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The Supplier Self-Service portal creates a higher level of connectivity for an integrated flow
of information between CMSD and our Suppliers.
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Supplier Self Service Portal Overview

The CMSD Supplier Self Service Portal is a free internet accessible Workday enabled
self-service tool that allows suppliers to directly access their information during the
“procure-to-pay” lifecycle. The portal is available to all CMSD approved suppliers who are
registered to use the service.

The Supplier Self Service portal offers the ability to:

Self-register through an external website

Receive newly issued purchase orders

View purchase orders

Access payment and remittance advice information

Maintain master data such as contact information, addresses, and bank accounts.
Create invoices (coming soon)

Upload catalogs (coming soon)

In addition to the benefits above, the portal is available 24/7 and provides real-time access
to invoice and purchase order information.

Effective, August 2018, CMSD will require all approved Suppliers to register and
use the Supplier Self Service portal to conduct business with CMSD.

If you are approved and registered, you should have received your login credentials. If
you are registered and have not received your login credentials, please contact us at
SupplierSelfService @clevelandmetroschools.org.

To get answers to our most frequently asked questions (FAQs) and review our Supplier
Self Service Fact Sheet, visit our Supplier Self Service web page at
http://clevelandmetroschools.org/Domain/120. Select Supplier Self Service from the
menu on the left.
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Supplier Self Service Web Site

Website address: http://clevelandmetroschools.orq/Paqge/13414

PROCUREMENT /

Welcome to the Cleveland Metropolitan School District (CMSD) Supplier Self

PURCHASING Service Web Page.

Procurement / Purchasing

The supplier Self-Service portal creates a higher level of connectivity for an integrated flow
Bid Process of information between CMSD and our Suppliers.

supplier self service

— J—:'J e
.

Swrvicu Fortasl

This secure self-service tool affers you the ability to:

Self-register through an external website,

View purchaze ordars.

Acoess payment and remittance aduice Information.
Pwirstain master dete such ss contact information,
acldrasses, and bark accouwnts.

Create invoices {coming soon).

Upload catalogs jcoming soan).

Powow e

STARTHERE ¥
Existing supplier only New Supplier only
Update Contect Information Register &s a Mew Supplier (Coming Soon)
Supplier S=lf-Service Portal

Terms of Use & Disclaimer
CMED Supplier Fact Sheet

Frequently Asked Questions
Supplier Self Service Frequently Asked Questions

[=Hi=H=]

Contact us:

e
& SupplierSelfService@clevelandmetroschools.ord

G FI5.82E.0410

Page 4 of 60 Version: Revl


http://clevelandmetroschools.org/Page/13414

SCHOOL DISTRICT

A CLEVELAND
"\:53% METROPOLITAN

Supplier Self Service Portal Login Page

You may access the Self Service Portal using the link in the email from CMSD.

4 username

a

a
i password

(C

—

Welcome to a brand new 'Workday' at CMSD.

ourh  fnance,purchasing and payrol systems and) b I streamiiing work
many softwaresystems into one place

h your g Youh: P you h ki availzble M-F. 6 AM - 8 PM. Call 216-835-
0440,

Jable

Toensure yourpay willbe accurate. please comy ! st day you use Workdey. If you need a reminder of how to compl s
Workdsy@CMSD websi Page/o

1. Verify and comect (if necessary) your personal cy contact.
2 Verify and updte (f necessary) your direct deposit snd withholding information.
3. Check your time off i s (these will be in hours). For Ve 1216-838-0440.

Thank you fo your support to ensure a successful ranition to Workday:

Status

Supplier Self Service Portal Home Page

it
=] o B

Inbox Contact and POs and Catalogs Invoices and
Banking Payments.

Inbox

1item
Setlement Account Change for Frey Scientific - created by test test on 07/02/2018
3 07/042018

3 daye) ago - Due 07/0

ot Inbox
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Bookmark a Webpage

Follow the steps below to bookmark the Supplier Self Service webpage and the CMSD Supplier
Portal login page.

INSTRUCTIONS

NOTE: To bookmark a webpage, make sure you are on the open webpage

e Click IZI in the upper right corner of the screen. Scroll down and click Bookmarks.

o Click Bookmark this page to display the Edit Bookmark box (see below)

Edlit Doakmark

Jo Boscdorrarics. b - _

e Type the name of the webpage you want to bookmark next to name

e Click the ¥ on the right of Folder and click Bookmark Bar or select a folder you’ve created

e If you chose Bookmark Bar, the bookmarked page will appear on the same row as

25 Aees | orin your designated folder.

e |f you have many items on your Bookmark Bar, you may need to scroll right using the

in the top right of the screen.
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Self Service Portal Tools

Perform document search

Notifications to take action

Configure the page you’re viewing or refresh
information

Filter information on the report

Select Column preference for report

Create/expand/collapse chart

Displays additional actions/details

Scroll left or right

Scroll up or down

Inbox

Page 7 of 60
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Return to the homepage

Preference menu/sign out option

Return toggle to normal view

Toggle to full screen view

Print document

Export to Excel

=]

Configure/view chart

b 1

] e
= =

Search menu options

Accept the transaction or entry and proceed to the
next step

Save the current entries to allow updates later
Save for Later

Cancel the transaction or entry
Cancel
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Inbox Application

Purpose: The purpose of this Application is to enable suppliers to receive
Workday messages, actions items and view archived transactions that
have been completed within the Inbox.

How to Access: The inbox can be accessed from the Workday homepage.
Audience: CMSD Approved Suppliers
Helpful Hints: You will need to be registered as a CMSD Supplier and have access

credentials in order to log in to the Supplier Portal.

Procedure: Complete the following steps to understand the use of the Inbox
application and the different Dashboards.

The homepage offers three ways to access the inbox.

