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Reviewing PO Information

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

Health | Safety | Compensation

Welcome, KC ®

YOU have a hnew Open it with the home icon or the company logo.
You can continue to access this page by selecting the My
home page' Dashboard item in the navigation menu.

WorkplaceNL

Health | Safety | Compensation

Good afternoon

Supplier Portal Tools Others

Supplier Portal

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

Health | Safety | Compensation
Supplier Portal
Search Order Number o
Tasks 4 Details
Orders 4
« Manage Crders Filter Criteria
» Manage Schedules
* Supplier Invoice Number Payment Number
« Acknowledge Schedules in Spreadsheet
--Select Value— hd —Select Value— hd —Select Value— hd
Shipments
Claim Name Claim Number Purchase Order
» View Receipts
. —-Select Value— - --Select Value—- - --Select Value— - Reset v
= View Retuns
Invoices and Payments
4

« Create Invoice [—
Create Invoice Without PO Payment Details 3 vy 3+ @

View Invoices

= View Paymenis

Company Profile

« Manage Profile Payment Details

WorkplaceNL 2



If you know the purchase order number, enter it in the Order field. Click Search.

If you do not know the purchase order number, select Search.
Select the Order number to view the purchase order details.
WorkplaceNL

H < ¢ | Compensation

Manage Orders

| Saved Search |AII Orders

Headers Schedules
- Search Ad ||
Sold-to Legal Entity | | = |
Supplier Site | | - |

Search Results

Actions »  View w Format w =] Ev Detach
Order Order Date Description Supplier Site Buyer
PO30000299 2023-07-128 LOCAL Reid, C
PO30000295 2023-07-18 LOCAL Reid, C

Review purchase order details, click Done to close the screen.
WorkplaceNL

Health Safety Com, ation

Order | PO30000299

Status |

Include Closed Documents

Ordered Currency Status

105,000.00 CAD Open

287,500 00 CAD Open

Life Creation
Cycle Date

2023-07-12

2023-07-18

O B 8

Purchase Order: PO30000293

Main

<4 General

Sold-to Legal
Entity

Bill-to BU

Order

Status
Buyer

Creation Date

Terms

Required
Acknowledgment

Payment Terms

WorkplaceNL
WorkplaceNL
PO30000293
Closed for Receiving
Reid, C

2023-07-18

MNotes and Attachments

MNone

MNet 30

4 Additional Information

Claim Number
Claimant Name
Claimant Address 1
Claimant Address 2
Claimant City

Claimant Province

Lines Schedules

Actions w View w

Line

1

Columns Hidden 16

WorkplaceNL

Format w e

Item Description

Workflow test case q

Supplier
Supplier Site

Supplier Contact
Bill-to Location

Ship-to Location

Shipping
Method

Freight Terms

FOB

Claimant Postal
Code

Claimant Phone
Claimant Email
Contact Name
Job

Phone

" Detach

Acknowledge | | View PDF | Actions ¥ | fresh |

KC's Cookies Inc
LOCAL

KC

St. John's

St. John's

None

FOB Destination

Ordered
Description

Source
Agreement

Supplier Order

Fax

Email

Service Start Date
Service End Date

Frequency

Quantity UOM Price

20 EA

270,000.00 CAD

Pay on receipt

Confirming order

Ordered Status

13,500.00 270,000.00 Closed for...



Creating Invoices with PO

Under Invoices and Payments, click Create Invoice.
WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search ‘ Orders v| Order Number O,
Tasks 4 Details
Orders 4
« Manage Orders Filter Criteria
= Manage Schedules ~
* Supplier Invoice Number Payment Number
« Acknowledge Schedules in Spreadsheet
KC's Cookies Inc. v --Select Value— hd --Select Value— -
Shipments
Claim Name Claim Number Purchase Order
= View Receipts
--Select Value— w --Select Value— - --Select Value— - Apply Resetw

» View Returns
Invoices and Payments

« Create Invoice
» Create Invoice Without PO
s View Invoices

« View Payments
Company Profile

+ Manage Profile

Enter invoice details.

