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Overview

In effort to enhance the billing, invoice and payment inquiry experience, BGIS is providing
its suppliers and service providers with the BGIS Oracle Cloud Supplier Portal.

This web based portal enables transparency and timely information and can be used for:

=  Submitting invoices with a Purchase Order or Work order

= |nquiring on Invoices or Payment Status

=  Submitting a Credit Memo

= Managing Users of the portal

= Viewing Purchase Orders and Work Orders life cycle (Ordered, billed and
remaining balance)

The BGIS Oracle Cloud Supplier Portal cannot be used for:

=  Submiting invoices where no Work Order or Purchase Order was provided

® |nvoicing Purchase Orders and Work Orders which begin with PM, BUS, and TDU.

=  Updating your Company’s information in BGIS records (ex: Company name,
address, banking details)

Once you have been granted access to the BGIS Oracle Cloud Supplier Portal, you will
have visibility to all clients you are currently servicing for BGIS.

Please note: The BGIS Oracle Cloud supplier portal does not replace Avetta, which is used
for vendor compliance; nor RealSuite, the platform used to manage your work orders
with BGIS.
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Getting Started

Logging in to the Supplier Portal

The supplier portal can be accessed through https://egzp.fa.ca2.oraclecloud.com/ and is
optimized with the latests versions of Microsoft Edge or Chrome browsers.

Your User ID is the email address used when you requested access to the BGIS Oracle
Cloud Supplier portal.

If you are logging into the portal for the first time, please select Forgot Password and
follow the prompts to create your unique password.

Sign In
Oracle Applications Cloud

Company Single Sign-On

ar

(== |

Forgot Password

Sign In ‘

[English v

During the process of resetting your password (contingent that you have been given
access to the Oracle Cloud Supplier portal) you will receive an email notification to reset
your password.

If an email is not received, please contact BGIS Portal Support team at
portal.invoice@bgis.com for support.
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Setting Regional and Language Preferences

Once you have logged into the portal, please ensure to set up your General Preferences

as shown below.

From the home page main screen, select the Set Preference icon.

XX

Suppher Portal
poves_.~ w,
Followers
Markotplace Set Preferences Worldist

Preferences

General Preferences
Language

Accessibility Settings
Password

Proxies

Watchlist

Oracle WebCenter Portal

Under General preferences tab, select Regional option.

Enter your Region and Time Zone details as outlined below, then select Save and Close.

= ORACLE General Preferences: Regional
—
Territory Canada j
Preferences Date Format  dd/MMfyy (16/04/18) j
General Preferences
Time Format h:mm a (10:43 PM) j
e
Language
Accessibility Number Format -1 234.567j
Password
Proxies Currency Canadian Dollar j
Watchlist
Oracle WebCenter Portal
Time Zone (UTC-05:00) New York - Eastern Time (ET) j

| Save | Saveand Close | Cancel

The Region and Time will be updated and be your default setting during every login.

Please ensure your Date format remains as dd/mm/yy.
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Select the Language option. Enter your Language details then select Save and Close.

= ORACLE =

General Preferences: Language Save Cancel

Preferences

General Preferences Default American English j
Regional
g Current Session American Engllshj
Accessibility
Password
Proxies Display Name American English j
Watchlist

Oracle WebCenter Portal
Time Zone (UTC-05:00) New York - Eastern Time (ET) j

The Language will be updated and become your default setting going forward.

Ensure you log out and back in to Oracle Cloud Supplier portal to see the changes.

Reviewing your company’s profile

Select Manage Profile under Company Profile section as shown below.

Supplier Portal

Search Invoices v | Invoice Number | v

Tasks
Consigned Inventory

¢ Review Consumption Agvices
Invoices and Payments

e Creale Invoice

¢ Create Invoice Without PO

e View invoices

e View Payments

Company Profile

I e Manage Profile I
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Click on Organization Details to view details of your company and users.

You will be able to view but not update information listed in the highlighted tabs. Should
you have questions or updates regarding name changes, addresses, and/or tax id, please

contact SCA@bgis.com.

Payments: If you receive all your payments by Cheque from BGIS, please go to section
below “Setting up your account on EFT/ACH” and follow the steps to switch to EFT/ACH.

ICompany Profile @

Last Change Request 526007

Request Status  Processed

4 General
Company Supplier Portal Vendor
Supplier Number 10001

Supplier Type JANITORIAL

4 |dentification
D-U-N-S Number
Customer Number
SIC
4 Corporate Profile

Year Established
Mission Statement

Year Incorporated

4 Financial Profile

Organization Details "'a: Icsni\!\ersl | Addresses | Contacts |:a,.‘ma"'s| Business Classifications  Products and

Services

Requested By SV, Rieshanth

Request Date  2/7/22

Tax Organization Type Corporation

Status  Active

Attachments None

National Insurance Number

Corporate Web Site

Chief Executive Title
Chief Executive Name
Principal Title

Principal Name

Setting up your account on EFT/ACH

It is critical that you receive all your payments from BGIS as EFT only. If you receive your
payments by cheque, please email the EFT Concent Form to EFT@bgis.com.

2022
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Managing Users on the Portal

Creating Users on the Portal

Following from the section above, select the Contacts tab

Company Profile @

Last Change Request 526007

Request Status  Processed

Name

CONTACT2, TESTCONTACT

Organization Defails ~ Tax Identifiers  Addresses |Contacts| Paymenis Business Classificaions P

View v Fomatw  Status | Acive v | Ef s] Detach

SVP, Rieshanth

2122

AT JobTitle

Change Description

A Email &% Phone

TESTCONTACT@BGIS COM

Administrative
Contact

L] ]

Edit  Done

User Account  Status

Active

Below warning appears when Contact tab is selected. Select Yes to start creating a new

user.

Warning

POZ-2130390Making edits will create a change request for the profile. Do you want to continue?

%

e [0
Then, select the + icon to add a contact as shown below.
Contacts
Actions ¥ View v Fomat v / Status | Active v izt Detach
Name AT JobTitle AT Email AT Phone Adr(r;ill;;:;r;live User Account ~ Status

CONTACT2, TESTCONTACT

TESTCONTACT@BGIS.COM

o 9

Active

Please note there are two user types, Administrative Contact and User Account.

The Administrator user role’s access enables addition, inactivation and reactivation of

other users within your organization.

User Account provides access to submit and inquire invoice details as well as inquire

work order and purchase order information.

Multiple individuals can be set up with these profiles as required.

2022
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Create Contact

Salutation w
" First Name I I
Meddie Hame
* Last r.':nn::l l
Job Tithe
I Administraiive contact I

4 Contact Addresses

Actions w View w Format v B Detach

Address Hame Address
Mo data to display

Columns Hidden 5

4 User Account

Requast user account

Aclions w View w Formal w Detach

Role & ¥ Description

Mo data to display

Phone o~
Modile v
Fax -
El.-mnl I
Status active ~
Phone Address Purpose

Status

Create Another 0K Cancel

Select OK to complete the request. The New contact’s name is now added to the list of

contacts.

Warning: Once your Addition/Change is complete, always ensure to select Review
changes otherwise your profile will be locked. See section below “Unlocking Supplier
Profile” to unlock your account should this occur.

