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In this course you will learn how to
Submit an Invoice in iSupplier.
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Step 1

From the login page, click in the User
Name field and enter the User Name
provided during the registration process.
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Step 2

Click in the Password field and enter
the password you created during the
registration process.
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Click the Login button.
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ORACLE" E-Business suite
2 Favorites Logout Preferences Help

R Click the DeKalb County Supplier
fl— Ereremee Collaboration link.

Personalze You have not selected any favorites, Please use the
" button to set up your favorites.

Oracle Applications Home Page

MNavigator

]'F DeKalb County Supplier Collabaration I |Please select a responsibility.

Logout Preferences Help

Privacy Statement
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File Edit View Favorites Tools Help

Favorites ¥ Logout Prefere:

Oracle Applications Home Page

Logged In As EJONES@ATLTREES.COM

Favorites

Personalize

You have not selected any favorites, Please use the
" button to set up your favorites.

Havigator
Personalze
[ DeKalb County Supplier Collaboration | DeKalb County Supplier Collaboration
[E workiist
isupplier

Logout Preferences Help

Statement
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ORACLE isupplierPortal . e Ry
: Click the Finance tab.

Orders

 Agreements
® Purchase Orders

Subject Date
No results found. + Purchase History
Invoices
+ Invoices

Full List  Payments

Order Date
08-Nov-2016 13:53:47
08-Nov-2016 13:52:09
27-0ct-2016 18:25:01
27-0ct-2016 14:48:51
27-0ct-2016 14:48:48
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1 Navigator v B2 Favorites w Home Logout Preferen

Home | Orders | Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments

Invoice Actions

Create Invoice  With a PO E

- |

Mote that the search is case insensitive
Supplier ATLANTA ARBORETUM

Purchase Order Number

Invoice Number Invoice Amount

Invoice Date From Invoice Date To
(example: 14-Nov-2016)

Invoice Status - Currency

[co]

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
Mo search conducted.

Create Invoice  With a PO El

Home Orders Finance Intelligence A: ments Admin Home Logout Preferences

hitps://isuppliertest.dekalbcountyga.gov/OA_HTML/OA jspipage=/oracle/a... |
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Step 7

Click the Go button next to Create
Invoice with a PO.
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ORACLE' iSupplier Portal

™ Navigator v B2 Favorites v

Home | Orders | Finance | Inteligence | Assessments | Admin

Create Invoices | View Invoices | View Payments
@ ¥ \¥
Purchase Orders Details Manage Tax

Create Invoice: Purchase Orders

Review and Submit

Search

Note that the search is case insensitive

Purchase Order Date [ |
- Nov-2016)

No search
conducted.

Privacy Statement

Buyer Q
Advances an d Financing  Excluded »
Go Clear
Supplier
Advances or Ttem Ttem Ttem Unit Ship Packing
Select PO Number Li i iptit Number HNumber ‘Ordered Received Invoiced UOM Price  CurrTo  Slip ‘Waybill

Step 1 of 4 | Next

Advanced Search

Cancel | Step 1of4 | Next

GEORGIA

Step 8

The system will not allow a blind search
of all existing Purchase Orders. You can
search by PO Number, Date, Buyer or
whether Advances and Financing were
included/ excluded.

In this example, we will search by PO
Number. Click in the Purchase Order
Number field and enter a PO Number.
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File Edit View Favorites Tools Help

ORACLE iSupplier Portal

™ Navigator v B2 Favorites v ut Pre

Home | Orders | Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments
@ O
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number [1036177]

Purchase Order Date

Advanced Search

(example: 14-Nov-2016)
Ber [ A

Advances and Financing  Excluded ~

Supplier
Advances or Ttem Ttem Ttem Unit Ship Packing
Select PO Number Li i i iptit Number Number ‘Ordered Received Invoiced UOM Price  CurrTo  Slip ‘Waybill
No search
conducted.

