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Job Aid: Create and Submit a PO-Related Invoice
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= QOpen your Chrome browser
= Access Oracle Procurement Cloud with your User ID and Password

E-::lgrl In




Share thoughts with your colleagues...

0 0 0

Conversations | Following Followers

© Empioyee News

o My Flags

= Click Supplier Portal

Order Number

Tasks

Orders

« Manage Orders
+ Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements
» Manage Agreements
Shipments

+ Manage Shipments

= Create ASN

= Create ASBN

» Upload ASN or ASBN
» View Receipts

= View Returns

Deliverables
» Manage Deliverables
Consigned Inventory

» Review Consumption Advices
= Review Consigned Inventory
« Review Consigned Inventory Transactions

Invoices and Payments

« Create Invoice ?

=  Choose Create Invoice




ORACLE' A P PO w.

Create Invoice Invoice Actions v | Save  Save and Close Cancel
* Identitying PO /F1000000132 X v Remit-to Bank Account v * Number Testinv1234

Supplier MICROSOFT CORPORATION Unique Remittance Identifier “Date 622720 Y

TaxpayerID 91-1144442
Unigue Remittance Identifier Check Digit * Type Invoice j
Supplier Sita | MAIN- 5762 v - Invoice Currency USD - US Dollar
Description
Address PO BOX 847255, DALLAS, TX 75284

Attachments None Payment Currency  USD - US Dollar

Supplier Tax Registration Number v
Customer
* Customer Taxpayer ID 52-1317217 v Name - Voya Senvices Company
Address
Lines
-
Purchase Order Consumption Advice Location of Final Availabi
*Number ™ Type Supplier tem Item Description Ship-to Location Ship-from Location  Tax Classification ~ ocoron ot Fina warable Quantity Unit Price UOM
“ Number * Line “Schedule  Number  Line Discharge Quantiey
No data to display.
Total
< >

(Note all * field are required, as is Attachment)

=  Choose the PO to invoice against

= Supplier Site and the corresponding Address will default. An alternate value can be selected, if necessary

= Enter the Number of the invoice you are submitting

= Enterthe invoice Date. The date cannot be earlier than today’s date. (If you have invoices held due to Voya’s transition to
Oracle Procurement Cloud, you may submit to Procurement@voya.com for exception processing.)

= Type defaults to Invoice. Credit memos can also be submitted.

Attachments X

Acions v View v o= ¥

Type Category * File Name or URL Title Description Attached By
File j From Suup\le\j Browse... * Supplier2 Por
< >

Rows Selected 1

0K Cancel

= (Click the + next to Attachments to add a copy of the invoice. Submissions without the invoice attached will be rejected.

Attachments X

Actions v Vieww = ¥

Type Category ~ File Name or URL Title Description Attached By
j From Supphelj Job_Aid_Receiving.pd§ Update... * Job_Aid_Receiving.pdf Invoice Supplier2 Por
< >

Rows Selected 1

0K Cancel

= Verify or Update your attachment
= Optionally, provide an attachment Description
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Lines

View w ol

= |nthe Lines section, click E’” to select the PO and add the lines

Select and Add: Purchase Orders X
4 Search Advanced Saved Search ﬁ
** At least one is required
** Purchase Order VF1000000017 v ** Consumption Advice
** Creation Date m/d/yy h:mm a e
Search  Reset  Save..
Search Results
View v Ey =’ Detach Select All
Purchase Order Consumption Advice Supplier It
N:f“pb';r sm Item Description Ship-to Location Ordered
Number Line Schedule Number Line
*wmoo 1 1 Testto produce inv...  Voya Atlanta 60,000.00
b < >
OK | Cancel
= Highlight the row associated with the PO number
. Apply
= Click
. OK
= Click
Lines
Vieww 4 ¥ [ Cancelline
Purchase Order Consumption Advice Location of Final Availabl
Supplier item Item Description Ship-to Location Ship-from Location  Tax Classification D‘.‘C“,“"’"“ nal 6”’"’l.9 Quantity Unit Price UOM * Amount
* Number * Line “Schedule  Number  Line scharge uantity
j RESVF1.. 1 1 Testto produce invoice fro. . Voya Atlanta v v v v 54,550.00
Total 54,550.00
< >

=  For amount-based PO’s: (as seen here) Review the Amount. If necessary, enter a lower amount to reflect what you are

billing.
=  For quantity-based PO’s: Review the Available Quantity and Quantity fields. You can change the Quantity field to match
the action amount you are billing for, but it cannot exceed Available Quantity.

