® ASIAS;:hool
s 1 of Business

Direct Invoicing Manual




Document Control

Author Version Change Reference

February 25,2025 | ASB 1.0 First Version

Document Reviewers

Author Version Change Reference

Document Approvers

Author Version Change Reference

Contents

1. Direct Invoicing — Supplier Creates Invoice WithoUt PO............oooiiiiiii e



1. Direct Invoicing — Supplier Creates Invoice without
PO

1.1 Log in to the portal using the vendor credentials as below-:
URL https://ecxs.fa.apl.oraclecloud.com/
User ID Kindly enter your registered email
Password Kindly enter your password

SIgN IN
Oracle Applications Cloud

Company Single Sign-On

or

uUser D

nandoo_s@aal com

Fassword

Farget Password

| Sign In

1.2 Click ‘Supplier Portal’
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* @

Supplier Portal Marketplace

v/ [+

Set Preferences Worklist



https://ecxs.fa.ap1.oraclecloud.com/
https://ecxs.fa.ap1.oraclecloud.com/

1.3 Click ‘Create Invoice Without PO’

« Manage Schedules Ordars openad

. ALK

chedules in Spreadsheel Recaipts
Agreemeants

« Manage Agreements

Shipmants

Transaction Reports

PO Furchase Amount 2K
« Upioad ASN or ASEN « Invoicae Amount 2K
View Receipts ) Invoice Price Variance Amount 142

« \iew Relumns
W v oices OVEroue

Consignad Inventory

« Raviaw Consumplion Advice
Supplier News

Invoices:and Payments Welcoma to ASE Suppiier Portal 1

It you wish to creats the Invoice without PO, please enter the requestar emall Sddress as ainnUr@asd.edu.my.

vorce Withoul PO ) For any queries, please contact us on suppo@asb.edu my / +60 123 000111

o View Invoices

o ot

1.4 In the Create Invoice without PO screen, insert below data-
*  Supplier Site — Primary
*  Attachments — Please attach the official invoice
* Invoice Number — E.g. NAN7890
* Date — Select the current date
* Invoice currency — Choose the currency which applicable to the invoice E.g. ‘MYR’
* Requester Email - Please enter the email address of the contact person who coordinates

with you. E.g. ‘noorafidah@asb.edu.my’ (Requester name populates automatically)

Asia School of Business
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Create Invoice Without PO & Imvaice Actions v Save  Saveand Close  Subon  Cancel
Suna Jandoas ine | .
Supgiler - Nandoos Inc Rem#i-to Bank Account | XXXXX4321 v Invosce Number | NAN7S90
D Taxpayer 10 101123 : " b
| Attachments  Nora o= “ pate | 18032025
* Suppiier Ste | Primary | ¥
| I I
. . Type |lavece v
Address  KUALA LUMPUR, \VILAYAH voice Cusrency | MYR - Malaysian Ringait v
PERSEKUTUAN KUALA LUMPUR. O —
MALAYSIA ayment Currency T aleyes ﬂmg_ﬂ
Customer
< (P ASH Ma Son B - =
Company Registration Number | 1075414V v Sanpe: S b I Requester Email | noorafideh @a<b edu my I
No 11 Jaian Daip Onn, 50430
KUALALUMPUR | WILAYAH I RequOSte! NaMe . T-50! e I
AJOIESS  BERSEKUTUAN KUALA
L A~ LUMPUR, MALAYSIA 4




1.5 Click the “+” sign button

Customer

] 2 \ Name ASE Manapement Sdn Bhd

* Company Repistration Number | 10754140 * Requester Email | noo

Address Requester Name R-Gor Ramll

Lines

il -

“Number * Type Ship-to Location Ship-from Location Tax Classification “ Amount Invoice Line Description

No cata to aspiay

Total

Summary Tax Lines

1.6 Insert below details in the new line item
e Tax Classification — Select the correct tax classification which applicable to the
invoice
e Amount — Key in the amount E.g. 500.00

e Invoice Line Description — Services for Software Installation

KUTUAN KUALA LUMPY
milw N KUALA LUMPUR Payment Currency  NYR - Mdaysan Rnggit

Customer

Nome ASE Management

Company Fegistration Number * Ruquestor Ematt | peorafoah@ast. eoumy

No 11 Jalan Dato O
KUALA LUMPUR

Requester Name  R-Gor Rami

AddrE33  pERSEKUTUAN KUA
LUMPUR, MALAYSIA
ines
Viesw o B X  Canceline
" Number * Typa Ship-to Location Ship-from Location Tax Classification " Amount Invoice Line Dascription
1 ‘ e v v | ‘ v I ASENYSSTE w I 50000 arvicas for soMwars inztalabon
Total 500.00

[Summary Tax Lines

View v




1.7 Click ‘Submit’.
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Create Invoice Without PO @& Invoice Ackions v Save | Save end Close m Cancel

Nandoos in -
Stplicr Nandaos ic Remit-to Bank Acccunt | 0000121 v Invoice Number | NANTES0
Taxpayer 1D 101123 e

Attachments  None * Date | 18002025

o

Supplier Site v
121, PANTAI PANORAMA, OFF JALAN
KERINCHI, BANGEAR BOUTH CITY.

Address  KUALA LUMPUR WILAYAH
FPERSEKUTUAN KUALA LUMPUR

Type  Invaice

mvoice Cumency

Payment Currency  MYR - Maimysian Ringant

Asia Sc
Establis

Q Invoice NAN7890 has been submitted

Invoice: NAN7890 Printable Page  Create Another

Supplies  Nandoos Inc Remit-to Bank Account X432 Numbes NANTA30
Taxgayer ID 101123 Unique Remittance Identifier Dete 187082025
Supplier Sita  Primary Hoauke “"““"‘"f“‘;lt:;(":"'l;"- Type Invoice

JAN KUALA LUMPUR

KU




