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1. Introduction

As a Service Provider of BGIS you can now submit invoices using Supplier Portal module of
Oracle Cloud directly at your own convenience.

Supplier Portal can be used for the following actions:

= To create an invoice relating to a Purchase Order or Work order

= To create a Credit Memo

= To add a contact to access Supplier Portal

=  Check the Invoice, WO and PO status including payment details if invoice has been paid

Supplier Portal should not be used for the following actions:

=  Submitting an invoice which does not have a BGIS WO or PO referenced
= To submit a future dated invoice
= Update your Company information in BGIS records (name and address)
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2. Sign into Supplier Portal

Microsoft Edge and Chrome are the recommended browsers by Oracle to use Oracle
Supplier Portal

2.1 Sign into Supplier Portal by clicking on the URL provided in the email which is provided in
your initial email Add the URL this will make it easier for the suppliers

2.2. Login credentials would be part of this email
Below is the first screen you see when you sign into Oracle Cloud
2.3. In the event you forget the username/password, please click on Forgot Password

&

sign'in Sign In using my Company's Sign-in

Enter your single sign-on user ID and password.

Click to be redirected to your company'’s
single sign-on server for authentication

Forgot Password

|Eng|ish V‘

2.4. Select either Forgot username or Forgot password
2.5. To reset username, provide email

2.6. To reset password, provide username

2.7. Click on Submit

SIGN IN

ORACLE APPLICATIONS CLOUD

Forgot Password

User Name or E-Mail

(O Forgotuser name

(O Forgot password

Submit § Cancel
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SIGN IN

ORACLE APPLICATIONS CLOUD

© Error: A value is required.
Forgot Password You must enter a value.

I’ Mser Name or E-Mail

@ Forgotuser name

O Forgot password

Submit  Cancel

An automated email notification will be sent to reset username or password.

SIGN IN

ORACLE APPLICATIONS CLOUD

Check your e-mail for user name. Ensure that you check your spam folders.

Open the email and reset your username or password as required.

4|Page
September 2020



3. Set Preferences

After logging in for the first time, please ensure to setup your General Preferences as default

settings.

Follow the below instructions to set your preferences

3.1 Click on “Set Preferences” icon

)@

©

i

Under General preferences tab, setup your Regional and Language preferences.

Preferences

General Preferences

Regional

Language

Accessibility

Password

Proxies
Watchlist
Oracle WebCenter Portal

3.1.1. Click on Regional button

3.1.1.1 Enter your Region and Time Zone details
3.1.1.2 Click on Save and Close.

When you log in next time, Region and Time will be updated and defaulted on your computer.

= ORACLE

Preferences

General Preferences
[Femons =t
Language

Accessibility

Password

Proxies

Watchlist

Oracle WebCenter Portal

September 2020

Teritory

Date Format

Time Format

Number Format

Currency

Time Zone

General Preferences: Regional

Canada

ddMMlyy (16/04/18)
hrmm a (1043 PM)
1234 5&7

Canadian Dollar

(UTC-05:00) New York - Eastern Time (ET)

| Save | Saveand Close | Cancel
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3.1.2 Click on Language button
3.1.2.1 Enter your Language details
3.1.2.2 Click on Save and Close.

When you log in next time, Region and Time will be updated and defaulted on your computer.

= ORACLE

General Preferences: Language SM Cancel

Preferences

General Preferences Default American English j
Regional
i Current Session  American Enghshﬂ
Accessibility
Password
Proxies Display Name American English j
Watchlist
Oracle WebCenter Portal

Time Zone (UTC-05:00) New York - Eastern Time (ET) j
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4. Create an Invoice or Credit Memo

1) Click on Supplier Portal icon on the home page

2) Click on Create Invoice under Invoices and Payments tab

Supplier Portal

Search Invoices nmemm

Tasks

Consigned Inventory
o Review Consumption Advices
Invoices and Payments
¢ Create Invoice
o Create Invoice Without PO
e View Invoices
o View Payments

Company Profile
o Manage Profie «

3) Under Identifying PO field, select the Purhase or Work order that you are submitting an
invoice for. In Oracle Cloud,Work Orders and Purchase Orders are referred to as Purchase

Order.
Create Invoice Invoice Actions v Save  SaveandClose  Submit  Cancel
* identifying PO . - Remit-to Bank Account v * Number
Supper Unique Remittance Identifier *Date midlyy to
Taxpayer ID
. - Unique Remittance Identifier cm * Type Invoice El
Supplier Site = ‘ iy Invoice Currency
Address ¥ o
Attachments  None o &y b
Supplier Tax Registration Number v
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Only approved Purchase Orders and Invoiceable and Complete Work Orders are available for
invoicing. Please ensure you are only submitting an invoice corresponding to the Purchase
Order or Workorder being references under “Identifying PO”

4) Supplier site

e The Supplier site and corresponding address on the invoice is populated from the PO. Please do
not attempt to correct any address information in Cloud during invoice submission. If any updates
are required, please contact Sourcing.

e |If there are any inactive sites still showing up in the dropdown, please contact the Manager from
BGIS to deactivate these sites.

5) Number - This is the Invoice Number of the invoice submission to BGIS for processing.
Please note the invoice number should be alphanumeric with no special characters noted.
(All capital letters, e.g. INV10234)

6) Date - This is the Invoice Date.

7) Type Invoice - Always select Invoice for debit invoices and Credit Memo for credit invoices.

8) Description - Type in a brief description of the service performed.

