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Eht‘)‘ﬁ"go CPS Supplier Portal
x S(L:Jhcl)%ls 03 - View Receipts, Invoices and Payments
Introduction

Suppliers can view their purchase orders. This procedure will demonstrate how to locate and view
purchase orders, Order history and Order status.

Prerequisites
e  Supplier user should have access to the portal
e Purchase history must exist
e Good/ Services must be delivered in order for CPS to receipt line items quantities or amounts
e Toview invoices, Invoices need to be processed by Accounts Payables (CPS)

e Toview Payments, payments must exists in the system

Navigation

CPSiSupplier Portal View Only (Supplier Access) 2 Home Page

Step Action
1. Click the Home Page hyperlink.
@ Oracle Applications Home Page v B v 0 @ v Pagev Safetyv Toolsv @
% Find: | import | Previous Next | 7] Options +

ORACLE" EBusiness Suite

B Favorites ¥ Logout Preferences Help

Logged In As
Oracle Applications Home Page

Main Menu Workiist
Personalize 2
Full List
5 B3 cps isupplier Portal View Only (Supplier From Type Subject Sent Due
Access) There are no notifications in this view.
= e Page ¥TIP Vacation Rules - Redirect or auto-respond to notifications.
[ view Acceptance status ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
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Chicago CPS Supplier Portal

Public : : :
x Schools 03 - View Receipts, Invoices and Payments
Home Page

Home Page provides access to view purchase orders, receipts, invoices and payments. This page also
provides access to manage your profile through the “Admin” self-service functionality.

Supplier users should navigate around the Supplier portal by utilizing the tabs on the top. The tabs are
named according to functionality that they provide; i.e., Home, Orders, Shipments, Accounts, and
Admin.

From time to time, CPS will utilize the home page to communicate key changes to the Supplier.

ORACLE iSupplier Portal

Home | Orders | shipments | Accounts | Admin

Seacch  #O Number - o

Electronic Purchase Orders

Effectve July 31, 2012, Chicago Public Schools will STOP prinbng and maikng hard copy Purchase Orders (POs) and will only issue electronic purchase orders. This is part of the District’s effort to reduce paper usage and to communscate electronically with our Suppliers.

Through this portal, all Vendors will have access to download approved purchase arders of 1o raquest 55 to send tha orders electronically to ther email address. Addzionsly, you may register additional users from your organization using the self-service functionality
avnilable under the "Admin® tab.

Refer to the portel login page - Wiz

lr, G5, cra 2.1y for the treining documentotion.

Full List

Subject Date o Burchose Qrdery
o resuits found. o Purciase History

L\_ _ Orders At A Glance " Invoices

Full List 2

PO Number Order Date Payments
1 5-Jun-2012 13:40:27
012 16:25:27
12-Jun-2012 13:42:31
12-3an-2012 10:37:12
11-Jun-2012 17:49:40

Home Orders Shipments Accounts Admin Home Logout Preferences Help

The Home page will automatically default the 5 latest Notifications and Orders.
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j Chicago CPS Supplier Portal

Public : : :
A Schools 03 - View Receipts, Invoices and Payments

View Receipts

A receipt indicates that goods / services delivered to CPS were acknowledged by requester. Viewing
receipts will allow you to monitor and track your authorization for payments.

Receipt Statuses

There are three (3) possible receipt statuses for each of the approved purchase orders. The below list
provide what each of those three (3) statuses mean:

e Confirmed - The customer has approved that goods / services were delivered

e Remitted — This status indicates that payment to goods / services acknowledged has been
remitted

e Closed —The payment of this receipt was transferred to your bank account

Step Action

1. Click on the Orders Tab to view CPS approved purchase orders.
Orders

Lk Favorites | @8 View Purchase Orders % TRy B v N v Pagev Saetyv Tookv @ § §

ORACLE’ isupplier Portal

Home Logout Preferences Holp

Home | Orders | Shipments | Accounts | Admin
Purchase Orders Agreements Purchase History

