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Creating an Invoice

Purpose

This learning guide provides details of how to submit an invoice
through the Oracle Supplier Portal

Enbridge Supplier Portal Eligible Invoices

The Supplier Portal will not accept the following invoices:

e Non-Purchase Order (Non-PO) invoices

e Invoices for Enbridge Gas Inc

e Invoices with Carbon Tax

e Invoices with Miscellaneous Charges (a charge that is not listed on the
Purchase Order eg. storage fees, environmental fees)

e Holdbacks

e Credit Memos

e Account Statements

e Closed Purchase Orders

Email these invoice types to the applicable Accounts Payable email address found
using the Enbridge Invoice Submission Matrix.

Oracle Supplier Portal Landing Page

1. From the Oracle Home Page navigate to the Supplier Portal application tile under
the Supplier Portal menu to be directed to the Supplier Portal dashboard.
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Good morning, TEST CONTACT!

Supplier Portal  Tools  Others

Things to Finish

You have no open natifications



https://www.enbridge.com/work-with-enbridge/doing-business-with-enbridge/current-suppliers-tools-and-resources#:%7E:text=Click%20here%20to%20access%20our%20invoice%20submission%20email%20and%20mailing%20addresses%20for%20each%20Enbridge%20entity

2. Click on the Create Invoice link.

ORACLE
Supplier Portal
Search | Orders 4 ‘ Order Number ‘
Tasks
VendorManaged Inventory
Requiring Attention Recent Activity Transaction Reports
+ Manags Inventory Last 30 Days Last 30 Days
+ Manage Replenishment Requests Orders opened 8 PO Purchase Amount
Orders PO Purchase Amount

Invoice Amount
+ Manage Orders

Invoice Price Variance Amount

eduies
e Schedules in Spreadsheet ) )
Shipments
+ Manage Shipments No data available

e s
\SBN
- Upload ASN or ASEN
+ \View Receipts
+ View Retums
Contracts and Deliverables
+ Manage Coniracts Supplier News
+ Manage Deliverables

Announcing the Enbridge Self-Service Invoice Status Portal
Consigned Inventory

+ Review Consumption Advices
signed Inventory We are pleased to provide our Suppliers with another option for viewing

+ Review Consi
. Review Consigned Inventory Transactions Invoices and Payment status information. Enbridge’s AP Helpdesk has
created the Enbridge Self-Service Invoice Status Portal which contains
dvoices and Payments i invoice information for invoices billed to most Enbridge entities. Suppliers

can now choose to use either the Oracle Supplier Portal or the Enbridge
Self-Service Invoice Status Portal to check on their invoice and
payment status. Click on the link here to be directed to the Enbridge Self-
Service Invoice Status Portal.

+ View Payments

Negotiations

+ View Active Negotiations
. Manage Responses Welcome to the Enbridge Supplier Portall

Qualifications

Invoice Header

3. Ensure the Invoice Header contains the following information:

Invoice Actions w | Save ||

o Identifying PO | PUR-1661-2000095 v Description ° Number | 100
omtacnmenls Supplier Portal PO.pdf =f= 3

3 E IER-DO N¢ - fia
Supplier TEST SUPPLIER-DO NOT USE o Date | 82423 )

Taxpayer ID Tax Control 82 Rol
Amount sl ° * Type | Invoice w
°‘ Supplier Site

OUSTONUSD
HOUSTON{USD v INVOICe oy | 1S Dollar

[T DG W 5 i Currency
N ELDRIDGE PKWY, 915 N ELDRIDGE
Address A ST AN Payment "
WY, HOUSTON, 9 D - US Dollar
OUSTON, TX Currency USD - US Dolla
Supplier Tax Registration Number -
Customer
- - = b ) Inc. - COI
o Customer Taxpayer ID | 41-1824246 v Name Enbridge (U.S) Inc. - CORP @
Address

Note: Fields with a “*” are mandatory fields

a. Identifying PO: Select or enter the Purchase Order that the invoice
is being submitted for

b. Supplier Site and Address | Ensure that the correct combination Site Address
and Enbridge Business Unit are selected. You will
not be able to enter any invoice lines if the correct
site has not been selected (see Steps 4-6)
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c. Number

