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London Borough of Havering

How to view an order
on Self Service I-Supplier.

Log into Self Service I-Supplier. Your Username is your email address. Your
Password was set up by yourself. (If a sub menu appears, click on the Self
Service I-Supplier Portal option)

/~ Login - Windows Internet Explorer

- |g h kjOA_HTMLIRF jsp?function_id=287168resp_id=-18resp_appl_id=-1&security_group_id=08Jang_code=US&params=PTZPhOEKYbGBOF7TGqZ3YvvIU. OhRNWPbxSTdLePhoGe ;] 8 ||| X |coogle uk
Fie Edt View Favortes Took Help
W o @logn 23~ o=+ G Tooks +

s Havering

Pl bue word gudsines.
Login || cancel |
Login Assistance
Accesslbllltylnnne v

Select a Language:
English

Privacy Statement
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Your Self Service I-Supplier Home Page will be displayed:

/" iSupplier Portal: Home Page - Windows Internet Explorer

h KO _HTML{OA, sp =

8 (6] oo

Fle Edt Vew Favortes Toos Hep

S 4 @isoppler Portsl Home Page | |

5

T - = - () Tooks -

Home | Logout | Preferences | Help

IEEEEN  Orders | Shipments | Finance | Admin

Orders
Full List
Subject Date « Purchase Orders
« Purchase History
No results found
Shipments
[} atA o Overdue Receipts
Full List
PO Number Description Order Date Receipts
9001415 25-Sep-2012 10:12:22 * Receipts
2001414 25-Sep-2012 09:58:12 Tnvoices
9001413 25-Sep-2012 08:40:08 . Invoices
2001411 24-Sep-2012 15:47:02
Payments
9001408 24-5ep-2012 13:17:57
« Payments
Copyright (c) 2006, Oracle. Allrights reserved. Erivacy Statement
one: T T T m [ 100%
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London Borough of Havering

The last 5 orders received will be displayed under the Orders At A Glace
header:

sl
i [0 31| B 28

/£~ isupplier Portal: Home Page - Windows Internet Explorer

@ < |g] https:/fisupplier.havering, gov.uifOA_HTMLIOA, jsp70AFUNC=0AHOMEFAGE
Fie Edt view Favories Took Help )

T8 G @isuppler Portal Home Page | |

B - & - ok - @~

. B
Have”nq isupplier Portal Home | Logout | Preferences | Help
LONDON BOROUGH

Orders | Shipments | Finance = Admin
Search [PO Number =
Orders
Subject * Purchase Orders
o Purchase Histo
No results found.
Shipments
« Overdue Receipts
Full List -
PO Number Description Order Date Receipts
9001415 25-Sep-2012 10:12:23 ¢ Receipts
9001414 25-Sep-2012 09:58:12 Invoices
9001413 25-Sep-2012 08:40:08 + Invoices
9001411 24-Sep-2012 15:47:02
Payments
9001408 24-Sep-2012 13:17:57
o Payments
Copyright (c) 2006, Oracle. All rights reserved. erivacy statsment
-]
Bore [T T [ Trustedstes (S0 -,
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dstart| @ [ L Microsoft Lync

[l List or on the Orders tab at the top of the

To see ALL Orders, click on F
page:

¢~ isupplier Portal: Home Page - Windows Internet Explorer =18 x|

@ ~ [e) h k{OA_HTHLICH, “.,n=177&menu=V&OAHP=I§P,H0MEPAGE,MENU&0A5F=P05,H0ME&SRMAp 15pa0aPe=p05_x] b || ¥ | % | [aaoale ur [2]]

Fle Edt ew Favortes Toos Help

V8 40 @isuppler Portals Home Page | | \ \ B - - Teok - @)
]

Logout | Preferences = Help

¢ Havering wuwstervora

% LONDON BOROUGH

Orders | Shipments | Finance | Admin

Search [P0 Number =] 6o

Orders

+ Purchase Orders

Subject
* Purchase Histol

No results found.

Shipments
+ Overdue Receipts

Full List

PO Number Description Order Date Receipts
9001415 25-Sep-2012 10:12:23  Receipts
9001414 25-Sep-2012 09:58:12 Invoices
9001413 25-Sep-2012 08:40:08 « Invoices
9001411 24-Sep-2012 15:47:02
Payments
9001408 24-Sep-2012 13:17:57
« Payments

Copyright (c) 2006, Oracle. All rights reserved. privacy Ststement

-]

[/ Trusted sites
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/start| @ [ L Microsoft Lync
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London Borough of Havering

Click on the Order Number to see full details of that order:

{7 View Purchase Orders - Windows Internet Explorer =%
@ - [e h KjOA_HTMLiOA, 7" ifPosips rumb="Y50ASF=POS_PURCHASE_ORDER 5&_ti=34331520550apc ™ | 14 \E\ \z| [ongle Ui 2l
File Edt view Favortes Tooks  Help /
W B @ Yiem Purchase Orders / ] B - & - (G ook - @~
‘Z{% Have”nq iSupplier Portal Home | Logout | Preferences | Help
s LONDON BOAOUGH
Home Shipments | Finance = Admin
purchase Orders | Purchase History
Multiple PO Change | _Export |
view [All Purchase omef =] 6o Advanced Search
Select Order: ReAesl Cancellation | Request Changes View Change History | 1-25 ] Mext 25
Select | PO Number/ | Rev | Operating unit Document Type Description Order Datey Currency  Amount | Status Attachments
¢ | 9001415 0 London Borough of Havering Standard PO 25-Sep-2012 10:12:23 GBP 12.32 open
¢ | 9001414 0 London Borough of Havering Standard PO 25-Sep-2012 09:58:12 GBP 21.33 open
¢ | 9001413 0 London Borough of Havering Standard PO 25-Sep-2012 08:40:08 GBP 31.88 open
¢ | 901411 0 London Borough of Havering Standard PO 24-Sep-2012 15:47:02 GBp 11.05 open
¢ | 9001408 0 London Borough of Havering Standard PO 24-Sep-2012 13:17:57 GBp 40.22 open &=
¢ | agg1407 0 London Borough of Havering Standard PO 24-Sep-2012 12:56:41 GBp 6.02 open
¢ | 9001406 0 London Borough of Havering Standard PO 24-Sep-2012 12:42:32 GBp 259.61 open
¢ | 9001405 0 London Borough of Havering Standard PO 24-Sep-2012 12:42:30 GBp 215.84 open
¢ | 9001402 0 London Borough of Havering Standard PO 24-Sep-2012 11:03:19 GBp 44.96 open
¢ | agg1401 0 London Borough of Havering Standard PO 24-Sep-2012 10:56:14 GBp 77.38 open
© | 2001400 0 London Borough of Havering Standard PO 24-Sep-2012 10:27:56 GBp 71.75 open
© | a001398 0 London Borough of Havering Standard PO 24-Sep-2012 10:13:32 GBp 117.44 open
© | 900139 0 London Borough of Havering Standard PO 24-Sep-2012 10:13:22 GBp 501.30 open
]
[T [ [ [ [ Trustedsites [®1o0w -,
Wistart| @ (& 4 (L] microsof Lync 9 Herdwicke, Danny | (- Inbasc - Microsof .. | @ view Purchase o... | @ hitps:japphev... | Uiy | (5 wi\detetzirrao... | ] peroc Training ... [ pocuments . | 2 @D EIN 122
/= isupplier Portal: View Order Details - Windows Internet Explorer (&)X
@v [2] https:fsuppler.havering.gov..kjo_HTMLIOA, j5p70AFuTG=POS._VIEW_ORDEREPoHeaderd=%78! w1 FlaLivErs foasowasi 70 rumb=ve_tix] 5 || 42| o [Goodk [2]-]
File Edit View Favorites Tools Help I
S¢ @t @isupplier Portal: visw Order Detaiks | | / / I - o~ G oo - @-
ﬁ% Have”nq iSupplier Portal Logout | Preferences | Help
SEEE LONDON BOROUGH
EEE Shipments | Finance | Admin
Purchase Orders | Purchase History
Orders: Purchase Orders > View Order Details
Currency=GBP Actions [Request Changes  ¥] Go| Export
Summary
Total 12.32 ‘
Supplier OFFICE DEPOT UK LTD . Tntad ;2[;?
supplier Site  OFFICE DEPOT CE“’ed 3
Address LBH26 Invoiced 0.00 ”
PO BOX 1747 Payment Status Not Pai
ANDOVER, HANTS SP10
4BA
Order Date 25-Sep-2012 10:12:23
Description
Status Open
Note to Supplier
Operating Unit London Borough of
Havering
Sourcing Document
Supplier Order Number
Attachments
Show All Details | Hide All Details
Details |Lines |Type  Item/Job | Supplier ltem Description uom Qty Price  Amount Status Attachments | Reason
»Show | 1 Goods 1005225 Bic Atlantis Retractable Ball Pen Black BX 2 532 10.64  Open
»show | 2 Goods 1222789 Office Depot Glue Stick 40g Each & 0.8 1.68 Open
Retum to Orders: Purchase Orders Actions [Request Changes =] Go| | Expart
Copyright (c) 2006, Oradle. All rights reserved. privscy statement =l
Dane. [T [ [ [ trastedsites [ -
istart| @ [ J * |UMcrosoft ync .| & Hardwicke, Danny | (o Inbox - Merosof... | @ suppier Portal: .. | @ hetpsfjapphavr... | £3 Lk | 3 wi\dakanzran. . | 3] Lroc Traning ... [ ] Documentt - | =i~ @D LN 12:30
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London Borough of Havering

The Summary box tells you the total amount of the order, the amount that
has been invoiced, the amount that has been received and the payment
status.

dows Internet Explorer =8l
+ [ https:fisuppler.havering.gav. LkjOA_HTML{OA jspTOAFune=P O3 _IEW _ORDI W1 FlgULavERSlgjo 70 “, rumb=ve_ti]| G | 44| % | [Google U P-

File Edt view Favortes Tooks  Help \

¢ @t @isupplier Portal Yisw Order Details | | \ 4« (G Took - @~

'?\:? Have” nq isupplier Portal Home | Logout | Preferences | Help [

LONDON BOAOUGH

Home [EEEEM Shipments  Finance = Admin
purchase Orders | Purchase History

Orders: Purchase Orders > View Order Details

Standard Purchase Order: 9001415, 0 (Total GBP 12.32)

Currency=GBP Actions |Request Changes  »| Ge| Export

Order Information
—— TSGR Tio] Summary *
Total 12.32 Payment Terms 21
Supplier OFFICE DEPOT UK LTD Net Total 12.32
Supplier Site OFFICE DEPOT Carrier Received 0.00
Address LBH26 FOB Invoiced 0.00
PO BOX 1747 Freight Terms Payment Status Not Paid
ANDOVER, HANTS SP10 Shipping Control
4BA
Order Date  25-Sep-2012 10:12:23
Description

Status Open

Note to Supplier
Operating Unit London Borough of
Havering

Sourcing Document
Supplier Order Number

Attachments None

PLEASE INVOICE ONLINE VIA THE LBH iSUPLIER PORTAL. FOR SHIP-TO AND ORDER CONTACT DETAILS - PLEASE CLICK "SHOW' LINK BELOW.
Show All Details | Hide All Details

Details | Line Type | Item/Job Supplier Item Description uom Qty Price  Amount Status Attachments  Reason
»Show | 1 Goods 1005225 Bic Atlantis Retractable Ball Pen Black BX 2 5.32 10.64 Open
»Show | 2 Goods 1222789 Office Depot Glue Stick 40g Each 6 0.28 1.68 Open

Retum to Orders: Purchase Orders Actions [Request Changes =] [Go| | Export

Copyright (c) 2006, Oracle. All rights reserved. erivacy Statement =l
Gone. [T [ [ [ [ Trustedsites [®1o0w -,
Wistart| @ (& 4 (L] microsof Lync 9 Herdwicke, Danny | (- Inbac - Microsof .. | @ supplier portal: .. | & https:japphev... | Uiy | 5 wi\detetzirrao... | ] peroc Training s...|[@] pocuments . | 1@ @D EIN 1220

If you click on the word Show at the beginning of each line you can see the
shipment details of each line:
On this order you can see that 2 boxes of pens were ordered:

=lEix
+ [ https:fisuppler.havering.gav. LkjOA_HTML{OA jspTOAFune=P O3 _IEW _ORDI ‘\ \\mquwm\gpz 7D rumb=ve_ti]| G | 44| % | [Google U £
File Edt view Favortes Tooks  Help \
¢ @t @isupplier Portal Yisw Order Details | | \ \ o+ (G Tosk + @)
Total 12.32 Payment TArms 21 ‘
Supplier OFFICE DEPOT UK LTD . Tntad ;ZU-ZZ
Supplier Site OFFICE DEPOT Carfier ece\\ted X
Address LBH26 Invoiced 0.00
PO BOX 1747 Freight Terfis Payment Status Not Paid
ANDOVER, HANTS SP10 Shipping Contr
4BA
Order Date  25-Sep-2012 10:12:23
Description

Status Open
Note to Supplier
Operating Unit London Borough of
Havering
Sourcing Document
supplier Order Number
Attachments None
PLEASE INVOICE ONLINE VIA THE LBH iSUPLIER PORTAL. FOR SHIP-TO AND ORDER CONTACT DET/

- PLEASE CLICK 'SHOW' LINK BELOW.

