ISupplier Portal Users: Quick Reference Guide

Purpose

This quick reference guide (QRG) provides an overview of the iSupplier Portal. This guide will help you in performing various tasks in
the Portal using different responsibilities assigned to you.

As part of a new program, Cisco is implementing iSupplier Portal access for its suppliers. This Portal will enable suppliers to access and manage their
business transactions in real-time using a standard web browser. This Portal will also improve the communication and ensure protection and security of
the information exchange between Cisco and our suppliers.

This Portal will:

e Provide automated, self-service access after registration
e Enable suppliers to inquire transactions for details
e Enable suppliers to populate their AR invoice details on the Portal

This QRG covers the following topics:

1. Supplier Invitation and Registration Process

2. Portal Access Invitation and Supplier Response

o Viewing Invitation Email from the iSupplier Administrator

o Rejecting the Invitation

o Accepting the Invitation

o Creating an Account on Cisco.com

o Updating Address in Cisco.com Profile Manager

3. Supplier Request for Portal Access

4. Requesting Portal Access from Cisco.com
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5. Portal Responsibilities

6. Portal User Interface for Global Inquiry Responsibility

7. Portal User Interface for Global Entry Responsibility

8. Activities Using Global Inquiry Responsibility

o Searching and Viewing PO Details

o Viewing Invoice Status and Other Details

o Viewing Payment Status and Other Details

o Viewing Purchase Order Attachments

9. Activities Using Global Entry Responsibility

o Creating Advance Shipment Notice in the Portal

o Viewing / Canceling Advance Shipment and Billing Notice in the Portal

o Entering Invoice in the Portal (US)

o Uploading Bulk Invoices in the Portal (US)

o Entering Invoice in the Portal (Germany)

10. Frequently Asked Questions (FAQS)
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Supplier Invitation and Registration Process

In the new process, iSupplier Administrator will invite suppliers to register on the Portal. Suppliers willing to register on the Portal need to provide their details
while accepting the invitation. Based on the information provided by the supplier, the Administrator will create the supplier account and grant appropriate
access rights to the supplier. When the supplier account is created, the Administrator will send confirmation email to the supplier. The process flow below

shows the stages in registering suppliers on the Portal:

isupp“er o - “

Provide cisco.com

Yes Cisco.com Yes .
L Accept account details, accept —
Receive invitation =~ ——» invitation? — aei(i:;)tusr’]?t terms and conditions,

and accept invitation

Supplier

lNo ¢N0

Provide rejection Create cisco.com
reason and reject account
invitation

iSupplier Administrator

Portal
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Viewing Invitation Email from the iSupplier Administrator

You will receive an email when the iSupplier

This section of the QRG will show the steps that you
must perform when you receive the invitation.

When you receive the invitation, you must perform
the following steps:

1. Review the email from Cisco iSupplier
Admin and click the Proceed hyperlink
provided in the invitation email.

2. Clicking the Proceed hyperlink displays the
Invitation Response window.

Note: The Proceed link in the invitation email will be
valid for 14 days.

You can use the Invitation Response window to;
e Accept the registration invitation
e Reject the registration invitation

e Register on Cisco.com

Administrator sends the registration invitation to you.

Message | Mcfee E-mail Scan

Cagnore < __l __ﬁ __g %::ttms (23 Us Travel 5 To Manager EY

(3 Team E-mail & Done

~ Delete Repls Reply Forward Mo
& unk P Toomore v | Reply £Delete 37 Creste New 5|
Delete Respand Quick Steps
From; Cisco isupplier Admin <Donot-reply@isco.com>
To: p2r_isup_project_team(mailer list); & viswanadh Gunturu (viguntur); | Dilesp Gorrepati (pgorrepa)

Subject: Cisca isupplizr: Invitation

[x] The linked image canriot be displayed: The fle may have been moved, renamed, or deleted.
Werify that the ink poins to the correct fle and loction,

Dear Supplier,
We would like to invite you to register for access to the Cisco Systems iSupplier
Portal. iSupplier is secure intermet-based portal allowing you to

« View Purchase Orders

«  Enterinvoice [Some restrictions apply)
« Viewinvoice Status

o View Payments

If you are interested, Please click o-

**This request needs to be accepted within 14 days

If you hawe ary questions, please contact: (iSupplier Admin)

Regards,
iSupplier Admin

Invitation Response

It you already have an active Cisco.com account, enter your Cisce.com user ID and click on Accept.
If you da not have Cisco.com aceount, register to get one.
When registering, Please use your company e-mail account and not your persanal e-mail account.

Cisco.com ID
Cisco,com ID (required ta accept)
Comments

Comments {required lo reject)

This request nesds fo be accepted within 14 days. If you
have any questions, contact ISupplier Adrinistrator
Isupplier_admin@cisco.com

stlver)ss  Tomorrow Starts Here
CIsSCO




Rejecting the Invitation

To reject the invitation, you must perform the bl iSupplier-ART
following steps:

cisco

1. Enter the reason for rejection in the

Comments field. Invitation Response

If you already have an active Cisco.com account, enter your Cisco.com user ID and click on Accepl.

NOte It |s not mandatory tO enter yOUI' If you do not have Cisco.com account, register to get ane

Cisco.com ID when rejecting the invitation. When registoring, Floase ise yaur company e-mail sccouril and nol your porsonal e-mall account,
You must enter the reason for rejection in the clcacom D

Comments field.

Cisco.com |D (required fo accept)

Comments
2. Click the Reject button. Comments (reguired t2 reject)
Clicking the Reject button will send an email to the
Administrator. The Administrator will send an e
acknowledgement email following your rejection. This request needs fo be o 14 days. Ifyou
have any quastions, conta Administrator

isupplier_admin@cisce.com
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Accepting the Invitation

To accept the invitation, you must perform the
following steps:

sl Supplier-ART

cisco

1. Enteryour ID in the Cisco.com ID field.

Notes: Invitation Response

[ ] You must have a Cisco_com |D |f you do If you already have an active Clsco.com account, enler your Clsco.com user ID and elick on Accepl.
nOt have an ID, you can Create one us'ng If you do not have Cisco.com account, register to get one.
the register hyperlink in the Invitation
Response window.

When ragistering, Flease use your company e-mail aceount and not your personal e-mail account.

Cisco.com ID

I ibmdemotwa| * I

2. Click the Accept button. Comments
Comments {required to reject)

3. Clicking the Accept button will display a

confirmation message.
Clicking the Accept button will send an email to the c
f e accepled within 14 days. If you

Administrator. This will trigger an approval process on This reques
.. . have any questions, confact iSuppiier Adminisirator
the'Adm'|n|strat0r ;lde. On approvql of your ' eppler admin@ese.com
registration, you will receive a confirmation email from
the Administrator.

sl Supplier-ART

({5141

If your account remains inactive for 90 days, the
Portal will send a revalidation email to your business
email address. This email will reconfirm your need to o
access the Portal. If you fail to respond within five Invitation Response
working days of receiving the revalidation email then
your account access will be revoked.

+" Thank you for the respense. The invitation has been successfully accepted. An iSupplier Administrator will verify your Cisco.com Account and provide the final approval fo
provisionIour access.
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Accepting the Invitation

You can log in to the Portal using your Cisco.com
login credentials. When you log in, you will see one of | KL XX
the following responsibilities: CISCO

Corporate Finance Systems

e Cisco Global iSupplier Entry: You will see
this responsibility if the Administrator assigns | | 9rcle Applications Home Page
you privilege to inquire as well as enter Personalize Table Layout: (menuTable s S
information in the Portal. Main Menu Worklst
. . . . . Pel lize "Main M & AR . " s
e Cisco Global iSupplier Inquiry: You will Porsonalize Table Lavout: (headerT, Betsonalee Botficaons WoLkIst Function”
see this responsibility if the Administrator Personalize s et
assigns you privilege to inquire information in @ £3 csco Global iSuppher Entry e
the Portal. B gsco Global suppber Inguiry From ftype  ISubject |sent
Siddiga, Ayesha PO Approval Standard Purchase Order US202065721.0 requires your acceptance 03-Sej
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Creating ccount on Cisco.com

If you want to accept the invitation but you do not
have an account on Cisco.com then you must create
a new account.

To create your account on Cisco.com, you must
perform the following steps:

1. Click the register hyperlink in the Invitation
Response window. This displays the
Register window.

2. Provide the following details in the Register
window:

e Account Type: From the drop-down menu,

select Guest.

Language: Select your preferred language.

First Name: Enter your first name.

Last Name: Enter your last name.

Business Email: Enter your business email

address.

e Country: From the drop-down menu, select
the country where you are located.

e Company/Organization: Enter your company
name.
User ID: Enter a unique user ID.

e Password: Enter a unique password.
Re-enter Password: Enter the same
password again.

3. Select the appropriate radio buttons to
indicate whether you want to receive
communications from Cisco.

Cisco.com ID

Cisco.com 10 {

Comments

If you already have an active Cisco.cgaceaunt,
If you do net have Cisco.com accoul
When registering, Please use your compe

Invitation Response

required to accept)

Comments {required to reject)

This request needs fo be accepted within 14 days. If you
have any questions, conlact iSupplier Administrator
isupplier_admin@cisco.com

e mal your persenal s-mail account.

com user ID and elick on Accepl.

cisco

Register

* indieates required fields

Products & services Suppert How 1o Buy Training & Events

* Accaunt Type

* Language

* First Name:

* Last Name

* Business Emall

* Country

* Company/Organization

* User 1D

* Password

Guest [/ Learn mor

English M

bm
demo
iemdemotvc@yepmail.com

UNITED STATES

bm

ibmdemotwo

LTI Ty

Ivould like fo receive communications about products and offerings from Cisco and its
family of companies. | understand that | can unsubscribe at any time.

Oves ONa

I wiould like to receive communications from approved Clsco business partners about
their products and offerings.

Oves ONo

Register

Statoment

iseo Privacy

Customers

« Must have purchased products
or solutions directly or through
a pariner.

+ Require a contract number
andior bill4a 1D to complete
registration

Partners

« Must be contracted with Cisco
1o resell, develop, or distribute
products, services, software,
and solutions.

« Will need 1o associate with
exisling pariners or create a
new pariner campany ta
complete reglstration.
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Creating ccount on Cisco.c

suppert Training & Eve

4. Click the Register button. Clicking this button

sends an account verification email to your Register
business email address. s e e
. + Must have purchased products.
Account Type | Guest [v] Leammere ar solutions directly or through
. . . “Lengusge | English = . aﬁz:n\:lee'ammractnumber
5. Click the Activate your Cisco Account rrtem e srdor o D oconi
hyperlink in the email that you receive. “Lstriame cemo Partnors
" Business Emall | ibmdemotwogyopmail com + Must be contracted with Cisce.
"County)| UNITED STATES rotets sendcs, sttt
" Company/Organizatin |ibm . a\'\n:\\s:elue:o:;:ssn:imw‘m
“User© et i s e
* Password . comﬁm registration.

* Re-enter Password esesessssses -

| woukd like to receive communications. about products and offerings from Cisco and its
famity of companies. | understand that | can unsubscribe at any time.

OYes OMo
| would like o receive communications frem approved Cisce business patners about
their products and offerings.
Oves ONo
=
Cisco Privacy
fS—
Activate Your Cisco Account
From: adminsupportficisco.com
Date: 2015-02-05 10:52
ibm dema,
Verify your email address to comp ur Cisco Accaunt registration.

fckivats vour Ci% account, |
isco Account Support at web-helpficisco.com.

If you did not request this email,
Meed help? Email web-helpficisco.com.

Clzco Account Support
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Creating ccount on Cisco.com

alaln
cisco

Products & Services Support How to Buy Training & Eve

6. Clicking the Activate your Cisco Account
hyperlink displays a message that confirms Register
creation of your account on Cisco.com.

I Your Cisco Account has been created.

Welcome ibm dermo

Visit Cisco Account Profile

+ Update account information
+ Add certifications

+ Request permission to download software.
- Select your preferred language

Need GUSTOMEF of partner access?

Customars

Assaciate your user 1D with a contract number or bill-te 1D, If you do not have a contract number, order
senvices directly through our of

Partners

‘Assaciate your user ID with a partner company or register your company as a pariner.

Return to the page you starled from

Contacts | Feadback | Halp | Site Mep | Temns & Condtiens | Privacy Statement | Cockia oy | Trademarks
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Updating Business Address in Cisco.com

il iSupplier-ART

After registering, when you click the Accept button in
the Invitation Response window, the window will

display an informational message asking you to add Invitation Response
your complete business address in Cisco.com.

