DAI Oracle Fusion Supplier

Portal — Create Invoice,
View Status & Payments

Quick Reference Guide

Purpose and Scope
This guide explains how registered DAI suppliers can create and submit an Invoice in DAl Oracle Fusion Supplier
Portal.

To watch a video on creating and viewing invoices, go to https.//supplier-support.dai.com, the “Instructional
Videos” section, and select video 4: Create or View invoices

Create Invoice — Supplier Portal

Pre-requisites
Before you begin, make sure you have:
e Active Supplier Portal access.

e An approved purchase order (PO).
o All required invoice details and supporting documents.

Steps to Create an Invoice
1. Log in to the Supplier Portal.

Good afternoon, Gayatri Test

APPS

+

Supplier Portal

2. Navigate to Supplier Portal > Additional Links.
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3. Click on Create Invoice. NOTE: This can be an invoice or a credit memo.
4. Enter the Invoice details:
4.1.Select Purchase Order number in Identifying PO field.

= DA N e

Create Invoice @ Invoice Actions v ‘ Save H Save and Close ‘ ‘ Cancel

T

* Identifying PO Remit-to Bank Account * Number

Supplier 55 50580-...  KS Traders US BU USD_DAI Global UK * Date | dd-mmm-yyyy
Taxpayer ID

PO-00579-... KS Traders US BU USD_DAI Global UK N
Type | Invoice
* Supplier Site |P0.00581-... KS Traders US BU USD_DAI Global UK - Invoice
Currency
Address | search. Payment
Currency

Supplier Tax Registration Number ‘ v
Tax Control Amount

4.2.Choose Remit to Bank Account (Mandatory) from the drop down.
DA O P

Create Invoice @ Involce Actions v | Save  Save and Close Cancel

* identifying PO | PO-00013-MAG v * Remit-to Bank Account v * Number
Supplier Louise UAT Test 2 7 i 3 =
upplier  Lou Urique Ramiiance Dete [aammmpyyy %

Taxpayer ID 123456789

Unique Remittance . =
. - e Identifier Check Digit Type Invoice
Supplier Site | DAl MAG GBP_DAI Magister UK v Sinerki . |I:vV‘Or:C! o P S
Address 1ot 4512, ABBOTS LANGLEY, UNITED scription Curency
oM Attachments  None = Cumency GBP - Pound Sterling
Supplier Tax Reglstration Number v
Tax Control Amount
Customer
* Customer Taxpayer ID 970246519 v Name DAl Magister Limited

UK - Magister, 3rd Floor, One

Smart's Place, LONDON,

WC2B 5LW, UNITED N
KINGDOM w

Address

4.3.Add Invoice Attachments (Mandatory) - Attach a copy of the supplier invoice and all required supporting
documents.

Attachments

Adons v Veww 4 X

Type File Name or URL Description

o | [From s <] [chuoseFi | ot rsen
« co— Swws*

Rows Selected 1

[ok] [t

4.4 .Add Invoice Number - Note: Invoice numbers should contain letters and numbers only; special characters
are not permitted.
4.5.Add Invoice Date
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== DA ap &

Create Invoice @ Invoice Actions v | Save || Save and Close | “ Gancel |

* Identifying PO | PO-00580-UKL v Remit-to Bank Account v INV 51
Supplier KS Traders Unique Remittance T Y
Identifier

Taxpayer ID 09129861
Unique Remittance

Identifier Check Digit Invoice v

* Supplier Site | US BU USD_DAI Global UK v Invoice
Street 24A, PAGO PAGO, AMERICAN Description Currency GBP - Pound Sterling
Address 3 3 Srancy

SAMOA 96799, UNITED STATES GBP - Pound Sterling

Attachments  None == Currency
Supplier Tax Registration Number

)

Tax Control Amount

Customer

Name DAl Global UK Ltd

UK - London, 3rd Floor, One DN
Smart's Place, LONDON,

WG2B 5LW, UNITED

KINGDOM

* Customer Taxpayer ID | 311677513 v

Address

4.6.Add Type (Default value is Invoice). NOTE: If you are adding a Credit Memo, select option Credit
Memo.
4.7.Invoice Payment Currency (Will be defaulted automatically)

