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Applies to:  Ameren Suppliers 

Description:  Create a Retainage Release Invoice in Ameren Supplier Portal 

Sub-Application Ameren Supplier Portal 

Prerequisites  None 

Estimated Time to Completion 5 – 10 minutes 

Introduction 

This article can be used by Ameren Suppliers to create a retainage release invoices in the Ameren Supplier Portal. 

Complete these steps:  
Step   Illustration  
Cancel Incomplete Invoice 
1. Log into Ameren Supplier 
Portal 
2. Navigate to the Ameren 
Supplier Portal home screen. On 
the Supplier Poral Header.  Click: 
Supplier Portal Tile 

 

https://login.eiam.ece.ameren.com/XUI/?realm=/partner&service=isupplierotplogin&goto=https://login.eiam.ece.ameren.com/idpssoinit?metaAlias%3D/partner/idp3%26spEntityID%3Dhttps%3A%2F%2Flogin-esqc-saasfaprod1.fa.ocs.oraclecloud.com%3A443%2Foam%2Ffed%26binding%3Durn:oasis:names:tc:SAML:2.0:bindings:HTTP-POST%26redirected%3Dtrue#login/
https://login.eiam.ece.ameren.com/XUI/?realm=/partner&service=isupplierotplogin&goto=https://login.eiam.ece.ameren.com/idpssoinit?metaAlias%3D/partner/idp3%26spEntityID%3Dhttps%3A%2F%2Flogin-esqc-saasfaprod1.fa.ocs.oraclecloud.com%3A443%2Foam%2Ffed%26binding%3Durn:oasis:names:tc:SAML:2.0:bindings:HTTP-POST%26redirected%3Dtrue#login/
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3. Under the Tasks Header, 
Click: Create Invoices 

 
4. Click: Identifying PO 
dropdown to select your PO 
number or type PO Number in 
box.  

 
5. Click: Remit-to Bank 
Account Choose the Bank 
Account in the dropdown that 
you want the payment to go to. 
(if it doesn't auto populate) 

 
6. Click: Number box (Type 
your company's invoice #) 
7. Click: Date put in date of 
Release 
8. Click: Type dropdown: 
Choose Retainage Release. 
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9. Click: Lines dropdown.  
Select Retainage Release by 
Invoice Lines 
10. Click: Arrow Icon to open 
lines to select 

 

11. Click: Line that is needing 
to be released by clicking the Box 
under the Release column. 
12. Click: Release button 

 
13. Click: Plus icon to add 
Attachments.  

14. Click: Type dropdown 
15. Click: File. 
16. Click: Choose File button 

 
17. Click: Correct file. 
18. Click: Open.  
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19. Click: OK button.  

 
20. Click: Save.  

 
21. Click: Submit. 

 
22. Click: X to Close 
Confirmation pop up.  
23. Click: Done.  
 
Note: If necessary, you can select 
the Printable Page button to print 
a copy. You can also select the 
Create Another button to create 
another invoice. 
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