Show Al e All Details
Details Type Item/Job Supplier Ttem Description uom ty Price Amount  Status Attachments.
W Hide 1 Goods 1005225 Bic Atlantis Retractable Ball Pen BX z 5.32 10.64 Open
Black
Shipments
. Ship-To Qty Amount 5 Payment Supplier _ .
Shipment Promised Date Need-By Date Status . split Reason Requestor
e Location | ordered Received Invoiced Ordered Received Invoiced g Status Line C: a
1 3rd 2 10.64 27-Sep-2012 00:00:00 ' 27-Sep-2012 00:00:00 Open Epstein,
Eloor Mrs
Mercury Sharon
House Sheila
»Show | 2 Goods 1222789 Office Depot Glue Stick 40g Each 6 0.28 1.68 Open

Return to Orders: Purchase Orders Actions  |Request Changes x| Go| Export

Copyright () 2006, Oradle. All rights reserved. er

cv Statemant

el | 3
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London Borough of Havering

0 boxes have been receipted in the I-Procurement system yet (the person
who placed the order has not receipted them yet) and that there has not yet
been an invoice submitted for these items:

ndows Internet Explorer _{&x|
~ [i2] hetps:iisupplier.havering. gov. uk/o_HTMLJOA, jspPORFunc=POS_VIEW_ORDE 7amw#uuwsm\g] rumb=va:_tix]| G || 4 || X | [ooogle i N
File Edt Wiew Favorites Tools Help /I
S ¢ @bupplr Portal: Yien Ordlr Details | | // -~ Took - @
Total 12.32 s 21 T oot 1202
Supplier OFFICE DEPOT UK LTD Net . 0 ad 123
Supplier Site OFFICE DEPOT ier eceived 0.
Address LBH26 FoB Inveiced 0.00
PO BOX 1747 tfferms Payment Status Not Paid

ANDOVER, HANTS SP10 ontrol
4BA

Order Date 25-Sep-2012 10:12:23

Description

Status Open
Note to Supplier

Operating Unit London Borough of
Havering

Sourcing Document
Supplier Order Number

Attachments None

PLEASE INVOICE ONLINE VIA THE LBH iISUPLIER PORTAL. FOR SHIP/TO AN ORDER CONTACT DETAILS - PLEASE CLICK 'SHOW' LINK BELOW.

Show All Details | Hide All Details
Details | Line Type Ttem/Job Description uom Qty  Price Amount  Status Attachments
whide | 1 Goods Bic Atlantis Retractable Ball Pen BX 2 5.32 10.64 Open
Black
Shipments
o Ship-To oty Amount A ~ Payment Supplier| _
Shipment | cation ordered Received Invoiced Ordered Received Invoiced ' o=ed Pate ResdubylDate Status  STS line SEECHRea=oajiii g ueston
1 ard 2 10.64 27-Sep-2012 00:00:00 | 27-Sep-2012 00:00:00 Open
Floor
Mercury
House
»Show | 2 Goods 1222789 Office Depot Glue Stick 40g Each 6 0.28 1.68 Open

Return to Orders: Purchase Orders Actions |Request Changes  »| Go| Export

Copyright (c) 2008, Oracle. All rights reserved. privacy ststement

El) | 1ol

one. T[T [ [ Trusted stes [EXT
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This also tells you the cost of this line of the order, the amount received and
the amount you have invoiced for:

=lEix
+ [ https:fisuppler.havering.gav. LkjOA_HTML{OA jspTOAFune=P O3 _IEW _ORDI I 1;@/;[;15@@ 70 rumb=ve_ti]| G | 44| % | [Google U P-
File Edt view Favortes Tooks  Help / I ,
¢ @t @isupplier Portal Yisw Order Details | | /I , 4« (G Took - @~
Total 12.32 Payment Terms

e Total 12.32
Received 0.00
Invoiced 0.00

Payment Status Not Paid

supplier OFFICE DEPOT UK LTD
Supplier Site  OFFICE DEPOT
Address LBH26
PO BOX 1747
ANDOVER, HANTS SP10
4BA
Order Date  25-Sep-2012 10:12:23
Description
Status Open
Note to Supplier
Operating Unit London Borough of
Havering

Carrier)

Sourcing Document
Supplier Order Number
Attachments None

PLEASE INVOICE ONLINE VIA THE LBH iSUPLIER PORTAL. FOR SHIP-TO AND ORDER. - PLEASE CLICK 'SHOW' LINK BELOW.

Show Al e All Details
Details Type Item/Job Supplier Ttem uom Qty Price Amount  Status Attachments.
W Hide 1 Goods 1005225 BicJAtlantis|Retractable Ball Pen BX z 5.32 10.64 Open
K
Shipments
) Ship-To Qty ’ Payment supplier _ .
Shipment Promised Date Need-By Date Status . split Reason Requestor
b Location | ordered Received| Invoiced Ordered Received Invoiced & Status Line r i
1 3rd 2 10.64 27-Sep-2012 00:00:00 ' 27-Sep-2012 00:00:00 Open Epstein,
Eloor Mrs.
Mercury Sharon
House Sheila
»Show | 2 Goods 1222789 Office Depot Glue Stick 40g Each 6 0.28 1.68 Open

Return to Orders: Purchase Orders Actions  |Request Changes x| Go| Export

Copyright () 2006, Oradle. All rights reserved. er
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London Borough of Havering

You can also see the Ship to Location and the name of the Requestor:

|/~ isupplier Portal: ¥iew Order Details - Windows Internet Explorer

@" ~ [el hLLDs:ff\suDDher‘havenn\;-DDV.UWOA,HTMUOA‘]SD70AFun(=POS)/IEW,%DER&PuHeadevIdﬂ/ﬂE"\WlFIEULWVEIE\D]OZGBWA%E

rumb=re_ti| B | 42| x| [eo\e e 2~

File Edt View Favortes Tooks  Help

/

\

97 2 @isupplier Portal: view Order Details |

/

\ T - = - G Took - @-

Total
Supplier
supplier site
Address

12.32

OFFICE DEPOT
LBH26
PO BOX 1747

OFFICE DEPOT UK LTD

Payment Terms 21
Net

Carrier
FOB
Freight Terms

Total 4

Received
Invoiced
Payment Status

12.32
0.00
0.00
Not Paid

ANDOVER, HANTS SPA0 Shipping Control
4BA

Order Date

Description

Status

Note to Supplier

Operating Unit

25-Sep-2012 10:1£:23

Open

London Boroygh of
Havering
Sourcing Document

Supplier Order Number
Attachments

PLEASE INVOICE ONLINE VIA THE LBH iSUP!

Show All Details | Hide All Details

None
PORTAL. FOR SHIP-TO AND ORDER CONTACT DETAILS - PLEASE CLICK 'SHOW' LINK BELOW.,

Type Itfm/3ob Supplier Item Description uom Qty | Price Amount  Status Attachments
¥ Hide 1 Goods 1005225 Bic Atlantis Retractable Ball Pen BX 2 5.32 10.64 Open
Black
Shipments
. Ship-To Qty Amount . ~ Payment Supplier _ .
Shipment |, ocation fordered Received| Invoiced Ordered Received Invoiced ' omiocd Pate (==t O status | S9S ine | eemr | CEreEny
1 3rd 2 10.64 27-Sep-2012 00:00:00 | 27-Sep-2012 00:00:00 Open Epstein
Eloor Mrs.
Mercury Sharon
House Sheila
»Show | 2 Goods 1222789 Office Depot Glue Stick 40g Each 6 0.28 1.68 Open

Return to Orders: Purchase Orders

Actions [Request Changes  ~| Go| Export

Copyright (c) 2006, Oracle. Al rights reserved. Erivacy Ststement
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[/ Trusted sites

lpone. I | |
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2 Hardwicks, Danny

If there are any queries in relation to the order, you MUST contact the
Requestor. This can be done by calling the main Havering switch board
number (01708 43 43 43) and asking to be put through to that person.

Author: Diane Stokes
London borough of Havering
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London Borough of Havering

How to flip an order/create an invoice

n Self Service I

O. pplier:.

(You need to have the relevant Purchase Order Number to hand at this point)
From the Self Service I-Supplier home page, click on the Finance tab:

=lelx

G

[i2] hitps: fisupplier havering. gov.uk/Od_HTMLIOR jsp?ORFunc=ORHOMEPAGE

10l

File Edt View Favortes Tooks  Help

\ =1 & || x| [Googee e
N

UE G @isupplier Portal: Home Page | |

~

0 v o - ook - @)-

Bistare| @ (& 4 > L mcrosoit yne

[+ Inbox - Mierosoft ... | & Suppler Portal: Ho... | & hitps:{japphavipro... | .5 {icldstatidatens, . | |5 wi\data02{iTaoML... | 8] 1broc Training Guid... [#] Document1 - Micr... |

s : o =
’?‘,‘f? Haverl nq iSupplier Portal Home | Logodw Preferences | Help
wiie LONDON BOROUGH
BB Orders | Shipments | Finance | Admin
search [PO Number = Go
I
MNotifications . Orders
Full List
Subject Date « Purchase Orders
« Purchase History
No results found.
Shipments
. Ov
L\_ AT Overdue Receipts
Full List -
PO Number Description Order Date Receipts
9001419 25-Sep-2012 13:53:07 + Receipts
9001418 25-Sep-2012 12:53:06 Invoices
9001415 25-Sep-2012 10:12:23  Invoices
9001414 25-Sep-2012 09:58:12
Payments
9001413 25-Sep-2012 08:40:08
+ Payments
Copyright (c) 2006, Oracle. All rights reserved. prvacy statsment
-]
h KjOA_HTMLIGA, ri=1 [T [ [ [ Trustedsites [®1ow -,

IS @D LN 1437

Click on Go next to Create Invoice

/2 isupplier Portal: Create Invoices - Windows Internet Explorer

th a PO:

=1
@ )~ [ hitps: isapplr havering gov.sk{Gh_HTHL oA i 4P _POS_INY_REVIEWS. ti-263703 X Pmcge=2700AMC=75555 45 0] 14 | ¢4/ X | [coogt e o
File Edit View Favortes Took Help
% 48 @ isuppler Portal: Create Invoices | | 3~ = - G Todks -+ @)
“ . =
‘%j‘ Have” nq iSupplier Portal Home | DwgQut = Preferences | Help
= Lonbon BOROUGH
Home | Orders  Shipments Admin
Create Invoices View Invoices View Payments
Invoice Actions
Create Invoice [ With a PO =
Note that the search & case nsenstive
Supplier OFFICE DEPOT UK LTD Purchase Order Number
Invoice Number |  EEEEE—
Invoice Amount
Invoice Date From | Invoice Date To g
(example: 25-5ap-2012) 8
Invoice Status = Crmrey
Go| Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No search conducted
Create Invoice  [With a PO =] Go
Copyright (c) 2006, Oracle. All rights reserved. s
-]

() [ [ Trusted sites [®aw% -,

[
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London Borough of Havering

Type in the Purchase Order

Number in the relevant field and click Go.

(5]
@:‘/ v e h IkJOB_HTML{OA, \_Hi=200ROASF=AP. %’ | & |42 | Jeonzie ik o
File Edt View Favorites Tools Help / /
R T | | -/ B - o« G oo - @+
0, . -]
ﬁ,‘}' Have”nq iSupplier Portal Home | Logout | preferences | Help
™ LONDON BOROLGH
Home  Orders | Shipments Admin
Create Invoices View Invoices View Payments
tails  Manage Tax Review and Submit
Create Invoice: Purchase Orders
Cancel | step 10f4 Next
Search
Note that the search & case insensive Advanced Search
Purchase Order Number [9001407
purchase Order Date
(sxample; 25-52p-2012)
Buyer
Organization
Advances and Financing
SelectPO Number Line Shipment ‘;‘."’”"“.“‘" men Supplieritem | o 1004 | Received | Invoiced | uoM | Y™ oy SMIP grganization P2MINS | waypin
inancing  Description  Number Price To slip
No search
conducted
cancel | Step 1of 4 N
Copyright (c) 2006, Oracle. Al rights reserved. ervacy Statsment
-]
bone:

Aistart| @ (@ 4 7 (L Miosoft Lyre

(< Inbex - Micrasct... | @ isuppier Portal

.| @& .| 2 vickats03|dat
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=
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The order will appear under the search fields:

/2 isupplier Portal: Create Invoices - Windaws Internet Explorer

S @OEIN st

_I8[x
5 v |l tetps:pisuppler hivering gov.ukfoR_HTIL oA ]5D7Dage=/uratle/auus/au/\nvmce/requeﬁt/wehu\/PDEV(hPG&J\:ZEIEI&OAf _I5P_PO_SRCHBinvStep= tisearchType=searchifwkQBSearchTypeSoure 42| % [oogle Uk P~
Fle Edt View Faveries Toos Hep /
U A @ cuppier sk Creas Tnusies | | / B - - ook - @
a .
'}wﬁ Have”nq isupplier Portal Home | Logout | Preferences | Help
wf LONDON BOROUGH
Home | Orders | Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase gfdersDatails  Manage Tax  Review and submit
Create Invoice: Purchase Orders
Cancel | Step 1 of 4 Next
‘Search
Note that the search & case insenstive Advanced Search
Purchase Order Number [9001407
Purchase Order Date
(example: 25-5ep-2012)
Buyer
Organization
Advances and Financing [Excluded =
Go| Clear
Select Items: __ Add to Invoice
Select All | Select None
Supplier . .
Select| PO Numbery | Line | Shi SMEITSEr WD Ttem Ordered Received Invoiced uoM U™ | curr | shipTo | Organization s'l’i“"'"g Waybill
2 & Number 2
O | 2001407 1 1 [m] Tivoli Glass Jug | 5370309 2 0 0 Each 3.01 ¢BP Central | London Borough
160cl Each Library | of Havering

Dane

Copyright (c) 2006, Oracle. All rights reserved.
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London Borough of Havering

If there is more than 1 line to the order, they will be listed under each other.

