How to Process Orders,
Invoices & Payments in the
Supplier Portal

Quick Reference Guide (QRG)

Functional area: Supplier



Introduction

Purpose

This QRG explains how suppliers can use the Supplier Portal to acknowledge purchase orders, submit PO-backed
invoices, track invoice and payment statuses, and access assigned contracts in Ivalua

Table of Contents
e e
1. Acknowledging Orders in the Supplier Portal
2. Creating Invoices in Supplier Portal
3. Submitting Own Invoice through Smart Capture
4. Checking Invoice Status

Click any topic to navigate directly to that section.
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Acknowledging Orders in the Supplier Portal
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Step 1: On the supplier Portal,

Navigate to Orders —
Acknowledge orders.
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Acknowledging Orders in the Supplier Portal

Step 2: Locate the relevant PO in
the list and click the PO number
hyperlink under ID column.
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Acknowledging Orders in the Supplier Portal

Step 3: Acknowledge the order
by clicking Confirm or Click
Reject to reject the order back
to NESO.

weral Indo BorCing Contracts Catabogs Oders. Inwndcing Performande BIH Intertaces

PO PODOO2AT - TC_55-. .. / .
| I=E m& [ e °

[
W Ex
Header Ship to Bill to
Bequester O Faraday Hous O
) Dt Warwick
Sappl Supplier Contis d 0 Engla
ELH KIRGT0M TE!
Cvpanization gl Company
Cirder D Carranc Delivery & Payment
o e ks Payment Typa
Esternal Commen Covga Rieferente Mumbe
I oberm Location Parprivenil Terrk
Ennera | s hiveenits

~  hems - Supplier Response

National Energy s
System Operator

Public



Creating Invoices in
Supplier Portal

||||||||||||
tttttttttttt



Creating Invoices in the Supplier Portal

UAT - W11
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Creating Invoices in the Supplier Portal
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Step 2: Locate the relevant PO in
the list and click the PO number
hyperlink under ID column.
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Creating Invoices in the Supplier Portal

UAT - V1.1

Step 3: On the PO details page,
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Creating Invoices in the Supplier Portal

LAT -1 NESO ke
r':."

Gereral Info.  Sowurcing  Contracts  Catallogs  Ovders  Ivoicing Perfformance B28 Interfaces

Step 4: On the Invoice page,
click Click or Drag to add a file
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Creating Invoices in the Supplier Portal
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Step 5: Complete mandator
invoice fields (as opplicobles/:

+ Supplier Invoice Number

- Due Date (ignore if auto-
populated)

« Date of Supply
+ Check VAT ID
* Check Currency

 Exchange Rate (update if
required)

- Tax (verify defaults; update if
missing/incorrect)

Step 6: Click Save.
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Creating Invoices in the Supplier Portal
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Step 7: Scroll down to the line
details.

Delete any lines not delivered
yet/not ready for invoices by
clicking the bin icon for that line.

Update the quantity for any line
items that are part delivered.

Note: If you change any items or
delete any lines, you must go to
Other Actions and select Reset
Taxes, so the values are calculated
correctly.

Step 8: Click Save.
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Creating Invoices in the Supplier Portal
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Creating Invoices in the Supplier Portal

envilivalua.app says

Step 10: A pop-up appears

& legal irvoice (POF) will be created. IF & legal irmvaice (paper, pdf, etc)

< D % Invaice e e e & indicating that a legal invoice
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Creating Invoices in the Supplier Portal

Warning alerts will not stop
submission but will put your
invoice into an exception for
checks before it is processed.