1. On the bottom of the left side of the screen. Messages can be accessed by clicking

Go to Inbox

2. On the right side of the screen under Applications&.

3. On the top right side of the screen .

These options are shown on the next page.

% |

Welcome, S-004706 / test test
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The inbox on the left side of the screen will show the 3 most current messages. These
messages are designed to alert you that action is needed on pending transactions. See below.

Inbox

1 item
Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/...
9 second(s) ago - Due 06/24/2018

_ Goto Inbox

Click to review pending items. As shown in the next illustration, Action and Archive
items will be displayed. To view the details, click the Action or Archive tab.

G Qe f e

Actions (1) Archive

Revise Supplier Contact Information Change W &

Viewing: All v | sonByNewest v
6 minute(s) ago - Due 06/24/2018

Contact Information Change for Quality Ribbons &

Supplies Co. - created by Test Test on 06/22/2018

Sent Back by Elyzer Nieves

6 minute(s) ago - Due 06/24/2018

All contact changes will be pending until approved by CMSD Supplier Administrator.
Pending Contact Information Change  Contact Information Change for Quality Ribbens & Supplies Co. - created by Test Test on 06/22/2018
Status Draft
Contact Information Attachments
Phone

Delete

Country Phone Code # X United States of America =
+1)

Phone Number #| (216) 5796201

Helpful Hint: You can also use the or icons to open the Inbox page below.
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Once the Inbox page is open you will see 2 tabs:

Actiong (1) aArchree

Tab Description

Actions Displays incomplete business process tasks, approvals, and To Dos in chronological
order.

Archive Displays business process tasks and actions completed. The system default
displays tasks and actions for the last 30 days. To see additional items, follow the
steps listed under Archive Tab on page 13.

Actions Tab

Once there is pending action you are now ready to review what action is required. In the next
example we see that a previous change request has been sent back in the red box.

Contact Information Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/22/2018

Sent Back by Elyzer Nieves
25 minute(s) ago - Due 06/24/2018

On the right side scroll down the page to review the comments from the Approver. These
comments will identify actions you will need to take.

Page 11 of 60 Version: Revl
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‘Viewing: All v | SortBy Newest

Contact Infermation Change for Quality Ribbons & Web Address
Supplies Co. - created by Test Test on 06/22/2018

Sent Back by Elyzer Nieves W Add

25 minute(s) ago - Due 06/24/2018

Q enter your comment

View Comments (1)

whudsom-impl / William Hudson on behalf of
Elyzer Nieves (C00060)[C]
Send Back Reason: Inbox Material

Task Actions

Task Actions Description

If the icon Save for Later is selected, it will save the changes
Save for Later and they can be picked up at a later time to complete all the
pending edits and submit for approval at a later time.

If the icon Cancel is selected, you will go back to the menu

Cancel . .
screen without saving any data.

If the icon Submit is selected, it will trigger the actual

changes for the Supplier Administrator to review, update,

approve or cancel the corresponding change request.

Once a process has been submitted you can press Done to
go back to the Inbox.
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Success! Event submitted
Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018  sctions

25 minute(s) ago - Due 06/24/2018

Up Next Do Another
Supplier Administrator Change Supplier Contact Information

Approval by Supplier Administrator
Due Date 06/24/2018

@ Details and Process

For Quality Ribbons & Supplies Co
Overall Process  Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018
Overall Status In Progress
Due Date 06/24/2018
Prtaile Drannnn
Click to return to the inbox.

Once you have taken action on any messages, your Inbox Application will clear out showing
that you don’t have any pending actions. You have the option to see all transactions on the
Archive Tab (details below).

Helpful Hint: Submitting a transaction will come back with the final status from the approver
that could be: Denied, Sent Back for update or Approved.

Archive Tab

On the Archive Tab below you will see the review history of all the actions that have been taken
within your Inbox.

The Archive tab displays completed action items for 30 days from the initiated request date. To
view archived items older than 30 days, perform the following steps: Click the down arrow and
select “View More Processes”. When the “View More Processes” screen is displayed, enter the
“Start Date” and “End Date”, and then click OK.
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w Q Search

# a

Alternate Name Change for Quality Ribbons &

4 day(s) ago - Successfully Completed

4 day(s) ago - Successfully Completed

06/11/2018 for $14.37
7 day(s) ago - In Progress: Multiple Parties

Supplies Co. - created by Test Test on 06/18/2018

Settlement Account Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/18/2018

Supplier Invoice: Quality Ribbans & Supplies Co. on

View Event
Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018 (sciens

Actions (0) Archive
Sort By: Newest v v
From Last 30 Days

13 minute(s) ago - In Progress: Multiple Parties

Contact Information Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/22/2018

13 minute(s) ago - In Progress: Multiple Parties

For Quality Ribbons & Supplies Co.
Overall Process
Overall Status  In Frogress
Due Date 06/24/2018

Calendars InUse  Consecutive Days (No Calendars Selected)

Details Process

Contact Information Change Event  Contact Information Change for Quality Ribbons & Supplies Co.

Contact Information Change for Quality Ribbans & Supplies Co. - created by Test Test on 06/22/2018

.- created by Test Test on 06/22/2018

=
o |

Notifications

Notifications are used to keep you informed of activity related to your account. These are

typically items that you need to know about but don’t require action.

Notifications icon

&

The circle will disappear once the notification is selected.

In the example below, the

was selected. Unread notifications will have a circle @ next to them.