N.B: this screen will only show the first 10 lines to the order. If your
order has more than 10 lines and you are invoicing for items on both
pages you will need to select the items on the first page and then click
onto the next page and select the items on that page too.

reeikxeiix ‘Select Al DOES NOT add all items on the order to the invoice
— it ONLY adds the items on the page you are looking at **iie

Select the lines you wish to invoice for:

&)X
£ i -, = . S 44 -
que Va _ri=20080A5F=4P_I5P_PO_SRCHAINStep=1&searchType=searchifuwkOBSearchTypeSource=| % 4| X | |Google UK P
| / T~ o - @ Took + @~

Home | Logout = Preferences & Help

Home | Orders | Shipments [[ETENES Admin

Purchase OrdersDetalls  Manage Tax  Review and Submit

Cancel | Step 1 of 4 Next

Advanced Search

Order Number

rchase Order Date

Ry

o Tnvoice
supplier ; )

rv [ Line | Shipment ‘;’."’H"“.e"' e Item Ordered Received Invoiced  uoM “™® | curr | shipTo | Organization Packing | o nin
nnnnnnn g Description WS Price slip

London Borough
of Havering

Cancel | Step 1 of 4 Next

M | 9001407 1 1 [m] Tivoli Glass Jug | 5370309 2 o 0 Each |3.01 cBp  Central
160cl Each Library

Copyright (c) 2006, Oracle. All rights reserved. Brivacy Statement
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(Or click Select All if relevant to the invoice)
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Once you have selected the lines to be invoiced, click Add to Invoice:

/~ isupplier Portal: Create Invoices - Windows Internet Explorer =%
@ - [e h KjOA_HTMLiOA, requ _”=znn&oasr:np_{sp_po_snchstep=1&seamry( carchifwkQpSearchTypesource= = | £ | 43 x| [oogle e 2l
Fle Edt View Favorkes Tooks Help /

U0 G @isuppler Portel: Crosts Invaices | | / o - o - (G ook - @~

4 HaVering swsterora

S LONDON BOAOUGH

Home | Logout | Preferences | Help

Home | Orders = Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase OrdersDetails /Manage Tax  Review and Submit

Cancel | step 1 of 4 Next
Advanced Search

Note that the search is case nsensitive

Purchase Order Number [2001407

Purchase Order Date
(=xample: 25-52p-2012)
Buyer

Organization

Advances and Financing [Excluded [~

Select Items: __Add to Invoice

Clear

Select All | Select None
supplier . .
Select | PO Numbers | Line | Shipment | Advancesor Ttem m Ordered Received Invoiced oM U™ | curr| shipTo | Organization Packing |\ bill
Financing  Description Price slip
Number
¥ | 001407 1 1 ] Tivoli Glass Jug | 5370309 2 0 0 Each | 3.01  GBP Central  London Borough
160c| Each Library | of Hawering

Cancel | Step 10f4 N

Copyright () 2006, Oracle. Al rights reserved. Erivacy Ststement
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Your items will then show at the bottom of the screen as Added to Invoice:

/2 isupplier Portal: Create Invoices - Windows Internet Explorer (Bl
i~ e I KO#_HTMLIOR, requ ,n=zuU&0A5F=AP,Ispfo,sncwnvsteuﬂ&sear:hwpe=seav(h&fwkqaseawng:e [ & ][ #2][ x| [cooge ur (2]

Fle Edt View Fevorkes Tools Hep /

e 0 @ isuopler portl; Creste Invokces | / 1 - B - ) Tooks - @~

Home  Orders  Shipmants admin | 2
Create Invoices View Invoices View Payments

Purchase OrdersDetzis Manage Tax Review and Sdbmit

Cancel | Step 1 of 4 Next
Advanced Search

Note that the search s case nsensitve

Purchase Order Number [9001407

Purchase Order Date

(=xample: 25-Sep-

Bwyer | P
organization | |

Advances and Financing |Excluded =]
Go| clear

Select Ttems: _ Add to Invoice

Select All | Select None
Supplier . .
select| P© Line | Shipment | Advances or ) . Item Ordered Received Invoiced uoM U™ | curr| shipTo | organization Packing v pin
Number Financing / Description Number Price slip
F | g001407 |1 1 Tivoli Glass Jug | 5370309 2 0 0 Each 3.01 GBp Central | London Borough
160c! Each Library | of Havering
Select Ttems: Remove from Invoice
Select All | Select None
select PO Line  Shipment Item Description ¥ ST oOrdered Received Invoiced uom UMT Curr  ship To Organization
Number Number Number Price
r co01407 1 1 Tivoli Glass Jug 160c! 5370309 2 0 0 Each | 3.01 Gep | Central London Borough of
ch Library Havering
Cancel | Step 1 of 4 N
Copyright () 2006, Oradle. All rights reserved. Ervscy sestemant
T T 7 et [ =,
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Version 2 12 Author: Diane Stokes
Created 01/11/2012 London borough of Havering



London Borough of Havering

At this point you can also add another order to the invoice (if you have
multiple orders to invoice for). Just repeat the process above and once you
have clicked on Add to Invoice for the second item, all lines for both orders
will be shown at the bottom of the screen.

Once you have all of your items added to the invoice, click next.

Enter your unique Invoice Number and check the Quantity you are invoicing
for is correct:

/7 isupplier Portal: Create Invoices - Windows Internet Expl _(Bx|

@ ~ [el h IOM_HTMLIOR scarchifuk ‘rj 8 |4 %[00 ur -
File Edit View Favortes Tools  Help

BN : \
% &0 @ supplier Portal Create Invoices ‘ ‘ \ \ i v o= - () Took + @)

‘3‘:75 Have” n q iSupplier Portal Home | Logout = Preferences
- ovak

Home || Orders || Shipments  EEEES  Admin

Purchase Orders  DetailsManage Tax Review and Submi

Create Invoice: Details

x Indicates required field \ Cancel | 'Back|step 2 of 4 Next

Supplier Invoice
= Supplier OFFICE DEPOT UK LTD = Invoice Number
Tax Payer ID Eesepz0m
= Remit To OFFICE DEPOT 4 « nvoice bate [25-Sep-2012

Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA
Remit To Bank Account

22 u

Unique Remittance Identifier Invoice Description I =

Remittance Check Digit =
Ateachmdnt o add...
Customer
Customer Tax Payer ID 001
Customer Name London Borough of Haverin:
Address Main Rd Romford RM1 3BB GB

Ttems
PO Number  Line Shipment Item Description Supplier Item Number  Ship To Available Quantity  Quantity UnitPrice | UOM Amount

9001407 1 1 Tivoli Glass Jug 160cl Each | 5370309 Central Library | 2 2 3.01 Each | 6.02
Cancel | Back |Step 2 of 4 Next

Copyright (c) 2006, Oracle. All rights reserved. prvscy statement

]
Done [T [ [ [ [ Trustedsies B
distart| @& (@ 4 7 [Wmwsoftiyne .| [ 1o - Merasof. | 1 invaicng smert ., | @ isuppler portal: . | @ isupplier Poreal: ., | (3 Uicdata0aigata.., | 5 wiidata0zuTAD. . | (] 1prae Traming 6. ] Document ... LS @D EN e

If you cannot supply the full quantity immediately, amend the Quantity field to
read the amount you are supplying as we will only pay for what we have
received. You can repeat this process and invoice us for the remaining items
once they are sent, you will just have to use a different invoice number
(putting a letter after the original number is accepted. ie: invoice number for
1% item — DS001, invoice for remaining item — DS001a)
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If these fields are correct, click Next:

{ isupplier Portal: Create Invoices - Windows Internet Explorer 18| x

() 7 [ tpsifisuppter.havering.gov.ukfon_riThLjoA 2 ¥ K —_— recz]| 8B || #2[ | [Googte L (2]

Fle Edt Vew Favortes Took Help

U8 &8 (@ uppler Portal: Craate Inveices | | ) - - ook + @~

Havering isuier portar T p—

s LONDON BOAQUGH

=

Home | Orders | Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase Orders  DetailsManage Tax  Review and Submit

* Indicates required field

Back | Step 2 of 4 s

* Supplier OFFICE DEPOT UK LTD
Tax Payer 1D

* Remit To |OFFICE DEPOT ( = Invoice Date

Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA

* Invoice Number

Invoice Type

Remit To Bank Account Errry
Unique Remittance Identifier Invoice Description |_ =
Remittance Check Digit ™|

Attachment

Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

PO Number  Line | Shipment  Item Description Supplier Item Number | ship To Available Quantity  Quantity

9001407 1 1 Tivoli Glass Jug 160cl Each | 5370309 Central Library | 2 3.01
Cancel | 'Back |step 2 of 4 N

Unit Price

Copyright (c) 2006, Oradle. All rights reserved. privacy Statement

The following screen shows you the Tax Lines and calculates the total of the
order including tax:

(If you are not tax registered, this should say ‘0’)

{2 isupplier Portal: Create Invoices - Windows Internet Explorer

=lelx
1954Dﬂ44ﬂ1&leta\nAM:V&ad¥ ]| & |[#2][ x| [eoge e [2]]

wir |E| h OB _HTMLJOR. frequ buiftatchedInwoicePae,_ri=200B0ASF=AP_T5P_INY_DET_PORinyStep=26_t

Fie Edt Vew Favortes Toos Help

5% &r  @supplier Portal: Create Invoices

Ty v o v () Tooks + @)r

=]
Back | Step 3 of 4 Next| Submit

* Supplier OFFICE DEPOT UK LTD

* Invoice Number DSO01
Tax Payer 1D = Invoice Date 25-Sep-2012
= Remit To OFFICE DEPOT Invoice Type Standard
Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA * Currency GBP

Remit To Bank Account 01289654
Unique Remittance Identifier
Remittance Check Digit

Invoice Description
Inveice Print Stati

Telephone Numb

Attachmen

x Customer T2 Paver 10
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

Calculate

Summary Tax Line Tax Regime Tax Jurisdiction Line
Number = Tax  Tax Status Code = Tax Rate Code Tax Rate \Tax Amount S
1 GB VAT REGIME Sg_r GB VAT STANDARD « GB VAT GB VAT STANDARD @ [ 20 1.21 | Active

1 GB VAT REGIME Si‘r GB VAT STANDARD 57| 6B VAT GB VAT STANDARD Q? [ 20

PO Number  Line Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice  UOM

9001407 1 1 Tivoli Glass Jug 160cl Each 5370309 Central Library 2 2.00 Each

Unit Price  Amount

3.01 6.02

Charge Type Amount Description

No results found.

