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Reviewing Purchase Order (PO) Information

After you log in, select the home icon and then Supplier Portal.

Welcome, KC @

YO U have a neW Open it with the home icon or the company loga.
“You can continue to access this page by selecting the My
home page' Dashboard item in the navigation menu.

WorkplaceNL

Health | Sa

Good afternoon

Supplier Portal Tools Others

-

Supplier Portal

Select Manage Orders from the left-hand Task menu.
WorkplaceNL

Health | Safety | Comper on
Supplier Portal
4
Search |Orders ~v | Order Number 0
Tasks 4 Details
Orders P
= Manage Orders Filter Criteria
« Manage Schedules .
= Supplier Invoice Number Payment Number
= Acknowledge Schedules in Spreadsheet
—-Select Value— b g —Select Value— - —Select Value— -
Shipments
Claim Name Claim Number Purchase Order
s \iew Receipis
--Select Value— v —-Select Value— - --Select Value— v “pply | Reset w
= View Retums
Invoices and Payments
o
« Create Invoice p—
« Create Invoice Without PO Payment Details S [Hv 0

= View Invoices

» \iew Paymenis

Company Profile

« Manage Profile Payment Details
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To search for a PO, enter the PO number in the Order field. Click Search.
If you do not know the PO number, leave the Order field blank and click Search. The search results
will display all open POs for your company.

Headers  Schedules

4 Search Agvanced | Manage Watchiist | Saved Search | All Crders v
Sold-to Legal Entity v Order
Bill-to BU v Status v
Supplier Site v Include Closed Documents | No v

Search || eset || save...

You can Sort search results by any column field in ascending or descending order. Hover over the

column header of the field you wish to sort by until the Arrows ©¥

icon appears. Select the
ascending or descending arrow to sort the search results.

The Export J;L“ icon allows you to export the search results to Microsoft Excel.

The Information © icon indicates a PO has one or more actions pending.

The Notes E' ' icon indicates a PO has additional information attached.

The Change Order Status column displays the status of open POs.

Select the Order number to view the details of a specific PO.
orkplaceNL

Health | Safety | Com

Manage Orders @

Headers  Schedules

4 Search Advanced | Manage Watchiist | Saved Search | All Orders v
Sold-to Legal Entity T Order
Bill-to BU v Status v
Supplier Site v Include Closed Documents | No v

Search || Reset || Save...|

Search Results

Actions v Vieww Formatw 52 [ Detach
Order Order Date  Description a9 Supplier Site Buyer Ordered Currency Status Life Cycle  Creation Date [C,'a‘::“ gl":(zge Order ';3;}& :
© PO30004354 20240516 Reid, Carla 299.97 CAD Closed for Recsiving 2024-05-16 Pending Approval
PO30004853  2024-05-14 LoCAL [ Reid,Carta 51996 CAD Closed for Receving 20240514
03000483 [} 20240220 989898 Jane Doe LocAL Claims, Buyer 51000 CAD Closed for Receiving 2024-02:20 Created from pu.
030004832 [} | 20240220 989898 Jane Doe LoCAL Claims, Buyer 66000 CAD Closed for Recefving 20240220 Created from pu
PO3000462¢ [} 20240214 999999 John Doe LocAL Claims, Buyer 51000 CAD Closed for Receiving 20240214 Created from pu

Columns Hidden 24
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Review PO details. We recommend you select View PDF to review the most up-to-date details
about the PO.

The Additional Information section contains original details about the PO when it was issued and
will not reflect any changes made after the initial PO was generated.

You can check the Status of the PO. Note: A Closed for Receiving status indicates your PO is ready
for invoices to be submitted against.

The Information ©' icon indicates the PO has one or more actions pending.

Click Done to close the screen.

Purchase Order: PO30004833

Main
4 General
-1 i W i L i 8] e g Lt
Sold-to Legal Entity  WorkplaceML Supplier Testing Testing Lid Ordered  510.00 GAD
ill- WarkplacahL fer Site LOCAL T
Bill-to BU  WorkplaceML Supplier Site LOCAL Description 939898 Jane Doe
Order PO30004832 Supplier Contact
Source Agresment
Status Closed for Receiving Eill-to Location 5t John's

Supplier Order
Buyer Claims. Buyer

i by Ship-to Location  Injured Warker
Creafion Date  2024:02-20 b

Terms  Motes and Attachments.

