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Version No: 1.0
Date: 07/09/2023

Overview
This document provides you the steps to manage profile and account settings.
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Manage Profile and Account Settings

If you are an existing vendor, you are already registered in iSupplier and approved to
perform transactions in the system.

You, as a Profile Administrator, for your organization, would have received an email
like this, confirming your registration to iSupplier and asking you to log in with your
new credentials.

Follow the steps below to manage profile and account settings:

1. Click the Reset your password link to proceed.

For Your Information: Metrolinx Supplier Collaboration Network: Confirmation of Registration

o erpdev02
Mendoee st P If you are an existing vendor, you are already registered in
KIM DENRIKX <kim derllx@globalknowledge com> iSupplier and approved to perform transactions in the system.
[ Notification Detail.html X 20 ey
E28) 748 bytes You, as a Profile Administrator, for your organization, would have
received an email like this, confirming your registration to iSupplier
and asking you to log in with your new credentials.
To KIM DERIKX

Sent 17-JAN-2022 19:34:40
0 2120035

You have been registered at Metrolinx for access to their supplier collaboration network. You can log in with the i il com

In order to generate/reset your password, please click the below link and follow the instructions. This link is only available for 480 minutes.
Contact Kevin. i com for i information.

Please click on the below link to access the training docs.
https:// doingb bo.comjcontent/ home/new-supplier-agent/ds i lier/_jer_content/content1/attachments_56676282_1664123043/file.res/iSupplierUserGuide.pdf

Password Url: Reset your pssword e ;
= Click the Reset your password link to proceed.

Reply Forward
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In this demonstration, the relevant fields are populated for you.
ORACLE A & 0

Reset Password
* Indicates required field

Please enter your username and passwords below. The password you enter below will be used to replace your old password.

* User Name  kim derikx@globalknowneledge com . . .
R In this demonstration, the relevant fields

i o) are populated for you.

*
Cenfirm Your Password =~

Confirm Password

Copyright (c) 1998, 2020, Oracle andior its affiates. Al rights reserved. About this Page  Privacy Statement

2. Click the Confirm Password button to reset your password.
ORACLE A 0

Reset Password
% Indicates required field

Please enter your username and passwords below. The password you enter below will be used to replace your old password.

* User Name  kim.derikx@globalknowneledge.com
* Password

(8 chiasacters o more)

*
Confirm Your Password  ========-

Confirm Pass{lerd
"

Click the Confirm Password button to
reset your password.

, 2020, Oracle and/or its affiliates. All rigl
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3. A Confirmation pop-up box displays confirming that your password has been
reset. Click the OK button.
ORACLE (O C (7]

Reset Password
i Indicates required field

Flease enter your username and passwords below. The password you enter below will be used to replace your old password.

* User Name
* password

(2 characters on more)
* Confimm Your Password . Confirmation
“a

Confirm Password | The password has been reset; use the new password to login to the systam.

A Confirmation pop-up box displays confirming that your
password has been reset. Click the OK button.

4. The iSupplier log in page displays. Enter your username and password.

ORACLE

User Name

The iSupplier log in page displays.
Password Enter your username and password.

Login Assistance

Reglster Here

Accessibility

Language

English g
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In this demonstration, the relevant fields are populated for you.

ORACLE
In this demonstration, the relevant fields
are populated for you.

User Name

kim.deriloc@globalknowneledge.com

Password

Login Assistance

Reglster Here

Accessibility

Language

English v

5. Click the Log In button.

ORACLE

User Name

kim.derilx@globalknowneledge. com

Password

Click the Log In button. m

Login Assistance

Register Here

Accessibility

Language

English 2
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6. The iSupplier home page displays. Click the Menu icon.

E ORACLE E-Business Suite * fo) ‘ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE com (@) (U]

Please note, iSupplier is used to submit non-Regime 3 Construction Act invoices.
Announcement
Welcome to Oracle E-Busines. If you were expecting to submit an invoice against a Regime 3 PO, please reach

out to your Metrolinx Business Partner.
You can personalize the choices availas

this page by selecting favorites using the A Add Favorites
Favorites icon (with a star and plus sign).

You can alse select a specific start page when
you log in to Oracle E-Business Suite. Choose
Settings (gear icon) from the top of the page,
and then choose Preferences. Select the

The iSupplier home page displays.
Click the Menu icon.

responsibility and Page you want, and apply

your changes. The next time you log in. you will

be taken to your preferred start page instead of

this home page.

raining Documents - Fi
raining Documents - Ex

System Outage Schedule

Copyright (c) 1998, 2020, Oracle andior its affiliates. All rights reserved. About this Page  Privacy Statement

Search q| 2 a * I3 ‘@D | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (@) o

MX iSupplier Broker

M ERRNSCEONALRTST i Please note, iSupplier is used to submit non-Regime 3 Construction Act invoices.

MX iSupplier Portal Supplier PO Inv Adi
i If you were expecting to submit an invoice against a Regime 3 PO, please reach
MX iSupplier Profile Administrator CE out to your Metrolinx Business Partner.
5

Add Favorites

Click the MX iSupplier Profile Administrator option.

isupplier metrolinxsit com:8028/0A_HTML/OA jsp?OAFunc =OASIMPLEHOMEPAGE#

About this Page  Privacy Statement

2X= METROLINX
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8. Click the Supplier Details option.

(39+]
Search q| = a * fol ) | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM () (U]

MX iSupplier Broker

MX iSupplier Portal Supplier Inv Admin

Please note, iSupplier is used to submit non-Regime 3 C Act

MX iSupplier Porlal Supplier PO Inv Admin
If you were expecting to submit an invoice against a Regime 3 PO, please reach

MX iSupplier Profile Administrator out to your Metrolinx Business Partner.

Supplier Delails T.\
5

Invoices

Click the Supplier Details option.

7 4 -

The General tab in the Profile Management page is displayed by default. Here,
you can view the basic details and add attachments relevant to
your organization.

CLE" MX iSupplier Profile Adm = | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (1)

Supplier Administration

Profile Management

Lo General
#TIP Disclaimer Message: By registering in iSupplier, you agree ta accept the following terms and conditions found at the link below
Company Profile Tac
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 94.131.8345
OrgEneon ) (CANADA)ING: Tax Registration Number 875127961RT0001
po—— Supplier Numk?er 008759 Taxpayer ID
Alias Cauntrv of Tax Reaistration
Contact Directory Parent Supplier Name BURLINGT
Parent Supplier Number 008067
Business Classifications . o .
Attachments The General tab in the Profile Management page is
Bankng Deak displayed by default. Here, you can view the basic details
Payment & ivoicing ~ Soareh and add attachments relevant to your organization.
Note that the sean e insensitive

Title Go

P Show More Search Options

Add Attachment...
Seq~ Title ~ Type ~ Description .  Category -~ Last Updated By LastUpdated ~.  Usage ~. Update Delete
10 2023-08-25 04:57.... File 2023-08-18 17:20:... From Supplier  KIM.DERIKX@GLOBALKNOWLEDGE.COM 25-Aug-2023 One-Time 7 ‘j

Table Diagnostics
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9. To add an attachment, click the Add Attachment button.

Supplier Administration

Profile Management

General

Company Froflle
Organization
Address Book
Contact Directory
Business Classlflcations
Banking Detalls

Payment & Involcing

ORACLE" MX iSupplier Profile Administrator ’ﬁ\ * {31- .._ |  Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM
General
& TIP Disclalmer Message: By reglstering In [Suppller, you agree to accept the following terms and concltions found at the link below
T&C
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 84-131.8345
(CANADA) ING. Tax Registration Number 67512796 1RT0001
Supplier Number 008159 Taxpayer ID
flkas Country of Tax Registration
Parent Supplier Name BURLINGTON HYDRO INC
Parent Supplier Number 008087
Attachments
To add an attachment, click the Add Attachment button.
p show| Search Options
Add Attachment(}
Seq~ Title - Type - Description ~.  Category -~ Last Updated By - LastUpdated .. Usage ~. Update Delete
2023-08-25 04:57:... Flie 2023-08-18 17:20=... From Suppller  KIM.DERIKX@GLOBALKNOWLEDGE COM 25-AUg-2023 One-Time V4 W
Table Dlagnostics

10.The Add Attachment pop-up window displays. Enter the name of the attachment
in the Title field.

Supplier Administration

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classlfications
Banking Detalls

Payment & Involcing

ORACLE" MX iSupplier Profile Administrator (2} * Q -‘ Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM Q)
General
& TIP Disclalmer Message: By registering In ISuppller, you agree to accept the folloving terms and condltions found at the link below
T&C
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 84-131-8345
{ERATR) R Tax Reglstration Number 67512796 1RT0001
Supplier Number 008159 Taxpayer ID
LU Country of Tax Reglstration
Parent Supplier Name BURLINGTON HYDRO INC
Add Attachment x
Attachment Type
Title N X

Seal Description The Add Attachment pop-up window displays. Enter
v - 7 the name of the attachment in the Title field.

o Category From Supplier

& *File [ Ghoose Filc | Mo file chasen
»
Cancel  Add Another  Apply

Seq .o Title & Type -~ Description = Category -~  Last Updated By LastUpdated -~  Usage -~ Update Delete
10 2023-08-25 04:57: Flle 2023-08-18 17:20:. From Suppller ~ KIM.DERIKX@GLOBALKNOWLEDGE COM 25-Aug-2023 One-Time 7 E

Table Dlagnostics
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11.Click the Choose File button and select the relevant file from your local folder.

ORACLE" MX iSupplier Profile Admini As KIM.DERIKX@GLOBALKNOWLEDGE.COM (_')

Supplier Administration

Profile Managament

b General
& TIP Disclalmer Message: By reglstering In ISuppller, you agree to accept the following terms and concltions found at the link below
Company Profile T&C
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 84-131.8345
Sigetization (CANADA) INC. Tax Reglstration Number 675127961RT0001
Supplier Number 008159
Aitaas Bk PP i Taxpayer ID
o Country of Tax Reglstration
Contact Directory Parent Supplier Name BURLINGTON HYDRO INC
Add Attachment x

Business Classlflcations

Attachment Type
Title  Attachment 1

Banking Detalls

Seal

Payment & Invelsing Description
4
Note Category From Supplier
n *File [ GhodTk File | No fie chosen
L . g
> Click the Choose File button and select the relevant
Cancel | Add Another  Appl z
file from your local folder.
T

Seq . Title Type . Description - Category ..  Last Updated By - Last Updated .~  Usage .. Update Delete
10 2023-06-25 04:57:... Flle 2023-08-1817:20=... From Suppller  KIM.DERIKX@GLOBALKNOWLEDGE COM 26-AUg-2023 oneTme w

Table Dlagnostics

Once selected, the name of the uploaded file is displayed in the File field and the
Description field is auto populated based on the file selected. You can update the
Description field, as needed.

ACLE" MX iSupplier Profile Adm As KIM.DERIKX@GLOBALKNOWLEDGE.com (1)

Supplier Administration

Profila M: it
i Once selected, the name of the uploaded file is

o G displayed in the File field and the Description field is
@ auto-populated based on the file selected. You can W below

SOEATy FIoR update the Description field, as needed.

=

DUNS Number 84-131-8345

Organization tegistration Number 875127961RT0001

prise Supplier Number 008159 Taxpayer ID

Allas Country of Tax Registration
Contact Direciory Parent Supplier Name BURLINGTON HYDRO INC

Add Attachment x

Business Classlflcations

Aftachment Type  File v
Title Attachment 1

Banking Detalls

Payment & Involcing g Description  2023.08-18 17:20:04 DOCUMENT.doex (Size 111383)
£
Note Category From Supplier
1 *Elle [ Ghoose File  DOCUMENT dacx
»
Cancel  Add Ancther  Apply
T
Seq.~. Title - Type - Description -  Category -~ Last Updated By - LastUpdated - Usage - Update Delete
10 2023-06-25 04:57:... Flie 2023-08.18 17:20:... From Suppller  KIM.DERIKX@GLOBALKNOWLEDGE COM 26-Aug-2023 One-Time P4 i |
Table Dlagnostics
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12.Click the Apply button.

= ORACLE MX iSupplier Profile Administrator A X fol 2 Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.com (1)
Supplier Administration
Profile Managament
- General
& TIP Disclalmer Message: By registering In ISupplier, you agree to accept the following terms and conditions found at the link below
Company Profile T&C
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 94-131-9345
Rtgatizaticn (=G R Tax Reglstration Number 575127961RT0001
P A Supplier Number 008159 Taxpayer ID
Allas Country of Tax Registration
Contact Direstory Parent Suppller Name BURLINGTON HYDRO INC
Add Attachment x
Business Classlfications
File v
Banking Detalls Attachment Type  Fil
Title Attachment 1
Payment & Involcing Sed Description  2023.08-18 17:20:04 DOCUMENT.docx (Size :11383)
%
Note Category From Supplier
1 *File | Ghoose Flle | DOCUMENT.docx
L4 g
Cancel  Add Another ARP;y ' Click the App'y button.
N
T
Seq o Title - Type - Description .~  Category - Last Updated By - LastUpdated .  Usage -~ Update Delete
10 2023-08-25 04:57: Flie 2023-08-18 17:20:... From Suppller  KIM.DERIKX@GLOBALKNOWLEDGE.COM 25-Aug-2023 One-Time: &
Table Diagnostics

13.A Confirmation pop-up box displays confirming that the attachment has been
added successfully. Click the OK button to continue.

ORACLE MX iSupplier Profile Administrator

*x # ®

/"\ Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

U]

Supplier Administration

Profile Managsment

I General
& TIP Disclalmer Message: By registering In ISuppller, you agree to accept the fallawing terms and concltions found at the link below
Company Profile T&C
Qrganlization Name GLCBAL KNOWLEDGE NETWORK DUNS Number 84-131-8345
Grisntetog (b R Tax Registration Number  875127961RT0001
Supplier Number 008159
Address Book 5 B Taxpayer ID
- Country of Tax Registration
Contact Directory Parent Supplier Name BURLINGTON HYDRO INC
Parent Suppller Number 008087
Business Classlflcations
Attachne==*~
Banking Detalls . . . 3 .
9 A Confirmation pop-up box displays confirming that the attachment
Search . .
Payment & Invoicing has been added successfully. Click the OK button to continue.
Note
il
> . allachment has been added succ
T
Seq .~ Title - Type - Description -  Category -~ Last Updated By - LastUpdated . Usage -~ Update Delete
10 Attachment 1 Flie 2023-08-18 17:20:... From Suppller  KIM.DERIKX@GLOBALKNOWLEDGE.COM 25-Aug-2023 One-Time v 4 E
20 2023-08-25 05:27: File 2023-08-18 17:20.... From Supplier KIM.DERIKX@GLOBALKNOWLEDGE.COM 25-Aug-2023 One-Time v ﬁ

Page 10 of 60



Manage Profile and Account Settings == METROLINX

The newly attached file is now displayed in the list of attachments.

