Newhafm London

London Borough of
Newham Supplier Portal
Guide



The purpose of this guide is to provide the Councils suppliers with an easy to use
guide on how to manage purchase orders, create invoices and credit notes by using
the supplier Portal.

Chrome link to the Supplier Portal: elyg.fa.em3.oraclecloud.com

The guide is in sections for ease of navigation

There is a separate guide for tendering and supplier management.
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Section 1

How to Submit an Invoice.

This section provides a step by step description on how to create and submit an
invoice via the Supplier Portal.

From the landing page select Supplier Portal. Click the Supplier Portal App.
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Supplier Portal

Under the “Tasks” bar > Invoices and Payments > select Create Invoice.
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To create the invoice

e Add the PO number you wish to invoice or locate this via the drop down,
please note that an invoice can only be submitted if the PO has not already
been fully invoiced.

Create Invoice

imaicovgtions v e Iy bt m
* Wentilying PO | 270000000505 - Remit-to Bank Ac nt

Suppller  HIXY Sugipler Unique Reitiance Identin X %o
Taxpayer 10
Unsgue Remittance identmer - .
. Check Digit Type: finvoice E|
Supplier Site  Site 1 - - )
» o et s Deseription Invaice e Currency  GBP - Pound Stering
ress  Ling 1, Ling 2, .
A — Payment Currency  GBP - Pound Stedling
Supplier Tax Registration Number L4
Customer
* Customer Taxpayer 1D 120LB17 v Name  London Barough of Newnam
Address
Purchase Order Consumption Advice Avall
Supplier ltem ftem Description Ship-to Location Tax Classification c‘.’:.
* Cehadula Mo bune [N

NOT USE the “+*sign to add lines.

Under “Lines” click on the “Select and add” icon, this will retrieve the Purchase Order.

Select and Add: Purchase Orders

4 Search Advanced  Saved Search ﬂ
* At lzast ona IS required

™ Purchase Grder 270000000505 ™ Consumption Advice

** Creation Date  ddmmiyy HH:mm

Search Results

Viaw » =" Detach Sabect All

; |

Purchase Order Consumption Advice .
Supplier Mom oo Nogeription  Ship-to Location

Line  Schedule Number Line Numbar

Evants Town Hall Annexg

Highlight the line by clicking in the box on the left of the PO number, click Apply and then click OK.
This will add the purchase order to the invoice.




To check or if you need to vary the PO amount:

>
Under “Lines”, drag the scroll bar to the right by clicking on the arrow icon

Vieww o= X E_‘Cam:elLine

der Consumption Advice Availabl
Supplier ltem Item Description $Ship-to Location Tax Classification l;ua;:tits Quantity Unit Price UOM * Amolnt Description
* Schedule  Number Line
1 Rent Connect Invoice RC-H Mercury Hnuse’T‘ ‘ ’T‘ I 1.00 I ‘ Ré&gonnecﬁ | ‘
1.00 \

‘ £l

In the “Amount” field, you can vary the NET AMOUNT but you cannot exceed the value
of the purchase order.

Click on drop down menu under “Tax Classification”. Select the applicable tax to the
invoice.

Lines

der Cons tion Advice -

Supplier ltem Item Description Tax Classification

v | mo‘ ‘Rem Connect |

/ 1.00
GB EXEMPT GB EXEMPT

B MIGRATION GB MIGRATION

Quantity Unit Price UOM * Amount Description
* Schedule  Number

/

1 Rent Connect Invoice RC-H... | Mercury House| w |

4

Summary Tax Lines
GB OUT OF SCOPE GB OUT OF SCOPE

View v GB ZERO GB ZERO
Line * Regime * Tax Name Tax Jurisdiction * * Rate Name F GB STANDARD GB STANDARD Amount
No data to display. GB TEMPORARY 12 5% GB TEMPORARY 12 5%
GB REDUGED GB REDUCED

Search...

Totals

NB. If you are VAT exempt, click GB Exempt.

* If tax is not selected from the dropdown menu, GB Standarth20% is taken by default.

