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External Supplier:
View invoices Job Aid

Version 1.0 / Updated February 15, 2024

This job aid provides step-by-step instructions for external supplier administrators on how to View
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. Tasks > Invoice and Payment > View Invoices.

Wmﬂ Prod Support - Dev
Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity Transaction Reports
+ Mansge O Last 30 Days Last 30 Days

+ Manage Schedules

+ Acknowlerge Schedules in Spresdshest
Agreements
No data available No data available
+ Manzge Agreements
Channel Frograms

+ Manage F:

Shipments

+ Manage Stipments

« Upload ASN or ASBN W Schedules Overdus or Due Today [l Quess

+ View Regei

» View Retums
Contracts and Deliverables Supplier News

+ Manage Contracts H

+ Manage el

Consigned Inventory
+ Raview Consumption Advices

Invoices and Payments

+ View Payments

Negotiations

+ View Active Negat
+ Manage R

Qualifications.

+ Manage C:

+ View Qualifications
Company Profile

+ Manage Prafile
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View Invoices
4 Search

7 nvoice Number \:|

I ** Supplier | SAM 28 TEST PROD K2

Search Results

Vewv

Invoice . Purchase i
ber Invoice Date  Type Order Supplier
122456TEST  M0304/2025  Standard  MECT14254  SAM B2BTESTPROD

Click Invoice Number XXXXXX

Edit Invoice @

PO MEC114254

Supplier SAM B2B TEST PROD

TaxpayeriD 999

Supplier Site N v

665 GRAND AVE, DES MOINES, 1A 50309P0LK.

Address

Customer
Customer Taxpayer ID 42-1425214 v
Lines
View v o B  CancelLine
Purchase Order Consumption Advice
“ Number * Type
“Number * Line * Schedule  Number Line
No data to display.
Total
Summary Tax Lines
View v
e~ Regime * Tax Name Tax Jurisdiction ” Tax Status.
No data to display.

Enter the identifying Invoice Number or input the Supplier name to pull all invoices

Saved Search | All Ivoices v

** Atleast one is required

e Satus

Paid Status

Unpaid
Amount

Paid
Status

Invoice Invoice
Amount  Status

or i Payment
Supplier Site Nomber, Comments

DESMO101_CKIN usD 000USD Incomplete  Unpaid

* Number __ﬂaawssr

Type

Invoice Currency USD - US Dollar
Description

Attachments ~ Address Validation - Agrvisio o 3¢ Payment Currency - USD -US Dolar

Name  MidAmerican Energy Company

Address

" . i . . it Pri B Invoice Line

Supplier Item Item Description Ship-to Location  Tax Classi Quantity  Unit Price UOM Amount e o
0.00

* Rate Name Percentage Per Unit Amount
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