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AGENDA
INVOICE MANAGEMENT VIA PORTAL

Manage Orders

Create Invoice with PO (PO Invoice)

Create Invoice without PO (Non-PO invoice).
* View Invoices
* View Payments

* View Receipts
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MANAGE ORDERS AND INVOICES
OVERVIEW

Supplier Portal
Search | Orders v | Order Humber Q
Tasks
Orders
Recent Activity Requiring Attention
1 qmana;e Orders Last 30 Days
s Manage Schedules Orders changed or canceled 1 -
« Acknowledge Schedulas in Spreadshae Receipls 1
Agreements Payments 1

» Manage Agreaments

Shipments &

« Manage Shipments [‘\W =
» Create ASN
= Create ASBN

» Upload ASH or ASEN W Orders bo Acknowiedge
Sehedules Dvardue of Dus Tod
» View Receipl; -<ummm— G — lhgoﬁzh:umhﬁg:om =
N imvosces Onverdus

= Yiew Retums _

Contracts
« Manage Deliverables Supplier News

Steps to Review / Respond Public Negotiations:

Flease dick on View Active Negoliations” on the left side pane, it will navgate you 1o all the open and

Involces and Payments : ;
acte neguhauens

2 q Create Invoics " Please dick on the nagotiation number 1of apening the negoliation
e UG
« Create Invoice Wihout PO < | 3 «  Review he requirements, ling items and other details
- VW IMVOICES
4 = Hinterested, please submit your bid from your own supplier portal account
« View Paymenis h 5
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This Chapter only applies to “Spend Authorized”
suppliers with active contracts with UNDP. It
provides an overview of Creating Invoices,
Viewing Purchase Orders, Invoices, Payments
and Remittances in the supplier portal.

These options are found under the Tasks

segment of the Supplier Portal page.

1. Manage Orders

2. Create Invoice

3. Create Invoice without PO
4. View Invoices
5
6

. View Payments
. View Receipts
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MANAGE ORDERS AND INVOICES

1.1 MANAGE ORDERS

Navigate the Tasks on the Supplier Portal page in

the previous slide and follow the steps below : Velmgri 2] =
1. Click "Manage Orders" Headers/Schedules i
2. Enter the purchase order in the "Order" field -1 [ 1
or chose "All Orders".  Advanced Seareh o | e M st s 0 -
3. Click "Search": The purchase order(s) details 5°"’“°“9“'E“““““i\7 ) Order St v y |
are listed in the such as Order Number, Order BloUjEmev] Y] e C J
Date, Description, Amounts, Currency, Buyer , Sopbr o | [+] vt e Emo | b
PO Status and Schedules. N ST
4. Click "Life Cycle" for PO dashboard SearchRauls L=
5. Click on "PO number" to preview the PO s Woww: mi: 2 B W i g
<7 Order Order Date  Description Supplier Site Ordered Currency  Status LfeCycle oot Bu
o . Tip 54000022 22-Jul-2022  Assets Testing Office 10,500.00 USD Closed for Receiving 22-Jul-2022 A
& 54000053 3-Aug-2022  Procure Asset ltem for External Use above threshold- test USD5000 Office 450000 EUR Closed for Receiving , 3-Aug-2022 A
¢ On Ho'd: The Order IS on ho'd' no transaCtlonS © 54000054 3-Aug-2022  Procure Asset ltem for External Use above threshold- test USD5000 Office 2,000.00 USD Closed for Receiving .‘:', 3-Aug-2022 A
can be created 54000060 8-Aug-2022  FA- Procure Attractive Asset ltem for Internal use Office 800.00 USD Closed for Receiving -';T 8-Aug-2022 A
¢ CIosed for ReceiVing: The Order IS fu”y 54000029 25-Jul-2022  Test Office 5000.00 EUR Closed for Receiving ] 25-Jul-2022 A
received 0 10000367 78ep2022  Computer Laptop XLY 2000 Office 650000 USD Open 0 Tsepa2 R
* Closed for Invoicing: The Order is fu”y invoiced 10000365 7-ep-2022  Office Equipment and Machinery Offce 7,000.00 USD Open 0 TSep22 R
° Open: The Order IS Open for receIVIng and 10000366 7-Sep-2022 Office 7,500.00 USD QOpen o 7-Sep-2022 R
|nVOICIng 10000364 7-Sep-2022 Office 10,000.00 USD Open W] 7-Sep-2022 R
* Cancelled: The Order is cancelled but not —— - o e —
deleted
* Pending Change Approval: The Order has a
change request that is sent for approval —
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MANAGE ORDERS AND INVOICES

