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NOTE: NOTE: The Oracle Portal should only be used to
access documents from NABORS COPRORATE
SERVICES, NABORS ALASKA, NABORS CANADA or
SANAD Operating Units. To access documents from any
other Nabors entity (NLF2, Canrig etc.) the User should
log in to the NSG portal.
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PO Invoice Creation

Under the Responsibility of NI_SUPP_PO _Invoice, the User will be able to

invoice POs that have been Acknowledged (if required) by the supplier, under the
Nabors Procurement & Invoice Functions.
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All of the pre-programmed layout slides are available with this text box for footnotes.
You can insert any pertinent notes or comments (6-8 pt. text) if applicable, or delete the text box if necessary.
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PO Invoice Creation coninued

Once the User is on the Supplier Collaboration page, the Finance tab should be
selected.
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Then the option to create a PO invoice should be selected
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PO Invoice Creation coninued

Advanced Scarch |

Select the item(s) to be invoiced and then click on the Next button
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PO Invoice Creation coninued

Step 2 includes the following information that the User will need to enter as
required: Invoice Number, Invoice Date, Invoice Description, Tax Amount, as

well as the area where the User will be required to add an PDF of the Vendor
Invoice.
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The requirement to attach a copy of the invoice is new and the User will not be
able to submit the electronic invoice without that attachment.
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PO Invoice Creation coninued

To attach a file to the invoice the User should have a PDF copy of the invoice
saved on their computer.

The User nvolce

should * e e | -
select the ,,p ﬂ:
Add button .
Tax Amount Am
Define Attachment
The User Type ® Fle P——
should select —®——
the Browse
button
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PO Invoice Creation coninued

Locate and select the saved

document \

Select the Open button —___

The selected document will
populate on the electronic
invoice and the Apply button
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PO Invoice Creation coninued

The system notes that the document has been added by showing an option of an
Attachment List next to the Add button. Please note the file size is limited to 5MB
and if necessary more than one document can be added to the electronic invoice.

The next action in Step 2 is to adjust the Quantity, if required, in the Item Details.
The system will default to the Quantity that remains open for invoicing.
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PO Invoice Creation coninued

If it is necessary to add freight to the invoice please select the Add Row option
under the Shipping and Handling section of Step 2.

Create Invoice: Detalls ,

* Indcates required feld Back | Step 2 of 4 | N
* Supplier  TEST 5212 * Ivoice Number [TESTI03
tax Payer I 56-8974123 i T =
*Remit To EFT_ACH ' hvoice Cate .l\n.b)\n{ =
L o Rt
Address 515 WEST ROAD HOUSTON 1X 77064 Ivolce Type m
Canrercy  USD
Invoice Descrigtion
Ta Armvount
Attachment Atachment List . Add...
h Ardivwd Docament
Oustomey
* Customey Tax Payer ID SYS11978 <
Cistomes Name NBR _ISA LE
Address  NABORS CORPORA TE SERVICES, INC. (/O SHARED
SHWICES CENTER A/ P PO, BOX 672008 Houston
17267
tems
PO Nmber Line Shipment Rem Number  Item Description Supplier Mem Number — Ship To  Available Quantity " Quantity Unit Frice DOM Amount
15007147 1 1 1033820 VALVE, 1" SELECTCR, 4WAY, J0002 PSI, SHEAR-SEAL TYFE CWL-HOU 1 r 1 4000 EACH 4000
~ Shipping and Handling
(harge Type Anount Description

N resuits found.
Add Row
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PO Invoice Creation coninued

By selecting the Add Row option the Freight option should auto populate the
Charge Type and the User should populate the Amount and Description.

(harge Type — Descriptio
m JUPS Freight Charged X
Add Row
Please note:
v To add freight to an invoice the Freight terms will need to be P&A (Prepaid
and added).

v" Freight under $500.00 dollars does not require original carrier invoice.

v' Freight between $500.00 and $2,500.00 requires the attachment of the
original carrier invoice.

v Freight over $2,500.00 will require a line on the PO for invoicing. If the
freight line is not on the PO an SIR is required.

y W) NABORS



12

PO Invoice Creation coninued

The User will be able to review and submit from Step 3 or Step 4. Please ensure that
the total reflected on the electronic invoice is correct. If it is not, please do not submit
the document. The User will be able to save the entered information or navigate,
through the Back button, to review the data that was entered.

If pricing is incorrect on the PO, the User should cancel the invoice, create the SIR
and enter the invoice once the SIR has been approved.
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Supphar lwoke
*Suppler TEST S212 * woke Number  EESTI0N
TaxPopwr IC 568974123 * Diviice Do 10/037 2047
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PO Invoice Creation coninued
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Once submitted the system will give the User a confirmation screen.
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PO Credit Memo Creation conine

To create a credit memo in the Oracle portal you will need to have the PO in an
open status both at the header and at the line level. The User will need to work
with the buyer to have the PO opened and if necessary unreceived so that the
credit memo can be created.

To create a credit memo, the User should follow the same steps used when
creating an invoice.

Select the Create Invoice With a PO option by clicking on the Go button.

tome | Orders | Anance

Invoice Actions

3 W) NABORS



PO Credit Memo Creation conine

Enter the PO number associated with the invoice to be credited
and select Go.

