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Abstract

This job aide will show you how to view and create an invoice.
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Overview

Infor serves as the modern solution for work management, contract, and invoice processing. This
document is intended to provide you with step-by-step guidance on how to view and create an
invoice.

By reading this document at its entirety you will be able to:

- View an invoice

- Create an invoice

- Update an unsubmitted invoice
- Submit an unsubmitted invoice
- Delete an unsubmitted invoice
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Viewing an Invoice

1. Enterthe Username and Password and click the Sign On button.
The Supplier Portal page displays.

2. Expand Order Management

3. select Invoices

v Sign Out

— Supplier Portal @

Profile Quick Links Links And Attachments

Welcome

New Supplier Registration Guide
Supplier Portal ER 2-track soLuions L @ Sign Out

Contact

Home

1 o 510 0 Existing Supplier Registration
h 1 3049
Frone a nstr s Guide

SPONSEs Email:  test slloom a i i

Contracts
2 Address: ‘ L
Ever . "
Order Management Update Supplier Info Guide
Registration Status:  Cor
Alerts

Create Ir
Message Dialog Needing A Response Item Proposals

C, please advise the required quantities for each of the four types of cabinets.
Thanks.

L
Original Message: Dialog for Event: 226-0 - CB monitoring device
Invoi No Items Proposed

Payments Please see the initial question list from PAR for RFP-7062
Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line

Returns
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4. The Invoices page displays. Below is a summary of each tab on the Invoice page.

Dashboard tab allows you to view an invoice and its associated purchase order.

v Invoices

wocens,

Training User

Dashboard All  Open Paid  Exceptions  Overdue

All Invoices StartADialog <. Overview

Displays the scheduled - -
pay date on the invoice. Double-click gn the Inyome to
.| open the Invoice Details page.
2,900. Released. Not issued
This label displays 8 IE
the invoice status. o
Invoice E2E-PA_E_1.3
|nvoice; ApiTESTREVI 1,500.00 USD E 2041 - PPL Distribution
\[;\:‘. 2% n)‘. d :b/.,"l 22 3/10/2022 : 5/9/2022
L ociessed ]
— \nvniceEZE-FA_E_].,a Details Start A Dialog Attach Proof of Delivery View Invoice Document [> Next Record
Trlning User — ann £
2041 - PPL Distribution Released ‘Swati Rathore [
Supplier Portal i = ;:R‘:
Invoice Details
B TaxinvoiceMP121. dack A Show all X
v
Status Definition
Released Invoice is approved and will pay on the scheduled pay date
(invoice date + terms on the purchase order)
Unreleased This could be a 3-way match invoice (items) where the receipt

was not entered yet or a 2-way match invoice (service) that
has an error that Accounts Payable needs to work on
Pending Approval The invoice is in someone's queue for approval

Historical This invoice has been paid
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All tab displays all invoices.

Supplier Portal

Open tab displays open invoices.

Suppler Portal
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Paid tab displays paid invoices.

= Invoices

SignOut [

Training User

Dashboard All Open Paid Exceptions Overdue

Paid Invoices = Search
" Invoice N.. Purchase Or.. Type Status InvoiceD... § Due Date Invaice Amo... Payments Details View Invo... Dialo
Supplier Portal L v B
Home
— Order Management
e
Alerts —1L
Create Inv L~

No Data Available
Acknowledge Or

[o]

Receipts

Invoices

Exceptions tab displays invoices that have exceptions.

= Invoices

Sign Out

Dashboard Al Exceptions  Overdue

Exception Invoices P View Invoice Details Start A Dialog Search

Invoice N.. Purchase ... Type  Message Match Error Invo... ¢+ DueDate Invoic.. Details

Supplier Portal

L | 26 PAE 13 10000205 Invoice  Ye 3 5, 1,500.00 USD Details
s 100002051 Invoice  Yes /2022 2022 200.0 Details
2041 Invol e 22 2 ( Details
Contracts
Order Management
Alert:

Invoices
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Overdue tab displays invoices that are past the invoice pay date.