~

W Q search

Notifications

Viewing: All v || sonby Newest

From Last 30 Days

Alternate Name Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/18/2018
This business process was Completed on 06/18/2018
4day(s) ago

Settlement Account Change for Quality Ribbons &
Supplies Co. - ereated by Test Test on 06/18/2018
This business process was Completed on 06/18/2018

4day(s) ago

Settlement Account Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/11/2018
This business process was Canceled on 06/12/2018.
10day(s) ago

Alternate Name Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/11/2018
This business process was Canceled on 06/12/2018
10 day(s) ago

Edit Workday Account: Test Test

Edit Workday Account - Successfully Completed

10 day(s) ago

Edit Workday Account: Test Test

06/18/2018

O G- -

Details  Altemate Name Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/18/2018

Alternate Name Change for Quality Ribbons & Supplies Co. - created by Test Test on

# =

=2
o]
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Contact and Banking Application

Purpose: The purpose of this Application is to enable suppliers to maintain or view
their supplier data, such as addresses and settlement banking
information, and to submit their own updates.

How to Go to the CMSD supplier portal home page, select the Contact and
Access: Banking icon under the Applications section.
Audience: CMSD Approved Suppliers

Helpful Hints: You will need to be registered as a supplier contact and need to have
access credentials in order to log in to the Supplier Portal.

Procedure: Complete the following steps to understand the use of the Application
and the different Dashboards.

Once you log in to the supplier portal you will see the next home page where you will be able to
apply different actions by selecting specific Applications like: Inbox, Contact and Banking,
Invoices and Payments, and PO’s and Catalogs.

Welcome, S-004706 / test test

@] Announcements E{“\} Applications

Supplier Self-Service Web page

S & &

ctand PO and Catalogs
Banking

Invoices and
Payments

Supplier FAQ Link
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Contact and Banking Application

Contact and

To access the Contact and Banking application click the! ®™™ icon. Once selected a new
dashboard page will open.

w Q Ssearch Q =)
< Contact and Banking &
Change View

Change Contact Information Contact Information

Change Settlement Bank Accounts Settlement Bank Accounts

Change Alternate Names Alternate Names

Manage Attachments

The dashboard is divided into two sections:

Change will allow you to maintain and update your company information. An internal approval
process will be triggered if you initiate and submit a change of information.

Task Description

Change Supplier Contact Information | Submit new and updated supplier contact information
for review and approval.

Change Supplier Settlement Bank Submit new, and updated supplier settlement bank
Account accounts for review and approval.
Change Supplier Alternate Name Submit new and updated supplier alternate names for

review and approval.
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Upload multiple type of files related to the information
provided.

The second option View will just allow the supplier contact user to see the existing data on

“view mode”.

Change

Task Actions for Change Request:

Below you will find the list of task actions possible and a brief description on what each action
will trigger within a change request.

Task Actions

Description

Before any change can be made a confirmation message
will pop up and will need to be confirmed to start the draft
Change by selecting the OK icon.

Delete

If the Delete box is checked, the existing record type where
selected will be deleted once the transaction is fully
approved once submitted.

Add

If the Ilcon Add is selected, it will open up a new section
based on the selection type to include a new record to the
supplier data.

Remove

If the lcon Remove is selected, it will remove the record you
just inserted by selecting the Add action above.

Save for Later

If the Icon Save for Later is selected, it will save the changes
and they can be picked up at a later time to complete all the
pending edits and submit for approval at a later time.

Page 17 of 60 Version: Revl
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If the Icon Cancel is selected, it will just take you back to the

Cancel . .
menu screen without saving any data.

If the Icon Submit is selected, it will trigger the actual

changes for the Supplier Administrator to review, update,
approve or cancel the corresponding change request.

Change Contact Information

Change Contact Information

Select the icon below you will find what information can be updated

with this task.

1. Phone
Phone
Delete
Country Phone Code * X United States of America =
(+1)
Phone Number * | (216) 579-6201
Phene Extension
Phone Device * | Landline v
Type * Business
Primary
Use For X Billing =
Visibility Public
Comments TSTO1
4
Field Required/Optional
Country Phone Code Required
Phone Number Required
Phone Extension Optional

Page 18 of 60 Version: Revl



CLEVELAND
METROPOLITAN

SCHOOL DISTRICT

Phone Device Required

Type Business (Default)

Primary At least one must be Primary
Use For Billing

Remit To (See helpful hint below)

Shipping
Visibility Required
Comments Optional

Helpful Hint: If the remit to address is to be used as the primary business/contact address, you
only need to complete the remit-to address section it will serve as the address for all instances

Address
Address

Delete

Helpful Hint: Please DO NOT remove old addresses. CMSD has opted to retain all account
history. If your address has changed, please Add the new address with a new effective date.
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Field Required/Optional

Effective Date Required

Country Required

Address Line 1 Required

Address Line 2 Optional

City Required

State Required

Postal Code Required

County Optional

Type Business (Default)

Primary At least one must be Primary we suggest
selecting the most effective dated one.

Use For Select one or all that apply

Visibility Required

Comments Optional

Page 20 of 60 Version: Revl
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Emalil
Email
Visibility = ’u‘t;
Field Required/Optional
Email Address Required
Type Business (Default)
Primary At least one must be Primary
Use For Select one or all that apply
Visibility Required
Comments Optional

Instant Messenger

Instant Messenger

Visibility ! Public

Comments.
Field Required/Optional
User Name Required
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Provider Required
Type Business (Default)
Primary At least one must be Primary
Use For (empty)
Visibility Required
Comments Optional
Web Address
Web Address
- me
Field Required/Optional
URL Address Required
Type Business (Default)
Primary At least one must be Primary
Use For Select one or all that apply
Visibility Required
Comments Optional
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Change Settlement Bank Accounts

Change Settlement Bank Accounts

Select the icon below you will find what information can be added or updated
with this task.

W Q seach or =

Change Settlement Bank Account
Change Event  Settlement Account Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/18/2018 Status  Drasft

Supplier  Quality Fibbons & Supplies Co.

Settlement Bank Accounts  Attachments
Settlement Bank Accounts E I.1
“Account Information Account Dtails Intsrmediary Bank Accounts

We are going to select the "~ icon in order to insert a Settlement Bank Account.