= ORACLE MXiSupplier Profile Administrator ﬁ * {31- ...@ |  Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Supplier Administration

Profile Management

General

Company Froflle
Organization
Address Book
Contact Directory
Business Classlflcations
Banking Detalls

Payment & Involcing

Seq.o Title - Type . Description ~.  Category ~. Last Updated By - LastUpdated .. Usage . Update Delete
10 Attachment 1 Flie 2023-08-18 17:20:. From Suppller  KIM DERIKX@GLOBALKNCWLEDGE COM 25-Alg-2023 One-Time é » m
isupplier.metrolinsit com:B029/0A HTMLIOA jspTpage=/orade/apps/pasis. 2023-08-18 17:20.... From Supplier KIM.DERIKX@GLOBALKNOWLEDGE.COM 25-Aug-2023 One-Time p m -

General
& TIP Disclalmer Message: By reglstering In |Suppller, you agree to accept the following terms and condltions found at the link below
T&C
Organization Name GLOBAL KNOWLEDGE NETWORK DUNS Number 84-131.8345
(CANADA) ING. Tax Registration Number 67512796 1RT0001
Supplier Number 008159 Taxpayer ID
flkas Country of Tax Registration
Parent Supplier Name BURLINGTON HYDRO INC
Parent Supplier Number 008087

Attachments
Search The newly attached file is now displayed in

oy the list of attachments.
Nate that the search is case insensitive

Titla Go

} Show More Search Options

Add Attachment.

14.Click the Organization section.

= ORACLE MXiSupplier Profile Administrator A XX o ..@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Supplier Administration

Profile Management

Genera

Company Proflle
Orga"[ﬁ‘tlom
Address Book
Contact Directory
Business Classifications
Banking Detalls

Payment & Invoicing

Seq. Title Type - Category . Last Updated By .~ LastUpdated . Usage . Update Delete
10 Attachment 1 Flle 2023-08-18 17:20: From Supplier  KIM.DERIKX@GLOBALKNCWLEDGE.COM 25-AUg-2023 One-Time P g m
metrolinsit.com:B029/08_HTML/OAjspTpage=/oradle/apps/pos/s... 2023-08-18 17:20 rom Supplier  KIM.DERIKX@GLOBALKNOWLEDGE.COM 26-AUg-2023 One-Time é m -

General
@ TIP Disclalmer Message: By registering In [Supplier, you agree to accept the following terms and conditiens found at the link below
T4
. u - - YGE NETWORK DUNS Numb: 94-131-9345
Click the Organization section. ' kil
Tax Registration Number 675127861RT0001
Taxpayer ID
a8 Country of Tax Registration
Parent Supplier Name BURLINGTON HYDRQ INC
Parent Supplier Number 008067
Attachments
Search

Note that the search is case insensitive
Title Go

P Show More Search Options
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The Organization page displays. Here, you can validate the information that
Metrolinx has added about your organization.

Supplier Administration

Profile Managesmant

General

Company Froflle
Organization
Address Book
Contact Directory
Business Classlflcations

Banking Detalls

Organization

D-U-N-8 Number
Legal Structure
Principal Name

Year Established

SIN

84-131-8345

KHHXAEB4E

SIN is a confidential field. Kindly erter valid

(J Federal Agency

9 digits numoer

Chief Executive Name
Chisf Executive Title

Principal Title
Incorporation Year
Control Year
Mission Statement

Potential Revenue

For next fiscal year

The Organization page displays. Here, you can validate the information I
that Metrolinx has added about your organization.

Total Employees ©
Payment & Involcing
Organization Total Corporate Total
Organization Total Type ~ Corporate Total Type v
Tax and Financial Information (5]
Taxpayer ID Analysis Year
Tax Registration Num  875127861RT0001 Currency Preference
W Humber Annual Revenus
Fiscal Year End ”

Cancel Save

You can also add more
the changes.

ACLE" MX iSupplier Profile Admi

Supplier Administration

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classlflcations
Banking Detalls

Payment & Invelcing

Organization

D-U-N-S Number
Legal Structure
Principal Name

Year Established

SIN

Total Employ¢

orgal
Organizatil

94-131-9345

HHXXXE848

SIN is & confidential field. Kindly enter valid 9 digits numoer.

You can also add more information, if necessary, and
click the Save button to save the changes.

Tax and Financial Information

Taxpayer ID
Tax Registration Num 87512766
VAT Mumboer
Fiscal Year End v

(J Federal Agency

Chief Executive Name
Chiaf Executive Title

Principal Title
Incorporation Year
Control Year

Analysis Year

Currency Preference

Annual Revenue

Potential Revenue
For next fiscal year

Cancel | Save

6]

0]
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15.Click the Address Book section.

2X= METROLINX

ORACLE" MX iSupplier Profile Adm

Supplier Administration

Profile Management

General
Company Profile
I Organization
Address,
M
Contact Directory
Business Classlflcations

Banking Detal's

Payment & Invelcing

Organization

D-U-N-S Number ~94-131-9245
Legal Structure q
Principal Name

Click the Address Book section.

Total Employees

Organization Total
Organization Total Type ~

Tax and Financial Information

Taxpayer ID
Tax Registration Num  875127861RT0001
VAT Mumboer
Fiscal Year End v

(J Federal Agency

3 * fol ‘@ | Logged In As KIM.DERI

Chief Executive Name
Chiaf Executive Title

Principal Title
Incorporation Year
Control Year
Mission Statement

Corporate Total
Corporate Total Type v

Analysis Year

Currency Preference

Annual Revenue

Potential Revenue
For next fiscal year

LOBALKNOWLEDGE.COM

Cancel Save

o

9]

The Address Book page displays. Here, you can view, update, and add new
addresses (also known as “sites”) related to your organization.

RACLE" MX iSupplier Profile Adm

Supplier Administration

Profile Management

General

Company Froflle
Organization
Address Book
Contact Directory
Business Classlflcations
Banking Detalls

Payment & Involcing

Address Book

Create | e

Address Name 4 Address Details
150 YORK ST

SUITE 110

TORONTO, ON M5H3S5

2 Bloor SL. E

150YORKSTREET

2 Bloor SLE r

onto, ON MW 1A8
30 EGLINTON AVE W
SUITE 201

TORONTO, ON M5J 1E6
PO BOX 15872
STATION A

Lockbox #15872
TORONTO, ON MSW 1C1

30 EGLINTCN AVE W

POB15872 STNA

Country . Status .
Caneda Current
Canada Current
Canada Current
Canada Current

The Address Book page displays. Here, you can view,
update, and add new addresses (also known as “sites”)
related to your organization.

Update

Remove

I}

W Table Dlagnostics

Dlagnostic Console
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16.To update an existing address, click the Update icon corresponding to that

address.

RACLE’ MX iSupplier Prof

* £+ Q& D | opged in As KIMLDERIKX@GLOBALKNOWLEDGE COM

Supplier Administration

Profila Management

General

Company Proflle
Qrganization
Address Book
Contact Directory
Business Classlfications
Banking Detalls

Payment & Involcing

Address Book

Create | | «=-

Address Name 4

150YORKSTREET

2 Bloor L. E

30 EGLINTCN AVE W

POB15872 STNA

Address Details

150 YORK ST

SUITE 110

TORONTO, ON M5H3S5
2 Bloor SLE

or
. ON Maw 1A8
30 EGLINTON AVE W
SUITE 201

TORONTO, ON M5J 1E6
PO BOX 15872
STATION A

Lockbox #15872
TORONTO, ON M5W 1C1

Country .~

Canada

Canada

Canada

Canada

Status - Update Remove
Current Fd i}
Gurrent 7 W Table Diagnostics
Current 7 W
Gurrent q’ i @
i

Dilagnostic Console

To update an existing address, click
the Update icon corresponding to
that address.

The Update Address page displays.

Here, you can update the fields, as needed.

L€’ MX iSupplier Profile Administrator

Update Address

* Indicates required field

Address Line 4

County
State
Province ON

Address Purpose

+

Purpose

No results found,
Table Dlagnostics.

Note

Note

Supplier Adminisiralion: Profile Mar:

GLOBAL KNOWLEDGE NETWORK
Suppller Name  (CANADA) ING

Country Canada
* Address Name POB15872 STNA
* Address Line 1 PO BOX 15872
AddressLine2  STATION A
Address Line 3 Lockbox #15872

City TORGNTOD

Postal Code M5W 1C1

Remove

Supplier Number 008159

Phone Area Code
Phone Number
Fax Area Code
Fax Number
Email Address  ARrequests.nam@invalidemail.com

The Update Address page displays. Here, you can
update the fields, as needed.

M.DERIKX@GLOBALKNOWLEDGE.COM LI)

Cancel Save

[) Purchasing Address
Payment Address
[} RFQ Only Address
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17.Scroll down to view more details.

2X= METROLINX

Supplier Administration: Profile Management: Address Book >
Update Address

* Indicates required field

Suppller Name [CANADA) INC
Country Canada -
*Audmsg Name POB15872 STNA
* Address Line1  POBOX 15872
Address Line2  STATION A
Address Line 3  Lockbox #15872
Address Line 4
Clity TORONTO
County
State
Province ON
Postal Code M5V

Address Purpose

+
Purpose
No results found.
Table Diagnostics

Note

Note

GLOBAL KNOWLEDGE NETWORK.

Supplier Number

Phona Area Code
Phone Number
Fax Area Code

Fax Number
Email Address

Remove

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

008158

ARrequests.nam@invalidemail.com

[[] Purchasing Address
Payment Address
[[] RFQ Only Address

Scroll down to view more details.

Cance] Save

You can add the purpose of this address as well as any additional notes related to
the address in the Address Purpose and Note sections.

Suppller Name [CANADA) INC.
Country Canada v
* Address Name POB15872 STNA
* Address Line1 PO BOX 15872
Address Line2 STATION A
Address Line 3 Lockbox #15872
Address Line 4
City TORCNTO
County
State
Province ON
Postal Code  M5W 1C1

Address Purpose
+
Purpose

No results found.
Table Dlagnostics

Note

Note

el any aduilona detaiks atout the acess such a5 e type of @

Phone Area Code
Phone Number

You can add the purpose of this address as well as any
additional notes related to the address in the
Address Purpose and Note sections.

Remove

visible 1o other buyers within your organization as viel

25 1o the suppler. Also, incude biiel noles Lo buyer aboul ihe change when changing address

Diagnostic Console

Cancel Save
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Selecting the purpose of your address is not a mandatory requirement. You may
choose to add a purpose if you wish to provide more details about an address or
to make a distinction between multiple addresses for the benefit of your
organization's contacts and Metrolinx employees.

Suppller Name (CANADA) INC -
Country Canada v Phona Area Code
* Address Name ~ POB15872 STNA Phone Number
* Address Line1 PO BOX 15872 Fax Area Code
Address Line 2 STATION A Fax Number
Address Line 3 Lockbox #15872 Email Address  ARrequests.nam@invalidemail.com
Address Line 4
City TORONTO (] Purchasing Address
County Payment Address
State (] RFQ Only Address

Province ON
Postal Code  M5W 1C1

Address Purpose
Selecting the purpose of your address is not a
* mandatory requirement. You may choose to add a
Purpose Ramove purpose if you wish to provide more details about
No results found. e -
= an address or to make a distinction between
rable Dlagnostics N N
multiple addresses for the benefit of your

piote organization's contacts and Metrolinx employees.

Note
%

incluce any addilonal details aboul e address such as e lype of address. Thes wil be visible o olher buyer
nformation

your organizalion as well 25 1o the suppler. Alse, include briel noles Lo buyer aboul the change when changing address

Diagnestic Console

Cancel Save

18.To add the purpose of the address, click the Plus icon in the Address Purpose
section.

Supplier Name  (CANADA) INC. a

country Canada
* Address Name  POB15872 STNA
* Address Line1 PO BOX 15872
Address Line 2 STATION A
Address Line 3 Lockbox #15872
Address Line 4
City  TORONTO
County
State
Province ON
Postal Code MSW 1C1

Address Purpose

No results found.
Table Diagnostics

Note

Note

nformation

{- To add the purpose of the address, click the Plus icon in the Address Purpose section.
P‘,‘pn&e

nclude any addiona] delaiks aboul he address such ws lhe lype of addivss

Phone Area Code
Phone Number
Fax Area Code
Fax Number
Email Address  ARrequests.nam@invalidemail.com

() Purchasing Address
Payment Address
([ RFQ Only Address

4

Thes will e visible Lo olher buyers witin your orgamzation s well 5 1o U suppher, Also, include briel neles Lo buyer aboul e change when changing address

Diagnostic Console

Cance] Save
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2X= METROLINX

19.The Purpose drop-down menu displays. Click the drop-down arrow to view the list

of options.

Supplier Name (CANADA) INC.

Canada v
POB15872 STNA

PO BOX 15872

STATION A

Lockbox #15872

Gountry

* Address Name
* Address Line 1
Address Line 2
Address Line 3
Address Line 4
city

County

State

Province

Postal Code

TORONTO

ON
MW

Address Purpose

+

Purpose

ncknowlsdﬁ ments ?

Table Diagnostics

Note

Nate

%
rs the lype of address. Thes wil be

& any additonal defails aboul the acdress sud

The Purpose drop-down menu displays. Click the drop-
down arrow to view the list of options.

Phone Area Code
Phone Number
Fax Area Code

Fax Number

Email Address  ARrequests.nam@invalidemail com

[J Purchasing Address
Payment Address
() RFQ Only Address

bl 1o other buyers wilin yous organizalion as wel as 1o the suppber. Also, indude brief noles o buyer aboul the change when changing address

Diagnestic Console

Cancel Save

20.The list of options is displayed. Scroll down to view the complete list.

Suppller Name [CANADA) INC. N
v Phone Area Code
ITNA Fhone Number
Administered By 72 Fax Area Code
Bllls of lading Fax Numbar
Collateral Mail To 872 Email Address  ARrequests.nam@invalidemail.com
Autherizations
Claims
Blll To [] Purchasing Address
Payment Address
" « ~ ” RFQ Only Address
espandence The list of options is displayed. Scroll o 4
mer Region i :
aige g down to view the complete list.
gibility
nge Biling
Credit Card Billing
Credit Memos
d Remove
Acknowledgments ~ 7 )
Table Diagnostics
Note
Nate
Y
ncluce any addilonal delaks aboul e actess such as (e lype of address. This wil be visile 1 olher buyers within yous organizalion as well 25 1o the suppler, Also, include brie! neles Lo buyer aboul e change when dhenging address
formation
Diagnostic Console
Cancel Save
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2X= METROLINX

21.Select the appropriate option from the list. In this demonstration, we have
selected the Address Book Address option.

Address Line 2
Address Line 3
Address Line 4
City

County

State

Province
Postal Code

+

Purpose

Supplier Name (CANADA) INC

STATION A
Lockbax #15872

TORONTO

ON
MW 1C1

Address Purpose

Country Canada v Phone Area Code
* Address Name ~ POB15872 STNA Phone Number
* Address Line1 PO BOX 15872 Fax Area Code

Fax Numbar

Email Address

Remove

Address Book Address ~ W
Table Diagnostics.

