Create a PO Invoice via the Worldpac
Oracle Supplier Portal

WORLDPAC i,



Creating a PO Invoice =

This process allows suppliers to create and submit invoices that are tied to an existing Purchase Order (PO)
through the Oracle Supplier Portal. It ensures accurate matching between the PO and the invoice lines, which

helps expedite approval and payment. This is the standard method for most invoice submissions. PDF
invoice must be attached to this entry.

- Login to the Worldpac Oracle Supplier Portal using your supplier credentials. You should see the
Oracle homepage.

Nelcome, @

YOU have a new Open it with the home icon or the company logo.
1 ‘You can continue to access this page by selecting the My
home page! D item in the navigation ment.

n Navigate to Home > Supplier Portal to access the Supplier Portal Dashboard.

Good afternoon, [




Creating a PO Invoice

Under the Tasks list, click Create Invoice. The Create Invoice page will open.

ORACL <

Supplier Portal

Search @ Orders ~ Order Number

Tasks

Orders

Requiring Attention
- Manage Orders

- Manage Schedules

- Acknowledge Schedules in Spreadsheet
e o o o o o o

Ilnvoices and Payments I
- Create lﬁrvoico I

I - Create }rrvoico Without PO

I - View Invoices I «
- View Payments I

e e e e -

Company Profile

- Manage Profile

B Schedules Overdue or Due Today Invoices Overdue

Use the drop-down menu next to “ldentifying PO” to select the appropriate Purchase Order.

Create Invoice @

I+ Identifying PO Y\; Remit-to Bank Account
i — -
PP Unique Remittance Identifier
Taxpayer ID : " -
Unique Remittance Identifier
Check Digit
* Supplier Site v
Description
Address
Attachments None =j=
Supplier Tax Registration Number v

Tax Control Amount




Creating a PO Invoice

OPTIONAL: Select a Remit-to Bank Account and enter a Unique Remittance ldentifier, if
applicable

Create Invoice @

* Identifying PO v I Remit-to Bank Account L:l
ol L
sepiier Unique Remittance Identifier
Taxpayer ID X . =
Unique Remittance Identifier
Check Digit
* Supplier Site v
Description
Address
Attachments None ==
Supplier Tax Registration Number v

Tax Control Amount

Verify that the Customer Taxpayer ID is correct.

Invoice Actions w 1 Save | | §aveandclose\ Submit

* Identifying PO | WP-US-100026 v Remit-to Bank Account | XXXXXXXX7085 v * Number | Test 123
Suppliet " 2 A
i Unique Remittance Identifier | Test 123 * Date | 6/19/25 o
Taxpayer ID E
Unique Remittance |dentifier * Type | Invoice v
Check Digit P
*
Supplier Site v . Invoice Currency USD - US Dollar
Description
Address
Attachments  None o Payment Currency  USD - US Dollar
Supplier Tax Registration Number v

Tax Control Amount

e

sustomer

I Name Worldpac, LLC

[+ 700 Commerce Dr, 3rd Floor, OAK

* Customer Taxpayer ID v
| Address - 5200k, IL 60523




Creating a PO Invoice

Enter the Invoice Number, Date, and Invoice Type in the respective fields

Invoice Actions v Save and Close | | Submit

* |dentifying PO
Supplier

Taxpayer ID

* Supplier Site

Address

Supplier Tax Registration Number

Remit-to Bank Account | XXXXXXXX7085 v

Unique Remittance Identifier | Test 123

Unique Remittance Identifier
Check Digit

'_neswxorh._ f—

IAttachments None I

el |

Tax Control Amount \

* Date y 1

I * Type | Invoice v
I Invoice Currency USD - US Dollar
I Payment Currency USD - US Dollar

= - - - - = = -

! An attachment must be added with supporting documentation for the invoice.

In the Lines section, click Select and Add. A pop-up window showing Purchase Order will appear.