Settlement Account Information

*Account Information

Account Nickname

Account Type *
Checking

Savings

Supplier Connection Payment Types

Payment Types

For Supplier Connections Only

Inactive

Field Required/Optional

Account Nickname Required
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Account Type

One required

Supplier Connection Payment Types

Do Not Use

Payment Types

Select one or all that apply

For Supplier Connections Only Box

Do Not Use

Settlement Account Details

Account Details

Country *

Bank Name

Branch Code

Branch Name

Bank Code

Account Number

Check Digit

Name On Account

Roll Number

IBAN

Page 24 of 60
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Bank Identification Code
Bank Instructions

Field Required/Optional
Country Required

Bank Name Required

Branch Code Optional

Branch Name Optional

Bank Code Required

Account Number Required

Check Digit Optional

Name on Account Optional

Roll Number Optional

IBAN Optional

Bank Identification Code Optional

Bank Instructions Optional

Change Alternate Names

Change Alternate Names

Select the icon below you will find what information can be updated with this
task.
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Selectthe icon in order to insert a new Alternate Name.
'i:_,‘ Name * - ‘
Field Required/Optional
Name Required
Usage Select 1099 MISC Recipient and any other that

may apply

Manage Attachments

Select the icon

Manage Attachments

below you will find what information can be updated with this

task.

W Q Search

Manage Attachments

Supplier  Quality Ribbons & Supplies Co.

Attt
Uploaded by Test Test

Comment

Upload
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You will only have the ability to use the upload task to include additional attachments by selecting the

icon which will open your local file location to allow you to select the files you want to upload.

@ Open

Qrganize ~

7 Quick access
[&] OneDrive

[ This PC
B 3D Objects
Desktop
Documents
- Downloads
D Music
[&] Pictures
§ videos
5 WindowsT_05 (C:)

55‘ Lenovo_Recovery ((

¥ Network
o <

New folder

« < 4 4 > ThisPC » Downloads

Name

) folioxml_s_hyatt17733746

x
v & Search Downloads »
- m @
Date - Type Size

6/7/2018 10:09 AM Adobe Acrobat D... 26 KH

File name: | "Enter Time Send Back Alert 55_0" "OriginalDataWithErrors (6)" "CMSD Sandbox_Put_Job_Profile"' ~|  All Files

Open Cancel

Once selected, click Open and the file will show on the Manage Attachments page along with a brief

description of the file...

W Q Search

Manage Attachments

Supplier  Quality Ribbons & Supplies Co.

folioxml_s_hyatt197733746.pdf

PDF
Comment [ Bank Info or W ]
Atft.txt
Uploaded by Test Test
Comment

Upload
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If necessary, you may add more files by repeating the Manage Attachment steps.
View

Contact Information

Contact Information

Select the icon below you will find what information can be viewed with this
task.

Contact Information

[ S——— P Tou — -

Settlement Bank Accounts

Settlement Bank Accounts

Select the icon below you will find what information can be viewed with this
task.

w Q seseh L, =)
Settlement Bank Accounts E &
Settlement Bank Account 1 er E: 5 m W

For Supplier
Account Nickname Bank Name Account Type Account Number - Suppler Connection Payment Types Payment Types Connections  Prenote Status Inactive
Only
Example Boft Checking w890 Direct Deposit it Narne No -
EFT EFT b4

(]
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Alternate Names
. Alternate Names . . . . . . .
Select the icon below you will find what information can be viewed with this
task.
w Qs ¥ 8

Alternate Names

Primary Name Alternate Names 1 iter E=m0

Primaryame  Quaity Risbons & Supplies Co Name Usage

Usage test] 1099 MISC Recipient

Integration Name Mztching

Purchase Order Name

0 More[4)
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Invoices and Payments Application

Purpose: To provide instructions for viewing and searching most recent invoices and
payments.
How to Access: Log into the Supplier Self Service Portal and click Invoices & Payments on

your under the Applications section of the home page.

Audience: CMSD Approved Suppliers
Helpful Hints: Clicking on the blue text on any screen will return additional information.
Procedure: Follow the steps below to view and search invoices and payments.

Invoices and Payments

Invoices and Payments can be accessed from your Supplier Self Service Portal home page. This
application allows you to view the details for most recent payments and most recent invoices.

@ Announcements

Supplier Self-Service Web page —_—

Supplier FAQ Link
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Most Recent Payments

Most Recent Payments details include payment amount, payment date, transaction reference, and the
number of invoices included in the payment while

Most Recent Payments &

Payment Transaction -
P — Currency Payment Date Invoices

Payment View Refarence

Supplier Payment View _ 17.82 USD 02/23/2018 1 2
Contract & Commercial

Customer Id: 1065558DET:

02/23/2018

Supplier Payment _ View 356.76 USD 02/08/2018 1009967 5 -
Contract & Commercial (Check)
Customer Id: 1065558DET:

02/08/2018

Supplier Payment View 909.78 USD 02/01/2018 1009593 3
Contract & Commercial (Check)
Customer Id: 1065558DET:

02/01/2018

Supplier Payment: View 11.78 USD 01/25/2018 1009125 1
Contract & Commercial (Check)
Customer Id: 1065558DET:

01/25/2018

W \icy; \iore Details..

Clicking View More Details (in blue above) in the bottom left corner of Most Recent Payments will allow
you to perform detailed searches using the selection fields below. This option allows customized
searches to fit your needs.
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Find Payments for Supplier Contact

Payment Date On or After MM /DD /YYYY [

Payment Date On or Before MM /DD /YYYY [

Payment Types

Indicates availability of a search menu.
== c..carch options in the table below.

