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Simple Inquiry

What is a simple inquiry & how do | execute it?

A simple inquiry occurs only when you need to look up a single invoice.
Enter two of the available
fields under Search by PGE Invoice Payment Information

Invoice. o Once you Invoice Payment Information The data available reflects the activity over the last rolling year based on data entry date.
o The data is updated daily.
POPU|aTe thOSG two ﬁelds, Statsment Reconcilation Enter two of the available fields below to gain access to the system.
How-to-Guide
your Vendor Number will A POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with o without
. leading zeroes.
display for future searches. Tips for Successtul Billing
T Once you have successfully found one invoice and locked in the supplier number, you will bg'

able to expand the date range.

™ Invoice Number |SPO8192510CT2021 | OR packing slip #

Invoice Amount |128.10

Supplier Number | |

Click Search ©

. PO Numb: PO fi it: X9999-9999 OR 99999
Results of search will o " | | Po e
displ e Date Received | |
isplay.
piay Check Number | |
Check Date | |
Once you have successfully L “EheskAmeut, | )
Sort Report by v Ascending v

received at least one valid
response @ during the (5]

session, you may use date
ranges if desired. )

PGE Invoice Payment Information

Invoice Payment Information The data available reflects the activity over the last rolling year based on data entry date.
The data is updated daily.

Statement Reconciliation Enter two of the available fields below to gain access to the system.

How-to-Guide

FAQ's POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with or without

leading zeroes.
Tips for Successful Billing

Contact Us You have successfully received at least one valid response during this session and may use
ACH Setup date ranges if desired.
Invoice Number |SPO8192610CT2021 | OR packing slip #

Invoice Amount |128.10 |

Supplier Number 338716

PO Number | | PO format: X9999-9999 OR 99999
Date Received | | o | |
Check Number | |
CheckDate | | 10 | |
Check Amount ‘ |
Sort Report by v Ascending v
[ resst ] sowen |
Download Results in CSV Format
:mu:hlr Involce Number Gurrency Iveice  Amount Date Supplier  Invoice  Payment Check  Payment  SchPayment .. CheckClear Payment Match
Number | 'PVSISRSUMBSL Amount  Paid Received Number Status  Method Number Date Date Date Status Status
e 11026961 g;?:;‘;;zm' usD 128.10 128.10 20-0CT-2021 0000338716 Postable é‘;‘g?:;E:nuw 254131 26-0CT-2021 22-OCT-2021 0 27-0CT-2021  Paid ;‘;’::Iicah\e
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No Data Found

| received a “No Data Found” message. What should | do?

If you receive the No Data

Found @) message, your /\
Portland General

invoice may not have been
) y ) \ / Electric
received. Try to search using

different criteria before PGE Invoice Payment Information

assuming it is missing.
Invoice Payment Information The data available reflects the activity over the last rolling year based on data entry date.
The data is updated daily.

Stat nt Re iliati
Sl L U Enter two of the available fields below to gain access to the system.

How-to-Guide
Once you are certain it is FAQ's POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with or without
missing, click on Contact Us &) Tips for Successful Billng toading zerocs.
B . B G Contact Us You have successfully received at least one valid response during this session and may use
and email us stating your issue acH Setup dote ranges f desired.
and how we can help.
Invoice Number OR packing slip #
Invoice Amount
IMPORTANT: Clearly state
Supplier Number 338716
that you have already checked PONumber [ | POformat X9999-9999 OR 99999
the Portland General Electric Date Receved | |10 | s | W
Invoice Status and Statement CheckNumber | |
Reconciliation Portal. Chack Date | o | D T
Sort Report by v Ascending v

T

o No Data Found - Please Retry Your Query (1)
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Multi-Invoice Inquiry

What is a multi-invoice inquiry & how do | execute it?

If you are interested in inquiring about invoices for a range of dates, you must first perform the simple inquiry.

o1

Follow the steps outlined to
execute a simple inquiry. [See
Exhibit A on page 2.]

