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Oracle Login Process

This Video shows on how to Login to
Oracle.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 2
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Enter Oracle User Name (Which you
might have received via email) .

Supplier Portal " (e.g.,: paul.john@gmail.com).
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Oracle Login Process

Step 6

Here you can Change your temporary
Password.

Click in the Current Password field.
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Oracle Login Process

Step 7

Enter the temporary Password into
the Current Password field.

(e.g.,: welcome2)
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Oracle Login Process

Step 8

Click in the New Password field.
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Oracle Login Process

Step 9

Set You're New password here.

(e.g.,: welcome3)
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Oracle Login Process

Step 10

Click in the Re-enter New
Password field.

(e.g.,: welcome3)
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Oracle Login Process

Step 11

Re Enter you're new password.

(e.g.,: welcome3)
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Step 13

Click on Accept button if you agree for
all terms and Conditions.
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USER PRODUCTIVITY KIT

_ This Video shows on how to view
-3 e Purchase Orders.

There are different ways to view the
Purchase orders, Will be showing all of
them to you.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
CHETTIE] T ’ will navigate application.
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In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 2
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Enter Oracle Login credentials (Which
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Step 4

[

Enter Oracle Password into the
Password field.

(example: welcome3)
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View Purchase Order Information

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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View Purchase Order Information

Step 7

This is one of the way of viewing
purchase orders.

When you login, you see the list of all
PQO's on home page.

Click on any PO (Example .,6011564) to
view the PO in detalil.
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View Purchase Order Information

Step 8

You can View all the PO Information
here.

Please click on Click the 'Return to
Home'.

Will Show you another way to View
Purchase Orders.
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View Purchase Order Information

Step 10

Click on any PO Number to view
the PO in detail.
Click the 6011564 link.
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View Purchase Order Information

Step 11

You can view Purchase Order in Detail
here.

Click the Home link to view the another
way to find a Purchase Order
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Step 13

View Purchase Order Information

Click the Go button.



ORACLE
USER PRODUCTIVITY KIT

wrvinin 04T

I
2 hitpe:

P [dé View favenies Took el

iSupplier Portal

Parchass Onlers

Ggcity paramaters anil vakaes 1o 1ol the data that 1 clsphayed in your resuly s,
) Shrm tabln data whan all concitns ate e,
3 Shire Bkl ddata whan any condition is mat,
1 tumnber [y | q
Dodsifninit Tysé 0 2 [ q
OrderDate [ v &
e
LU P | q
| 6o | | Cloar |asd tnsthar [Aosnowladgamant status ] | At
Sulect Order: | B Compeioton | | ot Cutmpee | | Vi st |
Salect PO Numbier Ry Oparating nit Dooumant Type Dascrigtion  Ordar Data Baper Curency  Amaunt  Slate  Ademowladga Oy Mtachmanty
(9] oo andard P -Sap 2010 120452 TR, Ao 3 Opan

[ it 0 change | | txport |

[ " Ak O3 U 1A, ROLAA P s S L T AT DB

View Purchase Order Information

Step 14

Click the 6011564 link.
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Step 15

View Purchase Order Information

Here you can view the PO information.

Click on 'Home' Link to go back to the
Home Page.
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View Purchase Order Information

Step 16

End of Procedure.
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View Receipts of Purchase Order

This Video shows on how to view
Receipts of Purchase Orders.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 4
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Enter Oracle Password into the
Password field.

(example: welcome3)
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View Receipts of Purchase Order

Step 6

Click on Accept button if you agree For
all terms and Conditions.
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View Receipts of Purchase Order

Step 7

Click the Receipts link to View the
receipts.
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View Receipts of Purchase Order

Step 10

Click the 1628344 link.
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View Receipts of Purchase Order

Step 11

Here you can see Quantity Ordered and
received

Click the Po Number 6011564 link to
View PO in detail.
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View Receipts of Purchase Order

Step 12

Click the Select to show
information button.
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View Receipts of Purchase Order

Step 13

Here you can see Quantity Ordered vs
Received,

You can view the Amount Ordered vs
Amount Received

Click the Amount Received link.
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View Receipts of Purchase Order

Click the Home link.
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View Receipts of Purchase Order

Step 16

End of Procedure.
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PO Cancellation

This Video shows on how to cancel the
Purchase Order.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name field.

2 Y4
L —

Supplier Portal i)
horiay [wee v

-




ORACLE PO Cancellation
USER PRODUCTIVITY KIT

Step 2

B LdE View Favories Tooh Help

ORACLE

Enter Oracle Login credentials (Which

15 = you might have received via email) .
Supplier Portal s . .
——— (example: ronan.michael@gmail.com).
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Step 3

PO Cancellation

mﬁ = Click in the Password field.
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' - Enter Oracle Password into the
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Supplier Portal ot
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PO Cancellation

Step 6

Click on Accept button if you agree for
all terms and Conditions
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Step 7

Click the Orders link.

PO Cancellation
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Step 8

Click the Radio Button againts the PO of

- which you want to cancel .
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Click the Request Cancellation button.
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Step 11

End of Procedure.

PO Cancellation
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Change Request of Purchase Order

This Video shows on how to raise a
change request on Purchase Orders.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 1

Fle [di View Favvie Took belp

Click the User Name Field.

Supplier Portal
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Step 2

B (i View Favries Tooh Help

ORACLE

Enter Oracle Login credentials (Which

1P . you might have received via email) .
Supplier Portal s . .
i (e.g.,: ronan.michael@gmail.com).




ORACLE Change Request of Purchase Order
USER PRODUCTIVITY KIT

Step 3

Fle [de View Favie Took belp

QRACLE

Click in the Password field.
e e gyt ]

Supplier Portal
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Step 4

Enter Oracle Password into the
Password field.
(e.g.,: welcome2).
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Step 5

Click the Login button.
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Change Request of Purchase Order

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Change Request of Purchase Order

Step 7

Click in the Search field.
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Change Request of Purchase Order

Step 9

Click the Go button.
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Step 10
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Change Request of Purchase Order

Step 11

Click the Request Changes button.



ORACLE Change Request of Purchase Order

USER PRODUCTIVITY KIT

Step 12

Please reach out to Preparer
"O'Sullivan.Sean" to riase a change
request.

IFyi ¥ lssiiat it thie pregarer O'Sulllvan, Sean
{abr@iomail.com) and the proparer bs the purchase roguisitioner,

End of Procedure.
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USER PRODUCTIVITY KIT

This Video shows on how to view
Supplier Site Information on PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
CHECIS] T email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name Field.
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Step 2

B Ldf View Favories Tooh Help

ORACLE

Enter Oracle Login credentials (Which

1 = you might have received via email) .
SUPPLIER PORTAL ) . .
‘‘‘‘‘ (example: ronan.michael@gmail.com).
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Click in the Password field.
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Step 4

[

Enter Oracle Password into the
Password field.

(example: welcome?2).
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ORACLE’ isupplier Portal Full Access
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View Supplier Site on Purchase Order

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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View Supplier Site on Purchase Order

Step 7

Click in the Search field.
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View Supplier Site on Purchase Order

Step 9

Click the Go button.
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View Supplier Site on Purchase Order

Step 11

Here you Can view Supplier Site
Information on PO.

End of Procedure.
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Create a Standard Credit Memo

This Video shows on how to raise an
standard Credit Note using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 2

B [df View Favories Tooh Help

ORACLE

Enter Oracle Login credentials (Which
P — ] you might have received via email) .

Supplier Portal . ]
‘‘‘‘‘ (example: ronan.michael@gmail.com).
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Step 3

Create a Standard Credit Memo

mﬁ = Click in the Password field.
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Click the Login button.
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Create a Standard Credit Memo

Step 6

Click on Accept button if you agree for
all terms and Conditions
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Create a Standard Credit Memo

Step 7

Click the Finance link.
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Step 8

Click the Go button.

Croate lmoice [Weh a P[]

Nt that the search is casa insanaitv
Sl

MUBPIY SUPPLITS P Ondo ke |
] Iowoky Aevaunt
Invioica ats Frem = ] S |
Iwoka St ol curney
Lt | [ owe |
rvokcn Amount Purchise nder S Wihdow  Coed pdate View Attachments
o starch conducten,

Conate vice [Wen a PO | Gn |

[ttt st O, WA O o ap s weicheqentGB i KOGAF o) PO |




ORACLE
USER PRODUCTIVITY KIT

B hitpe ppinportal st mvinsts O HTMLOA wppagasfonncd 0 = @ 6

Wi Gde View faverin Toh el

Crmatn Involes: Puchase Oty

Saarch:

mﬁlplﬂ-';m_l

Hata hatthe aarch s cane innanatan

[ [

o search conducted.

Advanced Smaech |

- i Shipinot - Mdwascos o linancing e Descrption 116 Ml Supplier o Mumber  Ordered Wocsiee Lovoidsd UDM Ul Pice Cure S To Organization Packing Sl Wayhil Pay Gronp

| Gancal | ctup 1ot 4 [ Mot |

Create a Standard Credit Memo

Step 9

Click in the Purchase Order
Number field.
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Create a Standard Credit Memo

Step 10

Enter the PO number for which you want
to create Credit Note into the Purchase
Order Number field.

e.g., "6011572".
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Click the Go button.
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Create a Standard Credit Memo

Step 13

Click the Next button.
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Click in the Invoice Number field.
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Create a Standard Credit Memo

Step 15

Enter the Credit Memo number into
the Invoice Number field.

