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Overview
This document provides you the steps to create and submit a Non-PO Invoice.
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How to Submit a Non-PO Invoice
Follow the steps below to create and submit a non-PO invoice in iSupplier:
1. Click the Menu icon to submit a non-PO invoice.

Note:

e Non-PO invoices can only be submitted on an exception basis, where
Metrolinx has engaged a vendor to provide goods and/or services without
having an established PO.

e  When this occurs, you will be given the MX iSupplier Portal Supplier Inv
Admin role, which will enable you to submit the resulting invoices.

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

Diagnostic Console

Please note, iSupplier is used to submit non-Regime 3 Construction Act invoices.
Announcement
Welcome to Oracle E-Business Suite! 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 available on

this page by selacting favorites using the Add

Favarites icon (with a star and plus sign) ’ o : -

To submit a non-PO invoice, click the Menu icon.

You can also select a specific start page when

you leg in to Oracle E-Business Suite. Choose

Settings (gear icon) from the top of the page,

and then choose Preferences. Select the . . . " .
Non-PQO invoices can only be submitted on an exception basis, where

responsibility and Page you want, and apply . . 2

your changes. The next time you log in, you wil Metrolinx has engaged a vendor to provide goods and/or services

be taken to your preferred start page instead of without haViﬂg an established PO.

this home page.

Vendor Training Documents - French When this occurs, you will be given the MX iSupplier Portal Supplier

bRt Pl Bl Inv Admin role, which will enable you to submit the resulting invoices.
System Outage Schedule

Copyright (c) 1998, 2020, Oracle and/or its affiliates. Al rights reserved. About this Page  Privacy Statement
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2. Click the MX iSupplier Portal Supplier PO Inv Admin option.

MX iSupplier Broker
MX ISupplier Portal Supp\lai@v Admin
byt
MX iSupplier Portal Supplier PO Inv Admin

MX iSupplier Profile Administrator out to your Metrolinx Business Partner.

Add Favorites

Click the MX iSupplier Portal Supplier Inv Admin option.

isupplier.metrolinxsit com:8029/0A_HTML/OA jsp?page=/oracle/apps/tnd/framework/navigate/webui/OASimpleHomePG&homePage = Y&OAPB - FWK_HOMEPAGE BRAND&iransacticnid

2X= METROLINX

Search J,| x A * {F ,‘ | Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM () (U]

ignostic Console

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

If you were expecting to submit an invoice against a Regime 3 PO, please reach

1224125773 &0apc=280as=tRZUFHEbZ3nw... gl

3. Click the Home Page option.

MX iSupplier Broker

MX ISuppller Portal Supplier Inv Admin

Search .1| 2 a * fol .@EB | Logged In As KIMDERIKX@GLOBALKNOWLEDGE.COM () (0]

Diagnostic Console

MX ISupplier Portal Suppller PO InvAc, | Home Page

MX iSupplier Profile Administrator out to your Metrolinx Business Partner.

Click the Home Page option.

- v

Please note, iSupplier is used to submit non- ime 3 Constru

[8 If you were expecting to submit an invoice against a Regime 3 PO, please reach

ction Act

isupplier. metralinxsit com:8028/0A_HTML/RF jsp?unction_id=12378&resp._id=51503Riresp_appl_id=1778security_group_id-0&lang_code-US&oas=TNI3pLATn1 pWmndqOayl) Aparams -genah:5HXzMuZbjzADIACULCETImFj-ztb]
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= (oo+]
RACLE iSupplier Portal % &F B | Logged inAs KIMDERIKX@GLOBALKNOWLEDGE.COM
Suppller Home | Orcers  Shipments. | #ifoe
Search PO Number v Go
@ TIP Disclaimer Message: & al the link below
Jiee The Supplier Home page displays. Click
the Finance tab to submit invoices.
| Notifications i
Full List + Agreements
Subject + Purchase Orders
Invoice : TEST-SHI-27JUN-2 Is Rejected .
« Purchase History
Invoice : Invc 3 Is Rejected
Involce : Involce@62 Is Rejected Shipments
Invoice : Invoice581 Is Rejeated - Delivery Schedules
Invoice un01 Is R
« Overdue Receipls
Table Diagnostics N
Receipts
s+ Recelpts,
LL Orders At A Glance * Relums
Full List ‘- ‘Jrl‘—T\mH Performance
nvoices
PO Number Description Order Date
soceos  2ND-2021-HRDV-T29:VOR 2nd Stage - GK FY 2022-2023 - Inliating 2 2nd stage for attached Gefined  16-Jun-2023 + Involces
2800 scope of work for RRQ-2020-HRDV-500 (PO238 14:35:50 T
266664 23-May-2023
«+ Payments
isupplier.metrolinsit com:8029/0A_HTML/OA jsp?page-=/oracle/apps/ap/inv. =

2X= METROLINX

Click the Finance tab on the Supplier Home page to submit invoices.

5. Click the Create Invoice drop-down arrow on the Invoice Actions

the type of invoice you want to submit.

L€ iSupplier Portal

page to select

Logged In As KIM.DERIKX@GLOE:

Suppller Home  Orders  Shipments  Finance

Create Involces W

w Involces

Invoice Actions
Search

Note that the search is case insensitive

Invoice Number Invoice Date  Invoice Currency Code
Mo search canducled.

Table Diagnostics

:_submitav{'DefaultFormName','http%s3A/ fisupplier metralinxsit.c..