1. Attach an Invoice Image & Documentation

e Although this field is not identified as a MANDATORY item, attaching an invoice copy is required
for each invoice submission via Supplier Portal. If the invoice copy is missing, BGIS will reject and
return the invoice for resubmission. Additional documentation of the excel breakdown of charges
at the building level should also be attached to the submission.

e Follow below steps to attach copy of the invoice.

e Click on + sign beside Attachments (highlighted in Blue)

Update! The address is still visible. Please no reference to anything. | Realize it is our address
but let’s keep it clean.

The screen below appears.

e Click on drop down under Type
e Select File

e Select From Supplier under Category drop down.
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e Click on Choose File to upload the invoice from a folder

Attachments

Aclions v  View w + XK

Type Category * File Name or URL Title Description

File » From Supplier ¥ Choose File o file chosen

Rows Selected 1

OK
You will see the invoice attached under File Name or URL tab.
You will also see the title auto populates with the same invoice number.
This is the same invoice number the PDF attachment will have.
e Click on OK
Attachments
Actions »  View w 4+ X
- Type Category * File Name or URL Title Description
File » From Supplier ¥ JTESTINVOICE21 pdf] Update...
Rows Selected 1
Invoice copy is now attached.
To delete the attached copy, click on X’ button.
A" D 9 @ suvcon:
Create Invoice cancel
* identitying PO CANOO00034 - * Number
Taxpayer ID TEST123 * ype Invoce v
Supplier Tax Registration Number v
9|Page
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2. Matching an invoice to the Purchase Order, Work
Order and Contract Purchase Order

4.2.1 - Follow the below steps to match the invoice to a Purchase Order or Work
Order:

e Click on Select and Add icon highlighted below

Customer
“ Customer Taxpayer ID v M
Address
Lines
View v o= Cancel Line
Purchase Order Consumption Advice Available
“ Number “ Type Supplier Item Item Description Ship-to Location Tax Classification Qun:tlty
“ Number © Line " Schedule  Number Line
No data to display
Total

The Purchase Order or Work Order you have entered on the Create Invoice screen appears
automatically.

e Select the PO line which matches the item description, service period, building ID and address of
the service you have provided.

e Click on Apply

e Click on OK

Select and Add: Purchase Orders

4 Search Advanced Saved Search v

** At least one is required

I ** pyurchase Order 650C I ** Consumption Advice

** Creation Date dd/mm/yy hmm a e

Reset  Save...

Search Results
View w {=" Detach
P

Purchase Order Consumption Advice .
Supplier ltem

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

1 TEST PO SHIP-TO 25,000.00 I

1 ONHST SHIP-TO 3,250.00

1 TEST PO SHIP-TO 15,000.00

ABGST SHIP-TO 750.00
»

Apply I Cancel

You will see the amount remaining on the PO line.

¢ Input the invoice amount into the amount field as per the invoice.
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ltems

Viewv % [ Calculate Tax

Purchase Order Consumption Advice Available

Supplier item Item Description Ship-to Location Quantity Quantity Unit Price UOM * Amount
* Number * Line * Schedule  Number Line
1 TEST PO SHIP-TO 23,350.00
Total 23,850.00

You cannot exceed the ordered or balance line amount.

Items
© Error: The amount must be less than or
equal to the available purchase order
Vieww 3 [EL Ccalculate Tax amount. (AP-810425)
The amount must be less than or equal to the

Purchase Order Consumption Advice available purchase order amount. (AP-810425)

Supplier item Item Description Ship-to Location * Amount
* * i . x
Number * Line Schedule  Number Line Example format: #,##0,00;-#,##0.00
TEST PO SHIP-TO

Total 23,850.00

Once the line is matched you cannot rematch that line again. If an update is required, the line
can be cancelled and matched again.

Canceling a Matched Line

Once a line is matched it can be cancelled by, selecting the line you would like to cancel and
clicking cancel line. Please see screenshot below.

Lines

vieww 4 X [E | CancelLine

Purchass Order Consumption Advice
“ Number " Type Supplier ltem Item Description Ship.to Location Tax Classification
* Number * Line * Schedule  Number Line

Available
Quantity

Quantity Unit Price LIOM * Amount

ontal_Standard PO Test#2 A8 - -

Total 20,000.00

Once line is canceled you will see the fields have been greyed out and amount should be $0.
Please see screenshot below.

vieww 4 X [E | Cancel Line

Purchase Order Cansunmi ption Advice
* Number * Type Supplier ltem tem Description Shipto Location  Tax Classification
Number ° Line " Schedule Number Line

Available

Quantity Quantity Unit Price UOM * Amount

1_Suppiker Portal_Standard PO Test s 2 0.00

Total 0.00

4.2.2 - Follow the below steps to match the invoice to a Contract Purchase Order:
e Click on Select and Add icon highlighted below

Customer
* Customer Taxpayer ID v -~
Lines
View v o
. ) Purchase Order Consumption Advice ‘ o . . o Available
Number “ Type = s = = Supplier Item Item Description Ship-to Location Tax Classification Quantity '
Number ~ Line Schedule  Number Line
No data to displa .
The Contract Purchase Order you have entered on the Create Invoice screen appears
automatically.
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Select and Add: Purchase Orders x

