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ISupplier - Viewing Invoices

Procedure

To view your invoices from Hillsborough County and the City of Tampa, complete the steps
below.

Note: This process is the same for doing business with both Hillsborough County and the City of
Tampa.
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Step Action

1. Log into the iSupplier Portal with your User Name and Password.
Login
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E-Business Suite

B Favorites v ut Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Oracle Applications Home Page

Main Menu Workiist
[ poing Business w of Tampa From[Type |subject |[sent~  |pue

[0 6ing Business with Hilshorough Cour POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014

E Sippier brofie) User s Tosk Mansaes and Profile Collaboration Network: Registration Approval
Supplier User Registration | Hillshorough County and the City of Tampa Supplier [12-Mar-2014
Workflow Version 2 Collaboration Network: Confirmation of Registration

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

m

Logout Preferences Help

Oracle. All rights reserved

Step

Action

The Oracle Applications Home Page opens. On the Main Menu, you have three
choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.
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Home Logout Help

notiications (D orders
Full List * Agreements
Subject Ipate « Purchase Orders
I work: -Aud- +33- & Purchase History
Hillshorough County and the City of Tampa Supplier Collaboration Network: 24-Aug-2015 14:33:41
Registration Approval M
Hillsborough County and the City of Tampa Supplier Collaboration Network: 24-Aug-2015 14:33:39 e
Confirmation of Registration =
Receipts
- * Receipts
el « Returns
|J== Oerlers, A4 Slance, + On-Time Performance
Full List ==
PO Number Description oOrder Date e
215212850 Test to have supplier add invoice to PO 25-Aug-2015 09:26:13
Rayments
e Payments

Privacy Statement

Home Orders Shipments Finance Bids/RFPs Home Logout Help
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Step

Action

Your Transactions Home page

opens.

1. Notifications: are communications from the buyer to you.
2. Orders At A Glance: Your most recent Purchase Orders.

3. Quick Links: On the right side of the window are quick links to your Orders,
Shipments, Receipts, Invoices and Payments Screens.

Note: You can access the Orders, Shipments, Receipts, Invoices, and Payments
screens from the Quick Links or from the Tabs at the top of the page.
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Full List
Subject Date
Hillsborough County and the City of Tampa Supplier Collaboration ...
Hillsborough County and the City of Tampa Supplier Collaboration ...

12-Mar-2014 10:20:00

fhipments,

* Agreements
* Purchase Orders

12-Mar-2014 10:20:04 e Purchase Histo

e Overdue Receipts

-.- Orders At A Glance « Receipls

& On-Time Performance

Home Orders Shipments Finance Home Logout Preferences Help

y Statement

hitps://projectlappshctftestdmzl oracleoutsourcing.com/OA_HTML/OAsjsp... |

Full List « Returns
PO Number Description order Date
114204836 2012-617 & 2013-645 05-Feb-2014 13:42:17 Invoices
114204831 2013-645 05-Feb-2014 10:19:57
114204830 2013-645 05-Feb-2014 10:18:31 ==
114201534 per reso 2013-645 good thru 7/25/14 03-Feb-2014 16:25:20

o Poyments

114203242 reso 2012-617 03-Feb-2014 16:22:08

. All rights reserved

Step

Action

Click the Invoices link on the right side of the page.
OR

Click the Finance tab at the top of the page.

Invoices
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T Navigator v B Favorites w Home Logout Preferences Help
Home | Orders | Shipments | Finance | Bids/RFPs
View Invoices | View Payments
View Invoices
Simple Search
Advanced Search
Invoice Number Payment Status A
PO Number Invoice Amount From To |
ez Amourt Due From To |
Release Number K
=T Invoice Date From B 7o | =
Payment Number Due Date From To
(example: 13-Mar-2014)
Invoice Status h
[ e
Invoice On  Payment Due PO Discount Available Netted Netting
Invoice Date Type Currency Amount Due Status Hold Status  Date Payment Number Receipt Date Discount Attachments Amount Report
No search
conducted.
Export
Home Orders Shipments Finance Home Logout Preferences Help
Privacy Statement Gopyright (¢) 2006, Oradle. All rights reserved
hitps://projectlappshctftestdmal oracleoutsourcing.com/OA_HTML/ QA jspT.. | 13

Step Action

5. The View Invoices window opens.
Enter search criteria and click Go.

Note: To see all of your Agreements, leave the search criteria fields blank and
click Go.