Currency

Supplier GLOBAL KNOWLEDGE NETWORK Purchase Order Number
(CANADAYING. Invoice Amount
Involce Number Involee Date To
Invoice Date From  (19-Jul-2023) o
Invoige Status ~
Go Clear

Invoice Amount Purchase Order

Create Invoice  With a PO (T-: Go
yt
oy

The Invoice Actions page displays. Click the
Create Invoice drop-down arrow to select the
type of invoice you want to submit.

Status Withdraw Cancel Update View Attachments  Rejection Comments

Diagnostic Console
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6. Select the Without a PO option to submit a non-PO invoice.

Note that you must submit an invoice only after delivering the goods and/or
services to Metrolinx.

Suppller Home  Orders  Shipments  Finance

Create Involces View Involces

Invoice Actions
Search

Note thal the search is case insensitive

Supplier GLOBAL KNOWLEDGE NETWORK

(CANADA) INC.
Involce Number
Invoice Date From
Inveice Status ~

(18-Ju-2023) %

Go  Clear

Invoice Number Invoice Date
No

Table Diagnostics

Invoice Currency Code

Create Invoice Witha PO v

1 'Mthouq}PO

Go
To submit a non-PO invoice, select the Without a PO option.

Purchase Order Number
Invoice Amount

Invoice Date To [
Currency

Invoice Amount Purchase Order ~ Status Withdraw Cancel Update  View Attachments Rejection Comments

Diagnostic Console

7. Click the Go button.

\CL€ iSupplier Portal

|  Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

e o

Suppller Home  Orders  Shipments  Finance
Create Involces | View Involces | View Payments
Invoice Actions

Search

Nole thal he search is case insensitive

Supplier GLOBAL KNOWLEDGE NETWORK

{CANADA] INC.
Involce Number
Invoice Date From  {19-Jul-.
Inveice Status ~

Go  Clear

Invoice Number Invoice Date  Invoice Currency Code

No search conducled

Table Diagnostics

Creata Invoice

Without a PO v GE\
H

Click the Go button.

Purchase Order Number
Invoice Amount

Invoice Date To Y
Currency

Invoice Amount Purchase Order  Status Withdraw Cancel Update View Attachments  Rejection Comments

Diagnostic Console
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The Create Invoice: Details page displays. Here, you must enter the order details
manually. This is the main difference between a PO-based invoice and a non-PO

invoice.

Suppller Home  Orders  Shipments  Finance
Create Involces View Involces | View Payments
L ]
Details
Create Invoice: Details
* Indlcates required fleld
Supplier
* supplier
Tax Payer ID
* Ramit To
Address
Remit To Bank Account
Customer
CGustomer Tax Payer ID
Customer Name
Address
Items
&

Manage Tax

GLOBAL KNOWLEDGE NETWORK (CANADA) INC

The Create Invoice: Details page displays. Here, you must
enter the order details manually. This is the main difference
between a PO-based invoice and a non-PQO invoice.

Invoice

*
Involce Number

* Invoice Date  (19-
*
Currency
Invoice Description

Attachment

Requester Email
Requester First Name

Requester Last Nama

Cancel Step 10f3 | Mext

Enter the details in the Remit To and Invoice Number fields.

the relevant fields are populated for you.

In this demonstration,

Create Invoice: Details
* Indlcates required fleld
Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING: * Invoice Number
Tax Payer ID ¥ Involce Date
*Remit To POB15872 STNA Q * Currency
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON M&W 11 Involce Description
Remit To Bank Account Q
Attachment
Customer 4 .
In this demonstration, the relevant
Gustomer Tax Payer ID fields are populated for you. Requester Email
Customer Name |uester First Name
Address juester Last Name
Items
+
Description Quantity to Inve e * Amount Tax Rate Code
Table Dlagnostics

| Step 10f3 | Next

+

Remove

g

Duplicate

Diagnostic Console

Cancel Step 103  Naxt
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In the Attachment section, you must attach your copy of the invoice as well as any
necessary related documents such as duty or tax related documents, etc.

Note: Your invoice will be rejected without the relevant documents. As a result,
you will need to resubmit the invoice.

Create Invoice: Details | cancel | step 1073 Next i

* Indlcates required fleld

Supplier Invoice

* Supplier  GLOBAL KNOWLEDGE NETWORK (CANADA) ING * Invoice Numbar  INV_90299
Tax Payer ID * Involce Date  18-Jul-2023 Y
*Remit To  POB15872 STNA Q * cumency CAD
Address PO BOX 15672 STATION A Lockbox #15872 TORONTO ON M5W 1G1 Involce Description
Remit To Bank Account Q 4
Aftachment ==
Customer )
In the Attachment section, you must attach your copy of the
Customer Tax Fayer ID invoice as well as any necessary related documents such as duty
ecioator S or tax related documents, etc.
Address
ltems Note that without the relevant documents, your invoice will be
3 rejected. As a result, you will need to resubmit the invoice.
Description Quantity to Inve - * Amount Tax Rate Code Remove Duplicate
7]
Table Diagnostics
Diagnostic Console

Cancel Siep o3 Naxt

9. Click the Plus icon to add an attachment.

Ensure that only one invoice is submitted at a time. Combining invoice
submissions can lead to cancellations and payment delays.