"CM_001".
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Click the Invoice Type list.
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Click the Credit Memo list item.
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Click in the Quantity Field.
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Create a Standard Credit Memo

Step 19

Enter the Quanity for which you need to
create Ctedit memo.
Ill5ll.
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Create a Standard Credit Memo

Step 21

Click the Next button.
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Step 22

Create a Standard Credit Memo

Review the details and Click
the Submit button to submit the Credit

Note.
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Create PSWT Credit Note

This Video shows on how to raise an
PSWT Credit Note using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Enter Oracle Login credentials (Which

1L . you might have received via email) .
Supplier Portal s . .
s (example: ronan.michael@gmail.com).
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Step 3

Create PSWT Credit Note



ORACLE Create PSWT Credit Note

USER PRODUCTIVITY KIT

& e gplorportsl urtanvinia 04 HIVUR g Timation ids 9+ @ B | B ingin Ste p 4
m M Enter Oracle Password into the
EP > :‘ﬁfiﬂ; Password field.
Supplier Portal s
s (e.g.,: welcome2)
o Aorley (Mo v




ORACLE’ Create PSWT Credit Note
USER PRODUCTIVITY KIT

B hitpe g partsl st eninat O HTM g unction ods 9 = @ B oy W Ste p 5

e [de View favnin Tooh  Help

Click the Login button.
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Create PSWT Credit Note

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Create PSWT Credit Note

Step 7

Click the Finance link.
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Create PSWT Credit Note

Step 9

Click in the Purchase Order
Number field.
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Create PSWT Credit Note

Step 10

Enter the PO number for which you want
to create Credit Note into the Purchase

Order Number field.

e.g., "6011582".
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Click the Go button.
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Select the Checkbox.

PSWT Credit Note
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Click the Next button.
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Click in the Invoice Number field.
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00 Each 2000
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Ty Step 15

Fe Lin View lavsin Tous Help

ORACLE' isupplier Portal

Enter the Credit Memo number into

Puichité Orden m:ll Mm:nnn Mu:um . .
g, e the Invoice Number field.
= et fon ¥ e.g., "CM_002".
Syl Commants 0
ongnal bnveice bumer [

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11
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Step 16

Click the Invoice Type list.

s Duhiin Dublin ey [imee o]
=
Tapphay Camments 0
Dniginal Ivesce Mumber
Atachment  Add.
Phaiine do ol Uisoad ai livobon For this transaction.
Customer Taw Payar 1D J2TI00KH
Cugtomai Nafe  GHI
Gasmorks R 11
0 Himber Una  Bhipment Thom Humbor Thom Bsription Suppliar Tom Humbeor Ship To Awallable Guantity
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T Step 17

Fe Lin View lavsrin Tous Help

Select Credit Memo from the Invoice

Prrchate Ordes Cotis Manags Tax nmu:um .
Comato Invokes: Detalls —
F ] Type List
* Supghor MURPIY SUPPLIES
T Py 1D
Ramit Ta PSWT EUR HURFHY
Asdress Dublin Dublin

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11
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T Step 18

Fe Lin View lavsin Tous Help

Right-click in the Quantity field.

'. a
Purchiie Orden Details Manags Tas Pl e Sictotd

Comate Involes: Distalls - —
* e st roganed Dl [Ccanent] [ mack | stop 2664 [ o |

* Supghier MURPHY SUPPLIES * brveics Numbar |CM_002

T Payel D Invoice Date  16-Oct- 2018
Remit Ta PSWT EUR MURPHY
ddrss. Dbl Dbl nesice Type. [REENER |
Curney 1UR
Suppbe Comments 0
riginal veice Humber

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11




ORACLE
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& e i 04 1
Fe Lin View lavsrin Tous Help

ORACLE' isupplier Portal

z » 2
Puchats Ordis Datalls Manage Tan Rl i Sutoit

Cmaty inveies: Detals A
* Jakeatinn fonsied Dekd @ | mack | l'l‘?F"I_l_lmJ
[ i

* Supgler MURPIY SUPPLIES * rvica Hambar [ 002

i Payil 10
Invoic Date 16-0ct:2018
Ret Ta. PSAT ELI MURFYT nesice Type [Creat Mema ¥
o Currensy 1R
Suppke Cammants 0
gnal vece umiber

A g 2. |
Wi des ool Usbois i Bivikon For Dk Lramiaction.
Adifitiohal

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11

m Lirwa 1,
PO Huniber Una  Ghipment  Them Humbor Tham Dosription Supglier Tom Humber #hip T sicasua l—-m- UM Amaunt
00 Each 2000

Create PSWT Credit Note

Step 19

Enter the Quanity for which you need to
create Ctedit memo.

e.g., "-35".
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Step 20

Click the Next button.

Asdress Dublin Dublin Inwsice Type |Credt Memo ¥
i

Custamr Taw Payar 1D 323000KH
Ciidtomai
Giavernrks Road 11

PO Huniber Una  Ghipment  Them Humbor o Bescription Supglier Tom Humber ShipTa  Avallable Quantity
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USER PRODUCTIVITY KIT

Step 21

3 hies TR ———

Fe Lin View lavsrin Tous Help

Click the Next button.

[ @ @ 0

Purchiish Oty Detals Maniags Tax b el Subemlt

Crmate Involes: Manage Tns
[cancet] [ ave | | mack | e 2 of o [Cisa] [t |
* Supghor MURMIY SUPPLIES * Inveice Numbar  £3_007
T Payel 1D * Iiwviige Dule  16-O4t-2010
* Remit To PSWT EUR MURPHY Irwaice Type Crdfit Mami
Addenss. Dbl Dbl * Cueny. EUR
it To Barik Account Suppiar Commants
Rematance Identifiar Adtachmant Mg

Reersttance Chack Digt

* Cantonne
* Customis Tam Payer 1D 3223000KH
Customar Nama  GHI
Addrews Gaworks Read 11

| Coleulate | ,
T Mate Tax Ameunt Line Status Supplier Tax Code
a 1810 At | % | |
0 it Ui Sl T Description suglar o Hibar S T villable oty Cuintity To Ivolon UOM Uit Price At
s I 1 turwarjo Matorial Netwarks 100 300 Fach Jo0.00 +1,000.00
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T Step 22

Fe Lin View lavsrin Tous Help

ORACLE' isupplier Portal

. . . Review the details and Click
e e e the Submit button to submit the Credit
- - Note.

* Suggher MURMIY SUPPLTES * Iveice Number  £34_002
T Payel 1D * Iiiie Date 16-04t- 0100

* Rem To PSWT EUR MURPHY Irisice Type Crodfit Mamis
s, Dt * Cumeney EUR
it To Barik Account Suppiar Commants
Rematance ldentifiar Attachmant  None
Resrettance Chack Dt

0 Huniber Une  Shigment Tiem Dascription Supgler Them Hurber SipTo  Avallable Bty Quanity To Tnvoln UOM Unit Price Amount
s011s8} 1 Seveagn Matoril Hewerks 100 35,00 fach W00 200000
Charga Type Ameount Description

o rosalts found,

Supplior Tax Code Tax iatn. Tax Amount
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Step 23

Fe Lin View lavsrin Tous Help

Supplier Portal

—— o —— Credti memo CM_002 is now submitted

ot to Accounts Payable team.
Credt mama CM_002 waa submittad B our Accounts Payabla departmant on 16-0ct-2010, Tha far It thi Wi ca queny ibe atatus by using Saarch by navigating to the Homa page.
Ivoice; CM_ D0
| printabin ¥age | [Croatn nother |
e : End of Procedure.
Vi Payer 10 ] - N:mﬂ 18 o
* et Ta PSWT EUR MURPHY lereica Typs  Croadit Momo
Asdress Dubilin Dubdin = ety EUR
Hamit To Rank Account Supnbar Cemments
b Rismittance Idintifior hftachment  Noni
Werriftanca Chack Digit
* Custemner Tax Paryer [0 3021300K4
Customar Name  GHI
Addrews Gasworks Road 11
PO Hisribar e Shigmiesit Tt Dascrlption Supplinr [tom Hutihor Shigi 1o Avadlabile (Hy Quantity 1o livolas UM Uit Price. Aot
S0n1543 1 i} Sarwdtpr Matarial Netwesks 100 1400 fach 300,00 +3,000,00




ORACLE
USER PRODUCTIVITY KIT

Create RCT Credit Note



ORACLE
USER PRODUCTIVITY KIT

M P-i=:|,-.~w;m  onx@

* ey ame:
[re—————

* Fussiind

e
Logm || Eancel

Supplier Portal

3
| @I G B e

CHETIo]

Create RCT Credit Note

This Video shows on how to raise an
RCT Credit Note using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.



ORACLE Create RCT Credit Note

USER PRODUCTIVITY KIT

& it e portal-urt amiedt OA IV pimction s 2+ @ 8| B dogin . Ste p 1

Fle Lde View Favevin Took belp

QRACLE

Click in the User Name field.

2 Y4
L —

Supplier Portal i)
horiay [wee v

-
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Step 2

Fle Lde View Favevin Took belp

Enter Oracle Login credentials (Which

AW - you might have received via email) .

Supplier Portal . ]
“““““ (example: ronan.michael@gmail.com).




ORACLE

USER PRODUCTIVITY KIT

ovvinsds OA_HIMLIM jip M _]

-'..3- —

A ]
Supplier Portal ol
]|

Step 3

Create RCT Credit Note



ORACLE’ Create RCT Credit Note
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& e gplorportsl urtanvinia 04 HIVUR g Timation ids 9+ @ B | B ingin Ste p 4
m M Enter Oracle Password into the
P o ) =) :
et it assword field.
Supplier Portal i
S (e.g.,: welcome?2)
- Aoy [Mes )
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B hitpe g partsl st eninat O HTMA g unction ods 9 = @ B oy W Ste p 5

e [de View favnin Tooh  Help

Click the Login button.

