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INTRODUCTION

The SCM & Expenditure Unit initiated a project to create an Online Portal for Suppliers to
submit invoices in relation to approved orders to ensure the timeous payments to
Suppliers. The “Online Invoice System” was introduced to address the following:
= Compliance with the Municipal Standard Chart of Accounts (MSCOA) Regulations
which required in terms of the Accounts Payable Sub-process for the municipality
to create a web portal for suppliers to enquire on payment status and
uploading/submitting of invoices.
= Compliance with Section 65(2)(e) of the Municipal Finance Management Act
(MFMA) No. 56 of 2003 which mandates thatthe Accounting Officer of a
Municipality must ensure all money owing by the municipality is paid within 30
days of receiving the relevant invoice or statement, unless otherwise prescribed
(14 days for SMME)

Inthe interim, an exception process has been created whereby Suppliers can still submit
their invoices to the respective Line Departments for them to upload the invoices. This
should only be done in exceptional circumstances where the Supplier is experiencing
issues uploading their invoices. This process is not recommended as it can still result in
delays in payment.

Note that Suppliers would need to be registered on the Municipality’s Supplier Database
to transact with the Municipality. Only approved orders or contracts will be displayed on
eThekwini Supplier Portal (ESP) for the Supplier to upload an invoice. Also, orders will not
appear on ESP if the Line Department has manually submitted the invoice on behalf of
the Supplier, this is to prevent duplicated invoices in the system. The Supplier should
follow up with the Line Department that issued the order or contract if the orders do not
appear on the ESP.
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PROCESS 1 - LOGGING ONTO THE ETHEKWINI SUPPLIER PORTAL

Step Action

1. To log into the eThekwini Supplier Portal, go to
https://ethekwinisupplierportl.durban.gov.za

~ Q  ethekwini supplier portal login - £ X + — (=] ®

< C an

www.bing.com/search? s c BFGMIDMgCiAXBFG

[ ] Q. ethekwini supplier portal login O =
AL & search vioeos copiLoT + MoRe
#8@®

durban.gov.za

Deep dive into ethekwini supplier...

Q) ethekwini supplier self service portal
you can reset it witl

supplier self service ethekwini
registration

Login Forgot Your Password
Sign in to access your Supplier Portal Premium Multipurpose Admin & Dashboar

me to the r Portal login te Reset Password Reset
© 9 © < “ Q) ethekwini vendor portal login
Register as a new user Ethekwini Eservices
1) A Supplier must use o these
- |:" L:msa: . = ) ethekwini municipality login
dentials (u: ne an
Resend Activation Link TLS Portal Qa ethekwini supplier portal contact
eThekwini - TLS Portal Any details
Q) ethekwini municipality supplier portal
Q) ethekwini jde system
1277d6a5635 Te3NzkzOThwM, hsh i 68af-2565-7587e76169... -

59
s 15°C Cloudy - = ) ENG

2026/

Step Action

2. Click the Sign In tab to sign in as a supplier.

~ | %% Home Page | Thekwini - Supplier X | _ = %

& C | & Notsecure 10.10.6.103:84

@ SUPPLIER PORTAL Feotures  FAGs

EThekwini Municipality
Supplier Portal

Suppliers are required to first register on the Central Supplier
Database (CSD) before registering on the eThekwi

in compliance with the Municipal Finance Management Act, No
56 of 2003, Reguiation 14 (1)a, the eThekwini Municipality hereby

Ludes ) [eass invites prospective suppliers of goods and services to apply to
be registered on its supplier dotabase.
Existing suppliers on the city's database are required to validate
their data and upload relevant documents.
Online verification g Document Uploads @ Realtime Opportunities
smpany’s details online, add Management of documentation that with us:Accredited Supplier &
additional inform: such as Contacts ennually expires, such as BBBEE ond Tax enders, and

and Addresses. cer

10.10.6.103:84/Account/Login

ﬂ O Type here to search ¥ =1 TR - &% 15°C Cloudy ~ (Z @ 1) ENG

2026/05/05
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Step Action
3. Read the Sign-in Instructions.

~ | % Login | eThekwini - Supplier Portal X | = _ - >
& © | A Notsecure 10.10.6.103:84/Account/Login Q 7= & - Mo

Instructions. ~

Welcome to the Supplier Portal login page. Please complete the login form to access your Supplier Portal profile:

« MAAA No. - enter your MAAA Number that you registered with,
« Password - enter your password that you registered with.

Check Junk Mailbox, Spam Folder or Quarantined Messages i you cannot find the emall in your inbox. Please request your Internet
Service Provider (ISP) to whitelist the @durban gov.za domain Lo ensure that you will be able to receive email communication
from the eThekwini Supplier Portal,

Please note that eThekwini Municipality officials do not have access to the Temporary passwords [ OTP system as this are
sncryptsd. You can reset your passwords and the OTP will be sent through to the official small on GSD and the celiphone number.
If these are incarrect you will need to update them on CSD,

Security Warning

1) A Supplier must use their own ( o g Supplier Portal.

2) Asuppl y natl h togh ipp! using

3) A supplier must protect their account with a strong not write whereit
accessible; not share it with anyone; nor may they reveal (statfor
telephonically, in an email response, or on a website.

4) A Supplier should not share their with taffor their even if

todoso. willnot be held for any breach of

5) A suppl change: they belleve that the account credentials have been
compromised.

L e b 2 M & 15°C Cloudy ~ 7 % q) ENG

H £ Type here to search

Step Action

4. To log into your supplier profile, enter your MAAA number “e.g. MAAA1234567
(NOTE: This is not a valid MAAA Number)” into the field.

~ % Login| eThekwini - Supplier Portal X | = - 8 X

& C A Notsecure 10.10.6.103:84/Account/Login

2) A suppliermay using

3) A Supplier must protect their account with a strong not write where it
accessible; not share it with anyone; nor may they reveal their to other (staffor
telephonically, inan email response, or on a website.

4) A supplier should not share their with taff or their
todoso. y of

5) A Suppl change they believe that the account credentials have been
compromised.

[CSD MAAA No. MAAAI23567

Password

F |
[ ettt

reCAPTCHA

8 Forgot your pos

8 Reset Password with security qu

Don't have an occount ?

& 15°C Cloudy ~ = ) ENG




([T

Step

Action

5.

Enter your password into the password field.

A YT ——

& © | A Notsecure 10.10.6.103:84/Account/Login

2) A suppl Y

3) A supplier must protect their account with a strong

where it

accessible; not share it with anyene; normay they reveal
telephenically, in an email response, or on a website.

(stattor

4) asupplier should not share th

i with

todosa. will not y of

5) A Suppl change
compromised.

they believe that the account credentials have been

CSD MAAA No. MAAAI234567

Password

I:‘ I'm not a robot

8 forg
ord with

your password?
urity questions

Don't have an account 2

& 15°C Cloudy

Action

6. Click on the I’m not a robot button to authenticate that you are a human to
continue.

™

eCAPTCHA

Privacy - Terms

I'm not a robot

~ | % Login | eThekwini - Supplier Portal X | =~ = = X

<& O | A Notsecure 10.10.6.103:84/Account/Login

2) A suppl y using

where it
(stattor

3) A Supplier must protect their account with a strong not write
accessible; not share it with anyone; nor may they reveal

telephonically, in an emall response, or on a website.

4) A supplier should not share their with
todoso.

will not be held y of

5) A Suppl change:
compromised.

they believe that the account credentials have been

CSD MAAA No. MAAAI234567

Password

Iy I'm not a robot

Don't have an occount ?

Cloudy
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Step Action
7. Select the images as instructed and click verify to continue.

VERIFY

~ @B =onin

X % Login | Thekwini - Supplier Portal X | -+ = a X

& & | A Notsecure 10.10.6.103:89/Account/Login Lao % v 8 - o

3) A Supplier must protect their account with a strong not write their where it
accessible; not share it with anyone; nor may they reveal (stattor
telephenically, in an email respense, of on @ website.

4) A supplier should not share their act representatives, even if
requested to do so. eThekwini Municip( Select all images with n.

5) A supplier should immediately chan traffic Ilghts
compromised.

lentials have been

CSD MAAA No.

Password

Step Action
8. Click on the Login button to login into your Supplier profile.

Login

~ | %% Login|eThekwini - Supplier Portal X = - — (=] *®
& C | A Notsecure 10.10.6.103:84/Account/Login a® v = & - Oox

2) A supplier may poi

3) A supplier must protect their account with a strong not write where it
accessible; not share it with anyone; nor may they reveal (statfor
telephonically, in an email response, oron a website.

4) A supplier should not tatfor their
todoso. will not be of

&) Asuppl
compromised.