Purchase Orders

Export
Views
View AN Purchase Orders - 6o Advanced Search
Selact Order: | View Change History 125 v hmg25 O
Select PO Number  Rev  Operating Unit Document Type Description  Order Date Buyer Currency  Amount Status By
: CPS Businass Group Standard PO 15-Jun-2012 13:40:27 M ¢ usp 2,980.23 Open
CPS Dusiness Group Standard PO 12-Jun-2012 16:25:27 A usp $07.67 Open
CPS Business Group 12-Jun-2012 13:42:31 w. elo O usp 51313 Open
CPS Buzine 12302012 10:37:12 2 amela Dorey usp 7,460.80 Open
C 11-)un-2012 17:49:40 b uso 629.11 Open
CPS Business Group Standard PO 08-Jun-2012 09:43:33 Pai usd 3,846.93 Open
CPS Business Group Standard PO 07-3un-2012 14:47:33 ige, Y usD. 3,676.45 Open
CPS Business Group Stondord PO 07-3un-2012 13:16:04 2 . usD 4,153.00 Open
CFS Busness Group ed PO 07-Jun-2012 11:43:08 M uso 1,731.56 Open
sinass Group Standard PO 07-Jun2012 11:42:30 ? usp 4,816.18 Opea
CPS Business Group 07-Jun-2012 11:41:31 A usp 977.62 Open
CPS Business Group usop 44180 Open
CFS Busness Group usD 8,947.12 Open
CFS Business Group usp 1,262.73 Open
CPS Business Group usp 1,786.14 Open
33 Growp usp 3.071.80 Open
usp 3,348.04 Open
uso Open
usd Closed
uso Open
usD Open
ush 418.32 Open
siness Group usp 496.65 Open
CPS Business Group 28-Mar-2012 17:01:06 0 usp 70,633.50 Open
CPS Buziness Group 01-Mar-2012 12:35:46 2. 00rca usp 69.90 Open
Sedect Order: | View Change History 125 v Next25 @
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Action

2. Click on a PO Number hyperlink to view PO details.

Address

] Goods

Hame Logout

Prelerences Help

Buyer Soonior, M
Order Oate  15-Jun:

<2012 13:40:27

Freght Terms PP & Add
Shipping Control

Ship To Addrass

Location  Dever
Address 3436 W Osceol Avenue
Chicago, 1L 60634

Bl To Address

locatien Accounts Payable
Address 125 South Clark Street
Chicago, 1L 60603

Aggresswe I-Line Skating

Ordar Tnlormation
General Terms and Conditions PR, e
Torl 2,980,273

Totsl  2.980.23 Foayment Teems  Net 30 Heceved 0,00

Supplier me. Carriac UPS Inveiced 0.00
Scpplier Site 312790000 FOB  Destination Payment Status Mot Pakd

11949

Details Line «  Type Item/Job  Supplier ltem  Description Qty Price Attachments  Reason £ Rate Department  Hoor/Room
3 1 Govds 1, 2, 3 Valentine™'s Day 11595

2 Goods 13 Nights of Halloween 11699

3 Goods 13 Planets: The Latest View of the Solar System 1 1695

4 Goods 20 Optxol Dhsrs 1199

5 0 Abbe n 9.99

6 Absent Author 112595

? Accopt and Value Each Person 12195

Action

3. Click on the Actions drop down list.

4, Select the View Receipts from the list item.
|‘-.-'iew Receipts |

5. Click the Go button.

[ee]
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Chicago CPS Supplier Portal

