City of Virginia Beach: Create an Invoice in Supplier Portal

Create an Invoice in Supplier Portal

\B‘Virrginia Beach

As a Supplier for the City of Virginia Beach you now have a quick and fully automated way to
submit your organization’s invoices. All invoices that have a corresponding City of Virginia
Beach issued purchase order can be created directly in the Supplier Portal.
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1 Sign into Supplier Portal

e e =

SIGN IN
ORACLE APPLICATIONS CLOUD

or

or
n | SignIn

[Engish -]

ORACLE

Copyright(C) 2011, 2016, Oracle andior its affilates. Allrights reserved

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the City of Virginia Beach when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.

II Click the Sign In button.

On the Home page, click the Supplier Portal icon.
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View Orders for which to Create Invoices

[E Overview - Supplier Portal - Or X

<« ¢ @ © & https/ejos-test fa.us6 oradedoud.com/fsemU| Faces/FrdOve rview?fnd=%25:

- © 1y n o e =
City of -

Virginia Beach o B oo
Supplier Portal

Search Orders v | Order Number Q

Tasks

Orders

Requiring Attention Recent Activity
Last 30 Days

« Manage Orders

Agreements Agreements changed or canceled 1
1
« Manage Agreements
3
Deliverables
« Manage Deliverables K
Invoices and Payments
No data available Transaction Reports
Last 30 Days
e Invaice Amount 580 usD
« View Payments Invoice Price Variance Amount usD
Solicitations
« View Active Solicitations .
<
« Manage Responses

Company Profile Supplier News

« Manage Profile Test Supplier News Content

H Click the Orders opened link in the Recent Activity infolet. This will enable you to
identify the purchase order(s) for which to create invoices.
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3 View Order Details

[E) Manage Orders - Supplier Port- X

« ¢ @ © & nttpsy/ejbs-test fa.use.oracecloud.com/fsemU| ffaces/FrdOverview?fnd=%253B%2536%2536%253Bfalse% %253B%2538%2530. *+» & ¥ m o e =
City of PO -
N 0~
Virginia Beach

Manage Orders

Headers  Schedules

» Advanced Search Basic Manage Watchlist Saved Search Opened in the Last 30 Days
Search Results

view v Formatv 53 B

Sold-to Legal . e ’ Life Change Change
oty Order Order Date Description Supplier Site Supplier Contact  Buyer Ordered Currency Status e et
CITY OF VIRGINIA_..  P100131 4/30120 Replacemnt Part A3490-1 HQ Jane Doe Kee, Rebecca 120.00 USD Open
oy OFB 4120120 Replacement Pars Ho Jans Doe Thempsan, Hika 8000 USD Open
CITY OF P100128 4128120 Consulting HQ Jane Doe Kee, Rebecca 500.00 USD Open ::f
< >
https://ejbs-test.fa.usb.oraclecloud.com/fsemUl/faces/FndO i=%3B%3B%3B%3Bfalse% 56%3B%3B% _afrMFH=8758_afrMFDW=19208:_afrMFDH=10808_afrMFC=88:_afrMFC|=08_afrMFM=08_afrMFR=968_afrMFG=08_afrMFS=08t_afrMFO=0& w

H To view the purchase order, click on the Order number link.
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[E] Manage Orders - Supplier Pori X

<« c @

City of

© & htips://ejbs-test.fa.us6.oradedoud.com/fscmU| faces/FndOverview?fnd

Virginia Beach
Purchase Order: P100129

ki -

n o e =

-

der Life Cycle

Main
4 General
Invoiced
Sold-to Legal Entity  CITY OF VIRGINIA BEACH Supplier  XYZ Company Ordered  20.00 USD _
Bill-toBU  CITY OF VIRGINIA BEACH Supplier Site  HQ Description  Replacement Parts o wm w
Order P100129 Supplier Contact Jane Doe Source Agreement B Amount (u5D)
Status  Open Billto Location  C-CITY OF VIRGINIA BEACH Supplier Order
Buyer Mika Thompson Ship-to Location H-PUD Operations
Administration
Creation Date  4/20/20
Terms  Notes and Attachments

Required

Shipping Method
Acknowledgment "% pping __ Requires signature
Payment Terms  Net30 Freight Terms  None i
FOB __ Payon recsipt

—_ Confirming order

4 Additional Information

PURCHASE TYPE  General Purchase SURETY

BOND WAIVERS Context Prompt

w

Lines chedule:

view v Formatw T E

Line Item Description Quantity UOM Ordered Status

_afrMFH=8738 _afrMFDW=19208_afrMFDH=10808 afrMFC=88 afrMFCl=08& afrMFM=08&_afrMFR=06& afrMFG=0& afrMFS=08_afrMFO=0¢ w

Price

https://ejbs-test.fa.ush.oraclecloud.com/fsemll/faces/FndOs |=%3B %38 %38 %3Bfal 36%3B%3B%

e You are now viewing the Purchase Order page. In this example, it is the Purchase
Order page for PO P100129.

e Notice the Order Life Cycle graph in the top right corner. In this example, you can
see an invoice was already issued as indicated by the bottom blue bar on the bottom.