Items 6.02
Tax 121

Recalculate frotal  frotal (cap) 7.23 ]

= =

Cancel | save | Back|step 3 of4 Mext| | submit |

Done [T [ [ [ [ Trustedsies B

distart| @ (@ 4 [Wmooscrtlyne .| (o nbox - Micrasof... | | Invaicing Smart ... |[ & iSupplier Porta... @ isuppler Portal .. | 3 Wicdata03\deta... | L Witdata02lITAD. . | ] Leroc Training G... | B Document1 - tic... | [ 2~ @D LN 16:26
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London Borough of Havering

If you should not have tax added to your invoices, you can amend this by
changing the Tax Rate field to read ‘0’:

/2 isupplier Portal: Create Invoices - Windows Internet Explorer LB

w - Iﬂ https:/fapphavrtests, oracleoutsourcing, comion_HTMLIOA.jsp? e frequs buifMatchedInvoiceps J\=ZUU&ORSF=P\PJSPJNV,DET,PO&AHvSleD=Z&J=ZUE?946686&IEta\HFﬂ\i‘ IGDD\;\E e
Fle Edt View Favorkes Tools Help \

S¢ dr @isupplier portal Creats Tnvoices | | \ T3 - =~ (G Took -

Unique Remittance Tdentifier Thvoice Print Status
Remittance Check Digit Telephone Number
Attachment None

Personalize "Customer”
* Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

Personszlize "Summary Tax Lines"
Calculate

Personalize Advanced Table
Summary Tax Line Tax Regime Tax | Tax Status Code Tax Jurisdiction Tax Rate Code ax Rate Tax Amount Line
ber Code Code

Num Status

1 GB VAT REGIME \G”E\T GB VAT STANDARD | eBvat GB VAT STANDARD 4l o[ 1.8 | Active

1 GB VAT REGIME \G’i_r GB VAT STANDARD ¥ | c8 vat GB VAT STANDARD E4l o[ 1.8  Active

Personalize "Ttems”

Personalize "Item Lines Table"
| PONumber | Line i | Item Description | Supplier Item Number | ship To | Available @ty | Quantity To Invoice  UOM  Unit Price  Amount |
| 9000192 ‘ 1 1 ‘ Tortilas | ‘ Central Library ‘ 4 ‘ 1.un‘ Each ‘ s.gs‘ s.gs‘
Personalize "Shipping and Handiing”
Personalize "Charge Lines Table"
Charge Type | Amount | Description |
No results found. | ‘

Personalize "Invoice Summary”

Personalize Table Layout
Personalize Table Layout

Less Retainage 0.00 —
Freight 0.00
Miscellaneous 0.00
1.80
1 oo . |
T N Cocal iranet [Roow +

dstart| @ (@ L] Merasoft Lyne | (i) 1mbox - Microsoft Outiook || iSupplier Portal: Creat... 51 supportworks 7.3 Profss. | (7 Ui\ -Supplie Training Guide... | ERECECELR

By clicking on the Calculate button, the Tax Amount fields will change:

/2 isupplier Portal: Create Invoices - Windows Internet Explorer —18x]
G@' [&2] hutps:sranonavrtests.oracleoutsourcing, comion_HTMLOA.j#ffage=foradieiappsiap/nvoice request webuiTaxHatchedinvPGe. ri~20080ASF=AP_LSP_TAX_POINStep=3ainysten=3s_ti=20899465sas, 7 || 5 [coogie

Fie Edt View Favortes Tooks Heb AN

S¢ dr @isupplier portal Creats Tnvoices /[ | \ T3 - =~ (G Took -

Remittance Check Digit

Telephone Number
Attachment None

Personalize "Customer”

(istomer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

Personalize "Summpffy Tax Lines"
Calculate

ersonalize Advanced Tabl

Summary Tax Line Tax Regime Tax Jurisdiction Line
T = Tax | Tax Status Code = Tax Rate Code Tax Rate "M Tax Amount tatns

1 GB VAT REGIME si_r GB VAT STANDARD v? GB VAT GB VAT STANDARD <? [ o[ 0 | Active

Gs =4 ¥ 0 0

1 GB VAT REGIME | ©° | GB VAT STANDARD ¥ | B vAT GB VAT STANDARD Active
Personalize "Items”
Personalize "Item Lines Table"
| PO Number  Line i | Item Description | Supplier Item Number | Ship To [ i oty | Quantity To Invoice  UOM | UnitPrice  Amount |
| 9000192 ‘ 1 1 ‘ Tortilas | ‘ Central Library ‘ 4 ‘ 1.un‘ Each ‘ s.gs‘ s.gs‘

Personalize "Shipping and Handling”
Personalize "Charge Lines Table"

Charge Type | Amount | Description
No results found. |

Personalize "Invoice Summary”

Personalize Table Lavout
Personalize Table Layout

Items 8.98
Less Retainage 0.00
Freight 0.00 —
Miscellaneous 0.00
Tax 1.30
Recalculate Total | Total (G8P) 10.78 x|
T T RE o [Foimow «

dstart| @ (@ L] Merasoft Lyne | (i) 1mbox - Microsoft Outiook || iSupplier Portal: Creat... 51 supportworks 7.3 Profss. | (7 Ui\ -Supplie Training Guide... | ERECEC LR
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London Borough of Havering

If you then click on the Recalculate Total button at the bottom of the page,
the Tax line will read ‘0’:

=l8ix

=20 ORSF=AP_15P_TA_FORinyStep=3invtep=3t timziaooiconst x| b | 44| X [Gonge Ui B2e

{2 isupplier Portal: Create Invoices - Windows Internet Explorer

)~ [ €] https: iapphavrtest. oraclenutsourcing.comiOi_HTMLIOR.

N\
Xe
File Edit ‘View Favorites Tools Help \

% @ | 8 suppler portal: reste Invokes || \ B - @ - @ Tooks - @

Address Main Rd Romford RM1 3BB GB =

Personalize "Summary Tax Lines"

Calculate

Personalize Advanced Table

Summary Tax Line Tax Regime Tax Jurisdictio) Line
Number Code Tax Tax Status Code Code Tax Rate Code Tax Rate Tax Amount Status

1 GB VAT REGIME SiT GB VAT STANDARD & cevar GB VAT STANDARD Pl o | 0 | Active

1 GB VAT REGIME | 5B GB VAT STANDARD | cavar VAT STANDARD T o[ 0 | Active

Personalize 'Ttems"
personalize "Item Lines Table"
PO Number  Line | Shipment | Item Description Supplier Item Number Ship To Avaigble Qty Quantity To Invoice UOM Unit Price | Amount

9000192 1 1 Tortillas Central Library 4 1.00| Each 8.98 8.98

Personalize "Shipping and Handling"
Personalize "Charge Lines Table"

Charge Type Amodgt | Description

No results found.

Personalize “Invoice Summary”
Personalize Table Layout

Personalize Table Layout

Items 8.08

Less Retainage 0.00
Freight 0.00
Miscellfneous X

Total Tot:
Cance| | Save | Back|step3zofa Mext| Submit

Copyright (c) 2006, Oracle. All rights reserved. privacy Statement  About this Page

B

[ [ [ [ [S3tocdintranst [*100% -

Supplier Training Guide... | D @S9 LN 1431

Bistart| @ B 7 (1] Microsoft Lync | = 1nbox - Merosat Outiock. ||/ iSupplier Portal: Creat.. % Supportwarks 7.3Profes.. | Ui\

If all is correct on this screen, click Submit and you will see a confirmation
screen that your invoice has been submitted to our payments dept.

plier Portal: Create Invoices - Windows Internet Explorer _[5]x|
G-r—:v [el h KIOB_HTMLJOA, _ri=20060ASF =AP_LSP_INY_DET_POBInvStenNZa:_ti=19640044018retanati=vaadin = | £ || X | [aoode U (2]

Fle Edt Vew Favortes Toos Help \

B - - {0 Took ~ @~
[ ]
save | Back|sStep 2 of4 Mext| Submit

96 0 @supler Portak Creats Invoices

* Supplier OFFICE DEPOT UK LTD = Invoice NumbY DS001
Tax Payer ID * Invoice Daté\ 25-Sep-2012
* Remit To OFFICE DEPOT Invoice Type \gtandard
Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA * Currency OBP
Remit To Bank Account 01289654 Invoice Description

In\oice Print Status
TNephone Mumber
Attachment None

Unique Remittance Identifier
Remittance Check Digit

* Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

Calculate

Summary Tax Line Tax Regime Tax Jurisdiction Line
Number Code Tax Tax Status Code & Tax Rate Code Tax Rate Tax Amount Status

1 GB VAT REGIME Sg-r GB VAT STANDARD & AT GB VAT STANDARD Pl ?\l 1.21 | Active
1 GB VAT REGIME | 8 [GB VAT STANDARD & cavar GB VAT STANDARD 0 20

1.21 | Active

uom Unit Price  Amount

PO Number  Line Supplier Item Number ship To Available Qty Quantity To Inveice

Ttem Description

shipment

9001407 1 1 Tivoli Glass Jug 160cl Each 5370300 Central Library 2 2.00 Each 3.01 6.02

Amount Descri

Charge Type

No results found.

Items
Tax

Recalculate Total _ [Total (GBP)
Cancel | Save| Back|Step3of4 Next| submit |

[T 7 Trusted ses [ -

Proc Training G... | (8] Document1 -Mic... | |15~ @D LN 1625

1.21

7.23

Done

Bistart] @ (@ J > U Merosoftlync .| (o Tnbox - Microso... | 1 Invoicing Smert ... |[2 wupplier Porta... € isuppler Portal: ... | (3 WicldataD3\data... | [ Wiidata0Z|ITAD...
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How to view an invoice
on Self Service I-Supplier.

From the Self Service I-Supplier Portal Home Page click on Invoices under
the ‘Invoice’ heading on the right hand side of the page:

|/ iSupplier Portal: Home Page - Windows Internet Explorer

=1
- [e h KjOA_HTMLIOA. _yi=177&menu:V&OAHP:ISP_HOMEPAGE_MENU&OASF:POS_HOMEB%MAppdSP&OAPE:POS_j 8 || 44| x| [coogk Uk £
File Edt View Favortes Tools Help \
UE G @isupplier Portal: Home Page | | \ 3~ =~ G Took - @~
’?W;' Haverlnq iSupplier Portal Home | Logout | Preferences | Help
ie LONDON BOAOUGH
IEEEEN Orders | Shipments | Finance = Admin
search [PO Number = Go
e
- Fders
Full List
Subject Date « Purchase Orders
o Purchase History
No results found.
Shijments
<\ov
L\_ e Overdue Receipts
Full List -
PO Number Description Order Date Receifjts
9001429 26-Sep-2012 12:07:18 + Riceipts
7 - Sep- .37:
9001427 26-Sep-2012 09:37:48 Invoic i
9001426 26-Sep-2012 08:05:09 « Invoices
9001424 25-Sep-2012 16:00:48
Payments
9001423 25-Sep-2012 15:25:16
+ Payments
Copyright (c) 2006, Oracle. All rights reserved. prvacy statsment
-]
one [ [/ Trusted sites [®io0w -

@istart| @ (@ 4 L]z McrosoitLy...o| [ mhox - Microso. .. | 13 self Service 2 +| (5 whidatanajsha... | 3 | ) 16roc query R... |[E] 1-supplier Tra.. ] 1-Proc Traiing @Dwane Stokesds | |63~ @D N 125

Type in the relevant search field the information you have available ie:
Invoice Number / Purchase Order Number and then click Go:

LI

(€] v [ ewsdisussher raverng.gun thiom ST 08 sproarmc—pofl ol 05 _INVOICESSratanamt ¢ DI ORATM_YSDT GO, P -
Vi G0 @ upher porta vew Ivwokes | G Tocks - @~
-]
8 .
e Ha\lerlnq isupplier Portal Home | Looout | Prefersnces | Lisio

shipments  [REREEN | Admin

Export
Advanced Search

Invoice Number [354936655
PO Number
Payment Number

Invoice Status -]

Invoice Amount From | To |

Amount Due From [

invicabataFrom [ [B] To |7 B
— =

Oue bate From N —
Payment Status axampla: 26-Sap-2012)
Gof [ €55
Invoice Invoice Date Type Currency Amount Due Status On Hold p“'z“‘ R‘:::Ig:’;e (Gl Payment PO NMumber Receipt Attachments
No search
conducted.

Export

Copyright (€) 2006, Oradle. Al ights reserved. Esuacy Siatament
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The invoice details will be displayed:

/- isupplier Portal: View Invoices - Windows Internet Explorer =%
wv el h KjOA_HTMLiOA, unt f’ MainP G, im1 775OASF=POS_IMVOICESBOASF=POS_INVOICE SasearchType=searchiwkoBsearchTy = || & | 43| % | [0k i 2l
File Edt view Favortes Tooks  Help /
LR — | | / - @ - Gk - @-
%‘ Have”nq iSupplier Portal Home | Logout | Preferences | Help
uTs LONDON BOAOUGH
Home | Orders = Shipments Admin
Create Invoices | View Invoices | View Payments
Home > View Invoices
Export
Advanced Search
Invoice Number [954936655 Invoice Amount From
PO Number Amount Due From
Payment Number Invoice Date From
Invoice Status El Due Date From o[ B
Payment Status - (example: 26-Sep-2012)
Go| Clear
Invoice | InvoiceDater | Type  Currency | Amount | Due Status  OnHold - oyment R';‘c'zi:f;e (SubiecEi payment PO Receipt Attachments
954936655 | 25-Sep-2012 | Standard | GBP 44.44) 44.44 Approved Not Paid 16-0CT-2012 9001389
Export
Copyright (c) 2006, Oracle. All rights reserved. privacy Ststzment
-]
one [ [ [ [ tustedsites [®1o0w -,

[
Wistart| @ (& 4 (L] microsof Lync | (o mmbox - microsot .. | @5 selfsenice 2 +| (5 v\ datensishared... | (s |23 Microsort or.. Diane Stokes.xls Oracle Application.