— Invoices

v signout £

Weicome,

Training User

Dashboard All Open Paid Exceptions ‘ Overdue

Past Due Invoices > View Invoice Details Attach Proof of Delivery Start A Dialog = Search
. Invoice Number Purchase Order Type InvoiceD... +  Due Date DaysPast... Invoice Amo... Details Viewln...  ViewP... Dialog
Supplier Portal
Home AP_TESTREV 10 1510 nvoice 3/8/2022 3/8/2022 3 100.00 USD
TESTR ice ( ) JS|

Events

My Responses

Contracts 21000

Order Management

Alerts

Create Invoices

Manage Self Created Invoice
Acknowledge Orders
Orders

LE

Invoices
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Creating an Invoice

1. Enterthe Username and Password and click the Sign On button. The Supplier Portal page
displays.

2. Expand Order Management

3. Select Create Invoices

Supplier Portal @

Profile Quick Links Links And Attachments

Welcore

Training User

New Supplier Registration Guide

Supplier Portal BB 2-track soLuTIONS LLC ® signow
Home Contact: Training User o
Phone: +1999.839.3049 Existing Supplier Registration

Guide

Email: test@gmail.com

Address:
Update Supplier Info Guide
Registration Status:  Con
Message Dialog Needing A Response Item Proposals
C, please advise the required quantities for each of the four types of cabinets.
Thanks.

L
Original Message: Dialog for Event: 226-0 - CB monitoring device
No Items Proposed

Please see the initial question list from PAR for RFP-7062

Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line

The Create Invoice page displays and defaults to the Invoice Entry Tab

4. If prompted, select the Type of Invoice
Note: Always select PO Match. Do not use the Expense or Service Contract options.

= Create Invoice

Lo SignOut ) -+

Wecomg
Training User O Invoice Entry Invoice Entry

Submit Inveice
Supplier Portal * Select The Type Of Invoice You Will Be Creating
DExpense () POMatch () Service Contract
Home

Alerts
Create Invoices
Man eated Invoices

e Orders

Invoices

Payments

Returns
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5. On the Invoice Entry Tab, complete the following fields:

a. Purchase Order: Select the correct purchase order.
TIP: If you selected the incorrect company, your purchase order would not appear in
the search list.
Invoice Number: Enter the invoice number.

c. Select to Create Details for All Open ltems: Only check this box if you are invoicing for
all lines on the Purchase Order.

d. Description: This field is optional.

e. Invoice Amount including Tax: Enter the invoice amount including the tax.
TIP: Ensure you are entering the amount including tax here. The next step will also
you to enter the amount without tax.

f. Tax Amount: Enter only the tax amount for the invoice.
TIP: If you leave Tax Amount blank or enter O, the system will treat this as an invoice
with no tax on it.

g. Invoice Date: Always use today’s date.

h. Invoice image: Attaching an image of the invoice is a requirement

i.  Proof of Delivery: Attached a proof-of-delivery document.
This is optional but recommended.

L SignOut £ - — Create Invoice

Welcome,

Leatrice Coleman O Invoice Entry Invoice Entry

O Submit Invoice

Supplier Portal Invoice Type
PO Match

Home Purchase Order *

Events

Invoice Number
My Responses

+ Contracts
‘: Select To Create Details For All Open PO Lines; Otherwise, You Will Be Asked To Select Which Lines To Invoice

— Order Management

Alerts
5 Invoice Date
Create Invoices
]

Manage Self Created Invoices

o Invoice Amount Including Tax ax Amount
Acknowledge Orders
Orders Please attach a scanned copy of the invoice.

: Invoice Image
Receipts

B

Invoices
Optionally attach a scanned proof of delivery document

Payments Proof Of Delivery

Returns

Items
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6. Click Next.
7. Refresh your browser to load Purchase Order Line Information
TIP: If the page did not load after you clicked “Next”, refresh your screen.

v

welcome,

Training User

Supplier Portal

= Create Invoice

~ Purchase Order Line
Information

) Submit Invoice

Purchase Order Line Information

To add a line, use Create Detail. If making changes to a line, click the Save button after changes have been made.

Invoice Details

] Vendor Item Htem Description Quantity | UOM
D TEST34 Test34 2000 EA

Total

Unit Cost | Total Functional A...

100.000

Previous Next

200.00

200.00

Create Invoices

ted Invoices

Orders

8. Follow the instructions below based on your selection for Step 5c¢:
a. If you DID select the “Create Detail for All Lines” options:
i. Important: If you can't find the line or the line contains incorrect information,
contact the buyer/category manager.
ii. If you invoice services instead of materials, enter the dollar amount without
tax in the Quantity.
e |f you add the full amount with tax here, you will receive an error
message as the numbers will not match.
iii. If you need to remove a line, select the line and click delete

Previous Next

Unit Cost | Total Functional A...

