ONCE REGISTRATION IS COMPLETE, THIS IS YOUR LANDING PAGE.

b
']" (- K ) ‘ @ @ | hittps:/fusertest sciquest.com/fapps/Roliter BrandedsupplerHome ?CLstOrg=UyaRaupple c ‘ ‘ Q search | ﬁ E k3 ﬁ‘ U =
N

18] Most visted (@ Getting Started

# Home Customer Portal Home = Heome - BUTLER, TEST 1

Quick Links to Common Tasks H

Manage Registration Profile

Customer Contact ?

Find Invoice ?

Advanced Search

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the
inveice number then click the "Search” button,

Irvoice Mumber(s)

. Need Help?



THERE ARE TWO METHODS FOR BILLING.

METHOD 1 — USE THIS METHOD IF YOU KNOW YOUR PURCHASE ORDER NUMBER:

GO TO DOCUMENTS — CREATE SALES INVOICE

=l x|

Wiew

Fle Edit

) Connecting...

AH Search |ﬁ E ¥ # Q

' (' (D a https:Ifusertest‘suquest.comIapps{RouterfBrandedSuppherHori'le?CustOrg:UVa&suppherID:

|2 Most Visited (@ Getling Started

Lind

Documents

Docurnent Search Sales Invoices

‘ Wiew Draft Sales I%oices 7
Sales Orders and Shipments

I Create Sales Invoice

Sales Invoices .
Search for Sales Invoices

Find Invoice ?

Advanced Search

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the
invoice number then click the "Search” button,

Inwvoice Mumber(s)

. >
Waiting for usertest.sciguest.com. .. \~ Need HE|P.



ENTER INVOICE # / DATE AUTO POPULATES, CHANGE IF NOT ACCURATE / ENTER PO # / CLICK CREATE

Edit

Wiew

File:

Create Sales Invaoice

c ‘ ‘ Q search

( (- L2 ‘ @ a https:Ifusertest‘saquest.conbagps{Router/SaIesInvowceCreatlon?tmstmp:1%00396008(
oy

|8 Most Visited (@ Getting Started

#) Documents Sales Invoices Create Sales Invoice Create Sales Invoice

Create Invoice / Credit Memo

@ Invoice € Credit Merho

Type
Imvaice Mo. 66666
Invaice Date 07/18/2017
mm/dd iy
PO MNurnber 1778441
Currency S Dollar j

& Need Help?



PURCHASE ORDER LINE ITEMS AS ON PO WILL POPULATE

File  Edit

c ‘ ‘ Q search

#) Documents Document Search Search Documehts + Draft Sales Invoice bhhbh

United States

Line Item Details

Actions for Selected Items w

Tax, [
Shipping

Invoice Order Part Product Extended &

Line PO No. Line No. Description Size Unit Price Packaging Price Handling

Paper

S|

1 1778441 1 12 Paper 50.00 1 5000 R 250000  show Adtions w T
Subtotal 2500.00
Discount 000
Tax1 0.00
Tax 2 0.00
Shipping 0.00
Handling 0.00
TOTAL 2500.00 USD

%« Need Help? =

[




CHANGE QUANTITY TO AMOUNT YOU WISH TO BILL THROUGH EDIT ACTION. REVIEW TOTAL AT
BOTTOM OF PAGE FOR VALIDATION OF AMOUNT BILLING.

Fle Edit

¢

‘ Q search

&) Documents Document Search — Search Documents Draft Sales Invoice 66666

United States

Line Item Details

Actiong for Selected Items w

Tax, [
Shipping

Invoice Order Part Product &

Line PO No. Line No. Description Size uantity Unit Price Packaging Pric Handling

Paper

El

1 1778441 1 12 Paper 2000 L s RM 100000 Actions w [

1000.00

Discount 0.00
Tax 1 0.00
Tax 2 0.00
Shipping Q.00
Handling 0.00
TOTAL 1000.00 USD

. Need Help? =

|»

=




GO TO TOP OF FORM AND CLICK SAVE THEN “SEND TO CUSTOMER”.

