View and Resubmit Cancelled PO-Based Invoices 2= METROLINX

View and Resubmit Cancelled PO-Based
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Version No: 1.0
Date: 11/9/2023

Overview
This document provides you steps for viewing and resubmitting rejected PO-based invoices.
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View and Resubmit Cancelled PO-Based Invoices

In case your PO-based invoice is cancelled, you will receive a notification via email,
clearly indicating the rejection reasons and asking you to rectify and resubmit the

invoice.

For Your Information: Invoice: INV_233232 is Cancelled

erpdev02
Tue 212412023 4:32 AM
To: IRENE IRWIN <irenei@invalidemai.com> v In case a PO-based invoice is cancelled, you will receive
an email, indicating the cancellation reason(s) and
[t Notification Detail.html : : 5 ;
(2] 744 ytes asking you to resubmit the invoice.

To IRENE IRWIN
Sent  24-FEB-2023 04:30:44
D 2121988

Dear ACME Learning Ltd,

With reference to invoice number INV_233232 against purchase order number 233234 that was submitted through iSupplier on 24-FEB-2023, we would like to inform you that the invoice will not be
processed and has been cancelled.

| Possible reasons that this inveice was cancelled are incorrect PO number or PO details, missing payment information, missing supporting documentation or incorrect quantities,

‘We kindly ask you to submit a new invoice at your earliest convenience. Please reach out to your Metrolinx Business Partner with any questions or concerns. Please do not reply to this email as this is an
automated account which does not accept incoming messages. Thank You,

Reply Forward

You can also receive this notification in iSupplier. Follow the steps below to view and

resubmit a cancelled PO-based invoice in iSupplier:

1. Click the Bell icon on the iSupplier home page to view the rejection notification.

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

ORACLE E-Business Suite

Announcement

Diagnostic Console

Plea To view the same notification in iSupplier, click the
Bell icon on the iSupplier home page.

Welcome to Oracle E-Business Suite! If ye

out to your Metrolinx Business Partner.

You can personalize the choices available on
this page by seleciing favorites using the Add Add Favorttes
Favorites icon (with a star and plus sign).

You can also 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
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.

Vendor Training Decuments - French

dor Training Documents - English

System Outage Schedule
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2. Select the relevant notification from the list and click the OK button.

= ORACLE E-Business Suite Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@)

My Worklist

Diagnostic Cons:

Invoiee | INV_233232 Is (ﬂs‘ " L BmiE nos - 3cC ion Act i
K

Rejected
Announcement "

Welcome to Oracle E-Business Suite! Inwoica - Invoico615 ks Rejoctad " wninvoice against a Regime 3 PO, please reach

rolinx Business Partner.
‘You can personalize the choices available on
this page by selecling favorites using the Add Invoice _ InVoRe3724 Is
Favorites icon {with a star and plus sign). Rejecled

D oo moeazssis 1he list of notifications is displayed. Click
yourlog in o Oracle & Business Suits: Chooss the relevant notification from the list.
Settings (gear icon) from the top of the page, Vavoion . lascaodBii
and then choose Preferences. Select the Regected
responsibility and Page you want, and apply
your changes. The next time you log in, you will Invoice - Invoice333 ks Rejectod
be taken to your preferred start page instead of
this home page
Invoics | S2GK Is Rejecied

Training Decuments - French
dor Training Documents - English

Inwoico - MM TG 90815
System Outage Schedule Rejettod

isupplier.metrolinxsit.com:8029/0A_ HTML/OA jsi

*page-/oracle/apps

g iy p mePage - Y&OAPB-FWK_ HOMEPA RAND&transactionid- 1224125773 &0ape-28w0as~tRZUFHEbZ3nw...

Note: The iSupplier notification will display the same text as the email you have
received.

= ORACLE

Logged In As KATHERINE. SMITH@INVALIDEMAIL COM o (')

(@ Information
s noblication does ol requre & response

Invoice: INV_233232 is Cancelled

OK
To KATHERINE SMITH

Sent 24-FEB-202304:30:44
D 2121988
Doar ACME Learming L1d,

Wit referance 1o invoice number (NY_233232 against purchase order

mber 233234 that was submitied

ugh iSupplier on 24-FEB-2023 we 2 ke 1o info

1 you that the invasce will not be processed and has been cancelied

lie reasons thal this nvoice wes cancelled are incorrect PO nu PO details, missing pey

information, missing supporting docur

ion or incorrect quantives.

w invoico at your earliest conveniance Please reach out 1o your Metrolinx Business Partner with any quastions or concorns Ploasa do not roply to this omail as this is an automated account which does not aceept

The iSupplier notification will display the same text as the
email you have received.

