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Introduction

This document relates to the Oracle Internet Supplier Portal where the supplier’s standard invoicing
method is to:
e Create and Submit invoices on the supplier portal

The document also provides the steps involved for the supplier to View/Query:
e Purchase Orders
e Invoices
e Payments
e Remittances
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1. Logging into Oracle

This section consist of the details on how to log into the Supplier Portal on Oracle. The
preferred browsers to use are Mozilla Firefox or Chrome.

1. Go to your browser and enter the Oracle site URL:

https://ecum.login.em?2.oraclecloud.com

Q, httpsi/fecum loginem?2 oracledloud.com

SIGN IN
ORACLE APPLICATIONS CLOUD

2. Enter your Email and Password and click Sign In.

SIGN IN
ORACLE APPLICATIONS CLOUD

Company Single Sign-On
ar

SBlack@gmai.com

Sign In

English

ORACLE
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€3 Camden

3. Logging into Oracle for the first time that day takes you to the landing page. Click on the Home
button at the top of the page to take you to the Oracle Home page.

€3 Camden

Welcome, Katie Bell

82
You have a neW Open it with the home icon or the company logo.
h ' You can continue to access this page by selecting the My
Ome page H Dashbeoard item in the navigation menu.
4 Reward and Recognition Employee A Wy Performance - Status For Employee
Fi : A ;
Reward and Recognition ... G E b My Performance Status F... "3 E
Employee First Name | Last Name Recognition Date Approved Employee First Last Input Date Performance Additional
Number Payment Type Number Name Name Status Text =

m

4. Onthe Oracle Home page, click on the Supplier Portal heading, then the Supplier Portal module
to access the Create Invoice and View option areas.

€3 Ccamden

Good evening, Sirius Black!

Supplier Portal Tools

Supplier Portal

Things to Finish
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2. Access the Create Invoice and View/Query options

This section consist of the details on how to Create an Invoice and View/Query Purchase Orders, Invoices,
Payments and Remittances.

These options are found under the Tasks segment of the Supplier Portal page.

€3 Camden
Supplier Portal

Search Orders B Order Number Q

Tasks

Orders

Requiring Attention Recent Activity
« Manage Orders

Last 30 Days
« Manage Schedules

Orders opened 15

Receipts 2
Agreements

+ Manage Agresments

107 7!
Shipments 193
« View Receipts Transaction Reports

Last 30 Days
Invoices and Payments
PO Purchase Amount 21250 GBP
+ Create Invoice Invoice Amount 5981 GBP
o View Invoices Invoice Price Variance Amount GBP

« View Payments
W Schedules Overdue or Due Today W Invoices Overdue
Company Profile

+ Manage Profile

Supplier News

You are requested ta Hold your Invaice Submitting on 30th November till 3 PM
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3. View Your Purchase Order

This section consist of details on how to view your purchase orders. This includes viewing the
purchase order status, e.g. if the purchase order is open or how much money is remaining on it.

After navigating to the Tasks segment on the Supplier Portal page shown above:

1. Click on Manage Orders

{; Camden
Supplier Portal

Search Orders B Order Number Q

Requiring Attention Recent Activity
Last 30 Days
Orders opened 15
Receipts 2
Agreements
« Manage Agreements
107 2
Shipments
123
« View Receipts Transaction Reports
Last 30 Days
Invoices and Payments
PO Purchase Amount 21250 GBP
« Create Invoice Invoice Amount 5981 GBP
« View Invoices Invoice Price Variance Amaount GBP
« View Payments
W Schedules Overdue or Due Today [ Invoices Overdue
2
Company Profile

« Manage Profile Supplier News

“You are requested to Hold your Invoice Submitting on 30th Movember till 3 PM.
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2. Search for the purchase order
e Enter the purchase order in the Order field and click on Search. The purchase order is then
listed, including details such as the Order Date, Buyer and PO Status