DA op g

Create Invoice @ Involce Actions v | Save | ‘ Save and Close ‘ ‘ cancel

* Identifying PO E] Remit-to Bank Account v * Number

Supplier [56.00580-... Ks Traders N US BU USD_DAI Global UK * Date | dd-mmm-yyyy [

Taxpayer D | o, 00576.... KS Traders US BU USD_DAI Global UK s N
Type | Invoice v
* Supplier Site | PO-00581-... KS Traders US BU USD_DAI Global UK Invoice
Currency
Address | Search... Payment
— - Currency
Supplier Tax Registration Number ‘ v

Tax Control Amount

4.8.In Lines section, click on Select & Add to match the Invoice to PO.
= DA ar e @

Create Invoice @ o ctos v [‘sove ) Saveana iose |

* denitying PO [PO-0050006L - Remito Bank Account - *wumber v 51
Sl T Uniaue Remitance igntter * oate 2602026 %
Tospayer D 09120651
Uniaue Remitance dentfier Check Digit *Type [imvoe v
Suppter e U5 80 USD_DA Gloal U v N Invole Curency -G8 - PoundSerng
AdtrossSTSBL2UA PAGD FAGO, AWERTCAN SAHOA 3675, scroton
i ayment Currncs o e
UNITED STATES s W Payment Curtency  GBP - Pound Steing
Suppler Tax Rgistaton Number -
= Tox Control Amount
Customer
* customer Taspayer 0 [ 311677513 - Horons Dl sl 1

London, 3d Foor,One Smars Place,

Address UK.
LONDON, WC28 SLW, UNITED KINGDOM

Purchase Order Consumption Advice
“ Number * Type Supplir ltem em Description Ship-t0 Location
* Number " Line * Schedule Retainage i ini i i i ice L Number  Line

No data to cipiay

4.9.0nce clicked, Select & Add: Purchase Orders window will appear on the screen. Select the PO line and
click on Apply, then OK. NOTE: Do not add lines if they do not exist on the PO. This invoice will not be approved.

Select and Add: Purchase Orders.

4 Search Advanced | saved Search F
Atlesstone s requted

** Purchase Order | PO00SGOUKL ** Consumption Advice

** Creation Date [demmmyyy hmma 0o

Search Results
5]  oecn | selectan
Cl
Purchase Order Consumption Advice

Suppllerlem i Deseription  Ship-to Location
Nomber Line __ Schedule_Number __Line

[ ] s
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4.10.Scroll to the right to update the Quantity of the invoice (amount will be updated automatically). Add any
line description in Invoice Line Description. Repeat for additional PO lines.

Create Invoice @ ‘ Cancel ‘

a Stering

Payment Currency GBP - Pound Stering

Supplier Tax Registration Number v

Customer

Customer Taxpayer 1D Name DA Global UK Lig

s UK-  Fioor One Smats Place,

LONDON, WC28 5LW, UNITED KINGDOM
Lines.

veww 4+ X E [ CcancelLine

- . ’ jon  Location of Final Available " —_— .
Htem Description Ship-to Location  Ship-from Location  Tox Classificaion  2e310% 2 Gonaty|  Quantity | UnitPrice UOM Amount

TsT UK-London | v v v v @ 2 100 Each 200000

200000

4.11.If this is an Amount-based PO, scroll to the right and update the Amount and Invoice Line Description.

Create Invoice @

Identiying PO & * Number | INV 51
Supplier KS Traders * Date | 28-4u+-2026 e
TaxpayerID 09129861 Type Invoice
Supplier st Invoice Currency  GP - Pound Stering
Adress - SLESL24A PAGO PAGO, AMERICAN SAOASSTS5 Payment Currency  GBP - Pound Stering

Supplier Tax Registration Number v

Customer
Customer Taxpayer ID Name DA Giobal UK Lid
Address UK London, 1d Fioor, One Smarts Place,
LONDON, WC28 5LW, UNITED KINGDOM.
Lines.

