SUPPLIER PORTAL NAVIGATIONAL GUIDE

Introduction

The Supplier Portal is built on MCCCD Financial Management System (FMS), designed to provide
suppliers with convenient access to information about their financial interactions with MCCCD.
The Supplier Portal is easy to use, accessible across multiple devices (e.g., computers,
smartphones, and tablets), and efficiently enables self-service functionality.

New suppliers can register at MCCCD Supplier Registration Portal. Existing suppliers can update
their company’s information and access status of Purchase Orders and Invoices. It delivers a
more secure and private experience for users during online interactions with MCCCD.

The Supplier Portal is meant to be explored, so make yourself at home. We encourage you to
sign up for a Suppler ID, log in, add your business to your account (either as a new or existing
supplier), and begin clicking around (more details for each of these activities are found in this
document). If an item looks clickable, it likely is. Most information you need (such as invoices,
purchase orders, payments — and the financial details in them) is only a few clicks away. Every
page has a top menu bar (Train Stops) where you can simply click to move quickly to the section
you want to update.

If you run into challenges — or want to tell us your favorite part of the site — don’t hesitate to
reach out by email (supplier.mgmt@domail.maricopa.edu) or phone (480) 731-8526

Welcome to the Supplier Change Portal

Companies already registered to do business with MCCCD can follow these instructions to change
certain company information. As financial transactions with MCCCD occur, you will be able to view
information about the associated invoices, purchase orders, and payments for these transactions in
the Supplier Portal. You will also be able to print a PDF copy of your Purchase Orders. You will need
to login with your UserID and password. Your User ID is your email address (NOTE: If your email
address is more than 30 characters, it is truncated to the first 30). If you have forgotten your
password, please email supplier.mgmt@domail.maricopa.edu to request a new password.

Exploring the Supplier Change Portal

The Supplier Portal is designed to make it quick and easy to navigate through information about
your financial transactions with MCCCD and find the details you need. The ways you move around
the site are like other popular websites today, with common features including:

- Atop menu bar that that is consistent on pages across the site

- A search function that makes it easy to find specific invoices, purchase orders, and
payments

- Links in lists and details that give you quick access to move between associated
invoices, purchase orders, and payments

Perhaps the most important rule to remember in using these features is that you are
encouraged to explore — the Supplier Portal is designed for you to move throughout the site,
with multiple ways to get to most information and find the details you need. Feel free to click
around the site to find the ways of using it that work best for you.

The rest of this section provides some overall guidance for navigating the site and using its
features. The sections that follow will provide more information about the details pages for
invoices, purchase orders, & payments and the functions that can be accessed through Supplier
Portal.
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Navigating Supplier Portal Using the Menu Bar

The menu bar at the top of each page allows you single-click access from anywhere on the site to
the pages and features of the Supplier Portal. No matter where you are in the site, you can use the
Menu Bar to quickly navigate to another main page within the site. For example, you can go from an
invoice list or purchase order detail directly back to the main menu.

From the MCCCD Purchasing webpage, as an existing Supplier with a UserlID, you can update your
information on-line via https://finoprod.maricopa.edu/psp/PMCPAK/SUPPLIER/ERP/?&cmd=login&languageCd=ENG&

Existing Suppliers can request a UserlD via email request to supplier.mgmt@domail.maricopa.edu

Enter your UserID in the MEID field and your password in the Password field. Press the Sign In
button.

MARICOPA | Financial Managment

COMMUNITY COLLEGES | System (FMS)

MEID

SES4EDUCATION@gmail.com

Password

Enable Accessibility Mode
Forgot your MEID?

Forgot your password?

After logging in, select Main Menu and start navigating.

To make changes to your profile information, select Main Menu, Maintain Supplier Information,
Supplier Change Request, Initiate Supplier Change

Favorites ¥ Main Menu

Search Menu:

Initiate Supplier Change

Top Menu Feal 3 Manage Orders ) User Profiles

L Review Payment Information 4

| Change My Password

The menu is n
Main Menu to get started.
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Maintain Supplier information * ‘Supplier Change Request ™ Initiate Supplier Change

= = = i u o Welcome Train Ston

Welcome Company Profile Addresses Contacts Payment Profile Submit
Save for Later 4 Previous Mext  p
Welcome Supplier Admin Account “BJ Review Changes

