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This Quick Reference Guide (QRG) shows you how to enter a supplier
confirmation.

’ Log onto the Supplier Portal and click the Vendor Confirmation Create link.
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’ Enter the Purchase Order (PO) number then click the Continue button.

Confirm Services Performed

Please specify the Purchase Order for which you want to create a confirmation

PO Nuner.

@ You will only be able to create confirmations for purchase orders for your
company that have been enabled for eReceiving.
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’ All mandatory fields are marked with a red asterisk (*).

General Information:

The Vendor Contact Email = your email address. This email address will receive
approval and rejection notifications.

Vendor Reference Number = The vendor invoice number. It can be any
alphanumeric number up to 16 characters. The number you enter will display on
the service entry sheet (SES), on the ERS invoice and on the remittance advice.

The Vendor Reference Number field cannot be used more than once unless the
confirmation was rejected.
Confirmation Reviewer = select the name from the drop down list.

@ This field will be grayed if not required.
Confirmation Name = Project, Site, Work Order or any descriptive name.
Changes incurred between = enter the date(s) the work was performed.

Notes — maximum 255 characters (optional field). This should be a description of
the work to be billed.

Confirm Services Performed
PO Number:

I General Information

Wendor Contact Email: | michele ines@fpl.com |

Vendor Reference Number: = ﬂ:l Confirmation Reviewer: | ||

Confirmation Name: * [ | Confirmation Approver: | 1ROVENCA |

Charges incurred between: * L E e [ @

Notes for approval (max. 255 char):

File Name: eReceiving — Supplier Confirmation Guide.docx Version: 1 Page 2 of 7
Published: 1/28/2016



gRgclf:l?g - Supgllg(; Confirmation Guide Eﬁég%ryao
uick Reference Guide
/—4

’ Attachments:

Attach any relevant supporting information (i.e., invoices, timesheets, expense
slips, etc) by clicking Browse and then selecting the supporting documentation.

Click the Add Attachment button. Multiple attachments are allowed.

@ If the Net price for any line in the confirmation = $1.00, you must attach
the supporting documentation.

r O
[I [ Browss... | [Add Attachment

No attachments exist yet

' Service Details:

Total Confirmation Amount = the sum total amount of all line items. Review this
amount before submitting the confirmation.

Service Number: 10-digit number (e.g., 0-000-006-677) found on the contract.
Q Only the last four or five digits need to be entered.

Resource = name of the individual who performed the work or a short note.
Confirmed Quantity = number of hours or quantity.

Account Type = defaults from purchase order unless instructed otherwise. OR-
internal order, CC-Cost Center, WBS-WBS.

Account = defaults from purchase order unless instructed otherwise. This is the
actual internal order, CC or WBS number.

I Service Details i

Total Cs Amount. 0.00{USD

For multiple line items, it is possible to upload a spreadsheet in a csv format with

five columns in the following order: Service number, Resource, Confirmed
Quantity, Account Type and Account.

Q To delete lines or attachments click the Delete ™ button.

File Name: eReceiving — Supplier Confirmation Guide.docx Version: 1 Page 3 of 7
Published: 1/28/2016


https://www.fpl.com/partner/pdf/Confirmation-Upload-Template.xls

eReceiving — Supplier Confirmation Guide

: : NEXTEera
Quick Reference Guide E@G_Y&

When all information is entered you can click the Check button to ensure there
are no errors.

To submit the confirmation, click the Confirm button.

Document is correct. You can now confirm

Confirm Services Performed

PO Number: (2000068252 | (4] e
I General Information

endor Contact Email | michele. ines@fpl.com

Wendor Reference Number: * MDESICON04022013 Confirmation Reviewer: [1RGVENCR [l

Confirmation Mame: * |Martin Plant Outage | Confirmation Approver: |1RQVENCA |

Charges incurred between: * 03/25/2013 and: 03/30/2013

MNotes for approval (max. 255 char). |This confirmation is for work performed during last week. Please approve. Thanks.

