Create and Submit PO Matched Invoices in Supplier
Portal



CITY DF JACKSONVILLE

Good afternoon, John Doe! By completing this topic, you will be able
SupplierPortal  Tools  Others to Create and Submit PO Matched
Invoices in the Supplier Portal.

Things to Finish




¥ Create and Submit PO Matched Invoices in Supplier Portal
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Step 1

CITY DF JACKSONVILLE

Good afternoon, John Doe! Click the Supplier Portal tile.

Supplier Portal Tools Others




t PO Matched Invoices in Supplier Portal

[ — : : Step 2

Supplier Portal

Seﬁrcn;mj Order Number Q . . .
o o Click the Create Invoice link.

Orders
Requiring Attention
* Manage Orders
+ Manage Schedules

. in
Agreements
+ Manage Agreements
shipments 3

« View Receipts

+ View Retums

2
Invoices and Payments
- View Invoices
+ View Payments M Orders to Acknowiedge [l Negotiations Closing Soon
Negotiations
+ View Active Negotiations Recent Activity

Last 30 Days
+ Manage Responses

Negotiation invitations: 1
Qualifications Agreements opened 1
Orders opened 1
+ Manage Questionnaires
- Receipts 1
+ View Qualifications v
)
<



Create and Submit PO Matched Invoices in Supplier Portal

GITY OF JACKSONVILLE 3 (o~ Step 3
Create Invoice Inwoice Actions v m

* Identifying PO B Remit-to Bank Account * Number CI k th Id tf H PO | t
Supplier ABC Company Unique Remittance = Date midyy IC e en I yl n g IS "

Taxpayer ID TAXID 123
pay Unique Remittance

. \dentifier Check Digit Typa |imaice
Supplier Site v Invoice
Description Currency
Address Payment
Attachments None == Currency
Supplier Tax Registration Number v
Customer
Customer Taxpayer ID Name
Address
Lines
View v
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
~ Number ~ Line = Schedule Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
line * Ronime * Tav Nama Tav luriedictinon  * Tav Ctatue * Rata Nama Porrantana Par HInit

< >
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Step 4

Create Invoice invoice actons + ||
* Identifying PO - Remit-to Bank Account * Number H H H
Click the 600175-19 list item.

ABC Company Ordering/Remit * Date midiyy
Taxpayer ID "L . ‘
. TIENTMEr CecK DIgiT ¥pe |Imvoice
Supplier Site A Invoice
Description Cumrency
Address Payment
Attachments None == Currency
Supplier Tax Registration Number -
Customer
Customer Taxpayer ID Name
Address
Lines
View w
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
~ Number ~ Line = Schedule Number Line
No data to display.
Total
< >
Summary Tax Lines
View w
v
lina * Ranima * Tav Nama Tav luriediction * Taw Stafuc * Bata Nama Parcantana Por 1nit

< >



Create and Submit PO Matched Invoices in Supplier Portal

GITY OF JACKSONVILLE 3 (o~ Step 5
Create Invoice Inwoice Actions v m

* Identifying PO |

L XJo] e ek o v e ] Click in the Number field
Supplier ABG Company Unique Remittance IC In e um er Ie '

Identifier Dato [[RANY
Taxpayer ID TAX ID 123 Unique Remittance N
. Identifier Check Digit yp
Supplier Site  Ordering/Remit - Invoice | on e
123 Right Way, JACKSONVILLE, FL Description Currency
Address 123 SO0 T Payment ;o )¢
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
View v
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit
<

>
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Step 6

Create Invoice invoice actons + ||
* Identifying PO 600175-19 - Remit-to Bank Account - * Number E E I H b
S— nter your Invoice number.

Taxpayer ID TAXID 123
pay Unique Remittance

. \dentifier Check Digit Typa |imaice
Supplier Site  Ordering/Remit - Invoice o
Description Curency g H H H H
Roens 23588 o eCKSONILE FL Enter the desired information into
Attachments None == Currency N
Supplier Tax Registration Number - h b f Id n n
the Number field. Enter "1234".

Customer

* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville

Address
Lines
View ¥
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
~ Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
< lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit

>



Create and Submit PO Matched Invoices in Supplier Portal

GITY OF JACKSONVILLE 3 ; Step 7
Create Invoice Inwoice Actions v m

* Identitying PO 600175-13 - Remit-to Bank Account - CIICk |n the Date fleld
Supplier ABG Company Unique Remittance "
Identifier
Taxpayer ID TAXID 123 Unique Remittance * rype |varce
. Identifier Check Digit yp
Supplier Site  Ordering/Remit - Invoice o e
123 Right Way, JACKSONVILLE, FL Description Currency
Address 123 SO0 T Payment ;o )¢
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
View v
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit
<

