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Submit on-line invoices
Submit on-line Invoices

You are a construction service provider if your Homepage reads "COA iSupplier 2-Way
Vendors" instead of "COA iSupplier 3-Way Vendors". If you are a construction service provider,

you WILL NOT be able to use this application to submit your invoice online. Please get in touch
with your City contact personnel for detailed payment process.

Only suppliers, who have furnished their Products & Services or who have completed their
Phase - 11 registration process will be eligible to submit invoices online.

Upon sucessful completion of Phase - 1 registration process, the City will grant a new "Home
Page" with advanced features to the Suppliers.

Enter Invoices
Enter Invoices

With this application, you may be able to submit your invoices online. In order for the City to
process your invoice, the invoiced quantity must have been received by the City. Until the
invoiced quantity had been received, the invoice will not be considered for payment. You may be
able to monitor your shipments online (as explained in the previous chapter) and find out if the
City had received your goods before submitting your invoice.

Your authorized user can then login to City's website to submit an invoice online.

Procedure

At the end of this exercise, you will be able to
1. Submit invoice by Quantity

2. Submit invoice by Amount.
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Step Action

1. Enter the desired information into the Password field. Enter "welcomel".

2. Click the Login button.
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Step Action

3. Click the COA iSupplier 3-Way Vendors link.

If your Homepage has "COA iSupplier 2-Way Vendors" instead of "COA
iSupplier 3-Way Vendors", they you are considered to be a construction service
providing vendor. You may not be able to submit your invoices online. Please get
in touch with your City contact personnel for additional information.

All others, you may proceed with this exercise on how to submit your invoices
online.
[coA iSupplier 3-Way Vendors|
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City of Atlanta - Standard PO 8002782 1 18-Mar-2008 15.25:00 RoEsEE
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Invoices
I_ - Payments
1" Orders At A Glance [ ——
{Full List L
PO
Number  Description Order Date
8002822  Sodium Hydroxide related services 19-Mar-2008 11:04:07
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #50607 18 M
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Step Action

4, Click the Account tab.
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Invoices
Find saved, unsubmitted invoices so you can update and submit them. Select Wiew Invoices from the Account ( Create Credit Memo Inwoice ) | Create Standard Invoice )

tab to review processed invoices
Create Standard Invoice

Search
Seareh By @)

Saved Invoices

Supplier Invoice Number Date Currency Invoice Amount Purchase Order View Attachments Update Delete
Mo search conducted,

Create Credit Memo Invoice | (_Create Standard Imwoice J

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
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Step Action

5. Click the Create Standard Invoice button.
| Create Standard Imamice ||

Enter the desired information into the Search for Supplier field. Enter "YOUR
COMPANY™".

The first step in submitting your invoice is to retrieve the associated Purchase
Order from the application. Without a valid PO, the application will not allow
suppliers to submit their invoices.

In this step, we are going to retrieve all your POs by providing the supplier name
as a search criteria.

To narrow your search results, you may search by providing the exact PO number
or date.

Click the Go button.

Clicking the Go button will retrieve all your POs from the application.
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Create Invoice: Purchase Orders

Cancel | Step 1 of4 Next )

Search
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Supplier |¥YOUR COMPANY

Purchase Order Number

Purchase Order Date
(example: 15-War-2008)

Buyer ,,5?

Organization ,,¥
Go ) | Clear

Select Hems: (_Add Items to Imamice List |

Select All | Select Mone

Supplier
Quick Item Item  ltem Unit
Select Invoice Supplier [P0 Number i |Line|Shipment|Description Number Number Ordered Received Invoiced UOM Price Curr|Ship To Orge
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Step Action

Click the Quick Invoice option.

The application has now retrrieved all your POs.

Click the Next button.
In this step, we are going to choose the PO line(s) for which we are going to
submit our invoice.
area.

The application may allow you to submit your invoice for the entire ordered
invoice may be processed.

YOU ARE RESTRICTED TO SUBMIT DIFFERENT INVOICES FOR
DIFFERENT PURCHASE ORDERS.

