How to Create an Invoice for
Canada Direct-Standard

9GEP! “‘



Invoice Creation — Supplier View

Select Your Purchase Order Create your Invoice Invoice Status
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Invoice Creation — Supplier View

Select Your Purchase Order Create your Invoice Invoice Status

Then, select ‘Purchasing’ from the
menu. This will direct you to the
Purchasing Section.
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Invoice Creation — Supplier View

Select Your Purchase Order Create your Invoice Invoice Status

Q e Click on the Purchase Order tab.

e

[ Purchasing v § ] SourcetoContract v $3 Invoice [ Supplier [} Analytics

Purchase Order Workbench
Purchase Order
ice Confirmation Return Note
@ To locate your Direct Material
‘ All 101 | Accepted 92 Open 8 Requested Change Order 1 PurChase order y enter the
I_IQ - @ . — . ) Purchase order number into the
Searc B Manage Columns Filters v £ Bulk Upload iy ExportData
search box.
["] ~+ oOrder Number 1= | Purchase Type Lr=  Order Line SubTotal 11= | Created By ir= | Created On 1= | Staws Currency 1= | Order Value ir= | Plant Y OU Ca n a I S 0 Verlfy th e [13 P ur Ch as e
E Test_P0_120103 Direct - Standard 0.00 Sudhakar SSO 20251201 Open CAD I @ 0.00 0956-FPL CENTRAL DI Typeu in the Selected pu rChase Ol’del’

(] Test_P0_120102 Direct - Standard 0.00 Sudhakar SS0 20251201 Open usp 0.00 0956-FPL CENTRAL DI nummr
(m] Tes1_P0_120101 Direct - Standard 0.00 Sudhakar S50 2025-12-01 Open usp 0.00 0956-FPL CENTRAL DI -
O 2700002827 Indirect - Services/Non-Inventory  900.00 Dharun Varshan CR 2025-11-25 Open usp $00.00 1599-FCG - SPECIAL O
O 2700002826 Indirect - Services/Non-Inventory 900.00 Dharun Varshan CR 2025-11-25 Open usp 900.00 1599-FCG - SPECIAL O
O 2700002825 Indirect - Services/Non-Inventory  865.00 Dharun Varshan CR 2025-11-25 Open usD 865.00 1599-FCG - SPECIAL O
O 2700002824 Indirect - Services/Non-Inventory  865.00 Dharun Varshan CR 2025-11-25 Open UsD 865.00 1599-FCG - SPECIAL O . epr
(] 2700002808 Indirect - Services/Non-Inventory ~ 200.00 Dharun Varshan CR 2025-11-21 Accepted CAD 200.00 8000-NEXTERA ENERC CIICk on th € Spe.CIfIC PurChase order
(] 2700002672 Indirect - Services/Non-Inventory = 480.00 Dharun Varshan CR 2025-11-19 Accepted usD 480.00 1509-FCG - SPECIAL O number to Contlnu e.
O 2700002776 Indirect- Limit Line 200.00 Dharun Varshan CR 2025-11-14 Accepted usD 200.00 0075-FPL SOLAR SUBS




Purchase Order Flip to e-Invoice

Select Your Purchase Order

Create your Invoice Invoice Status

Purchasing ~  { ] SourcetoContract v ¢ Invoice (2% Supplier [} Analytics | Q

e

Workbench / Edit Purchase Order

In the opened Purchase order, go to Line
ZCDPInventory Material (=D

Details Section. Select the line items from
the Line Details section, which you wish to

Total Amount

CAD 3,000.00

O Comments & Attachments

Basic Information Additional Information Transactional Information

Order Source Manual Items Delayed o Payment Terms 0002 fl . t I .
Total Lines 3 Material Items Returned o Invoiced Amount CAD 0 I p O e_ nVOICe
Item Source 3 Pricebook Items Pending Delivery 30 Payment Pending CAD 3000
Document Hierarchy View Details
SECTIONS ® ~ Basic Details
*Basic Details .
* Indicates Required Fields CI k h “C I H ” b
- ick on the “Create Invoice” button on top-
*Supplier Details Order Number Order Name Version Created On *Order Contact Order Author .
Test_PO_120103 ZCDPInventory Material 0000 2025-12-01 - Sudhakar SSO m f
+Detvery snd Invoiing Decats rignt comer ot screen.
* Currency * Purchase Type Gompany Code *Plant Incoterm

*Line Details

Terms & Conditions

~ Line Details

CAD : Canadian Dollar - CA

Contract Owner
*External System Ordered By

PO Header Text

UPS Account Number

Direct - Standard

Type of Buyer

* External System Unique Id

Transportation Text

1500-FLORIDA POWER & LIGHT

Predetermined Source? (1)

NERC Unescorted/Cyber Access
(GIP-004)?