>



Create and Submit PO Matched Invoices in Supplier Portal

Step 8

Create Invoice Inwoice Actions v m

* Identifying PO 600175-19 - Remit-to Bank Account ¥ Example: r 1234 E H H H H
811/19 t t t t
Supplier ABC Compery omaue Remitance L nter the desired Information 1INto
Identifier e . " "
e e e e the Date field. Enter "8/11/19
Unique Remittance -
. \dentifier Check Digit Typa |imaice e a- e Ie . n er .
Supplier Site  Ordering/Remit - Invoice | on e
123 Right Way, JACKSONVILLE, FL Description Currency
Address 123 SO0 T Payment ;o0 s
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit
<

>



Create and Submit PO Matched Invoices in Supplier Portal

CITY OF JACKSONVILLE 3 (o~ Step 9
Create Invoice Inwoice Actions v m

* Identitying PO 600175-13 - Remit-to Bank Account v Example: r 1234 Cl | C k h e T e | |S
811119 . t t
Supplier ABC Company Unique Remittance & wingl yp "
Identifier gy
Taxpayer ID TAXID 123 Unique Remittance *Type
. Identifier Check Digit yp
Supplier Site  Ordering/Remit - Invoice e
123 Right Way, JACKSONVILLE, FL Description Currency
Address 123 SO0 T Payment ;o )¢
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit

< >



Create and Submit PO Matched Invoices in Supplier Portal

GITY OF JACKSONVILLE 3 (o~ Step 10
Create Invoice Inwoice Actions v m

* Identifying PO 600175-19 - Remit-to Bank Account v * Number 1234 CI | Ck the I n VO | C e IlSt |tem
Supplier ABG Company Unique Remittance - "
Identifier
Taxpayer ID  TAXID 123 Unique Remittance o
. Identifier Check Digit
Supplier Site  Ordering/Remit - Inv p—
123 Right Way, JACKSONVILLE, FL Description Currency
Address 123 SO0 T Payment ;o0 s
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit
<

>



Create and Submit PO Matched Invoices in Supplier Portal

CITY OF JACKSONVILLE ? @ _" Step 11
Create Invoice Inwoice Actions v m

* Identitying PO 600175-13 - Remit-to Bank Account - * Number 1234 CIle |n the DeS C rl tl 0 n fleld
Supplier ABC Company Unique Remittance - p "
" Date 8&M11/19
Identifier
Taxpayer ID TAXID 123 Unique Remittance * rype .
. Identifier Check Digit voe |
Supplier Site  Ordering/Remit - Invoice "o
123 Right Way, JACKSONVILLE, FL Description I I Currency
Address 123 SO0 T Payment ;o )¢
Attachments None == Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit

< >



Step 12

Create Invoice Inwoice Actions v m
* Identifying PO  600175-19 - Remit-to Bank Account v * Number 1234 E h d H d - f H H
S — — nter the desired information Into

Identifier Date 81119

e Bt the Description field. Enter "Sample

Taxpayer ID  TAX D 123

* Supplier Site Ordering/Remit - Invoice | on e
123 Right Way, JACKSONVILLE, FL Description I\ I Currency n
Address  35208Duval Payment  qn .
Attachments None == Currency

Supplier Tax Registration Number -
Customer

* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville

Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit

< >



CITY OF JACKSONVILLE 3 (o~ Step 13
Create Invoice Inwoice Actions v m

* Identifying PO 600175-19 - Remit-to Bank Account v * Number 1234 CI . k h M A h b
— Ick the Manage Attachments button.
Identifier

Taxpayer ID TAXID 123
pay Unique Remittance

. \dentifier Check Digit Typa |imaice
Supplier Site  Ordering/Remit - . Invoice | on e
123 Right Way, JACKSONVILLE, FL Descriptit S | * Currency
Address 123 SO0 T Payment ;o )¢
Attachments. NnnE Currency §
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
view v B
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
lina * Ranima * Tav Nama Tav luriedictinn * Tav Statue * Rata Nama Parcantana Par lInit

< >
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Step 14

Click in the Browse... button.
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& Choose File to Upload x Step 15

S & > ThisPC > Downloads > v o Search Downloads P

Organize v New folder ~ T @
- This PC MName Date modified Type . i
N e T —— Choose your invoice to attach.
D Deleting a Cash Advance Request - Final.odarc 8/8/2019 3:22 PM ODARC File

5 [ Desktop

) Deleting a Cash Advance Request - Final_lob_Aid ~ /2/20193:20PM  Microsoft Word D..
> Documents

PTy— 137) Deleting a Cash Advance Request - Final_Presen...  £/2/20193:19PM  Microsoft PowerP.. | n th |S exam ple , Cl |Ck the Sam p I e
» [ Deleting a Cash Advance Request - FR.odarc 8/8/20193:14PM  ODARC File . .
s | 1234 fil
|| Approve or Reject a Cash Advance - Finalodare  £/2/2019312PM  ODARC File nvoice lne.
> [&] Pictures ipti By
B8] Approve or Reject s Cash Advance - Final_Prese...  2/2/2019312PM  Microsoft PowerP.
> @ Videos v
—~ John Doe
o v < >
File name: || - | | A Fites () | >

==
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& Choose File to Upload x Step 16

S & > ThisPC > Downloads > v o Search Downloads P

Organize *  New folder

m @

~ Name Datemod}\ed Type
~ [@ ThisPC o

3] Sample Invoice 1234 8/11/2019411PM  Microsoft Word D.

