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iSupplier

Inquiry for Purchase Orders, Receipts, and Invoices

This document describes the Inquiry process for the following transactions.

Purchase Orders — In the Advanced Search Screen, you can search by many different PO fields,
including Buyer, Order Date, PO Number and other choices. In this document, the following
searches are demonstrated.

o Searching for All Purchase Orders
o Searching by a specific Order Date

Receipts — Again, Receipts can be searched for based upon various fields. In this document,
searching by a portion of the purchase order number is demonstrated.

Invoices — Several fields on the invoice can be used when searching for invoices. In this
document, multiple invoice statuses will be demonstrated.

1. Inquiry for Purchase Orders

‘ﬂ

iSupplier Portal |  Logged In As JOHN.SMITH@ABCCORP.COM

Supplier Home | Orders  Shipments  Finance  Administration

Search PO Num ~] Go
J Notifications Planning
Full List Orders

He5é4m - Agreements
Subject Date = - Purchase Orders
Chicago Transit Authority - Standard Purchase Order Sample_Test_0... 22-Aug-2017 15:48:20 - Purchase History
Chicago Transit Authority - Standard Purchase Order Sample_Po_Tes... 22-Aug-2017 13:31:12 Shipments
Chicago Transit Authority - Standard Purchase Order Sample_PO_Tes. 22-Aug-2017 13:28:40 - Delivery Schedules
Chicago Transit Authority - Standard Purchase Order Sample_PO_Tes 22-Aug-2017 112811 - Cverdue Receipts
Chicago Transit Authority - Standard Purchase Order Stap_Ack2, 0 21-Aug-2017 10:15:38 - Advance Shipment Notices

Receipts

- Receipts

- Retums

I_L Orders At A Glance

- On-Time Performance
Full List

Invoices
H=

- Invoices
PO Number Description Order Date

Payments
Sample_Test_0822 22-Aug-2017 15:47'53

- Payments
Sample_Po_Test2 22-Aug-2017 13:30:50
Sample_PO_Test 22-Aug-2017 13:28:14
Sample_PO_Test 22-Aug-2017 11:27:36
Stap_Ack2 21-Aug-2017 10:15:15

= TR P e — P—— v
pi//0 rp.trans 8040/ 0A_HTML/OA jsp?page=/oracle/apps/ pos/orde

Step Action

See screenshot above. From the Supplier Home Tab, click the Orders Link.

Orders
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iSupplier Portal A ® x #F. ‘o | Logged In As JOHN.SMITH@ABCCORP.COM @ -+

Supplier Home | Orders | Shipments Finance Administration

Purchase Orders | Work Orders | Agreements | View Requests | Purchase History =~ Work Confirmations =~ RFQ | Deliverables =~ Timecards

Purchase Orders Export
Views
View All Purchase Crders ﬂ Go Advanced Search
Select Order: ~ Acknowledge | | View Change History | | | 2 Rows 11075
Operating Document o Chang
Select PONumber =  Rev 0P Description  Order Date = Buyer  Currency Amount  Status Reque
Unit Type Status
Chicago
Sample_Test 0822 0 Transit E,‘S”"am 22 Aug2017 154753 P% UsD 2500,000.00 Gpen ~
Authority
Chicago
Sample_Po_Test2 0 Transt  pendard 22.Aug2017 133050 XX UsD 2500,00000 Gpen
Authority
Chicago
Sample_PO_Test D Transit gg"da“’ 22 Aug2017 13:28:14 XX ysp 2.500,000.00 Open
Authority
Chicago
Sample PO_Test 0 Transt  pendard 2-Aug2017 112736 X UsD 2500,00000 Open
Authority
Chicago
Stap_Ack2 0 Transit E,‘S”"am 21-Aug2017 104545 X usD 2500000  Accepled
Authority
Chicago
- Standard XXX Requires
Stap_Ack1 0 Tenst 32 21-Aug-2017 101355 uso B0 R et
Autherity
Chicago o i v
Stap_Ack 0 Transt  Sndad 21-AUg-2017 10:10:15 usD 2500000 Reures
< >

Step Action

2. See screenshot above. The Purchase Orders Tab will open. If needed, select Al
Purchase Orders from the View drop-down list. The list of all Purchase Orders
will be retrieved. To narrow your search, click the Advanced Search button.

