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How to View an Order

Log into Oracle iSupplier. Your Username is your email address and your
password is the one you chose after an initial temporary one was emailed to you.
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Your Oracle Applications Home Page will be displayed:
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You may find two options in your Main Menu. Select LBBD iSupplier Full Portal
Access.
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Your iSupplier Portal Home Page will now be displayed. The last 5 Purchase
Orders received will be displayed under the Orders at a Glance section:
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s
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To view all Orders Received click the Orders Tab or Purchase Orders/Purchase
History on the Menu
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Click on the Purchase Order Number to view the details of the order:
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The Summary box tells you the total amount of the order, the amount that has been
invoiced, the amount that has been received and the payment status:
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If you click on the word Show at the beginning of each line of an order you can see
the shipment details, such as where to deliver the Goods or Service to and the
name of the person placing the order:
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By clicking on the Requestor Name, you will see the contact details for them. If you
ever have any queries on the order or receipting, you must contact the Requestor:

EupEtar Peas Vi Creier

actwsen [ Cong o v [0 | repon

Gonerat Terms s Conssiom
Tolel 3714
Toul 2204 Fomast s lmmodiate s BB0
Eopaber Flesrsbe Eust Liwalons [ Toveicnd 880
Fagrba il Dt ot o e St Mot i
hedram Ird Flsar [ —
L shypeey cnd
Hammoremith
W S0 Shigy To e
e W o e
R dwari Gt
s i
Cpratiog Lot LR of sarking ar! Daguniums it
o 1T A
suaphun i i
Aitahucrs Nose dafer=s i T of Pkl i e hes:
Acxinns Vagalde
At Flosr Auycraft House, 15 Linton Read
ki, 161 GHE
0 D
Shiase A Debada | ek 28 Dt
ina Ty T ok Buppsar v Dhcrption (7] wy Fricn Amourit Status Adtackmants Frasan
Gk 1 oody FITTSAE Do 24 Mmlw 41 0040 (730) Bech ey ? nm 27 A Op=
Shipmants
aty Bt
shipent ship-T0 Locitien Gwdorwd  eshesd  iwokoed  Ordard  macelved iy S Spplle U St Reosen Mrachuaints
1 A oo, Harvm Haes x 7. P 200 R G open o, D

| Bty o acione [ Coonge rhmn ] o | _ipon |

fak| (i muppier Pos Tuyer Cert, ©

iSumplier Portal

| Bequescr: Hawes, W, Dawd

B i W, Mr Bl
Prons howser D206 T3 SIAY
Ernt Adriens st Sl M OORELE GOV
Wt Brap
[T
Fagat Wb
Asdeas Lak Nloee, arvoy Moase
St Fifwards Gourt
Lt Rinsd
iy Memiuni

2y Cose IRM7 SO0
Cwlry G0

Paming Fiance Aden Moo Lags

LBBD iSupplier User Manual V.02 June 2017 7



Going back to the Order, you can see in this example that the delivery has not been
receipted in the iProcurement system yet (the person who placed the order has not
receipted it yet) and that there has not yet been an invoice submitted for the items:
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The screen also shows you the cost of each line of the order, the amount received
and the amount you have invoiced for:
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How to flip an Order/Create an Invoice
(You need to have the relevant Purchase Order to hand at this point)

From the iSupplier Homepage, click on the Finance tab:
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Click on the Go next to Create Invoice with a PO:
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Type in the Purchase Order Number in the relevant field and click Go:
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The order details will then appear:
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If there is more than 1 line to the Purchase Order, they will be listed under each
other.

Please Note: This screen only shows the first 10 lines of the order. If the order
has more than 10 lines and you are invoicing for items on both pages, you will
need to select the items on the first page and then click onto the next page and
select the items on that page too. Select All DOES NOT add all items on the
order to the invoice — It ONLY adds the items on the page you are viewing.

Select the lines you wish to invoice for or click Select All if relevant to the invoice
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Once you have selected the lines to be invoices, click Add to Invoice:
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Your items will then show at the bottom of the screen as Added to invoice:
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At this point you can also add another order to the invoice (if you have multiple
orders to invoice for). Just repeat the process above and once you have clicked on
Add to Invoice for the second item, all lines for both orders will be shown at the
bottom of the screen.

Once you have all of your items added to the invoice, click next.
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Enter your unique Invoice Number and check the Quantity you are invoicing for is
correct. Adding a brief description of the invoice can also be made but is not
essential. You can also add a PDF copy of the invoice too by clicking on the Add
button:
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If you cannot supply the full quantity immediately, amend the Quantity field to read
the amount you are supplying as we will only pay for what we have received. You
can repeat this process and invoice us for the remaining items (putting a letter after
the original number is accepted, e.g. Invoice Number for first item — BD0OO1, invoice
for remaining item(s) — BD00O1a).

