iSupplier Oracle Portal is a supplier managed system. iSupplier Oracle Portal works with both Chrome (Chrome 80 preferred) and
Internet Explorer. Some vendors have reported issues attempting to access the portal through other browsers. To access the login
webpage using Chrome or Internet Explorer via https://mndcebs-prd.opc.oracleoutsourcing.com/OA HTML/AppsLocallLogin.jsp or
go to https://www.nashville.gov/Finance/Procurement.aspx . Copy and paste either link into the browser you are using. Itis

recommended that you do not save the direct links to the login screen to your favorites.

Click on “update my information in iSupplier”

1|Page

Nashville.gov » Finance » Procurement

Finance

Finance Foundations Video Series
Accounting
Accounts Payable
Grants and Accountability
Management and Budget
Office of the Treasurer
Payroll
Procurement
Procurement Division Office

Purchasing and Contracts
Office

Business Assistance Office

Council & Board Reports

NEWS & MEDIA ~

Finance Procurement Division

The division of purchases is the central point of contact for buying goods and securing
services on behalf of the 55 departments and agencies that comprise the Metropolitan
Government of Nashville and Davidson County.

| want to...

« do business with Metro.

« register my information in iSupplier [%

L’\.

- report or verify subcontractor payments [.

update my information in iSupplier [“.

- search Metro's directory of small, minority, and women-owned businesses [.
- find an existing or expired contract.

- find information related to a contract award.
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News

6/9/2020

Metro Announces Architect and
Engineering (A&E) Services
Contract Award Process Change

6/3/2020
Guidance for Purchases
Through Amazon Business

4/20/2020
Procurement Standards Board
May Meeting Cancelled

Visit the Newsroom


https://mndcebs-prd.opc.oracleoutsourcing.com/OA_HTML/AppsLocalLogin.jsp
https://www.nashville.gov/Finance/Procurement.aspx
https://mndcebs-prd.opc.oracleoutsourcing.com/OA_HTML/AppsLocalLogin.jsp

SUPPLIER SELF SERVICE - VIEW PAYMENTS

Type in your username (email address of the user account) and password and click log-in.

[T — s

= ’ City of Nashville Employe... m google - Bing a Inside Metro a Login [ﬂ Nashville Human Resour...

ORACLE

User Name

Enter Username

Not
METROPROCUREMENTTE ST@GMAIL.COM?
Log Out

Password

[ cerereeseeend | Enter Password

——

Login Assistance

Register Here

Accessibility
(hone___

Language

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All rights reserved.

If you do not know the username associated with your company, please email iSupplier@nashville.gov and provide the last six (6) digits of the
US Taxpayer ID Number for security purposes. Your request should be responded to within 24-48 hours.

DO NOT REPLY to this email or any other email with sensitive banking information or ACH Forms.
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SUPPLIER SELF SERVICE - VIEW PAYMENTS

If you do not remember your password or need to reset your password, you can do so by going to login assistance. You will need
access to the email account to receive the workflow mailer notification.

75 @ City of Nashville Employe... [ google - Bing £ Inside Metro & Login [[f] Nashville Human Resour...

ORACLE

User Name

METROPROCUREMENTTEST@G)|

Not
METROPROCUREMENTTEST@GMAIL.COM?
Log Out

Password

L Click on Login Assistance

Login Assistance

Register Here

Accessibility
None '

Language

English v

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All rights reserved.

e  You will be prompted to enter your username which is the email address of the user account. Click Forgot Password
e You should receive a temporary password soon that will contain a link that will then prompt you to enter a permanent password.

e Please make sure you check your junk and/or spam folder if you do not receive the email in your inbox.
e |f you do not receive this notificiation with the temporary password within 24 hours of submitting the request please email
isupplier@nashville.gov the last six (6) digits of the Taxpayer ID for the company profile and request for the password to be manually

reset. You will be copied on the email request but no action will be required of you.

e Some email security settings will not allow emails with certain subjects or email address to come through the company firewall. The
email account these messages are being sent from is actually wfmndcebsprd@us2.opc.oracleoutsourcing.com. Metro suggest that you
whitelist this email address.
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SUPPLIER SELF SERVICE - VIEW PAYMENTS

