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1. Purpose

The purpose of this document is to provide suppliers with a step-by-step process to be
followed to be able to:

Gain access to the system (Registration).
Upload invoices

Check the status of the submitted invoice.
Reset the password

To access the system in your browser, click/type the following address:

https://invoiceportal.thedtic.gov.za/

or

Visit the dtic website, click on the Procurement and Tenders tab



https://invoiceportal.thedtic.gov.za/
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2. Registration to use the system

1. To use the solution to submit invoices, the service provider must register. To
activate the registration, the Supplier must click on “Register here” (See note 1

below.)
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2. Toregister, please read the dtic Privacy Policy and tick the “| have read the dtic
Private Policy” tick box if in agreement with the dtic privacy. If this is not ticked
access for registration will not be allowed. (See note 2 below.)
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Complete all fields and click on “Register” (See note 3 below.)
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3. A confirmation message will appear referring to an email that must be attended
to confirm the registration
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4. Clic on the link “Click here” in the email to confirm the registration . (See note 4
below.)
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Email confirmation

Dear coos van der merwe
Thank yvou for your registration, please Click Here to confirm your regastration.

Regards
the dtic(OCFQO)

3. Log in to use the system

5. A message will appear for the confirmation of the registration Click on “Login here”
to access the system. (See note 5 below.)

Email Confirmed.

Thank you for canfirming your sl

Plmaze Click Herw to lag In.

6. Login with your credentials provided during the registration. (See note 6 below.)
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{Logon |

Once you logged in the following landing page appears in. This page shows all
your previously submitted invoices and the status thereof. A filtered version can
also be seen by selecting “In process”, “Paid” or “Referred Back”. (See note 7
below.)
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4. How to submit an invoice for payment

8. To submit an invoice click on “ Upload invoice. (See note 8 below.)

o date eveinile 1 table

9. Complete invoice details in full. Click “Choose File “ to upload the invoice in a “PDF
format from your computer. (See note 9 below.) NB! Only PDF format
documents can be attached. When completed click on the “Next” button. (See
note 10 below.)
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10

completeness of the uploaded invoice that will be sent for payment. (See note 11
below.) When completed click on the “Next” button. (See note 12 below.)
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11.Click on the “| agree” of the declaration and fill in the requested declarion fields.
(See note 13 below.) Click on “Submit” to submit the invoice for payment. (See
note 14 below.)
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12. Confirm whether you want to submit the invoice, by clicking on “Yes”. (See note
15 below.)
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13.0nce submitted the invoice will appear on the portal and indicate the status.
(See note 16 below.)
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14.You will receive an email as an acknowledgement stating the following:

Invoice Solution

Invoice is acknowledged

View Invaice

Dear Supplier

Receipt of your invoice Is acknowledged with thanks,
Kindly be advised that your invoice will be processed within 30 days of receipt in line with
Treasury Regulation 8.2.3

Regarcs
the dtic(OCFO)

5. How to reset your password

15.To reset your password, click on “ Forgot your password”. (See note 17 below.)
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Please enter your emall and password to logan, Register
hoto if you don't have login details

’ Email address

‘ Password

Faegot your password?

16.Type your registered email address and click “Get New Password”. (See note 18
below.)
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Q sy 3 Compeuton,

Forgot your password?®?

Please enter the emall address registered on your
asccount. or login If you know your account credentials.

Enter your emalil address

[ Emall address

Entor tha amall addrecs you usod auring the registration
Fhart was will ssrmen! o link Lo s sdictrons

17. confirmation that an email was sent will appear
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Check your email Inbox, a confirmation email is
sent to jventer@thedtic.gov.za

Clizk hore to Sogn

18.Click on “Click here” to reset the password. (See note 19 below.) An email will be
sent to you

Hi,

The Department of Trade, Industry, and Competition has received your request
for resetting your password to submit an invoice. Please click here to reset your

password.

Regards
the dtic (CFO)

the dtic together, arowing the economy
Tremsa. we ihe ot Customer Contact Centre 0851 843 384

19.Reset your password and click on “Reset Password” to activate the new
password. (See note 20 below.)

Forgot your password™?

Plense enter tha email addraess registeraed on your
account. or login If you know your account cradaentials.
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Fassword

Continm passworc

|

Entar tho amail addrosyg Gsod during tho registration
T hvears s welll serimil e iy wclchrans
| Reset Password |

20.You will receive a confirmation message that the password reset was successful.
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Password Reset successful

To continue, pieasa Click Hare! 1o fogin