Public : : :
Schools 03 - View Receipts, Invoices and Payments

B Supplier Portak Summary of Receipt Transactions - B - e v Pager Sty Tookv @

ORACLE iSupplier Portal

Ordars | Shipmonts | Accounts

Raceipts

Ordars F

rchuaw Ordees View Ordae Detmly

Rocolpts for Standard Purchase Ovder: 2322

Dxport
1425 v Nea23
Po et Promived
Recelpt Number  Line Shipmant Description VOM Ordered Returned  Rocelved Dofects Location Receipt Date Date Neod By Date Performance
1{41 2 5 01 Trucks (Beight faby) Ench 200 200 ate FX tne 11-3un-2012 23-May-2012 OnTime
09:%9:36 00:00;00
g4l 22 6 1 Moy ondd Learn Shapes and Sotting  Foch 200 200 ole P8 der 11 Jun-2012 23 May-2012 OnTime
159:36 00:00:%0 "
1643 7 1 Raby Touch and Fesl 2oo kach 200 200 tate PX-Cluste «Jun-2012 23-May-2012 On-Time
09:59:38 00:00:00
i04) 23228 5 1 Baby Touch and Feel Puppy Love Each 200 200 ate PX Chuster 11-Jun-2012 23 May-2012 OnTime
09:59:36 00:00:00
21 23 LR § Big Bodrd First 100 Animals (First Each 200 200 - Juster 11-Jun-2012 23-May-2012 On-Time
Words) t 09:99:38 00:00:00
216481 23226 10 1 Bright Daby Touch and Feel Baby Coch 200 200 M Custar 11 Jun 2012 23 May 2012 On Time
Animais § 09:59:36 00:00:00
21641 22 1n o1 #ug 1 Each 00 200 3 X-LUgee 11-Jun-2012 23-May-2012 Or-Tima
£ 09:59:36 00:00:00
At 23228 12 1 Shide ond Find Trucks Eoch 200 200 Hole P Chotay 12+Jun-2012 23 Moy 2012 OnTime
- 09:59:36 00:00:00
PRULTRRIPa ¥ L 13 1 Pop Up Ocean IQ Each 200 200 ne 1i-Jun-2012 23-May-2012 OnrTime
9:50:36 00:00:00
2641 23220 "1 Pop Up Jungle 39 Each 200 200 1 1132012 23-May-2012 an-Time
09:59:38 00:00:00
PEULT Qe arri 15 1 1 is for Baar Each 200 200 11-Jun-2012 23-May-2012 Oon-Time
09:59:36 00:00:00
2 F 16 1 Fop Up Dna 1Q Each 200 200 11-Jun-2012 23-May-2012 On-Time
09:59:36 00:00:00
21841 2o 17 1 Fop Up Form 1 Cech 200 200 11-Jun-2012 23-May-2012 On-Time
09:59:36 00:00:00
%1 Treasure Hunt Counting Colors Each 200 200 11-Jun-2012 23-May-2012 On-Time
09:59:36 00:00:00
i ¥ 1 Bright Baby Touth and Feel Numbers Each 200 200 1102012 23-May-2012 OnTime
09:59:36 00:00:00
A2 A 20 1 Bright Baby Touch and Feel Words  Each 200 200 ymar 11-Jun-2012 23-May-2012 on-Time
09:59:36 00:00:00
Q1641 23228 2 1 Bright Baby Touch and Foel Colars  Each 200 200 11-Jun-2012 23-May-2012 On-Time
09:59:36 00:00:00
21841 222 2 1 Where™s Deve (Touch and Feel) Each 200 200 Clisder 11+3un-2012 23-May-2012 OnTime &
N0-%0:3% nnennaon
o Trusted sites | Protected Mode: Off i~ %~

Step Action

6. You will be redirected to the Shipments tab

You can also view the receipts using “Shipments” tab directly.

7. Click on a Receipt # hyperlink to see receipt details.
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Chicago CPS Supplier Portal

Public : : :
Schools 03 - View Receipts, Invoices and Payments

| @ isupplier Portal: Receipt Details \ o~ v [ @ v Pagev Safetyv Toolsv @

ORACLE iSupplier Portal

M Navigator v B2 Favorites ¥ Home Logout Preferences
Home | Orders | Shipments | Accounts | Admin
Shipments: Receipts >
Receipt: 996808
Export
Creation Date 27-Feb-2006 10:32:47 Packing Slip
Organization CPS Business Group Containers
Supplier Waybill/Airbill
Freight Carrier
Supplier Site Bill of Lading
Shipment Number Attachments None
Shipment Date
. Receipt Transactions
Promised Need- PO Net
Receipt Date ~ Date By Date Performance/ Number Line ShipmentItem/Job Description UOM Ordered Returned Received Defects Location Attachmenti
27-Feb-2006 17-Feb- On-Time 1083 1 computer  [Each  0.20377 0.20377 Coles ES
00:00:00 2006 rental
00:00:00
27-Feb-2006 17-Feb- On-Time 1083 1 i computer  Each  0.49057 0.49057 Coles ES
00:00:00 2006 rental
00:00:00
27-Feb-2006 17-Feb- On-Time 1083 1 computer  Each  0.30566 0.30566 Coles ES
00:00:00 2006 rental
00:00:00
Return to Shipments: Receipts [ Export
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03 - View Receipts, Invoices and Payments

View Invoices

The functionality allows Suppliers to view the status of an Invoice. You will be able to view Invoiced Line
Items, Scheduled Payments and Hold Reason(s).

These features give you greater access into the standing of payment and why a payment might be in a
‘Hold’ status.