— L o

(i ST}

Supplier Portal 3.l
]
e
ln.lhlhm

[ itpactfswppherpartal walarva s 04 HIMLOA jiplpages s tis sl 3
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USER PRODUCTIVITY KIT

B hitpe fuplhportsl sl enin it OA_HIMLOA i iunia 1 9 = @ B
W Ui Vi faverin Toh b

ORACLE’ isupplier Portal Full Access

Tarma A Coniliinns

il ymers s cf g sl arvicn agrew £ Ehe i purchasn ords tarms an condins ofse which cam b accesvnd harn ‘T A Coneitions’.
 so the accasacy of all inf arrnd inte Bl L roln abgations st oul in The Ervia purchase
oty Erva A/ GHE by adance of pencessing any personal

weddar ‘Toies and condibons' of use in particula

s and co and, 1, the gl
data on thair behlf and to provide & description of that persanal dsta,

Create RCT Credit Note

Step 6

Click on Accept button if you agree for
all terms and Conditions.



ORACLE
USER PRODUCTIVITY KIT

@ hitpe fupphapartsl st eminie 08 T

Fe [dé View Favenies Took el

Supplier Portal

G- Standant Parchase Qroe 901150, 0 for EUR 50.000.09
Gl andard Parchane. Ordn: $041500, © foc KUK 40,000,090

16-0ct- 2018 17,
16-Dat-2018 12:18:

16-0ct-2018 11153:03

O tumber aiption
(LT
GaLisgl
LULIXL
AL
BOALE2Y

[ pultiet |

16-Oct-3018 12:17:30
16-Det-2018 12:18:47
16-0ct- 3018 171
10-0ct-2018 1
16-0ct-2018 11

Create RCT Credit Note

Step 7

Click the Finance link.
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Step 8

& hige. s T4 1A 04
Fe [df Vi brverin Touh Hep

iSupplier Portal

Click the Go button.

Croate lmoice [Weh a P[]

o
e tit the saich I casa insanaitve
Spher MURPHY SUPPLILS Puschase Onder Kumber
bvaice Humbar
Iiwolcs Aemaunt
Invioica ats Frem - ] S |
Iviokca Stafus ﬂ_ ey [
Lo | | o |
" i Tivvolcn Amosint Prirchise Order St Withiraw el tpdate iew Attachments.
N search Corducted,

Conate vice [Wen a PO | Gn |

[hitpactys arvia e DA HTWLA L EORDALF AP POE 0L |
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B hitpe wpplinportal st mvinite O HTMLIOA ppagasfonncd 9 = @ 6

Fe Ui View faverin Toh bl

Crmatn Involes: Puchase Oty

Saarch:

mﬁlplﬂ-';m_l

Hata hatthe aarch s cane innanatan

Advanced Smaech |

Supplier Item Humber  Ordered Recelved Invoiced U0M Unit Price Cure Ship To Organlzation Packing Sllp Waybil Pay Group

| cwncel | sop 1ot 4 | Mot |

Create RCT Credit Note

Step 9

Click in the Purchase Order
Number field.
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USER PRODUCTIVITY KIT

9 g gyt vt ainie OALfTVACA g Tpagia ot 9+ @ © | 8 duppber ot Crst .. [

Fle Lde View Favvin Took belp

Supplier Portal

[omer] stop 1ot | o |

| Crwate Involes: Purchase Ordwis.

Search

Mate that the sagich 1s casm insanaitay Mm|

Pirchiie Céiler Nuriba?
Puschase Order Doty

Orgarization
Advanens and Puating [Tuctudad %]
| oo ] [ con |
Line Shipnient  Advances or Financiey fem Dessription Tiem Humbor Supplier ftom fumber  Ordered Rocelved Invoiced U0 Uit frice Cure Ship To Organlzation Packing Sllp Waybill Pay Group

[
]

Salect PO Humber
N0 sbaih Cindcted.
Concel | stop 1 et 4 | Mot |

Create RCT Credit Note

Step 10

Enter the PO number for which you want
to create Credit Note into the Purchase

Order Number field.

e.g., "'6011580".
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USER PRODUCTIVITY KIT

S Step 11

Click the Go button.

< 0 7]
Piischasi Didars Dtids. Maiag Tax R i Suent

Crmato Involes: Puuchaso Erass — -
E] Bop lof4a | W|

Saarch:

Nt that the saareh 15 cata nnanaitasy Advanced Smaech |

Ongirizalion
Advanens and Fincing [inchuied v

| JE
Salect PO Humber Line Shipient nelrg Supplier Ltem Humber Ordersd fecelved Dnvolced UOM Unit Price. Cure Shig To Organlzation Packing Slip Wayblll Ray Group
N seatih Conducted.

ol | stop 1 et 4 | et

/oL HTWEY y SRR VPSCHRGE, Fa OUCAST SR 150 PO G 8|
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T —g Step 12

W Ui Viw Faverin Toh el

Click the Checkbox.

& 0 7]
Puschisi Oidaes Dty Muanags Tax Rirvire wed Satoint
Crmatn Involes: Puchase Oriars. Sl o
(ommcal] mop 1o+ ]
—_—
Hat that the s arch 1s case inanatn | Advanced Saaech |
Pirchisie Céiler Nuriba? Falmn
Puschase Order Doty [}
(g 1327018
Ongirizalion
Advanens and Fisncing [inchuied v
[0 | | char |
Select temes: | Ak o il |
et A | s bane
Saluct [P0 Number < Ling Shipmont  Advances or Financing e Description Tt Humbor Supplier Ham Bumber  Ordored Roceleed (nvoloed U0M Unlt Pricn (Corr Ship To Organlsation Packing Sikp Waybill Pay Group
[ w T L =] Sewage Materal W 0 ] Exch 200 EUR Netwacks O SUPPLIER

[ Cancel | saop 1 of4 [ Wewt |
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USER PRODUCTIVITY KIT

T —g Step 13

Click the Next button.

& 0 7]
Puschisi Oidaes Dty Muanags Tax Rirvire wed Satoint
Crmatn Involes: Puchase Oriars. Sl o
[omcat] seop 1ot [ ot |
—_—
Hat that the s arch 1s case inanatn | Advanced Saaech |
Pirchisie Céiler Nuriba? Falmn
Puschase Order Doty [}
(g 1327018
Ongirizalion
Advanens and Fisncing [inchuied v
[0 | | char |
Select temes: | Ak o il |
et A | st bane
Salect [P0 Number < Ling Shipmont  Advances or Financing Them Description Tt Humber Supplier Ham Bumber  Ordored Rocelend (nvoloed U0M Unlt Pricn (Corr Ship To Organlsation Packing Sikp Waybill Pay Grup
b Inauisee L =] Sewage Materal W 0 ] Exch 200 EUR Netwacks O SUPPLIER

[ Gancel | sy 1ot 4[]
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T Step 14

Fe Lt View lavsrin Tous Help

Click in the Invoice Number field.

# o
Purchate Oidei Datalls Manag Tax Revlan i Sutend
Craate Involes: Detalls i =
* e st roganed Dl [Ccanent] [ mack | stop 2664 [ o |
* Suggler MURPIY SUPPLIES * veics Momber
T Payel B Invaice Date
Remd To. RECT ELR HURPHY
Adia CITY HALL LA Cork o [l 2]
Curmmecy KM
e Commants B
gl Invece Hmbes

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11

PO Huniber Una  Ghipment  Them Humbor Tham Dosription Supglier Tom Humber ShipTa  Avallable Quantity “Quanitity, Unlt Prion UM Amaunt
00 Each 000
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Ty Step 15

Fe Lt View lavsrin Tous Help

ORACLE' isupplier Portal

Enter the Credit Memo number into

Puichité Orden m:ll Mm:nnn Mu:um . .
g, e the Invoice Number field.
L o e.g., "CM_003".
Syl Commants 0
ongnal bnveice bumer [

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11

PO Huniber Una  Ghipment  Them Humbor Tham Dosription Supglier Tom Humber ShipTa  Avallable Quantity “Quantity Unlt Prion UM Amaunt
00 Each 000
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[di View Faverin  Took

™ — Step 16

Click the Invoice Type list.

Wi des ool Usbois i Bivikon For Dk Lramiaction.
Adddithal

Custamr Taw Payar 1D 323000KH
Ciidtomai
Giavernrks Road 11

PO Huniber Una  Ghipment  Them Humbor o Bescription Supglier Tom Humber ShipTa  Avallable Quantity

A




ORACLE Create RCT Credit Note

USER PRODUCTIVITY KIT

Step 17

Select Credit Memo from the Invoice

z 2
Puichite Orden Diatalls. Mariage T Wb ] Sidmt

it Type List

MURPHY
s CITY HALL LANE Cork

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11

PO Huniber Una  Ghipment  Them Humbor Tham Dosription Supglier Tom Humber ShipTa  Avallable Quantity “Quanitity, Unlt Prion UM Amaunt
00 Each 000
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T Step 18

Fe Ldé View favenies Tok

Right-click in the Quantity field.

