e Supplier Invoice Attached Documents

We are currently updating our site; thank you for your patience.

PROCUREMENT

SUPPLIER INVOICE ATTACHED DOCUMENTS

You can link digital documents to Supplier Invoice in order to store additional

information related to a Supplier Invoice.

All digital documents are saved to a repository that is specified in BPO Con-

figurator. Your company may have a specific shared location on the server
where all these documents can be stored, that the relevant windows users

have access to.

Ribbon Select Procurement > Invoices

e L
Th i i isti wi i
e Supplier Invoices Listing screen will be displayed.
. - Purchase = & x|
@ | fome | Equpment/Locatons  Contact  Fnance /HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Service  Reportng  Uties - & x
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Add  Edt Delete View AddBackto  Approve Dedne = Savelayout Workspaces = Print Export | new < Refresh
Back Invoice: -
.
ter P
InvoiceStatus  InvoiceNo. SupplierCode  SupplierName InvoiceDate Reference Currency ExchangeR .. TaxRate TotalCostExd Totalamtind VATNo Status ContactName Ag
Functions v 0 0 0 K3 = B 0 = = = - 3 kg 3 -
» N BUYBGR00000157 SPROO1 Sprint Distributors Local 27/01/2015 GRO0000157  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGRO0000158 SPROO1 ‘Sprint Distributors Local 27/01/2015 (GR00000158 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000171 SPROO1 ‘Sprint Distributors Local 16/03/2015 GRO0000171 AR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000175 SPROO1 ‘Sprint Distributors Local 12/05/2015 GRO0000175 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000177 SPROO1 ‘Sprint Distributors Local 14/05/2015 GRO0000177  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SWAPGR00000179 SUPOO1 Buy Back Supplier 06/07/2015 GRO0000179 ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A Supphier Contact
N SWAPGR00000180 SUPOO1 ‘Buy Back Supplier 06/07/2015 GRO0D00180  ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000181 SUP0O1 ‘Buy Back Supplier 06/07/2015 GRO0000181  ZAR 1.00 14.00 4,000.00 4,560.00 0000000000 A ‘Supplier Contact
N o241 SPRO01 ‘Sprint Distributors Local 18/11/2015 R 100 14.00 1,000.00 1,140.00 456789123 A Harry Jackson
N BUYBGRO0000281 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GR00000281 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000282 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GR00000282 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000283 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GRO0000283 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000285 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GRO0000285 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000286 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GR00000286 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000287 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000287  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SINV741 SPROO1 ‘Sprint Distributors Local 05/07/2016 (GR0O0000293 ZAR 1.00 14.00 45,000.00 51,300.00 456789123 A Harry Jackson
N 123456.99 SPROO1 ‘Sprint Distributors Local 12/08/2016 ZAR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV11.22.33 SPROO1 ‘Sprint Distributors Local 07/09/2016 AR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV4788 SPROO1 ‘Sprint Distributors Local 07/09/2016 (GR00000298 AR 1.00 14.00 2,500.00 2,850.00 456789123 A Harry Jackson
N 789456 SPROO1 ‘Sprint Distributors Local 31/10/2016 ZAR 1.00 14.00 200.00 228.00 456789123 A Harry Jackson
N SWAPGR00000311 SUPOO1 ‘Buy Back Supplier 03/04/2017 GRO0000311  ZAR 1.00 14.00 4,850.00 5,529.00 0000000000 A ‘Supplier Contact
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 ZAR 1.00 14.00 500.00 570.00 9874561321 A Tony.
N SINV12344566 TONO2 Tonys Copy Shop 12/04/2017 ZAR 1.00 14.00 500.00 570.00 9874561321 A Tony
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 AR 1.00 14.00 500.00 570.00 9874561321 A Tony.
N inv1 SPROO1 ‘Sprint Distributors Local 13/04/2017 ZAR 1.00 14.00 11,500.00 13,110.00 456789123 A Harry Jackson
N BUYBGR00000321 SPROO1 ‘Sprint Distributors Local 02/05/2017 (GRO0000321 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000322 SPROO1 ‘Sprint Distributors Local 04/05/2017 (GRO0000322 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson -
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Select the Site

Your employee user record should be linked to a default site. In this case, the
site will auto populate with this default, otherwise the site must be manually

selected.

Another site can be selected, if required, and if you have the security rights to

access the site.

If All Sites displays here, then you do not have a default site configured on

your user record, and need to select the required site.

