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Supplier Portal Training Guide: How to flip a Purchase Order into invoice
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Please note;:

These instructions are ONLY for suppliers who have been onboarded
to the S2P Connect Supplier Portal.

In addition, if your Purchase Order or billing instructions include the
term “ERS,” you should not use the S2P Connect Portal to submit
invoices. (ERS stands for Evaluated Receipt Settlement, and reflects a
prior agreement on a specific invoice process with designated
suppliers.)



Create Invoice

Note: You will NOT have to
acknowledge new POs in the
Portal as they will already be in
acknowledged status

1) On the order Management Page,
choose the PO in supplier/partner
acknowledged status.

2) Select the order you want the
Invoice for by clicking the order
name. This will show the order
details screen.

3) Click on the Create Invoice button.

«DUPONT»

s2poonnect

Home / Orders

Order Management

All ‘ Supplier Acknowledged _
1 1
A J

— o

My Tasks
DOCUMENT NAME T DOCUMENT ... ¥ SUPPLIER PURCHASE TYPE CREATED BY CREATED ON 41 TOTAL VALUE STATUS
Order1 for Requisition5§ _Oe Standard Requester1 Las...  11/13/2020 839.28 USD PartnerAcknowledged
~ LINE DETAILS
LINES
Line (1) [1}: @
Line* 1l ERP Line Reference Number 1| Type* il Item Number 1| Line Descriptio... T| Supplier Item Nu... 1 Category~ 11
1 1 Material Dell Latitude 5310;L. 210-AWLN PERSONAL COMPUT.

Rows Per Page:

1-10f1

»
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Create Invoice (cont)

4) You can enter a unique Invoice
Name.

5) Make sure that the amount in
Invoice Amount is exactly what is
depicted at the top right corner.

6) Enter the unique Invoice number

generated from your invoice
system.

NOTE: Special Characters cannot
be used in the Supplier Invoice
Number field

7) You can edit the Supplier Invoice
Date, but it must be not be earlier
than the PO date.

8) Scroll down to check the line item.

You can create a partial invoice by

changing the value in the Quantity

field.
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‘ DUPUNT ’ CATALOG ~ CONTRACT ~ PURCHASING  INVOICE  SUPPLIER

& INV-01:21-00000230 - Invoice2 For Order1 For..

)= v BASIC DETAILS

umw@a

£7 Comments [T

Manage Optional Fields

’ Basic Details voice Name* Invoice Number Invoice Amount* Supplier Invoice Number* Inveice Creation Date Supplier Invoice Date*
Cregte qvoice? for Order1 for Rege INV-01:21-00000230 839.28 A1234 01/11/2021 01/11/2021
Supplier Details
Supplier Name : Order Number* )rder Name Supplier Code Currency
: (] Multi PO Iny -
Supplier StakeHolder Detalil 7500002154 Order1 for Requisition58 1000115531 UsD
Profile
Payment And D Purchase Type Invoice G a
Standard Standard v
Line Details
~ LINE DETAILS
LINES
Line (1) R =
(Lol E.-T) Type* 1] Lin.. 71 nvoice Ay Quantity~ U.. Tl Line 11 Unit Price~ L Flexible Priced It... 1| Fulfillment I
T F
1 1 Material Dell Lati... JO 1.00 EA Sent T 839.280000 No Receipt

<

Rows Per Page:

1-10f1
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Create Invoice (cont.

9) Click on the drop-down menu in
the upper right corner.

10) You can add Taxes and other
charges in this column.

11) Once the taxes are added, click
Save.
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< INV-01:21-00000230 - Invoice2 For Order1 For. DRAFT

= ~ BASIC DFTAILS

Manage Optional Fields

| Basic Details Invoice Name* Invoice Number Invoice Amount* Number* Invoice Creation Da Supplier Invoice Date*
SR Invoice2 for Order1 for Req... INV-01:21-00000230 839.28 01/11/2021 01/11/2021

Supplier Details

Order Number~ Name Code Currency
Muilti PO Invoice

Supplier StakeHolder Details = 7500002154 Order1 for Requisition58 1000115531 usD
Profile

Payment And Delivery... Purchase Type

Standard Standard >

Line Details

| nu PDNT » CATALOG CONTRAGT PURCHASING INVOICE SUPPLIER Q. O == @ @ B

Home
>= ~ BASIC DETAILS

= | Basic Details Invoice Namex

Create Invoice2 for Order1 lor Requisilionss8
Supplier Details
Invoice Greation Date

Supplier StakeHolder Details 01/11/2021
Profile

Payment And Delivery... Order Number=

75000027154

Line Details

Purchase Type

Standard

~ SUPPLIER DETAILS

Print Preview

e INV-01:21-00000230 - Invoice2 For Order1 For...