Upon successful completion
of a simple inquiry, the date
range option will be displayed
@. Enter the From and To

dates. @

Click on Date Range
Search button. @

Results of search will
display. ©

If you would like to download
the results of the search to
an Excel spreadsheet, click
Download Results in CSV
Format. @

AN
Portland General
\/ Electric

PGE Invoice Payment Information

The data available reflects the activity over the last rolling year based on data entry date.
The data is updated daily.
Enter two of the available fields below to gain access to the system.

Invoice Payment Information
Statement Reconciliation
How-to-Guide

FAQ's POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with or without

leading zeroes.
Tips for Successful Billing

Contact Us You have successfully received at least one valid response during this session and may use
ACH Setup date ranges if desired.
Supplier Number 338716
PO Number :gormat: X9999-9999 OR 99999
r ]
o Date Received |[01-October-2020 | T0 [19-October-2022 ||t Ranoe searcr)
Creckate | 0]
Sort Report by v Ascending v
Ree
G Download Results in CSV Format

Voucher ¥ invoice  Amount  Date Suppller  Invelee " Check  Payment  SchPayment 1, CheckClear  Payment
tosrzs  SEOO0CSCIAPR: ygp 26371 28371 27APR2022 000033716 Postable  AUOMAIdCIEANND poagn0  opMAV2022 28-APR2022 (0 OAMAY2022 Paid
toe2r7g  SEOG0CSCIAUS ygp 37484 37484 J5AUG-2022 0000338716  Postable oo 99 250508 1-AL 0 ep. Paid
tiosas7s  SPO-00CSCIDEC- 5 8488 8485 2BDEC-2021 0000338716 Postable  Aoomaled Clearing p574q o Paid
toatoss  SPOV0CSCIFER- ygp 18485 1845 26FEB2022 0000398716 Postable romated Cleamng pocp7 o Paid
toarszs  SPOVOCSCIIAN- g0 9996 99.96 26JAN-2022 000033716 Posiable  [uOMaled Cleang po0p31  03rep2022 01FEB2022 (0 O7-FEB2022 | Paid
tosorig  SPO-00GSCIIUL ygp 30056 39056 27JUL2022 0000338716 Postable  AuCmAIdCIeANd poig0  0pAUG2022 200UL2022 (0 03AUG2022 Paid
tossz70  SEO00GSCINUN Tygp 20632 20632 27JUN-2022 0000338716 Postable  foom ¢ C%9 p66sa1  a0UUN-2022 28UUN-2022 (0 O1UL2022 | Paid
tosass  SPO-QOCSCIMAR: 5, 27098 22998 79MAR-2022 0000338716 Postable  Auiomaled Clearing popggy o Paid
1108142 SPO-00CSC1-MAY- |, 1an 2R R4’ A0R R4 JRAMBV.2003  AONNARTAR  Bretania  Aulomated Clearing ,aqqqy AMoNINDNDY S7MAYVON2 0 ALY (Paid

Match
Status

Not
Applicable
Not
Applicable
Not
Applicable
Not
Applicable
Not
Applicable
Not
Applicable
Not
Applicable

Not
Applicable
Not
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Statement Reconciliation

How do | perform a Statement Reconciliation?
Please follow the directions below.

Click on Statement

Reconciliation in the left-hand \
menu. @ /Portland General
\ / Electric

Enter and confirm your email

address. @ Statement Reconciliation

Invoice Inquiry Home Please Fill Qut the Information Below
Entef your vendor ID @ , I © vour e acress: | |
[Don tknow your vendor ID Tips for Successful Billing Confirm email address: ‘ ‘

See ExhibitH on page 8] o Statement Reconciliation e Vendor ID: Onlvnne Vendor ID per file

Statement Reconciliation

Instructions To submit a statement, you must attach a file OR paste data
Invoice number required in column #1

Invoice date required in column #2

Paste or attach a statement. Q Upload Invoice

If you attach a statement, it Contact Us Invoice amount required in column #3

must be in xlIsx, xls, txt or csv Vendor Onboarding & Forma ™ Attach file here:

format. Column 1 must contain Select xlsx, s, txt or csv file only

the invoice number, column 2 or

the invoice date and column 3 Q Paste data here - Example: 12345678,1/2/2017,204.95 - Data may be comma, tab,

. . pipe delimited or copied directly from an excel spreadsheet.
the invoice amount.