Required Acknowledgment Mone Shipping Method
Payment Terms  MNet 30 Freight Terms  Mone - Fay on receipt
D FOB FOB Destination _ Confirming order
2

4 Additional Information

Claim Mo 989898 Claimant Postal Code  A1G1M1 Fax 7097321714
Claimant Mame Jane Doe Claimant Phone 7091234567 Email generalinguiries@workpiscent.ca
Claimant Address 1 50 Main Street Claimant Email Service Start Date 2024-02-15
Claimant Address 2 Contact Name WorkplaceNL issued  Service End Date  2024-05-15
Claimant City St. Johr's Job Frequency 1 perwesk
Claimant Province ML Phone 7087781000 Context Prompt
Lines Schedufes
Actions w \iew v Fomat w ;I: :; Freez= |y Detach
Line Item Description Quantity UOM Price Drdered  Status g::p:iper
0 1 1840 Chiro Initial Treatments 10 EA 61.00 610.00 'Chosed for...

Columns Hidden 15
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Creating Invoices with PO

Under Invoices and Payments, click Create Invoice.
WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search | Orders  w | Order Number =]
Tasks 4 Details
Orders
-
» hanage Orders Filter Criteria
= Manage Schedules " .
* Supplier Invoice Number Payment Number
» Acknowledge Schedules in Spreadsheet
KC's Cookies Inc. hd —Select Value— hd —Select Value— A
Shipments
Claim Name Claim Number Purchase Order
= View Receipts
—Select Value— - --Select Value— - --Select Value— - Apply Resetw

» \iew Retums
Invoices and Payments

« Create invoice
« Create Invoice Without PO
= View Invoices

= View Paymenis
Company Profile

=« Manage Profile

Enter invoice details.

Identifying PO: Select or search for a PO from the drop-down menu.

Supplier Site: Confirm the site is LOCAL. If not, select LOCAL from the drop-down menu.
Description: Enter dates of service or other identifying information for reconciliation purposes.
Number: Enter invoice number.

Date: Enter today’s date.

Type: Select Invoice.

Click the Select and Add icon Ei to retrieve PO information. Do not use the plus * icon.

Create Invoice @ Invoice Actions w | Save || Save and Close | o ‘ Cancel |
e~
* Identifying PO | PO30000293 v Description " Number | 57854
Supplier KC's Cookies Inc. Attachments None =j« * Date | 2023.07-19 [
Supplier Site | LOCAL v *“Yype | Invoice o
Addrezs Invoice Currency CAD - Canadian Dollar
Payment Currency CAD - Canadian Dollar
Customer
Lines
Views = B
o AR AR Y
“ Number " Type Supplier Item Item Description Ship-to Location Tax Classif *
" Number "~ Line " Schedule  Number Line
No dala to display
Total

WorkplaceNL >



If the PO has any remaining amounts or treatments that can be invoiced, the line items will
automatically populate. If the PO has been fully invoiced, no information will populate. To continue
with the invoice process, click the white space to the left of the PO number to highlight the line. Click
Apply, then OK to populate the PO information into the invoice.

Select and Add: Purchase Orders

Search Results

‘View v| ] Detach | Selectgli‘

¢ C1C Il | | |

Purchase Order Consumption Advice Supplier Itsm

Nisntiar Item Description Ship-to Location

Number Line Schedule Number Line

PO30000289 1 1 ‘ Workflow test case g St. John's

| Apply HE| Cancel

Want to verify if you are working with the correct PO?

Before clicking Apply and OK, select the PO number from the search results to
review PO information. If it is the correct PO, click Apply and Ok to proceed to
the next step. If it is the incorrect PO, click Cancel and return to the Create
Invoice screen to begin again (see page 3).

To change the quantity, scroll to the right and edit the Quantity field.

Lines
vewy & X B ‘Cance!l.’me
Consumption
Purchase Order ; ; : ;
* Number * Type o If;:r;:l;ﬂler ltem Description Ship-to Location L i Quantity Ut \om * Amount Description

Classification Quanity Price

“Number  “Line Schedule Number  Line

1 PO30000283 1 1 Workdow testca... | 5t John's v‘ ‘ v‘ 102500 EA 2500000 Workﬂowtesicas'e‘

Total 25,000.00

WorkplaceNL



Select Invoice Actions, then Calculate Tax. To ensure no data is lost, click Save.

If taxes are not applicable, select CA EXEMPT in the Tax Classification field. If the tax classification
field is left blank, taxes will calculate and be added to the invoice.

Review the tax lines for accuracy in the Summary Tax Lines section.

In the Totals section, the Invoice Amount and Due must match to submit the invoice. If they do not
match, select Save and the system will recalculate the amounts.

