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Document Control

Change Control
Date Author Version Change details
April 26 Varsha 1.0 Original version
April 26 Varsha 2.0 Minor format changes
October 26 Finance team 3.0 .

Changed title from ‘How to process orders, invoices and payments in the supplier portal to ‘Creating Invoices in the Ivalua
Supplier Portal’

+ Simplified the instructions. Included instruction not to accept/reject the PO unless it is an emergency PO.
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Creating Invoices in the Supplier Portal

ERIENEN General Info.  Sturcing  Combracls  Catalogs | Owders  |Inwolckeg  Perform 2E Interfaces i 2 . i ° i
el B i e L . Step 1: Access the Orders section
< O i Supplier Portal e I . .
et I On the Supplier Portal, navigate to
Announcement Onbroardii B Validations See 51 relt : Ordel‘s — ACkI’\OWled e from the tO
Manage Shipment |
3 S o I menu bar
:.::::M" f Mansge Tanesheets A requi T_:,_,I:u,_u o Process Object Action Due date |
et 1ok and ifomaton. I & Messing Mandatory Documets _— 2951 Ame . : Note: Do not confirm or reject
g || pietind W S e e g e ’ Smten ' purchase orders (POs). This
I e e e R & e  Grder- PO H4-TCP O g | functionality should only be used for
extend & wanm welcome 10 all existing # Enrollment Res. & s R
o i iermaton o ' emergency POs
m :.,.n o Omder - PO '; oo |
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Creating Invoices in the Supplier Portal

Step 2: Locate the purchase order

s Onders  (rwoldng  Performance  B2E Inberfaoes

Find the relevant purchase order (PO)
in the list and select the PO number

I
I
I
I
I . .
T on I hyperlink in the “ID” column.
I
Kepweeds I If you know the PO number, enter it in
Ress I the “Keywords” search box and
| select “Search” to quickly find the
o g Rt sber Status Carrency Dvdered (D Received (1) Inwadced (0 Progress Deelary () PO 1 Order.
I .
d Pequest 2272024 PODIOZRE- “=A W Ordered AP 420000001200 4200000012 00 F . = I Note: Amended POs are shown with a
: . - — - - a | sequential suffix, such as -1, -2, and
TE_PEP B3, - - T Ordered  GEP 7 450,100.01 iz Revdew  +h = & : SO on.
I
Test 411 4 Gap 5400 L & [ .
B :- | B W 00 W 00 Final = 1 Example.
T Ovdered GBI 1000 100.00 o4 = & | - Orlgln(]l PO: PO001234
i Test rdered P 300 = I |
, s oo . . I - Amended PO: PO001234-1
i £ I
T Ordered P 14 000,000.00 " & |
U o 4 GB 1 000/000.00 = & I
| T 1 P % 2001 = :
I
I
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Creating Invoices in the Supplier Portal

UAT - V1.1

'IfallJ‘Er Caneral Indn Souring Contracts Catabogs Chrders g o HIE 1 I step 3: On the PO detOIIS pqgel CIICk
< D o PO: POO00287 - TC 55~ - _ 9 = I Create Invoice.
I
3 2 N I e | o
I
I
O i
LI :
Header Ship 1o — I Note: Please do not confirm or reject
- _— e | the PO, this functionality is only used
I for emergency PO’s.
Sopplier Supplicr Comtaed Eng |
. LaTED KRGO I
Chrganiration Lagal Company |
' I
Order Date f—— Delivery & Payment |
: : Incobenm Paryrrepnt Typen I
Esnernal Comment Coupa Reference Mumber (5} B :
I sberes Lot ation Purgreeent Terrm I
I
Esternal Aitachiveits |
|
w  homs - Supplier Response |
I
I
|
I
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Creating Invoices in the Supplier Portal

UAT =411 NESO ke
<

General info,  Souring  Contracts  Catalogs  Orders  bvoicing Perfformance B2B Interfaces

Step 4: On the Invoice page, Select or
Drag to add a file to upload your own

I
I
OB Invoi =1 . r
¢ 9 veiee = : invoice document.
= *m — I
mm m m Ster I You must upload a PDF copy of the
I invoice. Once submitted, the invoice will
@ Fiekds marked by an asterisk * ane mandatary I be reviewed by the PTP team and
B Expsectod date format: M ywyyy : Gpproved using the Supplier PDF
I provided.
v Legal Invoice ~  Attached Files e |
P Chick or Drag to add a fie @ Click or Drag 1o add files I
I
I Note: While creating the invoice, you will
Invaice Header Supplier Information | remain on the same poge You mQy
I
Supplier Invoice Number®  Invoice Date® Order Supplier © Contact I need to scroll up and down, and left to
 3/16/2026 ' ten I right, after each update or save to review
Payment Terms Due Date* Inwicing Supplier Supplier VAT ID [ and complete all fields
10Calendar Davs @ - B 3/24/2024 GBI O - |
Linkad Insoice Dk of Swippldy ™ Fegis tered for VAT in the LIK :
] I
Currency Mational Currency " Exchange Rabe " Oirger (5 Contract |
UsD GEBP & - o POOO0S41 - TC_P2P_058-1 I
I
I
I
I
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Creating Invoices in the Supplier Portal