© You need to have a complete business address in your profile before accepting the invitation. You Ian update your address by logging intd

Note: It is mandatory to add your business address

On CISCO Com before aCCEptlng the |nV|tat|0n tO If you already have an active Ciseo.com account, enter your Cisco.com user ID and click on Accept.
access the Portal. Whan regtorin, Posss v your compary el coont oty sl - acount

Cisco.com ID

To update your business address in Cisco.com, you bmdermotwo
must perform the following steps: Comments

Comments {required to reject)

1. Click the Cisco.com Profile Manager

hyperlink in the Invitation Response 5
. . . . . . coepl eject
window. Clicking this hyperlink displays the
Cisco.com login window. This requss naeds to be cocepted within 14 days. ifyou

have any questions, contact iSuppiier Adminisfrator
isupplier_admin@cisco.com

Note: The message to update your business
address will display on the Invitation
updated your Cisco.com account with your

complete business address. Log In

English v

2. Enter your User Name and Password in the
Cisco.com login window.

Lo ea deaten s Bl plis s A jigat

Jser Mame |IbmdemeotwoEyopmall.com |

3. Click the Log In button.

L

ruser D andior password?
New Account
rious levels of access depanding on your relationship with Cisco. Review the benefits of ragistration and find the lewel that is most appropriate for you.
e

[+ =]
Halp
Sita May
erms & Conditions
FrivacyPrivacy Statement
ookie PolicyCookie Policy
Trademarks
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Updating Business Address in Cisco

Products & Services Support Howi to Buy Training & Events

4. Inthe Contact tab of the Cisco Account
Profile window, navigate to the Business et Proil
Address section and click the edit hyperlink. 1sco Account Frofie

5. Enter your complete address using the fields fLczmet] comemviomenamin || ccess | prorences | secury
displayed in the Business Address section. e s
* Email: Ghange in e-mail address will require confirmation priar o log in

Atemate Email Address:

* Business Addrass: UNITED STATES Jm@
Home Address: Add home address
CouniryCode Locate  Numbar ot
* Business/PrimaryPnone Number, | Select ™

Miarmata Phone Number: Select v 1( ]

6. Click the Save Changes button.

Mabila Phone Number: Select v
FaxHumber: Select v
Save Changes || Discard Chianges]

Contects. | Feedback | Heb | Site Wi | Terms & Condiions | Frivacy Statement | Cookis Fulicy | Trademarks

Choose Language | Hee
Contact | Company/Organizston | Actess | Preferences | Securly
* Name: ibm demo  Edit
* UseriD: ibmdemotvo
- Email; Ghange in e-mail address will require confirmatien prior o log in
Atternate Emall Address:  —
UNITED STATES jbm_Hido
Seoeleree
UNITED STATES ~
ibm
* Address Line 1: 155 N MCCARTHY BLVD
Aadross Line 2 1
. : [CALIFORNIA
« oty MILPITAS
* ZpPostal Coda: 95035510
Hem @ Address. Add home addness
CountryCode Locate  Number o
* Business/Primary Phone Number. |1 | [a0EB244215 ][ ]
Atarnate Phons Number: Select v I[ ]
Moblle Phone Number Select v
FaxMumber: Select hd
Gontacts | Feodbock | Holp | StaMap | Terms & Condtions | Trivasy Siaterent | Cooke Foloy | Trademarks
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Updating Business Address in Cisco

alaln
Products & Services Training & Events
cIsco i

7. Clicking the Save Changes button displays a

confirmation message indicating the address s toctce
. . . Cisco Account Profile
is updated in Cisco.com.
Chooss Language e
Contact ‘Company/ Organization Access Preferences. Security
Your Gontast Information has been updated ‘I
Name; ibm demo  Edit
T UserID: ibmdemotwe
* Emall mail.com Change in q tolog in
JrE—p— [—
* Business Address: UMNITED STATES |bm 155 N MCCARTHY BLWVD ,CALIFORNIA MILPITAS 95035-510 Edit
Home Address: Add home address
CountryCode Locate  Number o
* Business/Primary Phone Number: 1 A @88344215
Atemate Phone Number: [Selest =l 1 1
Mabile Phone Number: Select v
FaxNumber: Select hd 1
Sawe Changes || Discard Changes|
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Supplier Request for Portal Access

Suppliers can continue to use the current process to request access to the Portal. Suppliers willing to have Portal access will need to navigate to the Access
iSupplier page here and click the iSupplier Admin hyperlink. Clicking this hyperlink sends an email to the Administrator. On receipt of the request, the
Administrator sends registration invitation to the supplier. From this point onwards, the new process for registering suppliers on the Portal is followed.

Supplier ACCESS GISCO.COM Navigate to the Access Click iSupplier Admin
h . > iSupplier page from —»  hyperlink on the Access
omepage cisco.com iSupplier page

iSupplier Administrator
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http://www.cisco.com/web/about/ac50/ac142/cisco_access_isupplier_tool_launch.html

Requesting Portal Access from Cisco.com

e e T v ey e
Products & Services Training & Events Partners
You can request access to the Portal from <155 — -

Cisco.com. To request access from Cisco.com, you
must perform the following steps:

1. Open http://www.cisco.com in your web

browser. The world's smartest cities

Connected parking; smart lighting, and air—c ty monitoring make cities from San Francisco to Singapore more

2. EnteriSupplier in the Search box and press green and efficient than ever
the Enter key.

Take the tour

3. Click an appropriate entry from the search
result.

Warldwide [change] Log In | Account | Register My Cisco
aifa]n,

Products & Services How to Bu Training & Events Partners m
cisco g .

Search Results

Help | Feedback

nous: iSupplier O, acvanced Searn

Cisco Downloads Communities

1 -3 of 3 results for iSupplier Sorted By: |Relevancy . Results per page: |10 .

Filter Results by:

Access iSupplier - Supplier Guidelines & Information © -

.. Access iSupplier The iSupplier Portal enables existing Cisco suppliers to effectively manage L
purchase __ to the iSupplier FAQs if you have any questions around this process. Log In to iSupplier
www.cisco. comiweb/aboutiac SOiac 142icisto_access_isupplier_tool_launch.htmi

ange ~

Existing Supplier Guidelines & Information - Supplier Guidelines & Information Site Area v
_. Access iSupplier iSupplier Portal enables Cisco suppliers to effectively manage purchase orders,

invoices .

www.cisco.comiweb/aboutiac S0/ac 142/supplisrisuppiier_guidelines_information.html

19 Sep 2012

Access Non-manufacturing Supplier Connection

_ Access iSupplier New to Cisco: Become a Cisco Supplier Invited Supplier Guidelines & Information
Global ...

www_cisco comiweb/aboutiac S0/ac142/supplier/indirect_suppliers.htmi

08 Sep 2012

Didn't find what you are looking for?
View Cisco.com results from Google for iSupplier

Results per page: [10 .
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http://www.cisco.com/

Requesting Portal Access f Cisco.com

Worldwide [chengs] Login | Account | Register My Cisco |~

4. Onthe Access iSupplier window, click the cisco  Produeis services [Cain E) UENCOGEEE  FmEs o G
iSupplier Admin hyperlink. This opens up a

new compose email window for you. The ;Z"c;s;'g;”""i‘:ér
Administrator's email address automatically PP
dlsplays In the To fleld Of the Com pose emall HOME The iSupplier Portal enables existing Cisco suppliers to effectively manage purchase orders, invoices and payment status. This
WI ndOW Com pose you r req uest | n the em all ABOUT CISCO process only applies to previously invited suppliers. Please refer to the iSupplier FAQ's if you have any questions around this
. . . ! DOING BUSINESS WITH CISCO process.
add a Subject line and click the Send button. ‘SUPPLIER INFORMATION
+ Log In to iSupplier &
ACCESS NON-MANUFACTURING

X ) ‘SUPPLIER CONNECTICN
Note: In your email, you must provide the DTSR UDELIES & o
f0||0WI ng detaI|S Ezi_slin_u Suppliers - Supplier

Guidelines In order to access iSupplier, Please send a request to

Cisco Indirect Procurement
Policy deployment for suppliers

" YOUI’ Com pany N ame Purchase Order Information

Standard Terms and Conditions iSupplier FAQ J~| (PDF - 70KB)
for Purchase Orders

= Your Vendor ID (if you have one) Payment Terms Having a problem logging in?
Accounts Payable Information
Frequently Asked Questions

If you believe your access issue is password related, please sing the Password Reset page.

Access iSupplier Still facing issues?
Please contact iSupplier Admin —/

Information For News & Alerts Support About Cisco
‘Small Business Newsroom Downloads Investor Relations
Midsize Business Blogs Documentation Corporate Social Responsibility
Senvice Provider Field Notices - Environmental Sustainability
N ~ N Communities
Executives Security Advisories Tomomow Starts Here

Deviet

Our Peopl
Indusiries > Technology Trends Learning Net S

[N wseoseoe | mser  optons  Fomatier  Revew

T s v il - €
C e K = § 8 [ Toee R
o) aacom e o o sy ! MR Inporn
e SA- heck | Attach Attach Signature om
" Fromatpune B 7 U ¥- A [ Fie Meme e & Lowlnportance
Cliptoara G Basic Test Induse Tags 2| Zoom
To. | isuppliee admintmader ist)
Send 1
Subject:
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Portal Responsibilities

Description

The Portal provides two types of access rights to suppliers:
1. Global Inquiry Access: Suppliers with this access will see Cisco Global iSupplier Inquiry responsibility in the Portal.

The Global iSupplier Inquiry responsibility is for Cisco external users globally. Suppliers with EDI capability will have inquiry access only. Suppliers
and supplier sites with Contingent Worker capability will have inquiry access only. With this responsibility, suppliers can:

e View PO
e View invoice and invoice status
e View payment and payment status
e View purchase order attachments
e Printa PO in PDF format (Note: When you print the PO, it will print in non-Cisco format.)
2. Global Entry Access: Suppliers with global entry access will see Cisco Global iSupplier Entry responsibility in the Portal.

The Global iSupplier Entry responsibility is for Cisco external users globally. Suppliers with this access have the ability to perform global inquiry as
well as global entry. In addition to tasks listed above, suppliers can also:

e Enter AR invoices in the Portal
e Create and/or cancel advance shipment notices (ASNSs)
o Perform bulk upload of invoices (This functionality is available for suppliers located in the US only.)

Access to the Portal will be restricted during the month-end cut off period. Refer to the FAQ section of this QRG to view the message that the Portal will display
when you attempt to enter invoice during the month-end period.
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Portal User Interface for Global Inquiry Responsibility

Suppliers with Global Inquiry responsibility will see

the following tabs on the Portal home page: R— i i

|
. HO me Search |PO Number v il
Per: lize " P. T i
P "Home Page Centre Column’
e Orders =
. Personalize "Notifications"
e Finance Full List
Personalize "Notifications"
. i Subject Date
The HO me tab Of the POI’[a| dISp|ayS the fO"OW|ng Standard Purchase Order US202065629,0 requires your acceptance 18-Aug-2015 02:53:28
Sections- Standard Purchase Order US202065628.0 requires your acceptance 18-Aug-2015 02:41:47
' Standard Purchase Order US202065627.0 requires your acceptance 18-Aug-2015 02:33:45
Standard Purchase Order US202065626,0 requires your acceptance 18-Aug-2015 02:21:22
1. Search: Using this section, you can search Standard Purchase Order US202065625.0 requires your acceptance 18-Aug-2015 00:39:30
purchase order, invoice, and payment details. @
4% 0 ! Ga
2. Notifications: This section displays the list of Personalize "Orders At A Glance" S
POs available in the Portal. o
Personalize "My Orders Summay"
s L . . PO Number Description Order Date
a. Clicking the purchase order hyperlink in e shocsmo 18-Aug-2015 02:53:24
this section displays a soft copy of the 15202065628 18-Aug-2015 02:41:39
PO US202065627 18-Aug-2015 02:33:38
. LIS 202065626 18-Aug-2015 02:21:14
US202065625 18-Aug-2015 00:39:24

To THGYSTENS I

S 18 g 2013 035328
© Aanssicer
ma
CISCO US LEGAL ENTITY Sile 1 -Big. A (Manachuring) Purchase Order
glscosys::nv: 110 West Tasman Drive. R S
counts Pay SanJose , CA 951341706
PO Box # 696024 Unifed States V820200329 P

mn

TEXSysTEMS NC Accounss Payabie PO Box BAUG2015 Siadas At
7301 PARKWAY DRNE Cisco Systems ic iAo A
HANOVERMD 21076 Accounts Payaie

United States PO Box# 696024

San Antorio, TX 78269
United States
Covtms st . g 0. Paprect wem ot o o8 o
263959 2% 10NET 30 COLLECT ‘Ongin
Conten e e
Nattwa, Vital P vratina
Part
Line Number | Deiivery Date Quantity vom Unit Price Tax Extended Price
Description

TEST-POLNE 1

Stip To

Please refer 1o Ship To Address atop of page
Deiver To

1 EACH (USD)5000 N (USD)5,000.00
Natiwa, Vital P
nattua
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Portal User Interface f

3. Orders At A Glance: This section displays
the list of purchase orders.

a. Clicking the PO number hyperlink in
this section displays PO details in the
Orders tab of the Portal.

b. The Requestor Name field in the PO
details window displays the name of
the person who ceated the purchase
requisition.

iSupplier Portal

CIsco

Per:

Search [PO Number [

lize "Home Page Top Container”

Personalize "Home Page Centre Column"
= | notifications

N Navigator ¥

& Fawrites ¥

Personalize "Notifications”

Full List
Personalize "Notifications"
ji |Date
Standard Purchase Order U5202065629,0 requires your acceptance 18-Aug-2015 02:53:28
Standard Purchase Order U5202065628,0 requires your acceptance 18-Aug-2015 02:41:47
Standard Purchase Order U5202065627.0 requires your acceptance 18-Aug-2015 02:33:45
Standard Purchase Order US202065626,0 requires your acceptance 18-Aug-2015 02:21:22
Standard Purchase Order US202065625.0 requires your acceptance 18-Aug-2015 00:39:30
 Orders At A Gance O\
Personalize "Orders At A Glance"
e .

Personalize : (P rst
Personalize "My Orders Summay"
PO Number

US202065629

US202065628

US202065627

LIS202085608

US202065625

Order Date

18-Aug-2015 02:53:24
18-Aug-2015 02:41:39
18-Aug-2015 02:33:38
18-Aug-2015 02:21:14
18-Aug-2015 00:39:24

Curency=UsD

i Naigatr v 82 Favories v Home Logout Preferancas Help Personize Page Disgrestios

Personslize "View Order Detail Cortainer™

s [t M @] | Eport

* Emsil Adkdress [{atana, Vil 7 Ensil PO

Personslize Flow Lavout: (Posshipaiicont)

Gareral rsonah Dersanslze Defaut S ol (sl ummar,Cel)
Term and Conditions ol 10,000.00
R0 Reczived 0.00
Suppler TEKGYSTEMS T Payment Terms 20010 NET30 “Terms and Concisons UL Clck tere Imciced 0.00
Suppler Sit= O20HANDVER. Carrer
Ickiress 7301 PARKWAY DRIVE Supplier LRL 52
HANOVER, MD 21076 .
St v
Sifdca. Avesha hddkess 110 West Tasrran Drive
TR [ San Jose, CA 95134-1706
Descrption g 2
R SV S, Personalze "Ail-To Address”
Bl To Address
Addrass Gsco Systems Inc.
Accounts Payable
PO Box # 696024
San Antonio, T 78269
tion uon oy Price Amount Status Attachments
shon 1 Experse TEST -POLIE 1 ExcH 1 w000 500000 Open
15hon 2 perie TeST PO DE 2 exc f w000 5,000.00 Open
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Portal User Interface for Global Inquiry Responsibility