Purchase Order Line Information

O Invoice Entry

y Purchase Order Line

O To add a line, use Create Detail. If making changes ta a line, click the Save buttan after changes have been made.
Information :

nvoice Details

Submit Invoice

Quantity = UOM
2.000 EA 100.000 200.00

200.00

iv. You can update the Quantity (Dollar Amount)
e Changes to the Unit Cost will not match the purchase order cost.
e For Services, the Unit Cost should always be 1
v. The amount in the Total Functional Amount field must show Invoice amount
without tax.
e Otherwise you will not be able to submit the invoice.
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b. If you DID Not select the “Create Detail for All Lines” option in step 5c¢:
vi. The Purchase Order Line Information tab will be empty.
vii. Click Create Details from PO Line to select the lines you are invoicing.

Create Invoice

O invoice Entry Purchase Order Line Information Previous  Next
O :"ﬁ'::;gder Wiz To add a line, use Create Detail. If making changes to a line, click the Save button after changes have been made.
- . Invoice Details — Create Detail From PO Line
) Submit Invoice K3
[ ] Vendor Item Unit Cost | Total Functional A...
o
x
O"
.
.
R
.
.
R
.
.
.
0'. ~\
K g
o
"‘. -
. —
R
.
R No Data Available
.
5
“‘
A
Select

Available Purchase Order Lines = ...

| B | PurchaseOrdertine # | tem | Description | Vendoritem | UOM | QuantityTo Invoice | UnitCost | PO Line Amount
O |1

TEST34 Test34 TEST34 EA 2.000 100.000 200.000 | USD

20~

Close Create Detail From PO Line

9. Click Next to view the Submit Invoice tab
TIP: If the page did not load after you clicked “Next”, refresh your screen.

= Create Invoice

Invoice Entry Submit Invoice Previous

SignOut ) ---

Company
2041
nvoice Numbe

€L2022-1234

Jvoice Aourt
0.00
Click the Submit button to submit this Invoice immediately.

Submit

Click the link below to view the invoice

i can also be viewed any time in manage self created invoices

10. Click Submit
Note: You can click View Invoice to display the invoice information again before submitting.
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Adding Freight Charges
Overview: There is currently no existing feature that will allow suppliers to add freight in a clean way.
While PPL works to add this feature to the Supplier Portal, please follow the workaround below:

1. Enterthe Username and Password and click the Sign On button. The Supplier Portal page
displays.

2. Select Messages and Dialog
3. Select Open Messages with Dialog tab
4. Select Start a Dialog

L sgnout £ --- = Messages And Dialog

Welcome,
Leatrice Coleman Dialog Requesting My Response Inbox Trash Open Messages With Dialog Historical Messages

Open Messages With Dialog

0O Creation Date/Time Priority Status Title Dialog Contact Attachment

Supplier Portal

No Data Available

Messages And Dialog

5. The buyer will then amend the Purchase Order to show freight as an additional line.
6. Once this is completed, return to the PO and invoice freight charges on that separate line.
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Manage In Process Invoices

1. Enterthe Username and Password and click the Sign On button. The Supplier Portal page
displays.

2. Expand Order Management

3. Select Manage Self-Created Invoices

— Supplier Portal e

Profile Quick Links Links And Attachments

n Signout ¢

Wekcorm,

Training User

New Supplier Registration Guide
Supplier Portal B 2-track soLuTions L @ Sign Out

Contact:  Training Use B Contact

Existing Supplier Registration

Phone: +1399 49 a - i Guide
Email: test@gmai n a
Evaluations

Address:

€ centreics Update Supplier Info Guide
Registration Status: Complete
Message Dialog Needing A Response Item Proposals
C, please advise the required quantities for each of the four types of cabinets.
Thanks.

Original Message: Dialog for Event: 226-0 - CB monitoring device
No Items Proposed

Please see the initial question list from PAR for RFP-7062

Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line

4. The Manage Self-Created Invoice page displays.
a. Unsubmitted Invoices: PLL has not received this invoice. Updates can be made to an
invoice, including deleting the invoice.
b. Submitted Invoice: PPL has already received this invoice and edits cannot be made.

