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Topic Question/Issue 
 

Solution 
(In some cases several answers/solutions are possible) 

ELECTRONIC DATA INTERCHANGE (EDI) 
 Our company has EDI capabilities.  Can 

we be set up as a trading partner to 
submit invoices via EDI versus BBeX? 

Absolutely.  If you would like to be set up to submit invoices via 
EDI, please send an eMail to be-supplier@jci.com.  Until the EDI 
setup is complete, invoices must be submitted via BBeX. 

APPROVED INTERNET BROWSERS 
 Which internet browsers will function 

properly with BBeX? 
Password/Username 

The tested and supported browsers for use with BBeX 

(Bottomline Business eXchange™) are Internet Explorer 7  or 

later and Mozilla Firefox 3.6 and later.   Please update to the 

latest version of Mozilla before attempting to use BBeX. 

PASSWORD / USER NAME 
  

 
User name & Password does not work. 

Verify that you entered the exact login & password that you were 
provided by re-entering the information, noting that passwords 
are case sensitive.   If it still does not work, please ensure that 
you capture or record any error messages (screen prints work 
great).  Then contact BBeX support at 1-866-205-8838, Option 1, 
or via eMail at invoicingsupport@paymode-x.com.  

  
I forgot my user name or password.   
What do I need to do to get access? 

Your user name is typically your eMail address.  If that does not 
solve the issue, please contact the BBeX support team at -866-
205-8838, Option 1, or via eMail at invoicingsupport@paymode-
x.com. 

  
 
What are the password requirements? 

Password restrictions are:  

 Minimum, 8 characters 

 At least 1 numeric character [0-9] 

 At least 1 alpha character [a-z, A-Z] 

 At least 1 special character [any other character found on 

mailto:be-supplier@jci.com
http://author.corp.na.jci.com/author/redirect.html?url=__http__www.microsoft.com/windows/internet-explorer/ie7/
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the keyboard] 

 Passwords will not expire. 

 No limit on login retries. 

 How do I change my password? 
 
 
How do I change my password? (cont.) 
 

1. Click on “Preferences” on the upper right corner of the BBeX 
screen. 

2. In the “User Preferences” dialog box on the right you will see 
the “Change Password” section.  Enter your old password, 
then the new password and re-type the new password in the 
“Confirm Password” field. 

3. Click “Change Password.” 
4. Click “Close.” 

MULTIPLE JOHNSON CONTROLS ACCOUNTS 

 We have numerous Johnson Controls 
customer accounts set up in our 
system.  Does every Johnson Controls 
account get invoiced electronically? 

No.  Currently, only the invoices for Johnson Controls Building 
Efficiency with the following purchase order formats should be 
billed electronically: 
No. Currently, only the invoices for Johnson Controls Building 
Efficiency with the following purchase order formats should be 
billed electronically:  

 US    
o Seven digits beginning with a “2” or "3". (2xxxxxx or 

3xxxxxx)  
o Six digits beginning with a "2".  (2xxxx)  
o Up to 15 digits beginning with a 1 followed by a 

hyphen. (1-xxxxxxxxxxxxx) 
o Up to 10 digits beginning with "US" (example: 

USXXXXXXXX) 
 Canada  
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o Six digits beginning with a “2.” (2xxxxxx)  
o Up to 15 digits beginning with a 1 followed by a 

hyphen. (1-xxxxxxxxxxxxx) 
o Up to 10 digits beginning with "CA" (example: 

CAXXXXXXXX) 

PAPER INVOICES 

 I would prefer to send paper invoices 
versus using the BBeX system.  Can I 
mail them instead? 
 
I would prefer to send paper invoices 
versus using the BBeX system.  Can I 
mail them instead? (continued) 

No. Invoices against the following purchase order number 
formats need to be sent electronically:  

 US  
o Seven digits beginning with a “2” or "3". (2xxxxxx or 

3xxxxxx)  
o Six digits beginning with a "2". (2xxxx)  
o Up to 15 digits beginning with a 1 followed by a 

hyphen. (1-xxxxxxxxxxxxx) 
o Up to 10 digits beginning with "US" (example: 

USXXXXXXXX) 
 Canada  

o Six digits beginning with a “2.” (2xxxxxx)  
o Up to 15 digits beginning with a 1 followed by a 

hyphen. (1-xxxxxxxxxxxxx) 
o Up to 10 digits beginning with "CA" (example: 

CAXXXXXXXX) 
 
If you are experiencing issues with the BBeX invoicing system, 
please contact the Johnson Controls Support Team at 866-205-
8838 or via eMail at be-supplier@jci.com.  