National Energy s
System Operator

. ~— e - P N B I = T V¥ — - Y —— T

[Site map][Legal mentions] Nesoenergy v1.1 © UAT - V1.1

vAT=VaL NESOLré General Info. Sourcing  Contracts  Catalogs Orders  Invoicing Performance [T VAN g e Contact N. . T : Step Il: CliCk Smeit
{ O W% INV001217 - Invoice test QRC ~ .-252.00 GBP (Draft) Search = 0O : . . .
1 . If you didn't attach your invoice,
® Carce 4" Ji the system will create one on
™ I . . .
= ,  Submission which you can
A Note that at least one warning exists on this object. Click here to review it. X : VieW/dOWI’ﬂOGd GS reqUIred,
© \validated successfully X |
I . H
v Legal Invoice v Attached Files 1 NOte If you have Ony Wa.rnlng’
I check these before clicking
ick or Drag to add a file @ Click or Drag to a es | o o . o
Rl bt D [ ¢kerehon submit by clicking the triangle
| )4
I . . _ .
Invoice Header - Draft Supplier Information [ ICon on the rlght hqnd Slde'
Supplier Invoice Number™ Invoice Date ™ Order Supplier ©® Contact : .
test QRG £ 4/10/2026 r - Name Contact : BIOCklng alerts must be cleared
Payment Terms Due Date* Invoicing Supplier* Supplier VAT ID* I before you can submit your
30 Calendar Days © - ®4/10/2026 Te . O - GE” | . .
Linked Invoice Date of Supply* Registered for VAT in the UK 1 I nVO I Ce'
- £4/8/2026 Yes |
Currency National Currency * Exchange Rate* Order @ Contract :
I
|
I

18
Public



Submitting Own Invoice
through Smart Capture
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Submitting Own Invoice through Smart
Capture

AT - W11
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Submitting Own Invoice through Smart
Capture

e uesoe Purformance 828 wertoces | Step 2: Click on File to Import
i and upload your own invoice in
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Submitting Own Invoice through Smart
Capture
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Step 3: After clicking on the
Invoice from the link in Code
column from the earlier step,
manually fill in details that have
not been auto-captured and
check the auto-populated fields
are correct. Ensure all blocking
alerts are resolved before
submitting.

Note: The Organisation ID is
mandatory. This is a NESO
specific item and must match
what is on the purchase order.
You can find this on the PO
order by looking at the relevant
PO via the Acknowledge Orders
screen.

Click on Submit to Approval.
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Submitting Own Invoice through Smart
Capture

eIy _ : . : : Step 4 a: After Submit to
TN [JE——— - Approval is done, a message

mentioning Validated

Successfully will be displayed.

Step 4 b: Go to the Invoicing
menu and click on Manage
Invoices to view the status of
your Invoice.
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Viewing Invoice
Statuses
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Viewing Invoice Statuses

UAT -V11 NESO L=
<

General Info. Sourcing  Contracts  Catalogs Orders |  Invoicing Performance

& g e Contact N. -

Manage Invoices

£ o0 IR ¢ Supplier Portal Search
Submit a PDF Invoice (Smart Capture)
Create Invoice
Announcement Onboarding Progr Early Payment Program Validations
1 Welcome to the NESO supplier portal A i The following items
Company where you'll be able to register your v Reglstrahor! require ourittention' Process
Profile interest to work with us and find useful Onboard Pending 9 ¥ ’
tools and information. In this portal ) A Missing Mandatory Document(s) NESO PO
you can manage aspects of your Preparation There is/are missing required & Automation
ﬁ supplier account with us. V Gather Information document(s) to be uploaded. V2
Import Catalog On behalf of NESO, we would like to A Change request in progress NESO PO
extend a warm welcome to all existing v Enroliment Rev. & Automation
and potential suppliers. It is our Review Information v2
m pleasure to introduce wou to our NESO PO
Create Receipt organisation and the opportunities that Active & Automation
lie ahead for collaboration and Onboard Complete V2
partnership.
NESO PO
0] NESO procurement is a business- # Automation
V2

Create Invoice

[}
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centric function, enabling clean power
strategy for GB. We firmly believe that
strong supplier relationships are the

frvimdabinn ok maie erameses NALn

Performance Scoring

No data was found. Try changing the filter criteria.

Extranet - Scoring

Spend Analysis

Object

POOOD443-1 - Ame
request 4/2/2026 F
= |

PO000279-1 - Ame
request 3/24/2026

POO0D567 - th‘.:q. 3

POD00561 - Req. 3

Spend Analysis

Step 1: Go to Invoices>Manage

Invoices.
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