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This manual is intended for all existing Supplier Network
users

Instructions are provided on how manage the invoice
process within the Supplier Network

Please familiarise yourself with the manual prior to using
Invoices within the Supplier Network
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e The PROACTIS Supplier Network is very easy to use

e You can self register, maintain your own data and
downloaded documents

e Submit tender responses electronically 24 hours a day,
7/ days a week

e Tenders lodged electronically do not incur postage or
courier costs

e You receive automatic confirmation that your response
has been received

e You can search the database for awarded contracts as
a means of identifying potential business leads
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Your supplier dashboard will allow you to manage proposed
Invoices from your Customers, Including acknowledging,
accepting and rejecting invoices.

From the two options you can
filter proposed invoice types
presented. The views include
Un invoiced , Part-Invoiced
(Visible but Coillte do not use),
Full invoiced, Deleted Orders
and All Orders.

Proposed Invoic
Invoices 0
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Invoice Notification

You will be notified by email that a new invoice has been
created by Coilllte.

The following steps explain the process of viewing,
acknowledging, accepting or rejecting an invoice.
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Copy / type the link into your internet browse

To enter the PROACTIS Supplier Portal

Feel free to
view Public
Opportunities

Login Name

- collice) P2
’ ' i

Password ; v ( -
. Forgotten login details?
%) Signin

Don't have an account? Sign up

Have you been invited?
Access Code

~» Go

FAQs Cookie Policy Legal Help ContactUs


https://www.proactisplaza.com/SupplierPortal/?CID=coillte
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Viewing an invoice

Step One requires

Step One: Sign In you to sign into

the Supplier
Portal

Sign In
F)rg:am'saﬁon 1D

Login Name

FAQs | Cookle Policy | Legal Help ContactUs

Password

. Forgotten login details?
=) SignlIn
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Viewing an invoice

Step Two: View Proposed Invoices

Select
Proposed vavia sur

Your Portal Invoices b

coillce

Opportunities

Notifications Auctions

8

Contracts

Proposef Invoices
Invoices 0
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: : : Use the Filter and
Step Three: Find the invoices Search function
to find the
Proposecpavid Burke g
Invoices

COi"Ce Your Proposed Invoices

From here you can view, acknowledge and invoice proposed invoices received from your customers.

Search by order number or customer name... Q search | ¥ Filters

Order No Order Date Customer Name Value  Status Show Me

- 4 0 Mo items to display

Filter by status or
dates and / or

enter key words
m— |

Start Date End Date

Order Status
18/11/2014 T 18/12/2014 T Uninvoiced ¥

Uninvoiced

Part invoiced
Order No Order Date Customer Name

Fully invoiced Show We

4 Deleted ams to display

All proposed invoices
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Step Four: Select the proposed Invoice Select ‘Show Me’

to view the
proposed invoice

Start Date End Date Order Status
18/06/2014 18/12/2014 All proposed invoices ¥
Order No Order Date Customer Name Value Status how Me

6056905 03 August 2014 Coillte 1,200.00  Fully invoiced o
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: : : i The proposed Invoice
Step FIVE VleW the Proposed INvVoice is displayed on screen

. Your Purchase Order | 6056905 David Burke
c0| ce David Burke

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name Order Date Status
- Coillte 03 August 2014 Fully invoiced
Item Information
Part # Dascription Quantity UOM Price Net Value VAT
613 00 WX09 Dr/Reps (VAT ON THIS SUPPLY TO BE ACCOUNTED FOR BY THE PRINCIPAL CONTRACTOR 1,000.00 11O0B 1.20 1,200.00 0.00
| - 1 M o 1-1of1 ltems
Columns can be
Payment Infofmation d ragged for ease of
, view
ice Adgiress Value 1200.00
o o VAT 0.00
Invoice descriptions Invoice  values are Order Total 1200.00
can be viewed displayed
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The Acknowledge Invoice functionality allows you to send

an email to Coillte should you have any comments
regarding the Invoice.