Ll ®SEID N 143

Click on the Invoice Number:

/- isupplier Portal: View Invoices - Windows Internet Explorer =%
wv el h KjOA_HTMLiOA, II unt MainP G, im1 775OASF=POS_IMVOICESBOASF=POS_INVOICE SasearchType=searchiwkoBsearchTy = || & | 43| % | [0k i 2l
Fle Edt View Favories Took Heb /
LR — | 1/ - @ - Gk - @-
%‘ Have”nq iSupplier Portal Home | Logout | Preferences | Help
uTs LONDON BOAOUGH
Home | Orders = Shipments Admin
Create Invoices | View Invoices | View Paymepfts
Home > View Invoices
Export
Advanced Search
Invoice Number Invoice Amount From
PO Number Amount Due From
Payment Number Invoice Date From
Invoice Status Due Date From o[ B
Payment Staty (example: 26-Sep-2012)
Go| Clear
Invoice ) Invoice Datex | Type  Currency | Amount | Due Status  OnHold - oyment R';‘c'zi:f;e (SubiecEi payment PO Receipt Attachments
954936655 25-Sep-2012  Standard  GBP 44.44] 44.44 Approved Not Paid 16-0CT-2012 9001389
Export
Copyright (c) 2006, Oracle. All rights reserved. privacy Ststzment
-]
one [ [ [ [ tustedsites [®1o0w -,

(|
start 4 > L] Mcrosoft Lync . Inbox - Microsoft 5 5elf Servicez | (5 W|datan3|shared. uy 3 Microsoft Offi... Diane Stokss.xls Oracle application.
. B

Ll ®SEID N 143
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London Borough of Havering

The next screen will default to the Scheduled Payments screen. This tells
you the date your invoice is due to be paid, the amount of the payment and
the Status of the payment:

(]|
h KIOA_HTMLIOR, ,’ / 77%ddavea\qumb:v&oAsF:POSJNVolcE,DETAIL&mvmceld:%?B\!wchuqupc\ =1 & |42 ) ] x| [seoge ur L-
R EG W Gomis Twb 6D / / \
8 @ @ isupplier Portal Invoics Detais | | / / \ i - - ) Toos - @~
B
W .
'a,ﬁ' Have”nq iSupplier Portal Home | Logout | Preferences
s LONDON BOROUGH
Home  Orders  Shipments Admin
Create Invoices | View Invoices | View Payments
Home > ViewInvoices > Inuoice Details
Standard Invoice: 954936655 (Total GBP 44.44)
Currency=GBP Export

General
Invoice Date 25-Sep-2012

Amount Summary

Payment Information
Item 37.03

Status Approved Freight 0.00 5 tT”:‘d g-zs
on Hold Miscellaneous 0.00 1scount Taken 0.
Attachments None Tax 7.41 Due 44.44

Status Not Paid
Payment Date
Payment
Term 21 Net

Supplier OFFICE DEPOT/K LTD Prepayment 0.00
Supplier Site  OFFICE DEE Retainage 0.00
Address LBH26 withholding Tax 0.00
Total 44.44

ANDAVER, HANTS SP10 4BA

Invoice Linds  Scheduled Payments | Hold Rezsons

Due Date Amount Remaining Amount _ Status Method

16-0ct-2012 44.44 44.44 Not Paid Electronic

Invoice Lines y Hold Reasons

Return to View Invoices Export

Copyright (c) 2006, Oracle. All rights reserved. srivscy statement

]
T mrusted sies [~
Bistart] @ (@ 4 > [1Merosoft e (o) Inbox - Microsoft .. | @5 Sek servicez «| L2 wiidatsnaishered... | 3 un |[4] Microsoft offi... | &) Diane stokesixis | | oracle application... | SO N e

Invoice Lines — shows you exactly that and if your Status says ‘On Hold’,
clicking on Hold Reasons will tell you why.

indows Internet Explarer |8
IOM_HTMLIOR DetalsPGe,_ri=1 I’ ‘i ASF=POS_IHNOICE_DETALLEIwoiceld=":7B1mancogkocl x| £ | 44| x| [Goocke e -
File Edit ‘View Favorites Toos  Help I \
5% ¢ @ rsuppler portal: Invoice Detals | | / \ - 0 - G Took + @
M H -]
'TW;C Have” nq iSupplier Portal Home | Logout = Preferences
LonDoN BoRoUOH
Home = Orders | Shipments Admin
Create Invoices | View Invoices | View Payments
Home > View Invoices > Inveice Details
Standard Invoice: 954936655 (Total GBP 44.44)
Currency=GBP Export
Amount Payment Information
Invoice Date 25-Sep-2012 Item 37.03
Status Approved Freight 0.00 P:‘d 0.00
on Hold Miscellaneous .00 Discount Taken 0.00
Attachments None Tax 7.41 & st Dt“E ;4"4: "
Supplier OFFICE DEPOT UK LTD Prepayment 0.00 . ts :5 ot Pal
Supplier Site OFFICE DEPOT Retainage 0.00 E"’"‘z” E'Et
aymen
Address LBH26 Withholding Tax 0.00 VTerm 21 Net
PO BOX 1747 Total 44.44
ANDOVER, HANTS SP10 4BA
Invoice Lines | Scheduled Payments [Hold Reasons
nes | Type | Description Qty | UOM  Price T 1 i I POLine PO Shipment = Buyer Receipt
1 Item 1 Each 37.03 37.03 0.00 Approved | 9001389 1 1 Harris, Mrs. Sharron Jayne
2 Tax | GB VAT REGIME - GB VAT 7.41 0.0 Approved
Invoice Lines Scheduled Payments  Hold Reasons
Return to View Invoices Export
Copyright (c) 2006, Oracle. All rights reserved. rvscy statement
=
Dore [T [T [ [ Trustedssites [®1m0w -

distart| @ (G 4 7 |1 Microsoft Lync [~ Inbox - Plicrosaft .

Qs selisenicez  -| Ly widatanaishared... | 3 s |3 Microsoft Offi..~ ] Disne stokesds | | ) orace Agplication... |
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London Borough of Havering

Below is an example of an order that will currently not be paid. The order has
been invoiced but currently, that invoice will not be paid as the items have
not been receipted.

/7 isupplier Portal: Yiew Order Details - Windows Internet Explorer =l8]x

@ ~ |2 htps:fisuppler.havering,gov.uki#_HTMLIGA, so70AFUNC=POS_VIEW_ORD! = 75”6M/JKJEL Qvmg%7D: rumb=vez]| 1 || 2] x| [oodt ux [2]-]

Flo Edt Vew Favorkes Took Help /

8 @ @isupplier Portal: Yiew Order Detalls | | / - - Toaks - @~
T LOWGOW BOROUGH =

Home Shipments || Finance = Admin
Purchase Orders | Purchase History

Orders: Purchase Orders > View Order Details

Currency=GBP Actions |Request Changes x| Go| Export

Summary
Total 7.96 Payment Terms 21
Supplier OFFICE DEPOT UK LTD Net Total 7.96
Supplier Site OFFICE DEPOT Carrier Received 0.00
Address LBH26 FOB Inveiced 7.96
PO BOX 1747 Freight Terms Payment Status Not Paid
ANDOVER, HANTS SP10 Shipping Control
4BA
Order Date 19-Sep-2012 12:52:55
Description

Status Open
Note to Supplier
Operating Unit London Borough of
Havering
Sourcing Document
Supplier Order Number
Attachments None

Show All Details | Hide All Details

Details Type Item/Job ‘Supplier Ttem Description uoM Qty Price Amount = Status Attachments
VHide 1 Goods 976363 Niceday Correction Roller - Each Each 7 0.28 1.96 Open
a Ship-To Qty Amount a L Payment Supplier -
shipment b on Ordered L 5 Ordered £ Promised Date Need-By Date . status | ¥ split Reason  Requestor /
1 1ist 7 7 1.96 1.96 21-Sep-2012 00:00:00 | 21-Sep-2012 00:00:00 | Not Paid | Closed Clarke
Floor For Mrs. Donna
Central Invoice Cheryl
Library
Kl | 3
Done. [T [ [ [ & Trusted stes

Bistart] @ [ J | Microsoft Lync | () 1nbox - Mcrosoft outiock | U3t [ 5] 1-Supplier Training Gu... & isuppler Portal: View Cr... &
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London Borough of Havering

To see if an order has been receipted
on Self Service I-Supplier.

From the Self Service I-Supplier Portal Home Page, click on the Orders

tab:

|/ isupplier Portal: ge - Windows Internet Explorer —[&x|
- [e i K/OA_HTMLiOA = L778MerU=VSORHP=ISP_HOMEPAGE_MENLBOASF=POS_HOMESSRMARR=ISPEOAP K EYEEY e e
Fle Edt View Favorkes Tools Help \

¢ & @ suppler portal: Home Page | |

=)

~ (G Toos - @

\

‘7‘:} H ave rl n q iSupplier Portal

s LONDON BOROUGH

Search [PO Number

=I

Notifications

Subject

No results found

LLI)EBS At A Glance

PO Number Description

9001432
9001429
9001427
9001426

0001424

ome Logout | Preferences | Help
IEEEEN  Orders  Shipments  Finance = Admin

Orders
Full List

Date « Purchase Orders

« Purchase History

Shipments

« Overdue Receipts

Full List

Order Date Receipts
26-Sep-2012 13:39:21 * Receipts
26-Sep-2012 12:07:18 Invoices
26-Sep-2012 09:37:48 + Invoices
26-Sep-2012 08:05:09

Payments

325-Sep-2012 16:00:48
« Payments

Copyright () 2006, Oracle. All rights reserved. privecy Ststement

|

d/start| & [ 4 L] Microsoft Lync

[ Tnbox - Microsoft ... | 5 Seff Service 2

Orack Agplcatian... |

[ Trusted sites.

1. ®SdD N 151

[Fow -,

|53 Microsoft 0ffi...~ | ] Disne Stokes xis

-| i wiidetanniBusine.. | U

Click Advanced Search:

View Purchase Orders - Windows Internet Explorer EIE
» [ ] betps: isupplier. havering.gov.LkiOR_HTMLOA T \ rumb=YBOASF=POS_PLRCHASE_ORDERSE:_ti-3336 1364280ape ¥ 4 || ¢4/ X | [Googl L+

<12

File Edt View Favorites Took Help

% % | @ view Purchase Orders | |

LrHaVering swote pora

5 LONDON BOAOUGH

Purchase Orders | Purchase History

Purchase Orders

Views

]|

Vview [All purchase orders

- i - ) Took - (@)

Home | Logout | Preferences | Help
Home [EEEEN | Shipments | Finance = Admin

Multiple PO Change Export
Advanced Search

Request Cancellation |

Select Orde Request Changes
Select| PO Number Rev  Operating Unit

© | 2001432 Q London Borough of Havering

© | 2001429 o} London Borough of Havering

© | 9001427 0 London Borough of Havering
© | 2001426 0 Londen Baraugh of Havering
© | 2001424 0 London Borough of Havering
© | 2001423 [} London Borough of Havering
© | 9001422 o London Borough of Havering
© | 9001421 0 London Borough of Havering
© | 2001420 0 London Borough of Havering
© | 2001410 0 London Borough of Havering
© | g001418 0 Londen Baraugh of Havering
© | 2001415 0 London Borough of Havering
© | 2001414 [} London Borough of Havering

View Change History | 125 ] bext 25
Document Type Description Order Datey Currency  Amount  Status Attachments
Standard PO 26-Sep-2012 13:39:21 GBP 68.50 Open
Standard PO 26-Sep-2012 12:07:18 GBP 319.28 Open
Standard PO 26-Sep-2012 09:37:48 GBP 12.27 Open
Standard PO 26-Sep-2012 08:05:09 == 250.88 Open
Standard PO 25-5ep-2012 16:00:4 aop 64.20 Open =
Standard PO 25-5ep-2012 15:25:16 GBP 25.10 Open
Standard PO 25-5Sep-2012 15:11:02 GBP 46.29 Open
Standard PO 25-Sep-2012 14:49:47 GBP 2.63 Open
Standard PO 25-Sep-2012 14:42:42 GBP 12.84 Open
Standard PO 25-Sep-2012 13:53:07 GBP 27.70 Open
Standard PO 25-Sep-2012 13:53:06 == 35.92 Open
Standard PO 25-Sep-2012 10:12:23 aop 12.32 Open
Standard PO 25-5ep-2012 09:58:12 GBP 21.33 Open

Done

distart| @ @ J > (U moosoft lyne

[ Tnbox - Microsot ... | 45 Self service2

Oracke application. . |

[/ Trusted sites

+| 2 widatanigusive... | Ly 0 |[53]3 Microsoft offi...- ] piane Stokes.xis [C®SEHO N 532
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London Borough of Havering

Type the relevant Purchase Order Number into the search field and click
Go:

{7 View Purchase Orders - Windows Internet Explorer =%

o i=17765ean X wibtten=]| G |2 [soogle Ui [2]]

@- |E h K{Oh_HTMLIOA

File Edt View Favortes Took  Hel

U6 @ Visw Purchase Orders | |

4 HaVering swsterora

S LONDON BOAOUGH

B v & - ok - @~

Home | Logout | Preferences | Help

Home Shipments | Finance = Admin
purchase Orders | Purchase History

Multiple PO Change | _Export |

Specify parameters and values to fiter the dajf{that is displayed in your results set.