CSD MAAA No. MAAAI234567

Password

~ Imnotarobot

Don't have an account 2

ﬂ A2 Type here to search

Step Action
9. End of Procedure.
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PROCESS 2 - VIEWING OPEN ORDERS AWAITING INVOICE SUBMISSION

Step Action

1. Click the Invoice & Statement Submission tab to enter.

% Dashbosd - Supplier Portal = |+

< & | A Notsecure 10.10.6.103:84/H

‘SUPPLIER PORTAL

Dashboard

Supplier Info

Profile

Change Password
016536 Settings
Suppiier Statuses

Tax st
P TnadalCta

Service of State

103:84/Invoice

£ Type here to search

10.1

£

Invoice & Statement
Submission

4@ 20°C Rain

= a >0

Dy chat

) o= @

RMSIEACSATAENMVINTDR OIGUIBNGN
BAAAO7ME344

=3 ) ENG

2026/

Step Action

2. Viewing Open Orders awaiting invoice submission. The supplier should follow up
with the Line Department that issued the order or contract if the orders do not
appear on the Online Invoice and Submission Statements Form.

~ | %% Online Invoicing - Invoice - Suppil X | @ =Online Services:

<& C | A Notsecure 10.10.6.103:89/Invoice

H - Profile Dashboard Acc

A= @

‘0

- (=] >

oy e

RVCMUSECE OPOTIXLEDOJ o
72AAM2AS0T1

@
=) 72AAM2AS071 - 012345671 Below is a list of open orders and contracts awaiting your Invoice submission.If Your Ord ppear below, please query
relevant Line Department
2
= Online Invoice & Statement Submission o
=]
= Filter by Directorate
All Directorates ~
Show| 10 | entries search:
Action OrderNo. Order Type Invoices Submitted Description Directorate
1665559 oL a Verge Cutting Cut | to 8 @Fischer Road CES-Parks, Rec
1665562 oL 3 Verge Cutting Cut | to 8 @Qadi Township CES-Parks, Rec
m 1715126 oL 3 CO-OPERATIVES CLEANINGJANUARY 2026,CO-OPERATIVES EDP-Tourism

10.10.6.103:89/Invoice#

E £ Type here to search "

CLEANINGFEBRUARY 2026,CO-OPERATIVES CLEANINGMARCH
2026,CO-OPERATIVES CLEANINGAPRIL 2026,CO-OPERATIVES

&) Colombia - Congo D...

7 = 49 ENG

Step Action

3. End of Procedure.
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MUNICIPALITY

PROCESS 3 - SUBMITTING AN INVOICE FOR AN OPEN ORDER

Step Action

1. Click the Invoice & Statement Submission Tab.

Enter =+

~ | %% Dashboard - Supplier Portal X (3 Newtsb x| + - (a] =
&« O | A Notseeure 10.10.6.103:81/Home/ d aQ A= @ - T cha

RVCMUSECE OPOTIXLEDOJ
SUPPLIER PORTAL file Dashboard Account Logo T2AAM2A5071

Dashboard

Suppiier info

Supplier Nome > tal Requests For Quotation Online invoice
OSRHIAEC ) i
NNAQNMSR LANNJL Profile Quotations

Invoice & Statement
UONGGCEP D ERSTTA Submission
CSD user
07M7A940A0A
cspin
F7DF793-61E8-CA4528~ Change Password
9161D-C1808561D84
Settings
46257831
Supplier Statuses
Tox Stotus
isanTNtoaxa nuStp ti-
mo

Busk

Not Blac

Service of State

4y 20°C Light rain

Step Action

2. You can either use the Filter by Directorate or Invoice Number search bar to easily
find your Invoice.

~ %% Online Invoicing - Invoice - Supp!' X | @ =Online Services: x| + = a b4
& C | A Notsecure 10.10.6.103:89/Invoice A= @ - o=
@  RVCMUSECE OPOTIXLEDOJ
= Profile Dashboard Account  Log off a 72AAM2A5071

®

Online invoice & Statement Submission

Filter by Directorate

o D

All Directarates v

Show 10 | entries

Search: | 1665558 x
Action *  order No. Order Type Invoices Submitted Description Directorate
Subrmit invoic 1665559 oL 4 Verge Cutting Cut 1 to 8 @Fischer Road CES-Parks, Rec
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Step Action

3. Click Submit Invoice to submit your invoice.

Subrmit Invoice

~ Address Book Inquiry - Bank Acco. X | [5) New tab X %% Online Invoicing - Invoice - Suppl X = = (s o
& & A Notsecure 10.10.6.103:89/Invoice ery=@ -~ oy chat

P RVCMUSECE OPOTIXLEDOJ
72AAM245071

Online Invoice & Statement Submission View Submitted invoices | View invoices Paid

Filter by Directorate

Al D

orates v

Show| 10 | entries search
Action *  OrderNo. Order Type Invoices Submitted Description Directorate
7583 W 1 THE INVESTIGATION DESIGN AND SUPERVISION FOR STORM TRG-Water

DAMAGE PR,THE INVESTIGATION,DESIGN AND SUPERVISION FOR
STORM DAMAGE PR,THE INVESTIGATION,DESIGN AND SUPERVISION
FOR STORM DAMAGE PR,THE INVESTIGATION,DESIGN AND
SUPERVISION FOR STORM DAMAGE PR, THE IN:

b i 1674015 o o professional services for thedesign and TRC-Water
s uction Professional services for thedesign and

construction

!

Submit Invoice 1674017 oL a Consulting services for designand construction TRC-Water
supervision,Gonsulting services for designand eonstruction
supervision

10.10.6.103:89/Invoice/Details?orderNo=16740158orderType=0L v

H £ Type here to search " v

Step Action
4. View Order Details.

% Online Invoicing - Invaice Capture X () #Online Service:: x| + — a 5

& G | A Notsecure 10.10.6.103:39/Invoice/Detail No=16655 rderType=0L A ) s

€  RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off a 72AAM2AS071
AR

Supplier MAAL. —d, you have selected to submit an invoice for Order Na.: 1665559-0L. I} 2026-06-2411:03:42
il oo e
Order No. 1665559
Order Type oL
Order Amount 153,373.12

Early settlement discount applies, letter will be attached. -

Earlv Settlement Discount

H £ Type here to search ¥ 8
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Step Action
5. To see the Order details, click on the expand button to view the order line details.

~ %% Online Invoicing - Inveice Capture X (@) =0nline Service:: x| + i a o

A Notsecure 10.10.6.103:89/Invoice/Detail No=16655 rderType=0L Ay ¢ @ - Mo

(7] RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account  Log off a 72AAM2A5071

< ©
vacrae

A

=]

Order No. 1665559

Order Type oL

Order Amount 153,373.12

Line No Item No Description

1 903841 Verge Cutting Cut | to 8 @Fischer Road

ﬂ £ Type here to search

Step Action
6. Capture Invoice Details.

~ | %% Online Invoicing - Invoice Capturs X | @ ::Online Services: x | + — a %

A Notsecure 10.10.6.103: 2/Detail -6 Type=0OL Ay 7= 8 o o

o RVCMUSECE OPOTIXLEDOJ
Profile Doshbeard Account  Log off a 72AAM2A5071

< C

Early Settlement Discount Early settlement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 0.00

VAT Amount 0.00

Total Amount Incl. VAT 0.00
Invoice Date yyyy/mm/dd =}
Invoice No.

Payment Ret.

On tha Supplier Partal Profils, you hove

Goods/Services Description

Page 9
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Step Action

7. You can select the early settlement discount tick box if you wish to provide an
early settlement discount for an earlier payment date. This can be left blank if
you do not wish to provide an early settlement discount.

Online Invoicing - Inveice Capture X @ ::Online Services: x | 4 - a 5

%
€« C A Notsecure 10.10.6.103: ails?orderNo=16655 rderType=0L A = & . Chat
=

o RVCMUSECE OPOTIXLEDOJ =
Profile Dashboard Account Log off a 72AAM2A5071
“%"

QOrder No. 1665569
Order Type oL
Order Amount 153,373.12

%Eurlv settiement discount applies, letter will be attached,

Early Settlement Discount

Total Invoice Amount (Excl. VAT) 0.00

VAT Amount 0.00

E A Type here to search "

NOTE

If you select the Early Settlement Discount option, it is mandatory to attach an early
settlement discount letter in the “Invoice Attachment section”.

~ %% Online Invoicing - Invoice Capture X () :0nline Services: x| + - a X

%
& O | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=16655 rderType=0L Ay v & o Mot

(7] RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off a 72AAM2A5071
| Invoice (Required) pdf.ipg.ipeg,.png | Browse | Single file

No documents avallable

supporting Documents pdf,jpg.jpeg.png [ Browse | You can select mutiple files

No documents available.

