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Logging In to the Supplier Portal 

Enter http address into your browser: http://vendor.louisville.edu 

Enter User ID and Password 

Select Sign In 
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Supplier Information Review 

Supplier Details 

From the main menu 

Navigate to: e-Settlements 
Supplier Information 
Review Supplier Details 

Select tabs to review address or contact information.  Specific information relating to 
addresses, contacts and locations can be reviewed by clicking on each item to see 
details. 

Updates to address or contact information should be sent to:  

acctspay@louisville.edu 

User Profiles 
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Navigate to: Supplier Information 
Review User Profiles 

(To add new profiles or review profiles by Administrator) 
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  Either enter your user’s name in the “User ID” field and click on , or 

  Click on the  to search all users 

  Or select to add a user 



 

 
 

 

 

 

 

	 Enter User ID (The administrator for the company will be set up with a User ID by 
the University of Louisville such as “V000001234”.  All subsequent company 
User ID’s should follow this format issuing the next User ID’s as “V100001234” 
and “V200001234” respectively. User ID’s contain 10 characters.)  

	 Name (First and Last name) 
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	 Password (Password naming convention is 6-8 fields consisting of letters, 
numbers and at least 1 character - example: word%1) 

	 Confirm Password 

	 User E-mail Address 

	 Language Code 

	 Currency Code (Should be USD) 

	 Rate Type (Should be “Current Rate”) 

	 Instant Messaging section – This section will not be used at this time. 

	 User Role (All users should be set up as “Supplier Accounts Receivable” and 
“Supplier user” for inquiry access.  Only those who will be entering invoices will 
need the additional role of “Supplier Entry”,  Users can also be given the 
“Supplier External User” role as an option to manage their own password) 

	  Supplier Name (Select your Vendor Number) 

Select “Save” 
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Change Password 

From the main menu 

Navigate to: Change My Password 

Change Password 

User ID: V000090912 

Description: A Test Company   

 Enter current password 

 Enter new password (Password naming convention is 6-8 fields consisting 
of letters, numbers and at least 1 character - example: word%1). 

 Confirm Password 

 Select 

Select  

Return to main menu 
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Invoice Entry 

From the main menu 

Navigate to: 	e-Settlements 
                     Self-Service Invoice 
                     Create Invoice 

9
 

 

Select to enter the invoice.  



 
 

 

 
 

 
 

 

 
 

 

 

 

 

 

The supplier remit address information defaults from the University of Louisville’s 
master vendor file. A different remit address can be selected by choosing another 
location from the drop down. 

 Enter the supplier invoice number in the “Invoice ID” field 

	 Enter invoice date in the “Invoice Date” field (Make sure the actual invoice date 
(vs. today’s date) is used, as this will be used with the payment terms.) 

Select 
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  Enter PO Unit: “UOFL1” (or click on ) 
 

  Enter PO number or select PO number from the PO number look up  
 

  “Search Results Display” select   
 

 Select   
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  Select line or lines to be invoiced 
 

 Select  
 



 
 

 

 

 

 

Review invoice data for accuracy.  Quantity, unit price and or amount may be adjusted if 
applicable. Click on the  button to  refresh page if any of the information has been 
updated. Total Amount should reflect the amount of supplier invoice. 

  Select to submit the invoice for processing.  

 

The Supplier can enter another invoice or Return to Self-Service Invoice 
or return to the Self-Service menu. 
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Invoice Review 

From the main menu 

Navigate to: e-Settlements 
Self –Service Invoices 
View Invoices 

To review the invoice after it has been submitted but before it has been processed by  

U of L, select  

 Select Invoice ID to review 
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Supplier Dashboard 

From the main menu 

Navigate to: e-Settlements 
Supplier Dashboard 

 Click on the icons for each status to review invoice balance, past due balance,   
disputed items or aging. 
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Payment Installments 

Navigate to: e-Settlements 
Invoices 

         Review Payment Installments 
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Aging Balance 

Navigate to: 	Invoices 
Receivables Aging Balance 
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Payment Review 

From the main menu 

Navigate to: 	e-Settlements 
Payments 
Review Payments 

 Select the “Reference” number to view the invoices associated to the payment. 

Return to Review Payments to select a different payment for review. 
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Days Sales Outstanding (DSO) 

Navigate to: 	Payments 
Calculate DSO 

Enter the date range you would like to review or leave as defaulted. 

Click on “Calculate DSO” 
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