Create Invoice: Details 1| Step 1073 | Next &

* Indlcates required fleld

Supplier Invoice

* Supplier GLOBAL KNOWLEDGE NETWORK (GANADA) ING. * Invoice Number | INV_80988
Tax Payer ID * Involce Date  19-Jul-2023 s
*RemitTo POE15872 STNA 3 * curmency CAD
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON M&W 1G1 Invelce Deseription
Remit To Bank Account Q 4
Attachment
*
Customer
Gustomer Tax Payer ID To add an attachment, click the Plus icon.
Customer Name
Address Requester Last Name
ltems
+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code Remove Duplicate
7]
Table Diagnostics
Diagnostic Console

Cancel  Step1of3  Next
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10.Enter the name of the attachment in the Title field once the Add Attachment pop-
up window displays.

Supplier Home  Orders  Shipmenls | Finanes
CreatsInvolces | Viaw Invaices  View Payments
®
Details Manage Tax Heview and Submil
Create Invoice: Details Cancel  Step 10f3 | Mext
* Indicates required field
Supplier Invoice
" % ;
Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING. . .
e The Add Attachment pop-up WII’.\dOW dl-splays.
* Remit To POBT5872 STNA a Enter the name of the attachment in the Title field.
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 11
Remit To Bank Account Q “
Cristomer Add Attachment x
Attachment Type  File v
SRS i P ek Title
Customer Name Description
Addrase v
Category  From Suppliar
Items *
File | Choase Fila | No fla chosen
+ Cancel  Add Ancther  Apply
* Description Quantity to Invoice Remove Duplicate
] (] z

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

Suppler Home  CGrders  Shipmenls | Finance
Creata involces View Invoices  View Payments
®
Details Manage Tax Review and Submit
Create Invoice: Details Cancel | Step 1ot Next
* |ndicatos required field
Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA} ING. * bnunina Mumhar INV_Gnagaa
Tax Payer ID ) .
* pornit T [POPTEETZETHA a Click the Choose File button and select the
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 101 relevant file from your local folder.
Remit To Bank Account Q
Eristomer Add Attachment X
Attachment Type ~ File v
Customer Name Description
Addrese Fa
Category From Supplisr
Items * =
File :Ej_lfia_ Ne fila chosan
+ Cancel  Add Ancthar  Apply
* Description Quantity to Invoice Remove Duplicate
@ B hd
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Note: Once selected, the name of the uploaded file is displayed in the File field

and the Description field is a

uto populated based on the file selected. You can

also update the Description field, as needed.

Create Invoice: Details
* Indlcates required fleld
Supplier
x Supplier GLOBAL KNOWLEDGE NET
Tax Payer ID
* Remit To  POB16872 STNA
Address PO BOX 15872 STATION AL
Remit To Bank Account
Customer
Customer Tax Payer ID
Customer Name
Address
ltems
+
Description Quantity to Invoice
Table Diagnostics

12.Click the Apply button.

Cancel Step 1of3  Next

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.

Attachment ==

Add Attachment x
Attachment Type ~ File v
Title  Invoice POF
Deseniption -1 ce PDF Dumr
B267) 4
Tategory From Supphier

*Flle | Choose File ' Invaice PDF Dummy.pdf

Cancel | Add Anather  Apply
Unit Price Remove Duplicate
a a

Diagnostic Console

Ccancel

Step 1of3  Maxt

Create Invoice: Details Cancel Step1of3 | Next &
* Indicates required fleld
Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) INC. * Involce Number | INV 50299
Tax Payer ID * lnvoice Date  (18-Juk2023) %
* Remit To  POB15872 STNA Q * Currency  GAD a
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 1G1 Invoice Description
Remit To Bank Account Q #
Aftachment =f=
hlemen Add Attachment x
Attachment Type
Customer Tax Payer ID
Title
Customer Name Desaription
frktioss Click the Apply button.
Category From Supplier
ltems % —
File | Choose File Invaice PDF Dummy.pd
Cancel  Add Another | Apply
+
Description Quantity to Invoice Unit Price 2 Remove  Duplicate
a |
Table Diagnostics
Diagnostic Console
Cancel Step1of3  Naxt
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13.Click the OK button to continue once the Confirmation pop-up box displays.

Copyright ()

GLOBAL KNOWLEDGE NETWORK (CANADA) ING.

POB15872 STNA aQ

PO BOX 15872 STATION A Lockbox #15872 TORONTO ON M5W 1C1

Q

A Confirmation pop-up box displays.
Click the OK button to continue.

Create Invoice: Details
* Indicates required fleld
Supplier
* Supplier
Tax Payer ID
* Ramit To
Address
Remit To Bank Account
Customer
Customer Tax Payar ID
Customer Name
Address
Items
+
Description Quantity to Invoice
Table Diagnostics

Oracle and/or its affiliates. All ights reserved.

Cancel Step 10f3  Next

Invoice

* Invoice Number | INV_ 80599
* Invoice Date (19-Ju-2023)
* curmency CAD Q
Invoice Description

attachment  S8&D
x

% Confirmation

Altachment 2023-07-19 04:._. has been added successiuly but nat
it would be committed when you commil the rest of the current

. Code Remove  Duplicate
a @

Diagnostic Console

Cancel Step 103  Naxt

About this Page  Privacy Statement B4

14.Enter the details of your Metrolinx invoicing contact person. You may either enter
the Requester Email or the combination of Requestor First Name and Requestor

Last Name

Note: This contact person will also perform the first review of the invoice. You will
only be able to enter the details of an active Metrolinx employee in this field.