{ Superior Education Supplies) Read Legal

Legal Disclaimer: A Supplier's company information will be availabie for Maricopa County Community Calleges District (MCCCD) review as Disclaimer and
part of the Supplier registration database. Inclusion in the Supplier registration database does not represent a commitment by MCCCD to

purchase Supplier products or services. Should Suppler subsequent’y recsive an award, Supplier agrees that the submission of this registration c I ick the N EXt
form constitutes their commitment to be beund by MCCCD Purchase Order Terms and Condifions at

k i . maricopa.edu/si =4 ing, 15PO%620Terms%20and¥%20Conditions MMc 082315 pdf

nelusion in the datsbase does not guaranies that you will be notified when MCCCD publishes = bid. Suppliers can stay appraised of open bid b Utto n to acce pt

all the Terms and
By submitting this form. Supplier certifies that the information that Supplier is providing is accurate and truthful. All representations made by the

Supglier in the form are self-certifying. Each Supplier is responsible for maintaining and notifying the MCCCD Purchasing Department of any C d -t-
change to business name. address, telaphane number. Email. or any othar Supplier information or representaton O n I IO n S

Click “Mext™ to confirm review and acceptance of this Legal Disclaimer.
%Cnﬂhct Us b@- Review Changes /

Save for Later 4 Previous Next
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Main Menu * Maintain Supplier Information ‘Supplier Change Request ¥ Inifiate Supplier Change

MARICOP

AMUMITY COLLEGES

™ & il il il il
Welcome Company Profile Addresses Contacts Payment Profile Submit Company Profile Train Stop
Save for Later 4 Previous Mext
Company Profile for Superior Education Supplies B Review Changes
Pleass complete ALL profile guestions. Do not leawe any blank. This is criticsl T and business type identificstion information .
Unique 1D & Company Profle Supplier Name will default

*Supplier Name [Superior Education Supplies

to your current ID. Edit

Expand All Collapse &l

Additional ID Numbers Supplier name if required.
Standard I Qualifier ID Mumiber Remove
Arizona Sales Tax 1D i
e Does your company
Profile Questions collect AZ sales tax? If
*What type of onrganization do you represent? yOUr Compa ny C0||ects AZ
= sales tax, input your sales
*Does your company collect AZ sales tax? taX number
Yes
Ho
*Does your company reside in AZ? PrOf"e QueStiOI‘IS: What type Of
Yes Organization do you represent?
" Use drop down menu to identify
Arizona Sales Tax # (transaction privilege tax #) y0ur bUSineSS structure. C|iCk on
e select to change current
y business type. If you are an
*Please select all that apply individual, you will pick #2 Sole
o Proprietor.
Please attach any MWEE certifications ydu have been issued |{Optional)
Attachments () AddiVigw Attachments
= ) . bE--Re‘wiew Changes
Click on Select. Please check all that apply: Then click the e | Pees e

Return button. PLEASE complete this section to accurately
capture your status.

Look Up List

Question 1D ORG TYFPE
List Line Number
List Item | begins with ~~

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘&' 1100710 ‘b Last
List Line Number List Item

Corporation

Sole Proprietor

Foreign Sole Propritor
Partnership

Estate

Government Agency

Foreign Corporation

Non-profit organization

LLC

Rio Salado Educator Preparation

N NN AT ISR Ny

=
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List Line Number List Item
1 Not Applicadle
2 Small Business
3 Minority Qwnad Businass
E Woman Owned Business
5 Veteran Cwned Businass
b Disabled Cwned Business

Retum

Favorites ¥ Main Menu ¥

Maintain Supplier Information * ‘Supplier Change Request ¥

Initiate Supplier Change

Addresses Train Stop

™ il ] i il il
——————————felzeama Company Profile Addresses Contacts Payment Profile Submit
Save for Later { Previous Mext
Addresses for Superior Education Supplies “BReview Changes
ged. Make necessary chan) ou need to add an
ormation on the pop-up screen. If s are nesded click
Description Address Line 1 Change Action Change Effective Date  Edit
Main 123 Elm St 4
Add New Address
bg
%th ct Us Re\riew Changes
Save for Later 4 Previous MNext b

Address 1: All existing
addresses will show
here. Click on /to
make changes to
existing addresses in
the pop-up screen and
click OK

OR

Add New Address:
Click on Add New
Address, complete
pop-up screen and
click OK.
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Address Information for Superior Education Supplies

Address Information
Deseription
Country M5A | United States
Address 1
Address 2

Address 3

City
County Postal
State Q

Phone Information

*Phone Type Location Prefiz Telephone Extension

Business Phone ¥

Add Phone

Approved Changes Take Effect: ' Approval Date

Hzlp

Future Date <
<
0K Caneel

Supplier can make all
changes effective
upon approval or at a
future date.