Enter the Invoice number and format as follows:
¢ Invoice number must be unique
¢ No leading zeros
e Only alphanumeric characters (no special
characters or punctuation)
e Letters must be capitalized
¢ No spaces

d. Date: Enter the Invoice Date as it appears on the Invoice
copy. Do not submit future dated invoices

e. Type: This field defaults to Invoice. Do Not submit Credits
or Credit Memos through the Supplier Portal

f. Attachment: Select the “+” sign beside the Attachment field to

upload the PDF Invoice copy. Click here to review
Enbridge’s Invoice Requirements (see Step 7)

g. Tax Control Amount:

Add the total tax amount (PST, GST, HST, etc) from
the Invoice copy. If there are no taxes on the invoice,
leave this field blank

h. Customer Taxpayer ID:

This field will prepopulate. Do not change the
Customer Taxpayer ID

Select the Correct Site Address

4. You will not be able to enter any invoice lines if the correct Supplier Site Address
has not been selected. Click the Supplier Site Address drop-down list and select
the correct address that matches the remittance on the invoice.

Y

Supplier TEST SUPPLIER-DO NOT USE

Attachments None ==

Taxpayer ID Tax Control
Amount * Type
* Supplier Site | HOUSTON(USD) M Invoice
g Currency
Address | yousTonicaD) | 915 NELDRID. | Enbridge CA Business Unit Payment
Currency
slier Tax Registration Number | HOUSTON(CAD) | 915N ELDRID Enbridge US Business Unit
HOUSTON(CAD) 915 N ELDRID Vector CA Business Unit
omer
HOUSTON(CAD) 915 N ELDRID Vector US Business Unit
* Customer Taxpayer ID J5)lic.SCORR
HOUSTON(USD) 915 N ELDRID Enbridge CA Business Unit
HOUSTON(USD) 915 N ELDRID Enbridge US Business Unit
5 HOUSTON(USD) 915 N ELDRID. Vector CA Business Unit
HOUSTON(USD) 915 N ELDRID Vector US Business Unit
Vv !
Search
E Purchase Order
Number ~ Type
* Number * Line * Schedule Retainage Retainage Remaining Retained Invoice Number
ata to display
Trtal
—_—————————————
Is
ltems Freight Miscellaneous Inclusive Tax Exclusive Tax
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* Date | m/diyy

Invoice
usD-1
UsSD - Ug

Ret:


https://www.enbridge.com/%7E/media/Enb/Documents/Work-with-Enbridge/AP-Invoice-Requirements-R3-Cloud-postERPv2FINAL.pdf?rev=746aae660ce2490d8868c6b1cfd53363&hash=C167B2E72E3608BD811565564B6A954C

5. If there are multiple identical Supplier Site Addresses, use the following to identify
the correct Supplier Site Address:
a. inthe left column review the site name to narrow the selection:

e if currency type (CAD)or (USD) is displayed, select this site and move

to Step b (below)

e if a site name begins with WO (wire payment), select this site and
move to Step b (below)

e if a site name begins with EO (EFT/ACH payments), select this site
and move to Step b (below)

e if a site name begins with CO (cheque payments), select this site and

move to Step b (below)
b. Next, review the right column to select the correct Enbridge Business
Unit.

e Suppliers operating in Canada: select the site indicating Enbridge CA

Business Unit
e Suppliers operating in the US: select the site indicating Enbridge US
Business Unit
c. After selecting the site, if the Purchase Order lines still do not display,
refer to the Purchase Order to identify the correct Bill To Business Unit

(BU) name
Ao
Supplier TEST SUPPLIER-DO NOT USE Attachments None =j= * pate | mrdi
Taxpayer ID Tax Control
Amount * Type | Invoice
* Supplier Site | HOUSTON(USD) -, Invoice z
% Currency s
Address * 5 & B Payment |
HOUSTON(CAD) 915 N ELDRID Enbridge CA Business Unit Currency USD - U¢
Jlier Tax Registration Number | HOUSTON(CAD) 915 N ELDRID Enbridge US Business Unit
HOUSTON(CAD) 915 N ELORID Vector CA Business Unit
omer
HOUSTON(CAD) 915 N ELDRID Vector US Business Unit
* Giistomer T S.)Inc. - CORP
il eéousmw.usc. 915 N ELDRI °Enbr:dge CABusiness Unit
OUSTON(USD) [ 915N ELDRID I Enbridge US Business Unit I
5 HOUSTON(USD) 915 N ELDRID. Vector CA Business Unit
HOUSTON(USD) 915 N ELDRID Vector US Business Unit
ww I
Search
L Purchase Order
Number ~ Type
“ Number ~ Line * Schedule Retainage Retainage Remaining Retained Invoice Number Ret:
ata to display
Tatal
_
Is
ltems Freight Miscellaneous Inclusive Tax Exclusive Tax