Home Orders Finance Intelli

All rights res

!
hitps://isuppliertest.dekalbcountyga.gov/OA_HTML/OA jsp?page=/oracle/a... =

Step 9

Click the Go button.
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File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

M Navigator v B2 Favorites w Home Logout Preferences

—— —— The system will retrieve all Purchase
@ L & v

Order lines meeting your search criteria.
—— You can add as many lines to an invoice

as required by clicking
e e the checkbox next to the line you wish
Purchase Order Date | [0 y

[example: 14-Nov-2016)

a . to add to the invoice.

Advances and Financing  Excluded ~

Go Clear
Select Items: | Add to Invoice

Select All | Select None

Advances Supplier
or Item Item Item

unit Packing
PO Number = |Lil i F ipi Number Number Ordered Received Invoiced UOM Price Curr Ship To slip ‘Waybill

1036177 1 |1 (Arborserv Inc.) 1 0 ] Inch 300 USD PARKS
Complete MAIN

INVENTORY

Select

removal including
grinding of the
@ a stump @ 3661 N
Select i Decatur Rd.
Decatur, Ga.
30032--19inch
Sweet Gum Tree

——— -—,,. S
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Step 11

File Edit View Favorites Tools Help

ORACLE’ isupplierPortal
™ Navigator v B2 Favorites v Home Logout Preferences . . .
Home | orders | fnance | inteligence | Assessments | Adrmin With the line(s) selected, click the Add
Create Invoices | View Invoices | View Payments . !
. . . . to | butt
Purchase Orders Details Manage Tax Review and Submit 0 n VO I C e u O n .
Create Invoice: Purchase Orders
Step 1 of 4
Search 3 - .
You can continue to add lines or search
Note that the search is case insensitive B . L.
e st | for new lines that did not meet the initial
Purchase Order Date =]
(example: 14-Nov-2016) . . . .
e [ a search criteria to add to your invoice.
Advances and Financing  Excluded
Loo | L
S—
Select All | Select None W
{dvances Supplier
| Item Item Item nit Packing
Select| PO Number ~ |L ipi Number Number Ordered Received Invoiced UOM Pnce \Curr Ship To slip ‘Waybill
1036177 (Arborserv Inc.) 1 0 ] Inch 300 USD PARKS
Complete MAIN
removal including INVENTORY
grinding of the
[ O stump @ 3661 N
Decatur Rd.
Decatur, Ga.
30032--19inch
| Sweet Gum Tree il
|| [nttpsi//isuppliertest dekalbcountyga.gov/OA_HTML/OA jspipage=/oracle/a. | = T
c — — —
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File Edit View Favorites Tools Help

iSupplier Portal

M Navigator v B2 Favorites v

Preferen .
Home | Orders | Finance | Inteligence | Assessments | Admin C I I C k th e N eXt butto n .
Create Invoices | View Invoices | View Payments
@ O
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders

Step 1 of 4

Search

Note that the search is case insensitive

Purchase Order Number |1036177

Purchase Order Date

Advanced Search

[example: 14-Nov-2016)
Ber | o A

Advances and Financing  Excluded ~

Select Items: |_Add to Invoice

Select All | Select None

Advances Supplier
PO or Item  Item Unit Packing
Select i ip i Item D ipti Number Number Ordered Received Invoiced UOM Price |Curr Ship To slip ‘Waybill
10361771 |1 (Arborserv Inc.) 1 0 0 Inch 300 |USD PARKS MAIN
Complete removal INVENTORY
| including grinding of
| (] the stump @ 3661 N
Decatur Rd. Decatur,
Ga. 30032--19inch
Sweet Gum Tree
10361772 |1 (Arborsenv Inc.) 1 0 0 Inch 650 USD PARKS MAIN
Complete removal INVENTORY A
« i
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o

File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

M Navigator v B2 Favorites v Home ut  Prefers

Home | orders | rance | inteligence | Assesements | Admin To search for your remittance address,

Create Invoices | View Invoices | View Payments

o i - o o e click the Search for Remit To button.