4 Search |Agvance~d | Saved Search v

** At least one is required

** Purchase Order = 5201364-31MAY21 v ** Consumption Advice

** Creation Date m/diyy 'mm a la

| Search || Reset || Save... |

Search Results

View w % Detach | Select All |

|
Purchase Order gg:ls[: u Shi
Itel Item Description p-to Ordereq
Nu Location
Number Lir Sc Nu Lir
5201364-31MAY 21 1 1 FMZ:CNO*Line 1_Supplier Portal_Contract PO Test#... QC 1,00... .
5201364-31MAY 21 2 1 FMZ:CNO*Line 2_Supplier Portal_Contract PO Test#... QC 1.50...
5201364-31MAY 21 31 FMZ:CNO*Line 3_Supplier Portal_Contract PO Test#... QC 2,00..
5201364-31MAY 21 4 1 FMZ:CNO*Line 4_Supplier Portal_Contract PO Test#... QC 2,50,
5201364-31MAY 21 5 1 FMZ:CNO*Line 5_Supplier Portal_Contract PO Test#... QC 1,00...
5201364-31MAY 21 6 1 FMZ:CNO*Line 6_Supplier Portal_Contract PO Test#... QC 1,50...
5201364-31MAY 21 7 1 FMZ:CNO*Line 7_Supplier Portal_Contract PO Test#... QC 2,00..
5201364-31MAY 21 a 1 FMZ:CNO*Line 8_Supplier Portal_Contract PO Test#... QC 250
5201364-31MAY 21 a 1 FMZ:CNO*Line 9_Supplier Portal_Contract PO Test#... QC 1,00,
5201364-31MAY 21 1.1 FMZ:CNO*Line 10_Supplier Portal_Contract PO Test ... QC 150 -
] »

| Apply || oK || Cancel |

e To search the item line by building ID, enter in the Item Description field as shown below.

Recommend submitting invoices by FMZ.

Search Results

View w iz} Detach | Select All |

rd ‘ [%FMZ:CNO
Purchase Order gg:ﬁ: u Shin-t
Itel ltem Description L 1p-to Orderec
Nu ocation
Number Lin Sc¢ Nu Lir
5201364-31MAY21 1 1 ‘ FMZ:CNO*Line 1_Supplier Portal_Contract PO Test#... QC 1,00...

Select the PO line which matches the item description, building ID and address of the service
you have provided.
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Click on Apply
Click on OK

3. Tax Calculation

For Purchase Orders where the PO has tax lines:

e Invoice should include the PO lines as well as the respective tax amount lines.

e Click on Calculate tax from the Invoice Action button to populate the tax amounts.

Save Save and Close Submit Cancel

Calculate Tax  Clrl+Alt+X

s

Dielefe Invoice ta

Cancel Invaica

e To avoid additional tax being included, once the tax is calculated by the system, revise it to $0 by
changing the Tax % to Zero.

Summary Tax Lines

View v N

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit e Amount

1 BGISCanadaTax. ONHST-SALESAG ONHST-SALES.. ONHSTAG CNHST SALESAG. 13

Summary Tax Lines

View ¥

Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name. Percentage Per Unit Amoun!

1 BOISCanadaTax.. ONHST-BALES-AG  ONHST-SALES.. ONHSTAG ONHST-SALES-AG

Totals Y

Htems Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
86,117.47 000 0.00 0.00 0.00 86,117.47

For Purchase Orders where PO does not have tax lines:

e Match only the applicable PO lines.
e Click on Calculate tax from the Invoice Action button to populate the tax amounts (For shortcut
please use CTRL + ALT + X on your keyboard).

Create Invoice (DECYETERAN save savoandClose Submit  Cance

‘Cancel Ivoice

Identitying PO v Remit.to Bank Account v

e |f the Ship-to Location Code is incorrect, select from the drop-down table below to pick the correct
Provincial Tax Code. The ship to location determines the tax calculated on the invoice based on
where the service was performed.
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4 Lines Match Invoice Lines v]

View v B ¥ 7 5 & Detach  Allocate v
Distribution Reference Tax Purchase Order Asset Project
* Number * Type * Amount Across
n Lines

1 Item

Province

Alberta

British Columbia
Manitoba

New Brunswick
Newfoundland and Labrador
Northwest Territories
Nova Scotia

Nunavut

Ontario

Prince Edward Island
Quebec
Saskatchewan

Yukon

Provincial Tax

Codes

AB
BC
MB
NB
NL
NT
NS
NU
ON
PE
QC
SK

YT

Cancel Line  Distributions

Tax

Tax Classification Ship-to Location

Note: HST, GST and QST are the standard taxes and should not be overwritten.
However, PST can be updated as per service applicability. If the invoice is submitted

with incorrect taxes, it will be rejected for resubmission.

e To change the PST tax amount, update the tax percentage and then click on Calculate Tax
button one more time. The changes will be reapplied on the invoice total.

September 2020
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e The Summary Tax Lines are updated with tax amounts.
e Also, the invoice amount is updated in the bottom right corner.
e Do not add any Freight or Miscellaneous expense.

If you have charges such as freight and other miscellaneous expense, they should be reflected
in the Purchase Order or Work order amount. Please contact the Manager who engaged your
service for support.

Both Freight and Miscellaneous are marked as DO NOT USE and will cause your invoice
to be rejected.

Lines

View w + B

Purchase Order Consumption Advice Availabl
* Number * Type Supplier Item Item Description Ship-to Location Tax Classification Q':a:l'te
“N*Line  *Schedule Number Line Y

Quantity u

oo . -

Tot

e Review the invoice submission

e Once invoice has been reviewed and is ready for submission, please proceed to the next step.
e Click on Submit button.

o After submission, a confirmation message appears that the invoice is submitted.

¢ Once invoice is submitted you cannot cancel the entry.

e Click on Ok.

Create Invoice Invoice Actions v Save  Save and Close Canc
850 . e
emit.to ccount iumber TESTI0AUGHS

T SUPPLIER

e If invoice is not ready to be submitted and requires revision, you can simply click on Cancel to
delete the invoice entry.