Identifying PO: Select or search for a purchase order 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 Save.

WorkplaceNL Np

Health | Safety | Compensation

Create Invoice () Ivoice Actions v . saveand Close || Submit

* |dentifying PO | P0O30000293 v Description * Number | 57854
Supplier KC's Cookies Inc Attachments  None s " Date | 2023-07-19 )
Supplier Site | LOCAL v " Type | Invoice v
Address

Invoice Currency CAD - Canadian Dollar

Payment Currency CAD - Canadian Dollar

WorkplaceNL 4



Click the Select and Add icon 5 to add line items. Note: Do not use the plus ' icon.

Create Invoice @

Invoice Actions w | Save | Save and Close ‘ Cancel ‘

* Identifying PO | PO30000293 | - Description * Number | 57854
Supplier KC's Cookies Inc. Attachments None == * Date | 2023-07-19 fe
- ’ )
Supplier Site | LOCAL | - ~ Type | Invoice ~
Address

Invoice Currency CAD - Canadian Dollar

Payment Currency CAD - Canadian Dollar

Customer
Lines
View w L |E+ Cancel Line
PR TTEe e R B
“ Number ° Type Supplier Item Item Description Ship-to Location Tax Classif =
" Number ~ Line " Schedule  Number Line
No data to display
Total -
4 >

If the purchase order has line items that have been received, these line items will automatically populate. Click
the white space to the left of the PO number to highlight the line. Click Apply, then OK.

Select and Add: Purchase Orders

Search Results

‘View v| [ Detach | SelectAll
. LI |‘| | | | |

Purchase Order Consumption Advice

Supplier ltem

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

PO30000289 1 1 ‘ Workflow test caseq St John's

1

The line item will be added to the invoice. To change the quantity, scroll to the right and edit the Quantity field.

Lines

Vew 4 ¥ E | CancelLine
Consumption

Purchase Order Advice Tax Available Unit

Classification Quantity Quantit Price

10 2500 EA 2500000 | Workfow test case

Total 25,000.00

Supplier
Item
“Number  “Line *Schedule Number  Line

“Number * Type Item Description Ship-to Location UOM * Amount Description

1 PO30000289 1 1 Worldlow test ca.. ‘SI.John‘s v

WorkplaceNL 5



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 v | E] Saveland Close | | Submit l ‘ Cancel ’

Caiculate Tax  Ctri+Alt+X ! ’

289 1
Identifying PO PO30000289 Description Cancel Invoice {1 1234567

Supplier KC's Cookies Inc Delete Invoice

Attachments None ==
Supplier Site Type Invoice
Address Invoice Currency CAD - Canadian Dollar

Payment Currency CAD - Canadian Dollar

Customer

Lines

View v 4+ X E | Cancelline

Purchase Order Consumption

“ Number "~ Type Advice I?:r};plier Item Description Ship-to Location (r:al:ssilica!ion 3::::::‘: Quantity l;,r?:e UOM ~ Amount Description
" Number “Line ” 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 wv
Line ~ Regime ” Tax Name Tax Jurisdiction ™ Tax Status * Rate Name Percentage Per Unit Amount
1 CATAX CAHST CANLHST HST STANDARD CANLHST 15 3,750
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
0.1 25,000.00

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

WorkplaceNL NP d @

Health | Safety | Compensation

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

Identifying PO P0O30000289

Description * Number | 1234567

Supplier 's Cookies In
Pplior KCS Cootles Inc Attachments None = Date

Supplier Site  LOCAL
Type Invoice
Address
Invoice Currency CAD - Canadian Dollar

Payment Currency CAD - Canadian Dollar

WorkplaceNL 6



Creating Invoices without PO

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

Health | Safety | Compensation

Supplier Portal

Search | Orders v| Order Number =
Tasks 4 Details
Orders P
= Manage Orders Filter Criteria
« Manage Schedules i .
= Supplier Invoice Number Payment Number
» Acknowledge Schedules in Spreadsheet
--Select Value— v —-Select Value— hd —Select Value— hd
Shipments
Claim Name Claim Number Purchase Order
« View Receipts
—-Select Value— - —-Select Value— A 4 —-Select Value— - Reset v

» View Returnz
Invoices and Payments

s Create Invoice ————————————
« Create Invoice Without PO Payment Details S [HY &0
» 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

Health | Safety | Compensation

Create Invoice Without PO ®

Supplier KC's Cookiss Inc.