0956-FPL CENTRAL DISTRIBUTI

Interface Status

I

INTL - FREE CARRIER

Manage Columns

Line
 —
ry Line Number 41 | Price Basis .t | Item Long Description .7 | *Unit Price T *Quantity i | StartDate i1 | * #;'::e “UC Status 11T Add Sublines

1 Quantity Based ~ ASSEMBLY:SPEICAL18". 100.00 10.00 Material eac Accepied
7 Quantity Based ASSEMBLY:SPEICAL,18". 100.00 10.00 Material eac Accepted
3 Quantity Based ~ ASSEMBLY:SPEICAL,18".. 100.00 10.00 Material eac Accepted
4 G 4

-




Invoice Inputs - Supplier

Select Your Purchase Order

Purchasing L

Invoice Workbench /

ZCDPInventory Material [EZ3

SECTIONS ©

Scanned Invoice

~ Basic Details

* Indicates Required Fields

*Basic Details
*Supplier Details

*Invoice Name
ZCDPInventory Material

Create your Invoice

* Invoice Number
INV-2025.004564

*Payment and Delivery Details
Stakeholder Details

Line Details

Invoice Creation Date
2025-12-01

Organization
Organization

Company Code
1500-FLORIDA POWER & LIGHT ..

Met Payment
3,000

* Supplier Invoice Date (i)
= 2025-12-01

Baseline Date

YYYY-MM-DD
Line Of Business Purchasing Organization
NexiEra FPL Group Purch.Org.

Purchase Type

Company VAT Number
Direct - Standard -

*Invoice Amount
0.00

) Comments & Attachments CAD 3'000‘00 y

Currency
CAD:Canadian Dollar - CA

Supplier Name
ABC INC

Company Code
1500-FLORIDA POWER & LIGHT

Delivery Note

Total Amount

Invoice Type
standard

Supplier ID
300000111

Company Code

1500-FLORIDA POWER & LIGHT ...

ERP Invoice Number

]
=N 3

Invoice Status

Fill in all the mandatory fields of the
Basic Details section: Invoice Name,
Invoice Amount, Supplier Invoice
Number and Supplier Invoice Date

Order Number
Test_PO_120103

Company Code
1500-FLORIDA POWER & LIGHT

Scheduled Payment Date
2025-12-15

1
| *Supplier Invoice Number (O I




Invoice Inputs - Supplier

Select Your Purchase Order Create your Invoice Invoice Status

SECTIONS © | ~ Supplier Details In “Supplier Details”, Enter the “Tax

Scanned Invoice © Incicates Required Fields Identification Country.

“Basic Details order Location ordor Location Addrecs In “Tax Details” Click on the hyperlink

*Supplier Detaits PR 1S SHOR PR fenen aneca sastzensy to View Tax Identification Details

+Payment and Delivery Details Remit To Location !‘em" To Address 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
stipFrom ShipFrom Address your “Tax Identification Details”

such as “TIN Number.

Tax Details
Canada

Tax Identification Country ‘I

| <]

* Account Number (D ‘

View Tax Identification Details

*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 Invoice

[} Purchasing ~ Source to Contract v 3 Invoice (25 supplier [} Analytics

Invoice Workbench / Invoice

ZCDPInventory Material [EZ3

Total Amount

1 Comments & Attachments CAD 3'000.00 o

SECTIONS © ~ Supplier Details
Seanned Invoice * Indicates Required Fields
*Basic Deralls Order Location Order Location Address
0000259781 11322 54TH N,ROYAL PALM BEACH,California,United States,33411
*Supplier Details
[ i 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 Frem Address

Tax Identification Country Tax Details

More = m m

Invoice Status

Similarly, fill in all the mandatory fields
of Supplier Details section: SWIFT
Number, Account Number, Routing
Number and Bank Name

*SWIFT Number * Account Number (1) *Routing Number (1)
3456822345 6732 96241

*Bank Name

PNC




Invoice Inputs - Supplier

Select Your Purchase Order Create your Invoice Invoice Status

~ Line Details Gy BponDaa [T ManageColumns [ r e In the line details section, scroll right to
taxes column. Click on “Add Taxes”

Hne Hyperlink on each line item to view the
A Select 11 | Line Number 11= 1= Quantity 1=l Taxes (7 =Q| Special : = | Freight it=  Price Per 1= Sub-Total  i7 tax code details.