Note

Nate

we have selected the Address Book Address option.

Select the appropriate option from the list. In this demonstration,

22 .Enter relevant notes in the Note field.

i STy SR e e S e S
nformation

TETRTEOT

OO OO ZOT AV

ARrequests.nam@invalidemail.com

[] Purchasing Address
Payment Address
(] RFQ Only Address

TCTTTESOP. Also, include biiel

s lu buyer aboul the change when changing address

Diagnostic Console

Cancel Save

Address Line 3
Address Line 4
City

County

State

Province
Postal Code

Supplier Name [CANADA) INC.

Lockbox #15872

TORCONTO

ON
MV 1C1

Address Purpose

nformatiarn

Country Canada v Phone Area Code

* Address Name ~ POB15872 STNA Phone Number
* Address Line1 PO BOX 15872 Fax Area Code
Address Line 2 STATIONA Fax Numbar

Email Address

+
Purpose Remove
Address Book Address v
Table Diagnostics Enter relevant notes in the Note field.
Note
Note [ /J
FEReTs ey SOTCr GO S0k T eSS S 5 e 78 o SITES

s wall e wisible o other buyers within your organization as wiell 5 1o the supplier. Also, indude brief noles o buyer about the change when changing address

ARrequests.nam@invalidemail.com

(] Purchasing Address
Payment Address
(] RFQ Only Address

Diagnostic Console

Cance]l Save
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In the Note field, you can include any additional details about the address. You
can also include notes to Metrolinx about the change when changing address
information.

What you enter in this field will be visible to other contacts within your
organization as well as to Metrolinx.

Supplier Name (CANADA) INC -
Country Canada v Phona Area Code
* Address Name ~ POB15872 STNA Phone Number
* Address Line1 PO BOX 15872 Fax Area Code
Address Line 2 STATION A Fax Numbar
Address Line 3 Lockbox #15872 Email Address ARrequests.nam@invalidemail.com
Address Line 4
City TORONTO [ Purchasing Address
County Payment Address
State (] RFQ Only Address

Province  ON
Postal Code  M5W 1C1

Address Purpose

+ ; ; o :
Purpose In the Note field, you can include any additional details
Address Book Address v about the address. You can also include notes to Metrolinx
Table Diagnostics about the change when changing address information.
Note 2 e q .
What you enter in this field will be visible to other contacts
Note [Address purpose changed 1o "Address Boak AGHress', J within your organization as well as to Metrolinx.

nformatiar

Diagnostic Console

Cancel Save

23.Click the Save button to save your updates.

Supplier Name [CANADA) INC. N
Country Canada v Phona Area Code
* Address Name = POB15872 STNA Phone Number
* Address Line1 PO BOX 15872 Fax Area Code
Address Line2  STATION A Fax Number
Address Line3  Lockbox #15872 Email Address  ARrequests.nam@invalidemail. com
Address Line 4
city TORONTO (] Purchasing Address
County Payment Address
State () RFQ Only Address

Province  ON
Postal Code  M5W 1C1

Address Purpose

+

Purpose Remove

Address Book Address ~ o

Table Dlagnostics
Note
Note Address purpose changed lo “Address Book Address”
y Click the Save button to save your updates.
st s Ihe lype of addiess. Thes will be visidle L other buyers wiltin your arganization as vk

include any aduilonz| detaiks about the addre:
formation
Diagnostic &, ole

Cance| 5«‘;13}
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A message displays indicating that the details related to your address have been
modified. Note that the status of the address changes to Change Pending as the
updates are yet to be approved by Metrolinx.

| Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Supplier Administration

Profile Management

General

Company Profile
QOrganization
Address Book
Contact Directory
Business Classifications
Banking Details

Payment & Inveicing

4 Confirmation
Details for your FOB16872 STNA address have been modified.

Address Book

Create | =
Address Nai
o A message displays indicating that the details related to your
SIVORKETH address have been modified. Note that the status of the address
- changes to Change Pending as the updates are yet to be approved
by Metrolinx.
30 EGLINTOM

TORONTO, ON M5J 1E6
PO BOX 15872

STATION A

Lockbox #15872
TORONTO, ON MSW 1C1

POB15872 STNA Canada Change Pending e @

Table Diagnostics

Diagnostic Console

24.To create a new address for your organization, click the Create button.

AN x* m | Logged In As KIM.DERIKX@GLOBALKNGWLEDGE.COM

Supplier Administration

Profile Management

General
Company Frofile
Organization
Address Book
Contact Directory
Business Classifications
Banking Details

Payment & Invoicing

& Confirmation
Details for your POB15872 STNA address have been modified.
Address Bool

To create a new address for your organization, click the Create button.
Cipate | {7+

Address Name & Address Details Country Status -~ Update Remove
150 YORK ST

150¥ORKSTREET 10 Ganada Current 7 7]
ONTO, ON MSH3S5
2 Bloor St E
2 Bloor St E 3t floor Canada Current 7 T

Toronto, ON M4W 1A8

30 EGLINTON AVE W =
30 EGLINTON AVE W SUITE 201 Canada Gurent 7 hirj
TORONTOQ, ON M5J 1E6
PO BOX 15872
STATION A r »

sckton #15672 Ganada Ghange Pending é jrij

INTO, ON MW 1C1

POB19872 STNA

Table Diagnostics

Diagnostic Console
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The Create Address page displays. Enter the relevant details in the following
fields, such as Address Name, Address Line 1, City, Province, and Postal Code.

ORACLE MX iSupplier Profile Administrator

The Create Address page displays. Enter the relevant details
Shoplet Ariniraion Bl MaRaGEmertARAEsSBONKE in the following fields, such as Address Name, Address Line 1,
Create Address 5 City, Province, and Postal Code.

* Inicates required field

GLOBAL KNOWLEDGE NETWORK SUPPIS S UL Ty
Supplier Name (CANADA) INC.
Country  Canada v Phone Area Code
* Addrass Name Phane Numbsr
* Address Line 1 Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address
Address Line 4
City [ Purchasing Address
County [J Payment Address
State () RFQ Only Address
Province
Postal Code

Address Purpose

+

Purpose Remove
No results found.

Table Diagnostics

Note

Note

In this demonstration, the relevant fields are populated for you.

= ORACLE MXisupplier Profile Adm =
Supplier Administration: Proflle Management: Address Book > |l"| thIS demonstratlcn, the r6|eva nt fleldS G
Create Address populated for you. m
* Indicates required field
GLOBAL KNOWLEDGE NETWORK SuppIS munTt UuU oo
Supplier Name (CANADA) INC.
Country Canada - Phone Area Code
* Addrass Name  TRADE BUILDING Phane Number
* Address Line 1 506 PAGIFIC STREET Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address
Address Line 4
City (0 Purchasing Address
County [0 Payment Address
State VANCOUVER () RFQ Only Address
Provinece  ON
Postal Code

Address Purpose

+

Purpose Remove
No results found.

Table Diagnostics

Note

Note
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25.Select the Purchasing Address check box.

2X= METROLINX

= ORACLE MXiSupplier Profile Administrator [}

Supplier Adminlstration: Profile Management: Address Book >
Create Address

* Indicates required field

* 4 .@| Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (1)

Country

* Address Name
* Address Line 1
Address Line 2
Address Line 3
Address Line 4
city

County

State

Province

Postal Code

&+
Purpose
No resu

Table Diagnostics

ound.

Note

Note

GLOBAL KNOWLEDGE NETWORK
Supplier Name (CANADA) INC.
Canada v
TRADE BUILDING
506 PACIFIC STREET

Address Purpose

Remove

Supplier Number 008159

Phane Area Code
Phone Number
Fax Area Code

Fax Number
Email Addrass

Eﬂ rchasing Address

=]

Payr gt Address

Select the Purchasing Address check box.

Cancel Save

26.Select the Payment Address check box.

= ORACLE MXiSupplier Profile Administrator

* Addrass Name
* Adaress Line 1
Address Line 2

Supplier Administration: Proflle Management: Address Book >

Create Address
* Ing required field
GLOBAL KNOWLEDGE NETWORK
Supplier Name (CANADA) INC.
Country Canada v

TRADE BUILDING
506 PACIFIC STREET

n x & @ | Logged In As KIM.DERIKX@GLOEALKNOWLEDGE.COM

Supplier Number 008158

Phane Area Code
Phane Number
Fax Area Code

Fax Number

Address Line 3 Email Address

Address Line 4

4 Purchasing Address

Address Purpose

+

Purpose Remove

No results found.

Table Diagnostics

Note

Note

city
County Payn'cn!.zcdrcss
State E;\HFU Oy Address
Province
Postal Code Select the Payment Address check box.

cancel Sava
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Selecting the Purchasing Address option ensures that Metrolinx can create POs

for this address. Selecting the Payment Address option ensures that the address
can be used for payment purposes as a billing address. Note that you can select
either or both the options, as needed.

= ORACLE MX iSupplier Profile Administrator n x &t .@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (1)

Supplier Administration: Proflle Management: Address Book >

Create Address Cancel  Save
* Indicates required field
GLOBAL KNOWLEDGE NETWORK Supplier Number 008159
Supplier Name (CANADA) ING.
Country Canada v Phone Area Code
* Addrass Name TRADE BUILDING Phone Number
* Address Line1 506 PACIFIC STREET Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Addrass
Address Line 4
city Purchasing Address
County Payment Address
State  VANCOUVER () RFQ Only Address
Province ON
Postal Code

Address Purpose Selecting the Purchasing Address option ensures that

Metrolinx can create POs for this address. Selecting the

+ g
s e Payment Address option ensures that the address can be
No resuls found. used for payment purposes as a billing address. Note that
Table Diagnostics you can select either or both the options, as needed.
Note

Note -
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You can add the purpose of this address in the Address Purpose section.

MX iSupplier Prof * .@ | Logged In As KIM.DERIKX,

Supplier Adminlstration: Proflle Management: Address Book >

Create Address Cancel ~Save
* Ingicates required field
GLOBAL KNOWLEDGE NETWORK Supplier Number 008159
Supplier Name (CANADA) INC.
Country Canada v Phone Area Code
* Address Name  TRADE BUILDING Phane Number
* Address Line1 506 PACIFIC STREET Eow Aran Mada

Address Line 2
Address Line 3

Address '-‘f;t; You can add the purpose of this address in

County the Address Purpose section.
State
Province
Postal Code

Address Purpose

&
Purpose Remove
No results found.

Table Diagnostics

Note

Note -

Scroll down to view more details.

€’ MX iSupplier Profile Administrator

Supplier Administration: Proflle Management: Address Book >

Create Address Cancel Sava
* Inicates required field
GLOBAL KNOWLEDGE NETWORK Supplier Number 008159
Supplier Name (CANADA) INC.
Country Canada v Phone Area Code
* Address Name ~TRADE BUILDING Phane Number
* Address Line1 506 PACIFIC STREET Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address
Address Line 4
city Purchasing Address
County Payment Address
State [ RFQ Only Address
Province
Postal Code

Address Purpose

+ Scroll down to view more details.
Purpose Remove
Business v W

Table Diagnostics

Note
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Country Canada -
* Address Name TRADE BUILDING
* Address Line 1 | 506 PAGIFIC STREET
Address Line 2
Address Line 3
Address Line 4
City
County
State  VANCOUVER
Province ON
Postal Code

Address Purpose

You can add any additional notes related to the address in the Note section.

+ : 4
in the Note section.

Purpose Remoy

Business v o

Table Dlagnostics
Note
Note
Z
nchude any addilonal detals about e address such as the type of address. Thes will be wisible 1 ollier buyers wilhin your arganizalion as veell 25 o e supaher, Also, incdude brief noles Lo buyer abuul the change when dhanging addess

Phone Area Code
Phone Number
Fax Area Code

Fax Number
Email Address

Purchasing Address
Payment Address
[] RFQ Only Address

You can add any additional notes related to the address

Diagnostic Console

Cancel Save

In this demonstration, the relevant fields are populated for you.

Country Canada -
* Address Name = TRADE BUILDING
* Address Line 1 | 506 PAGIFIG STREET
Address Line 2
Address Line 3
Address Line 4
Clty
County
State VANCOUVER
Province ON
Postal Code

Address Purpose

+
Purpose Remove
Business v I}

Table Diagnostics

Note

Note A new address has been added for Purchasing and Payment address.

additonal delaiks aboul he addiess such as e lype of addiess. Th

Phona Area Code
Phone Number
Fax Area Code

Fax Number

Bt Addrnec

In this demonstration, the relevant fields are
populated for you.

o b supplier. Also, include brief noles Lo buger abuul e change whe

Diagnestic Console

Cancel Save
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27.Click the Save I_ink.

Country

* Address Name
* Address Line 1
Address Line 2
Addrass Line 3
Address Line 4

Canada v
TRADE BUILDING
506 PACIFIC STREET

Phone Area Code
Phone Number
Fax Area Code

Fax Numbsr
Email Address

city Purchasing Address
County Payment Address
State  VANCOUVER [[] RFQ Only Address
Province ON
Postal Code

Address Purpose

Purpose Remove
=
Business v @
Table Dlagnostics.
Note
Note A new address has been added for Purchasing and Paymen! address.
4
nclucie any adeilonal delails aboul e adidiess such as the ype of sddress. This wil be visible bo olher buyers wallin your organizabion s viell 23 1o e sepoler, Afoncude buslaolealo budsahoul e b e o g ess
farmation

itic Console

Click the Save button.

A message displays, confirming that the address has been added to your Address
Book. Metrolinx will receive a notification to review the new address. Once the

new address is approved, you can use it as a payment and/or purchasing address,
as per your selection.

ORACLE’ MX iSupplier Profile Administrator

Supplier Administration

Profile Management

Genera

Company Proflle

& Confirmation

*x # 2

TRADE BUILDING has been added to your Address Book

Address Book

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Qrganization Eraaal | o=
Address Book Adc |
- A message displays, confirming that the address has been added to
Contact Directo 0 . o p o s 5
Y your Address Book. Metrolinx will receive a notification to review the
Business Ciassfications new address. Once the new address is approved, you can use it as a
—_ payment and/or purchasing address, as per your selection. Tabie Diagnostics
30E
Payment & Involcing TORONTO, ON M&J 1E6 i B
PO BOX 15872
POB15872 STNA R Canada Change Pending
TORONTOQ, ON M5W 1C1
TRADE BUILDING Canada New 2 @

o o

Diagnostic Console
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28.Click the Contact Directory section.

= ORACLE MXiSupplier Profile Administrator * fo) 2 | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM () ()
Supplier Administration
Profile Management
General 5 Confirmation
TRADE BUILDING has been added ta your Address Boak
Company Proflle
pen Address Book
Organization Create | -
I Address Book Arddrams Moma d. Addcess Deataile Country - Status - Update Remove
1 H A 3 Current » m
Centact ety Click the Contact Directory section. Ganada P i)
- 4
B 55 Classlflcat
S T 315t floor Canada Garrent » i}
Toronlo, ON M4W 1A8 = ~
Banking Detalls 40 EGLINTON AVE W Table Diagnostics
30 EGLINTGN AVE W SUITE 201 Canada Cument 4 TH
Payment & Involcing TORONTG, ON M5J 1E6
PO BOX 15872
o STATION A »
PCB15872 STNA Lockbox #15872 Canada Change Pending é I
TORONTO, ON MSW 1C1
508 PACIFIC STREET >
TRADE BUILDING VANCOUVER Canada New p i)
Diagnostic Console

The Contact Directory: Active Contacts page displays. Here, you can view,
update, and add the details of contacts linked to your organization.