BGIS»

Edit Profile Change Request: 527009

Change Description

OP 8 ©-~

Delete Change Request | Review Changes | Save | SaveandCloss  Cancel

Changes which have just been made will be visible in this Review Changes section.

Once you have reviewed the changes that were applied and no further updates are

required, select Submit.

Review Changes

Edit  Submit

cancel

Note: The Submit icon will only be available after you click on Review Changes.

2022
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You will now receive a confirmation message that the profile change request was
submitted. No further action needed from your end; the request will be automatically
approved.

There is still the option to cancel the change request or edit it at this time before
selecting Done.

ORACLE P 9P e

Company Profile Cancel Change Request | Edit | Done

© There is a profile change request pending approval. You may edit to make additional changes.
Change Description
Last Change Request 12006 Requested By

Request Status  Pending Approval RequestDets 17/0418

Organization Details ~ Tax Identifiers ~ Addresses Contacts Payments @ Confirmation X
- Your profile change request 12006 was submitted for
View v Format w  Status Active j By Detacl| approval
Name 4 v Job] & 'hone Admini i User A t Status
Contact

The above message stating “There is a profile change request pending approval. You may
edit to make additional changes” appears, there will be no action required from your end
as it will be automatically approved. Select done to go back to previous page.

Inactiving Users on the Portal

Users who have not logged into to BGIS Oracle Cloud Supplier Portal within 6 months will
be automatically deactivated by BGIS.

However, should you need to deactivate a user, please complete the following steps:

From the Manage profile on your task menu. Select Contacts and then Select Edit.

Company Profile @ Done

Change
Description

Last Change Request 523007 Requested By SVP, Rieshanin

Request Status Processed RequestDate 2110722

¥ Organization Details ~ Tax Identifiers  Addresses | Contacts |Payments Business Classifications  Products and Services

Ve — Pt — Sbben | dasn 2| PR I Aatanh

Click on the contact that you would like to inactivate and from the Status field, click on
the drop-down menu and select Inactive.
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Edit Contact: ACCOUNTS RECEIVABLE1 x

Salutation Phone | | M || || || |

Mobile | | v || || |

[ [v] || |

Email | AR1@BGIS.COM |
Status | Active

+| Administrative contact

4 Contact Addresses

* First Name | ACCOUNTS

Middle Name |

* Last Name | RECEIVABLE1

Job Title |

Actions w View w Format w B im} Detach

Address Name Address Phone Address Purpose Status

Nao data to display.
Columns Hidden 5

4 User Account

Account Status

User Name AR1@BGIS.COM

Roles Data Access

Actions v View v Formatv ¥ B im'| Detach
Role & 7 Description
BGIS Supplier Accounts Receivables Specia... Custom role to manage invoices and payments for the supplier company. Primary tasks include submitting invoices as well as...
BGIS Supplier Portal PO Inguiry PQ Inguire only role for Supplier Portal

Supplier Self Service Administrator IManages the profile information for the supplier company. Primary tasks include updating supplier profile information and requ....

Once completed, please ensure to select Review Changes otherwise your profile will be
locked. If you account is locked, please review section “Unlocking Supplier Profile” to
unlock it.

Edit Profile Change Request: 529008 Delete Change Request | Review Changes Save  Saveand Close Cancel

Change Description

Contacts

Actions w View w Formatw o Status i=| Detach

Recently requested changes will only be visible in this Review Changes section. If the
changes are captured correctly, select Submit.

A confirmation message that the profile change request was submitted for approval will
pop up.
Select Ok and then Done.
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Profile change requests are approved by BGIS and no further action is required on your
end.

Review Changes Edit Cancel

Change Description

4 Contacts

View w Format w " Detach
Name &7 Job Title &av Email &7 FPhone Admn:z::tuve User Account  Status Details
] CONT, SARA ARIZEBGIS ] (] Aciive =
Columns Hidden 7
Company Profile @ Cancel Change Request Edit Done

© There is a profile change request pending approval. You may edit to make additional changes.

Last Change Request 541007 Requested By SVP, Rajpriya chenge Beserpien

Request Status  Pending Approval Request Date  3/3/22

& Confirmation x

Organization Details ~ Tax Identifiers  Addresses  Contacts  Payments B vour profile change request 541007 was submitted for approval

— oK

View w Format w  Status Actve v Oy Detach

Name &7 Job Title &7 Email &7 Phone Adrgi:ri;;r;tive User Account  Status
CONT, SARA AR12@BGIS [] [] Active
CONTRACTS, SARADA AR@BGIS.COM Active
FIVE, TEST AR10@BGIS.COM (] Active

There is still the option to cancel the change request or edit it at this time before
selecting Done.

You can click on Delete Change Request to undo the changes you made.

Edit Profile Change Request: 529008 ReviewChanges ~ Save Saveand Close  Cancel

Change Description

Contacts

Actions w View v Formatw == Status |.Act ve w | im' Detach

Reactivating Users that were previously inactive

Should you need to reactivate a user, the following will guide on the necessary steps:

From the Manage profile on your task menu. Select Contacts and then Select Edit

11|Page
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Company Profile @ Done

Change

Requested By SVF, Rieshanth Description

Last Change Request 522007

Request Status Processed RequestDate 2110722

Crganization Details  Tax |dentifiers  Addresses | Contacts |Payments Business Classifications  Products and Services

Vi — Fecant — Statn | desin oo | B2 I Patank

Click on the contact that you would like to re-activate and from the Status field, click on
the drop-down menu and select active.

Edit Contact: ACCOUNTS RECEIVABLE x
sattation | v | Phone | | .| i I| |

* First Name | ACGOUNTS Mobile. | | .| i |

Middle Name ‘ Fax | | - H H |

” Last Name ‘RECE VABLE Email |-\R2@SG\SCOV |

Job Title ‘ Status | Inactive » |
| Administrative contact Inactive Dat
4 Contact Addresses [ Active |
Actions w View w Format w B i} Detach
Address Name Address Phone Address Purpose Status

No data to display
Columns Hidden 5

4 User Account
Account Status  Inactive

User Name AR2@BGIS.COM

View w Format w imt Detach

Role & 7 Description
No data to display.

‘EH Cancel ‘

Once completed, please ensure to select Review Changes otherwise your profile will be
locked.

Edit Profile Change Request: 529008 Delete Change Request save Saveand Close Cancel

Change Description

Contacts

Attions v View w Formatw ok 4 status | Active | =] Detach

Recently requested changes only will be visible in this Review Changes section. If the
changes are captured correctly, select Submit. A confirmation message that the profile
change request was submitted for approval will pop up. Select Ok and then Done.
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You still have an option to cancel the change request or edit it at this point of time before
clicking on Done.

You can click on Delete Change Request to undo the changes you made

Edit Profile Change Request: 529008 Review Changes Save  Saveand Close Cancel

Change Description

Contacts

Actions w View w Formatw = Status | Active i=| Detach

Unlocking Supplier Profile

If draft changes are not completed by clicking Submit, then your profile will be locked.
When your profile is locked, no invoices can be submitted until the profile is unlocked.

If the “Delete Change Request” button is available in your company profile as shown
below, this confirms that your profile locked.

Edit Profile Change Request: 547007 Delete Change Request | ReviewChanges  Save  Saweand Close  Cancsl

To unlock your profile, you can either delete your change request by click “Delete Change
Request” or Reviewing Changes and submitting your change request. Once you have
completed that, your profile will be unlocked, and you can continue invoicing.

