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1. Supplier Portal

After you have received your email to reset your password you will be able to log into the supplier portal.

User D

Password

Forgot Password

Select Language
[English ~

This will bring you to the home page.

LI FAN-EL XN EXE-EEN XX |
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on the ribbon click on the tab Supplier Portal DOV

Good morning, Donald D

Sales Supplier Portal Tools Configurg

Click on the navigation item Supplier Portal

Sales Supplier Portal Tools

Supplier Portal

1.1. Manage your orders

To Manage your orders click on the link Manage
Orders on the left hand side of the screen.

Supplier Portal
> g3

Tasks

Orders

« | Manage Orders

« Manage Schedules

Requiring Attention

« Acknowledge Schedules in Spreadsheet
Agreements

« Manage Agreements
Shipments

- Vi Rarainte

You can search using the Status Combo Box, I

through this you can choose to see all of your orders
depending on what status they are in.

| Advanced H Manage Watchlist | Saved Search | All Orders

Order ‘ |

Slatusl‘ v ‘I
Include Closed Documents

Suppliers 8/12/2024 2/25



Dover Harbour Board Justin.Evans@dov
/% PORT OF erport.co.uk
Z DOVER August 12, 2024

Suppliers 3/25

Select the status you would like to search for.

| Advanced H Manage Watchlist | Saved Search | All Orders

Order ‘ |

Status ‘ ~ ‘

Include Closed Documents} ‘ Pending Supplier Acknowledgment
On Hold

Canceled

Closed for Rec| O
Closed for Invoicing
Closed

Finally Closed

Pending Change Approval

Click on the button Search

‘ Advanced || Manage Watchlist ‘ Saved Search ‘A\I Orders v

Order | |

Status [Open vl

pcuments

‘ Search ‘ Reset ” Save...

Life  Creation

Buyer Ordered Currency Status Cycle Date

The Search will bring back all of your orders.
Please note: For advanced searches please see
chapter below.

)

A 3 2 @72. J-a€Cet0cod ~e ' vam ot

Select the Order number you would like to view.

> Search
Search Resulis
Actions w View w Formatw 1 By Freeze =) Detach

Order Order Date  Description

DHB1004164 19/04/2024

DHB‘ Purchase Order DHB1004716P, Revision O

DHE100410P 17/04/2024

Columns Hidden 27

Suppliers 8/12/2024 3/25
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This screen will show you all the Purchase Order
details.

p & a @ J-5€cenoced P T

Click on Actions to see the history of the order.

lowld=1bzqdi1wei8_adf.ctrl-state=11fwOwfnsd_18&_afrFS=16&_afrMT=... & AN hrd {3

View Document History
View Change History Ord

View Revision History

Inva
Ordered 20000 GEP
Description
Source Agreement
Click on the button View PDF to download a copy of
the Ol'der' lowld=1bzqdi1wei8_adf.ctrl-state=11fwlwfnsd_18&_afrFS=168_afrMT=... & A b {3

View Document History
View Change History Ord

View Revision History

Invo
Ordered 200 00 GBP
Description
Source Agreement
When you are done click on the button Done - a
11fwOwinsd_18 afrFS=168 afMT=.. @ A ¢y 3 | [0 = B

m| |m| |m m| | [ﬁ Order Life Cycle

Ordered

o 20 160 240

Invoiced

Ordered 200.00 GEP

Description
W Amount (GBP)
Agreement

1.1.1. Advanced search

If you need to do a more comprehensive search for your orders, you will be able to use the advanced search
function.

Suppliers 8/12/2024 4/25
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Click on the button Advanced

I| Advanced |I Manage Watchlist | Saved Search | All Ont

Order | ‘

Status | Open v|

Include Closed Documents

This will give you combo boxes next to the search
field Manage Orders @

Headers  Schedules

4 Advanced Search Sold-to Legal Entity Operator
Sold-to Legal Em:|4| Equals vﬂ | v |

Bill-to BU | Equals »| £9uals

Supplier Site | Euua\sv” ‘ - ‘

Search Results

In the Combo box you will have a list of parameters I——
| Basic H_M Order Operator Saved Se
you can choose from. —