1.1 MANAGE ORDERS — LIFE CYCLE

Order Life Cycle: 10000367

Sold-to Legal Entity
Order

Supplier

Supplier Site
Supplier Contact

Ordered

United Nations Development Programme
10000367

XYZ Company Test

Office

6.500.00 USD

4 In-Transit Shipments

Actions v View v Formatv T B Freeze ) Detach

Shipment
No results found
Columns Hidden 2

4 Receipts

Actions w View v Fomatv Freeze fm} Detach

Receipt
9

Columns Hidden 3

4 Invoices

Actions v View v Fomatv B Freeze | Detach

Invoice

INV-2022-1789 /)

Columns Hidden 3

Ship Date  Tracking Number

ReceiptDate ~ Shipment

8-Sep-20220...

Invoice Date  Status

8-Sep-2022 Validated

QuanTum

Ship Date  Packing Slip

0.00

oS
Order Life Cycle
7K
6K
_ 5K
) W Ordered
2 4K M Shipped
€ Received
3 X M Delivered
:_3 M Invoiced
T K
1K
0
Paid Matched Amount Receipt Packing Slip

Ordered 6,500.00 USD
Shipped 0.00 USD
Received 3,250.00 USD
Delivered 3,250.00 USD

Invoiced 3,250.00 USD

Expected Receipt Date Shipped Carrier

R d Received Deli

Bill of Lading

0.00 3,250.00 3,250.00

iced Open to Invoice

0.00

0.00

Order Life Cycle details:

*  Order Number

* Supplier Name

* Supplier Site

* Supplier Contact
* Ordered Amount
*  Shipped Amounts
* Received Amount
* Invoiced Amount
* Receipts Details

* Invoices Details

* In-Transit Shipments
* Bar-Chart for PO

transactions
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MANAGE ORDERS AND INVOICES
1.2 CREATE INVOICE (PO INVOICE)

Step 1 Quantum NE ® w

TRAINING

SeIeCt PurChase Create Invoice @ Invoice Actions w m Submit
Order Number

Q = Identifying PO | 10001707 | v | Remit-to Bank Account ‘ OO X X 245345 ‘ v ‘ * Number | |
— Supplier | 10001707 ABC CONSTRUCTION Alchi Unique Remittance Identifier ‘ ‘ * Date | dd-mmm-yyyy e |
Taxpayer ID v
H H . ore. Unique Remittance Identifier Check Digit E * Type

Ident’fylng Po' * Supplier Site | Aichi | v ‘ i
Description ‘ ‘ Invoice Currency USD - US Dollar

Type t h e PO n u m be r Address JAPAN, 125-55989, 1 Test Dr ptachments ome Payment Currency USD - US Dolar

O r Supplier Tax Registration Number | | v ‘

Tax Control Amount ‘ |

Select from the list

Customer

* Customer Taxpayer ID | UNDP

Supplier Site, Acdress ®
Address and Remit- e .

‘ - I Name United Nations Development Programme

tO'Bank Account : View w» Cancel Line
Defau Ited from the Purchase Order Consumption Advice =
* * . . Available P = . N~
: H H Number ~ Type . Retaine . Quantity " Unit Price  UOM Amount Supplier ltem Item Description
Su p p I ler p rOfI I ein * Number * Line * Schedule Retainage F:ietal_nalge Invoice Retained Quantity Number Line
emaining 0 Invoice Line
QU antum No data to display.
1 o »

Invoice Number:

Summary Tax Lines

Supplier Invoice
View w
Number — . o - . .
Line ~ Regime Tax Name Tax Jurisdiction = Tax Status Rate Name Percentage Per Unit Amount
—
E—

Mo data to display.

Date: Invoice Date
Totals

Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
0.00
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MANAGE ORDERS AND INVOICES

1.2 CREATE INVOICE (PO INVOICE)

Step 2

Add the Invoice

header details

* Invoice Number
Invoice Date

* Invoice Type

*  Remit-to-Bank

* Attachments

NOTES:

Remit-to-Bank account

If list doesn’t return any
value, contact UNDP focal
point.