"cllls'élo" iSupplier Portal
N Navigalor v % Favoriles ¥ Home Logout Preferences Help Personalize Page Diagnostics
The Orders tab has two sub tabs: = ’ .
1. Purchase Orders
2. Purchase History
View [Nl Purchase Orders
The Purchase Orders sub tab displays the following e
Personalize "PO Summary"
columns: ] P e : PO
SelegtaROudiugbe Rev Operating Unit Document Type Description |Order Date Buyer Currency Amount  Status Acknowledge By Attachments
[0 (1] CISCO US OPERATING UNIT Standard PO 18-Aug-2015 02:53:24 Siddiga, Ayesha usD 10,000.00  Requires Acknowledgment
) PO N um b er. D|Sp| ays pu rchase order (8] 3 0  CISCO US OPERATING UNIT Standard PO 18-Aug-2015 02:41:39 Siddiqa, Avesha usD 10,000.00  Requires Acknowledgment
n u m bers (e} 0 CISCO US OPERATING UNIT Standard PO 18-Aug-2015 02:33:38 Siddiga, Ayesha usD 10,000.00  Requires Acknowledgment
. O 0 CISCO US OPERATING UNIT Standard PO 18-Aug-2015 02:21:14 S\dd\ga Aygha usD 10,000.00 Requires Acknowledgment
. . .. (e} 0 CISCO US OPERATING UNIT Standard PO lE—AuZ—ZDlS 00:39:24 Siddiga, Ayesha usD 10,000.00 Cl:sed ’
e Rev: Displays the number of revisions made ) e e POTTRErE  fipacn 5D WG S %
to the PO O 0  CISCO US OPERATING UNIT Standard PO 17-Aug-2015 22:01:49 Siddiga, Ayesha usD 1,950.00  Requires Acknowledgment T
. ) . . . . O 0 CISCO US OPERATING UNIT Standard PO 16-Aug-2015 23:00:31 Siddiga, Ayesha usb 10,000.00  Closed
° O p eratl n g U n |t DlSpI ayS the Operatl ng u nlt [e] 0 CISCO US OPERATING UNIT Standard PO 16-Aug-2015 22:38:35 Siddiqa, Ayesha  |USD 600000  Requires Acknowledgment
O 0 CISCO US OPERATING UNIT Standard PO 16-Aug-2015 22:36:03 S\dd\ga Aygha usD 6,000.00 Requires Acknowledgment
Of the PO . (e} 0 CISCO US OPERATING UNIT Standard PO lE—AuZ—ZDlS 22:31:21 Siddiga, Ayesha usD 6,000.00 Re:ulres A:lmowled:mem
. H O 0 CISCO US OPERATING UNIT Standard PO 16-Aug-2015 22:26:57 S\dd\ga Aygha usD 6,000.00 Requires Acknowledgment
° Do C u m ent Typ e . DISpI a'ys the type Of PO . (o] 0 (CISCO US OPERATING UNIT Standard PO lE—AuZ—ZDlS 22:04:35 Siddiga, Ayesha usbD 1,000.00 RE:UI[ES A(lmuwled:msnl
° O rd er D ate DI Spl ays the d ate of PO Q. 0  CISCO US OPERATING UNIT Standard PO 16-Aug-2015 21:53:24 Siddiqa, Avesha usD 135.00 Requires Acknowledgment
creation.
e Buyer: Displays name of the buyer.
e Currency: Displays currency of the PO.
e Amount: Displays the PO amount.
e Status: Displays status of the PO. e Lo
e Attachments: Displays an icon in this T ———
column. Clicking the icon displays — = SR s b
header-level attachments of the PO. i T T T e
a. Clicking the PO Number hyperlink in the e e
Purchase Orders sub tab displays details of SR T
the purchase order. p———
e - . - — -
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Portal User Interface for Global Inquiry Responsibility

The Purchase History sub tab of the Orders tab allows
you to search purchase orders using the options in the
Simple Search section.

Performing a search by the PO number displays the
following purchase order details in these columns:

e PO Number: Displays the purchase order

number.

e Rev: Displays the total number of revisions made
to the PO.

e Operating Unit: Displays the operating unit of
the PO.

Description: Displays description of the PO.

Buyer: Displays the buyer name.

Creation Date: Displays the PO creation date.

Revised Date: Displays the PO revision date.

Currency: Displays the PO currency.

Total: Displays total value of the PO.

Ship-To Location: Displays the ship-to location

of the PO.

e Compareto Original PO: Displays anicon in
this column. Clicking this icon displays a
comparison between the current and original
version of the PO.

Note: The system will display a comparison only
if a revision is made to the PO.

e Compareto Previous PO: Displays aniconin
this column. Clicking this icon will display a
comparison between the last two versions of the
PO.

Note: Clicking this icon will display a comparison
only if a revision is made to the PO.

e Show all PO changes: Displays an icon in this

column. Clicking the icon will show details of all

the changes made to a PO.

Note: Clicking this icon will display a comparison

only if a revision is mad to the PO.

i
CISCO

iSupplier Portal

Homel] orders L goance |

Purchase Order Revision History

| Purchase History |

N Navigator ¥

B2 Fawrites ¥

Home Logout Preferences Help Personalize Page Diagnostics

Personalize Query: uer

JCONtRN)

Simple Search

Personalize "Simple Search"
Note that the search is case insensitive

PO Number
US202065578

Rev Operating Unit

0 CISCO US OPERATING UNIT

PO Number [US202065578

Document Type Q
Creation Date =]
Revised Date =]
Description Buyer [Creation Date Revised Date~  Currency Total  Ship-Tolocation  Compareto Original PO Compare to Previous PO Show all PO Changes
Kb, Deepak  10-Aug-2015 22:19:56 usp 1,500.00 SEE BELOW
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Portal User Interface for Global Inquiry Responsibility

_ = i View Payments
View Invoices
The Finance tab for Global Inquiry responsibility has two
. Personalize Query: (InvoiceSearchRN)
sub tabs: A‘—‘mmm
. . Personalize "Simple Search”
3. View Invoices
4. View Payments ot e ot o o
T (ampiail LY Ameount Due From To |
The View Invoices sub tab enables you to search invoices Cre— netce et fom Bl
. . . . . Payment Number Due Date From E |
using the options in the Simple Search section. ivoicostans [ ] (el 1205
(=]
A search by invoice number displays invoice details in the e aamar e e e e e | ol ment PO mter oot S ot e A iable Vs e

following columns:

e Invoice: Displays the invoice number hyperlinks.
e Invoice Date: Displays the date of invoice
creation.

Type: Displays the type of invoice.

Currency: Displays the invoice currency.

Amount: Displays the invoice amount.

Due: Displays the invoice amount due.

Status: Displays whether the invoice is approved

or not.

e Payment Status: Displays whether the invoice
has been paid or not.

e Due Date: Displays the date when the invoice is
due for payment.

e On Hold: Displays whether an invoice is on hold.
For Germany, all invoices entered in the Portal are
placed on hold automatically. The hold status will
change after AP takes action on the invoice.

e Payment: Displays the payment reference

number.

PO Number: Displays the PO number.

Receipt: This field will be blank.

Discount Date: Displays the discount date.

Available Discount: Displays the discounted

amount.

e Attachments: Displays icons in this column.
Clicking the icon displays invoice attachments.

stlver)ss  Tomorrow Starts Here
CIsSCO



Portal User Interface for Global Inquiry Responsibility

M n
cisco

iSupplier Portal

The View Payments sub tab enables you to search
payment for invoices using the options in the Simple
Search section.

A search by Payment Number displays payment
details in the following columns:

e Payment: Displays the payment number.

e Payment Date: Displays the date of

payment.

Currency: Displays the payment currency.

Amount: Displays the payment amount.

Status: Displays the payment status.

Status Date: Displays the date when the

invoice payment status changes.

e Bank Account: Displays Cisco’s bank
account number.

e Invoice: Displays the invoice number.

e PO Number: Displays the PO number.

stlver)ss  Tomorrow Starts Here
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have Global Entry responsibility.

This section of the QRG will show you the additional
options that you will see in the Portal interface if you

Portal User

The Global Entry responsibility displays the following

additional options:

1. Shipments: This tab is visible only to
suppliers with global entry responsibility.

a. Clicking the Shipments tab displays the
Shipment Notices window. This window

enables you to:

L] Create Advance Shipment

Notices

=  View / Cancel Advance Shipment
and Billing Notices

Interface for Global Entry Responsibility

Date

18-Aug-2015 06:31:40
18-Aug-2015 04:15:44
18-Aug-2015 02:53:28
18-Aug-2015 02:41:47
18-Aug-2015 02:33:45

Full List |

Order Date

18-Aug-2015 06:31:32
18-Aug-2015 04:15:35
18-Aug-2015 02:53:24
18-Aug-2015 02:41:39
18-Aug-2015 02:33:38

Shipment Date
10-Aug-2015 11:18:42
31-24-2015 02:01:24
30-3u-2015 11:06:32
25-3u-2015 17:00:36
17-3ut-2015 00:00:00

)
CIS¢(

iSupplier Portal

- Shipment Notices
ize es”
Personalize "Shipment Nobic a

Create Advance Shipment Notices
View [ Cancel Advance Shipment and Billing Nobices

I
CIsCcoO
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Portal User Interface for Global Entry Responsibility

afi]n
s¢
2. Shipments At A Glance: This section
displays on the Home tab of the Portal for Sexth [roremimr— |
suppliers with global entry responsibility. WSO
a. Clicking a shipment number hyperlink in ersonalze “Neotfcatons” —
this section displays the Shipment Berconsice Hiotheatons” — -
Information window. Standard Purchase Order US202065633.0 requires your acceptance 18-Aug-2015 06:31:40
Standard Purchase Order US202065632.0 requires your acceptance 18-Aug-2015 04:15:44
Standard Purchase Order US202065629,0 requires your acceptance 18-Aug-2015 02:53:28
Standard Purchase Order US202065628,0 requires your 18-Aug-2015 02:41:47
Standard Purchase Order US202065627,0 requires your accegtance 18-Aug-2015 02:33:45

Bersonalize "Orders At A Glance”
Full List |
Bersonaize Query: (PosHpOrdersONARN)
B ke "My O < ry
PO Number Description Order Date
U5202065633 18-Aug-2015 06:31:32
US202065632 18-Aug-2015 04:15:35
US202065629 18-Aug-2015 02:53:24
5202065628 18-Aug-2015 02:41:39
45202065627 O\ 18-Aug-2015 02:33:38
Full List
Packing Skp Shipment Date
10-Aug-2015 11:18:42
31-24-2015 02:01:24
30-3d-2015 11:06:32
shiptest 25-3d-2015 17:00:36

alntln
cisco

ISuppller Portal

Shipments: Shoment Notices >
Advance Shipment Notice: DENO_TUS2SIT2

Shipmmant Navber  DENO_TUS202065372 Shpmect Dute 10-Aug-2015 11:18142
TEYSTEMS I Epectad Raceit Oote 11-Aug-2015 11:17106
Suppher St CROHANVIR
L

Froight Temn Freight Carrm o
Bl of Ladeg Wit lmber 123436 Packing Ste.
Code Tor Wegit UM e g
Spucos Hereing Code Nt Weight UM ot Wbt
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Portal User Interface for Global Entry Responsibility

|l|l|l|l|
Cisco

iSupplier Portal

3. Finance tab for suppliers with global entry
responsibility will display the Create Invoices
sub tab.

Note: The Finance tab for suppliers with
inquiry responsibility displays only the View
Invoices and View Payments sub tabs.

4. The Create PO Based Invoices button in the == ko ot N
Create Invoices sub tab enables you to wocatsatom [ @ oot —— =
create PO-based invoices. e e e
ij Cear
Note: This button is not visible to suppliers Personalize “Saved Invoices Table™
with global inquiry responsibility. e ey I A —

5. The Invoices Upload button in the Create
Invoices sub tab enables you to upload bulk NSRS E O | igsmale F JGRncR T HoaWa  LEGURR | PYMCONS £ Halp
invoices.

Notes:

1 Navigator v B Faworites ¥ Home Logout Preferences Help Personslize Page Disgnastics

e This button will not be visible to suppliers
with global inquiry responsibility. — —

Create PO Ba: Invoices | Invoices

e The bulk upload functionality is available
only in the US. The Invoices Upload
button is not visible to Germany suppliers Purchase Order Mumber [

with global entry responsibility. Emoles At —

Invoice Amount Purchase Order Status Cancel Update lew Atta

m—
l CreatePOlhsedlxwoicesI Invoices

e Orders Shipments Finance Home Logout Preferences Help Personslize Page Diagnostics

stlver)ss  Tomorrow Starts Here
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Searching and Viewing PO Details

The steps for searching a PO and viewing PO details
remain the same for suppliers with global inquiry and

g, .
1l I |4 iSupplier Portal
V)

global entry responsibilities. W -
Note: For the purpose of this demonstration, we N
are using global inquiry responsibility to show the | | Purchase Orders | Purchase History
steps for searching and viewing purchase order Purchase Orders
details. These steps will remain the same for
suppliers with global entry responsibility. Personalize Stack Layout: (SupplierRN
~ Views

To view PO details, you must perform the following
steps:

Personalize "Views"

View |All Purchase Orders [

1. Click the Orders tab on the Portal

homepage.

2. Click the Purchase History sub tab. This vl iSupplier Portal
displays the Purchase Order Revision CISCO A
History window. n Navigator v

3. Enter the PO number in the PO Number field Purchase Orders | Purchase History

of the Simple Search section. hurchase OrderRevision:History
4. Click the Go button. This displays the search Personalize Query: (PosQueryRegContRN
result.  Simple Search
Personalize "Simple Search"
Note that the search is case insensitive
PO Number IiU5201981784 I
Document Type | | &

Creation Date I

stlver)ss  Tomorrow Starts Here
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5. Click the purchase order number hyperlink in

Searching and View PO Details

Supplier Email
Fax
Buyer Kb, Deepak
Order Date  07-Aug-2014
Description 201538324
Status  Requires Acknowledgment
Note to Supplier
Operating Unit  CESCO US OPERATING UNIT
Attachments View
Closed Code  ACK_REQUIRED
Requester Name ~ Sheffield, Edwin L

Supplier URL 52

Personalize "Ship-To Address”
‘Ship-To Address
Address 2000 Town Center

Suite 450
Southfield, MI 48075-1135

Personalize "Bill-To Address"
Bill-To Address
Address Cisco Systems Inc.

Accounts Payable
PO Box # 696024

iSupplier Portal
the PO Number column of the search result Cisco
M Navigator v B Favorites ¥ Home Logout Preferences Help Personalize Page Diagnostics
6. Clicking the PO number hyperlink displays T
the purchase order details in the Purchase
. . . Personalize ry: (Post ia ONtRN]
Order History window. You can review —
purchase order details in this window. caronalze Simpe Séarct
Note that the search is case insensitive
PO Number |US201981784
Document Type | &
Creation Date @
Revised Date @
[ ] [[Gear |
Description  Buyer |creation pate |Revised Date +  Currency Total Ship-To Location  Compare to Original PO Compare to Previous PO Show all PO Changes
US201981784 0 CISCO US OPERATING UNIT 201538324 Kb, Deepak 07-Aug-2014 12:49:46 usD 536,392.00 MI-SOUTHFIELD @ @ @]
Home | Orders | Finance
Purchase Orders | Purchase History
Orders: Purchase History >
Standard Purchase Order: US201981784, 0 (Total USD 536,392.00)
Currency=USD Actions  [Acknowledge [¥/ - Expoct,
Personalize "View Order Detail Container”
* Email Address [jbruyere@cisco.com Email PO
Order i
Personalize "Order Information”
Persot Layout: {OrderHeaderDetails)
Personalize " Personalize Flow Layout: (PosShipBillCont)
p— Personalize "Terms and Personalize Stack T R T
Conitions" Layout: (termsstackl) (HeadersummaryCol)
PO Amount  536,392.00 Terms and Conditions Total 536,392.00
Supplier TEKSYSTEMS INC ek Received 0.00
Supplier Site 020HANOVER Payment Terms 2% 10 Terms and Conditions URL C%e Invoiced  187,664.85
Address 7301 PARKWAY DRIVE -~ (L3/ED o
HANOVER, MD 21076 iy E{ﬁ)ﬂl

stlver)ss  Tomorrow Starts Here
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Viewing Invoice Stat d Other Details

Whether you are a supplier with global entry or global
inquiry responsibility, the steps for searching and
viewing invoice details in the Portal will remain the
same.