Order‘ Starts with v|

Starts with
Statug| Ends with | Open
Equals

Does not equal

Less than

Less than or equal to
Greater than

Greater than or equal to
Between

Not between

Does not con

Is blank
Is not blank

Supplier i Ordered Curr

Include Closed Documentg

Search

If the search field that you would like to search by is -
not on the front screen, you can add that field by (B8] W orgercportar[saveu searcn [ orers v
clicking on Add Fields. : v \

v|| Open v|

T

| searcn || Reset | save... || Add Fietas| v | Reoruer

Life  Creation

Buyer Ordered Currency Status Cycle Date

Suppliers 8/12/2024 5/25
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Choose the field you would like to search by. s Equas v o v

‘ Search H Reset ” Save... ” Add Fields ¥ H Reorder

Acknowledgment Dug Date
Bill-to Location

Buyer eation

te

r Site Buyer Ordered C|
Change Order Status

Closed Date

Consignment Terms Enabled
Creation Date

Currency

Description

This will then appear in the search area for you to add
or choose the information you would like to search by.

| Basic H Manage Watchlist | Saved Search | All Orders

Status | Equals v” Open v|
Include Closed Documents
Change Order Status | Equals \1| v |IX
| Search ” Reset ” Save... H Ad

1.2. Create Invoice

Please Note: Only submit an invoice once the service or goods have been delivered.
Click on the navigation item Supplier Portal Good afternoon, Justi

Sales Supplier Portal Tools

y
Supplier Partal

Supplier]

Click on the link Create Invoice

Agreements
. Manage Agreements
Shipments

« View Receipts
« View Retumns H

No data available

Invoices and Payments

| Ceate invoice] @

- Wiew Invoices

« View Payments

Company Profile

.+ Manags Profile Supplier News
Welcome to Port of Dover Supplier portal

Please click on below link for Port of Dover ¢

Suppliers 8/12/2024 6/25
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You can manually enter the PO number if you know it, P
or select the relevant one using the drop down. PORT OF
' ueing fhe crop cow @’@ DOVER

Create Invoice

- .!qgu.!.m.q.f'gl| I-@
Supplier JE Limited
Taxpayer 1D
* Supplier Site | | - I
Address
Supplier Tax Registration Number | | - I

Click Add Attachments to add a copy of your invoice. _

This is a mandatory requirement.

Remit-to Bank Account ‘ ‘ - J

Unique Remittance Identifier ‘ |

Unique Remittance Identifier Check Digit \:I
Description
Attachments  Noni

Tax Control Amount Manage Attachments

Name Dover Harbour Board

Address

Click on Choose File, this will open up your
documents where you will be able to select the file to
attach.

Attachments

EEn R

Type Category “ File Name or URL Title
From Supplier v I Choose File | Mo file chosen I
4

Rows Selected 1

Click on the button OK

Title Description Attached By

[RequasterGuldedunx ] | ‘ Justin Evans

»

- Laneel

Suppliers 8/12/2024 7/25
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Input your Invoice number here.

ol

Invoice Aclions ¥ ‘ Save H Save and Close |

- Numberl‘ |I
= Date | dd/mmiyyyy [y

Invoice Currency GBP - Pound Sterling

Payment Currency GBF - Pound Steriing

Select the invoice date. =
You can either type in the date or use the calender
icon to select the date.

Invoice Actions » ‘ Save H Save and Close |

* Number | INV123456

* Date] | ddimmiyyyy [y

Invoice Currency GBP - Pound Sterling

Payment Currency GBP - Pound Sterling

1.2.1. Adding and Editing Invoice Amounts

Click on the button Select and Add S S| L=

Customer

* Customer Taxpayer ID | 1234 v ‘

Lines

View w &+ Cancel Line
select and Add Purchase Order Consumption Advice

* Number = Type Supplie
* Number * Line * Schedule  Number Line
Mo data to display.