Invoice Actions w Save and Close Submit

* Identifying PO
Supplier

Taxpayer ID

* Supplier Site

Address

Supplier Tax Registration Number

sustomer

ines

View v

* Customer Taxpayer ID

Remit-to Bank Account | XXXXXXXX7085

Unique Remittance Identifier | Test 123

Unique Remittance |dentifier
Check Digit

Description

Attachments None

Tax Control Amount

Name Worldpac, LLC

Address 700 Commerce Dr, 3rd Floor, OAK
BROOK; IL 60523

* Number | Test 123

* Date | 6/19/25

B

Type | Invoice v
Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar




Creating a PO Invoice

Select “Select All” to include all lines or hold Ctrl and click to choose individual lines. Once selected,
click Apply and then OK. The selected lines will populate the invoice.

i Search

Purchase Order

-

Purchase Order

Number

Creation Date

= = ——-
Search Results

I View w Detach
- e - —

AAP-US-437734

el |

Select All
— S |
Consumption
Advice

Line Sch Numb Line
1 1
2 1
3 1

Supplie
Item
Number

Advanced

Item Description

Saved Search

Consumption Advice

Search

Ship-to Location

Reset Save...

Ordered

343,565.83
437,798.57
488,580.00
oK

Apply Cancel

enter zero.

*If this column is not visible, click View > Columns > Show All

ORACLE

Create Invoice @

Identifying PO Remit-to Bank Account
Supplier Unique Remittance Identifier
Taxpayer ID
Unique Remittance Identifier
Check Digit
Supplier Site
Description
Address
Attachments
Supplier Tax Registration Number v
Tax Control Amount
Customer
Customer Taxpayer ID
Lines
View v 4= 3 [ | CancellLine
uom * Amount Invoice Line I'l[::zlsc:clt-il:: Business Invoice Distribution (P:::::i?i:::;is::lfor the
Description Intended Use P
Category invoice line.
EA 20.00 v |
EA 15.00 v
EA 30.00 v
65.00

None o=

Name Worldpac, LLC

Address

700 Commerce Dr, 3rd Floor, OAK
BROOK,; IL 60523

User-Defined Fiscal
Classification

= =
- =
. ks

Scroll to the very right and enter the Tax Control Amount at the line level. If there is no Tax Amount,

aBQ

Invoice Actions w ‘Save Save and Close | | Submit ‘ Cancel

* Number

Test Tax Control Amount

* pate | m/d

Type
Invoice Currency

Payment Currency

Invoice

USD - US Dollar

USD - US Dollar

Tax Control Amount at

line level.

Invoice Line Product

Product Type Category

Goods v v |
Goods v v
Goods v v

S

—
Assessable
Valuel Control Amount I

2000'
1500'

30.00 I




Creating a PO Invoice

n Click Save. Click Submit to submit the invoice for processing.

ORACLE

reate Invoice @ Invoice Actions w ‘ Save ‘ ‘ Save and Close ‘ sulkait ‘ Cancel

Identifying PO Remit-to Bank Account | XXXXXXXX7085 v * Number | Test 123
Suppliet
pplier Unique Remittance Identifier | Test 123 * Date | 6/19/25
Taxpayer ID
pey Unique Remittance Identifier Type Invoice
Check Digit
Supplier Site Invoice Currency USD - US Dollar
Description
Address Payment Currency USD - US Dollar

Attachments None =

Supplier Tax Registration Number N,
Tax Control Amount

n A pop up will show up, asking to review the tax lines. Once reviewed, click Save and then Submit.

Q Tax was calculated. Review the tax lines, make necessary changes, and calculate
tax again.

4 [ o |

[V AAP 11~ ANnTTAN

n A confirmation message will pop up confirming that the invoice was submitted.

Q Invoice Test 0701 has been submitted.




Creating a PO Invoice

Click Create Another if you need to create another invoice. Otherwise, click Done to return to the
Supplier Portal home page.

1
ORACLE N B g
Invoice: Test 0701 Printable Fage || Create Another
— 3
Identifying PO AAP-US-437743 Remit-to Bank Account  XXXXXXXX7085 Number Test 0701
Supplier Unique Remittance Identifier Date 7/1/25
Unique Remittance Identifier .
Taxpayer ID Check Digit Type Invoice
Supplier Site o Description Invoice Currency USD
Address Payment Currency USD

Attachments None

Supplier Tax Registration Number Tax Control Amount

Customer

Customer Taxpayer ID Legal Entity Worldpac, LLC

700 Commerce Dr, 3rd Floor,
OAK BROOK, IL 60523

Address