ﬂ Click Done.

[E] Manage Orders - Supplier Pori X

<« c @ © & httpsi/ejbs-test fa.us6 oracedoud.com/fs false x4 n o e =
City of o E'> »
Ve D~
Virginia Beach
Manage Orders [ oone |
Headers  Schedules
» Advanced Search Basic | Manage Watchlist Saved Search Opened in the Last 30 Days v

Search Results

View w Formatv B

Sold-to Legal L e . Life Change Change
Erity Order Order Date Description Supplier Site Supplier Contact ~ Buyer Ordered Currency Status Cycle Order. Grder Date
crry OFE 4130120 Replacemnt Part A3490-1 Ho Jane Doe Kee, Rebecca 12000 USD Open ]
CITY OF L. P100129 4/29/20 Replacement Parts HQ Jane Doe Thompson, Mika 80.00 USD Open o
CITY OF VIRGINIA...  P100128 4128120 Consulting Ho Jane Doe Kee, Rebecca 500.00 USD Open b
< >
https://ejbs-test.fa.us6.oraclecloud.com/fsemUl/faces/FndO I=%3B%3B%3B %3Bfalse%3B256%3B%3B% _afrMFH=8758_afrMFDW=19208_afrMFDH=1080&_afrMFC=88t_afrMFCl=08&_afrMFM=08_afrMFR=968&_afrMFG=0&_afrMF5=08_afrMFO=0% «

B Once again, click the Order number link to determine if this is the order for which to
create an invoice.
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[E] Manage Orders - Supplier Pori X

&« c @ © & https://ejos-test fa.us6 oradedoud.com/fscmU| faces/FndOverview?fn n o e =

City of "
Virginia Beach H & B o
Order Life Cycle

< e e -

Purchase Order: P100131

Main

Sold-to Legal Entity  CITY OF VIRGINIA BEACH Supplier  XYZ Company Ordered 120.00 USD
Bill-toBU  CITY OF VIRGINIA BEACH Supplier Site  HQ Description  Replacemnt Part A3490-1 . w o m
Order P100131 Supplier Contact Jane Doe Source Agreement W Amount U5D)
Status  Open Billto Location  C-CITY OF VIRGINIA BEACH Supplier Order
Buyer Rebecca Kee Ship-to Location H-PUD Operations View Details
Administration
Creation Date  4/30/20
Terms  Notes and Attachments
Required
Acknowledgment "% Shipping Method __ Requires signature
Payment Terms  Net 30 Freight Terms B
FOB — Pay on receipt
—_ Confirming order
4 Additional Information
PURCHASE TYPE SURETY
BOND WAIVERS Context Prompt

w

Lines chedule:

view v Formatw T E

Line Item Description Quantity UOM Price  Ordered Status
https://ejbs-test.fa.us6.oraclecloud.com/fsemll/faces/FndQ... MFCI= 08&_afrMFM=08._afrMFR=968_afrMFG=08_afrMFS=08_afrMFO=0# v

¢ Once again, refer to the Order Life Cycle graph. In this example, an invoice has
not yet been created as indicated by the absence of an invoiced blue bar.

e Take note of the Order number. You will need it to create the invoice.

H Click Done.

[E] Manage Orders - Supplier Pori X

<« c @ © & hitpsy/

City of 2

Virginia Beach B D oo

Manage Orders n

Headers  Schedules

jbs-test.fa.usé oracedoud.com/fscmU|/faces/FndOverview? Bfalse% n e e =

» Advanced Search Basic | Manage Watchlist Saved Search Opened in the Last 30 Days v

Search Results

view v Formatv 52

Sold-to Legal - e . Life Change Change
Enity Order Order Date Description Supplier Site Supplier Contact  Buyer Ordered Currency  Status Cycle Order” Order Date
CITY OF VIRGINIA_.. P100131 4130120 Replacemnt Part A3490-1 HQ Jane Doe Kee, Rebecca 120.00 USD Open 2:3
CITY OF VIRGINIA_.. P100129 4/29/20 Replacement Parts HQ Jane Doe Thompson, Mika 80.00 USD Open :::
CITY OF VIRGINIA_.. P100128 412820 Consulting HQ Jane Doe Kee, Rebecca 500.00 USD Open !:3
< >
https://ejbs-test.fa.usb.oraclecloud.com/fsemUl/faces/FndO...MFCl=08&_afrMFM=08(_afrMFR=96&_afrMFG=08_afrMFS=08(_afrMFO=0# L