€2 camden n v 2 @
Manage Orders Done
Headers  Schedules
4 Search aved Search  All Orders EI
— o —
Sold-to Legal Entity B Iomer 10639813
————— e ]
Bill-to BU B Status ﬁ
Supplier Site E] Include Closed Documents No E| — -
| v o s
e EE S B S S BN EEE RN EEE BEE EEE SN BEE BEE SN GEE BEE SN GEE BEE N Ban B B B R O e e e e — —
{Search Results
I Actions v View v Formatw 77 [ Freeze [ Detach Wrap I
Order Order Description Supplier Site Buyer Ordered Curren Status Life Greation Supplier
| Date PPl | | A | | Cycle Date PP I
I I 10639813 06/12/20 ORDER | Forbes, Dean ' 1,500.00 GBP l Closed for Receiving ' e 06/12120 Three Broomstic...
ColumMidsem 2 [rmp—— —_—— - ]

N o o e — — — — — — ———————————_?

e Common purchase order statuses (if unsure of the PO status contact the Buyer):

On Hold: The Purchase Order is on hold

Closed for Receiving: The Purchase Order is Fully Receipted

Closed for Invoicing: The Purchase Order is Fully Invoiced

Open: The Purchase Order is open

Cancelled: The Purchase Order is cancelled

Pending Change Approval: The Purchase Order was revised and sent for approval to
the related Camden staff member

o O O O O O

Page 9 of 24



€3 Camden

3. Click on the purchase order

£3 camden
Manage Orders
Headers  Schedules

- Search

sold-to Legal Entity

Bill-to BU H

supplier Site

Search Results

Actions w View w Format w 50§ Freeze
Order Order Date Description
="
10639646 18/11/20
f e

Columns Hidden 23

Supplier Site

Equbalidet, Beniam

Buyer

Dens
Advanced | manage watchiist| saved search Al Orders -]
Order 10639646
status -l
Include Closed Documents No B
[ searen || Reset | save..

Ordered Currency Status

10000 GBP open

Ay = Q-

Life  Creation
Cycle Date

[ ] 18/11/20

e The Purchase Order page opens with more detail including the Description

{} Camden
Purchase Order: 10639813

Main

A General

Sold-to Legal Entity London Borough of Camden
Bill-to BU Camden BU

Order 10639813

Status Closed for Receiving
Buyer Dean Forbes

Creation Date  06/12/20

Terms  Notes and Attachments

Required

Acknowledgment None

Payment Terms 28 Days

4 Additional Information

Contract Number

Lines Schedules

Actions v View v » B F Freeze

Line Item r
1 I
\

Columns Hidden 13

Description

Supplier
Supplier Site
Supplier Contact

Bill-to Location

Ship-to Location

Shipping Method
Freight Terms

FOB

Wrap

1

Consultancy - December 2020 I

—_——— -7

Three Broomsticks Inc.

ORDER

Description

Source Agreement

Central Invoicing Team

5PS No Delivery Required

Contact Person

Quantity UOM

Page 10 of 24

Ordered 1,500.00 GBP

Supplier Order

View PDF  Actions ¥ Done

— Pay on receipt

— Confirming order

Price Ordered Status

1,500.00 1,500.00 Closed for ...
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4. Create Your Invoice

This section provides steps on how to create and submit a Purchase Order matched invoice.

Note: Invoices cannot be submitted with POs that are Closed or Cancelled.

1. Click on Create Invoice

{3 Camden P D
Supplier Portal
Search Orders B Order Number 9
Tasks
Orders
Requiring Attention Recent Activity
+ Manage Orders Last 30 Days
+ Manage Schedules Orders opened 15
* Receipts 2
Agreements

* Manage Agreements

107 K
Shipments
123
+ View Receipts Transaction Reports
Last 30 Days
Invoices and Payments
PO Purchase Amount 21250 GBP
Invaice Amount 5981 GBP
+ View Invoices Invoice Price Variance Amount GBP
+ View Payments
I Schedules Overdue or Due Today [ Invoices Qverdue
L
Company Profile .

