How to Create an Invoice
for Canada Indirect-Service
[ Non-Inventory
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Invoice Creation — Supplier View

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

- Y w0 | 0w 0 @i _n 0 Once you access the Supplier
B) ructusing « ] souetconmc + [5 moe 3 super ) Avis Profile page, click on the grid-
= shaped (Rubik’s cube) icon i.e., the

{ i [(Q oot | £ Manage Navigatonbar | X< ‘App Launcher’ in the upper
| | right-hand corner to view
SwewoComract ek Purchase Orders, Invoices,

5] cavion 2] e o2, Sooler Supplier Profile etc. and navigate

© . N ® based on your preference.




Invoice Creation — Supplier View

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

Then, select ‘Purchasing’ from the
menu. This will direct you to the

hasing v g Source to Contract

= Purchasing Section.
< -
@ )\ Search Apps or Modules ‘ $% Manage Navigation Bar >
Purchasing ‘Source 10 Contract Invoice Supplier
@ E" Catalog Contract =] invoice %, supplier e
I ©7 Purchasing I@ & Auction
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Invoice Creation — Supplier View

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

Click on the Service Confirmation tab.

Purchasing + E| Sourceto Contract $3 Invoice [ Supplier . Analytics o} QMS

Service Confirmation Workbench

Service Confirmation

Purchase Order ASN Service Confirmation @ TO IOCate your Service
Confirmation, enter the Service
Confirmation number into the

I Q search I{E g ManageColumns 7 Fiters | [y ExportData search box.

Service Confirmation | Service Confirmation | _

‘ All 59 ‘ Approved 29 Withdrawn 12 Draft 10 Approval Pending 8

Suppieyservice sr= | Order 11 =  Order Number 1= | PurchaseType iv= | I"ur= | CreatedBy \*= CreatedOn . Status sr= | Document

$C-2025-001232 SC-2025-001232 009088 2700002808 -Ca 2700002808 Indirect - Services/ ... 20251124 Approved

fo

$C-2025-001227 5C-2025-001227 0009898 2700002776 -Co 2700002776 Indirect- Limit Line 165 EF 20251121 Approved @ Click on the SpeCiﬁC Service
$C-2025-001226 SC-2025-001226 00067543 2700002670 2700002670 Indirect - Services/... 900 EF 20251120 Withdrawn @& Confirmation number to Continu e.
5C-2025-001225 SC-2025-001225 2700002770-Co 2700002770 Indirect - Services/.. 99 EF 20251120 Draft ®

$C-2025-001219 5C-2025-001219 000098989 2700002669 2700002669 Indirect - Services/... 900 EF 2025-11-18  Approved ®

$C-2025-001216 SC-2025-001216 22113344 2700002668 2700002668 Indirect - Services/... 900 EF 202511-13  Approved @

$C-2025-001213 5C-2025-001213 0020251213 2700002667 2700002667 Indirect - Services/.. 900 EF 20251111 Approved @

$C-2025-001224 5C-2025-001224 12233445 2700002727 2700002727 Indirect - Services/.. 865 EF 2025-11-19  Approved @

$C-2025-001206 SC-2025-001206 000009879 2700002665 2700002665 Indirect - Services/.. 900 EF 202511-04  Approved ®



