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Which Invoices Should be Sent Electronically? 
 

• Invoices with the following Purchase Order formats must be submitted electronically: 
 

U.S: Seven digits beginning with a “2”, “3” or “4” (example: 2XXXXXX; X = a digit) 

1-followed by up to 13 digits (example: 1-XXXXX) 
 

Canada: Six digits beginning with a “2” or “3” (example: 2XXXXX; X = a digit) 

1-followed by up to 13 digits (example: 1-XXXXX) 

CA-followed by up to XX digits (example: CAXXXXX) 
 

• Do not send a paper copy of the invoice. Payment is only made from the electronic invoice. 
 

• In the event your Company is issued a purchase order number that does not meet one of the above formats, 

please mail a paper copy of the invoice to the “Bill to” address shown on the Purchase Order copy. When in 

doubt, contact the Johnson Controls Support Team identified below. 
 

Who to Contact With Questions 

 
Use of Paymode-X for Invoicing Tool  

Please contact the Johnson Controls Support Team should you have questions relating to the 

Paymode-X for Invoicing tool:  

Phone: 866-205-8838  
Option 1: for resetting passwords and add users (8:00 am to 8 pm ET)  
Option 2: For assistance on entering an invoice (7:30am to 5PM CST)  
Option 3: For any questions about a Purchase order (7:30am to 5PM CST)  
Option 4: For payment status (6:30am to 3:00 pm CST)  
Email: be-supplier@jci.com  
Web: www.johnsoncontrols.com/be-supplier  

 

Invoice Payment 

Should you have questions regarding the payment of your electronic invoice: 
 

1. Double-check the “Listing” to ensure the invoice was “Sent,” then 

2. Contact Johnson Controls Shared Service Center: 

Phone: 800-382-2804, Option 2 (414-524-7988; Option 2) 
 

Effective use of the Paymode-X for Invoicing Tool 
 

The Paymode-X for Invoicing Tool is a fast and easy way to send Johnson Controls Building 

Efficiency invoices electronically. 
 

To create an invoice, find the purchase order number that was generated to your Company and “Flip”it into an 

invoice. Flipping a purchase order to an invoice requires minimal data entry. If you cannot find the purchase 

order number in the “Purchase Order” tab, do NOT attempt to manually create an invoice against the purchase 

order number. Currently, the process for you to see the purchase orders in Paymode-X for Invoicing that were 

generated to your Company occurs overnight. Therefore, you will not be able to invoice Johnson Controls 

against the purchase order until the next business day. If the purchase order is not visible by the next day, please 

send an email to be-supplier@jci.com indicating the purchase order number that you cannot find in the 

“Purchase Order” tab. 
 

If you just received your Company’s log-in ID and password from Paymode-X for Invoicing, it may take up to 

two business days for your purchase orders to be visible under the “Purchase Orders”tab. Please wait two 

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 Paymode-X for Invoicing, have waited two 

days and still have no purchase orders visible to invoice against. Thank you for using the Johnson Controls 

web-based electronic invoicing process. 
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1. How to log in? 

 

 

 

 

 

 

 

 

 

 

 

 

Launch Internet Session 

Enter “www.johnsoncontrols.com/be-supplier” into the address bar of 

your browser and press “Enter.” 
Note: Internet browsers certified for use with Paymode-X for Invoicing 

are Mozilla Firefox 3 or later and Internet Explorer 7 or later. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Johnson Controls Supplier Invoicing Portal 
The Johnson Controls Supplier Invoicing portal is launched. This site 

provides links to the Paymode-X for Invoicing and contact information. 

Always use this page to launch Paymode-X for Invoicing to stay current 

on alerts, FAQ’s and system updates. 
Clicking on a Paymode-X for invoicing link will launch Paymode-X 
for Invoicing in a new browser window. 

http://www.johnsoncontrols.com/be-supplier%E2%80%9D
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OPTION 2 
 

Site Re-Direction 
Paymode-X for invoicing site is launched. Note: the URL in the 
address bar changes to https://www.bottomlinexchange.com 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sign In 
Enter your “User Name” and “Password.” 
Click the “Login” button to continue. 

http://www.bottomlinexchange.com/


 

 

 

Getting Started 

 
 
 
 
 
 
 
 
 
 
 
 

Changing User Role 
Change the user role drop-down menu from “Admin” to Vendor.” 

(Some users will only see “Vendor”) 
 

 
 
 
 
 
 
 
 
 

Purchase Order Flip 
 

 
 

 



 

 

 

Purchase Order Flip, Continued… 
 
 

 

 

 



 

 

 

Purchase Order Flip, Continued… 

 

 

 



 

 

 

Purchase Order Flip, Continued… 

 

 

 



 

 

 

User Define Fields (UDF) 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

User Define Fields (UDF), Continued… 

 

 

 

 



 

 

 

User Define Fields (UDF), Continued… 

 

 

 

 

 

 

 



 

 

 

User Define Fields (UDF), Continued… 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Tax type 

 

 

 

 

 

 

 

 

 

 



 

 

 

Tax Type, Continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Purchase Order Line Items 

 



 

 

 

Sending an Invoice 

 

 

 

Starting a new Invoice 

 

 

 



 

 

 

Disputed Invoice 

 

 

 

 



 

 

 

Credit Memo 

 

Printing your Invoice 

 



 

 

 

Viewing and Sorting the Invoices 

 

 

 



 

 

 

Viewing and Sorting the Invoices, Continued… 

 

Invoices with Retention 

 

 

 



 

 

 

AOMS/PDS Supplier Invoicing Instructions 

 



 

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 



 

 



 

 



 

 

 


