Payment Gateway Training

Purpose

This work instruction guides users on navigating and using the Vendor Payment
Gateway. This training covers the message centre, service entry sheets, creating
invoices and managing invoices.

All Payment Gateway Users
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Payment Gateway Training

1.Dashboard

2.Message Centre — User Settings

w

.Message Centre — Notifications

N

.Service Entry Sheets — Landing Page

5. Service Entry Sheets — Detail Page

6. Service Entry Sheets — Create/Edit Page

7.SubmitInvoice — Landing Page

8.SubmitInvoice — Detail Page

9. SubmitInvoice — Create Page

10. Submit Invoice — Create Non-PO Invoice Page

11. Manage Invoices — Landing Page

12. Manage Invoices - Invoice Detail Page
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Payment Gateway Training

1. Home Page

Instruction Screenshot

GV

1 Action Centre

* Dynamic card that displays the
number Purchase Orders that are
ready to be invoiced.

* Clickthe link to navigate to the
Submit Invoice app.

2 Message Centre

* Clickthe User Settings button to
subscribe to home page and
email notifications.

3 ApplicationTiles

* Launch apps for Manage
Invoices, Service Entry Sheets,
and Submit Invoice

* SubmitInvoice is a dynamic tile
showing the number of line items
readyto invoice.
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n Orders To Be Invoiced
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Last Refreshed Time: 1:04 AM (G
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Payment Gateway Training
2. User Settings

Instruction

Screenshot

GV

1 Filter to find messages

* Notifications are available for
events associated with the
Payment Gateway processes.

2 Subscribe to notification
messages

* Choose toreceive messages on
the Home Page, via Email, or
both.

3 Action buttons
* Save and close.

* Close without saving.

r

Message Settings

Check the box to subscribe to a message

[ Isearch

Q]c

v Select All Messages

v Goods Receipt
Delivery Received

v Manage Invoices
Invoice Blocked
Invoice Cancelled
Invoice Paid
Mon-PO Invoice Posted

v Service Entry Sheet

SES Approved

Home Page Email
OJ
O
O
O
O
O
O
O
O
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Payment Gateway Training

3. Notifications

Step
1

Instruction

List of subscribed messages

* Blue barindicates an unread
message.

* Click a messageto link to the
associated app.

* Dismiss messages by clicking the
Xon theright.

Action buttons

* Refresh the messages table.
* Filter message list.

* Dismiss all messages.

* QOpen the user settings.

Screenshot

W

® ® ® ® ®

Message Center 29 New

Invoice blocked
Invoice 5105610064 | Amount 15683.20

Invoice blocked
Invoice 5105610063 | Amount 87516.00

Invoice blocked
Invoice 5105610066 | Amount 106912.00

Invoice blocked
Invoice 5105610067 | Amount 106912.00

Invoice blocked
Invoice 5105610065 | Amount 111188.48

Last Refreshed Time: 430 PM (3 ¥ DismissAll Sy

X
Apr 24, 4:20PM

X
Apr 24, 4:20PM

X
Apr 24, 4:20PM

X
Apr 24, 4:20PM

X
Apr 24, 4:20PM

[}
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Payment Gateway Training
4. Service Entry Sheets - Landing Page

GV

Screenshot

Instruction

1 Summary charts reflecting current

filter selection criteria Purchase Order Values by Contract Limits Pending Approval Aging Item By Status

PO's with amounts running out o)

GM?

Filter options for modifying the list
of existing Service Entry Sheets

List table of existing Service Entry
Sheets showing header-level
information

¢ Clickalineitem to view the SES
detail screen

Service Entry Sheet:

Description

1

[l Submitted less than 7 days ago (100%) [l Submitted 8-14 da

Purchase Order #

Posting Date:

10

g

8

M ~pproved [l Submitted || Draft

Created Date:

Status

2] |

- dd.MM....

2] | | dd.MM.yyyy - dd.MM....

[30.04.2024-30.042.. [ |

Service Entry Sheets (9)

Clear

 Croata Now J[2

Create a hew Service Entl’y Sh eet Service Entry Sheet = Description Purchase Order/ltem Period Posting Date Created Date Total Value Status
1006678828 Service 4543044711/00010 28.04.2025 - 02.05.2025 30.04.2025 30.04.2025 20.00 AUD Submitted
1006678826 Training 1 4543044711/00010 21.04.2025 - 27.04.2025 25.04.2025 28.04.2025 20.00 AUD Approved
1006678824 Test 7 4543044711/00010 20.04.2025 - 25.04.2025 25.04.2025 26.04.2025 20.00 AUD Approved
1006678823 Convergent Test 6 4543044711/00010 21.04.2025 - 25.04.2025 25.04.2025 26.04.2025 20.00 AUD Approved
1006678822 Convergent Test 5 4543044711/00010 21.04.2025 - 25.04.2025 25.04.2025 26.04.2025 20.00 AUD Approved
1006678821 Convergent Test 4 4543044711/00010 21.04.2025 - 25.04.2025 25.04.2025 26.04.2025 200.00 AUD Approved
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Payment Gateway Training
5. Service Entry Sheets — Detail Page

