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View and Resubmit Cancelled PO-Based
Invoices

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 2/24/2023 4:32 AM
To: IRENE IRWIN <irenei@invalidemailcom> In case a PO-based invoice is cancelled, you will receive

an email, indicating the cancellation reason(s) and

cation Detail.html 5 . . .
s asking you to resubmit the invoice.

Nof
(72 :

To  IRENE IRWIN
Sent  24-FEB-2023 04:30:44
0 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 invoice was cancelled are incorrect PO number or PO details, missing payment missing doc 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.

= ORACLE E-Business Suite R Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM (@) (0}

Diagnostic Console

To view the same notification in iSupplier, click the  es.

Bell icon on the iSupplier home page.
Welcome to Oracle E-Business Suite! :h
out to your Metrolinx Business Partner.

Announcement

You can personalize the choices available on
age by selecting favoriles ng the Add Add Favorites

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.

Training Documents
or Training Docu:

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 (@) (0}

My Worklist

Diagnostic Console

Invoice | INV_233232 Is R
Rejected %

‘ubmit non: ime 3 C ion Act i
oK

Announcement

Welcome to Oracle E-Business Suite! Invoica - Invoica618 Is Rejected ) n invoice against a Regime 3 PO, please reach

rolinx Business Partner.
You can personalize the choices available on
this page by selecting favoriles using the Add Invorce  Invoice3724 Is
Favorites icon (with a star and plus sign) Rejected

I —— oo mocezssis 1he list of notifications is displayed. Click
you log in to Oradie E-Business Suile; Chooss the relevant notification from the list.
Settings (gear icon) from the top of the page, Jvoice - Invoiced601
and then choose Preferences. Select the Rejected
responsibility and Page you want, and apply
your changes. The next time you log in, you will Invoico : Invoice333 Is Rojected
be taken to your preferred start page instead of
this home page.

Invoice - S2GK Is Rejected

Training Documents - Engl

Invoice - MM T69081s
System Outage Schedule Rojocted

isupplier.metrolinxs

om:8029/0A_HTML/OA jsp?page-/oracle/apps/fnd/framework/navigate/webui/OASimpleHomePG&homePage = NK_HOMEPAGE_BRAND&transactionid - 1224125773&oapc-2&0as-tRZUFHEbZ3nw.

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

ORACLE" Logged In As KATHERINE. smiTH@INvALDEMAILCoM @) (D)

(@ Information

his nolfication does not rex
Invoice: INV_233232 Is Cancelled OK
To KATHERINE SMITH
Sent 24-FEB-2023 04:30:44

10 2121988
Dear ACME Loaring Ltd

quire & response

Wilh reference 1o invoice number INV_233232 against purchase order ber 233234 that was submitted thro ipplier on 24-FEB-2023 .we

Iika 10 inform you that the invoice wil not b procassed and has been canceliad

Possible re

it this nve

was cencelled are incorrect PO numi

v PO details, missing payment information, missing supporting documentation or ncorrect quentives.

Wa kindly ask you o submit a new invoico at your earfiest convenionco Please roach out to your Motrolinx Businoss Partnor with any questions of concerns Ploase do not roply 10 this email as this is an automatod account which does not accopt
ncoming messages. Thank You

Retum to Worklist

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.

= ORACLE ) > fol " Logged In As KATHERINE.SMITH@INVALIDEMAILCOM (@) (0}

(@ Information

his nolication does niol require & response

Involce: INV_233232 Is Cancelled Click the OK button to acknowledge the notification. &

To KATHERINE SMITH
Sent 24-FEB-2023 04:30:44
D 2121988
Doar ACME Loaring Ltd

Wilh reference 1o invoice number INV_233232 against purchase order number 233234 that was submitied through iSupplier on 24-FEB-2023 , we would Ike 10 inform you that tha invoice will not ba processed and has been cancelled

v PO details, missing payment information, missing supporting documentation or ncorrect quentives

¢ incorrect PO nun

Poy easons thet this inve

s cancelle

ase roach out 10 your Motrolink Businoss Partnor with any questions or concors Ploaso do not reply to this email as this is an automated account which doos not accopt

Wo kin
ncoming

sk you o submit a naw invoico at your oarfiost convonion:
ages. Thank You

0 Worklist

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.

ORACLE Workflow Logged In As KATHERINE. SMITH@INVALIDEMAILCOM (@) (0}

Nof “Mipn Detaifs
W &3

To do so, click the Menu icon.

1.10 v Next10®

[T Subject - Sent Due - Fn Level From ~. Status Type

O Metreinx Supplier Colleboration Network. Registration Approva 17-Jan-2022 Canceled  UMX Login Help

24-Feb-2023 Closed MX Invoice Cancel Noti ns to Viendor and Inv Manager

28-Jan Closed MX Invoice Cancel Nolifications lo Vendor and Inv Maneger

Learning Ltd 24-an-2022 Open POS Supplier Registration and Profil Management

ME Learning Lid Open POS Supplier Registration end Profile Management

tration and Profile Management

Open POS Supplier Re

Change in Bank Account Details for ACME Loarning Ltd

sage 03-F eb-2022 Open MX Bank AddUpdale Nolilicalion (o vendor

03-Feb-2022 Open MX Bank Add/Update Notification to vendor

ication of bank account 25-Jan-2022 Open POS Supplier Registration er Management

8 onen
Select Not The Worklist page displays. Here, you can see that the status of the invoice has eious 110 v Ned 10
ol “s, changed to Closed.

ofile Management

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 ({)\
N

MX iSupplier Profilc Administrator

Click the MX iSupplier Portal Supplier PO Inv Admin option.

