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Overview
This document provides you the steps to create and submit a PO-based invoice.
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How to Submit a PO-Based Invoice

Follow the steps below to create and submit a PO-based invoice in iSupplier:

1. Click the Menu icon to submit a PO-based invoice.

ORACLE E-Business Suite * fo} ‘m| Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (@) (0]

Diagnostic Gonsole

Please note, iSupplier is used to submit non-Regime 3 Ci ion Act ir

Announcement

Welcome to Oracle E-Business Siin If you were expecting to submit an invoice against a Regime 3 PO, please reach

out to your Metrolinx Business Partner.
‘You can perscnalize the choices available on

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

You cen also select @ specific start page whan To submit a PO-based invoice, click the Menu

you log in to Oracle E-Business Suite. Choass -
icon.

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 tima you log in, you will
be taken to your preferred start page instead of
this home page.

Vendor Training Doc
Veendor Training Doc

System Outage Schedule

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

2. Click the MX iSupplier Portal Supplier PO Inv Admin option.

Note: The options displayed in the menu may be different depending on your
role and access levels.

Search Q| = o Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM () ()
MX ISupplier Broker
WtiSupoler. Rortal Suppies i Please note, iSupplier is used to submit non-Regime 3 Construction Act invoices.

M Iodppler Foral Supplier 20 T A l? 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.

Add Favorites

Click the MX iSupplier Portal Supplier PO Inv Admin option.

The options displayed in the menu may be different
depending on your role and access levels.

isupplier.metrolinxsit.com:8029/08 HTML/OA jsp?OAFuNc=0ASIMPLEHOMEPAGE# About this Page  Privacy Statement
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3. Click the Home Page option.

Search Q | a -
MX iSupplier Broker
MX iSupplier Portal Supplier inv Admin
MX iSupplier Portal Supplier PO Inv Ac a A
MX ISupplier Profile Administrator 7 || Home Page
rd hd -

Click the Home Page option.

5 22

x

isupplier. metrolinsit.com:8029/0A HTMI/RF jsp?function id=123788wesp id=515048resp appl id=1778security group id=0&lang code=US&oas=cDukzh791

Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM

Please note, iSupplier is used to submit non-Regime 3 Construction Act invoic:

If you were expecting to submit an invoice against a Regime 3 PO, please reach
out to your Metrolinx Business Partner.

2X= METROLINX

o o

YiFiha_ &params=genaitSHXZMuZbjzADIACu| CRTImEj-7tbl7c

4. Click the Finance tab on the Supplier Home page.

= ORACLE isupplier Portal

SupplierHome  Orders  Shipmenls | |

Search PO Number e Go

 TIP Disclaimar Message: By registering in JOU Agred 1o acoapt the

| Notiflcations

Click the Finance tab.

Subject
Supplier Profile ement: Change in Bank
it Creation/Undate mas
Bank Acco C ion/Uipdate mes:
Invoice 12822 CMO1 is Cancellad

count Details for ACME Learning Lid

Supplier Proliie Menegement. Approval of Benk Account

LL Orders At A Glance

PO Number Description

239228 11 Equipiment (MonilorPinter) - Delvery nseded by 20 Feb
233220 Technician visit charg:

23221 Tachnician visitto install aquiament

233220 Equipment and additional supplics

Rty Consultation for dasign and dalivary

\_L Shipments At A Glance

lawing tams and cong

s found at tha link baloiw

Full List

26.Jan 2022 105226

25-Jan-2022 03.29.51

Full List
Order Date
114 eb-2022 02.15.24
00-Feb-2022 03:30:47
2 5506
28-Jan-2022 10.19:45
28 Jan 2022 1014°56
Full List

Logged In As KATHERINE. SMITH@INVALIDEMAIL.COM ° LI)

Planning
Orders

+ Agresmants

« Purchase Orders

« Purchase Hislory
Shipments

- Delvery Schedules

+ Overdue Receipts

+ Advance Shipment Notices
Recelpts

+ Receipls

+ Refurns

+ Qn Tima Parfomance
Invoices

- Inveices

Payments.

= Paym
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5. Click the Go button to submit an invoice with reference to a PO on the Invoice
Actions page.

ORACLE isupplier Portal Louged In As KATHERINE.SMI TH@INVALIDEMAIL.COM 0 L')

Suppler Home  Orgers Shipments | Flnance

Creata Involces View Invoices  View Payments

Invoice Actions Create Invoice Wit a PQ QE
=

Search

Nole lhal Ine seerch is case msensiive

Supplier  ACME Learning Lid Purchase Order Number
Invoice Number

The Invoice Actions page displays. Click the Go

Invoice Amount

Involce Date From  (22+/un-2023) Invoice Date To button to submit an invoice with reference to a PO.
Involca Status - Currancy
Go  Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Wwithdraw Cancel Updata View Attachments

No search concucted

racle andfor its affiiates. All rights resenve: Privacy Statement

6. The Create Invoice: Purchase Orders page displays. Here, you can search for the
PO for on which you want to submit an invoice

Note: The search retrieves all PO’s excluding Regime 3 Construction Act
contracts. If you were expecting to submit an invoice against Regime 3 PO, please
reach out to your Metrolinx Business Partner.

