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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. 

  

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
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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). 

 

 
 

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. 
 

  

https://enbridgesuppliers.okta.com/
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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. 

 

 
 

2. The system will redirect the user to the Supplier Portal dashboard.  Click on the 

Invoices tile to go to the View Invoices screen. 
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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.  

 

 

 

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. 
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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 Items and Invoice Totals. 

 

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. 
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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. 

 

 
 

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. 
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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.  

 

 
 

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.  

 

 
 

 

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. 

 

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

 

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. 
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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. 

 

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. 
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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. 

 

  
 

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

Results.  

 

 
 

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.  

 

 
 

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. 

 

 
 

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

fo the screen. 
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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. 
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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.  

 

 
 

 

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

the Customizing Search Results Columns section of this document for instructions on 

adding a column. 

 

 

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. 

  

  

!
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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. 

 

2. 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. 

3. 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 

• Create an account using this link: Enbridge’s AP VM Help Center 

• 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 

• Questions about invoice status or payment 

 

 

2. Types of Inquiries to submit  

• Submit new cases on an invoice (i.e. update invoice, inquire about hold, payment 

information, cancel an invoice, etc.) 

• Track all submitted cases 

• View case status 

• Add comments or follow up on open cases 

3. Escalations 

• For business-critical escalations, call the AP Helpdesk at 1-855-252-1066. 

• 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. 

 

!  

!

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