Receiving Notifications for returned invoices

Invoices not are not compliant with BGIS’s invoicing guidelines and requirements will be
returned. Common reasons are: incorrect bill to name, invalid invoice number (e.g.
special characters), incomplete information (e.g. service description) and approver
rejection.

All returned invoices will be communicated to the ACCOUNTS RECEIVABLE contact set up
in your company profile.

Please see below for instructions on setting up/updating the ACCOUNTS RECEIVABLE
contacts.
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Using the Add Contact feature add a designated ACCOUNTS RECEIVEABLE contact email
to the company profile.

Ensure the contact is marked as “ACCOUNTS” in the first name and “RECEIVABLE” in
the last name. Please ensure ACCOUNTS RECEIVABLE is entered exactly as shown in

capital letters.

Create Contact x
Salutation | v‘ Phone | ‘ v H H H ‘
* First Name |Accoum's Mobile | ‘ = H H ‘

* Last Name | RECEIVABLE Email | Test@tt.com |

Middle Name | | Fax | ‘ i H H ‘

Job Title | Status |Active V|

Administrative contact
4 Contact Addresses
Actions w View w Format w E. Detach

Address Name Address Phone Address Purpose Status
No data to display.

Columns Hidden 5

4 User Account

Request user account

Actions w View w Format w |« Detach

Please note Oracle Cloud Supplier Portal only allows for an email to be set up once. If
your email is to be also used as the notification email for invoice rejections, simply
change the User first name to ACCOUNTS and the last name to RECEIVABLE.
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Edit Contact: ACCOUNTS RECEIVABLE1

Salutation

I‘ First Name | ACCOUNTS

Middle Name |

Pone [ || | |
] wovie | [ v ]| | |
| x| ] I |

I * Last Name |RECEIVAEELE

Email |AR1@BGIS.COM |

Job Title |

| Status | Active

| Administrative contact
4 Contact Addresses

Actions w View v Format w

=

Address Name Address

Mo data to display.
Columns Hidden 5

4 User Account

Account Status

User Name

Roles Data Access
Actions w View v Formatw X B
Role @7

BGIS Supplier Accounts Receivables Specia
BGIS Supplier Portal PO Inguiry

Supplier Self Service Administrator

AR1@BGIS.COM

Freeze Wrap
Phone Address Purpose Status
Freeze Wrap
Description

Custom role to manage invoices and payments for the supplier company. Primary tasks include submitting invoices as well as
PO Inguire only role for Supplier Portal

Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and requ....

2022
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Submitting an invoice

Using the home page, select the Supplier Portal icon

A ™ 29 9O @ s
&
Shalini Nair Supplier Portal Social Getting Started

Share thoughts with your colleagues. L3
1 0 0 @ @
Conversations ~ Following Followers

Markotplace Sot Preferences Workisst
o Employee News
© MyFiags

Then select Create Invoice under Invoices and Payments section

ORACLE’

Supplier Portal

Search Invoices Vv | Invoice Number | Vv

Tasks
Consigned Inventory
o Review Consumption Advices

Invoices and Payments

o Create Invoice Without PO

Company Profile

* Manage Profie .

A new screen will open and enable you to input header level information relating to your
invoice. The following steps will guide the completion of these elements. Only the
highlighed sections will need to be populated.
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BGIS> AB 2 -
Create Invoice @ Invaice Actions w  Save  Save and Close Cancel
| * |dentifying PO - ‘ | Remit-to Bank Account | * Number |
Supplier Supplier Portal Vender Unique Remittance = o =
Identifier Date o te |
Taxpayer ID
Unique Remittance = .
Identifier Check Digit Type | Invoice 7 |
I‘ Supplier Site A4 ‘ | ! i
Description Currency
Address Payment
Attachments None == Currency
Supplier Tax Registration Number A ‘
Tax Control Amount
Customer

Entering invoice header information

e Using Identifying Purchase Order field, select or type the Purchase Order or Work
order number which you are submitting an invoice for. In Oracle Cloud, Work
Orders and Purchase Orders are referred to as Purchase Order.

Please note: Only approved Purchase Orders and Work Orders which have been
marked Invoiceable and Complete in RealSuite are available for invoicing.

e The Supplier site and corresponding address autopopulate from the Purchase
Order or Work Order. You will not be able to change the supplier paysite. Kindly
ensure you have submitted your EFT request form to ensure all your payments are
electronic as detailed in this guide.

e Using the Number field, enter the Invoice Number of your submission. Please note
the invoice number must be alphanumeric with no special characters or spaces
and all capital letters. (e.g. INV1234). If your invoice numbers contains “-” such as
INV-1234, please remove the “-” and enter it as INV1234. All invoices with non
alphanumeric characters will be rejected and sent back for revision.

o n

e Using the Date field, enter the Invoice Date which you are submitting. This is not
the invoice submission date, but is the date on the invoice copy.

Please note future dated invoices are not be accepted. Invoices are to be
submitted once the service has been completed.

e Using the Type field, Always keep as default Invoice unless you are submitting a
Credit Memao. In this case, please change the Type to Credit Memo.

e Using the Attachment field, select the + sign beside Attachments link.
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The screen below appears. Please keep the defaults as they appear on your screen:

The attachment Type should remain as the deafult selection File.

The Category should remain as the From Supplier.

Select Choose File to upload the invoice from a folder

Attachments

Actions v Vieww o X

Type Category * File Name or URL Title Description

I File » From Supplier * Choose File llo file chosen

L]

Rows Selected 1

OK
The invoice attachment will appear under File Name or URL tab and will auto populate
the Title with the same file name.
Select OK to proceed. The invoice copy is now attached.
18|Page
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Attachments

Actions w  View w + X

Type Category * File Name or URL

File = From Supplier ¥ J TESTINVOICE21 pdfl Update...

Rows Selected 1

Title

Description

If you uploaded the incorrect invoice copy and need to delete the attachment, simply

click on ‘X’ button.

A" 3D © 0 s

JORACLE"
ICreate Invoice Cancel
If your invoice covers multiple locations/building and need to include additional
documentation, this can also be attached in your submission.
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Matching line level details

Now that you have completed the invoice information above, you will need to match the
invoice to the corresponding lines on the Purchase Order or Work Order.

Click on Select and Add icon highlighted below

Customer

* Customer Taxpayer ID v Name

Address
Lines
View v + Cancel Line
Purchase Order Consumption Advice Availabl
“ Number “ Type Supplier Item Item Description Ship-to Location Tax Classification a:u:ﬁt;
“ Number “ Line “ Schedule  Number Line
No data to display.
Total

The lines of the Purchase Order or Work Order you had entered on the Create Invoice
screen will become available for matching:

e By clicking on the row, select the line which matches the item description, service
period, building ID and address you are invoicing.
e Then select Apply and OK to return to the main screen.

Select and Add: Purchase Orders

4 Search Advanced Saved Search v

** At least one is required

l ** purchase Order 6500 I & Consumption Advice

** Creation Date dd/mmlyy h-mm a

Search Results

View w i’ Detach

s

Purchase Order Consumption Advice Supplier Item

Number Item Description Ship-to Location Ordered

Number Schedule Number Line

[[ 50 1 TEST PO SHIP-TO 25,000.00 ]

1 ONHST SHIP-TO 3,250.00
1 TEST PO SHIP-TO 15,000.00

3 ABGST SHIP-TO 750.00

»
. g‘"“'
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Note: If the Purchase Order has multiple lines, use the search bar to narrow the line
selection for the invoice being matched.