Purchase Order Flip to e-Invoice

Select Your Purchase Order

[ Purchasing + ource to Contract v

Workbench / Service Confirmation

SC-2025-001232 (EXE

£ Invoice  [2% Supplier

Analytics  {s} QMS

Create your Service Confirmation

Perform SC PO-Flip to e-Invoice

Total Amount

=) Comments&Attachmentso CAD 200.00 -

SECTIONS ®© ~ Basic Details
*Basic Details *Indicates Required Fields
*Supplier Details Service Confirmation Name () Service Confirmation Number (1) *Supplier Reference Number (1 Source Document Details Source Document Name *Currency
SC-2025-001232 SC-2025-001232 009088 2700002808 2700002808 - Canada PO CAD - Canadian Dollar - CA
*Line Details
Created On Created By *Vendor Confirmation Appro... (1) Vendor Confirmation Reviewer (i) Invoice Submission Status Company Code
2025-11-24 EF GH Sunaina Mistry Please Select Not Invoiced 8000-NEE Can Hldgs-CA
*Plam *Purchase Type ®s O Creation Type Interface Status Name External System Unique ID
8000-NEXTERA ENERGY CA... Indirect - Services/Non-Inve... e Portal Accepted By ERP -
Submitted By ‘Submitted On Approved On Last Modified Date Last Modified By
EF GH 2025-11-24 2025-11-24 2025-11-24 Sunaina Mistry
: f . (2]
w Line Details Q) search [ @ Manage Columns s
Line Accounting
Line . Item Item Long . . . M&S/Service Document
41 41 A 1 = W= & 1 = & = +
A | Select T Compliant Status Short.. Description Line Type Price Basis Master Uuom Hierarchy
1 Service Service Rate Based Service Activity unit View

4 G

In the opened Service Confirmation, go to
Line Details Section. Select the line items
from the Line Details section, which you
wish to flip to e-Invoice

Click on the “Create Invoice” button on top-
right comer of screen.




Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

_ Fill in all the mandatory fields of the
Purchasing El Source to Contract v § Invoice ¥ Supplier . Analytics  {a} QMS . N . .
Basic Details section: Invoice Name,
Invoice Workbench / Invaice Total Amount (e v | In o-ce (o] nt S I.er In olce
. Ao, ) Comments & Attachments ‘ More ¥ | m m VOI A"I u u 1 VOI
Invoice 11/24/2025 2:48:20 PM CAD 205.00 ~ S ? pp N
Number and Supplier Invoice Date.
SECTIONS @ v Basic Details
Scanned Invoice + Indicates Required Fields
*Basic Details *Invoice Name *Invoice Number *Invoice Amount Currency Invoice Type * Supplier Invoice Number (1)
Invoice 11/24/2025 2.:48:20.... INV-2025.004539 205.00 CAD:Canadian Dollar - CA Standard 009088
*Supplier Details
) ) Invoice Creation Date * Supplier Invoice Da... (1) Baseline Date Supplier Name Supplier ID Order Number
*Payment and Delivery Details 20251124 20251124 B yyyvmmop ABC INC 300000111 2700002808
Stakenolder Details Service Confirmation Number Organization Line Of Business Purchasing Organization Company Code Purchase Type
SC-2025-001232 Organization NextEra FPL Group Purch.Org. 8000-NEE Can Hidgs-CA Indirect - Services/Non-Inve...
Line Details
Company VAT Number X ERP Invoice Number Scheduled Payment Date Net Payment
B Delivery Note B 2026.01-11 205




Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

SECTIONS © ~ Supplier Details e In “Supplier Deiails”, Enter the “Tax
Scanned Invoice * Indicates Required Fields |dentificati0n Country.
“Basic Details order Location ordor Location Addrecs In “Tax Details” Click on the hyperlink
< Suppler Details 60002ABCDE 123 TEST ST,FORT PIERCE,Canada,Canada,34982-6537 to VIeW TaX |dentlflcat|0n Detalls

Remit To Address o

+Payment and Delivery Details Remit To Location R Remit To Location Phone
Stakeholder Details

Supplier Contact Supplier Email Supplier Phone No.
Line Detais Jeneboe bos prann C@aep.com ' @ A slider opens where you can verify

stpFom SipFrom drss your “Tax ldentification Details”
I I@ such as “TIN Number.
* Account Number () ‘

Tax Details

Canada View Tax Identification Details

Tax Identification Country ‘I

*SWIFT Number ‘

*Routing Number (D ‘

*Bank Name ‘

& Tax dentification Details x

A TaxIdentification Type it= Tax |dentification Number
TIN Number 1234567890
41— >




Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

Similarly, fill in all the mandatory fields
E‘l Purchasing + $:| Source to Contract v $3§ Invoice upplier . Analytics { Of Supplier Details Section: SWI FT
Invoice Werkbench / Invoice Total Amount 1
© nvoice 11/24/2025 2:48:20 PM GED © Comments & Atachments 30 o0 (0" s Number, Account Number, Routing
i B Number and Bank Name.
SECTIONS ® ~ Supplier Details