= ORACLE isupplier Portal A x _“m Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.CoM (@)

Supplier Home  Orders  Shipments  Finance

The Create Invoice: Purchase Orders page displays. Here, you

Create Involces | View Involces | View Payments e 5
must search for the PO based on which you want to submit an
invoice.
Purchase Orders Details
Create Invoice: Purchase Orders Y Also note that this search retrieves all POs excluding Regime
3 Construction Act contracts. If you were expecting to submit
7 an invoice against Regime 3 PO, please reach out to your
The below search retikeves sl PO's exchuding Regime 3 Construction Act contracts 4 :
Metrolinx Business Partner.
If you were expecting 10 submit an invoice sgainst a Regime 3 PO, please reach out to your
Metrolinx Business Partner.
Search Advanced Searc

% TIP The beiow search fetricves PO's exciuding the R3 ype ( R3 PO's are the ones with contract type as "CoNSuction act - GOntractor” of "Consiruction ACt - DesignenGonsuitant’y
Mole thal Ihe search is case insensiive
Purchase Order Number
Purchase Order Date (22-/un-2023) s
Buyer
Organization
Advances and Financing  Excluded v

Go  Clear

PO Number Line Shipment Advances or Financing ltem Description ltem Number Supplier tem Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Slip Way ~
,
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7. In the Search section, you can search for the PO using one or multiple criteria such

as:
e Purchase Order Number
e Purchase Order Date
e Buyer
e Organization
e Advances and Financing

To learn more about how to search and view PO details, please see the video
titled "View PO Details".

ORACLE isupplier Portal Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.coM (@)

Suppller Home  Orders  Shipments  Flnance

Create Involces View Involces | Wiew

Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders Cancel Stepiof4 Ne

The below search retrieves all PO's excluding Regime 3 Construction Act ¢

1f you were expecting to submit an invoice against a Regime 3 PO, please In the Search section, you can search for the PO using

PRSI 8 Ivolce REMaSE 8 . o
S —— one or multiple criteria such as:
* Purchase Order Number
Search * Purchase Order Date Advanced Searc
* Buyer
@ TIP The below scarch retrieves PO's excluding the R3 type { R2 PO's arc . .
* Organization

Mol that the search is case insensitive

Purchase Order Number * Advances and Financing

Purchase Order Date 3)
Buyer a To learn more about how to search and view PO
Organization - details, please see the video titled “View PO Details".
Advances and Financing Excluded v

Go  Clear

PO Number Line Shipment Advances or Financing Item Description ltem Number Supplier item Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Slip Way
»

8. Enterthe PO number in the Purchase Order Number field.

L€’ iSupplier Portal Logged In As KIM.DERIKX@GLOBALKNOWLEDGE.COM e

Supplier Home  Orders  Shipments  Finance

Create Involces View Involces View Payments
[ ]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders cancel Step1of | Ne

The below search retrieves all PO's excluding Regime 3 Construction Act contracts.

If you were expecting to submit an invoice against a Regime 3 PO, please reach out to your
Metrolin Business Partner.

Search Advanced Searc
@ TIP The below scarch retrieves PO's excluding the R3 type ( R3 PO’ are the anes with contract type as "Construction act - Gontractor” or "Construction Act — Designer/Consultant”)
Note thal the search is case insensitive

Purchase Order Number (23322

Purchase Order Date (22 3 In this demonstration, we will search using the PO number. Enter the
Buyer a PO number in the Purchase Order Number field.

Organization Q
Advances and Financing Excluded v

Go  Clear

PO Number Line Shipment Advances or Financing Item Description ltem Number Supplier Item Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Slip Way ~
»
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9. Click the Go button.

Suppller Home  Orders  Shipments  Finance

Create Involces View Involces | View Payments
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders cancel Step1ofs | Ne

The below search retrieves all PO's excluding Regime 3 Construction Act contracts.

If you were expecting to submit an invoice against a Regime 3 PO, please reach out to your
Metrolinx Business Partner.

Search Advanced Searc

& TIP The below search retiieves PO's excluding the R3 type ( R3 PO's are the ones with contract type as "Constructin act - Contractor” of "Censtruction At — Designer/Censultant’)
Note thal the search is case insensitive

Purchase Order Number (23322% Click the Go button.
Purchase Order Date  (22-Ju/]
Buyer =
Organization Q
Advances and Financing Exclj«fd v

Gg_|| Clear

g
PO Number Line Shipment Advances or Financing Item Description ltem Number Supplier Item Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Slip Way ~
»

The PO line items are displayed.

Note: In the Finance tab, you can view 100 POs in one page. To navigate to the
next page, you can select the page from the drop-down. You can also click the
Previous and Next button to navigate between pages. In this demonstration, we
will continue creating an invoice for a PO with two-line items.

Note that in the Finance tab, you can view 100 POs in one
page. To navigate to the next pages, you can select the
page from the drop-down. Alternatively, you can click the
Previous and Next button to navigate between pages.
Organizauon
Svdyamoos and Foancing i Now, we will continue with our earlier example where we

are creating an invoice for a PO with two line items.
lectitems:  Add to Invoice e 1-100 of 102 v | Next 2

& 2 S 1- 100 of 102
PO Number w Line .. Shipment .. Advances or Financing Item Description Item Number Supplier item Number Ordered Received Invoiced UOM Unit Price Curr 5h||mun Pac
20 Bay

BE64 1 1 test em 0 0 30 ACH 45 > ransit
26 ‘] 1 [m} test e 30 (] 30 EACH 45 CAD Street GO Transi
266649 2 o test tem 30 0 [} EACH 45 cap 28 6o transn
6649 3 1 o test item 30 0 0 EACH 6 CAD GO Transit
268 4 a test item 30 0 (] EACH 78 CAD GO Transit
5 1 a test item 30 0 0 EACH 45 CAD GO Transit
6640 [} o test item 30 0 [} EACH 34 CAD GO Transit
T 1 a test item 30 0 [] EACH 56 CAD GO Transit

20084 . - 208ay
8 [m] test kem 30 0 0 EACH 21 CAD GO Transit
8 [m] test item 3 0 0 EACH 33 CAD GO Transit
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Submit a PO-Based Invoice

demonstration, we will select all the line items in this PO.