Fle Edt view 5 _ =] x|

C ‘ ‘\\& Search

¥ Documents ~ Document Search  Search Documents < Draft Sales Invoice 66666

Invoice Mo, 66666
Customer U¥a

Invoice Date 7/18/2017

PO MNurnber 1778441

Sales Order 1527208
MNumber

Supplier add attachment...
Attachments

m Send To Custormer

Invoice hessages History

E

Hide header Hide value descriptions
General Information B Billing Information ? Customer Invoice Information ?
Invoice Info Billing Address L Customer irvoice information unavailable,
Create Date 7/18/2017 ACCOUNTS PAYABLE
Irvaice Mo, 56666 CARRUTHERS HALL, 1001 M EMMET ST
- PO BOX 400197
Invoice Date 7007 Charlottesville, VA 22304-4197
mm/ddfyyy United States
Invoiced By Linda Mayo
supplier BUTLER, TEST 1
P Remit To Address
Customer Na

Remit To Address
Supplier Account Mo, Coantact | 'LI
4




IF YOU HAVE PROCESSED THIS INVOICE BEFORE, YOU WILL RECEIVE AN ERROR LIKE BELOW:

File  Edit

c

‘ Q Sear%

#) Documents Document Search Search Documents + Draft Sales Invoice 66665

Invoice Mo, 66666

Custorner Uva

Invoice Date 7/18/2017

PO MNumber 1778441 |
Sales Order 1527208

MNumber

jacld attachment..,

@ Invoice number already in use, please choose another

m Send To Customer

Invoice hessages History

#

Hide header Hide value descriptions
General Information ? Billing Information ? Customer Invoice Information ?
Invoice Info Billing Address . Customer invoice information unavailable.
Create Date 7/e/2017 ACCOUNTS PAYABLE
Irvoice Mo, coecs CARRUTHERS HALL, 1001 M EMMET ST
- PO BOX 400197
Invoice Date 7nsjz017 | Charlottesville, VA 22904-4197
mmy/ddfny United States
Invoiced By Linda Mayo

S li BUTLER, TEST 1
N HpRier Remit To Address % Need Help? =

Crstnmear | Wfa |




MAKE CORRECTION TO INVOICE NUMBER FOR NEW INVOICE.

Fle Edt

L Connecting...

%rq Search

(- ) @ 8 | https://usertest sciquest.com/apps/Router /SalesinvoiceSum mary ?Salesinvoiceld=232%295R,
b

[2) Most visited (@ Getting Started

@) Documents Document Search — Search Documents = raft Sales Invoice 66668

Waiting for Lisertest.sciquest.com...

General Information Billing Information 1 Customer Invoice Information 7
Invoice Info Billing Address * Customer invoice information unavailable.
Create Date 71872017 ACCOUNTS PAYAELE
Invaice Mo, o CARRUTHERS HALL, 1001 M EMMET ST
. - PO BOX 400197
Invoice Date 7ngjz017 | Charlottesville, VA 22904-4197
mim/dd vy United States
Invoiced By Linda Mayo
S li BUTLER, TEST1
Hpeier Remit To Address
Customer Uva RemitTo Address —
Supplier Account Mo, Contact
MName
OrderInfo itreet
Sales Order Number 1527208
Street
PO Number 1778441 2
Street
3
City
State
Zip
Country j
Ernail
Phone
Toll

. Need Help? =
»




GO BACK TO THE TOP AND CLICK SAVE, THEN “SEND TO CUSTOMER”

Fle Edt

c ‘ N Search

@) Documents Document Search — Search Documents = Draft Sales Invoice 66666

Invoice Mo, 66666
Customer Uva

Invoice Date 7/18/2017

PO Nurnber 1778441

Sales Order 1527208
MNumber

Supplier add attachment...
Attachments

m Send To Customer

Invoice hiessages History

E

Hide header Hicdle value descriptians
General Information b Billing Information 1 Customer Invoice Information b
Invoice Info Billing Address *. Customer invoice information unavailable,
Create Date 771872017 ACCOUNTS PAYABLE
Irwoice Mo, o CARRUTHERS HALL, 1001 M EMMET ST
) - PO BOX 400197
Irvcice Date 78017 | Charlattesville, WA 22904-4197
mm/cidfyy United States
Invoiced By Linda Mayo
Supplier BUTLER, TEST1
PP Remit To Address
Customer Wa

Remit To Address
Supplier Account Mo, Cantact




YOU WILL SEE MESSAGE “INVOICE NUMBER 88888 HAS BEEN SUBMITTED. YOU MAY BEGIN YOUR NEXT
INVOICE BELOW.

