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Apply/Remove Supplier Hold  

Audience: Buyer, Procurement Manager 

Purpose: Some holds are placed on invoices automatically by the invoice validation process. Here 
are some of the other ways in which manually-releasable holds can be placed. 

• You manually place a hold on the Create or Edit Invoice pages. 
• You select the Place hold on invoice action when voiding a payment. 
• You submit the Import Payables Invoices process and specify to place a hold on all imported 

invoices. 

This job aid will assist you with applying or removing a supplier PO hold or invoice hold. 

 Step Action 

1 Log into Oracle. 
Home Page -> Procurement -> Suppliers 
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2 Click the Search Icon on the right. Enter the Supplier Name (or pick from the larger list) to be 
edited and click the arrow to the right.  
Enter the Supplier Name or Supplier Number and click search. 

  
3 Defaults to the Profile tab. 

 
4 Click the Sites tab. 
5 Click the Edit button to add update to the site details for the highlighted site 

 

6 Highlight the Site that will be edited and click the  icon to edit the site. 
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7 Click the Purchasing link. 

 
 

8 View Purchasing Hold details to add or remove hold. To add hold: Check the Hold all new 
purchasing documents checkbox and enter a reason into the Hold Reason field.  
To remove a hold: delete the reason from the Hold Reason field, and then uncheck the 
Check the Hold all new purchasing documents checkbox.  

9 Select the checkbox for Hold all new purchasing documents.  
10 Enter a Hold Reason comment. 
11 Click the Save button. 
12 Click the Invoicing sub-tab. 

 
13 Under the Payment Hold Controls section, view invoicing Hold details to add or remove hold. 

  
14 Select the Hold All Invoices option: Yes or No to apply Invoice Hold or remove Invoice Hold. 
15 Select the Hold Unmatched Invoices option. 
16 Select the Hold Unvalidated Invoices option. 
17 Enter a Payment Hold Reason. 
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18 Click the Save and Close button. 
19 Click the OK button for confirmation. 
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