NTGHT\/ING Job Aid

This aid is a guide on Managing Invoices within the Supplier Portal and assumes you have the proper system
privileges to access the Supplier Portal.
This aid includes instructions for:

e Getting Started

o Creating a New Invoice

e Editing / Deleting an Invoice

e Viewing Previously Attached Documents

Managing Invoices

Getting Started
Step 1: Dashboard is the default screen. Click on the Welcome Screen
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Step 2: If this is your first time logging on; you will need to add Manage Invoices to your “My Menu”
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o Type Manage Invoices
e Select Manage Invoices (SPMINVC)
¢ Click on Manage Invoices

In Costpoint
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e Click Save
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My Menu @

Categorize a tile by editingfit
or by dragging it to an
existing category below

e Select Manage Invoices
Creating a New Invoice

Step 1: Click Magnifying glass to find the PO Number that the invoice is being submitted against
Manage Invoices m O« 1ofiNew = =4

Autoload
\f“po..umb,,- [ Ol [0S a Change Order [ PO Type ( ) (Eautoiooc)
Trans Currency Terms [ shipment Number (" vendoraddress ]

Date* 12/03/2025 O Invoice Control No |
Amount paid ) paymentstams

Supplier Approval

[Approved
| Approver C )

Notes ] Notes ‘ ‘
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Involce Lines D) oo (oo ) -
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Invoice Line PO Line Trem TremRev Misc Type Description Line Type ‘Work Assignment Chargeline | Type  Option Abbrev
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Step 2: Select applicable Purchase Order
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Step 3: Click the Autoload button — This will load all applicable PO lines

Manage Invoices
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Manage Invoices m\ Delete || Attach v | O 10f1New | Find
ro
PO Number= f 3 @  Riser @ ] Change Order PO Type [Purchase order )
Trans Currency [usp ) Terms [NET 60 ] shipment Number ] Vendor Address _:‘
Invice
Number ( | Date* 12/03/2025 B Invoice Control No L |
Amount ( 0.00| Amount Paid ( Payment Status [Pending )
Invoice Approvals  Details
Payer Approval Supplier Approval
Approved [Japproved
Approver ( Approver (
Date/Time ( Date/Time (
Notes | Notes
Timesheet Information | Expense Information | Timesheer Exclusions
Invoice Lines D\ Copy WV -
@ Match | Match Iv | Tnvoice Tnvoice Invoice | Line Charge | Total Before | Discount Total PoLine | €
“| tnvoicstine | PoLine | mem | TtmRev | MiscType Description LineType | WorkAssignment | Chorgeline | Type | Optin | Abbrev Quantity | UnitCost | ExtAmount® CostAmoumt | DiscountAmt | Amount | After Discount Amount | Starus
3] 1‘ um‘mtmxx ‘ VEAR 3 SW = ‘3 ‘TOTAL ‘ ‘ n| 780,401.55 o.om‘ o.on‘ o.om‘ o.on‘ o.on‘o ‘
3 2 110 054XX - YEAR3SERVICES S 2 TOTAL 0 171265.02 000 0.00 000 000 000 0
< >
Rec or Exg (% More |

Step 4: Enter Invoice Details

submission)

Number — Enter invoice number
Date — Enter invoice date (invoice date must be in the current month; default date will be the date of

Amount — Will auto calculate based on invoice line entries

Manage Invaices [ e | O <« aetanew ~ @= ox
.
v = ° e o . ° o : e
- - :””"" - o _
I T INVAB001 I 0 12/08/3028 B LB
o G55 e Fayment srorus i
e
Leveice Lines o= o -
i les _$oUm e bemle  Mulge  Oeoisin Uil  Wekleigwen | Gowln  Toe  Ouie  bow Gy Ui (st Gt Dswmios | Amve i Do e b &
3] 1 e TEAR D 5w a s om o romwis am]  om o] om| oo
N T o wee eans s 3 T o o mmem e am oo o oo
“ B

PORTAL-TUT-005

V.1
11 March 2026

Page 5



NIGHT\WING

Step 5: Invoice Lines — Enter the invoice details by Purchase Order Line
o Tip for Services — Quantity (0) on Purchase Order means lump sum funding. Skip the

Quantity and enter the Invoice Extended Amount for your invoice. In this example we are
billing $171,265.02 against Line 2.