Payment Status

Payment Currency

Payment Amount Equal To a

Payment Amount Greater Than a

Payment Amount Less Than a

Supplier Reference Number

Transaction Reference

Search menu options:

Selection Options Options

Payment Types Cash, Check, Credit Card, Debit Card, Direct Debit, Direct Deposit, EFT,
Manual, Wire

Payment Status Approved, Awaiting Payment Acknowledgement, Awaiting Settlement,
Canceled, Complete, Draft, Escheated, In Progress, Payment Received,
Rejected, Returned, Stopped, Unapplied

Payment Currency Generally USD but other currency selections are available

Clicking View in the second column of the Most Recent Payments table returns payment details for each
invoice included in the payment. The example below is the results of clicking View for the payment in the
amount of $356.76 which includes five invoices.
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View Payment for Supplier Contact

Supglier Payment  Suppler Paymen: Stapies Coraract & Commercial Customer I 1063538DET- 02/09/2018 Swius  Compleiz  Reconciliaion Status  Unreconcied
+ Payment Infarmatinn ~ Payment Detail
Company Bank Account ey Bark - Acoounts Payabie Checking 3688
Payee er It 10655S8DET Payment Type
Eaymen Date Transsction Reference 1009967
Payment Amoutt 35
Cumrency uso
Memo
Imvaice Invuice Date Suppler's ivoice Number Invsice Amount Discount Due Date: Invaice Due Date Discount Taken Payment Amount
a 000 -
q 0m
19.01) 0o 19.0
Q 243 0.0 243
q 2/ ato7Ine 1 07218 0.0 e
b

CE = 0l @3 _ _
Report features found in the top right of the report table allows you to
export to Excel, filter data, create graphs, view/edit grid preferences, and toggle to full

As shown below, additional invoice details can be obtained by placing the cursor to the right of

the magnifying glass and clicking on the yellow Twinkie (" ). A pop-up window will display
additional details.
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View Payment for Supplier Contact

i

o @

Supplier
v P43
Actions x % y 9 .

Comgany Supplier Invoice Supplier Invoice: INV-10029128 B e dccouns Py

Paee | Favorte

Payment Iovoice Numbet  INV-10029128  Stus  Approved  MatchSwtus  Matched  PaymentStatus  Paig

Payment
v Invoice Information v Invoice Reference Information

Currency

Memo Company Payment Terms

s Supplier ET  Supplier Document Received Bil = ﬂﬂn m ;.1
Currency Suppliers Invoice Number 336119818

Invoice ice Due Date Discount Taken Payment Amount
Invoice Dvte Memo Cievelond M5 Ogral A

b Oue Date o

Q Inetcompany Iivoice Amount 0,00 0172018 7596

qQ TotalInvoice Amount % ' 017208 00 570

View Supplier Invoice

Supplierimoice  Q

v Invoice Information

Invoice Number  INV-

10029128 Status  Approved

v Terms and Taxes

Company Cleveland Metropalitan Scheol District Payment Terms  Net 30

Supplier Staples Contract & Commercial Customer I 1065558 Due Dite 2401

Cumency 0 Reference Type

Invoice Date /0208 Reference Number (e

Invoice Received Date  (ermpe Tax Opsion

TotalInvoice Amownt 775 Default Tax Cade

Line Total Amount
Suppler

Company e tem Description rem Related Purchase hem Pusthase Order Line
ientifier

Vewopaiitan Schoo item 42535 PO-10006050-Line 5
border Trim

Spend Category Ship-To Address Ship-To Cantact Quantit
$195C Other Genera Supplies 1.
»

v Invoice Reference Information

Ship-To Address. E Suite 1800 Cleveland, OH 44114 United

Supplers Imoice Number 3361198718

B k@,

Line item detail can be displayed by clicking directly on the blue text under Purchase Order
Line (see above). The results are shown below.
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View Goods Order Line B &
Boods Order Line QU
s
Puchuse 0ies 0
suppi stoees . 106559DET
tem
SPANCHeGOY  $195C Coher Genera Supsles
Tox Applcabity
Tax code
Tax Recoverability
ousnany
Bundie
.
o
veosid
swigTo Comact
Recclpta  lnvuicen
Receipts. B =l @S
eceipt Quanity Received Received UM Guaniiy Ondered UOM
REC 0020296 for PO-10004050 [ [
Toat

Most Recent Invoices

This report provides the list of your most recent invoices. Details for most recent invoices
include invoice: number, amount, due date, status and payment status.

Most Recent Invoices
rvoios Supplier Referance Humber Total lnvaice Amcunt | Cusnency Do Dixbe Irvoice Stafus Fayment Stahs
INW-10035972 TESTOOT 791 | UsD 07172018 In Progress Unpaid
INW-10035377 Qoo | sk (2172018 Canceled
INv-10035378 S360334953 1782 | UsD (2172018 Epproved Paid
INW-10035586 J360761420 B0Z1E | USD =Rl &pproved Paid
INv-10035588 J360761428 1919 | U=D (2 W20 E Epproved Paid
INW-10035611 S36TT0TE (31%.00) | LD =Rl &pproved Paid
INW-10035364 S36E197014 3193 | U=D (R0 E Epproved Paid
INv-10035365 Z3EE1ET01E 243 Usn =Tl B Epproved Paid
[Nv-10035368 SAEE1ET0IE 7498 | U=p [0 Epproved Lnpaid
[Wv-a0034z28 ZabEITEA4T 11073 | LD [i=Tiplpin b Epproved Faid

[ View Mare D-'.".ails].

i

To see the details related to a given invoice, click on the invoice number (in blue text) in the
column titled Invoice. A sample of the results is shown below.
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View Supplier Invoice

Supplier Invoice @ invoice Number  INV-10035970  Stams  Draft
v Invoice Information v Terms and Taxes v Invoice Reference Information
Company Cleveland Metropoitan Schaol District PaymentTems ~ Net3) Ship-To Address 11711 Superior Avenue E Suite 1800 Cleveland, 0H 44114 Urited States of
Supplier Office Depot - Acct. 10736088 Due Date 07ame o
Supplier's Imvoioz Number 6578836
Cumrency usD Reference Type
Imivice Date 06172018 Reference Humber  (mpsy
Ivoice Received Date  (empry Tax Option
Total Invaice Amount 30,00 Defalit Tax Code

Line Total Amount 00

BE=ilkd.
- Supplier
Company fiem o hem Line Spend Category Ship-To Address ‘Ship-To Contact Quantity Unit of Measure
Descrigon
Identifier
Cleveland Metrapolitan School Delivery P0-0503821-Line 1 5125C Office Supplies 1 Each -
District Charge
{ ]

To review the line item details, click the blue text under Purchase Order Line. See example
below.