** To add multiple amounts to the same invoice, click on the “Select and Add” icon again.

***NB. Avoid selecting the "Miscellaneous" option from the dropdown menu in Lines-
(Type), as payments under this category will not be processed.

If you are invoicing for a smaller amount than the PO was raised, you would need to add the PO to the line.
Once added, go along the line until you see Amount and put your invoice net amount here.

veww 4 M [ CancelLine

Consumption Advice

| Supplier hem hem Description Ship-to Location Tax Classification Avallable Quantity Unit Price UC
1 _ Quantity
Dle Mumbar Line

damat Central Library . w -




Create Invoice

identifying PO )

Supplier

HIXY Suppiier

Taxpayer I

Supplier Site

Address

Supplier Tax Registration Number

Click on “Invoice Acti

NB. Click on “Calculate Tax” again if any lines were deleted. Dou

Lines

veww 4 ¥ E
* Number *Type

1 ftem

<

Summary Tax Lines

View w
Line * Regime
1 GBVAT
Totals
Items
150.00

Create Invoice

Identifying PO
Suppliar
Taxpayer ID
Supplier Site

Address

Supplier Tax Ragistration Numbsr

~ Number ~ Line

Line 1, Line 2, 6YU 45T

Cancel Line

Purchase Order

Total

* Tax Name

GB VAT

Freight
0.00

270000000505

HXY Suppliar

Site 1

Line 1, Line 2. 6YL 45T

~ Schedule

2700000... 1 1

Tax Jurisdiction * Tax Status

GB VAT JURIS.,

Number

Remil-to Bank Account

Uniqua Remittance identsfier

Unigue Remittance identifier
Check Digit

Hone o=

Invpice Acons -

‘Calculate Tax  [Cirt-All=X

Cancal Invaice b

Dalate Invoice e
Type

Wvoice Currency

Payment Cumency

Consumption Advice
Supplier Item
Line

* Rate Name Percentage

GB VAT STATUS GB STANDARD 20

Miscellaneous Inclusive Tax
0.00 0.00

Remil-to Bank Account

Unigue Remiftance idendifier

Unigque Remittance Identifier
Check Digit

Description

Mone s

Click Submit to submit the invoice.

Item Description

Per Unit

Evenls 1

020920 Y
oo

GBF - Pound Slerling

GBF - Pound erling

ns” and select “Calculate Tax”, this will calculate the applicable tax to the invoice.

le check the gross amount at this stage.

Ship-to Location Tax Classification %‘::
Town Hall Annexe w A4
>
Amount
30
Exclusive Tax Invoice Amount
30.00 180.00

Invoice AClions - Save and Close

Mumber

Type
Invoice Carmency

Payment Currency

* Diate
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[Tl Y
Invnice
GEBF - Found Steding

GEF - Pound Steding



Section 2

How to Submit a Credit Note

This section provides a step by step description on how to create and submit a
credit note via the Supplier Portal.

From the landing page select Supplier Portal. Click the Supplier Portal App.

/
Newham Londo/n

Good morning, Tiger Tom!

Supplier P¢ital

Under the “Tasks” bar > Invoices and Payments > select Create Invoice.

e

(1
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+ Manage Profic



Amend the “Type” to “Credit memo”, note the system will always default to “Invoice”

Add the PO nu
Add your credit note

Attach a copy of the credit note.

er you wish to credit or locate this via the drop down.
mber in the “Number” field.
Select today’s date for the eredit note from the “

” field.

Create Invoice

Identifying PO §370000000505 L

supplier HXY Supplier

Address  Line 1, Line 7 6L 45T

Suppdics Tax Registration Numbsr L

Customer

" Customer Taxpayer I 1200817 v

Cancel Line

Purchase Crder

Remit-lo BanENAcoount

Consumption Advice

Unigue Remittance ke
Taxpayer IO
o iniquo Ramittanca kior ui [ Type [EECEN | |
ppier Site  Site 1 v
Descripiion Imvobce Cumrency ‘GBF - Pound Siering

Paymant Cumrency GHF - Pound Staring

Name  Landon Berough of Mewham

Address.