= ORACLE iSupplier Portal

Suppller Home  Orders  Shipments Finance
Create Involces
L]
Details
Create Invoice: Details
* Indlcates required fleld
Supplier
*
Supplier
Tax Payer ID
* Ramit To

Address
Remit To Bank Account

Customer

Items

View Involees | View Payments

Manage Tax

GLOBAL KNOWLEDGE NETWORK (CANADA) INC

POB15872 STNA
PO BOX 15872 STATION A Lockbox #15872 TORC

Customer Tax Payer ID
Customer Name
Address

[99+]
* o) ) | Logged InAs KIM.DERIKX@GLOBALKNOWLEDGE.com (1)

Review and Submit

xt

You may either enter the Requester Email or the
combination of Requestor First Name and Requestor
Last Name. In these fields, enter the details of your
Metrolinx invoicing contact person.

Note that this person will also perform the first review
of the invoice. You will only be able to enter the
details of an active Metrolinx employee in this field.

Requester Email
Regquester First Name

Requester Last Nama

Page 10 of 23
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15.Scroll down to view more details.

2= METROLINX

Create Invoice: Details
* Indicates required fleld
Supplier
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) INC.
Tax Payer ID
* Remit To POB15872 STNA aQ
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON M5W 1C1
Remit To Bank Account .
Customer
Customer Tax Payer ID
Customer Nama
Address
Items
+
Description Quantity to Invoice Unit Price
Table Diagnostics

Cancel Step 10f3  Next

Invoice

* .
Invoice Number  INV_890999

Scroll down to view more details.

Attachment p +

Requester Email
Requester First Name  Sachin
Requester Last Name Ghode

Remove

7]

* amount Tax Rate Code Duplicate

Diagnostic Console

Cancel Siep 103  Next

16.Enter the details in the following fields in the Items section:

e Description

¢ Quantity to Invoice
e Unit Price

e Amount

e Tax Rate Code

Note: The Description and Amount fields are mandatory. You can update the
Quantity to Invoice and Unit Price fields, if required.

Create Invoice: Details
* Inicates required field
Supplier
B Supplier GLOBAL KNOWLEDGE NETWC
Tax Payer ID
*Remit To POB15872 STNA Q
Address PO BOX 15872 STATION A Lock
Remit To Bank Account =N
Customer
CGustomer Tax Payer ID
Customer Name
Address
Items
+
Description Quantity to Invoice Unit Price
Table Dlagnostics

andior Its affiliates. All rigt

Cance] Step1of3 | Next

Invoice

In the ltems section, enter the details in the following

fields:

* Description

* Quantity to Invoice #
* Unit Price

» Amount

* Tax Rate Code

Note that the Description and Amount fields are
mandatory. You can update the Quantity to Invoice and
Unit Price fields, if required.

Tax Rate Code

Remove Duplicate

7] B

* Amount

Diagnostic Console

Cancel Sieplof2 Next
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Note: The default Tax Rate Code is based on the Supplier Site. In this case, it is
APHST. You need to click the magnifying glass icon to select the applicable tax
rate code. In case, the supplier is not aware of the tax rate code or doesn't enter
the code, default code will be selected.

Please ensure that the correct tax rate is applied.

Submitting an invoice with the wrong tax amount can lead to cancellations and
payment delays.

Create Invoice: Details Cancel Stepof3 | Next =
* Ingicates required field
Supplier Invoice
o In this demonstration, the relevant fields are populated for you.
Note that the default Tax Rate Code is based on the Supplier Site. In this
Remit To Bar case, itis APHST. You need to click the magnifying glass icon to select the N “
applicable tax rate code. In case, the supplier is not aware of the tax rate o+
Customer code or doesn't enter the code, default code will be selected.
Customer Tax Payer ID Requester Emall
Customer Name Requester First Nama  Sachin
Address Requester Last Name Ghode
Items
+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code Remove Duplicate
15" LCD Monitors {Product) 55) 650 APHST Q 7 3
Table Diagnostics Search: lax Rate Code
Diagnostic Console
Cancel Step 1of3  Next
iuepirmet ol o028/ OA HTMLION jpageorace/ope/opfins

17.Click the Search icon to select the Tax Rate Code.

Create Invoice: Details Cancel Step1of3 | Next =

*
Indicates required fieid

Supplier Invoice
® Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) INC. * Invoice Number INV_50899
Tax Payer ID * Involce Date  19-Ju-2023 °
*RemitTo POB15872 STNA y * curmency CAD 2
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 1G1 Involce Description
Remit To Bank Account Q 2
Attachment ﬂ +
Customer
Customer Tax Payer ID Requester Emall
Customer Name Requester First Nama  Sachin
Address Requester Last Name  Ghode
ltems . -
Click the Search icon to select the Tax Rate Code.
+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code Remove Duplicate
15" LCD Monitors (Product) 10 65 650 APHST P ﬁ E|
J

Table Diagnostics Search: lax Rate Code

Diagnostic Console

Cancel Step 1of3 Next

isupplier metrolirosit com:8028/0A_HTML/OA jsp?page-=/oraclefappsfap/iny. About this Page  Privacy Statement
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18.0Once the Search and Select: Tax Rate Code pop-up window displays, clear the
auto-populated tax classification code and click the Go button.