Attachments (Mandatory)
Invoice, Bill of Qty, Proof
Of Delivery , Certificate of
payment for individual
suppliers, etc.

QuanTum
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TRAINING
Create Invoice @

" Identitying PO | G

Supplier ABC CONSTRUCTION
TaxpayerID 123456
* supplier Site |A\cn| | v ‘
Address  JAPAM, 125-559389, 1 Test Dr
Supplier Tax Registration Number | | v ‘

Customer
* Customer Taxpayer ID | UNDP v
Lines
View w o E  CancelLine

Purchase Order

* Number * Type

* Number * Line * Schedule Retainage
Mo data fo display.
) s
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction ~ Tax Status
No data fo display.
Totals
Items Freight

ﬁ Remit-to Bank Account | XOCOO000COOO00K245345 v
Unigue Remittance Identifier
Unique Remittance Identifier Check Digit E

Description

P

I Attachments Invoice.png == 3

Tax Control Amount ‘ |

Name United Mations Development Programme

Address
Consumption Advice
. . Available . =
1 L Unit Py UoMm A t
Retainage ﬁ]?rtgilc?: Retained Quantity Quantity nitFrice moum Number
Remaining Numbet Invoice Line
* Rate Name Percentage Per Unit
Miscellaneous Inclusive Tax Exclusive Tax

OB ® w
Invoice Actions w m Save and Close [EGHETIIN

ﬁ * Number | 123-2023

* Date | 22-Aug-2023 Y

Invoice Currency USD - US Dollar

ayment Currency USD - US Dollar

Supplier ltem Item Description

Line

v

3

Amount

Invoice Amount
0.00

[
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MANAGE ORDERS AND INVOICES

1.2 CREATE INVOICE (PO INVOICE)

Step 3

Click on “Select
and Add” to add
the PO Lines

NOTE:

The Receipt must be
entered before the
supplier can enter
the invoice

QuanTum
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TRAINING
Create Invoice (&

® identifying PO | 10008707

Supplsr ARG CONSTRUGTION

Taxpayer D 121454

* Supplisr Sie | Ak

Addrass

Suppler Tex Regisiranon kst

Customer

* Customis Taxpsyer ID | UNDP

Bl
i-r'f.":.r! Add

" Humbser " Line

Mo data to deplay

Summary Tax Lines

View w

Line " Reglme
Ko data to daplay

“ Tax KHama

Todals

15015

JAFAN, 125-55080, 1 Tewl Dr

Remit-io Bank Account | 000000000CO00CCZ 45345

Uit Rtmitianog kientifiar

Unikgus Remittance bentifier Chaclk Digit

-
Descriptios
Afischmenis  Invoica png o 3
-
Tan Cprvircd Arsguni
= Hame  Linted Hatons Deestopmant Programme
Addrass
Parchass Order
) _—— Retaime ., . . Cuantity :J":.“:x Unit Price WOM
Schedule Retainage Remalning w;?‘:l Invodce Lins
Tax Jursdiction * Tax Status ° Rate Hame Parcentage Par Linlt
Fremynt Mk Cl e

inchaiive Tax

Humbses

OpP ® &

|-

* Humber
" Daie

" Type
Invpice Curmency

Parymen] Currency

Consumgtion Advice

Supgplier nem

Exchusive Tax

1232023

2 Aug-T02Y

I B
WS - LIS Doliar

U - UG Dolar

Iréem Dascrigticn

e G4 ArSasainl




MANAGE ORDERS AND INVOICES

1.2 CREATE INVOICES (PO INVOICE)
4 )

Step 4

Select Purchase
Order ling(s)

Select and Add: Purchase Orders x
Repeat for the 4 Search Saved Soarch
next Line, if any. = Atloast one is required
** Purchase on1er| 10001707 ** Consum ption Advice ‘ |

CIICk Apply + OK = CmﬂliunDahe|

\_ )

Search Results

View v iz Detach
[ JLJL I | || | | | |

Purchase Order

Item Description Ship-to Location Ordered Received Invoiced  Unit Price  UOM
Number Line  Schedule

10001707 1 1 Interior Wall Paint (WWhite Colour)... Country Office Buildi... 10 500 Each
— —

10 0
— — — — —
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MANAGE ORDERS AND INVOICES

1.2 CREATE INVOICE (PO INVOICES)

Step 5
e Save
*  Submit

Save:

Click “Save” to create a
draft Invoice. Once saved
the Invoice number
cannot be reused.