& Acknowledge

NOTE: Acknowledging the invoice does not mean that you
are accepting or rejecting the invoice.
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Acknowledging an Invoice

Step One: Select to Acknowledge

Select
‘Acknowledgement’

e Order | 6056905

coillcey '~
ce)

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name Order Date
- Coillte 03 August 2014
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Step Two: Create message

COillce Your Purchase Order | 6053049
ce)

From Email To Email
philip.pandhal@proactis.com philip.pandhal @proactis.com
Comments

Hi Coillte Accounts
h would like to acknowledge the proposed invoice or Purchase Order with thanks

Kindest Regards

Philip Supplies

" Submit Acknowledgement

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name o]
- Coillte 23 February 2014

Send a message to Coillte by
populating

the Comments

i

If you
Acknowledge
without inputting
comments  you
will not have the
opportunity to
send additional
comments.

Proposed Invoice
5 displayed
below

Status

Fully invoiced



g”? PROACTIS
L The Spend Control Company

Acknowledging an Invoice

Step Three: Submit Acknowledgement

From Email To Email
philip.pandhal @proactis.com philip.pandhal@proactis.com . .
Select Submit
Acknowledgement
Comments ’

Hi Coillte Accounts

I would like to acknowledge the proposed invoice or Purchase Order with
Kindest Regards
Philip Supplies

" Submit Acknowledgement o

Please note:
You can only
acknowledge
the invoice
once.
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Step Four: Order Acknowledgement .
raer
Acknowledgement
Is displayed on
screen

COillce Your Purchase Order | 6056905
) W Acknowledgement

From here you can view the purchase order details below, or process it using the options above. =
successfully

@ Order acknowledged

Colllte will then be able to respond to the acknowledgement
with clarification, this will be via email.
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Accepting an Invoice

Once you have Acknowledged an Invoice you are then in a
position to either Accept or Reject an invoice

To Accept please
select ‘New

—__— Invoice

David Burke .,

COillce Your Purchase Order | 6053047 id Bu
avid burke
) Y Acknowledgement Bl New Invoice *. velete | B Print

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name Order Date Status
- Coillte 23 February 2014 Uninvoiced

Item Information

Part # Description Quantity UOM Price Net Value VAT

682 00 K238 Mg M 3+ Genera 1000 Hours 2.00 20,00

“ 1 r e 1-1oflltems

Payment Information

Invoice Address Value 20.00

VAT 270

Order Total 22,70
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Accepting an Invoice

Add an invoice

coi“ce Your Invoice for Order | 6053047 number Djvid Burke
ce)

‘rom here you can create an invoice for one or many of the purchase order lines below.

Invoice Details

Order No Invoice Number Customer Name
5053047 Coillte
Order Date

23 February 2014

Invoice Date
i5afz0se g Add/Amend  the
invoice date
Invoice ltems L
Part # Description uom Order Price Order Qty = Quantity Net Value VAT Action
682 00 K238 ME&M 3+ General Hours 2.00 1000 | 10.00 . 20.00 . 2.70 .
" « 1 [, » 1-1oflitems
Totals
Add Comments
Comments

Total 22.70
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Either "Submit’ or ‘Submit and Print’ the invoice
coi"@ Your Invoice for Order | 6053047

Order No
6053047

Order Date
23 February 2014

Invoice ltems
Part # Description
6582 00 K238 WM&M 3+ General
1 * ]
Totals
Comments

Thank you please pay asap

Regards

Philip Suppliers

eleiSEITL D

Select ‘Submit’
New Invoice’ or

‘Submit & print’

123344

Invoice Date

18/12/2014

[

i

—

Please note: You cannot
change any of the values
on the invoice. If the
values are incorrect
please use the reject
invoice functionality
discussed later.
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Accepting an Invoice

Confirmation is received

Confirmation IS
displayed on screen

/

.“ Your Purchase Order | 6053047 /
c0| ce @ The Invoice has been

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name Order Date Status
- Coillte 23 February 2014 Fully imvoiced

Your invoice has been accepted
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You may wish to reject the Invoice if the details or values are

Incorrect.

