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Purpose: The purpose of this document is to provide CCF/CCL suppliers training on the process for viewing
invoices and payment status.

1. Loginto Oracle as Supplier and select “Supplier Portal”.

Supplier Portal social Getting Started
=

2. Select “View Invoices” under Invoices and Payments (Bottom left of screen).
Invoices and Payments

« Create Invoice

View Invoices _

« Wiew Paymenis

3. Search for a specific invoice by one or multiple variables to include at least one of the following:
“Invoice Number”, “Supplier”, “Purchase Order”. Then select “Search”. (Supplier sites are created
for each remit-to-address.)

** Invoice Number | I Consumption Advice
& - y .
Supplier I v Invoice Status ~
Supplier Site v Paid Status ~
** Purchase Order | I Payment Number

Reset Save...

Note: Advanced search is optional. Select “Advanced” button for additional search options, additionally
select “Add Fields” button to add additional field search options.
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4. View results of search criteria entered in the previous step.

Search Resulf[s

view w g’ Detach

Invoice . Purchase . A Unpaid Invoice Invoice Payment
Number Invoice Date  Type Order Supplier Supplier Site Amount Amount Status  Number
19969963 5/20/20 Standard CCL20000271 DMC Contracts LTD  DmcContr-01 500,000.00 GBF  500,000.00 GBF On hold

5. Select “hyperlink” for Invoice Number to display invoice details.

Search Resulis
view w g’ Detach

Invoice . Purchase . A Unpaid Invoice Invoice Payment
Number Invoice Date  Type Order Supplier Supplier Site Amount Amount Status  Number
19969963 5/20/20 Standard CCL20000271 DMC Contracts LTD  DmcContr-01 500,000.00 GBF  500,000.00 GBF On hold

6. Select “Lines” to view invoice line details.

Payments
ltems
View w By = Detach
Budgetary Control UOM Purchase Order
Line Amount Description Quantity Unit Price
Name
Budget Date Funds Status Number Line Schedu

D 1 450,000.00 Retainage Req ‘ 520120 & Reserved CCL20000... 1 1

2 50,000.00 Retainage 520020 iReser\red with w CCL20000... 2
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7. Select “Payments” to view invoice payment details.

Lines | Payments

Payments
Number Payment Document Status Reconciled Payment Date
Mo payments.
Installments
Amount (GBP)
Number Due Date Payment Method
Gross Unpaid
1 5/2020 500,000.00 500,000.00 Electronic

500,000.00 500,000.00

8. Select “Done”, then select “Done” again to exit search.

Dane

Viewing Payments

9. Select “View Payments” under Invoices and Payments (Bottom left of screen).

Invoices and Payments

« Create Invoice

« View Invoices

| - Vview Payments|

Paid Amount Address

10. In the View Payments screen enter one of the required fields”Payment Number” and/or “Supplier”

as indicated with “**”. Then clck Search.

View Payments

4 Search

AQvanced  Saved Sasch A1 Eagmach

ﬁ@ Roset  Saw_
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11. Search results will appear. Select the Payment Number hyperlink to view.

12.

Seafch Results

Vewy 7 2 Detsch
P Payment Date  Paymant Type oo Supplics Supplies Site Prymant. Paymnt

Amount Sistus

a0 Paect Process B Rstanage-Twmes DMC Contracts LTD Do Cerw 01 18000000 088 Cimarss

Remit.to Account

Here you can see paid invoices and payment amount. Select the invoice Number to expand payment
details.
Payment: 10000477 =
Paid v 3
Numbses tvolcs Date  Typs Pamchess Recaipt omption  pgi Amouet OveDate ot
| rvaroor Tensa saman Stance L300 00 00 0,000 2l |

13. Select the Payments tab and review Payments and Installments, then select Done.

Invoice: Retainage-Teresa

Rusiness Unil 0 LOMDC

Lagal Entity Mama

szl

Pary D

Supplar G
adarons ¥

Imveice Dabe 52717

Payments
Numbes  Payment Docement  Status Reconclled  PaymentDate  Paid Amount Address
UL UK BACS = e s 10.000,00 GOF - Urit 17, The Cacetan Cerde, Tri Cagatan Centrs, Totery, Eese, RMT T, Ut Kngosen
180,000.00 GBF
Instaliments Applied Prepaymenis
Amesnt (GEP) T Applind Ameant (GEP)
Numbes  Duwe Date Fagment Method Humber e Description
Groas Usipaid Tax [
16000000 000 Ewcton ol v

K143
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