L SignOut £ +es = Create And Manage Invoices

El b

Unsubmitted Invoices Submitted Invoices

Welcome,

Leatrice Coleman

Unsubmitted Invoices Submit Attach Proof of Delivery Create Invoice Update Invoice View Invoice Delete
Supplier Portal Invoice Number Invoice Date Due Date Total Amount  Currency View Invoice Image View Proof Of Deliv...
Home 3467 2/4/2023 150,600.00 USD

Events

My Responses

t  Contracts
—  Order Management

Alerts

Create Invoices
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5. Under Unsubmitted Invoice tab, you can:

Delete an existing
N Unsubmitted Invoice
e Signout )

Welcome,

Leatrice Coleman bmitted Invoice bmitted Invoice

Unsubmitted Invoices Submit Attach Proof of Delivery Create Invoice Update Invoice View Invoice Delete

Invoice Number T oA Total Amount  Currency / View Invoice Image View Proof Of Deliv...

Supplier Portal

Submit an existing
Home 3467 2/4/2 Unsubmitted Invoice X )
Update the following Invoice fields:
Events
- Invoice Number
My Responses - Description
P - Invoice Date
. - Invoice Amount
— Order Management TIP: Follow the Create an Invoice
steps
Alerts

Create Invoices
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Update an Unsubmitted Invoice

displays.
Expand Order Management
Select Manage Self-Created Invoices

n Sign Out

Wekcome,

Training User

Profile Quick Links
Supplier Portal B& 2-7rack soLuTions L @ Sign
Home Contact: Training Use =
Events Phone: +1999.839-3049 a
Inst
Email:  test@gma

Contracts

2

Address: ‘ Boant batiics

Registration Status:  Complete

Order Management
Alert
Create Invoices

f Created Invoices Message Dialog Needing A Response

Manage

Ackno C, please advise the required quantities for each of the four types of cabinets.

Thanks.

Receipts

Original Message: Dialog for Event: 226-0 - CB monitoring device

Please see the initial question list from PAR for RFP-7062
Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line

Returns

4. select Unsubmitted Invoices
5. Select an Invoice
6. Select Update Invoice

= Create And Manage Invoices

Signout ) er

e Coleman Unsubmitted Invoices  Submitted Invoices

Unsubmitted Invoices Submit Attach Proof of Delivery

Invoice Date Due Date Total Amount  Currency

Supplier Portal

Create Invoice

Enter the Username and Password and click the Sign On button. The Supplier Portal page

Links And Attachments.

New Supplier Registration Guide

Existing Supplier Registration
Guide

Update Supplier Info Guide

Item Proposals

No Items Proposed

6

Update Invoice

View Invoice Image

View Invoice Del

lete

View Proof Of Deliv...

Home 2/4/2023 150,600.00 USD

voice Number
3467

Events

Contracts

Order M
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7. The Invoice Entry page displays. Update the fields as needed:
Invoice Number: Enter the invoice number.

b. Description: This field is optional.

c. Invoice Date: Always use today’s date.

d. Invoice Amount: Enter the invoice amount including the tax.

o

Lc Signout (3 e = Create Invoice

—
Leatrice Coleman

O Invoice Entry Invoice Entry

Enter basic Invoice information. If invoice date has not been entered, it will default to the current corporate date

Supplier Portal

. PO Match invoice
S ) Submit Invoice

Home Purchase Order

0000308296

voice Number

3467

Contracts Company

PPL Distribution

Order Management

150,600.00

8. Click Next
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9. The Purchase Order Line Information tab displays
TIP: If the page did not load after you clicked “Next”, refresh your screen.
e. If Purchase Order Line Information exists:
i. Confirm the Purchase Order Line Information is correct
ii. If you need to remove a line, select the line and click delete

2 Invoice Entry Purchase Order Line Information Previous  Next
~ Purchase Order Line
O To add a line, use Create Detail. If making changes to a line, click the Save button after changes have been made.
Information :
nvoice Details Delete -
Submit Invoice
Vendor Item Quantity = UOM UnitCost | Total Functional A...
TEST34 Test34 2.000 EA 100.000 200.00
Total 200.00

c. If the Purchase Order Line Information is empty:
i.  Click Create Details from PO Line to select the lines you are invoicing.