Fle Edit

Create Sales Invoice

i (- ) @ a https:Ifusertest‘sciquest.comIa\Rps/RouterfSaIesInvowceCreation?Sx\esImvoiceld:232929&tm5 6 ‘ Q search =
120 Most visited (@ Getting Started \
linda Mayo ¥
#) Documents SalesInvoices ~ Create Salgs Invoice = Create Sales Invaoice
Invoice Sent To Buyer 7
Invoice Murnber 88888 has beer subrmitted,
Invoice Murgber 28888 @
Invoice Date 7/18/2017
Invoice Total Amount 1,000.00 UsD
MNumber of line iterms 1
Search Sales Orders
Create Invoice / Credit Memo H
Type & Irvoice € Credit Memao
Imvaice Mo.
Invoice Date 07/18/2017
mm/dd iy
PO MNurnber
Currency S Dollar j

. Need Help?



GO TO “SEARCH FOR DOCUMENTS”

-l x|

Tools

Help

Bookmarks

Wiew,

Hist

File  Edit

Document Search +

C ‘ ‘ Q search

L (- ' @ d https:Ifusertest‘SC|quest.comIappszouterfDocLmenﬁearch?tmstmp:1500397115500

|2 Most yisited @ Getting Started \

linda Mayo ¥ [

Documents

Docurment Search
Search Documents j m

Sales Orders and Shipments
Download Export Files mation,

Sales Invoices

% Need Help?



MAKE SURE SALES INVOICE IS SELECTED FOR SEARCH - CLICK GO

Fle Edt ¥ story ;Iilil

Document Search I

G‘HQSearch |ﬁ E 3 #H Q =

i (- @ (*] https:Ifusertest‘sciquest.comI%apps/RouterfDocumenSearch?tmstmp:1500397123482
b

[2) Most visited (@ Getting Started \

@) Documents Document Searc Search Documents < Document Search

Search |SalesInvoices = All Dates j m

Enter search terms such as document numibers, suppliers, and product information.

Go to: advanced search

& Need Help?



YOU WILL SEE ALL OF YOUR INVOICE IN PROCESS, INCLUDING THE ONE YOU JUST SUBMITTED.

File  Edit

Document Search

&) Documents

< Back to Edit Search

Search Details

Search Terms
Customer(s)

Va

Filtered by

Type: Sales Invoices

Date Range: All Dates

Refine Search Results

Type

Sales Invoices

Date Range

All Dates

Document Search

Search Documents «

Start Mew Search

Diocument Search

Showing 1 - 7 of 7 Results

Results Per Page |20 =

Invoice - Created
Number ~H5°Mer
88888 L Uva Linda
hayo
123456 Wa Linda
Q Mayo
12345CR  1Uva Linda
o hayo
12345 4 UVa Linda
hayo

All Dates

Sort by: | Best match

Sales
Order
No

1527208

Mo Sales
Order

Mo Sales
Crder

Mo Sales
Crder

Invoice

PO No Date

1778441 7/18/2017

1778457 6/28/2017

1778457 6/28/2017

1778457 6/28/2017

[

Submit
Date

771872017
11:45 Ak

6/28/2017
.59 AM

6/28/2017
8:57 AM

Type

Invoice

Invoice

Credit
hemo

4|Pagelofl|®] ?

Invoice
Status

Status:
Payable
Paid Date:
Payment
Method:
Unknown

Status:In
Process
Paid Date:
Payment
Method:
Unknown

Status:
Payable
Paid Date:
Payment
Method:
Unknown

Total

1,000.00USD

5,000.00UsD

-25000 USD

6/28/3 ] S
350 A . Need Help? =



SECOND METHOD: USE THIS METHOD TO SEE ALL OF YOUR PURCHASE ORDERS, THEN SELECT THE ONE
YOU WISH TO BILL.