Note: For the purpose of this demonstration, we
are using global inquiry responsibility to capture
the steps for viewing invoice details. These steps
will remain the same for suppliers with global
entry responsibility.

To view invoice details, perform the following steps:

1. Click the Finance tab on the Portal
homepage.

2. Enter the invoice number in the Invoice
Number field of the Simple Search section.

Note: You can use any other parameter in
the Simple Search section to search an
invoice.

3. Click the Go button.

‘isco’ (@

search [PONumber M | | Go
Personalize "Home Page Top Container”
Personalize "Home Page Centre Column"

M Navigator v B2 Favor

Personalize "Notifications"

Personalize "Notifications"

Subject

Standard Purchase Order US202065633.0 requires your acceptance
Standard Purchase Order US202065632.0 requires your acceptance
Standard Purchase Order US202065629.0 requires your acceptance
Standard Purchase Order US202065628.0 requires your acceptance
Standard Purchase Order US202065627,0 requires your acceptance

Full List

|pate

18-Aug-2015 06:31:40
18-Aug-2015 04:15:44
18-Aug-2015 02:53:28
18-Aug-2015 02:41:47
18-Aug-2015 02:33:45

i)
CISsCo

iSupplier Portal

1 Nawigator ¥ B2 Favorites ¥

View Invoices

Personalize Query: (InvoiceSearchRN)

- Simple Search
Personalize "Simple Search"

Invoice Number Tes’t0207

PO Number
(example : 1234)
Release Number
example : 1234-2)
Payment Number

Payment Status
Invoice Amount From
Amount Due From
Invoice Date From

Due Date From

To |

| To |

| @ 1o |
Bl 8

(example: 18-Aug-2015)

e D
N
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Viewing Invoice Status and Other Details

4. The search result displays details of the Home [ orders | pinance

View Invoices | View Payments

invoice. View Invotces
. . . . Personalize Query: (InvoiceSearchRN)
5. The Status of this invoice displays as Sinple Search
Approved. personaze "Smoe Sear

Advanced Search
Tnvoice Number  [Test0207 Payment Status V]

6. The Payment Status of the invoice displays b — R i

Amount Due From To |

as NOt Pa'd felease Number et ) Invoice Date From @ 7o [ =]

Payment Number &
R e | DR ame =
7. Click the Invoice hyperlink to drill-down and _—
V|eW add't'onal |nv0|ce deta"s Invoice |nvoice pate  Type Currency | Amount DueStatus  Payment Status Due Date OnHold Payment PO Number Receipt |Discount Date Available Discount At(adlmentsl
N Test0207A TSI1TEST 02-Jul-2015 Standard  USD 19.50 19.50 Approved  Not Paid 01-AUG-2015 TUS202064418 12-3ul-2015 0.39

Home | Orders | Finance
View Invoices | View Payments

View Invoices

I

Personalize Query: (InvoiceSearchRN)
Simple Search

Personalize "Simple Search”

Invoice Number [Test0207 Payment Status v
PO Number Invoice Amount From To |
(example : 1734) T I

Release Number
(omampe 342 To |

Payment Number m To =]
TInvoice Status (example: 18-Aug-2015)
(@]
Invoice [nvoice pate  Type currency Due Date OnHold Payment PO Number Receipt |Discount Date Available Discount  Attachments
Test0207A TSITEST) 02-1ul-2015 Standard  USD 01-AUG-2015 TUS202064418 12-1u-2015 0.39

stlver)ss  Tomorrow Starts Here
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Viewing Invoice Status and Other Details

8. Clicking the Invoice hyperlink in the previous | | em [ orers [ fance

. R R . . View Invoices | View Payments
step displays the invoice details window that | | fwefeienl e N N\ -
has the following sections: Crrecy=UsD a
Personalize Stack Layout: (InvoiceDetailsContainer
. . . . e Personalize "Amount Summary” — =
a. General: This section provides generic — P — Ptz et g o o)
. . . . . Paid 0.00
deta”S Of the Invoice SUCh as Invoice Invoice Date  02-Jul-2015 Iem 10.00 Discount Taken  0.00
. . . . Status Approved Freight 0.00 Brz iy
creation date, invoice status, supplier onrla Hicoloneain 0.00 Payment Dae
. Batch Tax 9.5‘]@ Term 2% 10 NET 30
name, and supplier address. Atachmerts Mone Fropament 0.00 -
. p:upp\fer ms’n:us]m Wmm::ta'\r\-arqe 3$
upplier Site  0201A /ATLANTA i ing Tax 0.
b. Amount Summary: This section s e
. . . ATLANIA, GA 30384-2042
displays the invoice amount at the — T
header level. Fersonale "o s ) : ) ) )
Line~ [Type Description QtyUOM  Price TaxIncluded Amount Retainage Status PO Number POLine PO Shipment Buyer Receipt
1 Tem  Q4FY15 - TEKsystems - Business Analysis San Jose (braolive) 10 EACH 1.00 10.00 0.00 Approved  TUS202064418 1 1 Shivanna, Ravi
. . . 2 Tax iSupplier 9.50 0.00 Approved
c. Payment Information: This section = =

displays details such as the payment

term, discount, amount due, amount Viewmpkss | iow iz
paid, and payment date. Standard Invoice: Test0207A TSTTEST (Total USD 19.50)
Currency=UsD —
. . . . . . Personalize Stack Layout: (InvoiceDetailsContainer’
d. Invoice Lines: This tab displays invoice e R e
H H H Personalize Default Single Column: (Paymentini
items in separate lines. = Qe sy R oo R
Invoice Date  02-Juk-2015 Iem 10.00 Discount Taken  0.00
Status  Approved Freight 0.00 e
e. Scheduled Payments: This tab o T e T e
displays details such as due date, \; g Joo
amount due, payment status, and Ie e e e
method of payment. T s e
f.  Hold Reasons: This tab will display the = s e e e e e Py
1 Tem  Q4FY15 - TEKSystems - Business Analysis San Jose (braolive) 10 EACH 1.00 10.00 0.00 Approved  TUS202064418 i i Shivanna, Ravi

reason for placing an invoice on hold. 2 e icupie 050 .00 ppoved
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Viewing Payment Status and Other Details

The steps for viewing payment status and other
details in the Portal will remain the same for suppliers
with global entry and global inquiry responsibility.

Note: For the purpose of this demonstration, we
have used global inquiry responsibility to capture
the steps for viewing payment status and other
payment details. These steps will remain the
same for suppliers with global entry responsibility.

To view payment status, you must perform the
following steps:

1. Click the Finance tab.
2. Click the View Payments sub tab.

3. Enter the payment number in the Payment
Number field.

4. Click the Go button.

] S
CISCO ‘.rPortaI

m Navigator v B Favorites ¥

View Invoices

Personalize : (InvoiceSearchRN

Personalize "Simple Search"

Invoice Number
PO Number

(example : 1234)
Release Number
(example : 1234-2)
Payment Number

Invoice Status | ~
Go ‘ Clear l

Payment Status | .

Invoice Amount From

To |

Amount Due From |

To |

Invoice Date From | To |

Due Date From To

(example: 13-Aug-2015)

i)
CISCO

iSupplier Portal

View | View Pay

1 Navigator v B2 Favorites ¥

View Payments

Personalize Query: (PaymentSearchRN

Personalize "Simple Search"
Note that the search is case insensitive

] orere—

2170311
Invoice Number I
PO Number I

(example : 1234)

Rel; T I

D
(i)l dear|

Status | Q
Payment Amount From [ To |
Payment Date From I = To

(example: 19-Aug-2015)

N
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Viewing Payment Status and Other Details

Home | Orders | Finance
View Invoices | View Payments
View Payments
5. The search result displays at the bottom of i o st
the View Payments sub tab. Simple Search
personalize "Simple Search”
6. Click the payment number hyperlink in the T mnttumter o e
jice Number Payment Amg, To |
Payment column. o [ - = -
5 Number
7. Qllcklng the payment numper hyperllnk
dlsplays the payment detaIISWIndOW The Payment |Payment pate ~ Currency Amount/Status Status Date Bank Account Tnvoice PO Number
header Ievel Of the WlndOW dlsplays the 2170311 18-Mar-2015 usD 4,584.44 Negotiable 18-Mar-2015 US AP CITI PMT-161 CSCOIN00117331 US202024310

following details:

View Invoices | View Payments

. Payment Date: Displays the date when Finance: View Payments

Payment: 2170311 (Total USD 4,584.44)

the supplier is paid. ] N\

e  Status: Displays status of the payment. — . P —
. Status Date: Displays the date when St tote 16w 7015 S iress 2100 VETERANS BLVD. STE. 460
the payment status changes. ki e

Supplier: Displays the supplier name. ‘ :
Supplier Site: Displays the supplier site | | s wice

) . Invoice [Invoice Date Type currency Amount Status Payment Status Payment PO Number Receipt Attachments
| nfo m at| on CSCOING0117331 08-Mar-2015 Standard usp 4,678.00 Approved Paid 4,584.44 US202024310

e  Address: Displays the supplier address.
. Bank Account: Displays Cisco’s bank
account number.
8. The Included Invoices section displays the
invoices included in the payment.

9. Review the Payment Status column in the
Included Invoices section. This column
indicates whether an invoice is paid or not.

stlver)ss  Tomorrow Starts Here
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Viewing Purchase Order Attachments

The steps for viewing purchase order attachments
are the same for suppliers with global entry and
global inquiry responsibility.

 Navigator v B2 Favorites ¥

View Invoices

Note: For the purpose of this demonstration, we
have used global inquiry responsibility to capture

Personalize Query: (InvoiceSearchRN,

_ Simple Search

the steps for viewing purchase order
attachments. These steps will remain the same

Personalize "Simple Search”

Invoice Number

Payment Status .

for suppliers with global entry responsibility. Ponumber [ Invoice Amount From | To |
o it (e Amount Due From | To |
lease T o = &
To view purchase order attachments, you must R —— ‘"”;e:::m ' : !
. T rom & 10 B
perform the following steps: mviceStas | [V (sxampe: 15 Aug-2015)

1. Click the Orders tab. This tab displays a list
of purchase orders. altali
cisco

iSupplier Portal

N Navigator v B2 Favorites ¥ Home Logout Preferences Help Personalize Page Diagnostics

a. Some purchase orders display an icon in
the Attachments column.

b. Clicking the Attachment icon displays
the standard terms of agreement of the
PO.

Purchase Orders | Purchase History
Purchase Orders

Personalize Stack Layout: (SupplierRN.
Views

Personalize "Views"

View [All Purchase Orders

Note: To view PO attachments, you must
navigate to the line level of the purchase

Personalize Stack Layout
Personalize "PO Summary"

et Ortr:_coniede |

Select |PO Number |order Date

Rev Operating Unit Document Type Description Buyer Currency Amount  Status
Order O |US202065633 [0 CISCO US OPERATING UNIT Standard PO 18-Aug-2015 06:31:32 sSiddiqa, Ayesha  USD 1,050.00  Requires Acknowledgment

Attachment Text

CONFIRMING ORDER, DO NOT DUPLICATE

This Purchase Order is Cisco's offer to purchase goods and services from Seller solely and

exclusively on the terms set forth in the master agreement between Cisco and Seller in effect as of

the date of this Purchase Order and the terms on the front of this Purchase Order. T there is no

master agreement, this Purchase

Order is Cisco's offer to purchase goods and services from Seller solely and exclusively on Cisco's
Standard Terms and Conditions for Purchase Orders posted on the Internet at http://vww.cisco.
com/web/about/ac50/ac142/terms_and_conditions_for_purchase_orders_list.html and terms on the front
of this Purchase Order. Any additional, inconsistent or conflicting terms in

any ¢ ication or correspondence from Seller are of no effect unless expressly accepted by Cisco

in a written modification to this Purchase Order.

stlver)ss  Tomorrow Starts Here

CIscoO



Viewing Purchase Order Attachments
Nmmn - N

iSupy,

CiIsCo
To view PO attachment at the line level, you must - N ©

perform the following steps:

Home Logout Preferences Help Personalize Page Diagnostics

Purchase Orders

. .
1. Click the Purchase History sub tab. tersonales Sack Layout (Suppler
2. Enter the purchase order number in the PO o e 5

Number field.

Personalize Stack Layout
Personalize "PO Summary"

. Select Order: 9 Previous [1-25 Next 25 3
3 . Cl IC k th e G (0] b utton. Select|[PONumber  Rev Operating Unit Document Type  Description  [Order Date Buyer Currency Amount  Status Acknowledge By Attachments
O |Us202065633 Q CISCO US OPERATING UNIT Standard PO 18-Aug-2015 06:31:32 Siddiga, Ayesha usD 1,950.00 Requires Acknowledgment j\ﬁ’

]
CISCO

iSupplier Portal

1 Navigator v B Favorites ¥

Purchase Orders | Purchase History

Purchase Order Revision History

Personalize Query: (PosQuel OntRN

- Simple Search

Personalize "Simple Search"
Note that the search is case insensitive

PO Number [||US202024310

DocumentType | ] Q

Creation Date

te |

[=] o
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Viewing Purchase Order Attachments

4. Click the PO number hyperlink in the PO
Number column.

5. Navigate to the PO Details section.

6. Click the icon in the Attachments column of
the PO Details section. This displays the
Attachments window.

7. Click the hyperlink in the Title column of the
Attachments window.

8. Click Open in the message box displayed by
the web browser. This displays the file
attached to the PO.

Note: You can also save the attachment if
you want to store a copy on your local hard
drive.