If these fields are correct, click Next:
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The following screen shows you the Tax Lines and calculates the total of the order
including tax:

(If you are not tax registered, this should say “0”)
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If you should have not have tax added to your invoices, you can amend this by
changing the Tax Rate field to read “0”:
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By clicking on the Calculate button, the Tax Amount fields will change:
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If you then click on the Recalculate Total button at the bottom of the page, the Tax
line will read “0”:
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If all is correct on the screen, click Submit and you will see a confirmation screen
that your invoice has been submitted to our Accounts Payable Team.
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How to view an invoice on iSupplier

From the iSupplier Portal Home Page click on Invoices under the Invoice
heading:
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Type in the relevant search field the information you have available i.e. Invoice
Number / Purchase Order Number and then click Go:

- e
e 4 A0

x

Sk searth

Advareret Seamch

1 © Dl DusSEMse  On Mol Payeent Suy A Scpboe [
0 vearrh cencred

DU DL (St 0 Racotet)

2 B og u € m 3 & @ O

LBBD iSupplier User Manual V.02 June 2017 17



The invoice details will be displayed:
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Click on the Invoice Number:
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The next screen will default to the Scheduled Payments screen. This tells you the
date your invoice is due to be paid, the amount of the payment and the Status of
the payment:
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Invoice Line — Shows you exactly that and if your Status says “On Hold”, clicking on
Hold Reasons will tell you why:
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Below is an example of an order that will currently not be paid. The order has been
invoiced but currently that invoice will not be paid as the items have not been
receipted.

If your Purchase Order has not been receipted, you may need to contact the
Requisitioner i.e. the LBBD member of staff that ordered the Goods/Service, to see
why they have not done this. Do not contact the Buyer quoted as that individual is
just the member of the LBBD Procurement Team that helped raise the Purchase
Order to you.
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How to see if a Purchase Order has been receipted

From the iSupplier Portal Home Page, click on the Orders tab:
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Click Advanced Search:
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Type the relevant Purchase Order Number into the search field and click Go:
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Click on Show at the beginning of each line:
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You will be able to see from here the quantity ordered, the quantity received, the
guantity invoiced for...
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How to create a Credit Note

(You will need to have the relevant Purchase Order Number to hand at this point)

From the iSupplier Homepage, click on the Finance tab:
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Type in the Purchase Order Number in the relevant field and click Go:
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If there is more than 1 line to the Purchase Order, they will be listed under each
other.

Please Note: This screen only shows the first 10 lines of the order. If the order
has more than 10 lines and you are crediting for items on both pages, you will
need to select the items on the first page and then click onto the next page and
select the items on that page too. Select All DOES NOT add all items on the
order to the invoice/credit note — It ONLY adds the items on the page you are
viewing.

Select the lines you wish to issue a credit for or click Select All if relevant to the
credit note:
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Once you have selected the lines to be credited, click Add to Invoice:

7 ) - 2 > . e - e s A0 =@E-

Parchsse Orders Detase
Cloa ot S Tate e

Harmgs T o 92 “u3-st

Sty

Nore thy tha ot 3 e e Atvanced smarh
uiss o e [oxd

Purchace Oréer Gaen

anw
Crgnazn
soance: e Foarcrg [Bcase «

w | o

Saboct

siez 3 | shoryery

Sebecd [P0 Mrwber L Staort | Advances or fumndog Tam Decriution Waan Braboes Tom Bursber  Qebered Rexeved Dreoksd 008 Usit frice [Cun Stio To Drpaniation Packics S Wyl
El S8 (=] v 2 v o fach 3324 i Tenn i

' Toan a3

Torn ot 13

oo

Your items will then show at the bottom of the screen as Added to Invoice:
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Click Next:
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Enter your unique Credit Note Number, Select Credit Memo and enter the
Quantity you are crediting/refunding for (be sure to put a “ — “ sign in front of the
amount):
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You can also add a brief description of what/why you are issuing a Credit Note but it
is not essential. You can also add a PDF copy of the Credit Note too by clicking on
the Add button:
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If the fields are correct, click Next:
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The following screen shows you the Tax Lines and calculates the total of the refund
(including tax):
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If all is correct, click Submit and you will see a confirmation screen indicating that
your Credit Memo (Note) has been submitted.
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