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In this course you will learn how to
Update a Saved 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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Step 3

Click the Login button.
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 Agreements
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Subject Date
No results found. + Purchase History
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Full List  Payments
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M Navigator v B2 Favorites v

—— —— ' You can search on a number of criteria
e to select the invoice for cancellation. In
search this example we will search by

e ey ETLANTA ARBORETIM iy — PO. Cllck_ in the Purchase Order
S o — Number field. Enter the PO number for

Invoice Number lE;nlvo I:lw'me Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments th e Save d i nVO i Ce yo u Want to u p d ate -

Mo search conducted.

Create Invoice  With a PO El

opyright (c) 2006, Oradle. Al rights reserved.
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File Edit View Favorites Tools Help

ORACLE iSupplier Portal

' Navigator v B2 Favorites v Home Logout Pref

Home | Orders | Finance | Inteligence | Assessments CIle the GO bUtton.

Create Invoices | View Invoices | View Payments

Invoice Actions

Create Ivoice  With a PO [ Go |
Search

Mote that the search is case insensitive
Supplier ATLANTA ARBORETUM
Invoice Number

Purchase Order Number 1036177

Invoice Amount

Invoice Date From

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

Invoice Status - Currency

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: nents Admin Home Logout Preferences
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ORACLE' iSupplier Portal

1 Navigator v B2 Favorites w Home Logout Preferences
Home | Orders | Finance | Inteligence | Assessments | Admin

Create Invoices | View Invoices | View Payments

Invoice Actions

Create Ivoice  With a PO [ Go |
Search

Mote that the search is case insensitive
Supplier ATLANTA ARBORETUM

Invoice Number

Invoice Date From

Purchase Order Number

Invoice Amount

1036177

Invoice Date T il
Invoice Status - Currency
o]

Invoice Number [Invoice Date [Invoice Currency Code | Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
1036177-2 14-Nov-2016 USD 650.00 1036177 In Process -El - 4 ﬂ-j L 5]
1036177-4 14-Nov-2016  USD 160.00 1036177 Unsubmitted @ (== D L]
1036177 14-Nov-2016 | USD 310.00/1036177 InProcess = i
1036177-3 14-Nov-2016 USD 80.00 1036177 Unsubmitted S8 = p » L =]

Create Invoice  With a PO |_Go |

Home Orders Finance Intelligence As

Privacy Statement
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Step 11

The system will retrieve invoices
meeting your search criteria. Locate the
correct invoice and click the Update
Invoice Request button.
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Home | Orders Assessments | Admin
Create Invoices | View Invoices | View Payments

Finance | Intelligence

1 Navigator ¥

B2 Favorites v

Logout Preferenc

@ ¢
Purchase Orders Details
Create Invoice: Details

O

Manage Tax

Review and Submit

= Indicates required field

Supplier

= Supplier ATLANTA ARBORETUM
Tax Payer D

* Remit To |AP-ATLANTA Q,

Address

Remit To Bank Account  X0COOX5025 Q\

Unique Remittance Identifier

Remittance Check Digit

Number Llneshlpmentllumher ]Iem Description

Humber

* Invoice Number
= Invoice Date
Invoice Type

Currency
Invoice Description

Customer
* Customer Tax Payer ID |SYS11976 Q
Customer Name DEKALB COUNTY - LE
Address
Items
Supplier
PO Ttem

ship To

I

Flease attach electronic invaice by dicking on Add  None

1036177-4
14-Nov-2016 [

(example: 14-Nov-: 2ots)

<[

.

Invoice
usD
|
Available Unit
Quantity “Quantity Price UOM Amount
] v

Step 2 of 4 '
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Step 12

In this example, we will add an
attachment. Click the Add... button.

~Vendor Training



Updating a Saved Invoice m:
DeKalb County

GEORGIA

-
%@ hitps://isuppliertest.dek.. ~ @ B & X H@Payables‘ Add Attachment % - {v Tr 58

File Edit View Favorites Tools Help

ORACLE' iSupplier Portal
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nipucment the Title field and enter a name for your
et | Ladtouter] e | attachment.

Title ||
Description
Category From Supplier = 1
Define
Type @ File Browse...
© URL
® Text

cancel | [ Add Aanother | | Apply | |
rences -~
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File Edit View Favorites Tools Help

ORACLE' iSupplier Portal

™ Navigator v B2 Favorites v

Home.| orders | Fnance | ntslience | Assesements | Admin : In the Attachment Region, click

Create Invoices | View Invoices | View Payments

P the Browse... Button next to the File
Cancel Add Another Apply Fleld
Title Invoice - 1036177-3| '