2X= METROLINX

10.Select the line item(s) for which you want to create the invoice. In this

Purchase Orders

Create Invoice: Purchase Orders

Details Manage Tax

The below search retrieves all PO's excluding Regime 3 Construction Act contracts.

If you were expecting to submit an invoice against a Regime 3 PO, please reach out 1o your
Metrolinx Business Partner.

Search

@ TIP The below rch retneves PO's excluding the R3 type ( R3 PO's are
Nole that the search is case insensitive

pe as "Construction act - Con

or "Construction Act - Designer/Consultant”)

Next, select the line item(s) for which you want to create the
invoice. In this example, we will select all the line items in this PO.

Go  Clear
Seld ftems:  Add to Invoice | s+s
{P PO Number ¥ Line .. Shipment .. Adt or Item Number Supplier Item Number Ordered Received Invoiced UOM  Unit Price Curmr
s
1 1 u] 10 10 5 BOX 10 CAD
2 1 (u] 4 4 2 CARTON 50 CAD

Review and Submit

Cancel Stepiof4 Ne

Advanced Search

Ship To Organization . Packing Slip Waybill

20Bay 54 "
Sweer, GO Transit
2088y 4

Steet OO Transit

11.Click the Add icon once both the line items are selected.

Purchase Orders

Create Invoice: Purchase Orders

Detalls Manage Tax

The below search retrieves all PO's excluding Regime 3 Construction Act contracts.

f you were expecting to submit an invoice against a Regime 3 PO, please reach out 1o your
Metrolinx Business Parter.

Search

& TIF The below search retrieves PO's excluding the R3 type ( R3 PO's are the ones with contract type as “Construction act

Contractor” or
Note thal the search is case insensitive

‘Construction Act - Designer/Consultant’)

Purchase Order Number 233228

Purchase Order Date (22-

Buyer Q
Organization

Advances and Financing

Select ltems: %gmmmu
PO Number ¥ Line

Excluded v

Once both the line items are selected,
click the Add to Invoice button.

Shipment ar Ordered Recelved Invoiced UOM  Unit Price Cumr

233228 1 1 m} (Product T250- 10 10 5 BOX 10 CAD
Wireless Laser

233228 2 1 u] Printer (Product 4 4 2 CGARTON 50 CAD

P934.020)

Review and Submit

Cancel Stepiof4 Ne

Advanced Search

Ship To Organization - Packing Slip Waybill

20 Bay
Streel GO Transit

20 Bay
Stoet 0O Transit
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12.Scroll down to view the line items added to the invoice.

Purchase Orders Detalis

Create Invoice: Purchase Orders

Manage Tax Review and Submit
Cancel Stepiof4 Ne

The below search retrieves all PO's excluding Regime 3 Construction Act contracts.

1 you were expecting to submit an invoice against a Regime 3 PO, please reach out 1o your
Metrolinx Business Partner.

Search Advanced Search

@R T R3 R3 PO’ a a N 1 a uction Act - Designer/Consultant”)
Purchase Order Number 233 . E .
Purchase Order Date (220un-2023) [ Scroll down to view the line items
Buyer added to the invoice.
Organization X
Advances and Financing Excluded v
Go  Clear

Select items:  Add to Involce

PO Number ¥ Line . Shipment .. Advances or Financing Item Description Item Number Supplier Item Number Ordered Received Invoiced UOM  Unit Price Curr

Ship To Organization - Packing Slip Waybill
157 LCD Mondors

B 23228 1 1 m] (Product T250- 10 10 5 BOX 10 cap B 5o Transit
004) ree!
Wireless Laser 20 Ba

8 233228 2 1 a Printer (Product 4 4 2 CARTON 50 CAD St ‘V GO Transit
PO34.020) =

13.0Once you scroll down, you can see that the PO line items are added to the invoice.

Note:

e Since the invoice is being created with reference to the PO, the PO details
corresponding to each PO line item will automatically flow into the invoice,
when selected. The PO details include item descriptions, ordered
quantities, unit of measure (UOM), etc.

e Toremove a line item from the list, you can select the line item and click the

Remove from Invoice button. In this demonstration, we are not removing
any line item.

Search Advanced Search
TP T the R3 type ( R3 PO's ar
Note that
Purchase Order Number 23
Purchase Order Date (2. fo
Buyer
On 1t 3 . . . .
ShepipaR The PO line items are added to the invoice.
Advances and Financing Excluded v
Go  Clear
Po— T Since the invoice is being created with reference to the
e R P s = e = PO, the PO details corresponding to each PO line item 0 <y waysin
g
15°LCD Monitors will automatically flow into the invoice, when selected.
233228 1 1 a (Product T250-
004)
o b = buble The PO details include item descriptions, ordered
AN quantities, unit of measure (UOM), etc.
Purchase Order Items Added to Invoice
Select Items: Remove from Invoice
PO Number Line Shipment Item Description Item Number Sup| L .
TR T G ECD Ak To remove a line item from the list, you can select the
line item and click the Remove from Invoice button. In
this demonstration, we are not removing any line item.

Copyright (c) 1998, 2020, Oracie and/or its affilates. All rights reserved.
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14.Click the Next button to continue.