° 7 e
Purchiie Orden Details Manags Tas Pl e Sictotd

Comate Involes: Distalls - —
* e st roganed Dl [Ccanent] [ mack | stop 2664 [ o |

* Supghier MURPHY SUPPLIES * brveics Nombar (M _00)

T Payel D Invoice Date  16-Oct- 2018
Remit Ta RCT EUR MURPHY
Addmey CITY MALL LANE Cork Inivtice Type m“
Currenty (LR
Suppbe Comments 0
gnal vece umiber

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11
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& e i 04 1
Fe Lin View lavsrin Tous Help

ORACLE' isupplier Portal

’ : 9
Puichite Orden Diatalls. Mariage T Wb ] Sidmt

Crmst Involes Dotalln NP
* Jakeatinn fonsied Dekd @ | mack | l'F?F"I_mJ
| Supgilar Amkon:

* Spglor MURMIY SUPPLIES * nveicn Numbar [0

i Payi 10
Invoice Dabe  16-Oct-2018
Ramit Ta RCT EUR MURPHY
MI: CITY MALL LANE Cork Irivice Type | Credt Mamo ¥
Curney U
aprn Comments 0
rignal imveice Humber

A g 2. |
Wi des ool Usbois i Bivikon For Dk Lramiaction.
Adifitiohal

Customer Tax Payer 1D 3323000004
Cuamai Namé GHI
Addrest Gasworks Road 11

Step 19

Create RCT Credit Note

Enter the Quanity for which you need to
create Ctedit memo.

e.g., "-40".
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- - Step 20

Fe Lt View lavsrin Tous Help

Click the Next button.

Custamr Taw Payar 1D 323000KH
Ciidtomai
Giavernrks Road 11

PO Huniber Una  Ghipment  Them Humbor o Bescription Supglier Tom Humber ShipTa  Avallable Quantity
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Step 21

3 hies TR ———

Fe Lin View lavsrin Tous Help

Click the Next button.

[ 2 - g
Puschins Ovtdars Detads Maniags Tax Rivbirws il Subemit
Caste nvoies: Manage Tox o
[cancer] [ ove | [ mack | e 2 of o [ [t |
MURPHY SUPPLTES
T Payel 1D * Imviics Date  16-041- 2010
Rt To RCT EUR MURPHY Irwaice Type Crdfit Mami
Addrwsy CITY HALL LANE Cork = Curmency EUR
it To Barik Account Suppiler
Identifiar Attachment  Nong
Faesruttance Chack Dt
st
* Customer Tax Payar 1D 332300064
amMr
Giavwurks Road 11
| Coleulate | ,
Tax Hato Tax Amount Line Status Supplier Tax Code
B A aam | a I
0 Hiimiber e Shigment ein Description Sl Tom Mumber i To Avallabla Oty uintity T Invoicn UOM Uit Price. Aot
Ltk ) ] 1 tiwarja Matorial Netwarks Ly “40.00 Fach Jo0.00 4,000.00
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e it DAHIML /O
Fe Lin View lavsrin Tous Help

o @

Puichase Onlars Dl Manage Tax Rosbew wid Subimlt

Crmate imvoles: Rviow and Submit =
[eomon] [ave] [om] op ot [ocmpi]
* Supglor MURPIY SUPPLIES * Inveica Mumbir - €44_001
T Payel B * I Dale 16-Get- 2010
* Remit Ta RCT EUR MURPHY Irisice Type Credit Mama
Addrwss CITY MALL LANE Cark ® Curensy EUR
it To Barik Account Suppiar Commants
Remtancs [dentlar Atachmant Hana
Remittance Chack Digit
* Customer Tan Payar 1D
Customar Hame GHI
Address Gasworks Anad 11

0 Humiber Lna  Shipment Ten Doscription Supglier tem Humber Ship To Availabile ity Quantity To Involce oM Unit Prices Amomt
w0115 i ewage Materil Netwerks 150 40,00 fach 200,00 0,000.00
Chargs Type At Dscription
o ressits found,
Sapplior Tax Code i ato. Tax Amount
W rossits foand,

Create RCT Credit Note

Step 22

Review the details and Click
the Submit button to submit the Credit
Note.
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Step 23

Fe Lin View lavsrin Tous Help

Supplier Portal

—— o —— Credti memo CM_003 is now submitted

ot to Accounts Payable team.
Credit mama CM_000 waa submittad B our Accounts Payabla departmant on 16-0ct-2010, Tha far It thi Wi ca queny ibe atatus by using Saarch by navigating to the Homa page.
nvoice: CM_00)
| printabin ¥age | [Croatn nother |
e : End of Procedure.
Vi Payer 10 Y - ":.“ﬂ 18 o
* et Ta HCT EUR MURPHY lereica Typs  Croadit Momo
Asdass CITY MALL LANE Cork = Cumenty  EUR
Hamit To Rank Account Supnbar Cemments
b Rismittance Idintifior hftachment  Noni
Werriftanca Chack Digit
* Custemner Tax Paryer [0 3021300K4
Customar Name  GHI
Addrews Gasworks Road 11
PO Histiibar e Shigmiesit Tt Dascrlption Supplinr [tom Hutihor Shigi 1o Avadlabile (Hy Quantity 1o livoles UM Uit Price. Aot
don158a 1 i} Sarwdtpr Matarial Netwesks 150 40,00 Lach 300,00 1,000,060
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Create Credit Note for EU Supplier



ORACLE Create Credit Note for EU Supplier
USER PRODUCTIVITY KIT

B0 |
A*a

I A This Video shows on how to raise an
- Credit Note for EU Supplier.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
“TET5] T email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 1

Fie B0 View Faveres Tooh  Help

ORACLE’

Click the User Name Field

- 5 # g are —
7 o e ——
e

Supplier Portal

k.

St 4 Linguage:
English
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S| 5 bitp s icpplorportal- st arel b O TR g fosmion i 0 = 0 8 || @8 vagen
Fie Ein View Favertes Tooh Helg

ORACLE'
[t 9
> S o
"N e f‘"""‘:"—l
Supplier Portal S| o
L —
e
et 4 Linguage:
English

CIEL o

Create Credit Note for EU Supplier

Step 2

Enter Oracle Login credentials (Which
you might have received via email) .

(e.g.,:;"john.smith@gmail.com™.).
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Step 3

Fie B0 View Faveres Tooh  Help

ORACLE’

Click in the Password field.

e S

' S m—
=1
Supplier Portal e
S
L )
o
St 4 Linguage:
English
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Create Credit Note for EU Supplier

Step 4
Vi 2 e Enter Oracle Password into the
e i it | Password field
Supplier Portal -
upplier Porta = (e.g.,: welcome3)

St 4 Linguage:
English
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Step 5

Click the Login button.

Supplier Portal e S
L T —
P

[WapFpgimgor & HTRALI O [T page esacel appuind o meioad a8 1o 11 S0 B, (0.




ORACLE Create Credit Note for EU Supplier

USER PRODUCTIVITY KIT

Step 6

L it mplonport ol el O TIAL O o 1P 0 o 8 || s Mt oot
Fie Eit View Favertes Tooh Help

ORACLE" isupplier Portal Full Accass

Torna And Conditons

\sevs v of the (Supplar senace agree (0 tha Ervd purchass order terms nd cnditons of s which Can be arcesied hare
espun pher.Livers should nois ha data protection ublgations set o

| Click on Accept button if you agree for
e e 4 e e B e e BB et all terms and Conditions.

vha, the nbigaton
data on the beall and to prowide a descrghion of that personal data,

= v
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Create Credit Note for EU Supplier

USER PRODUCTIVITY KIT

T R ) T L Ste p 7
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Step 9
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Click in the Purchase Order
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Create Credit Note for EU Supplier

Step 10

Enter the PO number for which you want
to create Credit Note into the Purchase
Order Number field.

e.g., "'6011580".
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Step 11

Click the Go button.
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Step 13
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CAGREEATIE Click the Next button.

< 3
Manage Tax R and Sl

Cimaty lnvoice) Prchass Orey
(nci] sop 104 ot |

Mbvaniad st |

it UNAE D S0AIE1E 16 L6 e
Purchase Order Number |60 11564

Purchase Order Date
[ 652 318)
Organizabion Q
Advances and inandng |Excuded V|
[180] (]
solect Iom: | Add to Tnveice |
telect Al | Selthoss
seloct PO Numbar < Line Shipment  Advances of Financiag Supplier Ordered Recelved Tnvoicod UOM Unit Price Cure Shp To Organization Packing Slip Waybill Pay Group
(G b a Canstution Matarid 0o 00 Each 11707684 GIP Netwotts GN1 SR

[ Cancal | sm.qu




ORACLE
USER PRODUCTIVITY KIT

EU @ it omtonportoh e dn DA HTIU O oo s 8 = 8| 8 gt povts Cossti s, = [0

@ F
Purchais Ordern [

Manags Tox

Creata bnvoice Challs
o (G (o o
1.8
DOUGLAS GA CLUB * i Humber
T n
RaraTe siFY cae e Ik Dan 065
Adde Londan Bridge Londen Trvdice Typa [Ivesica [V
Curency GRR
Supp Comments s
Original Invoice Mumber
AT o .|
for this
Acditions] dockmets
o
Custoriai T Paye 10 1320308KH
Cuntaes Harve GHI
Adiress Gamwearks Road IE
0 b v Shipmnt o fumbee T Desciption— Supplie o Musnber S8 To. vaable Quandlty “Quanily  Unl fricn UOM Arount ot ass st of Trasaction
w11 «Canstnaction Material Metseerks 11207864 Gath 4

Create Credit Note for EU Supplier

Step 14

Click in the Invoice Number field.
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Create Credit Note for EU Supplier

Step 15

Enter the Credit Memo number into
the Invoice Number field.

e.g., "CM_003".
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Create Credit Note for EU Supplier

Step 17

Click the Credit Memo from the list
item.
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Create Credit Note for EU Supplier

Step 18

Click in the Quantity field.
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Create Credit Note for EU Supplier

Step 20

When creating a Non Ireland Invoice
below are fields are Mandatory .