Description | * Number ‘ |
* Supplier Site ‘ v | Attachments  None == * Date ‘ IIIIIII rmdd E-e|
Address I
* Type ‘ Invoice v
Invoice Currency
Payment Currency
Customer

* Requester Email

Requester Name

WorkplaceNL 7



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 oo

Health | Safety | Compensation

Create Invoice Without PO @ Invoice Actions v Save Save and Close Submit ] ‘ Cancel |

Supplier KC's Cookies Inc

Description * Number | 222
Supplier Site Attachments None =j= * Date | 2023-07-07 A—é
Address
Type Invoice
Invoice Currency
Payment Currency CAD - Canadian Dollar
Customer

" Requester Email | employee@workplacenl.ca

Requester Name

Lines

View v == |[& > | CancellLine

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

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

Lines

Veww = B |X | Cancel Line ‘

“ Number ~ Type Ship-to Location Ship-from Location Tax Classification “ Amount Description
q ||._en, v|| |,| | |v| | |v| | 50000||
Total 500.00

Once all line items are entered, click Save.

WorkplaceNL

Health | Safety | Compensation

Create Invoice Without PO &

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

Supplier Site Attachments  None s * Date ‘2023_0?_0? 53‘

WorkplaceNL 8



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

Health | Safety | Compensation

Create Invoice Without PO @ ’_I_I_ [sovs | sovepns ciose | [ suomn | conce]
| | e

\ Calculate Tax  Cirl+Alt+X
Supplier KC's Cookies Inc. Description Cancel Invoice 222 |
supplier Site Attachments None = Delete Invoice
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

Py LS I B A A ar
o T
¥ awine Eemnail e e ST scand ca
L e s - . -
™
|
Wi W -+ s | b4 Cancel Lme
© Numilsar Ty Sl b LOCalsom Ship Ircam LasCcalica Tax Chassilsts o C Amoul  Descripiion
i i L - Corrae Brook - - - S 2 Cascrpnon
I
Tastal S0, (s
Sumimary Tax Lines
Fieres ®
i Foagi i Tam kaswe Fam Junsdscoon  * Tas Sramus Frane tdame e o (WLl P Uear EETTE |
T &, R T HL HST HET S TARDAR A L,
tal
] Fraigr el b arwi himied Fan b ow anwen Tan W e o e 1)
=00 06 st . oo . gt
Hesinags

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 None =j= Date

Address
Type Invoice

WorkplaceNL 9



Viewing Invoices

Select View Invoices from the left-hand Task menu.
WorkplaceNL

Health | Safety | Compensation

Supplier Portal

Search | orders v| 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. A —Select Value— hd —Select Value— hd

Shipments

Claim Name Claim Number Purchase Order

« View Receipts

—Select Value-—- - —Select Value-- - —Select Value-- - Apply Reset w

= View Retumns
Invoices and Payments

= Create Invoice
- Create Invoice Without PO
= View Invoices
« View Payments

Company Profile

= Manage Profile

Enter Invoice Number, Supplier or Purchase Order, click Search.
In the search results, the Invoice Status field provides an update on the status of an invoice. Refer to the table
below for invoice status descriptions.
Click on the invoice number to view in-depth invoice details.
WorkplaceNL