Create Invoice: Details Cancel Stepiof  Next =
* Ingicates required field
Supplier Invoice
* supplier GLOBAL KNOWLEDG
guepaere The Search and Select: Tax Rate Code pop-up ]
POB15872 STNA - H Q
L window displays. Clear the auto-populated tax
Search and Select: Tax Rate Code classification code and click the Go button. ’
Search chment w +
c To find your item, select a filter item in the pulldown list and.e «d value in the texl field, then select the "Go™ button.
Search By Tax Classification Code v ﬂ ::E | Glo
N Requester Emall
Results ester First Nama  Sachin
No items were found malching your request. Wester Last Name  Ghode
Select Quick Select Tax Classification Code Tax Rate
It Ne Items
found
About this Page
Cancel Select
o fax Rate Code Remove  Duplicate
15" WonGre (Produet T i) 0" APHST q B
Table Dlagnostics
Diagnostic Console
Cancel Swep 1of3 Next

19.Select any one of the five tax classification codes. In this demonstration, EXC-
APHST code is selected.

Create Invoice: Details Cancel Step 10f3 | Next i

* Indicates required fleld

I
Search and Select: Tax Rate Code x
Invoice Number 1INV 50959
Search * Invoice Date  19-Ju-2023 Y
To find your Item, select 3 fliter Item In the pulldown list and enter a value In the text fleld, then select the "Go" button * Currency CAD Q
foice Description
Search By Tax Glassification Gode » Go A
Results atachment  S&D
- Select Quick Select Tax Classification Code Tax Rate
8 o 3 NO TAX ]
& AP-GST 5 Requester Email
o n AP-PET-ON 8 bester First Name  Sachin
iester Last Name  Ghode:
?‘ + EXG-APHST 13
Iter
0O 3 AP-SELFASSESS 13
About this Page 5 s 5
4 You can select any one of the five tax classification cel  Salect !
Des . . 1x Rate Code Remove Duplicate
codes. In this example, EXC-APHST code is selected. L
15" TCDWGHers Pro BT APHST Q e]
Table Diagnostics

Diagnostic Console

Cancel Step1of3  Next
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20.Click the Select button.
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: Details

* Indicates required field

Create Invoi

Search and Select: Tax Rate Code

Search

Search By Tax Classlfication Code v

To find your ilem, select a filler ilem in the pulidown list and enter a value in the lex! field, then select the "Go” button

Go

Tax Rate

cancel | s

Invoice Number
* Involce Date
% Currency
olce Description

Requester Emall
gester First Name
ester Last Name

ct
ax Rate Code

Results
Select Quick Select Tax Classification Code
Cu le) + NO TAX
o 3 AP-GST
O * AP-PST-ON
& EXC-APHST
Itel
Q 51 AP-SELFASSESS
About this Page
+
15" T IGHIGErS (Produet
Table Dlagnostics

s:3

PHST

Click the Select button.

INV_80898
19-Jul-2023
CAD

Attachment p +

Sachin
Ghode

Cancel Step1of3  Next

Remove  Duplicate
@
Diagnostic Console

Cance] Step 10f3 Next

21.Click the Plus icon to add additional line items if the order is for multiple

product types.

Create Invoice: Details

* Ingicates required field
Supplier
B Supplier
Tax Payer ID
* Remit To
Address

Remit To Bank Account

Customer
CGustomer Tax Payer ID
Customer Name
Address
ltems

o
cription

15" LCD Monitors (Product)

Table Diagnostics

GLOBAL KNOWLEDGE NETWORK (CANADA) INC.

POB15872 STNA A
PO BOX 15872 STATION A Lockbox #15872 TORONTO ON M&W 1G1

If the order is for multiple product types, click
the Plus icon to add additional line items.

ol
5

isupplier.metrolirosit com:8028/0A_HTML/OA jsp?page-=/oracle/apps/apfinv.

Invoice

* Invoice Number
* Involce Date

* Currency

Involce Description

Requester Emall
Requester First Nama
Requester Last Name

Tax Rate Code
EXC-APHST

INV_50999
19-Jul-2023
CAD

Attachment ‘p +

Sachin

Ghode

Cancel Step1of3 | Next

Remaove

]

Duplicate

Diagnostic Console

Cancel Siep 10f3  Next

About this Page Stat
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22.0nce the second line appears, enter the relevant details. In this demonstration,
the relevant fields are populated for you. You can follow the steps 17-20 to
change the default Tax Rate Code, if required.

Create Invoice: Details Cancel Step1of3  Next

* Indlcates required fleld

Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING. * Involce Number  INV_ 90999
Tax Payer ID * Invoice Date  19-Jul-2023 Y
* Remit To  POB15872 STNA 2 * Currency CAD Q
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MswW 1C1 Inveice Description

Remit To Bank Account

Attachment w +

Customer
In this demonstration, the relevant
Cus f‘ Id | d f Y Requester Email
lelds are populated tor you. You can Requester First Name  Sachin
follow the same steps to change the Requester Last Name  Ghode
oA default Tax Rate Code, if required.
+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code Remove  Duplicate
15" LCD Monitors {Product] 10 85 650 EXC-APHST Q j
Wireless Laser Printer 5 50 250 APHST Q j
Table Diagnostics
Dlagnns‘lc Console
Cancel Step 1of3 Next
isugpliermetrolinxsit.com:8029/0A_HTML/OA jsp?page= /aracle/apps/p/in.. |

Note: For service-based non-PO invoices, you can enter the details in the
Description and Amount columns only, as needed. The Quantity to Invoice and
Unit Price columns are optional for service-based non-PO invoices.