Create Invoice: Details
= Indicates required field

Supplier Invoice

n

= Supplier ATLANTA ARBORETUM Please attach electronic invoice by clicking on Add None

Tax Payer D |
B ] o —
* Invoice Number

Remit To Bank Account Q] = Ivoice Date [14-Nov-2016  []
———— (exxample: 14-Nowv-201€)
Invoice Type  Invoice ~
Remittance Check Digit Currency USD

Invoice Description | T J

Unique Remittance Identifier

Customer
“CusomerTaxpayerm [ | &
Customer Name
Address
Items
' |
Supplier
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
[ —
https://isuppliertest.dekalbcountyga.gov/OA_HTML/OA jspipage=/oracle/a... |

i 3
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Search and Select: Remit To

SaE=) -0 0] Step 14

| Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By RemitTo ~ | I |

To retrieve all of your remittance

| Results

] addresses, click the Go button.

Select Quick Select Supplier Remit To
Mo search conducted.

Address Organization

n

| v
#105% - T

-
Items
Supplier
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
o e —————————— e

<[

] v
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2 Search and Select List of Values - Windows Internet Explorer provided by DeKalb County - L ‘ -‘; == = | Ste p 1 5

Search and Select: Remit To

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. Th e SySte m WI I I retrleve a" Of yo ur
Search By RemitTo ~ Go

— . payment sites. Select the correct
Seect Selact  Suppter [ — organzston (b1 o address by clicking on the Quick Select
button.

® ATLANTA AP- AP-ATLANTA 2500 PEACHTREE ROAD SUITE 900 ATLANTA GA DEKALB COUNTY -
e ARBORETUM ATLANTA 30305

n

dd None

Add...
i ] v 4
#105% -
TETOTEr T an PEVEr 1D
Customer Name
Address
Items
Supplier
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
< —_— L, ] v
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File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

M Navigator v B2 Favorites v Home Logout Prefers

Home | orders | Finance | Inteligence | Assessments | Adnin Click in the Invoice Number field and

Create Invoices | View Invoices | View Payments

Address
Items
Supplier '
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
.’ . W e - 5
= -

o o e o 1o oo s enter your internal invoice number.

Create Invoice: Details

= Indicates required field Step 2 of 4 |

Supplier Invoice

I

= Supplier ATLANTA ARBORETUM Flease attach electronic invaice by clicking on Add Hone
Tax Payer |

= Remit To [AP-ATLANTA Q,
= Invoice Mumber
Address AP-ATLANTA 2500 PEACHTREE
ROAD SUITE 900 ATLANTA GA = Invoice Date |14-Nov-2016 [ |

30305 (example: 14-Now-2016)
Remit To Bank Account Q Invoice Type  Invoice -
Unique Remittance Identifier EUTEE) LS
T | Invoice Description i
Remittance Check Digit 1
Customer

“cusomerTaxpayerm [ Q&

Customer Name
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File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments
@ 3 © o}
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details

Indicates required field Cancel Back | Step 2 of 4 | Hext

Supplier Invoice
= Supplier ATLANTA ARBORETUM Please attach electranic invoice by clicking on Add None
Tax Payer ID
=Remit To | AP-ATLANTA Q Add Attachment s
Address  AP-ATLANTA 2500 PEACHTREE o J—
ROAD SUITE 900 ATLANTA GA =1  Aftachment Type F7FY -
30305 B Title
Remit To Bank Account X In

Category From Supplier

Unique Remittance Identifier
4 Invoice | Text
Remittance Check Digit

Customer
* Customer Tax Payer ID ha S Save || Add Another || Cancel
Customer Name
Addi
Items
suppler |
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
| Frcorme e et coeeet —— e

O i ]

(= — — —

GEORGIA

Step 17

Without exception, all invoices must be
submitted with an electronic copy of
your original invoice attached. Failure to
comply with this requirement will result
in your invoice being cancelled. Once
an invoice is cancelled, it will need to be
resubmitted and the invoice number that
was entered on the cancelled invoice
cannot be reused.