Manage Invoices

C]\ pelete || Attach v | O

10f 1 New ( Fina wey v| [@=] - OX
ro
PO Number* 4 () Rise* (] [ Change Order (] [ PO Type Purchase Order
o b o o B o _
Invoice
Number INV00001 Date 12/03/2025 O Invoice Control No
Amount 171,2465.02| Amount Paid Payment Status Pending
Invoice Approvals  Details
Payer Approval Suppliar Approval
Approved Approved
Approver Approver
Date/Time Date/Time
Notes Notes
Timesheet Information Exper i (3 More |
Invoice Lines € (corr ) [poiere] c@ -
Mo | Mo | I Inveice Tavoice Invoice | LineCharge | TotiBetors | Discount Toral P Line
Invoiceline | POLine | Ttm  DemRev | MiscType Descrtion LineType | WorkAwsignmemt  Chargeline | Type  Option | Abbrev Quamtity  UnirGom  ExtAmount®  CostAmoum  DiscountAmr | Amoumt | After Discount Amount | _Stams
N T T = e o seomores o T o R R
5] 2‘ uu‘ 054XX ‘ | YEAR 3 SERVICES |S ‘z ‘TOTAL | ‘ u‘ massoz| imassoz| 000| 171,265, uz‘ o.on‘ 171,265, uz‘ o ‘
< >
Receipts Vendor Expense Reports (8 More |
[ ]

entry matches Supplier’s invoice backup

Upon completion of entering all invoice line-item details, review amounts to confirm CP invoice

Step 6: Attach invoice backup. Click the Attach button; a drop-down screen will appear. Select Attach

Manage Invoices

) ooee)(aren v) O

10f 1 New

| Find

(e ~) (@

=3 Aftach

PO Number [ Rise (] 0 Change Order L] 0 View Linked Content Files Purchase Order

Trans Currency usD Terms NET 60 Shipment Number _
Invoice

Number INV00001 Date 12/03/2025 O Invoice Control No

Amount 171,265.02)  Amount Paid

Payment Status

Pending

Invoice Approvals_ Details

Payer Approval

Approved

Supplier Approval

Approved
Approver Approver
Date/Time Date/Time
Notes Notes

Select Choose File. This will open your local file drive.

Manage Invoices

€D (ooee (o v) O« « 1etavem

) @=) - ox

Find
) _—
(TAutoload
PO Number* 0 Rset Change Order PO Type [Purchase order J e
Trans Currency Terms B choose File X
Please select the source from which you would like fo attach an image or document. You can either use your device
camera (Camera), upload a file from your device (Local File), or provide a link fo the document (Alternate File
Location). After processing is complete, you can access the linked content files in the Linked Content Files subtask.
Tnveice
Number INV00001 EEE A ® A
Choose Source Ocamera @®Local File Oalternate File Location
Amount 171,265.09  Amount P
Invoice Approvals  Details _
File Name Choose File | Noffile chosen
Payer Approval
Target Location A P ToSSCMI_1955) -
Approved
Approver | Nofes
batomme ) Hloverne D
Notes

Timesheet Information

Expense Information

Select the Invoice t

Timesheet Exclusions

hat you would like to attach (Attachment file should include invoice and all

Attach

[_cancel

required backup as one attachment. Preferred file type is PDF.) Click Attach
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o NOTE: The Target Location will auto-populate, you do not need to edit this

e Upon completion you will receive the message below confirming that your invoice has been
successfully attached. Click Close to move to the next step.