View Goods Order Line o B

Receipts B = oo @ S

Receipt QuaoTy Received Raceived UOM Quantty  Oraared UoM

If you don’t see the invoice you want, click View More Details on the bottom left of the report to
open the Find Invoices for Supplier Contract box. This feature allows you to search for
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invoices based on due dates, invoice number, supplier reference number, and invoice or
payment status.

w::‘-' r &

Find Invoices for Supplier Contact

ieaicn B Birte On ot Aer

Cancel

Enter your search criteria and click I:I to continue the search or to discontinue
the search. Not all fields are required to complete a search. You can customize the search
based on your needs.

Search menu options:

Selection Criteria Options

Invoice Status Approved, Canceled, Denied, Draft, Incomplete, In Progress

Payment Status Paid, Partially Paid, Unpaid

Find Purchase Orders
This feature allows you to search for a purchase order based on date or purchase order

number. To perform a search enter the date range or purchase order number and click |:|

to continue or to stop the search.
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Find Purchase Orders for Supplier Contact

e L
Bocumrn Cuse O or Betore M0

Purchass drder

Below is an example of the results for a search based on date.

To view the purchase order details, click the purchase order number (in blue text). Below is an
example of the results.
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View Purchase Order

Puschase Order  PO-10003650 PONmmber  FO-10009650
~ Summary ~ Contact Information

Company Clevelana Metopaitzn Schaci D Issue Option L e

DocumentDate  02/05/2018 Buyer Lymcoiye Barks (S11385)

Supslier Buyer Email Lyncoiye Parks @iy hools.0rg

Poymem Terms 8il-To Contact Lymcoiye Barks (S11385)

DuzDate empt 8il-To ComastDetail  Lyncoiya Parks (S01363)

Cumrency uso Bill-To Contact Email

Total Amount

5l

g Adress.

Requisition Type  Beguiar

Ship-To Contact L Mendoza

Ship-To Contact Detal
Ship-To Contact Email

Shipping Address

Hems. 1 7er B ok
Gonds Supplier

orter Line em and Category hem Tox Recoverabisty Quantity cost Delivery Relention  Prepaia  Ship-To Adare
Line Mensifier

fem Tax Appiicability Osersd Uit of Messare Due Date
2 - OH £4113 Ui
2 Each N
america
Lead Time
Received
tem Deseription Tax Code 2
DENTM) M11H Retum Program Biack
omer Cartridge
Imvoiced
N Extended Amount
Spend Category 307.36
5125C Dffice Supphes
4 3

Page 39 of 60 Version: Revl



CLEVELAND
METROPOLITAN

SCHOOL DISTRICT

POs and Catalogs Application

Purpose: To provide instructions for viewing and searching most recent invoices
and payments.

How to Access: Log into the Supplier Self Service Portal and click POs and Catalogs
under the Applications section of the home page.

Audience: CMSD Approved Suppliers
Helpful Hints: Clicking on the blue text on any screen will return additional information.
Procedure: Follow the steps below to view and search PO and catalog items.

Welcome, S-004706 / test test

R p— ‘
Supplier Self- /eb page —_—
o o ) Cont: 'O d

Supplier FAQ Link

The POs and Catalogs application allows you to view your most recent purchase orders, view
uninvoiced POs, and find purchase orders. Details include purchase order status, date, and
amount, number of invoiced and partially invoiced POs, and amount of uninvoiced POs.
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@ Uninvoiced POs oy & Purchase Order

40 66

Partially Invoiced Uninvoiced

ssued

63,708.25

View More Details.

Viewing information for POs and Catalogs is very similar to viewing information for Invoices and
Payments.

Most Recent Purchase Orders
To view a purchase order, click the PO number in the first column.

Most Recent Purchase Orders o)
- Purchase Order Document Date Status Amgunt
PO-10009968 0214/2018 Issued 700471
PO-10009906 02/09/2018 Issued 127.09
PO-10009947 02/09/2018 Issued 89.78
PO-10009911 02/09/2018 Issued 356.89
PO-10009901 02/09/2018 Issued 118.09
PO-10009890 02/08/2018 Issued 508.71
PO-10009876 02/08/2018 Issued 172.47
PC-10009833 02/08/2018 Issued 431.40
PO-10009850 02/08/2018 Issued 135.70
PO-10009851 02/08/2018 Issued 113.95
- View More Details..
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A sample report is shown below.

~ Contact Information

o ssue Opii L
B o
. Buyer Ems u imetraschool
Bil-To Comact o
8 To Comtact Deall
Bil-To Camtact Email u -
Billing Adcress

Ship-Te

g T
Ship-Te
smippi -
liems Bl Folo@ S
oy opiie
Orger Line nem ana Category nem Tax Tax Recoverabinty Quaemity con Detivery Retennon  Prepmd SNip-To Acdre
Line entif
Q rem 14710 Tax Applicasiiny orger e 3575 Wes
2 oM 44111 Un

Amenca

eeeeeeee

If the purchase order you seek is not listed, click View More Details to launch the search box.
To search box below should appear. You may search by date or by PO number.