In other words, each supplier invoice may only contain one PO.

checking the first column check-box.

You may then click the Next button to proceed.
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Step Action

10. Enter the desired information into the 0 field. Enter "225".
In this step, you are going to enter the Quantity that you are invoicing.

In our example, we are invoicing 225.

11. Click the Next button.

appropriate line charge type under the "Other Charges™ section and will be
that amount against the line chargte type Tax.

You may then click the Next Button to proceed.

If you have other charges like freight and taxes, you may be able to choose the

able to

enter your amount. For example, if you have taxes on your Invoice, you may add

@ iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
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Create Invoices | Y

Purchase Qrders  LinestoInvoice  General Information  Rewiews and Submit
Create Invoice: General Information
* Indicates required field Cancel ) (gave) (Back| Step3of4 [Mext) (Finish)
* Inwoice Number

Invoice Date [19-Mar2008 | [E]
(example: 19-Mar-2005)
Invoice Description

Hold Cade r4
Attachrment None (Add
Remit To

Marme YOUR COMPANY
Address 123 YOUR STREET
YOUR CITY YOUR STATE YOUR ZIP
Bank Account

Cancel | (Sawe ) |Back| Step 3 of 4 |Next Finish
Home | Orders | Shipments | Account | Admin | Home | Logoot | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
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Step

Action

12.

Enter the desired information into the Invoice Number field. Enter "YOUR
INVOICE # 3".

In this step, you are required to enter your Invoice Number, Invoice Date and
Invoice Description details.

You may want to add the hard-copy of your invoice. You may do so by clicking
on the "Attachment Add" button and the following the prompts to upload your
scanned hard-copy.

13.

Enter the desired information into the Invoice Description field. Enter "YOUR
INVOICE DESCRIPTION # 3",

14.

Click the Next button.

&7 iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
;'l

i File Edt View Favortes Tools  Help
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ORACLE iSupplier Portal Home Logou Preferences  Help

Create Invoices | *

Create Invoice: Review and Submit

Supplier Name  YOUR COMPANY Invoice Number YOUR INVOICE # 3
Supplier Murnber 603095 Irvoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description YOUR INVOICE DESCRIPTION # 3

YOUR CITY YOUR STATE YOUR ZIP PO-Line-Shipment  8002780-1-1
Item Description Item Number Supplier Item Number Quantity  Unit of Measure Unit Price (USD) Amount (USD)
Caustic Soda Flakes 225 EACH 10,00 225000
Subtotal 2,250.00
Tax 0.00
Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00

Home Orders Shipments Account Admin

Purchase Orders  Linestolnvoice  General Information Review and Submit

Cance| Sawe Back | Step 4 of 4 (_Finish

Cance| Save Back | Step 4 of 4 | Finish
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
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Step

Action

15.

Click the Finish button.
In this step, you may review the invoice you had just generated.

If you want to make some changes you may do so by clicking on the Back Button
on the top of the page.

If you are satisfied with your invoice, you may proceed by clicking on the Finish
Button.

@ iSupplier Portal: Create Invoices - Microsoft Internet Explorer
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Harne Orelers Shiprments A Admin

Create Invoices |

[El Confirmation

Irvoice YOUR INVOICE #3 was submitted to our Accounts Payable department on 13-Mar-2008. The confirmation number for this invoice is the invoice number.
After the imvoice has been processed, you can query its status by using the Account tab.

Invoice: YOUR INVOICE # 3
Printable Page ) | Create Another |

Supplier Name  YOUR COMPANY Invoice Murmber YOUR INVOICE # 3
Supplier Murnber 803095 Irvoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description YOUR INVOICE DESCRIPTION # 3
YOUR CITY YOUR STATE YOUR ZIP PO-Line-Shiprment 800278011
em Description em Number Supplier Item Number Quantity  Unit of Measure Unit Price (USD) Amount (USD)
Caustic Sada Flakes 226 EACH 1000 226000
Subtotal 2,250.00
Tax 0.00
Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00
Return to Invoices Frintable Page ) ( Create Another )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. &l rights reserved Privacy Statement
&) Done D Internet
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16.