E Click Done.

page 6 of 11




4

City of Virginia Beach: Create an Invoice in Supplier Portal

Create Invoice

[E Overview - Supplier Portal - Or X
<« c @
City of
Virginia Beach
Supplier Portal

Search Orders v | Order Number

Tasks
Orders

« Manage Orders
Agreements

+ Manage Agreements
Deliverables

« Manage Deliverables

Invoices and Payments

« View Payments

Solicitations

» View Active Solicitations

« Manage Responses
Company Profile

= Manage Profile

© & httpsy/ejbs-test.fa.use oradecoud.com/

es/FndOverview?fnd:

Requiring Attention

Recent Activity
Last 30 Days

Agreements changed or canceled
Agreements opened

Orders opened

Transaction Reports

No data available Last 20 Daye

Invoice Amount

Invoice Price Variance Amount

Supplier News
Test Supplier News Content

hitps://ejbs-test.fa.usb.oraclecloud.com/fscmlUl/faces/FndO...MFCl=08._afrMFM=08_afMFR=968_afrMFG=08. afrMFS=D&_afrMFO=0#

580

\B'\invrginia Beach

- © 1y e e =
A
m D oo
y
:
3
-~
usD
usD
-

H Click the Create Invoice link from the Tasks menu.

[E Create Invoice - Supplier Porta. X

n e e =

&« c © & https:/ejbs-testfa.usé.oradedoud.com/fscmUl /faces/FndOverview? false% 44
City of 2
Virginia Beach B ope
Create Invoice Invoice Actions v @ Save and Close
* Identifying PO P100131 v Remit-to Bank Account  X000(1234 v * Number 0139
Supplier XYZ Compary Unique Remittance Identifier * Date 43020 e
TaxpayerID 81-1234587
Unique Remittance \dsnhﬁsrch[:;‘kt * oo [Tmorce 5
Supplar Sits | HQ M Invoice Currency USD -US Dollar
123 Main Street, Suite 100, VIRGINIA Description  Replacement part
Payment Currency USD - US Dollar
Address EIEWA)CH_\/AQMU Virginia Beach (ind Attachments None 4 v ¥
Supplier Tax Registration Number -
Customer
* Customer Taxpayer ID  54-0722061 v Hame  CITY OF VIRGINIA BEACH
Address
Lines
vow v H
Purchase Order Consumption Advice Locatic
* Number *Type Supplier ltem Item Description Ship-to Location Shipfrom Location  Tax Classification ot
* _ = . ischa
Number ~Line Schedule  Number Line
No datato display.
Total
< >
Summary Tax Lines
View v
Line *Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
No datato display.
v

e Enter the purchase order Number in the Identifying PO field. Some fields will auto-

fill.

o Fillin all applicable fields such as Remittance information, Invoice number, Date,
and Invoice Type. All fields with an asterisk * are mandatory.
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E In the Lines section, click the Select and Add icon which will pull the line information
from the purchase order.

[B] Create Invoice - Supplier Port= X

fiscmU|ffaces/FrdOverview?fnd=%253B%253B%253B%25 3Bfalse%2538256%253B%253B%253E  *++ t}‘ N o & =

Select and Add: Purchase Orders

4 Search Advanced  Saved Search

** Atleast one is required

** purchase Order P100131 ** Consumption Advice

" Creation Date m/dhy himm a o

Search Results

View v i Detach Select All

2 ‘

Purchase Order Consumption Advice gL
o ltem Description  Ship to Location

Number Line Schedule Number Line

| P100131 1 1 ‘ ReplacementPart .. H-PUD Operations

[

Select the line so it is highlighted in blue and review the line detail for Ordered, Received,
Invoiced, etc.

If no lines are displayed, the purchase order does not have any lines to invoice against.

m Select the appropriate line so it is highlighted in blue.
ﬂl Click the OK button.
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Bl Create Invoice - Supplier Port=: X

n o e =

< ¢ @ © & https:/ejbs-test fa.us6.oradedoud.com/fscmUI ffaces/FndOverview?fnd:

City of
Virginia Beach b o

Create Invoice

* Number 0130

Identifying PO Remit-to Bank Account 300001234 -

Supplier  XYZ Company Unique Remittance Identifier * Date 413020 te

TaxpayerID 81-1234587 Type Invoice

Unique Remittance identifier Check

Digit
Supplier Site < Invoice Currency USD -US Dollar
123 Main Street, Suite 100, VIRGINIA Description  Replacement part
L P it USD - US Dol
Address  BEACH, VA 23450, Virginia Beach (Ind ayment Currency ollar
City) Attachments  None =
Supplier Tax Registration Number v