Instruction
1 Header level information
2 Progress bar of available services
on the PO line
3 SES status
4 Detail of selected tab

Planned, Unplanned, or Contract
depending on PO line setup

Attachments
Approval process flow

Create a new Service Entry Sheet

5 Action buttons

Copythe existing document to
create a new SES

Edit the current SES (*if in an
editable state)

Delete the current SES (*if in an
editable state)

Screenshot

Service Entry Sheet
1006678828

Purchase Order: 4543044711
00010: TURFIND

Description: Service

Period: 28.04.2025 - 02.05.2025

Posting Date: 30.04.2025

Document Date: 30.04.2025

Person Responsible (GREG)

- Internal

~ ¥ 1
)

|\7j|

Plannad Attachmente

e Planned Items (1)

Service

TURFING GRASS

I(/I1

Mpprovals

Activity Description

GV

S S
Submitted
Actual/Planned: TURFING GRASS: 0.500 HR Remaining
5.500 / 6.000 HR Used )

Reference: REF123

Document Text:

Long Text
Assignment Cost Center (K)
Category:
Quantity Date Account Assignments
0.100 HR 29.04.2025

E m Edit Delete
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Payment Gateway Training
6. Service Entry Sheets — Create/Edit Page

GV

Screenshot

Instruction

Header level fields

* Mandatory fields are marked with
ared*

Service line details

Add new service lines

Attachments

* Atleast one attachmentis
required

Action buttons
e Submitthe SES for approval

e Save the SES as a draft for later
submission

* Cancelthe new SES and return to
the landing page

New Service Entry Sheet

Purchase Order: 4543044711
00010: TURFIND

*Description

*Period dd. - de
*Posting Date: | e.g 31.12.2025
Document Date: | 30.04.2025
Person Responsible - | Person Responsible - Internal
Internal
- 1 P
(@)
N

Planned Attachments

Planned Items (1)

[] Service Activity Description  *Quantity
e [] TURFING GRASS | Service tem D... | | 0.000 | HR

Actual/Planned: TURFING GRASS: 0.500 HR Remaining
S 500, 6.000 HR Used D)

Doc. Text

Reference: | Associated Reference # or Text |
Document Text: |

Long Text: | Overview of Services Recorded on

this Service Entry Sheet

*Assignment Category: | Cost center |

~+ Add

Date Account Assignm...

- )
30.04.2025 [ |

0.500 HR Remaining

m Save Draft  Cancel
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Payment Gateway Training GM3

7. Submit Invoice — Landing Page

Instruction Screenshot
1 Summary charts reflecting current Submit Invoice
filter selection criteria
Value by Purchase Order Status Value by Scheduling Agreement Status
2 Create non-PO invoice
Invoiced 18.04 K Invoiced 0.00
4 77 K Oeen 78.29 K 0 00 Open 0.00
To Be Invoiced To Be Invoiced
3 Filter options for modifying the list
Of available pu rcha sing Select a purchasing document to create an invoice against that document. Alternatively, click on “Create Invoice without Reference”, to create Create Invoice without Reference
an invoice without reference to an existing document.
documents
Purchasing Document: Created On: To Be Invoiced:
4 List of available purchasing | % | [ 30042024 -30.04.205 | O Clear
documents showing
Purchasing Documents (4) (&] ]
¢ Amountalreadyinvoiced
Purchasing Document Invoiced To Be Invoiced Value @
* Amountavailable to be invoiced
o A t tl_l t . t 4542957234 3,150.49 AUD 2,454.55 aup LB R >
mount stillawalting recelp 30,000.00 AUD
4542952483 14,893.73 AUD 1,815.45 aup T, >
40,000.00 auD
5 Select a line with an amount to be [ sooo0 | eooo0 |
voiced t the detail 4543044708 500.00 AUD Tl cobs >
Invoice oopen e detall page 1.100.00 AUD
4543044702 0.00 aup sy 5

30,000.00 aup
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Payment Gateway Training GM3

8. Submit Invoice — Detail Page

Instruction Screenshot

1 Link to existing invoices for the
selected purchase order

Purchase Order 4
4542952483 (i

Payment Terms: Within 30 days Due net

2 List of documents to be invoiced | 1489373 || 2329082 |

* Approved service entry sheets .