D pti

Category From Supplier B = 1
Define

Type @ File | Browse... |
';: URL

cancel | | Add Aanother | | Apply | |
rences -~
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.@)v B Desktop » ~ [ 44 |[ Seorch Deskton o]
QOrganize v New folder ~ 0 @
y— “ Name Size Item type Date modified 3
| B Desktop 10361773 27KB  Adobe AcrobatD...  11/14/2016 6:37 PM
18 Downloads ] login 2305KE  Bitmap image 11/10/2016 6:11 PM
‘] Recent Places 4] reg 159KE PNGimage 11/10/2016 5:13 PM
1\ Procurement Col [l Information Systems 2KB  Shortcut 11/10/2016 5:12 PM 3
|\ Application Prod [£8] mass invite 2305KE  Bitmap image 11/10/2016 4:12 PM
| Desktop Files - St (&l User Folder 2KB  Shortcut 11/7/2016 11:33 AM
POSMessagesxport T6KB  Microsoft Excel W...  11/2/2016 3:25 PM
B Desktop (B basic slides 587KB  Microsoft PowerP...  10/25/2016 4:15 PM
4 Libraries | TEsTL 17KB  SQLFile 10/25/2016 3:13 PM
[5 Documents T w-g Form 835KB Adobe Acrobat D...  10/21/2016 3:16 PM
& Music I DeKalb County Cenflict of Interest Form 835KB Adobe Acrobat D...  10/21/2016 2:27 PM
=) Pictures T Business License 885KB Adobe Acrobat D...  10/21/2016 2:26 PM
) videos bad emails 11KB  Microsoft Excel W...  10/21/2016 11:07 =
A Jackson, Samant] [Ra] update to duplicate message on UDA - FND Message 62KB  PNGimage 10/20/2016 4:27 PM
I oracle jre_ussg R4l update to duplicate message on UDA S9KB  PMGimage 10/20/2016 4:26 PM
|\ AppData [# Application Production Support - Shortcut 2KB  Shortcut 9/16/2016 1:09 PM | =
£ Contacts {zi] Update ENRICH IT INC - 139977 Contact Directory 1KB IntemnetShortcut  9/13/2016 4:25 PM
|\ DCG Docs [#) Procurement Contract Templates - Shortcut 2KB  Shortcut 9/1/2016 1:08 PM
B Necitnn FE Emrnr P | e Toinl Enlivimnt VD Clmemi 573 /901E €31 Pha -
File name: - i
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Admin Home L
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Step 15

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

ORACLG iSupplier Portal

N Navigatorv B2 Favorites v Home Logout Preferences

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

Finance: Create Invoices >

Add Attachment

[ cancel (] [ Appiy | |

Title llnvoice - 1036177-3
Description

Category From Supplier

n

. Define Attachment

Type @ File  C:\Users\sjackson\Desktop\1036177-3.pdf
© URL

© Text

\v Cancel [ Add Another \ Apply K

Home Orders Finance Intelligence Assessments Admin Home Logout Preferences
https://isuppliertest.dekalbcountyga.gov/OA HTML/OA.jsp?page=/oracle/a...
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Step 16

You can add additional attachments by
clicking on Add Another. Here we will
proceed by clicking on Apply.
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e Click the Next button to proceed.

atorv B Favorites

Finance | Inteligence | Assessments | Admin
Create Invoices | View Invoices | View Payments
@ @ O 2
Purchase Orders Details Manage Tax Review and Submit

[ Confirmation
Attachment Invoice - 1036177-3 has been added successfully but not committed; it would be committed when you commit the rest of the current transaction. '

Back | Step 2 of 4
Supplier Invoice |

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

Address * Tnvoice Number [1036177-4
Remit To Bank Account  XOQ0CK(5025 Q
—_— * Invoice Date [14-Nov-2016 [

Create Invoice: Details

* Dndicales required field

Uniigue Remillance Ienifier (example: 14-Nov-2015)
Remittance Check Digit Invoice Type Invoice A
Currency USD
Invoice Description I =
Customer

* Customer Tax Payer D [SYS11976 Q

Customer Nome DEKALB COUNIY - LE t
Address

< n v
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ORACLE' iSupplier Portal

M Navigator v B2 Favorites v Home Logout Preferences

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

Save Back | Step 3 of 4 | Next

T

—— - Submit
* Supplier ATLANTA ARBORETUM * Invoice Number 1036177-4
Tax Payer ID * Invoice Date  14-Nov-2016
* Remit Ta AP-ATLANTA Invoice Type Standard
Address * Currency USD

Remit To Bank Account  XXXXXX5025
Unique Remittance Identifier
Remittance Check Digit

Invoice Description
Attachment  Attachment List...

Customer I
* Customer Tax Payer ID SYS11976

Customer Name DEKALB COUNTY - LE
Address

Summary Tax Lines

Calculate

‘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 )
((https://isuppliertest.dekalbcountyga.gov/OA_HTML/OA jspipage=/oracle/a.. | et o == —
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Step 16

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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ORACLE' iSupplier Portal

M Navigator v B2 Favorites w Home Logout Preferences

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

[ @ @ F
Purchase Orders Details Manage Tax Review and Submit

"% Confirmation
Invoice 1036177-4 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: 10361774

,

Printable Page | [ Create Another |
Supplier Invoice
* Supplier ATLANTA ARBORETUM * Invoice Number 1036177-4
Tax Payer ID * Invoice Date  14-Nov-2016
* Remit Ta AP-ATLANTA Invoice Type Standard
Address * Currency USD
Remit To Bank Account JOOOOKX5025 Invoice Description
Unique Remittance Identifier Attachment Attachment List...
Remittance Check Digit
Customer
* Customer Tax Payer ID SYS11976
Customer Name DEKALB COUNTY - LE
Address
Items
PO Supplier Available  Quantity To Unit
Number Line Shipment Item Description Ttem Number Ship To Qty Invoice UOM  Price Amount
1036177 3 1 (Arborserv Inc.) Complete removal including grinding of PARKS MAIN 160 160.00 US 1.00 160.00
fhe chimn @ D881 M Moratie B4 Aasste ca 20039 mnrERTADyY nollar
L ] v

<[
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You have just finished Updating a Saved
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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