| Advanced Search |
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(9 ]
iSupplier Portal A | Logged In As JOHN.SMITH@ABCCORP.COM @)
Supplier Home | Orders | Shipments Finance Administration
Purchase Orders Work Orders Agreements View Requests Purchase History Work Confirmations RFQ Deliverables Timecards
Purchase Orders Export
Advanced Search
Views
Specify parameters and values to fiter the data that s displayed in your results set
@ Show table data when all conditions are met,
*) Show table data when any condition is met.
PO Number s v
Document Type  is ~] Q
Order Date is S22 Auc-201/ B
{example: 26-Sep-2017)
Buyer is v Q
Go  Clear Add Another Acknowledgement Status v | | Add
Select Order: | Acknowledge | | View Change History | | |1 2 Rows 11075
Operating Document o Chang
Select PO Number -~  Rev = Description  Order Date -~ Buyer Currency Amount Status Reque
Unit Type
Status
Chicago
Sample_Test 0822 0 Transt  peneard 22.Aug2017 16:47:53 XXX UsD 2500,00000 Gpen ~
Authority
Chicago
Sample_Po_Test2 D Transit Standard 22-Aug2017 133050 % usD 2,500,00000 Open
PO
Autherity
Chicago
O  Sample PO_Testt D Transit E,‘B”“am 22.Aug2017 132814 % usD 2500,000.00 Gpen v
hitp://cerp22.com.transitchicago.com:8040/0A_HTML/OA jspZpage=/oracle/apps/ pos/orde. >

Step Action

3. See screenshot above. In this example, the search is narrowed by entering the
Order Date of 22-Aug-2017. Only the orders with an Order Date of 22-Aug-2017
will appear on the screen. To execute the query, click the Go button.
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2. Inquiry of Shipment Receipts — In this document searching with a portion of the
purchase order number is demonstrated.

iSupplier Portal i Logged In As JOHN.SMITH@ABCCORP.COM @
Supplier Home | Orders | Shipmenls  Finance  Administration
Purchase Orders | Work Orders | Agteements | View Requesls | Purchase History | Work Confimations | RFQ | Deliverables | Timecards
Purchase Orders Export
Advanced Search
Views
Specify parameters and values to filter the data that is displayed in your results set.
Show table data when all condiions are met
) Show table data when any condition is met.
PO Number is 4]
Document Type s Iv] a
Order Date  is Iv] [
(example: 26-5ep-2017)
Buyer s I~] XXX Q
Go| | Clear Add Another  Acknowledgement Status[v] | Add
SelectOrder:  Acknowledge | View Change History | | [ 2
Operating Document o Change
Select PO Number - Rev y Description Order Date -~ Buyer Currency Amount Status Request J
Unit Type
Status
Chicago
Sample_Test 0822 0  Transit f;‘g“"a“’ 22 Aug 2017 154753 X UsD 2,500,000.00 Open
Authority
Chicago
sample_Po_Test2 0 Transt  oaneard 20-Aug-2017 133050 % JsD 2,500,000.00 Open
Authorty
Chicago
Sample_PO_Test 0  Transt ~ Sindard 22 Aug2017 132814 % usD 2500,000.00 Open v
hitpi//oerp22.corpiransitchicago.comiB040/OA_HTML/OA jsp7page=/oracle/apps/pos/ship.. 5

Step Action

4, See screenshot above.
From the Supplier Home Tab, click the Shipments tab.

Shipments
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iSupplier Portal

Supplier Home  Orders =~ Shipments | Finance Administration

Delivery Schedules Shipment Notices | Shipment Schedules =~ Receipts =~ Returns | Overdue Receipts |~ On-Time Performance | Quality

Delivery Schedules

Simple Search

Advanced Search
Organization Item Number

PO Number Ship-To Location
Supplier ltem Promised Date

Item Description (example: 26-Sep-2017)
Need-By Date

{example: 26-5ep-2017)

He by @m

Supplier Item Quantity Quantity ~Ship-To Suppliay Supplier Promised

arh PO . ltem 3 5
Cryasization Number Item Description Low Ordered Received Location Cammey Number ﬁ]‘mhg StEpkey Location Date

Need-
By

Date

No search
conducted.

hitp://oerp22.corp transitchicago.com:B040/0A_HTML/OA jsp?page=/oracle/apps/ pos/ship About this Page _ Privacy Statement