Save Save and Close Submit Cancel
Calculate Tax  Cirl+Alt+X h

Cancel Invoice
Delete Invoice Y
Type Invoice
Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

. . . . Invoice Actions w
= |f your invoice includes tax, click and select Calculate Tax



Summary Tax Lines

View w

Line " Regime “ Tax Name Tax Jurisdiction " Tax Status “ Rate Name Percentage Per Unit

# 1 UNTEDSTATES  USTaxes us Standard DFLus,Tzu( v 775

Amount

422763

. In the Summary Tax Lines section, click the tax line to open the Percentage and Amount fields

. Enter the appropriate percentage; the amount will auto calculate
" Note: Tax amount must match the tax percentage

save | | savo and Closo | | submit || Gance
Calculate Tax  Ciri+Alt=X h

Cancel Invoice
Delete Invoice
te
Type Invoice
Invoice Currency USD - US Dollar

Payment Currency  USD - US Dollar

= (Click Inveice Actions w gnd select Calculate Tax

Supplier Site MAIN - 5782 Unique Remittance Identifier Check Digit

Address PO BOX 847255, DALLAS, TX 75284 Description

Supplier Tax Registration Number v Attachments Job_Aid_Receiving.pdf Jfi 3¢

Customer

Customer Taxpayer ID 8801 Name RES-Resolution Life U.S. Holdings LP

Address

Lines

Viewv 4 3 Bl Cancelline
Purchase Order Consumption Advice Location of Einal Available
“ Number ~ Line * Schedule Number Line

ﬂ RESVF1.. 1 1 Testto produce invoice fro.. Vo Atianta v - v v

Total
<

Summary Tax Lines

View w
Line ~Regime * Tax Name Tax Jurisdiction ~ Tax Status ~ Rate Name Percentage Per Unit

1 UNITED STATES State Sales/Use GEORGIASTA...  Standard USGA_P2P 775

Totals

items. Freight Miscellaneous Inclusive Tax Exclusive Tax
54,550.00 0.00 0.00 0.00 422763

Supplier Item Item Description Ship-to Location Ship-from Location  Tax Classification 08 % 2 Quantity Quantity

Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

Unit Price UOM

Create Invoice Invoice Actions w | Save | Saveand Close cancel

* Amount

54,550.00

54,550.00
>

Amount

422763

Invoice Amount
58,777.63

=  Verify your Totals

= |fthereisa discrepancy in the tax calculation, please contact Procurement@voya.com for assistance.

= Note at any point you can Save without submitting. Your invoice will be saved in an Incomplete (see next

page) status in theManage Invoices section until you Submit.
=  Confirmyou are ready to submit

ORACLE'

Invoice: Testinv1234 @) |nyoice Testinv1234 has been submitied. d—

L] Receive confirmation

Primtabl Page
. Optionally, click

= Click ™™
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Invoices in Incomplete status

Invoices that have been started but not submitted will remain in an Incomplete status until action is taken. An incomplete
invoice can be edited or canceled.
Invoices and Payments
« Create Invoice
= View Invoices
» View Payments
=  From the Portal home page, select View Invoices
View Invoices
) I T
** purcnase rder aymant umer ]
[Semn] et [5ow]
=  Enter at least one of the following: Invoice Number, Supplier or Purchase Order
= Select Incomplete for the Invoice Status
[Search Results
viewy
',;‘:,"’\igr Invoice Date Type g‘r‘gg'r'a“ Due Date  Supplier Supplier Site AU.:E.T:: A",":’.j’l"f‘ '5““;‘:;? Eféi’uﬁ :i‘r’“'“bee':‘ Comments
f “7&2 Standard VF00062412 VFI SLK GLOBAL SERVICES PRIVATE LIMITED MAIN USD 46.338,718.77. Unpaid

= (Click the invoice number to open the invoice in Edit mode

: PV ER TR, | N L % B HR W EET. Calculate Tax S
Identifying PO VF00062412 Remitto Bank Account ‘:M = ‘ Cancel Invoice ‘
Supplier VFI SLK GLOBAL SERVICES PRIVATE LIMITED — Delete Invoice —
Unique Remittance Identifier ‘ ‘ E‘g‘
Taxpayer ID  83-8876405 e —

Supplier Site

Address

MAIN

TOWER A 3RD FLOOR, 19/P, 20/1P. 2072,
PUJANAHALLL, AMIN PROPERTIES LLP SEZ,

Unique Remittance identifier Check Digit | |

Description

Type Invoice

Tnvoice Currency USD - US Dollar

BANGALORE, KARNATAKA-562110, ANY, INDIA Payment Currency USD - US Dollar

Supplier Tax Registration Number ‘ v

Attachments  None 4+
Tax Control Amount | |

Customer

Customer Taxpayer ID 521317217 Name Voya Services Company

Address

Lines

‘vwewvl + X B ‘Cancmune

Purchase Order Consumption Advice Availabl

* Number * Type Supplier Item Item Description Ship-to Location Tax Classification gj;jd e Quantity Unit Price UOM * Amount
* Number * Line * Schedule  Number Line o
1 VFO005... 4 1 IT- Ongoing Cost [voya oenore{ v | | v/ 43,005,771.48
Total 43,005,771.48
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 UNTEDSTATES  uSTares us Standard [oruvs ] v ]| [ 775 3320729

= Make any necessary adjustments to the invoice prior to submitting; or

"  Note you cannot update the invoice number or reuse the number once it's canceled.
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	 Open your Chrome browser
	 Click
	Invoices in Incomplete status


