School District of Philadelphia Supplier Portal
Create an Invoice

Guidelines

Creating an Invoice is an integral part to working within the ERP Supplier Portal. Creating
Invoices allows for payments from SDP to be directed to you as a Supplier and allows you to bill
for work that is done and items provided. NOTE: Prior to using the supplier portal to upload
invoices, you should verify with your direct contact at the District whether approval by their
office is necessary prior to submitting.

Navigation

1. While on the Springboard, click the Supplier Portal icon.
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2. When the Supplier Portal has loaded, click on the Create Invoice link in the Tasks Pane
on the left hand side of the screen.

Deliverables

« Manage Deliverables

Invoices and Payments

« View Invoices

« \View Fayments
Megotiations

« View Active Megotiations

« Manage Responses




3. The Create Invoice Page will load. From here you can enter the following relevant
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information to create your Invoice within the ERP.

Create Invoice Invoice Actions v | Save

Taxpayer I0 [N

Save and Close Cancel
* |dentifying PO’ ‘ ‘ - | Remit-to Bank Account * Number' |
I —
Supplier I Unique Remittance ‘ * g |
Identifier bate f&

Unique Remittance | * Type | Invoice ,,|
* Identifier Check Digit I —
Supplier Site ‘ - | Invoice
Currency
Address Description | ‘

Payment
Attachments  None == Currency
Supplier Tax Registration Number ‘ ‘ v |

The address displayed here is where your check will be sent

Customer

Customer Taxpayer ID Name

Address

Identifying PO - The Purchase Order for which you’d like to create an invoice. If it is not
displaying, reach out to your District contact for more information.

Supplier Site Address -- This is the address where your check will be sent. If it is incorrect,
do NOT submit an invoice. Instead, you should update the address in your portal first. For
assistance, contact oraclesupplier@philasd.org.

Number - The unique invoice number from your invoice. The system sometimes rejects
invoice numbers in error. If the system rejects your invoice number, please add a distinct
letter at the end such as “a” to push your invoice through.

Date - This should match the date on your invoice, and will likely be the items were shipped
or the work performed. Note that the system is scheduled to pay 30 days from this date,
unless more than 30 days have already passed, in which case the system pays immediately.

When you have filled all the relevant information requested, you MUST attach a copy of the

invoice via the Attachments Button. Click the icon to open the Attachments Pop-up.

Create Invoice Invoice Actions v Save  Save and Close Cancel
* |dentifying PO ‘ PUR23486 | - ‘ Remit-to Bank Account | | - ‘ * Number | ‘
Supplier Troxell Communications, Inc. Unique Hemlnanpe ‘ * Date | mm/ddiyyyy E‘e ‘
Identifier - @ 07

Taxpayer ID 76255393569

Unique Remittance ‘ * Type | \nvoice v|
* Supplier Site ‘ Corporat Office | ‘ Identifier Check Diglt Involee . ...
ff - nvoice
USD - US Dollar
Address 4675 E Cotton Blud, Suite 155, Phoenix, Description | ‘ Currency
AZ 85040-85040, Maricopa " Payment |,oh |5 Dollar
Attachments None == Currency
Supplier Tax Registration Number ‘ | A4 ‘
Customer

Name The School District of
* Customer Taxpayer ID | 23-6004102 v | Philadelphia

Address



mailto:oraclesupplier@philasd.org

5. When it is open do the following, click on the button that says “Choose File” and select the
file from your computer. You do not need to update any other fields. Then click OK.

Attachments
|Acti0ns v | View w o= 3
Type Category * File Name or URL Title Description
File w From Supplier | [ Choose File | Noffile chosen

Rows Selected 1

Attached By

Kyla Jones

=

6. Next, in the next section, under the work Lines, find and click this icon

Lines

View w

+

E

7. Ascreen will appear allowing you to select your purchase order. you can search and apply

for the Lines that should be added to your invoice.

Select and Add: Purchase Orders

ick
line:

n the white space next to the PO number
press and hold the “Shift
the

key and press the

QOWn arr

Search Results

Y E

select a nes

Detac Select All

wchasa Order Consumption Advice

f the PO has multiple

w button to

::E:;:Lﬁr — Iem Description Ship-10 Location (v dered
Lime Schedule Number Line
Dieving Brother Facilne m
¥
[ Apply | OK | Cancel

8. The Line(s) now appears in the Lines section of the Invoice.

Lines

View w

+ X B ‘ Cancel Line

Purchase Order Consumption Advice

* Number * Type Supplier ltem Item Description

* Number * Line * Schedule  Number Line

4 PUR14087 1

Total

Devine Brothers Inc - Air Conditioning Sves- 50 tons+ -A




9. If you are invoicing against a blanket PO, you may need to adjust the dollar amount

reflected here to indicate ONLY the amount you are billing for on this particular
invoice.

hilable - P «
antity Quantity Unit Price UOM Amount

75,434.41

75,434.41

10. If you have brought in a line that you have not fulfilled and are not billing against, you

should delete it rather than submit it with a 0 amount. To delete a line, highlight it and
click the Delete button.

Lines

View w Cancel Line

*EEK|VPORTANT* *+*

Do NOT add lines using the “+” option. This will result in NON-PAYMENT.
(If the PO is incorrect, it MUST be adjusted prior to uploading the invoice. Reach
out to the buyer or the requester listed on the PO to initiate those changes.)

Lines

View v 3K

11. When you are finished editing your lines, click the Save button in the upper righthand
corner then click the Submit button. A confirmation message will appear.

Save Save and Glose Cancel