2X= METROLINX

Search

¥ TIP The below sear sves PO's excluding the R3
Note that the search is case insensitive

b ( R3 PO's are the ones with cont

<t type as “Constry act - Contractor

of “Construction Act ~ DesigneriC

Purchase Order Number
Purchase Order Date

2332

Buyer aQ
Organization

Advances and Financing Excluded v

233228 LI 157 LCD Monitors (Product T250.

BOX 10

55 Laser Printe

Product Pa34-020) 4 a 2 CART

CAD 20 Bay

Go  Clear
Select items:  Add to Invoice | s+
PO Number .. Line .. Shipment .. Advances or Financing ltem Description item Number Supplier ltem Number Ordered Received Invoiced UOM  Unit Price Curr
157 LCD Monitors.
233228 1 1 (m] (Product T250- 10 10 5 BOX 10 CAD
004)
Wireless Laser
233228 2 1 (m] Printer (Product 4 4 2 CARTON 50 CAD
P934.020)
Purchase Order Items Added to Invoice
Select items:  Remove from Invoice
PO Number Line Shipment Item Description Item Number Supplier Item Number Ordered Recelved Invoiced UOM  Unit Pri

Click the Next button to continue.

reet GO Transt

Advanced Search

Ship To Grganization . Packing Slip Waybill

20 Bay
Street GO Transit

20 Bay
Stroet GO Transa

Cancel Step 10l 4 Nq?

15.Validate and update the Remit To, Invoice Date and Invoice Type fields on the
Create Invoice: Details page.

Validate the details in the following fields:
* Remit To
Manage Tax Review and Submit
You can update these fields, as needed. Cancel | Back Step2ofd Next
Supplier Invoice
* Supplier ACME Learning Ltd * Invoice Number
Tax Payer ID *Invoice Date  14.Feb2023 1y
* Remit To Home Base Q Invoice Type Invoice ~
Address 567 Office St Toronta ON M5C 2N5. Currency CAD
Remit To Bank Account Q Invoice Description
Fa
Attachment =
Customer
* Customer Tax PayerID  5YS11988 Q
Customer Name GO Transit (FT)
Address 20 Bay Street Toronto MSJ 2W3 CA
Items
PO Number Line Shipment Item Number Item Description Supplier ltem Number Ship To Available Quantity — Quantity Unit Price  UOM Amount
233228 11 15" LED Monitors (Product T250-004) 20 Bay Street 10 010 BOX 100

KATHERINE.SMITH@INVALIDEMAIL.COM
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16.Select whether you want to create an Invoice or a Credit Memo from the Invoice
Type field. In this demonstration, select the Invoice option.

Note: To submit a credit memo, please see the video titled “Submit a Credit
Memo”.

Supplier Home  Orders Finance
c i View Invoices ~ View Payment . .
SRR | MERImnee e In the Invoice Type field, you can select whether you
o ° want to create an invoice or a credit memo. The Invoice
Purchase Orders Details option displays by default.
Create Invoice: Details Next
¥ : B . : ;
{iceted recired feid To submit a credit memo, please see the video titled
Supplier “Submit a Credit Memo”.
* Supplier ACME Learning Ltd * Inveice Number
Tax Payer ID *invoice Date  14-Feb2023
*RemitTo Home Base Q Invoice Type [Tnvoice -
Address 567 Office St Toronto ON M5C 2N5S Currency
Remit To Bank Account Q Insolce Dsscrigfion
“
Attachment ==
Customer
* Customer Tax Payer D SYS11988 aQ
Customer Name GO Transit (FT)
Address 20 Bay Streef Toronto MSJ 2W3 CA

Items
PO Number Line Shipment Item Number Item Description Supplier ltem Number Ship To Available Quantity  Quantity Unit Price  UOM Amount
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Stree 10 10 10 BOX 100

17.Enter the invoice number in the Invoice Number field.

Supplier Home  Orders Sl s Finance
Create Invoices View Invoices  View Payments
o .
Purchase Orders Details Manage Tax
Create Invoice: Details
* Indicates required field
Supplier
Enter the invoice number in the =
* e
Supplier ACME Learning L . . Invoice Number INV_902422
E Invoice Number field. — =
fax Payer ID Invoice Date  14-Feb-2023 Y
*RemitTo Home Base Invoice Type  Invoice v
Address 567 Office St Toronto ON M5C 2NS Currency CAD
Remit To Bank Account Q Invoice Description
Attachment

Customer

* Customer Tax Payer ID  SYS11988 Q

Customer Name GO Transit (FT)
Address 20 Bay Street Toronto M5J 2W3 CA

Items
PO Number Line Shipment Item Number Item Description Supplier Item Number  Ship To Available Quantity ~ Quantity
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Street 10

Review and Submit
Cancel Back StepZofd  Next
&
Unit Price UOM Amount
0 10 BOX 100

Page 10 of 21


https://metrolinx.learn.taleo.net/files/scorm/metrolinx%20isupplier/demos/en/Submit%20a%20Credit%20Memo/story.html
https://metrolinx.learn.taleo.net/files/scorm/metrolinx%20isupplier/demos/en/Submit%20a%20Credit%20Memo/story.html

Submit a PO-Based Invoice

18.Click the plus icon to add an attachment.

2= METROLINX

Note: In the Attachment section, you must upload any mandatory supporting

documentation such as duty or tax relate

d documents, etc. Without the relevant

documents, the invoice will be rejected, and you will need to resubmit the invoice.

Please ensure that only one invoice is su

bmitted at a time. Combining invoice

submissions can lead to cancelations and payment delays.

Orders  Shipmenls

Supplier Home: Finance

Create Invoices | View Invoices  View Payments

L
Purchase Orders Details

Create Invoice: Details

* Indicates required field

Supplier
* supplier ACME Learning Ltd
Tax Payer ID
*RemitTo Home Base x
Address 567 Office St Toronto ON MSC 2N5
Remit To Bank Account q
Customer
* Customer Tax Payer ID SYS11968
Customer Name GO Transit (FT)
Address 20 Bay Sireet Toronto M5 2W3 CA
Items

PO Number Line Shipment Item Number Item Description

233228 1 1 15" LCD Monitors (Product T250-004)

Supplier Iitem Number

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 that without the relevant documents, your invoice

will be rejected, and you will need to resubmit the
invoice.

