G genpact



G genpact

Buyer Portal
Invoice Creation (EMEA and APAC)
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Overview
The Non PO invoices are created by Requestors in the Buyer Portal. Creating an invoice involves entering the required

details in the business fields and uploading them for processing by the Genpact Operations team.
Note: This process described in this document is for Non PO invoices.

Process Description
To create and upload invoices in the Buyer Portal, the Requestor performs the following steps:

1. Onthe login screen of the Buyer Portal, enter the login credentials in the Username and Password fields.
Note: EMEA and APAC users should log in using the profile of their respective regions.

Welcome to

Cora APFlow

2. To create the invoice request, click the Invoices menu button on the left-hand side of the screen. Click the
+Invoices icon.

EMEA Approver1

Invoices + Invoices
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3. The Create Invoices screen appears. Scroll down to the Invoice Classification field box and click the search icon
corresponding to the Document Classification field.

EMEA Approvent

Create Invoices Cancel ] m
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Attachment
rarn Bisyer Pors EMEAADDrOVE MEA

Belgam

Invoice Classification ~

4. From the Document Mappings pop-up, select the type of invoice that needs to be created. Then, click the Add
button.

Document Mappings

Search Document Magpings 0,

Irwsice Category 4 w  Dotument Type 4 v WorkType § w

Road Tax Mon PO Invoices an PO Imvaice

o Short Term Madntenance Nan PO Involces Nan PO Invalce EMEA-GE-NP-NP-STM

—
TABNILA| FaymEnts On PO INVOICES TNOn PO ImVOIce TIER S T T e

sy Showirg 1-8 of 4 Recorgs
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5. Under the Invoice Classification field box, click the search icon corresponding to the Operating Unit field.

€« C B Ntz bp-Sev hwichuapp.com, o ceate o~ O Y & » 3

EMEA Buyer!

Invoice Classification -~

Supplier Detalls ~

Operating Unit

Couniobase

Beigum

Belghum

Belgium

Cancel Add
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7. Select the priority of the invoice from the Priority drop- down field.

EMEA Buyer1

Invoice Classification

i
&

Supplier Details

8. Select the currency of the invoice from the Currency drop-down field.

EMEA Buyer1

Invoice Classification

Supplier Details
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9. Scroll down to the Supplier Details field box. Click the search icon corresponding to the Supplier No. field.
-~
EMEA Buyer1 i

EMEA-BE-NP-NP-RTS x Non PO Invoice Non PO Invoices Road Tax

OU_RAC_BE X Mediur v EUR v

Supplier Details ~

Invoice Details A~

8]

10. Select the respective vendor from the Supplier pop-up menu. Then, click the Add button.

Supplier

Selected Supplier
SupplierNu.. & v SupplierName & v Country & v SuppherAdd. & v SupplierSite. & v State d

Belgum
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11. The vendor and their corresponding details get auto-populated. Enter the Invoice No., the Invoice Date, the Gross
Amount, the Net Amount, and the Tax Amount in their respective fields.
Note: All fields marked with the red asterisk are mandatory.

= EMEA Buyert

oo
oo x
Invoice Details ~
User Action And Comment A

12. After filling in all the above details, click the Attachment tab on the top-left of the screen. Click the Upload icon on
the top-right or at the bottom of the screen.

EMEA Buyer?

]
Create Invoices Cancel |

Iovoice Header Attachment

Invoice Line Item

MNoatr added yert
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13. Select a supporting document by clicking the Browse button.
Note: A supporting document can also be attached in the same manner.

Upload Attachments

Note: Maximum upload limit: 10M8

* Add PrimaryAttachment Add Secondary Attachments

14. Select the required document in PDF format.
Note: The maximum file size limit is 10MB.

Crgenze »  New foldes - O
VAT A Baene ’ Date modified Wpe
wortbook —
B8 This PC eal
B 10 Otjects . hondgbieg bt
o o @ NA_PO Invoice Fuete123 - Copy (3)
sk @ NA_PO Invaice Fuele123 - Copy (4)
I Dodanets @ NA_PO Invoice Fuelr123 - Copy (5)
¥ Downloads G NA_PO Invoice Fuete123 - Copy (6)
D Music & NA_PO Invoice Fueh 123 - Copy (7)
= Pictures G NA_PO Invoice Fuete123 - Cepy (5)
B Videos @3 NA_PO Invoice Fuet123 - Copy (9) 2
" ) @ NAPO Inwoice Fuek123 - Copy (10) .20 1104 Microstt £
45 Lecat Disk (€1 Sed A
it © 29 Mo DO Inumics Fraahe $23 - Crewe (1) . o 1hd Add ,e;onr!ary Attachments
o M v < >
Browse
File name: | | | AnFies v —J
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15. Click the Upload button.
Note: Up to 25 attachments can be uploaded for a single request. In case the required number of documents
exceeds this number or the file size limit, the supporting documents can be attached on the shared drive. This link
can be added in the Comments field in the request. These documents can also be sent via email.

Upload Attachments

Note: Maximum upioad limic: 10M8

* Add Primary Attachment Add Secondary Attachments

Browse

16. The invoice gets uploaded successfully. A message for the same is displayed on the screen.
Note: All the details of the uploaded files can be viewed by clicking the Tabular view icon. These files are also
downloadable.

-
EMEABuyert | v

Create Invoices { Cancel
Invoice Header Attachment E a

Invoice Line Item NA_PO Invoice Fuelx.

B2372021 456 AM

oosme
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17. Click the Invoice Line Item tab on the left-hand side of the screen. Click the Add line Item icon to add any invoice
line item details.

— EMEA Buyer1

| |
Create Invoices Cancel | EREEEIES
o]e] —_— )
oo
Involce Header Invoice Line Item i,

Attachment

O s

No Invoice Line Item found.

18. Enter the Invoice Line Item details, including the Line no., Amount, Product/Service Description, Product Unique
No., Line Type, and others in their respective fields.
Note: Fields marked with a red asterisk must be filled in mandatorily. Entering the Line Type details is also
essential for the invoice to be uploaded in the Oracle system. This reduces the turnaround time for invoice
processing. In case this information cannot be provided, it will be filled in by the Genpact Operations team, who will
reach out to the business for any required information.

EMEA Buyer?

]
Create Invoices Cancel | m

Invoice Header Invoice Line Item —

Attachment
Product/Service Desc Product Unique No Line Type Charge Account Tax Rate (VAT) Witax code
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19. Click the Create button on the top-right.

-~
EMEA Buyer? v

Create Invoices | Cancel

Invoice Header Invoice Line Item S +

Attachment =
Witax code Tax Classification Code Tax Regime Code Tax Tax Status Code Tax Rate Code

20. The invoice gets uploaded in the AP Cora tool to be used by the Genpact Operations team. A success message is
displayed. The uploaded invoice can be seen in the queue with the state: Ready For Non-PO Processing.

EMEA Buyer!
jcces
Invoices \pl y + Invorces
»
I Ready For Non-PO Processing F.,vu Portal EMEA Belgium Non PO Invoice Non PO Invoices Road Tax
Manua France POI e
fanual Belglum nvolce
g Buyer Portal Belgium Non PO Invoice
g Buyer Porta EMEA Belgium Non PO Invoice
Msanua: EMEA Spai POI 3
lanua M Germar ol
Manua Belgium PO Inv
ssing Buver Portal EMEA Belgium Non PO Involce
o T RN Shomk 125 of B8 Recorh Next >

This concludes the process of creating and uploading invoices in the Buyer Portal.
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