Click the Printable Page button.

2-3 business days for the City to process yoru invoice.

Printable Page button.

In this step, you will receive a confirmation message abou the sucessful
submission of your invoice. In the confirmation message you may note that, the
submitted invoice may not be available for viewing purposes immediately. You
may be able to view your invoice only after the City has processed it. Please allow

For your records you may be able to print the submitted invoice by clicking the

&) R
g ”
i @iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]@ "
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Invoice: YOUR INVOICE # 3 &
% Supplier Name  YOUR COMPANY Invoice MNumber YOUR INVOICE # 3
Supplier Number 803095 Invoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description  YOUR INVOICE th b
YOUR CITY YOUR STATE DESCRIPTION # 3 [MWOIES 15 The Invoice numoer
YOUR ZIP PO-Line-Shipment  8002780-1-1
In Item Supplier ltem Unit of Unit Price Amount 3
Item Pescripliun Number Numher Quantity Measure (USD) (USD) rimatle Fage Create Another
E‘auksllc Soda 225 EACH 10.00 2.250.00 R INVOICE # 3
CLE ar-2008
Subtotal 225000 ||R INVOICE DESCRIPTION # 3
Tax poo (78011
Freight 0.00 Price {(USD) Amount (USD)
Miscellaneous 000 10.00 2,250.00
Tatal (US0) 2,250.00 Subtatal 2,250.00
Connictt (01 FNR_Nracle_ 81l rikts reserued ()
Tax 0.00
&] Done #® Internet Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00
Return to Invaices Printable Page ) [ Create Anather )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. &l rights reserved. Privacy Stalement
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Step Action

17.

Click the File menu.

Clicking Printable Page button, opens up a printable copy of your invoice.

18.

Click the File menu.

browser using File>Print

You may print this invoice like your print any other document from your internet
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Prink Preview. ., =i
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Import and Export. .. nIs Invoice Date  19-Mar-2008
YOUR STREET Invoice Description  YOUR INVOICE .
Properties UR CITY YOUR STATE DESCRIPTION # 3 i 5 (D el Urliek
wirark Offline IR ZIP PO-Line-Shipment  8002780-1-1
In Close upplier ltem Unit of Unit Price Amount | _
tem Description  Number Numher Quantity Measure (UsD) usD) rintable Page ) ( Create Another )
g‘elistlc Sada e EACH 10.00 2,250.00 R INVOICE # 3
B3 ar-2008
Subtotal 225000 | |RINVOICE DESCRIPTION # 3
Tax 000 | ||780141
Freight 0.00 Price (USD) Amount (USD)
Miscellaneous 0.00 10.00 2250.00
Total (USD) 225000 1) Subtatal 2,250.00
Corwrinkd (e) 08 Oracle 1 rinkls resered Tax 0.00
Closes the window, Freight 0.00
Miscellaneous 0.00
Total (USO) 2,250.00

Printakle Page Create Another
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Step

Action

19.

Click the Create Another button.

Close the printable page window after printing the document.

Create Another |
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Invoices

Home Logout Preferences Help

Find saved, unsubmitted invoices so you can update and submit them. Select Wiew Invoices from the Account ( Create Credit Memo Inwoice ) | Create Standard Invoice )

Account [Nl

tab to review processed invoices

Search

Seatch By

Saved Invoices
Supplier
Mo search conducted,

Go

Invoice Number Date Currency Invoice Amount Purchase Order

View Attachments

Create Credit Memo Invoice | (_Create Standard Imwoice J

Update Delete

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, &l rights reserver.

Privacy Stetement

&) Done
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Step Action

20. Click the Create Standard Invoice button.

amount based and not quantity based.
| Create Standard Invaice )|

In this exercise, we are now going to learn how to submit an invoice that is

21.
COMPANY™.

associated purchase order for this amount based invoice.

retrieve all of the supplier's POs.

Date as the search criteria and then click on the Go Button.