Early Settlement Discount Letter (Required) pdf,jpg,ipeg,png single file

No documents available

Evidence Documents (Required) peif.jpg.jpeg.png [ Browse | You can select multiple files

No documents available

statement (Required) pdf,jpg.jpeg.png | Browse | single file

No documents available. D

H £ Type here to search o e m & O J ~ 7 %0 0) ENG

Page 10




ETHEKWINI
MUNICIPALITY

Step Action
8. Enter the Total Invoice Amount (Excluding VAT).

v @ =Online Sevice: X | %% Online Invoicing - Invoice Capturs X | = a X

¢ (O | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=7583& Type=5W A g - & .. Chat
-

‘3 RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off ~ T2AAM2A5071
]

I Early Settiement Discount Early settlement discount applies, letter will be attached.

Total Inveice Amount (Excl. VAT) 0.00 ‘

VAT Amount 0.00

Total Amount Incl. VAT 0.00
Invoice Date yyyy/mm/dd
Invoice No.

Payment Ref.

Goods/Services Description

VAT Rea. No.

H £ Type here to search - z i L ’ y FTSE jse 40

Step Action

9. Capture the VAT Amount, which must reconcile to the VAT Amount on your
Invoice. NOTE: That this field is not automatically calculated due to Zero
Rated, Exempt and Non-Vatable items that may be included in the invoice.
The system will not allow you to capture a VAT Amount that exceeds 15% of
the Total Amount Excluding VAT.

~ @ Online Servicen: X % Online Invoicing - Invoice Captur= X - = a x
& G | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=7583&orderType=5W Ay v & o Mot

P RVCMUSECE OPOTIXLEDOJ
72AAM2AS0T

Profile Dashboard Account Log off

@

Gy settiement blscount Early settiement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 0.00

VAT Amount 0.00

Total Amount Incl. VAT 0.00

Invoice Date yyyy/mm/dd ®

Invoice No.

Payment Ref

Goods/Services Description

VAT Rea. No.

. " - e L 1128
H £ Type here to search . . & ] ? 7 B ) NG s
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NOTE

The VAT field will be greyed out and not permitted to capture VAT data if you are not VAT
registered.

~ @ 0nline Servi X % Online Invoicing - Invoice Captur= X - = a X

& | A Notsecure 10.10.5.103:8%Invoice

ails?orderNo=1665559&orderType=0L Ay v & o Mot

(7] RVCMUSECE OPOTIXLEDOJ
72AAM2AS0T

rofile  Dashboard Account  log off

Eariy Settiernent Discount Early settlement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 0.00

VAT Amount 0.00

Total Amount Incl. VAT 0.00
Invoice Date yyyy/mm/dd =]
Invoice No.

Payment Ret.

On ths Suppiier Fortol Profile, y

Goods/Services Description

ﬂ £ Type here to search .

Step Action

10. The Total Amount Including VAT will be calculated automatically.

~ @ uOniine Services: X % Oniine Invoicing - Inveice Capturs X = == = o %

A Not secure 10.10.6,103:39/Invoi

s?orderNo=7583&orderType=5W PR AR : 9(;,131

P RVCMUSECE OPOTIXLEDOJ
= Profile Dashboard Account log off £ 72AAM2A5071

« C
| Early Settlement Discount Early settlement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 10,000.00

VAT Amount 1500.00

Total Amount Incl. VAT 11,500.00

Inveice Date yyyy/mm/dd 5]
Invoice No.

Payment Ref.

On tha Supplier Portal Profile, you

Goods/Services Description

VAT Reg. No. By

H L Type here to search r
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Step Action

11. Enter the Invoice Date (your Invoice date cannot be greater than the current date)
and enter your Invoice Number. NOTE: These are mandatory fields

v~ @ =Online Services: X %% Online Invoicing - Invoice Capture X = = a X
& O | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=75838&orderType=5W Ay v & - ot
P RVCMUSECE OPOTIXLEDOJ
ESP = Profile  Dashboard Account Log off = 72AAM2AS0T1
P
Early Settlement Discount @ Early settlement discount applies, letter will be attached.
Total Invoice Amount (Excl. VAT) 10,000.00
VAT Amount 1,500.00
Placse considar oll VAT scanarios whe AT, viz. Standard Rated, Zare mpt, Non-vA atc
Total Amount Incl. VAT 1,500.00
Invoice Date yyyy/mm/dd [ =]
Invoice No.
Payment Ref.
t cl ymant R
Goods/Services Description
H £ Type here to search . i i L L e 2 € 25C Mostysunny A5 @A) e o By

Step Action

12. If your Supplier Portal profile was set up for a mandatory single or multiple
payment reference, then the Payment Reference field will appear, and it would
be mandatory to enter a reference. NOTE: this field will not appear if you have
selected the default payment reference on your supplier profile.

v @ w0nline Services X % Online Invoicing - Inveice Capturs X =+ = 3 %

& G | A Notsecure 10.10.6.103:8%Invoice/Details?orderNo=758380orderType=5W A @ - o

‘3 RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off - T2AAM2A5071
PR

Early Settlement Discount B Early settlement discount applies, letter will be attached.
Total Invoice Amount (Excl. VAT) 10,000.00
VAT Amount 1,500.00

Total Amount Incl. VAT 1,500.00
Invoice Date 2028/08/24 &
Invoice No. 56546845

Payment Ref.

Goods/Services Description

/O Type here to search

1227
2026/06/24

x . i & i A & 25°C Mostlysunny A 7z %@ ) ENG
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NOTE

The Payment Reference field will not appear if you have selected the default payment
reference on your supplier profile.

~ (@ =Online Servicen: X % Online Invoicing - Invoice Capture X - i a (e

& C | A Notseere 10.10.6.103:89/Invoice/Deta

ils?orderNo=1665559&orderType=0L Ay v @ - honat

7] RVCMUSECE OPOTIXLEDOJ
rofle Dashboard Account Log off ‘ 72AAM2AS5071

tallysetilementhiscount B Early settiement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 10,000.00

VAT Amount 0.00

Total Amount Incl. VAT 10,000.00
invoice Date 2026/08/24 =]

Invoice No. 56546845

Goods/Services Description

VAT Reg. No.

Bank Name

H £ Type here to search . v . Mostly sunny

Step Action
13. Enter the Description of the Goods or Services provided. NOTE: This field is

mandatory.
v @ wOnline Servi X % Online Invoicing - Invoice Capturs X = = = a x
& G | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=7583&orderType=5W Ay 8 o Mo
P RVCMUSECE OPOTIXLEDOJ
ESP = Profile Dashboard Account Llog off o T2AAM2A5071

Early Settlement Discount Early settiement discount applies, letter will be attached.

Total Invoice Amount (Excl. VAT) 10,000.00

VAT Amount 1,500.00

z Standard Rat

Total Amount Incl. VAT 1,500.00

Invoice Date 2026/06/24 5]
Invoice No. 56546845

Payment Ref BSG

Goods/Services Description

VAT Ran NA

H AL Type here to search "
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Step Action

14.

Enter the VAT Registration Number as it appears on the Invoice and if you are VAT
registered. NOTE: your VAT Number will be validated against your information
on CSD, if itis incorrect, you will either need to correct the invoice or update
your details on CSD. Your invoice will be rejected if the VAT Number that is
captured on the system differs to the VAT Number on the Invoice.

v (@ wOnline Servicen X % Online Invoicing - Inveice Capturs X | =} — a X
G | & Notsecure 10.10.6.103:89/Invoice/Details?orderNo=75838&0rderType=5W A @ o M ow

i

TR
Total Amount Incl. VAT
Invoice Date
Invaice No.

Payment Ret

Goods/Services Description

&j. RVCMUSECE OPOTIXLEDOJ
72AAM2AS071

1,500.00

2026/06/24 ]

56646845

THE INVESTIGATION,DESIGN AND SUPERVISION FOR STORM DAMAGE PR

VAT Reg. No.

Bank Name

Account Type

Account Number

ﬂ £ Type here to search "

-- Please select -~

-~ Please select --

N 7 W= Q) ENG

NOTE

The field will not allow you to input a value if you are not VAT registered.

v @ wOnline Services: X % Online lnvoicing - Invoice Capture X = = = a X
&« O | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=1665559&orderType=0L Ay = @ - o
© RVCMUSECE OPOTIXLEDOJ
profile nt  log off a 72AAM2A5071
RS

VAT Amount 0.00

Total Amount Incl. VAT 10,000.00

Invoice Date 2026/06/24 =]

Invoice No. 5467924

p Type here to search

Goods/Services Description

Verge Cutting Cut 1 to 8 @Fischer Road

VAT Reg. No.