+ Manage Profile Supplier News

You are requested to Hold your Invaice Submitting on 30th November il 3 PM.
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2. The Create Invoice page opens:

Note: All fields on this page with an asterisk is mandatory

€% camden

* Identifying PO
Supplier

Taxpayer ID

* Supplier Site
Address

Supplier Tax Registration Number

Customer

THE LEAKY CAULDRON

6652349

Customer Taxpayer ID

Lines

View v

Cancel Line

Remit-to Bank Account

Unique Remittance
Identifier

Unigque Remittance
Identifier Check Digit

Description

Attachments

None o

Hame

Address

Invoice Actions

* Number
* Date

* Type
Invoice Currency

Payment Currency

Ship-to Location

‘4

Purchase Order Consumption Advice
* Humber * Type Supplier item Item Description
“ Number *Line * Schedule  Number Line
No data to display.
Total
m
Summary Tax Lines
View v
i % Redi P * * "
Line *Regime Tax Name Jurisdiction Tax Status Rate Name Percentage Per Unit

No data to display.

Totals

liems

Freight

Miscellaneous

Inclusive Tax

Page 12 of 24

Exclusive Tax

Save Save and Close

Submit

dd/immiyy Y

Invoice |z|

Available
Quantity

Tax Classification

Amount

Invoice Amount

0.00
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3. In the Header segment enter details in the following fields:

¢ Identifying PO: The Purchase Order number. Entering a PO number auto populates the
Supplier Site and Address fields

e Remit-to Bank Account: Click on the dropdown menu to confirm and select the bank account

e Number: Enter the Invoice Number

e Date: Enter the Date for the Invoice

e Type: The default option is Invoice. Click on the dropdown menu and select Credit Memo if
submitting a credit note

€3 camden ™ oF D @

Create Invoice Invoice Actions v Save  Save and Close Submit Cancel

* Identifying PO 10639647 v | Remit-to Bank Account 12345878 v * Humber 123456
’ SUBETEr T LERR T CAULOMOT ] nique Hemitiance * pate  08(12/20
Identifier

Taxpayer ID 6552349
Unique Remittance
Identifier Check Digit

* Type Invoice B

* supplier Site  REMIT v
Invoici
Address 25 NUTFORD PLACE, WESTMINSTER, Description
LONDON, W1H 5YQ Payment Currency GBP - Pound Sterling
Attachments  None <=
Supplier Tax Registration Humber EI

Customer

* Customer Taxpayer ID  Borough 2 = Name London Borough of Camden
Address
Lines
View v o E  canceiLine
Purchase Order Consumption Advice Available
* Number *Type Supplier ltem Item Description Ship-to Location Tax Classification Quantity
* Number *Line * Schedule  Number Line

No data to display.

4. In the Lines segment:
e Click on the Select and Add button

<2 Camden fnl i = ~
Create Invoice Invoice Actions » | Save  SaveandClose cSubmit | Cancel
*identifying PO 10638647 R Remit-to Bank Account 12345676 - * Number 123456
Supplier THE LEAKY CAULDRON Unique Remittance * Date  06/12/20 [
Identifier
Taxpayer ID 8652349
Unigque Remittance * Type Invoice |z|
- Identifier Check Digit
Supplier Site  REMT b Invoice Currency GBP - Pound Sterling
Address 25 NUTFORD PLACE, WESTMINSTER, Description
LONDON, W1H §YQ Payment Currency GBP - Pound Sterling
Attachments  None ==
Supplier Tax Registration Number R
Customer
* Customer Taxpayer ID | Borough 2 - Name London Borough of Camden
Address
Lines
View v Cancel Line
Purchase Order Consumption Advice Available
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification Quantity
* Number *Line * Schedule  Number Line
No data to display.
Total
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5. The Select and Add: Purchase Orders pop up window opens
e Select the appropriate Purchase Order Line, click on Apply and OK