= ORACLE MXiSupplier Profile Administrator

Supplier Administration The Contact Directory: Active Contacts page
displays. Here, you can view, update, and add the
details of contacts linked to your organization.

Profile Management

Suppller Administration: Profile Management: Contact Directory >

Genera Contact Directory : Active Contacts
Company Proflle Create | === jous 1-15 w Next15 b
Organization First Name .~. Last Name .. Supplier Name & Phone Number .. Email - Status -. User Account Addresses Update
DONNA LONG GLOBALKNCWLEDGE Current 4

NETWORK (CANADA] ING.
p P GLOBAL KNOWLEDGE o T
GsyINB 1oos NETWORK (CANADA) ING SOAcp@yopmall.com Current v

GLOBAL KNOWLEDGE

Address Book

Contact Directory

R ANDY FRANCISCY SE;:ELR:'\:S :: ,E\,; 7 E‘NC 416-6404703 Andy Frandiscy@invalidemail.com  Current £ 2
Rt RHONDA  PERRIN RO (o iRDa I, S05-3662088 Rhonda.Perrin@invalidemall.com  Current 2
& KELLY BRADFORD ﬁj;ﬁ@;:&"ﬁ:‘;ﬁgﬁﬁhﬂ; kelly bracford@invalldemall.com  Current ] V4
Kim Derikx ﬁt_lo,‘iAOLRr’((h:?:‘;h‘ngﬁNc 905-766-2394 kim_derikx@invalicemail. com Curnrent v = 4 4
LESLIE COTTEN fq'éﬁ‘(‘;';mz‘ﬁggﬁm 519-386-1064 leslle.cotten@nvallderral.com Curent & P
Syed Rahman B ilégi‘%LRw:?,:’\tigﬁjE\NC SyedRahman B@invalidemail.com  Current v = 4
Generic Email ié%ﬁ%LRihfgi‘tngﬁNc GK vices. NAM@ idemail.com  Current v = P »
KM DERIKX (I5uppller User Account) Léri‘(‘;';““:ﬁg;fw( Kim derlkx@Invallgemall.com Current ¢ ] p
R PR GLOBAL KNOWLEDGE i e e wa o 0 O = . -
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The check mark against some of the contacts indicates that Metrolinx has created
an iSupplier user account for them. Note that a missing check mark in the User
Account column against a contact indicates that the contact does not have an

iSupplier user account.

ORACLE" MX iSupplier Profile Adm

Supplier Administration
Profile Management
Suppller Administration: Profile Management: ¢
ety Contact Directory : Active Cor
Company Proflle Create | «ss
Organization First Name .~. Last Name ..
DONNA LONG
Adgress Book
Gey1NB 008
Contact Directory
ANDY FRANCISCY
Business Classlflcations
RHONDA PERRIN
Banking Detals
KELLY BRADFORD
Payment & Involcing
Mark Thaw
Kim Derikx
LESLIE COTTEN
Syed Rahman B
Generic Email
KIM DERIKX (ISuppller User Account)

The check mark against some of the contacts indicates that Metrolinx
has created an iSupplier user account for them. Note that a missing
check mark in the User Account column against a contact indicates
that the contact does not have an iSupplier user account.

s 1-15 v Next15 B

Supplier Name 4. Phone Number .~. Email -

GLOBAL KNOWLEDGE

Status - User Account Addresses Update

Curren »
NETWORK (CANADA) ING. Gument e
GLOBAL KNOWLEDGE i e = .
NETWORK (CANADA) INC 80Acp@yoprmall.com B v !

GLOBAL KNOWLEDGE o o N T ]
NETWORK (CANADA) ING 416-G404703 Andy.Franciscy@invalidemail.com  Current &
GLOBAL KNOWLEDGE i B T AT =
NETWORK (GANADA) ING, | 905-3062056 Rhonda Pertin@@invalidernail.com  Current E 4
GLOBAL KNOWLEDGE ey A — ’
NETWORK (CANADA) ING kelly.bradford@Invalidemaill.com Current 3
GLOBAL KNOWLEDGE Citent »
NETWORK (CANADA) INC 5 L
GLOBAL KNOWLEDGE o3 " . i s i Ciiauti »
NETWORK (CANADAY NG, | 905-766-2304 kim.derikx@invalidemail.com Current v 4
GLOBAL KNOWLEDGE A in 2 & A — »
NETWORK (CANADA) ING 919-388-1064 leslle.cotten@Invalldemall.com Current l
GLOBAL KNOWLEDGE L Curren »
NETWORK [CANADA) ING SyedRahman B@invalidemail.com  Current v
GLOBAL KNOWLEDGE ~Kin MG ema 2 |Curren »
NETWORK (CANADA) ING. GKinvoices. NAM@invalidema Current v 4
e Kim. derlkx@Invalldemall.com Current o & y

NETWORK (CANADA) INC.
GLOBAL KNOWLEDGE

29.Click the Update icon corresponding to the contact for whom you want to set up a

user account.

" MX iSupplier Profile Admi

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Supplier Administration
Profile Management
Suppller Administration: Profile Management: Contact Directory >
ity Contact Directory : Active Contacts
Company Proflle Create | ses Previous 1-15 v Next15 B
Organization First Name . Last Name . Supplier Name Phone Number . Email - Status . User Account Addresses Update
itk LG GLOBAL KNOWLEDGE P, = 2
Address Book 2
e e GeyiNg 1008 Click the Update icon corresponding to the contact for whom i 4
ANDY FRANCISCY you want to set up a user account. & 2
Business Classlfications =
atarn RHONDA PERRIN NETWORK (CANADA) INC. H05-3662056 Rhonda.Perrin@invalidemail.com Current E pr
\anking Detalls
B GLOBAL KNOWLEDGE o - = 3
KELLY BRADFORD N EniGRK (T("’ANADM e kelly bracford@invalidemall.com Current 7
Payment & Involcing GLOBAL KNOWLEDGE :
ek Thew NETWORK (CANADA) ING Surenl ] ¢
Kim Derikx ﬁt"lo"i%LRri((hSi‘;bngjE\NG 905-766-2394 kim_ derikx@invalicemail com Current v E 7
GLOBAL KNOWLEDGE a8 101 i - ~ E »
LESLIE COTTEN NETWORK (CANADA) ING ©19-388-1064 leslle.cotten@Invalidemall.com Current
o o GLOBAL KNOWLEDGE e R 4
Syed Rahman B NETWORK (CANADA) INC. SyedRahman.B@invalidemail.com  Current v
o ; GLOBAL KNOWLEDGE M e R W »
Generic Email NETWORK (CANADA) ING. GKinvoices NAM@invalidemail.com  Current v &
g ad . GLOBAL KNOWLEDGE = o - = »
KIM DERIKX (1Suppler User Account) e e Ty NG Kim derlkx@Invalldemall.com Current v i
T P GLOBAL KNOWLEDGE _ cancec cane S e e e T B =
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30.The Update Contact page displays. Select the Create User Account for this
Contact check box.

— o . = a oo
= ORACLE MXiSupplier Profile Administrator N * fo3 1) | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@) 0]
Supplier Administration: Profile Management: Conlac! Directory > Contacl Directory : Aclive Conlacts >
Update Contact Cancel |~ Apply
* Indicates required field
Contact Title v Phone Area Code
FirstName DONNA Phone Number
Middle Name Phone Extension
* Last Name LONG Alternate Fhone Area Code
Alternata Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number
* Email Address  donna@invalidmail com Inactive Date  (25-Aug-2023 19:45:00) fe
url
Contact Purpose
+ The Update Contact page displays. Select the Create User

Purpose
No results found.
Table Diagnostics

Account for this Contact check box.

User Account

Craate User Account for this Contact (L,
i

Dlagnostic Console

On selecting the check box, the Supplier Name and Username fields are
displayed. By default, the email address populates in the Username field.

Note: This username is not editable. You must contact Metrolinx if you want to
change the defaulted username.

= ORACLE MXiSupplier Profile Administrator /ﬁ\ * ﬁ ... | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM ° (!)
Supplier Administration: Profile Management: Contacl Directory > Contact Directory : Active Conlacts >
Update Contact

Cance] Apply
* Indicates required field

On selecting the check box, the Supplier Name and Username fields are
displayed. By default, the email address populates in the Username field.

Note that this username is not editable. You must contact Metrolinx if you
want to change the defaulted username.

Contact Purpose

+
Purpose Delete
No results found.
Tabla Diagnastics To enter the relevant information in the
UssiAieanay Supplier Name field, click the Search icon.

Create User Account for this Contact

* Supplier Name

i
3

*
Usarname

User Nptifications
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2= METROLINX

31.The Search and Select: Supplier Name pop-up box displays. Click the Go button
to display the list of suppliers.

= ORACLE MXiSupplier Profile Administrator

jed In As KIM.DERIK: LOBALKNOWLEDGE.COM

Supplier Administration: Profile Management: Contact Directory > Contact Directory : Aclive Gonlacts >

Update Contact Cancel Apply
* Indicates required field

Contact Title v Phone Area Code

Search and Select: Supplier Name

x
Search
To find your item, select & filter ilem in the pulldown list and enter a value in the lext field, then select the "Go® button
Search By Suppller Name v "
Gfx The Search and Select: Supplier Name pop-
Results - . .
- = s up box displays. Click the Go button to
ontact Purpose Select k Select I - 3 &
E cloct CuiciDalect ielopiier Namo display the list of suppliers.
No search
conducted.
+ About this Page
Purpose Cancel Select
No results found.

Table Diagnostics

User Account

Create User Account for this Contact
= Supplier Name Q
* Usameme  donna@invalidmail.com
User Notifications

32.The name of your organization automatically displays. Click the radio button
corresponding to the supplier name.

j)ed In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Supplier Administration: Profile Management: Contact Directory > Contact Directory : Aclive Gonlacts >

Update Contact Cancel Apply
* Indicates required field
Contact Title v Phone Area Code
EirshNama..DONMA
Search and Select: Supplier Name x
Search
To find your item, select a lilter item in the pulldown lisl and enter a value in the lexl field, then select the "Go" bution
Search By Suppller Name ~ Go | 45:00) @
Results
Contact Purpose Select Quick Select “ Supplier Name
* GLOBAL KNOWLEDGE NETWORK (CANADA) INC.
+ RBotitis Page
Purpose Cancel Select
No results found.
Table Diagnostic

The name of your organization automatically displays. Click the radio

Hashaccolit button corresponding to the supplier name.

CiSEE USET ACCUGIT IO Ui UGG G
= Supplier Name Q

* Usarname  donna@invalidmail.com

User Notifications
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2= METROLINX

33.Click the Select button.

= ORACLE MXiSupplier Profile Administrator * 'IEI' ‘@

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM o (_l)

Supplier Administration: Profile Management: Cantact Directory > Contact Directary : Active Contacts >

Update Contact Cance] Apply
* Indicates required field

Contact Title v

Phone Araa Code

Search and Select: Supplier Name

Search
To find your item, select 2 filter item in the pulldown list and enter a valug in th text figld, then sslect the “Go® button

Search By Suppller Name Go 45000
Results

Contact Purpose Select Quick Select * Supplier Name

® s GLOBAL KNOWLEDGE NETWORK (CAMADA) ING.
+ Abot this Page
Purpose Cance]
No resuits found.
Table Diagnostics
User Account

Click the Select button.
Create User Account for this Contact
*Suppller Name Q
* Usamame  donna@invalidmail.com

User Notifications

34.The name of the supplier is populated in the Supplier Name field.

= ORACLE MXiSupplier Profile Administrator H * fol ‘@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.cOM () (0]
Supplier Administralion: Profile Management: Gontacl Directory > Contact Directory : Aclive Conlacts >
Update Contact

Cancel Apply
* Indicates required field

Contact Title v Phone Area Code
First Name DONNA Phone Number
Middle Name

Phone Extension
Alternate Phone Area Code
Alternate Phone Number

Last Name LONG
Alternate Name

Job Title Fax Area Code
Department Fax Number
* Email Address  donna@invalicmail.com Inactive Date Y
url

Contact Purpose

+ _— .
S The name of the supplier is populated in the

N e st Supplier Name field.
Table Diagnostics

User Account
Create User Account for this Contact

% Supplier Name GLOBAL KNOWLEDGE NE

w
Usarname

User Notifications
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You can also edit the Inactive Date field, as needed. If a contact from your
organization needs to be deactivated from iSupplier, you can use this field to
enter the date after which the contact will be unable to log in using their iSupplier
credentials.

= ORACLE MXiSupplier Profile Adm * {EI- ‘GE) | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM o Q)

Supplier Administration: Profile Management: Gontact Directory >

Update Contact

* Indicates required field

Cancel Apply

Contact Title v
First Name DONNA

Phone Area Code

Phone Number
Middle Name Phone Extension
*LastName LONG Alternate Phone Araa Code

Alternate Name Alternate Phone Number

Job Title Fax Area Code
Department Fax Number
* Email Address donna@invalidmail.com Inactive Date  (25-Aug-2023 19:45:00) 7Y
url

Contact P . . ;
il You can also edit the Inactive Date field, as needed. If a contact from your

+ organization needs to be deactivated from iSupplier, you can use this field
Furpose to enter the date after which the contact will be unable to log in using

No resuits found their iSupplier credentials.
Table Diagnostics

User Account

Create User Account for this Contact
* Supplier Name GLOBAL KNOWLEDGE NE Q
* usarname

User Notifications

35.Scroll down to view more details.

= ORACLE MXiSupplier Profile Administrator Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM o LI)
Supplier Administralion: Profile Management: Gontacl Directory > Contact Directory : Aclive Contacts »
Update Contact Cancel Aply
* Indicates required field
Contact Title v Phone Area Code
First Name DONNA

Phone Number
Phone Extenslon
* Last Name  LONG Alternate Phone Area Code
Alternate Name Alternate Phone Number

Middle Name

Job Title Fax Area Code
Department Fax Number
* Email Address donna@invalidmail.com Inactive Date  (25-Aug-2023 19:45:00) Y
url
Contact Purpose . .
Scroll down to view more details.
+
Purpose Delete

No results found.
Table Diagnostics

User Account

Creats User Account for this Contact
* Supplier Name GLOBAL KNOWLEDGE NE

* Username

User Notifications
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The Responsibilities section displays the list of roles assigned to the contact. You
can also change the roles assigned, if required.