Select and Add: Purchase Orders x

4 Search Advanced | Saved Search | ~ |

** Af least one is reguired

* Purchase Order | CATELOODDDO3 | - | ** Consumption Advice |

s

Creation Date | midfyy h:mm a E& |

| Search || Reset || Save... |

Search Results

View w im Detach | Select All |

— e ——
2| | | | | sicaton e |00
Purchase Order Consumption Advice s lier Ite Sh
N:Fr]npb:‘rr m Item Description to On
Number Line Schedule Number Line Lo
CATELDOOO. ..

Location A - Janitorail Service for the month of Oct 2021 C.

CATELDOOD... 2 Location A - Janitorial Service for the month of Nov 2021 O.

Lacation A - Snow Cleaning Service for the manth of (o]

CATELOODO... 4

CATELOOOO 3 1 ‘

Location A - Snow Cleaning Service for the monthof J...  ©.

»

| Apply || OK || Cancel |

The amount remaining on the selected line will appear under Amount. You will then type
the amount (pretax) being billed as per the invoice.

ltems

Vieww X [ calculate Tax

Purchase Order Consumption Advice Available
Supplier item Item Description Ship-to Location Quantity Quantity Unit Price UOM * Amount
* Number * Line * Schedule  Number Line
1 1 TESTPO SHIP-TO
Total 23,850.00

Please note the invoice amount cannot exceed the ordered or balance line amount. If the
amount entered exceeds the line amount, an error message prompt will appear.

oS © Error: The amount must be less than or
equal to the available purchase order
Vieww 3% [ Calculate Tax amount. (AP-810425)
The amount must be less than or equal to the
Purchase Order Consumption Advice available purchase order amount. (AP-810425)
Supplier item Item Description Ship-to Location * Amount
* Number * Line * Schedule  Number Line

Example format: #,##0.00;-#,##0.00

1 TEST PO SHIP-TO 130,000.00

23,850.00

Total
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Once the line is matched you cannot rematch that line again. If an update is required, the
line should be cancelled prior to matching again.

Canceling a Matched Line

Once a line is matched it can be cancelled by selecting the line you would like to cancel
and clicking cancel line.

Lines
vieww 4 ¥ [ | CancelLine
R R Purchase Order ‘Consumption Advice Available R
MNumber " Line Schedule  Mumber Line
5201366 1 Li ppil i_Star d PO Te - v 20,000.00
Total 20,000.00
Once the line is canceled, the fields will be greyed out and the amount will be SO.
Lines
vieww 4 X [ | Cancel Line
R R Purchase Order Consumption Advice Available R
Number " Type X o B . Supplier ltem Item Descriptior Ship.to Location Tax Classification Quantity Quantity Unit Price  UOM Amount
Number Line Schedule Number Line
Total 0.00
Note: If you are matching an invoice to a Contract Purchase Order, we recommend
submission of invoices by FMZ. To search the item line by FMZ, enter the FMZ in the
search bar.
Select and Add: Purchase Orders >
4 Search Advanced | Saved Search -
== At least one is required
** Purchase Order  5201364-31MAY21 - | =* Consumption Advice
** Creation Date m/d/yy hmm a Y
Search || Reset || Save...
Search Results
View w im Detach select All |
|
Consu
Purchase Order . .
Advice o) Item Description E“'P’E" Orderec
Nu ocation
Number Lir Sc Nu Lir
5201364-31MAY 21 1 1 FMZ:CNO*Line 1_Supplier Portal_Contract PO Test # ac 1,00
5201364-31MAY 21 2 1 FMZ:CNO~*Line 2_Supplier Portal_Contract PO Test #._. Qc 1,50...
5201364-321MAY 21 3 1 FMZ:CNO~*Line 3_Supplier Portal_Contract PO Test # Qc 2,00
5201364-321MAY 21 4 1 FMZ:CNO~*Line 4_Supplier Portal_Contract PO Test # Qc 250
5201364-31MAY 21 5 1 FMZ:CNO*Line 5_Supplier Portal_Contract PO Test # ac 1,00
5201364-31MAY 21 5] 1 FMZ:CNO*Line 6_Supplier Portal_Contract PO Test #._. Qc 1,50...
5201364-21MAY 21 7 1 FMZ:CNO*Line 7_Supplier Portal_Contract PO Test #._. Qc 2,00...
5201364-321MAY 21 2 1 FMZ:CNO~*Line 8_Supplier Portal_Contract PO Test # Qc 250
5201364-31MAY 21 =] 1 FMZ:CNO*Line 9_Supplier Portal_Contract PO Test # ac 1,00
5201364-31MAY 21 1...1 FMZ:CNO*Line 10_Supplier Portal_Contract PO Test ... Qc 1,50... -
:
| Apply || oK || cancel
22|Page
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Search Results

View w iz Detach | Select All |

rd ‘ [l%FMZ:CNo ]
Purchase Order gg:ﬂ Su Ship.t
Itel ltem Description L Ip-t_c Orderst
.  Nu ocation
Number Lin Sc Nu Lin
5201364-31MAY21 1 1 ‘ FMZ:CNO*Line 1_Supplier Portal_Contract PO Test#... QC 1,00...

Select the purchase order lines which match the item description, building ID and address
of the service you have provided. The select Apply and OK

Calculating Canadian Taxes

Once you have matched the lines, you will need to Calculate Tax on the invoice.

Select Calculate Tax from the Invoice Action button to populate the tax amounts.

Invoice Actons Save  Save and Close Submit Cancel
Calculate Tax JCH+AlL+X

s

Cancel Invoite

Delete Invoice

1

&

Taxes will auto populate based on the ship to location of the Purchase Order

Lines
Vewy < ¥ B | Cancel Line
{ o Advice Availab]
Supplier ltem Item Description Ship-to Location Tax Classification C\(’:fla:[it: Quantity Unit Price UOM * Amount
i Line
Location A- Janitorail Senvi... || on [«]|] [~ 10000
100.00
4
Summary Tax Lines
View w
Line " Regime * Tax Name Tax Jurisdiction “ Tax Status “ Rate Name Percentage Per Unit Amount
1 BGIS Canada Tax R ONHST ONHST-SALES ONHST SALES ONHST 13 13
Totals
Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
100.00 0.00 0.00 0.00 13.00 1300
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Note: HST, GST and QST should not be overwritten. However, PST can be updated as per
service applicability. If the invoice is submitted with incorrect taxes, it will be rejected for

resubmission.