¢ If you have other invoices to submit click Create Another to submit another invoice.

e Otherwise, click on Done to go back to the previous screen.
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Number

Date

Type

Invoice Currency
Payment Currency

Description

Attachments

Number

Date

Type

Invoice Currency
Payment Currency

Description

Attachments

Printable Page

TESTINVOICET1

08/0419

Invoice

CAD

CAD

CLEANING APRIL 2019

TESTINVOICET 1 pdf

Printable Page
TESTINVOICET1
08/04/19
Invoice
CAD
CAD

CLEANING AFRIL 2019

TESTINVOICET1.pdf

Create Another

Done

Create Another

Done
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4. Matching a Credit Memo to a Purchase Order

4.4.1.1. Click on Create Invoice under Invoices and Payments tab

ORACLE’

Supplier Portal

Search Invoices v | Invoice Number | v

Tasks
consngntd Inventory
* Review ConSumpf on Advices

Invoices and Payments

o Create Invoice Without PO
o View Invoices

o View Payments

Company Profile

* Manage Profie

Now proceed to enter all the fields highlighted in red, including Description (* marked fields are
mandatory)
All the details remain same except Type.

Refer to section 4.2. for matching an invoice to a purchase order, work order, or contract
purchase order.

4.4.2. Ensure to select Credit Memo under Type (highlighted in blue).
£5 A ™ 29 9 @ sivoo~

Cancel

Create Invoice

* Identitying PO US000003 v * Number TestCM3

*Date 5/3/18 [

Supplier
Taxpayer ID TEST123 * fype Creditmemo | v

* Supplier Site  UNITED STATES v Invoice Currency USD - US Dollar

Address 123 Toronto Street Payment Currency USD - US Dollar

Remit-to Bank Account v Description  Testng for E2€

Unique Remittance dentifier

Unique Remittance Identifier Check Digit Attachments None ==

supplier Tax Registration Number

4.4.3. Matching a Credit Memo to a Purchase Order.
4.4.4. Click on Select and Add icon highlighted below
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Remit-to Bank Account v Description  Testing for E2E
Unique Remittance Identitier

Unique Remittance Identifier Check Digit o
Attachments 27896 tit e | 3¢

Supplier Tax Registration Number v
Customer
* Customer Taxpayer ID v Address
me N
Items
View v Calculate Tax
Purchase Order Consumption Advice Availabl
Supplier item Item Description Ship-to Location ‘Quantity Unit Price UOM * Amount
* Number  *Line * Schedule  Number Line Guantity
No data to dispiay.

Total 0.00

Summary Tax Lines

The Purchase Order you have entered on the Create Invoice screen appears automatically

4.4.5. Select the PO line which matches the item description of the service you have provided.
o If the line amount is equal to the invoice amount, then

4.4.6. Click on Apply

4.4.7. Click on OK
e |f amount is lesser then update the amount.

Select and Add: Purchase Orders

4 Search Advanced Saved Search E
** Al least one is required

** Purchase Order US000003 ** Consumption Advice

** Greation Date

Search Results
View v =" Detach
. |
Purchase Order Consumption Advice

Supplier Item

N Item Description  Ship-to Location

Schedule Number Line
US SHIP-TO
US SHIP-TO

<

>
[l e

e The negative amount auto populates.
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Items

vieww 3 [ caleulate Tax

Purchase Order Consumption Advice Available

N . . . Supplier Item Item Description Ship-to Location Quantity Quantity Unit Price UOM * Amount
Number Line Schedule  Number Line
US000003 1 1 Line one US SHIP-TO
Total -120.00
Summary Tax Lines
view w
Line * Regime * TaxName Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

No data to dispiay

Shipping and Handling Totals

vieww 4
ftems -120.00

* Charge Type * Amount Description
No data to dispiay Freight 000
< > Miscellaneous 0.00
Tax 0.00

invoice Amount -120.00

Once the matching is complete, you can edit this matched amount as per the invoice subtotal
amount.

Calculate taxes.
4.4.8. Click on Submit

BGIS» n 9

Create Invoice @ Invoice Ackons w  Save  Saveand Close | Submit  Cancel

Identifying PO Remit-to Bank Account v * Number TEST

Supplier - Supplier Porial Vendor Unique Remittance isentifier " Dae 61zt ry

Now a credit memo has been created and submitted.
Click on Cancel button to discard this entry before clicking on Submit.
Once the invoice is submitted, the below confirmation appears on screen.

Q Invoice TESTABC has been submitted.
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5. Manage Company Profile

Supplier can view or update the Company Profile Information under Supplier Portal tab.
Follow the steps below to make updates to your Company Profile.

5.1. Click on Manage Profile under Company Profile tab

Supplier Portal

Search Invoices Vv | Invoice Number

Tasks

Consigned Inventory

* Review Consumption Advices

Invoices and Payments

e Create Invoice

o Create Invoice Without PO

o View Invoices

* View Payments

Company Profile

| - manageProme |

Click on Organization Details to view details of your company

ISupplier Portal

4 General
Company
Supplier Number

Supplier Type

4 |dentification
D-U-N-S Number
Customer Number
sic

4 Corporate Profile

Year Established

Mission Statement

Year Incorporated

4 Financial Profile

Last Change Request 10002

Request Status  Processed

|Orgamzatlon Details | Taxidentfiers Addresses

10002

Business Classifications  Products and Services

Requested By

Request Date 4/15/18

Tax Organization Type Corporation
Status  Active

Attachments None

National Insurance Number

Corporate Web Site

Chief Executive Title
Chief Executive Name
Principal Title

% Principal Name

September 2020
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5.2. Click on Tax Identifiers to view Income and Transaction Tax information

[Company Profile

Last Change Request 10002 Requested By Change Description

Request Status  Processed Request Date 4/15/18

Organization Details rs | Addresses Contacts Payments  Business Classifications  Products and Services E}

4 Income Tax

Taxpayer Country Canada Tax Reporting Name
Taxpayer ID TEST123 Name Control
— Federal reportable Verification Date

Federal Income Tax Type Use withholding tax
State reportabie Withholding Tax Group

4 Transaction Tax

Tax Reglstration Country Tax Registration Type

Tax Registration Number

Preferred Functional Currency

Fiscal Year End Month

5.3. Click on Addresses to view all your addresses.

Please note addresses cannot be changed via Supplier Portal.