Edit Invoice @

‘ Invoice Actions w | m

Calculate Tax  Clri+All=X ! =

| Savgand Close ‘ ‘ Submit ‘ ‘ [ Cancel |

0O o -
Identifying PO PO30000289 Description Cancel Invoice H 4234567

Supplier KC's Cookies Inc ' /Ol
. ; Attachments None <= Deiete Invoice

Supplier Site
upplier Site Type Invoice
Addr
ess Invoice Currency CAD - Canadian Doliar

Payment Currency CAD - Canaian Dollar

Customer

Lines

vieww o 3 [E | CancellLine |

Purchase Order Con surpplion i
“ Number ~ Type e ISIZII!I:P“E{ Item Description  Ship-to Location CT:SSIflcaIIOII 3::':“::;? Quantity éj'?c"e UOM * Amount Description
" Number " Line T~ Schedule Number Line
PO30000289 1 1 Workflow test ca St John's | w v 10 2500 EA 25,000.00 | Workflow test case
Total 25,000.00
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 CATAX CAHST CANLHST HST STANDARD CANLHST 15 3750
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
25,000.00 0.00 0.00 0.00 3,750.00 28,750.00
Retainage Due
0.00 25,000.00
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Once the Invoice Amount and Due amount match, click Submit.

WorkplaceNL NE P @

Health | Safety | Compensation

Edit Invoice @ Invoice Actions v WH Save and Close -@ | Ccancel |

Identifying PO PO30000289

Description * Number | 1234567

Supplier KC's Cookies Inc
PP St Attachments None o

Date
Supplier Site  LOCAL
Type Invoice
Address
Invoice Currency CAD - Canadian Dollar
Payment Currency CAD - Canadian Dollar
Note:

If an invoice is submitted in error or was submitted with incorrect information,
email accounts.payable@workplacenl.ca to have the information corrected or the
invoice cancelled with a credit note issued, if applicable.

WorkplaceNL



Creating Invoices without PO

Select Create Invoice without PO from the left-hnand Task menu.
WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search

O,

Orders ~ | Order Number

Tasks 4 Details
Crders
rl
= Manage Orders Filter Criteria
« Manage Schedules
= Supplier Invoice Number Payment Number
= Acknowledge Schedules in Spreadsheet
—Select Value— A —Select Value— - —Select Value— -
Shipments
Claim Name Claim Number Purchase Order
= View Receipts
A —Select Value— - —Select Value— b4 —Select Value— - Apply || Reset w
= View Retums
Invoices and Payments
A
« Create Invoice ————————
« Create Invoice Without PO Payment Details 3 [Ny & @

= View Invoices

» View Payments

Company Profile

« Manage Profile Payment Details

Enter invoice details:

Supplier Site: Select LOCAL from drop-down menu.

Description: Enter dates of service or other identifying information for reconciliation purposes.
Number: Enter your invoice number.

Date: Enter today’s date.

Type: Confirm the type is Invoice.

Requester Email: Email address of the WorkplaceNL employee requesting the items or service.

WorkplaceNL A B ¢

Health | Safety | Compensation

Create Invoice Without PO '@’ Invoice Actions w ‘ Save || Save and Close [ t “ Cancel
] ] L = ; 1 a8 T

Supplier KC's Cookies Inc.

Description | * Number | |
* Supplier Site ‘ v | Attachments None == * Date | . i ‘
Address —
* Type | Invoice v|
Invoice Currency
Payment Currency
Customer

* Requester Email

Requester Name

WorkplaceNL 9



To add invoice line items, select the Plus + icon.

Enter line item details.
Type: Confirm type is Item. If not, select it from the drop-down menu to avoid your invoice being
rejected.
Ship-to Location: Select location from the drop-down menu.
Ship-from Location: Select location from the drop-down menu.
Tax Classification: Select CA EXEMPT if taxes are not applicable. If the field is left blank, taxes will
be calculated.
Amount: Enter the pre-tax amount for the line item.
Description: Enter description of the product or service.
WorkplaceNL A B

Health | Safety | Compensation

Create Invoice Without PO 'i‘f)" Invoice Actions w Save r | Sawve and Close I | Submit [ | l Cancel |

3 1] ' okies Inc | =~
Supplier KC's Cookies Inc Description Number | 222

Supplier Site - Attachments None «f * Date | 2023-07-07

@

Address
Type Invoice

Invoice Currency

Payment Currency CAD - Canadian Doilar

Customer

" Requester Email employee@workplacenl.ca

Requester Name
Lines

View w =+ 1B X Cancel Line

“ Number ° Type Ship-to Location Ship-from Location Tax Classification “ Amount Description
1 Item v - v | | - 500.00 | |
Total 500.00

To delete a line, click on the line to highlight it, then select the X icon.

