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1. How to log into the Supplier Portal

When a customer creates you as a supplier in the e-invoicing solution, an email is sent
with details of how to log into the system. The email will contain a link to the Supplier Portal
and your User Id. Click on the URL link contained in the email.

From ACME Ltd :: Parabilis Marketplace 4 Reply = Forward Archive @ Junk @ Del

Subject Welcome to Parabilis Marketplace <mail-ref-id: 197f1f> 074
To Me Other Actions ~

TTIE PaladUIILIs MalKetpIate MIrTurs Cie TUEK Mal'KetpIate, WILCI IS & 1atIuiel PUrtal Proviuling I0Cal auCHurities Wit dcless U o

range of shared services. It is a powerful, tried, tested and secure platform for e-procurement; enabling local authorities to buy

goods and services online.

Please note that there is NO CHARGE to you to receive e-orders from the Parabilis marketplace.

Important Next step

Please use this link to reset your password: To log into the Marketplace
https://parabilis.training.egsgroup.com/idea/useradmin ~ dlick on the URL link
/password setup.jsp?token=b3b6ef68694c554697168cb76baabb8aBced47615590c323848c7eab084cBceda

Please note, for security reasons this URL will expire on Thu, 6 Feb 2014 ©7:41:51 GMT
To log into the system, please use your User ID shown below and your password:

User ID: fe061266

You can log-in to the Parabilis Marketplace supplier interface from any Internet
browser at any time (https://marketplace.parabilis.ac.uk)

Responding to orders and requests through the Parabilis Marketplace is simple,
convenient and secure. The manual "A step by step guide to the Parabilis
Marketplace” provides a quick overview of how to use the supplier interface.

You will need to enter a password. Please note the password needs to be alphanumeric,
minimum of 8 characters and at least one letter in capitals.

PROACTIS

The Spend Control Company

Password setup

Username  feo119754
Organisation PO_Flip

Password must meet several requirements o

New password

Retype password

+ Set password

Copyright © PROACTIS Group Limited 2018. All rights reserved.

You will then be asked to set up a Password Lookup in case you forget your password,
the system will email you a URL link which you can use to reset your password by
answering your Password Lookup question correctly. Please note the answer to the
Password Lookup question is case sensitive.
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Update password hint

Question

What is my favorite food? v

Answer

Submit Log out

2. How to create a PO Flip invoice

The System assumes that you want to create an invoice which is exactly the same as the
Purchase Order. It assumes that all lines on the Purchase Order will be invoiced and that
the invoice will contain the same quantities and prices as per the Purchase Order.

You can create your PO Flip invoice against an Order displayed on the home page by
clicking on the Create New E-Invoice icon (option 1) or by searching for the PO number
using the Purchase Order search field (option 2)

Purchase order search field

[Purchase orders will show here ) Hello Supplier User, your lastlogin vas at 28-Oct-2014 10:35:56
Inbox rchase Order [ Request Number Sesrch

Hew Orders (1)
Purchass Order No. Date Buyer
GNDDODDOL 28/10/2014 5:34AM Jackie Martin, Riverside General Nesds Divison (M)

User Requests (0)
Request No. Date Type

st our website at: vrvrvre.agsgroup.com

Recaipted Ordrs

Quick Links

Option 1 — create a new e-invoice from the order displayed. There are 6 mandatory fields
(shown in red) that must be completed.
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Enter e-invoice details and click continue

’—(Enter your invoice number )

Lovoice Date: e

Shadaes ] - 1 All red fields are
ddfrmfyyry mandatory and

fRotal B Al £ must be completed

Total VAT: I3

Total Inc. VAT: £

Purchase Order Number: GNDDOXODL
VAT Rag No.: i =

P select lines from purchase order

Invoice price

Show gross vahues [

Calculated VAT Custom VAT

Invoice Ssiact ines from purchase crdsr GNDOODOOL £ be added to the a-invice.
line PO Line MemCode/ papufacturer Product/Service Description POQly InvQly  UnitPrice  UOI Total VAT Rate
check 1 15t ina on order - frea text - snything ordered 1 T & 1000 Exh £1000 Syandard (20%) ~
box

P 3dd non purchasa order lines to the e-invoic

PO Line e Manufacturer Product/Service Description  Quantity Unit Price / UOT VAT Rate

£ '
£ ’

H ’

P calculated totals

Total Ex. VAT Total VAT Total Inc. VAT
£1000 £200 £12.00

ontinus Click here to continue

Successfully submitted e-invoice

By quantity - Standard (20%)
By quaniity ~ Standard (20%)
By quanlity ~ Standard (20%)

£200 ¢

Envoice successfll created
Below are the e-invoices for order
Invoice Number Invoice Date rmat  Invoice Status  Actions Met Vat Gross

100 GNow2014 Suppler PO Fip swstng processng Jfb 4 100 20 120

Net Total : 100 Vat Total : 20 Gross Total : 120

been registered before by the same supplier.