Select and Add: Purchase Orders

4 Search d B
= At least one is required

** Purchase Order 10639647 ** Consumption Advice

** Creation Date dd/mmiyy HH:mm

[caren | [Roset [ sove- |

Search Resulis

Purchase Order Consumption Advice

Supplier Item

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

10639547 1 1 Training and Develo... SPS No Delivery Re._.. 1,500.00
|

6. The Purchase Order detail populates on the Lines segment
e Scroll over to the right of the page and confirm and/or edit the Invoice Net Amount

€3 Ccamden Y ( -

Create Invoice ——TTT

Identifying PO 10639547 - Remit-to Bank Account 12345678 E * Number 123456
Supplier THE LEAKY CAULDRON Unique Remittance ~ Date  06/12/20 fe
identifier

TaxpayerID 6652349

Unigue Remittance Type Invoice
Supplier Site  REMIT - ldentifier Check Digit Invoice Currency GBP - Pound Sterling
25 NUTFORD PLACE, Description B
Address  MESTINTER L OHDON, WAH Payment Currency GBP - Pound Sterling
sva Attachments None ==
Supplier Tax Registration Number E]
Customer
Customer Taxpayer D BT . Name London Borough of Camden
Address
Lin. .
e+ % B
umption Advice Available
Supplier ltem Item Description Ship-to Le i Tax Cl : Quantity Unit Price  UOM ~ Amount
- Quantity
Line
Training and Development .. 5PS Mo Delivery E] STANDARD E] 1,500.00
1.500.00
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7. Confirm or Select the correct Tax to be applied to the invoice
e Scroll over to the right on the Lines segment and click on the Tax Classification dropdown

menu.
€3 Ccamden an v D> @
Create Invoice Invoice Actions w  Save Save and Close Submit  Cancel
Identifying PO v Remit-to Bank Account 12345678 E] * Number 123456
Supplier THE LEAKY CAULDRON Unique Remittance * Date 0M2/20 E...e
Identifier
Taxpayer ID 6652349
Unigue Remittance Type Invoice
) ) Identifier Check Digit ) .
Supplier Site  RENIT v Invoice Currency  GBP - Pound Sterling
25 NUTFORD PLACE, Description .
Address  WESTMINSTER, LONDON, W1H Payment Currency  GBP - Pound Sterling
5YQ Attachments None =
Supplier Tax Registration Number E]
Customer
Customer TaxpayerID Borough 2 v Hame  London Borough ef Gamden
Address
Lin_..
v 4% E
umption Advice Availabl
Supplier ltem Item Description Ship-to Location Tax Classification (‘:;Tlla?ﬂil: Quantity Unit Price  UOM * Amount
Line
Training and Development _ 5PS No Delivery E] STANDARD 1,500.00
|1,5m.oo
d EXEMPT EXEMPT | +
. MNON-BUSINESS NON-BUSINESS
Summary Tax Lines
ZERO ZERO
View v STANDARD STANDARD
Line " Regime * Tax Name Tax Jurisdiction * Tax Status VAT ONLY INVOICE VAT ONLY INVOICE Amount
No data to display. REDUCED REDUCED
Search
EXEMPT — The goods/service is exempt from VAT
ZERO — The goods/service is zero rated

STANDARD —20% VAT
VAT ONLY INVOICE - N/A
REDUCED - 5% VAT

O O O 0O O O
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8. Calculate Tax
e Go up to the top of the page and click on the Invoice Actions dropdown menu
e Select Calculate Tax

£%
=27 Camden
Create Invoice Save SaveandClose Submit  Cancel
1
Calculate Tax  Clrl+Al+X
1 v Remit-to Bank Account 12345678 E] Cancel Invoice r 123456
Supplier THE LEAKY CAULDRON Unique Remma_nce Delete Invoice 5 06M2/20 E‘fe
Identifier
TaxpayerID 6652349 .
Unique Remittance Type Invoice
Identifier Check Digit
Supplier Site  REMIT v Invoice Currency GBP - Pound Sterling
25 NUTFORD PLACE, Description - .
Address WESTMINSTER, LONDON, W1H Payment Currency - GBP - Pound Sterling
5vQ Attachments None =j=
Supplier Tax Registration Number B
Customer
Customer TaxpayerID Eorough 2 v Mame  London Borough of Camden
Address
Lines
e 4 % B
Purchase Order Consumption Advice
*Number * Type Supplier ltem Item Description Ship-to Location Tax Classificatio
* Number *Line * Schedule  Number Line
1 Item 10639647 1 1 Training and Development . 5PS Mo Delivery E] STANDARD I:
Total
4 [ [ 3