D 1 10.00 Al 1 2 0.00 1.00 1,000.00

D 2 10.00 Add Taxes Add 0.00 1.00 1,000.00

|:| 3 10.00 Add Taxes Add 0.00 1.00 1,000.00

4 [ ] [ 4




Invoice Inputs - Supplier

10

Select Your Purchase Order

Create your Invoice

aaaaaaa

*

‘ G
@ Add

|

Invoice Status

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 Invoice Invoice Status

[ Taxes

™ on m You may add the appropriate tax
code types to the corresponding
lines required.

(GST, HST, PST, QST)

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 lly Export Data [T@ Manage Columns [ oo
Line
& Select 47 LineNumber I1= 4T= | Quantity 4r= QB Taxes T= [ Special Handling = Freight = Price Per 4= | Sub-Total i
O 1 10.00f 1.00 Add poo 1.00 1,000.00
O 2 10.00f 1.00 000 1.00 1,000.00
O 3 10.00f 1.00 o.0o0 1.00 1,000.00
4 I >

11



Invoice Inputs - Supplier

Select Your Purchase Order

Source to Contract v §5§ Invoice

Invoice Workbench / Invoice
ZCDPInventory Material

SECTIONS ®
Scanned Invoice

*Basic Details

*Supplier Details

*Payment and Delivery Details

Stakeholder Details

Line Details

12

~ Basic Details

* Indicates Required Fields

*Invoice Name
ZCDPInventory Material

Invoice Creation Date
2025-12-01

Organization
Organization

Company Code
1500-FLORIDA POWER & LIGHT ..

Net Payment
3,003

Click here to select your files

Limited to file(s) of 10 MB each | Maximum 1 file(s) can be uploaded at a fine
Attachment name length is limited to 100 characters

* Invoice Number
INV-2025.004564

Create your Invoice

] Comments & Attachments CAD 3’00300 o

Total Amount

* Supplier Invoice Date (1)
= 2025-12-01

Total Amount x
CAD 3,003.00
Invoice Value 3,000.00
Shipping & Freight 0.00
Taxes 3.00
Special Handling 0.00
Invoice Total 3,003.00
* Invoice Amount Currency Invoice Type
3,003.00 A Standard
Baseline Date Supplier ID
‘ ‘ YYYY-MM-DD ‘ ABCINC 300000111

Line Of Business
NextEra

Purchase Type
Direct - Standard

Purchasing Organization
FPL Group Purch.Org.

Company Code
1500-FLORIDA POWER & LIGHT

Company VAT Number
. Delivery Note

Company Code
1500-FLORIDA POWER & LIGHT

ERP Invoice Number

*Supplier Invoice Numbe

Order Number

Company Code
1500-FLORIDA POWER & LIGHT

‘Scheduled Payment Date
2025-12-15

Invoice Status

Enter the total invoice amount along
with “Tax Amount” and “Special
handling Charges” (If Applicable) in
the “Invoice Amount” under the
basic details section.

Test_P0O_120103




Invoice Inputs - Supplier

[E) purchasing ~ El Source 1o Contract ~

Invoice Workbench / Invoice

ZCDPInventory Material [EZ3

SECTIONS

Scanned Invoice

*Basic Details

* Supplier Details

*Payment and Delivery Details
Stakeholder Details

Line Details

£ Invoice @ Supplier . Analytics

~ Basic Details

*Indicates Required Fields

*Invoice Name

ZCDPInventory Material

Invoice Creation Date
2025-12-01

Organization
Organization

Company Code
1500-FLORIDA POWER & LIGHT

Net Payment
3,003

* Invoice Number
INV-2025.004564

Create your Invoice

3,003.00

* Invoice Amount

* Supplier Invoice Date ()
B 025120

Baseline Date
YYYY-MM-DD

Line Of Business
NextEra

Purchase Type
Direct - Standard

0 Confirmation

Purchasing Organization
FPL Group Purch.Org.

Company VAT Number

O Comments & Attachments CAD 3’00300 o

Currency
CAD:Canadian Dollar - CA

Supplier Name
ABC INC

Company Code
1500-FLORIDA POWER & LIGHT

Delivery Note

Please confirm that you are processing with 3 line(s) on this invoice

Total Amount

Invoice Type
Standard

Supplier ID
300000111

Company Code

1500-FLORIDA POWER & LIGHT ...

ERP Invoice Number

*Supplier Invoice Number ©

Order Number
Test_P0O_120103

Company Code
1500-FLORIDA POWER & LIGHT

Scheduled Payment Date
20251215

13

Invoice Status

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 Create your Invoice 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 Create your Invoice Invoice Status

Invoice Statuses Explanation

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