6|Page




SUPPLIER PORTAL NAVIGATIONAL GUIDE

Favorites Main Menu ¥ Maintain Supplier information Supplier Change Request ™ Initiate Supplier Changs

MARICOPA

COMMUNITY COLL

Il o
[~ = & {0} = il Contacts Train Stop
Welcome Company Profile Addresses Contacts Payment Profile Submit
Zave for Later { Frevious Mext g
Contacts for Superior Education Supplies *Bh Review Changes
Click the pencil of the existing contact Name if it needs to be changed. Make necessary changes, dick OF. Toadd an ) /
R:i:ﬂltcna contact, click Add Mew Contact and complete the information on the pop-up screen. If no changes are nesded click CI |Ck on ’ to make
Name Address Change Action Change Effective Date Edit

| . : P changes to the current
ohin Smit Miain
¥———| contact. Make sure

Add New Contact
the email address field

is completed.
% Contact Us bEﬂﬂwiew Changes

Save for Later 4 Previous MNest
Make necessary
changes on pop-up
screen and click OK. ]
To add an additional contact, click on the Add
New Contact and complete information on the
pop-up screen and click OK. Make sure the
email address field is completed.
Contact Information for John Smith | ——
Add Contacts % Help
Help Remove Contact
Contact Information (7 Contact Informatien
*FirstName | Primary Contact Description [
* Contact Name John Smith
* Last Name
Contact Title
Title * Email 1D sesdeducation@gmal.com
* Email ID URLID hitp:i
- - Contact Address | Man v
slepnons * Contact Type | G2neral r
Fax Number
Phone Information
— Contact Type v
Phone Type Prefix Telephone Extension Remaove
User Profile Information (2 Business Frone v B00/555-1212
* Requested User ID s
Description Approved Changes Take Effect: * Approval Date
Language Code | English v Future Date
OK Cane=l
0K Cancel
B
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Favorites ™ Main Menu Maintain Supplier Information ¥ Supplier Change Request ¥ [T —

MAI?ICOPA

UNITY COLLEGES

Pavment Profile Train Stop

Welcome Company Profile Addresses Contacts Payment Profile Submit
Save for Later | | ¢ Frevious Ned b
} b
Payment Profile for Superior Education Supplies E}:Mgg
Click the pencil o make changes to existing payment information andior method. if no changes are needed dlick Next Ed it Paym ent
Information: Click on
Description Change Effective Date  Default Edit

MAIN - Main 011011901 cd & the /to make
“Required Fieid

5% Contact e "B review Chanhes changes to existing

Save for Later 4 Fravious Next  p

payment profile. Make

Payment Profile for MAIN - 1izin 4@ required changes in

You cannot use an the pop-up screen. If
Select S e address that has Bank Accounts need
Automated been submitted, but
Clearing not approved. Only Changing' click on the
House for . — previously approved /" and make
electronic S addresses will be .
payments - Ao Bl Paymers v available. necessary changes on

Bank ID Number. Eranch Name Bank Account# Eait
122100024 HOOOCIBTES 4

pop-up screen and
Accurate email click OK. Click OK

o o address is vital

e Bank Assount

again to accept in

Suppiier Bank Account 4 - Payment Profile.

Description fasin

Country [OSA |y Unites Statas

Bank Mame Chase

B

Branch Name
Bank ID Quatifier f91 | United States Bank Account Type [Shesk st i

DF Quatifier < oFD

Postal

o Sance

L—— P ~dd New Supplier Bank Account

el

Bank Accounts

Description

iy e Add New Supplier

- ot e - Bank Account: Add
e Sreet e new Bank information
e on pop-up screen and
o e click OK

Address 3

Country [USA |Gt United States

City
County Postal
State %

Bank Phone
Prefic
Phone

=

Fax

0
x
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Favorites ¥ Main Menu ™ Maintain Supplier informatian * Supplier Change Request ™ Initiate Supplier Change

MARICOPA

COMMUNITY COLLEGES

Welcome Company Profile Addresses Contacts Payment Profile Submit

Submit Train Stop

Save forLater | | |4 Previous Mext

Review and Submit Changes for Superior Education Supplies

Emai will populae ult

email. Resd thetems of agreement. Click the Confirn Changes checkbax. The submit button will ungrey and dick submit

Use the "Review n to review changed information.

Use the "Submit” bution to submit your change request
Emsil communication regarding this request will be sent fo
[Superior4Educstion@gmail com

*Audit Reason r
Code
Comments

254 characters remaining

——— O confirm Changes
» Review ithdeaw Submit
contactus

To review your

information prior to
submission, click
Review

Check Confirm
Changes box to

ungrey the Submit

Email will
prepopulate with
default email.