Lines

vVewwe o= [ [X | Cﬂncei!_inei

* Number * Type Ship-to Location Ship-from Location Tax Classification “ Amount Description
1 | tem v|| lv| | ES lv| | 50000 | |
Total 500.00

Once all line items are entered, click Save.

WorkplaceNL Np o

Health | Safety | Compensation

Create Invoice Without PO @ Invoice Actions v ‘ ‘ Cancel

Supplier KC's Cooles Inc. Description | * Number : 222 |

* Date ! 2023-07-07 ir ‘

WorkplaceNL 10

Supplier Site ¥ Attachments  None -lu



Select Invoice Actions, then Calculate Tax. To ensure no data is lost, click Save.
WorkplaceNL N B

Health | Safety | Compensation

Create Invoice Without PO &

| Submit | ‘ Cancel
A e

| & . I
I Cancel Invoice 5 |

— “ Calculate Tax  Ciri+Alt=X Hl

Supplier KC's Cookies Inc Description |
L

Delete Invoice

Supplier Site 3 v Attachments None == |

Address <
Type Invoice

Invoice Currency

Payment Currency CAD - Canadian Dollar

If taxes are not applicable, select CA EXEMPT in the Tax Classification field. If the tax classification
field is left blank, taxes will calculate and be added to the invoice.

Review the tax lines for accuracy in the Summary Tax Lines section.

In the Totals section, the Invoice Amount and Due must match to submit the invoice. If they do not
match, select Save and the system will recalculate the amounts.

Create Invoice Without PO

e A Powe 4=
A
Type
- [ -~
’ - [ B »
' - t - e S -
[ . Mo -
View » + (] b4 Cancel Line
" Number “ Type Ship 10 Locathon Ship from Locaton Tax Classficaton “ Amount  Description
] “er w wre Drook - A d v O N Oescryg
Total 500.00
1) fax
- -
Line * Regime " Tax Name Tax Junsdcuon “ Tax Status " Rate Name Percomage Peor Unit Amount
“
1als
(LY Fregnt Mia elinrmanss o inive Tan Cachonive Tan Wy on @ Amousnt

Retanage Duse
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Once the Invoice Amount and Due amount match, click Submit.

Create Invoice Without PO &

Supplier KC's Cookies Inc. Description ‘ * Number ‘ 222 ‘

Supplier Site  Main
Attachments  Nong = s T

Address
Type Invoice

Note:

If an invoice is submitted in error or was submitted with incorrect information,
email accounts.payable@workplacenl.ca to have the information corrected or the
invoice cancelled with a credit note issued, if applicable.

WorkplaceNL 12



Viewing Invoices

Select View Invoices from the left-hand Task menu.

WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search ! Orders vl Order Number

Tasks
Orders
= Manage Orders

« Manage Schedules
= Acknowledge Schedules in Spreadsheet

Shipments

« View Receipis

= View Retums
Invoices and Payments

= Create Invoice
= Create Invoice Without PO
= View Invoices

= View Payments

4 Details

-

Filter Criteria

* Supplier Invoice Number Payment Number

KC's Cookies Inc. - —Select Value— - —Select Value—- -

Claim Name Claim Number Purchase Order

—Select Value— - —Select Value— - —Select Value— - Apply Resetw
>

You can view invoices by searching by Invoice Number, Supplier, Purchase Order number or

Invoice Status.

e If you know the invoice number, enter it in the Invoice Number field and click Search.
e To view all supplier invoices, select supplier name from the Supplier drop-down menu and
click Search. The search results will include all invoices entered by the supplier or

WorkplaceNL.

e To view the invoices that have been submitted against a specific purchase order, select
Supplier from the drop-down menu, enter the Purchase Order number (leading with “PQO”)

and click Search.

e To view invoices with a specific status, such as incomplete, select Supplier from the drop-
down menu, select the status you want to search from the Invoice Status drop-down menu
and click Search. See page 13 for a list of invoice status descriptions.

WorkplaceNL

th | Safety | C«

View Invoices

4 Search

** Invoice Number
"* Supplier
Supplser Site

** Purchase Order

WorkplaceNL

Advanced  Saved Search | AN Invoices v
Consumption Advice
v Invoice Status v
v Paid Status v

Payment Number

Search  Reset  Save..