Responsibilities &
=) Responsibility Application
O mxISuppller Pertal Supplier PO Inv Admin Suppller Portal
[ WX ISupplier Broker Supplier Portal
[ WX iSupplier Porlal Supplier Inv Admin Supplier Portal
WX iSupplier Profile Administrator iSupplier Portal

Table Dlagnostics

The Responsibilities section displays the list of roles assigned to the contact.

* MX iSupplier Portal Supplier PO Inv Admin: This option enables the selected contact to
submit only PO-based invoices.

e MX iSupplier Broker: This option enables the selected contact to submit non-PO invoices.

s MXiSupplier Portal Supplier Inv Admin: This option enables the selected contact to
submit PO-based as well as non-PO invoices.

¢ MX iSupplier Profile Administrator: This option enables the selected contact to update

the vendor details in the system and add or deactivate other contacts from the iSupplier
Contact Directory.

You can also change the roles assigned, if required.

AULESS 100 TSI Uy SUPRIET UG

Further down the page, you can restrict access for the contact in iSupplier by
editing the Site Restriction section. If you do not restrict a contact by site, the
contact will have access to all the sites linked to your organization’s profile.

Responsibilities &
= Responsibility Application

O X ISuppler Pertal Supplier PO Inv Admin Supplier Portal

O MX iSupplier Broker Suppller Portal

[ WX iSupplier Partal Supplier Inv Admin Supglier Portal

WX iSupplier Profile Administrator Supglier Portal

Further down the page, you can restrict access for the contact in iSupplier by
editing the Site Restriction section. If you do not restrict a contact by site, the
contact will have access to all the sites linked to your organization's profile.

Table Diagnostics

Site Restriction

Modify Sites

Supplier Site ‘Operating Unit

Access nat resiricled by Supplier Site:

Table Dlagnostics

Caontact Restriction

Modify Contacts

Supplier Contact Address

Access nat resiricled by Supplier Conlact
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36.To restrict the contact by site, click the Modify Sites button.

2X= METROLINX

Responsi
=] Responsibility Application
[ MxISupplier Portal Supplier PO Inv Admin Suppller Portal
O MXISupplier Broker Suppller Portal
[ MX iSupplier Porlal Supplier Inv Admin Supplier Portal
MX iSupplier Prafile Administralor iSupplier Portal

Table Dlagnostics

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction
Suppliers

GLOBAL KNOWLEDGE NETWORK (CANADA) INC.
Table Dlagnostics

Site Restriction
Modity Sitgs.

Supplier
Access not resiricled by Suppl

To restrict the contact by site, click the Modify Sites button.

Table Dlagnostics
Contact Restriction

Modify Contacts
Supplier

Access not restricled by Supplier Ganlact

Contact Address

37.The Modify Site Restrictions page displays. Select the site(s) that you want to

assign to the contact.

Logged In As KIM.DERIKX@GLOB:

Supplier Administration: Proflle Management: Contact Directory > Update Contact >

Modify Site Restrictions
Search

Search Suppller Sites for Access Restrictions

Supplier Name
Site
Operating Unit
Go Clear
= Supplier Name & Site

Description Operating Unit -

[0 11902997 O/A SENTINEL LUBRICANTS INC. 30 GAILGR 30 GAILGR GO Transit

[J 11802987 O/A SENTINEL LUBRICANTS INC. 7300 ST-JACQUES 7300 ST-JACQUES GO Translt

GLOBAL KNOWLEDGE NETWORK {(CANADA) INC. 150YORKSTREET 150YORKSTREET GO Transit

m]

[0 GLOBAL KNOWLEDGE NETWORK (CANADA) INC. 2 Bloor I E 2 Bloor SLE GO Transit
[) GLOBAL KNOWLEDGE NETWORK (CANADA}INC. 30 EGLINTON AVE 30 EGLINTON AVE GO Transit
q}\ GLOBAL KNOWLEDGE NETWORK (CANADA) INC. 150YORKSTREET 150YORKSTREET GO Transit

5
Table Diagnostics

The Modify Site Restrictions page displays. Select the site(s)
that you want to assign to the contact.

Apply Cancal

Diagnostic Console
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38.Click the Apply button.

2X= METROLINX

ORACLE’ MX iSupplier Profile Administrator

Supplier Administration: Proflle Management: Contact Directory >

Modify Site Restrictions

Update Contact >

Search

Search Suppller Sites for Access Restrictions

Supplier Name
Site
Operating Unit

Table Diagnostics

Go Clear
=] Supplier Name & Site - Description Operating Unit .
[0 11802987 O/A SENTINEL LUBRICANTS INC. 30 GAILGR 30 GAILGR GO Transit
[J 11802987 O/A SENTINEL LUBRICANTS INC. 7300 ST-JACQUES 7300 ST-JACQUES GO Translt
[0 GLOBAL KNOWLEDGE NETWORK (CANADA]) INC. 150YORKSTREET 150YORKSTREET GO Transit
[0 GLOBAL KNOWLEDGE NETWORK (CANADA) INC. 2 Bloor SLE 2 Bloor SLE GO Transit
[ GLOBAL KNOWLEDGE NETWORK (CANADA) ING. 30 EGLINTON AVE 30 EGLINTON AVE GO Transit
GLOBAL KNOWLEDGE NETWORK (CANADA} INC. POB15872 STNA  POB15872 STNA GO Transit

* I EEE | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

o

Click the Apply button.

&F{)Iy Cancel
™

Diagnostic Console

39.The Update Contact page displays. Scroll down.

ORACLE’ MX iSupplier Profile Administrator

Supplier Administralion: Profile Manag
Update Contact

* Indicates required field

Contact Title v
First Name DONNA

Middle Name

Last Name LONG
Alternate Name
Job Title
Department

* Email Address  donna@invaliomail.com

url

Contact Purpose

+

Purpose
Na results found.
Table Diagnostics

User Account
Craate User Account for this Contact

* supplier Name
*
Usarnama

User Notifications

ent: Gonlact Direclory > Conlact Directory : Ac

* ﬂ ‘_@ |  Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM o Q)

Cancel Apply

Phone Area Code
Phone Number

Phone Extenslon

Alternate Phone Area Coda
Alternate Phone Number
Fax Area Code

The Update Contact page displays. Scroll down.

Delete

GLOBAL KNOWLEDGE NE &,
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40.Click the Apply button.

[J MXiSupgplier Pertal Supglier Inv Admin Supplier Portal

MX iSupplier Prefile Administrator iSupplier Portal

Tabla Diagnostics

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.

Supplier Restriction

Suppliers
GLOBAL KNOWLEDGE NETWORK (CANADA) INC.
Table Diagnostics

Site Restriction

Modify Sites
Supplier Site Operating Unit
Access not restricted by Supplier Site.
Table Diagnostics

Contact Restriction

Modify Contacts
Supplier Contact Address
Access not restricted by Supplier Contact. Click the APPIY button.
Table Diagnostics

Diagnostic Cx_ |ole

Gancel ﬁ}pvy

Now that an account has been set up for the contact, you will see a check mark
against the User Account column for the contact.

Also note that the contact will receive an email notification, confirming their
registration to iSupplier and asking them to reset their password. This password
reset link will expire after 8 hours.

= ORACLE MX iSupplier Profile Administrator ) w fo3 ‘.@ | Logged InAs KIM.DERIKX@GLOBALKNOWLEDGEcomM (1)

Supplier Administration

Profile Management

S Contact Directory : Active Contacts
Company Proflle T Previous | 1-15 w Nex 15 b

First Name . Last Name Supplier Name & Phone Number . Email . Status . User Account Addresses Update
Crganization DONNA LONG ﬁ‘ggi’\o“’&"gi‘ﬁgfﬁm‘ donna@invalidmail com Current v E] V4
Adaress Book GewINA HIN0R GLOBAL RNOWLEDGE a0Acn@Evonmall com Carrent ]
Contact Directory AM ] »
Business Classlflcations - =
R Now that an account has been set up for the contact, you will see a check mark =
Banking Detalls KE against the User Account column for the contact. ]
Payment & Invalcing Mz =
Also note that the contact will receive an email notification, confirming their —
Kir n . s, . . . . El »
registration to iSupplier and asking them to reset their password. This password - .
LE reset link will expire after 8 hours. E]
Sy E] 4
[T NETWORK (CANADA ING. . i B - =
KIM DERIKX {ISuppller User Account) ﬁ;ﬁi‘;,’g\,‘,’.z‘ﬁgfﬁm Kim derlkx@Invalicemall com Current 5 ]
RACHEL SHANAHAN SLOBALKNOWLEDGE i=  |s12:81655108 rachel shanahan@invalidemail.com  Current 5 B Vs -
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41.To create an additional contact, click the Create button.

= ORACLE MXiSupplier Profile Administrator /ﬁ\ * 'E? .- | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (D
Supplier Administration
Profile Management
= Contact D L. .
Senen) To create an additional contact, click the Create button.
R— Zreate | Previaus [1-16 w Next15 B
First Name . Last Name Supplier Name Phone Number . Email . Status . User Account Addresses Update
Organization DONNA LONG ﬁégi%LR’:(",‘_?:ﬁng]E‘Nc donna@invalidmail.cam Gurrent . 7
Address Book GeyiND 1008 ﬁg‘fi‘;;@"f’.:}ﬁggﬁm. 90Acp@yopmall.com Cument . B V4
Contact Direstory ANDY FRANCISCY SEQ%QJLRT(",?%’ESEENC 4166404703 Andy.Franciscy@invalidemail.com  Current y
Business Classlfications  rHonDA PERRIN ﬁé?ﬁ%a?%ﬁ%ﬁm 905-3862056 Rhenda.Permin@invalidemail.com  Current 4
Banking Detalls KELLY BRADFORD SETOH S (AL RarTTHiE kelly bradford@lnvalidemall.com  Current = p.
Payment & Involcing Mark Thaw ﬁé%&rzﬂ\(z%ﬁgﬁ\r«c Current 4
) GLOBAL KNOWLEDGE 5 = ren >
Kim Derikx NETWORK (CANADA) INC. 905-766-2394 kim_derikx@invalidemail.com Current v .
GLOBAL KNOWLEDGE i . § iarant - >
LESLIE COTTEN NETWORK (CANADA) ING 919-380-1064 leslle.cotten@invalldemall.com Current | P
y ) GLOBAL KNOWLEDGE ) —_— R ,
Syed Rahman 8 NETWORK I:f\NADA] INC SyedRahman.B@invalidgemail.com Current v &
I ) GLOBAL KNOWLEDGE . - — ,
Generic Email NETWORK (CANADA) ING. GKl es NAM@invalidemnail.com  Current v y
KiM DERIKX (1Suppller User Account) ﬁjéﬁ‘(‘;{’;",‘,’_'ﬁﬁgfﬁh‘r Kim derlkx@lnvalisemall com Current 7 =] Vs
RACHEL SHANAHAN CLOBALKNOWLEDGE. .= lmzeinsios rachel shanahan@invalidemail.em  Current § 2 -

The Create Contact page displays. Enter the relevant details in the following
fields, such as First Name, Last Name, and Email Address.

= ORACLE MXisupplier Profile Administrator ) * tol ‘@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.cOM (@) (0]

Suppller Administration: Proflle Management: Contact Directory >

Create Contact The Create Contact page displays. Enter the relevant
* |ndicates required field details in the following fields, such as First Name,
Contact Titls v Last Name, and Email Address.
First Name
Middle Name
* Last Name Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number
* Email Adaress Inactive Date  (26-Aug-2029 19:4500)  fa
url

Contact Purpose

+
Purpose Delete
No results found.
Table Dlagnostics.

User Account

Create User Account for this Contact [

Diagnostic Console
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In this demonstration, the relevant fields are populated for you.

" MX iSupplier Profile Ad N x .@ | Logged In As KIMDERIKX@GLOBALKNOWLEDGE.coM (@)

Supplier Administration: Profile Management: Gontact Directory >

Create Contact

Cancel | Apply
* Indicates required field
Contact Title v
First Name  JIM = 2 5
i . In this demonstration, the relevant fields are
* LastName HALPERT .+ populated for you.
Alternate Name
Job Title
Department un e
* Email Address Jimh@Invalidmail.com Inactive Date  (25-Aug-2023 19:45:00) [}
url
Contact Purpose
L
Purpose Delete

No results found,
Table Dlagnostics

User Account

Create User Account for this Contact [

Diagnostic Console

42 .Select the Create User Account for this Contact check box.

ORACLE" MX iSupplier Profile Ad = e KIM DERIKX@GLOBALKNOWLEDGE.COM (@)

Supplier Administration: Proflle Management: Contact Directory >

Create Contact cancel | Apply

oo
Indicales required fieid

Contact Title v Phone Area Code
First Name  JIM Phone Number
Middle Name Phone Extension
* Last Name  HALPERT Alternate Phone Area Code
Alternate Name Altarnate Phone Number
Job Title Fax Area Code
Department Fax Number

* Email Address Jimh@Invalidmail.com Inactive Date  (25-Aug-2023 19:45:00) [

url

Contact Purpose

+

Purpose
Na results found

Select the Create User Account for this Contact check box.
Table Dlagnostics.

User Account

Create User Account for this Contact qi
a5

Diagnostic Console
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On selecting the check box, the Supplier Name and Username fields are
displayed.

In the Username field, the contact’s email address is auto-populated based on
the email entered in the Email Address field.

= ORACLE MXisupplier Profile Administrator ) * fol ‘@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.cOM (@) (0]

Suppller Administration: Proflle Management: Contact Directory >

Create Contact

* =
Indicales required field

On selecting the check box, the Supplier Name and
Username fields are displayed.

Contact Title v
FirstName  JIM 3 : .
i In the Username field, the contact's email address is
* LastName HALPERT auto-populated based on the email entered in the
Alternate ame Email Address field.
Job Title
Department FaA U IS
* Email Address  mh@invalidmall. com Inactive Date  (25-Aug-2023 19:45:00)  fe
url
Contact Purpose
"
Purpose Delete

No results found.
Table Dlagnostics.

User Account

Create User Account for this Contact
* suppiier Name
*
Username

User Notifications

43.As explained earlier, search and select the name of the supplier in the Supplier
Name field.

= ORACLE’ MXiSupplier Profile Administrator AN X .@ | Logged InAs KIMDERIKX@GLOBALKNOWLEDGEcoM @ (D)

Suppller Administration: Proflle Management: Contact Directory >

Create Contact

R
Indicales required field

Cancel | Apply

Contact Title v Phone Area Cade
First Name  JIM Phone Number
Middle Name Phone Extension
* Last Name HALPERT Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number
* Email Address Jimh@invalidmall.com Inactive Date  (25-Aug-2023 19:45:00) [
url
Contact Purpose
+
Purpose Datats,
No results found,
Table Diagnostics As explained earlier, search and select the name of the

supplier in the Supplier Name field.