Sunolier lem Item Descriotion Ship-to Location

NB. Do\NOT USE the “+%sign to add the lines

Under “Lines” click on the “Select and add” icon, this will retrieve the Purchase Order.

Select and Add: Purchase Orders
4 Search

" Purchase Order 270000000505

™ Creation Date  ddimmdyy HH:mm (g
Search Results

View w w0’ Detach Select All

e |

Purchase Crder Consumption Advice

Humbear Ling Schadule  Numbsar Ling
. 2T00000005... 1 1 |

<

&

** Al least one is required

Advanced Saved Sparch

"™ Consumption Advice

Supplier ltem

Mumber Itern Description Ship-to Location

Evanis Towm Hall Annexa

Highlight the line by clicking in the box on the left of the PO number, click Apply and then click OK.

The Purchase order line will be added to the credit note.

Tax Clasaification

Avail



To check or if you need to vary the PO credit amount:-

r
Under “Lines”, drag the scroll bar to the right by clicking on the arrow

Ines
vewy 4 X B ‘ Cancel Line ‘
der Consumption Advice Availabl
Supplier ltem Item Description Ship-to Location Tax Classification valabe Quantity Unit Price UOM mount  Description
* ; Quantity
Schedule  Number Line
1 Rent Connect Invoice RC-H. ‘ Mercury Huuse’T‘ ‘ F‘ |I -10.00 nt Connect | ‘

-10.00

' £

In the “Amount” field, you can update the NET value of the credit note but this
cannot be greater the value of the PO. NB. The NET CREDIT AMOUNT must be

input with a minus sign.

Click on drop down menu under “Tax Classification”. Select the applicable tax to the credit
note.

Lines

View v 4 xa\ Cancel Line
er

b Consu.nption Advice

Available

Tax Classification Quantity

Supplier ltem Item Description Quantity Unit Price UOM * Amount Description

* Schedule  Number Line

1 Rent Connect Invoice RC-H.. Mercury House| w ‘ \‘ v -10.00 ‘ ‘ Rent Connect |

-10.00
Al GB EXEMPT GB EXEMPT
GB M ATION GB MIGRATION

Summary Tax Lines

OUT OF SCOPE GB OUT OF SCOPE
View ¥ GB ZERO GB ZERO
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name F GB STANDARD GB STANDARD Amount
No data to display. GB TEMPORARY 12.5% GB TEMPORARY 12.5%
GB REDUCED GB REDUCED

Search

Totals

NB. If you are VAT exempt, click GB Exempt.

* If tax_is not selected from the dropdown menu, GB Standard 20% is taken-hy default.

** To add multiple credit amounts to the same credit note, click on the “Select and Add” icon again.

*** NB. Please avoid selecting the "Miscellaneous" option from the dropdown menu in
Lines- (Type), as credit payments under this category will not be processed.




Create Invoice

Iddentifying PO J

Supgplier

Taxpayer Ik

HXY Supplier

Supplier Site  Sits

Address

Lina 1, Line 2, 6¥1) 45T

v Remit-la Bank Account

Unigue Remittanc: Mentifier

Check Digit
Description

Aitachments

(e« | o L som i | sl o

eatex
Cancel Invoica M
Dedete Invaica b
Type

Invoice Cumency

Payment Currency

Click on “Invoice Actions” and select “Calculate Tax”, this will calculate the applicable tax to the credit note.

NB. Click on “Calculate Tax” again, if any lines were delet

this stage.