e Exclusive Tax is calculated
e The total Invoice Amount is calculated

Lines

vieww 4 ¥ E

umption Advice Availabl
Supplier ltem Item Description Ship-to Location Tax Classification (‘;Tllai:ltil: Quantity Unit Price  UOM * Amount
Line
Training and Development .. 5PS No Delivery E] STANDARD E] 100.00
100.00
< [ | »
Summary Tax Lines
View w
Line *Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 UK_CAMDEN VAT UK_JURISDICT... RECOVERABLE STANDARD 20 20
Totals
Iltems Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
100.00 0.00 0.00 0.00 20.00 120.00
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9. Save and Submit the Invoice

Go to the top of the page and click on Save

Note: Once saved the invoice number cannot be reused

€3 camden

Create Invoice

Invoice Actions =

10639847 Remit-to Bank Account 12345673 E] * Number

Supplier THE LEAKY CAULDRON Unique Remittance
" Date

Taxpayer ID 6652349 Identifier
) Unigue Remittance Type

Supplier Site  RENIT identifier Check Digit
25 NUTFORD PLACE, Invoice Currency

Address WESTMINSTER, LONDON, W1H Description
5YQ Payment Currency

Attachments MNone sj=

Supplier Tax Registration Number

[+]

10639647

Click on Submit to finally submit the invoice

Invoice Actions =

Remit-to Bank Account 12345678 E] * Number
Supplier THE LEAKY CAULDRON

Unigue Remittance Date

TaxpayerID 6652349 Identifier
. Unigue Remittance Type

Supplier Site  REMIT Identifier Check Digit
25 NUTFORD PLACE, Invoice Currency

Address WESTMINSTER, LONDON, W1H Description
o Payment Currency

Attachments MNone sj=

Supplier Tax Registration Number

€3 camden

Invoice: 123456

0 Invoice 123456 has been submitted.

[+]

A banner pops up confirming that the invoice was submitted

Save Save and Close

123456

06/12/20
Invoice
GBP - Pound Sterling

GBP - Pound Sterling

123456

06/12/20

Invoice
GBP - Pound Sterling

GBP - Pound Sterling

Identifying PO
Supplier
Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

10639647 Remit-to Bank Account

THE LEAKY CAULDRON Unique Remittance Identifier

Unigue Remittance ldentifier
Check Digit

Description

6652340

REMIT

25 NUTFORD PLACE,
WESTMINSTER, LONDON, W1H
5YQ

12345678 Number
Date
Type
Invoice Currency

Payment Currency

Attachments None
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5. Freight or Miscellaneous Charges

Freight or Miscellaneous Charges are only applicable if there is a Freight or Miscellaneous charge not
originally accounted for in the purchase order

After creating the PO matched invoice line (See section 4 above)
e Click on the Add (+) button in the Lines segment. An additional line is added.

Fuuicas

Lines

s (4| B [coaim]

Purchase Order Consumption Advice
*Number ™ Type Supplier ltem Item Description Ship-to Location Tax Classificatio
*Number *Line * Schedule  Number Line
2 Freight B STANDARD [
1 Item El 10639647 1 1 Training and Development - 5PS No Delivery B STANDARD [

Total

e From the Type dropdown menu, select Freight or Miscellaneous

Fuuicas

Lines

Purchase Order Consumption Advice
" Number | * Type Supplier ltem Item Description Ship-to Location Tax Classificatio
*MNumber *Line * Schedule  Number Line
2 Freight B STANDARD [
1 Item El 10639647 1 1 Training and Development - 5PS No Delivery B STANDARD [