System cannot create the e-invoice.

o

drop down list.

Option 2 — Create new e-invoice from the search field

The System will prevent invoices from being created in the system if the Invoice Number has
The Invoice Date and Received Date must be entered in the format dd/mm/yyyy otherwise the

If the VAT Rate displayed per invoice line is incorrect, select the correct VAT description from the

Enter the PO number and click on search, scroll to the bottom of the order

Step 1 — click to create e-invoice
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Product | Service Description Unit Price | UOT aty VAT Total Price (Excl)

Contract: -
15t line on order - free text - anything ordersd [ ] £10.00 / Each 1 £20 £10.00

Categary: M i and Businass Prof is and Services

Total(Excl):
vAT:
Total (Inci):

invoices, othervise this may resutin delayed payments

/{ Click here to create e-invoice )

Step 2 — click to create manual invoice

Step 3 — continue to create your invoice as shown in Option 1
Note:

If you only want to invoice for part of the order you can omit a PO line from the PO Flip
invoice by un-ticking the invoice line check box. Once the check box has been un-ticked
you do not have to delete the quantity or price.

If you would like to create an invoice with a different invoice quantity and/or price, enter the
correct figure in the invoice quantity mandatory fields and update the price fields on the Purchase
order line.

@) Clicking on the re-calculate totals button at the bottom of the page will result in the
System re-calculating the total value of the invoice. The System will allow the invoice
to be created if the values entered in the Total Excl. VAT, VAT and Total Incl. VAT
fields are the same as the calculated totals displayed at the bottom of the page.

3. How to add a non-purchase order line to your invoice

There may be occasions when you will need to invoice customers for goods or services
which the customer has not specifically asked for and are not contained on the Purchase
Order. For example, customers typically forget to include delivery costs on Purchase
Orders.

To add non-purchase order line/s to an invoice you need to complete the following four
mandatory fields and click on the add non-po lines to e-invoice button.
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D 2dd non purchase order lines to the e-invoice

PO Line MM Coe/ pianufacturer Product/Service Description Quantity Unit Price / UOT Total (ex. VAT) VAT Rate Calculated VAT Custom VAT Action
nfa Delivery. na ¢ 9.95 £935  Exempt (0%) = £0.00 ¢ Q
PO Line Tem el Manufacturer Product/Sarvice Description  Quantity Unit Price / UOT VAT Rate var

£ ! By quantity v Standard (20%) v £
i £ ! Byquantty v Standard (20%) v £
B / By quantity v Standard (20%) v| &
add non-po lines to e-invoice L

[Enter Item cov.:le. Product, Quantity and Unit ]

Price.

P calculated totals

Total Ex. VAT Total VAT Total Inc. VAT
£19.55 £200 £2195

recalculate totals | continue |

(Click here to recalculate totals]

Note:

@) If you need to add a value rather than a quantity and price, click on the pricing
option field and select the option “By value”.

@) If any of the fields above are not applicable enter “n/a” in the field.

Below is an example of a completed invoice ready for submitting

Enter e-invoice details and click continue

Show groms velues [I7]

vor  tow VAT Rate Caleulated VAT Cutom VAT
Eoch €100 Srandard (20%) ~ £2:00 ¢
VAT Rate Colculated VAT Custom VAT  Action
vy e °.95 €55 Exampt (0%) - €000 ¢ o
PO tine Thamn Code / Menufacturer  Product/Servics Description | Quantity it Brice / UOT VAT Rate var
7 Byaquantity ~ Standard 20%) - ¢
/ By quantity ~ Standard (20%) v €
By quantity ~ Standard (20%) =

Total VAT Total Tnc. VAT

pl o . NS, When all detaills completed click on
[ ocaicuiaie toaie f conenuo B continue to submit your invoice
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4. How to attach and upload your invoice image or
associated documents

The System will hold a rendered image of the invoice that you have created. You can
download this image if needed.