Enter the desired information into the Supplier Name field. Enter "YOUR

As we did for submitting quantity based invoice, we are going to retrieve the

In this example, we are searching by the supplier name and the application will

You may narrow down the search result by providing the actual PO number or PO

22. Click the Search for Organization button.

Click on the Go Button to retrieve the supplier POs.

Remember, You will not be able to submit your invoice without a proper PO.
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Create Invoice: Purchase Orders
Cancel | Step 1 of4 Next )
Search

Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Supplier |¥YOUR COMPANY

Purchase Order Number

Purchase Order Date
(example: 15-War-2008)

Buyer ,,5?

Organization ,,¥
Go ) | Clear

Select Hems: (_Add Items to Imamice List |

Select All | Select Mone

Supplier
Quick Item Item  ltem Unit
Select Invoice Supplier [P0 Number i |Line|Shipment|Description Number Number Ordered Received Invoiced UOM Price Curr|Ship To Orge
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Step

Action

23.

Click the Quick Invoice option.

8002822.

In this example, we are going to submit our amount based invoice for the PO #

24,

Click the Next button.

the Next Button.

YOU ARE RESTRICTED TO SUBMIT DIFFERENT INVOICES FOR
DIFFERENT PURCHASE ORDERS.

In other words, each supplier invoice may only contain one PO.

After selecting the PO line(s), you may then proceed to the next step by clicking
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 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' iSupplier Portal

Create Invoices | Viev

)

Home Logout Preferences Help

Home | Qrders | Shipments  GELCGTTTTEN . Acdmin

Create Invoice: Lines to Invoice
* Indicates required field

USD = U3 Daollar

Supplier Name YOUR COMPANY

Purchase Order ltems Selected

Ay
Purchase Orders  Linestolnvoice  General Information  Rewiew and Submit

Cance| Back | Step 2 of 4 | Next )

Supplier
PO Item ltem  Hem Quantity Quantity Quantity  Quantity to Unit
Humber Line Shipment Description Number Number Ship To Ordered Received Invoiced Invoice UOM Price Amount Taxable MarsG PO#
s002Ez21 MELCI alizhed 600 1966 i 2500/L0T 100250000 D
related Management-
Services D 48D
Other Charges
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract # Remove
Tax Ll
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract # Remove
Freight m
Add Anather Row
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract #
< i | >
&) Done 4 Internet
Step Action

25. Enter the desired information into the 1500 field. Enter "1500".

In this step, you will include the amount invoiced in the "Quantity to Invoice"
field.

In this example, our Invoice amount is 1500.

26.

Click the Next button.

As in the case of submitting quantity based invoices, you may use the Other
Charges section to include your taxes and freights.

You may click on the Next Button to proceed.

27.

Enter the desired information into the Invoice Number field. Enter "YOUR
INVOICE #4".

In this step, we are required to enter Invoice details including Invoice Number,
Invoice Date and Invoice Description.

You may add any other supporting documents as a file attachment. Please click on
the "Add" button on the Attachments field and then follow the prompts to uplaod
your attachment.

28.

Enter the desired information into the Invoice Description field. Enter "YOUR
INVOICE DESCRIPTION # 4".
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&1 iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
"l

: File Edit  VYiew Favorites Tools  Help

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links @] Free Hotmall &) Windows &% Windows Marketplace @] Windows Media

eaack ) Iﬂ IEL‘ ;\J /-‘;Eear(h ‘S‘E{Favnntes [ 2] - i _J @!S b

Address [ @] htp:ffcltcatsa0. atlanta.doc el 005/ 0f_HTMLIOA. jsp7page=foradefappsiap/invoiceispipages AplrvLinesPG,_ri=200BOASF=AP_POS_INY_LINESGinvStep=28_ti=125276965erel v | [ Go

ORACLE isupplier Portal Home Logout Preferences Help

Home Orolers Shipments Account Addmin

Create Invoices | Y

Purchase Orders  Linestolmvoice  General Information  Rewiew and Submit
Create Invoice: General Information
* Indicates required field Cancel ) (Save) (Back| Step3of4 [Next) ((Finish)
* Imwoice Number | VOUR INVOICE # 4

*Imoice Date [19-Mar2008 | [E]
(example; 19-hlar-2008)
Invaice Description | yQUR INVOICE DESCRIPTION #4|

Hold Code r 4
Attachment None (_Add
Remit To

Mame YOUR COMPANY
Address 123 YOUR STREET
YOUR CITY YOUR STATE YOUR ZIP
Bank Account

Cance|) (gave) (Back|Step3of4 [Next) [Finish)
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserver. Privacy Stalement
&) & Intermet

Step

Action

29.

