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When a customer creates a new supplier in the Proactis Marketplace an email is sent with details on how to log into the system. The email will contain a link to the Proactis Marketplace and confirmation of your User ID. To log into the Proactis Marketplace, click on the URL link contained in the email.
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You will need to enter a password. Please note the password needs to be alphanumeric, minimum of 8 characters and at least one letter in capitals.
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You will then be asked to set up a Password Lookup in case you forget your password, the system will email you a URL link which you can use to reset your password by answering your Password Lookup question correctly. Please note the answer to the Password Lookup question is case sensitive.
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[bookmark: _Toc52788473]How to create a PO Flip invoice
The Proactis Markeptlace assumes that you want to create an invoice which is exactly the same as the Purchase Order.  It assumes that all lines on the Purchase Order will be invoiced and that the invoice will contain the same quantities and prices as per the Purchase Order. You can however create part invoices by invoicing for some of the PO lines and where the quantity and/or prices are different.
You can create your PO Flip invoice against an Order displayed on the home page by clicking on the Create New E-Invoice icon (option 1) or by searching for the PO number using the Purchase Order search field (option 2)
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Option 1 – create a new e-invoice from the order displayed. There are 6 mandatory fields (shown in red) that must be completed.
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Successfully submitted e-invoice
[image: ]
The System will prevent invoices from being created in the system if the Invoice Number has been registered before by the same supplier.
The Invoice Date and Received Date must be entered in the format dd/mm/yyyy otherwise the System system cannot create the e-invoice.
[image: Image5]If the VAT Rate displayed per invoice line is incorrect, select the correct VAT description from the drop down list.



Option 2 – Create new e-invoice from the search field
Enter the PO number and click on search. Then scroll to the bottom of the page.

Step 1 – click to create e-invoice
[image: ]

Step 2 – click to create manual invoice
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Step 3 – continue to create your invoice as shown in Option 1

Note:
If you only want to invoice for part of the order you can omit a PO line from the PO Flip invoice by un-ticking the invoice line check box. Once the check box has been un-ticked you do not have to delete the quantity or price.
If you would like to create an invoice with a different invoice quantity and/or price, enter the correct figure in the invoice quantity mandatory fields and update the price fields on the Purchase order line.
[image: Image5]Clicking on the re-calculate totals button at the bottom of the page will result in the System re-calculating the total value of the invoice.  The System will allow the invoice to be created if the values entered in the Total Excl. VAT, VAT and Total Incl. VAT fields are the same as the calculated totals displayed at the bottom of the page. 

[bookmark: _Toc52788474]How to add a non-PO line to your invoice
There may be occasions when you will need to invoice customers for goods or services which the customer has not specifically asked for and are not contained on the Purchase Order. For example, customers typically forget to include delivery costs on Purchase Orders.
To add non-purchase order line/s to an invoice you need to complete the following four mandatory fields and click on the add non-po lines to e-invoice button. 
[image: ]
Note:
[image: Image5][image: Image5]If you need to add a value rather than a quantity and price, click on the pricing option field and select the option “By value”.
If any of the fields above are not applicable enter “n/a” in the field.
Below is an example of a completed invoice ready for submitting
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[bookmark: _Toc52788475]How to create a credit note
Credit notes are created in exactly the same way as the invoice creation except for one small difference; the figures should have a negative value. Follow the guide above for creating your invoice but change the value/price to a negative figure.
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Welcome to the Proactis Marketplace <mail-ref-id: 22bf86>

o L . . SIEAIR
University of Essex Punch In & Parabilis Marketplace <ideatrain | 2|

To © Andrew Stoddem 080
Welcome to the Proactis Marketplace
This e-mail has been sent to you by University of Essex. This e-mail is confirmation that you are now registered on
the Proactis Marketplace where you can view orders that have been created by the University and register your
invoices in the system.
Background

The Proactis Marketplace is used widely across the University sector. Its a powerful, tried, tested and secure
platform for e-procurement; enabling Universities to buy goods and services online.

Please note that there is NO CHARGE for you to use the Proactis Marketplace and to create invoices in the
system.

A step by step guide on how to log into University of Essex's Proactis Marketplace and how to view your orders and

generate invoices is available at <URL>.
URL to log into the
Proactis Marketplace

Important Next step

Please use this link to create or reset your password:
hitps://proacti.training.eqsqroup. comidealuseradmin/password-setup.html?
token=15341d60052648bb4088171da231e12e6814a544eab835eae751d3b3e421e12

Please note, for security reasons this URL will expire on Fri, 9 Oct 2020 08:01:25 BST

To log into the system, please use your User ID shown below and your password:

UserID: feo126920 -———— Login user hame I

Other opportunities

The Proactis Marketplace offers a wide range of marketing opportunities designed to help you increase your sales
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Password setup

Username fe0127076
Organisation A New Supplier 1

Password must meet several requirements €

New password

Retype password

Copyright © Proactis Limited 2020. All rights reserved.

cy Policy ~PROACTIS.com  Support
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Update password hint

Question

What is my favorite food?