I Attachments |
| || Browse... | Add Attach ‘l
Timesheet3112013.pdf pdf 184 | [Tl
TraveReceipts03112013.pdf | pdf 184 | [Tl

You will receive email notification when the confirmation is completely approved
or rejected. A rejected confirmation will include the reason for rejection.

Q Confirmations that are rejected must be reentered.
It is not possible to make changes to a confirmation already
submitted.
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’ Approved confirmation email notification and Service Entry Sheet Transmission:

FPLINEER' - Confirmation 5200717988 Approved

Creabod = Batch B Waorkflow System on HNLD0LE 36300

Thel 5 in eutomancally gererated sead Faats 40 nol niply 10 the =éidase!

Caalvmaben ST TS o SRA PO 2000085100 ahd weinled et of BAMOLIPO1, bry & 7 walshd B T7.50 LSO, Bed bban
approwed by 1ROVENCA.

Laprvioed pertared Troms 0371 1/3525 po 83711,/ 00% .

From: <lnknownz

Subiject
SES 1000916391 for PO OO posis]

Commenis
SRS | O0MLEEI for PO MR postod

g ) iR I T R

Aps T8 0 4802 EDT 2913

Rejected confirmation email notification:

FPL/NEER's - Confirmation 5200718009 Rejected

created =] Batch ID Workflow System on 04/02/2013 11:03:00

This is an automatically generated email. Fleasa do not reply to this message!

Confirmation 5200718003 for PO 2000085292 and vendor created on 04/02/2013, by Michele DesPlaines, valued at 100.00
USD has bean rejected by 1RGVENCA.

Services performed from 03/25/2013 to 03/30/2013 .

Reason for rejection:
This work was not performed as stated. Please complete the work and then submit confirmation. Thanks.

I you have quastions about this transaction, please contact IRQVENCA.
hote: A rejected cannok be ded and d. A new confirmation will be needed to start the approval process
again.
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’ Display Confirmations:

To display a list of confirmations and their status, click the Vendor Confirmation
Display link in the Supplier Portal.
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Please click any link below to access your info.
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Independent To view status of your Invoices and Payments, enter the APIN

Contractors (Accounts Payable Invitation Number) issued from NextEra/FPL to your company.
PIC Center If you have no APIN, Contact us to request one.
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’ Enter your search

~ Search Criteria

criteria (Purchase
Order Number,
Confirmation

To display confirmations, enter one or more search criteria.

Confirmation Number &[] ol ] =

Confirmation Mame: [ ]
Number, Status or Purchsse Order Mumber: [ |
Status: [ -|

Timeframe) then click

Timeframe:

e ﬁ To

the Apply button.

Based on your search
Last Refresh 1202212015 09:39:01 EST Refresh

criteria, the
confirmation(s) and MR (Stencard View] ___ ~ N Dipiay [LPont Beview

| Confirmation Number | Confirmation Namis?” Status

Status will be | s200mz3sm
displayed. | sanorasses

2200723585

Specification

Awaiting Approval Goods/Services Confirmation

Goods/Services Confirmation

Goods/Services Confirmation

File Name: eReceiving — Supplier Confirmation Guide.docx Version: 1 Page 6 of 7
Published: 1/28/2016



eReceiving — Supplier Confirmation Guide

: : NEXTera
Quick Reference Guide EW

’ To view the confirmation details, click the Confirmation Number link.
The total value is displayed in Confirmed Value.

To view the approvers, click the Approval tab:

Number Order Number: 2000146769 Status Aw aiting Approval @nmmed Value 10.00 USD)

" Overview f Header f ltem f Notes & Attac hment W(Tkang ‘
"

‘ Header Approval Note

Current Status: |Active

Current Process Step: | 151 C Approval in 2-Step WF ]
Currently Processed By: | STEVE REVIEW ]

— Approver List
|,

Header Approval Status

| sequence Process Step Level Status Status Processor Determination \ Processor | Receved On

’_‘ = 001 1st Confirmation Approval in 2-Step WF  Active (Assigned Process is Running)  Open (No Decision Made) First Approval STEVE REVIEW 12/30/201517:19:16

- o2 2nd Confirm. Approvalin 2 Step WF  Not Started Open (No Dec ision Made) Second Approval Sally Approver T
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