W Qe F &

Find Purchase Orders for Supplier Contact

Decurent Dui On or Alter
Decursant Dutw CmorBafore W/ D0V

Parchass Orar

Cancel

To perform a search, enter your search criteria and click |:|to continue or to stop the
search.

Helpful Hint: You must make sure to enter the correct date range when searching for a
specific purchase order, otherwise you will not get results.
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Below is an example of the search criteria for PO 10009560. Please note the date fields have
been populated with a date range that coincides with the purchase order date.

W Q Search J; El
Find Purchase Orders for Supplier Contact
Document Date On or After /011208
Document Date Onor Before ~ 02./02/2018 [

Purchase Onder

Following is the result. Click the PO number (in blue) to see the details.

w Q Search [ul &l

¢ Purchase Orders B a8

B,

Purchase Order Document Date Status Amount

PO-10009560 02022018 Issued

Following is a sample of the report you will see. You can scroll up and down (right side of the
report) or left and right (bottom of the report) to view the full report. You can also export to
Excel.
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View Purchase Order

Purchase Order P

POMNumber  PO-10009560

~ Summary
Company
Document Date
Supplier

Payment Terms

Due Date
Cumency usD
Total Amount

Requisibon Type  Requiar

~ Contact Information

Issue Option

Buyer

Buyer Emai

BaHTo Contact

B3To Contact Detail
BE-To Contact Email
Baling Address
Ship-To Contact B
ShipTo ContactDetal B

Ship-To Contact Email

Shipping Agéress 5310 ica
ttems B =@
Goads Supples
Order Line. e and Category fem T Tax Recoverabilty Quantity Cost Deivery Beenton  Prepaid Ship-To Addre
Line demiier
a T hem HIE16T ax Applicabilty Ordered Uit of Measure Due Dat
1 ach
Lead Ten
Receives
Tax Cod . Urit Cost
invoiced
Spend Categary
ST1SC Classroom Suppses
a 2 ftem =t Tax Applicability Ordered Uit of Measure Due Date Hi_’;l“
: America
Leag Tme
Receives

XML &t

«
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E &

Uninvoiced POs

This feature allows you to view partially invoiced POs and uninvoiced POs while providing the
uninvoiced amount. Clicking on any of the blue text allows you to: view details, export to Excel,

or export to a PDF.

Uninvoiced POs

14

Partially Invoiced

Currency usD

7,758.59

Uninvoiced Amount

7

Uninvoiced
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To illustrate this functionality, we will use the Partially Invoiced field. The example below
shows the menu options for Uninvoiced Amount and the resulting reports that are generated.

Uninvoiced POs 46}

1 4 View Details 7

mmm) Partially Invoi| Exportto Excel (All Columns) [ yinyoiced
Export to PDF

/,758.59

Uninvoiced Amount

Currency  USD

Helpful Hint: While the menu options are different (View Details, Export to Excel, Export to a
PDF) for Partially Invoiced, the resulting reports will return the same information (PO#,
document date, status, uninvoiced amount, and currency).

Sample Results: View Details

As shown in the upper right corner of the following report, tools are available to allow you to
customize the report to fit your needs. Options include print, export to excel, filter, and create
graphs.

View Details

To view the details, click any of the blue fields as shown above to pull up the menu. Click View
Details on the menu to display the detailed report (see example on the next page).
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Purchase Order Document Date Status Uninvoiced Amount Currency
PO-0524094 05/10/2017 Issued 36.99 uso
PO-052475% 05/16/2017 Issued 2998 usD
PO-0525142 05/18/2017 Issued 55994 usD
PO-0525153 05/18/2017 Issued 7215 usD
PO-0526126 05/25/2017 Issued 221219 uso
PO-0526342 05/26/2017 Issued 61470 uso
PO-0527988 05/31/2017 Issued 1,79990 usD
PO-10001647 08/16/2017 Issued 20.99 usD
PO-10002020 08/24/2017 Issued 3596 usD
PO-10005646 11/02/2017 Issued 1374 uso
PO-10006050 11/13/2017 Issued 12630 usD
PO-10007939 12/21/2017 Issued 271.00 usD
PO-10009064 01/25/2018 Issued 2329 usD
PO-10009393 01/31/2018 Issued 396.61 uso

Export to Excel

OE

To export a file to Excel, click the icon in the upper right corner of the data table (see
above) or click Export to Excel (All Columns) as shown on the previous page. The Excel file will
appear in the bottom left corner of the screen. Double click the file to open it.

Sample Results: Export to Excel

If you want to edit the Excel file, click once the file has downloaded. See example
on the next page.
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= i Details_View (1) [Protected View] - Fxcel

File Home  Insert  Pagelayout Formulas Data  Review View  Templates 'H' Tell me what you want to do...

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

B32 - fe

» A B C D E
1 Purchase Order Document Date Status Uninvoiced Amount Currency
2 |P0-0524004 5/10/2017 Issued 36.99 USD

é 3 |P0O-0524759 5/16/2017 Issued 29.98 USD

© | 4 PO-0525142 5/18/2017 Issued 559.94 USD

E 5 |PO-0525153 5/18/2017 Issued 7215 USD

Y | 6 |[PO-0526126 5/25/2017 Issued 221219 USD

E 7 |P0-0526342 5/26/2017 Issued 614.70 USD

© | 8 |PO-0527988 5/31/2017 Issued 1,799.90 USD

Q | 9 |PO-10001647 8/16/2017 Issued 20.99 USD

v | 10 |PO-10002020 8/24/2017 Issued 35.96 USD

’_E_ 11 |PO-10005646 11/2/2017 Issued 13.74 USD

£ | 12 |PO-10006050 11/13/2017 Issued 126.30 USD

'_; 13 |P0O-10007939 12/21/2017 Issued 271.00 USD

E 14 |P0O-10009064 1/25/2018 Issued 23.29 USD

v | 15 PO-10009393 1/31/2018 Issued 396.61 USD

Export to PDF

If you prefer to export the Partially Invoiced POs to a PDF file, choose the Export to PDF option.