User Account

Create User Account for this Contact

* Supplier Name [ELOBAL KNOWLEDGE NE) @

*
Username

User Notifications
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2X= METROLINX

44 .Scroll down to view more details

LE’ MX iSupplier Profile Adm

* fol Em | Logged In As KIM.DERIKX@GLOBALKNGWLEDGE.COM

Supplier Administration: Profile Management: Gontact Directory >

Create Contact

Cancal Apply
* Indicates required field

Contact Title v Phone Area Code
First Name  JIM Phone Number
Middle Nama

Fhone Extension

* LastName HALPERT Alternate Phone Area Code

Alternate Name Alternate Phone Number

Jab Title Fax Area Code
Department
*
h@Invalldmail * =
i L L L Scroll down to view more details.
Contact Purpose
+

Purpose Delete
No results found,

Table Dlagnostics

User Account

Create User Account for this Contact

* Supplier Name ([ELOBAL KNOWLEDGE NgJ @

*
Username

User Notifications

The MX iSupplier Profile Administrator role is selected by default. You can
update the roles, if required.

(] MX iSupplier Portal Supplier Inv Admin

Supplier Portal &
MX iSupplier Prafile Administrator
Table Dlagnostics

iSupplier Portal

User Access.

If no Suppliel
Supplier Ref The MX iSupplier Profile Administrator role is selected by

default. You can update the roles, if required.
Suppliers

GLOBAL KN
Table Dlz

Site Restriction

Modify Sites
Supplier Site Operating Unit
Access not restricted by Supplier Site

Table Dlagnostics

Contact Restriction

Modify Contacts
Supplier Contact Address

Access not restricled by Supplier Conlact

Table Dlagnostics

Diagnostic Console

Cancel  Apply

Page 40 of 60



Manage Profile and Account Settings

) MX iSupplier Portal Suppiier Inv Admin

MX iSupplier Prafile Administrator
Table Diagnot

User Access R

If no Supplier $

As explained earlier, you can restrict access for the contact in iSupplier by
editing the Site Restriction section.

Supplier Portal

iSupplier Portal

2X= METROLINX

Supplier Restr

in iSupplier by editing the Site Restriction section.
Suppliers
GLOBAL KNOU

Table Dlagnostics

Site Restriction

Modify Sites
Supplier

Access nol reslricled by Supplier Sile
Table Dlagnostics

Site
Contact Restriction
Modify Contacts
Supplier
Access not resiricled by Supplier Cantact.

Table Diagnostics

Contact

45.Click the Apply button.

C) MX iSupplier Porlal Supplier Inv Admin
MX iSupplier Prafile Administrator
Table Dlagnostics

Supplier Portal
User Access Restrictions

iSupplier Portal

As explained earlier, you can restrict access for the contact

Operating Unit

Address

Diagnostic Consols

cancel  Apply

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
GLOBAL KNOWLEDGE NETWORK (CANADA) INC.
Table Diagnostics

Site Restriction

Modify Sites
Supplier

Access not restricted by Supplier Site
Table Dlagnosucs

Site Operating Unit
Contact Restriction
Modify Contacts

Supplier

Access nol reslricled by Supplier Canlact
Table Dlagnostics

Contact

Address

Click the Apply button.

stic Console

icel %\ply
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The new contact is now added.

Note that the contact will receive an email notification, confirming their
registration to iSupplier and asking them to reset their password. This password
reset link will expire after 8 hours.

= ORACLE MXiSupplier Profile Administrator N X B ‘@ | Logged InAs KIM.DERIKX@GLOBALKNOWLEDGE.COM (1)

Supplier Administration

Profile Management

Contact Directory : Active Contacts

General
N R Create | =ov S 1-15 v Nexti5 B
Company Profile
First Name .~ Last Name . Supplier Name & Phone Number . Email -~ Status . User Account Addresses Update
Crganization = Gl AL KNOWLEDGE E g o =l — >
DONNA LONG NETWORK (CANADA) ING. donna@invalldmall.com Current v ] 4
Address Book " GLOBAL KNOWLEDGE . L, _ allen i —_ >
JIN HALFERT NETWORK (CANADA) INC jimh@invaliomail.corr Current v 3| &
Contact Directory ANDY FRANC o 416-6404703 Andy Franciscy@invalidemail.com  Current = Vs
Business Classificatio =] >
Banking Details The new contact is now added. = 3

Payment & Invoicing

Note that the contact will receive an email notification, confirming their registration
to iSupplier and asking them to reset their password. This password reset link will 4
expire after 8 hours.

1 |

GLOBAL KNOWLEDGE A ) = = >
Generlc Emall NETWORK (CANADA) ING GKinvolces NAM@Invalldemall.com  Current v - y
. N GLOBAL KNOWLEDGE PO _— = g
KIM DERIKX (iSuppiier User Account) \ el e A NG Kim.derikx@invalicemail.com Current 5 = 4

- - GLOBAL KNOWLEDGE " . 9 shana @inva a Cuivent = »
RACHEL SHANAHAN NETWORK (CANADAI NG, B12-618-5103 rachel.shanahan@invalidemail.com  Current v = =

]

46.Click the Business Classifications section.

ORACLE’ MX iSupplier Profile Administrator R S .@ | Logged In As KIM.DERIKX@GLoBALKNOWLEDGEcom (1)

Supplier Administration

Profile Management

Contact Directory : Active Contacts

General
- Create | »«» Previous [ 1-156 v Next15 B
Company Profile
First Name .~ Last Name - Supplier Name & Phone Number . Email Status . User Account Addresses Update
Crganization i oG GLOBAL KNOWLEDGE bR e >
DONNA LONG NETWORK (CANADA) ING donna@invalidmall.com Current v ] 4
Address Book 1 GLOBAL KNOWLEDGE ainter st Ll " e = »
JIM HALPERT NETWORK (CANADA) INC jimh@invalidmail.com Current v =l p
I Gontact Directory ANDY Andy.Franciscy@invalidemail.com  Gurrent = V4
Bus: "Cﬁ assifications | ““RHONDA Click the Business Classifications section. Rhonda.Perrin@invalldemal.com  Current =] 7
3
Banking Details KELLY BRADFORD e ey kelly.bragford@invalidemail.com Current = 4

NETWORK (CANADA) INC L e

Zk i = - GLOBAL KNOWLEDGE e
Payment & Invaicing Mark Thaw NETWORK (CANADA) INC., Current

GLOBAL KNOWLEDGE 05.76 lnva Curren
Kim Derlkx NETWORK (CANADA) ING 905-766-2394 kim.derlkx@invalldemall.com Current v

GLOBAL KNOWLEDGE

LESLIE COTTEN NETWORK (CANADA) INC 919-388-1064 leslie.cotten@invalidemail.com Current El &
i i GLOBAL KNOWLEDGE i idamiii T = 5
Syed Rahman 8 NETWORK (CANADA) ING. SyedRahman B@invalicemail.com  Current = = 4
Generl Emall GKInvolces NAM@invalidemal com  Current 5 = 2
, e GLOBAL KNOWLEDGE e N = .
KIM DERIKX (iSupplier User Account) NETWORK (CANADA) INC Kim.derikx@invalicemail.com Current v £l r

o 5 GLOBAL KNOWLEDGE e " " pra— Einva 5 Cutrent
RACHEL SHANAHAN NETWORK (CANADA) NG, 0126165103 rachel.shanahan@invalidemail.com  Current v
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The Business Classifications page displays. Here, you can view the various
business classifications and update or remove the classifications that are not

applicable to your organization.

RACL

X iSupplier Profile Admi

Supplier Administration

Profile Management

Gen Business Classifications
General

Company Profile

Crganization Certification

Adaress Book [C] 1 certify that | have reviewed the classification below and they are current and accurate.

Contact Directary Last Certified 25-Aug-2023 By Kim Derikx

Business Classifications & TIP Dale formal example: 25-Aug-2023

Banking Details

Classification = Applicable Minority Type
Payment & Invaicing 05 Alaskin Native Gorporation Owned Firm

1A Minority Institutions

1B Tribally Owned Firm

1D Small Agricullural Cooperalive

20 Forelgn Owned and Located

27 Small Disagvantaged Business

2F Slale Government

2R Federal Gavernment

The Business Classifications page displays. Here,
you can view the various business classifications
and update or remove the classifications that are
not applicable to your organization.

vance;  ave

1-16 v Next15 B

Previous
Certificate Number Certifying Agency Expiration Date

[
fo
fe
e
fe
fo
e

[

47.Scroll down to update a classification.

L€’ MX iSupplier Profile Administrator

Supplier Administration

Profile Management

Zary Business Classifications
General

Company Profile
Crganization Certification

Address Book (] 1 certify that | have reviewed the classification below and they are current and accurate,

Contact Directory Last Certifisd 25

-2023 By  Kim Derikx

Business Classifications @ TIP Dale lormal example: 25-Aug-2023

Banking Details

Classification - Applicable  Minority Type
Payment & Invoicing 05 Alaskin Native Corporation Owned Flm

1A Minority Institutions

18 Tribally Owned Firm

1D Small Agricullural Gooperalive

20 Forelgn Owned and Located

27 Small Disadvantaged Business

2F Slale Government

2R Federal Government

Logged In As KIM.DERII LOBALKNOWLEDGE.COM

Cance] Save
Scroll down to update a classification.
1-15 v Next15 @

Certificate Number Certifying Agency Expiration Date

F &

&
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48.Select the Applicable check box. In this demonstration, select the check box
corresponding to the 12 Local Government option.

| Business Classifications | 1IF U3(e TOTMal eXample: 25-Aug-202 o

oee Previous | 1-16 v Next15 B

Barking Delails

= Classification . Applicable Minority Type Certificate Number Certifying Agency Expiration Date

Payment & Invoicing 05 Alaskin Native Corporation Owned Firm 3
1A Minority Institutions [
1B Tribally Owned Firm
1D Small Agricultural Cooperative
20 Foreign Owned and Located ®
27 Small Disadvantaged Business Y
2F State Government
2R Federal Government fo
8B Housing Authorities Public/Tribal Y
Women Owned Y
XY Indlan Tribe (Federaly Recognized) (Y
ZR Inter- municipal Y
ZW Schoal of Forestry

12 Local Govemment ) Select the Applicable check box. In this demonstration,
select the check box corresponding to the
12 Local Government option.

LE

2U Other Not for Preflt Organizatien

Table Dlagnhostics.

Cancel ~Save

Dlagnostic Console

49.Click the Save button.

| Business Classifications % 11¥ Uale 10/Mal exampie: o-Alg-2U23 o
wee Previous 1.15 v Next15 B
Rankind Detely Classification - Applicable Minority Type ~ Certificate Number Certifying Agency Expiration Date
Payment & Invaicing 05 Alaskin Native Gorporation Owned Firm fo
1A Minority Instilutions [y
18 Tribally Owned Firm [
10 Small Agricultural Cooperative [
20 Foreign Owned and Located fs
27 Small Disadvantaged Business fe
2F State Government fe
2R Federal Government fs
8B Housing Autherities Public/Tribal le
Women Owned fo
XY Indlan Tribe (Federally Recagnized) [
ZR Inter- municipal fo
ZW School of Foresiry e
12 Local Government

Click the Save button.

2U Other Not for Profit Organization

50
Table Dlagnostics

Cancel | S

Dlagnostic Console
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A message displays, confirming that the classifications have been saved.

ORACLE MX isupplier Profile Administrator )

Supplier Administration

Profile Management

Genera _& Confirmation

Your classifications have been saved.

Ci any Profil - e &
amesnEne Business Classifications

Crganization

Address Book
Certification
Contact Directory
) 1 certity that | have 4 have been saved.
Business Classifications
Last Certified  25-#

*x ..i Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@) (0]

A message displays, confirming that the classifications

[Banking Details
@ TIP Dale formal exampa.. «.
Payment & Invoicing o Pre s 1-16 v Next15 B
Classification - Applicable Minority Type Certificate Number Certifying Agency Expiration Date
05 Alaskin Native Corporation Owned Fimm (Y
12 Local Government (Y
1A Minority Instilulions [
1B Tribally Owned Firm ™y
1D Small Agricultural Gooperative (Y
20 Foreign Owned and Located [
07 e r . = o 5

Cancel Save

= ORACLE’ MX iSupplier Profile Administrator

Supplier Administration

Profile Management
General 4 Confirmation

Your classifications have been saved.
Company Profile . P -

ok Business Classifications
Crganization
Address Book o

Certification

Contact Directory

[ 1 certify that | have reviewed the classification below and they are current and ac
Business Classifications \

Eﬂ;ﬂﬂ;{{f{;\m
Sl

Click the Banking Details section.

Payment & Invaicing T s 1-15 » Next15 P
Classification -~ Applicable Minority Type Certificate Number Certifying Agency Expiration Date
05 Alaskin Native Corperation Owned Fim [Y
12 Lecal Government Y
1A Minority Institutions [
1B Tribally Owned Fim
1D Small Agricultural Cooperative
20 Foreign Owned and Located
T = = -

(99+]
) | Logged InAs KIMDERIKX@GLOBALKNOWLEDGE.COM (@) (U]

Cance] Save
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The Banking Details page displays. Here, you can view, update, and create
banking details related to your organization.

= ORACLE' MX iSupplier Profile Administrator
The Banking Details page displays. Here, you can view, update, and
Supplier Adminlstration g g pag Boays: Y A : el 2 H
create banking details related to your organization.
Profile Management
Eenera Banking Details
View General Accounts v Go
Company Profile
'ZT|F’ Date format example: 25-f\)g-2':'23
Crganization =
Create Previous 1-100f69 ~ Next10 B
Address Book Details Account Number  IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status  Update
P XXXXXX2680 270 20-May-2022  fa  27-u-2023 1 ) Approved
Contact Directory k
» XXXXXXXXXX1232 TEST 16 _JUN_ 2023 01 16-Jun-2023 fe 27-Jul-2023 2 ) v, Approved 4
Business Classifications
P XO00MKXXIEA6 TEST16_JUN_2023 02 16-Jun-2023 Y 3 o) v Approved  _?
St Doty P OXOXKXXXKXXRXTE54 ROYAL BANK OF GANADA  16-Jun-2023 [ 4 A v Approved 4
Payment & Invoicing > XXXXX4901 Testing 02-Jan-2023 e 5 ol v Approved  JF
P XXXXXB0Z4 Testing2 20-Jun-2023 » 6 y Approved _?
b x00008E1 Testingd 21-un-2028  fa 7 A v Approved _?
B XXXXX046 Testing4 2un2023 a ) Y Approved  _*
B XXKXXX1214 Testings 21-un2023 G 9 0 ) Approved
B XXXXXX1214 Testing Bank 21-un-2023  fa 10 v Approved
Create Previgus 1-100f68 ~ Next10 B
isupplier metrolinxsit com 8029/0A HTML/OA jsp?page=oraclefapps/pos/sbd fwebui/SuppMainPGa ti=2011340618Ri03pc=29&0AMC= 101379 34 1&menu=Y&oaMenulevel=480as=u-ctWLIB3rCgwNgPSHA_+ o

51.To update banking details, click the Update icon corresponding to the details
you want to update.