Home | Orders | Finance
Purchase Orders | Purchase History
Purchase Order Revision History

Personalize Query: ueryRegContRN;

Simple Search

Personalize "Simple Search”
Note that the search is case insensitive

PO Number [US202024310
Document Type Q
Creation Date

Revised Date

hase Order Revision History Re..."
PO Number | Rev Operating Unit Description Buyer |Creation Date Revised Date~  Currency Total Ship-To Location  Compare to Original PO Compare to Previous PO Show all PO Changes
US202024310 | 0 CISCO US OPERATING UNIT 201503799 Kb, Deepak  16-Dec-2014 08:20:32 usD 237,642.40 NJ-ISELIN-INYO1
o= oGy 111 Wood Avenue South
Operating Unit CISOO US OPERATING UNIT Iselin, ND 08830
Attachments  View Personalize "Bill-To Address”
Closed Code  ACK_REQUIRED Bl To Address
Requester Name Tavares, James
Address Cisco Systems Inc.
Accounts Payable
PO Box # 696024
San Antonio, TX 78269
“TIP To obtain PO print document ™ act CISCO GPS team
Personalize "PO Details"
Personalize "PO Details"
Show All Details | Hide All Details
Details|Line -~ Type Description uoM Qty  Price Amount Status. Attachments
@ Show|1 Misc.Services Q3 FY15 to Q23 FY16; Sima Zokaei Program Management (hired by Jim Tavares) EACH 237642.4. 1 237,642.40 Open T

Home | Orders | Fnance
Purchase Orders | Purchase

Orders: Purchase History >  View Order Details >

|Description
C-Worker Attachment

|category

|Last updated By
To Supplier DKB

Personalize "Attachments of associated record”]
ted |usage
14 One-Time

Do you want to open or save CSCOW000289803.txt (3.51 KB) from wwwin-ts1cfh.cisco.com?

I Open I | Save | - | Cancel x
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Creating ' oticeint

Suppliers with global entry responsibility have the A =
ab|l|ty tO: 1 Navigator ¥ % Fawo|

e Create Advance Shipment Notices (This is Search [P0 Number V] | []
an optiona' feature_) Personalize "Home Page Top Container”

Personalize "Home Page Centre Column"

e View/Cancel Advance Shipment and | notifications.
B|”|ng NOtiCES Personalize "Notifications"

[ Full List

. . X Personalize "Notifications"
e Enter invoice in the Portal Subject [pate
Standard Purchase Order US202065633,0 requires your acceptance 18-Aug-2015 06:31:40
. . 3 Standard Purchase Order US202065632,0 requires your acceptance 18-Aug-2015 04:15:44
e Perform bulk upload of invoices (Available Standard Purchase Order US202065629.0 requires your acceptance 18-Aug-2015 02:53:28

Only for Supp|ierS |0cated in the US) Standard Purchase Order US202065628.0 requires your acceptance 18-Aug-2015 02:41:47
Standard Purchase Order US202065627.0 requires your acceptance 18-Aug-2015 02:33:45

o]
cisco

To create an advanced shipment notice in the Portal, iSupplier Portal

you must perform the following steps: By & i
1. Click the Shipments tab. This displays the
Shipment Notices window.

Personalize "Shipment Notices"

2. Click the Create Advance Shipment
Notices hyperlink. This displays the Create
Advance Shipment Notice window.

I Create Advance Shipment Notices I

Home Orders Shipments Finance Home Logout Preferences Help Personalize Page Diagnostics
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Creating Advance Shipment Notice in the Portal

3. Select the purchase order for which you want
to create the advance shipment notice.

4. Click the Add to Shipment Notice button.

5. Click the Shipment Header tab in the Create
Advance Shipment Notice window.

[[Fome T ortors T stipments T rinanc= 1
Shipment Notices

Shipments: Shipment Notices >
Create Advance Shipment Notice

Views

Personalize "Views"
Personalize Table Lay

Quantity  Quantity Quantity Ship-To
Due Date ~ Ordered ‘Shipped Received UOM Location ‘Currency Supplier Site
1 Test - Diff State Linel 18-Aug-2015 5 0 O|EACH 52n Jose-Bldg A CISCO US MANUFACTURING - usp (0201A/ATLANTA
04:49:38 OPERATING UNIT  SAN JOSE
1 Test - Diff State Line2 18-Aug-2015 6 0 0/EACH FL-JACKSONVILLE CISCO US MANUFACTURING - usp (0201A/ATLANTA
04:49:38 4 OPERATING UNIT  SAN JOSE
1 Test - Diff County Same State 19-Aug-2015 6 0 0 EACH CA-SAN DIEGD 4 CISCO US MANUFACTURING - usD (0201A/ATLANTA
00:00:00 OPERATING UNIT  SAN JOSE
1 Test - Diff State Line2 19-Aug-2015 6 0 0|EacH FL-JACKSONVILLE CISCO US MANUFACTURING - usD. (0201A/ATLANTA
00:00:00 4 OPERATING UNIT  SAN JOSE
1 Test - Diff State Linel 19-Aug-2015 5 0 0|EACH San Jose-Bldg A CISCO US MANUFACTURING - usD (0201A/ATLANTA
00:00:00 OPERATING UNIT  SAN JOSE
[0 |us202065621 1 1 Test - Diff County Same State 19-Aug-2015 5 0 0|EACH San Jose-Bldg A CISCO US MANUFACTURING - usD (0201A/ATLANTA
00:00:00 OPERATING UNIT  SAN JOSE
O WsmesTio 1 1 Q3FY15-QLFY16 - BANS37130 Support person for 1200 21-Aug-2015 40680 0 0|EACHMA- CISCO US MANUFACTURING - usD. 020HANOVER
node automation blade cluster in BXBO1 00:00:00 BOXBOROUGH 01 |OPERATING UNIT | SAN JOSE

Create Advance Shipment Notice

| cancel | | Add shipments | | Preview | | Submit

1
Shipment Hearlerl Shipment Lines

Pel Layout: (AsnLineDefInstrl
Enter Shipment Line Defaults and click Default to All Lines to copy to all shipment lines.

Personalize Table Layout: (AsnlineDefEntryTbi)
Personalize Default Single Column: (AsnlineDefl ftCol)
Packing Slip

comyorongn | A
Bar Code Label

Personalize Default Single Column: (AsnlineDefleftRightCol)
Container Number

Truck Number
Comments

i in Advance Shipment Notice

Personalize "Shipments in Advance Shipment Notice”
Personalize "Shipments in Advance Shipment Noti..."
‘Show All Details | Hide All Details

Details PO Number  Line Shipment Supplier 'em Ttem Description  Due Date Quantity Ordered Quantity Received UOM Quantity Shipped Ship-To Location LPN/Lot/Serial Add Attachments Spiit Remove
[Dhide US202065633 1 |1 Test - Diff State Linel  18-Aug-2015 04:49:38 5 o aQ 5| san Jose-Bldg A & L] B o

Packing Slip
Bar Code Label

@ ShowL 1 1

Container Number
Truck Number

Test - Diff State Linel  18-Aug-2015 04:49:38 |5 0 EACH Q

comyoronan || &,
Comments
0 San Jose-Bldg A

4= mE O
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Creating Advance Shipment Notice in the Portal

6. Enter details in the following fields:

a. Shipment Number: Enter the unique
shipment number in this field.

b. Shipment Date: Enter the date of
shipment.

c. Expected Receipt Date: Enter the date

when the buyer will receive the shipment.

7. Enter additional freight details in the Freight
Information section. Adding freight details is
optional.

8. Click the Submit button.

9. The Portal displays a confirmation message
when the advance shipment notice is
created.

Create Advance Shipment Notice

Shipment Header | Shipment Lines

Personalize "Shipment Header"

P—— 7\

[Lcancel | [ Add shi | [preview f[ submic |

Personalize “Shipment Information”
rsonalize Stack Layout: (: RN)

= Tndicates required field

e
* shipment Number [Ship_202065633 * shipment Date [18-Aug-2015 16:26:58

= Expected Receipt Date [31-Aug-2015 16:27:09 Note: Shipment Date cannot be later than today
Example: 19-Aug-2015 03:51:43

Parsonalize Fre\ggt Tormaton

Freight
FreightTerms | | @ Freight Carrier | | Q
Number of Containers | Biloftading [
WaybiljAirbil Number [ pacngsip [
Packaging Code | | Spedial Handling Code ||
Tarweight [ Tarweightuom |
Nerweight [ Netweightvom [

Comments

iSupplier Portal
CISCO

m Navigator v B Favorites ¥

Ship Notices
- Advance Shipment Notice Confirmation

Personalize "Advance Shipment Notice Confirmation"

Your Advance Shipment Notice Ship_202065633 has been submitted.

Return to Advance Shipment Notices

Home Orders Shipments Finance Home Logout Preferences Help Personalize Page Diagnostics
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Viewing / Canceling Advance Shipment Notice in the Portal

il
You can view or cancel advance shipment notices in CIsCo
the Portal. 1 Navigator v

iSupplier Portal

To view/cancel advance shipment notice, you must
perform the following steps:

Search lPO Number . E

Personalize "Home Page Top Container"

Personalize "Home Page Centre Column"

1. Click the Shipments tab. This displays the =
Shipment Notices window.

Personalize "Notifications”

Full List
2. Click the View / Cancel Advance Shipment Personalize “Notifications® =
an d Bi I I | ng Notices hyperllnk' ThlS dISpIayS Standard Purchase Order US202065633.,0 requires your acceptance 18-Aug-2015 06:31:40
the Create Advance Shi pm ent Notice Standard Purchase Order US202065632,0 requires your acceptance 18-Aug-2015 04:15:44
window Standard Purchase Order US202065629.0 requires your acceptance 18-Aug-2015 02:53:28
) Standard Purchase Order US202065628.0 requires your acceptance 18-Aug-2015 02:41:47
Standard Purchase Order US202065627.0 requires your acceptance 18-Aug-2015 02:33:45

i
CISco

iSupplier Portal

n Navigator v B2 Favorites ¥

Personalize "Shipment Notices"

Create Advance Shipment Notices

View / Cancel Advance Shipment and Billing Notices

Home Orders Shipments Finance Home Logout Preferences Help Personalize Page Diagnostics
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Viewing / Canceling Advance Shipment and Billing Notice in the Portal

3. Click the shipment number hyperlink in the
Shipment Number column.

4. Clicking the shipment number hyperlink
displays shipment details in the Shipment
Notices window.

5. Click the Cancel Shipment Notice button to
cancel a shipment notice.

6. The Portal displays a confirmation message
when the process for canceling an advance
shipment notice completes.

Home | Orders | Shipments | Finance

Shipment Notices
‘Shipments: Shipment Notices >
View I Cancel Advance Shipment Notice

Views:
Personalize "Views™
View [Last 25 Shipment Notices ||

Personalize Stack Layout
[ Once a shipment notice is cancelled it cannot be undone

Personalize Advanced Table: (PosAsnShiplistThi

Select Advance Shipment Notice | Cancel Shipment Notice | © previous [1-10 Next10 ®
Select [Shipment Number sp Expected Receipt Date Freight Carrier  Waybill/Airbill Number Supplier Site Invoice Number  Packing Slip  Processing Status Code Cancellation Status

O guiliimgiodoce 31-Aug-2015 16:27:00 (0201A/ATLANTA Pending

[¢] 11-Aug-2015 11:17:06 123456 (020HANOVER Cancelled

(@) P ostnanges. 01-Sep-2014 11:22:40 G20HANOVER

O pAT12345 31-1ul-2015 02:02:00 020HANOVER.

O |zz432134 i 30-Jul-2015 11:06:38 (020HANOVER.

[¢] ‘shiptest? 15-1ul-2015 00:00:00 21-Jul-2015 00:00:00 (020HANOVER.

[¢] ‘shiptest 25-Jul-2015 17:00:36 27-1ul-2015 17:00:40 (020HANOVER.

O [Test Pop ASN2 08-Jul-2015 17:17:22 08-Jul-2015 17:17:25 (020HANOVER. Error

O [ship-101 17-Jul-2015 00:00:00 17-Jul-2015 00:00:00 (020HANOVER. Cancelled

o ship-12. 16-Jul-2015 00:00:00 16-Jul-2015 00:00:00 (020HANOVER

@ Previous [1-10 Next 10 ®

Select Advance Shipment Notica| Cancel Shipment Notice

Home | Orders | Shipments | Finance
Shipment Notices

‘Shipments: Shipment Notices >  View / Cancel
Advance Shipment Notice: Ship_202065633

Notice > /—\

H

Shipment
Personalize "Shipment Information”

‘Shipment Number  Ship_202065633
Supplier TEKSYSTEMS INC
Supplier Site  0201A/ATLANTA

Nt

Shipment Date  18-Aug-2015 16:26:58
Expected Receipt Date  31-Aug-2015 16:27:09

Freight.

Personalize "Freight Information”

Freight Terms Freight Carrier Number of Containers
il of Lading Waybill/Airbill Number Packing Slip
icking Code Tar Weight UOM Tar Weight
Special Handiing Code Net Weight UOM Net Weight
‘Comments.
in i Notice
Personalize "Shipments in Advance Shipment Motice"
Personalize "Shipments in Advance Shipment Moti..."
| | Line Shif Supplier Ttem iption  |Due Date Quantity JOM Quantity Location LPN/ Lot/
Show US202065633 1 1 Test - Diff State Line1 18-Aug-2015 04:40:38 5 0 EACH 5/San Jose-Bldg A @

iSupplier Portal
CISCO

1 Navigator v B2 Faworites ¥

Notices

- ASN Cancel Confirmation

Personalize "ASN Cancel Confirmation”

Notice Ship_20: has been submitted. A notification will be sent to the requestor informing them of the cancellation.

Your request to cancel Advance

Return to View Advance Shipment and Billing Notices
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Viewing / Canceling Advance Shipment and Billing Notice in the Portal

You can also cancel a shipment from the Shipment
Notices window. To do this, you must perform the
following steps:

1. Use the Select column to select the shipment
number that you want to cancel.

2. Click the Cancel Shipment Notice button.

3. The Portal displays a confirmation message
when the advance shipment notice cancels.

Home | Orders | Shipments | Finance
Notices

Shipment
Shipments: Shipment Nofices >
View / Cancel Advance Shipment Notice

Views
Personalize "Views"
view |Last 25 Shipment Notices| :
Personalize Stack Layout
® Once a shipment notice is cancelled it cannot be undone
Advanced Table:
icd | Cancel Shipment Notice 2 Previous |1-10 Next 10 @

e Freight Carrier  Waybill/Airbill Number  Supplier Site  Invoice Number  Packing Siip  Processing Status Code  Cancellation Status
31-Aug- 0201A/ATLANTA Pending
10-Aug-2015 11:18:42 11-Aug-2015 11:17:06 123456 ‘020HANOVER Cancelled
01-Sep-2014 11:22:40 01-5ep-2014 11:22:40 '020HANOVER
31-Jul-2015 02:01:24 31-Jul-2015 02:02:00 (020HANOVER
30-Jul-2015 11:06:32 30-Jul-2015 11:06:38 ‘020HANOVER
15-Jul-2015 00:00:00 21-)ul-2015 00:00:00 020HANOVER
25-Jul-2015 17:00:36 27-Jul-2015 17:00:40 (020HANOVER
O |Test Pop ASN2 08-Jul-2015 17:17:22 08-Jul-2015 17:17:25 020HANOVER Error
o] ship-101 17-3ul-2015 00:00:00 17-Jul-2015 00:00:00 ‘020HANOVER Cancelled
(o] ship-12 16-1ul-2015 00:00:00 16-Jul-2015 00:00:00 '020HANOVER.
lect Advance Shipment Notice 9 Previous [1-10 Next 10 @

n Navigator v B Favorites ¥

_ASNCa

Personalize "ASN Cancel Confirmation”

Your request to cancel Advance Shipment Notice Ship_202065633 has been submitted. A notification will be sent to the requestor informing them of the cancellation.