Create Invoice: Details Cancel Step1of3 | Next

* Indlcates required fleld

Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING. * Involce Number
Tax Payer ID * Invoice Date - ®
*Ramit To POB15872 STHA 3 * cumency  CA Q
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 1G1 Invoice Deseription

Remit To Bank Account

Attachment p +

Custemer Note that for service-based non-PO invoices, you can
Customer T enter the details in the Description and Amount columns
Cusg only, as needed. The Quantity to Invoice and Unit Price H‘:
columns are optional for service-based non-PO invoices.
ltems
+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code Remove Duplicate
18" LCD Monitors (Product) 10 65 650 EXC-APHST Q 3
Wireless Laser Printer 5 50 250 APHST Q j

Table Diagnostics
Diagnostic Console

Cancel Step 1of3 Next
isuppliermetrolinxsit com:8028/0A_HTML/OA jsp?page=foracle/apps/apfiny. =

Page 15 of 23



Submit a Non-PO Invoice

2X= METROLINX

23.Click the Next button to continue once you have updated the details in the Items

section.

Attachment p +

Create Invoice: Details
* Indlcates required fleld
Supplier Invoice
* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING. * Involce Number | INV_ 50993
Tax Payer ID * Invoice Date £ ]
* Remit To POB15872 STNA Q * Cumency CAD
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON MSW 1C1 Invoice Description
Remit To Bank Account Q
Customer
Customer Tax Payer ID Requester Email
Customer Name Requester First Name  Sachin
Address Requester Last Nama  Ghode

Items

+
Description Quantity to Invoice Unit Price * Amount Tax Rate Code

15" LCD Monitors (Product) 66 660 EXC-APHST Q

Wireless Laser Printer 5

R e Once you have updated the details in the Items
section, click the Next button to continue.
isupplier metrolinxsit com:8029/0A_HTML/OA jsp?page=/oracle/apps/apfiny.

Cancel Step 1of3  Next

Remove Duplicate

7] 3

7]

Diagnostic Console

Cancel Stepiofl er!
o

The Create Invoice: Manage Tax page displays.

Here, you must review the tax

details related to the non-PO invoice.

Suppller Home

Orders  Shipments

Create Involces View Involces
)
Details

Create Invoice: Manage Tax

Supplier
* Supplier
Tax Payer ID
* Remit To
Address
Remit To Bank Account
Customer

Summary Tax Lines

Calculate

View Payments.

Summary Tax Line Number Tax Regime Code Tax

Finance

Manage Tax

Invoice
GLOBAL KNOWLEDGE NETWORK (CANADA) ING.

POB15872 STNA

PO BOX 15872 STATION A Lockbox #15872 TORONTO ON
M5W 161

XXXXXX2680

* Customer Tax Payer ID  5Y511988
Customer Name GO Translt (FT)

Address 20 Bay Street Toronto M5J 2W3 CA

The Create Invoice: Manage Tax page displays. Here, you
must review the tax details related to the non-PO invoice.

Cancel Save Back Siep2of3 MNext Submit
* avoi ) 50999
Invoice Number INV_ 50939
* Invoice Date  19-Jul-2023

* currency CAD

Invoice Description

Requester Emall
Requester First Name
Requester Last Name

Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

attachment  SD

Sachin
Ghode
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24.Scroll down to view more details.

ORACLE isupplier Portal Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Suppller Home  Orders  Shipments  Finance

Create Involces View Involces | View Payments
@) [ ]
Details Manage Tax Review and Submit

Create Invoice: Manage Tax Cancel Save Back Sicp2of3 Next Submit
Supplier Invoice

* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) INC. * Invoice Number NV

Tax Payer ID * Invoice Date  19-Jul-2023
* Remit To POB15872 STNA * Currency  CAD
Address PO BOX 15872 STATION A Lockbox #15672 TORONTO ON Invoice Description

M5W 1C1
Attachment ﬂ

Remit To Bank Account  XXXXXX2680
Customer

% i Tk P 10951368 Scroll down to view more details.
Customer Name GO Transit (FT)
Address 20 Bay Street Toronto M5J 2W3 CA

R,
Requester Last Name Ghode

Summary Tax Lines

Calculate

Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status u

In the Summary Tax Lines section, review the tax information. If the value in the
Tax Amount field is incorrect, further investigation will be required into the
misalignment in tax rates. In such a situation, you will not be able to submit your
non-PO invoice via iSupplier.

Note: Should this situation arise, please email your invoice along with any
necessary supporting documents to payablesrequest@metrolinx.com and copy
your Requester at Metrolinx.

Requester Emall
Requester First Name Sachin

* Customer Tax Payer ID  SY511888
Customer Name GO Transit (FT)

Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name Ghode
Summary Tax Lines
Calculate
Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
2 CA-HST EXC-APHST EXC-APHST EXC-APHST 13 845 Active
1 CAHST APGST  AP-GST AP.GST 5 19 Active

Table Diagnostics

In the Summary Tax Lines section, review the tax information. If the value in the Tax Amount field A':;“;‘:

is incorrect, further investigation will be required into the misalignment in tax rates. In such a 25000
situation, you will not be able to submit your non-PO invoice via iSupplier.

Should this situation arise, please email your invoice along with any necessary supporting
documents to payablesrequest@metrolinx.com and copy your Requester at Metrolinx.