Upon opening, this screen will default to the New status.
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* Select the Supplier Invoice you wish to link a document to.
* Click on the Document tile.
$ - Purchase (= J&)x]
| Home | Equpment/locatins  Contact Fimance /HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Soles  Service  Reportng  Utities - & x
o -~ i - S
OUXE B 00 X/ @ | &
Add  Edt Delete View AddBackto | Approve Decine | Savelayout Workspaces | Print Export | |new + Refresh
Back Invoice v
Maintain J  Process | Format J e Curent 4 a
Links L] -
L Invoicestatus  InvoiceNo SupplerCode  Supplerhiame InvoiceDate Reference  Cutency | ExchangeR.. TaxRate TotalCostExd Totalamtind VAN Status Contacthame | Ac
Functions v i L3 L3 L3 - L3 o - - - - e e 0
N BUYBGR00000157 SPROO1 ‘Sprint Distributors Local 27012015 GRO0000157  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGRO0000158 SPROO1 ‘Sprint Distributors Local 27/01/2015 GROOD00158  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGRO0000171 SPROO1 ‘Sprint Distributors Local 16/03/2015 GRO0000171  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000175 SPROO1 ‘Sprint Distributors Local 12/05/2015 GROO000175  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000177 SPROO1 ‘Sprint Distributors Local 14/05/2015 GRO0000177  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SWAPGR00000179 SUP0O1 ‘Buy Back Supplier 06/07/2015 GRO0000179  ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000180 SUP0O1 ‘Buy Back Supplier 06/07/2015 GROO000180  ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000181 SUP0O1 ‘Buy Back Supplier 06/07/2015 GRO0D00181  ZAR 1.00 14.00 4,000.00 4,560.00 0000000000 A ‘Supplier Contact
N 2441 SPROOL ‘Sprint Distributors Local 18/11/2015 AR 1.00 14.00 1,000.00 1,140.00 456789123 A Harry Jackson
N BUYBGRO0000281 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000281  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000282 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000282  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000283 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000283  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000285 SPROO1 ‘Sprint Distributors Local 23/06/2016 GROO000285  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000286 SPROO1 ‘Sprint Distributors Local 23/06/2016 GROO000286  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000287 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000287  ZAR. 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SINV741 SPROO1 ‘Sprint Distributors Local 05/07/2016 GRO0000293  ZAR 1.00 14.00 45,000.00 51,300.00 456789123 A Harry Jackson
N 123456.99 SPROO1 ‘Sprint Distributors Local 12/08/2016 R 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV11.22.33 SPROO1 ‘Sprint Distributors Local 07/09/2016 ZAR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINv4788 SPROO1 ‘Sprint Distributors Local 07/09/2016 GRO0000298  ZAR 1.00 14.00 2,500.00 2,850.00 456789123 A Harry Jackson
N 789456 SPROO1 ‘Sprint Distributors Local 31/10/2016 AR 1.00 14.00 200.00 228.00 456789123 A Harry Jackson
N SWAPGR00000311 SUP0O1 ‘Buy Back Supplier 03/04/2017 GRO0000311  ZAR 1.00 14.00 4,850.00 5,529.00 0000000000 A ‘Supplier Contact
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 AR 1.00 14.00 500.00 570.00 9874561321 A Tony.
N SINV12344566 TONOO2 Tonys Copy Shop. 12/04/2017 ZAR 1.00 14.00 500.00 570.00 9874561321 A Tony
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 R 1.00 14.00 500.00 570.00 9874561321 A Tony
N inv1 SPROO1 ‘Sprint Distributors Local 13/04/2017 R 1.00 14.00 11,500.00 13,110.00 456789123 A Harry Jackson
N BUYBGRO0000321 SPROO1 ‘Sprint Distributors Local 02/05/2017 GRO0000321  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000322 SPROO1 ‘Sprint Distributors Local 04/05/2017 GRO0000322  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
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Supplier Invoice Attached Documents

The Supplier Invoice maintain screen will be displayed.

¢ Click on the Add button.

® - Document listing for Invoice - 261 ©7°0 24018 ple Company - &
Home | Equpment/locatons  Conbact  Finance /HR  Inventory  Maintenance /Projects  Manufactwing  Proasement  Sales  Service  Reporting  Utities -
I‘p! ] \§

BB =

I XO0 B B E o

Add Edit Delete Back SaveLlayout Workspaces View Refresh

Document DocDescription DocType CreateDate ‘AmendDate

Open Windows v

User : Bianca | 30/11/2022 | Version : 2.4.0.18 | Example Company

The Document maintain screen will be displayed.

* File: You can either Drag and Drop a file into the text box or
search for the file. The search will open a Windows Explorer

screen for you to navigate to the file location.