To proceed, click the Add... button.
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b:ﬁ)‘@ https:/fisuppliertest.dek... ~ @ 2 € X H @ Payables: Add Attachment > e
v

BT
ok £

avorites  Tools  Help

Create Invoices | View Invoices | View Payments

Finance: Create Invoices >
Add Attachment

Title ||

Description

Category From Supplier

Cancel

Add Another | | Apply

Define
Type @ File Browse...
© URL
® Text

Add Another | [ Apply

GEORGIA

Step 18

In the Add Attachment screen, click in
the Title field and enter a name for your
attachment.
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m@ hitps://isuppliertestdek.. ~ @ 2 & X H@Payablﬁs‘ Add Attachment % u . : - - o 5 53 Step 19
File Edit View als  Help

iSupplier Portal

™ Navigator v B2 Favorites v ome Logou ces . R
Home | Orders | Finance | Intelligence | Assessments | Admin In the Attachment Reglon CIICk
Create Invoices | View Invoices | View Payments ’
Finance: Create Invoices >

the Browse... Button next to the File

Cancel | [ Add Another | | Apply F | e I d

Title |Invoice - 1036177-3|
Description

Category From Supplier

I

Type @ File I Browse. I
© URL
® Text

cancel Add Another Apply |

Home Orders Finance Intelligence Assessments Admin Home Logout Preferences
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MUTHUKRISHNAN, GANESH (770) 884-
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5 PA_83_1036176_1_US(1).pdf - Adobe Reader =& = |
W Eile _Edit _iew indow Help x
B sove Ax 0 i g W =P | W Comment | Share
l Savein: ||g Downloads -~ @ e mr E
| = Name 5 Date modified Type *
T 1 | s,
T210-902075(1) 4/11/201610:20 AM  Adobe 1
RecentPlaces  10.902075(2) 7/8/2016 12:54 AM  Adobe
- E10-902075 4/11/201610:19 AM  Adobe = fﬂ";ﬁ‘::;‘ Purchase Agreement E
TEi15-100541-ITB 3/18/2016 5:14 PM Adobe oo [T
Desktop F15-500348-RFP 3/18/2016 517 PM Adobe Orr Du [ 17NOV-1016
— H15-500255-RFP 3/18/2016 517 PM  Adobe Created By | Robinson, Delois
Revision Date [ 12-NOV-2016
: T2/15-500357-entireRFP 3/22/201611:46 AM  Adobe Fovimen Dol i
Libraries TE/15-500357-RFP(1) 3/22/201611:46 AM  Adobe
TEi15-500357-RFP 3/22/20161146 AM  Adobe
EA-; TH16-100721-ITB T/12/2016 5:22PM  Adobe
Computer  'TH16-100740-ITB 7/12/20165:21 PM Adobe : Dekalb County Finance Department
. H16-500382-RFP 3/21/2016 6:06 PM  Adobe }’300 Cm:;r;aog?"
- ecatur, G
[ ¥ 1?157500381%;» 3/17/‘2015 1143 AM  Adobe
s « i v
Network Era)
ferE= J- [ sae | —'m
Saveastype: [ Adobe PDF Files (o) -] [ cance | Ao A (USD]
= ——— 1,824.500.00
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Step 20

Select the appropriate attachment and
click on the Open button.
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File Edit View Favorites Tools Help

ORACLE iSupplier Portal

M Navigator v B2 Favorites w Home Logout Pref

Click the Apply button.

Home | Orders | Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments

Finance: Create Invoices >

Add Attachment
cancel | [[Add Ancther | [ Apply

i — l

Title |invoice for 1036177
Description '

n

Category From Supplier

File C:\Users\sjackson\Desktop\1036177_pdf

Admin Home

ment:

Home Ord Finance Intelligence A:

hitps://isuppliertest.dekalbcountyga.gov/OA_ HTML/OA jsp?page=/oracle/
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)‘@ hitps://isuppliertest.dek... ~ @ B & X H (& iSupplier Portal: Create Invo...

File Edit View Favorites Tools Help

iSupplier Portal
™ Navigator v B2 Favorites v

Logout Preferences

Home | Orders | Finance | Inteligence | Assessments | Admin

Create Invoices | View Invoices | View Payments
@ 2 O O

Purchase Orders Details Manage Tax Review and Submit

"% Confirmation
Attachment invoice for 1036177 has been added successfully but not committed; it would be committed when you commit the rest of the current transaction. |

Create Invoice: Details
* Indicates required field _
Cancel

Step 2 of 4
Supplier Invoice |

* Supplier ATLANTA ARBORETUM Please attach electronic invoice by clicking on Add  Attachment
Tax Payer ID Li