Items 900.00
Tax 86.40
Recalculate Total Total (CAD) 984.50

Diagnostic Console

Return lo Invoices Cancel Save Back Step?of3  Next Submit

About this Page  Privacy Statement

Copyright (c) 1998, 2020, Oracle andior its affiliates. All rights reserved.
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* customer Tax Payer ID SYS11888
Customer Name GO Transil (FT)

Address 20 Bay Streel Toronlo M5J 2W3 CA

Summary Tax Lines

Calculate

Summary Tax Line Number Tax Regime Code Tax

1 CA-HST AP-GST AP-GST AP-GST
2 CAHST EXC-APHST EXG-APHST EXC-APHST
Table Diagnostics
Items
Description Quantity to Invoice
15" LCD Monitors (Proc 10
Wireless Laser Printer 5

Table Diagnostics

Invoice Request Summary

Return 1o Inveices

26.Click the Next button to continue.

Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

Review the items added in the invoice.

Requester Email

Requester First Name

Raquester Last Nama

AP-GST 5 1.9 Active
EXC-APHST 13 845 Active
Unit Price Amount
65 650.00
50 250.00
Items 800.00
Tax 86.40
Recalculate Total Total (CAD) 984.50

Diagnostic Console

Cancel Save

Back Step2of3  Next Submit

* Customer Tax Payer ID
Customer Name

GO Trz

Address 20 Bay Streel Toronlo M5J 2W3 CA

Summary Tax Lines

Calculate
Summary Tax Line Number Tax Regime Code Tax
1 GA-HST AP-GST AP-GST
2 CA-HST EXC-APHST EXC-APHST
Table Diagnostics

AP-GET
EXC-APHST

Items

Description Quantity to Invoice
15" LCD Monitors (Proc 10

Wireless Laser Printer 5

Table Diagnostics

Invoice Request Summary

Return to Invoices

Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

Requester Email
Requester First Name  Sachin
Raquester Last Nama  Ghode
AP-GST 5 1.9 Active
EXC-APHST 13 845 Aclive
Unit Price Amount
65 650.00
50 250.00
Click the Next button to continue.
00
86.40
Recalculate Total Total (CAL 984.50
Diay. tic Console
Cancel Save Back Stcp2of3 | Ni Submit
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The Create Invoice: Review and Submit page displays. Here, you must review all

the information entered before submitting the non-PO invoice.

L€’ iSupplier Portal Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM
Stppiestone’ Ot (hipmen | Finance The Create Invoice: Review and Submit page displays.
Create Involces | View Involces | View Payments Here, you must review all the information entered before
submitting the non-PQ invoice.
O o
Dctails Manage Tax

Create Invoice: Review and Submit Cancel ' Save Back Sicp3cf3 Submit
Supplier Invoice

* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING * |nvoice Number NV 90999

Tax Payer ID * |nvoice Data  19-Jul-2023
* pomit To POB15872 STNA * Gwrancy GAD
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON Invoice Description
M5W 1C1
Remit To Bank Account  XXXXXX2650 Attachment S

Customer

* Customer Tax Payer ID  5YS511583 Requester Emall

Customer Name GO Translt (FT) Requester First Name  Sachin
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name Ghode

Items
Description ‘Quantity to Invoice uom Unit Price Amount
15" LGD Monitors (Product) 65 850.00
Mhitelees | aoer Prnter s an 28000

27.Scroll down to view more details.

L€ iSupplier Portal Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM
Suppller Home  Orders  Shipments  Finance
Create Involces View Involces
O @) L]
Details Manage Tax Review and Submit

Create Invoice: Review and Submit Cancel ' Save Back Stcp3ofs Submit
Supplier Invoice

* Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) ING * Invoice Number

Tax Payer ID * |nvoice Data  19-Jul-2023
* Remit To POB15872 STNA b
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON Invoice D Scroll down to view more details
M5W 1C1 .
Remit To Bank Account  XXXXXX2680

Customer

* Customer Tax Payer ID  SYS11883 Requester Emall

Customer Name GQ Transit (FT) Requester First Name  Sachin
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name Ghode

Items
Description ‘Quantity to Invoice uom Unit Price Amount
15" LGD Menitors (Product) 10 65 650.00
\Nirslass | asar Printar A an 25000
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28.Click the Submit button once the review is complete.

Customer

* Customer Tax Payer ID
Customer Name
Address

Items

Description

16" LCD Monitors (Product)

v 3s Laser Printer
Table Diagnostics

Summary Tax Lines

Tax Regime Code Tax

CA-HST AP-GST

CA-HST EXC-APHST
Table Diagnostics

Involce Request Summary

SYS11868 Requester Emall
GO Translt (FT) Requester First Name Sachin
20 Bay Street Toronto M5.J 2W3 CA Requester Last Name Ghode
‘Quantity to Invoice uom Unit Price Amount
10 65 650.00
5 50 250.00
Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount
AP-GST AP-GST AP-GST 5 19
EXC-APHST EXC-APHST EXC-APHST 13 845
800.00
Once the review is complete, click the Submit button. 86.40
88450
Diggii..Console
Cancal Save Back Slep3oi3 sur:mm
s

A message displays, confirming that the non-PO invoice has been submitted to
Metrolinx.

ACLE iSupplier Portal

Suppller Home  Orders  Shipments  Finance
Create Involces | View Involces | View Payments
)

Details

_& Confirmation

page.