Manage Invoices

[

1of1New [ Find Query v | @=) -~ ox

u\ pelete || Attach v | O

@ o) PO Type [Purchase Order )

PO Number= ( @ Rises (@ o) Change Order
Trans Currency [usp Terms [NET 60 ] shipment Number ] Vendor Address _‘
Invoice
Number [INvooooL Date® [12/03/2025 O Invoice Control No
Amount ( 171,265.02]  Amount Paid ( Payment Status [Pending )
Invoice Approvals_ Details
Payer Approval Supplier Approval
Approved [JApproved
Approver ( ) Approver (
Date/Time Date/Time (
Notes ‘ Notes
Timesheet Information | Expense Information | Timesheer Exclusions
Invoice Lines u| Copy Vv || Delete | (0@ -
Moh | Maxh | I | Toweice Tnvoice Invoics | LineCharge | TorlBefore | Discoun Toral PO Line
InvoiceLine | POLine | Itm  ImmRev | MiscType Description Line Typs | Work Assignme | Chargeline  Type  Optin | Adbrev | Quamity  UnirCost | ExtAmount® | CostAmoust | DiscountAmt | Amoum | After Discount Amount | status
5| 1 100 004XX - YEAR3 SW 3 3 TOTAL o 78040155 000 0.00 000 0.00 0.00 O
5| 7] 110[054xx |- [ [vears services [s [2 [toraL | [ of 1maesoz] 126507 000  171,265.02] 0.00 171,265,020
« >
Receipts | VendorLabor | Vendor Expense Reports
5 e i SR A r—i =
" Message(s) X
@ u
The folowing il was successfuly uploaded: Invaice Backup doox.
Close
@

¢ Review attachment for accuracy before completing final submission.

.
Manage Invoices > Linked Content Files [ [ (c@®) - ox
PO Number. 770 Release No: 0 —
Content content amsrre
Type~ File Name* stans Notes Modified
| cMr_1935 | 1nvoice Backup.docx oK

Step 7: Submit Invoice for Approval
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I costpoint

S
actions ~| (2 ~ P ® NIGHTWING
N J —

@ Manage Inveices Aftach a 1of L New | Find aery v| (@)= - 0OX
00
o+ PO

PO Number* (] Rlse* (] o Change Order (] 0 PO Type [Purchase Order )

o o o o o _ ‘

Invoies

Q Number Date* 12/03/2025 O] Inveice Control No )
@ Amount 171,265.02 Amount Paid Payment Status Pending

Invoice Approvals _ Defails
Payer Approval Supplier Approval
Approved [¥]approved
Approver ( Approver
Date/Time | Date/Time 12/03/2025 09:55:54 AM
Notes Notes
Timesheer Information Timesheer Exclusions A Mm]
Invoice Lines m[ copy v || Delete | [a \ -
| Marn | March v Invelee Invoice Invoice LineCharge | Torol Before  Discount Toral »0 Line
Inveice Line PO Line Item Rev Misc Type Description Line Type Work Assignment Charge Line Type Option Abbrev Quantity Unit Cost Ext Amount * Cost Amount Discount Amt Amount ‘After Discount Amount Status.
N 1 100 094XX YEAR 3 5W G 3 TOTAL 0 78040155 0.00 0.00 0.00 0.00 000 O
5] z‘ 1m| 054XX ‘vy\n 3SERVICES |8 ‘ 2 |muL ‘ ‘ o] 1726502 17128502 0.00] 171,265.02 0.00 171,:55.01‘0 ‘
« >
Receipts | Vendorlobor | Vendor Expense Reports

e Click approved® and then Click Save*
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o Tip for submittal

o If not billing for all line items; there will be a warning error prior to submission letting you
know that not all line items have been billed. This warning will delete lines not being billed.
Click Ok to Continue.

o If billing for a Service with a (0) Quantity, you will get a warning error prior to the submission
indicating that you have not entered a quantity against the line item being billed. This is ok if
your PO has (0) that is autoloaded from the PO lines. Click Ok to Continue.

e Below confirmation message will appear confirming invoice has been officially submitted to
Nightwing.