6. Click to highlight and select the row with the correct Supplier Site Address.
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iz S S T T ™ [ T
Supplier TEST SUPPLIER-DO NOT USE Attachments None ==

* Date ‘ midiyy
Taxpayer ID Tax Control —
Amount * Type ‘ Invoice
* Supplier Site | HOUSTON(USD) ‘ 'I\l Invoice
b Currency HoD S
Address | o STON(CAD) 915N ELDRID..  Enbridge CA Business Unit Payment ,on e
Currency
slier Tax Registration Number | HOUSTON(CAD) 915 N ELDRID. Enbridge US Business Unit
HOUSTON{(CAD) 915 N ELDRID. Vector CA Business Unit
omer
HOUSTON(CAD) 915 N ELDRID. Vector US Business Unit
* Customer Taxpayer ID QUSTONUSD 915 NELDRID £ cag 5.) Inc. < CORP
HOUSTOMN(USD) 915 N ELDRID. Enbridge US Business Unit
5 HOUSTON(USD) 915 N ELDRID. Vector CA Business Unit
HOUSTON(USD) 915 N ELDRID. Vector US Business Unit
W Can
Search..
Purchase Order
Number ~ Type
" Number “ Line “ Schedule Retainage Retainage Remaining Retained Invoice Number Ret:
ata to display
Tatal
e
s
Items Freight Miscellaneous Inclusive Tax Exclusive Tax
7. Use the Search hyperlink to see the full address or view all available addresses
associated with the supplier account.
. =1 T T i T T
Supplier TEST SUPPLIER-DO NOT USE Attachments None == * Date ‘ midiyy
Taxpayer ID Tax Control —-
Amount * Type ‘ Invoice
* Supplier Site | HOUSTON(USD) ‘ 'I\l Invoice
g Currency usD-us
Address | Lo STON(CAD) 915 NELDRID...  Enbridge CA Business Unit Payment ;on s
Currency
ilier Tax Registration Number | HOUSTON(CAD) 915 N ELDRID. Enbridge US Business Unit
HOUSTON(CAD) 915 N ELDRID. Vector CA Business Unit
omer
HOUSTON(CAD) 915 N ELDRID. Vector US Business Unit
* Customer Taxpayer ID =) 1865 EORE
pay HOUSTON(USD) 915 N ELDRID. Enbridge CA Business Unit
HOUSTON(USD) 915 N ELDRID. Enbridge US Business Unit
5 HOUSTON(USD) 915 N ELDRID. Vector CA Business Unit
HOUSTON(USD) 915 N ELDRID. Vector US Business Unit
W cpr
r Search..
Purchase Order
Number ~ Type
" Number ~ Line “ Schedule Retainage Retainage Remaining Retained Invoice Number Reti

ata to display

Tatal

Is

Items Freight Miscellaneous Inclusive Tax Exclusive Tax

8. Clear the information in the Supplier Site field to make it blank and click the Search
button.
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Search and Select: Supplier Site

4 Search

Supplier Site | [ISVEIOIN{VE)

Supplier Site Site Address Business Unit
No rows to display

9. Select the Supplier Site and Site Address that matches the remittance information
on the invoice (see Steps 4-6). Click OK once selected.

Search and Select: Supplier Site

4 Search

Supplier Site Site Address Business Unit

HOUSTON(CAD) 915 N ELDRIDGE PKWYS915 N ELDRI... Enbridge CAB

HOUSTON(CAD) 915N ELORIDGE PKWY215 N ELDRI. .. Enbridge US B.. |

or usl...

HQUSTON(CAD) 915 N ELDRIDGE PKWYS15 N ELDRI... Vector US Busi. ..

HOUSTON(USD) 915 N ELDRIDGE PKWY215 N ELDRI... Enbndge CAB...

HOUSTON(USD) 915 N ELDRIDGE PKWY915 N ELDRI... Enbridge USE..
HOUSTON(USD) 915 N ELDRIDGE PKWY915 N ELDRI... Vector CA Busi...

HOUSTON(USD) 915 N ELDRIDGE PKWY215 N ELDRI... Vector US Busi...

