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Login 

1. To access the Supplier Portal, open a web browser such as Chrome and click on the URL 
https://fa-evrp-saasfaprod1.fa.ocs.oraclecloud.com received from ADIA. 

2. To access the supplier portal menu, click on the “Supplier Portal” tile. 

Note: The Menu you see will be depending on the access provided. 

  

Figure 1 

https://fa-evrp-saasfaprod1.fa.ocs.oraclecloud.com/
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Create Invoice 

To access the Supplier Portal Page: 

1. Click “Create Invoice” under Invoices and Payments. 

 

Figure 2 
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2. Fill in appropriate values in the mandatory and pertinent fields, attachment and click “Save”. 

2.1. Click on List of Values (LOV) ‘ ’and select the PO (Purchase Order) in identifying PO, based 
on PO selection ‘Supplier site’ and ‘Customer Taxpayer ID’ values auto populate. 

2.2. Click on LOV ( ) and select the Remit-to-Bank Account 

2.3. Enter the Invoice number and select Date which is appearing on the Invoice Document. 

2.4. Click on ‘+’ below description and add the attachment (Invoice, Delivery note, etc..). 

Note: Attachments is mandatory for Creation of Invoices. 

Note: Invoice number cannot be repeated, it should be unique for every Invoice. 

 
Figure 3 
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3. Now click  to match the PO Lines to add. 

Note: In Lines tab do not use the ‘+’ to add lines, as this will automatically reject the Invoice. Invoice 

should only be created with PO Lines . 

 
Figure 4 
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4. A Pop-up window is opened, select the PO lines, and click on OK. 

 
Figure 5 
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5. Selected PO Line details are added to invoice, adjust the invoice quantity if required. 

 
Figure 6 

Note: If your Invoice is issued against two PO’s. Please make sure to match the values of first PO and 
verify it before adding the second PO. Once a new PO is added the quantities of the previous PO cannot 
be edited. You need to delete and add the PO again if required. (Please refer below for detailed process) 
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6. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax.’ The Tax details 
shown under the Summary Tax Lines. 

Note: The Invoice will not submit until we select the Calculate Tax process. 

 
Figure 7 
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7. Click on Submit to submit the Invoice. 
 

 

Figure 8     
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8. Invoice has been submitted. Click on done to close the page or click on ‘Create Another’ to create 
new invoice. 

 

Figure 9 
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Creating a new Invoice for partially invoiced PO: 

• Click “Create Invoice” under Invoices and Payments. 

• Fill in appropriate values in the mandatory and pertinent fields, attachment and click “Save.” 

• Click on LOV and select the PO in identifying PO, based on PO selection ‘Supplier site’ and 
Customer Taxpayer ID’ values auto populate. 

• Click on LOV and select the Remit-to-Bank Account 

• Enter the Invoice number and select Date which is appearing on the  

• Invoice Document.  

1. Click on ‘+’ below description and add the attachment (Invoice, Delivery note, etc..). 

 
Figure 11 



  
 
 

 

        
 013 

 

Classification: Internal - ADIA and Business Partners 
 

 

2. Now click  to match the PO Lines to add. 

 
 Figure 12 
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3. A Pop-up window is opened, select the PO lines, and click on OK. 

4. Select the remaining quantity lines which we Invoiced earlier. 

 
Figure 13 

5. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax’. The Tax details 
shown under the Summary Tax Lines. 

6. Follow the steps 7,8,9 to Submit the Invoice. 
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Creating an invoice for multiple PO’s: 

1. Follow steps 2,3,4 to fill appropriate values in the mandatory and pertinent fields. 

2. Now click  to match the PO Lines to add. Follow steps in 4,5. 

3. Selected PO Line details are added to invoice, adjust the invoice quantity if required. 

4. To add multiple PO’s, follow similar steps 4,5 as above. 

 
Figure 14 
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Note: If your Invoice is issued against two PO’s. Please make sure to match the values of first PO and 
verify it before adding the second PO. Once a new PO is added the quantities of the previous PO cannot 
be edited. You need to delete and add the PO again if required. 

 
5. Before submitting the Invoice, click on Invoice Actions and select ‘Calculate Tax’. The Tax details 

shown under the Summary Tax Lines. 

6. Follow the steps 7,8,9 to Submit the Invoice. 
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Creating invoice for cancelled invoice w.r.t PO: 

1. Verify the cancelled invoice details in view Invoices. 

2. User registered on Supplier portal will receive a notification whenever an invoice is cancelled.  

 

Figure 15 
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3. Create Invoice w.r.t to cancelled invoice and PO details. To create and submit the Invoice please 
follow the steps from step 2 to step 9. 

4. While creating the cancelled invoice, please use ‘REV’ at the end of the old invoice number as the 
system will not allow duplicate Invoice numbering. For example, if the old Invoice is ‘123’ revised 
invoice should be “123REV”. 

 

Figure 16 