Invoice Number

INV-01:21 00000220

Supplicr Invoice Datg

01/11/2021

Order Name

Order1 for Requ

Invoice Type
Standard

Invoice Amount*
230.28

Supplicr

Supplier Code
100011557

Invoice Value (USD)

Shipping & Freight (USD) 0.00 |gs

Prorate

raxes & Charges (USD) 0.0

s
Invoice Total (USD) 839.28
Accrued Taxes (USD) 0.00

View Details

Manage Optional Fields

Line Descriptio.. 71

el 1 satitesctes

Rows Fer FPage: To — M- e

Unit Price

s=10:0 . =230 rsS0000
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Create Invoice (cont)

12) Click on More. SDIPOIE == oo romvaa e

< INV-01:21-00000230 - Invoice2 For Order1 For...

e R =

13) Click on Upload Image to || S 7 vo R st A R e g

Supplier Details

u pload the |nVO|Ce (070) py suopter StakeHolder Details fermeme O Muii PO Invoice S mtinoatian ety AP ooarams i

Payment And Delivery.. Burchasa Typa

table f t PDE -
(acceptable formats are :
J P E E PN E )' q DUPDNT [ ] CATALOG CONTRACT PURCHASING INVOICE SUPPLIER Q N 2= & @ H
« < INV-01:21-00000230 - Invoice2 For Order1 For... |
= - - " | jort To PDF
. N
NOTE: Attaching an image is S
>= ~ BASIC DETAILS
mandatory + e
Create Invoice2 for Order1 for Requisition58 INV-01:21-00000230 83928 A1234
Supplier Details
i Invoice Creation Date Supplier Invoice Date* Supplier Name D Multi PO Invoice
. . Supplier StakeHolder Details 01/11/2021 01/11/2021
14) Once the image is uploaded
1) Payment And Delivery... Order Numbert Order Name Supplier Code
. 7500002154 Order1 for Requisition58 1000115531 usD
click on Send to Buyer tab
Purchase Type Invoice Type
Standard Standard ~
- INV-01:217-00000230 - ___ | =
[ oRaFT | N
< = ~ SCANNED DOCUMENT @ Q O & 2 CHANGE IMAGE

SCANNED DOCUMENT

Basic Details

Create Supplier Details ih VO i ce Helcle :

StakeHolder Details

e Payment And Delivery... B FROM INVOICE
INVOICE DATE
Line Details P.O.#

DUE DATE

~ BASIC DETAILS nal Fields .

——

Print Preview Send To Buyer
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Create Invoice (cont)

15) You will receive the message
Invoice Submitted to Buyer
Successfully. Click OK.

16) You will then be taken to the Invoice () SUCCESS!
Management screen, where the
status of the invoice(s) created will
read Sent for Payment.

=2 Menage Atoutes Y Fiers

DocumentName 1| DocumentN. PO Num.. Invoice Rec.. 1| Total Value Purchas.. ~ Created.. ] Status

O

Ivoice7 for OrerT 1., SCNOT21-00002.. 6400002674 .. 01/11/2021 32,0080 Sandad 01102001 et For Payment
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© 2021 DuPont. All rights reserved. DuPont™, the DuPont Oval Logo, and all trademarks and service marks denoted with ™, sM or ® are owned by affiliates of DuPont de Nemours, Inc. unless
otherwise noted. Nothing contained herein shall be construed as a representation that any recommendations, use or resale of the product or process described herein is permitted and complies
with the rules or regulations of any countries, regions, localities, etc., or does not infringe upon patents or other intellectual property rights of third parties.

The information provided herein is based on data DuPont believes to be reliable, to the best of its knowledge and is provided at the request of and without charge to our customers. Accordingly,
DuPont does not guarantee or warrant such information and assumes no liability for its use. If this product literature is translated, the original English version will control and DuPont hereby
disclaims responsibility for any errors caused by translation. This document is subject to change without further notice.
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