Vewv & X E | Cconceitine

ivoin Line .
Locatonof il it . . ol Line lovoin Distbton Invoi
SHpfom Locton Tax Clasation Kec2on A quaniy UnitPice UM P ] Pacrte  0e
S 5 5 o] [rom [ P 5 5 S 5
s 5 S o[ = w0 g 2o [1o7 Pue s s ] [ 3

210000

4.12.1f adding a Credit Memo line, it can be Quantity or Amount, as required (negative number, for example
“-100”). Ensure the total credit amount matches the intended adjustment on the PO line(s).
5. Review all details and click on Save.

5.1.Click on Submit to submit the invoice for approval.

DA

Create Invoice @

dentitying PO * Number [Vt
Suppler K Traders * oate 2802028 o
Tospayer D 09128861 Type invoce
Suppir ste v Invoice Curency GBP - Pound Staring
Sreet 244, PAGO PAGO, AMERICAN SAMOA 96795, it
5 SmeL 20\ PAO] Payment Curtency  GBP - Pound Sering
Customer
Customer Taxpayer ID Name KL
Kiiiess 3 Foo, One Smarts Pace
/CZ8 SLW, UNITED KINGDOM
Lines
Vews 4 % B | cancelLine
i Invoice Line ibution  Product Fiscal .
Location of Final Avellable . Invoice Line Invoice Disuibution User-Defined Fiscal nvoice
Shipfrom Location  Tax Cassiicaion bec@tion yolable  Quantty  UnitPrice UM Amount G2 Tansacs isokcs Do Clssfcaionfor e 57 0ol Product Type it
v v - 10000] [Fregnt Puchase Transe] v v - v v
B B v © » 100 Esen 200000 [T57 Puchase Transa] v B v v | [seies v
210000

6. If you need to Cancel, or Delete the invoice previously created, click on Invoice Actions (top right corner, on
the left from the Save button).
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Tips for Invoice Creation

e Ensure the invoice number is unique to prevent duplicate invoice errors.

o Use letters and numbers only in the invoice number; special characters are not permitted.

e Verify the PO details before submitting the invoice. Do not add invoice lines that are not included
on the PO, as the invoice will be rejected.

e Attach all required supporting documents to avoid invoice submission errors.

e Ensure the invoice amount does not exceed the remaining available PO balance.

Verify Invoice Status & Paid Status

1. Log in to the Supplier Portal and navigate to Invoices, then View Invoices

Orders Agreements

Payments Company Profile

2. Inthe View Invoices Screen, search for an invoice using by adding the Invoice Number, Supplier or
Purchase Order, then click on Search.

3. Inthe Search Results section, you will see the list of invoices, or a specific invoice and one of the
parameters shown will be the Invoice Status and Paid Status.

= DAI Quick Reference Guide, Create Invoice, View Status & Payments, 21-Aug-26 PAGE 5



=

A

View Invoices

4 Search

**

Invoice Number | INV

e

Supplier

Supplier Site

** Purchase Order

Search Results

View v ¥ Detach

I':':::;:r Invoice Date  Type :“r;i'r“se

NV 1708 17-Aug-2026  Standard  PO-00583-UKL

NV 2321 17.Aug2026  Standard  P0.00232-USB

NV 2322 17.Au9-2026  Creditmemo PO-00232-USB
17-Aug-2026  Standard  PO-00583-UKL
13-Aug-2026  Standard  PO-00583-UKL

NV 583.1 06.Aug 2026  Standard  PO.00583.UKL

4. Review the Invoice Status which can be Submitted, Approved, Rejected, etc.

Due Date Supplier Supplier Site
17-Aug-2026 GT Suppliers Dallas_DAI Global UK
16-Sap-2026 GT Suppliers Dallas

16.Sep-2026 GT Suppliers Dallas

16-Sep-2026

12-Sep-2026

GT Suppliers

GT Suppliers

GT Suppliers

Dallas_DAI Global UK
Dallas_DAI Global UK

Dallas_DAI Global UK

Consumption Advice

Unpaid Amount

80.00 GBP

104

0 USD

100.00 USD

100.00 GBP

20.00 GBP

GBP

Invoice Status

Paid Status

Payment Number

Invoice Amount

80.00 GBP |/

100.00 USD | Apy

00 USD

100.00 GBP

20.00 GBP | App

00 GBP

Invoice Status:

Paid Status

Unpaid
Unpaid
Unpaid
Unpaid
Unpaid

Unpaid

Reset

Payment Number

100025

100025

Save...