Return to View Advance Shipment and Billing Notices
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Entering Invoice in the Portal (US)

o _ e o
To enter an invoice, you must perform the following cisco
StepS m Navigator v B Faw
1. Click the Finance tab. This displays the search [PoNumber V] |
Invoice Actions window. Personalize "Home Page Top Container"

Personalize "Home Page Centre Column"

2. Click the Create Invoices sub tab.

Personalize "Notifications"

3. Click the Create PO Based Invoices button. o DAL
. . . Personalize "Notifications”

This displays the Create Invoice: Purchase Subject [pate

Ord ers W| ndOW. Standard Purchase Order US202065633,0 requires your acceptance 18-Aug-2015 06:31:40
Standard Purchase Order US202065632,0 requires your acceptance 18-Aug-2015 04:15:44
Standard Purchase Order US202065629,0 requires your acceptance 18-Aug-2015 02:53:28
Standard Purchase Order U5202065628,0 requires your acceptance 18-Aug-2015 02:41:47
Standard Purchase Order US202065627.0 requires your acceptance 18-Aug-2015 02:33:45

7 Navgatorv B2 Fawrites v Home Logout Preferences Help Personalize Page Diagnostics

I Create PO Based Invoices I]nvom Upload
Personalize "Invoices Query Region”

Search

Personalize "Search"
Mote that the search is case insensitive

Supplier TEKSYSTEMS INC Purchase Order Number

ey Invoice Amount
Invoice Date From =] wicetateTo [ | @
ample: 19-Aug 20 ——
Tnvoice Status i Currency
Personalize "Saved Invoices Table"
Invoice Number TInvoice Date Invoice Currency Code Invoice Amount Purchase Order Status Cancel Update. View Attachments
No search conducted.

stlver)ss  Tomorrow Starts Here
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Enter the PO number in the Purchase Order
Number field.

5. Click the Go button.

6. In the search result, select the purchase
order lines that belong to the same state. For
this training, we have selected two POs that
belong to California, US.

Note: In special cases, a PO Number might
contain lines that have multiple US states.
The Portal will not allow you to create a
single invoice with multiple states. You must
create separate invoice for each state.

7. Click the Next button. This displays the
Create Invoice: Details window.

Entering Invoice in the Portal (US)

afra]n
CISCOo

iSupplier Portal

Create Invoices | View Invoices | View Payments

1 Navigator v

€ Favorites ¥

Home Logout Preferences Help Personalize Page Diagnostics

Purchase Orders Details

Create Invoice: Purchase Orders

Manage Tax

0
Review and Submit

Personalize Query: (P

Search

| cancel | step1of4 [ Next

Personalize "Search"

Note that the search is case insensitive
Purchase Order Number J§]US202065681
Purchase Order Date

Orders
Create Invoices | View Imvoices | View Payments

Details

O
Review and Subi

Purchase Orders Manage Tax
Create Invoice: Purchase Orders
1 of
Personalize Query: ueryRN]
Search
Personalize "Search"
Note that the search is case insensitive
Purchase Order Number [US202085681 |
Purchase Order Date
(exampl: 24-Aug-2015)
Buyer Q
Personalize "Search Results: Purchase Order” =
Soloct Ro:
L
Select PO Number ~ |Line |Shipment  Item Description Ttem Number Supplier Item Number oOrdered Received  Invoiced UOM UnitPrice  Curr  Ship To
US202065681 1 1 ST & DT - Sanjose 1090923 o 22 EACH 100 USD  San Jose-Bldg A
US202065681 2 1 ST & DT - Santa Barabara 367436 o 9 EACH 200 USD  SANTA BARBARA-MSJ
O |us202065681 3 1 ST &DT - Texas 4456474 o 1 EACH 300 USD  SOLECTRON TEXAS
O |us202065681 4 1 ST&DT-FL 347568431 o o EACH 100 USD  FL-MIAMI 1
O us202065681 5 1 ST & DT - Sanjose - Non Tax 28374989 v 17 EACH 100 USD  San Jose-Bldg A
O us202065681 6 1 ST - Sanjose & DT - Null 874385 o 1 EACH 679 USD  San Jose-Bldg A
O |us202065681 7 1 ST - Sanjose & DT - Texas 7867634 o o EACH 7667 USD  San Jose-Bldg A
O |us202065681 8 1 ST - Texas & DT Null 7346573 o o EACH 78 USD  SOLECTRON TEXAS
O |us202065681 9 1 ST - Texas & DT Sanjose 64375436 o o EACH 676 USD  SOLECTRON TEXAS
- L1 L dideerdd 2 Sk Sl e

—
Select Ttems: | Add to Invoice
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E ing Invoice in the Portal (US)

Home | Orders | Shipments | Anance
Create Invoices  View Ivoices ~ View Payments
. . - Purc| Im:): Orders Details Manage Tax Review aid Submit
8. Click the Search icon to populate the e I Ee—
Remit To field. Clicking the Search icon s e () ,
displays the Search and Select List of R—— ——
. * Supplier  TEKSYSTEMS INC B mer [
Values window. e B T o .
Address Invoice Type mvoice “
. . . . Currency  USD
9. Enter search criteria in the Search By field o beToten

and click the Go button. el

Personalize "Customer”
o Name. 1500 U5 LEGAL ENTITY

Personalize "rems”
Personalize "lrem Lines Table™
PO Number Line Shipment Ttem Description Supplier iem Number ship To ‘Available Quantity *Quantity Unit Price UoM  Amount
US202065681 11 ST & DT - Sanjose San Jose-Bldg A 1090901 [ dooos01 W EACH 108090100
US202065681 2 1 ST & DT - Santa Barabara SANTA BARBARA-MS) 367427 [ 367427 [ 200 EACH 73485400
Pgsmal\ze‘zr"smggmr and Hmz\im"
mﬁfm ‘Amount Description
No results found.
Add Row |

o find vour =, select  filter jt=m in the pulldowm list znd eote field, then select the "Go" button.
Search By [Remit To[M] [se3%

=)

< >
EXS
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E ing Invoice in the Portal

/6 Search and Select List of ¥alues - Windows Internet Explorer provided b

10. Select the remit to address from the search
result and click the Select button. This
populates the Remit To field in the Create
Invoice: Details window.

11. Enter a unigue invoice number in the Invoice
Number field.

12. Use the Calendar icon in the Invoice Date
field to enter the invoice creation date. You
can also use the default date displayed in this
field.

Note: You can enter an invoice with a past
date, but you cannot create an invoice with a
future date.

13. From the Invoice Type drop-down menu
select one of the following options:

a. Invoice: Select this option if you are
entering an invoice in the Portal.

b. Credit Memo: Select this option if you
want to enter a credit memo in the Portal.

Note: You can add credit memo in the Portal
only if the credit memo contains a single line.

If the credit memo contains more than one
line, you must submit the credit memo to AP
for manual processing.

For the purpose of this demonstration, we have
selected Invoice from the drop-down menu.

Search and Select Remit To

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" bution.

Seerch oy e To [ @
Results
Personalize Table: (RemitTolovRI
Salect Quick Select Supplier |Remit To  Address Organization
é TEKSYSTEMS INC  020HANOVER 7301 PARKWAY DRIVE HANOVER MD 21076 ‘CISCO US OPERATING UNIT
ABOUT This Pas
< >
L
tome | Orders | Shipments | Fnance
Create Invoices | View Invices | View Payments
o € €
Purchase Orders Demils Manage Tax Review and Submit

Create Invoice: Details

* Indicates required field

| Cancel | | Back |step2of4 Hext

Bersonaize Table Layout: (InvtieaderRN)

Supplier Invoice

Persornlize "Supplier” Persondize ‘Tnvoice”

* Supplier  TEKSYSTEMS IHC O
Tax Payer ID 2 .
aQ memER -
Address TEKSYSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 30384-2042
Currency ¥
atachment o [Add_. |
Customer
Personalize "Custom er™
Customer TaxPayer D 77-0059951
Customer Name CISCO US LEGAL ENTITY

Tems

Persoralize Tems™
PO Number Line Shipment  TremDesarption Supplier Trem Humber Ship To Available Quantity =Quantity Unit Price voM  Amount
Us 202065681 1 1 ST &DT - Sanjose San Jose-Bldg A 1080301 1090901 100 EACH 108030100
US 202065681 2 1 ST &DT - Sants Bar abara SANTA BARBARA-MS] 367427 I 367427 I 200 EACH 73485900

Persorelize *Shigping and Handing”
2ersondize “Charge Lines Teble®
Charge Type Ampunt Description
o results found.

Add Row
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Entering Invoice in the Portal (US)

14.

15.

16.

17.

Enter a description in the Invoice
Description field. (optional)

Use the Add button if you want to attach soft
copy of the invoice. Adding a copy of invoice
is optional for US.

You can change the value in the Quantity
field, if necessary. By default, the Portal
displays the quantity entered in the purchase
order.

Notes:

= You can change the quantity in this field,
as long it is less than or equal to the
remaining PO balance.

= You cannot enter a quantity in this field
that is greater than the PO quantity
balance.

You can change the price in the Unit Price
field, if necessary. By default, the Portal
displays the unit price entered in the
purchase order.

Notes:

= You can change the unit price in this field
as long as the price is lower than the
price entered in the purchase order.

= You cannot enter the unit price in this
field that is higher than the unit price
entered in the purchase order.

Home | Orders | Shipments | Finance
Create Invoices | View Invoices | View Payments

Purchase Orders Details
Create Invoice: Details

Manage Tax

Review and Submit

* Indicates required field

Personalize Table layout: (InvieaderRN).
Supplier

| Cancel | | Back |step20f4 | Mext

Personalize "Supplier”
* Supplier  TEKSYSTEMS INC
TaxPayer [D 383858542

Address TEKSYSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 30384-2042

Persondize Tnvoice”

Persoralize Cusiom er”
Qustomer Tax Payer D 77-0059951
Customer Name  CISCO U5 LEGAL ENTITY.

Persoralize “Tems"
PO Number Lme Shpment  TemDesarption
US 202065681 1 1

Supphier Ttem lumber ship To

US 202065681 2 1

ST &DT - Sana Barzbara

ST &DT - Sanjose. San Jose-Blda A
SANTABARBARA-MS]

Available Quantity
1090901

367427

Ampunt

Description

Tomorrow Starts Here
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ing Invoice in the Portal (US)

e ________________________________________________________________________________|

Greate Ivoices  View Incices | View Paymerds

5]
Purchass Onders Details Mansge T Review and Susmit
Create Invoice: Details

18. Click the Add Row button if you want to et e B wwre B

Persorsiize Tatie Lavout: (Inkeaderk!

enter freight or miscellaneous charges to the - e
invoice. This adds a new row in the Shipping | | = iR o S [l
and Handling section. T kv o175 e ]

e
Note: Adding Freight or Miscellaneous e

charge is optional. For the purpose of this ———
demonstration, we will show how to add
Freight and Miscellaneous charge. ——

PO Humber line  Shipment Ttem Description Suppher Tem Humber ship To Avaiable Quantity Quantity Unk price UoM  Amount

US20206557% 1 1 Testing FCT-PTP-TC US1-001 CASANDIEGOS 5 % 5 EAGH 17

Customer TaxPayer I 77-0059951
Custamer fams  CISCD US LEGAL ENTITY

19. Select Freight from the Charge Type
drop-down menu.

= e
20. Enter a value in the Amount field.

|concel | | Back Step2ofe met
21. Enter a description in the Description field.

= Supplier  TEKSYSTEMS INC
TaxPayer ID 383858542 Invoice Date pesep2015 | B
axpaye = Invaice -5ep-

RemitTo 120 LA/ATLANTA Q (example 24 ug 2015)

Address  TEKSVSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 30384-2042

= Invoice Number  [Training_Demo

Imoice Type  [imoice
Currency USD
Tnwoice Description [ vice

Atmchment ol Add. |

Customer

Persoralize “Cusiomer”

Customer TaxPayer D 77-0059951
CQustomer Name  CISCO U5 LEGAL ENTITY

Ttems

Persorglize Tiems™
PO Number Lne  Shipment Ttem Desaption Supplier Eem Number ‘Ship To Availble Quantity “Quantity Unit Price oM Amount
US202065831 1 1 ST &.DT - Sanjose San JoseBldg A 1080801 [ 1 [ 100 EACH 100
US202065831 2 1 ST &.DT - Santa Barzhara SANTA BARBARA-MS] 367427 [ 1 I 200 EACH 200

Persoralize “Shipping and
. - -
E=—
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Entering Invoice in the Portal (US)

22. Click the Add Row button again to add
miscellaneous charge.

23. Select Miscellaneous from the Charge Type
drop-down menu.

24. Enter a value in the Amount field.
25. Enter a description in the Description field.

26. Click the Next button. This displays the
Create Invoice: Manage Tax window.

Persorslize “Supplier”

= Supplier  TEKSYSTEMS INC
TaxPayer D 383858582

Persondlize Tnvoice™

*RemitTo D201A/ATLANTA Q

Address  TEKSYSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 30384-2042

= Invoice Mumber  [fraining_Demo

=]
=)

* Invoice Date  [p8-Sep-2015
Imwice Type  [invoice

Currency USD
Inwice Descipion froie

Atiachment

Customer

Persorslize “Customer™

I

Qustomer Tax Payer D 77-0059951
Qustomer Name  CISCO US LEGAL ENTITY.

