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System Process Document ORACLE
Entering Subcontractor Payment Info USER PRODUCTIVITY KIT

Procedure

ORACLE

*User Name

>
g ,ﬁ/ (example: michael.james.smith)
~ *Password

(example: 4uz9v23)
Cancel

Login Assistance

p—

Select a Language:
English

About this Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved
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Step Action

1. Enter your companies User Name
Example:

Enter "jgregory@ikon.com”

2. Click in the Password field.

3. Enter your companies Password

Example: Enter "Metrogov1"

4. Click Login
Login
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Enterprise Search ‘ All

‘ El Search Results Display Preference | Standard °

Oracle Applications Home Page
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Action

You will need to expand the iSuppler Portal Access

Click the Home Page link.

ORACLE

iSupplier Portal

Shipments

Search | PO Number

MNotifications

™ Navigator ¥

B Favorites v

Home Logout Preferences

Help Diagnostics

hBianning

Subject

Metro Govt OF Nashville and Davidson County - Standard Purchase O...

Date

Orders
pnoers

® Agreements

11-Apr-2012 14:40:25

Award Decision: RFQ 16002 (
0 Govt Of Nash

¥4-480 Upgrade and VNX...)

nd Davidson County - Standard Purchase O...

11-Apr-2012 14:13:48
11-Apr-2012 13:59:29

Closed Early: RFQ 16002 (CX4-480 Upgrade and VNX...)

Metro Govt OF Nashville and Davidson County - Standard Purchase O...

11-Apr-2012 13:32:26

11-Apr-2012 10:01:25

® Purchase Orders
& Purchase Histo

» Delivery Schedules
e Overdue Receipts
» Advance Shipment Notices

\Beceipts
Orders At A Glance e Receipts
e Returns
— e On-Time Performance
PO Number Description Order Date
300448 12-Apr-2012 09:26:24
300447 12-Apr-2012 09:22:47
300460 11-Apr-2012 14:40:12
300458 11-Apr-2012 13:59:
300445 10-Apr-2012 16:22:08
At A Glance

Shipment Number Shipment Date Packing Slip

No results found.

Shipments  Admin Hol

https:/ fhobsvbsdbt?. nashville org: 444308 _HTMLIOA. fsp?page=[oraclefapps/posisupplist{webul{SUppDIPGROASF=POS_HT_5P|
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Step Action

7. Click Admin

ORACLE" isupplier Portal

M Navigator¥ B Favorites v Home Logout Preferences Diagnostics

Home | Orders | Shipments | Admin
Profile Management | Concurrent Requests

- Eras General
s Company Profile Organization Hame IKON v4 DUNS Mumber
5 Supplier Number 14187 Tax Registration Number

B t pp q
- Hrganizatien Alias Taxpayer D ()2-1334678
©  Address Book Parent Supplier Name Country of Tax Registration
> Contact Parent Supplier Number
Directory
> ETEIEss Attachments
Classifications
> Product & Search
Services

5 Banking Details | Mote that the search is case insensitive

U [ Show More Search Options

o Surveys
Add Attachment...

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
Mo results found.

Home Orders Shipments Admin Home Logout Preferences Diagnostics
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Step Action

8. Click Organization
Organization

9. Click Subcontractors Payments
Subcontractor Payments

10. To add the payments, Click Add Another Row
Add Another Row

11. Add the PO Number in the provided field

Example: Enter "300470".

12. Click in the Subcontractor Name field

13. Enter the Subcontractor Name

Example: Enter "barge”

Page 4 Last changed on: 5/21/2012 7:12:00 AM




ORACLE System Process Document
USER PRODUCTIVITY KIT Entering Subcontractor Payment Info

Step Action

14, Make your selection
Barge Waggoner Sumner and Cannon v2
15. Click in the Pay Request field.
16. Enter the Subcontractor's Pay Request Number (Invoice Number) into the Pay

Request field.

Example: Enter "12"

17. Click in the Pay Month field.

18. Enter the month you made the payment to the Sub

Example: Enter "April"

19. Click in the Check Number field.

20. Enter the check number that was used to make the payment to the subcontractor

Example: Enter "1234"

21. Click in the Invoice Amount field.

22. Enter the amount of the invoice that was received from the subcontractor in
the Invoice Amount field

Example: Enter "1200"

23. You will need to add the Check Date
Click the calendar
=
24. Choose the Month, Date and Year
25. Click in the Invoice No field
26. Enter the subcontractor's invoice number

Example: Enter 155"

27. You will need to add the Invoice Date

Click the Calendar
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Step Action

28. Choose the Month, Date, and Year

29. Enter the Payment Amount that was made to the Subcontractor

Example: Enter 600"

30. Once you have finished entering all the information
Click Save
Save
31.

End of Procedure.
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