Click the Next button.

proceed.

After entering all the invoicing details, you may click on the Next Button to

30.

Click the Finish button.
In this page, you will have the opportunity to review the created invoice.
If you are not satisifed with the invoice, you may click on the Back button

you to the previous steps for re-editing the invoice.

submission of the invoice.

to take

Once the invoice is reviewed, you may click on the Finish button to complete the
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31. Click the Logout link.

Please read the confirmation message carefully.

It may be noted that your invoice may not be available for viewing immediately
until the City processes this invoice. Please allow 2-3 business days for the City to
process your invoice.

After processing the invoice, the invoice may be available for viewing and other
status inquiry purposes.

You may be able to print the submitted invoice by clicking the Printable Page
Button.

32.

Click on the Logout link to sign-out of the application.
End of Procedure.

View Invoices

View Invoices

In the last chapter, we learned how to submit an invoice online. In this chapter, we are going to
learn how to view an already submitted invoice.

Your authorized user can then login to City's website to review an invoice.

Procedure

At the end of this exercise, you will be able to review your invioces online.

Enter your credentials and click Login.
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@ Login - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

{ Qe - O[5 [F] (b Oseaen lpraones €5 - & JEE S

iy
U

¢ ctress | €] https/fdteats30. atlanta Jocal: 800504 _HTHLjippsLacallogin.jsp?cancellri={OA_HTMLjAppsLacalogi,jspelangCode=L Sausername=YOLRMAILIDA0EMAILPROVIDER, COM

M

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE E-Business Suite

Login
Username | YOURMAILID@EMAILPROYIDER.C

Password | eeeeeses

Login

Copyright (c) 2008, Oracle. Al rights reserver

&) Done 4 Internet

Step Action

1. Click the Login button.
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@ Oracle Applications Home Page - Microsoft Internet Explorer E]
File Edit View Favortes Tools Help w
Qe - Q[ @ D search 57 Favores 62) - @ - <«LE 3
§ Address ‘@ http: iditcats30.atlanta Jocal: 300508 _HTMLIOA, jsp?OAFUNC=0RHOMEPAGE [VI Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
ORACLE' E-Business Suite
Looout Frefersnces Help
Logged In As YOURMAILID@EMAILPROVIDER.COM
Navigator Favorites
Edit Namgatnr' Edit Faworites |
[ COA iSupplier 3-Way Yendors Please select & responsibilty You have not selected any favarites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.
Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved Brivacy Statement
€] hitp: fjditcats30. atlanka.local:B005/08,_HTMLOA, jsp?0AFUNC=0AHOMEPAGE Ak egionApplicationld=0&navRespld=50691 &navRespAppld=1778n & Internet

Step

Action

2.

Click the COA iSupplier 3-Way Vendors link.

If your Home Page has "COA iSupplier 2-Way Vendors" instead of "COA
iSupplier 3-Way Vendors" then you are considered to be a Construction Service
providing vendor and you may not be able to submit your invoices online, but you
will be able to view your invoices online. You may continue to proceed with this
tutorial.