To change the PST tax amount, update the tax percentage and then click on Calculate Tax
button one more time. The changes will be reapplied on the invoice total. Please note if
your invoices are tax exempt follow the same steps and zero out the tax percentage

Cancel Invoice

Delete Invoice

s

3

2022

Lines
viewe 4 X B | Cancel Line
n Advice Availabl
Supplier Item Item Description Ship-to Location Tax Classification (;::a:[i; Quantity Unit Price UOM * Amount
Line
Location A - Janiterail Servi... | BC ‘ v ‘ ‘ ‘ v ‘ 100.00
100.00
4
Summary Tax Lines
View w
Line * Regime Tax Name Tax Jurisdiction * Tax Status Rate Name Percentage Per Unit Amount
1 BGIS Canada Tax R... | BCGST BCGST-SALES BCGST-SALES BCGST 5 E
2 BCIS Canada Tax R... | BCPST BCPST BCPST BCPST 7 7
Summary Tax Lines
Wiew w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
1 BGIS Canada TaxR... BCGST BCGST-SALES BCGST-SALES BCGST 5 Example format: 5
B EHOHHE
2 BGISCanadaTaxR . BCPST BoPST BCPST ” BoPsT ‘ v I |‘ 0 ||
Invioice Achons Save Save and Close Submit Cancel
Calculake Tax | Clri+Alt+X
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Summary Tax Lines

View w
Line * Regime * Tax Name Tax Jurisdiction ~ Tax Status ” Rate Name Percentage Per Unit Amount

1 BGIS Canada TaxR... BCGST BCGST-SALES BCGST-SALES BCGST 5

BCPST BCPST BCPST | v

2 BGIS CanadaTaxR... BCPST

Totals
Invoice Amount

ltems Freight Miscellaneous Inclusive Tax Exclusive Tax
100.0 0.00 0.00 0.00 5.00 105.00
Retainage Due
0.00 105.00

Calculating US Taxes

If you are submitting a US Invoice, please follow the same steps under Submitting an
invoice section. The notable difference is once the tax is populated after using Calculate
Tax, you will need to update the tax amount to the total tax amount referenced on your

invoice.

Invoice Actons w Save Save and Close Submit Cancel

Calculate Tax | Cri-AltX

M

Delefe Invoice ta

Cancel Invoice

Invoice Actions w  Save  Saveand Close  Submit  Cancel

Remit to Bank Account | v * Number

Create Invoice @
1234TEST

1 e ‘

Identifying PO USRSt

Supplier  Supplier Portal Vendor Unique Remitance | oo [
Taxpayer ID Identifier
. - Unigue Remittance 7‘ Type Invoice
Supplier Site  RSC-OM- Identifier Check Digit Invoice
USD - US Dollar

| Currency

Address 12345 New York, NEW YORK, NY 12345 Description
‘— SoymertUSD -US Dolar
Supplier Tax Registration Number | v Attachments  None =
Tax Control Amount |
Customer
Customer Taxpayer ID  51-1765195 Name McKinstry FMS LLC
Address
Lines
venw 4 ¥ B ‘ Cancel Line
n Advice Avallabl
Supplier Item Item Description Ship-to Location Tax Classification E;’j;:[i; Quantity Unit Price UOM * Amount
Line
Location A - Janitorail Servi ‘us SHPTO | w ‘ v | 2,000.00
2,000.00
«

[Summary Tax Lines

View w
Line " Regime * Tax Name Tax Jurisdiction * Tax Status. * Rate Name Percentage | gyample format Amount
R R
1] B

1 SBXREGIME US US VENDOR TAX USVENDOR TAX  US VENDOR TAX |US\’ENDOR vl ‘

B
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Once you confirmed the details of your invoice, Select Submit.

Lreate Invoice

i cons v [ [Savemmacosn P

identifying PO 650" * Number TEST30AUG19

Remit.fo Bank Account v
8GIS TEST SUPPLIER
*Date 8302019 %

Type Invoice

ATH AVENUE, MARKHAI ON CANADA

Supplier Tax Registration Number v

After submission, a confirmation message appears that the invoice is submitted.

Once invoice is submitted you cannot cancel or edit the entry including attachments.
Should you need to cancel or make updates to the invoice, please contact us at
portal.invoice@bgis.com.

If your invoice is not ready to be submitted and requires revision, select Cancel to delete
the invoice entry or click Save and Close to save as a draft entry and return for revision
and submission.

If you have additional invoices to submit select Create Another. Otherwise, select Done
to return to the previous screen.

Number

Date

Type

Invoice Currency
Payment Currency

Description

Printable Page

TESTINVOICET
08/04/19

Invoice

CAD

CAD

CLEANING APRIL 2019

Attachments TESTINVOICET1 pdf

Create Another

Done

2022
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Frieght and Miscellaneous Charges

If you have charges such as freight and other miscellaneous expense which are not
reflected as part of the Purchase Order or Work Order, do not add them using Freight
and Miscellaneous options. Please contact the Manager who engaged your service for
support to update the Purchase Order or Work order accordingly prior to invoice
submission.

Both Freight and Miscellaneous are marked as DO NOT USE and use of these types will
result in rejection of your invoice.

Lines

View v 4 =
Purchase Order Consumption Advice

* Number * Type Supplier ltem Item Description $hip-to Location Tax Classification
* N *Line * Schedule  Number Line

1 Do Not Use - Freight v| v v

Tot

Available

Quantity Quantity u

Exception Purchase Orders that include a tax line

Most of the Purchase Orders issued by BGIS are pretax. However, there are few
exceptions where the tax is included as a line on the Purchase Order. In these cases,
please match the invoice and tax to the Purchase Order lines accordingly and ensure you
zero out the calculated tax amount.

P Search Advanced | Saved Search | Match Invoice Lines v
View v 5F E " Detach
s
Match Line Purchase Order Receif g, ne -
Item Description to by
Quantity Unit Price * Amount Number Line Sc Nu Lir Lo Da
P48 - SKPST 3 1 S. 2
P48 - SKGST 1 S. 1
P49 - PRE TAX CONTRACT TOTAL 7 1 S 3
P49 - SKGST 8 1 S. 1
P49 - SKPST 9 1 S. 1
Total 0.00
27|Page
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Matching a Credit Memo to a Purchase Order

Select Create Invoice under Invoices and Payments tab and proceed to enter all the fields

highlighted below.

ORACLE’

Supplier Portal

Search Invoices | v | Invoice Number | v

Tasks

Consigned Inventory

* Review Consumption Advices

Invoices and Payments

Company Profile

* Manage Profie

All the details remain the same as described in section Submitting an invoice except for

Type.

Ensure to select Credit Memo under Type (highlighted in blue).

Create Invoice @

*lidentifying PO

Supplier Supplier Portal Vendor

Taxpayer ID

Invoice Actions w  Save

Save and Close

Cancel

r Supplier Site |

Address

| A4 ‘l Remit-to Bank Account |* Number | ‘ |

Unique Remittance ‘ ‘ | — ‘ ‘
Identifier Date u

Unigue Remittance 7' - | N ‘

| ‘ Identifier Check Digit Type | Invoice v

ol Invoi ,7———_—
| Description ‘ ‘ urrenc! ecilmerm %
ayment | IMVOICE

|Attachments None == I

Supplier Tax Registration Number |

ainage release

urrency [ Ret

|V‘

Tax Control Amount ‘

Click on Select and Add icon highlighted below

Remit-to Bank Account
Unique Remittance Identifier
Unique Remittance identifier Check Digit

Supplier Tax Registration Number

Customer

Items

S

Purchase Order Consumption Advice

* Number  *Line * Schedule  Number Line

Summary Tax Lines

Supplier Item

v

Ship-to Location

Description  Testing for E2E

Attachments 27696 b

Available
Quantity

Quantity Unit Price UOM * Amount

00g

The Purchase Order you have entered on the Create Invoice screen appears

automatically.