Answer

‘ Submit

H Log out ‘
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Home Purchase Order
Search field

Hello Supplier User, your last login was at 27-Aug-2020 13:59:37

Inbox N _Afurchase Order / Request Number Search
Create New E-Invoice N
New orders (54) i A <
Purchase Order No. Date Buyer ns
3173774 30/09/2020 11:51AM University of Essex Order transmit, University of Essex nE R | Receipted Orders
3173773 29/09/2020 5:04PM University of Essex Order transmit, University of Essex - #: &) Quick Links
E. View quote requests
3173771 29/09/2020 5:04PM University of Essex Order transmit, University of Essex nE B view orders
E. view e-invoices
3173769 29/09/2020 5:04PM University of Essex Order transmit, University of Essex - B setup e-invoicing
= L. request details change
3173767 29/09/2020 5:04PM University of Essex Order transmit, University of Essex nE B
[more]
User Requests (0)
Request No. Date Type Buyer
Latest E-Invoices
Invoice Number Buyer Organisation PO Number Invoice Date Original Format Status
18/08/20 University of Essex Punch In 3173474 17/08/2020 Supplier PO Fiip accepted
University of Essex Punch In 3173423 05/08/2020 Supplier PO Fiip accepted
1242 University of Essex Punch In 3173424 04/08/2020 Supplier PO Fiip accepted
11243 University of Essex Punch In 3173425 04/08/2020 Supplier PO Fiip accepted
11241 University of Essex Punch In 3173423 04/08/2020 Supplier PO Fiip accepted
[more]
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E-Invoicing

Enter e-invoice details and click continue
D e-invoice header details

VAT only invoice O

Supplier Name: COLCHESTER REWINDS & REPAIRS SB AMEND, GBP

Tnvoice Number: [ | =— Enterinvoice number I
e —
Comments:

moeoe [ g

dd/mm/yyyy

I i

dd/mm/yyyy

Total Excl. VAT: ] All fields are mandatory

Purchase Order Number: 3173654
VAT Reg. No.: GB 360 2131 06(request change)

D select lines from purchase order

Select lines from purchase order 3173654 to be added to the e-invoice. Show gross values [

PO Line “";":"l‘l:“ ! Manufacturer Product/Service Description POQty/Value  InvQty ““i‘;;r ! yor Total VAT Rate Calculated VAT  Custom VAT

1 NON CAT Consumables 1.00 d 10.000] Unit £1000 | Standard (20%) v a0f |

Invoice line
check box

Manufacturer Product/Service Description Quantity ~ UnitPrice/ vor VAT Rate VAT

J | I | I |By quantity v | [Standard (20%) v | |
J | I | I |By quantity v | [Standard (20%) v | |
J I | I |By quantity v | [Standard (20%) v | |

add non-po lines to e-invoice

) calculated totals

Total Ex. VAT Invoice Total VAT Total Inc. VAT
£10.00 £2.00 £12.00

recalculate totals | continue -— continue l
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Delivery Address: University of Essex / SB del att
Ship to:

University of Essex

Wivenhoe Park

ColchesterCo4 35Q

Essex

UNITED KINGDOM

Mark for:

SB delatt

Tel No:
srbake@essex.ac.uk

No Item Code / Job ID Product / Service Description
COLCHESTER REWINDS & REPAIRS SB AMEND (non-catalogue)

1 NON CAT Consumables

Manufacturer:

Category: Musical Instruments and Games and Toys and Arts and Crafts and Educational Equipment and Materials and Accessories and Supplies

iers/Vendors:

Important Instructions to Su

list/create e-invoice [

Unit Price / UOT Q.

£10.00 / Unit 1.00

list/create e-invoice

VAT

Total(Excl):
VAT:
Total (Indl):

Total Price (Excl)
Contract: -
£10.00

£10.00
£2.00
£12.00
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E-Invoicing

Below are the e-invoices for order 3173654.

There are no invoices for this purchase order yet.

ey «—— create manual invoice I
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P add non purchase order lines to the e-invoice

Item Code /

Job ID Manufacturer

Product/Service Description

uor VAT Rate

VAT

| By quantity v | [ Standard (20%)

I
3 | £

| By quantity v | [ Standard (20%)

| By quantity v | [ Standard (20%)

add non-po lines to e-invoice

P calculated totals

Total Ex. VAT Invoice Total VAT Total Inc. VAT
£10.00 £2.00 £12.00

recalculate totals | continue

Enter the following mandatory fields:
Item Code/Job ID

Product/ Service Description
Quantity
Price
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E-Invoicing

Enter e-invoice details and click continue
D e-invoice header details
VAT only invoice O

Supplier Name: COLCHESTER REWINDS & REPAIRS SB AMEND, GBP

Invoice Number: INV1001
Tie: L ]

Comments:

4

Invoice Date: 05/10/2020 =

dd/mm/yyyy

Tax Point Date: 05/10/2020 =

dd/mm/yyyy

Purchase Order Number: 3173654
VAT Reg. No.: GB 360 2131 06(request change)

P select

s from purchase order

Select lines from purchase order 3173654 to be added to the e-invoice. Show gross values [

PO Line “";":"l‘:’ Manufacturer Product/Service Description POQty/Value  InvQty ““i‘;;r’ vor Total VAT Rate Calculated VAT  Custom VAT
1 Non caT Consumables 10 unt £1000 [ Standard (20%) v 2wy
4

) add non purchase order lines to the e-invoice

PO Line “";:'f‘]‘:f ! Manufacturer Product/Service Description  Quantity ““i‘;;r ! vor Total (ex. VAT) VAT Rate Calculated VAT ~ Custom VAT  Action
NA Delivery [ 1 4 10] [Each ] £10.00 [Standard (20%) v am0gd | @
PO Line “";:'f‘]‘:f ! Manufacturer Product/Service Description Quantity ~ UnitPrice/ vor VAT Rate VAT

LI I I I | J | [By quantity v [Standard (20%) v € |
LI I I I | J | [By quantity v [Standard (20%) v € ]
[ I I I | I [By quantity v [Standard (20%) v € ]

add non-po lines to e-invoice

) calculated totals

Total Ex. VAT Invoice Total VAT Total Inc. VAT
£20.00 £4.00 £24.00

to submit the invoice
click continue

recalculate totals | continue
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