Attachment vﬁ
s

To add an attachment, click the plus icon.

Ship To Available Quantity Amount

20 Bay Street 10

Quantity Unit Price  UOM

10 10 BOX 100

19.Enter the name of the attachment in the Title field once the Add Attachment pop-

up window displays.

Supplier Home  Orders  Shipments ~ Finance
Create Involces | View Invaices | View Payments
O L]
Purchase Orders Details. Manage Tax Review and Submit
Create Invoice: Details Cancel Back Step2ofd  Mext
* Indicates required field
Supplier Inveice
* Supplier ACME Leaming Lid * Invoice Number INV_002422
Tax Payer ID * Invoice Date  14.-Feb-2023 o
*RemitTo Home Base Q Invoice Type _Invoice v
Address 567 Office St Toronto ON MSC 2N5
Remit To Bank Account a The Add Attachment pop-up window displays. Enter
the name of the attachment in the Title field.
Customer e S
P Attachment Type _File v
ke iereie & i 2
Customer Name GO Transit (FT) Description
Address 20 Bay Street Toronto M) 2W3 GA %
Category  From Supplier
Items * T
File | Choosa File | No file chosen
PO Number Line Shipment Item Number Item Description Supplier Cancel  Add Another  Apply Unit Price  UOM Amount
233228 1 15" LCD Monitors (Product T250-004) CIRRET BOX 100
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20.Click the Choose File button and

Supplier Home  Orders  Shipments  Finance
Create Involces | View Invoices  View Paymenis
L ]
Purchase Orders Details
Create Invoice: Details
* Indicates required field
Supplier
* supplier ACME Learning Ltd
Tax Payer ID
* Remit To  Home Base q
Address 567 Office St Toronta ON M5C 2N5
Remit To Bank Account a
Customer
* Customer Tax Payer 1D SY511938 a
Customer Name GO Transtt {FT}
Address 20 Bay Street Toronto M5J 2W3 CA
Items
PO Number Line Shipment Item Number Item Description
233228 1 i 15" LCD Monitors (Product T250-004)

2= METROLINX

select the relevant file from your local folder.

Manage Tax Review and Submit
Cancel Back Step2of4  Next
Invoice
* Invoice Number  INV_802422
* Invoice Date 14-Feb2023
Invoice Type Imvoice v
Currency CAD

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

Description

Category From

*File cnaos:{fnc No file chosen
-

fpplier

Unit Price  UOM Amount
0 10 BOX 100

Supplier Cancel  Add Another  Apply

Note: 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
also update the Description field,

Supplier Home  Orders  Shipments  Finance
Creats Involces | View Invaices  View Payments
O L ]
Purchase Orders Details
Create Invoice: Details
* Indicates required field
Supplier
* supplier ACME Leaming Lid
Tax Payer ID
*RemitTo Home Base Q
Address 567 Office St Toronta ON M5C 2N5
Remit To Bank Account Q
Customer
* Customer Tax Payer D  S5YS511988 Q
Customer Name GO Transit (FT)
Address 20 Bay Street Toronto M5J 2W3 CA
Items
PO Number Line Shipment Item Number Item Description
233228 10 15" LED Monitors {Product T250-004)

as needed.

Manage Tax Review and Submit

Cancel Back Step2of4 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 =4
Add Attachment x
Attachment Type  File v
Title Invoice PDF
Description -21 053608 INV_902422 docx (Size
7~
Category Fi
“File | Choosa File | INV_802422 docx
Supplier Cancel  Add Ancther  Apply Unit Price  UOM Amount
0 10 BOX 100

Page 12 of 21
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21.Click the Apply button.

upplier Portal
Supplier Home  Orders  Shipments  Finance
Create Invoices | View Invoices  View Payments
L ]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details Cancel Back StepZofd  Next
* Indicates required field
Supplier Invoice
* Supplier ACME Learning Lid * Invoice Number  INV_802422
Tax Payer ID *invoiceDate 14.Feb2023 3
*Remit To Home Base a Invoice Type Invoice -
Address 567 Office St Toronta ON M5C 2N5 Currency CAD
Remit To Bank Account a EciER Dieacrisiion
s
Attachment ==
Customer Add Attachment X
N Attachment Type
Customer Tax Payer 1D SY511938 a S
Customer Name GO Transit {FT} Deseription i
Address 20 Bay Street Toronto MSJ 2W3 CA Click the Ap ply button.
Category
Items by
File | Choose File | INV_902422 doc
PO Number Line Shipment Item Number Item Description Supplier Cancel  Add Another quw Unit Price  UOM Amount
233228 ] 15" LCD Monitors (Product T250-004) o 10 BOX 100

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

upplier Portal KATHERINE SMITH@INVALIDEMAIL COM
Supplier Home  Orders  Shipments = Finance
Create Invoices View Invoices ~ View Payments
L]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details Cancel Back Step2ofd  Next
* Indicates required field
Supplier Invoice
* supplier ACME Learning Ltd * Invoice Number  INV_802422
Tax Payer ID
B . . . .
Remit Toiions Bee 3 A Confirmation pop-up box displays. Click
Address 567 Office St Toronto ON M5C 2N5 h b :
Remit To Bank Account Q t € OK Utton to CDrltane. -
r,
Customer 4 Confirmation X
Altachment Inveice PDF has been added successtully but not cow, fitted it
* Customer Tax Payer [0 SYS11988 Q commut the rest of the current transdction
Customer Name GO Transit (FT) UKq\
Address 20 Bay Street Toronio MSJ 2W3 CA >

Items
PO Number Line Shipment Item Number Item Description Supplier ltem Number Ship To Available Quantity ~ Quantity Unit Price  UOM Amount
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Strest 10 0 10 BOX 100
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23.In the Items section, enter the quantity for which you are creating the invoice in
the Quantity column for each line item of the PO.

