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External Supplier:
Create Invoice Job Aid

Version 1.0 / Updated March 11, 2025

This job aid provides step-by-step instructions for external supplier administrators on how to
create invoices in the supplier portal.

Part 1. Navigate to Company Profile

1. From the Oracle Fusion landing page, select the “Supplier Portal” tile as shown below.

Good morning, Test Supplier User 1

Supplier Portal

,

Supplier Portal
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2. Orders are managed from the Create Invoice task within the Company Profile task group.
Accessing the Create Invoice requires BHE External Supplier Transaction JR role access.

Berxsuine Hatnaway
EMERGY. Prod Support - Dev

Supplier Portal

Tasks
Orders

Requiring Attention Recent Activity Transaction Reports

+ Manage Orders Last 30 Days Last 30 Days

+ Manage Schedules
+ Acknowlerge Schedules in Spresdshest
Agresments
No data available No data available
+ Manage Agreemants
Channel Programs
+ Manage Frograms
Shipments
+ Mansge Shipments
+ Creatz ASN
+ Create ASBN
+ Upload ASN or ASBN W Schedules Qverdue ar Due Today Bl QuesSonnaires
+ View Receipts

+ ViewRetums

Contracts and Deliverables Supplier News
+ Manape Contracts i
+ Mansge Delivessties

Cansigned Inventory
+ Revisw Consumption Advizss

Invoices and Payments
Creat Invoioe

+ \iew Invoices

+ View Payments
Negotiations

+ View Active Negotistions

+ Manage Respanses

Qualifications.

+ Manage Ques

+ View Qualfications
Company Profile

+ Manage Prafile
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3. Create Invoice displays key search functions such as Identifying PO, Number, Date,

Attachments and Invoice Type as shown below. The Identifying PO is required to initiate
the invoice.

Create Invoice @

* 1gentitying PO | PGW20320MNG [v]

Supplier  SAM B2B TEST PROD

TaxpayerID 999

Address 665 GRAND AVE, DES MOINES, IA 50309POLK.

Customer

* customer Tagayer 0 3509298 B
Lines
Vewv 4 B | canceitine

Purchase Order
* Number * Type
* Number * Line

* Schedule  Number Line

No data o display.

Total

Consumption Advice

Unique Remittance Identifier Check Digit E

I Attachments SAM B2B TEST PROD Invoice 100. & 3¢ I

Tax Control Amount

Name  Norther Natural Gas Company

1111 SOUTH 103RD STREET, OMAHA, NE
AdAIess  gg124D0UGLAS,

Supplier Item Item Description Ship-to Location

Tax Classification

e scors + () Y -

* Date | 031172025 fe

Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

Available

oot Quantiy

Unit Price UOM

* Amount

Invoice Line
Descriptic

Proceed to the Lines section. Click “Select and Add” icon. The below dialog will open

Create Invoice @

* Identifying PO | PGW20320NNG n

Supplier SAM B2B TEST PROD

TaxpayerID 999

* Supplier Site | DESMO1 n

Address 666 GRAND AVE, DES MOINES, 1A 50309POLK,

Supplier Tax Registration Number \:E]
Customer

* Customer Taxpayer ID |93-0932349 '

Lines

Viewy & ance\Lme

* Number * Type

Purchase Order Consumption Advice

*Number *Line “Schedule  Number  Line

No data fo display.

Total

Unigue Remittance Identifier Check Digit D

Attachments  SAM B2B TEST PROD Invoice 100 f 3

Name Northem Natural Gas Company

1111 SOUTH 103RD STREET, OMAHA, NE
AGAIESS - 65 24DOUGLAS,

Supplier Item Item Description Ship-to Location Tax Classification

Invoice Actions v m Save and Close [SIIVITN

* Date | 031112025 [

Invoice Currency USD - US Dollar

Payment Currency - USD - US Dollar

Available

Invoice Line
Quantity

Quantity  Unit Price UOM Amount  p plion
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5. Select line or lines to invoice (blue hightlighting on the line indicates it is “selected”).

Click “Apply” and “OK”

Select and Add: Purchase Orders

4 Search

" Purchase Order ‘ PGW20320NNG

** Creation Date | mm/dd/yyyy h:mm a Y

=]

Search Results

Detach Select All

x

** At least one is required

al I | || | | || || |
Purchase Order Consumption Advice Supplier Ite
Nqub:r m Item Description Ship-to Location Ordereg
Number Line Schedule Number Line umber
PGW20320... 1 1 Testing NNG Omaha 1
PGW20320. 2 1 Fertilizer NNG Omaha
R,

oo

6. Review your invoice entry. You have the option to “Cancel Line” if you are invoicing for

one line. “Cancel Line” button
highlighting)
If all looks OK then Submit

will cancel any line that is selected (indicated by blue

Create Invoice @

Address

* Number * Type

Purchase Order

“ Number ~ Line

666 GRAND AVE, DES MOINES, 1A 50309POLK,

Consumption Advice

“ Schedule  Number Line

Supplier ltem

o S onweremancecenner [ ]
e 59
Supplier Site DESMO1 v

Attachments ~SAM B28 TEST PROD Invoice 100. = 3¢

Customer
Customer Taxpayer ID 930932349 v Name  Northem Natural Gas Company
Ao G DouaAS.
Lines
Vewy 4 X

Item Description Ship-to Location

Tax Classification

* Date | 03/1112025 [y

Type Invoice
Invoice Currency USD - US Dollar

Payment Currency  USD - US Dollar

[-]

[-)

2 o v Pow.. 2 1 Fertzer [wnGomana [v] |
! oo ! - [woom [5) |
Total

Available ; i . nvoice Line

oot Quantiy Unit Price UOM Amoune  'proice Hine
o 4] 175 Bag 70000

o | 0] 1100 Each 17.60000
18,300.00
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7. Outcome

Invoice: 100

Identifying PO
Supplier
Taxpayer ID
Supplier Site
Address

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

View v

1 VERTEX COMMON.

* Purchase Order

VERTEX TaX

PGW20320NNG
SAM B2B TEST PROD
009

DESMO1

665 GRAND AVE, DES MOINES, 1A 50309POLK,

930932349

Consumption
Advi

Number  Type ﬁ:,':l""e’
Number Line  Schedule Number  Line
1 ITEM PGW20.. 1 1
2 ITEM PGW.. 2 1
Total
Summary Tax Lines

View v

Line * Regime * Tax Name Tax Jurisdiction ” Tax Status

VIX_VERTEX_.. Standard

Remit.to Bank Account

Unique Remittance Identifier

Unique Remittance Identifier Check Digit

Item Description

Testing

Ferllizer

* Rate Name

sTD

Description

Attachments SAM B2B TEST PROD Invoice 100.

Tax Control Amount

Legal Entity  Northern Natural Gas Company

Address.

68124DOUGLAS,
Ship-to Location Ship-from Location
NNG Omaha
NNG Omaha
Percentage Per Unit
0

1111 SOUTH 103RD STREET, OMAHA, NE

Number
Date
Type
Invoice Currency

Payment Currency

Location of Final 8
Tax Classification i 7102 Quantity
®
4

Printable Page | Create Another m

100
at1r2025
Invoice
usp

usp

Unit Price UOM Amount
1100 Each 17,600.00
175 Bag 700.00
18,300.00

Amount

)
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