USPS iSupplier

UNITED STATES
POSTAL SERVICE o

Submit a Credit Memo

Suppliers can create and submit credit memos with supporting documentation.

https://einvoice.usps.com

Step 1 Select USPS iSupplier External elnvoice Creation or Home Page

Home

MNavigator Worklist

Personalize Full List

» Em usps iSupplier External Account Inguiry From Type Subject Sent Due

SPS iSupplier External elnvoice Creati There are no notifications in this view.
Home Page
@ TIP Vacation Rules - Redirect or auto-respond to nofifications.

» Bm uses iSupplier External User Maintenance
Table Diagnostics

Step 2 Select the Finance tab

Supplier Home: Olde
%leawlnvolcei View Invoices™ view Payments
Create Invoice ~ With aPO[v| Go

Invoice Actions

Search

Hote that the search is case insensifive
Purchase Order Number

Supplier OSHKOSH DEFENSE LLG
Invoice Number Invoice Amount
Invoice Date From  (14-5ep-2023) fig Invoice Date To Y
Invoice Status Currency
Go  Clear

Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

Invoice Number Invoice Date Invoice Currency Code
>

No search conducted
<

Table Diagnostics



Step 3 Select GO to create invoice with PO on the right hand side.

*Leave this page blank

Jkl\er Home Orders = Finance

Create Invoices View Invoices  View Payments
Invoice Actions

Search

Hote that the search is case insensitive:

Supplier OSHKOSH DEFENSE LLG Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From  (14-Sep-2023)  fig Invoice Date To [
Invoice Statug Currency
Go  Clear
"
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order
Mo search conducted
<
Table Diagnostics

Step4 &5
credit memo.

e |Leave all other fields blank
e Select GO at the bottom of the page.

Status

Withdraw

Wit fP0v| Go

Create Invoice

Cancel Update View Aftachments

Enter the Purchase Order Number/Contract number for which to submit a

%uppl\er Home Orders Finance

Create Invoices View Invoices  View Payments

(]
Purchase Orders Defails Manage Tax
Create Invoice: Purchase Orders
Search
Note that the search is case insensifive
purchase Order Number JDVPRHZCUWI\ X
Purchase Order Date  [12-5e0-2023) [
Buyer Q
Organization Q
Clear
PO Number Line Shipment Item Description Ordered Received Invoiced
No search conducled.

<
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UoM

Unit Price

Review and Submit

Cancel Stzpiof4 Next

Advanced Search

Curr Ship To Organization
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Step6 & 7 o Selectthe check box for the appropriate line item and shipment if you
have multiple line items.

e Select Next on the right hand side.

Logged In As WINTANA1126452

UNITEDSTATES
posaL service AU

Supplier Home  Orders | Finance

%Cmnte Invoices | ViewInvoices  View Payments

Review and Submit

Purchase Orders Details Manage Tax
Create Invoice: Purchase Orders Cancel Step 1 of
Search Advanced Search
Note thatthe search s case insensitive
Purchase Order Number | 30VPRTZ3CUN16
Purchase Order Date (14-5ep-2023) [a
Buyer Q
Organization Q
Go  Clear
Select ltems:  Add to Invoice | «++
PO Number » Line . Shipment - item Description Ordered  Received Invoiced UOM ::Ii::'e Curr - Ship To Organization .~
T T T T P S
VPRT23C0016 2 1 test 99 milinv 3000000000 0 0 DOLLARS 1 USD  Uotaion  Semaee e ROSTAI
>
Diagnostics.
Step 8 Enter an Invoice number.
Select Credit Memo from the Invoice Type drop down.
e Enter credit memo details.
o Enter reason for credit memo.
o Add attachment(s) (not required).
o Add Quantity as a Negative Dollar amount.
e Select Next.
Supplier Home  Orders | Finance
Create Invoices | View Invoices  View Payments
0 (]
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details Cancel Back Step2ofl

* Indicates required field

Supplier Invoice
* Supplier OSHKOSH DEFENSE LLC aygice Number
*pemitTo 1 Q Beris Uppercase with mesdimun length of 20 charscters and cannot conksin anyinvalid characters isbs or
Address XX Y0000 0000000 WICOXXX0CC i a
Invoice Date Crsit emo
Invoice Type QI
Invoice Description  Credit
ECA wil be trunceted onthe Remitance when he Invaice i peid
Attachment +
Items
"
. . Item - Supplieritem  Ship  Available
PO Number  Line Shipment Number Item Description Number To Quantity UOM  Amount
50,000 NEXT GENERATION DELIVERY VEHICLES IN ACCORDANCE WITH U.S. POSTAL SERVICE STATEMENT OF WORK CONFIGURED WITH INTERNAL COMBUSTION ENGINE AND BATTERY
SOVPRT2ICODG 1 |1 ELECTRIC POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX CANNOT BE CHANGED AFTER THE DELI 1831BH 2882004552 DOLLARS|-200

< >
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o Verify entries
o Invoice number
o Description
o Credit Amount

e Agree to Confirmation to submit invoice

Supplier Home  Orders | Finance

e
Purchase Orders

Create Invoice: Manage Tax

Supplier
* Supplier OSHKOSH DEFENSE LLC
* RemitTo 1
Address XX 00X XXX XIO000KK W1 XXH0000K
Items

PONumber  Line Shipment ltem Description

p— 50,000 NEXT GENERATION DELIVERY VEHICLES IN ACCORDANGE WITH U.S. POS]
POWERTRAINS. THE PRODUCTION YEAR 1 MODEL MIX CANNOT BE CHANGED AF

3DVPRT23C00162 1

0

Details

Manage Tax

Invoice

[, Confirmation

1 certify that the information contained in or accompanying this invoice submission is true, accurate,
an invoice to the

and complete. Furtherm
United States Postal Servi
criminal prosecution for violating Title 13, United States Code Section 287 (F:

acknowledge that

se Claim on the United
States), Section 641 (Theft of Government Property), Section 1001 (False Statement in a Federal
Matter), Section 1343 (Wire Fraud), and Section 1707 (Theft of Property Used by the Postal Ser

* Invoice Number
* nvoice Date
Date Invoice Received
Invoice Type
*
Cumency
* Invoice Description

test 99 mil inv
<
‘Table Diagnostics

Invoice Summary
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Review and Submit

Cancel Save Back Siep3of4 Nex

TEST1234
14-Sep-2023
14.5ep-2023
Standard

usp

Testing Services

Attachment  SAE)

Supplier ltem Available  Quantity To Unit
Number £ aty Invoice UOM  ppjce  Amount
183181 2082824552 2000 DOLLARS 1 2,000.00
usPs
USPS on 3000000000 600 DOLLARS 1 50000
>
tems 260000
Less Retainage 000
Freignt 000
Miscellancous 000
Tax 000
Recalculate Total | Total (USD) 250000
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