 Show table data when any co
PO Number [is = o

Document Type  [is | (
orderpate  [is <] | |

Buyer s =1 (

Go| Clear|  add another [Acknowledgement Status =] Add| I

Select Order: Request Cancellation |  Request Changes | View Change History | Next 25
Select | PO Number Rev | Operating Unit Document Type Description Order Dat Currency  Amount | Status Attachments

el 9001432 o London Borough of Havering Standard PO 26-Sep-2012 13:39:21 GBP 68.50 Open

el 9001429 o London Borough of Havering Standard PO 26-Sep-2012 12:07:18 GBP 319.28 Open

el 9001427 o London Borough of Havering Standard PO 26-Sep-2012 09:37:48 GBP 12.27 Open

el 9001426 o London Borough of Havering Standard PO 26-Sep-2012 08:05:09 GBP 259.88 Open

el 9001424 o London Borough of Havering Standard PO 25-5Sep-2012 16:00:48 GBP 64.20 Open

el 9001423 o London Borough of Havering Standard PO 25-5Sep-2012 15:25:16 GBP 25.10 Open

el 9001422 o London Borough of Havering Standard PO 25-Sep-2012 15:11:02 GBP 46.29 Open

el 9001421 o London Borough of Havering Standard PO 25-5ep-2012 14:49:47 GBP 2.63 Open _‘

one [ [/ Trusted sites [®1o0w -,

[ T
Wistart| @ (& 4 (L] microsof Lync [ Tnbox - Microsoft .. | (@5 selfsenice 2 +| (5 v\ datennipusine... | (Ut |23 Microsoft Offi. - ] Diane Stokes xis | | | oracle appleation.

Click on the Purchase Order Number:

{7 View Purchase Orders - Windows Internet Explorer =%

o i=17765ean pe= dSearchimkGBSearchlypeSour =118 ][4 ][] [so0ge U [2]]

@- |E h K{Oh_HTMLIOA

File Edt View Favortes Took  Hel

U6 @ Visw Purchase Orders | |

4 HaVering swsterora

S LONDON BOAOUGH

B v & - ok - @~

Home | Logout | Preferences | Help

Home Shipments | Finance = Admin
purchase Orders | Purchase History

Multiple PO Change | _Export |

Speciy parameters and values to fiter the data thft i displeyed in your results set.
@ Show table data when all conditions
 Show table data when any conditi

PO Number [ig /j [s001342

Document Type  [is | (

Order Date is
Buyer [is /=1 &
Gf| Clear Add Another |Acknowledgement Status »| Add

Select Order: Regflest Cancellation |  Request Changes | View Change History |

Rev | Operating Unit Document Type Description Order Dat Currency  Amount | Status Attachments

Select

© | 001342 ] London Borough of Havering Standard PO 17-Sep-2012 16:05:57 GBP 8.63 Open
Multiple PO Change Export
Copyright () 2006, Oracle. All rights reserved. Edvacy Ststement
-]
one [ [/ Trusted sites [®1o0w -,

[ T
Wistart| @ (& 4 (L] microsof Lync [ Tnbox - Microsoft .. | (@5 selfsenice 2 +| (5 v\ datennipusine... | (Ut |23 Microsoft Offi. - ] Diane Stokes xis | | | oracle appleation.
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Click on Show at the beginning of each line .........

{2 iSupplier Portal: View Order Details - Windows Internet Explorer

London Borough of Havering

el
28

rumb=ve.=]| 8 || 4[] [Googke U

@ + | hitps:ffsupple. haven.f.guv.uwoa_urmuofa J5pTOAFUNC=POS_VIEW_ORDI

File Edt View Favorites Tooks ’Mu

B v & - ok - @~

U0 G @isuppler Portel: View Ovdlr Details | |
‘Z{% Have”n iSupplier Portal Home | Logout | Preferences | Help
Home Shipments | Finance = Admin

S LONDON BOAOUGH

purchase Orders | Purchgfe History
Urchase Orders >f View Order Details

Orde

Currency=GBP

Payment Terms 21
Net

8.63
OFFICE DEPOT UK LTD

Supplier
lupplier Site OFFICE DEPOT Carrier
Address LBH26 FOB
PO BOX 1747 Freight Terms
ANDOVER, HANTS SP10 Shipping Control
4BA
Order Date  17-Sep-2012 16:05:57
Description
Status Open

ote to Supplier

Operating Unit London Borough of

Havering

spurcing Document
Supplier Order Number
Attachments

| Hide All Details
Description

Type Item/lob Supplier Item
»Show | 1 Goods 531187 Clear Vending Drinking Cups PK 5 073 3.65 Open
»Show | 2 Goods 5108742 niceday A4 2013 Day a Page Standard Diary - Black Each 3 166 4.98 Open
Actions [Request Changes  ~| Go| Export

Actions [Request Changes = Export

Summary
Total
Received
Invoiced
Payment Status

8.63
8.63
8.63
Not Paid

Price | Amount Status Attachments  Reason

Return to Orders: Purchase Orders

Copyright (c) 2006, Oracle. All rights reserved.

-]

Privacy Ststement
[®ho% -

| [/ Trusted sites

Eone,

| [#]3 microsoit Ofi... | ] Diane stokes xis | | | oracle appleation... |

[ Inbox - Microsoft

@istart| @ @ 9 > L merosofe Lyn

([l seir servicez - o wildatanitpusiee.. | L U

viviivieieenaen...... and the full details will be displayed:

/2 iSupplier Portal: View Order Details - Windows Internet Explorer _(8]x
() v [E tutpsitiucpier.haverng.gov.ukj0A_HIML 0 Jp70AFunc=POS_VIEW_ORD " rumb=va, x| B | 2 x| [Goge i [2]-]
Fle Edt View Favorkes Tooks Hep |
S @t @isupplier Portal: visw Order Detaiks | | I I - o~ G oo - @-
Home Shipments || Finance  Admin

T LONGON EORGUGH

Purchase Orders | Purchase History
urchase Orders >  View Order Details

Orde

Currency=GBP

8.63 Payment Jerms

OFFICE DEPOT UK LTD
OFFICE DEPOT

LBH26

PO BOX 1747
ANDOVER, HANTS SP10
4BA

17-Sep-2012 16:05:57

Total
Supplier
Supplier Site
Address
Freighf Terms

Shipping Control

Order Date
Description
Status

Note to Supplier
Operating Unit

Open

London Borough of
Havering

Sourcing Document
Supplier Order Number
Attachments

Show All Details | Hide All Details

Supplier Item Description

Actions [Request Changes x| Go| Export

Summary

Total

Received
Invoiced
Payment Status

Price Amount  Status Attachments

Hall

Details Type Ttem/Job
Amount 5 ~ Payment Supplier _ .
Promised Date Need-By Date stane | Status | P Split Reason Requestor

N Ship-To Qty
Shi 1d
'PMENT || ocation Ordered Received Invoiced Ordered| Received Invoiced
1 Town 5 5 5 3.65 3.65 3.65| 31-Aug-2012 00:00:00 | 31-Aug-2012 00:00:00 | Not Paid | Closed Barnard,
For M
Invoice Michele
Jane

-

L » l;‘

[/ Trusted sites [Hiow =

4

Done.

L L®oUON Be

| [#]3 Microsc Ofi... ~| &) Disne stokesxis | || orace appleation... |
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London Borough of Havering

You will be able to see from here the quantity ordered, the quantity received,
the quantity invoiced for:.............

{2 isupplier Portal: View Order Details - Windows Internet Explorer Bl
) =[] ttps:fsuppicr havering aov-1d0A_HTHL 08 jspOFunc=hs_VIEW Cffefercaerto=ts 5 AgZna090%D runb=ve ]| b || 4#][ % | [eonde 06 £l

File Edit View Favortes Tools  Help II ’

5% f @ suppler Portal: View Order Details | | // ’ e v () Teoks + @-

T LONDON BOAOUGH

Home Shipments | Finance  Admin

Purchase Orders | Purchase History
Orders: Purchase Orders >  View Order Details
Standard Purchase Order: 9001342, 0 (Total GBP 8.63)

Currency=GBP

Actions [Request Changes = Export

Order Information
— T GO iore) Summary
Total 8.63 Payment Terms 21 :
Supplier OFFICE DEPOT UK LD Net Total 3
Supplier Site  OFFICE DEPOT Carrier Re:e!ved x}
Address LBH26 FOB Invoiced 8.63
PO BOX 1747 Freight Terms Payment Status Not Paid

ANDOVER, HAN Shipping Control
4BA
Order Date  17-Sep-2012 J6:05f57
Description
Status Open
Note to Supplier
Operating Unit London Bojough pf
Havering
Sourcing Document:
Supplier Order Number
Attachments

Details Type plier tem  Description uom Qty Price Amount ~ Status Attachments
Vhide |1 Goods Clear Vending Drinking Cups £ 5 0.73 3.65 Open
Shipments 1
f Ship-To Qty Amount - Payment Supplier -
Shipment ! Promised Date Need-By Date status | split Reason Requestor | A
P Location Ordered Received Invoiced Ordered Received Invoiced 4 Status Line P v
1 Town 5 5 5 2.65 265 3.65 31-Aug-2012 00:00:00 | 31-Aug-2012 00:00:00 Not Paid | Closed Bamnard
Hall Mrs,
Invoice Michele
Jane
4l |
Dore. [ [ [ [ [ Trusted sies [*100% -
Bistart| @ B 7 (1] Microsoft Lync [~ Inbox - Pcrosaft ... |[FAUS Self Service2 - [y Widatadtgusine. . | 23 U | [#]3 Micrasoft Offic.. ~| ) Diane stokes s Oracle Application,

vivieeeer..... the amount of the order, the amount received and the amount you
have invoiced for:

B

Q2naa%D! rumb=ve 7| G || 42| x| [oode uk pl-

@_" ~ [&] hpsi/fisupplier havering, gov.LKiOR_HTML/OA.jsp7OAFINC=POS_VIEW_ORDY

- - () Took - (@)

11
[
R EG W Gomis Twb 6D ]

8 @ @ isupplir Portal View Order Details | |

T LONDON BOAGUGH

Home Shipments | Finance = Admin
Purchase Orders | Purchase History

Orders: Purchase Orders >  View Order Details
Standard Purchase Order: 9001342, 0 (Total GBP 8.63)
Currency=GBP

Actions [Request Changes =] Go| Export

Order Information
General Terms and Summary
Total 8.63 Payment Jerms [21
Supplier OFFICE DEPOT UK LTD Ne Total
supplier Site  OFFICE DEPOT Received
Address LBH26 Invoiced )
PO BOX 1747 Payment Status Not Paid
ANDOVER, HANTS SP10
4BA
Order Date 17-Sep-2012 16:05:57

Description
Status Open
Note to Supplier
Operating Unit London Borough of
Havering
Sourcing Document
Supplier Order Number
Attachments None
S - PLEASE CLICK 'SHOW' LINK BELOW.

All Details
Type Ttem/Job Supplier Itel uoMm Qty  Price Amount  Status Attachments
Vhide |1 Goods 531187 ending Jrinking Cups PK 5 0.73 3.65 Open
Shipments y =
) Ship-To Qty Amount ) Payment Supplier _ .
Shipment : Promised Date Need-By Date status | Split Reason Requestor A
2 Location Ordered Received Invoiced Ordered Received Invoiced o Status Line C: {
1 I 5 5 5 365 3.65 31-Aug-2012 00:00:00 | 31-Aug-2012 00:00:00 Not Paid | Closed Bamard,
Mrs,
Invoice Michele
Jane
El) |
loare I [ Trusted stes [ -
#/start] @ (B 4 > (1] Mcrosoft Lyne [+ Inbox -Pcrosoft ... | 5 Selfservice 2+ |y Wikdatati ipusine. . | (3 U |[55] Microsoft offi... - | &) Diene stokesaxts | | Oracle application... |
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London Borough of Havering

Creating a credit memo
n Self Service I-Supplier:

(You need to have the relevant Purchase Order Number to hand at this point)
From the Self Service I-Supplier home page, click on the Finance tab:

=lelx
-

[i2] hitps: fisupplier havering. gov.uk/Od_HTMLIOR jsp?ORFunc=ORHOMEPAGE \ =1 & || x| [Googee e

File Edt View Favortes Tooks  Help

UE G @isupplier Portal: Home Page | | \ ) - o - oo - @-

" f _ ) B
’?W;' Haverl nq iSupplier Portal Home | Logodw Preferences | Help
wiie LONDON BOROUGH
BB Orders | Shipments | Finance | Admin
search [PO Number = Go
I
Notifications . Orders
Full List
Subject Date « Purchase Orders
« Purchase History
No results found.
Shipments
. Ov
L\_ e Overdue Receipts
Full List -
PO Number Description Order Date Receipts
2001419 25-Sep-2012 13:53:07 + Receipts
2001418 25-Sep-2012 13:52:06 Invoices
9001415 25-Sep-2012 10:12:23 « Invoices
9001414 25-Sep-2012 09:58:12
Payments
9001413 25-Sep-2012 08:40:08
+ Payments
Copyright () 2006, Oradle. All rights reserved. Ervacy Ststement
-]
h KjOA_HTMLIGA, ri=1 [T [ [ [ Trustedsites [®1ow -,
@istart| @ (@ 4 L Mierosoft Lync [+ Inbox - Merosoft ... | & Supplier Portal: Ho... | (& hitps:fapphavipro... | (5 icldatanaidatens, . | (5 wdstatz{rraom... | 8] 1-Proc Training Guid... |[#] pocument1 - Micr.. | &~ @D N 1437

Click on Go next to Create Invoice wjth a PO:

/2 isupplier Portal: Create Invoices - Windows Internet Explorer

_18(x
@‘ )~ [ hitps: isapplr havering gov.sk{Gh_HTHL oA i 4P _POS_INY_REVIEWS. ti-263703 X Pmcge=2700AMC=75555 45 0] 14 | ¢4/ X | [coogt e o

Fle Edi Vew Favorkes Took Help

% 48 @ isuppler Portal: Create Invoices | | 3~ = - G Todks -+ @)
M, H =
‘7:“? Have” nq iSupplier Portal Home | DwgQut = Preferences | Help
= Lonbon BOROUGH
Home | Orders  Shipments Admin
Create Invoices View Invoices View Payments
Invoice Actions
Create Invoice [ With a PO =
Note that the search & case nsenstive
Supplier OFFICE DEPOT UK LTD Purchase Order Number
Invoice Number |  EEEEE—
Invoice Amount
Invoice Date From | Invoice Date To g
(example: 25-5ap-2012) 8
Invoice Status = Crmrey
Go| Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
No search conducted
Create Invoice  [With a PO =] Go
Copyright (c) 2006, Oracle. All rights reserved. s
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Type in the Purchase Order

Number in the relevant field and click Go.

