
Thurrock Council – Oracle supplier guide

How to submit an invoice previously saved as incomplete 

If you enter invoice details on our Oracle Supplier Portal but then 'Save' and exit the system 
without submitting them, the invoice will be saved within the system as 'incomplete'. 

This guide shows how you can access your incomplete invoices and submit them for payment. 

First log-in to your supplier portal account and select the 'You have a new home page!' icon.  

Select the 'Supplier Portal' icon. 

From the list of options on the left side, select 'View Invoices'. 
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On the 'View Invoices' page, select the 'Supplier' drop-down list. It will show your Supplier name. 

Select your Supplier name so it displays in the 'Supplier' field on the screen. 

Next, select the 'Invoice Status' drop-down list and choose 'incomplete'. 

Now select the 'Search' button. 

A list of all your incomplete invoices will appear under 'Search Results'. 

Select the 'Invoice Number' of the invoice you want to view. 
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An 'Edit Invoice' screen will be displayed, where you can check the invoice details and make 
changes, if required. For example, you can check: 

• the invoice number 

• the invoice amount – go to bottom right of the screen and check that the invoice amount 
total matches the gross amount of your invoice 

• whether tax has been applied to the invoice, if applicable 

If all details are correct and you wish to submit the invoice for payment, select the 'Submit' button. 

If you need to cancel or delete the invoice, select the 'Invoice Actions' drop-down list and choose 
either 'Cancel Invoice' or 'Delete Invoice'. 

You can only delete an invoice if the invoice has not yet been matched to a Purchase Order. If the 
invoice has already been matched to a Purchase Order, you should choose to cancel it instead. 


