9 SUPPLIER Purpose: This job aid provides the steps
for checking the status of a purchase
order, invoice, or payment.

CHECK STATUS OF A
PURCHASE ORDER, INVOICE,
OR PAYMENT

Check Status of a Purchase Order

Check Status of an Invoice

Check Status of a Payment

Tips and Tricks for Searches

Check Status of a Purchase Order

1. From the Oracle Homepage, click Supplier Portal. If you don't see the Oracle Homepage shown below, click
the home icon in the upper-right corner of the screen.

Note: If you do not already have access to Supplier Portal, navigate to
https://www.republicservices.com/suppliers/supplier-
registerhttps://www.republicservices.com/suppliers/supplier-register and scroll to the bottom of the screen to
request access.

Supplier Portal Tools

Supplier Portal

[
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2. C(lick Manage Orders from the Tasks list on the left side of the screen.

Tasks

Orders

« Manage Orders

« [Manage Schedules

» Acknowledge Schedules in Spreadsheet

Anroomonts

3. Search for the Purchase Order by entering the parameters and clicking Search.

Note: You can search by Status to view all Purchase Orders with that status. To include closed POs, set “Include
Closed Documents” to Yes.

Manage Orders @

Headers  Schedules

4 Search ‘ Advanced || Manage Watchlist | Saved Search |AII Orders v|
Sold-to Legal Entity | | L4 ‘ Order ‘ |
Billto BU Status ‘ v|
Supplier Site | ‘ - | Include Closed Documents I

[crreser | sae.

4. You can view the status of the Purchase Order directly in the Search Results section. To view additional PO

details, click the Purchase Order number in the Order column. The table below describes common PO
statuses.

¥ Bearch Agvanted | MARSOE WHICHEM | Ssvid Leafch | A0 Ceter

Saarch Resulls

5 =3 w Datssh

e [ESTO R Sp— Supplien Sita Biupar Ordered Cursendl Saane L Cresson
Cych  Date
fl scorrsao Tozaet Prom 10228 USD oasn 1 me

Artiss w Viw w Fomatw
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Common PO Statuses

PO Status Description ‘ Able to Be Invoiced Against
Open The PO hasn't been fully received | Yes

by the PO Requester in Oracle.
On Hold The PO can be modified by the PO | No

Requester, but they are prevented
from receiving, invoicing, returns
and future approvals until the
hold is removed.

Closed for Receiving A particular PO or PO line number | Yes
has been fully received, but the
PO line number is still open
because it has not been matched
or invoiced by the supplier.
Closed for Invoicing A particular PO line number has No
been fully invoiced, but the PO
line number is still open because
the invoice is in open status and is
being processed for payment.

Closed The PO is closed. No invoicing or Yes, but only a credit invoice can
receiving can occur. be applied against the PO.

Finally Closed The PO cannot be modified, No
received, returned, or invoiced
against.

Canceled The PO cannot be modified. No

Pending Change Approval The PO is awaiting approval after | Yes, but only if there are other
a change order was created. available quantities or amounts

on the PO.
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5. Review the status of the Purchase Order. To view more information about the status, click View Details in the
Order Life Cycle window in the upper-right corner of the screen.

Purchase Order: 30077580 & Acaneatope | | vewpor || Actions ¥ || Remean

Main

4 General

Soid-0o Legad Entity  REPUBL

Supgber
o Ordeoed 10226 USD

BBy Fre Supgiier Site  POODT 120
Ovder 3007 T Contact
Drer 200 Supgfer Coats Ssurce Agresmant 40000140
Sutus  Opsn ) BMto Location  4641_1 Suppiier Order
Duyar Musster Comteset

Shipto Location. 3020

Crewtion Date 100831

Terms  Hotes and Alachments

fpuired

Acknowedgment T Shigging Method
Paymen Terma ] Fraight Terms Py o recat
rof Canterng oioe
4 Additional Information
#PRO FO | PA Hember Diop Ship City Content Prompt

Dreg Ship Location Drep Ship State
Drop Ship Address Line 1 Do Ship Zip Cosde

6. Review the status and click Done in the upper right corner of the screen.

Note: If any shipments, receipts, or invoices are associated with the PO, they will show up in that section at the
bottom of the screen with additional details. To view more details on the transaction, click any of the blue links.