5. Click on the Invoice Number to open the invoice and review the header, lines and payment status. Select
Done when finished.

oA

Invoice: INV 212

Business Unit DAl Global US
Legal Entity Name ~ DAI Global, LLC
Supplier or Party VB Supplies
Supplier Site  Los Angeles
855 Hil Street, LOS ANGELES, LOS ANGELES
AddIess 90016, UNITED STATES
Invoice Date  16-Ju1-2026
Lines  Payments
Items
Viewv [F & Detacn
o Purchase Order
Line Amount Description Quantity  UnitPrice gom
Number  Line  Schedule
1 1,00000
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name

No data to display.

= DAI

Invoice Amount ~ 1,000.00 USD
Unpaid Amount 1,000.00 USD
Payment Currency  USD

Tax Control Amount

— Consumption

Number  Line  Number  Line

Percentage Per Unit

Ship-to Location

Belgium

Amount
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Invoice Type ~ Standard invoice request

Description

Attachment None

Tax Determinants.

Shipping and Handling

Line  Type

No shipping and handiing

Amount
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View Payments

1. Navigate back to Home and to Supplier Portal. Select Payments.

=1,7.)

Supplier Portal

Orders

Invoices

2. View Payments screen will come up. Search for a Payment by Supplier, Payment Number or a Date range.

= DA

View Payments

4 Search

** Payment Number

Payment Amount

Payment Status

** Supplier
—

P P

&

[ Advancea | savea searen [apaymens ~

* Atleast one s required

[ meset sove..

Search Results

Vieww i Detach
P: it Invoic "
(Pl Payment Date  Payment Type i) Supplier

No search conducted.

3. Payments will be listed under the Search Results.

DA

View Payments

4 Search

** payment Number |

Payment status

Payment Amount |

Search Results

** Supper 0D GLOBAL FORMALLY OVERSERS + |

Supplier Site

Payment Date | a-mmm-yyyy

Supplier Site

Payment Payment

At State Remit.to Account

| Agvanced | saved search | AllPayments |

** Atleast one s required

Vewv [ Detach
Rayment  payment Date Payment Type ot} Supplier Supplier Site Fayment Rayment  Remitto Account
735 13May-2026  PaymentProcess Re... PSIOO01088  ODI GLOBAL FORMALLY OVERSEAS DEVELOPMENT INSTITUTE LonDoN 15056.14 GBP Negolisble  X00X4T97
2120 01-Ar-2026  Payment ProcessRe.. PSIOODIO7  ODI GLOBAL FORMALLY OVERSEAS DEVELOPMENT INSTITUTE LoNDON 9330.00GBP Negotisble  X00047OT
1103 24Mar2025  PaymentProcessRe.. PSIO000S88  ODI GLOBAL FORMALLY OVERSEAS DEVELOPMENT INSTITUTE LonpoN 299930GBP Negotisble  XXXX47OT
an7s 04Mar2025  Payment ProcessRe... PSIOO01013  ODI GLOBAL FORMALLY OVERSEAS DEVELOPMENT INSTITUTE Lonoon 431570G8P Negolisble  X0X4TS7
10004 2742026 Payment ProcessRe... Multple ODI GLOBAL FORMALLY OVERSEAS DEVELOPMENT INSTITUTE LoNDON 3461844 GBP Negotisble  X00OX4787

4. Select the payment number hyperlink to view the payment details, including all invoices covered by that
payment. Select Done when finished.

=DAI
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Support
Still need help? Visit https://supplier-support.dai.com. This site contains Supplier training resources, in addition
to the Support request form.

When reporting an issue, please include the following information to help us investigate promptly:

Registered user account / email

Company Name / Registration Number

Type of issue / question

Depending on the type of issue, you may be requested to select DAI Contracting Entity
Description of the issue with Date and Time the issue occurred / time zone

Screenshot of any error message (if applicable)

Providing this information will help us resolve your request as quickly as possible!

***End***
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