Create Invcl):)ig)e Without a Job Aide ‘\,utrien

This job aid will provide the navigation an invoice that doesn’t have a PO. This will include entering details, reviewing the
invoice information, and submitting the invoice. At Nutrien, most invoices must have a purchase order unless previously
authorized by procurement. If you are in doubt please contact your procurement contact.

Orders | Shipments I Product I Admin | Finance
View Invoices

| View Payments

Step L.1In ISUppller' click Create Invoice I Vithout a PO : Go

the Finance Tab and the
Create Invoices sub-tab.

Search

Mote that the search is case insensitive

Supplier UPK SUPPLIER Purchase Order Number Step 2. Select Without a PO
Invoice Number - Invoice Amount from the dropdown menu. Click
Invoice Date From e BEE T Go

(example: 2017-05-24)

Currency I N

Invoice Status

Go Clear
Invoice  Invoice Currency Invoice Purchase View
Invoice Number Date Code Amount Order Status Withdraw Cancel Update Attachments
No search
conducted.
Step 4.
Creste Inveice: Dotaie I Step 3. Enter in the desired I Click Next.
* Indicates required field Invoice information. Note: an Cancel | Step 1 ofp | Next
Supplier * indicates a required field.
* Supplier UPK SUPPLIER * vaice Number [a79435 Step 5. You must \
Tax Payer ID 222-23-3233 PR T TETE . .
* Remit To |MAIN OFFICE Q Invoice Date ,EDl?IDif:rw attach an invoice PDF.
exampie: J0L/05-29)
dd : -
e ALAMAZOO M1 35001 ~ “cuency [UsD Q You can add the
Remit To Bank Account Q Invoice Description S
| attachment by clicking
Unique Remittance Identifier
Remittance Check Digit Attachment Attachment List... Add Once you have
— added an attachment,
there will be an
* Customer Tax Payer ID |133081755 AUR 3, Requester Email |Javier.Sanchez@potashcorp.com . .
Customer Name AURORA LE T Attachment List link
dd : A . .
A oA DiviSon 1ams Requester Last Name you can click to view all
NC HIGHWAY 306 S AURDRA .
BEAUFORT 27806-9245 attached items.
Items
Description Ship To *Amount Remove Duplicate
UPK Q 1000 | [FE]
Add Row Step 6. Enter either the
=SS email address and/or
the first name and last
Charge Type Amount Description .
No resutts found. name of your Nutrien
Add R
Ladd Row | contact that needs to
Cancel | Step 10f3 [ Next approve the invoice.

- %
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Create Invoice: Manage Tax

LBac | step 23

 Supplier || Invoice
* Supplier UPK SUPPLIER * Invoice Number 879435 ;
Tax Payer ID 222-22-2222 * Invoice Date 2017-05-24 .
= Remit To MAIN OFFICE = Currency USD Step 6. CI ICk
Address : 123 MAIN STREET KALAMAZOO MI 49001 Invoice Description
Remit To Bank Account MRO Search Criteria
Unigue Remittance Identifier Invoice Sequence Mumber Next.
Remittance Check Digit MRQ PO Number N
Invoice Number
Electronic Approver
Attachment Attachment List...
* Customer Tax Payer ID SYS11981 Requester Emall  financialstestdev@potashcorp.com
Customer Name USD Requester First Name JAVIER
Address POTASHCORP NORTHBROOK Requester Last Name SANCHEZ
60062-4123 US
Step 5. Enter the desired
e . . .
Summary Tax Jurisdiction Lne tax information into the
Line Number Tax Regime Code Tax Tax Status Code Code Tax Rate Code Tax Rate Tax Amount Status
1 US_SALES_TAX_EAM US NC G, USNCSTATE |US NC STATE TAX a 6.75 | 67.5 Active invoice details.
ATE TAX JURIS
TAX
Description Ship To ‘Quantity to Invoice Unit Price Amount
UPK 1,000.00
Create Invoice: Review and Submit
Step 7. Review the [ Back | step 2 0f 3
 Supplier ‘
invoice details.
* Supplier UPK SUPPLIER mber 879435
Tax Payer ID 222-22-2222 oice Date 2017-05-24
* Remit To MAIN OFFICE * Currency  USD
Address : 123 MAIN STREET KALAMAZ0O0 MI Invoice Description

Remit To Bank Account
Unigue Remittance Identifier
Remittance Check Digit

MRO Search Criteria

Invoice Sequence Number

MRO PO Number

Invoice Number

Electronic Approver
Attachment Attachment List...

* Customer Tax Payer ID
Customer Name
Address

8¥S11981

usD

POTASHCORP NORTHBROOK
60062-4123 US

Requester Emai finandialstestdev@potashcorp.com
Requester First Name JAVIER
Requester Last Name SANCHEZ

Description Ship Te Quantity to Invoice UOM Unit Price Amount
UPK 1,000.00
Shipping and Handling |
Charge Type Amount Description
Mo results found.
Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate  Tax Amount
US_SALES_TAX_EAM US NC STATE TAX US NC STATE TAX STD US NC STATE TAX JURIS US NC STATE TAX 6.75 67.5
Shipping and Handling |
Charge Type Amount Description
Ho results found.
| Summary Tax Lines |
Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount
US_SALES_TAX_EAM US NC STATE TAX US NC STATE TAX STD US NC STATE TAX JURIS US NC STATE TAX 6.75 67.5
 Invoice Request Summary |
Items 1,000.00
Less Retainage 0.00 1
Freight 0.00 Step 8' CIICk
Miscelaneous 0.00 S b .
Tax 67.50
Total (USD) 1,067.50 ubmit.

[(Back | 5tep30f3 [Subit |

Confirmation

Invoice 879435 was submitted to our Accounts Payable department on 2017-05-24. The confirmation number for this invoice
invoice number. You can query its status by using Search by navigating to the Home page.

SUCCESS!! You have now
submitted an invoice without a
PO for Nutrien approval.
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