Health | Safety | Compensation

View Invoices

4 Search | Advanced | Saved Search | All Invoices ~

** At least one is required

Invoice Number | 123456 Consumption Advice

Supplier| | - |

Supplier Site | | - |

“* Purchase Order |

Search Results

View w e

im Detach

Invoice Status ~ |

Paid Status

~|

Payment Number

| Search | Reset || Save... |

::I‘:rcnill):eer Invoice Date Type gl:l;gl:ase Supplier Supplier Site AUr:gS:-ndt Invoice Amoun  Invoice Status E?J‘f:nmbzl:l Comments
123456 2023-07-19 Standard PO30000293 KC's Cookies Inc. LOCAL CAD 0.00 CAL
1234567 2023-07-19 Standard PO30000289 KC's Cookies Inc. LOCAL 28,750.00 28,750.00 CAD
Invoice status descrlptlons
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

WorkplaceNL
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Review invoice details.

Invoice: 123456

Business Unit
Legal Entity Name
Supplier or Party
Supplier Site
Address

Invoice Date

Lines Payments

Items

Detach

view v By

WorkplaceNL

WorkplaceNL

KC's Cookies 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
1 1
1 1
1 1

Receipt
Number Line

1

1

1

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

WorkplaceNL

Health | Safety | Comp

Invoice: 123456

Business Unit
Legal Entity Name
Supplier or Party
Supplier Site
Address

Invoice Date

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

Invoice Type
Description

Attachment

Consumption

Advice
Number Line
500053
500053
500053

Standard

None

Tax Determinants

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

st. John's, NL

Invoice Type Standard
Description
Attachment Mone

Lines = Payments
ltems
View w
Purchase Order Receipt Consull_'lp(lon Tax Determinants
. P B R o] Advice
Line Amount Description Quantity Unit Price Name
Number Line Schedule Number Line Number Line Ship-to Location
1 270,000.00 Workflow test case q 20 13,500 EA PO300002... 1 1 50000064 1 St John's

WorkplaceNL
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Viewing Payments

There are two ways to view payments:
Select View Payments from the left-hand Task menu, or
View the Payment Details report in the center.

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

Health | Safety | Cor n

Supplier Portal

Tasks A Details

Orders -

* Manage Orders Filter Criteria
« Manage Schedules

* Supplier Invoice Number Payment Number
« Acknowledge Schedules in Spreadsheet
KC's Cookies Inc. A --Select Value— - --Select Value— -
Shipments
Claim Name Claim Number Purchase Order
= View Receipts
--Select Value— - --Select Value— - --Select Value— - Apply Reset w

= View Returns
Invoices and Payments

= Create Invoice
= Create Invoice Without PO
« View Invoices

« View Payments

Company Profile

= Manage Profile

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 review payment details.

View Payments
4 Search |Agvanced | Saved Search

= At laast one is required

* Payment Number‘ ‘ * Supplier‘ ‘ v |
Payment Status ‘ v| Supplier Site ‘ ‘ v |
Payment Amount ‘ ‘ Payment Date ‘ yyyy-mm-dd E'.G ‘

Search | Reset || Save... |

Search Results
vieww §H i Detach

Payment Invoice Payment Payment

Number Payment Date Payment Type Number Supplier Supplier Site Amount Status Remit-to Account

Mo search conducted.

WorkplaceNL 12



The Payment Details report is a quick-reference summary of all your claimant payments. You can filter the

report using the filter criteria. Icons in the top, right corner of the report allows you to print or save the payment
details report. You can also export the report to Microsoft Excel.

Supplier Portal

Search | Orders v| Order Number

Tasks A Details
Orders 4
Manage Cr Filter Criteria
* Manage Invoice Number Payment Number
= Acknowledge Schedules in Spreadshest - —Selact Value— - —~Selact Valua—~ -
Shi nts
ome Claim Name Claim Number
= View Receits ~Seect Value—- ¥  -SelectVale- - Apply

= \iew Retums
Invoices and Payments =

= Create Invoice Payment Details

View Payments
Company Profile

* Manage Frofile

Payment Details

Invoice | Invoice Claim Claim From_Date | To_Date Payment |Code | Description Invoice | Supplier
Number | Date Number  Mame Number Amount

WorkplaceNL 13