Go

6. Your search results are displayed below the "Search Criteria.”

Click the Invoice link for the invoice you would like to review.

7. The Standard Invoice: (Invoice Number) window opens. This page contains an
overview of this invoice:

1. General -- Contains invoice date, status, etc.
2. Amount Summary -- Contains price by Item, tax, freight, etc.

3. Payment Information -- Shows amount paid, date paid, and Payment
transaction number.
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Step

Action

5. Scheduled Payments -- allows you to see any payments that are scheduled
with this invoice.

6. Hold Reasons -- shows any holds placed on this invoice.
7. PO Number -- Click the PO Number link to view the original PO Number.

8. Buyer -- Click the Buyer link to view contact information for the Buyer.

4. Invoice Lines -- this is the default tab. The lines of the invoice are listed here.

I
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iSupplier Portal

i Navigator v B Favorites ¥
Home | Orders | Shipments | Finance | Bids/RFPs
View Invoices | View Payments
Finance: View Invoices >
Standard Invoice: DIST02-16 (Total USD 44,274.20)
Currency=USD

Payment Information
General Amount Summary e D
Invoice Date  28-Jan-2014 Ttem 44,274.20 Discount Taken 0.00
Status Approved Freight 0.00 Due 0.00
on Hold Miscellaneous  0.00 Status  Paid
Batch RFM-02-06-2014-RETAINAGE Tax g.op @ Payment Date  06-FEB-2014
Attachments None Prepayment 0.00 Payment 5011569
Supplier TRAINING COMPANY Retainage  0.00 Term HET 45 DAYS
Supplier Site CTPAOL withholding Tax 0.00
Address 1501 2HD AVE Total 44,274.20
TAMPA, FL 33605-5500
Invoice Lines Hold Reasons
‘ Tax PO P0 PO
Line » Type Description QtyUOM Price Included Amount Retainage Status Number Line Shipment Buyer  Receipt
1 Ttem Construction for Misc Distribution Trems. 44,274.20 0.00 Approved 1142016201 |1 Rosario
Contract No. 12-C-00035 Resolution No. vette

2012-617

Return to Finance: View Invoices Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Copyright (c) 2006, Oradee. All rights reserved

hitps://projectlappshctftestdmal oracleoutsourcing.com/OA_HTML/ QA jsp?.. |

Step

Action

Click the Scheduled Payments link to see any payments that are scheduled with
this invoice.

| Scheduled Payments |

10.

Click the Hold Reasons link to see if any holds exist on this invoice.
| Hold Reasons |

11.

Click the Payment Number link to see the Payments associated to this invoice.
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Step

Action

12.

!Return to Finance: View Invoices |

Once you are finished reviewing this invoice, click the Return to Finance: View
Invoices link at the bottom of the page.

iSupplier Portal

Home | Orders | Shipments | Finance | Bids/RFPs
View Invoices | View Payments
View Invoices

sl © https /projectioppsh. O~ @ B € X | & isupplier Portal: View Invoic.. X
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Home Logout Preferences Help

simple Search

Invoice Number

PO Number
(exemple : 1234)
Release Number
(example : 1234-2)
Payment Number

Invoice Amount
Amount Due
Invoice Date

Due Date
Invoice Status

Invoice ‘Invoioe Date = Type Clmenq" Amount
70004393 11-Feb-2014 Standard USD 700.00  700.00 Rejected

DISTO2-16 28-Jan-2014 Standard USD 44,274.20 0.00 Approved

WT7925- 28-Jan-2014 Standard USD 356.95  356.95 Approved

Standard USD 10,295.44(10,295.44 Approved

Payment Status

From

From

From

From

(example: 13-Mar-2014)

Not Paid

Paid

Not Paid

Not Paid

On  Payment Due

Due Status Hold Status Date Payment PO Number  Receipt Date

282
MAR-
2014
114

P

0
30

SE|
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30-
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5011569

<) Previous 1-

Discount Available
Discount Attachmer
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Step

Action

13.

‘ Home

You are now back in the View Invoices window. You can view additional invoices
or you can click Home to return to your Oracle Home Page.

14.

County and the City of Tampa.
End of Process.

You now can successfully view your company's invoices from Hillsborough
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