Birmingham City Council
Supplier Portal
Quick Reference Card -
Vendor Open Bills and Credits

Once you have logged onto the Supplier
Portal you will be presented with the
following menu options dependant upon

it 3 e,
Vendor Open Bills and Credits

= Vendor Paid Bills
= Enter Invoice/Credit Memo
i e

The = Vendor Open Bills and Credits option
gives you access to view invoices and
credits notes you have submitted which
have not yet been paid.

It provides details on due date for payment
and also whether any items are blocked
for payment.

Typical reasons for blocking include the
requisitioner has not carried out the goods
receipting or there is a quantity/price
difference. Details on how to identify the
requisitioner can be found on the QRC
Supplier Portal — General.

A full explanation of all fields can be found
in the user guidance notes.

When you enter the menu option note that your
vendor number is automatically populated so to run

the report simply select the button.
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Once executed the report is displayed and can be

exported if required.
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Some of the fields/buttons explained:-

- You can download the report to your

chosen location

Nendor Invoice no.

Amnount

made

- Your invoice number

- Gross amount of payment waiting to be

[Due Date - Payment Due Date — Note this is
the date the payment was released — don’t forget to
allow 3 days clearance

[Payment BlockKey _ A entry in this field will prevent
payment being made on the due date

Hints & Tips
To enable you to see more of the report on the screen
then close down the menu option using the”

w Vi I

» \iendor Paid Bills !

. - ' Vendor No.

» Enter Invoice/Credit Memo 1

, . Vendor Name
© Centrally Sup 3

« Content Eding

- Mendor Invoice no.

To open it up again use the ¥ right facing arrow

Security Warnings

Windows 7 users may see this warning message appear. Please
select 'Always trust content from this publisher' and the warning
message will not be displayed on subsequent logins.

The web site's certificate cannot be verified. Do you
want to continue?
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Users with earlier versions of Windows such as XP may see this error
message, please select continue. This message may be displayed on
subsequent logins but is not a cause for concern.

Security Warning x|

Do you want to Continue?
The connection to this website is untrusted.
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MNote: The certfficate ks not valid and cannot be used to verify the identity of this website.
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