Commodity Code
Country of Despatch
Country of Origin
Mode of Transport
Terms of Delivery
Net Weight

Click the Search: Commodity
Code button to select the Commodiy
code.



ORACLE' Create Credit Note for EU Supplier

USER PRODUCTIVITY KIT

Step 21

Tafind your fam, saloct o fitar

Click the Go button.

st vy [commasey Cose ¥ =J s Tas [——r——
e
N i Canin) | | ek | Ste 1604 | Wit |

* e Hombar |04 i

[concaq] [pobet] il D 15002011
e Type [crect mema %)

ey G
Seppber Eammeity
ioial v s |

Ml e A, |
e s et Wl an v for this transactlon,
" . ‘dtitlonal tocurmenty meamp sellvory doots ars permitisd,
|

wun -
Custaniey Tan Payes 10 T32T308KH
Cadlse are AL
Acdrans Chniwearios sl 1

EIs

PO Musbes L Shiprment Thom funiser Do Description  Suppller Hew fumbes  Ship To Availsbln Quantity “Guumilty Uit Price U0M Amoui v [ Hature of Transacilon
S5 1 i Civmiiicad Mabisilal Netwoika ‘ 100 (Ir0764 Fach -13707 86 4 [ - |

o
ntrasta Fiekds for EU mupler

* Couniry of Bugah il

* Country uf Srgin [Uned Kingaom 15 ¥




ORACLE' Create Credit Note for EU Supplier

USER PRODUCTIVITY KIT

Step 22

1 g™ B e Hama. Loguat

o find your fam, saloct 4 fiter
search by [Commaaty Code V] [ L]

Click the Quick Select button.
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Create Credit Note for EU Supplier

Step 24

Enter the Net Mass value into the field.

e.g.,1.52
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Create Credit Note for EU Supplier

Step 25

Click in the Nature of Transaction field.
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Create Credit Note for EU Supplier

Step 30

Click the Ireland-IE list item.
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ORACLE" isupplier Portal
- - .. Click the Next button.
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Create Credit Note for EU Supplier

Step 35

Review all the details and Click
the Submit button for submitting Credit
Note .
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vl CM 005
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r Y
Purthasa Ordess Uretals Manags Tax

Crait memi CM_DS was submittid b our Aceourls Fayable departimant on 18-001-20110. Th canfirmatien number s this credit mima i the invoca b, Yi can quaiy it stiha by using Search by fivigatiog 1 the Hors jage.
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Create Credit Note for EU Supplier

Step 36

Credit Note CM_005 is now submitted to
Account Payable department.

End of Procedure.
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View Payments

This Video shows on how to view the
Payments.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name field.
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Step 2

Fle Lde View Favevin Took belp

Enter Oracle Login credentials (Which

AW - you might have received via email) .

Supplier Portal n . : n
----- (e.g.,:;"ronan.michael@gmail.com".).
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Step 3

View Payments

mﬁ = Click in the Password field.
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' - Enter Oracle Password into the
ﬂ a1k et o Password field.
Supplier Portal ot
e (example: welcome?).
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Click the Login button.
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ORACLE’ isupplier Portal Full Access
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Ui sty e ccuiacy of intarnd inte Euppar Ly e atibigabiona val out in e Erels puichise
‘woer "Tatern and conditions' of use and, in partioa obly Ervia/ W) GHE by advance ol pracessing any personal

and, 1, the gl
data on thair behlf and to provide & description of that persanal dsta,

View Payments

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Step 7

Click the Finance link.

View Payments
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Step 8

5 it gl ol untaninin DA HTVLOA jplpagis el 2 = @ B | B dupphes Portak Erata inve..
Fe [t View Faveries Took  belp

ORACLE' isupplier Portal

R, Click the View Payments link.
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View Payments

Step 9

Here i would like to search Payment with
Invoice Number.

You can search payment with other
feilds also (Like PO Number, Payment
Dates etc)

Click in the Invoice Number field.
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ORACLE' isupplier Portal

Enter the desired information into

| the Invoice Number field.
N — - . e Enter "TESTOO01".
Invaace Numbar Paymont dmaest From | ™|
! e | 17 Piftan Cuts i \l-mhh)»h\l.\] E 1
i
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o vearch conducted.
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Step 11

Click the Go button.
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Step 12

Click the TESTO01 link.

View Payments
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Step 13
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ORACLE' isupplier Portal

o Here you can view the payment status
" L] under Payment Information,
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View Invoice Status

This Video shows on how to View
invoice status.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click on User Name Field.
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Supplier Portal i)
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Step 2

[

Enter Oracle User Name (Which you
might have received via email) .

(example: ronan.michael@gmail.com).
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Click in the Password field.

Supplier Portal
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| o Enter Oracle Password into the
{} a1k et | Password field.
Supplier Portal i o)
—— (e.g.,welcome2).
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Click the Login button.
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ORACLE’ isupplier Portal Full Access

Tarma A Coniliinns

il ymaen e cf Ehn tupplber mervice agres 10 thw ia pearchass orde tarm. and candilons of e whech can be accessed hars ‘T And Condtins’-
Ui sty e ccuiacy of intarnd inte Euppar Ly e atibigabiona val out in e Erels puichise
‘woer "Tatern and conditions' of use and, in partioa obly Ervia/ W) GHE by advance ol pracessing any personal

and, 1, the gl
data on thair behlf and to provide & description of that persanal dsta,

View Invoice Status

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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View Invoice Status

Step 7

Click the Finance link.
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R ITEI  isupplier Portal

Click the View Invoices link.
Creatn imoice [ a0 ] [Ga |

Nt that the search Is casa insanaitv
Sl

HURPHY SUPPLITS Puschase Onder Kumber
bvaice Humbar
Inwolcs Amaunt
Tvioica ats Frem . ‘m M |
Iviokca Stafus - Curraney
Lo | | o |
ey Tivvolcn Amosint Prirchise Order Status Withiraw el tpdate iew Attachments.
N search torducted,

Conate vice [Wen a PO | Gn |




ORACLE
USER PRODUCTIVITY KIT

B hitpe fupplhapartsl st eminie 08 HILA
e Lt Ve Froin Tooh Help
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View Invoice Status

Step 9

Click in the Invoice Number field.
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View Invoice Status

Step 10

Enter the Invoice Number into
the Invoice Number field.
e.g.,"TESTO01".
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Step 11

Click the Go button.
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View Invoice Status

Step 12

Here you see the Invoice status and
Payment status.

Different type of Invoice Status:

Approved (It means, Invoice is
approved and ready for payment)
In-Process (It means, Invoice is not yet
approved)

Cancelled (it means, Invoice is
cancelled)

Different type of Payment Status:

Not Paid( Invoice is not yet paid)
Paid( Invoice is paid)

Click the TESTO001 link to view more
information.
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BTN  isupplier Portal

End of Procedure.

Stanctay vk 11 $T007 {1l EUR 100,404,600,00)

Curraney nELR E
Fad 0.00
Involcn Date 08-0ct-2018 Tiam 154,800,000.00 Dlscount Thion 8,00
e oo Froght .00 Due 190,404,000.00
On Hold Micakinaois 0,00 | Nk Pald
Ik Tar 35 604 000,00 Tyt
Amachnorts Mona Prepaymail 0.0 s
Supgher MURPHY SUPPLIES Metainsge 0.00 Torm _ rmadiote
Suppber Ste SUPP EUR BUREITY Wiltholdog Tax 0,08
A CITY HALL LANL Tetal 190,404,000.80
'
U< [Typs  Dsseription Qy oM Pricn Tax inchued Aaound Wotalnage Statis PO Humbar 3t PO Shipment Ty
1 Bem  Sewage Materal 119000 Eath L2000 154,50,000,00 ne0dgpioved  BLLEY 1 1 Fagetabl, A
2 Tas  IEVAT-IEVAT 35,604,000 000 dqpraved

Bt b0 FIACE: VIR IS |




ORACLE
USER PRODUCTIVITY KIT

Create Standard Invoice



ORACLE

USER PRODUCTIVITY KIT

b
[EaEge - wHo s .,

4
CRIET 8]

Create Standard Invoice

This Video shows on how to raise an
standard invoice using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click on User Name Field.
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Step 2

Fie [de View Faveein Took belp

Enter Oracle User Name (Which you

1 = might have received via email) .
Supplier Portal s . .
il (example: ronan.michael@gmail.com).
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Click in the Password field.

Supplier Portal
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Supplier Portal
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Click the Login button.
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ORACLE’ isupplier Portal Full Access
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Create Standard Invoice

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Create Standard Invoice

Step 7

Click the Finance link.
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Create Standard Invoice

Step 8

Create Invoice With a PO.

Click the Go button.
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, Step 9

Click in the Purchase Order
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Step 10
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Enter the PO number into the Purchase
Order Number field. "6011573".
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Step 11
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Click the Go button.
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Step 12
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Step 13

Click the Next button.
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Click in the Invoice Number field.
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Create Standard Invoice

Step 15

Enter the Invoice number into
the Invoice Number field.
"Test001".

Key in Quantity for which you want to
create an Invoice.