If there is any update in your address information, please contact the Manager who engaged
your service.

iCompany Profile

Last Change Request 10002 Requested By Change Description

Request Status  Processed Request Date 4/15/18

Organization Details

Addresses  Contacts Payments Business Classifications  Products and Services b

4 Income Tax

Taxpayer Country Canada Tax Reporting Name
Taxpayer ID TEST123 Name Control
Federal reportable Verification Date

Federal Income Tax Type Use withholding tax
State reportable Withholding Tax Group

4 Transaction Tax

Tax Reglstration Country Tax Registration Type

Tax Registration Number

Preferred Functional Currency

Fiscal Year End Month

5.4. Click on Contacts to update any contact information.

e Updating this tab is very important as this is the information BGIS will use for invoice related
communications.
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Company Profile @

o There are profile changes that are not submitted. You must edit the changes to continue.

Last Change Request 365009

Request Status Draft

Organization Details  Tax Identifiers  Addresses  Contacts Payments  Business Classifications  Products and Services

Format w  Status Active ~ By Freeze || Detach Wrap

Last Name Job Title &, <7 Phone Administrative User Account  Status
Contact

ISP (] (] Active

ISP (] (] Active

Below warning appears when Contact tab is clicked on.
If any changes are to be made to Contact details, then

5.5. Click on Yes and proceed further.

A\ Warning »

POZ-2130390Making edits will create a change request for the profile. Do you want to continue?

5.6. Click on + icon to add a line

Contacts
Actions » View w Fomat v o= Status Active w Freeze  [m| Detach Wrap
Administrative
Last Name Job Title &7 Phone Contact User Account  Status
ISP (] (] Active
ISP (] (] Active

Columns Hidden 8
5.7. Update the new contact’s details on the appeared screen.
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Check the “Request user account” box if you want to add a new user as marked below:

Create Contact

Salutation Phone A4
* First Hame | | Mobile v
Middle Name Fax v
* Last I‘.Iamel I EmaiII I
Job Titl Status

Administrative contact

4 Contact Addresses
Actions w View v Format w E = Detach

Address Name Address Phone Address Purpose

Mo data to display.
Columns Hidden 5

4 User Account

Request user account

Actions w View v Format w i Detach

Role 4. ¥ Description

No data to display.

5.7.1. Update the Address (if required)
5.7.2. Click on Apply
5.7.3. Clickon OK

New contact’'s name is added to the list of contacts.
You can click on Delete Change Request to delete the new entry.

BGIS#

Edit Profile Change Request: 365009

Dalste Change Request

Change Description

Contacts

In order to review the changes made,

5.8. Click on Review changes

September 2020
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Status

Create Another OK  Cancel

O ST

Review Changes  Save  Sove and Close  Cancel
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Delete Change Request Save SaveandClose Canc

4 ¥ Phone User A t Status

Contact
Bgmail.com (V] (V] Active

Changes which have just been made only will be visible in this Review changes section.
If the changes are captured correctly,
5.8.1. Click on Submit

Review Changes Edit | Submit Cancel

- If no further changes are required, click on Submit button. (Note: that Submit button will only
be available after you click on Review Changes).

- Once Submit button is clicked you will receive a confirmation message that the profile change
request was submitted for approval.

- Click on OKk.

- You still have an option to cancel the change request or edit it at this point of time before
clicking on Done.

- If the changes are confirmed, click on Done.

ORACLE N P9 ow.

Company Profile Edit | Done

© There is a profile change request pending approval. You may edit to make additional changes.

Change Description
R B
Last Change Request 12006 equested By

Request Status  Pending Approval RequestDats 17/04/19

Organization Details ~ Tax Identifiers ~Addresses Contacts Payments @ Confirmation X
- Your profile change request 12006 was submitted for
View v Format w  Status Active :I Ly " Detacl| approval
N v Job S | Administrative oo pccount  Statu
-
ame ol one Contact ser s

- An automated message which says, “There is a profile change request pending approval.
You may edit to make additional changes” will appear.

- The Supplier Profile will be locked until the new contact acknowledges this request.

- The new contact will receive an email notification with the login hyper link.

- Please inform the new contact to click on the hyperlink received in the email and create a
login as requested to unlock the Supplier Profile.

- You can any time unlock the profile by clicking on Cancel Change Request.

- This completes adding a contact to your company profile.

5.9. Setting up an Accounts Receivable (AR) contact to receive invoice Rejection Notifications.
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5.9.1. Using the Add Contact feature add a designated AR contact email to the company profile (e.g.

AR@gmail.com). This can be a designated centralized AR email for the company monitored by
multiple individuals.

5.9.2. Ensure the contact is marked as “Accounts Receivable” under “Job Title”.

The contact that is marked as Accounts Receivable with the designated AR email will receive all
invoice rejection naotifications from BGIS Accounts Payable.