The workflow mailer notification will be similar to screen shot below. This is the only time the link in the email notification will work.
Your password must meet the following qualifications:

e Must be nine characters

e Must contain at least one number or special character

e Cannot contain back to back letters, numbers, or characters (for example you cannot use “progress”)
e Password is Case Sensitive

FYI: Password Reset inbox x ~ =
Workflow Mailer <wimndcebsprd@us2.opc.oracleoutsourcing.com= & Fri, Feb 21, Z12PM ¥ 4=
to GG =

To GG TEST SUPPLIER
Sent 21-FEB-2020 13:22:47
10 1006749

Feset Password using the below link and follow the an-screen instructions. This email can be ignored in case you didn't request a password reset, the link is anly

available for a short time.
( Click the hyper link to be prompted enter a
Password Url: Reset vour password —————— new password.

L

B Notification Detail.... y
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SUPPLIER SELF SERVICE - VIEW PAYMENTS

If you have not logged into the portal since the upgrade in September 2019 or changed your view within preferences, you will
see a blue screen as shown below.

Framework Simplified View (Hamburger View) OR Framework Tree View

= OIRACLE E-Business Suite H ome

*

Announcement Add to Favorites

Navigator Worklist

Welcome to Oracle E-Business Suite!

You can personalize the choices available in Personalize

_~ =
this p-age by setting up new favorites using the . . ﬁ o~ g ﬁ - @I
favorites star icon. F Bl Metro iSupplier Portal Access From & TYPE .
Conklin, Sourcing
You can bypass this home page when you Marissa Fublish
sign on to Oracle E-Business Suite by Edwa rds: Snurcing |
selecting a specific start page. Choose Kevin Puhblish |
Settings (gear icon) from the top of the page, .
and 1hgen(2hnose Pieferences gelect thz ’ Fe rguson, SDHFCIF‘IQ
. Scoft Publish
responsibility and Page you want, and apply . )
your changes. The next time you log in, you Fitman, SDHFICIFIQ I
will see your preferred start page immediately. Stephen Publish
Van Hook, Sourcing
Vada Publish |

& TIP Vacation Rules - Redirect
Inspect MDS Contents
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SUPPLIER SELF SERVICE - VIEW PAYMENTS

Home page is where contract, purchase orders, and administrative tasks (contact directory, banking details, etc.) are performed.

Sourcing Home page is where you can view your drafts, find solicitations or create response to bid opportunity.

Framework Simplified View (Hamburger View) OR

Click the three lines E to expand selection options

= ORACLE E-Business Suite

Search Page

b
2

Metro iSupplier Portal Access

Y e

| -| Home Page

E urcing Home Page

= fworklist

Framework Tree View

Click the folder ” (- to expand selection options

Enterprise Search Contract Documents

Home

Navigator W

Personalize

4 Bl Metro iSupplier Portal Access

|=] Home Page |

|J Sourcing Home Page

|J Warklist

Depending on your view click “Home Page” Tab to view additional options that will allow access to company profile.
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iISupplier Portal

Registered suppliers may view payments made in Oracle R12 by accessing the Supplier Portal.

Supplier Self Service — View Payments
Follow the steps below to search and view payments.

Step Action

1. Open an Internet Explorer browser and go to the Oracle R12 iSupplier login page. Log In to
iSupplier. The Oracle R12 Home Page opens.
ORACLE E-Business Suite * 'ﬁ} ‘9 Logged In As
Enterprise Search Contract Documents lj Go Search Results Display Preference Slandardl/
Home
Navigator Worklist
Personalize Full List (5)
He By m

» Em Metro iSupplier Portal Access From - Type - Subject - Sent¥  Due -~

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
Inspect MDS Contents

2. In the Navigator section, Click Metro iSupplier Portal Access then Click the Home Page link.

Navigator
Personalize

4 B3 Metro iSupplier Portal Acces_ Click Here

=| Home Pagesffmmmmmm  Then Click r

=| Sourcing Home Page Here

=| Worklist

The Supplier Home Page opens.
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Supplier Home | Orders Finance Administration

Search PO Number ~)

° Notifications

L= -

HzbHem
Subject

Inspect MDS Contents

|_L Orders At A Glance

]

e

Assessments

Go

Full List

Date .~

Full List

PO Number Description Order Date

Orders
- Agreements
+ Purchase Orders

- Purchase History
Invoices

« Invoices
Payments

- Payments

Click the Finance tab.