Address * Invoice Number [1036177
Remit To Bank Account Q J
* Invoice Date [14-Nov-2016 [0

Unique Remittance Identifier I le: 14-Now-2015)
(=xample: 14-Now-201¢

Remittance Check Digit Invoice Type  Invoice -
Currency USD
Invoice Description I -
Customer

Customer Name

Address Search for Customer Tax Payer ID '

hitps://isuppliertest.dekalbcountyga.gov/OA_HTML/OA jspipage=/oracle/a... |

GEORGIA
Step 22
Next, you will need to enter the DeKalb

County Taxpayer ID. Click the Search
for Customer Tax Payer ID button.
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{2 Search and Select List of Values - Windows Internet Explorer provided by DeKalb County = ‘ ‘ u—E- |—:I el o | Ste p 2 3
— el B —_—

O +r
Search and Select: Customer Tax Payer ID

| Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

B e - = | Click the Go button.
| Resuits [

Select Quick Select Registration Humber Legal Entity Legislative Category  Country Of Registration Legal Address
No search conducted.

P 2 of 4 | Next

d Attachment

List...
Add...
< [ ] v T
®R105% - |
— —— — —
* Customer Tax Payer ID
Customer Name
Address
Items
Supplier
PO Item Item Available Unit
Mumher line Shinmant Bumher _Tram Deccrintion Nimbher  Ghin Tn Ouantihe_ *Onantity Drica UOM Amount 7
m

3
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2 Search and Select List of Values - Windows Interet Explorer provided by DeKalb County T e [=[a] = ] Ste p 24
Search and Select: Customer Tax Payer ID
| Search |
references
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. CI k th Q M k S I t b tt t
e ick the Quick Select button nex
esus I} to SYS11976.
Quick Legislative Country OF .
Select Select |Registration Number -~ [Legal Entity Category Registration Legal Address B 2 of 4 | mext
SYS11976 DEKALB Income Tax. us The Maloof Center 1300 Commerce Drive
COUNTY - LE Decatur Dekalb 30030 L
d Attachment
Cancel Select List.
Add...
< i ] > i
#105% - u
— — —
* Customer Tax Payer ID
Customer Name
Address
Items
Supplier
PO Item Item Available Unit
Mumher line Shinment Humhar _Ttem Neccrintion Numher Shin Ta Ouantihy  *Ouantihe Drica 1I0M Amm...lr T
m r
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q )@ nttps:/fisuppliertestdek... ~ @ B & X H@.Suppher Portal: Create Invo.. = S 39S
File Edit View Favorites Tools Help

= Invoice Date [14-Nov-2016 (7] A

Unique Remittance Identifier
Remittance Check Digit

{example: 14-Now-2016
Invoice Type  Invoice -
Currency USD

Invoice Description I

Customer
= Customer Tax Payer D 5YS11976 Q
Custoemer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb
30030
Items
Supplier
PO Ttem Ttem Available
Number Line Shipment Number Item Description Number Ship To
1036177 1 1 (Arborserv Inc.) Complete removal PARKS MAIN |1
including grinding of the stump @ 3661 N T E e

DECatg}J'éEtEaFﬁ‘f@E’;a. 30032--1%inch
Sweet GUm I ree

Shipping and Handling

Charge Type Amount
Mo results found.

Charge Lines Table

Admin Home Logout Pre

Home Orders Finance Intelligence As

Quantity  “Quantity

1 300 Inch 300

Description

Unit
Price UOM Amount

Cancel Back | Step 2 of 4 | Next

ferences

Copyright (c) 2006. Oracle. All rights reserved.

Privacy Statement
<7 I
= — = =

GEORGIA

Step 25

Scroll down to proceed. You can modify
your invoice quantity in the Items
section, and can add miscellaneous
charges in the Shipping and Handling
section. In this example, we will enter a
Miscellaneous charge.