 

mailto:be-supplier@jci.com?subject=BBeX%20invoicing%20system
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PROJECT/CHARGE NUMBERS 

 What goes in the Project/Charge field?  
I have a PO # but no Project/Charge #. 

You may leave the “Project/Charge #” field blank when invoicing 
against a Johnson Controls PO #.    If you have one, enter it. 
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PURCHASE ORDER NUMBERS 

 My Company just received our log-in ID 
and password from BBeX to invoice 
Johnson Controls electronically.  After 
logging in and going to the “Purchase 
Orders” tab to find the purchase order 
against which I intended to submit an 
invoice, I discovered that there are no 
purchase orders visible for me to flip to 
an invoice.  What should I do? 

This is simply a timing issue since you were just on-boarded to 
the BBeX system. Please wait two business days and check 
again. If after two days, you still do not find any purchase orders, 
please send an eMail to BE-supplier@jci.com indicating that you 
were recently on-boarded to BBeX, have waited two days and 
still have no purchase orders visible to invoice against.. 

 There are purchase orders listed under 
the “Purchase Orders” tab, however, I 
cannot find the specific purchase order 
number that I need to flip to an invoice.   
Should I try to enter the invoice 
manually? 

No. Making purchase orders visible is currently an overnight 
process. If the purchase order was generated today, wait until the 
next business day and then check again. If the purchase order 
was generated prior to today, please send an eMail to be-
supplier@jci.com indicating the purchase order number for which 
the information should be made visible in the BBeX system.. 

 The purchase order I wish to invoice 
has a Buyer State of "Cancelled".  Why 
and what should I do. 

Most likely the PO has been modified and a new version 
uploaded.  Look for the same PO# with a Buyer State of "Sent". 

 Will my PO “decrease” as I invoice 
against it? 

Purchase Orders with the formats of 3xxxxxx and 2xxxxx will 
reflect the available quantity to be invoiced.  Purchase orders 
with the formats,  1- followed by up to 13 digits (example:  1- 
XXXXXXXXXXX), or Up to 10 digits beginning with "US" 
(example: USXXXXXXXX) will not reflect quantity changes.  They 
will always reflect the full amount of the PO. 

 

 
 
 

mailto:BE-supplier@jci.com
mailto:BE-supplier@jci.com?subject=Purchase%20Orders
mailto:BE-supplier@jci.com?subject=Purchase%20Orders
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REQUESTER’S NAME 

 Do I enter my name in the “Requester 
Last Name” and “Requester First 
Name” field? 

No.  You enter the name of the Johnson Controls person that 
placed the order with you or the “Buyer” or “Requisitioner” name 
shown on the Purchase Order. 

REQUESTER’S ID 

 I do not have a requestor ID because I 
have a PO #, but the system will not let 
me send the invoice. 

If the PO was provided verbally by the requester, they should 
have provided an employee ID #.   If you received a fax copy of 
the purchase order, enter “NA” in the “Requestor ID” field.  
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COMPANY ADDRESS 

 What company and address should be 
entered in the “Company” and 
“Address” UDF fields? 

- In the “Company” field, enter “JCI” or “Johnson Controls” and 
the Project Name, if known.   

- In the “Address” fields: 
- If Shipped, enter the address at which the product was 

delivered. 
- If picked up, enter “Picked up at” and your Company’s 

address where the pick up was made. 

 Our Company was providing a service.  
Do I select “Pickup” or “Delivery” in the 
“Delivery Type” field? 

Since you are “delivering” a service, type “d” (or select 
“Delivery”).  In the “Address” fields, enter the Johnson Controls 
address where the service was performed. 

 I ship to the same “ship to” address all 
of the time.  Can I save the “address” 
so that I don’t have to re-enter it every 
time. 

Currently, that is not a feature of the tool.   We hope to include 
this capability in a future enhancement. 
 

SENDING INVOICE 

  I clicked on “Send” but did not receive 
any “confirmation”.  How do I know it 
was sent? 