Sold.1o Legad Entity  REPY

AWVICES, INC Ordes Life Cychs Ordered 10226 USD

[
Sheped 000 USD

Swpplier  F E 108
Supplssr SHe  POOGY Recatved 000 USD

Suppier Contact Cwitrwred 000 LSO

Ordered 102 28 USD

Iermicad 102 28 USD

A In-Transit Shipments
acsersw Vaww Formmtw 51 [F = Dwiach

Shipmsnt Ship Date  Teaching Nusmiber Packing Shp Expocted Receipt Dare Shipped Cariier Bl of Lading
NG iyt fnhd

Columns Hidden 2

4 Receipts
Actord v Vaw w Formaiw 5T ¥ " Deiach
Baciipt Rucespt Dete  Shipmant Ship Date  Packing Sip Returned Recahied Detivured lervoiced  Open 10 Involce

MO Tt founa
Columns Hdden 3
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Check Status of an Invoice

1. From the Oracle Homepage, click Supplier Portal. If you don't see the Oracle Homepage shown below, click
the home icon button in the upper-right corner of the screen.

Note: If you do not already have access to Supplier Portal, navigate to
https://www.republicservices.com/suppliers/supplier-register and scroll to the bottom of the screen to
request access.

Supplier Portal Tools EPM

Supplier Portal

2. Click View Invoices from the Tasks list on the left side of the screen.

Invoices and Payments

» Create Invoice
» Create Invoice Without PO

+ \iew Invoices

» View Paymenis

5  Check Status of a Purchase Order, Invoice, or Payment R
Copyright © 2023 Republic Services. All rights reserved. *&3 "Esﬂ',fgg'g'c | ORACLE

03/21/23


https://www.republicservices.com/suppliers/supplier-register

3. Search for an invoice by entering the known parameters. You are required to enter at least one of the

parameters with a double asterisk (**) next to it (i.e., Invoice Number, Supplier, or Purchase Order). Then,
click Search.

Note: You can search by Invoice Status and Supplier to view all invoices with that status. To search for all invoices,
select your company’s name in the supplier drop down and click Search.

View Invoices

4 Search ‘ Advanced | Saved Search | All Invoices v
** At least one is required

- Supplier| | v ‘ Invoice Status

Supplier Site | | v ‘ Paid Status
[ DS

4. View the Invoice Status in the Search Results section. The tables below describe common Invoice Statuses.

Note: If the Purchase Order column is blank, the invoice was sent via OBN. To view the PO number, click the Invoice
Number first.

Search Results

View w _r—l i} Detach

Invoice . Purchase . . : Unpaid .
Number Inveice Date Type Order Supplier Supplier Site Amount Invoice Status
101298190 20723 Standard 30297985 FLEETFPRIDE PO001 737.76 USD On hold
105252578 206123 Standard FLEETFRIDE POOO1 35.72USD On hold
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Common Invoice Statuses

Invoice Status Description ‘ Suggested Supplier Action

Approved The invoice was successfully No action necessary. The invoice
validated against business rules will pay out upon the payment
and went through any needed terms.
approvals.

Canceled The invoice was canceled by the Contact the PO requester if you
PO requester. are not aware of the cancellation

reason.

In Process The invoice was recently If the invoice is past due, follow up
submitted and is awaiting further | with the PO requester.
processing by Oracle.

Incomplete The invoice has not been Click the invoice number link in
submitted fully on Supplier Portal. | View Invoices: Search Results. Once

you are in the invoice, you can
either cancel or delete it (under
Invoice Actions) or submit it for
processing. Always try to
complete and fully submit an
invoice once you begin creating it
because incomplete invoices will
be automatically cancelled after
seven days.

Rejected The invoice was rejected by the Contact the PO requester if you

PO requester or an approver.

are not aware of the rejection
reason.

Pending Import

The invoice was withdrawn when
it was still in process.

Contact the PO requester if you
are not aware of the withdrawn
reason.

On Hold

The invoice is on hold for various
reasons (i.e., price or quantity
variance). Click the On hold link
within the Status column to see
the reason.

These are assigned to the PO
requester. See On Hold Reason
details below.
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Common On Hold Reasons

On Hold Reason
Amount billed exceeds amount
ordered.

\ Description

The Invoiced amount is greater
than the Ordered amounton a
line.

Contact the requester to create a
change order to increase the
Ordered amount. Once approved,
adjust the existing receipt(s) or create
a new receipt(s) to make up the
receipt shortage.

Amount billed exceeds amount
received.

The receipt is either missing or
not enough has been Received.

Contact the requester to enter or
adjust a receipt.

Billed quantity exceeds ordered
quantity.

The Invoiced Quantity is greater
than the Ordered Quantity on a
line.

Contact the requester to create a
change order to increase the
Ordered Quantity. Once approved,
adjust existing receipt(s) or create a
new receipt(s) to make up the receipt
shortage.

Billed quantity exceeds received
quantity.

The Invoiced Quantity is greater
than the Received Quantity on a
line.

Contact the requester to enter or
adjust a receipt.

Invoice price exceeds purchase
order price for PO or receipt.

The Invoiced Price is greater than
the Ordered Price on a line.