$ - New Document for Invoice No. : 51234567890 18 - Example Company —I&
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - &
Save  Back
Pro S
File 2 @ select File X
path « « 4 [} « CO3Projects > DocTeam > ExampleDocs v o Search ExampleDocs
= Organize v New folder = ™ @
\Suppierlnvoce\ R =
@ Onebive Name Date modified Type Size
File Description 3 Thepe @3 Supplierinvoice_001 2022/11/30 1436 Microsoft Word D.
= This
T ® Supplierinvoice_$1234567890 2022/11/30 14:37 Adobe Acrobat D... 135
8 3D Objects
DocType
B Videos
25 Local Disk (C9)
@ Network Bl 5
File name: | Supplierinvoice_ 51234567890 | [Anfies v
=
Open Windows + User : Bianca | 30/11/2022 | Version: 2.4.0.18 | Example Company
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* Path: This will populate once you have selected the file.
* Repository Path: The repository that is specified in BPO Con-

figurator.
* File Description: Type in a meaningful description for the doc-

ument you are linking.
* Doc Type: Click on the drop-down arrow and select a document

type from the list. These document types are set up in BPO Con-

figurator.
¢ Click on the Save button.

$ - New Document for Invoice No. : 1234567890 24 I n — &) x
$ Equpment/Locatins _ Contract _ Finance /MR Inventory _ Mantenance /Projects  Manufactrng  Proement  Sales  Service  Reportng  Utites - & x
Save

M
(= J[<]
Back
o Q
234567890.pdf Pl

File |Supplerlnvoice_S12:
Path |C:\COProjects\DocTeam ExampieDocs

Doc Type | Customer document sample

Open Windows + User :Banca | 30/11/2022 | Verson: 2.40.18 | Example Company

A message box will come up noting: The document [document description]
for Invoice [invoice number] has been saved.

¢ Click on the Ok button.
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TECHMNOLOGSTES

Supplier Invoice Attached Documents

$ - Document listing for Invoice - 261 - 1P0: Version 2.4.0.18 - Example Company - & x
§ Home Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiiities - & Xx
A P —
= =
X0 B B EFo
Add Edit Delete Back Save Layout Workspaces View Refresh
— e N T
Document 1t Processing g X
oy ot ot
Open Windows v

it.

| User :Bianca | 30/11/2022 | Version: 2.4.0.13 | Example Company

The document will be added to the listing. Click on Refresh if you do not see

$ - i Invoice - 261 (= JC& )]
@ | tome | Equpment/Locstons  Contract  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Servie  Reportg  Utites - & x
P =
OZXO B B o
Add Edit Delete Back Save Layout Workspaces View Refresh
| .
Doaument Docdesarpton DocType | CreateDate  Amenddate
o Dol o o = =
nvoice from the supplier s 30/11/2022
Open Windows ¥

| User:Bianca | 30/11/2022  Verson:2.4.0.13 = Example Company

EDIT DOCUMENT

* Select the Document you wish to edit.
* Click on the Edit button.
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TECHMNOLOGSTES

Supplier Invoice Attached Documents

@ | tome | Eaupment/locations  Contract  Fiance /MR Inventary

OlzX0 X/

Document listing for Invoice - 261

rsion 2.4.0.18 - Example Compan
Mantenance /Projects  Manufactiring  Procrement  Sales Service
Add | Edt |Delete Bak | Savelayout Workspaces | View Refresh

Reportng _ Utiities

DocDesaription
O
qco‘ ’ 7

DocType CreateDate AmendDate
0
from the suppler s 30/11/2022

User : Bianca | 30/11/2022 | Version : 2.4.0.18 | Example Company

A message box will come up asking: Are you sure you want to edit the doc-
ument [document path\file name] for [invoice number]?

¢ Click on the Yes button.

$ - Document listing for Invoice - 261 rsion 2.4.0.18 - Example Company — (&=
@ | fome | Eupment/Locatons  Contract  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Utities -
e mm | (=
=
OxXx0 R ®H Eo
Add Edit Delete Back Save Layout Workspaces View  Refresh
= ) S
Doament Docdescrption Doclype | CresteDate  AmendDate
o o 0
»C Scan from the suppler s 30/11/2022
Document t
e you sure you want to edit the document,
‘C:\ProgramData\CO3

upp
pplierinvoice_S1234567890.pdf , for 512345676907

I

User : Bianca | 30/11/2022 | Version : 2.4.0.18 | Example Company

You can change the File Description and Document Type. If you select a dif-

ferent file, a new document record will be created against this Supplier
Invoice.
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TECHMNOLOGSTES

Supplier Invoice Attached Documents
* Click on the Save button.
$ - New Document for Invoice No. : 51234567890 - 5°¢ n 2.4.0.18 - Example Comp: =J(&@](x
@ | vome | Equpment/locatons  Contact  Finance /MR  Inventory  Mantenance [Projects  Manufschring  Procwement  Ssks  Senvice  Reportng  Utites - & x
ae

Doc Type | Customer document sample

DELETE DOCUMENT

User : Bianca | 30/11/2022 | Version : 2.4.0.18 | Example Company

¢ Click on the Delete button.