4

Summary Tax Lines

Select the lines from the Purchase Order that you

wish to add to your invoice. Search Results

veww [EJ & vetach | seletan

e C | Ji

Purchase Order Consumptio

Number Line Schedule Number L
DHB100414P 1 1 |

4 CEE——

Suppliers 8/12/2024 8/25
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Click on the button Apply

Ll | | |

Supplier Item

Number Item Description Ship-to Location Ordered

Thiz is another testt... Harbour House 2

Loneel

Click on the button OK

m‘)i;r liem Item Description Ship-to Location Ordere
v

On the line you have just added you will be able to

scroll across and see the amount and quantity of the

line. ;

If your invoice is less than the Purchase order, this is 33:::5:; Quantity  Unit Price UOM " Amount
when you will be able to reduce the amount or

quantity to match with you Invoice. . 001 Each 0.01

Click on the menu Invoice Actions

Invoice Actions ¥ | Save H Save and Close H Submit ||‘

>

J * Number | INV123456
* Date | ddimmiyyyy e

Type Invoice
Invoice Currency GBP - Pound Steriing

Payment Currency GBP - Pound Sterling

o]
Click on the menu item Calculate Tax Ctri+Alt+X
& A v 3 =
R——
= Calculate Tax  Cirl+Alt+X =5
N Cancel Invoice
J Delele Invoice Q
— &
Type Invoice
Invoice Currency GBP - Pound Stering
Payment Currency GBEP - Pound Steriing
q

Suppliers 8/12/2024 9/25
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After the tax calculation, you will be able to see the ' oHBT0 1 i
results under Summary Tax Lines Tota

Summary Tax Lines

2024
10/25

View v
Line ~ Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Nz
D 1 GB VAT GE VAT GB VAT JURIS STANDARD STANDAR
Totals
Items Freight
400.00 0.00

When you are happy with your invoice click on the
button Submit

Invoice Actions v Save and Close | Submit ‘
= 235
* Number | INV12345667

Date

Type Invoice
Invoice Currency GBP - Pound Sterling

Payment Currency  GBP - Pound Sterling

1.2.2. Delete/Cancel your Invoice
Before you Calculate the Tax of your invoice you will be able to Cancel or Delete your invoice Lines.

If you have already calculated the tax on your invoice you will only be able to cancel your invoice (Please be

aware if you cancel the entire invoice you will have to use a new invoice number).

1.2.2.1. Cancel/Delete the Purchase order line

If you have yet to calculate the tax
Click on the line you wish to delete.

Customer Taxpayer ID

Lines

vieww =+ X B |Canne\Lina

Purchase Order Consumption Advice
* Number * Type Supplier ltem
“ Mumber * Line * Schedule  Number Line
D DHEO0D.. 1 1
Total

Summary Tax Lines

View v

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name

No data to display.

Click on the button Delete

Supplier Tax Repistration Number ‘ v |

Customer

Customer Taxpayer ID

Lines

View ¥ E = | Cancel Lina‘
Purchase Order Consumption Advice
* Number * Typd Supplier ltem

* Wumber * Line * Schedule  Number Line
2 DHEOOD.. 1 1

Total

Summary Tax Lines

Suppliers 8/12/2024 10/25
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If you have calculated the tax.
Click on the line you wish to cancel.

Customer Taxpayer ID

Lines

vewr + X E |Cam:eH_ine

Purchase Order Consumption Advice

* Number * Type Supplier ltem
*Mumber * Line * Schedule  Number Line
Ds DHBEOO0D... 1 1
Total
Summary Tax Lines
View ¥
Line “ Regime  Tax Name Tax Jurisdiction ~ Tax Status * Rate Name i

Mo data to display.

CI'Ck on the bUtton Cancel Line Supplier Tax Repistration Kumber ‘v‘

Customer
Customer Taxpayer ID
Lines
vewr + ¥ E | Cancel Line
Purchase Order Consumption Advice
* Number * Type Supplier ltem
* Wumber * Line * Schedule  Number Line
3 DHEOOD.. 1 1

Total

Summary Tax Lines

1.2.2.2. Cancel the Invoice

Click on the menu Invoice Actions

* Number | Test147852

Date

Type Invaice
Invaice Currency  GBF - Pound Sterling

Payment Currency  GEF - Pound Sterling

Click on the menu item Cancel Invoice

Calculste Tax_ Ciri=aitsx

Cancel Invoice |

Dalgte Invice

Type Invoice
Invoice Currency (GBF - Pound Stering

Payment Currency GBP - Pound Steriing

Suppliers 8/12/2024 11/25
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Click on the button OK

Justin.Evans@dov
erport.co.uk
August 12, 2024
12/25

x

fiber or reuse the number ance its canceled. Do you want to contnue and cancel the invaice?