. D
= ORACLE MXisupplier Profile Administrator AN x to3 .‘- | Logged In As KIM.DERIKX@GLOEALKNOWLEDGE.cOM (@) U]

Supplier Administration

Profile Management

Eeneral Banking Details Cancel  Save
- View General Accounts v | Go To update banking details, click the Update icon
Company Profile = :
@TIP Date format example: 25.Aug 2023 corresponding to the details you want to update.
Crganization
Create 39 v Next10 B
Address Book Details Account Number  IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Sw. s Update
P XXXXXX2680 270 20-May-2022 G  Z7~Jul-20Z3 1 v Approved
Gontact Directory
> XXXXXXXXXXK1232 TEST 16_JUN_2023 01 16-Jun-2023 fg 27-Jul-2023 2 ) v, Approved 4
Business Classifications
P XXKXXXXXXX1546 TEST 16_JUN_2023_02 16-Jun2023 G E ® o) Approved  _?
SN S P XXKXXXKXXXXTE54 ROYAL BANK OF CANADA  16-Jun-2025 [} 4 A v Approved 4
Payment & Invaicing » XXXXX4801 Tesling 02-Jan-2023 5 ) %) Approv 7
P XXX068024 Testing2 20-Jun-2023 6 v Approved  _*
P 00003881 Testingd 21-Jun-2025 (i 7 A v Approved
P XXXXXD436 Testingd 21-Jun-2023 8 v Approved
P 0000061214 Testings 21-Jun-2023 G 8 A v Approved  _*
P X000X1214 Testing Bank 21Jun-2023 (i 10 v Approved  _?
Create s 1-100168 ~ Next10 B
isupplier metrolinksit com8029/0A_HTML/OA jsp?page - foracle/apps/pos/sbd/webui/SuppMainPGA._ti-20113406188i0apc-29&0AMC=101379 34 18imenu-Y8&ioaMenulevel-480as-u-ctWbUIB3rCgwCNgP51A_# =
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The Update Bank Account page displays. Here, you can update the fields, as
needed. Note that only a few fields on this page can be updated; for example,
the End Date field.

ORACLE MX iSupplier Profile Administrator

The Update Bank Account page displays. Here, you can update
the fields, as needed. Note that only a few fields on this page can
be updated; for example, the End Date field.

Supplier Administration: Proflle Management: Banking Detalls >

Update Bank Account
Country |

Agcount definition mustinclude bank and branch in‘ermarin,

Bank Branch
Bank Mame ROYAL BANK OF CANADA Branch Name BURNABY BC MAIN ER.
Bank Number 00320 Branch Number 003
Tax Payer ID BIC ROYCGATZ
B Show Bank Details Branch Type ABA

P Show Branch Detalls

Bank Account

Account Number COOCOMXXTE54

Account Name |TEST BANK AC ARC

Check Digits Currency
IBAN Account Status  Approved
P Show Account Detalls
Attachments* p +
ZTIP “Please upload Attachi t. is v

N | confirm that the attachments have been uploaded.

Comments

52.To update the End Date field, click the Show Account Details link.

ORACLE’ MX iSupplier Profile Administrator

55
% &F ™ | Logged inAs KIMDERIKX@GLOBALKNOWLEDGE.COM (@)

-
n

Supplier Administration: Proflle Management: Banking Detalls >

Update Bank Account

Cancel Save

Country Canada
B Account Is used for foreign payments
Account definfion must include bank and branch infermation.

Bank Branch
Bank Name ROYAL BANK OF GANADA
Bank Number 00320
Tax Payer ID

Branch Name BURNABY BC MAIN BR.
Branch Number 003
BIC ROYCCAT2
p Show Bank Delails Branch Type ABA

p Show Branch Detalls

To update the End Date field, click
the Show Account Details link.

Ban

Account Name |TEST BANK AC ARC

Check Digits Currency
IBAN Account Status  Approved
p Show Account De';afﬁ)}
Attachments P +
#TIP "Please upload Attachi t. is v

iz | confirm that the attachments have been uploaded

Comments
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The account details are displayed.

2X= METROLINX

BanK Name  RUTYAL BANK UF GANAUA
Bank Number 00320

Tav Ravar In

The account details are displayed.

e

ount Details

A Hide
Details

Alternate Account Name

Account Suffix
Agency Location Code

Attachments* p +

@ TIP “Please upload Aftachment. Attachment is Y

* ® | confirm that the attachments have been uploaded.

Comments

Note from Buyer None

Brancn Name BURNABY BU MAIN BR. =
Branch Number 003
BIC ROYCCATZ
Branch Type ABA

P Show Branch Details

Account Name | TEST BANKAC ARC

Currency
Account Status  Approved

Account Type Q

Dascription

End Date  (25-Au Y

Note to Buyer

Pt andn

isupplier metrolinxsit com:8029/0A_HTML/OA jsp?page-/oracle/apps/pos/sbd/webui/SuppMainPGa:_ti- 2011340618 A0AMC=101379_34_1&menu-Y&ioaMenulevel-48i0apc-30&0as-IN8Fz6QDuU-J4GaexnaXoow. # -

)

53.Enter the appropriate date in the End Date field.

HANK Name  RKUYAL BANK UF GANALUA
Bank Number 00320
Tax Payer ID
P Show Bank Details

Bank Account

Account Number COOCOOMKXKTEE4

Check Digits.
IBAN

4 Hide Account Details

Details

Alternate Account Name |

attachments'  SED 4

@ TIP "Please upload A

h Attach o d: "

¥ | confirm that the attachments have been uploaded

Comments

Note from Buyer MNone

Agen  Enter the appropriate date in the End Date field.

Branch Name BURNABY BU MAIN BR. o
Branch Number 003
BIC ROYCCAT2
Branch Type ABA

P Show Branch Details

Account Name | TEST BANK AC ARC

Currency
Account Status  Approved

Account Type qQ

Note to Buyer

[ PP,

isupplier metrolinisi

L com:8029/0A_HTML/OA jsp?page - /oracle/apps/pos/sbd/fwebui/SuppMainPGa&:_ti-201134061880AMC=1013

)

379 34_1&menu=Y&oaMenulevel-480apc-30&0oas-IN8Fz6QDu-J4GaexnaXoow # -
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Note that this field only needs to be updated in case you are deactivating the
existing bank account.

HANK Name  RKUYAL BANK UF GANAUA Branch Mame BURNABY BU WAIN BR. o
Bank Number 00320 Branch Number 003
Tax Payer ID BIC ROYCCAT2

P Show Bank Details Branch Type ABA

B Show Branch Delails
Bank Account

Account Number  COOCOOOCKXXTEE Account Name | TEST BANK AC ARC

Check Digits Currency
IBAN Account Status  Approved

4 Hide Account Delails

Details

Alternate Account Name : Account Type Q

Account Suffix Dascription
Agency Location Code End Date  30-Aug-2023 [
attachments'  S&D 4
@ TIP "Please upload A hi A h is d: y"
* [ 1 confitm that the eltachments have been uploaded Note that this field only needs to be updated in case

Comments you are deactivating the existing bank account.

Note from Buyer None
Note to Buyer J

Documents

54.Enter any notes to the buyer, if required.

Bank Name RUYAL BANK UF GANAUA Branch Name BURNABY BU MAIN BR. 5
Bank Number 00320 Branch Number 003
Tax Payer ID BIC ROYCCAT2

B Show Bank Details Branch Type ABA

P Show Branch Details
Bank Account

Account Number COOCOOXXXXTE54 Account Name |TEST BANK AC ARC

Check Digits Currency
IBAN Account Status  Approved

unt Details

Alternate Account Name l: Account Type Q

Account Suffix Dascription
Agency Location Code End Date  30-Aug-2023 [
Attachments* ﬂ +
#TIP "Please upload Attachment. is y"

* @ | confirm that the attachments have been uploaded.

Comments

Note from Buyer _MNone
Note to Buyer |Uptated end dale ta 30-Aug-2023. J Enter any notes to the buyer if required
f ,

Documents I
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55.Scroll down to save the changes.

BanK Name  RUYAL BANK UF GANADA
Bank Number 00320 Branch Number 003
BIC ROYCCAT2
Branch Type ABA

Brancn Name BURNABY BU MAIN BR. A

Tax Payer ID
B Show Bank Details

) Show Branch Delalls

Bank Account

Account Number  XXXXXXXXXXXT7654 Account Name |TEST BANKAC ARC

Check Diglts Currency
IBAN Account Status  Approved
4 Hide
Details
Alternate Account Name l: Account Type Q
Account Suffix Description :
Agency Location Code End Date  30-Aug-2023 [
Attachments* ‘p +
Scroll down to save the changes

@ TIF "Please upload Attach t. Attachment is v

* ® | confirm that the attachments have been uploaded.

Comments

Note from Buyer None
Note to Buyer |Updated end dale ta 30-Aug-2023. J

Documents

56.Click the Save button.

Bank Account

Account Number COOCOOCXTE54 Account Name |TEST BANK AC ARC

Check Digits Currency
IBAN Account Status  Approved

4 Hide Account Detalls

Details

Alternate Account Name Account Typs Q

Account Suffix Description
Agency Location Code End Date  30-Aug-2023 [
Attachments S8 4
& TIP "Please upload Attachi t. is y"

* @ | confirm that the altachments have been uploaded

Comments

Note from Buyer MNone

Note to Buyer |Updated end date to 30-Aug-2023.

4 Click the Save button.

Documents

Diagnostic C«. ole

Cancel Saq&

About this Page  Privacy Statem....

Copyright (c) 1888, 2020, Oracle and/or Its affiliates. All rights reserved
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A message displays confirming that the change details have been routed to
Metrolinx for approval.

Note that every time your banking details are updated or created, it will go
through two levels of approval at Metrolinx. At the first level, the banking details
are verified manually and approved, and you will receive a notification that the
banking detail change is in process. At the second level, Metrolinx will deposit a
nominal amount into your bank account to verify the account. Upon successful
receipt of payment, Metrolinx will send an email to you to inform you about the

approval of bank details.

= ORACLE MXiSupplier Profile Administrator

Supplier Administration

Profile Management

& Confirmation

»
»
»
»
»
»
N

KXKXXXKXKXXTE54
XXXXX4801
XAXXXBOZ4
XAXXX3821
XXXXX0486
XXXXXX1214

NVYVYYI9es

a
n

ROYAL BANK OF
CANADA

Testing

Testing2
Testing3
Tesling4

Testings

Tocting Sany

* & .E’ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@) 0]

16-Jun-2023

02-Jan-2023

20-Jun-2023

21-Jun-2023

21-Jun-2023

21-Jun-2023

24 Wi onoe

fo

fo

¢ & &

&

i

General
Bank account XXXXXXXXXXX7654 has been modified. These changes will be routed to an administrator for approval.
Com
ve
o A message displays confirming that the change details have been routed to Metrolinx for approval.
A ‘ . . B .
i Note that everytime your banking details are updated or created, it will go through two levels of approval
oo at Metrolinx. At the first level, the banking details are verified manually and approved and you will receive
B a notification that the banking detail change is in process. At the second level, Metrolinx will deposit a
n nominal amount into your bank account to verify the account. On successful receipt of payment, Metrolinx
1 will send an email to you to inform about the approval of bank details. §
=

® ~ o of| &

©

2 Change
Pending
v Appraved
V) Approved
v, Approved
V) Approved
Approved

Aenroase

57.Click the Create button to add new banking details.

= ORACLE MXiSupplier Profile Administrator

Supplier Administration

Profile Management

General

Company Profile
Crganization
Address Book
Contact Directory
Business Classifications
Banking Details

Payment & Invaicing

_u Confirmation

—
]

* ‘i Logged In As KIM.DERIKx@GLoBALKNOWLEDGECoM ) (1)

Bank account XXXXXXXXXXX7654 has been madified. These changes will be routed to an administrator for approval.

Banking Details

View General Acg]

@ TIP Dare formats

Crea

Details Account Number  IBAN Currency Bank Name

»

3
»
»
B
»
»
>
b
.

XAXXXX2680
XXKXXXXXKK1232
XAKXXXKXXX1546
KAKKXKKKKRKTEE4
XXXXX4801
XXXXX8024
XAXXX3821
XXXXX0486

XHKXXX 1214

NVVVVVanaa

270
TEST 16 JUN_2023 01

TEST 16_JUN_2023_02

ROYAL BANK OF
CANADA

Tesling

Testing2
Testingd
Tesling4

Testing5

Tecting Dank

Start Date
20-May-2022
16-Jun-2023
16-Jun-2023
16-Jun-2023
02-Jan-2023
20-Jun-2023
21-Jun-2023
21-Jun-2023
21-Jun-2023

24 b onna

&

fo

& & & &

=

End Date Priority Increase Priority Decrease Priority Status Update
22;5“" 1 Approved
3 V. Approved
4 Change
Pending
5 v Appraved
6 v, Approved
7 Approved
8 Approved
] Approved

Click the Create button to add new banking details.

Cancel Save

Previous 1-100f89 ~ Next10 b

il
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2= METROLINX

The Create Bank Account page displays. In this demonstration, we will learn how

to add new banking details for the Electronic Fund Transfer (EFT) mode of
payment.

Note that the banking details are mandatory to complete the registration. If you
prefer alternate modes of payment such as Wire transfer, Automated Clearing
House (ACH), or Cheque payment, refer to the "Payment Methods" user guide.

= a9+
I The Create Bank Account page displays. In this demonstration, we will learn how to add new banking m

details for Electronic Fund Transfer (EFT) payment method.

Cancel Save
Note that the banking details are mandatory to complete the registration. If you prefer alternate

payment methods, such as Wire transfer, Automated Clearing House (ACH) or Cheque payment, refer
to the "Payment Methods" user guide.

Bank Branch

@ New Bank @ New Branch
O Existing Bank () Existing Branch

Bank Name Branch Name
Bank Number Branch Number ~
Tax Payer ID BIC

p Show Bank Details Branch Type ABA v

P Show Branch Detalls

Bank Account

Account Number
Check Digits

IBAN |

Account Name

Currency | v
Account Status  New
B Show Account Detalls

Attachments® ==

& TIP “Please upload Attachment. Attachment is mandatory™

Select a new or existing bank and branch to add banking details for EFT
payment. If the bank/branch you want to add is not mentioned in the list of
existing banks/branches, you can select the New Bank/New Branch option and

add the bank/branch. Next, enter the basic details in the Bank Name and Branch
Name fields.

I Select a new or existing bank and branch to add banking details for EFT payment. If the bank/branch m

you want to add is not mentioned in the list of existing banks/branches, you can select the New Bank/
New Branch option and add the bank/branch.

Cancel Save

Next, enter the basic details in the Bank Name and Branch Name fields.

Account dehniion must include bank and branch information

Bank

@ New Bank
O Exisling Bank

Bank Name
Bank Number

Tax Payer ID
P Show Bank Details

Bank Account

Account Number
Check Digits
IBAN
P Show Account Detalls
Attachments” ==
Y TIP "Please upload Attachment. is y"

Branch
@ New Branch
) Existing Branch

Branch Name

Branch Number

BIC

Branch Type ABA ~

P _Show Branch Detalls

Account Name

Currency | v
Account Status  New
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In this demonstration, the relevant fields are populated for you.