In this video | am invoicing full quantity.
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Step 16

Create Standard Invoice

Click the Next button.
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Create Standard Invoice

Step 17

Review all the details.

Click the Submit button and the invoice
will be submitted to Accounts Payble
team.
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Create Standard Invoice

e ) [p— Step 18
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Create Invoice for EU Supplier
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Create Invoice for EU Supplier

This Video shows on how to raise an
standard invoice for EU Supplier using
PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 2

Fie [de View Favevin Took belp

QRACLE

Enter Oracle User Name (Which you
might have received via email) .

Supplier Portal i i [
PR Onal (example: john.smith@gmail.com).
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Step 3
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mm.u Click in the Password field.
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Step 4
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QRACLE
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Supplier Portal
S (e.g.,welcome3).
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Step 5
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Create Invoice for EU Supplier

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Step 8

Click the Go button.

Create Ivice [ 3 PO
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Create Invoice for EU Supplier

Step 9

Click in the Purchase Order
Number field.
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Step 10

B it gl ol unt a4 HTVLIA jlpagis el 9 = i B | B dupphes Portak Erata inve..
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Enter the PO number into the Purchase
Order Number field.
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Step 11
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ORACLE' isupplier Portal

Click the Go button.
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Create Invoice for EU Supplier
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e —g Step 12

Select the Check Box.
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Create Invoice for EU Supplier

Step 13

Click the Next button.



ORACLE
USER PRODUCTIVITY KIT

Fe [dé View Favenies Tok el

ORACLE' isupplier Portal
=

2 a
Puchiite Orden Diatalls. Manage Tax Wb ] Sidmt

o v Dl . —

* e st roganed Dl [Ccanent] [ mack | stop 2664 [ ot |
* Supgller DOVGLAS GA CLUN * bveica Mambar
T Payel 1D Inwvaice Dabe.

Remt To 5P GHP DOUGLA |
Cuneey o
uppbay Comments
orignal inveice Munber
i

Wi des ool Usbois i Bivikon for Uk Lramisaction.
Adddithal

Customer Tax Payer 1D 3323000004
Cugtormai Nami GHI
Giavernrks Road 11

0 Humber ine Shigment e Supplior HhipTa Quantlty Uit Price UOM Amount ¥ Mok Mass Unlts Hature of Transaction
w1 Consiruction Matsrial Hatworka 500 [ %0 e gk smsmnze | a [ 4
Intrastat Flekds for EU supplier

= Country of Dusgateh I "]

= Country of Qeigin |uneed Kingdom CB v
vl

Step 14

Create Invoice for EU Supplier

Click in the Invoice Number field.
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Step 15

Create Invoice for EU Supplier

Enter Invoice Number into the Invoice
Number field. Enter

e.g., "INV_006".
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Step 16

T 1| CITererra——

When creating a Non Ireland Invoice

o
Mariegs Tax

e e below are fields are Mandatory .
‘ o e :

i e [ Commodity Code

e | Country of Despatch
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| b
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Click the Search: Commodity Code
button to select the Commodiy code.
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Create Invoice for EU Supplier

Step 17

Click the Go button.
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Create Invoice for EU Supplier

Step 18

In this video we are selecting commodity
code as '01012100

Click the Quick Select button.
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Step 19

Create Invoice for EU Supplier

Click in the Net Mass field.
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Step 20

Create Invoice for EU Supplier

Enter the Net Mass value into the field.

e.g.,1.2
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Step 21

Create Invoice for EU Supplier

Click in the Nature of Transaction field.
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Create Invoice for EU Supplier

Step 22

Enter the Nature of Transaction into
the field.

e.g., "INTERNAL".
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Step 23
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Create Invoice for EU Supplier

Step 24

Select Mode of Transport from List of
Value.

for exampe here i am selecting Air
transport from list item.
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Step 25

Create Invoice for EU Supplier

Click the Country of Dispatch list.
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Create Invoice for EU Supplier

Step 26

Select the Country of Dispatch

e.g., Ireland-IE.
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T Step 27

P Ldé View Favenies Tok Help

Click the Delivery Terms list.
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Create Invoice for EU Supplier

Step 28

Click the Delivery terms from list item
which suits you.

In this video i am selecting ' CFR-cost
and freight'



ORACLE
USER PRODUCTIVITY KIT

3 hias FTR———

P Ldé View Favenies Tok Help

iSupplier Portal

Croste Imvolce: tils — S
Tt oguired feld E [ M‘[J!ww'E
. DOUGLAS GA CLUN * v Wamtar [ 00
eV Invuca Date 15-0ct3018
Red To. SUPP GHP DOUGLA et [rne ]
! Gy e
gl Comments i
riginal veice Humber

Wi des ool Usbois i Bivikon for Uk Lramisaction.
Adddithal

Hani GHI
M 1
0 Humber ine Shigment Supplior HhipTa Quantlty Uit Price UOM Amount ¥ Mol Mass Unlts ature of Transaction
s 1 1 Constroction Material Matworks 500 [ 500 |37A7A Each pASIRI2 DiBIZIG0 | R ik st a INTEAAL
Intrastat Flekds for EU supplier
= Country of gy [uneed pingacen 6B v = Coantry o Disgatch [irbans 1 ¥ |
* bode o Transport [ ranspart v * Belvery Tarma ¥

Step 29

Create Invoice for EU Supplier

Click the Next button.
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Create Invoice for EU Supplier

Step 30

Click the Next button.
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Create Invoice for EU Supplier

Step 31

Review the invoice details and Click
the Submit button to submit the invoice.
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Step 32
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ORACLE' isupplier Portal

Invoice INV_006 is now submitted to
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Create PSWT Invoice
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Create PSWT Invoice

This Video shows on how to raise an
PSWT invoice using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name field.

2 Y4
L —

Supplier Portal i)
horiay [wee v

-




ORACLE Create PSWT Invoice
USER PRODUCTIVITY KIT

Step 2

Fle Lde View Favevin Took belp

Enter Oracle User Name (Which you

AW - might have received via email) .

Supplier Portal . ]
“““““ (example: ronan.michael@gmail.com).
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Create PSWT Invoice

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Create PSWT Invoice

Step 7

Click the Finance link.
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Click the Go button.
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Create PSWT Invoice

Step 9

Click in the Purchase Order
Number field.
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Click the Go button.
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Step 12
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Select the Check Box.
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Step 13
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Click the Next button.
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T Step 14
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Click in the Invoice Number field.
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Create PSWT Invoice

Step 15

Enter the Invoice number into
the Invoice Number field.
"INV_007".

Key in Quantity for which you want to
create an Invoice.

In this video | am invoicing for 100
guantity.
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Click in the Quantity field.
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Step 17

Create PSWT Invoice

Enter the quantity you would like to

invoice.

e.g., 100
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Click the Next button.
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Step 19

Create PSWT Invoice
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Create PSWT Invoice

Step 20

Review all the details and Click
the Submit button to submit the Invoice.
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Invoice INV_007 is now submitted to
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S0n1543 i 1 Swag Maiend Netwerks 200 100,00 Lach 300,00 20,000,060




ORACLE
USER PRODUCTIVITY KIT

Create RCT Invoice



ORACLE

USER PRODUCTIVITY KIT

b
[Ea@ge - mno s o

CHETIIo]

Create RCT Invoice

This Video shows on how to raise an
RCT invoice using PO.

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name field.
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Step 2
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QRACLE

Enter Oracle User Name (Which you

P S :*—*—-E might have received via email) .
Supplier Portal s . .
i (e.g., ronan.michael@gmail.com).
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Step 3

Create RCT Invoice

mﬁ = Click in the Password field.

-'..3- —

A ]
Supplier Portal ol
]|
e
A Langage:




ORACLE Create RCT Invoice

USER PRODUCTIVITY KIT

& e gplorportsl urtanvinia 04 HIVUR g Timation ids 9+ @ B | B ingin Ste p 4
m M Enter Oracle Password into the
EP > :‘ﬁfiﬂ; Password field.
Supplier Portal o )
S — (e.g.,welcome?2).
o Mooy (e v




ORACLE Create RCT Invoice
USER PRODUCTIVITY KIT

B hitpe g partsl st eninat O HTMA g unction ods 9 = @ B oy W Ste p 5

e [de View favnin Tooh  Help

Click the Login button.
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Create RCT Invoice

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Create RCT Invoice

Step 7

Click the Finance link.
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Step 8
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Click the Go button.
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Create RCT Invoice

Step 9

Click in the Purchase Order
Number field.
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Create RCT Invoice

Step 10

Enter the PO number into the Purchase
Order Number field for which you
wanted to create a invoice.

e.g., "'6011580".
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Click the Go button.
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Step 12
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Select the Checkbox.
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Step 13
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Click the Next button.
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Step 14

Click in the Invoice Number field.
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Create RCT Invoice

Step 15

Enter the Invoice number into
the Invoice Number field.
"INV_008".

Key in Quantity for which you want to
create an Invoice.

In this video | am invoicing for 50
guantity.
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Click in the Quantity field.
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Enter the Quantity to be invoiced
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Click the Next button.
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Step 19

Click the Next button
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Create RCT Invoice
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oo resdts found,
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Create RCT Invoice

Step 20

Review all the details and Click
the Submit button to submit the Invoice
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Step 21

Create RCT Invoice

Invoice INV_008 is now submitted to
Account Payable department.

End of Procedure.
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Create Invoice more than Ordered Amount

This Video shows on how to raise an
standard invoice for more than ordered
on PO

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Click in the User Name field.
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Step 2
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QRACLE

Enter Oracle User Name (Which you
might have received via email) .

