
Supplier Portal TAX 

Does Invoice contain state sales tax? 
• Yes (reference Section 1) – invoice copy must show tax amount to be reimbursed. 
• No (reference Section 2) – invoice copy will not show tax amount. 

SECTION 1 – Payment should include TAX 
Create invoice in Oracle Supplier Portal, enter all necessary header information.  

(PO #, Invoice#, Invoice Date, Attachment) 

 



Enter the amount of the tax that appears on the invoice in the TAX CONTROL AMOUNT field (this amount will be include 
in the invoice payment). Update the Line Amount to match your invoice. Click ‘Save’, Click ‘Submit’ 

 



After clicking ‘Submit’, data will appear in the ‘Summary Tax Lines’ section. 

 

 

The amount in the ‘Summary Tax Lines’ section will match what was entered in the ‘Tax Control Amount’ 
field. Click ‘Submit’ again to submit the invoice for processing/payment. 



 

SECTION 2 – Payment should not include tax. 
Create invoice in Oracle Supplier Portal, enter all necessary header information.  

(PO #, Invoice#, Invoice Date, Attachment) 
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Update the Line Amount to match your invoice line amount. Click ‘Save’, Click ‘Submit’ 
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After clicking ‘Submit’, Tax data may appear in the ‘Summary Tax Lines’ section, the ‘Invoice Amount’ at the bottom shows the 
reimbursement amount. 
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To ensure the invoice payment DOES NOT include the tax, click on the Tax amount field and enter 0 (removing the initial Tax Amount 
calculated by Oracle) Click ‘Submit’ 
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After clicking ‘Submit’, the information in the tax line will update. Now, the ‘Invoice Amount’ at the bottom shows the 
reimbursement amount (excluding the tax). 

 

Click ‘Submit’ again to send the invoice for processing/payment. 