Search PO Number v

Click Here

The Finance page Opens.

Supplier Home Orders Finance  Administration Assessments

View Invoices View Payments
View Payments

Simple Search
Note thal the search is case insensilive

Payment Number

Invoice Number

PO Number
(exampie : 1234)

Release Number

(wxample : 1234-2)
Go  Clear

o]

Payment Remit-to Supplier

No search conducted

Supplier Home Orders Fingnce Administration Assessments

Go

Status
Payment Amount From To
Payment Date From (31-Avg-2019) 5 To o
Remit-to Supplier Site Payment Date Currency Amount Method  Status  Status Date Bank Account

Export

Advanced Search

Invoice PO Number

Click the View Payments link.

Supplier Home  Orders

Finance = Administration As

View Invoices = View Payrnentsh Click Here

View Payments

sessments

To view Payments, perform a Simple Search. Click the Go button to view ALL payments OR

Enter one or more search criteria to narrow search results.
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View Invoices View Payments
View Payments

Simple Search

Note that the search is case insensitive

Payment Number : Status 4
Invoice Number [ 1 Payment Amount From | ] 1o | |
PONumber [ Payment Date From [(31-Aug-2019) o | To [ (o
example - 1234)
Release Number 1
(example : 1234-2)
sl Go | Clear
He
Payment -~ Remit-to Supplier Remit-to Supplier Site Payment Date ¥ Currency Amount .. Method Status -. Status Date Bank Accc
2000007 CHECK 30-Jul-2019 usD 625.00 Check Negotiable 30-Jul-2019 AP Disburse

Search by the following:

Payment Number — Enter the Payment Number

Invoice Number — Enter the Invoice number

PO Number — Enter the Purchase Order number

Status — Enter the status

Payment Amount From and To — Enter the Range in dollars of the payment
Payment Date From and To — Enter the Range of dates the payment was made

6. View the Payments Results. Results are filtered based on the search criteria. See result
column details below.
;iv:znt Remit-to Supplier Remit-to Supplier Site Payment Date ¥ Currency Amount ©. Method Status Status Date Bank Account Invoice PO Numbe
2000007 Test Supplier CHECK 30-Jul-2019 usb 625.00 Check 30-Jul-2019 AP Disbursement Account - Checks 123 12345678
Results Columns
Payment: Click the Payment number link (blue) to view payment information.
Remit-to Supplier: The Business Name of the supplier payment is remitted to.
Remit-to Supplier Site: The Remit Supplier Site.
Payment Date: Date the payment was made.
Currency: USD (default)
Amount: The payment amount.
Method: How the payment was made, for example electronically or check.
Bank Account: AP Disbursement Account- Checks, or ACH
Invoice: Invoice number for the payment. Click the invoice link to view invoice details for the
payment.
PO Number: The Metro issued Purchase Order number and details for the payment. Click the
PO Number link to view the purchase order details.
7. Click the Payment link to view the payment details.

Rt
i

Payment -~ Remit-to Sunnlier Remit-to Supplier Site Payment Date ¥  Currency Am

2000007 Click Here CHECK 30-Jul-2019 usD

The Payment details pagé opens.
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Finance: View Payments >

Payment: 2000007 (Total USD 625.00)

Payment Date  30-Jul-2019
Method Check
Status Negotiable
Status Date  30-Jul-2019
Remit-to Supplier
Remit-to Supplier Site CHECK

Included Invoices

:i ~

-

Invoice -~ Invoice Date -~ Type Currency Amount Status Payment Status
123 05-Jul-2019 Standard usD 625.00 Approved Paid

Supplier
Supplier Site
Address

Bank Account

Test Supplier
CHECK

Alianta GA 30315

AP Disbursement Accounl - Checks

Payment PO Number
625.00 12345678

Receipt

Export

Attachments.

Click the Return to Finance: View Payments link.
Finance: View Payments =

Payment: 2000007 (Total USD 625.00)

Payment Date  30-Jul-2019
Method Check
Status Negoliable
Status Date  30-Jul-2019
Remit-to Supplier
Remit-to Supplier Site CHECK

Included Invoices

Invoice Invoice Date -~ Type Currency
123 05-Jul-2019 Standard uso

Retumn to Finance: View Paymenlnh ClICk Here

End Process
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