GO TO SEARCH DOCUMENTS

Fle Edit

Search

Documents

Docurnent Search

Search Documents

Sales Orders and Shipments

Download Export Files

Sales Invoices

Find Invoice

Advanced Search

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the
invoice number then click the "Search” button,

Inwvoice Mumber(s)

| vl
https: /fusertest. sciquest.com/apps/Router BrandedSupplierHomePCustOrg=UyagsupplierlD=103707 148 tmstmp=15004 71280524 # \' Need Hel P!



CHANGE SALES INVOICE TO SALES ORDERS. CLICK GO.

Search ISaIesInvoices 'I All Dates j m

Enter sgarch terms such as document numbers, suppliers, and pr

uctinformation.

Go to: advanced search

4 \
Search |Sales Orders 'l All Dates j m

Enter search terms such as document numbers, suppliers, and product information,

Go to: advanced search




ALL OF YOUR PURCHASE ORDERS WILL BE LISTED. CLICK ON ORDER NUMBER OF THE PO YOU WISH TO
BILL ON.

Fle Edit

#) Documents Document Search Search Documents + Document Search
< Back to Edit Search Start New Search
Showing 1 - 4 of 4 Results All Dates I-
. 1 Results Per Page Sort by: | Best match j
Search Details H
S = Date/Ti g i Fulfillment @ @ 0 Invo
rder No. ate/Time upplier ustomer Owner Status
Search Terms BB Center M¢
Customer(s) 1529793 4 6/26/2017 750 AM  BUTLER,  Metwork UVa Linda s
Va 6/26/2017 750 AM TESTL  Fulfillment hiayo
Center 1
Filtered by 1527209 6/7/2017 314 P BUTLER, Metwork Uva Charles Partially
Type: Sales Orders Crested:  6/13/20171202pm o0 1 Pulfillment Lester Irwoired 24
Center 1 Kicd
Date Range: All Dates Completed:
1527208 L4 PO Date:  6/7/2017 3:26 Ph BUTLER, Nehwork Uva Charles Partially
Created:  6/13/2017 12:02 PM TEST 1 Fulfillment Léster Invoiced
Center 1 Kidd
Refine Search Results ? Completed:
1527207 0 1778444 popate 6/7/2017 240 P BUTLER, MNetwork va Charles
Type i
yP Created:  6/13/2017 1202 PM TEST1  Fulfillment Lgster
Center 1 Kidd
Sales Orders j Cormpleted:
Date Range

5 All Dates j % Need Help? =




ON AVAILABLE ACTION - CHANGE ADD NOTES TO HISTORY TO “CREATE INVOICE.” CLICK GO.

File  Edit

c ‘ Q search

#) Documents Document Search Search Documents + Status - SO 1527207

4 Back to Search Results 4 4 ofdResults | » Sales Order Number(s) | 1527207 «

Sales Order MNurmber 1527207

External PO Ref #: 1772444

Supplier Name BUTLER, TEST 1 Muzilable Actions | Create Invoice 2 m

Status Sales Order PO Documents Invoices History

General Information 7 Document Status ?
Sales Order No, 1527207 workflow

Sales Order Create Date 6/13/2017 Fulfillment Status Does Mot Apply

PO/Reference Mo, 1778444

PO Creation Date 6772017

Buyer Marme Charles Lester Kidd

Buyer Phone +1 434-924-3507

Buyer Ermail isds-test@VirginiaEDU

Supplier Mame BUTLER, TEST 1

ShipTo Address Code MBCAR |-
Bill To Address Code LA AP

Line Item Status 7
Product Description Catalog No Size / Packaging Unit Price__Ouantitv Ext_Price
1 fRosesu more info.. Flower DZ \, Need Help?
o o . - S =]



ENTER INVOICE NUMBER, THEN CLICK SAVE. THEN GO TO THE BOTTOM OF THE PAGE FOR PO DETAILS.