Persorslize Tems™

Supplier Ttem Humber ShipTo Available Quantity

UOM  Amount

PONumber Lie Shpment  TemDesaription
US 202065681 i 1 ST &DT - Sanjose San s Bldg A 1090301 [ 1 I 100 EACH 100
US 202065681 2 ST &DT - Santa Barabara SANTABARBARA-MS] 367427 [ 1 [ 200 EACH 200
Persorelize “Shipping and Handling”
e sonaiize *Charge Lines Jaalax
Amount Description
0 Fregnt charge
— Invoice
Personslize Supplier™ Persondize Trvoice™
 Supplier  TEKSY STEMS INC * Iupice Number  [Training_Demo
TaxPayer D 383858542 - 5
=RemitTo [201A/ATLANTA LS A | A A -
Address 402042 ATLANTA A ImoiceType [omoce
Currercy USD
Invoice Desaiplion o
Atiachm ent
Customer.

Persoralize “Cusiomer”

Qustomer TaxPayer D 77-0059951
Qustomer Name  CISCO US LEGAL ENTITY.

e

Personalize Ttems”

PO Nunber Lne shipment
US202065681 1 1
US202065681 3 1

Ttem Desaription
ST &.DT - Sanjose
ST &.DT - Santa Barsbara

Supplier Fem Mumber Ship To Available Quantity
San Jse-Bldg A 1030801
SANTA BARBARAMS ] 367427

UOM  Amount

EACH 200

Personalize “Shi
Sersonalize "Chard

riscallane:
Add Row

=

reight charge

iscellaneous chard
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Entering Invoice in the Portal (US)

Personalize “Supplier” Personalize “Invoice”

* Supplier  TEKSYSTEMS INC * Invoice Number  Training_Demo
TaxPayer D 383858542 = Invoice Datz  08-Sep-2015
“RemitTo 0201A/ATLANTA Invoice Type Standard

Address TEKSYSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 30384-2042 * Currency USD
Invoice Description  Invoice

27. Please refer to your AR invoice to enter the
total tax amount in the Tax Amount field.

Attachment None

* Customer Tax Payer D 77-0059951
Customer Name  CISCO US LEGAL ENTITY

Note: You should enter the tax on the AR
invoice.

28. Click the Calculate button.

29. Click the Recalculate Tax button. This e —

[Personalize "Tiem Lines Table"

updates the details in the Invoice Summary rempesrten P — o A v oy T s on wirmee  anoms
US202065681 2 1 ST & DT - Santa Barabara SANTA BARBARA-MS] 367427 1.00 EACH 200.00 200.00

section and displays the tax amount that you
added in the Tax Amount field.

Customer
z q o
* Customer Tax Payer D 77-0059951
Customer Name CISCO US LEGAL ENTITY
st Tax Li

Personalize “Summary Tax Lines”

Cakulate
Personalize Advanced Table
Tax Amount

B
n
Personalize “Ttems”
Personalize "ltem Lines Table"
PO Number Line  Shipment Rem Description. Supplier Item Mumber Ship To Available Qty Quantity To Invoice UOM Unit Price. Amount
US202065681 1 1 5T & DT - Sanjose. San Jose-Bldg A 1030501 1.00 EACH 100.00 100.00
US202065681 2 1 ST & DT - Santa Barabara SANTA BARBARA-MS] 367427 1.00 EACH 200.00 200.00

Shipping and Handiing

Personalize *Shipping and Honding”
Personalize "Charge Lines Table”

Charge Type Amount Description
Freight 10.00 Freight charge
Wiscellancous 10.00 Miscellaneous charge
T—r
Personalize “Invoice: Summary”
Personalize Table Layout
Personalize Table Lavout
ms. 300.00
Less Retainage 0.00
Freight 10.00
Miscallanzous 10.00
Tax 0.00
| Recaloulate Total | Total (USD) 320.00

| Cancel | | save | | Back |step3of4 Mext |  Subme
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Entering Invoice in the Portal (US)

Create o
Cancel | | Save | Back |Swpaofa | Submt |

30. Notice the Invoice Summary section. The — T s e T

Tax line displays the tax amount after you e @z oS —
click the Recalculate Tax button. .

31. Review the invoice details in the Create =
Invoice: Review and Submit window and BT L s I on . N S
click the Submit button. = 2 TS = e o

SANTA BARBARA-MS 387427

Charge Type: Amount Description
Frsi 10.00 Freight charge
10,00 Miscellanscus charge

Tax Tax Status Code Tax Jurisdiction Code TaxRate Code: TaxRate Tax Amount
‘S8 REGIIE_US usca P2p_103 UscA_P2p_ 103 CALFORNA usca p2p 03 1 2

Cance] | | ave I:Q‘;nq:uﬂl Subme |

stlver)ss  Tomorrow Starts Here
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32. The system displays a confirmation message
when the invoice submits in the Portal.

Twoices  View Paymens.

o
Review and Submit

4 Confirmation
‘invice Training_| Sep- by Home page.
Printable Page | [ Greate Another
Personaize Table tavout
upplier voice
— [e—
* Suppler TEKSYSTEMS INC * Inveice Number Training_Demo
TaxPayer D * lmoice Date. 08-5ep-2015
RemiTo 0201A/ATLANTA ieiceType Standard
Acdress TEKSYSTEMS GLOBAL SERVICES PO BOX 402042 ATLANTA GA 303842042 * Currency USD.
Imoice Dascription Invoice
Aezchment None
Customer
Perssnalze “Customer”
* Customer Tax Payer D 77-0059951
Customer Heme  CISCO US LEGAL ENILTY
Rems
Personalize "fems’
Bersonalze “Bem Lines Table™
PO Mamber Line  Shipment Ttem Description Suppler Item Namber ShipTo. Available Qty Quantiey To Tnvoice UDM Uit Price: Amount
Usz0065581 1 1 ST & 07 - Samjose San Jose-Bdg A 1090501 L0 EACH 100,00 100.00
Us202065581 2 1 ST & 0T - Sanka Borabera SANTA BARBARA-MS] w7427 LU0 EACH 20000 20000
Personalize *imeice Summan’
Peronalve Tabie Lavor
bems 30000
Less Retainage 0.00
Freight 10.00
Miscellneous 1000
Tax 2400
Suoal 34400
Less Advances and Financing 0.00
Toul(UsD) 34400
Retunto Imeices [ Printable Page | | Greate Anather
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Uploading Bulk Invoices in the Portal (US)

) ) iSupplier |
To upload bulk invoices, you must perform the Cisco
f0||0WIng Steps n Navigatorv B Faw
1. Click the Finance tab. Search [PO Number [
Personalize "Home Page Top Container”
2. Click the Create Invoices sub tab. Personalize "Home Page Centre Column"
3. Click the Invoices Upload button. This Personalize "Notifications”
displays the Import Data window. o il
Personalize "Notifications'
Subject |pate
Standard Purchase Order US202065633,0 requires your acceptance 18-Aug-2015 06:31:40
Standard Purchase Order US202065632,0 requires your acceptance 18-Aug-2015 04:15:44
Standard Purchase Order US202065629,0 requires your acceptance 18-Aug-2015 02:53:28
Standard Purchase Order U5202065628,0 requires your acceptance 18-Aug-2015 02:41:47
Standard Purchase Order US202065627.0 requires your acceptance 18-Aug-2015 02:33:45

iSupplier Portal

N Navigator v B2 Favorites ¥ Home Logout Preferences Help Personalize Page

—
Create PO Based ]mnr'ﬂ Invoices Llploa’
Personalize "Invoices Query Region”

Search

Personalize "Search”
Note that the search is case insensitive

Supplier TEKSYSTEMS INC Purchase Order Number
Invoice Number Invoice Amount
Invoice Date From & e T =]
le: 19-Aug-20
Invoice Status. Currency
Personalize "Saved Invoices Table"
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Cancel Update View Attachments

No search conducted.
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Uploading Bulk Invoices in the Portal (

NI
CISco

4. Click the Browse button in the Import Data
window. Clicking the Browse button displays
the Choose File to Upload pop-up.

Note: You must upload a Microsoft Excel file
that contains the list of purchase orders for
which you want to create invoices. This
Microsoft Excel file should have the following
columns:

Invoice Number

PO Number

PO Line Number
Invoice Description
Quantity

Price

Tax Amount (optional)

iSupplier Portal

Home | Orders | Shipments | Fnance

m Nawvigator v

8 Fawrites ¥

Create | View Invoices | View
Finance: Create Inwoices >
Import Data

Personalize Table Layout: (r
Personalize "Upload Data"

 Upload Data

[uplad |

I Ho- - CISCO_US_TestFilel working_Athxls [Compatibility Mode] - Microsoft Excel
Home Thsert Page Layout Farmulas Data Rewigw e nowaPDF
= _ [==)
‘f‘ Cut Calibri 1l v A A = [%] - Sivirap Text General - ﬁ Bad Good E'E'I-
o 153 Copy ~ - M- A = s= | <0 .00 Conditional Farmat | leulati heck Cell O rnsert oel
aste | . - A~ = = = - 5 0 onditional  Forma __ _ ck C nsert Dele
o Format Painter H T e - = £ 5 Merge & Center $ A ) e Meutra Calculation Check Cel - % i
Cliphoard ? Font g Alignment Mumber Styles Cell
D23 v (- £
A B T D E F G
1 Invoice Number Po Number Po Line Number Invoice Description Quantity Unit Price Tax Amount
2 IMV_BAT BU TEOL TUS202065372 1 Testing 1 10
3 INV_BAT BU TEO2 US5202065500 1 Invoice Tax Calculation 1 10
4 IMV_BAT BU TED2 US202085500 2 Invoice Tax Calculation 1 20
5 IMV_BAT BU TED2 US202085500 3 Invoice Tax Calculation 1 20
[3
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Uploading Bulk Invoices in the Portal (US)

5. Use the Choose File to Upload pop-up to
select the file from the destination folder.

6. Click the Open button.

7. Click the Upload button in the Import Data
window.

= |3 [ Soarch invoica Urload
rganire o Folder Ee1®

— e - o L = | /" °\

uuuuuuu

5 Conpute
& svtenc)
& PORT (1ee 23900

o atwark.

Fllemamet [C1560_Us 591 BATS2 K| |

Open cneel |

i)
cisco

iSupplier Portal

1 Navigator ¥ B Fawrites ¥

Home | Orders | Shipments | Fnance

Finance: Create Inwices >

Import Data

Personalize Table Layout: (reg)
Personalize "Upload Data"

~ Upload Data

:\Users\anubhpan\Deskt:  Browse...

=
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Uploading Bulk Invoices in the Portal (US)

Nimim
cisco

8. The Portal displays a confirmation message
when the file upload completes.

9. The Portal imports data from the spreadsheet
and displays the data in the View Input Data
section of the Import Data window.

10. Click the Search icon in the Remit To Site
column. This displays the Search and Select
List of Values window.

iSupplier Portal

Create Invoices | View Invoices | View Payments

M Navigator ¥ B2 Favorites ¥ Home Logout Preferences Personalize Page Diagnostics

Ez Confirmation
Your file has been Successfully Uploaded.|

Import Data

Finance: Create Inwices > ;

S’

Personalize Table Layout: (reg
Personalize "Upload Data”

Personalize "Templates”

Upload Data
Browse. . Please dlick here to download US tempiate
View Input data

Personalize "View Input data”
Personalize Advanced Table: (I

Acim

Select All | Select None

Select InvoiceNumber Invoice Date Polumber PO Line Number Amount Tax Amount

O |mw_eat_su_Tec2 20-aug-2015 | & us202065500 Multiple 60 o

OO |mv_BaT_Bu_TEOL j20-Aug-2015 TUS202065372 1 10 o

Unit Price Qty “Remit To Site Status Error Description Details Attachment Upload Date

—
I I —

43 20-Aug-2015
#3  20-Aug-2015

Home | Orders | Shipments | Finance
Create Invoices | View Invoices | View Payments

Finance: Create Inwices >

(% Confirmation
Your file has been Successfully Uploaded.

Import Data

Personalize Table Layout: (reg
Personalize "Upload Data"

Personalize "Templates"

Upload Data
Browse... Please dlick here to download US template
View Input data 4

Personalize "View Input data”
Advanced Table: (I

-
Acin

Select All | Select None

Select InvoiceNumber Invoice Date PoNumber PO Line Number Amount Tax Amount
[ivv_eaT_8u_TEOD2 [20-aug-2015 | & us202065500 |Multiple 60 0
O [mwv_eat_su_te01 [o0-aug2015 | @ Tus202065372 1 [10 o

Status Error Description Details Attachment Upload Date
NEW 45 20-Aug-2015

10 1 A ew #E  20-Aug-2015
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Uploading Bulk Invoices in the Portal (US)

£ Search and Select List of Values - Windows Internet Explorer provided by Cisco ol x|
Search and Select: Remit To site
11. Enter the search criteria in the Search By E—
field and click the Go button. ) - )
To find ritem, select a filter item in the pulldown list and enter a val then select the "Go" button.
. . . | Search By [Remit T [¥] [oo% [e] I
12. Select the Remit To Site address and click —
the Select button. e et o
Select ' Quick Select Supplier Remit To Address Organization
No search conducted.
About this Page
Gancel
< >
[#100% -

#C Search and Select List of Yalues - Windows Internet Explorer provided by Cisco o [=] ]
Search and Select: Remit To site
Cancel Select
\

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search pllRem\tTo |%% Go
Personalize Table: (XxcfiaRemitToSitelOVSearchRN)
- P
® g‘; TEKSYSTEMS INC  020HANOVER 7301 PARKWAY DRIVE HANOVER MD 21076 CISCO US OPERATING UNIT I
Al is Page
C=]
< >
(%% -~
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Uploading Bulk Invoices in the Portal (

mmm
cisco

n Navigator v B2 Favorites Diagnostics Home Logout Preferences Personalize Page

13. Select the invoice that you want to process in
the View Input Data section of the window.

Import Data
 Upload Data

—

upload

Please dlick here to download US template

14. Click the Process Invoices button. When
you click this button, the Portal performs the
following custom validations:

View Input data

—

cton ‘save | | oelte ||| Frocess mvice

Select All | Select None

[m_AT_bu_TEsr  [20-Aug 2015 | (5 TUs2020652

—
O [mv_BAT_BU_TE02 |20-aug-2015 | [ us202065500

[020HANOVER

o |dentifies the number of invoices against
multiple states

e e TR P
o 10 1 A New L] zu—Aug—zmsI
o

NEW #E  20-Aug-2015

e Identifies the number of invoices against 'éll's'élg'

multlple POs fi Mavigalor v B Faworites ¥ Diagnastics Home Logout Preferences Personalize Page

15. The system displays a confirmation message
when the invoice is processed. Import Data

d Data

Browse.. Please dlick here to download US template

View Input data

Action ) Previous |1-10 of 546 Next 10 G
L

PO Line unit upload
Select InvoiceNumber Invoice Date PoNumber Number  Amount Tax Amount Price Qty *Remit To Site Status Error iptic Details Date

[ INV_BAT_BU_TED1 20-Aug-2015 TUS202065372 1 10 0 10 1 020HANOVER Processed 43 igll;w'
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For Germany, the process of entering invoices in the
Portal is different from that of the US. When entering
invoices in the Portal, suppliers located in Germany
must use the steps shown in this section.