24-Feb-2023

28-Jan-

Leaming Ltd 24-Jan-2022

Learning Lid 24-Jan-2

s for ACME Learning Ltd 07-Feb-2022

03-F eb-2

03-Feb-2022
25-J8n-2022

25-Jan-2022

- -

486898038 0apc=14&0as=gX5PZ1flguld1

NF_WORKLIST& _\i

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

6. Click the Home Page option.

MX iSupplier Portal Supplier PO Inv Ac

MX iSupplier Profile Administrator

| Home Pag%{}

Due - Fn Level From

Click the Home Page option.

24-Jan-2022

24-Jun-;

07-Feb-2022
03-Feb-2022
03-Feb-2022
25-Jan-2022

25-Jan-2022

https/fisupplier.metrolinxsit.com/OA,

Status.
Canceled
Closed
Closed
Open
Open

Open

Status
Canceled
Closed
Closed
Open
Open
Open
Open
Open
Open

Open

Logged In As KATHERINE. SMITH@INVALIDEMAILCoM (@)

1.10 v
ype
UMX Login Help
MX Invoice Cancel Notifications to Vendor and Inv Manager
MX Invoice Cancel Nelifications o Vendor and Inv Menager

POS Supplier Registration Management

& Management

POS Supplier Registration and Prol
Profile Management

MX Bank Add/Update Nolfication o vendor

M n to vendor

ank Add/Update Noti

Supphier Registration end Prolile Management

POS Supplier Registration o Management

1.10 v Next10 ®

ev 110 v Next10®

ype

UMX

ogin Help

MX Invoice Cancel Notifications to Vendor and Inv Manager
MX Invoice Cancel Nolifications lo Vendor and Inv Maneger

ement

POS Supplier Registration

° Manag

POS Supplier Registration end Prolile Management

POS Supplier Registration 3
MX Bank Add/Updale Nolilhcation 1o vendor

MX Bank Add/Update Notification to vendor

POS Supplier Registration end Profile Management

POS Supplier Registration o Management

Nex! 10 ®

v 1.10 v
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7. The Supplier Home page displays. Click the Finance tab.

Supplier Home ~ Orcers  Shipmenls u(i‘: ce
S

Search PO Number v Go

@TIP Disclaimer Message' By registering in 1S

Notifications

in Bank Account Details for ACME Learning Ltd

wall of Benk Account

LL Orders At A Glance

Description
11 Equipment (MonitorPinter) - Delivery needed by 20 | eb
Technician visit ch

Technician visit fa inst
Equipment and addit
Consultation for dasig

lipment

LL Shipments At A Glance

0766 to accapt tha following terms and conditions found at tha link balow

The Supplier Home page displays. Click the Finance tab.

13- 022 07
28.Jan 2022 10
25-Jan-2022 U3.29.51

Full List
Order Date
114 eb-2022 02.15.24
09-Feb-2022 03:3047
28 Jan 20 6
28-Jan-;
28 Jan
Full List

Planning
Orders

« Agresments

« Purch

ders
« Purch

Shipments

istory

- Delivery Schedules

+ Advance Shipme

Recelpts

« On Time Performance

Invoices
« Invoices
Payments

- Paymenls
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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

Supplier Home ~ Orders

Create Invoices Vie

Invoice Actions
Search

Note that the search is case insensitive

Supplier ACME Leaming Ltd

Invoice Number

Invoice Date From  (13-Jul-2023) fo
Invoice Status v

Go  Clear

Invoice Number Invoice Date  Invoice Currency Code
No search conducted.

Table Diagnostics

Copyright (c) 1998, 2020, Oracle and/or its affiliates. All rights reserved.

The Invoice Actions page displays.

Purchase Order Number
Invoice Amount

Invoice Date To o
Currency

Invoice Amount Purchase Order ~ Status Withdraw Cancel

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.

Update View

H

Diagnostic Console

About this Page  Privacy Statement

Page 6 of 7



View and Resubmit Cancelled PO-Based Invoices 2= METROLINX

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”.

7
= ORACLE iSupplier Portal Logged In As KATHERINE.SMITH@INVALIDEMAIL.COM o Q)

Supplier Home ~ Orders ~ Shipments ~ Finance = : o o2 %
The invoice resubmission process is the same as
Greatkliwoless:. || View Inwokes: | View Esimen submitting a new invoice. Note that the invoice you
liivolca Actions resubmit cannot have the same invoice number as the iraiininvdion: (iR TEE—1 IED
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
the video titled “Submit a PO-Based Invoice”.

Supplier ACME Learning Ltd

Invoice Number

Invoice Date From  (13-Ju/-2023) Y Cursricy
Invoice Status v
Go  Clear

Invoice Number Invoice Date  Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View jection C
No search conducted

Table Diagnostics

Diagnostic Console
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