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Prerequisite:

You need to have a working iSupplier portal access account to submit invoices electronically.

iISupplier portal:
https://supplierportal.sandia.qov/OA HTML/RF.jsp?function id=1027932&resp id=-
1&resp appl id=-1&security group id=0&lang code=US&params=faWZ-ZGsrOzvoyTu6WVEVw

If access was not previously established, contact supreg@sandia.gov to request either a
password reset or a new iSupplier account. Multiple accounts can be established for each
supplier.

We recommend you establish an entity account (such as accountsreceivable@supersupplier.net).
This technique can reduce the amount of administration for you as you get new employees or
others leave.

To get the most from e-invoicing please establish electronic payments directly to your bank
account. To setup EFT payments please use our EFT form.


https://supplierportal.sandia.gov/OA_HTML/RF.jsp?function_id=1027932&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=faWZ-ZGsr0zvoyTu6WVEVw
https://supplierportal.sandia.gov/OA_HTML/RF.jsp?function_id=1027932&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=faWZ-ZGsr0zvoyTu6WVEVw
mailto:supreg@sandia.gov
mailto:accountsreceivable@supersupplier.net
http://www.sandia.gov/resources/emp-ret/corpforms/9424eft.pdf

Invoice Instructions:

The quickest way to create an invoice is to click on the ‘Invoices’ link from the home screen (after
login):

@iSupplierPortal:HomaPage ﬁ = = @ ~ Page~r OSafety~ Tools~ @v
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1 Navigator v BR Favorites v Home Logout Help P alize Page
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Orders
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No results found. e Delivery Schedules
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L Orders At A Glance e Advance Shipment Notices

Full List Receipts
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1090208 28-Feb-2011 10:31:02 * Returns
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acle. All rights reserved
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Then click ‘Create Invoices’ on the next screen:

@iSuppherPortal:ViewInvo\ces ﬁ b * = g@ v Pagev Safetyv Tools~ ®‘

Sandia

Namml i i
@ e Supplier Collaboration

M Navigatorv B Favorites ¥ Home Logout Help Personalize Page

View Invoices

Simple Search

Advanced Search

Invoice Number | Invoice Amount From | To |
PO Number | Amount Due From To |
Payment Number I Invoice Date From To

IrEe SRS i Due Date From . To &

(example: 26-May-2011)

Payment Status -
Go Clear
Invoice Invoice Date Type Currency Amount DueStatus OnHold Payment Status Due Date Payment PO Number Receipt Attachments

No search conducted.

:Ip_Personalize Page

Next click ‘GO’ next to the Create Inv0|ce Txt (right hand side of screen):




Supplier Collaboration

M Navigator v R Favorites Home Logout Help Personalize Page

Home | Orders | Shipments | Negotiations | SNL Pages
Create Invoices | View Invoices | View Payments

Invoice Actions

Create Invoice Go

Search

Note that the search is case insensitive

Supplier  THE MONEY POND Purchase Order Number
Invoice Humber Tnvaoice Amount

Invoice Date From EI Invoice Date To li
(example: 26-May-2011)
- Currency
Go Clear

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw  Cancel Update View Attachments
No search conducted.

Invoice Status

Create Invoice Go

Home Orders Shipments Negotiations SNL Pages Admin Finance Home Logout Help Personalize Page

Step 1 of 4 - Purchase Orders:

Enter PO number only in search boxes and press ‘Go’,

DO NOT enter any other fields. Entering multiple fields may result in an error.

e | gt et x| ot | e i .7 [

Create Involces | View Invoices | View Payments
o J J J
Purchase Orders Detais Manage Tax Resew and Submit
Create Invoice: Purchase Orders

Step 1 ot 4 Next

Note that the search is case insensitive Advanced Search
irchase Orrler Numier {14904
Purchase Order Date T
Duyer <4
Orgenization 'y
Advances and Ainandng  Excuded =
Q@
Selecl PO Number Line Shipmenl ~—#tvances or Finandng  Ilem Descriplion  Supplier llem Number — Ordered  Received Invoiced UOM Unil Price  Curr Ship To Organicalion Packing Slip  Waybill
Mo search conducted.

Cancel | Step 104 Mext




PO lines appear in table at the bottom of the screen

Wome | Orders | Shipments | Negotatons | Exceptions | Prodc | Finance | Adoun | st pooes |
Create Invoices | View lnvolces View Paryments

"
Purchase Orders

Dctails Manage Tax Rizvicw and Subimit
Create Invoice: Purchase Orders
Step 1 of 4 | Next
Search
Note that the search is case insensitive Advanced Search
Purchase Ovder Number |11
Purchase Order Date | [
e prpie: 185402001 .
Crganization 4
Advances and Financing  Excluded
Go Clear
Select tems: | Add to Inveice
1| Sel
Select PO Number ~ dvances or Finanding  Item Description  Supplier Item Number  Ordered  Reccived Invoiced UOM Unit Price  Cur Ship To  Organization Packing Slip  Waybill
L149044 @ u] DAQAL EXAMPLE 1000 {1} 0 EACH 100000 USD M51383 SANDIA OPERATING UNIT

Cance] | Step1of4 | Next

Select line(s) for billing by checking box to the left of the line, then click ‘Next’ on the right side of the
screen. If you are not sure which line to bill, contact your contract buyer.