5.10. Click on Worklists under the Navigator on the Home page.

DRACLE A ™ 39 © @ s

Notifications and Approvals

MyTasks w  Actions v View v L JAssignea v >

v Title State From User Assigned

I upplier Contact User Account for US Enterprise was Updated I Assigned 412118 7:35 PM

Invoice, WO and PO Inquiry

6.1 Checking Invoice Status

Follow the steps below to check status of an invoice you have submitted.
Click on Supplier Portal on Home Page

ORACLE A ™ 29 © @ i~

o

Shalini Nair Supplier Portal Social Getting Started

Share thoughts with your colleagues. L4

g Y Y @ @
Conversations  Following Followers

o Employee News

© MyFiags

Click on View Invoices
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Supplier Portal
Search Orders B " Order Number
Tasks

Orders

« Manage Orders
« Manage Schedules

« Acknowledge Schedules in Spreadsheet

Invoices and Payments

« Create Invoice

* View Invoices

« View Payments

Company Profile

+ Manage Profile

Type in the partial invoice number in the Invoice Number Field.
All the invoices which start with this number will be populated. Each invoice is a hyperlink.

The status of each invoice will appear under Invoice Status header field.

A PEPU 3 G AGIY LS~ I s s LIS T AN LU S N VI DU NG IS~ i 1V = A g e - e

+ 2 BGIS Outlook Web App €' RealSuite © SCOTIABANK - OM Project... /S

ted Sites (9) v |[|Sugge

View Invoices Done
4 Search Advanced Saved Search Al Invoices ‘:]
** At least one is required
** Invoice Number : TESTINVOI| x ! Consumption Advice
** Supplier v Invoice Status :‘
Supplier Site v Paid Status :]
** Purchase Order Payment Number

Search  Reset Save...

Search Results

Search Results

View v 8 127 Detach

Invoice Number g‘: Ty g%‘;’r'ase Supplier Supplier Site Al"':gz:ldt A’:&iﬁ; lsnt:‘::l:e z:ﬁ
TESTINVOICE51CREDIT 1... Credit... BGIS TEST SUPPLIER XX-MA-11...  -1,243.00CAD  -1,243.00 CAD)
TESTINVOICE81CREDIT 1... Credit... BGIS TEST SUPPLIER XX-MA-11... -282.50 CAD -282.50 CAD|
TESTINVOICE91CREDIT 1... Credit... BGIS TEST SUPPLIER -XX-MA-11... -282.50 CAD -282.50 CAD|

TESTINVOICE1 1... Standard BGIS TEST SUPPLIER XX-MA-11.... 1,680.00 CAD 1,680.00 CAD|

TESTINVOICE1112 0... Standard BGIS TEST SUPPLIER XX-MA-11.... 0.00 CAD 0.00 CAD|

TESTINVOICE10 0... Standard BGIS TEST SUPPLIER -XX-MA-11.... 1,130.00 CAD 1,130.00 CAD} On hold
TESTINVOICE1111 0... Standard BGIS TEST SUPPLIER -XX-MA-11... 1,100.00 CAD 1,100.00 CAD|

TESTINVOICE21 0... Standard BGIS TEST SUPPLIER -XX-MA-11... 1,130.00 CAD 1,130.00 CAD|

If you do not see Invoice Status on the header, populate it from View drop down — Columns —
Select Invoice Status. This is a onetime setup addition. Going forward Invoice Status will be on
the header.
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Search Results

About This Record

Columns

Detach

Sort

Reorder Columns...

TESTINVOICE10

TESTINVOICE1111

TESTINVOICE21

TESTINVOICE22

TESTINVOICES1

Status Descriptions:
- INPROCESS:

You will need to wait for the Status In process to change.

Search Results

View v 8 57 Detach

Invoice Number ::')]: Type

TESTINVOICE51CREDIT 1... Credit...
TESTINVOICE81CREDIT 1... Credit...
TESTINVOICES1CREDIT 1... Credit...
TESTINVOICE1 1... Standard
TESTINVOICE1112 0... Standard
TESTINVOICE10 0... Standard
TESTINVOICE1111 0... Standard
TESTINVOICE21 0... Standard

- APPROVED:

Approved status means invoice is approved by the Manager and will be paid as per the
Payment terms.

|
na TyPe

Show All

Payment Number

Paid Status

Invoice Status

4 & <

<

Purchase
Order

Invoice Amount
Unpaid Amount
Supplier Site
Supplier

Due Date

Purchase Order

Supplier

BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER

BGIS TEST SUPPLIER

Supplier Site

XX-MA-11....

-XX-MA-11...

XX-MA-11...

XX-MA-11.

XX-MA-11....

XX-MA-11...

XX-MA-11...

XX-MA-11...

Unpaid
Amount

-1,243.00 CAD

-282.50 CAD
-282.50 CAD
1,680.00 CAD
0.00 CAD
1,130.00 CAD
1,100.00 CAD

1,130.00 CAD

Invoice
Amount|

-1,243.00 CAD|

-282.50 CAD|
-282.50 CAD|
1,680.00 CAD|
0.00 CAD
1,130.00 CAD|
1,100.00 CAD)|

1,130.00 CAD|

Check for the payment information after the due date of the invoice by reviewing the

attachments of the invoice. All the details of the payment will be available in the attachment.

If there are multiple invoices paid on the same payment number a comment will display as
shown in the screenshot below.

September 2020

Invoice Payr
Status Num
On hold
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If only one invoice is paid, the comment section will be blank.

ORACLE' oS SO

| .