1.3. View Invoices

Click on the icon Home

Number

Date

Type

Invoice Currency

Payment Currency

= a X
Printable Page H Create Another H Done ‘
INV12345667
18/04/2024
+
Invoice

Click on the navigation item Supplier Portal

ISRl Supplier P)

Click on the link View Invoices Rareements

« Manage Agreements

Shipments

« View Receipts
= View Returns

Invoices and Payments

» Create Invoice 0

« | View Invoices|

+ View Payments

Company Profile

. Manage Profile

Suppliers 8/12/2024

No data available

Supplier News
Welcome to Port of Dover Supplier portal

Please click on below link for Port of Dover {

hitps:/iwww portofdover comicorporate/polic
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D

2 DOVER

You can search by Invoice Number

ew Invoices

4 Search
** Invoice NumbEI I
= Supplier| | - |
Supplier Sile| | v |
** Purchase Order I:
You can search by Purchase Order =
4 search

= 5upplier| | - |

Supplier Site | | v |

" purenese DMEE

:arch Results

ieww [ [ Detach
Invoice i Purchase i
Number Invoice Date  Type Order Supplier

~)

Or, if you click on the drop down of Supplier your
company name will be selectable. iew Invoices

4 search

" Invoice Number :

- Supplier| I| - |

Supplier Site | | - |

:arch Results

e ]

4 Search

77 Invoice Number :I

** Supplier | JE Limi ‘ v

Supplier s\ml JE Limited ISDDSM
Search

** Purchase Order

iarch Results

leww g Detacn

Suppliers 8/12/2024 13/25
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CI[Ck On the button Search Advanced | Saved Search | All Invoices v

** At least one is required +

Paid Status

‘ayment Number I:
[ searcn | roset | sove..|

Unpaid Invoice Invoice Payment

Supplier Site Amount Amount Status  Number Comments
. . . . R ** Purchase Order
To view the invoice click on the Invoice number.
Search Results

View w 59 [ Detach
Invoice Invoice Date Type Purchase Supplier
Number Order

130412024 Standard DHB100410P JE Limited
INV12345667  18/04/2024  Standard  DHB100414F  JE Limited

You will be able to view all the invoice details from this
screen. When you are finished click on the button
Done

ac 8. @2 i-s6cecnced v e aam i

1.4. Manage Your Profile
Click on the navigation item Supplier Portal

Supplier Portal Tools Configurg

Bzl

Supplier Portal

Suppliers 8/12/2024 14/25
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Click on the link Manage Profile

Dover Harbour Board

Suppliers

s View Returns
Invoices and Payments

» Create Invoice
= View Invoices

« View Payments

Company Profile

« | Manage Profile

Justin.Evans@dov
erport.co.uk
August 12, 2024
15/25

No data available

Supplier News

Welcome to Port of Dover Supplier
We are here to support you

You will find answers to Frequently A:
portal and submit inveoices, by visiting

https://www.portofdover.com/corporal

If you are interested in gaining furthe

Click on the button Edit

B O & P @ x

‘ Edit H Done |

Click on the button Yes

1.4.1. General Details

Use Organization Details to edit your general details.

Suppliers

£ Warning

x

P0OZ-2130390Making edits will create a change request for the profile. Do you want to continue?

8/12/2024

@2 J_GCLecoTeRTEN R
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Use Tax Identifiers to edit your tax information.

1.4.2. Addresses

On Addresses select the address you wish to edit.

Dover Harbour Board

Justin.Evans@dov
erport.co.uk
August 12, 2024

Suppliers 16/25

B ERER ]

@2 J_GCLetoTeRE N ~ e W Oes 008

_

Organization Defails  Tax Identifiers Addresses Contacts Payments Business Classifications  Produc

Actions v View v Format w + l‘ Status Freeze Wrap

Address Name &7 Address

9 Winchester Gardens 29 Winchester Gardens, Canterbury, CT13NA

Columns Hidden 3

Click on the button Edit

Change Description

Organization Details  Tax Identifiers  Addresses Contacls Payments  Business Classifications  Produc

Actions v View v Format v

Status Freeze Wrap
Address Name a Addres

29 Winchester Gardens

20 Winchester Gardens, Canterbury, CT13NA

Columns Hidden 3

Use this screen to edit the address.