You can also upload your own invoice and associated documents by clicking on the
green up arrow. This is useful if more detail is needed on the invoice than was present
on the purchase order or for documents such as associated timesheets.

processing

Download arendered
version of your invoice

Note:

¢) When uploading any documents they must be in a single pdf file that is relevant to the
purchase order being invoiced.

5. How to manage call off invoices

Call off purchase orders can be managed in two ways:

Option 1: This method creates a new line for the amount you want to invoice for i.e. for 1
months fee.

Create the e-invoice as you would normally, (step 3) but un-tick the ‘line to be invoiced'.
Enter your invoice details into the ‘Add non purchase order’ line and click on the Add button.
Recalculate total.
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Enter e-invoice details and click continue
P einvoice header details

VAT only invoice B

Supplier Name: Sodero , GBR

Invoice Humber: 10002

Title:

Comments:

Tnvoice Date: 03/11/2014 =
ddfmmyyyy

Tax Point Date: 03/11/2014 =
ddfmmiyyyy

Total £xcl. VAT: : 100

Total VAT: £ 20

Total Inc. VAT: £ 120

Purchase Order Number: GNDJ000Z

VAT Reg No.: 123455 request change)

P select lines from purchase order

Selact lines fram purchase order GNDOXDD02 to be added to the e-nveice. Show gross values [

[] PO Line MemCode/ i y POQty ImvQty  UnitPrice UL Total VAT Rate Calculated VAT Custom VAT

Untick this box

P 2d ndwp

Call off arder for the peried Jan - Dec 1 "a 120000 £20000 “Srandard (20%) ~ £240.00 ¢

Ttem Code / . it . .
PO Line e Quantity Unit Price / UOT VAT Rate VAT

1 /s = Inveics for Jan c 100 Byvalue v Standard(20%) v £

e . € By quanty ~ Standard (20%)  + £
addiinvolceldetailsinerc ) E Byquanty = Standard (20%)  + £
Click here to update
b calcutsted totals

Total Ex. VAT Total VAT Ttal Inc. VAT
EL200.00  E£290.00 £1440.00

recalculste totals

O Please note — you will need to un-tick the ‘line to be invoiced’ again at this point

P select lines from purchase order

Select ines from purchase order GNDODOOU2 to be added to the e-invaice. &l
Show gross values

[ poLine e Codel/ jon  POQly InvQly  UnitPrice UOI  Tolal VAT Rate Calculated VAT Custom VAT

D 1

P =dd non purchase order lines to the e-invoice

Cal off order for the period Jan - Dec 1 "2 o000 20090 Standard (20%) + £240.00 ¢

Ttem Code |

PO Line %8¢/ Manufacturer Product/Service Description Quantity Unit Price / UOT Total (ex. VAT) VAT Rate Calculated VAT Custom VAT Action
1 o Invsics for Jan e g 100 £10000 Standard (20%) - 00 4 o
Item Code / . . .
PO Line oo Quantity Unit Price / UOT VAT Rate vAT
£ I By quantity ~ Standard (20%) v £
£ / Byquaniity v Standard (20%) =+ €

£ / By quantity v Standard (20%) v £

P calculated totals

Total Ex. VAT Total VAT Total Inc. VAT
£100.00 £20.00 £120.00

(Recalculate and continue )

Option 2: This method amends the purchase order value and uses the upload function
(step 5) for your supporting documentation.

Create your e-invoice (step 3), enter the correct figure in the invoice quantity/ value and
price fields or if you only want one line of the order you can omit a PO line from the PO
Flip invoice by un-ticking the invoice line check box. Once the check box has been un-
ticked you do not have to delete the quantity or price. Click on the re-calculate totals
button at the bottom of the page.

Note:

@) If you need to add a value rather than a quantity and price, click on the pricing
option field and select the option “By value”.

(7] If any of the fields above are not applicable enter “n/a” in the field.
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6. How to create a credit note

Credit notes are created in exactly the same way as the invoice creation except for one
small difference; the figures should have a negative value. Follow the guide above for
creating your invoice but change the value/price to a negative figure.
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