Invoices can be viewed from the purchase order details screen.

| @ isupplier Portal: View Order Details |

ORACLE"

o~ v [ d® v Pagev Safety~v Tools~ &

iSupplier Portal

n Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Accounts | Admin

Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >
Standard Purchase Order: 2338
Currency=USD

0 (Total USD 20,007.45)

Actions  View Invoices - Go Export
Order Information
General Terms and Conditions Summary
Total 381.55
Total 381.55 Payment Terms Net 30 Received 381.55
Supplier Carrier UPS Invoiced 381.55
FOB Destination Payment Status Not Paid
Supplier Site Freight Terms PP & Add
Address Shipping Control
Buyer Sinnema, Mr. Ethan Cedric Ship-To Address
Order Date  14-Jun-2012 09:43:03 .
Description Location Coonley )
Stahis: Closed Address 40‘.16 N Leavitt Street
Note to Supplier Chicago, IL 60618
Operating Unit CPS Business Group Bill:-To Address
Sourcing Document
Supplier Order Number Location Accounts Payable
Attachments None Address 125 South Clark Street
Note Chicago, IL 60603
PO Details
Step Action
1. Click on the Actions drop down list.
2. Select the View Invoices from the list item.
View Invoices
3. Click the Go button.
Go
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Public

(@ isupplier Portal: View Invoices

Chicago CPS Supplier Portal

Schools 03 - View Receipts, Invoices and Payments

% v B v ) @ v Pagev Safetyv Toolsv @

% Find: [ receipts | Previous Next |[F] options ~

ORACLE’ isupplier Portal

1 Navigator ¥

Orders | Shipments | Accounts | Admin

View Invoices | View Payments
Orders: Purchase Orders > View Order Details >
Invoices for Standard Purchase Order: 2336

B Favorites ¥ Home Logout Preferences

Invoice \[nvoice Date © Type Currency Amount DueStatus On Hold Payment Status Due Date
75801128 17-May-2012 Standard USD 381.55 381.55 Approved Not Paid

Return to View Order Details

Home Orders Shipments Accounts Admin Home Logout Preferences

Payment PO Number Receipt] Attachments
16-JUN-2012 2336 fl

[ Export

Privacy Statement

Copyright () 2006, Oracle. All rights reserved.

Step Action
4, Click on an Invoice Number to see Invoice details.
5. Click on a Purchase Order hyperlink to go back to PO Details page.

(@ isupplier Portal: Invoice Details

ORACLG. iSupplier Portal

i v [ @ v Pagev Safetyv Toolsv @~

1 Navigator ¥

B Favorites ¥ Home Logout Preferences

Home | Orders | Shipments | Accounts | Admin

View Invoices | View Payments
Accounts: View Invoices >

dard Invoice: 811932 (Total USD 8,114.71)

Currency=USD

~General Amount Summary

Invoice Date 23-Apr-2012 Item 8,114.71
Status Approved Freight 0.00
On Hold Miscellaneous  0.00

Attachments Tax @.00 -
Supplier Prepayment 0.00
2 Retainage 0.00

SUpplierets Withholding Tax 0.00
Address

Line - [Type Description
1

Total 8,114.71
CHICAGO, IL 60693

Invoice Lines Scheduled Pay ts Hold R

Tax

Pa t Informa
Paid
Discount Taken
Due
Status
Payment Date
Payment
Term

| Export |
8,114.71
0.00
0.00
Paid
24-MAY-2012
419109
Net 30

PO PO PO

Item Simon Guggenheim School (Unit#26311). 8114.71 Dollar 1.00 8,114.71 0.00 Approved 2307 1 1

Return to Accounts: View Invoices

Home Orders Shipments Accounts Admin Home Logout Preferences

Qty UOM Price Included Amount Retainage Status Number Line Shipment Buyer Receipt

Sinnema
Mr. Ethan
Cedric

Export

Privacy Statement

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

Revised on 5/1/2017
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Eht‘)ﬁ%ggo CPS Supplier Portal
x Sghc;%Is 03 - View Receipts, Invoices and Payments

You can also view invoice images by navigating from step 3:

Step Action
6. U“
Click the Attachments hyperlink !
7. You will be redirected to the Attachments screen
] @ Attachments L

o~ v [ dm v Pagev Safetyv Toolsv @

ORACLE’ isupplier Portal

1 Navigator ¥ B2 Favorites ¥ Home Logout Preferences Help

Orders | Shipments | Accounts | Admin
View Invoices | View Payments
Accounts: View Payments > Payment Details >
Attachments