Save for Later 4 Previous Mexdt b \

Use drop down
menu and pick
the most
appropriate
reason for the
change
submission. One
reason must be
picked.

button. Click Submit

All Terms and Conditions on the original
button to complete

registration remain in effect and unchanged.

submission.
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Understanding the Financial Details Pages

The Supplier Portal displays information from individual invoices, purchase orders, and
payments, pulled directly from MCCCD’s accounting system at the time that you load the detail
page. The three sections below highlight key features, define the fields displayed, and provide

additional guidance on understanding the information on each details page.

Purchase Orders

To view/print purchase orders, select Main Menu, Manage Orders, Purchase Orders

Multiple options to search for list of dispatched and completed orders.

ites ¥ Main Menu ¥ > Manage Orders™ > Purchase Orders

MARICOPA

COMMUNITY COLLEGES

Purchase Orders

Filter Options

Superior Education Supplies

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From PO ID Q PO's Waiting Acknowledgement
ToPOID Q -
[tem ID aQ,

Supplier Item ID
From Date [11/05/2018 E{J (example: 01/31/2000)
To Date 12/05/2018  |[5] (example: 0173172000}
Buyer Q
Contract ID a
Contract Version

Release

Search Return To Vendor (Supplier) List

Each magnifying
glass will provide
the option to
search by the field.
Quickest way to
capture all orders
with in a particular
time frame. Is to
put a range in the
date field.

Click on Search
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View Purchase Orders

The Purchase Order List page displays a list of all Dispatched purchase orders. Users can view
the access Purchase Order Details pages by selecting a specific purchase order from a list in

the ‘Purchase Orders’ page.

Favorites ¥ Main Menu ¥

Manage Orders ™

Purchase Orders

Purchase Orders
Purchase Order List

Superior Education Supplies

POs Returned 5 Default View for Change Orders| All lines

Set filter options Orders Per Page| ALL First

Purchase Order List

PO Details || Header Detais

Purchass Order Status T Dispaiched Date/Time Lines Total Amoun

100057247 Dispatched 12042018 50250PM 3 252817 USD

100057180 Dispatched 12042018 45054 3 2340713 USD

100057142 Dispatohed 120472018 4:5552PM 25 0,887.20 USD

100055823 Dispatched 12042018 4.4740PM 10 10,562,768 USD

100088807 Dispatched 12042018 44253FM 10 9.408.28 USD
¥ seectal Clear Al

View Selected POs in Downloadable Fomat

|—>

Click on the order number to see
details

1t050f§ Last

Fersonsize | Find | view &l | 2 | &

View POF

View PDF

View FOF
VewFOE To view multiple orders, select

View PDF

some or all by checking the box,
then select “View Selected PO’s in

Downloadable Format” Note: If you

cannot view the PDF, please make
sure your pop-up blocker is off.

The Purchase Order Details page displays the details of the selected Purchase Orders.

Favorites Main Menu ¥

MARICOPA

COMMUNITY COLLEGES

Manage Orders ¥

> Purchase Orders

Purchase Orders
Purchase Order Details
Superior Education Supplies
PO Number 100057199 Purchase Order Date 10/01/2018
PO Status Dispaiched
Buyer Killourie Keith R

Last Dispatch 12/04/18 4:59:54PM

Billing Location Ds1.127

Payment Terms |mmediate

Standard BU Comments

Purchase Order Lines

Line Information || Extension || Line Details || Contract Info
Line Status ttem 1D Description Quantity
To provide all labor, materials and
Activ equipment necessary to complete 0000 EA
1 Active installation of Audio/Visual needed for 1.0000EA
MCC PIRC Lab per quote
Integration- Design, engineering,
ACTv fabrication, project management, 0000 EA
2 Reiie installation, commissioning, training and LUSODIER
warranty
3 Active Estimated Sales Tax 1.0000 EA

Invoice List

Invoice Invoice Date Amount Due Date

585233 11/06/2018 38,407 13 USD 11/06/2018

Return to Purchase Order List

Purchase Order Total

Personalize | Find | View Al | 2| B

reonaiize | Find | View il | 0| B

Click on tabs to see
Line Information,
Extensions, Line

Details and Contact
Information

Merchandise Amount
Freight/Tax!

38,407 13

0.00

Total Amount 38,407 13 USD

First ‘4' 1-30f3 ® Last

Merchandise Amt Comments

22,773.00 USD

Click on Invoice

12,756.26 USD

number to see

2,877.87 USD

Invoice Details

First (&) 1of1 & Last

Appr Stat Voucher

Approved 01191777
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Print a copy of Purchase Orders

The Purchase Order List page displays a list of all Dispatched purchase orders. Users access
Purchase Order Details pages by selecting a specific purchase order from a list in the ‘Purchase

Orders’ page.