Message(s)

Editing an Invoice (when still in a pending status)

o Step 1: Click Magnifying glass to find the PO Number that the invoice is being submitted against

Manage Invoices u\ pelete | attach v | O 10f1New | Find [auey v) (@=m] -~ OX
= Autoload
PO Number* a Jrises a Change Order PO Type
Trans Currency UsD Terms Shipment Number Q) Vendor Address
Invsice
Number Date* 12/03/2025 O Invoice Control No
Amount Amount Paid Payment Stafus Pending
Tnvoice Approvals_ Detail
payer Approval Supplier Approval
Approved Approved
Approver Approver
Date/Time Date/Time
Notes Notes
Timesheet Informotion | Expense Information | Timesheet Bxciusions.  ( { More |
Invoice Lines m\ copy v (o@) -
March| March Inv
Invaice Line POLine Item Trem Rev Wisc Type Description Line Type Work Assignment ChargeLine  Typs | Option Avbrev
< >
Receiprs | VendorLabor | Vendor Expense Reports (3 More )

e Step 2: Select applicable Purchase Order
Manoge Tnvoices E) (o) (o v] O 4 reramem : (Fa  )(owo v) -ox

I (Autoload )
— Autoload
PO Number* [ al  Riser Q Change Order PO Type L ]
Trans Currency Lookup query v| — QX !
= PO Rel ‘Vendar Order Dare PO Toral Amount Change Order RMA Customer
-0003437 0 V99999999999 03/09/2026 14,832.00 0 |
Invsica
Number
Amount /
Invoice Approvals | Details
Payer Approval Supplier Approval
Approved Approved - Release fo NW for processing and payment
op! P g and payr
Approver E ) Approver [ )
I — ourertine [ —

Notes ] Notes

S U —
Invoice Lines [ [ o@ -
i
ey

) sovscatina| P0 e nem Tnmin i yee Desrion e et | e v
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e I P |
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Step 3: Uncheck the Supplier Approved box

[ ]
Manage Invoices m ( e attach v | 0 10f 4 Existing » > Find aery v| (@] —OX
PO-0003437 @]  Riser ° [ ° 0 PO Type Purchase Order
usp Terms NET 30 Vendor Address 1234 Demo Lane
Suite 1D
DemoTown, VA, 11111 USA
Invaice
Numbe TTTTITT Date* 03/11/2026 Invoice Control No 175646
Amount 1233  Amount Paid Payment Status Pending

“Creating a New Invoice”

Deleting an Invoice

Step 4: Edit as necessary and re-submit the invoice per the above instruction steps #4-#7 for

If you need to change a previously submitted invoice, you will need to delete the previous submission and
re-submit a new invoice

e Step 1: Click Magnifying glass to find the PO Number that the invoice is being submitted against

Manage Invoices u\ Delete |[ atiach v | O 10f 1 New [ Find [aey v| [@=] —OX
I
- — Autoload

| 7o number= a) Jrises ) Change Order ( PO Type

Trans Currency usD Terms ( | shipment Number ( Q] Vendor Address
Invoice

Number | Date [12/03/2025 B Invoice Control No ( )

Amount [ | Amount paid ( Fayment Status [Pending

Invoice Approvals | Details

Payer Approval

Approved
Approver

Date/Time

Notes

Timesheet Information

Supplier Approval
[approved
Approver
Date/Time

Notes

Invoice Lines

O

Match  Match

Chargeline  Type  Option

Invoice Line PO Line Item Item Ry Misc Type Description Line Type ‘Work Assignment
e Step 2: Select applicable Purchase Order
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o Step 3: Click Delete

2 costpoint (actors ~) (&~ [ H & NpTWTHG
L J
P —
@ | Manage Involces - R @=) -ox
8 e (Autowod |
re PO Humber * PO-000X4ST @ Fisec a L] Changs Ordar I — PO Type C ) o
0 Trans Currancy usa Terms Shipenent Number e
Suite 1D
DemoTown, VA, 11111 USA
d. P
Q Humbr oare @3a1/202_8) tnvcica contralne [ i78648)
g ||| Amouat 74338 ameunt peid | E—— Payment Status Pending |
s v osce s Detoils
‘ Payer Appraval Suppleer Appreval
Appraved [JApproved - Release fo Nw far processing and payment
Approver C 1] Approver C ]
Dotestime [ sateTime )
Notes | Hotes
Invoice Lines

s

e =)
o Step 4: Click Save

» costpoint

@ NIGHTWING W
fa Manage Invoices m arach v | [ 1« 4 1of1kxisting 1. b+ [ Query v -—ox
%N