B

Bank Name

Account Type

Account Number

-~ Please select --

-- Please select -

8 22 Partlysunny 4 Q) ENG

0060624 BB
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ETHEKWINI
MUNICIPALITY

Step Action

15. Enter the Bank Name as per your Invoice. NOTE: This information will be
validated on CSD, if itis incorrect please either update the Invoice or update
your details on CSD.

z == Please select == =
- % | % onine Ineicng 1 . -

ABSA BANK LIMITED
& G | A Notsecure 10.10.6.103:89/Invoice/Details?crderNo:

ABSA BANK LIMITED (MEEG BANK) Oy chat

ACCESS BANK (SOUTH AFRICA) LTD. oJ

" AFRICAN BANK

ALBARAKA BANK
BANK WINDHOEK
VAT Amount BANKZERD
BIDVEST BANK
BNP PARIBAS
Total Amount Incl. VAT CAPITEC BANK
CAPITEC BUSINESS BANK
Invoice Date CITIBANK N.A
DISCOVERY BANK
Invoice No. FINBOND MUTUAL BANK
FIRST NATIONAL BANK
Goods/services Description
FOREIGN BANKS
GRINDROD BANK

VAT Reg. No.
HABIB OVERSEAS BANK

HBZ BANK -
Bank Name - Pleas{)gelect —
Account Type -~ Please select —

Account Number

ﬂ £ Type here to search ¥ =] : ] | 20C Partysunny A Z = @) NG

12
2026/06/

Step Action

16. Enter the Account Type as per your Invoice. NOTE: This information will be
validated on CSD, if it is incorrect please either update the Invoice or update
your details on CSD.

v :Online Servicek: ® % Online Invoicing - Invoice Capture X [B) Address Book Inquiry - Bank Acco. X | = i =] x

& G | & Notsecure 10.10.6,103:89/Invoice/Details7orderNo=16655598torderType=0L Ay 8 o Mo

(7] RVCMUSECE OPOTIXLEDOJ e
= - Profila A t logoff a 72AAM2A5071
IR

VAT Amount 0.00
Plagss consider all VAT o s when calulating VAT; viz Standard Reted, Z8 smpt, Non-VATabla, ate

Total Amount Incl. VAT 10,00000
Invoice Date 2026/06/24 5]
Invoice No. 5467924

== Please select -~
Goods/Services Description Bonds AcEoiints

Current Accounts

.

VaTied: No: International Account

Savings Accounts

Subscription Share Accounts
Bank Name

Transmission Accounts
Account Type - Pleose sqlect
Account Number

H AL Type here to search " 2 C Partly sunny A = ) ENG




ETHEKWINI
MUNICIPALITY

Step Action

17.

Enter the Account Number as per your Invoice. NOTE: This information will be
validated on CSD, if it is incorrect please either update the Invoice or update
your details on CSD.

~ (@D =Online Service: X % Online Invoicing - Invoice Capturs X Address Book Inquiry - Bank Acce. X | - = a x
& C | A Nots 10.10.6. e/Ds =166555 ferType=0OL A= 8 Oy chat

ﬁ H

VAT Amount
Total Amount Incl. VAT
Invoice Date

Invoice No.

Goods/services Description

Profile  Dashboard Account

(7] RVCMUSECE OPOTIXLEDOJ =
Log off a T2AAM2A5071

1, Zare Reto . Mo bla, ot

10,000.00
2026/08/24 =]
5467924

Verge Cutting Cut 1 to 8 @Fischer Road

Regiss

FIRST NATIONAL BANK

Current Accounts

VAT Reg. No.
Bank Name
Account Type
Account Number
ﬂ £ Type here to search o

B2 24°C Partly sunny

7 = D) NG

Step Action

18.

Capture Delivery Note information by selecting the Add Delivery Note button. You
will not be able to capture your Delivery Note Information if your Delivery Note
date is beyond the current date and time. NOTE: Contract Orders (Order type 1A
to 7Z) do not require any Delivery Note Information.

Add Delivery Note

+Online Service:: X

v @
« G

% Online Invoicing - Invoice Capture X = _ a %

0y chat

A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=1665559&orderType=0L

(7]
Profile Dashboard Account Log off a

A @

RVCMUSECE OPOTIXLEDOJ
72AAM2A5071

supporting Documents .pdf.jpa.jpeg.png [ Browse | You can select multiple files

No documents available

Early Settlement Discount Letter (Required) .pdf.jpg.ipeg.png [ Browse | single file

No documents available.

6:05
2026/06/24 B

I = :
Invoice (Required) .pdf,jpg.jpeg.png [ Browse | single file
No documents available

@ 24°C Mostly sunny

7 4 q)) ENG

ﬂ O Type here to search .




ETHEKWINI
MUNICIPALITY

Step Action

19. Enter Delivery Note Information that includes (Delivery Date, Delivery Time,
Delivery Note Number and Received By.

v @ :Online Service:: X % Online Invoicing - Invoice Capture X = - (s} b4

& (| A Notsecwre 10.10.6.103:89/Invoice/Details?orderNo=1665559&orderType=0L A )= @ - £ chat

(7] RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off a 72AAM2A5071

Delivery Date Delivery Time Delivery Note Number Received By

wimmies 8| (== © T

Attachment

Delivery Note Attachment (Required) pdf,jpg.jpeg.png | Browse | Single file

No documents available

Add Delivery Note

Invoice (Required) pdf.jpg.ipeg.png | Browse | Single file

No documents available

H £ Type here to search .

Step Action
20. Click Browse to add Delivery Note Attachment (Required)

v @ :Online Service: X %% Online Invoicing - Invoice Capturs X =

= a x
€& (& | A Notsecure 10.10.6.103:89/Invoice/Details?orderNo=1665559&orderType=0L A o= : Q Chat
@ RVCMUSECE OPOTIXLEDOJ
= Profile Dashboard Account Leg off = 72AAM2A5071
Delivery Date Delivery Time Delivery Note Number Received By
il o] [ © ]
Attachment

Delivery Note Attachment (Required) .pdf.ipg.ipeg.png % single file

No documents available.

Add Delivery Note

Invoice (Required) .pdf.jpg.jpeg.png | Browse | Single file

No documents available.

H £ Type here to search ,’
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Step Action
21. Click open to Add Delivery Note Attachment.

Open

€ open x -
« Desktop » onlicei D ts Search onlice invoice Docum..
T esktop > onlice invoice Documen v ®| | Search nlice invoice Docum.. P A @ - o
Organize v Newfolder BE- @ @
@  RVCMUSECE OPOTIXLEDOJ
& OneDiive - cThek Contract Retention Release Document @ 2 72AAM2A5071
Delivery Note @
@ OneDrive - Persor Early Settlement Discount Letter [}
0 This PC Evidence Documents @
B 30 Objects [# tnvoice (=]
Statements @
I Desktop
= [#) Supporting Documents (o]
% Documents
& Downloads Note Number Received By
b music
= v v —
B Videos
4 Local Disk ()
v
File name: [Delivery Note | [Custom files v
Upload from mokile | cancal

Invoice (Required) .pdf.jpg.jpeg.png | Browse | Single file

No documents available.

I

H A Type here to search > 5

Step Action

22. You can also add multiple Delivery Notes.

v @ =Online Service:: X % Online Invoicing - Invoice Capture X - = (=] *
@]

A Notsecure 10.10.6.103:89/Invoice/Detail No=16655 rderType=0L Ay s 8 - o

& RVCMUSECE OPOTIXLEDOJ
Profie  Dashboard Account Log off a 72AAM2A5071

Delivery Date Delivery Time Delivery Note Number Received By

2026/06/24 B 08:00 © 725794{ Bonga

Attachment

Delivery Note attachment (Required) .pdf.jpg.jpeg.png | Browse | single file

Delivery Notepdf [ Delete |

Add Del\veury Note

“«
I Account Number 4084304903

ﬂ £ Type here to search I~ i




ETHEKWINI
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Step Action

23. Order types for a Contract Order go from 1A To 7Z and in a Contract Order there is
no Delivery Note Information required.

~ @ wOnline Service:: X %% Online Invoicing - Invoice Capture X = a X
C | A Notsecure 10.10.6.103:89/Invoice/Details?arderNo=75838&ocrderType=5W A @ 0 chat

P RVCMUSECE OPOTIXLEDOJ
Profile Dashboard Account Log off - 72AAM2AS5071

Invoice (Required) .pdf.jpg.jpeg.png [ Browse | Single file

No documents available.

supporting Documents .pdf.jpg.jpeg.png [ Browse | You can select multiple files
No documents available.

Early Settiement Discount Letter pdf,jpg.jpeg,png [ Browse | Single file

No documents available:

}J Type here to search

Step Action

24. Attach the required documentation. NOTE: Where “Required” is displayed, it is
mandatory to attach the document.

| %% Online Invoicing - Invoice Capture X | @) :Online Services: x| + = a X
& (| A Notsecure 10.10.6.103:81/Invoice/Details?orderNo=14984028&orderType=ON QA= - Ty chat

P GGNNRUSIMIACATEBD MISRATNEINOV
Log off ! 70MBAAAS3IAA

Invoice (Required) pdfjpg.jpeg.png single file
Mo documents available.
supporting Dacuments pdf,jpg.jpeg.png You can Jltiple files
No documents ovailable.
Early Settlement Discount Letter (Required) pdl,jpa.jpeg.png single file
No documents availoble.
Evidence Documents (Required) pdf.jpg.jpeg png su can select multiple files
Mo doct available.
statement (Required) pdl.jpg.jpeg.png le file
No documents ovailabie
. -

H £ Type here to search .

ofile Dashboard




ETHEKWINI
MUNICIPALITY

Step Action
25. Click Browse Invoice (Required).