Click on Add Row to continue.

iSupplier Portal ~ Vendor Training



Submitting an Invoice
DeKalb County

GEORGIA

a )@ https/sisuppliertestdek.. ~ @ B & X H & isupplier Portak: Create Invo... — Mk L p
File Edit View Favorites Tools Help
= Invoice Date Ilq*NUV\Z\JlD [T

Unique Remittance Identifier | jexample: 14-Nov-2016)
Remittance Check Digit Tnvoice Type  Invoice -
Currency USD
Invoice Description

- Click the Charge Type field to expand
— the drop down.

= Customer Tax Payer D SYS11976 Q
Customer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb |1
30030
e |
Supplier
PO Item Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
1036177 1 1 (G Mg Frmp s ] PARKS MAIN 1 1300 Inch 300
including grinding of the stump @ 3661 N T E e
Decatur Rd. Decatur, Ga. 30032—-18inch
Sweet Gum Tree
Shipping and Handling
Charge Type Amount Description
Freight [~

Home Orders Finance Intelligence ments  Admin Home Lo

Privacy Statement
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Submitting an Invoice
DeKalb County

GEORGIA

{ - T W e . S W E—— ] ]| Step 27
a(_) @ nittps:/fisuppliertestdek., ~ @ B ¢ X H@lﬁuppher Portal: Create Invo... P——— ok £
File Edit View Favorites Tools Help
= Invoice Date |T4-Nov-2016 | [] L
Unique Remittance Identifier | jexample: 14-Nov-2016)
Remittance Check Digit Tnvoice Type  Invoice -
Currency USD .
e pespion | - Select Miscellaneous
.
Customer
* Customer Tax Payer ID  S¥§11976 Q
Custoemer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb
30030
Items
Supplier
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
1036177 1 1 (Arbarserv Inc.) Complete remaval PARKS MAIN 1 1300 Inch 300
including grinding of the stump @ 3661 N T E e
Decatur Rd. Decatur, Ga. 30032--19inch
Sweet Gum Tree
Shipping and Handling
Charge Type Amount Description
Freight -
| Charge Line Type
: step 2 of 4
Home Orders Finance Intelligence A: Admin Home Lo Preferenc
Statement racle. All rights reserved.
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Submitting an Invoice
DeKalb County

GEORGIA

e . . B it == )
b:;)\@ https://isuppliertest.dek... ~ @ B & X H@".Suppher Portal: Create Invo.. u _— ke 11 Step 28

File Edit View Favorites Tools Help

= Invoice Date |T4-Nov-2016 | []
Unique Remittance Identifier | (xample: 14-Nov-2016)

Remittance Check Digit Invoice Type  Invoice -

Currency USD

moreoen | = Click in the Amount field to input an

— amount for your miscellaneous charge.
N Here we will enter 10.

Customer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb

30030
Items
Supplier
PO Ttem Ttem Available unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
1036177 1 1 (G Mg Frmp s ] PARKS MAIN 1 1300 Inch 300
including grinding of the stump @ 3661 N R
Decatur Rd. Decatur, Ga. 30032--13inch
Sweet Gum Tree
Shipping and Handling
Charge Type Amount Description
Charge Lines Table

Home Ord Finance Intelligence ents Admin Home o refere d

Privacy Statement
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Submitting an Invoice
DeKalb County

GEORGIA

e . . B i == )
b:;)\@ https://isuppliertest.dek... ~ @ B € X H@".Suppher Portal: Create Invo.. u _— ke 11 Step 29

File Edit View Favorites Tools Help

= Invoice Date |T4-Nov-2016 | []
Unique Remittance Identifier | (xample: 14-Nov-2016)

Remittance Check Digit Invoice Type  Invoice -

Currency USD

s oerion | - Enter a description of your charges into

— the Description field. Here we will
N enter "Disposal Fee".

