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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.

-t Welcome to Parabilis Marketplace <mail-ref-id: 197f1f>

TIE FEraUIIls We RECPLaceE WIrTors e [0SR W RECPIEate, WL I3 & MeCIonal Purtal ProvIuing IUCal autioricies Wil scess (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 cick on the URL link
/password setup.jsp?token=b3b6ef60694c554697168chb76baabb8adced7615598c323848c72ab@84clceda

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: feo61266

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.

om ACME Ltd : Parabilis Marketplace 4 Reply | = Forward Archive|| @ Junk| @ Dd

To Me Other Actions ~

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.

Please fil in the fields below, and submit the form. You wil then be redirected to your home page.

Password Requirements:
The password must contain 8-20 characters with at least one upper case, one lower case and one numeric character. It must not contain more than two consecutive identical characters and &
cannot be the same as the user name. Also, various common words such 3s "password”, "admin” or "test” cannot be used in the password. Recent passwords cannot be reused

User ID: feo61266
The Password need to be alpha

Organisation: RA Smiths & Sons T i R
numeric, minimum 8 characters in
Password: ] : . .
length with at least one letter in capital
Retype Password: letters

update information

Parabilis Marketplace was developed and implemented by eQs } Copyright © 2002 - 2014 Questions? Comments? Please give us your feedback.

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.

‘Change your password hint.
User ID: fe051266
Organisation: RA Smiths & Sons
To update your password retrieval question, which is used F you ever forget your password, select a question from the list, and answer it in the space provided.

Queston: Whatis my favorite food? = Select which question you would like to be
Answer: \ asked when you need to use the Password
Lookup feature and enter your answer to the
update information question below

Parabilis Marketplace was developed and implemented by C';B Copyright © 2002 - 2014 Questions? Comments? Please give us your feedback.
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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 Suppler User, your lastlogin wras at 26-Oct-2014 10:35:56
Inbox rchase Order f Request Number Search
News Orders (1) search
Purchase Order No. Date Buyer
GNDRooDoL 26/10/2014 9:34AM Jackis Martin, Riverside General Nesds Division (M)
Move to E-Tnvoicing N
Rt En
= and
User Requests (0) forf val
Request No. Date Type hec e ystens Ao a ik

u 1 be paid on
time, days soles 50) can be reduced by four deys or more

Create new e-invoice
here (PO flip)

mare information vist our webste at: WVrWLEGSOIOUD.COm

For pon v
Posted: 08/07/13 13:39

Recepted Orders

‘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.

Enter e-invoice details and click continue

-’—(Enter your invoice number )

e ddfmmfyyyy E
Tax Point Date: o All red fields are
ity mandatory and
Total ExcL AT £ 1 must be completed
Total VAT: €
Total Inc. VAT: £
Purchase Order Number: GNDDOOODL
VAT Reg No. request change)
e
Involce ‘Salact fnes from purchase ordsr GNDODDOOL to ba addsd 1o the e-invoice. e
line P0 Line MemC0de ] yianufacturer Product/Service Description POQy IwQty  UmitPrice  UOI  Total VAT Rate Calculated VAT Custom VAT
check 1 15t line on order - free text - anything ordered 1 1§ 1000 Exh £1000 Sandard (20%) £200 ¢
box
P add non purchase order lines to the e-invoice
PO Line Ttem Code [ Manufactursr  Product/Service Dascription  Quantity Unit Price / UOT VAT Rate vaT
£ r Byquentity v Stendard(20%) v £
£ ' By quantity v Stendard (20%) v £
£ ' Byquantty ~ Standard (20%)  ~ £

P calculated totals

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

inue Click here to continue

Successfully submitted e-invoice
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rmat  Tnvoice Status  Actions Het Vat Gross
03-Nov-2014  Suppher PO Fiip awraiting processing @ @ 100 20 120

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

0 The System will prevent invoices from being created in the system if the Invoice Number has
been registered before by the same supplier.
0 The Invoice Date and Received Date must be entered in the format dd/mm/yyyy otherwise the

System system cannot create the e-invoice.

(7]

drop down list.