Save and Close
Save draft invoice and
exist the screen

Submit

Click “Submit” to send
invoice directly to UNDP
Accounts Payable for
processing.

QuanTum
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TRAINING
Create Invoice @

10001707

Supplier ABC CONSTRUCTION
Taxpayer ID 123456
Supplier Site  Aichi v
Address JAPAN, 125-55989, 1 Test Dr
Supplier Tax Registration Number | v I
Customer
Customer Taxpayer ID UNDF v
Lines
viewy 4 X B | Cancel Line
Purchase Order
. Retaine .
* Number * Line * Schedule Retainage é‘:ﬂt‘?;mﬁe Invoice Irflttci:iil:gﬂine
9 Number
10001707 1 1
Total
P
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status

No data to display.

Totals

Unique Remittance Identifier Check Digit E

Quantity

* Rate Name

Available
Quantity

10

Remit-to Bank Account ‘ SO N A XA 245345

Unigue Remittance ldentifier ‘

Tax Control Amount ‘

Description ‘

AR ® w
Invoice Actions w m Save and Close

[~]

* Number | 123-2023

Type Invoice

Invoice Currency USD - US Dollar

‘ Payment Currency USD - US Dollar

Attachments Invoice.png o 3¢

Name United Nations Development Programme

Address

Unit Price UOM

Percentage

500 Each

Per Unit

Consumption Advice

* Amount Supplier ltem Item Description
Number Line
5,000.00 Interior Wall Paint {White Colour) .
5,000.00

‘ * Date | 22-Aug-2023 e

Ship-to Location

Country Office Buildil

Amount

N




MANAGE ORDERS AND INVOICES

1.3 CREATE INVOICE WITHOUT PO (Non-PO invoice)

Sup

QuanTum

\ 4

olier

v

v

1. Add Invoice header Information
= |nvoice Number
= |nvoice Date
= |nvoice Type
= Supplier Site
= Remit-to Bank Account
=  Attachments
=  Currency
= Requester email (UNDP Contact Person )

2. AddLines
= Type
=  Amount /Quantity
= Description

3. Click “Save” / “Save and Close”
4. Submit the Invoice.

11




MANAGE ORDERS AND INVOICES

1.3 CREATE INVOICE WITHOUT PO (Non-PO invoice)

QuanTum

TRAINING
Create Invoice Without PO @

Q Invoice 4569/2023 has been submitted.

3. Save & Submit

al=] N
Invoice Actions w Save and Close

i ABC CONSTRUCTION
Supplier sy Remit-to Bank Account ‘xxxxxxxxxxxxxxxusus | v ] ——— * Number ‘ 4569/2023 |
Taxpayer ID 123456
Unique Remittance Identifier | — * Date | 12-Sep-2023 f“o |
1. Header ) SUpplier Site  Aichi - .
. I
Unique Remittance ldentifier Check Digit E Type Invoice
Address JAPAN, 125-55989, 1 Test Dr
Descrinti ‘ | —l Invoice Currency
escription
Supplier Tax Registration Number | v l USD - US Dol
—l Attachments Invoice.png o= 3¢ Payment Currency onr
Tax Control Amount ‘ ‘
Customer
Customer Taxpayer D UNDP . Name United Nations Development Programme — # Requester Email _
Address Requester Name sshwamsiens
Lines
wve [£]@ %
* Number * Type Ship-to Location Ship-from Location * Amount Description Quantity Unit Price  UOM
1 ltem V‘ | | v ] | | v ] | " 500.00| | Maintenance for solar panels | | ‘ v
. . .
Total 500.00 . . .
. . .
- - -
Summary Tax Lines 2. Lines @
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amour _
4 »
Totals

auanTtum
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MANAGE ORDERS AND INVOICES

1.4 VIEW INVOICES

View Invoices

4 Search

** Invoice Number ‘ |

x

Supplier l XYZ Test Company

Supplier Site ‘

** purchase Order ‘ |
Search Results
view v &' Detach
. Purchase Supplier
Invoice Date Type Order Due Date Site
INV-2022-1789 8-Sep-2022 Standard 10000367 8-Sep-2022 Office
INV1259-407 8-Sep-2022 Standard 54000053 8-Sep-2022 Office
Ftest-Memang-. 2-Sep-2022 Standard 2-Sep-2022 Office
MDT-TT-001 24-Aug-2022 Standard 54000010 24-Aug-2022 Office
MDT-TT-002 24-Aug-2022 Standard 54000010 24-Aug-2022 Office
MDT-TT-003 24-Aug-2022 Standard 54000010 24-Aug-2022 Office
Retest Thresho... 23-Aug-2022 Standard 54000010 23-Aug-2022 Office

Click on “Search.”