Total

e Follow the steps to select the correct Tax Classification

e Enter the freight or miscellaneous Amount to be charged
e Follow the steps to Calculate Tax

e Finally Save and Submit the invoice
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6. Delete an Invoice Line

An invoice line can be deleted if created in error but before it is submitted.
e Select the invoice line to be deleted and click on the Delete (X) button

Lines

e o ] of comaim

Purchase Order Consumption Advice

* Number * Type Supplier Item Item Description Ship-to Location Tax Classificatio
* Number “ Line ~ Schedule _ Number Line

2 Freight B E‘ STANDARD [

1 Item u 10639647 1 1 Training and Development ...  5PS No Delivery F| v STANDARD |_

Total

e You cannot Delete an Invoice Line if the tax is already calculate. The only option available is
to Cancel Line which will not delete the line but will reduce the line value to zero ‘0’.

7. Cancel or Delete an Invoice

To Cancel or Delete an invoice, go to the Invoice Action dropdown menu and select:
e Cancel Invoice or

e Delete Invoice

€3 Camden

Create Invoice

Calculate Tax  Ctr+Al+X

Identifying PO 10630647 v Remit-to Bank Account 12345678 E] Cancel Invaice 12345678
Supplier THE LEAKY CAULDRON Unigue Remittance Delete Invoice 07H2120 E"é
Identifier

Taxpayer ID 6652349

Unigue Remittance Type Invoice
_ Identifier Check Digit _ _
Supplier Site  REMIT v Invoice Currency GBP - Pound Sterling
25 NUTFORD PLACE, Description

Address  WESTMINSTER, LONDON, WAH Payment Currency GBP - Pound Sterling

5YQ Attachments None ==

Supplier Tax Registration Number E]

Customer
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8. View an Invoice

To view an Invoice, navigate to the Supplier Portal page and click on View Invoices

€} Camden
Supplier Portal

Search Orders B Order Number

Tasks

Orders

+ Manage Orders
+ Manage Schedules

.
Agreements

« Manage Agreements
Shipments

» View Receipts

Invoices and Payments

+ Create Invoice

« View Invoices

« VIgw Fayments

Company Profile

« Manage Profile

Requiring Attention

107
123

W Schedules Overdue or Due Today [ Invoices Overdue

Supplier News

Recent Activity
Last 30 Days

Orders opened
Receipts

Transaction Reports
Last 30 Days

PO Purchase Amaount
Invoice Amount

Invoice Price Variance Amount

“You are requested to Hold your Invoice Submitting on 30th Movember till 3 PM.

e The View Invoices page opens

€3 Camden

View Invoices

4 Search

** Invoice Number
** Supplier
Supplier Site

** Purchase Order

Search Results

View w  FE

Invoice

Inveice e
Number Date v

Purchase
Order
No search conducted.

[E

supplier

Supplier Site
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Consumption Advice

Invoice Status

Paid Status

Payment Number

Unpaid
Amount

Saved Search All Invoices EI

** At least one is required

Invoice Invoice Payment
Amount Status Number

Comments
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e Invoice search options include the following fields:
o Invoice Number — Enter the invoice number in this field and click on Search
o Supplier — Click on the dropdown menu, select the supplier name and click on Search to
search for all invoices
o Purchase Order — Enter the purchase order number associated with the invoice and click
on Search
Note: Fields with double asterisks [**] — At least one is required to perform the search

e After clicking on Search, the invoice is listed in the Search Results which show details on the
invoice including the Invoice Status

