CREATING AN INVOICE
WITHOUT PURCHASE ORDER

Overview

The purpose of this System Guide is to help suppliers navigate how to create an invoice without a
Purchase Order (PO) within the CLP Supplier Portal.

E Create Invoice Without PO

1. Signinto Oracle Cloud, and click the Supplier Portal tab to display the APPS section.

2. The APPS section is displayed. Click the Supplier Portal tile.

& Supplier Portal @yables Projects General Accounting

Supplier Portal

3. The Supplier Portal screen is displayed. In the Invoices and Payments section, click the Create
Invoice Without PO option.
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Supplier Portal

T~ = —
Search | Orders V| Order Number Q
Tasks
Supply Plan R 2 e
Requiring Attention Recent Activity
+ Manage Order Forecasts and Commits Last 30 Days
+ Manage Supplier On-Hand Quantities
Contract Manufacturing
« Manage Production Reports No data available
Vendor-Managed Inventory -

« Manage Inventory
Transaction Reports

« Manage Replenishment Requests
Last 30 Days

Contracts and Deliverables No data available

+ Manage Contracts
« Manage Deliverabies

Consigned Inventory No data available

« Review Consumption Advices ¢

« Review Consigned Inventory

Invoices and Payments e

« Create Iny

4. The Create Invoice page is displayed. Enter the required details such as Supplier Site, Supplier Tax
Registration Number, Remit-to Bank Account, Description, Number, Date etc.

5. Click the Attachment icon to attach relevant document(s).

Note: The Attachment field is mandatory, and the system will not allow you to proceed without
uploading an attachment.

6. Click the Add Lines icon to add more POs to the invoice.
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Create Invoice Without PO @ Invoice Actions v | Save || Save and Close ’ Cancel
et
e
YpRller SRAVONYENGINEERING Remit-to Bank Account | XXXXX6789 v * Number | 87766
TaxpayeriD Unique Remittance
* [
Identifier Date | 26/11/2024 'Y
* Supplier Site | CLP-HK
Lot s X Unique Remittance * Invol
Nam Lok Hse, Sham Shui Po, HONG Identifier Check Digit Type | Invoice b
Address
KONG
Description Invoice Currency | HKD - Hong Kong Dollar v
Supplier Tax Registration Number v ot
!
Attachments None Currency HKD - Hong Kong Dollar
Tax Control Amount
Enter the e-mail of the contact at the buying company.
Customer before it can be processed further
Name Cli v wrvirvrivivs rors
* Customer Taxpayer ID | ABC10131001 v LIMITED * Requester Email Iaqsnu\.rana@c\p.com I
= -
Addross Requester Name
Lines
View v Cancel Line
* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description
No data to display.
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7. Enter Miscellaneous under the Type field. Enter the required details in Ship-to Location, Ship-from
Location, Tax Classification, Amount and Description.

(& LY
CLP ¥ 0 H &5 ul
Create Invoice Without PO Invoice Actions v Save and Close || Submit | | Cancel
e e
Supplier. BRAVONA ENGINEERING Remit-to Bank Account | XXXXX6789 . * Number | 87766
Texpayerin Unique Remittance
. /
\dentifier Date | 26/11/2024 Y
Supplier Site
sk Unique Remittance Type Invoice
Address :gnéuk Hse, Sham Shui Po, HONG Identifier Check Digit
= Description I Invoice Currency
Supplier Tax Registration Number v Payment
Attachments  None == Currency HKD - Hong Kong Dollar
Tax Control Amount
Customer
Name CLP POWER HONG KONG
Customer Taxpayer ID v LIMITED * Requester Email | anshul.rana@clp.com.hk
Atigrees Requester Name Rana Anshul
Lines
View v 4+ B X  Cancelline a
* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description
1 Miscellaneous v v v v 1,400.00

8. Click the Save button to save the invoice.
9. Click the Submit button to submit the invoice.

CLP@)+E 3 oF

Create II'lVOiCC withOUt PO @ Invoice Actions v | Save || Save and Close \ ‘ Cancel
Supplier BRAVONA ENGINEERING Remit-to Bank Account | XXXXX6789 v * Number | 87766
Taxpayer ID R p
Unique Remittance Date
Identifier
Supplier Site v
PP Unique Remittance Type Invoice
Addioss zg:éok Hse, Sham Shui Po, HONG Identifier Check Digit (o)
Description Invoice Currency
Supplier Tax Registration Number v Payment
Attachments SCM-FUT-BUT status_20Sep24.xis 4 3¢ Currency KD - Hong Kong Dollar
Tax Control Amount
Customer
Name CLP POWER HONG KONG
Customer Taxpayer ID v LIMITED * Requester Email | anshul.rana@clp.com.hk
Addrens Requester Name Rana Anshul
Lines
View v 4 [B X | cancelLine
* Number * Type Ship-to Location Ship-from Location Tax Classification * Amount Description
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roice: S < . : X Create Anoth:
Invoice: ALS1012 @ Invoice ALS1012 has been submitted. Todls Ancther
/ ) ————
Identifying PO 45010000000237 Remit-to Bank Account m Number ALS1012
Supplier ALSCO ENTERPRISES LTD Unique Remittance Identifier Date 30/04/2024
Taxpayer ID Unique Remlttan?h:i:kng:l;: Type Invoice
Supplier Site  Head office Description Invoice Currency HKD
China Resources Bidg Wan

Address Chal, Wan Chali District, Hong Attachments None Ayment Camenay; IO

Supplier Tax Registration
Number

Customer

Customer Taxpayer ID

Kong, HONG KONG

LRNCLPP

Tax Control Amount

Legal Entity

Address

CLP Power Hong Kong Ltd.

Done

END OF DOCUMENT
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