P wonNpoRe

QuanTum

Unpaid Amount

0.00 USD

4,500.00 EUR

Invoice Status

Approved

On hold

5,001.00 USD In process

0.00 USD Cancelet

0.00 USD Canceled

1,71530USD In

1,504.00 USD Approved

Click “View Invoices” on the supplier portal main page

Paid Status
Paid

Unpaid
Unpaid
Unpaid
Unpaid
Unpaid

Unpaid

13

Consumption Advice

Invoice Status |
Paid Status ‘

Payment Number ‘

Payment Number

5656000001

Invoice Amount

3,445.00 USD
4.500.00 EUR
5,001.00 USD
0.00 USD
0.00 USD
1,715.30 USD

1,504.00 USD

The Invoice details will be retrieved in the results table, including Invoice Date, Type, Order , Due Date, Payment Number, Invoice and Unpai

i Advanced | Saved Search | All Invoices v ‘

** At least one is required

q| Search H Reset || Save... ‘

Use any of the following search options to retrieve the existing Invoices: Invoice Number, Supplier, Supplier Site, Purchase Order, Invoice / Paid Status.

nts —



q 5656000001 12-Sep-2022

A I A

MANAGE ORDERS AND INVOICES

1.5 VIEW PAYMENTS

View Payments

4 Search

** payment Number }

Payment Status l

Payment Amount ’
Search Results
vieww 1 [ Detach
Payment Number Payment Date  Payment Type Ir?:r?:lggr

]

Click “View Payment” on the supplier portal main page

Use any of the following search options to retrieve the existing Invoices: Payment Number, Payment Status, Supplier, Supplier Site, Payment Date and Amount.

Click on “Search.”

Supplier

Payment Process R...  INV-2022-1788  XYZ Test Company

Supplier Site

Office

Payment Statu:

Negotiable

mit-to Account

KAXXXKXX3333

— Supplier’ XYZ Test Company

Supplier Site ’

Payment Date ’ dd-mmm-yyyy

Payment Amount Payee

3,44500USD XYZ Test Company

Payee Site

Office

| Advanced ’ Saved Search | All Payments v‘

** At least one is required

‘ Search HEH Save... ‘

Bank Account

UNDP-MYS-ZBA-USD-579625

The payments list will be retrieved in the results table including Payment Number, Date, Type, Invoice Number, Remit-to Account, Payment Amount, Payee ,etc.

Click on the “Payment Number” to view the details

QuanTum
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MANAGE ORDERS AND INVOICES

1.6 VIEW RECEIPTS

View Receipts @ . .
— | | Navigate the Tasks on the Supplier Portal
4 Search Advanced | Saved Search | All Receipts v

page and follow the steps below:

= Receipl| ‘ = Shipment| v ‘

*]

Organization| ‘ v ‘ ** Jtem | ‘

< = Gucop e [y Bo]-[sommmn ] 1. Click “View Receipts”
Chose All Orders saved search
oo R Enter/Select one or more of the
Vorv following parameters: Receipt Number,
Purchase Order Number, Shipment,
Iltem or Receipt Date range .
Receipt: 98 LY. cancocion History J§ Done | 4. Click “Search”.

** Purchase Older| 10000367

w N

_> 98 7-Sep-202220_  UNDPMYS_INV 10000367 Office

ki 1 5. Select Receipt form the table.
T - 6. Click on the “Receipt” number to view
Wi i the receipt’s details (Header and Lines )

7. Click “View Transaction History”

Supplier Site Office

» Additional Information
Lines
Actions v View v G

Document Quantity
Item Item Description Document Type \/mhar UOMName Currency  Receipt Date
Ordered Returned Net Received Rejected

Computer Laptops Del Latitude 5420  Piirchase order 10000367 10 0 5 0 Each 8-Sep-2022 03

QuanTtum 15 15