N (@ =Online Servicer

% %% Online Invoicing - Invoice Captur. X =+ =

& (O | A Notsecure 10,106.103:84/Invoice/Details?orderNo=101248080rde  Type=0F FANE B T I /)

PMSUTEOBDEA RMRTIR TRIIES
ESP = profile Dashboard Account Log off a JMBABE0AI2ZA
R

Invoice (Required) _pdf.ipg.ipeg.png 'smgle file
No documents available. 0

Delivery Notes (Required) pdf.jpg.jpeg.png | Browse | You can select muttiple files

No documents available.

Supporting Documents pdf,jpg.ipeg.png [ Browse | You can select multiple files

No documents available.

Early Settiernent Discount Letter pdf,.jpg.ipeg.png [ Browse | Single file

No documents available.

Gontract Retention Release Document .pdf.jpg.Jpeg.png | Browse | Singl

b 2 s e 1647
ﬂ 2 Type here to search N o & ] ¢ Sins iy o B dx NG s TR

Step Action
26. Click open to Add Invoice Attachment

Open

& Open x - o X
< v 4 || « Desktop > onlice invaice Documents vo P . <
A d @ o
Organize ~  Mewfolder is |
E @ a PMSUTEOBDEA RMRTIR TRIIES
A
[P R elivery Note @ c 7MGAGE0AI2A
[#) Early Settlement Discount Letter &
& mispC [#) Evidence Documents @
8 30 Objects ) voice )
B #pple iPhone Statements (] ©
I Desktop [%) Supporting Documents (]
|Z| Documents
- Downloads
D Music
] Pictures
B videos
%5 Local Disk (C:)
. Arao i
File name: Invoice | | custom fites v
Seissdtom e ==
invoice (Required) pdf.jpg.ipeg.png single file
No documents available
Delivery Notes (Requirad) pdf.jpg.jpeg.png [ Browse | Yo multipls files
No documents available
Supporting Documents pdf,jpg,jpeg.png | Browse | You can select multiple files
No documents available. -

30°C Sunny

ﬂ £ Type here to search i



ETHEKWINI
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Step Action

27. Click Browse Supporting Documents.

~ %% Online Invoicing - Invoice Capture X (111 0nline Serice x| + - a X

& C | A Notseare 10.10.5.103:31/Invoice/Details?o

4984028&0rderType=ON QA @ o o

E) GGNNRUSIMIACATEBD MISRATNEINOV

Profile TOMBAAASIAA

1shboard

Invoice (Required) pdf.jpg.jpea.png

Invoicepdl [ Delete

Supporting Docurments pdr,jpg joea.pn Jrou can select multiple files

Mo documents avallable.

Early Settlement Discount Letter (Required) pdf.jpa.jpeg.png  [Browse]| Single file

Mo documents available

Evidence Documents (Required) .pdfipgpeg.png [Browse| You can select multiple files

No documents ovailable.

Statement (Required) pdf.jpg.jpeg.png [ Browse | Si

No documents available:

. 1507
H £ Type here to search E - ) ; °C Mostly sunny NG nsne

Step Action

28. Click open to Add Supporting Documents attachment.
Open

€ Open X = 9
4 || « Desktop > onlice invoice Documents v || | Search onlice invoice Docum.. £ = o
¥ QA =@ - Mo
Organize *  New folder - (2]
P GGNNRUSIMIACATEBD MISRATNEINOV
& Oneiie - EThila Contract Retention Release Document @ TOMB4AAS34A
Delivery Note ®
@ OneDrive - Persor [2) Early Settlement Discount Letter @
3D Objects @
@
Deskto
= E [& Supporting Dacuments ®
[2 Documents
§ Downloads
D Music
=] Pictures
B videos
2 Local Disk (€3
File name: | Supporting Documents | | Custom files v
Upload from mobile Cancel

Evidence Documents (Required)  pdf.jpg.jpeg.png  [Browse | Youc

elect multiple files

Stotement (Required) pef, jpg,.jpeg,png  [Browse | si

No documents ovallable

H L Type here ta search . 3




ETHEKWINI
MUNICIPALITY

Step Action

29. Click Browse Early Settlements Discount Letter (Required). NOTE: the Early
Settlement Discount Letter becomes a mandatory field only if you have
ticked the Early settlement discount box above.

x | + - (s} x

a s @ - Byoax

| % Online ivoicing - Inviies Capiure X

< G | & Notsecure 10.10.6.103:81/Invoi 1498402&0rderTyp:

P GGNNRUSIMIACATEED MISRATNEINOV
= u i . TOMBAAASIAA

Inveice (Required) peif,jpg.jpeg.png

invoicepdl [Delete

Supporting Documents pdf,jpg.jpeg.png You can select multiple files

Early Settlement Discount Letter (Required) pdl.jpg.jpeg. png

Evidence Documents (Required) pdi.jpg.jpeg.png  [Browse| You can select multiple fles

Statement ( pet,jpg.peg.png single file

N docur

ﬂ £ Type here to search o . @ Thunderstorm watch

Step Action
30. Click Open to Add Early Settlements Discount Letter (Required).

Open

@ Open = = o
A ||« Desktop > onlice inveice Documents ~ & | Search onlice invoice Docum.. R = U
Q Al & o Mo
Organize ~ Mew folder Er (2]
P GGNNRUSIMIACATEBD MISRATNEINOV
@ OneDiive - eThek, ontract Retention Release Document @ - TOMB4AABIAA
elivery Note @
& OrieDiive - Persor Early Settlement Discount Letter @
¥ 3D Objects @
@
Deskto)
- E [#) Supporting Decuments @
[£] Documents
- Downloads
b wusic
=] Pictures.
B videos
‘i Local Disk (C:)
File name: | Early Settlement Discount Letter ~| | custom fites -
Upload from mobile Open | Cancel

Evidence Documents (Required) pdf.jpg.jpeg.png [Browse ] You c: ct multiple files

it ents available.

Statement (Required) pdf.jpg.ipeg.prg

No docur

ﬂ 2 Type here to search o Thunderstorm adv




ETHEKWINI
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Step Action
31. Click Browse Evidence Documents (Required).

~ % Online Invoicing - Invaice Capture X Online Senvicas: x| + - 8 x
& C | & Notsecure 10.10.6.103:81/Invoice/DetailsTorderNo=14984028w0rderType=0ON QAT =g o Do

P GGNNRUSIMIACATEBD MISRATNEINOV
o TOMB4AAS34A

Profile  Deshboard

Invoicepdf
Supporting Documents pdf.ipg.jpeg.png ect multiple files
Early Settlement Discount Letter (Required) pdf.jpg.jpeg. png single file
Early Settlement Discount tetterpdi
Evidence Documents (Required) .pdf.pg.jpeg.png select multiple files
No docur available
Statement (Required) .pdf jpg.jpeg.png single file
No documents ovailable
H AL Type here to search ~

Step Action
32. Click Open to Add Evidence Documents (Required).

Cpen

© open x — &
< Desktop > onlice invoice Documents v Search onlice invoice Docum... =
+ , (3 ) a A= @ o e
Organize = New folder o @
P GGNNRUSIMIACATEBD MISRATNEINOV
& OneDrive - eThek ontract Retention Release Document © TOMB4AABIAA
elivery Note (]
& OrieDive: Persor arly Settlement Discount Letter @
[ This PC [# Evidence Documents @
B 3D Objects g
Deskt
. ety [® Supporting Dacuments @
& Documents
& Downloads
b Music
[&=] Pictures
B videos
‘e Local Disk (C)
File name: | Evidence Documents ~| | Custom fites -
Upload from mobile Cancel

s available

Statement (Required) .pdf jpg.ipeg.png single file

No documents ovailable.
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Step Action
32. Click Browse Statement (Required).

~ | % Online Invoicing - Invoice Capture X | (£ 4Dnline Ser x| + - a X
€& G | A Notsecure 10.10.6.103:81/Invoice/Details?orderNo=1498402&orderType=ON aQ Ay 8 - Mo

P GGNNRUSIMIACATEBD MISRATNEINOV
Log off . TOMB4AAIIAA

Dashboard

Invoice.pdl
Supporting Documents .pdfjpg.jpeg.png elect multiple files
Early Settlement Discount Letter (Required) pdljpg.jpeg.png single file
Early Settlement Discount Letter,pdl
Evidence Documents (Required) pdf,jpg.jpeg.png You can select multiple files
Evidence Documents pdf
statement (Required) .pdf.jpg,jpeg.png single file
HNo documents ovailable.

