. DRDK1234 becomes

DRDK1234R1)

Payment Information

1. From the Supplier Portal dashboard, click on the Payments tile to go to the View
Payments screen.

12|Page



2. On the View Payments screen, to view payment information at least one of the two
fields marked with a double asterisk, Payment Number or Supplier must be
populated to return a search result. Populate required information, then click on
Search.

ORACLE

View Payments

4 Search Savsal Ssarch | Al Payments

| — p— =)
Payment Status v ‘Suppiler sits -
e I et ce

Search Results
Venw T & ostacn
t ! . Payment Payment
mtg PaymentDate Fayment Type o Supplier Supplier Site Pl Remit-to Account

Ma search coneted

3. Payment information will appear at the bottom of the screen under the Seach
Results.

ORACLE

View Payments

e I wse 1]
[ ot ]

j5earch Results.

Veww T & Detacn
PaymantDate PaymentType Suppier Ste Fayment Payment  gamitto Account
P WOOHCAGD  20ZE . Negdble KOOGS a

e o0001E

P

4. Payment information available is Payment Number, Invoice Number, Supplier Site,
Payment Status, Payment Amount, Payee, Payee Site, Bank Account and Remit-
to Account. Click on any of the blue hyperlinks to drill down for further information.

T Detacn

Search Results |

PaymentDate Payment Type Invoice Numbef  Suppiier Supplier Site Payment Status Fayment. payee Payee Site Bank Account Remitto Account
1270000503 | 92421 Payment Process Request 171008167 LIQUIDPOWER SPECIALTY PRODUCTS INC Wo-CHICAGD Voided 2282148USD  LIQUIDPOWER SPECIALTY PRODUCT...  WO-CHICAGO North Dakota Pipsiine Company LLC -LP 6208 J00CKX5148
1279000480 o221 Payment Process Request 171097819 LIQUIDPOWER SPECIALTY PRODUCTS INC EQ-CHICAGO Cleared 18,549.72USD LIQUIDPOWER SPECIALTY PRODUCT.. EO - CHICAGO North Daketa Pipeline Company LLC - LP -5299 RXXKX5148

5. To go back to the previous screen, click Done located on the top right-hand corner
fo the screen.
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Payment information can be viewed directly from the Invoice screen in the
Payments tab of the Invoice screen. The payment Number, Payment Document,

Status, Reconciled, Payment Date, Paid Amount, Address and Remit-to Account
fields are all displayed in this section.

ORACLE

Invoice: 171098167

Business Unit
Legal Entity Name
Supplier or Party
Supplier Site
Address

Invoice Date

Enbridge US Business Unit

Morth Dakota Pipefine Company LLC
-

LIQUIDPOWER SPECIALTY
PRODUCTS INC

WO-CHICAGO

23174 NETWORK PL, 23174
NETWORK PL, CHICAGO, IL 80673

630121

Invoice Amount  22,821.48 USD

Unpaid Amount 000 USD
Payment Currency USD

Tax Control Amount

Invoice Type  Standard
Description

Attachment  Invoice Image 1710931867

L‘"E&

P

Number Payment Document Status Reconciled Payment Date Paid Amount Address Remit-to Account
1275000119  WIRE Cleared Yes 106821 22,821.48 USD 23174 NETWORK PL, 23174 NETWORK PL, CHICAGO, IL 60673 KARHKX5148
1279000503  ACH Voided Ho an4i21 2262148 USD 23174 NETWORK PL, 23174 NETWORK PL, CHICAGO, IL 60673 XIOE148
22,821.48 USD
Installments Applied Prepayments

Amount (USD) Purch: Applied Amount (USD)

Number Due Date Payment Method Number urchase Description
N Order

Gross Unpaid Tax Item

1 s 2282148 0.00 Wire No applied prepayments
2282148 0.00

To go back to the previous screen, click Done located on the top right-hand corner
fo the screen.

14|Page



Customizing the Search Results columns

1. To customize the Search Results view, from the View Invoices screen, under
Search Results, click on the View drop-down arrow and select Columns to display
the list of options.

2. Add columns from the drop-down menu by selecting the square icon beside the
column name. Choose from a list of invoice information columns for a personalized
view.

ORACLE

Show All

View Invoices

Invoice Date

+  Invoice Number
4 Search
+ Supplier

+ Paid Status

* :

Invoic}
+ Invoice Status
]
+ Invoice Amount

Sufipl Comments

** purchllss ¥ Payment Number

Unpaid Amount
Supplier Site
Search Results v Due Date
) PR (e
; J Type

About This Record

Columns L Manage Columns... i

Detach

Sort v

Reorder Columns...
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Invoice Statuses

1.  Once an invoice has been fully submitted and validated, the invoice will be processed
for payment. Upon submitting an invoice, the invoice will change statuses depending
on the type of invoice and the approvals required.

2. The current status of the invoice will be displayed in real-time under the Invoice
Status column under the Search Results section of the View Invoices screen.