Home | Orers | Stisments | Neotators | Exczpions | ot | Enance | Admin | . roces [
Create Invoices | View Invaices | View Payments
' :
Purchase Orders Detalis

Manage Tax Resnew and Submit
Create Involce: Purchase Orders

N
Siep 1 of 4] Hext

Search

Mote thet the search is case insensitive
Purchase Order Number 1149044
Purchase Order Date =

Buyer -

 Advanced Search

Organization
Advances and Finanding  Cxcuded =

Go || Clear

line Shipment  Advances or Finanding  Ttem Description  Supplier Tlem Nomber  Ordered  Received  Tovoived  UOM Unit Price Corr Ship To. Organization
10 u} OAQAL EXAMPLE 00 0 0 EACH 100000  USD MSI383 SANDIA OPERATING UNIT

Cancel | Sep1 E\‘@\
-]

Packing Stip Wayhill




Step 2 of 4 — Details:

Enter the following fields in order.

Field Value

1.Remit To Address This value will now typically pre-populate
with the address associated to your PO
in SNL’s system. Please review and
change if needed. To change the
address listed, enter “%”, press tab for
list of values, and select correct
remittance address.

2. Remit to Bank Account Enter “%” (tab) for list of pre-established
values. You will receive a check
payment if no values are available as
your remit to address is not setup for
EFT payments.

3. Invoice Number Enter your invoice number

4. Invoice Type “Invoice” is the default value. For
credits, please select the credit memo
option and enter negative quantity
values on the PO lines.

5. Invoice Description Optional field but recommended.

6. Quantity Enter your invoice total (or total for each
PO line). If the PO line’s unit price does
not equal $1 you may need to enter
fractional values when incrementally
billing.

7. Attachment Add (see directions below)

Home | Grders | Stpments | egoitions | Exceptons | Product | Panning | inance | A | sv-v-o- [

Create Invoices | View Invoices | View Payments

@ ¢ O
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details

* Indicates required field Back | Step 2 of 4 | Next

Supplier Invoice

* Supplier THE MONEY POND
Tax Payer D 123456789

= Remit To |MM-ALB-1 S —
Address 1234 SANDIA WAY ALBUQUERQUE NM 87114

* Invoice Number [12345 | 3. Enter your invoice number |
= Invoice Date [31-Jan-2013 [
ol i 4 Do not change unless submitting |

(xample: 31-1an-2013)
Invoice Type |Invoice le— | credits

1. Remit To Address now pre-populates.
Please review and modify where
needed.

Remit To Bank Account Currency USD
Unique Remittance entifier . Invoice Description < =i | 5. Enteryour |
Remittance Check Digit - | l descriptain

2_Enter % inthis field and press tab. The bank account associated with the remit to Test | L

address will display for you to verify. If no value displays the remit to address is not Attachment
setup for EFT payments and a check will be sent. Wonel Add...|

Customer |
Note, Customer Tax Payer .
* Customer Tax Payer D [S¥511976 0\4—' D e penr i 6. Enter your quanfity | SdsdE L el e )
Customer Name SANDIA NATIONAL LABS values for each PO Line attachment (and other reporting files where
Address BERNALILLO US ——— required).

Ttems .
PO Number Line  Shipment Ttem Description Supplier Item Number Ship To Available Quantity Quantity Unit Price uoM Amount
1297195 1 1 test PO MS1383 99910 F 100 1 EACH 100
1297195 11 1 test PO MS1383 99999 oo 1 EACH 100

Cancel | | Back | Step 2 of 4 | Mext


http://www.sandia.gov/resources/emp-ret/corpforms/9424eft.pdf

Adding Attachments (Mandatory):

Oracle will allow attachment of most major file type. Please upload the invoice document you would
otherwise mail to Sandia.