Step Action

5. See screenshot above.
Once in the Shipments Screen, click the Go button to retrieve all shipments. You

will be able to tell which items have been received in the system by CTA in the
Quantity Received column.
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iSupplier Portal M.SMITH@ABCCORP.COM @ -
Supplier Home  Orders  Shipments  Finance Administration
Delivery Schedules | Shipment Nofices | Shipment Schedules | Receipts | Retums | Overdue Receipts | On-Time Performance | Quality
Delivery Schedules Export
Simple Search
Advanced Search
Organization a ltem Number Q
PO Number Ship-To Location Y
Supplier ltem a Promised Date Y
Jtem Description (exsmple 25-52p-2017)
Need-By Date o
(exsmple 25-52p-2017)
Go | | Clear
HeSHvmy
Quantity Quantity Sup
Organization PO Number ~  Supplier ltem . ltem Description  UOM " Ship-To Location ~ Carrier  ltem Number ~~ Cot
Ordered Received i
Chicago )
Transit Stap_Ack2 GDCE'J‘S%NSAL EA 1 0 567 W. Lake Street Sg'r’r?;'r'
Authority
Chicago )
Transit Stap_Ack1 ’:IDC[é'J‘S%NSAL EA 1 0 567 W. Lake Street g;fﬁ;‘r'
Authority
Chicago
Transit Sample_Test_08 ADDITIONAL EA 100000 O 667 W. Lake Street  SUPPll-
LICENSES Carier
Authority
Chicago
Transit Sample_Po_Test2 ADDITIONAL EA 100000 O 567W. Lake Street  SuPPl-
LICENSES Carrier
Authority
Chicago annumonAl v
Suppli....
http://oerp22.corp transitchicago.com:8040/0A HTML/OA jsplpage=/oracle/apps/pos/ship... jioniil 0 SATW Lake Streat . >

Action

See screenshot above. To narrow the search with criteria, click the Clear button.

(o]
iSupplier Portal ® * &+, & | Logged In As JOHN.SMITH@ABCCORP.COM @ £
Supplier Home  Orders | Shipments | Finance  Administration
Delivery Schedules | Shipment Notices Receipts | Refums | Overdue Receipts | On-Time Performance | Quality
Delivery Schedules Export
Simple Search
Advanced Search
Organization Q tem Number a
PO Number | Stap% Ship.To Location aQ
Supplier tem Q Promised Date %
ltem Description {exampie: 26 52p-2017)
Need By Date %
{example: 26 52p2017)
Go | | Clear
He B M
: : Supplier
Organization PO Number - Supplier ltem . M gy Quantity Quantity qo o) oco6on . Carier  Item Number~ Config  Suppl
Description Ordered Received T
Chicago A

: ADDITIONAL Suppit ABC
Transit Stap_Ack2 AP A 1 0 S67W. Lake Steet prbl- e
Authority
Chicago )

; ADDITIONAL Suppii ABC
Transit Stap_Acki ACDITIONAL e 4 o S67W Lake Stest  SUPPL ABC
Authority

< >

Cooyriaht (c) 1

Oracle an
//oerp22.corp.transitchicago

racle/apps/ap/invol

Privacy Siatement
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Step Action

7. See screenshot above. To search by a portion of the purchase order number, enter
the portion of the purchase order number you would like to search for. In the
above example, Stap% was entered. The % is a wildcard. Therefore, any
transaction with a PO # with Stap at the beginning of the PO number will be
retrieved in the search.

Click the Go button. Only Shipment Receipts where the PO Number starts with
‘Stap’ are retrieved.
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3. Inquiry of Invoices/Payments — In this exercise we will search for all invoices,
invoices with a status of Validated, and invoices with a status of In Process. These
are just a few of the searches that can be executed.

| LoggedIn As JOHN.SMITHGABCCORP.COM (@) ~£

Supplier Home  ©rders  Shipments | Finance & Administration

Create Invoices | View Invoices | View Payments

Invoice Actions Createlnvoice ~ WithaPO  [¥] | Go

Search
Note that the search is case insensitive

Supplier ABC CORPORATION
Invoice Number

Purchase Order Number

Invoice Amount
Invaice Date From Y Invoice Date To
{example: 25-5ep-2017) Currency
Invoice Status. [v]

Go Clear

= F
Hao S A

Invoice Number

Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No search conducted.

hitp://oerp22.corp.transitchicago.com:B040/0A_ HTML/OA jspipage=/oracle/apps/ap/invoi

About this Page Privacy Statement

Step Action

8. See screenshot above.
From the Supplier Home, click on the Finance Tab.

Finance
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JI iSupplier Portal |