2022
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Select the Purchase Order lines you are providing a credit for, then select Apply and OK.

4 Search

** Purchase Order US000003

** Creation Date

Search Results
View v '+ Detach

Item Description  Ship-to Location

i
US000003 }1 | US SHP-TO

1S000003 2 1 US SHP-TO

Supplier Item tem Description Ship-to Location Quantity  UnitPrice UOM * Amount
*Number " Line * Schedule  Number Line Quantity
US000003 1 1 Line one US SHIP-TO
Total -120.00
‘Summary Tax Lines
View v
Line * Regime " TaxName Tax Jurisdiction " Tax Status * Rate Name Percentage Per Unit Amount
Ho data to display.
Shipping and Handling Totals
-
* Charge Type * Amount Description

T T Freight 000
< Miscellaneous 000
Tax 000

Inveice Amount 120,00

Once the matching is complete, you can edit this matched amount as per the credit note

Then calculate taxes as shown in the Calculating Taxes section and select Submit once
you have reviewed your details.

Note: If you are submitting a Credit Memo for a Purchase Order or Work Order which
have been closed, please send your Credit Memo to portal.invoice @bgis.com with the
following details and we will process on your behalf.

e Purchase Order or Work Order number the credit is for
e Building/Service details to ensure we apply the credit to the right location
e Amount to be credited
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Invoice and Payment Inquiry

You can now review the status of your invoices and payment details at your own
convenience.

Select the Supplier Portal icon from the Home Page and Navigate to View Invoices

Supplier Portal

Search Order Number

Tasks

Orders

+ Manage Orders

+ Manage Schedules

+ Acknowledge Schedules in Spreadsheet
Invoices and Payments

+ Create Invoice

+ View Invoices

+ View Payments

Company Profile

+ Manage Profile

Invoice Inquiry

Enter the Invoice number in the Invoice Number field or the partial invoice number. All
the invoices which start with this number will be populated. For example, if your invoices
start with 710, you can enter 710% under invoice number field to get a full listing of all
invoices starting with 710. This can act as your statement of account with BGIS.

The status of each invoice will appear under Invoice Status header field.

o — Ecuay = . ppTerToTT:

[ OIS T T TS OIS TITg ST =TT =i e ~— e g
i M@ v Page¥ Safety v Toolsv @~

+ 21 BGIS Outlook Web App £ RealSuite O SCOTIABANK - OM Project... [ Suggested Sit v |[@|Suggested Sites (9) v M| Suggested Sites (9) v BN~

View Invoices Done

4 Search Advanced Saved Search All Invoices j

** At least one is required

** Invoice Number : TESTINVOI| x Consumption Advice
** Supplier v Invoice Status j
Supplier Site v Paid Status ﬂ

** Purchase Order Payment Number

Search  Reset Save...

Search Results
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Search Results
view v 8 L7 Detach

Invoice Number g‘; Type

TESTINVOICE51CREDIT 1... Credit...
TESTINVOICE81CREDIT 1... Credit...
TESTINVOICE91CREDIT 1... Credit...
TESTINVOICE1 1... Standard
TESTINVOICE1112 0... Standard
TESTINVOICE10 0... Standard
TESTINVOICE1111 0... Standard
TESTINVOICE21 0... Standard

Purchase
Order

Supplier

BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER
BGIS TEST SUPPLIER

BGIS TEST SUPPLIER

Supplier Site

XX-MA-11....

XX-MA-11...

-XX-MA-11...

KX-MA-11....

XX-MA-11...

XX-MA-11...

XX-MA-11...

-XX-MA-11...

Unpaid
Amount

-1,243.00 CAD

-282.50 CAD

-282.50 CAD

1,680.00 CAD

0.00 CAD

1,130.00 CAD

1,100.00 CAD

1,130.00 CAD

-1,243.00 CAD;

Invoice| Invoice
Amount| Status

-282.50 CAD|
-282.50 CAD
1,680.00 CAD|
0.00 CAD
1,130.00 CAD| On hold
1,100.00 CAD

1,130.00 CAD

Payi|
Num

If you do not see Invoice Status on the header, you can add it by navigating to View drop

down, select Columns and then Select Invoice Status. This is a onetime setup addition.
Going forward Invoice Status will be visible in your search

Search Results

-:’TE

About This Record

Columns

Detach

Sort

Reorder Columns...

TESTINVOICE10

TESTINVOICE1111

TESTINVOICE21

TESTINVOICE22

TESTINVOICE51

i=" Detach

|
o Type

Show All

Payment Number

Paid Status

Invoice Status I

Invoice Amount
Unpaid Amount
Supplier Site
Supplier

Due Date

Purchase Order

2022
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Description of Invoice Statuses

In process - Invoices that were submitted but not yet reviewed by BGIS AP. Our cycle
time for reviewing submitted invoices is up to 10 days from submission date

Approved - Invoices that were approved by the Manager and either paid or waiting to be
paid as per payment terms.

You can Check for the payment information after the due date of the invoice by
reviewing the attachments of the invoice. All the details of the payment will be

available in the attachment.
If there are multiple invoices paid on the same payment number a comment will
display as shown in the screenshot below.
If only one invoice is paid, the comment section will be blank.

Invoice: TESTJAN22
Business Unit BLJC-TELUS-OU
Legal Entity Name BLJC-TELUS-LE
Supplier or Party Supplier Portal Vendor
Supplier Site  TEL-OM-ED-12345
ATAIBSS 275105 CANADA

1001721

Invoice Date

Lines Payments

ltems
View v  Ey iz Detach
Line Amount Description

150.00 Location A - Janitorail Servi..

Summary Tax Lines

View w

12345 Edmonion, EDMONTON
AT)A

Invoice Amount 169.50 CAD

169.50 CAD

Unpaid Amount
Payment Currency CAD

Tax Control Amount

Done

Invoice Type Standard

Description

S e bt LT
v ESTJAN22_20005248 txi
Attachment Payment_TESTJAN22_ 20005248 txf more

Quantij

J Payment_TESTJAN22_20005248 (2).txt - Notepad

= B i

File Edit Format View Help

[
01/04/2022 6:10:50 AM

Invoice Number: TESTJAN22
ICheck Number: 20005248
ICheck Date: 2022-01-04
jAmount paid: $169.50

ayment Method: EFT

CUTTeEncy. LAY .
Payee Name: Supplier Portal Vendor
Payer: BLJC-TEL-OU

omment: er Invoices have

€een pal

- 101 STREET,EDMONTON,TGE 5C6, CA

w1 e same Paymen umber

Incomplete - Invoices that were entered and saved as draft but have not been submitted
yet. Warning: Please review these invoices and either submit or cancel them at your end
depending on the required action. Invoices should not remain in Incomplete status

beyond 5 business days.

2022
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4 Search Advanced | Saved Seasch -

Aovice
X . '
= a sutes v
Soarch || Roset | Save.
arch Re
Owtach
Invoice Number  PVO®  Type Puechase  Supplier Supplier Site Unpeid Amoant Invoice Amount lvoice Status e Commants

On hold - These invoices are on exception and require collaboration with other
departments to validate the data before processing. For further detail of invoice on hold,
click on the On-Hold hyper link under Invoice Status header. No action required from
your end.

