SupplyWEB - Supplier Training

Billing — {2k

Invoice Create — B 5 RE

Note: Please edit the Invoice Profile before you create the invoice. Click Billing-
>Invoice Profile from the navigator. The system will display the items on your
screen in a multi-tab format for different details.
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To create an Invoice, select the Billing->Invoice Create link from the navigator.
There are two types of invoices, the miscellaneous invoice and the production
invoice. Not all of the types will be displayed on the supplier page. The invoice
which in used should be defined by the customer.
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Select the appropriate criteria and click ‘Create Invoice’.
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In the segment “Invoice Information” you can modify the information by clicking
the Edit button.
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The contents of invoices, such as Line Items, Invoice Tax, Invoice
Discount...have been listed at the bottom of the page in detail. You can add and
edit them on your demand. Once the items are used, the information will be
displayed in the Invoice Monetary Summary.
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Click the ‘Publish’ to send the invoice.
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Invoice Maintenance — & Z 43

To check the status of an invoice, select the Billing-> Invoice Maintenance link
from the navigator.
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Enter the appropriate Search Criteria for the invoices you wish to view, or bypass
the selection and press the ‘Continue’ button to view all of your invoices.
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The list of invoices that match your Search Criteria will be displayed. They are
grouped into ‘Open Invoices’, ‘Cancelled Invoices’, ‘Published Invoices’,
‘Accepted Invoices’, ‘Rejected Invoices’ or ‘Paid Invoices’. Open invoices are
ones that you have saved but not yet published. They can be edited by clicking
the Pencil icon in the Edit column. You can also publish / delete the invoices in
this page.
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Viewing Remittance Advices -BEICHKIE B

To view your payment history, select the Billing->View Remittance Advice link
from the navigator.
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Enter the desired Search Criteria and then click ‘Continue’.
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To view the details of a particular payment click the appropriate Eyeglass icon.
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You have the option of saving this information to a file, printing it, or creating a
.pdf file by clicking the appropriate icon at the top of the page.
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