13



In the search results, the Invoice Status field provides an update on the status of an invoice. See
below for a list of invoice status descriptions. Click on the Invoice Number to view additional invoice

details.

WorkplaceNL

View Invoices

4 Search

Search Results

View v y Detach

Invoice
Number

Invoice Date Type Order

Search || Reset | Save..

Purchase Unpaid

Amount

Payment

Invoice Amoun Invoice Status Number

Supplier Supplier Site

Standard F 0293 KC's Coolies Inc LOCAL

LOCAL

It is a good practice to regularly check if you have any incomplete status invoices.

Any invoices with an incomplete status are considered draft and have not been submitted for
payment. We recommend a regular review of incomplete-status invoices to ensure drafts are
either finished and submitted for payment (see page 3: Creating Invoices with PO or page 8:
Creating Invoices without PO) or canceled (see page 15: Canceling an Invoice).

Invoice status descriptions

Invoice Status | Description

Pending Awaiting approval by requester

On Hold Awaiting validation by WorkplaceNL
In Process Awaiting approval by WorkplaceNL
Approved Approved by WorkplaceNL

Rejected Rejected by WorkplaceNL
Cancelled Invoice has been cancelled
Incomplete Invoices that are in draft only

WorkplaceNL



Review invoice details. There are two tabs of information, Lines and Payments.

Slect the Lines tab to review specific items on the invoice. Click Done to close the screen

Invoice:

Business Unit

Legal Entity Name
Supplier or Party
Supplier Site
Address

Invoice Date

Lines *ayments

Items

View w =

WorkplaceNL
WorkplaceNL
KC's Cogkies Inc.

LOCAL

2023-07-19

Line Amount Description
1 1.00 Pencils

2 5.00 Pens

3 1.00 Markers

Quantity

50

Invoice Amount

Unpaid Amount
Payment Currency

Tax Control Amount

7.00

7.00

CAD

Purchase Order

uom

Unit Price Name

Number

0.02

0.20

0.50

Line Schedule

Receipt
Number Line

1

1

Invoice Type Standard
Description
Attachment None

Consumption

Advice
Number Line
500053
500053
500053

Tax Determinants

Ship-to Location
St. John's, NL
St. John's, NL

St. John's, NL

If the invoice has been paid, click the Payments tab to view the payment details. Click Done to close

the screen.

Invoice: 123456

Business Unit
Legal Entity Name
Supplier or Party
Supplier Site
Address

Invoice Date

Lines = Payments

Items

View w EF = Detach

WorkplaceNL

WorkplaceNL

KC's Cookies Inc.

LOCAL

2023-07-19

Invoice Amount

Unpaid Amount
Payment Currency

Tax Control Amount

310,500.00 CAD

310.500.00 CAD

CAD

Purchase Order

Receipt

Invoice Type
Description

Attachment

Consumption

Standard

Mone

Tax Determinants

Advi
Line Amount Description Quantity Unit Price ﬁgr’:e b
Number Line Schedule Number Line Number Line Ship-to Location
1 270.000.00 Worlkflow fest case q 20 13,500 EA P0O300002 1 1 50000064 4 St John's

WorkplaceNL 15



Canceling an Invoice

To cancel an invoice with an incomplete status, select View Invoice from the left-hand Task menu.

WorkplaceNL

Health | Safety | Compensation

Supplier Port

Search | Orders ~ | Order Number

Tasks 4 Details
Orders
-
= Manage Orders Filter Criteria
« Manage Schedules .
* Supplier Invoice Number Payment Number
= Acknowledge Schedules in Spreadsheet
KC's Cookies Inc. - —Select Value-- - —Select Value-- -
Shipments
Claim Name Claim Number Purchase Order
= View Receipts
; —-Select Value— - —Select Value— - —Select Valus-- - Apply Resetw
= View Retumns
Invoices and Payments .

= Create Invoice
= Create Invoice Without PO
= View Invoices

= View Payments

To search for and open the invoice you want to cancel, select Supplier from the drop-down menu,
select incomplete status from the Invoice Status drop-down menu and click Search.

WorkplaceNL

ety | Compernsatior

View Invoices

4 Search Advanced | Saved Search | All Invoices L g
Al asd nne i raey)
** Invpice Numbser | sonsumption Advice
|
" Supplier | v Invoice Status w
Supplier Site | | v Paid Status b
** Purchase Order Payment Number

Search | Reset ' Save..

Click on the invoice number to open the invoice.