Supplier Home  ©rders  Shipments | Finance & Administration

Create Invoices | View Invoices | View Payments

Invoice Actions Createlnvoice ~ WithaPO  [v] | Go

Search

Note that the search is case insensitive

Supplier ABC CORPORATION Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From e Invoice Date To e
(example: 20-52p-2017) Currency
Invoice Status In Process  [¥]
Go | | Clear
He S m Rows 11030
Invoice Number - Invoice Date = Invoice Currency Code - Invoice o ooce Order  Status  Withdraw Cancel Update . V1€
Amount -~ Attachments
in - . &
test save 23-Aug2017  USD 1,000.00 - . n+ A
in - . &
testg 23-Aug2017  USD 1510000 Sample PO Testt 11 L - E 0+
in = - . -
test 1 23-Aug2017  USD 250010000 Sample Po_Test? [ .. i s W+
in = - . -
TESTE 23-Aug2017  USD 1250000 Sample Test 05 1 T s W+
In = - > o
testd 23-Aug2017  USD 5,000.00 Frocess | 8 s M+
o In = .
Test_noffication 23-Aug2017  USD 1,000 00 Process | 8 +
in = - . -
testc 23-Aug2017  USD 5,000.00 I ocess | 38 s W+ 4

Step Action

9. See screenshot above
Click the Go button. All invoices will be retrieved.

iSupplier Portal Logged In As JOHN.SMITH@ABCCORP.COM @)

Supplier Home  Orders  Shipments = Finance = Administration

Create Invoices | View Invoices | View Payments

Invoice Actions Create Invoice ~ WithaPO  [¥] | Go

Search

Note that the search is case insensitive

Supplier ABC CORPORATION Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From ) Invoice Date To e

{exsmple: 26-5ep-2017)

Currency
Invoice Status Validated  [V]
Go | | Clear
Hebdy m Rows 110 12
Invoice -
Invoice Number -~ Invoice Date -~ Invoice Currency Code -~ Amount Purchase Order Status Withdraw Cancel Update ew
nt Attachments
AME INV PO 09 18-8ep-2017  USD 2500 Sample_PO_Te... Validat. S5 - 2 + A
AME INV PO 02 14-8ep2017  USD 2500 Sample PO Te . Validat. g - +
AME TestPOLTS0k  14-8ep-2017  USD 2500 Sample_FO_Te.. Validat. 55 - +
TestINVPOOG02  14-Sep-2017  USD 2500 Sample_PO_Te... Validat. S5 - +
AME INV PO 138ep2017  USD 2500 Sample PO Te . Validat. g - +
AME INV PO 05 138ep2017  USD 2500 Sample PO Te . Validat. g - +
33""“5 INVPOTEST 44 sep 2017 usD 2500 Sample PO Te . Validat. 3 . + o
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Step Action

10. See screenshot above

To search for a particular status, click the Clear button, then click in the Invoice
Status field. In the above search, the status of Validated is selected. Therefore,
all invoices with a status of Validated are retrieved.

Invoice Status | v |

iSupplier Portal

Supplier Home  Orders  Shipments | Finance = Administration

Create Invoices View Invoices | View Payments

Invoice Actions CreateInvoice  WithaPO  [v] | Go

Search

Note that the search is case insensitive

Supplier ABC CORPORATION Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From fe Inveice Date To e

{example: 20-Sep-2017)

Currency
Invoice Status
Cancelled
In Negotiation
S9in Process
Paid
Rejected
I 2 05 £+ « [ |Unsubmitted Rows 11030
Validated . .
Invoice Number <~ Invoice Date < Invoice Currency Code -~ Invoice Purchase Order Status  Withdraw Cancel Update Vie:
Amount . Attachments
testsave 23-Aug-2017 usD 1,000.00 Process | 38 - i heE A
In -
testg 23-Aug-2017 usp 15,100.00 Sample_PO_Test1 Process 98 T 4
In = o
fest f 23-Aug-2017 usD 2,500,100 Sample_Po_Tes2 g .o 5 T+
| - -
TESTE 23-Aug-2017 usD 1260000 Sample_Test 08.. L .. & T+
In = o
testd 23-Aug-2017 uso 5,000.00 Process = A8 m
Test_nofification 23-Aug-2017 usp 1,000.00 Process A8 +
testec 23-Aug-2017 uso 5,000.00 Process S8 - 4 T 4 v

Step Action

11. See screenshot above.

To change the search, click on the Clear button, then click in the Invoice Status
field and choose the In Process value from the list of values. All invoices with
the status of ‘In Process’ are retrieved.

In Process

Step Action

12. Searches can be performed on each field in the top section of the screen. You can
experiment running searches with each of the fields in the available search
criteria.

End of Procedure.
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