[CoA iSupnlier 3-Way Vendars]
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@ iSupplier

Portal: Home Page - Microsoft Internet Explorer

File  Edit

: Q@ bk -

View Favorites Tools Hslp

D [= B O s @)

T & ﬂ'J@Jﬁﬁ

r

¢ actress | €) https/fteats30. atlanta Jocal: 800504 _HTHLIOA.j5p? OAFUNc=0AHOMEP AGEBaIR egionapplicationl d=D8navR espld=S0691EnayRespippld=1 77navSecGrpld=Détransactionid=7 | v | [ 6o

43

Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links @] Oracle New Instances €] Customize Links (&) Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

~
Home Logout Preferences Help
m Qrders | Shipments Arcount Admin
| Notifications Orders
Full List Agreements 3
Subject Date Purchase Orders
City of Atlanta - Standard PO B002752, 1 18-Mar- 2009 15.25.00 Eurchase Histar
Response to your change request for Standard PO 8002732 from Cit: 18-Mar-2008 15:24:39 Receipts
Response to your Il 1 request for Standard PO SOMP751 fro 18-Mar-2008 13:54:46 Fleefivie
City of Atlanta - Standard PO G002781 0 18- Mar2008 10-24-15 e
City of Alanta - Standard PO 8002778 0 18-Mar-2008 10.20:31 Invoices
Invoices
I_L Payments
— Orders At A Glance [ ——
Full List )
PO
Number  Description Order Date
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #30607 18
8002778 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Mar-2008 10:20:11 ["]

&)

4 Internet

Action

Click the Account tab.

Click the View Invoices link.

Click the Go button.

To bring all your invoices, click Go without entering any search criteria.

You can narrow down your search by providing any of the information in the
Simple Search area and then Click Go button.
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@ iSupplier Portal: ¥iew Invoices - Microsoft Internet Explorer Q
File Edit View Favorites Tools  Help >
: ) Al @ 0y ; 3 B
Q- Q- [¢ @G ) search ¢ Favortes ) - - LRE 3
§ Address ‘a http:fﬂd\tcatsﬁU.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.]sp7DagE=ﬂUracle;’appsﬂpDsﬂaz:Uurvtﬂwebu\ﬂPUsAplnvMa\nPG&_r\=177&addErEadCrumb=V&SearchTypE=Slmp\E&OASF=POS_INVOkl Go
Y- Search wab || | | ...attempting to retrieve buttons from Yahoot...
 Links @] Oracle New Instances €] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
AtlarltaisL.pp"er Portal Home Logout Preferences Help
Home | Orders | Shiprments )Y Account WSlilomn
| View Invoices
Invoice Summary
(Expor)
Simple Search A
(_Advanced Search ] |~
Inwaice Mumber PO Number
Payment Number Payment Status _
Gross Amount From Invoice Date From
Gross Amount To Invoice Date To
Amount Due From Due Date From
Armount Due To Due Date To
(Go ) Clear (A
Invoice PO Gross  Amount Payment Discount Available Packing
Number |Description | Invoice Date = |Number Currency Amount Due Due Date |Status [Number Date Discount Slip Attachments Type
YOUR
YOUR  \wOlcE 18-Mar2008 8002781 USD 10000 100.00 17-Apr2008 In- Standard
IMNYOICE necrpipTioN Process
i #2 m
& 4 Internet

Click the Invoice Number link.
We are going to review the invoice that we just entered in our previous exercise.

NOTE: Online submitted invoices must have been processed by the City in order
for them to appear in this search results.

1
-
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@ iSupplier Portal: Associated POs - Microsoft Internet Explorer
File Edt View Favorites Tools  Help ;,l

{ A @ ve
Q- Q- [ @ ) search 50 Favortes ) - w-LNE S
£ Address |&] hitps/fditcatsaD. atlantaocal: B9050A_HTML{OA.jsp?calType=We:_ri=177,rc=POSINQUIRIESPLfowApplicationld=1778flonCade=POS_SUPPLIER_INQUIRIESEpagepplcatiord | [EJ o

YT - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln
Home | Orcers | shipments  dlEGeR GOl Admin |

| View Invoices
Account View Invaices >
Associated POs
Irwvoice YOUR INVOICE NUMBER
Inwoice Date  18-Mar-2008
Currency USD
Gross Amount  2,500.00
Arount Due  2,500.00
Due Date  17-Apr-2008
Payment
Discount Date
Ayailable Discount

PO Number Currency Total Buyer Supplier Supplier Site
8002782 uso 25,000.00 Cannady-Lowe, Patricia & YOUR COMPANY PAYSITE
| Expont
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. &l rights reserved. Privacy Stetement