Invoice: INV_90999

* ,‘@l Logged In As KIM.DERIKx@GLOBALKNOWLEDGEcom ) ()

Manage Tax

Invoice INV_80898 was submitted o our Accounts Payable department on 18-Jul-2023. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to

Supplier A message displays, confirming that the non-PO
invoice has been submitted to Metrolinx.
* Supplier GLOE \V_90899
Tax Payer ID -Jul-2023
* Remit To POB15872 STNA * currency CAD
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON Involce Description
MW 1C1
Remit To Bank Account XXXXXX2680 attachment  SED
Customer
* Customer Tax Payer ID  SYS11988 Requester Emall
Customer Name GO Transit (FT) Requester First Name Sachin
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name  Ghode
Items

Review and Submit

Home

Printable Page

Create Another
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29.Click the View Invoices link to view the status of the invoice.

ORACLE isupplier Portal

Suppller Home ~ Orders  Shipments  Finance

Create Involces View i(ryﬂ.\ces View Payments
1o

To view the status of the invoice,
click the View Invoices link.

o Cor
Invoy
page

Invoice: INV_90999

Supplier Invoice
2 Supplier GLOBAL KNOWLEDGE NETWORK (CANADA) INC. * Involce Number
Tax Payer ID * Involce Date
*Remit To POB15872 STNA * currency
Address PO BOX 15872 STATION A Lockbox #15872 TORONTO ON Involce Description
MEW 1C1
Remit To Bank Account  XXXXXX2680
Customer
* Customer Tax Payer ID  SYS11988
Customer Name GO Transit (FT)
Address 20 Bay Street Toronto M5J 2W3 CA
Items

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

1-2023. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home

Requester Emall
Requester First Name Sachin
Requester Last Name

Review and Submit

Printable Page  Create Another

INV_80988
18-Jul-2023
CAD

Attachment ﬂ

Ghode

The View Invoices page displays. In the Simple Search section, you can search for
the non-PO invoice using one or multiple criteria, such as Invoice Number, Invoice

Status, Payment Status, etc.

Note: If you click the Go button without populating any of the search criteria, all
the relevant iSupplier invoices associated with your organization will be displayed.

ORACLE iSupplier Portal

Logged InAs KATHERINE.sMiTH@INvALDEMAILCoM @ (D)

Suppler Home  Orders  Shipments | Flnance
CreataInvoices  View Involces  \iew Paymenls
View Invoices
Simple Search
Invoice Number Payment Status -
PO Number Invoice Amount From To
wla 1234 Amount Due From To
Refexss Mumber Invoice Date From % T %
wla 1234
(22-Jun-2023) I %
Payment Number e DatesFrom. 1+ » o J
Invoice Status ~
Go  Clear
Invoice Invoice Date Type Currency Amount Due Status  OnHold PO Number Receipt  Payment Status

No search conducted

Export

Advanced Search

Payment Y

The View Invoices page displays. In the Simple Search section, you can search for the credit memo using
one or multiple criteria including Inveice Number, PO Number, Invoice Status, Payment Status, etc.

Note that if you click the Go button without populating any of the search criteria, then all the relevant
iSupplier invoices and credit memos associated with your organization will be displayed.

Oracle and/or its affilates All ights reserved

Privacy Stafement
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30.Enter the invoice number in the Invoice Number field. In this demonstration, the
Invoice Number field is populated for you.

Suppller Home  Orders  Shipments  Finance

Create Involces View Involces View Payments

View Invoices Export
Simple Search Advanced Search
Involos Number e
PO Number . A " .
(erample. 1234) In this demonstration, the Invoice Number is populated for you.
Release Number
(example . 1234-2) ————— = .
Payment Number Due Date From  {19-Jul-2023) % To ®
Involce Status v
Go  Clear
Invoice Invoice Date Type Currency Amount Due Status OnHold PO Number Receipt PaymentStatus Payment Scheduled Payments  Attachments Due Date

No search conducted.
Table Dlagnostics

Diagnostic Console

31.Click the Go button to view the search results.

Suppller Home  Orders  Shipments  Finance

Create Involces View Involces View Payments.

View Invoices Export
Simple Search Advenced Search
Involce Number  INV_60898 Payment Status v
PO Number Invoice Amount From To

Amount Due From To
Release Number

Invaice Date From % To »
Payment Number Due Date From  (19-Jui-2023] % To »
Invoice Status v
% Claar
Invoice invoice Date Type Currency Amount Due Status OnHold PO Number Receipt PaymentStatus Payment  Scheduled Payments  Attachments Due Date

No search conducted.
Table Dlagnossine
Diagnostic Console

Click the Go button.
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The search result is displayed. Here, you can view the basic details of the non-PO

invoice such as Invoice Date, Status, Payment Status, etc.

Note: The non-PO invoice submitted is in the Not Paid status.

Suppller Home  Orders

Shipments  Finance

Create Invoices View Involces View Payments.

View Invoices

Simple Search The search result is displayed. Here, you can view the

Involce Number
PO Number

INV_90998

Status, Payment Status, etc.

Release Number

The non-PO invoice submitted is in the Not Paid status.
Payment Number
Involce Status

Go  Clear

Invoice - Invoice Date  Type

Standard Invoice
Reguest

Currency Amount .

NV 90399 18-Jul-2023 CAD

954.50 984.50 |-

Process Not Paid

=]
Table Dlagnostics

basic details of the non-PO invoice such as Invoice Date,

Due Status _On Hold PO Number Receipt Payment Status Payment Scheduled Payments Attachments Due Date

Export

Advenced Search

P

Diagnostic Console
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