Click the Open button.

>} 3D Objects

[] Deleting a Cash Advance Request - Final.odarc 8/8/20193:22PM  ODARC File
5 [ Desktop

[ Deleting a Cash Advance Request - Final_lob_Aid ~ /2/20193:20PM  Microsoft Word D..
> Documents

13] Deleting a Cash Advance Request - Final_Presen... 8/2/20193:19PM  Microsoft PowerP...
> Jb Downloads
[] Deleting a Cash Advance Request - FR.odarc 8/8/20193:14PM  ODARC File
> b Music
[ Approve or Reject a Cash Advance - Finalodarc  8/2/20193:12PM  ODARC File
> & Pictures By
13 Approve or Reject a Cash Advance - Final_Prese...  2/2/2013 3:12 PM Microsoft PowerP.
Vid
> Bl Videos ~ v John Doe
o v < >
. " = >
File name: | Sample Invoice 1234 | | AuFiles ¢ ~

Caneel




>

Step 17

Click the OK button.

Sample Invoice 1234.docx  Update....




CITY OF JACKSONVILLE 3 (o~ Step 18
Create Invoice Inwoice Actions v m

* Identifying PO 600175-19 - Remit-to Bank Account v * Number 1234 CI kth S I t d Add b tt
Supplier ABC Company Unique Remittance IC e e eC a'n u On'

Identifier Date 81119

Taxpayer ID TAXID 123
pay Unique Remittance

. \dentifier Check Digit Typa |imaice
Supplier Site  Ordering/Remit - Invoice | on e
123 Right Way, JACKSONVILLE, FL Description  Sample Invoice Currency
Address 123 SO0 T Payment ;o0 s
Attachments Sample Invoice 1234.docxi=f= | 3¢ Currency N
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID | 56-5000344 - Name  City of Jacksonville
Address
Lines
View v 4
Purchase Order Consumption Advice
“ Number ~ Type Supplier Item Item Description
= Number ~ Line = Schedule  Number Line
No data to display.
Total
< >
Summary Tax Lines
View v
w
line * Ronime * Tav Nama Tav luriedictinon  * Tav Ctatue * Rata Nama Porrantana Par HInit

< >
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Step 19

To highlight the line, click the empty cell
to the left of the 600175-19 cell.
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~ Step 20

Select and Add: Purchase Orders C I i Ck th e Ap p I y butto n -
4 Search Advanced = Saved Search

** Purchase Order 600175-19 ™ Consumption Advice
** Creation Date m/diyy h-mma

Reset  Save...

Search Results

Purchase Order Consumption Advice Supplier Item

Number Item Description  Ship-to Location

Number Line Schedule Number Line

600175-19 1 1 | City Stuff Ed Ball 3th Floor
<

https://eims-dev2.fa.us2.oraclecloud.com/fsemU|/faces/FuseWelcome?_adf.ctrl-state=15eb0... >
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>

Step 21

Select and Add: Purchase Orders C I | Ck th e O K butto n.

4 Search Advanced = Saved Search
+* At least one is required

** purchase Order 600175-19 ** Consumption Advice

™ Creation Date m/diyy h:mm a

Search Results

vew =

s

Purchase Order Consumption Advice Supplier Item

Number Item Description  Ship-to Location

Number Line Schedule Number Line

No results found.
>

™ 0




GITY DF JACKSONVILLE

Create Invoice

Identifying PO
Supplier

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

View w

“ Number ~ Type

1 Item

<

Summary Tax Lines

View w

ABC Company

TAXID 123

123 Right Way, JACKSONVILLE, FL
32208Duval

+ X E'_ Cancel Line

Purchase Order

~ Number ~ Line

j 600175-19 1 1

Total

= Schedule

Remit-to Bank Account

Unique Remittance
Identifier

Unique Remittance
Identifier Check Digit

Description

Attachments.

Name City of Jacksonville

Address

Sample Invoice

Sample Invoice 1234 docx == 3¢

Consumption Advice

Number Line

Supplier tem

v * Number 1234

“ Date  8/11/201!

Type Invoice

Invoice
Currency

Payment
Currency

UsD - Us

UsD - U

Item Description

City Stuff

—

Lo

Step 22

Click the Scrollbar right arrow.



