
 

For Veolia suppliers - user guide for vendor portal  
Customer Accounts  
 
This application summarizes the companies you are doing business with, and the related data associated 
with those companies. 

 

 
In many cases you may only be doing business with one company or legal entity, but in some cases, 
you will do business with multiple legal entities. If you have multiple customer accounts, this 
application will help you determine the account information for billing.  
 
Available company name, account numbers and address details are displayed here. Click the tile to view 
name. 

Invoices  
 
This application shows the supplier’s open invoices. It includes invoices submitted through any source. 
The invoices shown here could’ve been submitted via the supplier portal, email, hard copy, EDI or any 
other method. Open invoices are defined as invoices that have been received and are either being 
processed or have been posted. It excludes invoices that were terminated by the customer and it 
excludes invoices that have been paid. 

 
Note: All tiles may not be applicable to your instance of the Vendor Portal. 

 

WATER TECHNOLOGIES 



 

 

The next screen shows the list of open invoices waiting to be processed and paid. 

 

 

By default, the last 50 invoices are displayed. To show more invoices, click ‘Show Filter Bar’ and adjust the 
setting for ‘Maximum Results’. 

 

 

Click anywhere on the record to view the details of the invoice.  
A detailed view appears showing the header details of the invoice, line items associated with the invoice: 

 

Note: Credits will show as negative numbers. 

 

 

 

 



 

 

 

The associated invoice image can be displayed by clicking on the PDF icon shown below: 

 

The back button will return the user to the search results. 

 

Key fields can be used to further filter the results. A search can be executed by Vendor in the event you 
have multiple ID’s assigned to your supplier account. Other key criteria for searching include: invoice 
reference number, billing date, invoice amount, or PO. Additional search options are available under 
Filters. 

To show filter options, click ‘Show Filter Bar’. 

 

Default filter criteria are displayed, but more options are available in the ‘Filters’ menu: 

 

 

 

 

 

 

 

 

 



 

Basic filter fields are available for selection, and additional fields are available with ‘More Filters’.  

 

Tick the box for any fields you wish to add to your Filter criteria.  
 
In the More Filters popup, select OK after ticking the box for any additional fields. 

 

 

 

 

 

 



 

 

From this screen, you can manage, save and select filters by name. Clicking on the view selection button 
will allow management of named filters. 

 

 

Click the Restore button to revert to the default filter options. 

 

Click Go to exit the Filters pop-up and save your selections.  
 
The Filter Bar updates based on your new settings. Complete the search criteria and click the Go button 
to execute a search. 

 

 

 

 

 



 

The search output will display. 

 

Use the Clear button to clear search criteria and reset the search. 

 

Click on the Sort button to choose a sort selection. 

 

 

Click on the Export button to download the search output. 

 

 

 

 

 



 

The exported file name will appear at the bottom left of the screen. To view a list of downloads, click on 
the Show All button at the bottom right of the screen (Chrome browser). A new browser tab will open with 
the list of downloads. 

 

An example of the exported file is shown below: 

 

Our Accounts 
This application summarizes your supplier account number with your customer and the related data 
associated with your account 

  

In many cases you may only have one account number, but in some cases you will have multiple 
account numbers. If you have multiple account numbers, this application will help you determine your 
account number to improve communication with your customer.  
Available address information, telephone number and bank details are displayed here. Click the tile to 
view address and telephone information. Click again to view bank details.  
 

Remittance Advice  
 

This application shows the supplier’s paid invoices. It includes invoices submitted through any source. 
The invoices shown here could’ve been submitted via the supplier portal, email, hard copy, EDI or any 
other method. Paid invoices are defined as invoices where payment has been remitted by any means 
such as electronic funds transfer or paper check. 

 

 

 

 

 

 



 

 

 

Note: All tiles may not be applicable to your instance of the Vendor Portal.  
 

The next screen shows the list of paid invoices. 

 

 

By default, the last 50 paid invoices are displayed. To show more invoices, click ‘Show Filter Bar’ and 
adjust the setting for ‘Maximum Results’. 

 

 

 

 

 

 

 

 



 

A detailed view appears showing the header details of the invoice, line items associated with the invoice: 

 

 

Note: Credits will show as negative numbers.  
 

The associated invoice image can be displayed by clicking on the PDF icon shown below: 

 

 

The back button will return the user to the search results. 

 

 

 

Key fields can be used to further filter the results. A search can be executed by Vendor/Account Number 
in the event you have multiple ID’s assigned to your supplier account. Other key criteria for searching 
include: payment document, payment date, check number, invoice reference number, billing date, 
invoice amount, or PO. Additional search options are available under Filters. 

To show filter options, click ‘Show Filter Bar’. 

 

 



 

Default filter criteria are displayed, but more options are available in the ‘Filters’ menu: 

 

Basic filter fields are available for selection, and additional fields are available with ‘More Filters’.  

 

Tick the box for any fields you wish to add to your Filter criteria.  
 
In the More Filters popup, select OK after ticking the box for any additional fields. 

 

 



 

 
From this screen, you can manage, save and select filters by name. Clicking on the view selection button 
will allow management of named filters. 

 

 

Click the Restore button to revert to the default filter options. 

 

Click Go to exit the Filters pop-up and save your selections. 

The Filter Bar updates based on your new settings. Complete the search criteria and click the Go 
button to execute a search.  
 
The search output will display. 

 

 



 

Use the Clear button to clear search criteria and reset the search. 

 

Click on the Sort button to choose a sort selection. 

 

Click on the Export button to download the search output: 

 

The exported file name will appear at the bottom left of the screen. To view a list of downloads, click on 
the Show All button at the bottom right of the screen (Chrome browser). A new browser tab will open with 
the list of downloads. 

 

An example of the exported file is shown below: 

 

 

 



 

 

In progress: 

When you see 'In Progress' in the summary level status, the line-level status will explain the 
invoice status. Below are the listed invoice status details for reference. 

 

 

 

 


