iSupplier Portal Overview - Quick Reference Guide

Audience: Existing Vendors
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Set Up and Manage iSupplier User Account: Process Flow

Validate/update organization's profile
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Submit a PO-based Invoice/Credit Memo in iSupplier: Process Flow
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Assign appropriate role(s) to the users

Prerequisite(s):

¢ You have received an email from Metrolinx confirming your iSupplier
registration.

¢ You have completed your MFA registration with MX EntralD via the invitation
link in the email, confirming your iSupplier registration.

Navigation Path:
To set up and manage accounts in iSupplier, go to:
Menu > MX iSupplier Profile Administrator > Supplier Details

fJ
a Click the following “How-To” video link to view the relevant steps.

e Manage Profile and Account Details

Prerequisite(s):

e You have successfully registered for MFA.
* You have provided goods and/or services to Metrolinx against a purchase order
(PO).

Navigation Path:

To submit a PO-based invoice/credit memo in iSupplier, go to:
Menu > MX iSupplier Portal Supplier PO Inv Admin > Home Page

fJ
a Click the following “How-To” video links to view the relevant steps.

e View PO Details

e Submit a PO-Based Invoice

e Submit a Credit Memo

e View and Resubmit Cancelled PO-Based Invoices

*Note:
Without a relevant document, your invoice will be rejected, and you will need to

resubmit the invoice.
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https://metrolinx.learn.taleo.net/files/scorm/metrolinx%20isupplier/demos/en/Managing%20Profile%20and%20Account%20Settings/story.html
https://metrolinx.learn.taleo.net/files/scorm/metrolinx%20isupplier/demos/en/View%20PO%20Details/story.html
https://metrolinx.learn.taleo.net/files/scorm/metrolinx%20isupplier/demos/en/Submit%20a%20PO-Based%20Invoice/story.html
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/View%20and%20Resubmit%20Cancelled%20PO-Based%20Invoices/story.html