Ele Edt

Draft Sales Invoice Unassigreg!

i
(' @a https://usertest.s%quest‘comfapps/Router/Sa\eslnvo\ce‘summary?SaIesImvo\celd:ZSSE17&tr < | ‘ Ql\search ‘ ﬁ E $ A =

12} Most vistted (@ Getting Starts

W) Documents Document Search Search Documents ¥ Draft Sales Invoice Unassigned

Customer UV
Inwoice Date 7/19/2017
PO Number 1778444
Sales Order 1527207
MNurniber

Supplier add attachment.
Attachments

Send To Customer

Invoice Ivessages History

Hide header Hide walue descriptic
General Information ? Billing Information ? Customer Invoice Information
Invoice Info Billing Address £ Custormer invoice information unavailable.
Create Date 7f19/2017 ACCOUNTS PAYABLE
Invoice No. CARRUTHERS HALL, 1001 N EMMET ST
- PQ BOX 400197
Invoice Date szt Charlottesville, VA 22904-4197
mmydd iy United States
Invoiced By Linda Mayo
Suppli BUTLER, TEST 1
Hppier Remit To Address
Customer Uva

RemitTo Address

Supplier Account Mo, Contact
o % Need Help




DECIDE WHICH LINE YOU WISH TO BILL.

File  Edit

) @ a https:Ifusertest‘saquest.comIapps{RouterfSaIesInvowceSummé\)\ ‘iSaIesInvowceId:ZﬁaS17&tr c ‘ ‘ Q, search

\d
éb Most Wisited ‘ Getiing Started \\ \

#) Documents Document Search Search Documents + D Sales Invoice Unassigned

Actions for Selected [tems w

Tax, r
Shipping

Invoice Order Part Product Extended &

Line PO No. Line No. Description  Size Unit Price Packaging Price Handling

Roses

=

1 1778444 1 Flower Roses : 20,00 DZ 1,000.00 show Actions w T

Easter

Flower

=

3 1778444 3 Flower  Easter : 1000 s 100.00 show Actions w1

Flower

Day

Lilly =

2 1778444 2 Flower  Day Lilly 40,00 : 1000 BX 400,00 show Actions w
Subtotal 1500.00
Discount 0.00 —

% Need Help? i




FOR THIS SAMPLE | AM SELECTING LINE ONE. | AM CHANGING BILLING QUANTITY FROM 50 TO 20 BY
USING THE “ACTIONS — EDIT” FIELD BESIDE THAT LINE.

Edit

Wiew

File:

Craft Sales Invoice Unassigned

i (' ) @ @ | hitps://usertest sciquest.com/apps/Router /SalesinvoiceSum mary ?Salesinvoiceld=23351 78
b

c ‘ ‘ Q search

|8 Most Visited (@ Getting Started

-l x|

Invoice
Line

Roses

=

1

Easter
Flower
=

E

Day
Lilly &

#) Documents

Line Item Details

PO No.

1778444

1778444

1778444

Daocument Search

Order

Line

1

E

2

Part
No.

Flowrer

Flowrer

Flowrer

Search Documents =

Product
Description  Size

Roses

Easter
Flower

Day Lilly

Draft Sales Invoice Unassigned

Quantity

50.00

1000

40,00

Unit Price

20.00

10,00

10.00

Packaging Price

Actiong for Selected Items w

Extended

Dz 1000.00 Actions w T
Edit
Copy Line
cs 100,00 show Actions w M
B AQALAD SR - i~
- * X

P X

James, Tonya M. (tj5a)
RMC Events - PO 1880461
Tonya lames Department of Public Health Sciences School
of Medicin

O Need Help?

linda Mgyo ™ (™ & -

hr




AN EDIT SCREEN WILL COME UP — CHANGE 50 TO 20. CLICK SAVE CHANGES.

Edit Line Item

All prices are in USD.

PO # 1773444

Order Line Part Number Description Product Size Quéntity*

1 Flower Roses -

2000 5

Tax, Shipping & Handling

Taxable © Yes & Mo
Discount Tax 1 Tax 2
0.00 0.00 0.00

Unit Price Packagin Extended Price
20,00 Dz j 400,00

Shipping Handling

0.00 0.00

Close




YOU WILL NOT BE BILLING FOR THE SECOND OR THIRD ITEM, SO YOU NEED TO REMOVE THOSE ITEMS
BY CLICKING ON BUTTONS. SELECT REMOVE LINES.