Suppliers

8/12/2024

c moeconN

@2 J_GCLecoTeRTEN e W Qes 008

16/25
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Click on the button OK

1.4.3. Contacts

Click on the link Contacts

Dover Harbour Board Justin.Evans@dov

erport.co.uk
August 12, 2024

Suppliers 17/25

Email | justin.evans.92@outlook.com ‘

ive Date | dd/mmiyyyy E"'e

Status  Active

Profile Change Request: 17001

Change Description

Organization Details ~ Tax |dentifiers  Addresses Payments  Business Classifications  Produc

Actions w  View w Format w + I‘ Status Freeze Wrap

Address Name & Address
29 Winchester Gardens 20 Winchester Gardens, Canterbury, CT13NA

Columns Hidden 3

Select the contact you wish to edit.

L

Organization Details ~ Tax Identifiers  Addresses Contacts Payments Business Classifications  Produc

Actions v View w Formatw o= Status Freeze g Detach wi

Name

vans, Justin

Columns Hidden 7

Click on the button Edit

Suppliers

8/12/2024

Change Description

Organization Details ~ Tax Identifiers  Addresses Contacts Paymenis Business Classifications  Produc

Status Freeze s Detach W

Actions v View w Format v o=
Name

Evans, Justin

Columns Hidden 7

17/25
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Use this screen to update/edit the selected contact. - e ERT TRy

@2 -0 o00REWN

1.4.3.1. Deactivate account

Click on the combobox Account Status Acions v View v Fomatw X Bl Freeze ] Detach 1 Wiap
Address Name Address
29 Winchester Gardens 29 Winchester Gardens, Canterbury, CT13NA

Columns Hidden 5

4 User Account

Account Status| |
o

User Name  justin eval tlook com

Roles  Data Access

Restrict Access To @ Supplier

() Selected supplier

Click on the item Inactive in the list Address Name Address

29 Winchester Gardens 29 Winchester Gardens, Canterbury, CT13NA

Columns Hidden 5

4 User Account

| Inactive

Inactive

Restrict Access To (@) Supplier

Account Status

User Name| | 92@outlook.com

Roles  Data Access

(C) Selected supplier

Actions w View w Format v Freeze [z Detach Wrap

Click on the button OK

ny. Primary tasks include updating supplier profile information and requ...

Suppliers 8/12/2024 18/25
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Dover Harbour Board Justin.Evans@dov
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Suppliers 19/25

1.4.3.2. Create Contact/Account

To add a new contact click on the button Create

Change Description

Organization Defails  Tax Identifiers Addresses Contacts Payments Business Classifications  Produc

Actions v View w Format v rs Status Freeze  g'| Detach wi
Create
Name

Evans, Justin

Columns Hidden 7

Use this screen to add all details of the new contact.

o L —— =
I e e —————— s w0 s

+ moecs@E

O [ ICED @2 J-ECC LT ORTEN ~ W Qem aaale

Click on the check box Request user account, this
will send an email to the contact to create a password
to have access to the supplier portal.

Actions w View v Format v B Freeze im| Detach Wrap

Address Name Address

No data to display.
Columns Hidden 5

4 User Account

Request user account
Roles  Data Access
Aclions w  View w Formal w Freeze 't Detach Wrap
Role &7 Description

Mo data to display.

Choosing the Request User Account will auto
populate the role.

Suppliers 8/12/2024

4 User Account

E-mail is requirel

r<
Roles  Data Access
Actions v View v Formatw X B Fre
Role &7 Descrl

DUD Supplier Self Service Administrator Manag

19/25
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Click on the button OK

Create Anulherll 0K II Cancel ]

1.4.4. Payment methods/Bank Details

Click on the link Payments Profile Change Request:

Change Description

ation Details  Tax |dentifiers  Addresses Contacts |Payments] Business Classifications  Products and Servi

v Vieww Fomatw o S Status Freeze  ig'| Detach Wrap

me

Ins, Justin

mns Hidden 7

Click on the link Bank Accounts =z

Change Description

Crganization Details  Tax Identifiers  Addresses Contacts  Payments  Business Classifications  Produc