7| Payment TESTINVOICE21_1000002.t¢t - Notepad - o X
Invoice ] TESTINVOICE21 Fle Edit Format View Help Dane

4/8/2019 2:10:25 PM

Business Unit Invoice Type Standard
Legal Entity Name Invoice Number: TESTINVOICE21 Description Cleaning for APR 2019
Check Number: 1eeee 1
Supplier or Party  BGIS TEE chack Date: 2019-04-08 Attachment | Payment TESTINVOICE21,‘IOOOOOZ,l‘GrE )
Supplier Site XX Amotfnt paid: $1,130.00
e Remittance Address: 14TH AVE, MARKHAM, CA

Address o\ | oq ki Payment Method: CHECK

Currency: CAD

Payee Name: BGIS TEST SUPPLIER

Payer:

Fomment: Other Invoices have been paid with the same Payment Number]

Invoice Date  08/04/19

Lines Payments

- CANCELLED:

The reason for cancellation will be attached under Attachments section.
Click on the invoice hyper link and open the attachment as shown in the screenshot below.
Re-submitting a Cancelled Invoice

Please ensure when submitting a revised invoice to use a distinct invoice number which is
different from the original rejected submission.

Invoice:[TESTINVOICE1112] | & C\Users\thakurn\Downloads\dDoclD_453895htm ~ ~ & | Search... o~ Don

‘ & RTF Template

Business Unit ‘ i @) BGIS Outlook Web App @ RealSuite ” % v B v~ 2 # v Pagev Safetyv Toolsv @~ | invoice Type Standard
Legal Entity Name Date: 13/04/2019 3:21:44 PM A| Description Cleaning for Al
= From: vendornotification@bgis.com RETURNED
Si | P: BGIS TEST| " | 4
upplieroc Party, Subject: RETURNED INVOICE/FACTURE RENVOYEE#TESTINVOICE1112 Attachment | INVOICEFACTURE} |1
Supplier Site ) BGIS TEST SUPPLIER PENVOVERDOR, prei)

TEST SUPPLIER hir}

14THA To:
ON L3S 1A] Cc: vor CloudTest
Invoice Date 09/04/19

Address

Please DO NOT REPLY. This is an automated notification.

IMPORTANT NOTICE

Lines Payments Invoice#: TESTINVOICE1112
Attention: Supplier Billing Department

Items
Please be advised that BGIS is unable to process the above referenced invoice due to the

View v 5 & Detach following:
Work Order status is not in "Complete" status. Please update the work order status in RealSuite. r;s:;\c}?ion Tax Dilaminais
Line Amount Description Kindly review and make the necessary corrections. Once corrected, please resubmit your invoice

with the required information immediately to avoid further processing delays. Please contact the 4 Line  Ship-to Location

‘ Facility Manager who engaged your service if you have any questions.

1 0.00 TESTPO SHIP-TO

- ON-HOLD:

For further detail of invoice on hold, click on the On-Hold hyper link under Invoice Status
header.

Search Results

view v 77 petach
B Inv Purchase 3 % % Unpaid Invoice Invoice Payment
Invoice Number Da Type Order Supplier Supplier Sits Amount Amount Status Number
TESTINVOICE10 0... Standard BGIS TEST SUPPLIER XX-MA-11... 1,130.00 CAD 1,130.00 CAD

6.2 WO and PO Inquiry
Follow the steps below to check the status of a Work Order or Purchase Order.

1. Click on Supplier Portal on Home Page.
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ORACLE A ™ 2O © @ s~

&
Shalini Nair Getting Started
Share thoughts with your colleagues. L3
Conversations  Following Fdowars
Set Preferences
o Employee News
© MyFiags
2. Click on Manage Orders.
BGIS» ® v P
Supplier Portal
Tasks o
— Requiring Attention e ran
3. Use as many search criteria to narrow down the results.
BGIS» PP o«
Manage Orders Dane

Headers  Schedules

4 Search Advanced _Manage Walchlist_Saved Search Al Ordars

S0id-10 Legal Entity v Order
Bill-to BU - Status v

Supplier site - Inciude Closed DoCUmEnts Vs v

Search  Resél  Save...

The following are common search criteria:

e Supplier Site — Select service location of WO/PO
Order — Enter WO/PO number

e Status — Select the current status of the WO/PO. Refer to the following section for Status
descriptions.

4. Work Order and Purchase Order Status Breakdown:
Closed for Receiving — WO/PO is available for invoicing.

Canceled — WO/PO has been canceled. Please contact the Manager who engaged your
service if any questions.

Closed & Finally Closed — WO/PO is closed and is not available for additional billing.
Pending Change/Approval — PO requires approval in Cloud/Change order in progress.
Please wait for status to update to Closed for Receiving for invoice submission.
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Manage Orders Dgne

Headors  Schaduies

4 Search | Advanced Manage Watchlist  Saved Search All Orders M
Sold-to Legal Entity E‘ Order
Suppiier site - Include Closed Dog
xamumamm \E‘V:|:
Search Results o
Actons v Vieww Fomatw mmm 7 Detacn 1 wrap Canceled
Fd ]clmmmm £
Order O Description Supplier Site Cesearinvacna Ordered Currency :!
) - - )
Columns Hidden 24 Finally Closed
 Pending Change Approval
Once search criteria are inputted, click Search.
5. List of all applicable WO/PQ'’s will appear under Search Results.
Overview Manage Orders X
Manage Orders @
Headers Schedules
b search
Actions v Format v Freeze [z} Detach + Wrap
P4
Order Ordered Cu Status Life Cycle Creation Date
. 705 1,000.00 CA Closed for Receiving i 526021
709 500.00 CA Closed for Receiving o 5126121
708 500.00 CA Closed for Receiving ::7 5/26121
707 1,000.00 CA Closed for Receiving (5] 5126121
TJ13 500.00 USI Closed for Receiving ::: 5026721
714 500.00 USI Closed for Receiving o 5726121
715 500.00 US! Closed for Receiving (:S 5126i21
< I
6. Export search results to Excel.
1. Click Export button
30|Page
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2. Wait for file to complete downloading.
3. You will be able to locate/open your downloaded file in your downloads folder.