ORACLE

View Invoices

4 Search Advanced | Saved Search | All Invoices ~

** At least one is required

** Invoice Number | 4568 Consumption Advice

** Supplier v Invoice Status ~
Supplier Site v Paid Status ~
** Purchase Order Payment Number

Search Reset Save..

Search Results

View v 57 " Detach

Invoice Date Invoice Number Supplier Paid Status Invoice Status

10/15/25 4568 TEST SUPPLIER-DO NOT USE Unpaid Incomplete

the Customizing Search Results Columns section of this document for instructions on
® adding a column.

' Note: If the Invoice Status column is missing from the Search Results section, go to

3. 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.

16|Page




Types of Invoice Statuses

1.

Incomplete Status

An Incomplete status indicates that the invoice has been entered into the system
but is not yet ready for validation or approval (i.e. not submitted for payment). This
status typically occurs when required information is missing or the invoice has not
been fully saved and submitted.

Action: Supplier must log into the Supplier Portal to ensure all required fields
have been entered and must submit the invoice.

Hold Statuses

Received Quantity Hold: The billed quantity on the invoice exceeds the quantity
received in the system.

Action: No action for the supplier. A system notification is sent to the
Requestor to complete the receiving process. Once the receipt is recorded,
the hold is released and the invoice can be validated.

Price Variance Hold: The invoice price exceeds the purchase order price for PO-
matched lines or exceeds the consumption advice price for consumption-based
invoices.

Action: Supplier must notify the Requestor and/or Buyer to review and
correct the purchase order or instruct Accounts Payable (AP) to reject the
invoice. The supplier may need to resubmit the invoice with the correct
pricing.

Ordered Quantity Hold: The billed quantity on the invoice exceeds the quantity
ordered on the purchase order.

Action: Supplier must notify the Requestor and/or the Buyer to adjust the
purchase order quantity or have AP reject the invoice. The supplier will
resubmit the invoice with the correct amount.

Cancelled Status

The Cancelled status for an invoice means that the invoice has been voided and
removed from the payment process. Once cancelled, the invoice is no longer eligible
for validation, approval, or payment, and it becomes read-only for both suppliers and
buyers.
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Action: Supplier receives a notification that the invoice has been cancelled.
The supplier is responsible for monitoring the invoice statuses and must
resubmit the invoice through the portal.

4. Rejected Status

The Rejected status for an invoice means that the invoice has been reviewed and
not accepted for processing. This status typically occurs during the validation or
approval stage when the invoice fails to meet business or system requirements.

Action: Supplier receives a notification that the invoice has been rejected.
The supplier is responsible for monitoring invoice statuses and must resubmit
the invoice through the portal.

5. Validated Status
The Validated status means that the invoice has successfully passed all system
checks and business validations. This includes matching the invoice against the

Purchase Order (PO) and receipt, verifying tax details, and ensuring compliance with
tolerance limits. The invoice will progress to the payment stage.
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Enbridge AP VM Help Center

After submitting an invoice through the Enbridge Oracle Supplier Portal, inquiries on an
invoice can be made through Enbridge’s self-service AP VM Help Center. Create an
account using this link: AP VM Help Center. Please click here to access the Process Guide.

1. Accessing the Help Center

e Create an account using this link: Enbridge’s AP VM Help Center
e Click here to access the detailed Process Guide.

Important: The AP VM Help Center is separate system from the Enbridge
Supplier Portal. Use AP VM Help Center for:

« Invoice errors
« Invoice cancellations
e Questions about invoice status or payment

2. Types of Inquiries to submit

e Submit new cases on an invoice (i.e. update invoice, inquire about hold, payment
information, cancel an invoice, etc.)

o Track all submitted cases

o View case status

¢ Add comments or follow up on open cases

3. Escalations

o For business-critical escalations, call the AP Helpdesk at 1-855-252-1066.
o Provide the case number to the call center agent for faster assistance.

Contact the Supplier Portal team at supplierportal@enbridge.com for any questions or
additional support or access to the Okta or the Oracle Supplier Portal.
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https://enbridge.service-now.com/csm
https://www.enbridge.com/~/media/Enb/Documents/Work-with-Enbridge/ENB_ProcessGuide_Supplier_AP_VM_Help_Center.pdf?rev=0b7481a7f82c476e942321fdd28239c2&hash=765B6C2A63101C5E46C30794DDD71693
https://www.enbridge.com/~/media/Enb/Documents/Work-with-Enbridge/ENB_ProcessGuide_Supplier_AP_VM_Help_Center.pdf?rev=0b7481a7f82c476e942321fdd28239c2&hash=765B6C2A63101C5E46C30794DDD71693
https://enbridge.service-now.com/csm
https://www.enbridge.com/~/media/Enb/Documents/Work-with-Enbridge/ENB_ProcessGuide_Supplier_AP_VM_Help_Center.pdf?rev=0b7481a7f82c476e942321fdd28239c2&hash=765B6C2A63101C5E46C30794DDD71693
mailto:supplierportal@enbridge.com