Contact the requester to review and
approve the Price difference.

Allocation generates an invalid
account.

A miscellaneous invoice line was
added with zero dollars.

Email
InvoiceChange®@republicservices.com
to cancel the invoice. Once they
confirm the cancellation, you can
resubmit the invoice through
Supplier Portal without the extra
lines.

Total of invoice distributions does
not equal invoice amount.

A miscellaneous line was added to
an invoice that is not on the PO
and cannot pick up a GL account.

Email
InvoiceChange@republicservices.com
to cancel the invoice. Once they
confirm the cancellation, you can
resubmit the invoice through
Supplier Portal without the extra
lines.

Line does not have enough
information to generate
distributions.

Lines were invoiced that are not
on the PO.

If the invoice references a PO line
that has already been invoiced, email
InvoiceChange®@republicservices.com
to cancel the invoice.
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If the invoice references a line that is
not on the PO, contact the requester
to create a change order to add a
line. Once added the hold will
automatically be released.

5. Click an invoice number to view additional details.

Search Results

20INV000311682 [§ 2/6/23

20INV000311702  2/623

201NV000310324  2/3123

view v  §8 ' Detach
Invoice <
Number Invoice Date Type

Standard
Standard

Standard

Purchase
Order

Supplier
30647252
30656737

30643692

Supplier Site
P00O1
F0001

P0O0O1

Unpaid Amount  Invoice Amount Invoice Status
10,248.08 USD 10,248.08 USD On hold
19,546.44 USD 19,546.44 USD On hold
18,371.90 USD 18,371.90 USD

6. Click the Lines tab to see details about each line on the invoice.

Note: Click the PO Number to directly open PO information associated with the invoice.

Sepplier of Party

Summary Tax Lines

iLine  Tax Regime Nama Tax Name

2

Busingss Uit Premary Busness Lst

Address

e

Supghier Spe P
Ievoicn Date
ma,mw
ltems
wvaww DOy (ol Detsch
Line Amcunt Description

Quantisy

Tax Seatus Hama

Kspincin AL

Legal Entity Hame  REPUBLIC SERVICES. IKC

Lirgpusied Amaiinit
Paymend Cumency

Tax Controd Amoun

o Purchase Qrdar

Unit Price
Ina Schedule

Tax Jurisdiction Neme  Tax Rate Rate

130 44 UISD

130 44 USD

(L

Recaipt

Number

Line

Consumgaion
Advice

Numbar Line

Invoice Type  Standard
Descripbion

Anschmen  hor

Taz Deterrminants
Sihilp-to Loscathon
]
Shipping and Handling

Amoem Ll Type Amcunt

218 3 Fraaght 2000
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7. Click the Payments tab to see the Due Date. The Due Date is the date a payment will be issued as long as the
invoice is in the Approved status.

Note: Click the Payment Number to directly open Payment information associated with the invoice.

Lines j{§ Payments

Payments
Number Payment Document Status Reconciled Payment Date Paid Amount Address Remit-to Account
No payments
Installments Applied Prepayments
Amount (USD) Purchase Applied Amount (USD)
Number Payment Method Number Description
R Order
Gross Unpaid Tax Item
1 234.93 23493 Check No applisd prepayments
234.93 234.93

8. When you are finished reviewing the invoice information, click Done in the upper-right corner.

View Invoices

| Done |
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Check Status of a Payment

1. From the Oracle Homepage, click Supplier Portal. If you don't see the Oracle Homepage shown below, click
the home icon in the upper-right corner of the screen.

Note: If you do not already have access to Supplier Portal, navigate to
https://www.republicservices.com/suppliers/supplier-
registerhttps://www.republicservices.com/suppliers/supplier-register and scroll to the bottom of the screen to
request access.

Supplier Portal Tools Other

Supplier Portal

) REPUBLIC

BERVICES

2. Click View Payments from the Tasks list on the left side of the screen.

Invoices and Payments

« Create Invoice
« Create Invoice Without PO
« View Invoices

I. View Payments I
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3. Search for the Payment by entering the known parameters and clicking Search.

Note: You are required to enter at least one of the parameters with a double asterisk (**) next to it (i.e., Payment
Number or Supplier). Then, click Search.

Note: You can search by Supplier and Payment Status to view all Payments with that status. To search for all
Payments, select your company’s name in the supplier drop down and click Search.

View Payments

4 Search ‘ Advanced | Saved Search | All Payments ~

* At least one is required

** Payment Number : = Supp\ier| | v ‘
Payment Status Supplier Site | | - ‘
Payment Amount \: Payment Date | midiyyyy fe |
focwen] e s

4. Toview detailed payment status information, click the appropriate Payment Number in the Search Results
section.

Search Results

views 78 & Detach
Payment Invoice .
Nﬂnb&r Payment Date  Payment Type Number Supplier

W21 Quick INV - 30077335
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5. Review the list of Paid Invoices associated with this payment. When you are finished reviewing the payment
information, click Done in the upper-right corner to return to the search results.