Scanned Invoice * Indicates Required Fields

“Basic Details Order Location Order Location Address

60002ABCDE 123 TEST STFORT PIERCE,Canada,Canada,34982-6537
*Supplier Details
) ) Remit To Address ) i
+Payment and Delivery Details Remit To Location ) Remit To Location Phone
Stakeholder Details Supplier Contact Supplier Email Supplier Phone No
Jane Doe Doe Dharun.CR@gep.com -
Line Details

Ship From Ship From Address

Tax Identification Country
Canada

Tax Details ‘

View Tax Identification Details
—

* Routing Number (1)
222333444 123456789

| |
o I %
* Bank Name
PNC

| *SWIFT Number ‘ * Account Number (1) ‘




Invoice Inputs - Supplier

Select Your Purchase Order

D Purchasing »

{] sowcesocontact ~ 15 tevoice

SECTIONS

BS swpter [ Aniyics
Invoice 11/24/2025 2:48:20 PM E23

cates Required Fleld:

Spte SHp To Addres
Scanned o o 1930.5W 2
Ba Nt B To
Suppher Detadls

* Payment and Delitvery Detalis

B 50 orvad

« Stakeholder Details

* Indicates Required Fleids

Ortr Contact

Buyer Emal/Phooe
« Line Details

Une

A Select

Line Number

o ved Tax
]

& aMs

Comments & Attachments CAD 200‘00
Delwer i
Payrrere Terrma Sark Detads
t &8 Pieas
Special Handling

Create your Service Confirmation

Ship To

FPLEVERGH

Perform SC PO-Flip to e-Invoice

In the line details section, scroll right to
taxes column. Click on “Add Taxes”
Hyperlink to view the tax code details.




Invoice Inputs - Supplier

10

Select Your Purchase Order

Create your Service Confirmation

Perform SC PO-Flip to e-Invoice

aaaaaaa

*

‘ G
@ Add

|

After clicking on hyperlink, a slider will
open. Click “Add” button to enter the
tax code details.




Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice
_I‘%! Taxes x
o ) m You may add the appropriate tax
o code types to the corresponding
Tax Code Tax Rate Tax Amount IineS req Uired.

0 e __J» K= 14] (GST, HST, PST, QST)

O  HsT ~ 0 0.00

O PST -~ 0 0.00

Ea o " G Click the “Apply” button to
confirm the added tax code.

@ You can verify the entered tax

amount in the line details section.

=]

« Line Details [y Export Data @ Manage Columns I o

Line

& Select 47 | Line Number !T= tal 4r=  Accrued Tax W= Special Handling i Taxes 17 = reight = Tax Base = ShipTo

O 1 0 Add 5.00 000 865.00 FPL - Nexl

4
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Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation Perform SC PO-Flip to e-Invoice

£ Invoice B Supplier

Enter the total invoice amount along

Total Amount

Invoice 11/24/2025 2:48:20 PM X3 7 Comments & Alachments | ARy 905,00 with “Tax Amount” and “Special
B H ” 1 1
P o At " han‘t‘illng_Charges (h: Applicable) in
R Upload your e CAD 205.00 the “Invoice Amount” under the

basic details section.

*Basic Details

| — Invoice Value 200.00
Click here to select your files \ Browse
*supplier Details Shipping & Freight 0.00
! Limited 1o file(s) of 10 MB each |Maximum 1 file(s) can be uploaded atati
*Payment and Delivery Details Attachment name length is limited 1o 100 characters Taxes 5.00
Stakeholder Details . X
Special Handling 0.00
Line Details .
Invoice Total 205.00