* Select the Document you wish to delete.

® - Document lsting for Invoice - 261 - 5P0: Version 2.4.0.16 - Example Compa —J(EGx
§ Home Equipment / Locations. Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
a ¢ =
=
Q O B BB Ee
Add Edit Back Save Layout Workspaces View Refresh
e o
Document DocDescription DocType. CreateDate AmendDate ‘
v oo 0 o
q:o. from the suppler cos 30/11/2022

User : Bianca | 30/11/2022 | Version: 2.4.0.18 | Example Company
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TECHMNOLOGSTES

Supplier Invoice Attached Documents

A message box will come up asking: Are you sure you want to remove this
document [document path\file name] for [invoice number]?

¢ Click on the Yes button.

$® - Document listing for Invoice - 261 - 570 1 2.4.0.18 - Example Company — & x
@ | fome | Equpment/Locatons  Contract  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Utities - & x
e U mm | (=
=
OxXx0 R ®H Eo
Add Edit Delete Back Save Layout Workspaces View  Refresh
a
Doaument Docdescrpton DocType  CreateDate | Amendate
[ 0 o 5 =
c 512 @s 30/11/2022
c co: 001 Suppler o /1172022
ent
(Open Windows v User :Bianca ~ 30/11/2022 ~ Version: 2.4.0.18 Example Company

VIEW DOCUMENT

e Select the Document you wish to view.
* Click on the View button.

s - Document lsting for Invoice - 261 570 Version 240,16 - Example Company — &
@ | fome | Equpment/Locatons  Contact  Fnance/HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
1« =
=
Al Edt Deete Back | Savelayout Workspaces | View |Refresh
Thrent &
Doaument Docdesarpton DocType | CresteDate  Amendbate
v o - 0 = =
% 0. Y Scan from the suppler s /132022
Open Windons ~ User :Bienca | 30/11/2022 | Verson: 2.40.18 | Example Company
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Supplier Invoice Attached Documents

If you have the relevant application installed and set as the default for this

type of file, that application will launch and you can view the document.

® - Invoice - 261 o 24018 ple Comp — i
@ | tome | Eaupment /Locations | [ Supplierinvoice_S1234567690,pdf - Adobe Acrobat Reader (64-bit - o x| - & x
(5 :Z X O File Edit View Sign Window Help
add  Edt Deete Back | savels) Home Tools Supplierinvoice_S12... X @ A signin
o o
1B % ® 8 Q © 1 M MO m- gD A= L Y &
Doament Q
v
| Company Name INVOICE 23
Company Slogan 5
=5
Company Address
Phone: Enter phone INVOICE #100 B
Fax: Enter fax DATE: ENTER DATE
TO: SHIP TO:
Recipient Name Recipient Name o
Company Name Company Name ¥
» Street Address Street Address <=
City, ST ZIP Code City, ST ZIP Code o
Phone Phone o)
COMMENTS OR SPECIAL INSTRUCTIONS:
Your comments 2
| SALESPERSON |  P.0.NUMBER | REQUISITIONER | SHIPPEDVIA | F.O.B.POINT [  TERMs |
| Enter here | Enter here ‘ Enter here ‘ Enter here | Enter here l Due on receipt ‘
v
| QUANTITY | DESCRIPTION | UNIT PRICE ‘ TOTAL ‘
— T— — {— T F—— >
850x1100in < s
Open Windows ~ User : Banca | 30/11/2022 | Version: 2.4.0.18 | Example Company

Related Topics
Standard Supplier Invoice

* Supplier Invoice Intro

¢ Add Supplier Invoice

* Edit Supplier Invoice

* Delete Supplier Invoice

* View Supplier Invoice

* Print Supplier Invoice

* Approve Supplier Invoice

¢ Decline Supplier Invoice

* Supplier Invoice Documents

Back to Back Supplier Invoice

* B2B Supplier Invoice Intro
+ Add B2B Supplier Invoice
o Edit (same process as Edit Supplier Invoice)

Delete (same process as Delete Supplier Invoice)
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View (same process as View Supplier Invoice)

Print (same process as Print Supplier Invoice)

Approve (same process as Approve Supplier Invoice)

Documents (same process as Documents for Supplier Invoice)

MNU.132.001
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