Rejected - These are invoices that were processed already, and PM did not approve
them. These will be cancelled, and vendor will be notified.

Cancelled -Invoices that were cancelled due to incorrect submission or manager rejected
the invoice. The reason for cancellation will be attached under Attachments section.
Based on the cancellation reason, you will need to resubmit the invoice once it is
corrected. Please ensure when submitting a revised invoice to use a distinct invoice
number which is different from the original rejected submission. The revised invoices
must be submitted with the original invoice number including “REV”as suffix.

Invoices with Cancelled status contain an attachment that describes the reason of invoice
cancelation. You can review the rejection reason and resubmit accordingly.

Invoice:[TESTINVOICE1112 8 CuivonikmiDoarkosds o0 5 Mm  + O Sewd =

ook Wb Arp @ ReatSuite G D - g P Sty bk @

Date: 13042019 32144 PM
From: veodoenotificataon’® bgis com
Subject: RETURNED INVOICE FACTURE RENVOYEESTESTINVOICE 1112
Supplier Sae 14 BGIS TEST SUPPLIER
wrna To:
NLIS A Cez var Cloud Test

vice Date  OWOVIR

Please DO NOT REPLY. This Is an automated notification.
IMPORTANT NOTICE
Unes . Invoice®: TESTINVOICEL112

Attention: Supplier Biling Department
Items
Please be advised that BGIS Is unable to process the above referenced iwoice due to the
vewe [3 Cotach fellowing

Work Order s not In “Complete” o t S minsets
Work Order status s not in “Complete” status, Please update the work order status in RealSulte. Psumption Tax Deter

Line Amount Descripticn Kindly review and make the necessary corrections. Once corrected, please resubmit your invoke
with the required information immediately to avoid further processing delays. Please contactthe | ¥ Ume  Shipdo Location
LI Faciity Manager who engaged your service if you have any questions.
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Payment Inquiry

e You can check for the payment information after the due date of the invoice by
reviewing the attachments of the invoice. All the details of the payment will be
available in the attachment including payment method.

e |[f there are multiple invoices paid on the same payment number a comment will
display as shown in the screen below.

e [fonly oneinvoice is paid, the comment section will be blank.

BGIS#
Invoice: TESTJAN22

Business Unit BLJC-TELUS-OU

Legal Entity Name BLJC-TELUS-LE

Address

Invoice Date 10,

Lines Payments

ltems

View v Ev Iz Detach

Line Amount Description

Summary Tax Lines

View w

Supplier or Party  Supplier Portal Vendor

Supplier Site  TEL-OM-ED-12345

150.00 Location A - Janitorail Servi

Invoice Amount  169.50 CAD

Unpaid Amount 169.50 CAD
Payment Currency CAD

Tax Control Amount

Done

Invoice Type Standard

Description

o ESTJAN22 20005243 txt {1
Attachment Fayment_TESTJAN22_20005243.txt more...)

Quantij

j Payment_TESTJAN22_20005248 (2).txt - Notepad

== X

File Edit Format View Help

[
01/04/2022 6:10:50 AM

Invoice Number: TESTJAN22
ICheck Number: 20005248
ICheck Date: 2022-01-04
jAmount paid: $169.50

-4505 - 101 STREET,EDMONTON,T6E 5C6, CA

ayment Method: EFT

LUTrTrency . CAU
Payee Name: Supplier Portal Vendor
Payer: BLIJC-TEL-OU

omment: Other Invoilces have been paild with the same FaymenE Number |

2022
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Work Order and Purchase Order Inquiry

Select the Supplier Portal icon from the Home Page and Navigate to Manage Orders

BGIS> T - B
Supplier Portal

o
Using the search criteria, you can narrow down or expand on the results.
Manage Orders @ Done

Headers  Schedules

4 Search | Advanced || Manage Watchlist | Saved Search |AII Crders ~

Sold-to Legal Entity | | v | Order ‘ |

Billto B | ~| status | v |

| Search ‘ Reset H Save... |

Supplier Sile| | v | Include Closed Documents ‘ No w ‘

Search Results

Using the Order field, enter Work Order or Purchase Order you are inquiring on

From the Status field — you can select the status of the order you are searching for. Refer
to the following section for Status descriptions:

Closed for Receiving — Work Order or Purchase Order is available for invoicing.

Canceled — Work Order or Purchase has been canceled. Please contact the Manager who
engaged your service if any questions.

Closed & Finally Closed — Work Order or Purchase Order is closed and is not available for
billing.
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Pending Change/Approval — Purchase Order requires approval in Cloud/Change order in
progress. Please wait for status to update to Closed for Receiving for invoice submission.

Once search criteria are inputted, select Search.

A list of all applicable Purchase Orders and Work Orders will appear under Search Results.

= BGIS#

Overview Manage Orders X

Manage Orders @

Headers Schedules

b Search
Search Results
Actions v | View v ‘ Format v 77 E z | Detach
y
Order Ordered Cu Status Life Cycle Creation Date
705 1,000.00 CA Closed for Receiving 5126121
708 500.00 CA Closed for Receiving b S126121
708 500.00 CA Closed for Receiving H siz26iz21
707 1,000.00 CA Closed for Receiving &’ 5i26/21
T13 500.00 US! Closed for Receiving LM 5126/21
714 500.00 US Closed for Receiving HiM 526121
715 500.00 US Closed for Receiving L 5/26121
<

You can review more details relating to the order by clicking on the Order Number. If a
Purchase Order contains many lines, all lines will be visible.
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L
Atons v Vieww Fomsty 31 [§ Detach
Adduional Information
Line:: o Owciedon Dewtiy HOM Pce  Prce  Ordered Staus ) ENTERCUENT ENTERBLIC o 0 = WOHistorc WO Historic
WO NUMBER WO NUMBER Amou

1 12020 57 54773 54773 Closes

1" 113603 1 3

1 43818 ‘ 8
. 1w 1

=

" 142 .

1 ses

Also, you can view the number of invoices processed against this Purchase Order by
clicking on View Details under Order Life Cycle tab.

e Order Life Cycle

~E—
\
hil

WAmount (CAD)

The Purchase Order details along with the list of number of invoices will open in another
tab. Scroll down to see the list of invoices processed with this Purchase Order.

Order Life Cycle:

Sold-to Legal Entity Order Life Cycle
Order 7751 b
Supplier Supplier Portal Vendor 1.0K
Supplier Site -OM-TO-12345 & o
o g s W Ordered
" 5 M Shipped
lier n| =
Supplier Contact L ol
Ordered 1,000.00 CAD g I Dolvered
£ 04k B invoced
02K
- —

4 |n-Transit Shipments
Actions v View v Fomatw &' Detach

Shipment Ship Date  Tracking Number Packing Slip
No resuits found
Columns Hidden 2

4 Receipts
Adions v Viewv Fomatv 5B B & Detach
Receipt ReceiptDate  Shipment Ship Date  Packing Slip

No resuits found.
Columns Hidden 3

4 Invoices
Actions v View v Fomatv E Ey = Detach
Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip
TESTINVOICE1 18106721 Vaidated 4520 0.00 40.00
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To review invoices processed for a specific purchase order line, follow below steps:

Click on the Purchase order number to open the details. To view details for a specific
Purchase order line, select the Schedules tab.