10. Upload the PDF Invoice copy. Click here to review Enbridge’s Invoice
Requirements..
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https://www.enbridge.com/%7E/media/Enb/Documents/Work-with-Enbridge/AP-Invoice-Requirements-R3-Cloud-postERPv2FINAL.pdf?rev=746aae660ce2490d8868c6b1cfd53363&hash=C167B2E72E3608BD811565564B6A954C

P Do not change the defaulted selections of Type and =
Category
Actions w  View
o - -Typ-e Category l " File Name or URL Title Description Anached By
Filg w From Supplier w| Supplier Portal PO.pdf | Update... TEST CONTA
4 ]
Rows Selected 1
OK | | Cancel

Invoice Lines

11. In the Lines work area, click Select and Add to add the lines from the purchase
order that match to the invoice.

Lines
View v o=
Select and Add Purchase Order
* Number * Type Su
* Number * Line * Schedule
Mo data to display.

12. Select the corresponding lines from the purchase order by clicking in the row or
hold the “shift” key to select multiple lines. Click OK to proceed.

Select and Add: Purchase Orders b4
Search Results For purchase orders with multiple lines,
View ] Detach | Selectall | use th.e search bgr tg narrow the line
selection for the invoice being matched

(s D‘ | || g |r T T T g —

Purchase Order

Numoer Line Scheduls
PUR-2664-2007872 1 1 ‘ test CA-AB 50 0

T Item

r Item Description Ship-to Location Ordered Received Consumed

4 13

L\\) | Apply IW“ Cancel |

13. Enter the quantity or the amount for the individual line items, do not include any
taxes with the line item.
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Do not go over the Available Quantity amount or the Amount total. If you need to
cancel a line after it has been entered, highlight the row and click Cancel Line. Note:

if the PO amount or quantity is over the ordered amount you will need to submit the
invoice to Enbridge Accounts Payable via email.

Lines

Vieww 4 X 4‘Cancelune‘

Purchase Order &
* Number * Type Supplier ltem  Item Description Ship-to Location Available Quanti Quantity Unit Price UOM * Amount
* Number *Line * schedule
3 PUR-2664-2007872 1 1 test ‘ CAAB v | 38 ‘ 10 Each 380.00
Total 380.00
Totals
Lines
Vieww 4 ¥
......... order
iber * Type Supplier ltem  Item Description ~ Ship-to Location  Tax Classification Available Quantity Quantity Unit Price. UOM * Amount Prdduct Category
* Number *Line * Schedule
PUR-1890-2006956 1 1 Services Westheimer { ¥ v 475.00 v
Total 475.00

Freight

14. Click the “+” button to add Freight when the purchase order does not include
freight as a line item.

Lines

View E | Cancel Line
o |

Purchase Order
* Number * Type

Supplier item  Item Description

Ship-to Location Available Quantity Quantity Unit Price UOM * Amount

* Number *Line * schedule
1 PUR-2664-2007672 1 1 test | CA-AB v | kL 38 10 Each 380.00
Total 380.00

Totals

15. Enter the freight total in the Amount field and select the Ship to Location from the
drop-down list, it must be the same Ship-to-Location as the Purchase Order line.

Create Invoice @

nvoice Actons v [ Save | Save and Close | [ submit | | [ Gance ]

Identifying PO

Remit.to Bank Account ‘ v | * Number ‘ 1234567890 ‘
Supplier  TEST SUPPLIER-DO NOT USE Unique Remittance Identifier ‘ ‘ * Date fo ‘
Taxpayer ID I
Unique Remittance Identifier Check Digit ‘ ‘
Supplier Site - arrency  CAD - Canadian Dollar
915 N ELDRIDGE PKWY, 915 N ELDRIDGE Description ‘ ‘
Address

PKWY, HOUSTON, TX 77079

Attachments  Invoice.docx e 3¢
Supplier Tax Registration Number ‘ v |

Tax Control Amount | 2400

cy CAD - Canadian Dollar

Customer

Customer Taxpayer ID Name Enbridge Pipelines Inc. - LP

Address .
Lines

. e e—
Purchase Order I}
* Number * Type Supplier ltem  Item Description Ship-to Location Available Quantity Quantity Unit Price UOM * Amount Product Gategory
* Number *Line * schedule
3 Freight v CA-AB v | 10000 ‘ ‘ v |
1 PUR-2664-2007872 1 1

test ‘CA—AB v | k-l 38 10 Each 380.00 ‘ v |

Total
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Review and Submit

16. Confirm the amounts being submitted are correct and click the Submit button. The
Totals will update. Click the Submit button again to complete the Invoice creation.