Add in a title and description if needed. Then, click ‘Browse’ to find file on your computer:

Create Invoices | View Invoices | View Payments
Finance: Create Invoices >
Add Attachment

Attachment Summary Information

Title |
Description

Category From Supplier
Define Attachment

Type @ File
©) URL
O Text e




Once file is added, click ‘Apply’. You can also choose ‘Add Another’ to add multiple attachments:

Add Attachment

cancel Add Another | Apply |

Attach y Inf i )
e | _File found on desk
Description " top

Category From Supplier

Add Another if /

Define Attachment multiple attachments
Type @ File Ci\Users\cbailey\Desktopiwarning. bt are needed
©urL |
O Text -

Apply to complete
action and return to
invoice screen. TSN

Add Another Apply

Click ‘Next’ on invoice screen to continue:

Create Invoices | View Invoices | View Payments
& G {
Purchase Orders Details Manage Tax

O
Review and Submit
,i-, Confirmation

Attachment testdoc.txt has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Create Invoice: Details
*® Indicates required field

Cancel Back | Step 2 of 4 | Next

Supplier Invoice
- - SUFF“IEE: E;ﬂg’;‘; POND * Invoice Number [12332
ax Payer _ —
* Remit To |NM-ABQ-1 Q, * Invoice Date .1U—Jun—?‘0’1‘1 | |j
(example: 26-May-2011)
Address .
fe Type Invoice -
Remit To Bank Account (% Q LISt Of AttaChments urre}rflptlzy usD
Unique Remittance Identifier |S now avallable \Cfipt\ﬂﬂ e
Remittance Check Digit -
s —
Attachm Attachment List...| Add...
Customer
* Customer Tax Payer D SYS11976 Next to Continue.
Customer Name
Address
Items
PO Humber Line Shipment Item Description Supplier Item Number Quantity it Price UOM  Amount
1090208 1 1 DAQAL PO SANDIA LABS - ABQ 48.46557 100

Cancel Back | Step 2 d



Step 3 of 4 — Manage Tax:
Sandia is not using the Tax area of Oracle, but default steps require navigation through this area.

Click Next without making any changes:

Home | Orders | Shipments | Negotiations | SNL Pages | Admin | Finance
Create Invoices | View Invoices | View Payments
@ @ ¢ ©
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: M ge Tax / \
Cancel | [ Save | [ Back | step 3fbr4 [ Mext
Supplier Invoice
* Supplier THE MONEY POND * Invoice Number 1234
Tax Payer ID 123123123 * Invoice Date  10-Jun-2011
* Remit To NM-ABQ-1 Invoice Type Standard
Address * Currency USD
Remit To Bank Account 1111551111 Invoice Description
Unique Remittance Identifier Test
Remittance Check Digit Attachment Hone
Customer
* Customer Tax Payer ID SYS11976
Customer Name SANDIA NATIONAL LABS
Address ACCOUNTS PAYABLE MS1385 PO BOX 5800
ALBUQUERQUE 87185
Summary Tax Lines
Calculate
y Tax Line Tax Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

No results found.

Items

PO Number Line Shipment Item Description Supplier Item Number Ship To Available Qty ‘Quantity To Invoice UOM Unit Price  Amount

1090208 1 1 OAQAL FO SANDIA LABS - ABQ 48.46557 1.00 EACH 1,000.00 1,000.00



Step 4 of 4 — Review and Submit:

If all information is correct, click ‘Submit’

Home ] Orders I Shipments I Negotiations I SNL Pages I Admin I Finance
Create Invoices | View Invoices | View Payments
@ & & @
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Review and Submit
Cancel Save | Back | Stefff4 of 4 | Submit ‘
Supplier Invoice
* Supplier THE MONEY POND * Invoice Number 1234
Tax Payer ID 123123123 * Invoice Date  10-Jun-2011
* Remit To NM-ABQ-1 Invoice Type Standard
Address * Currency USD
Remit To Bank Account 1111551111 Invoice Description
Unique Remittance Identifier Test
Remittance Check Digit Attachment None
Customer
* Customer Tax Payer I SYS11976
Customer Name SANDIA NATIONAL LABS
Address ACCOUNTS PAYABLE MS1385 PO BOX 5800
ALBUQUERQUE 87185
Ttems
PO Number Line Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice UOM Unit Price  Amount
1090208 1 1 OAQAL PO SANDIA LABS - ABQ 48.46557 1.00 EACH 1,000.00 1,000.00
Invoice Summary
Ttems 1,000.00
Less Retainage 0.00
Freight 0.00
Miscellaneous 0.00
Tax 0.00
Total (USD) 1,000.00
Cancel | Save | Back |Step4uf4 Submit ‘

You will receive a confirmation page. If you do not receive this page, your invoice has not been
submitted.

Click ‘Printable Page’ to print a copy for your records (optional based on your business needs).

Click ‘Create Another’ to submit another invoice.

—~Confirmation (invoice is submitted to Sandia)

—Printable Page (for your records)

Home I Orders I Shipments I Negotiations ] SNL Pages | Agga
Create Invoices | View Invoices | View Paymen

Q

_

@ {
Details Managg

Purchase

Create Another (if another invoice is ready for
submit)
L‘L Confirmation

Invoice 1234 was submitted to our Accounts Payable department on 10-Jun-2011. The confirmation numfer for this invoice is the invoice number. You can query its status by u arch by navigating to the
Home page.
Invoice: 1234

» | printable Page‘ Create Another

Support:

Contact elnvoice@sandia.gov

If you are receiving a specific error, please send include details and a screenshot if possible.


mailto:eInvoice@sandia.gov
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