’ Autoload
PO Number * PO-0003457 @] R+ a o Change order PO Type [Purchase Order \ Aufoloa
5 o
o || oty Torms GED B I — Ty e
o suite 1D
= DemaoTown, VA, 11111 USA
| invoice
Q Number TITIITT Date* 03/11/2026 O Invoice Contral No
B || Amount [ E— R R SR— LT Pending |
<> Invoice Approvals  Details
2
| payer approven . Suppiier Approval
() Approved [ Approved - Release to NW for processing and payment
Approver 0 ) Approver 0 )
Date/Time | — Date/Time I —
Notes | Notes

Timesheet Information | Expense Information

P—— T

Invoice Lines

.
B o) o ) :
= ‘_l_mu‘mmmn—p_-—u Torat Potine  Ordsred
Inveicsline  POLne  tem  IwmRev  MacType  Dwcripfion  LineType  WorkAmignment  Chorgeline  Type | Opfin  Atbrev  Quantiy | UntCost  EXAmoum®  CostAmount  DiscountAmt  Amount  AMer Discount Ameumt Siams  Quantity
1] 1jozm20 |- [ | Giant Mognet |G | [s | ToTaL | 1] 1236 1236 0.00 1236 0100} 12360 1200
5 =
Receiprs | VendorLabor | Vendor Expense Reporis
[ ]

Step 5: Re-submit the invoice per the above instructions for “Creating a New Invoice”
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Viewing Previously Attached Documents

o Step 1: Click Magnifying glass to find the PO Number that the invoice is being submitted against
Manage Invoices m O 1ofiNew = o - OX

‘Autoload
== om [ R Change order - ( ]
—_—

Trans Currency Terms [ shipment Number [ Q] Vendor Address ]
| Number [ Date* 12/05/2025 © Invoice Control No —
I Amount 77777 Amountraid | Payment Status
|| Invoice Approvals Details

payer Approval Supplier Approval

[ Approved [Japproved

Approver ( ) Approver ( )

Date/Time | Date/Time O/

Notes ] Notes ‘ ‘

Timesheet Information | Expense Information | Timesheer Exclusions
Invoice Lines \ Delete | \’Qnew v -

Match  Match Inv
Invoice Line POLine 1rem Trem Rev Misc Type Description Line Type ‘Work Assignment Chargeline | Type  Option Abbrev
< |

Recepts | Vendor Labor | Vendor xpens Repors
e Step 2: Select applicable Purchase Order

Lookup

e Step 3: Click “View Linked Content Files” from the Attach drop-down button

Manage Invoices ﬂ O « 4 10ftnew [} b 5 Find - Oox

> Attach

Autoload
- Po-0003437 @/ - inked Content
PO Number PO-0003437 L) Rise (] [} ‘Change Order o 0 View Linked Files [Purchase order ]
Trans Currancy Terms NET 30 Shipment Number 1234 Demo Lane
Suite 1D
DemoTown, VA, 11111 USA
Invoics
Number : Datre* 03/11/2026 O
||| Amount Amount Paid

Invaice Approvals | Details

Payer Appr Susplier Ap:
Approved [)Approved - Release 1o NW for processing and payment
Approver [ ] Approver C 1]
T S—) oate/Time [E—]

Notes ] Notes

S S )

(&)

Motch  Mah v
Tnwoice Line PO Line e Trem Rev Mise Typs Descriprion Line Typs Chorgeline  Tyos  Optien Abbrey

O S ——

o The “Linked Content Files” section will show at the bottom of the screen with

PORTAL-TUT-005 Page 12 V.1
11 March 2026



NIGHT\WING

e Step 4: Choose the attachment from the list shown and click the “View” button on the right to open

the attachment

-_
Manage Inveices > Linked Content Files ) (corr v ) (oot - ox
P Number 0 Release No: 0 ]
St ity
] cm1_1035 ‘lnvnlce Backup.doex ‘
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