Uninvoiced POs b2eh

1 4 View Details 7

— Partially Invei| E¥port to Excel (All Columns) | yinyvoiced
Export to PDF

7,758.59

Uninvoiced Amount

Currency  USD

The resulting PDF report is shown on the next page.
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Details View 10:48 AM

06/20/2018

(‘ Page 1 of 1

——————
Purchase Order Document Date Status Uninvoiced Amount Currency

PO-0524094 05/10/2017 Issued 36.99 USD
PO-0524759 05/16/2017 Issued 29.98 USD
PO-0525142 05/18/2017 Issued 559.94 USD
PO-0525153 05/18/2017 Issued 72.15 USD
PO-0526126 05/25/2017 Issued 2,212.19 USD
PO-0526342 05/26/2017 Issued 614.70 USD
PO-0527988 05/31/2017 Issued 1,799.90 USD
PO-10001647 08/16/2017 Issued 20.99 USD
PO-10002020 08/24/2017 Issued 35.96 USD
PO-10005646 11/02/2017 Issued 13.74 USD
PO-10006050 11/13/2017 Issued 126.30 USD
PO-10007939 1212112017 Issued 271.00 USD
PO-10009064 01/25/2018 Issued 23.29 USD
|PO-10009393 01/31/2018 lssued 396.61 USD

Helpful Hint: The View Details, Export to Excel and Export to PDF menu options shown below
for Partially Invoiced, can also be used to display additional information for Uninvoiced and

Uninvoiced Amount.
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Uninvoiced POs b

1 4 View Details 7

Partially Invoi | Exportto Excel (All Columns) | ,inyoiced
Export to FDF

7,758.59

Uninvoiced Amount

Currency UsD

Purchase Orders

The Purchase Order option allows you to search for purchase orders by PO number and date.
To activate the search, click Find Purchase Orders.

(@ Purchase Order

Find Purchase Qrders

You will see the search criteria screen below. You can search by date range or by PO number.
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W Q= re

Find Purchase Orders for Supplier Contact

Dooumeet Do Cnr Befoe. /[

Bugchane rén

Cancal

Helpful Hint: If you search by PO number, be sure to enter a valid date range. If the date
range does not coincide with the date of the PO, your search by PO will fail.

Search by Date Range
To search by date, enter the dates for purchase orders you’d like to see. In the example below

we used the following dates.

Document Date On or After 02/01/2018 E

Document Date On or Before 02/09/2018 E

Docament DateOner Al 02/01/2013

Docament Date OnorBefere  02/08/2018 F

Punchase (rdes
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to stop the search. Clicking I:I returned the results

below. We see two POs that were issued within the specified period.

¢ Purchase Orders

Purchase Order

To view the purchase order details, click the Po number. We clicked the first PO on the list to

generate the report below.
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View Purchase Order E 6
Purchase Order  PO-10009697 PONumber  PO-10009637
v Summary v Contact Information
Company Issue Option -
Document Date  {; Buper
Custom Buyer Emal

BillTo Contact:

Due Date. e BillTo Contact Detai
Cumency USo BillTo Contact Ema

Billng Addess

ShipTo Contact

Ship-To Contact Detai

Ship-To Contact Email

Shipping Addvess
=k
ems EFhk@d,
Goods
Order Line. e and Category T TaxRecoveabiy Quantty Cost Defvry Retwion  Pregad  ShipToAddess ShigToContact
Lne
. hem Tax Applicabiity Ordered Unit of Measure: Due Date
24 Time
ecsied
TaxCode * Usit Cost
fvoiced
f Extended Amcnt
8%
S 2 em Tax Applicabiity Ordered Unit of Measure DueDate: ik
Lead Tene
Received
Tax Code ) Unit Cost
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Search by Purchase Order

To reiterate, a search by purchase order requires both the purchase order number and a valid
date range. If you choose a purchase order that was issued before or after the date range you
enter, the search will not return valid results. Following are three search examples and the
results.
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Search by Purchase Order Number Only

In this example we use a valid PO number but did not change the default date range.

W Q s Li B

Find Purchase Orders for Supplier Contact

Document Date On or Afer 05/20/2018

Cn| | C»

Documsat Date Onor Before WML/ DD /YYYY

cancel

While the PO number was valid, the date range was not (05/20/2018-MM/DD/YYYY). As a
result, the purchase order search failed (see below).

¢ Purchase Orders

EThE,

Purchizs Orer Vesion Document Dzt St Hmount

Search for a Specific PO within a Specific Date Range

In this example we will perform a search using a valid PO number (PO-10009651) and a valid
date range (02/01/2018 — 02/10/2018).
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Find Purchase Orders for Supplier Contact
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Because we used a valid search criteria, the purchase order search returned the PO we were
looking for (see below).

W (V= Q @
¢ Purchase Orders EB
EThES
Purchase Onder Document Date. Status Amomt
o508 ssued &
i }

Clicking the PO number (in blue) allows us to view the PO details (see below).
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Search by Date Range Only

In most cases, date range searches are used for “open” searches. Open searches are used to
identify all open purchase orders for a specific period of time. In this case, the date range used
for the search will be: 02/01/2018-02/15/2018.

Find Purchase Orders for Supplier Contact

DocumentDate Oncr b (02/01/2018 |5

Dozument Date nor Befre | (11

Purthase Order

Cancel
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The search by date range (02/01/2018-02/15/2018) returned the results below.

Furchase (rder Decument Date Sttus Amourt
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