Note: You will get an error if you enter a higher quantity than the available
quantity.

Create Invoices | View Invoices  View Payments
) .
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details Cance| Back Step2ofd Next

* Indicates required field

Supplier Invoice
* Supplier ACME Learning Lid * Invoice Number  INV_802422
Tax Payer ID * Invoice Date  14-Feb.2023 Y
* Remit To Home Base Q Invoice Type Invoice -

Address 567 Office St Toronta ON M5C 2N5 Currency CAD

Remit To Bank Account
In the Items section, enter the quantity for which you are
creating the invoice in the Quantity column for each line

Customer item of the PO.
* Customer Tax PayerID  5Y511988 Q 7 é .
Customer Name GO Transit (FT) Note that you will get an error if you enter a higher
Address 20 Bay Street Toronto M5J 2W3 CA quantity than the available quantity.
Items
PO Number Line Shipment Item Number Item Description Supplier Item Number $Ship To Available Quantity | Quantity Unit Price UOM Amount
233228 1 15" LCD Monitors (Froduct T250-004) 20 Bay Street 10 0| 10 BOX 100
233228 2 1 Wiraless Laser Printer (Product P934-020) 20 Bay Street 4 4 50 CARTON 200

Note: For service-based POs, the Available Quantity column displays the value of
the service. You can update the Quantity column as per the value you want to
invoice for each service.

Note that for service-based POs, the Available Quantity
column displays the value of the service. You can update
the Quantity column as per the value you want to invoice
for each service.

Note that you will get an error if you enter a higher
quantity than the available quantity.

Items

PO Number  Line Shipment ltem Number Item Description Supplier ftem Number Ship To Available Quantity * Quantity UnitPrice  UOM  Amount
233233 1 1 Cansulting Service Charges 20 Bay Street 500 500 1 EACH 500
233233 2 Technician Visit Charges 20 Bay Street 200 200 1 EACH 200
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24.0nce you have updated the Quantity columns, click the Next button to continue.

Create Invoices | View Invoices  View Payments
O L
Purchase Orders Details
Create Invoice: Details
* Indicates required field
Supplier
* Supplier ACME Learning Ltd
Tax Payer ID
* Remit To Home Base a
Address 567 Office St Toronto ON M5C 2NS
Remit To Bank Account Q
Customer
* Customer Tax Payer ID  SYS11968 qQ
Customer Name GO Transil (FT)
Address 20 Bay Street Toronto M5J 2W3 A
Items
PO Number Line Shipment Item Number Item Description
233228 101 15" LCD Monitors (Product T250-004)
233228 2 1 Wireless Laser Printer (Product P934-020)

Manage Tax Review and Submit

Cance|  Back Step2of4 N%

Invoice
Once you have updated the Quantity
column, click the Next button to continue.

Currency CAD
Invoice Description

Attachment S 4

Supplier Item Number Ship To Available Quantity  Quantity Unit Price  UOM Amount
10 5 10 Box 50
4 2 50 CARTON 100

25.Review the tax details related to the invoice once the Create Invoice: Manage Tax

page displays.

Please confirm that the applied tax rates are correct. Submitting an invoice with
the wrong tax amount can lead to cancellations and payment delays.

Supplier Home  Orders  Shipments | Finance

Create Invoices | View Ir View Payments

O O
Purchase Orders Details

Create Invoice: Manage Tax

Supplier
* Supplier ACME Learning Ltd
Tax Payer ID
*Remit To Home Base
Address 567 Office St Taronto ON M5C 2N5
Remit To Bank Account  XXXX5745
Customer
* Customer Tax Payer D SY$11988
Customer Name GO Transit (FT}

Address 20 Bay Street Toronto M5J 2W3 CA

Summary Tax Lines

Calculate
‘Summary Tax Line Number Tax Regime Code Tax Tax Status Code
1 CAHST APHST APHST
Items

Tax Jurisdiction Code Tax Rate Code
Q. APHST

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

Invoice

INV_802422
14-Feb 2023
Standard
CAD

* Invoice Number
* Invoice Date
Invoice Type

* currency
Invoice Description

Attachment ﬂ

Requester Email
Requester First Name
Requester Last Name

Tax Rate Line Status

APHST aQ 13 Active
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26.Scroll down to view Summary Tax Lines section.

Supplier Home  Order

Create Invoices

Purchase Orders

Create Invoice: Manage Tax

Details Manage Tax

Review and Submit

Cancel Save Back

Step3of4 Next | Submit

Supplier Invoice
* Supplier ACME Leaming Ltd * invoice Number INV_802422
Tax Payer ID * Invoice Date  14-Feb-2023
*RemitTo Home Base Invoice Type Standard
Address 567 Office: St Taronto ON M5C 2N5 *Currency  GAD
Remit To Bank Account  XXXX5746 Invelce Description
attachment A
Customer
* Customer Tax Payer ID  SYS11988
Cimdomar Rame GO, et 1) Scroll down to view more details.

Address 20 Bay Street Toronto M5J 2W3 CA

Summary Tax Lines
Calculate

‘Summary Tax Line Number Tax Regime Code Tax  Tax Status Code
APHST APHST

Tax Jurisdiction Code Tax Rate Code Tax Rate Line Status

1 CAHST Q  APHST APHST a 13 Active

Items

27.In the Summary Tax Lines section, review the tax information, the total invoice tax
amount and the total of the invoice.