COillce Your Purchase Order | 6053047
ced

From here you can view the purchase order details below, or process it using the options above.

Delivery Information

Delivery Address Delivery Contact Customer Name Order Date
- Coillte 23 February 2014

Item Information

Part # Description Quantity = UOM

682 00 K238 ME&M 3+ General 10,00 Hours

“ 1 > .

Payment Information

Invoice Address

To delete please
select ‘Delete’

David Burke o
David Burke

Uninvoice d
Price Met Value WAT
2.00 20.00 270
1-1of1items
Value 20.00
VAT 270

Order Total 22,70
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Rejecting a Proposed Invoice

Add a comment and Delete

COillce Your Purchase Order | 6053047
ce)

Add a comment,

From Email To Email reason for
philip.pandhal @proactis.com philip.pandhal @proactiz.com rej ection
Reason

Commetn delet

Select ‘Submit
Delete Notification
& Delete order’

" Submit Delete Notification & Delete Grder
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Confirmation is received Confirmation  is
displayed on
screen

coillce) vour Proposed Invoices (%) The order was

successfully deleted

From here you can view, acknowledge and invoice proposed inveices received from your customers.

Search by order number or customer name... " Filters

Order Mo Order Date Customer Name Value = Status Show Me

|4 - o 2 . Mo items to display

Your invoice has been rejected
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By clicking on the acknowledgements button you will be able

to view Order specific acknowledgements sent to your
customers.

Acknowledgement
button  displays
comments Order
Acknowledgement
COi"Ce Your Pugghrdse Order | 6056905 cpmments are
) A Acknowledgement = Print displayed

To Email
philip.pandhal @proactis.com

Comments
Hi | would like to acknowledge the Order 6056505

From here you can view the purchase order details below, or process it using the options above.
Delivery Information

Delivery Address Delivery Contact Customer Name Order Date Status
- Coillte 03 August 2014 Fully invoiced
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Within the Invoice tab you can view, print and resend invoices

_ sent to your customers.
invoices Search and Filter
0 allows for either key
i) word search's or

date searches

— 4
-II David”.Burk.e v
collice Your Purchase Invoices povdsute

From here you can view and print invoices sent to your customers.

Search by order number, invoice number or customer name... Q, Search | A Filters

From Date To Date
18/01/2014 ] 18/07/2014 B

nvoice Number nvoice Date Crder No Customer Name NetValue Status Download Show Me
16: 85236978956 28 February 2014 6053048 Caoillte 7000 | Submitted 0

15: 852369 28 February 2014 6053059 Caoillte 54.00 Submitted 0

14: 15563478 28 February 2014 6053060 Caoillte 6.00 Submitted o

13: 551368 28 February 2014 6053061 Coillte 10.00 Submitted 0

—
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Invoices can
David Burke o

= Your Purchase Invoice | 85236978 be l‘inted
coll I@ p David Burke
—

From here you can view details of the invoice, resend it, or print it.

Invoice Details

Order No Invoice Number Customer Name

6053048 B5236978956 Coillte
Order Date Invoice Date Currency Code
23 February 2014 28 February 2014
Company Registration Number VAT Registration Number
- IE5345915U
Invoice  details
Part# Description uom Quantity Pric Net Value VAT are d iS p I aye d
682 00 K238 MEM 3+ General Hours 35.00 200 70.00 945

“ 1 > . 1-1oflitems

Your Purchase Invoice | 85236978956

| collice) prm rym

Invoices can
be Resent

«" Resend ¥ Cancel
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e Registering on the Supplier Portal (Invited by Customer)
e Registering on the Supplier Portal (Self Registration)

e Changing my Organisation details

e Registering an interest in a tender opportunity

e Responding to a tender opportunity

e Locating / Amending a tender opportunity response

e Invoice Management

e Contract Management

e Password Management (Forgot or Amend)

e Frequently Asked Questions (FAQS)