&) Done 4 Internet

Step Action

7. Click the 8002782 link.
By clicking the PO Number link, you may be able to review the Purchase Order
on the invoice.
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@ iSupplier Portal: ¥iew Order Details - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

iy
4

{ Q- O €A & O search 5o Favertes () e m- L RE 3

¢ actiress | €) https/dteats30. atlanta Jocal: 800504 _HTHLIOA.jsp? OAFUN=FOS_VIEW_ORDER&PoHeaderld="%7B!1L]1f 4PoawyaWansmo77QQ% DEPoReleaseld=retanaN=8addereadcr | v | [£] 6o

| View Invoices
Account View Inwaices > [Supnlier Portal Assaciated POs >
Standard PO : 8002782 Revision 1 {Total USD 25,000.00)

¥ Order Information
General Information
Standard PO 8002782
Total 23,000.00 {USD)

Y- Searchweb || | | ...attempting to ratrisvs buttons from Yahoo!...
 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
ORACLE' isupplier Portal Home Logout Preferences Helo —
Home orders shipments Account Ardmin ’

(Request Cancellation ) ( Request Changes ) ( Printable View ) (View Change History ) ( Export )

Terms and Conditions
Payment Terms  Net30 Receipts
Carrier Invoices

(@) Related Information

Supplier YOUR COMPANY FOB ORG FRT PRE Payments
Supplier Site  PAYSITE Freight Terms  Best Way
Address 123 YOUR STREET Shipping Contral
YOUR CITY, YOUR Bill-To Address
STATE YOUR 4P Bill-To Address  Accounts Payable Division
Buyer Cannady-Lowe, Patricia B 68 Mitchell Street
Order Date  18-Mar-2008 15:24:39 Room 600 n
Description  Sodium Hydroxide Atlanta, GA 30303
Alkali Solutions ’
Status  Open Ship-To Address
Nate ta Supglier Ship-To Address :J"Z'llilla)[-:l‘)is:%li)‘:‘wlldmg
Qrganization City of Atlanta 55 Trinity Ave., S.W
Snursing Dacument Suite 3960/South
Supplier Qrder Number Atlanta, GA 303030309
Attachments None ’
PN Nataile v
|&] pane 4 Internet
Step Action
8. Click the Account: View Invoices link.
ccount Yiew Invoices|
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@ iSupplier Portal: ¥iew Invoices - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help -
: A @ A 24
Qe - () |ﬂ @ p) | ) seach 7 Favartes €2 cdg B - JEE 3
§ Address ‘@ http:fﬂdwtcatsau.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.1sp?page=ﬂuraclefappsﬂpusﬂac:ountﬂwebuwﬂPusAplnvMamPG&_n=177&5ear:hType=swmple&oA5F=POS_INVOICES&_U=71968501[VI Go
LYt - Searchweb || | | ...attempting to ratrisvs buttons from Yahoo!...
 Links ] Oracle New Instances €] Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~
%\ AtlarltaisL.pp"er Portal Home Logout Preferences Help
Home | Orders | Shipments Account [Tl
Invoice Summary
Export
Simple Search
Achvanced Search |
Inwaice Mumber PO Number 3
Payment Number Payment Status _
Gross Amount From Invoice Date From @
Gross Amount To Invoice Date To @
Amount Due From Due Date From
Armount Due To Due Date To
Go ) Clear
Invoice Invoice PO Gross Amount Due Payment  Discount Available Packing
Number Description Date Humber Currency Amount Due Date Status Humber Date Discount Slip Attachments Type
Mo search
conducted
| Export [ ]
v
|&] pane 4 Internet

Step Action

9. Click the scrollbar.

oot

10. End of Procedure.

View Payments
View Payments

In the last chapter, we learned how to submit and view an invoice online. In this chapter, we are
going to learn how to view the payment details for the submitted invoice.

Your authorized user can then login to City's website to review an invoice.

Procedure

At the end of this exercise, you will learn to review payment details of your invoices.
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