TRS®SPAVES

Procurement and Vendor e-System

Create an Invoice as a Supplier

Step 1 — Select the purchase order

To create an invoice, you must go to the order (purchase order record). There are two ways to do this.

1. The first way is to go to the Orders Tab:

* Log into the PAVES Supplier Portal and select Orders and Acknowledge Orders.
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+ Select the pencil icon next to the purchase order you will use to create the invoice.
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You can also filter your POs if you need to help you locate a particular PO.
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5 Recordis)

If you need to, you can us the
filters to find a particular PO.
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You can use the above
information to filter for
your POs.
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2. Another way to find your invoice is to go to the contracts tab. This will be helpful if you multiple contracts and you are not
sure which PO is associated with which contract.

L THS &:’PAU ES = General Info. Solicitation Contracts Orders Invaicing
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When you log in, click
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When you click on ‘Manage Contracts,” you will see a list of contracts. To go to the contract record, you will click on the pencil icon.

General Info. Solicitation Contracts Orders Invoicing

< 9D Manage Contracts Please note: If you aren't seeing your contract, you can clear the filters by
clicking the 'x' in the status field or the 'x' next to the individual status listed.

N
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Filters Status: P&C Final Approval fer close-out E Pending close-out E P&C signalurcE Wendor Approval Turclusc—ouE Wendor Signature E MNegotiation in Progress E Signature in Pr

Code = | Contract 2| Type = End Date
ra CTROQO794-2 20-00002463 Amendment #6 Master Agreement
7 CTROOOB8E-1 19-0000204-04 Amendment #2 Master Agreement

T §He tord(s)

Click the pencil icon to go
into the contract record.
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Once you are in the contract record, you can see the Order (Purchase Order Record) associated with your contract.

General Info. Solicitation Contracts Orders Invoicing

{ 9 % Contract : 20-0000263 - 20-0000263 Amendment #6

To find the orders (Purchase Order records) associated
with our contract, click on the orders tab.

Hierarchy
Fontract Header Contract Term
Team
Contract Code Effective Date
Documents _ e ) et - e
20-00002463 Amendment &6 CTROQO794-2 Bf1/2020
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Orders

Deliverable Check

You will see the POs associated with that contract. Click the pencil icon to go to the PO record.

[ TH S@PAUES - General Info. Solicitation Contracts Orders Invoicing
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Orders
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Step 2 — Create the Invoice

¢ Click Create Invoice

UITHS$PAVES]G General Info.  Solicitation  Contracts | Orders  Invoicing
i Werdon ¢-Fptes.

Pe.. = wumar e CALL VR e L Wi e -

Once youare nyour_o#

PO record, click

Invoices 0 - "
olees Header Create Invoice
MName Department
teman AnAAnc o - 4210 - Procurement and Contracts
Buyer Legal Company
Bledsoe Jacob TRS
PO Supplier Supplier Contact
Crs .
Currency Texas Smart Buy PO number
usD
DIR Contract Mumber TxMas Contract Number
Order Date
12/7/2022
Comments
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Step 3 — Create the Invoice

Enter Supplier Invoice Number, Supplier Remit-To Address, Invoice Due Date, and Service End Date.

» Attach the Legal Invoice.

* Review the Line Order Items in the Invoice. These line items are automatically loaded and are read-only
exceptfor the Qty field.

+ Enter the Quantity for each line item. (Note: Partial invoices can be created this way.)

+ Click Add Order Items to deselect/remove invoiceable order items.

+ Click Save

(You may need to zoom in to see the screenshot below)

Once everythig has been filled out, click Mgy Your contract may say that you are required to enter a
m/alidate” PAR form with every invoice. If it does; you will not be
The following are mandatory fields. A save ELLLEN able to move forward without uploading a PAR form.
Invoice Header / v Payment Information Orders/Contracts PAR Form
|Suppl{crlnvoicu Numbe* Currency Payment Terms Contract o & Click or Drag to add a fle
uso 30 days from invsice date 20-0000263 Amendment #6
Inveice Date* Contact Due Date Order
£4/18/2023 1702 - 5/18/202 FODOLZZL v Attached Files
E - @ & Clickor Drag to add files You must upload
| If you have any additional o plo
D en Ll documentation you would JoABgY DIk
4210 - Procuremeft and Conlracts Bledsoe Jacob ||ke to include ou can In thlS section.
Y v Legal Invoice
Service End Date” attach them here.
& 4 0] # Click or Drag to add a file
Products / Services
PO / Contract 4| Sequence #  Item Name s+ Duep Qry = JUOM = UPExcl.Tax ¢ Amount(Excl.Tax) #  Commodity Codes
o i 330,00... ea. 100 330.000... 15-920-05 - “Application. Infrastructure, Hosting and Cloud Computing Services. Vendor Hosted and Inten
L
0 Recordfs)
f you adjust the gty, when
. 2 ! Total Amount (Excl. Tax)
You can adjust the gty to match you click save, the total o T
what needs to be invoiced. amount will recalculate.
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You can track your invoices by going to the “Invoicing” tab and click “Manage Invoices.”

" TRS®PAVES
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If you don’t see your invoice, clear the filters.
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Manage Invoices

Status
Approval in Progress Draft
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Ok to Pay
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Keywords

Filters Status : ApprovaliangmssE DrafLE Early Payment rnqucsicﬁ Ok to F’am

0 Record(s) 1

If you don't see your invoices, remove the filters
by clicking the "x" next to the status. And then click
Search.

You can also filter your invoices by
clicking on the filter icon at the side
and enteirng the the different search
criteria and then click search.
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This is what it looks like with the filters removed.

(You may need to zoom in to see the screenshot below)

i THS'@PAVESJG k(A.'yene:allnfn. Solicitation ~ Contracts ~ Orders | Involcing

Pt st ocer - St

{ iy Manage Invoices

e A way to filter
,ds All previous filters have
m S been removed.

i

Code ¢ Organization 2 Supplier Invoice # : Invoiced ® %+ Involce Date % Payment Date + Status
4 INV003203 4210 - Procurement and Contracts 8004533976 12/14/2022 Paid
4 INVO4165 4210 - Procurement and Contracts 004375415 8/31/2022 Paid
& INvOD4142 4210 - Procurement and Contracts 8004325415 8/31/2022 Cancelled
3 Record(s)
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