Search

Note that the search is case insensitive

Title | [ Go |

[#l Show More Search Options

Title Type |Description |Category  |Last Updated By |Last Updated |[Usage  Update Delete Publish to Catalog
Invoice Image(http://co-ps-ip...)  |Web Page Invoice Image Miscellaneous SYSADMIN 13-Apr-2012 One-Time 5

4
oa

Return to Payment: 410761 (Total USD 43.64)

Home Orders Shipments Accounts Admin Home Logout Preferences Help

Privacy Statement

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

Step Action

8. Click on the Invoice Image hyperlink.
Invoice Image!

9. You will be redirected to Oracle Imaging and Process Application.
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Chicago CPS Supplier Portal

Publi : : :
A S(L:JEO%IS 03 - View Receipts, Invoices and Payments
{€ Oracle I/PM Express - Document Viewer 2 v B v ] @ v Pagev Safetyv Toolsv @~
File ~ - -
Open in New Window
Options View as Image
. "Frmt PagD T with Application Viewer 4 | g 3 P -

Plugin Viewer

Print Cropped

View as PDF

Save As...

Close Active Tab

Close All But Active Tab
Close All Tabs

Close Window

ADDRESS Organization

Name

m

e
R

Invoice Datc 42312012 Current Charge $673.16 Business Segment 30026
Invoice Number 811-755Final Past Due $0.00) Billing Period Final Buyout
Account Number Total Due $673.16|
[Due Date 10172013
iy Sen Nl g ey Account Information 3onrt g e S m
7‘%#230 Z
Summary of Current Charges
From this screen, you will be able to access the following functionality:
e View Image of Invoice
e  Utilize “Actions” functionality for
o Saveas
o Print
o View asImage
o ViewPDF
o Export to Windows Photo Viewer
Step Action
10. Click File to View as..., Print and Close Window.
11. Click on the Rocket button to export to Windows Image View.
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x Public CPS Supplier Portal
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03 - View Receipts, Invoices and Payments

View Payments
This functionality allows Suppliers to view Payments through the portal.
Payment Statuses

Payments for approved purchase orders typically have the following statuses:

e Paid - Invoice amount has been paid.
e Partially Paid - Invoice amount reflects goods / services delivered.

e Not Paid - Invoice

| @ isupplier Portal: View Order Details

ORACLE’

| % v B v @ v Pagev Safety~ Tooks~ @

iSupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Accounts | Admin
Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >

Standard Purchase Order: 2307 , 0 (Total USD 1,203.28)

Cureency=15D Actions  View Payments - Expoﬁ
Order Information
General Terms and Conditions Summary

~ Total 1,203.28 |

Total 1,203.28 Payment Terms Net 30 Received 1,203.28

Supplier Carrier UPS Invoiced 1,203.28
FOB Destination Payment Status Paid
Supplier Site Freight Terms PP & Add
Address Shipping Control
Buyer Sinnema, Mr. Ethan Cedric Ship-To Address
Order Date 19-Apr-2012 17:11:35 .
Description Location Pirie Academy
Status  Closed Address 650 East 85th Street

Note to Supplier
Operating Unit
Sourcing Document
Supplier Order Number
Attachments

Note

PO Details

CPS Business Group

None

Chicago, IL 60619
Bill-To Address

Location Accounts Payable
Address 125 South Clark Street
Chicago, IL 60603

Revised on 5/1/2017
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Schools 03 - View Receipts, Invoices and Payments

Step Action
1. Click on the Actions drop down list.
2. Select the View Payments from the list item.

|‘-.-'iew Fayments |

3. Click the Go button.

The “payment status” column indicates whether the payment has been made or not.

| @ isupplier Portal: View Invoices | ‘ o v [ @# v Pagev Safetyv Toolsv @

X Find: | receipts | Previous Next |[7] Options ~

ORACLE iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences
Home | Orders | Shipments | Accounts | Admin

View Invoices | View Payments -

Orders: Purchase Orders > View Order Details >

Invoices for Standard Purchase Order: 2336

| Export |
Invoice |Invoice Date ~ Type Currency\Amount DueStatus On Hold Payment Status Due Date Pay t PON Receipt] Attach t
75801128 17-May-2012 Standard USD 381.55 381.55 Approved Not Paid 16-JUN-2012 2336 U

Return to View Order Details

Home Orders Shipments Accounts Admin Home Logout Preferences

Privacy Statement

Copyright () 2006, Oracle. All rights reserved
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