Note: The Bank Number and Branch Number fields are auto-populated based
on the bank or branch selected.

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM () U]

In this demonstration, the relevant fields are populated for you.

Note that the Bank Number and Branch Number fields are auto- =
populated based on the bank or branch selected.

Account dehniion must include bank and branch infermation

Bank Branch
@ New Bank @ New Branch
O Exisling Bank O Existing Branch

Bank Name |State Bank of Canada Branch Name Main Branch
Bank Number | 004 Branch Number 00028

Tax Payer ID BIC
B Show Bank Details Branch Type ABA v
p Show Branch Detalls

Bank Account

Account Number Account Name
Check Digits Currency | v
IBAN Account Status  New
p Show Account Detalls
Attachments*®  =f=
& TIP "Please upload Att: is "

58.Enter the account number in the Account Number field.

ORACLE’ MX iSupplier Profile Administrator N x ,.@ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@) U]

Suppller Administration: Profile Management: Banking Detalls >
Create Bank Account Cancel Save

* Indicates required field

- Country |Canada v
Account is used for foreign payments
Account definition must include bank and branch information

Bank Branch
@ New Bank @ New Branch
() Existing Bank ) Existing Branch

Bank Name | State Bank of Canada Branch Name Main Branch
Bank Number |004 Branch Number 00029

Tax Payer ID BIC

P Show Bank Details
Enter the account number in the Account Number field.

Bank Account

Account Number 796433541 | Account Name
Check Digits Currency | v
Account Status  New

IBAN |
p Show Account Detalls

Attachments* =f=

#TIP "Please upload Attachi t. is y"
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In this example, let's continue with the options selected for EFT mode
of payment.

59.Scroll down to add more details.

. 99+
= ORACLE MXiSupplier Profile Administrator AN x ... | Logged In As KIM.DERIKX@GLOBALKNOwLEDGEcoM @ (D)

Cancel Save

In this example, let's continue with the options selected for

EFT mode of payment.
nfermation
Bank Branch
@® New Bank @ MNew Branch
) Exisling Bank ) Existing Brs )
Bank Name | State Bank of Canada Scroll down to add more details.
Bank Number | 004
Tax Payer ID BIC
P Shaw Bank Details Branch Type ABA v

P Show Branch Detalls

Bank Account

Account Number 786433541 Account Name
Check Digits Currency ~

IBAN ] Account Status  New
’ Show Account Detalls
Attachments®  =f=
&TIP "Please upload Attachment. is "

Once you add a new bank account, you must attach the relevant supporting
documents such as void cheques, etc.

Note: Metrolinx requires the supporting documents to be uploaded in order to
review the newly added bank account.

60.To attach supporting documents, click the Plus icon.

) Exisling Bank () Existing Branch A
Bank Name |State Bank of Canada Branch Name Main Branch

Bank Number | 004 Branch Number 00028

Tax Payer ID =in
P Show Bank Details

Once you add a new bank account, you must attach the relevant
e supporting documents such as void cheques, etc.
Account Note that Metrolinx requires the supporting documents to be
Che«

uploaded in order to review the newly added bank account.
P Show Account Detalls

Attachments™ N . . .
ak To attach supporting documents, click the Plus icon.
@ TIP "Please upload Atta

* [ 1 confirm that the attachments have been uploaded

Comments

Note to Buyer J

Documents

Diagnostic Conscle

Cancel Save

isupplier metrolinxsit.com:8029/0A HTML/OA jsp?page=/oracle/apps/pos/sbd/webui/SuppMainPGa:_ti-20113406188retainAM = Y&iaddBread Crumb-RS&oapc=34&0as-TIXpFALUYXeTCI2 lvudA. #
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61.The Add Attachment pop-up window displays. Click the Choose File button.

© Existing Branch

Bank Name | State Bank of Canada Branch Name Main Branch

() Exisling Bank

Bank Number | 004 Branch Number 00029
Tax Payer ID BIC

Branch Type ABA v

P Show Bank Details
P show Branch Detalls

Account Number 786433541 Account Name
Currency ~

Check Digits
IBAN Account Status  New

Bank Account

P Shew Account Detalls

Attachments®  =f=

@mie “Please upld Add Attachment x

* O lconfirmthatti  Attachment Type
Title
Comments Description

Nots Category From Suppller
*File | Choose File | No file chosen

Wla fila chacas

Documents

The Add Attachment pop-up window displays. Click
the Choose File button.

Diagnostic Console

Cancel Save

62.0nce the relevant file is added, click the Apply button.

) Existing Branch

Bank Name | State Bank of Canada Branch Name Main Branch

O Exisling Bank

Bank Number | 004 Branch Number 00029

Tax Payer ID BIC

Branch Type ABA ~

B Show Bank Details
B Show Branch Detalls

Account Number 796433541 Account Name
Currency ~

Bank Account

Check Digits
IBAN Account Status  New

p Show Account Detalls

Attachments® ==

@TIP "Please uplq Add Attachment X
* [ lconfrmthatti  Attachment Type  File -

Title  2023-08-25 07:36:65 DOGUMENT.{
TR Description  2023.08-18 17:20:04 DOGUMENT, ile i i
230815112008 BOCUMEN; Once the relevant file is added, click the Apply button.

Not Category From Suppller
*Fils [ Choose File | DOCUMENT docx

Cancel  Add Another | ApRly

=

Documents

Diagnostic Console

Cancel Save
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63.A Confirmation pop-up box displays confirming that
added successfully. Click the OK button to continue.

2= METROLINX

the attachment has been

O Exisling Bank

) Existing Branch
Bank Name | State Bank of Canada

Bank Number |004
Tax Payer ID

B Show Bank Details
P Show Branch Detalls

Bank Account

Account Number 796433541
Check Digits
IBAN

p Show Account Detalls
atachments  SED 4

@TIP “Please upload Attal & Confirm

Attachment 202 owmceror o o G SU T G TS DO
committed; it would be committed when you commit the rest of the curren)

* [ 1 confirm that the attac!
e transaction.

Note to B

Documents

Branch Name Main Branch
Branch Number 00028

Branch Type ABA ~

A Confirmation pop-up box displays confirming that the attachment
has been added successfully. Click the OK button to continue.

BIc

Account Name

Currency w

Account Status  MNew

Diagnostic Console

save

Cancel

64.Enter any notes to the buyer, if required.
il RS Bank Name |State Bank of Canada ‘ faa] Branch Name Main Branch i
Bank Number | 004 Branch Number 00028
BIc

Tax Payer ID

P Show Bank Details
P Show Branch Detalls

Bank Account

Account Number 7

Check Digits
IBAN
p Show Account Detalls
Attachments® p +
@ TIP “Please upload Attachi t. is v

s | confirm that the attachments have been uploaded

Comments

Note to Buyer

Documents

Branch Type ABA ~

Account Name
Currency |
Account Status  New

Enter any notes to the buyer,
if required.

Diagnostic Console

save

Cancel
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2X= METROLINX

As part of the process of adding a new bank account, please ensure that you
enter a note to the buyer specifying to which site you would prefer to assign the

bank account.

O Exisling Bank

Bank Name | State Bank of Canada
Bank Number | 004

Tax Payer ID

B Show Bank Delails

Bank Account

Account Number 736433541

(O Exsting Branch
Branch Name Main Branch
Branch Number 00029
BIC

Branch Type ABA v

} Show Branch Detalls

Account Name
Currency <

nt Status  New

65.Click the Save button.

b
A As part of the process of adding a new bank account, please ensure that
you enter a note to the buyer specifying to which site you would prefer
ot .
“ to assign the bank account.
* 4
Cor
Note to Buyer |The Bank account needs to be assigned (o our "Home Base™ site //J
Documents

Diagnostic Console

Cancel Save

() Exisling Bank

Bank Number | 004
Tax Payer ID

Bank Name | State Bank of Canada

P Show Bank Details

Bank Account

Account Number 7964335641

Check Digits
IBAN
P Show Account Detalls
Attachments® p +
& TIP “Please upload is v

i | confirm that the attachments have been uploaded.

Comments

isting Branch
Branch Name Main Branch
Branch Number 00028
BIC

Branch Type ABA v

} Show Branch Detalls

Account Name
Currency ~

Account Status  New

Note to Buyer |The Bank account needs to be assigned (o our "Home Base™ site

Documents

Click the Save button.

agnostic Console

Cancel | Saky,
e
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A message displays, confirming that the banking details have been added to
your organization’s profile. You can receive payments against invoices only after
Metrolinx approves your banking details. For example, the account number
ending in “4901" is in the Approved status.

Note that every time your banking details are updated or created, it will go for
Metrolinx's approval. For example, the account number ending in “7654" is in
the Change Pending status implying that it is yet to be approved by Metrolinx.

= ORACLE MXiSupplier Profile Administrator ) * fol .@ | Logged InAs KIMDERIKX@GLOBALKNOWLEDGE.COM (@) (U]

Supplier Administration

Profile Management

General _i Confirmation

Bank account 786433641 has been added to your company profile. The account information will be routed to an administrator who will review the details and carry out any account
Company Profile ‘verification that is required. You will be notified once the review is complete.

A message displays, confirming that the banking details have been added to your organization’s profile. You can
receive payments against invoices only after Metrolinx approves your banking details. For example, the account
number ending in "4901" is in the Approved status.

Note that every time your banking details are updated or created, it will go for Metrolinx's approval. For example,
the account number ending in “7654" is in the Change Pending status implying that it is yet to be approved by

Metrolinx.
P ROGRRKKKATESS e 16-Jun-2028 4 . v Sznagfnz
3 XXXXX4801 Tesling 02-Jan-2023 e 5 Approved
b 0000m024 Testingz 0-0n20% | fs B 3 7 Approved
b XXRXK3E91T Testing Hn202z G 7 > v Approved
P XXXXXD4S6 Tesling4 21-Jun-2023 B 8 A v approved
| 3 XXXXXX1214 Testing5 21-Jun-2023 Y a A v Approved

66.Click the Payment & Invoicing section.

= ORACLE' MX iSupplier Profile Administrator | Logged In As KIMDERIKX@GLOBALKNOWLEDGE.coM (@) (0]

Supplier Administration

Profile Management

“& Confirmation

General
Bank account 798433541 has been added to your company profile. The account information will be routed to an administrator who will review the details and carry out any account
Company Profile verification that is required. You will be nolified once the review is complete.
Banking Details Cancel  Save
Crganization

View General Accounts v Go
Adaress Book

@ TIP Date format example: 25-Aug-2023
Contact Directary

Create Previous 1-100i70 v Next10 b
Busness Classificatons  Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status Update
b XXKXXX2680 270 20-May-2022 e gg:*:"“" 1 v Approved
| Banking Details o
3 XAXXHXAXKHK1232 TEST 16 JUN_2023 01 16-Jun-2023 Y 22;2;”‘ 2 ) V) Approved "
Payment &q?e(a cing - : -
= XXXXXXKXXX1546 TEST 16_JUN_2023_02 16-Jun-2023 Y 3 \ v Approved
ROYAL BANK OF Change
P XXRXKKRXXXTE54 e iara 16-un-2023 4 > ¥ Pending
) - . 02-Jan-2023 fo 5 A V) Approved
Click the Payment & Invoicing section.
20-Jun-2023 fa 6 ) v Approved
» KXHKX3B821 Testing3 21-Jun-2023 Y 7 A v Approved
b XXXKX0436 Tesling 21-Jun-2023 fa & A v Approved 2
4 XAAXXXA214 Testings 21-Jun-2023 [ il \ v Approved
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2X= METROLINX

The Payment and Invoicing page displays. Here, you can view your payment and

invoicing preferences.

Note: You can also change the mode of payment from here. Please refer to the
"Payment Methods" user guide to learn more about changing the mode of

payment.

= ORACLE MXiSupplier Profile Administrator

Supplier Administration

Profile Management

Genera Payment and Invoicing

O Heold all Payments

Company Profile [ Hold Unmalched Invoices

Crganization Search

Address Book -
Note that the search is case insensitive

Contact Directory Address Name Go

Business Classifications
Address Name Address Details

Banking Detaks No search conducted.

Payment & Invoicing Tabls Diaonostics

Copyright (c) 1998, 2020, Oracle and/or its affiiates. Al rights reserved

Clear

Payment Method

99+

The Payment and Invoicing page displays. Here, you can view
your payment and invoicing preferences.

Note that you can also change the payment method from
here. Please refer to the “Payment Methods" user guide to
learn more about changing the methods of payment.

Preferences

Payment Currency Invoice Currency

Notification Method

Diagnostic Console

About this Page  Privacy Statement

67.In the Address Name field, enter the site address for which you want to view
your payment and invoicing preferences.

= OIRACLE MXiSupplier Profile Administrator

Supplier Administration

Profile Management

Genera Payment and Invoicing
N O Heldall Payments
s i b [ Hold Unmatched Invoices

Organization Search

Address Book .
Note that the search is case insensitive

Contact Directory Address Name Go

Business Classifications
Address Name Address Details

Banking el No search conducted.

Payment & Invoicing Iohis Disonostios,

Copyright (c) 1998, 2020, Oracle andior its affiiates. All rights reserved

a~
n

In the Address Name field, enter the site address for which
you want to view your payment and invoicing preferences.

Clear

Payment Method

* Fo? ‘ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (@) (0]

s L

Preferences

Payment Currency Invoice Currency Natification Method

Diagnostic Console

About this Page  Privacy Statement
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68.Click the Go button.

ORACLE MX iSupplier Profile Adi Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM °

Supplier Administration

Profile Management

Genera Payment and Invoicing
O Hold all Payments Invoice Amount Limit

Company Brome [ Hold Unmatched Invaices Payment Hold Reason
Crganization Search

Adsress Bock Note that the search is case insensitive
LA Click the Go button.
CanctDiceclony Address Name Home Base G\? Clear
i
Business Classifications Preferences
Address Name Address Details
Payment Method Payment Currency Invoice Currency Notification Method

Binkg Deras Mo search conducted.

Payment & Invoicing jlanisihaogn stcy;

Diagnostic Console

69.The search results are displayed. View the payment and invoicing details for the
address in the following fields, such as Payment Method, Payment Currency,
Invoice Currency, and Notification Method.

ACLE’ MX iSupplier Profile Administrator Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@)

Supplier Administration

Profile Management
Genera Payment and Invoicing
O Hold all Payments
[ Hold Unmalched Invaices The search results are displayed. View the payment and invoicing
details for the address in the following fields, such as
Payment Method, Payment Currency, Invoice Currency,

Note that the search is case insensitive and Notification Method.
Address Name Home Base

Company Profile

Crganization Search

Address Book
Contact Directory

Business Classifications Aciideces Matin e e Ditada Preferences
Payment Method Payment Currency Invoice Currency Notification Method
Benking Detals PO BOX 15872,5TATION A Lockbox

Home Base #16872 TORONTO,ON. MW 161, Canada Electronic ~ Canadian Dollar v Canadian Dollar v Email ~

Payment & Invoicing Table Diagnostics

Diagnostic Console
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