Note:

e Ifthe valuesin any of these fields are incorrect due to the tax amount,
further investigation will be required into the misalignment in tax rates. In
such a situation, you will not be able to submit your invoice via iSupplier.

e Should this situation arise, please email your invoice along with any
necessary supporting documents to iSupplierSupport@metrolinx.com and
copy your Metrolinx Business Contact.
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28.0nce done, click the Next button.

i T HomaBaca lmsialan TmaGiondocd

Remit To | In the Summary Tax Lines section, review the tax information, as well as the total invoice tax
amount and the total of the invoice. If the values in any of these fields are incorrect due to the
tax amount, further investigation will be required into the misalignment in tax rates. In such a

situation, you will not be able to submit your invoice via iSupplier.

Customer

Should this situation arise, please email your invoice along with any necessary supporting

Summary Tax Lines documents to payablesrequest@metrolinx.com and copy your Metrolinx Business Contact.

Calculate

‘Summary Tax Line Number Tax Regime Code Tax  Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Line Status

1 CAHST APHST APHST o APHST APHST Q 13 Active Tax LmsTab\c_
Items
PO Number Line Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice uom Unit Price Amount
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Street 10 5 BOX 10 50,00
233228 2 1 Wireless Laser Printer (Product P934-020) 20 Bay Street 4 70,00
Invoice Summary Click the Next button to continue.
150.00
T 19.50
Recalculate Total Total (CAD) 169.50

Cancel Save Back Step3ofd Neqi Submit
o
b

its affikates. Al rig

29.The Create Invoice: Review and Submit page displays. Review all the information
entered in the invoice before submitting it.

KATHERINE.SMITH@INVALIDEMAIL.COM
Supplier Home  Orders  Shipments  Finance
Creats Invoices | View Invoices  View Payments i A . A
The Create Invoice: Review and Submit page displays.
(o) Here, you must review all the information entered in the
Purchase Qrders Details - . e - -
H ) 3 invoice before submitting the invoice.
Create Invoice: Review and Submit
Supplier Invoice
* Supplier ACME Leaming Lid * Invoice Number INV_002422
Tax Payer ID * Invoice Date  14-Feb-2023
*RemitTo Home Base Invoice Type Standard
Address 567 Office St Toronto ON MSC 2ZN5 s Currency CAD
Remit To Bank Account XXXX5748 Involce Description
Attachment S
Customer
* Customer Tax Payer D SYS11088 Requester Email
‘Customer Name GO Transit (FT) Requester First Name
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name
Items
PO Number Line Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice uem Unit Price Amount
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Sireet 10 5 BOX 10 5000
233228 2 1 Wireless Laser Printer (Product P934-020) 20 Bay Street 4 2 CARTON 50 10000
Summary Tax Lines o
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30.Scroll down to submit the invoice.

= ORACLE iSupplier Portal o  KATHERINE. SMITH@INVALIDEMAILCOM (@)
Supplier Home  Orders  Shipments | Finance
Create Invoices View Invoices ~ View Payments
O O O
Purchase Qrders Details Manage Tax Review and Submit
Create Invoice: Review and Submit Cancel  Sa Back Stepdofd  Submit
Supplier Invoice
* Supplier ACME Learning Ltd * |nvoice Number INV_802422
Tax Payer ID * Invoics Date  14-Feb-2023
*RemitTo Home Base Invoice Type Standard
Address 567 Office St Toronto ON MSC 2N5 * Currency  CAD
Remit To Bank Account XXXX5746 Invoice Description
atachment S
Customer
* Gustomer Tax Payer D SYS1198 Scroll down to view more details.
Customer Name GO Transit (FT}
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name
Items
PO Number Line Shipment  Item Description Supplier Item Number Ship To Available Qty Quantity To Invaice uom Unit Price Amount
233228 1 1 15" LCD Monitors (Product T260-004) 20 Bay Street 10 5 BOX 10 50.00
233228 2 1 Wireless Laser Printer (Product P934-020) 20 Bay Street 4 2 CARTON 50 100 00
Summary Tax Lines el

31.Click the Submit button.

* Supplier ACME Learning Ltd * Invoice Number INV_902422 7
Tax Payer ID * Invoice Date 14-Feb-2023
* Remit o Home Basa Invoice Type  Standard
Address 567 Office St Toronto ON MSC 2N5 *, Currency CAD
Remit To Bank Account  XXXX5746 Invoice Description

attachment S

Customer
* Customer Tax Payer ID  SYS11988 Requester Email
Customer Name GO Transit (FT Requester First Name
Address 20 Bay Street Toronto M5J 2W3 CA Requester Last Name
Items
PO Number  Line Shipment  Item Description Supplier ltem Number Ship To Available @ty Quantity To Invoice uom Unit Price Amount
233228 1 1 15" LCD Monitors (Product T250-004) 20 Bay Strest 10 5 BOX 10 5000
233220 2 1 Wireless Laser Printer (Product P934-020) 20 Bay Sir 4 2 CARTON 50 10000
Summary Tax Lines
Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount
CA-HST T APHST APHST APHST

Invoice Summary Click the Submit button.

Items b0
Tax 50
Total (CAD) n_p0

Cancel Save Back Stepdofd Suhsl!