Supplier Portal . !
mmmmm (e.g., ronan.michael@gmail.com).
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Click in the Password field.
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Step 4

[

Enter Oracle Password into the
Password field.

(e.g.,welcome?2).
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Create Invoice more than Ordered Amount

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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Step 8

Click the Go button.
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Enter the PO number into the Purchase
Order Number field for which you
wanted to create a invoice.
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Click the Go button.
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Step 12

Click the Checkbox.

Pifehsa Didies Detals
Crmatn Involes: Puchase Oriars.

mﬁlplﬂ-';m_l

ey

ittt the waich is cans inanatn | Adanced smarch |
Puirchiig Oeder Nuribaf (01157
Puschase Order Doty [}

(vl 14-Ork-T0 1)
Ongirizalion
Advanens and Fisncing [inchuied v
Go | | clear |

Sedect temes: | Ak o il |
et | | ekt e

tumbor < Uing Shipmont  Advances or Financing  tem Dascription  1tem fumber Supplier om Humber  Orderod Rocolved [nvolosd BOM Uit Prics Curr Shlp To Organlsation  Packing silp Wayblil Pay Group
0 o L o Sewage Materal W 0 0 Exch 200 EUR. Metwarks GAI SUFLIER

[ Cancel | saop 1 of4 [ Wewt |




ORACLE Create Invoice more than Ordered Amount

USER PRODUCTIVITY KIT

Step 13

Click the Next button.
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Create Invoice more than Ordered Amount

Step 14

Click in the Invoice Number field.
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Create Invoice more than Ordered Amount

Step 15

Enter the Invoice number into
the Invoice Number field.
"INV_0010".

Key in Quantity for which you want to
create an Invoice.

In this video | am invoicing for
201quantity (Which is more than
Ordered Amount).
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T Step 16

Fe Lt View lavsrin Tous Help

Click in the Quantity field.
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T Step 17

Fe Lt View lavsrin Tous Help

Press [Backspace].
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Create Invoice more than Ordered Amount

Step 18

Enter the Quantity to be invoiced
e.g., "201".
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T Step 19

Fe Lt View lavsrin Tous Help

Click the Next button.
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Create Invoice more than Ordered Amount

Step 20

It throws an error saying that "You can
not increase the Quantity to Invoice
amount above the available ordered
quantity".

So, you cannot create a invoice for more
the ordered amount.

End of Procedure.
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€ |5 s e O 9+ 80| Blegn :.:-f:-:;'
ORACLE’
| T2 Ve This Video shows on how to raise an
e invoice for more than receipted amount
‘ —— on PO.
Supplier Portal
*WM B You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate to application.

CHEIE] [Gi00 B0 ake In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 1

Click in the User Name field.

Supplier Portal
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Step 2

B [df View Favories Tooh el

ORACLE

Enter Oracle User Name (Which you
might have received via email) .

Supplier Portal . ]
“““““ (example: ronan.michael@gmail.com).
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Step 3

Fle [de View Favevin Took belp

Click in the Password field.

Supplier Portal

e
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USER PRODUCTIVITY KIT

Step 4

Enter Oracle Password into the
Password field.

(e.g.,welcome?2).
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Step 5

Fe

Click the Login button.

-,-)_ e o it

b o
(g 1] .
Supplier Portal ) o
Aoy (e ~]
-
lnulhlhw

[ it swppherpartal-wrl areia s A HTWLG jip Tpags /stachalapis s Aogri maba B coul 3




ORACLE Create Invoice for more than receipted amount
USER PRODUCTIVITY KIT

Step 6

e o I
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T — Click the Finance link.
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Click the Go button.
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Step 9

Click in the Purchase Order
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T Number field.
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— Step 10

Enter the PO number into the Purchase
o o+ ] Order Number field. "6011579".

Crwate Involes: Purchase Ordwis.
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Step 11

Click the Go button.

Crmatn Involes: Puchase Oriars.
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S s Step 12

Click the Checkbox.
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S s Step 13

Click the Next button.
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Step 14
- - — Click in the Invoice Number field.
e = ]
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Step 15

Enter the Invoice number into

» O
| Puichite Orden Diatalls. Manage Tax Rvbinr v St

S e the Invoice Number field.
- S R "INV_0011".
e ——— | Key in Quantity for which you want to
mmm— create an Invoice.
— i o o In this video | am trying invoice 100
E;:;:,*' A N R guantity whereas the receipt was

= created for 50.
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Step 16
: : — Enter the quantity you would like to
e, = i Involice.
- S E——— e.g., "100".
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Step 17

Click the Next button.
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Step 18

Optional to change defaults to PO tax

9
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Create Invoice for more than receipted amount

Step 19

Click the Go button.
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Step 20
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Step 21
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Step 22
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Click the Recalculate Total button and
verify Whether the new tax amount is
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Step 24

, . Review the details and Click
R s T S the Submit button to submit the invoice.
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Step 25

Invoice INV_0011 is now Submitted for

o @
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Create Invoice with more than One PO with Different sites

This Video shows on how to raise an
standard invoice With multiple PO's with
different sites

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 1

Click in the User Name field.
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Step 2

Enter Oracle User Name (Which you
might have received via email) .

(e.g., ronan.michael@gmail.com).

EEE
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Step 3

ORACLE

Click in the Password field.
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Supplier Portal o | cance |
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Step 4

Enter Oracle Password into the
Password field.

(e.g.,welcome?2).




ORACLE’ Create Invoice with more than One PO with Different sites

USER PRODUCTIVITY KIT

Step 5

Click the Login button.
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Step 6
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Click the Finance link.
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Step 8
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Click the Go button.
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s ; Click in the Purchase Order

e e Number field.
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i~ - " — Enter the PO number into the Purchase
e Order Number field for which you

e — wanted to create a invoice.
" omowon 3
PO o e.g., "6011583".
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Step 11
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Step 12

Click the Checkbox option.
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Step 13
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Now will add one more Purchase order
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Press [Backspace].
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Step 16
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Press [Backspace].
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Click the Go button.
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Click the Checkbox option.
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Step 20

Click the Add to Invoice button.
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) Supphar bortsk Crasamin..

fecedps | Finance | Admin
Create Involces. | View Invoies | View P -
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Create Invoice with more than One PO with Different sites

Step 21

It throws an error. Because here we are
trying to create Invoice of different
Purchase Order sites.

We cannot create Invoice for below
combination.

RCT PO + PSWT PO
RCT PO + Standard P
Select PSWT PO + Standard PO.

Note: Invoice for multiple PO's only
be created when PO's belongs to
Same Sites.

End of Procedure.
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==
a-""""' e T o nowo

Fle dt Siew Fevwiien Toch Hilp

: This Video shows on how to raise an

e standard invoice With multiple PO's with
e same sites

Supplier Portal

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

'fi,],,a HEl e T— In case if you haven't received any
email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials.
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Step 1

Click in the User Name field.
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Step 2

Enter Oracle User Name (Which you
might have received via email) .

(e.g., ronan.michael@gmail.com).

EEE
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Step 3

ORACLE

Click in the Password field.

[mhaoignat o3
' -
P2 —
Supplier Portal o | cance |
D ~|
-
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Step 4

Enter Oracle Password into the
Password field.

(e.g.,welcome?2).
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Step 5
M < Click the Login button.
-“ * s e 1 michaeii g com |
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Step 11

; Click the Go button.
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Step 12

; ; Click the Checkbox option.
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Step 13

Click the Add to Invoice button.
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Now will add one more Purchase order

e to the same Invoice.

i iy i e i b e | . .
e Click in the Purchase Order
oo T "J Number field.
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ORACLE" isupplier Fortal

Press [Backspace].
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[ Fle ldt View Pooiin Tosh Help

ORACLE" isupplier Fortal

Enter the another PO into the Purchase

Puichias Oiilass. ul:m llw:a Tax Mﬁl;ﬂm .
Comata inwoica: Purchasa Ordors
S Order Number field.
| Saarch
ity that tha sasrch s cams mamnitig  Mibvanced Saarch | . A
frodiiond oo i would like to add 6011572
Organtzation m:‘m: q
Adyancan s Feancing | 8911370 J J
0 | | Cloar
: n n
T Enter "6011572".
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R 1l a Swage datwal w W W0 Each 20 EUR Natwerks GHI SUPRLIER
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Step 17
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Click the Go button.
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Comata inwoica: Purchasa Ordors

Sasrch.
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Step 18

Click the Checkbox option.
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Step 19

: Click the Add to Invoice button to add

=y 0
hasi Diddas [ Manags Tax Rivirws fed St

T this PO to Invoice.

Sasrch.

ohe that tha sasreh i £3ms Esssnsiv Addvanced Swarch |
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Comata inwoica: Purchasa Ordors

Sasrch.

Moty that tha wearch i case sensitve | Addvanced Seardh
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Purcha Ordor Date 3
gl H-00k M)
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[0 | [ cnar |

seisct A | Sect Hone
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Step 20

Click the Next button.
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Step 21

e e R 1) [CIEr e ——

File [dt iew Povoite Toch Help
ORACLE" isupplier Portal
Click in the Invoice Number field.
Indcates reured ekt IE]—TI;H;J e _Wlu
Tt i
e oy et S
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Supple Commans &
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Aot g A |
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Step 22
: : Enter the Invoice number into
e T the Invoice Number field.
o R - B "TEST+0012".
e s .':;EE e 9
i I Key in Quantity for which you want to
i Htachest o Add.. | . .
Pt s o et create an Invoice in the next page.
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Step 23

Gl @ Rtp ool st v O HIML O o o 3+ 8 8 | @8 duppier ot Craste i x|
Fle [k View Fovuies Toch  Help

ORACLE" isupplier Fortal

Click in the Quantity field.
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)
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e = e invoice.