Payment Methods | Bank Accounts|

Actions w View w Formatw o ] Freeze i Detach Wrap
Default Payment Method
(] BACS
CHAPS

[

Organization Details ~ Tax |dentifiers  Addresses Contacts Payments Business Classifications  Produc

Click on the cell with the value

Payment Methods  Bank Accounts

Actions » View » Format w + 7 [] Freeze Wrap
Primary Account Number
(] HHAXE67S

Columns Hidden 8

Suppliers 8/12/2024 20/25
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Click on the button Edit Change Description

Organization Defails  Tax Identifiers  Addresses Contacls  Pi Business Cl i Produc

Payment Methods  Bank Accounts

Aclions v View v Formatw o [] Freeze Wrap
Primary Account Number Edit
[} XXXX5673

Columns Hidden 8

Use this screen to edit your bank details.

[ . [ e @2 J-ECC LT ORTEN ~ W Qem gl

Click on the button OK

1.4.4.1. Create Bank details

Click on the button Create Change Description

Organization Details  Tax Identifiers  Addresses  Contacts P Business Cl i i Produc

Payment Methods  Bank Accounts

Actions w  View v Format w | _I‘ Q Freeze Wrap

Primary Account Num -@

(] KAAX5678

Columns Hidden 8

Suppliers 8/12/2024 21/25
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D © 0 B
<o a

Use this screen to enter new bank details.

@2 J_GCLeo TSR W

1.4.5. Complete and submit

Click on the button Review Changes

O - Do 3-%CoetBO0REN + e one 2

Review your changes and click Submit

Please Note: Once you have submitted your changes this will be sent to our procurement team for review and
approval before it goes live.

1.5. View Due Date and Paid Status

Click on the navigation item Supplier Portal
g PP Good afternoon, Supplier

Supplier Portal Tools Others

APPS

Suppiier FRENEIEY Sehell Cuidance

Suppliers 8/12/2024 22/25
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T GG S

Click on the link View Invoices Agreements

= Manage Agreements

Orders

Recsif

Shipments

* Wiew Receints

= View Retums

Invoices and Payments

» Creste Invaics El

+ View Payments W Schecules Overdus of Cus Todzy M Invoices Overdue

Company Profile

= Manage Frofile Supplier News

Welcome to Port of Dover Supplier Portal
We are here to support you

You will find answers to Frequently Asked Questions, as well i
portal and submit invoices, by visiting

. - Invoice Number
Click on the menu View
" Supplier | FOD Sample Supplier - ‘
Supplier Sile| ‘ - ‘

Search Results

(] Detach
Invoice Date  Type Purchase Supplier
122 3110712024 Retainage. DHB000811P POD Sample Supplier
2024001 310712024 Standard POD Sample Supplier
2024001 Credit. 3110712024 Credit memo POD Sample Supplier
2024001 Credit... 31072024 Gredit memo FOD Bample Supslier
AP121 3110712024 Retainage. DHBO00811P POD Sample Supplier

Click on the menu item Columns suppier st [-]

Search Results

m Detach

Abaut This Recerd Purchase "
ate Type Pureh Supplier
=
¢ Retmnsge . DMECODSIP  POD Ssmpls Suplier
4 Stendard POD Sample Supsiier
Datach )
4 Credit meme POD Sample Supsiier
st Pl Creditmemo POD Sample Supplier
Recrder Celumns. 4 Retwnage . DHSOO00ENIE  POD Sample Supslier
Inv122 20072024 Retmnsge.. DHECODSTIP  POD Ssmpls Supslier

JULTEST 1002 3000712024  Stendard DHB000B11F FOD Sample Supglier

Click on the menu item Paid Status

Search Results

About This Recerd Burchase
ste Type oren Supplisr
Columns »
Show Al HP  POD Sample Supglier
« Comments POD S=mple Supslier
Datsch .
o Dayment Numbe: POD Szmple Supslier
sott FIz s POD Szmple Supslier
- -
Reorder Columns. < Invoics Status WF POD Sample Supier
Inwi23 aioriag ¥ IMvoice Amount 11P  POD Sample Supplier
_ « Unpsid Ameunt
JULTEST1002 300772 1P POD Ssmpls Supslier
v Supplier Site
JULTEST1002 2000772 1P POD Ssmpls Supslier
v Supplier
JULTEST 1004 300772 1P POD Sample Supslier
Due Date
Testizsg 230772 1B FOD Sample Supslier
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Click on the menu View