UAT=¥11 prenle
=

Gomiral el Sourcing

Imvoice

Coniracti

Catalegi

Ovders

Incicing  Perlormance  BOE interfaces

¢
) 6
I N
w Lisgal Imeoice w  Altached Files w  Complianoe: Reqguirement Set
" f | f
u P s bramd
=
Invoioe Header Supplier Information Buyer Information
Luppkor Irersc g Pharnbor Irwrsicn Diade Crdior fupplior (11 Conbst Cwrganization (1)
B 3180 F i
Pawmeont Temm s Dt Irreracing Suppbor Supplor VAT ID Shig 1o/ (D)
W Camadar By @ ~ 5 3/28738 - 5
Lindozd Iivetdie: (Dt ol Spply Reghnered fof VLT bn the LK Bl e D)
Currency Mathonal Cureency Eschangs Rate Degher (1) - Coniract c Pghiter Mo
L GEF - o S
Shipny Rasrr
Supplier Main Address
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Step 5: Complete invoice header fields
(as applicable):

Supplier Invoice Number
* Invoice date
+ Due Date (ignore if auto-populated)

« Linked invoice number (This is for
adjustment invoices or credits)

« Date of Supply
+ Check Currency

e Check VATID

Step 6: Select Save and scroll down the
page to follow step 7
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Creating Invoices in the Supplier Portal

Note: You may see a PO line appear
already, but you will still need to

General Info. Sourcing Contracts Catalogs Orders Invoicing Performance B2B Interfaces & ﬂ e Joe Supplier B.

|
I
i arch - I
oo Invoice o g | complete the below
i i = er Actions ~ !
| Step7: Adding Lines
7 [
- = Apply Selected Taxes ~ = Apply Default Taxes ~ : - SeleCt ”Add LineS"
Add Line | . ° .
Order Type Item Name* Qry” UoMm UP Excl. Tax* Create Item Incl. Tax) Payable to Supplier Withholding Amount CPV Code Currency Gap Final In | Step 8' Addlng Ilnes from Po
dd /Order ltems é 1 u n
0 Record(s) | 2:::?;; \‘H . | | - SeleCt Add A” Ordered |temS
Total Amount (Excl. Tax) Add Delivered ltems : i
oo0 o A I - If the above option does not
e I appear, Select “Save” and retry
Add Contracted Items |
Tax Rate Taxable Amount Tax Amount I
Total Taxes Amount & Total Payable to Supplier |
o o : This will add all line items from the
e o ey T Natarat : PO, you will need to scroll back down
000 Currency [ for step 9
90,000.00 (& [
|
~ Disclaimers |
Tax Law Reference @ Other Disclaimers :
|
I
egal mentions) Nesoenergy v1.1 @
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Creating Invoices in the Supplier Portal

Step 9: Deleting unrequired lines

- Delete any un-invoiced lines using the
bin icon

General Info. Sourcing Contracts Catalogs Orders Invoicing Performance wss & Q 9 Contact N. I'_-‘":::- -

< D Invoice Search & 0 .
' 13 Step 10: Enter the quantity
® = == - For service invoices please enter the
Order Type Item Mame* Qry* UoMm UP Excl. Tax* Amount (Excl. Tax) Tax Amount (Incl. Tax) Payable to Supplier w qUO nt'ty Of ”]"
) PO000539 @ - For product invoices please enter the
- Req. . . .
M e @+ Be . .| 3000| e @~ 7.00 210,00 21000 quantity delivered or on the supplier
= invoice
© i .
Note: The quantity must be at least 1.
0 Record(s)

Step 11: Update the price

- To amend the invoice value, update
the UP excl. Tax field. This is the unit
price

- The Amount (excl. Tax) field will
automatically calculate base on the
Quantity x Unit Price

Step 12: Refresh the amounts

- Select Refresh button to update the tax
amounts shown at line level.

Step 13: Save the invoice
- Select “Save”

Total Amount (Excl. Tax)
210.00 GBP

Tax Rate Taxable Amount Tax Amount

Total Taxes Amount @
0.00

Total Amount (Incl. Tax) Total Payable to Supplier Total Taxes Amount  Total Amount (Incl.

210.00 (Mational Currency) Tax) - National @
Currency

Mesocenergy v1.1 € UAT - V1.1
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Creating Invoices in the Supplier Portal

Step 14: Add VAT

General Info. Sourcing Contracts Catalogs Orders Invoicing Performance B2B Interfaces A Q e Joe Supplier B.