To enter invoice, you must perform the following
steps:

1. Click the Finance tab.

2. Click the Create Invoices sub tab.

3. Click the Create PO Based Invoices button.

This displays the Create Invoice: Purchase
Orders window.

i
cISco

‘Standard Purchase Order 5150011180,0 requires your acceptance
‘Standard Purchase Order 5150011177,0 requires your acceptance
Standard Purchase Order 5150011176,0 requires your acceptance
‘Standard Purchase Order 5150011175,0 requires your acceptance
‘Standard Purchase Order 5150011174,0 requires your acceptance

Full List

5150011180
5150011177
5150011176
5150011175
5150011174

Order Date

03-Sep-2015 12:25:01
03-5ep-2015 01:36:38
03-Sep-2015 01:34:14
03-Sep-2015 01:29:29
03-5ep-2015 00:36:25

Home Logout Preferences Help Personalize Page Diagnostics

Personalize "Home Page Right Column”

Orders

‘» Purchase Orders
» Purchase Histor

» Advance Shipment Notices
TInvoices

 Invoices

» Payments

M Navigator v B2 Favorites ¥

Home Logout Preferences Help Personalize Page Diagnostics

Invoice Number

Note that the search is case insensitive
Supplier CLEARPATH WORKFORCE MANAGEMENT INC
Invoice Number

Invoice Date From
example: 24-Aug-2015)
Invoice Status .

No search conducted.

Purchase Order Number
Invoice Amount
Invoice Date To

Invoice Amount Purchase Order Status Cancel Update View Attachments

| create PO Based Invoices
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Entering Invoice in the Portal (Germany)

]
CISCO

4. Enter the PO number in the Purchase Order
Number field.

5. Click the Go button.
6. Select the PO number in the search result.

7. Click the Next button.

iSupplier Portal

Create Invoices | View Invoices | View Payments

f Navigator v B2 Favorites ¥

Home Logout Preferences Help Personalize Page Diagnostics

Purchase Orders Details

Review and Submit

Manage Tax
Create Invoice: Purchase Orders
-c:ncej Step 10f4 -Naxt,
Search

Note that the search is case insensitive

Purchase Order Number

Purchase Order Date

Select PO Number Item Number Supplier Item Number Ordered Received Tnvoiced UOM Uit Price Curr  Ship To

No search conducted.

]
CISCo

iSupplier Portal

N Navigator v B2 Favorites v

Home Logout Preferences Help Personalize Page Diagnostics

Create Invoices | View Invoices | View Payments
[ ¢ %)
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders
sup 101
Search
Note that the search is case insensitive
Purchase Order Number 5150011165
Purchase Order Date B
(2ampl: 24-Aug-2015)
Buyer Q
s: | Add to Invoice
| Select None
Pt PO Number + tine  |Shipment Ttem Description Trem Number Supplier Frem Number Ordered Received Invoiced UOM  Unit Price |curr i
TI5150011165 1 1 UAT Testing 100 o 30 EACH 10 EUR D-D-M
[ cancel | step 10f §[ Mext
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Entering Invoice in the Portal (Germany)

8. For Germany, the Remit To field populates
automatically.

9. Enter a unique invoice number for the
purchase order in the Invoice Number field.

10. Use the Calendar icon in the Invoice Date
field to enter the invoice creation date. You
can leave the default date as displayed by
the Portal.

Note: You can enter an invoice with a past
date, but you cannot enter an invoice with a
future date.

11. From the Invoice Type drop-down menu
select one of the following options:

a. Invoice: Select this option if you are
entering an invoice in the Portal.

b. Credit Memo: Select this option if you
Note: You can add credit memo in the Portal
only if the credit memo contains a single line.
If the credit memo contains more than one
line, you must submit the credit memo to AP

for manual processing.

For the purpose of this demonstration, we have
selected Invoice from the drop-down menu.

Home | Orders | Shipments | Finance

Create Invoices | View Invoices | View Payments.

@
Purchase Orders
Create Invoice: Details

>
Details

©
Manage Tax

)
Review and Submit

* Indicates required field

Supplier

Invoice

Back | step2.of 4 [ Next |

* Supplier
Tax Payer ID)
* Remit To)
Address

CLEA BIFORCE MA NA GEMENT INC

IMANTECA EUR

Q

IITE 102MANTECA CA 95337

* Invoics Number

* Invoice Date

Invoice Type

want to enter a credit memo in the Portal.

stlver)ss  Tomorrow Starts Here

CIscoO




Entering Invoice in the Portal (Germany)

\ 0
Details Manage Tax Review and Submit

Back | step2.of 4 [ Next |

12. Enter a description for the invoice in the
Invoice Description field.

* Supplier CLEARPATH WORKFORCE MA NAGEMENT INC * Invoice Number [Traini

13. Use the Add button to attach a copy of the TR =
AR invoice. This displays the Add =
Attachment window. e

Note: For Germany, it is mandatory to attach e T e i
a copy of the AR invoice when entering
invoice in the Portal. 5 e i

Create Invoices | View Invoices | View

Finance: Create Invoices >
it
Descriptionl (AR Invoice

Add Anothe Apply

15. Enter a description in the Description field.

14. Enter file attachment name in the Title field.

16. Select the File radio button.

17. Click the Browse button and select the AR
invoice that you want upload.

18. After you have selected the file for upload,
the location of the file is displays in the File
field.

19. Click the Apply button.

stlver)ss  Tomorrow Starts Here
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Entering Invoice in the Portal (Germany)

Create Invoices ~ View Invoices ~ View Payments
@ @ O <
. . . Purchase Orders Details Manage Tax Review and Submit
20. The Portal displays a confirmation message —
When the AR invoice attachment process Attachment AR Tnvoice has been added but not i would be itted when the rest of the current transaction. I
A
completes. * Indcates requred ekt N’ ack | step 201 | Mot |
Supplier Invoice
21 Use the SearCh ICOI’I |n the Shlp From Ta;s::;‘i;’l; EEERHEATHIEUHNH N EEV AL LR N * Invoice Number  [Training_Demo -
. . L * Invoice Date  |08-Sep-2015
Country field to search and enter the country poferecan /I S - 15)
from where the item shipped. Tvice Doy s
. * Attachment Atta
Note: These countries can be:  chFrom Cours i
e Germany futamer
Personalize "Customer’
Customer Tax Payer ID  SYS12081
i Customer Name GERMANY Operating
e EU countries —
PO Number Line  Shipment Item Description Supplier Item Number Ship To ‘Available Quantity ‘(!Ial!th_ Unit Price oM Amount
° N0n EU COUﬂtrIeS T5150011165 1 1 UAT Testing D-D-Munich 70 1 10 EACH 10

22. You can change the value in the Quantity
field, if necessary. By default, the Portal
displays the quantity entered in the purchase
order.

Notes:

= You can change the quantity in this field,
as long as it is lower than the purchase
order quantity.

= You cannot enter a quantity in this field
that is greater than the PO quantity.
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Entering Invoice in the Portal (Germany)

| Home | Orders | shipments | Finance
Create Invoices = View Imoices ~ View Payments

o G D
. . . . Purchase Orders: Details Manage Tax Review and Submit
23. You can change the price in the Unit Price Ey—
fleld, If necessary By dEfault, the Portal cm:sx:;::;l;:n:ﬂ:ehasbeenaddedslmﬁlllmmcmnﬂted;Rwuuklbeoom\itadmnv«umtmmdlmmmmtmmmnn.
displays the unit price entered in the == [k ] sep 2t [hest |
purchase order. S . -
TE;PS:E::TE 'CLEARPATH WORKFORCE MA NAGEMENT INC * Invoice Number  |Training_Demo
s o a S ==
Notes Address 1215 W CENTER STREETSUITE 102MANTECA CA 95337 "

Invoice Desaription [Fvoice.

= You can change the unit price in this field i iz
as long as the price that you enter is Sl S
lower than the purchase order price. Customes /m\
= You cannot enter the unit price in this prss pse stomer Tax o SYS12161
. . . . . Customer Name GERMANY Operating
field that is higher than the unit price e
entered in the purchase order. PO Number Line Shipment  TemDescription ‘Supplier Trem Number shipTo Avaiable Quantity “Quantity Unit Price WM Amount
T5150011165 it 1 UAT Testing D-D-Munich 70 [ 1 [ 10 EACH 10

24. Click the Add Row button to add Freight
charges. Clicking the Add Row button adds
a new row in the Shipping and Handling
section of the window.

Amount Description
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Entering Invoice in the Portal (Germany)
Ta; 5,-',',,1‘3% CLEARPATH WORKFORCE MANAGEMENT INC * Invoice Number [Training Demo |
: : s “RamtTo a ivoke s [5Sep T05 ] @
25. Enter the freight amount in the Amount field. hess 1213 W CENER STREETSUITE LO2MANTECA A 95337 .
26. Enter a description in the Description field. e DS e
27. Click the Next button. This displays the s e e 28 |
. . * Ship From Country Q
Create Invoice: Manage Tax window. P b o
R
Customer Tax Payer ID  §Y§12081
Customer Name GERMANY Operating
PO Number Line  Shipment Ttem Description Ttem Number ShipTo Available Quantity Unit Price UM Amount
T5150011165 1 1 UAT Testing D-D-Munich 70 1w EACH 10
Personalize "Shipping and Handling™
Charge Type Description
Freght | ) [rahtdarge |
Add Row |

I
CIsCcoO
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Entering Invoice in the Portal (Germany)

28. The Summary Tax Lines section Pome T e T Soomerits e RN
automatically populates the Tax Rate and R o rr
TaX Amount flelds Create Invoice: Manage Tax
Supplier Invoice
* Supplier CLEARPATH WORKFORCE MANAGEMENT INC ’]nvmce_wmber Training_Demo
Notes: T e ER e B
Address 1215 W CENTER STREET SUITE 102 MANTECA CA 95337 * Currency  EUR
o besarpbon lnvoke Attachment  Attachmernt List
e The Tax Rate and the Tax Amount e e e v e )
fields populate based on the country that | | _ e mm—— H
you select in the Site From Country field e
in Step # 21 i jr:HANm_mP_I_anmSTMR:;P_L zm::na..;, - ;:;:::::jpzp_[_ dm—lg““"“'"t 38 7'm
e The Portal allows you to adjust the ==
rounding differences for the tax amount s R Rt - —— oW S ey Y m mm
by + € 0.04. S e
Charge Type ‘Amount Description
¢ You must double check the tax amount b e

on the Portal with the AR invoice. If the
discrepancy in the tax amount is greater
than + € 0.04, you must submit the
invoice to AP for manual processing.

29. Click the Calculate button.
30. Click the Submit button.
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Entering Invoice in the Portal (Germany)

iSupplier Portal
CIsC
) ) ) 1 Navigator ™  ® Favorites ¥ Home Logout Preferences Help Personalize Page Di
31. The Portal displays a confirmation message '
) . . . Create Invoices ~ View Invoices | View Payments
@ @ @ @
when the invoice submits in the system. ey o o e e e
e EEE IEEaE
[a Confirmation
Invoice Training_Demo was submitted to our Accounts Payable department on 08-Sep-2015. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page.
Liecunrs iob il e
Printable Page
Supplier Invoice
* Supplier CLEARPATH WORKFORCE MANAGEMENT INC * Invoice Number  Training_Demo
Tax Payer D * Ivoice Date  08-Sep-2015
* Remit To MANTECA BIR Invoice Type - Standard
Address 1215 W CENTER STREET SUITE 102 MANTECA CA 95337 * Currency EUR
Invoice Desaription  Invoice
Attachment  Attachment List
T
* Customer Tax Payer [0 SYS12081
Customer Name GERMANY Operating
Items
PO Number Line Shipment Ttem Description Supplier lem Number Ship To Available Qty Quantity To Invoice UOM Unit Price ‘Amount
T5150011165 1 1 UAT Testing D-D-Murich 70 1.00 EACH 10.00 10.00
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Frequently Asked Questions (FAQS)

1. Will the Portal enable me to enter invoices at any time during a month?

The Portal will not allow you to enter invoices during the month-end period. The Portal will display the following message if you try to enter an
invoice during the month-end period:

Home | Orders | Shipments | Anance
Create Invoices | View Invoices | Wiew Payments

- Cr O
Purchase Orders Manage Tax

Details Review and Submit

QD Error

Cisco is currently in a blackout period due ta month end, system will be availlable from 23-Aug-2015 onwards.
L T T R LTS

Personalize Query: (PoCyueryRM)

cancel | Step 1of4 | Next |
- Search

i 1 h*
Hote that the search s case nsersithe
Purchase Order Number  TUSZ02065372
Purchase Order Date =
(axbinphis 19-Aisg-200E)
Buyer Q
Go | | clear
Personalize "Saarch Besults: Purchise Ordar® -
Select Items: | Add to Invoice |

Salact All | Sakect None
Select PO Number Line  Shipment Item Description
M Tuszoznesaze 1

Item Number Supplier [tem NMumber Ordered Received
1 Testing FCT-FTP-TC-US1-001

Involced uoM Undt Price Curr  Ship To
100 i} &4 EACH 15 USD  CA-SaN DIEGO 5
- Purchase Order Items Added to Involice

Personalize "Purchase Order Ihems Added to Irvoice®
Personalige "Purchase Order [teanes Added To [ovo,, "
Select Items: Remowve from Involce |

What should | do when an employee with access to the Portal terminates his employment? | do not want the employee to have access to
the Portal after leaving my organization.

You must make sure that employees who leave your organization do not have access to the Portal. You are responsible to contact the iSupplier
Administrator and request that the user’s access be removed.
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3. lam a Germany-based supplier. What should | do if the tax discrepancy between the Portal and the AR invoices is greater than
+€0.04.

You must double check the tax amount on the Portal with the AR invoice. If the discrepancy in the tax amount is greater than * € 0.04, you must
submit the invoice to AP for manual processing.

4. Can | enter a credit memo in the Portal?

Yes, you can enter a credit memo in the Portal if the credit memo contains only a single line. If the credit memo contains more than one line then
you must submit the credit memo to AP for manual processing. This applies to suppliers located in the US and Germany.

5. What happens in situations where two suppliers merge into a single supplier entity?

If your organization merges with another supplier organization then you must let the iSupplier Administrator know about this merger. The
Administrator will send a new invitation for access to the Portal. You can also request access to the Portal through Cisco.com.
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