PORT OF
DOVER

Dover Harbour Board

Suppliers

Justin.Evans@dov
erport.co.uk
August 12, 2024

Invoice Number

* Supplier | FOD Sampie Supplier - ‘

Supplier sna| ‘ v
Search Results
7 Detach
Invoice Date  Type g‘:;',““ Supplier
122 30772024 Refsinsge.. DHECOMHP  POD Ssmpls Supslier
2024001 07024 Stendard POD Sample Supsiier
2024001 Credt | 3107026 Gresit mams EOD Sample Suppier
2024001 Credit | 3MIOTI024  Creit memo EOD S=mple Suppiier
APi21 20772024 Retsnsge . DMECODSTIP  POD Ssmpls Supslier
Click on the menu item Columns sl i | =]
Search Results
Abaut This Recerd T Purchase Sunnli
ate Type puren upplier
=
¢ Retmnsze.. DHECOENIP  POD Ssmpls Supslier
4 Stendard POD Sample Supsiier
Datach
5 Cresit memo EOD Sample Suppier
St U Credtmemo POD Sample Supplier
Recrdar Celumn... 4 Retsnzgge . DHBOO0S1IP  POD Ssmpls Supplier
Inv123 30772024 Refinsge.. DHB0ODETIP  POD Sample Supslier
JULTESTADOZ 3007028 Sieedad  DHBOOCETE  POD Sample Supslier
Click on the menu item Due Date P T e
Detach .
=2 v Payment Numbes POD Sample Supslier
et e 200 Semple Supier
voice &
Recraer Calumns.. v lnvoics Situs 1P FOD Sample Supsier
Invi2a ngrrzg| ¥ Inveice Ameunt 1P POD Sample Supglier
_ v Unpaid Ameunt )
JULTEST1002 300772 HE POD Sample Supslier
. « Supplier Site )
JULTEST 1003 3000772 HE POD Sample Supslier
¥_Suppier
JULTEST1004 30007 P POD Sampl
‘ Dus Dst=
Testi254 z07 01F  POD Sample Supsier
= Purcnese Order
TesiTsén 230712 917 FOD Sample Suppier
v Type
s5427EE4 2210712 00F FOD Ssmple Suppier
v Invoics Date
Tesstizas 2210712 00F FOD Ssmple Suppier
« Invoics Number
TestT4a+4 2210712 01P  POD Saml
Mansge Gofumrs..
Test45608 2207 01F  POD Sample Supsier
. " " ** Supplier | FOD Sample Supplier - ‘
The table will now have the "Due Date" to see when | |
Supplier SI|E| ‘ v

the invoice will be paid by.

Suppliers

8/12/2024

Search Results

Invoice

Detach

Number Invoice Date
122 21/07/2024
2024001 0712024

2024001 Credit..  31/07/2024
2024001 Credit... 21/07/2024
aPi21 3110712024
Invi23 310772024

Type gu;chase
rder

Retainage . DHBOODS11P

Standard

Credit mema

Credit memo

Retsinage . DHBOODS11P

Retainage.. DOHB000S11P

Due Dater

14022024
31/07/2024
3170772024
31/07i2024
14022024

14092024

Supplier

POD Sample Suppier
POD Sample Suppiier
POD Sample Supplier
POD Sample Supplier
POD Sample Suppiier

POD Sample Suppiier

24/25
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The table will now have the column "Paid status" for e —
each of your invoices to show if that invoice has been ™[ |
paid yet or not. e

[ [Fet [ 5ove- |

Supplier Site pmpate AMEIGE  Invaice Status Lo &7 B2 comments
2000 GEF 200067 Uneaid a
10000GEP  100.00GEP Uneaidl
{2300GEP  -125.00G8F Unosid
0.00 GBP 0.00GEP Unosid
oo cEP 0.00GEP Unesid
12000GEF 12000827 Unpaid

Please Note: Once you have added the columns they will remain until you remove them yourself.
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