Once a PO-based invoice is cancelled, it cannot be edited
again. In that case, you must submit a new PO-based invoice
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3. Click the OK button to acknowledge the notification.

= B
= ORACLE Logged In As KATHERINE. SMITH@INVALIDEMAIL COM

(@ Information
s nolilcation does nol requite & response
Involce: INV_233232 is Cancelled Click the OK button to acknowledge the notification. &

To  KATHERINE SMITH
Sent 24-FEB-202304:30:44
D 2121988

Doar ACME Loaming Ltd

With refarance 1o invoice number INV_233232 againsl purchase ordar numbér 233234 1hat was submitied thr:

ah iSupphiar 51 24-FEB-2023 , we w

1 18 10 inform you that the invoica wil not ba precassed and has been cancelied

elled are incorrect PO number of P ils, Mmissing payment information, missing supporting documentation of INcorrect quantives,

Wa kindly as
ncoming messages. Thank You

o at your oarliest conveniance Ploase reach out 1o your Metrolinx Business Pariner with any questions or concorns Pleasa da ot roply ta this omail as this is an automated account which does not aceept

Retumn 1o

The Worklist page displays. Here, you can see that the status of the invoice has
changed to Closed.

Note: As the invoice has been cancelled, you need to navigate to the Finance tab and
submit the invoice with a new invoice number.

4. To do so, click the Menu icon.

KATHERINE.SMITH@INVALIDEMAIL.COM (@)

Nofl “Mipn Details =
W +

To do so, click the Menu icon.
ewous 1-10 v Next 10 b

L] Subjeet - Sent . Due - Fn Level From . Status . Type
O Metroinx Suppher Col

Lon Network. Regisiralion Apprava

Canceled  UMX Login Help

[ Invoice: I 24-Feb-2023 Closed MX Invoice Cancel Netifications to Vendor and Inv Manager
O invoe 015 Cancelled 26-Jan-2022 Closed MX Invoice Cancel Noliications lo Vendor and Inv Manager
(] Supplier Profile Management New bank account f ME Learning Lid 24-Jan-2022 Open POS Supplier Registration and Profile Management

O Supplier Prolils Managemenl New bank account (g Learning Lid 240 Open POS Supplier Registration en ile Management

(] Supplier Profile Management Change in Bank Account Details fo 07-Feb-2022 Open POS Supplier Registration and Profile Management

O BankAccount Creaton/Updale mesage 034 eb-2022 Open X Bank Add/Updale Nollicalion 1o vendor

(] BankAccount Creaton/Update mesage 03-Feb-2022 Open M3 Banic Add/Update Notification 1o vendor

O Supplier Prolile Managemenl Venlicalion of bank accounl 25-Jan-2022 Open POS Supplier Registration end Prolile Management

(] Suppl on and Profile Management
Select Not The Worklist page displays. Here, you can see that the status of the invoice has Previeus 110 v Ned 108
B changed to Closed.

Note that as the invoice has been cancelled, you need to navigate to the Finance
tab and submit the invoice with a new invoice number.
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5. Click the MX iSupplier Portal Supplier Inv Admin option.

MX iSupplier Portal Supplier PO Inv Admin qz

MX iSupplier Profile Administrator

Click the MX iSupplier Portal Supplier PO Inv Admin option.

24-Feb-2023
28

2
Loarning Ltd 24-Jan-2022

Learning Lid 24,

22

07-Fob-2022
038 eb2022
03-Fob-2022
PLWE

25-Jan-2022

- -

hitps:/fisupplier.metrolinxsit.com/OA_HTML/OA jsp?OAFun

6. Click the Home Page option.

el = -
MX iSupplier Portal Supplier PO Inv Ac 2 & X
MX iSupplier Profile Administrator | Home F’amtE
'
Sent Due - Fn Level
Click the Home Page option.
T2
07-Feb-2022
035 eb-2022
03-Feb-2022
25-Jan-2022
vy -
4 - b4
hittps:/fisupolier.metrolinssit com/OA_HTML/OA jsp?OAFunc=\WF_WORKLISTE: |i=4868980380apc=148&0as=XSPZ1Mlguld1_nSIuXVGA. I

Status.
Ganceled
Closed
Glosed
Opan
Open
Opan
Open
Opan
Open

open

Status .
Ganceled
Closed
Closed
open
Open
Open
Open
Open
Open

Open

Logged In As KATHERINE. SMITH@INVALIDEMAILCoM (@)