Customer
Customer Taxpayer 1D Name  CITY OF VIRGINIA BEACH
Address
Lines
vieww 4= 3 [ CancellLine
Purchase Order Consumption Advice Locatic
" Number * Type Supplier Item Item Description Ship-to Location Ship-from Location  Tax Classification o8 X
“Number * Line * Schedule  Number Line
1 P100131 1 1 Replacement PaitA3490-1  H-PUD Operation v v v
Total
< >
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction ~ Tax Status * Rate Name Percentage Per Unit Amount
No datato display.
https://sjibos-test.fa.usé oraclecloud. com/fsemUl/faces/FdO nd=%3B7%38%38 2%38fal 56%3B%3B% , afrMFH=8758 afrMFDW= 19208 afrMFDH= 10808 afrMFC=88: afrMFCI=08 afrMFM=08 afMFR=068 afrMFG=08 afrMFS=08L afMFO=0¢ v

ﬂ Click the Submit button.

Create Invoice - Supplier Ports X

<« ¢ @ © & https/ejos-test fa.us6 oradedoud.com/fsemU Faces/FndOverview?fnd. 53Bfalse% fnd m e e =

City of “
Virginia Beach oo o

invooo: 0139 13 [ Lommwmele)

Identifying PO P100131 Remit.to Bank Account 30001234 Number 0139
Supplier  XYZ Company Unique Remittance Identifier Date 473020
TaxpayerID 81-1234587 Unique Remittance “’E"““E’C";;:‘t Type Invaice
Supplier Site  HQ Description Replacement part Invoice Currency  USD
123 Main Street, Suite 100, VIRGINIA
Address  BEACH, VA 23450, Virginia Beach (Ind Attachments None Payment Currency  USD
City)

Supplier Tax Registration Number

Customer
Customer Taxpayer ID  54-0722061 Legal Entity CITY OF VIRGINIA BEACH
Address
Lines
View v
* Purchase Order Cm;;:;?cp.:lon Supplier Item Location of Final
Number  Type oy Description Ship-to Location Ship-from Location Tax Classification oo S Quantity
Number  Line Schedul¢ Number  Line
1 ITEM P100131 1 1 ReplacementP... H-PUD Operations Admini. 1
Total
< >
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction ~ Tax Status * Rate Name Percentage Per Unit Amount
No datato display.
hitps://ejbs-test.fa.us6 oraclecloud.com/fscmUl/faces/FndO 1= 9%3B%3B%38 %3Bfalse%3B256%3B%3B% _afrMFH=8758 afrMFDW=19208:_afrMFDH=10808: afrFC=B8: afrMFCI=08. afrMFM=08:_affMFR=968, afrMFG=08. afrMFS=08 afMFO=0% v

m Click the Printable Page button if you wish to print a copy for your own records. The
invoice will open in a new browser tab for printing. Do not print the invoice to mail to the
City of Virginia Beach. The invoice is electronically sent to the City when the Submit
button is clicked as demonstrated in Step 12.

page 9 of 11




City of Virginia Beach: Create an Invoice in Supplier Portal

City of

Virginia Beach

Create Invoice - Supplier Portz X
PP

City of

Invoice: 0139

Identifying PO
Supplier
Taxpayer ID

Supplier Site
Address

Supplier Tax Registration Number

Summary Tax Lines

View w

Line *Regime

No datato display.

© Create Invoice - Supplier Port

© & httpsi//ejbs-test fa.usé oradedoud.com/fscmU| /faces/FrdOverview fn

Virginia Beach

P100131
XYZ Company
81-1234587

HQ

123 Main Street, Suite 100, VIRGINIA
BEACH, VA 23450, Virginia Beach (Ind
City}

Customer
Customer Taxpayer D 54-0722061

Lines

view v
* Purchase Order Consumption

Number  Type

Number Line  Scheduld Number

1 ITEM P100131 1 1
Total

<

“ Tax Name

Tax Jurisdiction * Tax Status

& Problem loading page

Remit-to Bank Account  X0(<1234

Unique Remittance Identifier

Unique Remittance identifier Check
Digit
Description  Replacement part

Attachments None

Legal Entity CITY OF VIRGINIA BEACH

Address

Supplier  ltem

ltem Description Ship-to Location

ReplacementP_. H-PUD Operations Admini

* Rate Name Percentage

-

Printable Page | Create Another

Number 0139

Date 473020
Type Invaice
Invoice Currency USD

Payment Currency  USD

Location of Final

Tax Classification Discharge

Quantity

Ship-from Location

Per Unit Amount

If you have another invoice to create, click Create Another.

m When you are finished creating invoices, click Done.
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5 Supplier Portal Support

You have successfully created an invoice in Supplier Portal. If you have questions or need
additional assistance, please contact us at SupplierPortal@vbgov.com or (757) 385-4438.
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