~

Page 18 of 21



Submit a PO-Based Invoice == METROLINX

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

= ORACLE isupplier Portal Lagged In As KATHERINE-SMITH@INVALIDEMAIL.COM o Q)
Supplier Home  Orders ments  Finance
Create Involces | View Invaices  View Payments
O O 0
Purchase Orders Detals Manage Tax Review and Submit
“ Confirmation
Invoice INV._802422 was submitied to our Accounts Payable on 14-Feb-2022 Tt number for this invoice s the invoice number. You can query its status by using Search by navigating to the Home page.
Invoice: INV_902422 Printable Page  Create Another
Supplier
A disol firming thatthei : * Invoice Number INV_002422
message displays, confirming that the invoice W b T
has been submitted to Metrolinx. Invoice Type  Standard
* Currency CAD
Remit | Invoice Description
Attachment D
Customer
* Customer Tax Payer ID  SYS11988 Requester Email
Customer Name GO Transit (FT) Requester First Name
Address 20 Bay Street Toronto M5J 203 CA Requester Last Name
Items
FO Number Line Shipment Item Description Supplier ltem Number Available Qty Quantity To Invoice uom Unit Price Amount
233228 1 1 D Monitors {Product T250-004) 10 5 BOX 10 5000 =

32.Click the View Invoices link to view the status of the invoice.

— - o " =
= ORACLE isupplier Portal Logged In As KATHERINE.SMITH@INVALIDEMAIL.COM
Supplier Home  Orders  Shipments | Finance
Create Invoices | View I W Payments
! O O
Manage Tax Review and Submit
%y Con To view the status of the invoice,
Invois click the View Inveices link. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page:
Inveic Printable Page  Create Another
Supplier Invoice
* Supplier ACME Learning Ltd * Invoice Number INV_002422
Tax Payer ID * Invoice Date 14-Feb-2023
*RemitTo Home Base Invoice Type Standard
Address 567 Office St Taronto ON M5C 2N5 * Currency  CAD
Remit To Bank Account  XXXX5745 Invoice Description
Attachment S
Customer
* Customer Tax Payer ID  SYS11983 Requester Email
Customer Name GO Transit (FT) Requester First Name
Address 20 Bay Street Toronto M5J 203 CA Requester Last Name
Items
PO Number Line Shipment  Item Description Supplier ltem Number Ship To Available Qty Quantity To Invoice uom Unit Price Amount
233028 1 1 s (Product T250-004) 20BayStreet 10 5 BOX 10 5000 2
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33.The View Invoices page displays. You can search for the invoice in the Simple

Search section using one or multiple criteria including Invoice Number, PO
Number, Invoice Status, Payment Status, etc.

Note: If you click the Go button without populating any of the search criteria, then

all the relevant iSupplier invoices and invoices associated with your organization
will be displayed.

= ORACLE isupplier Portal

Logged In As KATHERINE SMITH@INVALIDEMAIL oM (@) (0]

Supplier Home  Orders  Shipments | Finance

Create Invoices | View Invoices  View Payments

View Invoices

Export
Simple Search

Advanced Search

Invoice Number

Payment Status M
PO Number

Invoice Amount From

To
ple 1234 Amount Due From To
e A rer Invoice Date From s To Y
(example 12342 59 un9053] s
Payment Number Due Date From  (22-Jun-2023) > To 5
Invoice Status ~
Go  Clear
Invoice Invoice Date Type Currency Amount Due Status  On Hold PO Number Receipt Payment Status Payment Scheduled Payments Attachments
i

The View Invoices page displays. In the Simple Search section, you can search for the invoice

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 associated with your organization will be displayed.

Copyright () 1898, 2020, Oracle and/or its affilates_ All rights reserved.

Privacy Stalement

34.Enter the invoice number in the Invoice Number field.

ORACLE isupplier Portal

Logged In As KATHERINE. SMI TH@INVALIDEMAIL.COM ° Ll)

Supplier Home  Orders  Shipments | Finance

Create Invoices | View Invoices  View Payments

View Invoices

Export
Simple Search

Advanced Search

Invoice Number
PG Narber In this demonstration, we will search using the invoice number.
Enter the invoice number in the Invoice Number field.

Release Number

Payment Number

Invoice Status ~

Go  Clear

Invoice Invoice Date Type Currency Amount Due Status  On Hold PO Number

Receipt Payment Status Payment Scheduled Payments Attachments
No search conducted

Copyright (c) 1898, 2020, Oracle and/or its affilates. All rights reserved.

Privacy Statement
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35.Click the Go button to view the search results.

Supplier Home  Orders  Shipments | Finance

Create Invoices | View Invoices  View Payments

View Invoices

Simple Search

Invoice Number
PO Number

INV_802422

(example 1234
Release Number
(example 12342
Payment Number
Invoice Status -

ﬁ‘\‘ Clear
>

Invoice Invoice Date

No search conducted.

Type Currency

Click the Go button.

Copyright (c)

Amount Due Status

Payment Status
Invoice Amount From
Amount Due From
Invoice Date From
Due Date From

On Hold

As KATHERINE. SMITH@INVALIDEMAIL.COM o

Export

Advanced Search

=
To
To
B To Y
(22~Jun-2023) o To Y
PO Number Receipt Payment Status Payment

The search result displays the basic details such as Invoice Date, Status, Payment

Status, etc.

Note: The Payment Status of the submitted invoice is Not Paid.

Supplier Home

Shipmenls | Finance

Create Invoices | View Invoices  View Payments

View Invoices

Simple Search

Invoice Number INV_§02422
PO Number
(oxample - 1234
Release Number
(oxamplo - 12342
Payment Number
Invoice Status ~
Go  Clear
Invoice - Invoice Date ¥ Type Currency  Amount
INV_802422 22-Jun-2023 Standard CAD 169.50

0, Oracle and/

affiliates. All rights

Payment Statu
Invoice Amount Frol
Amount Due Froi
Invoice Date Frol

Due Date Froi
Due Status ©On Hold
169,50 In-Process

As KATHERINE.SMITH@INVALIDEMAIL.COM

Export
The search resultis displayed. Here, you can sed Search
view the basic details of the invoice such as
Invoice Date, Status, Payment Status, etc.

The invoice submitted is in the Not Paid status.

PONumber  Receipt Payment Status Fayment y

233228 Not Paid 3 ad
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