~ Basic Details

* Indicates Required Fields

[*Invoice Name * Invoice Number *Invoice Amount 1 7 Invoice Type * Supplier Invoice Number (1)
Invoice 11/24/2025 2:48:20 PM INV-2025.004539 205.00 CAD:Can 3 Standard 009088
Invoice Creation Date *Supplier Invoice Date (i) Baseline Date ‘Supplier Name Supplier ID Order Number
2025-11-24 = 2025-11-24 YYYY-MM-DD ABCINC 300000111 2700002808
Service Confirmation Number Organization Line Of Business Purchasing Organization Company Code Purchase Type
§C-2025-001232 Organization NextEra FPL Group Purch.Org 8000-NEE Can Hldgs-CA Indirect - Services/Non-Inventory
Company VAT Number ERP Invoice Number ‘Scheduled Payment Date Net Payment
R Delivery Note R 2026-01-11 205
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Invoice Inputs - Supplier

Select Your Purchase Order Create your Service Confirmation

Perform SC PO-Flip to e-Invoice

[ Puchsang ~ D SowcetoContract v B lvoice (S Suppler ) s B aus DI
v - Fr—
“ ; Comements & Attachments More ﬂ Submi 18
Invoice 11/24/2025 2:48:20 PM 2 kAot GAD 205.00 =3
SECTIONS v Basic Details
Scanned Iy - ndicates R 4 Fie
“Ba < wsace Name iz Wumter Iz Aot Curency tovoice Type Suppder imvice Nuber
er De :
ivcsce Creation Date e Suppher kv Dute Baselne Date Bgpter hame Sppier © Order Nsmbar
ry Det 2 4 ‘ YYYYMM DO ABL IN Y
der 0 Service Conferration Nursber Orgamuston ey — Parchaveg Orgamization Compaey Code Purchase Type
e Dt
Compeny VAT Aramber 5 " LD dvosce Nurvber S it Payet Cate et Payment
wirvory Noto
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0 Confirmation

Please confirm that you are processing with 1 line(s) on this invoice

DE

O
O

Verify and “Submit” to confirm the line
items to be invoiced.

Click on “Yes” on the confirmation
pop-up to proceed.




Invoice Inputs - Supplier

Select Your Purchase Order Perform SC PO-Flip to e-Invoice E-Invoice Status

The submitted invoice appears with the
status “Sending to ERP in
Progress”.

) Purchasing + E| Sourceto Contract v §5g Invoice EJ‘? Supplier . Analytics  {g} QMS

Invoice Workbench

Invoice

Supplier Non-PQ Invoice Supplier Invoice Supplier Credit Memo

Total 37 Paid with Remittance 19 Ready for Payment 8 Cancelled 3 Draft 2 Sending to ERP in Progress 2 Payment Cancelled 1 Exception 1 Unprocessed 1

Q_ search DTE} Manage Columns S/ Filters | « ll;) Export Data

Invoice Number +t=  Supplier Invoice Number 4= | Order Number U= Invoice Type = @ Status Si = Sup
INV-2025.004527 12233445 2700002727 Standard Sending to ERP in Progress| ﬁ 30C
INV-2025.004529 12233445 2700002727 Standard Draft ABC INC 30C
INV-2025.004525 SC-2025-000872 2700001660 Standard Draft ABCINC 30C
INV-2025.111701 SINV-111103 2700002665 Standard Ready for Payment ABCINC 30C
INV-2025.111103_02 SINV-111103 2700002665 Standard Ready for Payment ABCINC 30C
INV-2025.111103_01 SINV-111103 2700002665 Standard Ready for Payment ABC INC 30C
INV-2025.111103 SINV-111103 2700002665 Standard Paid with Remittance ABCINC 30C
INV-2025.111102 SINV-111102 2700002666 Standard Paid with Remittance ABCINC 30C
INV-2025.111101 SINV-111101 2700002664 Standard Paid with Remittance ABC INC 30C

14



E-invoice Status — Supplier

Select Your Purchase Order Perform SC PO-Flip to e-Invoice E-Invoice Status

Invoice Statuses Explanation

Unprocessed

The electronic invoice (e-Invoice) has been created and successfully submitted.

Sending to ERP In
Progress

The e-invoice is not yet approved.

Exception The e-invoice has an exception error.
Rejected The e-invoice has been rejected; supplier should send email to AP service desk.
Ready for Payment The e-invoice will be paid once the payment terms are met.

Paid with Remittance

The invoice has been paid, and remittance details are visible .

15
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