Note: Click any blue link to directly open invoice information.

Payment: 51611

Business Unit  Primary Business Unit Payment Amount 1,978.15 USD

Payee FLEETPRIDE Payment Date  1/31/23
Payee Site P0001 Payment Type Payment Process Request
Address PO BOX 281811, ATLANTA, GA 30384-1811 Remit-to Account

Payment Status Negotiable Payment Document 1523 LOCAL CHECK

Paid Invoices
Number Invoice Date  Type ;““"“' Receipt Gonsumption b4 Amount Invoice Invoice  p, o paye Paid
rder Advice Amount Status Status
104332993 1213722 Standard 30563422 23274 USD 23274 USD Workflow ... 2/11/23 Fully paid
104305790 12112122 Standard 30561501 38120 USD 38120 USD Workflow . 2110/23  Fully paid
104141531 1209122 Standard 30544883 34752 USD 34752 USD Workflow . 27123 Fully paid
104272667 1209722 Standard 30557948 18.76 USD 1876 USD Workflow .. 2/7/23 Fully paid

6. When you have finished viewing the payment information, click Done in the upper-right corner.

Note: A “negotiable” payment status indicates the payment has been sent but has not cleared the bank.

2 REPUBLIC

SERVICES

Payment: 10089

Mo st T B m SO it MU owom DX,
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Tips and Tricks for Searches

Use these tips to improve your Purchase Order, Invoice, and Payment searches.

View All Default Columns

To view all default columns in the Search Results, click View, Columns, and Show All.

Search | Reset | Save..

Search Results

Actions rmatv i eeze  |o Detach

s About This Record

Columns

| Show All I Life Change Change Cr
Cycle Order Order Date Dz

Additional Information 4 v

Supplier Site Supplier Contact Buyer Ordered Currency Status

Detach

Note to Supplier
Columns K Sort »

¥ Reference Number
Reorder Columns.

« Master Contract

v Query By Example

View Additional Columns

To view additional search results columns, scroll to the right using the scroll bar beneath the search results.

Search Results
Actions w View w Format = _'Fl = Freeze [z Detach Wrap
Life Change Change Creation Acknowledgment - Bill-to
Status Cycle Order Order Date Date Due Date Supplier Payment Terms Location
I«
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Add Additional Search Parameters

To add additional search parameters, click Advanced, Add Fields, and select the parameters you would like to
add.

Note: You can customize your search results within a parameter by selecting the drop-down of the box to the immediate
right of a parameter name.

4 Search - Manage Watchlist | Saved Search |AH QOrders V|

Sold-to Legal Entity v ‘ Order | |
4 Advanced Search ‘ Basic || Manage Watchlist | Saved Search | All Orders v|
Sold-to Legal Entity | Equals v ’T‘ Order | Starts with v
Bill-to BU | Equals v v Status | Equals -
Supplier Site | Equals v ‘ v | Include Closed Documents | Equals v || No v

Search || Reset Save...l Add Fields ¥ l Reorder |

Acknowl
Search Results cknowledgment Due Date

Bill-to Location

Actions v View v Format w ; by r Detach Wrap
Buyer
Change Order Status
2:3;? Legal Order Order Date Description Supplier Site
Closed Date
Consignment Terms Enabled x

Contract Terms Exist

Export Search Details

To export the details of your search, click the Export to Excel icon located to the right of Format.

Search Results
Actions w View v Format w B Freeze |z Detach Wrap
Life Change Change Creation Acknowledgment - Bill-to
Staws Cycle Order  OrderDate Date Due Date Supplier Payment Terms | o cation
4
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Create Favorite Searches
To save a set of parameters that you can easily use in future searches:

1. Enter the desired parameters and click Save.

4 Search Advanced Saved Search | All Invaices v
= Al least one is required
** nvoice Number Consumption Advice
** supplier F Invoice Status | On hold ~
Supplier Site ‘ v Paid Status ~

** Purchase Order Payment Number

e

2. Enter a name in the Name field and click OK. The search will now be available in the Saved Search drop-down
box.

Note: Check the box if you want to Set as Default. Your saved search is now available in the Saved Search drop-
down box in the upper-right corner.

Create Saved Search X

* Name

invoices on hold|

Set as Default

Run Automatically

Cancel |

Saved Search | Overdue Invoices v

All Invoices copy
invoices on hold

E-Lo Paid Status

All Invoices
v Overdue Invoices
j

*E

Personalize...
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