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1. Logon Tomago Vendor Portal 

Vendor Screen  

The link to our Vendor Portal is available on Tomago Website (www.tomago.com.au) 
 
Click on “Links” on top right screen  
 

 
 
Go to “VENDORS” 

 
 
Scroll down the screen, and click on “Tomago Employee and Vendors Portal”. 

 
You will see the logon screen as below. Vendors can logon as their vendor code and given password, 
click on the “Sign In” button to enter vendor Portal 
 

 

http://www.tomago.com.au/
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2. Create Service Entry Sheet 

On the vendor portal screen, you will find one tile called “Vendor SES creation” which is allowed vendor 
to create the service entry sheet and attach the claim sheet. 
 

 
 

After we click on “Vendor SES Creation”, system will display a list of open service orders number starting 
with 43. If the order is closed, it will not be displayed in this screen. 
 
Vendors can sort or filter by PO Number.  
To filter the number, please select “Purch Doc.” Columns.
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Do right-mouse click, system will prompt below window. Select “Find…” 
 

 

 
Then enter the PO number to click the green tick continue. 

 
 
Then system will display the PO number in the screen. We can select the line and click on “Enter Service 
Sheet” button to start the creation. 
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Please enter your invoice number/Claim Sheet Number in short text field, e.g. inv001 and hit the enter 
key. (Please note our system only keep the invoice number in 16 digits, any more than 16 digits will be 
truncated in our system) 

 
If the number entered has been used in another service entry sheet, you will get below warning 
message as below.  
You can click “Yes” to continue or “No” to quit.   

  
 
 

Please enter your invoice date in the field of “Doc.” (Highlighted in yellow below) on tab “Accept. Data”. 
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To start with the detail, you can click on “Service Sel.” button to copy the services from purchase 
order/contract, or you can manually enter the service number. 
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 If you can see contract number, e.g. 4600040361 is appearing. It means you will need to refer the 

services from contract. Click the radio button for the document to refer and green tick to continue

 

If you can’t find the contract number, you click green tick copying from the purchase order.

 



9 | P a g e  
 

 

In the contract, you will find a list of services from the PO selected. You can select multiple service lines 

if you like and click “Services” button to copy back to service entry sheet. 

 
  



10 | P a g e  
 

Please modify the quantity against the claim sheet, and make sure the service and quantity is correct to 
prevent unnecessary delay if Tomago is rejecting the document. 
 
You can just enter the service number directly without referring PO or Contract if you are aware of 

service number, e.g. 700612 etc. 
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To add the attachment in this service entry sheet, you can click on “Menu” button and go to “System” -> 
“Service for Object” 
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Click “New” button 

 
And select “Create Attachment” 

 
Then click “OK” to continue 
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Select the file from your local machine and Click “Open” to upload in SAP 

 
 

 
 
 
Then you will find the message in the button of screen said “The attachment was successfully created”. 
Then you can click “Cancel” button back to your service entry sheet. 
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If it’s the last job against this PO line, Please click “Set Final Entry” to close the PO line and click “Save” 
button, so you won’t see this PO line next time. 
 
Click “Save” button to create the service entry sheet in the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click “Yes” to continue 
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Now, you are back the main screen and you can select any other PO line to create another service entry 
sheet. 

 
When you finish, you can click on top right corner to log out. 
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2.1. About RCTI (Recipient Created Tax Invoice) 

 

If you have signed the RCTI agreement from procurement, you will be receipted the RCTI form (see 

below sample) from Tomago 2 days after your SES approved.  
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2.2. About Rejected Service Entry Sheet 

If your service entry is rejected by Tomago, you will be notified in email with the below information 

including the reject comments. 

You have to create the new service entry sheet submitting to re-approve. 
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3. Report – Approved SES 

 
There is a report available in the Vendor Portal which will allow the supplier to download Service Entries 
approved in Tomago Aluminium SAP system.  
This information is currently available in the RCTI form. The report on the Vendor Portal allows the 
supplier to download the same information from the system if RCTI is not sent directly. 
 
you will find a tile called “Approved SES” which will be appear next to “Pending SES” tile once you logon 
to our Vendor Portal, 

 
If we click on “Approved SES” title, you will see the query screen like below which you can query  

 by Date Range (the date the SES created) or  

 by Your invoice number you entered in Reference field or  

 by Purchase Order Number 

 
When you click the “Run” button, system will generate a list of service entry sheet has been approved 
with selected date range as below. 
You can click “Download the report” to download the data or Sort by any keys or do the search(e.g. with 
your invoice number). 
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Additional information: 

Doc. Date is the Date you entered in “Doc. Date” which should be your invoice Date 

Posting Date is the Date SES is approved 

Gross val. is the total value (Excluded GST) on the invoice 

  

Unplanned the value of unplanned service (It will be 0 if there is no unplanned service in 
SES) 

Created by is the user created SES. It should be your vendor code. If it’s showing Txxx, it 
means this SES is created by Tomago Employee and could be duplicated with 
what you have entered already. Please highlight this and contact Tomago 
Administrator ASAP (Deborah Chen). 

 
Download the report (Please make sure you have MS Excel installed on your machine) 
When you click “Download the report” button and select “Spreadsheet” 
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It will be default Excel format, please click Green tick to continue 

 
Click “Choose” button to continue 

 
Click “Open” to continue 

 
Then, it should launch Excel with the data in the output you just query 
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4. Report – Pending SES (Service Entry Sheet) 

Logon on to Tomago Vendor Portal 
You will find the tile called “Pending SES” 

 
Click on the new tile “Pending SES”, you can view all service entry sheets not approved yet as below in 
the separate browse page.  
Once the SES being approved, it won’t be showed in this report. P.S. The back button in below screen is 
not working yet and you need to close the browse page like the existing tile “Vendor SES creation”.  
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If you double click the Service entry sheet number (e.g. 8000215667), you can view the detail of SES as 
below. You can click “Back” button going back to previous screen. 
In this detail screen, you can find the invoice number/claim sheet# you entered. If you click on “Accept. 
Data” tab, you will find the total amount of invoice (exclude GST), invoice date etc. Those information is 
read-only that you can’t change. 
 

 
However, you can add or delete the attachment via clicking blue circle go to “Attachment list” which will 
be allowed you delete and add different attachment if it was attached wrong one. 

 

 
 
 
 
 
 