Customer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb

30030
Items
Supplier
PO Ttem Ttem Available Unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount

1036177 1 1 (G Mg Frmp s ] PARKS MAIN 1 1300 Inch 300

including grinding of the stump @ 3661 N e e
Decatur Rd. Decatur, Ga. 30032-19inch
Sweet Gum Tree

m

- .
Charge Type Amount Description
[ T

Home Ord Finance Intelligence ents Admin Home o refere d

Privacy Statement
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Submitting an Invoice

R e e |

hi) & hitps:/

Step 30

Charge Type

Miscellaneous ~

Decatur Rd. Decatur, Ga. 30032--18inch
Sweet Gum Tree

Shipping and Handling

Home Orders Finance Intelligence A: Admin Ho

Statement

suppliertestdek.. ~ @ B & X H@lﬁuppher Portal: Create Invo... X R ik L
File Edit View Favorites Tools Help
= Invoice Date Ilq*NU\FZUlD [T Pl
Unique Remittance Identifier | jexample: 14-Nov-2016)
Remittance Check Digit Tnvoice Type  Invoice -
Currency USD. .
s oerion | : Click the Next button
.
Customer
* Customer Tax Payer D |5¥511976 Q
Customer Name DEKALB COUNTY - LE
Address The Maloof Center 1300
Commerce Drive Decatur Dekalb
30030
Items
Supplier
PO Ttem Ttem Available unit
Number Line Shipment Number Item Description Number Ship To Quantity  “Quantity Price UOM Amount
1036177 1 1 (G Mg Frmp s ] PARKS MAIN 1 1300 Inch 300
including grinding of the stump @ 3661 N R

m

Description

sposal Fee

Preferenc

me Lo

racle. Al rgh
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Submitting an Invoice

DeKalb County

aﬂ@ https:/isuppliertest dek.., ~ @ B © X H@ﬁuppher Portal: Create Invo.. - TRk

File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

M Navigator v B2 Favorites v Home Logout Preferences

Home | Orders | Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments

@ @ @ Lo
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax
Supplier Invoice s.mm]

* Supplier ATLANTA ARBORETUM * Invoice Number 1036177

Tax Payer ID * Invoice Date  14-Nov-2016
* Remit Ta AP-ATLANTA Invoice Type Standard

Address * Currency USD

Remit To Bank Account  XXXXXX5025 Invoice Description
Unique Remittance Identifier

Remittance Check Digit

Attachment  Attachment List...

Customer
* Customer Tax Payer ID SYS11976

Customer Name DEKALB COUNTY - LE
Address

Summary Tax Lines

‘Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
Mo results found.

Items
| po Supplier Available  Quantity To Unit i
| hitps://isuppliertest.dekalbcountyga.gov/OA_HTML/QA jsppage=/oracle/a... | ———— o s __Dicieo Ao
C — — — -

GEORGIA

Step 31

Validate the information you have
entered. If you need to modify any
details, you can click on the Back
button.

Here, we will click the Submit button to
proceed.
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Submitting an Invoice

DeKalb County

& hittps:/fisuppliertestdek.. ~ @ B C X H (& isupplier Portal: Create Inve... —

s

Dk

File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

Home Logout Preferences

M Navigator v B2 Favorites v

Home | Orders | Finance | Intelligence
Create Invoices | View Invoices | View Payments
@ @ @ @
Purchase Orders Details Manage Tax Review and Submit

"% Confirmation
Invoice 1036177 was submitted to our Accounts Payable department on 14-Nov-2016. The confirmation number for this invoice is the invoice number. You can
query its status by using Search by navigating to the Home page.

Invoice: 1036177

Printable Page | [ Create Another |
Supplier Invoice
* Supplier ATLANTA ARBORETUM * Invoice Number 1036177
Tax Payer ID * Invoice Date  14-Nov-2016
* Remit Ta AP-ATLANTA Invoice Type Standard
Address * Currency USD

Remit To Bank Account JOOOOMKS025 Invoice Description

Unique Remittance Identifier
Remittance Check Digit

Attachment  Attachment List...

Customer
= Customer Tax Payer D SYS11976
Customer Name DEKALB COUNTY - LE
Address

Items

PO Supplier Available  Quantity To Unit
Humber Line Shipment Item Description Item Humber Ship To Invoice UOM  Price Amount
1036177 1 |1 (Arborserv Inc.) Complete removal including grinding of PARKS MAIN |1 1.00Inch = 300.00 300.00

the chimn @ 9661 M Noratir BA Nncote oo msERTABY.

|
K i

] v

m

GEORGIA

You have just finished Submitting an
Invoice for your company on the DeKalb
County iSupplier Portal.

Click on the Home hyperlink to return to
the iSupplier Portal Home Page.
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