£ Type here to search v 5

yp! e o

Step Action
34. Click Open to Statements (Required).

Open

€ open X - u] X
4 | « Desktop » onlice invoice Documents v @] | Search onlice invoice Docum... A e ® - O
Organize + New folder i |
B @ EPBIMIR EARSREOSTIUDTMRT
& OreDiive - Peiscr Contract Retention Release Document @ a BAABIBA072M
[£) Delivery Note @
I his PC (5] Early Settlement Discount Letter @
i 3D Objects [#) Evidence Documents @
B AppleiPhone [ Inveice @
[ Deskiop Statements @
Pe— Supporting Documents @
& Downloads
b Music
[&=] Pictures
B Videos
Local Disk (C:)
P o
File name: | Statements v\ Custom files | fitiple files
| Upload from mobile Open |  Cancel

| —

statement (Required) pdf,jpg.jpeg.png

single file

No documents avallable

€ 30c Sunny A g7z 3 dx ENG




ETHEKWINI
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Step Action

35. NOTE: If you did not attach one of the required Documents, you will not be
able to submit your invoice and you will receive a warning.

[k

X %% Online Invoicing - Invoice Capture X |

& | A Notsecure 10.10.6,103:39/Invoice/Detail 7 rderType=5W Arys @ - Boa

Warning

» Please upload all relevant documents (inveice, delivery note if
required, evidence, statement)
* Please upload an early settlement discount letter.

H P Type here to search

Step Action

36. Invoice Submission Confirmation, you need to read through all the different
clauses here to ensure all the information is correct, to avoid your invoice being
rejected.

v % Online Invoicing - Invoice Capture X = 4

- 8 x
& C | A Notsecure 10.10.6.103:39/Invoice/Detail 7! rderType=5W QAL =8 - Mo
P RVCMUSECE OPOTIXLEDOJ
= profile  Dashboard  Account  Log off o 72AAM2A5071

1 confirm that the following has been complied with:

1. The Supplier name & physical address on the invoice is as per information National Treasury's Central Supplier Database (CSD).
2. The invoice is addressed to eThekwini Municipality

3. The invoice number & invoice date is included on the invoice

4.The Supplier & eThekwini VAT registration number is included on the invoice; where applicable.
5. The description of goods or services supplied is correctly displayed in the invoice

8. The invoice amounts (Excluding VAT, VAT & Including VAT) are correctly displayed on the invoice
7. TAX INVOICE s clearly displayed in prominent place on the invoice

8. The bank account detalls on the invoice is as per CSD preferred bank aceount fer the Supplier
9.1f applicable, the early settlement discount letter has been attached

(7] thereby certify that the above s true and correct ta the best of my knowledge.
Back 1o List
© 2026 - EThekwini Municipality Supplier Portal

H L Type here to search +¥ ¥




ETHEKWINI
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Step Action

37. Once you have verified everything is correct, click the verification box to submit.

~ (£ =Online Servicen X % Online Invoicing - Invoice Captur: X =

& (O A Notsecure 10.10,6.103:84/Invoice/Details?orderNo=1012480&orde  Type=0P A =@ - O

EPBIMIR EARSREOSTIUDTMRT
a 6AAGIEA0T2M

I confirm that the following has been complied with:
1. The Supplier name & physical address on the invoice is as per information National Treasury’s Central Supplier Database (€SD).
The invoice is addressed to eThekwini Municipality
The invoice number & invoice date is included en the invoice:
The Supplier & eThekwini VAT registration number is included on the invoice, where applicable.
The description of goods or services supplied is correctly displayed in the invoice
The invoice amounts (Excluding VAT, VAT & Including VAT) are correctly displayed on the invoice
TAX INVOICE is clearly displayed in prominent place on the invoice

The bank account details on the invoice is as per CSD preferred bank account for the Supplier

R I I B S

it applicable, the early settlement discount letter has been attached

| I hereby certify that the above is true and correct to the best of my knowledge.

@ )
Back to List

© 2026 - EThekwini Municipality Supplier Portal

= . ; _
H 2 Type here to search i 5 ] ¢ - B 2 NG om0,

Step Action
38. Click Submit.

Online Invaicing - Invaice Capture X Address Book Inquiry - Bank Acco. X | - - a8 x

Dt @ e o

& C | A Notsecure 10.10.6.103:89/Invoic

Details?orderNo=7583&orderType=5W

P RVCMUSECE OPOTIXLEDOS
off T2AAM2ZABOT

I confirm that the fallowing hos been complied with:

1. The Supplier name & physical address on the invoice is as per information National Treasury’s Central Supplier Database (CSD).
2. The invoice is addressed to eThekwini Municipality

3. The invoice number & invoice date is included on the invoice

4.The Supplier & eThekwini VAT registration number is included on the invoice, where applicable.

5. The deseription of geods or services supplied is correctly displayed in the invoice

6. The invoice amounts (Excluding VAT, VAT & Including VAT) are correctly displayed on the invoice
7. TAX INVOICE is clearly displayed in prominent place on the invoice

8. The bank account details on the invoice is as per CSD preferred bank aceount for the Supplier
9.1f applicable, the early settiement discount letter has been attached

[ | hereby certify that the above s true ond correct to the best of my knowledge.
Back to List
© 2026 - EThekwini Municipality Supplier Pertal

H A Type here to search o . 5 Temps to drop

ashboard
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Step Action
39. Submission Notification. Your Invoice is only submitted if you receive the

successfully submitted notification.

~v (@ =Online Service: X % Online Invoicing - Invoice - Suppl X -

& | A Notsecure 10.10.5.103:8%Invoice

Dear supplier MAAAI234567 vour Invoice for 1665559-0L has
been illy Submitted. 2026 2416:20:13.58

ﬂ £ Type here to search

NOTE
Ensure all your details captured are as per the Invoice attached to prevent your invoice

being rejected.

Step | Action
40. End of Procedure.

Page 28
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PROCESS 4 - VIEWING SUBMITTED INVOICES AND THEIR STATUS

Step Action
1. Click the Invoice & Statement Submission Tab.

~ Address Book Inquiry - Bank Acco. X | (5 Newtsb X | % Dashboard - Supplier Portal x 4+ - a &
< & | A Notsecure 10.10.6.103:89/Home/Dashboard a Ay = @ - ok

P RVCMUSECE OPOTIXLEDOJ
Log off B T2AAM2AS071

DASHBOARD

Supplier Portal Requests For Quotation Online Inveice
Profile Quotations Invoice & Statement

Submission

Change Password

Settings

. ini Municipality Supplier Portal
10.10.6.103:89/Invoice

ﬂ £ Type here to search . 25°C Sunny

Step Action
2. Click Submitted Invoice to view your submitted Invoice.

View Submitted invoices

v Address Book Inquiry - Bank Acco: X | (5 New tsb X | %% Online Invoicing - Invoice - Suppl X | =+ = o 6
& C | A Notsecurs 10.10.6.103:89/Invoice QA Y-8 - Mo
P RVCMUSECE OPOTIXLEDOS
= i 5 T2AAM2A5071

Supplier MAAAD704970 - 30867154!Below is a st of o
Department

Online Invoice & Statement Submission View Invoices Paid

Filter by Directorate

orders and contracts awaiting your invoice submissionlf Your Order/Contract does not appedr below, pledase query with the relevant Line

0 ©

o D

All Directorates ~
show 1o |entries search
Action ©  OrderNo. Order Type Invoices Submitted Description Directorate
7583 5w 1 THE INVESTIGATIONDESIGN AND SUPERVISION FOR STORM TRC-Water

DAMAGE PR, THE INVESTIGATION,DESIGN AND SUPERVISION FOR
STORM DAMAGE PR THE INVESTIGATION,DESIGN AND SUPERVISION
FOR STORM DAMAGE PR.THE INVESTIGATION, DESIGN AND
SUPERVISION FOR STORM DAMAGE PR,THE IN..

bR os 1674015 o o Professional services for thedesign and TRC-Water

construetion Professional services for thedesign and
construction

= ﬁ 1674017 oL o Consulting services for designand construction TRC-Water
10.10.6.103:89/Inveice/Submitted supervision Consulting services for designand construction Y

H £ Type here to search x 2 . £ & 25°C sunny




ETHEKWINI
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Step Action

3. Find the Invoice that you want to view, using the different search options and
select the View button.

%% Online Invoicing - Submitted Inve: X (B Address Book Inquiry - Bank Acco X | @ = x| + = a X
& C | & Notsecure 10.10.6.103:81/Invoice/Submitted QAN @ Ly Je
P NOR NISAM ESETNGIVIIRUATNMCBADG %