Two ways.  1. A message across the top of the invoice will read 
“Vendor State has changed to Sent” in green.  2. From the 
“Invoices” screen, click on View Invoices, search for your invoice 
number.  In the “Supplier State” column, the status will say 
“Sent.” 
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PRINTING INVOICE 
 I want to keep a hard copy of the 

invoice I am sending but I don’t see a 
print button.  How do I print what I sent 
through the BBeX tool? 

From the Invoice View , Click on Export to PDF and print the 
invoice or: 

1. Click “Listing”  
2. Check the box (to the far left) for the invoice you wish to 

print. 
3. Select “Print” from the “Action” drop-down menu and press 

“Go.” 

ERROR MESSAGES 
 The system seems to stall or behave 

abnormally. Sometimes we get an error.   
What should we do differently? 

Please do a screen print of the error message and eMail a copy 
to be-supplier@jci.com so that the Johnson Controls Support 
Team may have the situation reviewed.  Please include the 
phone number at which you may be reached. 

INVOICE STATUS 

 What does Approved, Received, or 
Propsed mean under the “Payer State” 
on my invoice? 

- "Approved" means that it meets the BBeX criteria and will be 
sent to Johnson Controls within 10 minutes after submitting, 
- “Received” means that the invoice is under review by JCi 
-“Proposed” means that the invoice was started and saved but 
has not been “Sent” to JCI. Click on Send to send invoice to JCI. 

 My invoice status is "Manual".  What 
does that mean?  Do I need to do 
anything? 

"Manual" indicates the invoice was manually entered into 
Johnson Controls ERP for payment.  No action is required on 
your part.  

COMBINING OR COPYING INVOICES 
 I have 3 orders for all the same 

material, same ship to, but different PO 
#’s.  Can I combine them? 

NO.  Each PO must be invoiced separately  You need to enter a 
separate invoice for each PO. 

  

mailto:be-supplier@jci.com
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EDITING INVOICES 
 I just sent my invoice but realized I 

forgot an item.  Can I edit it or can you 
send it back to me? 

No.  You will need to submit another invoice for the missing item.  
(Since you will still have the same invoice number in your system, 
but Johnson Controls requires a unique invoice number, you will 
need to send the invoice number with a suffix such as -1 at the 
end of the invoice number. 

 Can I delete an invoice? You may only delete an invoice in a “Proposed” state.  Any 
invoices that have been sent cannot be deleted.  If the invoice 
should not have been sent to Johnson Controls, you may credit 
the invoice by flipping the invoice to a credit and submitting a 
credit to offset the erroneous invoice.  Please refer to the Training 
documentation for information on how to submit a credit. 

 Can I cancel an Invoice? You may cancel an invoice if it is in “Received” status only.  Any 
invoices that have been sent cannot be cancelled.  Please 
contact 1-866-205-8838 option 3 for assistance. 

PRICING FOR LINE ITEMS 
 When I flipped the PO to an invoice, the 

price shows as $1 and the quantity field 
shows the price that I quoted.   Should I 
switch the quantity and the price so that 
the quantity only shows “1. 

NO.   The PO was created with a price of $1 on purpose---
typically this is for subcontracts.   Leave the price at $1 and 
indicate the price being invoiced in the quantity field.    Note that 
if you change the price from $1, the invoice is GUARANTEED to 
go on hold in the Johnson Controls accounts payable system. 
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ELECTRONIC PAYMENT 
 How can I get set up for electronic 

payment? 
Select and complete the appropriate EFT form for your locale 
from our Downloads – Training & Forms page  at 
www.johnsoncontrols.com/be-supplier.  Send the form, via e-
mail, to the Johnson Controls Support team at be-
supplier@jci.com.  The setup takes approximately one week.  
Invoices that have been received previously from your Company 
will pay using the paper check system.  Payment against new 
invoices received after setup is complete will be made 
electronically.   Cash Application advise is provided to support 
the electronic payment transactions. 
 

 I was set up for electronic funds 
transfer, however, now I am receiving 
checks. 

Contact the Johnson Controls Support team via eMail at be-
supplier@jci.com and indicate that the form of payment has 
changed from EFT to receiving checks so that they may research 
the issue. (It is likely due to missing link from EFT to ELEC00.) 

 

[END] 

http://www.johnsoncontrols.com/be-supplier
mailto:be-supplier@jci.com
mailto:be-supplier@jci.com
mailto:be-supplier@jci.com
mailto:be-supplier@jci.com