Lines
View w

+ X B

“Number * Type

Cancel Line

Purchase Order

AW
*Number *Line

1 ltem 2700000... 1
Total
<
Summary Tax Lines
View v
Line *Regime * Tax Name
1 GBVAT GB VAT
Totals
Items
-150.00
Create Invoice
Mentitying PO 270000000505
Supplier  HXY Supplier
Taxpayer ID
Supplier Site  Sile 1
Address Line 1, Line Z &Y 45T

Supplier Tax Repistration Number

* Schedule

Freight
0.00

Consumption Advice

Number Line

Tax Jurisdiction ™ Tax Status

GB VAT JURIS... GB VAT STATUS

Miscellaneous
0.00

Remil-t Bank Account

eanitiance Identifies

Unique Remittance ldentifier
Check Digit

Description

Click Submit to submit the credit note._

10

Supplier ltem

GB STANDARD

Inclusive Tax
0.00

Percentage

20

Item Description

Ship-to Location

Town Hall Annexe w

N

Exclusive Tax
-30.00

Events 2

ORAIH0 Y
‘Credi memo

GBF - Found Stering

GHRP - Pound Sberfing

. Double check the gross amount at

Avail
Qua

Tax Classification

Amount

-30

Invoice Amount
-120.00

R - | e [ o]

mber

* Date
Type
Inwoice Currency

Paymanl Currency

Events 2

0BIH20 iy
Credi memo
GEF - Found Stering

GEP - Pound Starlirg



Section 3

How to View Supplier Invoices

This section describes how a supplier can view invoices submitted to the Council.

From the landing page navigate to the Supplier Portal.

Under the “Tasks” bar > Invoices and Payments > select View Invoices.

=1

Orders

= Manage Crders
Agrecments

» Manage Agiesmenls
Shipmsnls

= View Hecepis

- Wiew Retums

Invoices and Payments
= Create Inveice

= View lnvuives

= View Payments
Tenders

= View Active Tenders

= Manage Respenses
Qualfications

= Meanage Questennaires
= View Queliications

Company Proflle

« Manage Profle

View Invoices

4 Search

A .
Invoice Mumber

Recent Activity

I ™" Supplier HXY Supplier
Supgdier Sile
** Purchase Order
Search Results
View w 3= = Detach
Invoice D Purchase
HNumber ervolce Type Order
Events 1 -] ‘Sandard
Evenis 2 DEE20 Cradd mamo

Transaction Reports

INVoICE Frice Variance Amount GBE

Consumplion Advice

Invaolce Status

Paid Status

Payment Numiser

Unpaid
Supplier Site Amount
Site 1 GEr
Site 1 GEP

Advanced  Saved Search Al invoices j

* A) lesas! ané is requined

Search |Reset Sawve..

Invoice Invpice Payment

Numbar Comments

Click on the Supplier drop down to locate the supplier. Then click Search, this will open

details of all invoices sub

NB. By clicking on the PO number suppliers can review details of the PO.

itted by the supplier to the Council.



Purchase Order: 270000000505

Sold-to Legal Entity  London Borough of Newham Supplier  HXY Supplies Ordered 15000 GE) Daknied _

Bill-io BU - London Borsugh of Newham Supplier Site  Sile 1

Description ] 60 12
7
Order 270000000505 Supplier Contact  Tiger Tom Source Agresment W Arsound (GER)
Status  Closed fr Receiving Bill-to Location LB of Newtam Supplier Order

Buyer PO Admin

Wiew Dotails

Ship-to Location  Tawn Hall Annexa
Creation Date  0BOX20

Terms  Mobes and Aflschments

Required
Acknowledgment

Payment Terms 30 Days Freight Terms

Hone Shipping Method

Pay an receipl

Suppliers can view a copy of the PO letter/instructions’by clicking on the Xiew PDF icon.

NB. If you have any problems regarding your payment, you must direct your
enquires to the Contact Person whose name is/on the PO letter/iistructions.

Order Life Cycle shows the status of the PO.

NB. You can drill further into the PO by clicking on “View Details”. You will be able to see,
for example, PO has been receipted, invoice paid.

12
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Section 4

How to view and Manage Orders

This section describes how a supplier can view invoices submitted to the Council.

From the landing page navigate to the Supplier Portal.