SUPPLIER PORTAL = Profile Dashboard Account  Log off . A43AMATBA340

{@& Dashboard

B suppller Info Supplier MAAAI234867 - 123456 — submitted invoices

NGEEAINDMEAMN Submitted Invoices

CSD User
AS74ABMA3AD

Filter by Status

DFS89B05CA3449FFC— ~
E9DBF2221291C
show| 10 | entries search:
_ Action ©  status Submission Invoice No. Order No. ‘order Type Description
£ supplierStatuses @
Invoice Submitted Online Subrvission 56546845 1498402 ON 50 Boxes of C
Tox Status
loaxTimpna Ct
Invoice Submitted Online submission INVI23456A 1498402 onN Goods and St
Busine: atus
In Busine:
Edit f Ra-submit m Invoice Submitted online subrr INV20260504 1483698 oL Goods and St
Blackii us
Not Blockiisted
Invoice Submitted 1738697 1738697 oN
Sorvies ot stote S (i

No

s VAT Vendor
10.10.6.103:81/Invoice/D:

ﬂ £ Type here to search "

Type=ON&dnvoi false

Step Action

4. Once selected, you will only be able to view the details of the invoice, no
amendments can be made on this screen.

~ | %% Online Invoicing - Invaice Capture X

2] L - a X

Online Service

& O | A Notsecure 10.10.5.103:81/Invoic

)17 &orderType:

IL&invoiceNo=INV

a ANy =8 - Myom

? RVCMUSECE OPOTIXLEDOJ
- 72aAM2A807

Profile  Doshboard

Supplier 04707AAMSAQ, you have selected to sub

an invoice for Order No.: 1674017-0L 2026-05-13165:46:17

o 0 B
&

Order No. 1874017

o D

Order Type oL

Order Amount 4,500,000.00

Early Settiement Discount

Total Invoice Amount (Excl. VAT)

H £ Type here to search .

0.00

ZAR/AUD

f0 gx ENG

1546
2026/05/13 E7
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Step Action
5. Click the Back to the list button to go back to the landing page.

v B :Online Senvice x

%% Dashboard - Supplier Portal X | %% Online Invoicing - Invoice Capture X | == = a %

= 8 o Mo

SWe&invoi

« c

53 RVCMUSECE OPOTIXLEDOJ
T2AAM2AE07

I confirm that the following has been complied with:
1. The Supplier name & physical address on the invoice is as per information National Treasury's Central Supplier Database (CSD)
2 The invoice is addressed to eThekwini Municipality
3. The invoice number & invoice date is included on the invoice

4. The Supplier & eThekwini VAT registration number is included on the inveice, where applicable.

@

The description of goods or services supplied is correctly displayed in the invoice

6. The invoice amounts (Excluding VAT, VAT & Including VAT) are correctly displayed on the invoice

. TAX INVOICE is clearly displayed in prominent place on the invoice
8. The bank account details on the invoice is as per GSD preferred bank account for the Supplier

9.1f applicable, the early settlement discount letter has been attached

- EThekwini Municipality Supplier Portal

10.10.6.103:89/Invoice/Submitted -

H L Type here to search o Z P = J3) ENG

Step Action

6. This is the landing page from viewing the Invoices submitted. Supplier can view
the status of their invoice on this page.

v @ :Online Service:: X % Online Invoicing - Submitted Ive: X | = =] X

C | A Notsecure 10.10.6.103:85/Invoice/Submitted AR A g &c,ﬁg

@  RVCMUSECE OPOTIXLEDOJ

SUPPLIER PORTAL = Account  Log off & 72RAM2A5071

e

B
Dashboard
Supplier info Supplier 7Z2ZAAM2A5071 - 01234567 — submitted invoices.
Supplier Name L
RVCMUSECE OPOTIXLE ) i

Submitted Invoices View Orders
CSD User
72AAM2A5071
CsDID ;
Filter by Status

7CD37391-DCED-4FBE- (4
BCBS-29FSAE47CIAZ v
EThekwini Supplier No. & i St
e ow| 10 |entries earch:
Supplier Statuses Action = | status submission Invoice No. Order No. Order Ty}

Tox Status

e Nithdro Invoice Submitted Online Submission 56546845 1665559 oL
Tax Compliant Edit [ Ra-submit Ew&mm | © h
Business Status -

i = hdra Invoice Submitted Online Submission 15347854
In Business Ediit [ Re-submit E i ’ ‘zz
Blacklist Status [ o : : . TR AN

submit | withdrow Invoice Submitted Online Submission OETB9A 1784323 oL

Not Biacklisted et/ re-aubmit. IR

&

5

&>

559 oL

Sarvios of Stor T T In Progress Online Submission OFEBBA 1665562 ot
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Step Action

7. Suppliers can view the status invoices by filter.

v 8

& C | A Notsecure 10.10.6.103:8%/Ir

nline Services: X % Online Invoicing - Submitted Inve: X = = o Ed

e/Submitted AT 8 - o

RVCMUSECE OPOTIXLEDOJ
T2AAM2AS0T

SUPPLIER PORTAL

i

Dashboard @

Submitted Invoices

supplier info New

Supplier Name
Filter by Status

RVCMUSECE OPOTIXLEDOJ
CSD User
72AAM2A5S071
Search:
CSDID
7CD37381-DCOD-4FSE~
s Submission Invoice No. Order No. Order Tyj

BCB5-29F5AE47C1A2

In Progret
EThekwini Supplier No. Apsiesvar Fo & Submitted Online Submission 56546845 o g
01234567 Invoics Poid
Supplier Stotuses (D) P P — Tvoics Submitted Online Submission 1665558 oL
Tax Status ] |
) Invoics Submitted Online Submission  OETB9A 1784323 oL

Tax Compliant
Business Status .

g In Progress Online Submission ~ OEEBBA 1665662 oL
In Business =
Blacklist Staty
o In Progress Online Submission  OEEB7A 1865569 oL
Not Blacklisted :
Servi f Stat
fonviva of bite nvoice Withdrawn Online Submission OEE87 1865569 oL

16:24
2026/06/24

& 23°C sunny Az 5 ) ENG

L

Step Action

8. End of Procedure.
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PROCESS 5 - WITHDRAWING A SUBMITTED INVOICE

Step Action

1.

Click the Invoice & Statement Submission Tab.

~ B Address Book Inquiry - Bank Acco X New tab
quiny

& C | A Notsecure 10.10.6.103:89/Home/Dashboard

profile  Dashboard A

DASHEOARD

Supplier Portal

Profile

Change Possword

Settings

10.10.6.103:89/Invoice.

Log off

%

#: Dashboard - Supplier Portal

Requests For Quotation

Quotations

X
+

Online Invoice

Invoice & Statement
Submission

= (=] ¢

£y cha

a A v @
RVGMUSECE GPOTIXLEDOS

£ NS

25°C Sunny

Step Action

2.

View Submitted invoices

Click Submitted Invoice to view your submitted Invoice.

Description

THE INVESTIGATION,DESIGN AND SUPERVISION FOR STORM
DAMAGE PR, THE INVESTIGATION,DESIGN AND SUPERVISION FOR
STORM DAMAGE PR, THE INVESTIGATION,DESIGN AND SUPERVISION
FOR STORM DAMAGE PR THE INVESTIGATION, DESIGN AND
SUPERVISION FOR STORM DAMAGE PR,THE IN..

Professional services for thedesign and
construction Professional services for thedesign and
construction

~ X % Online Invoicing - Invoice - Supp!l X | =
= O
Log off
[} Supplier MAAAI234567 - 123468! Below is a list of open orders and contracts awaiting your invoice submission
a online Invoice & Statement Submission
Filter by Directorate
B8 AlDiractoratas v
show 10 | entries
Action *  OrderNo. Order Type Invoices Submitted
Submit Invoice 7583 oW 7
1674017 oL 1

Submit I

10.10.6.103:89/Invoice/Submitted

H AL Type here to search . i

Consulting services for designand construction
supervision Consulting services for designand construction
supervision

Partly sunny

- a3 x
a A= & - Mo
RVCMUSECE OPOTIXLEDOJ =

'y

72AAMZAB0T1

View Submitted Invoices

search:

Directorate

TRC-Water

TRC-Water

TRC-Water

= 4) ENG

'y
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Step Action

3. Find the Invoice you wish to withdraw using the search options and then click the
Withdraw button. NOTE: You will only be able to withdraw an Invoice that has
been REJECTED or if the Invoice is in the INVOICE SUBMITTED Status. The
withdraw button will be disabled and not selectable for other statuses.