If you paste a statement, put

invoice numbers n C0|Umn 1' G Enter date format: Select Date Format: v
invoice dates in column 2 and

invoice amounts in column 3. T OERETETD “ 7’_,

[See Exhibit E on page 6 for et

example.
ple] @

From the drop-down menu, select

m the invoice date format. @ { v Select Date Forma?
M/DfY or M-D-Y or
After clicking on “Submit Y/M/D or Y-M-D or Y.
m Click Submit Statement. G Statement” you'll receive D/M/Y or D-M-Y or D.

an on-screen confirmation MMDDYY or MMDDY

You will receive an email with the
of your submission YYMMDD or YYYY,

statement reconciliation results
[see Exhibit F on page 7] after
submitting a statement.
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Instructions to Copy and Paste

Select the data you want to

Smeit, right-click with your fome r}glnserl PageLayout  Formulas  Data Revii View

Calibri (Body) += 12+ A= A= = == & Ste Wrap Text General . k. /. /. Qﬂ.t

mouse and click Copy. € = Rl - B Y| | | et . B | 5o £
: * @ |ElmuiiE Qs | (SRS s | e e scomer v |82 %0\ 86 |45 | R Br e | T

Office Update To keep up-to-date with security updates, fixes, and improvements, choose Check for Updates.

: fx (DG190322020
A B © D E F G H I 1
Invoice Number  Invoice Date  Invoice Amount
CDG190322020 23-Apr-20 150564
CDG190322020 23-Apr-20 384000
62966891 31-Mar-20 72.95
G2964941 31-Mar-20 cut %X
RI706167 1-Apr-20 A Copy %6C
RI706154 1-Apr-20
RI706017 1-Apr-20
RI700253 2-Mar-20 Smart Lookup... AN 3L
RI700239 2-Mar-20 Thesaurus... ~NHR
RI700086 2-Mar-20
Insert...
Delete...
Clear Contents.
Filter L
Sort >

To paste the data, click in
the box, right-click with your
mouse and click Paste. €)

After pasting the data, click
the down arrow and select the
date format. @

Invoice Inquiry Home
How to Use This Portal
Tips for Successful Billing
Statement Reconciliation

Statement Reconciliation
Instructions

Upload Invoice
Contact Us

Vendor Onboarding & Forms
Home

Insert Comment

/\
Portland General

\/ Electric

Please Fill Out the Information Below

Your email address: |

Confirm email address: | ‘

338716 Only ane Vendor ID per file

To submit a statement, you must attach a file OR paste data
Invoice number required in column #1

Invoice date required in column #2

Invoice amount required in column #3

Vendor ID:

Attach file here:

[ Select xlsx, xls, txt or csv file only

or

|Paste data here - Example: 12345678,1/2/2017,204.95 - Data may be comma, tab,
pipe delimited or copied directly from an excel spreadsheet.
Emoji & Symbols

e Enter date format: Select Date Format:

reCAPTCHA

Privacy - Terms

Submit Statement

I'm not a robot

Language Settings
Writing Direction

Inspect

Statement Reconciliation
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Statement Reconciliation Results Email

The statement reconciliation

results are sent as an By oRery b
Statement Reconciliation Results

attachment. @)

o 507481_3003445_20180423_162650_Test1 xlsy_output_255.csv
3KB

02 The summary of the results
W|” be in the bOdy Of the Statement Reconciliation Result File Attached
email. e Your reconciliation file was submitted on 2018-05-19 15:38:49
With the following results:
Records submitted = &
G Records matched = 4
Records unmatched =1

Data Parameters: Invoice = 1, InvDate = 2{m-d-y), InvAmt = 3

If you have questions about your results, please click on the following link:
https:/[627489.invoiceinfo.com/contact.html

PLEASE DO NOT REPLY TO THIS EMAIL

To request a rematch of this file, click on the link below:
https:/[627489.invoiceinfo.com/match.php?rq=2018-05-19 15:38:498s=999999

The Match Status column will indicate if there is an All Match,
Partial Match or No Match. @