DA e . S
Create Bivokes  View Invokes  View Pyyrmants. I
5 ) &
Purchase Orders Dt Manage T Rviaw and Submd
Create Invoice: Purchase Orders

Qep 1o 4 Neg

the search is case nsensitive
Purchase Order Numnber  [35884G2

Purchase Crder Date | =
merple: W INANLT

Buyer

Advanced Search

Crguniration -
Achances and Finandng |(:mu1e\13_
o Oesar
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PO Credit Memo Creation conine

Select the item or items to be credited and click on the Add To
Invoice button and then click on the Next button.

- Search.

Note Mt the search bs case nsensitlve Advanced Search
Purchase Ovder Narnber [3388«‘-]
Purchase Order Date | =

oanole ONLNVLT]

Buyer 4

Ovgantzation o
Advances and Finandng  |Exduded v

w Oear
t ltoos:  Add 1o Indw
Select All | Select Nooe
L4 [ ] dvances or Nem Sappler Item ine Ship Pacldrg
pancing  Tem Description Munder  Nombes Ordered Receved Ivok od UOM Price  Quer To Organization Sip Way il
SERVICE, TRUOGING CROGEY PROECT ™ WINCH 127950 8 0 0 EACH X0 ush WL CORSORATE SERVICE
TRUOK LGOS0 MBMUM RATE " 0 TO 40 MAES HOU
o SERVICE, TRUCKING, 1 TON TRUCK W/ MINEMAX 137845 20 0 2 HORD30  UsD OV CORPORATE SERVICE
CRANE {THUCK ONLY) HOU
0 Ivoice
Select Itews: | Remove from lovokcn |
Select All | Select Mone
Select PO Nanber Line Shipment Tlem Description Them Namber Sapplies e MNunber Ovdered Received Invoiced UOM Uik Price Gher Ship To - Organization
B 2 1 SERVICE, TRUCKING, § TON TRUCK W/ MINE MAX GRANE [TRUCK OMLY) 1237846 20 0 2 HOUR 300 LSO WL HOU CORPORATE_SERVICE

Concel | Step o4 Nt
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PO Credit Memo Creation conine

Once on Step 2 the User will need to enter the Credit Memo number and the
date. In the Invoice Type field the User should use the drop down menu to
change the field from Invoice to Credit Memao.

s
ane Ovoer Dutails Munage Tax

Radow and Sidma

Creats Invoice: Detalls

*  adouies reguired el

Back | 9o 2004 | et

- Simppibet
* Suppler TESTS212
Tax o £ 56 8974123
*Remt To EFT_ACH 4
Address 515 WEST ROAD HOUSTON 1X 7706%
- Lsstoes
* Cstoerer Tax Py D SYS11978
Cimlomer Nome s LSA LE
Address  NABORS CORPORATE SERVILES, INC. (/0 SAED
SERVICES CINTER A/ P 9.0, BOX 672008 Hosston
g
Mens
PO Number Line Shipmeat Tem Narbier e Description Suppler Tlem Nmber  Ship To  Available Quantity  “Quantity Uit Price LOM Amosink
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PO Credit Memo Creation conine

The User will also need to attach a copy of the CM by the Add button. Once this
has been completed the User will need to enter the quantity that is being
credited. Note: The quantity field will auto populate with the remaining quantity
on the PO to bill. The quantity to be credited should be entered in the Quantity
field as a negative number.

PO Number Line Shipment Item Number Item Description Supplier Item Number Ship To  Available Qu:
3588462 2 1 1237846 SERVICE, TRUCKING, 1 TON TRUCK W/ MINI MAX CRANE (TRUCK ONLY) CQWL-HOU 18

After the credit quantity has been entered the User will select the next button to
review what has been entered and to ensure that the credit memo total is
correct.
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PO Credit Memo Creation conine

If the total of the credit is correct the User can then select the Submit button.

Supplior nvoke
* Suppler  TEST 5212 * Invokce Namber  TEST
TaxPeyer I 56-8974122 * Involce Date  10/03/ 2017
* Romit To EFT_ACH Invoice Tyge  Credit Memo
Address 515 WEST ROAD HOUSTON IX /70064 * Currercy  USD
Involce Description
Ntachment None
- Customer

* Cistorner Tax Peyer 1D SYS11978
Customer Name  NER_LBA_LE
Address NABORS CORPORATE SERVICES, INC, €/ 0 SHARED
SERVIES OINTR A/ P P.O. BOX 672008 Howston
1l

Remws

PO Nurber  Line Shipmeal e Description Supplier Rem Naber  Ship To  Avalsble Qty Quantity To Invoke UOM Uit Price  Anounl
J985462 2 1 SERVICE, TROCKING, 1 TON TRUCK W/ MINI MAX CRANE (TRUCX ONLY) VL-HOU 18 (1,00} HOUR 0000 (300.00)

Shipping and Handiog.

Charge Type Armount Description
No resuits found

Mwoke Sunwnary.

Ttorns (300.00)
Less Retainage 0.00
Freight 0.00

Recakculate lotal Total (\SD)

Canced | | Save | Bock (Step3of4 Meat | | Submit |
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