110 v Next10 ¥
Type

UMX Login Help

MX Invoice Cancel Notificstions to Vendor and Inv Manager

MX Invoice Cancel Nolficebions Lo Vendor and [nv Manager

FOS Supplier Registration

G Profile Management
POS Supplier Registration end Prolile Management
POS Supplier Registration and Frofile Management
MX Bank Add/Update Nolilication o vendor
M Bank Add/Update: Notification 1o vendor

PO Supplier Registration end Prolile M

POS Supplier Rogistratior

@ Profilz Management

110 v Next10 B

v~ Next 10 b

Type
UMX Login Help
M Invoice Cancel Notifications to Vendor and Inv Manager

M Invoice Cancel Nolifications lo Vendor and |

fereger

POS Supplier Registration

@ Frofilz Management

PO Supplier Registration end Prolile Management

POS Supplier Registration

@ Profile Management
M Bank Add Update Nolilicalion lo vendor
X Bank Add/Update Notification to vendor

POS Supplier Registration end Proile M

agement

PQS Supplier Registration and Profile Management

1-10 v Nexl10 B
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7. The Supplier Home page displays. Click the Finance tab.

Suppliar Homs  Orders  Shipmenls \(E;e
-

Search PO Numbar v Go
@ TIP Disclaimar Message' By registering in iS1 L area to acoept the following tems and conditians found at tha link balow
Notifications The Supplier Home page displays. Click the Finance tab. BlanHing
Orders
Subject + Agreoments
Supplier Profi in Bank Account Details for AGME Learning Ltd PR

« Purchase

01 i cell 26-Jan 2022

- 5 Shipments
Suppliet rolle Manegement. Approval ol Bank Account 25-Jan-2022 132951 - Deliery Schiedulss
Ro
LL Orders At A Glance 2 Athiorcd Stipde
Recelpts
Full List
PO Number Description Order Data " I
233228 11 eb-2022 021524 + Refums
233220 09-Fob-2022 03:3047 L S
233291 26 Jan 5506 T
233220 Equipment and addit 28.Jan 019:45
233210 Consultation for dasinn # 26 Jan 01456 - Invoices
Payments
L - Payments
| Shipments At A Glance
Full List -

The Invoice Actions page displays. Here, you can search for the cancelled PO-Based
invoice in the Search section. Once the search results display, you can see the reason
for cancellation in the Rejection Comments column.

= ORACLE ‘H

The Invoice Actions page displays.

Supplier Home ~ Orders

Create Invoices Vi . . . .

i R s Here, you can search for the cancelled PO-Based invoice in the Search section. Once the search
Invoice Actions results display, you can see the reason for cancellation in the Rejection Comments column. =
Search

Note that the search is case insensitive

Supplier ACME Leamning Ltd Purchase Order Number
Invoice Amount
Invoice Number

Invoice Date To e
Invoice Date From  (13-Jul-2023) fo Ccurrency
Invoice Status v
Go  Clear
Invoice Number Invoice Date  Invoice Currency Code Invoice Amount Purchase Order ~ Status Withdraw Cancel Update View Attach jection C

No search conducted
Table Diagnostics
Diagnostic Console

Copyright (c) 1988, 2020, Oracle and/or its affiliates. Al rights reserved. About this Page  Privacy Statement
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The invoice resubmission process is the same as submitting a new invoice. Note that
the invoice you resubmit cannot have the same invoice number as the cancelled
invoice. In that case, you must use a new invoice number.

To learn more about how to submit an invoice, please see the video titled “Submit a
PO-Based Invoice”.

= ORACLE isupplier Portal Logyed In As KATHERINE. SMITH@INVALIDEMAIL.COM o U)

Supplier Home ~ Orders  Shipments ~ Finance

The invoice resubmission process is the same as

Create Invoices View Invoices View Paymen Subm'ttlng anew IﬂVOICe. NOte that the IFIVOICE' you

Invoice Actions resubmit cannot have the same invoice number as the e
cancelled invoice. In that case, you must use a new

Search invoice number.

Note that the search is case insensitive . . .
To learn more about how to submit an invoice, please see

Supplier ACME Learning Ltd 5 B = 3 s om
the video titled "Submit a PO-Based Invoice”.

Invoice Number

Invoice Date From  (13-Jul-2023) fe Currency
Invoice Status ~
Go  Clear
Invoice Number Invoice Date  Invoice Currency Code Invoice Amount Purchase Order ~ Status Withdraw Cancel Update View Attachments Rejection Comments.

No search conducted
Table Diagnostics

Diagnostic Console
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