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

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

Product | Sarvice Description Unit Price / UOT oty VAT

15t line on rder - free text - anything ordered £10.00 Each 1

t and Business Prof Services

Total Price (Excl)
Contract: -
£10.00

Total(Exd):
vaT:
Total (Indl):

n 21 invoices, ctherwiss this may resul in delsyed payments

£10.00
£2.00

Please see webste for terms & conditions www.riversde.org.uk

Step 2 —click to create manual invoice

E-Invoicing

Gatalogue Search | Orders | Quote Requests | Browse Gategory

/{ Click here to create e-invoice )

oic Click here

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 quanti
the correct figure in the invoice quantity and price fields.

ty and/or price, enter

@) 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.
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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.

P 2dd non purchase order lines ta the e-imvoice

PO Line L%/ yanufacturer Product/Service Description Quanity Unit Price [ UOT Tatal (ex. VAT) VAT Rate Calculated VAT Custom VAT  Action
Dslvery Wi & sss £  Exempt (0%) - 0w ¢ [x)
PoLine  Ttemlede/ Manufacturer  Product/Service Description  Quantity unit Price | vox VAT Rate var

Job ID

£ / Byquanity ~ Standard (20%) - £

£ / Byquanity ~ Standard (20%)  + £

. / Byquanty ~ Standard (20%)  + £
ice 1 1 1

Enter Item code, Product, Quantity and Unit
Price.

P calculated totals

Total Ex. VAT Total VAT Total Inc. VAT
£19:95 £200 £2195

[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”.

0O 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

Entar a-imvoice details and click contine

Emp——— |
VAT Hate Coleuintad VAT | Custom VAT

1900 Standard (20%) ~ €200 ¢

vaT

When all details completed click on
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.

. E-Invoicing

SRS R R N Upload your own invoice or
associated document

Download arendered
version of your invoice
Note:

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

Entar a-invoice datails and click continue

Invoice Date:

03/11/2014
ddfmmiyyyy

03/11/2014
dd/mm/yyyy
<

Tax Point Date:

Total Excl. VAT:
Total VAT: . 20
Total Inc. VAT: c 120
Purchase Order Number: GND2I0OIZ

VAT Reg o. 133456 request change)

P select lines from purchase arder
Salact ines from purchass order GNDOODIOZ 46 be sddsd te the sinusice.

Item Code /
Job ID

Untick this box

P add ndwpe

[l PoLine

PO Qty Inv Qty Total

Cll off order for the period Jan - Dec i

Unit Price  UOT VAT Rate

/2 ¢ 1200.00 £120000 Standard (20%) ~

Quantity
1 nia n/a Invsica for Jan nfa £

‘\(Add invoice details here } i

Unit Price / UOT

100 / Byvalue

Click here to update
P calculsted totals

Total Ex. VAT Total VAT Total Inc. VAT
£1200.00

£240.00 £1440.00

(7]

P select lines from purchase order
Select lines from purchase order GNDOD0DOZ to be added to the e-invaice.

Ttem Code |
Job ID

1

P 2dd non purchase order lines to the e-invoice

[7] PO Line

(=]

POQty InvQly  UnitPrice  UOI Total VAT Rate

Call off order for the period Jan - Dec 1 T o0 o0 20000 “Sandard (20%) ~

POLine MEME0de [ e cturer Product/Service Description Quantity Unit Prics / UOI Total (ex. VAT)

Job ID o

VAT Rate

Show gross values [
Calculated VAT Custom VAT
£24000 ¢

- Standard (20%) - £
By quantity ~ Standard (20%)  ~ £
By quantity ~ Standard (20%)  ~+ £

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

Show gross values [

Calculated VAT Custom VAT

£240.00 ¢

Calculated VAT Custom VAT  Action

1 nfa nfa Invoice for Jan nfa ¢ 100 £100.00 Gandard (20%) - £2000 ¢ Q
PO Line ""]‘;If‘[’:‘ ! Quantity unit Price / UOT VAT Rate vAT
£ / By quantity ~ Standard (20%) v £
£ / Byquantly ~ Standard (20%) = £
£ i Byquanity » Standard (20%) =+ £

P calculated totals

Total Ex. VAT Total VAT Total Inc. VAT
£10000

£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.
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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”.

(1] 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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