(5]
@:‘/ v e h IkJOB_HTML{OA, \_Hi=200ROASF=AP. %’ | & |42 | Jeonzie ik o
File Edt View Favorites Tools Help / /
R T | | -/ B - o« G oo - @+
0, . -]
ﬁ,‘}' Have”nq iSupplier Portal Home | Logout | preferences | Help
™ LONDON BOROLGH
Home  Orders | Shipments Admin
Create Invoices View Invoices View Payments
tails  Manage Tax Review and Submit
Create Invoice: Purchase Orders
Cancel | step 10f4 Next
Search
Note that the search & case insensive Advanced Search
Purchase Order Number [9001407
purchase Order Date
(sxample; 25-52p-2012)
Buyer
Organization
Advances and Financing
SelectPO Number Line Shipment ‘;‘."’”"“.“‘" men Supplieritem | o 1004 | Received | Invoiced | uoM | Y™ oy SMIP grganization P2MINS | waypin
inancing  Description  Number Price To slip
No search
conducted
cancel | Step 1of 4 N
Copyright (c) 2006, Oracle. Al rights reserved. ervacy Statsment
-]
bone:

Aistart| @ (@ 4 7 (L Miosoft Lyre

(< Inbex - Micrasct... | @ isuppier Portal

.| @& .| 2 vickats03|dat

[ B AT e,

=
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The order will appear under the search fields:

/2 isupplier Portal: Create Invoices - Windaws Internet Explorer

S @OEIN st

_I8[x
5 v |l tetps:pisuppler hivering gov.ukfoR_HTIL oA ]5D7Dage=/uratle/auus/au/\nvmce/requeﬁt/wehu\/PDEV(hPG&J\:ZEIEI&OAf _I5P_PO_SRCHBinvStep= tisearchType=searchifwkQBSearchTypeSoure 42| % [oogle Uk P~
Fle Edt View Faveries Toos Hep /
U A @ cuppier sk Creas Tnusies | | / B - - ook - @
a .
'}wﬁ Have”nq isupplier Portal Home | Logout | Preferences | Help
wf LONDON BOROUGH
Home | Orders | Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase gfdersDatails  Manage Tax  Review and submit
Create Invoice: Purchase Orders
Cancel | Step 1 of 4 Next
‘Search
Note that the search & case insenstive Advanced Search
Purchase Order Number [9001407
Purchase Order Date
(example: 25-5ep-2012)
Buyer
Organization
Advances and Financing [Excluded =
Go| Clear
Select Items: __ Add to Invoice
Select All | Select None
Supplier . .
Select| PO Numbery | Line | Shi SMEITSEr WD Ttem Ordered Received Invoiced uoM U™ | curr | shipTo | Organization s'l’i“"'"g Waybill
2 & Number 2
O | 2001407 1 1 [m] Tivoli Glass Jug | 5370309 2 0 0 Each 3.01 ¢BP Central | London Borough
160cl Each Library | of Havering

Dane

Copyright (c) 2006, Oracle. All rights reserved.
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If there is more than 1 line to the order, they will be listed under each other.

N.B: this screen will only show the first 10 lines to the order. If your
order has more than 10 lines and you are invoicing for items on both
pages you will need to select the items on the first page and then click
onto the next page and select the items on that page too.

rerxkxkixk ‘Select Al DOES NOT add all items on the order to the invoice
— it ONLY adds the items on the page you are looking at **iie

Select the lines you wish to issue a credit for:

&)X
£ i -, = . S 44 -
que Va _ri=20080A5F=4P_I5P_PO_SRCHAINStep=1&searchType=searchifuwkOBSearchTypeSource=| % 4| X | |Google UK P
| / T~ o - @ Took + @~

Home | Logout = Preferences & Help

Home | Orders | Shipments [[ETENES Admin

Purchase OrdersDetalls  Manage Tax  Review and Submit

Cancel | Step 1 of 4 Next

Advanced Search

Order Number

rchase Order Date

Ry

o Tnvoice
supplier ; )

rv [ Line | Shipment ‘;’."’H"“.e"' e Item Ordered Received Invoiced  uoM “™® | curr | shipTo | Organization Packing | o nin
nnnnnnn g Description WS Price slip

London Borough
of Havering

Cancel | Step 1 of 4 Next

M | 9001407 1 1 [m] Tivoli Glass Jug | 5370309 2 o 0 Each |3.01 cBp  Central
160cl Each Library

Copyright (c) 2006, Oracle. All rights reserved. Brivacy Statement
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(Or click Select All if relevant to the credit note)

Version 2 27 Author: Diane Stokes
Created 01/11/2012 London borough of Havering



London Borough of Havering

Once you have selected the lines to be credited, click Add to Invoice:

/~ isupplier Portal: Create Invoices - Windows Internet Explorer =%
@ - [e h KjOA_HTMLiOA, requ _”=znn&oasr:np_{sp_po_snchstep=1&seamry( carchifwkQpSearchTypesource= = | £ | 43 x| [oogle e 2l
Fle Edt View Favorkes Tooks Help /

U0 G @isuppler Portel: Crosts Invaices | | / o - o - (G ook - @~

4 HaVering swsterora

S LONDON BOAOUGH

Home | Logout | Preferences | Help

Home | Orders = Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase OrdersDetails /Manage Tax  Review and Submit

Cancel | step 1 of 4 Next
Advanced Search

Note that the search is case nsensitive

Purchase Order Number [2001407

Purchase Order Date
(=xample: 25-52p-2012)
Buyer

Organization

Advances and Financing [Excluded [~

Select Items: __Add to Invoice

Clear

Select All | Select None
supplier . .
Select | PO Numbers | Line | Shipment | Advancesor Ttem m Ordered Received Invoiced oM U™ | curr| shipTo | Organization Packing |\ bill
Financing  Description Price slip
Number
¥ | 001407 1 1 ] Tivoli Glass Jug | 5370309 2 0 0 Each | 3.01  GBP Central  London Borough
160c| Each Library | of Hawering

Cancel | Step 10f4 N

Copyright () 2006, Oracle. Al rights reserved. Erivacy Ststement
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Your items will then show at the bottom of the screen as Added to Invoice:

/2 isupplier Portal: Create Invoices - Windows Internet Explorer (Bl
i~ e I KO#_HTMLIOR, requ ,n=zuU&0A5F=AP,Ispfo,sncwnvsteuﬂ&sear:hwpe=seav(h&fwkqaseawng:e [ & ][ #2][ x| [cooge ur (2]

Fle Edt View Fevorkes Tools Hep /

e 0 @ isuopler portl; Creste Invokces | / 1 - B - ) Tooks - @~

Home  Orders  Shipmants admin | 2
Create Invoices View Invoices View Payments

Purchase OrdersDetzis Manage Tax Review and Sdbmit

Cancel | Step 1 of 4 Next
Advanced Search

Note that the search s case nsensitve

Purchase Order Number [9001407

Purchase Order Date

(=xample: 25-Sep-

Bwyer | P
organization | |

Advances and Financing |Excluded =]
Go| clear

Select Ttems: _ Add to Invoice

Select All | Select None
Supplier . .
select| P© Line | Shipment | Advances or ) . Item Ordered Received Invoiced uoM U™ | curr| shipTo | organization Packing v pin
Number Financing / Description Number Price slip
F | g001407 |1 1 Tivoli Glass Jug | 5370309 2 0 0 Each 3.01 GBp Central | London Borough
160c! Each Library | of Havering
Select Ttems: Remove from Invoice
Select All | Select None
select PO Line  Shipment Item Description ¥ ST oOrdered Received Invoiced uom UMT Curr  ship To Organization
Number Number Number Price
r co01407 1 1 Tivoli Glass Jug 160c! 5370309 2 0 0 Each | 3.01 Gep | Central London Borough of
ch Library Havering
Cancel | Step 1 of 4 N
Copyright () 2006, Oradle. All rights reserved. Ervscy sestemant
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Enter your unique Credit Note Number and enter the Quantity you are
crediting / refunding for: (be sure to put a *-* sign in front of the amount)

/ isupplier Portal: Create Invoices - Windows Internet Explorer _18]xI

- Y &I 5
@v [el h KIOA_HTMLJOA, ¥ N ‘ﬂ YR B3] BT [2]-]
Fle Edt vew Favortes Took Help \

\
AN \ B - 2 - ok - @-

0 S0 || @rmmpier rota: crste . x | 8 o ffnine v cov...

% Have”nq iSupplier Portal Home | Logout = Preferences
e LONDON BOAOUGH
Home | Orders | Shipments Admin
Create Invoices | View Invoices | View Payments
purchase Orders  DetailsManage Tax  Review and Submi
* Indicates required field Cancel | Back | Step 2 of 4 I
* Supplier  OFFICE DEPOT UK LTD  Invoice Number [pso1ocr
Tax Payer ID Frsepzom
* Remit To |OFFICE DEPOT F4 * Invoice Date 27'555"2:7{5 Xeo
Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA e T m‘mﬂ
Remit To Bank Account Currency GBP
Unique Remittance Identifier Invoice Description | =
Remittance Check Digit =
Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB
PO Number  Line Shipment Item Description Supplier Item Number _ Ship To Available Quantity Quantity UnitPrice  UOM Amount
9001407 1 1 Tivoli Glass Jug 160cl Each | 5370309 Central Library | 2 3.01 Each  6.02
Cancel | Back | Step 2 of 4 Next
Copyright (c) 2006, Oracle. All ights reserved. grivacy statement
]
T T [ [ edames [ -
Aistart| @ (@ J > 1 mcrosoft Lync | i trbox - microsoft Outlock | 5 U1 [ 1-suppier Training G... ] 1-proc Query Respanses... | € isuppler Portal: Creats ... | &8 Login - windows interme...| | i @SS N 0344

Change Invoice Type from ‘Invoice’ to Credit Memo:

ipolier Portal: Create Invoices - Windows Internet Explorer =

2| & [ | oeoge uc 28

Go- b , o on ¥

)
\
Fle Edt Vew Favotes Tods Hep \

S 5| o] e roa o . x | @regrme gz || G- B G- @

3#Havering swster porta e | ot | raeecen

T LONDON BORGUGH

Home  Orders | Shipments Admin
Create Invoices View Invoices View Payments

Purchase Orders DetailsManage Tax  Review and Submit

= Indicates required field

Cancel | Back | step 2 of 4 N

* Supplier OFFICE DEPOT UK LTD
Tax Payer ID

= Remit To |OFFICE DEPOT & * Invoice Date

Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA

* Invoice Number

Credit Memo ¥

Invoice Type

Remit To Bank Account N Currency GBP

Unigue Remittance Identifier Invoice Description ;I
Remittance Check Digit =
Attachment o/ add,
Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 2BB GB

PO Number  Line Shipment Item Description Supplier Item Number  Ship To Available Quantity  Quantity UnitPrice  UOM  Amount
9001407 1 1 Tivoli Glass Jug 160c| Each 5370309 Central L\brary 2 3.01 Each 6.02

Cancel | Back | step 2 074 N
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If these fields are correct, click Next:

/~ iSupplier Portal: Create Invoices - Windows Internet Explorer 1@ %
G@ - [e h KjOA_HTMLiOA, requ r \'\ haFwlkQBSearchTypeSource=joracefappsfapfinvoicefrec=] & || ¢+ /[ | [ongle Ui L~
Fle Edt View Favortes Tooks el L

/

W gg| v| @ isuppier Portal: Create L., X | & httpsffonine havering. gov.