Step 23

Create Invoice PPN ... | seve i cioso | suomi |

Identitying PO Remit-to Bank Account - * Number 1234 Note You can Change the quantlty-

Supplier ABC Company Unique Remittance - y
mittance Date  &/11/201
TaxpayerID  TAX1D 123 Unique Remittance Type Invoice
Identifier Check Digit
Supplier Site Invoice on ¢

Currency

Adaross 8 en AKSONVILE FL e Eamont yso-us Click in the Quantity field to highlight
the current quantity.

Supplier Tax Registration Number -

Customer

Customer Taxpayer ID Name City of Jacksonville

Address
Lines
vieww 4= 3 [ CancellLine
Item Description Ship-to Location Tax Classification Ac‘l':::gii Unit Price  UOM * Amount
City Stuff Ed Ball 8th Floor | w v 10 10 25 EA 250.00
250.00
< >

Summary Tax Lines

View w



Create Invoice

Identifying PO
Supplier ABG Company

Taxpayer ID  TAX D 123

Supplier Site

Address  35208Duval

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines
vieww 4= 3 [ CancellLine

Item Description Ship-to Location

City Stuff Ed Ball 8th Floor | w

<

Summary Tax Lines

View w

* Number 1234

Remit-to Bank Account
Unique Remittance
Identifier

Unique Remittance
Identifier Check Digit

123 Right Way, JACKSONVILLE, FL Description |

Attachments Sample Invoice 1234.docx =f= 3¢

Name City of Jacksonville

Address

Available
Quantity

Tax Classification Quantity

Unit Price UOM

25 EA

“ Date  8/11/201!

Type Invoice

Invoice
Currency

Payment
Currency

UsD - Us

UsD - U

~ Amount

250.00

250.00

Step 24

In this example, you will reduce the
quantity.

Enter the desired information into
the Quantity field. Enter "8".



GITY DF JACKSONVILLE

Create Invoice

Identifying PO
Supplier

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

Create an

Invoice

Remit-to Bank Account

ABC Company Unique Remittance
Identifier

TAXID 123
Unique Remittance
Identifier Check Digit

vieww 4= 3 [ CancellLine

Item Description

City Stuff

<

Summary Tax Lines

v * Number 1234

“ Date  8/11/201!

Type Invoice

Invoice
o Cumency USD-Ut
123 Right Way, JACKSONVILLE, FL Description  Sample Invoice Payment oo |,
322080wval Attachments Sample Invoice 1234.docx =f= 3¢ Currency
v
Name City of Jacksonville
Address
. N O Available " P -
Ship-to Location Tax Classification Quantity Quantity Unit Price  UOM Amount
Ed Ball 8th Floor | w v 10 g 25 EA 250.00
250.00
>

[ et

‘eims-dev2.fa.us2.oraclecloud.com/fsemU|/faces/FuseWelcome?_adf.ctrl-state=

Lo

d Submit PO Matched Invoices in Supplier Portal

Step 25

Click the Submit button.
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CITY OF JACKSONVILLE ? @ _" Step 26
Invoice: 1234 @

Identifying PO 600175-19 Remit-to Bank Account Number 1234
Unique Remittance ident

Click the Done button.

‘Supplier ABC Company

Unique Remittance
Taxpayer ID TAXID 123 \dentifier Check Digit Type Invoice
Supplier Site  Ordering/Remit Description  Sample Invoice Invoice Currency USD
123 Right Way,
Address JACKSONVILLE, FL Attachments Sample Invoice Payment Currency  USD
32208Duval 1234 docx
Supplier Tax Registration
Number
Customer
Customer Taxpayer ID  58-6000344 Legal Entity  City of Jacksonville
Address
Lines
View w
* Purchase Order Consumption  cunol N
Number  Type ":;P ier em Ship-to Location Ship-from Lo
Number  Line Schedule Number  Line
1 ITEM 60017519 1 1 City Stuff Ed Ball 8th Floor
Total
< >

Summary Tax Lines

View w
<
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GITY DF JACKSONVILLE

>

Step 27

Supplier Portal

Seﬁrcn;mj Order Number < . .
o o Click the Home icon.

Orders

Requiring Attention
* Manage Orders

+ Manage Schedules

. in

Agreements
+ Manage Agreements
Shipments 3

« View Receipts

+ View Retums

2
Invoices and Payments
« Create Invoice
« View Invoices
« View Payments M Orders to Acknowiedge [ Negotiations Closing Soon
Negotiations
+ View Active Negotiations Recent Activity

Last 30 Days
+ Manage Responses

Negotiation invitations: 1
Qualifications Agreements opened 1
Orders opened 1
+ Manage Questionnaires
- Receipts 1
+ View Qualifications v
)
<
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o>

Step 28

CITY DF JACKSONVILLE

Good afternoon, John Doe! End of Procedure.

Supplier Portal Tools Others