Conata invoien: Dotalls S
* Incicates pequead ol IE Wack | stop 2 of 4 |t |
i o
< "Swﬂi; MURFHY SUPPLIES * invoke fumber [TisTo0012
ax Py Eveice Dale 24003018 1] ]
Ramit To SUPP EUR MUBPHY
Address CITY WALL LANE Cork TH Y23 i Type finece Y] e g 100 .
Cunmney TUR 1397
Suppler Sommants
el Invoke Nty

Pl b ol Uploail iR Invadcd (67 this ransedtion.
¥

Custeamed Taw Payar 10 J120308K0
Custafiaf Namé  GHI
Addien Gasworks Road 11

PONgmbor Lo Shipment e Rumber Tham Boscription Supplios Them Number SilpTo  Avallable Quantity

“Quantity
w07 ik Sowage Matarid Hewoks % 0
s b Sawaga Matarld Metwks 11915 83 = Each 14790000




ORACLE

USER PRODUCTIVITY KIT

S8 b sppborpota o v O HIML O e e 0+ 8 | @) dupplr bt rana i [

Fle [t Siew Fevuiie Toch Help

Create Invoice with more than one PO with Same Sites

ORACLE" isupplier Fortal
' )

Pchase Oudars Datall Manags Tax et and Suderlt
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Tndicaten regeed old (e ] [ mack | o211

i
o g IR BIPALICH * ok humber [risT v0012
Lorih Eveice Dale 24003018
Ramit To SUPP EUR MUBPHY
Addess CITY HALL LANE Cork TH Y21 Iwvote Type firvece %]
Curmney fuR
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el Invoke Nty
Aitarhenest i
Paaia i nol Uploail 4@ Involes (o this rsisadction.
v
Custenes Tax Payar 10 T3E00BKH
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Step 25

Click the Next button.
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Puithiss Criesn
Conata tnwsicn: Rl ansl Subrmit
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o 4
Manigs T Riviiw ail Sulimi

[cmcd] | save | [ nack | en 4 ot4 [ |

Sl T
* Suppler MURPHY SUPPLIES * Invnics Humb4r - TEST +0012
Ta Payes 10 * bivekce Uit 24-0ct- 2010
* Ramit To SUPP EUR MURMITY Invia Tpa - Stantard
Address CITY HALL LANE Cork TH ¥23 ® Curency EUR
Rt To ark A¢count Supplier Commants
Ramttance |4ntear Atachmast. Mose
Ramitance Check Digh
* Custanes Tas Payer 10 3323308001
Customar Nama GHI
Addient Gaswnrks Hoad 11
o
P Una  Shipmant [ Supplier Tem Humbor ShipTa Aallabile (ty Quantity To Invokc IR Uit Prics Amaunt
4011570 1 s Matwd Metwerls 40,00 Eacky 200,00 16,000.00
Sawage Mateill Netwerks 11915 100,00 Eaiky 1,200,00 120,000.00

Step 26

Review all the details and Click on
Submit button to submit the invoice
Click the Next button.
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Ol etp oo v 54 HIMLOA e 2+ 80] @ tuppiar borst rastawic. x 8

o o @
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- Confmation
Imvice TEST+0012 was submittesd tn ot Accounts Payabla department an 34-0ct-201. Th eonfirmation niumbis for this ivoica is tha inveica numeser, Yoi ca quary Iy tiing Saseth by thi Hame page.
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Pr—
* Custems Tax Payar 10 1329000000
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from
PO Huimbir Ui Shlnsant o Description Suapllsr Tern Number Ship Te Avillable Gty Guianitity T lvales M nlt Prica Amenl
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Create Invoice with more than one PO with Same Sites

Step 27

Invoice TEST+0012 is now submitted to
Account Payable department.

End of Procedure.
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T [

This Video shows on how to update
Supplier Address

* ey ame:

* Fussiind

e
Logm || Eancel

Supplier Portal

You'll be receiving a mail from ervia with
Application URL and Credentials for
login.

Please click on the application URL it
will navigate application.

In case if you haven't received any
CHETI3) LT email, please reach out to

payables@water.ie

Note: Please check you spam mail
box for credentials
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Fie [de View Faveein Took belp

QRACLE

Click on User Name Field.

— e

Supplier Portal i)
D e
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Step 2

Fie [de View Faveein Took belp

Enter Oracle User Name (Which you

1 = might have received via email) .
Supplier Portal s . .
il (example: ronan.michael@gmail.com).
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Fle [de View Favevin Took belp

Click in the Password field.

Supplier Portal
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8 it fubrting sl wtetia/ 04 TR jipfunction e 201 0 + @ 6 | @ togin Step 4
m 2 M Enter Oracle Password into the
“ = sen e [nan michaelfigmad com | H
EP. > il EJ Password field.
Supplier Portal o o)
— (example: welcome?2).
. L M.
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e [de View favenin Tooh  Help

Click the Login button.

— “Ueme [ s ]

i -

Supplier Portal
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B hitpe: furting st watacia 14 TR jipunction e 3247 0 = @ &
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ORACLE’ isupplier Portal Full Access

Tarma A Coniliinns

il ymers s cf g sl arvicn agrew £ Ehe i purchasn ords tarms an condins ofse which cam b accesvnd harn ‘T A Coneitions’.
 so the accasacy of all inf arrnd inte Bl L roln abgations st oul in The Ervia purchase
oty Erva A/ GHE by adance of pencessing any personal

weddar ‘Toies and condibons' of use in particula

s and co and, 1, the gl
data on thair behlf and to provide & description of that persanal dsta,

Update Supplier Address

Step 6

Click on Accept button if you agree for
all terms and Conditions.
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& bt iy IO

Fe [dé View Favenies Took el

iupplier Portal

[ | T
Search [Fomber )
I
© Matifications. Orders
| Pl st | + Puchase Ordeny
Subjact & Purchas Hitory
Action e, Erva Sestung: Confiomation of iegtratisa TS0 10417 Hewuils
It i o
| put e | G
PO Nambor Daseription ‘Order Datn.
(TTTET) 08-S 201 12:04:50 * Eaymments
LR 065 2018 129457
BLIGE 06507 2018 12:0455

R P10 00 BTl

Update Supplier Address

Step 7

Click the Admin tab.
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T : Step 8

Fie Ui Vi faverin Ton Hep

Click the Address Book link.

Grganization Hame MURPHY SUFPLIES Tan Regiration Fumber
Suny 140 Taxpinger 10
[ Countiy of Tax Ragutration
Pt Spplis Nafe TEC End Dt 01-SEP-2019
Parnl Supphier Mumber
DUNS Humie
"“.4_._-.
Sarie el
Mt That el 86 (5 Ll i aitee
‘Thie [e=]
141 Shim Mare Saaich Citians
| ndd amachemen.. |
MarkView Ttle Typa  Bascrlptin Category Lt Utatist By Last Updated Usage Updats  Dulstn Pulbilish to Catahisg

Ho ot found,
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& hite " L HIML Ok w Ste p 9

Fie Gt View lavsin Toun Help

Click the Update button.
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Step 10

8 hitpe: urving st waber i 114 WP/ o tpages fescteinp 9 = @ B
Fie [di Vam Faveries Tooh Help

igupplier Portal

Here you can change any field you

'm-'-- -mmm () [
o il ted to update
o] - I mpmon L 1 wante P .

o, e ——
annn =] e In this video | am updating town and
o — postal code.
thlose [
- : Click in the City/Town/Locality field.
wm Oy PO Emall Hemlttanca Fmall

UM LR MURPYY  GHE I’lﬁ (YOEMAILCOM
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Step 11

8 hitpe: urving st waber i 114 WP/ o tpages fescteinp 9 = @ B
Fe [di Vew Foorin Tosh Help

iSupplier Portal

R — I Enter the desired information into
P . the City/Town/Locality field.
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= hadress Lina | [ETTY HALL LANE Faxdrescode | " n
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s
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Step 12

19 i wting MG £+ 0] @ crusesiren
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ORACLE' isupplier Portal

o a—— Click in the Postal Code field.

Upeate Addiesn
* Indeaten raquired e [(Gtei] | sava |
Supplir Mama MURIHY SUPPLILS Hippler Numbet 9140
* auirens W [5UPY ELR IR Phosa ares Code [
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= hdvess Lina § [CTTY HALL LANE Faamacooe [
Address Line I i Nt
address ina 3 | Emal address
[yl ey
SR - —1 it
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smpegen [
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=
ot
e
w“ Org PO Emall HemiHancs Fmall
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Step 13

8 hitpe: urving st waber i 114 WP/ o tpages fescteinp 9 = @ B
Fe [di Vew Foorin Tosh Help

rm— I Enter the desired information into
P e the Postal Code field. Enter

* adhiress hama [5L0 EUR MURPI
Coutry l]lm Vi PMhind Nt
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Address Ling 2 I Fa Pl
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Step 14
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ORACLE’ isupplier Portal

‘Adrun Proe Managarant Aikuss Bock » .

e —r Click the Save button to save the
e ] e [ details.
= dress Lna § [CTTY HALL LANE Faamacooe [
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o iyt : Step 15

Fie Lt View lavsin Toun Help

End of Procedure.
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