Furchase Crder. CATELOXOX 3 B Yew PDF  AgDoms T Rewesh Do =

T shigln . Ve Datady

WA C-camipesiinnn

Select the Purchase Order line that you would like to review and click on life cycle to get a
full listing of all the invoices processed under that line.

Purchase Order: CATEL0000003 @ ViewPDF  Actions ¥  Refresh  Done B Amount (GAD)
Buyer Amr Eimehelmi Ship-to oN View Details
Location —_—
Creation Date  1/11/22
Terms  Notes and Attachments
Required Shipping
Acknowledgment o Method
Payment Terms NET 60 DAYS Freight Terms — Pay on receipt
FoB — Confirming order
4 Additional Information
EBS ID MSA # WO Completion Date
Release PO
WO Status ‘Number Context Prompt H
Document Type WO Creation Date
Lines | Schedules
Acions v View v Formatw  FH B la Detach
. . . Requested Promised . UOM Life
Line Description Location Dalhery Date Deliven Date Quantity norte Status | oot
| 1 Lacation A - Jantorail Service for the mon ON Closed... | 2
2 Location A - Janitorial Service for the mon ON Closed.
Location A - Snow Cleaning Service for th ON Closed.
4 Location A- S vice for thy ON Closed.
] Location B - Janitorial Service for the mon ON Closed.
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Schedule Life Cycle: 1

Done

Sold-to Legal ~TEr e = .
Enity BLJC-TELUS-LE Schedule Life Cycle Ordered 3,000.00 CAD
Order CATELODDOD03 a5
Pending
Supplier Supplier Portal Vendor 2K Fu\ﬁ:g‘eun‘: 3,000.00 CAD
Supplier Site  TEL-CM-ED-12345 5 .
3 W Ordered Delivered 0.0 CAD
3 20k =
Line 1 = Pending Fulfiliment Action
- il Sery f 3 Delivere Invoiced  220.00 CAD
Line Description I;o t‘\szr\‘-\ Janitorail Service for the month of 2 1.5K B nvoioed
< 0
ship-to Location 10K
Ordered  3,000.00 CAD oK
00 |
4 Receipts
Actons v View w Formatw  §2 By ] Detach
Receipt Receipt Date Delivered Invoiced Open to Invoice
No results found.
Columns Hidden 2
Invoices |
Acons v View w Fomatw 5 B Detach
Invoice Invoice Date ~ Status Invoice Total Paid Currency Matched Amount [Receipt
TESTSTANDARDFO 4 1111722 Canceled 0.00 0.00 CAD 0.00
TESTJANTI3CAN ) 1210i21 Canceled 0.00 0.00 CAD 0.00
TESTJAN223 2 126921 On Hold 113.00 0.00 CAD 100.00
TEST153 121121 Not validated 182.10 0.00 CAD 30.00
TESTJAN2Z 1001121 Validated 169.50 0.00 CAD 150.00 -

T DA

To view further details, click on the hyperlink of the invoice number.

Details of amount, line number (if more than one line used) with the description, taxes
will appear under lines. You can also view payment status — click on payment tab. A copy
of the payment details will be added as an attachment.

|Inv0ice: TESTJAN22 | Done
Business Unit  BLIC-TELUS-OU Ivoice Amount <5850 GAD
Legal Entity Name  BLJC-TELUS-LE
Unpaid Amount 162 50 CAD Invoice Type  Standard
supplier or Party  Sugplier Portal Vendor Intercompany
Payment Currency  CAD invoice
supplier Site  TEL-OM-ED-12345 Description
Address 12345 Edmonton, EDMONTON Tax Control Amount -
ABT5J 1C5, CANADA Conversion Rate Type Attachment  Payment_TESTJAN22_200052431¢t )
Invoice Date  10/1/21
Conversion Rate
Conversion Date
Lines  Payments
Items
View v Ev Detach
Purchase Order Receipt Consumption Tax Determinants
: L ) o no . UOM Advice
Line Amount Description Quantity  Unit Price o
Number  Line  Schedule  Number  Line  Number  Line  Ship-to Location
180.00 Location A - Janttorail Servi.. OoN
»
Summary Tax Lines Shipping and Handling
View v
Line *Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Line  Type Amount
1 BGISCanada TaxR.. ONMST ONHST-SALES  ONHST SALES ONHST 3 o shioping and handing

To view more lines, click on Done to take you to the previous screen.
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Frequently Asked Questions
My Work Order not Visible in Oracle Cloud Portal, what do | do?

e Check if your Work Order is marked Complete, Invoicable, and Quote approved
(when above threshold) in RealSuite®. Allow for 24 to 48 hours for changes to
interface.

e |f your Work Order is not Invoicable or Quote not yet approved in RealSuite®
please contact the facility manager indicated on your Work Order.

e [f your Work Order is marked Complete, Invoiceble and Quote approved (when
above threshold) in the past 48 hours and still not visible in Oracle Cloud Supplier
portal, please contact us at portal.invoice@bgis.com

e |fa Work Order has already been used for invoicing, the same order will no longer
be available for billing. Please contact the facility manager who engaged your

services to review further.

If you do not have access to RealSuite®, please submit a request to
fmsharedservices@bgis.com

My purchase order has insufficent funds, what do | do?

Using the steps described in section “Work Order and Purchase Order Inquiry”, review
the invoices submitted against the Purchase order lines.

If an invoice was previously applied to the incorrect purchase order line, please contact
portal.invoice@bgis.com for support

If an invoice contains charges that were not part of the original quote or contract, please
reach out the person who provided you the purchase order.

Do | still need to send the invoices to my BGIS contact or designated
inbox once | have been onboarded to the portal?

Unless you need to review certain elements of your invoice with your facility manager,
property service coordinator or your contact in BGIS, please do not submit your invoices
to the designated email inboxes nor your BGIS contact as you have been granted access
to use the portal to submit your invoices.
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Also, please ensure you shut down any automatic messages that are sent from your
accounting softwares to out email inboxes to avoid duplicate invoices and delaying
invoice process and payments.

Change in Supplier Name and New Supplier Number

If your company name has changed and you have your new Supplier Number, contact
portal.invoice@bgis.com to move your account to the new supplier number.

General Invoicing Requirements

In order to avoid delays in payment, it is important that the invoice includes the following
mandatory information

1) Supplier’s full name and address

2) Invoice number and invoice date

3) Payment Terms / Invoice payment due date

4) Bill to Name as listed on the Purchase Order or Work order

5) Order reference number (Work Order #, Purchase Order # or Monthly Purchase
Order Release #)

6) Service location covered by the invoice (Please list all locations if more than one)

7) Service Period and description (matching with the Order description)

8) Supplier Remit to Address including postal/zip code

9) Tax with applicable tax code (example: HST, GST, QST, PST for Canadian invoices;
US tax for US invoices).

10) Supplier’s tax registration number

11) Supplier Contact Information (telephone number, email address)

Contact Information

For any additional questions relating to training, this guide or Oracle Cloud specific please
contact Portal.Invoice@bgis.com.

If you have inquiries relating to Work Orders, please contact the Facility Manager who
engaged your service. Their name/contact is found on the Work Order you would have
received from BGIS.

If you have inquiries relating to Purchase Orders, please contact the individual who
provided you with the Purchase Order.
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