€  RVCMUSECE OPOTIXLEDOS

o = @ Profile Dashboard Account  Log off a 72AAM2A5071

(= | Supplier 7Z2AAM2A6071 - 01234567 — submitted invoices.
a Submitted Invoices
Filter by Status
S} -~
Show 10 entries search:
Action *  status Submission Invoice No. Order No. Order Type Description
: Invoice Withdrawn Online Submission 56546845 1865559 oL Verge Cutting Cut 1 to 8 @Fis
Invoice Submitted  Online Submission 16347854 1665559 o Verge Cutting Cut 110 8 @Fis
m Invoice Submitted Online Submission OETBIA 1784323 oL Cut and remove tree services
In Progress Online Submission OEES6A 1665562 oL Verge maintenance services at
-owm In Proaress Online Submissinn OFFR7A 1RARKRRA o Varne maintenance servicas ot
~ #Online Service:: x ',7’. Online Invoicing - Submitted Inve: X = a X
9
& C A Notsecure 10.10.5.103:8%Invoice/Submitted Aty @ - T crat

Invoice Withdrawal

A\, Please note that the invoice will be removed and its status updated
to Withdrawn. Once you have withdrawn the invoice, you may resubmit
it — a new submission must be made.

H £ Type here to search
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Step Action
5. Click OKAY to confirm.

v @ =Online Service:: X % Online Invoicing - Submitted Inve: X = - fa] x
& G | A Notsecure 10.10.6.103:89/Ir NIRRT | 0 cha
10.10.6.103:89 says
Withdraw successful
Loading, please wait
+ - - 30 G 16:26
H £ Type here to search N 5 3 z 23°C Sunny 7 D) ENG e (]

Step Action

6. The Invoice after withdrawal will be greyed out and you cannot resubmit the
same record.

| 8P sonissaen: x

x: [ = (=] ¢

& G | A Notsecure 10.10.6.103:89/Invoice/Submitted A Y= 8 - M cha

RVCMUSECE OPOTIXLEDOJ
72AAM2A5071

SUPPLIER PORTAL = @
=

[rer—— @

Submitted Invoices

Supplier Info New

Supplier Name

RVCMUSEGE OPOTIXLEDOJ Altarty-Status

CsD user ol
72AAM2A5071
show 10  entries search:
csDID
7CD37391-DCOD-4F8E-
BOBS-29FSAEATCIA2 Action ©  status Submission Inveice No. Order No. Order Tyj

Elhekwini Sy 3 m Invoice Withdrawn Online Submission 56546845 1665559 o g
01234567 Iy

Supplier Statuses Ediit | Re-submit | Invoice Submitted Online Submission 1665558 oL
Tox Status . | S crihrsudi s
ice Submits niine s on L
Business Status )
T ne Submission OEEBBA 1685562 oL
In Business
Blacklist Status
3 In Progress Online Submission OEEB7A 1665559 oL
Not Blacklisted
s f Stat
o8 ot SR Invoice Withdrawn Online Submission oL

> f E i | { e 4 d) ENG

No

16:26
2026/06/24

Step Action

7. End of Procedure.
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PROCESS 6 - VIEW PAID INVOICE DETAILS

Step Action
1. Click the Invoice & Statement Submission Tab.

~ Address Book Inquiry - Bank Acco. X | (5 Newtab X % Dashboard - Supplier Portal x | 4 - fa] X
< & A Notsecure 10.10.6.103:89/Home/Dashboard a N v =8 - Ooa

P RVCMUSECE OPOTIXLEDOJ
- 72AAM2A5071

DASHBOARD

Supplier Portal Requests For Quotation . Online Invoice
Profile Quotations Invoice & Statement

Submission

ange Pas:

settings

10.10.6.103:89/Invoice

ﬂ &2 Type here to search

Step Action
2. Click View Invoices Paid to view paid Invoices.

View Imvolcas Pald

~ Address Book Inquiry - Bank Acca X | (5 New tab X %% Online Invoicing - Invoice - Suppl X | = o o
& C A Notsecure 10.10.6.103:89/Invoice Q Ay =@ - o

P RVCMUSECE OPOTIXLEDOJ
off . T2ZAAM2ABO7I

Supplier MAAAOT04970 - 30967164!Below is a list of o ubmission.f Your Order/Contract does not appear below, please query with the relevant Line

Department

Online Invoice & Statement Submission View Involces Paid
:

en orders and contracts awaiting your invoice

p 0 B

= Filter by Directorate
All Directorates ~
Show| 10 | ent search:
Action ©  OrderNo. Order Type. Invoices Submitted Description Directorate
Submil Involcs 7583 W 1 THE INVESTIGATION,DESIGN AND SUPERVISION FOR STORM TRC-Water
DAMAGE PR THE INVESTIGATION DESIGN AND SUPERVISION FOR
STORM DAMAGE PR,THE INVESTIGATION,DESIGN AND SUPERVISION
FOR STORM DAMAGE PR, THE INVESTIGATION,DESIGN AND
SUPERVISION FOR STORM DAMAGE PR, THE IN.
‘Subrmit invoica 1674015 oL o Professional services for thedesign and TRC-Water

construction,Professional services for thedesign and
construction

= ﬂ 1674017 oL o Consulting services for designand construction TRC-Water
10 10E 0SS nvace/Pyment supervision,Consulling services for designand construction T

ﬂ 2 Type here to search ¥




ETHEKWINI
MUNICIPALITY

Step Action

3. To search for Invoices Paid, you need to insert either the Order Number, Invoice
Number or the From Payment Date and To Payment Date filter. NOTE: You will
be only able to view payment going back to the last 12 months.

v Address Book Inquiry - Bank Acco. X | [5) New tab X %% Online Invoicing - Review Paymen' X ==

< G | A Notsecure 10.10.6.103:89/Invoice/Payment

Invoices - Review Invoices Paid (Payment history goes up to 12 month period)

Order Number Invoice Number From Payment Date To Payment Date

Enter invoice number yyyy/mm/dd ol yyyy/mm/dd

o
=]
a
A
=]

2026 - EThekwini Municipality Supplier Pertal

H P Type here to search -

= a X

QA =8 - Oyoa

'y

& 25°C sunny

RVCMUSECE OPOTIXLEDOJ =
T2AAMZA5071

Step Action
4. Click Search to view the Invoices Paid.
v @ I0Edwards X % Online Invoicing - Review Paymer' X | == - (] o
& (C A Notsecure 10.10.6.103:89/Invoice/Payment a A =8 - hom

Invoices - Review Invoices Paid (Payment history goes up to 12 month period)

Order Number Invoice Number From Payment Date To Payment Date

7583 55877478 2025/08/01 Gl 2026/06/30

o
=]
a
(E]
=]

2026 - EThekwini Municipality Supplier Portal

ﬂ £ Type here to search "

7 FTSE jse 20

£

RVCMUSECE OPOTIXLEDOS =
72AAM2ZA5071
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Step Action

5. After viewing the search results, Click Reset to clear the search criteria to
perform a new search.

Resat

~ Address Book Inquiry - Bank Acco. X | (5 New tsb X %% Online Invoicing - Review Paymer. X | = a x
G | A Notsecure 10.10.6.103:89/Invoice/Payment a A = & o o
H P nyomuscororomucoos
= Profile Doshboard  Account  Log off C T2AAM2AE071
o
= Invoices - Review Invoices Paid (Payment history goes up to 12 month period) @
a Order Number Invoice Number From Payment Date To Payment Date
0 7583 Enter invoice number yyyy/mmjdd m yyyyfmm/dd m - e
= show| 10
Order Number - Order Type Invoice Number Payment Amount Payment Status Payment Date Payment Number Payment Reference
00007583 5W IQHWS 00120126 R351470360  Payment Processed 2026/02/21 1865402 IQHWS00120128
00007583 swW IQHWS0012 Payment Processed 26 /0108 1951888 IQHWSOD12
00007583 aw IQHWS00N R 2708 24195 Payment Processed 2025/09/20 1817sn IQHWSOeN
00007583 aw 1QHWS0010 R1516 842.84 Payment Processed 1801497 IQHWS0010
00007583 aw IQHWS009 R18327908% Payment Processed 2025/08/07 1786115 IQHWS009
00007583 sw IQHWS008 R175683200  Payment Proc: 2025/03/2 1766047 IQHWso0s
00007583 sw 1QHWS007 R1IS7176.00  Payment Proc 2025/01/25 1740052 CERTE

ﬂ A Type here to search o

Step Action

6. Click Back to List to exit the View Invoices Paid page.

Back to List

= Bl 2% Ontine Invoicing:- Review Paymen: X [EEiS = o x
€ C A Notsecure 10.10.6.103:89/Invoice/Payment QA =@ - Oyoa
F- RVCMUSECE OPOTIXLEDOS =
Profile  Dashboard Log o & 72aAM2A5071
= Invoices - Review Invoices Paid (Paymment histary goss up 1o 12 month period) =
a Order Number Invoice Number From Payment Date To Payment Date
eg 1234 invoice nu yyylrom/da = Vwyylmm)dd = EaEa

26 - EThekwini Municipality Supplier Portal

10.10.6.103:89/Invoice -

ﬂ 2 Type here to search o

Step Action
7. End of Procedure.
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