|
I
D % Invoice searh & | -~ Selectthe empty VAT Code field to
: display the available VAT code
| options
I .
- Select the appropriate VAT code
% - = Apply Selected Taxes@‘ = Apply Default Taxes ~ : for the invoicp:ep”n%
GBR Exempt (0%) |
GBR Middle (0%) Type Item Name* Qry* uoM UP Excl. Tax* Amount (Excl. Tax) Tax  Amount (Incl. Tax) Payable to Supplier ~ Withholding Amount cP I - step 15: Applying VAT to the Iine
GBR Out of Scope |
GBR Reduced (5%) | g r— ™ T . 11000 ro0 3951 : - Select “Apply Selected Taxes
GBR Reverse Charge Zero (20%) servi . .
GBR Standard (20%) I - You will see two OpthﬂS show:
GBR Zero Rated (0%) 1 . .
Oversea Rev:rse Charge Zero (20%) I B Ap . Iy to seIeCted LlneS: Use thIS
oo et B, Ta) | option when you have multiple
00 oep ! invoice lines with different VAT
: treatments. Select the required
Tax Rate  Taxable Amount Tax Amount : ||ne(s), Choose the VAT Codel Gnd
Total Taxes Amount @ Total Payable to Supplier | then Se|eCt Apply tO Selected
0.00 I Lines.
Total Amount (Incl. Tax)Total Taxes Amount (NationalTotal Amount (Incl. Tax) - | A ply to A" Lines Use this option
210.00 Currency) National Currency - :
I .
I wﬁen the same VAT code applies
I to every invoice line. You do not
v Disclaimers I need to select individual lines
. | when using this option.
lax Law Reference @ Other Disclaimers
- Select Save to apply the VAT and
save your changes.
etom operctr [
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Creating Invoices in the Supplier Portal

UAT-V11 NESOL=
F:T

General Info. Sourcing Contracts

Invoice

=

Order Type Item Mame*
POO00539
- Req.

o 53!9;'2026‘ ltem © - Be
M1
0 Record(s)
Total Amount (Excl. Tax)
210.00 GBP

Tax Rate Taxable Amount Tax Amount
Total Taxes Amount @
0.00

Total Taxes Amount

Total Amount (Incl. Tax) 1) pavable to Supplier
[National Currency)

210.00

16

Catalogs

Orders Invaicing Performance LIl

FANNA 9 Contact N. s

Search

Amount (Excl. Tax) Tax

[ | oot |

qQry* uomMm

UP Excl. Tax* Amount (Incl. Tax)

30.00 ea. 210.00 210,00

Total Amount (Incl.
Tax) - National
Currency

Payable to Supplier

w

MNesocenergy v1.1 € UAT - V1.1

Step 16: Before validating the invoice,
please ensure all invoice details
including quantities, pricing and tax
amounts are accurate.

Once an invoice is validated, the
legal invoice document is generated.
Any subsequent changes made in
lvalua will not automatically update
the legal invoice. Therefore, all details
must be reviewed and confirmed
prior to validation.

Step 17: Validate

NESO L=
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Creating Invoices in the Supplier Portal

ivalua wiD.ivalua : i i i
~ crviRvalia app sy : Step 18: Legal invoice creation
., P " . & legal irvoice (POF) will be created. IF & legal irmvaice (paper, pdf, etc) —
- 4 Treaece already ensts pleade cancel and attsch this docuiment of the begal = 1
s lewolce part ey : A pop-up appears indicating that a

et v b Ao . A . legal invoice (PDF) will be created.

123 W 27502008 = 1
Payment Terms D Date Irvenicing Supplar Supplier VAT ID Ship b ) I Se|eCt ”O K"

30 Calendar Duaws o - U EL e - [ [ - I L, I
Linskoed Mvwsice Duabe of Suppiy* Registered bor VAT in the UK —_— I
| T ar i n I
Curresey datterad Curnency E e bunrgg i Ruabe Oivder (3 Cantrast i s Riegint oy Nussber I
GBP 8- 1w ; |
I
Shipping Muomber I
) [
Supplier Main Address |
I
I
[
I
I
Sube/Priving Country |
[
I
I
[
I
|
I
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Creating Invoices in the Supplier Portal

UAT-V11 NESOLz
S

Step 19: Warnings
- Check for any blocking alerts or

General Info. Sourcing  Contracts  Catalogs Orders  Invoicing Performance [T VAN fa\ e Contact N. |_ T

. ~— e - P N B I = T V¥ — - Y —— T

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

|
|
. - I
< INV001217 - I test QRC .-252.00 GBP (Draft Search H : .
< I w voice test Q ( : ®® | warnings, blocking alerts will prevent
p— IO : submission and warnings will allow
= — | you to submit but will trigger a review
]
® I from NESO PTP team
A Note that at least one warning exists on this object. Click here to review it. X I
| o e
© \validated successfully x | step 20: SmeISSIon
I - Select “Submit”
v Legal Invoice v Attached Files 1
|
@ @ Click or Drag to add a file @ & Click or Drag to add files |
|
|
Invoice Header - Draft Supplier Information [
Supplier Invoice Number™ Invoice Date ™ Order Supplier ©® Contact :
test QRG #4/10/2026 E o Name Contact I
Payment Terms Due Date* Invoicing Supplier Supplier VAT ID* |
30 Calendar Days © - ®4/10/2026 Te . O - GE” T |
Linked Invoice Date of Supply* Registered for VAT in the UK I
- £4/8/2026 Yes |
|
Currency National Currency * Exchange Rate* Order @ Contract [
|
|
|
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