€3 camden n v 2 @

View Invoices Done

4 Search Saved Search  All Invoices B
** At least one is required

** Invoice Number Consumption Advice
** Supplier Three Broomsticks Inc. Invoice Status B

[~]
E] Paid Status IZI

** Purchase Order Payment Number

Supplier Site

[Searen | [Rese [ s0ve- |

Search Results
View w _,'_:I i} Detach

w:;ilf:r ::t"la\;zice Type gt:;t;l:ase Supplier Supplier Site Unpaid Amount Invoice AmountI Invoice Status
10976 29/09/20 Standard 10630379 Three Broomsticks Inc. REMIT 0.00 GBP 91,999.20 GBPY App n
10919 30/07/20 Standard 10630379 Three Broomsticks Inc. REMIT 0.00 GBP 42.408.00 GBPY§ Ap
10889 24/06/20 Standard 10630379 Three Broomsticks Inc. REMIT 0.00 GBP 91,998.60 GBPY ~Ap
10862 28/05/20 Standard 10630379 Three Broomsticks Inc. REMIT 0.00 GBP 91,998.60 GBPY Approved
10841 29/04/20 Standard 10630379 Three Broomsticks Inc. REMIT 0.00 GBP 91.998.60 GBP Y Approved
10841A 29/04/20 Standard 10639644 Three Broomsticks Inc. REMIT 120.00 GBP 120.00 GBP On hold

e Click on the Invoice Number to drill down further into the invoice details
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9. View Your Payment and Remittance

1. Navigate to the Supplier Portal page and click on View Payments

€3 camden m D
Supplier Portal
Search Orders B Order Number Q
Tasks
Orders
Requiring Attention Recent Activity
¢ Manage Orders Last 30 Days
+ Manage Schedules Orders apened 15
* Receipts 2

Agreements

+ Manage Agreements

Shipments £
+ View Receipts Transaction Reports
Last 30 Days
Invoices and Payments
PO Purchase Amount 21250 GBP
s Create Invoice Invaice Amount 5981 GBP
o View Invaices Invaice Price Variance Amount GBP
M Schedules Overdue or Due Today | Invoices Overdue
C
Company Profile L

« Manage Profile Supplier News

You are requested to Hold your Invaice Submitting on 30th November till 3 PM.

Page 22 of 24



€3 Camden

2. The View Payments page opens

€3 Camden O @
View Payments Done
4 Search Saved Search Al Payments H
** At least one is required
** Payment Number * Supplier B
Payment Status H Supplier Site E]
Payment Amount Payment Date  dd/mm/yy [‘e
Search Results
Vewy [ Detach
Payment Invoice _— Payment Payment "
Number PaymentDate Payment Type Number Supplier Site Amount. Status Remit-to Account

Mo search conducted.

e Invoice search options include the following fields:
o Payment Number — Enter the remittance or cheque number and click on Search

o Supplier — Click on the dropdown menu, select the supplier name and click on Search to
search for all payments

Note: Fields with double asterisks [**] — At least one is required to perform the search
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{}Camden n o @

View Payments Done

4 Search Saved Search All Payments I
™ At least one is required
** Payment Number ** Supplier Three Broomsticks Inc. B

Payment Status E| Supplier Site
Payment Amount Payment Date  dd/mm/yy E"e
Search Results
Veww [ Detach
Payment Number Payment Date Payment Type Invoice Number Supplier Site Payment Amount Payment Status Remit-to Account
120789 211020 Payment Process Request§ 10976 REMIT 91,999.20 GBP [Cleared 34561768
111506 27/08/20 Payment Process Request§ 10919 REMIT 42.408.00 GBP [Cleared 34561768
105791 22007720 Payment Process Request§ 10889 REMIT 91,998.60 GBP [Cleared 34561768
101814 25/06/20 Payment Process Request§ 10862 REMIT 91,998.60 GBP KCleared 34561768
96966 27/05/20 Payment Process Request | 10841 REMIT 91,998.60 GBP [Cleared 34561768
87643 03/04/20 Payment Process Request § 10765 REMIT 38,657.10 GBP [Cleared 34561768
=

e After clicking on Search, the payment is listed in the Search Results which show details on the
payment including:

The Payment Number (remittance)

The Payment Date (date payment left Camden)

The Invoice Number (including multiple invoices)

The Payment Amount (total payment made)

The Remit-to Account (bank account paid into)

O O O O

e Clicking on the Payment Number drills down further into the payment where the number of
invoices paid and other details are shown
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