File Home Insert Page Layout Formulas E Review View Help £ Search
% I:El I:Sé @ [:bé E?j I_G m Queries & Connections @ Em Ql v 7
Get From From From Table/ Recent Existin.g Refresh \ = Stocks  Geography = zl Sort Filter
Data v Text/CSV Web Range Sources Connections All~ | A i
Get & Transform Data Queries & Connections Data Types Sort & Filter
®e1s v fo | ciBa7
| A B C D E F |l | J |
1 . Invoice Number ‘|nvoice Date. Type Purchase Order Supplier Invoice Amount .Invoioe Status
2 1 S10CIBCWOS2 8/19/20 Standard 90XXXXX Supplier Name Inc. 4,424 00CAD In process
3 ‘ INV4756 8/18/20 Standard 55XXXXX Supplier Name Inc. 39,550.00CAD In process
4 ‘ INV5980 8/14/20 Standard ABCXXXXXXXX Supplier Name Inc. 10,000.00CAD In process
5 ‘ S10CIBCWO31 8/4/20 Standard ABCXXXXXXXX Supplier Name Inc. 8,000.00CAD In process
6 TESTWO02 8/1/20 Standard ABCXXXXXXXX Supplier Name Inc. 1,000.00CAD In process

7. Inquiring on the Order (click on Order hyperlink) for additional Purchase Order details.

PO details with all lines will be visible.

Lives

Atons v Veww Fomaty 31 [§ s Detach
Addiional Information
Base
Line. o Owcriotion Quantly YO P (TeeeiOmeed el ENTER CLIENT  ENTER BLJC o Amoune WO Historic WO Historic
WONUMBER WO NUMBER QU Amount Count

1 172020 54773 54173 547.73 Closed

113603 113503 113603 Closed

To view the number of invoices processed against this PO, click on View Details under Order
Life Cycle tab.

ne Order Life Cycle

~E Q
\
=

-
hl.

W Amount (CAD)

The PO details along with the list of number of invoices will open in another tab.
Scroll down to see the list of invoices processed with this PO.
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Order Life Cycle:

Sold-to Legal Entity

Order

7751

Supplier Supplier Portal Vendor

Supplier Site

Supplier Contact

-OM-TO-12345

Ordered 1,000.00 CAD
4 In-Transit Shipments
Actions v View v Formatw 72 B
Shipment Ship Date
No results found.
Columns Hidden 2
4 Receipts
Actions v View v Formatv By
Receipt Receipt Date
No results found.
Columns Hidden 3
4 Invoices
Actions v View v Formatv T E
Invoice Invoice Date
TESTINVOICE1 18/06/21

Freeze Detach Wrap
Tracking Number
Freeze Detach Wrap
Shipment Ship Date
Freeze [z Detach Wrap
Status Invoice Total
Validated 4520

Packing Slip

1.0K

0.8K

0.6K

Amount (CAD)

0.4K

0.2K

Packing Slip

Paid Matched Amount Receipt

0.00

Order Life Cycle

M Ordered
B Shipped
Received
M Delivered
M Invoiced

Packing Slip

e 7.1 Inquiring on the Order (click on Order hyperlink) for additional Work Order details.

» Search

Search Resuits

Aclions v View v Fomalvy 7 By
Order Order Date Description

761 2100

" Detach

If WO was already invoiced, the status of the WO will appear as Closed.

Purchase Order: 761

Main

4 General

Sold-to Legal Entity
Bilt0 BU

Order 781

Buyer Defaut Buyer

Creation Date  2119/20

Terms  Notes and Atachments

Supplier
supplier Site

Supplier Contact

Billto Location

Ship-to Location  ON

Description

Source Agreement

Suppiier Order

Rl i sii [T 3
Life  Creation
Supplier Site Buyer Ordered Currency Status Crcle Dada
Buyer, Default 40000 CAD Closed o 21020
e e Order Life Cycle
oo

o 10 200 300 4x

W Amount (CAD)

View Details

To view the invoice processed with this WO, click on View Details under Order Life Cycle tab.
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Order Life Cycle

Ordered
Received
Delivered

Invoiced

0 100 200 300 400

W Amount (CAD)

View Details

The WO details along with the invoice number processed will open in another tab.

Scroll down to see invoice processed with this WO.

4 Receipts

Actions w View v Fomatw FH Freeze  m| Detach Wrap

Receipt Receipt Date Delivered Invoiced Open to Invoice

Mo results found

Columns Hidden 2

4 Invoices

Actions w View v Fomatw FH Freeze  m| Detach

Wrap

Status Invoice Total

Invoice Invoice Date

TEST2JUNE17 /‘) 6121 Not validated

Columns Hidden 2

Paid Currency Matched Amount Receipt

0.00 CAD 100.00

Click on DONE on top right corner to go back to previous page.

Done

El

6. Contact Information

For any additional questions relating to training or this guide, please contact

Portal.Invoice@bagis.com.

Inquiries relating to the Work Order or Purchase Order should be submitted to the Manager who

engaged your service.
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