Search Results

View v o Destch
Inwoice ; Purchase . ; ; Unpaid ; . Payment
Mumber Inwoice Date  Type Order Supplier Supplier Sie Amsant Invoice Amoun  Invoice Status Himhiiis Cormements
133458 JO230T15 Slandard PON0002E] K's Cookins Ing LOGAL CAD 000 Call Incomplste
LFESL Ry Iar30T0 Standard F W a0 KCs Cocdaag Ind LOCAL 28 TS0 0 28 750,00 CAD

WorkplaceNL 16



In the top right under Invoice Actions select Cancel Invoice from the drop-down menu.

Calculats Tax  ChrisAfteX l

Cancel Imvoice

* identitying PO - Deacripton
Supplier Tesfing Testng Lid Attachments  Mone == Delate Invoice %
Supplier S4r: " Type | Invoice vi
Addiress =

Invoice Curmency

Payment Curmency

pop up will appear, select OK. This will bring you back to the invoice.

Warning x

You can't update the invoice number or reuse the number ence it's canceled. Do you wanl o continue and cancel the invoice?

|D_§| | Cancel |

Select Cancel to finish canceling the invoice.

Create Invoice @ Invoice Actions v | Save H Save and Close ‘ Submit

* Identifying PO | PO30000293 v Description " Number | 57854
Supplier KC's Cookies Inc Attachments None « * Date | 2003-07-10 fo
* Supplier Site | LOCAL .
upplier Site v Type | Invoice v
Address Invoice Currency CAD - Canadian Dollar
Payment Currency CAD - Canadian Dollar
Note:

If an invoice still has an incomplete status, you can edit the invoice instead of
canceling it. See page 4 on how to edit an invoice.

If an invoice is submitted in error or was submitted with incorrect information,
email accounts.payable@workplacenl.ca to have the information corrected or the
invoice cancelled with a credit note issued, if applicable.

WorkplaceNL 17



Viewing Payments

Payment remittances are distributed via encrypted email from payment.remittances@workplacenl.ca.
If you have not received payment remittances, first please check your junk or spam folders then,
contact WorkplaceNL at 709.778.2927 if not received.

In the Supplier Portal, there are two additional ways to view payments:

1. View the Payment Details report in the center of the home page, or
2. Select View Payments from the left-hand Task menu.

1. The Payment Details report is a quick-reference summary of all your claimant payments and can
be found in the center of the home page. You can filter the report using filter criteria. Icons in the
top, right corner of the report allow you to print or save the report or export it to Microsoft Excel.

Supplier Portal

Sgarch | Ondes v | Order Number

Tasks 4 Details
Orders
Filter Criteria

Invoice Number Payment Number

—Seact Value- L —Sefect Vale— - Apply

Invoices and Payments

Payment Details o [Ov

Company Profile

* Manage Profile

Payment Details

| Numbee | Date | Number

[ivoice [iwoice  [Clim  [Cleim  [From Date [ToDate |Payment [Code |Description Invoice | Supplier
| Mame Ameunt |

WorkplaceNL 18



2. To view payments using the left-hand Tasks menu, select View Payments.

WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search |0!dErs v| Order Number

Tasks 4 Details
Orders
a

= Manage Orders
» Manage Schedules

= Acknowledge Schedules in Spreadsheet
Shipments

= View Receipis
» View Retuns

Invoices and Payments

= Create invoice
s Create Invoice Without PC
= View Invoices
= View Payments
Company Profile

= Manage Profile

Filter Criteria

* Supplier Invoice Number

KC's Cookies Inc. v --Select Value—

Claim Name Claim Number

—Select Value— - --Select Value—

Payment Number

- --Select Value— -

Purchase Order

- —Select Value— - Apply  Reset w

If you know the Payment Number, enter it in the Payment Number field. If you do not have the
payment number, select your company name from the Supplier field drop-down menu. Click Search,

and all payments will display.

Click on the Payment Number from the search results to view payment details.

View Payments

4 Search

=%

Payment Number |

Payment Status |

Payment Amount |

— ) | T
Advanced | Saved Search | All Payments v |

= At least one is required

| iy Supp!rerl | - |
vl Supplier Site | | v |
| Payment Date i yyyy-mm-dd E% |

Search Results

view w 8 g’ Detach
Fayment Payment Date Payment Type

Number

WorkplaceNL

Invoice

Number Supplier

Supplier Site

Search Reset || Save... |

Payment Payment

Amsunt Status Remit-to Account

Revised June 2024
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