A8 WO Match

N s | c | o | 3 | F | & | H o | P | & | &8 | s |[
VENDE CHECK CHECK  CHECK | INVOICE
Quey | auey Quey  Query NV MENT | METHOD | PAYMENT PAYMENT | AMOUNT
1] vensor | imeice | imoare | invame Q Marenstatus VEnpomD  po_suesn T ofewT wuwmE AwonT  PAD
2| 3003845 2182179 11/1/2017 245078 ALl MarcWBPendor, InvNumber, Date, Amount | 3003445 4800040496, 3 ABACHCGD 3003230 245078 145078
5 183456 PARTIAL Match-\endar,
4| =003aas 21008382 12/15/2007 1576 NOMateh o o
5
6| 3003445 21543013 1152012 133456/ARTIAL Match-Vendor, Invilbqber, Date 3003445 480004026 ACHCCD 30032530 133456 133456
7
8| 3003445 21123477 1/20/2012 567545 PARTIAL Match-Vendor, Invhumbe, Date 3003445 42000402 ACHCCD 30032861 578845 SE788.45
o 5789.45 PARTIAL Match-Vendar, i
10| 3003885 21838754 1/26/1018 1235p6.18 PARTIAL Match-Vendor, InvNumber|Date. 3003445 480004025 ACHCCD 30032644 12355618 12355618
1
12| 3003485 21823460  2/1/2018 654 , Amount 3003445 4800040362 3ACHCCD 20031060 6543201 43987.97
B
:;7 3003485 21854362 2/1/2018 1876539 ALLMstch-Vendor, InvNumber Bste, Amount 3003445 4800040362 J;E,E 13 PARTIAL M atch T 'Ile,n,dDr' {18/ ACHCCD | 20030858 18765.89 18765.89
5| 3003445 21387620  2/5/2018  25890.65 ALD K 7 ber, Date, Amount. 3003445 4800040459 2195 Mar18 ACHCCD 20030874 25890.65 25890.65
i
| 1
]
1 ~
2 1 ALL Match -Vendo-
21
22
23
24|
25 L
)
e ket
5974813003445 20180423.162650_ | (@) Al Dl
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Vendor Number Inquiry

Don’t know your vendor ID? Find it with a simple inquiry.

Enter two of the available
fields under Search by

Invoice o Invoice Payment Information The data available reflects the activity over the last rolling year based on data entry date.
The data is updated daily.

State it Re iliatil
ement Reconciliation Enter two of the available fields below to gain access to the system.

How-to-Guide
POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with or without

Click Search @ FAQ's leading zeroes.

Tips for Successful Billing
Once you have successfully found one invoice and locked in the supplier number, you will b,

Contact Us able to expand the date range.

™ Invoice Number |SPO8192510CT2021 | OR packing slip #

Invoice Amount |128.10

Supplier Number | |

Vendor number displays &

PO Number | | PO format: X9999-9999 OR 99999
Date Received | |
Check Number | |

Check Date | |

Check Amount ‘ ‘

Sort Report by v Ascending v

N O

PGE Invoice Payment Information

Invoice Payment Information The data available reflects the activity over the last rolling year based on data entry date.
The data is updated daily.

ElaismentReconciistion Enter two of the available fields below to gain access to the system.

How-to-Guide

FAQ's POs created before 10/5/21 use x9999-9999 or after 10/5/21 use 99999 with or without

. leading zeroes.
Tips for Successful Billing

Contact Us You have successfully received at least one valid response during this session and may use
ACH Setup date ranges if desired.
Invoice Number | SPO8192510CT2021 | OR packing slip #

Invoice Amount |128.10 |

e Supplier Number 338716

PONumber | | PO format X9999-9999 OR 99999

Date Received | | 10 | |
CheckNumber [ |

CheckDate | |70 |
Check Amount ‘ |

Sort Report by ~ Ascending -

Download Results in CSV Format

YVoucher umber Currency II¥oiSe  Amount Date Supplier  Invoice  Payment Check  Payment  SchPayment r _ CheckClear Payment Match

Number HIRSE SUITEREY Amount  Paid Received  Number  Status  Method Number Date Date 12722 Date Status  Status
SPO-819251- Automated Not

11026961 OCT-2021 usD 128.10 128.10 20-OCT-2021 0000338716 Postable Clearing House 254131 26-OCT-2021 22-OCT-2021 0 27-0CT-2021  Paid Applicable