40,000.00 AUD
* Posted goods receipts
e Documents To be Invoiced (1) a View Invoices (3)

3 Click the link to see details of the

document [ ] Document Originating Document Reference/Delivery MNote Amount

[ ] 1006673482 9 Service Entry Sheet E0821 1,815.45 AUD

4 Select one or more documents and

click Create Invoice
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Instruction

Header fields
* Supplier Reference (mandatory)

* Invoice Date (mandatory, default
to today)

Details of goods/services received
from the GR/SES

Summary of amounts

Attachments
* One attachmentis required

* Clickthe + button or drag and
drop files to attach

Action buttons

*  SubmitInvoice - this needs to be
a text-based pdf

e Canceland return to detail page

Payment Gateway Training

9. Submit Invoice — Create Page

Screenshot

Invoice Creation for 4542952483

*Supplier Reference:
Baseline Date:
*Invoice Date: | Apr 30, 2025

Payment Terms:
Currency:
Tax #:

Supplier Contact:

# PO Line ltem

1 00010

2 00010
Attachments

| Enter your Ir

Apr 30, 2025

Within 30 days Due net

AUD

RVP Test6

Item Description
Lenses (Excl. GST) APN

Lenses (Excl. GST) APN

No files found.

Supplier

ALL AUSTRALIAN SAFETY PTY

LTD

67 JACARANDA AVENUE
BRADBURY New South Wales

2560

AU (Australia)

Unit Price

+°

Drop files to upload, or use the "+" button. Maximum file size is 2 MB.

1.00

1.00

Amounts

Invoice Amount:
Freight Amount:
Customs Amount:
Tax Amount:

Total:

181545 EA

1815.45 EA

GV

Customer

Endeavour Coal Pty Ltd
Innovation Campus
Wollongong New South Wales
2500

AU (Australia)

Quantity Amount

1,815.45

1,815.45
1,815.45
0.00

0.00 e

57.05
1,872.50
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11. Manage Invoices — Landing Page

Instruction

1 Summary chart reflecting current
filter selection criteria

2 Filter options for modifying the list
of existing invoices

3 List of invoices meeting the filter
criteria
4 Click a line item to open the

invoice detail page

5 View account statement

* Must be configured in SAP
(outside of the Manage Invoices
app)

Screenshot

Manage Invoices

Value by Invoice Status

usD

Invoiced 219 K
———

GV

e View Account Statement

0 00 Remitted 0.00
Blocked for payment
Supplier Reference: Invoice: Purchasing Document Invoice Date Status:
| | | o | 2 | [ Apr30,2024 - Apr 30, 2025 | [2kems o
Invoice Type: Days Net:
| R | | ~ ‘ Clear
Invoice Created (2) (] ]
Supplier Reference Invoice Purchasing Document Amount Invoice Date  Status View Invoice Payment Due Date =
E0548 6111355264 4542957234 1,246.43 aAuD 30.08.2024 Invoiced 99 03.11.2024 >
Days Net: -179
Remittance Date:
View Remittance:
E0813 6111355382 4542957234 1,999.14 aup 30.09.2024 Invoiced 9 03.11.2024 >

Days Net: -179
Remittance Date:

View Remittance:
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12. Manage Invoices - Invoice Detail Page

Instruction Screenshot
1 Details of the selected invoice Invoice 6111355264 020X
Supplier Reference: E0548 Supplier Customer
Baseline Date: Oct 04, 2024 ALL AUSTRALIAN SAFETY Dendrobium Coal Pty Ltd
PTYLTD Innovation Cam
2 List of attachments Invoice Date: Aug 30, 2024 67 JACARANDA AVENUE New South Wales
BRADBURY New South 2500
. . Payment Terms: 30 Days Net Wales i
* Click the link to download and B AU (Australia)
Currency: AUD i
open an attached document ! RDEETEE
Tax #:
Supplier Contact: Remit To
Payee: ALLAUSTRALIAN SAFETY PTY g'T-!.; ’:#JS’TRA'—'“” SAEELY
B 67 JACARANDA AVENUE
BRADBURY New South
Wales
2560
AU (Australia)
# Purchase Order PO Line ltem Item Description Unit Price Quantity Amount
1 4542957234 10 Lenses (excl. GST) DEN 1.00 380.3 EA 380.30
2 4542957234 10 Lenses (excl. GST) DEN 1.00 828.1 EA 828.10
Attachments Amounts
Invoice Amount: 1,208.40
Freight Amount: 0.00
Customs 0.00
Amount:
: Tax Amount: 38.03
No files found. o
Total: 1,246.43
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