Requiring Attention Recent Actlvny

Last 30 Di
Agreoments Orders opened

Feceipts
o Wanaye AgieXienls
Shipmznts

= View Receps

= View Returns

Transaction Reports
Last 30 Days

Invoices and Payments

- Create Inveice Invoice Amount

. View livvives Invoice Price Varniance Amount

« View Payments

Terders
W Invoices Dverdug

= View Active Tenders
- Manage Respenses

Supplier News
Qualfications

« Manage Questonraires

» View Quzliications

company Proflie

« Manage Profle

Under the “Tasks” bar > Orders > select Manage Orders.

Identify the supplier in the “Supplier Site” field via the drop down and click Search, this

will open all details of all open/orders.

Sold-to Legal Entity
Bill-to B

Suppllel Site

Manage Orders

Headers  Schedules

4 Search

Site 1
Search.

Search Results

Actions w View v Formatv 5 Ey Freeze [z Detach Wrap

Order Order Date Description Supplier Site Buyer

in mnnrmh anndbiambnnd

13

Advanced Manage Watchlist Saved Search

Order
Status

Include Closed Documents No ﬂ

Ordered Currency Status

All Orders

Reset  Save...

Life  Creation
Cycle Date



Manage Orders [ Done |

Headers  Schedubes

F Search Advanced — Manage Walchlist  Saved Search Al Orders

Search Results

Actions » WView v Fomatw  [F Op T o Datach
Life  Creation
Owder Order Date  Description Supplier Site Buiyer (wdered Curmency Status Cycle Date
pansR20 Site 1 Admin, PO 15000 GEBP Closed for R ?.‘: 08/0%20

Columns Hidden 23

Click on the Order number to view details of the order.

Done

s

Purchase Order: 270000000505

| Acknowledge

Actions ¥

Main

A Ganeral

Sold-to Legal Entity  Londan Borough of Hewham Supplier  HXY Supplier Ordered 1500 GBP

Bullto BU - London Borough of Newham Supplier Site  3it2 1

Descriplion 0 &0 120 150
a3 " dior C T T
Order 270000000505 Supplier Contact  Tiger Tom Source Apreement [ T—
Status  Closed for Recanmg Bill-to Location LS of Newham Suppler Crder

Buyer PO Admn View Detadls.

Ship-to Location  Town Hall Annexe
Creation Date  0BADS20

Terms  Noles and Attschments

Required

Acknowledgment 2% Shipping Method

Paymant Terms 30 Days Freight Terms Fay on reczipt

Foo Corfiming order

Suppliers can view a copy of the PO by clicking ory'the View PDF ic

Order Life Cycle shows the status of the PO.

NB. You can drill further into the PO by clicking on “View Details”. You will be able to see,
for example, PO has been receipted, invoice paid.
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Section 5

How to View Payments made by the Council

This section describes how to view payments made by the Council.

From the landing page navigate to the Supplier Portal.

Tasks
Orders
Requiring Attention Recent Activity
= Manage Orders Last 30 Days
Agreements Orders openad 5
Receiplts 4

+ Manage Agreements
Shipments

= View Receipls

« View Retums
Transaction Reports

= Create Invoice Imvaice Amaount &30 GBF
Imwaice Frice Variance Amount GBP

« View Invoices

Tenders W Invsices Ovesdue
= Whew Active Tenders
» Manage Responses

Qualifications

« Manage Quesbonnalres

= Wiew Qualifications

Company Profile

= Manage Frofie

Under “Tasks” bar > Invoices and Payments > select View Payments.

View Payments E3

4 Search Advanced Saved Search All Payments v
** At least one is required

I ** payment Number K I ** supplier / v

Payment Status Supplier Site v
Payment Amount Payment Date dd/mm/yy E‘e
Search = Reset Save..
Search Results
vieww  F ' Detacn
Payment Invoice : . . Payment Payment .
Payment Date Payment Type Number Supplier Supplier Site Amount Status Remit-to Account

Number

No search conducted

From this page you can search payments made to\the su
1. By clicking the drop-down option in the “Supplier” field and selecting the supplier
OR

2. By adding the payment number in the “Payment Number” field.

By selecting one off these options you can view details of the payment, such as payment method,
payment date and details of invoice/s paid.
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