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Applies to:  Suppliers 

Description:  Creating a Retainage Invoice via Supplier Portal 

Sub-Application Oracle Cloud - Supplier Portal 

Prerequisites  None 

Estimated Time to Completion 5 Minutes 

 

Introduction  
This article can be used by SC Co-Workers to assist suppliers and suppliers to create a retainage Invoice within 
Supplier Portal. 

  

Complete these steps:  
Step   Illustration  
1. Locate Supplier Portal. 
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2. Select Create Invoice. 
 
 

 
3. In the Identifying PO 
drop-down list, select the 
correct PO. 
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4. In the Number field, 
enter the number. 

 
5. In the Date field, enter 
the correct date in 
format m/d/yy 
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6. In the Type drop-down 
list, select Retainage 
Release. 

 
7. Select Go. 
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8. Select the Release 
checkbox. 

 
9. In the first row, select 
Release. 
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10. Select Manage 
Attachments. 

 
11. Select the file. 
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12. Select the correct file. 

 
13. Select Open. 
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14. Select OK. 

 
15. Select Save. 
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16. Select Submit. 

 
17. Select Close. 
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18. Select Done. 
 
 Note: 
If necessary, you can 
select the Printable Page 
button to print a copy. 
You can also select the 
Create Another button to 
create another invoice. 
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