Create Invoice @

Identifying PO

Remit-to Bank Account | v

Supplier  TESTSUPPLIER-DO NOT USE Unique Remittance Identifier ‘ ‘

* Date ‘

Taxpayer D I Type Invoice
Unique Remittance Identifier Check Digit ‘ ‘ P
Supplier Site Invoice Currency  CAD - Canadian Dollar
W 915 Description
Address 15 N ELDRIDGE PKWY, 915 N ELDRIDGE ‘—‘ Payment Currency CAD - Canadian Dollar

PKWY, HOUSTON, TX 77079

Supplier Tax Registration Number ‘ v

Attachments  Invoice docx d 3¢

Tax Control Amount | 1000

Customer
Customer Taxpayer ID Name  Enbridge Pipelines Inc. - LP .
Address N
Lines
Vieww 4 X E‘m

Purchase Order

* Number * Type Supplier tem  Itam Description Ship-to Location Available Quantity  Quantity  UnitPrice UOM *Amount Product Category
* Number *Line * Sehedule
3 Fraight v [cans v 10000] | v|
1 PUR-2664-2007872 1 1 test CA-AB v ‘ 38 10 10 Each 100.00 ‘ - |
Total 200.00
Toals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax
10000 00,00 0.00 0.00

17. The screen will display the Invoice Number and give the option to Print a copy of
the invoice submission or to Create Another invoice.

ORACLE

Invoice: 1234567890

Identifying PO PUR-2664-2007872 Remit-to Bank Account Number 1234567690

Supplier TEST SUPPLIER-DO NOT USE Unique Remittance Identifier Date 6/2023
Taxpayer ID Unique Remittance Identifier Check Digit Type Invoice
Supplier Site  HOUSTON(CAD) Description Invoice Currency  CAD

915 N ELDRIDGE PKWY, 915 N ELDRIDGE

Address By, HOUSTON, TX 77079

Attachments. Invoice docx Payment Currency  CAD

Supplier Tax Registration Number Tax Control Amount 10.00

Customer
Customer Taxpayer ID 102505641 Legal Entity Enbridge Pipelines Inc. - LP
Address
Lines
View v
* Purchase Order Gonsumption
Advice Supplier tem Location of Final ’
Number  Type i Description Ship-to Location Ship-from Location Tax Classification  pR i S Quantity Unit Price UOM
Number Line  Schedule Number Line
3 FREIGHT CA-AB
1 ITEM PUR26.. 1 1 test CA-AB 1 10 Each
Total
Totals
ltems. Freight Miscellaneous Inclusive Tax Exclusiva Tax Invoice Amount
100.00 0 0.00 000 210.00

Retainage
0.00

Due
0.00

18. To confirm the invoice has been submitted, return to the Supplier Portal Dashboard
and select View Invoices. To learn more about how to view your invoice status,
refer to the View invoice information training material here.
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https://www.enbridge.com/work-with-enbridge/doing-business-with-enbridge/enbridge-oracle-supplier-portal-training-page#:%7E:text=View%20invoice%20information

ORACLE

Supplier Portal

search | orcers v | order Number |

Tasks
Vendor-Managed Inventory

+ Manage Inventory

- Manags Replenishment Requssts
Orders

+ Manage Orders

+ Manage Schedules

+ Acknowledge Schedules in Spreadsh

Shipments

« Manage Shipments

Create ASBN
+ Upload ASN or ASBN
+ View Receipts
+ View Retuns
Contracts and Deliverables
- Manage Coniracls
+ Manage Deiiverables
Consigned Inventory
+ Review Consumption Advices
+ Review Consigned Inventory
+ Review Gonsigned Inventory Transactians

Invoices and Payments

yments
Negotiations

+ View Active Negotiations

+ Manage Responses

Qualifications
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Requiring Attention Recent Activity
Last 30 Days

Orders opened

No data available

Supplier News

Announcing the Enbridge Self-Service Invoice Status Portal

We are pleased to provide our Suppliers with another option for viewing
Invoices and Payment status information. Enbridge’s AP Helpdesk has
created the Enbridge Self-Service Invoice Status Portal which contains
invoice information for invoices billed to most Enbridge entities. Suppliers
can now choose to use either the Oracle Supplier Portal or the Enbridge
Self-Service Invoice Status Portal to check on their invoice and
payment status. Click on the link here to be directed to the Enbridge Self-
Service Invoice Status Portal.

Welcome to the Enbridge Supplier Portall

Transaction Reports
Last 30 Days

PO Purchase Amount
PO Purchase Amount
Invoice Amount

Invice Price Variance Amount

358K
1.08K
215

cap
usD
caD
cap
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