Fle Edit S D _I— _IE il

Draft Sales Invoice Unassigned I

':(-_]I@ﬂ https:Ifusertest‘sciquest.comIapps/RouterfSaIesInvowceSummary?}ale\slnvowceld:EESl?&tr C H Search | ﬁ E ¥ H =

|2 Most visited (@ Getting Started

¥ Documents ~ Document Search ~ Search Documents &

Line Item Details

Agctions for Selected Items

Remove Lines

T Copy Lines

Shippimy
Invoice Order Part Product &
Line PO No. Line No. Description  Size Quantity Unit Price Packaging Handling

Roses
=

1 1778444 1 Flower Roses 20,00 : 20.00 DZ 400,00 showr Actions w
Easter

Flower

=

3 1778444 3 Flower  Easter 10.00 : 10.00 cs 10000 show ~

Flower

Day

Lilly &

2 1778444 2 Flower  Day Lilly 40,00 : 10.00 BX 400,00 show Actions w

. Need Help? |L|

| »

CLICK YES

Confirm

Click OK to delete the selected line(s).




GO TO THE BOTTOM OF THE PAGE TO MAKE SURE DESIRED AMOUNT FOR THIS INVOICE IS CORRECT.

Tools

Hist Bookmarks Help

File  Edit

Wiew

+

Craft Sales Invoice Unassigned

{ (- ) @ 8 | htips:/fusertest sciquest.com/apps/Roviter fSalesinvoiceSummary ?Salesinvoiceld=2335 1 78R c ‘ Q search
e

éb Most Wisited ., Getiing Started

Linda Mayo ¥

#) Documents Document Search Search Documents + Draft Sales Invoice Unassigned

United States

Line Item Details

Actions for Selected [tems W

Tax, r
Shipping

Invoice Order Part Product Extended &

Line PO No. Line No. Description  Size Quantity Unit Price Packaging Price Handling

Roses

=

1 1778444 1 Flower Roses 20.00 : 20.00 Dz 400,00 shiow Actions |w T
Subtotal 400.00
Discount 0.00
Tax 1 0.00
Tax 2 0.00
Shipping 0.00
Handling 0.00

TOTAL 400.00 USD

% Need Help? =

|L|




RETURN TO THE TOP OF THE PAGE, ATTACH YOUR ORIGINAL INVOICE, AND CLICK SAVE THEN SEND TO
CUSTOMER.

Fle Edit

c

‘ Q search

linda Mayo T

#) Documents Document Search Segrch Documents + Draft Sales Invoice 999989
Invoice Mo, 999999
Custorner Uva
Invoice Date 7/19/2017
PO MNumber 1772444 -
Sales Order 1527207
MNumber
Supplier add attachment.. L
Attachments

m Send To Customer

Invoice hessages History

Hide header Hide value descriptic
General Information 7 Billing Information ? Customer Invoice Information
Invoice Info Billing Address . Custorner invoice information unavailable.
Create Date 7/19/2017 ACCOUNTS PAYABLE
Irvaice Mo, P CARRUTHERS HALL, 1001 N EMMET ST
. - PO BOX 400197
Invoice Date 792007 [ Charlotresville, VA 22904-4197
mm/ddyyy United States
Invoiced By Linda Mayo
Supplier BUTLER, TEST 1

Remit To Address

Customer Uva RemitTo Address \. Need Helo?
Supplier Account MNo. emtort = p: -
»




MESSAGE WILL APPEAR — INVOICE NUMBER 999999 HAS BEEN SUBMITTED. SUCCESS!!

Tools

Bookmarks Help:

File Edit Wiew Hisl

Create Sales Invoice + b
{ (- ) @ @ | hitps://usertest sciquest.com/apps/Router/SalesinvoiceCreation?Salesinyvoiceld=2335176.tm: G‘/‘ ‘ Q, search | ﬁ E ‘ ‘ﬁ‘ Q =
e
.Eb Most Wisited ‘ Getiing Started /

#) Documents Sales Invoices Create Sales Invoice ¥ Create Sales Invoice

Invoice Sent To Buyer
Invoice Mumber 999999 has been submitted.

Invoice Mumber 999969 lgb
Invoice Date 771942017
Invoice Total Amount 400,00 UsD
Mumber of line items 1

Search Sales Orders

Create Invoice / Credit Memo

@ Invoice © Credit Memo

Type

Invoice Mo,

Irvvoice Date 07/19/2017
mmy/defyyvy

PO Mumber

Currency 1S Dollar j

% Need Help?