4 HaVering swsterora

s LONDON BOAOUGH

B - - (G ook

Home | Logout | Preferences

Home | Orders = Shipments Admin
Create Invoices | View Invoices | View Payments

Purchase Orders  DetailsManage Tax  Review and Submit

* Indicates required field

Back | Step 2 of 4 Ne;

* Supplier OFFICE DEPOT UK LTD
Tax Payer 1D
* Remit To |OFFICE DEPOT Fs * Invoice Date
Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA

Invoice Type
Remit To Bank Account P Currency

Unique Remittance Identifier Invoice Description

= Invoice Number

Remittance Check Digit

Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

PO Number | Line Shipment  Item Description Supplier Item Number | Ship To Available Quantity = Quantity Unit Price

9001366 1 1 Natural Pencils Box of 12 | 1647161 Sth Floor, Mercury House 0.26 K
Cancel | Back | Step 2 of 4

Copyright () 2006, Oradle. All rights reserved. privacy Ststsmant

[T [ [ [ [ Trustedsites [®1o0w -,
Wistart| @ (& 4 (L] microsof Lync | i taborx - Mcrosot outlaok | (5 | 1-supplier Training G.. (1] -Proc Query Response .. | & iSupplier Fortal: Create .| & Login - windows Intern... | [ [~ @[] 2@ N 0955

The following screen shows you the Tax Lines and calculates the total of the
refund (including tax):

{~ i5upplier Portal: Create Invoices - Windows Internet Explorer )

% - [e] h kO _HTHLICA, request/webLifMatchedinvoicePGas_i=200BOASF=AP_ISP_INV_DET_P i “ =108 |[#9)[ x| [aooge Pl

Fle Edt Wiew Favortes Toos Help

W &t oo - | @ isuppler Portal Create L. x | @ hitpsiffanine.havering.gav. . 3~ = - Tools

m Save | Back | Step 3 of 4 Next| Submit

= Supplier OFFICE DEPOT UK LTD = Invoice Number DS010cr
Tax Payer ID = Invoice Date 27-Sef\-2012
= Remit To OFFICE DEPOT Invoice Type Credit Nemo
Address LBH26 PO BOX 1747 ANDOVER HANTS SP10 4BA = Currency GBP
Remit To Bank Account 01289654 Invoice Description Refundirlg 1 pack
Unique Remittance Identifier Invoice Print Status
Remittance Check Digit Telephkne Number

Artachment None

* Customer Tax Payer ID 001
Customer Name London Borough of Havering
Address Main Rd Romford RM1 3BB GB

cal
Surpmary Tax Line Tax Regime Tax  TaxStatus Code TaxJurisdiction | .\ pate Code Tax Rate) Tax Amount Line
Number code Code Status

1 GB VAT REGIME ‘G‘:T GB VAT STANDARD 57 | eB VAT GB VAT STANDARD il 20 | -0.06 | Active
1 Ge VAT REGIME | OB & cevar GB VAT STANDARD Fal E| 0.06  Active

VAT

PO lumber  Line  Shipment  Item Description Supplier Item Number  Ship To Available Qty Quantity To Invokce  UOM | Unit Price  Amount
200366 1 1 Natural Pencils Box of 12 | 1647161 Sth Floor, Mercury House | 0 -1Y0 Pk 0.26 -0.21
Charge Type Amount Description

No results found.

Items -0.26
Tax -0.06
Recalculate Total JTﬂta\ (GBP) -0.32
Cancel | save | Back | stfFTErT NEXT{ T SUBMITS o
Done [T [ trusted sies [ -

distart| @ [ > |Lpicrosoft Lync | i tobox - picrosoft outoak. | 157 Uit |[E supplier Training 6.

LProc Query Response... | (@ isuppler Portal; Create ...| @ Loain - windows Incern.. | - @®ES2 N osss

If all is correct on this screen, click Submit and you will see a confirmation
screen that your credit memo has been submitted.
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Creating a new user
on Self Service I-Supplier.

Creating a new user / contact can ONLY be done by the person who has
FULL access responsibility to the Self Service I-Supplier Portal. (The
Primary contact)

From the Self Service I-Supplier home page, click on the Admin tab:

|/~ isupplier Portal: Home Page - Windows Internet Explarer -8
S h KR _HTMLIOA. ri=t = an=15P,H0MEPAGE,MENu&oAsF:Pos,HoME&SRMADFISP&OAW 4 |4 x| [cooge uc £~
Flz Edi Wiew Favorites Toos Help
8 & @isupplier Portal Home Pags | | \ i - - () Todk - @~
" . B
3%; Have” nq iSupplier Portal Home | Logout | PrefSMswges | Help
fi LONDON BOAOUGH
IEIIE  orders  shipments | Finance | Admin
search [PO Number = Go,
“ Notifications Orders
Full List
Subject Date « Purchase Orders
+ Purchase Histor:
No results found
Shipments
LL Ao » Overdue Receipts
Full List -
PO Number Description Order Date Receipts
9001692 12-0ct-2012 10:13:36 * Receipts
9001691 12-0ct-2012 09:45:01 Invoices
9001688 11-Oct-2012 15:03:19 + Invoices
2001686 11-Oct-2012 14:06:12
Payments
9001683 11-0ct-2012 11:50:20
+ Payments

Copyright (c) 2006, Oracle. All rights reserved. prvscy statement

=

Done [T [ [ [ [ Trustedsies B

Bistart| @ B 7 (1] Microsoft Lync & Hardwicke, Danny | [ Inbox - Micrasoft 0., | @ isupplier Portals Ha... | & suppier Partal Hov., | 3 U\ | ) reroe raiing Gud...|[&] 1-Supplier Trainin.. | 1 .\~ @& SLIN 1207
/" General - Windows Internet Explorer M=)
I& he ikjOd_HTMLIOA ,.I ”DG&O&SF=POS,HT,SP,S,SUP,DET&I’E[a\nhM:V&,t\:l94l59755Z&DEDE=9&O&MC=7555572547D&MEHUd % *1 || X | | Google UK. L

File Edt View Favortes Tooks  Help

WA @aeneral / | | 3 - o - G Teols - @-

. -]
’?‘,‘;ﬁ' Haverlnq iSuppligr Portal Home | Logout | Preferences

T LONDON BOROUGH

Home | Orders | Shipments Finance  [IERImM

Profile Management
General
Company Profile

o i Organization Name OFFICE DEPOT UK LTD DUNS Number
«;;Z‘SE'SQI( Supplier Number 220619 Tax Registration Number 673478594
Contact Directo parent supptar 22 Taxpayer ID
Banking Details arent Supplier Name Country of Tax Registration

Ey—— Parent Supplier Number

Inveicing Attachments

Note that the search is case insensitive

Tiee [ EI

»show More Search Options

Add Attachment...

Title Type Description  Category LastUpdated By Last Updated Usage Update Delete Publish to Catalog

No results found.

Copyright (c) 2006, Oradle. All rights reserved. Privacy Ststement
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Click on Create:

(" Contact Directory lows Internet F xplorer 15X
G@ + [ hitpsifrapphavtests urada’autsummg comjOA_HTMLIOA, LPDATERPos ontac =118 ][4 |5 [so0ge U 2]+

Fle Edt Vew Favortes Took Hel

¢ @ @ Contact Directory

B v & - ok - @~

N Naigator v B Favorites v Home Logout Prefe sonalize Page Diagnostics
Home | Orders | Shipments
« General Contacglirectory : Active Contacts
+ Company Profile | Personallze "Contacts Table"
©  Organization
o AddressBook | First Name [Last name Phone Humber [Emait |status User Account Remove Update
- contact Danny Alderman Danny.Alderman@gmail.com Current o 7
Directory James Bond James.bond@vww.com Current o g 2
©  Banking Details
carl Collins Carl.collinsmecarthy @havering.gov.uk Current v [t 7
Arthur Cotton arthur. cotton@vevw.com Current v i} 2
Bhushan dahat bhushan@bdahat.com Current v [ 7
Jenny Dignum Jenny@cakeDiane.co.uk Current v [ 72
shiva enaganti shiva.enaganti@yahoo.com Current v [ 2
Abi Foster abi foster@havering. gov.uk Current v o 7
shiva krish shiva.krishna@hotmail.tk Current v [t 7
shiva krishna shiva.krishna@hotmail.co.in Current v i} 2
shiva krishna shiva.krishna@hotmail.co.ck Current v [ 7
Owen Sparks Owen.sparks@havering.gov.uk Current v [ 2
Champion Stokes dminx@talktalk.net Fending [ 2
Nelson williams owensparks@tiscali.co.uk Current v o Z
Contact Dil y : Inactive Contacts
Home Orders Shipments Finance Admin Approval Home Logout Pr e Diagnostics
Copyright ( acle. Al righs resenved.

|
[ [ [ [ [Sdtocalintranet ESTR

@9 SN 1215

[
@istart| @ [@ 4 [L]Mcrosoft Lyne 2 Herdwicke, Danny | |1~ Inbox - Micrasoft 0. . | @ Cortact Directory -... | & Contact Directory -... | (U | ] 1-proc Training uid... [ r-supplier Tramin.. [

Enter the details of the user you are setting up:

/\

(2 Add/Update Contact - Windows Internet Explorer =[8] x|

G—E}' [e] omfOA_HTML/OA.} iuppCrictDiPGe, ti=Tghl i b=haap d ‘Lsoas.j&] “f X [aooge uc }’E

Fle Edt View Favorites Tools Help

7:1 & enddﬂ.lpdate Contact

B Gt @

1 Navigator v & Favorites v Home Logout Preferences Personalize Page Diagnostics

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

¥ N o]
Contact Title |Ms. ¥/ Contact Email |diane@cakediane.net
First Name ,Champlon— Phone Area Code ,7
Middle Name ,— Phone Number ﬁ
* Last Name ,Stokes— Phone Extension ,7
Job Title W Fax Area Code l_
Department W Fax Number ,7

Home Logout Preferences Personalize Page Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

And click Save.
A notification has now been sent to Havering asking them to approve your
request and create an account for the new user.
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How To Amend Your
Bank Details

You will only be able to amend your banking details providing you are the
‘primary’ contact so that you have full access to the system.

From your home page click on the Admin tab at the top of the screen on the
right hand side and then select ‘banking details’ and then select the create
button

/2 Banking Details - Windows Internet Explorer _81x

<125

Fle Edt View Favo

reing.comioh_HTMLIOA, o =21 3347776k0apc=8ROAMC=75556_P54_Bmenu=VinaMenulevel=4tnas=aljoPaphy ¥ | 4 || ## | X | [aoocle P+

i Navigator v B2 Favorites ¥ Home Logout Preferences Help Diagnostics

Home | Orders | Shipments | Finance | Admin | AppyCal

o @l Banking Details

« Company Profile | View [General Accoupdlz] [ 6o | = B
o  Organization “TIP Date formatfRemple: 31-Oct-2012
o zddress B0k | [‘Add |[ Create
e Details Account lumber IBAN Currency Bank Name Start Date End Date Priority Increase Priority  Decrease Priority Status  Update
- Banking [ Show 12365478 60-08-14 National Westminster 27-Mar-2012 1 @) < Approved Va

et [ Show 12345678 TSB Bank PLC 31-0ct-2012 2 » ] Neve 4
Cancel | [ save

e Orders Shipments Finance Admin Approval Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyriaht ) 2008, Oracle. All rights resenved

[T [ [ [ [S3tecalintranet [®woow -
seare| @ 3 [@ | Mcrosoft Lync ) Tnbox - Microscft Outiook. | & Banking Dekals - Window... | €8 Oracle Applications R12 .| | £ Orade Appications - e6u... |[E] Document1 - Microso... [Gz)zu- ®EB SN =50
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Make sure you select existing bank and existing branch

IS TS

I J[42][ % ] [0 =8

far = deh - @ Tools - @~

/> Create Bank Account - Windows Internet Explorer

GT?- [=)

Flo_Edt  View Favorkes Tools  Help
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Click on the magnify glass next to the ‘bank name’ field and then type in %
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You will then be given a list of the sort codes for this bank. Select the code
required.
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To find your tem, select a fiter tem in the pulldown list and enter a value in the text field, then slect the "Go” button.
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Then click on the magnify glass symbol next to the branch name and type in a
% in the search field in the pop up box and click on ‘go’
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It should then self populate the correct branch.
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	Click on Go next to Create Invoice with a PO: 
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	The order will appear under the search fields: 
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	If there is more than 1 line to the order, they will be listed under each other. 
	N.B:this screen will only show the first 10 lines to the order. If your order has more than 10 lines and you are invoicing for items on both pages you will need to select the items on the first page and then click onto the next page and select the items on that page too. 
	********** ‘Select All’ DOES NOT add all items on the order to the invoice 
	– it ONLY adds the items on the page you are looking at ********** 
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	(Or click Select All if relevant to the credit note) 
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	Once you have selected the lines to be credited, click Add to Invoice: 
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	Your items will then show at the bottom of the screen as Added to Invoice: 
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	Enter your unique Credit Note Number and enter the Quantity you are crediting / refunding for: (be sure to put a ‘-‘ sign in front of the amount) 
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