— Create Invoice

O Invoice Entry

Purchase Order Line Information Previous  Next

~ Purchase Order Line

C Information To add a line, use Create Detail. If making changes to a line, click the Save button after changes have been made.

- Invoice Details = Create Detail From PO Line
Submit Invoice -

n Vendor Item Quantity | UOM Unit Cost | Total Functional A...

Select

Available Purchase Order Lines = ...

u Purchase Order Line * m Vendor Item m Quantity To Invoice | UnitCost | PO Line Amount
O 1

TEST34 Test34 TEST34 EA 2.000 100.000 200.000 USD

Close Create Detail From PO Line

10. Click Next to view the Submit Invoice tab
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11. Click Submit

U

Create Invoice
oo,

Training User Invoice Entry Submit Invoice Previous

Company
Supplier Portal 2041
oot
CL2022-1234

Amount

Events i
0.00

My Respon:

Click the Submit button ta submit nvoice immediately.

Contrar

Order Management he link below to view the invoice

Alerts

in manage self ereated invoices

The invoice can also be viewed

Create Invoices
Manage Self Created Invo

owledge Orders

Payments

Returns
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Submit an Unsubmitted Invoice

1. Enterthe Username and Password and click the Sign On button. The Supplier Portal page
displays.

2. Expand Order Management

3. Select Manage Self-Created Invoices

— Supplier Portal e

n Signout ¢

Wekcome,

Training User

Profile Quick Links Links And Attachments
New Supplier Registration Guide
Supplier Portal B 2-track soLuTions L @ Sign Out
Contact: Training Use - -
. Existing Supplier Registration
Ph +1999. 4 s
o 5 " 5 Guide

Email: test@gmail com a Evalisations

Contt

L Address: @ coentver ; i

Order Management Update Supplier Info Guide
Registration Status: Complete

Alert:

e oites Message Dialog Needing A Response Item Proposals
dge Orders C, please advise the required quantities for each of the four types of cabinets.

Thanks.

Original Message: Dialog for Event: 226-0 - CB monitoring device
No Items Proposed

Please see the initial question list from PAR for RFP-7062
Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line
Returns

4. select Unsubmitted Invoices
5. Select an Invoice
6. Select Submit

= Create And Manage Invoices

L SignOut £y | *++
—

Leatrice Coleman

Unsubmitted Invoices Submitted Invoices

Unsubmitted Invoices Attach Proof of Delivery Create Invoice Update Invoice View Invoice Delete
Supplier Portal voice Number Invoice Date Due Date Total Amount  Currency View Invoice Image View Proof Of Deliv...
3467 2/4/2023 150,600.00 USD

Contracts
Order Management
Alerts

Create In

The invoice has now been submitted to PPL. To view the submitted invoice, navigate to the
Submitted Invoices tab.
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Delete an Unsubmitted Invoice

1. Enterthe Username and Password and click the Sign On button. The Supplier Portal page
displays.

2. Expand Order Management

3. Select Manage Self-Created Invoices

— Supplier Portal 3

Profile Quick Links Links And Attachments

Signout ¢

New Supplier Registration Guide

Supplier Portal - = R @ Sign Out
fre—r Contact B ..
- Existing Supplier Registration
Phone: +1999.839-3049 a - i Guide E SUPP! B!
Email: test@gmai n a
Evaluations
Address: ‘ Event Metrics
‘ . Update Supplier Info Guide
Registration Status: Complete
Alert:
3 Create Invoic
Mar Create s Message Dialog Needing A Response Item Proposals

C, please advise the required quantities for each of the four types of cabinets.
Thanks.

Original Message: Dialog for Event: 226-0 - CB monitoring device
No Items Proposed

Please see the initial question list from PAR for RFP-7062
Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line
Returns

4. select Unsubmitted Invoices
5. Select an Invoice
6. Select Delete

= Create And Manage Invoices

Signout ) er

Leatrice Coleman

Unsubmitted Invoices Submitted Invoices

Unsubmitted Invoices Submit Attach Proof of Delivery Create Invoice Update Invoice View Invoice Delete
Supplier Portal voice Number Invoice Date Due Date Total Amount  Currency View Invoice Image View Proof Of Deliv...
3467 2/4/2023 150,600.00 USD |

The invoice has now been deleted. To recreate the invoice, view Create an Invoice Job Aid.