Main Menu Manage Orders ¥ > Purchase Ordars

Purchase Orders
Purchase Order List

Superior Educafion Supplies
POs Returned 5 Default View for Change Orders| All ines v

Sat fiter options Orders Per Page[ALL ¥ | st 10505 Last

View POF

Purchase Order List Personalize | Find | view &l | 20 R N . If
ote: ITf you
Purchass Order status Last Dispatched Date/Time Lines Total Amount .
100057247 Dispatched 12/04/2018 5:02:50PM 3 17 cannOt VIeW the

100057120 Dispatched 12042018 45854 3 View POF
100087142 Dispatcned 12042018 4:55:52PN 25 View PDF
100086823 Dispatched 12042018 4:47-46PM 10 View POF
100085807 Dispatched 12042018 44253 10 View POF

¥ Select Al Clear All

View Selected POs in Dawnloadable Format

Important Messages:

When you click on “View PDF” may receive one of the following messages:

Message

Proczss to generate PO output file, is taking longer than expected (7028.123)
To allow your session o continue, this job will finish in the background. Please wait  minute or so and then press the button again to bring up the PO for printing
(You must stay within this component, or pressing the bution will cause the report to be resubritted.)

0K

Click on “View
PDF” to generate a
copy of the
Purchase Order

PDF, please make
sure your pop-up
blocker is off.

Message

Process is still running. (7026,187)

PO is not available yet for printing. Try agai W seconds.

[ Error 404--Mot Fou' X

Error 404--Not Found

From RFC 2068 Hypertext Transfer Protocol -- HTTP/1.1:
@.4.5 404 Not Found

The server has not found anything matching the Request-URI. No indication is given of whether the condition is temporary or
permanent.

If the
irstead.

client, the status code 403 (Forbidden) can be used
. through some internally configurable mechanism, that

an

Click on OK and
wait a few minutes
before clicking on
View PDF again.
Copy of PO should
appear

Click on OK and
wait a few minutes
before clicking on
View PDF again.
Copy of PO should
appear

Close Error 404 tab
window and click
on View PDF again.
Copy of PO should
appear
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Key Terms and Field Definitions:

Term Definition
PO # The ID assigned to the purchase order in MCCCD’s Financial Management
System
Status The purchase order status can be:
- Dispatched — PO has been approved and sent to the supplier
- Canceled — PO has been canceled by MCCCD
Buyer Name of the responsible MCCCD Buyer

Payment Terms

The timeframe in which the supplier will be paid, based on the
contract agreement

Last Dispatch Date

The date when the PO was finalized and ready to send to the supplier

PO Date

The date when the PO was entered into MCCCD’s Financial Management
System

Billing Location

MCCCD used code

Purchase Order
Total

The total amount of the PO

Line ltems

This section displays information about each of the line items that
was included in the PO. The status of each line item can be:

+ Active — the line still has an available balance that can be billed against
- Closed — the line item has been fully received and paid for by MCCCD

Invoice List

Summary information about each invoice that has been linked to this PO.
Click on the ‘Invoice ID’ link to view more details for each invoice.

View PDF

Create a PDF copy of the purchase order

View Selected PO’s
In Downloadable
Format

Check PO box or “Select All” to download PO information into a excel style
format

13 |Page



SUPPLIER PORTAL NAVIGATIONAL GUIDE

Invoice Details

The Invoice Details page displays the full details for a single invoice as shown here. Users
access Invoice Details pages through either selecting a specific Invoice from a list in the
‘Invoices’ page or clicking on the invoice hyperlink in an associated purchase order or payment.

To view invoice details, select Main Menu, Review Payment Information, Invoices

Favorites ¥ Main Menu ¥

Review Payment Information >

MARICOPA

COMMUNITY

Review Invoices
Invoice List

LLEGES

Superior Education Supplies

Set filter options
Invoice List

Invoice Number

582727
582790
583329
585233
585506
538190

Invoice Date
08/032018
091172018
10/10/2018
11/06/2018
11/09/2018

11372018

Return To Vendor (Supplier) List

Invoices

Personalize | Find | @ Q First

Gross Amt

$9,498.29 USD
$4,627.00 USD
$463.00 USD
$36,407.13 USD
$9,687.29 USD

$4,734.76 USD

Approval
Status

Approved
Approved
Approved
Approved
Approved

Approved

Due Datea

08/03/2018
091172018
10/10/2018
11/06/2018
11/09/2018

11372018

L 16016 b Last
Voucher
01190723
01190883
01191632
191777
01191898

01191959
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The Invoice Details page displays the full details for a single invoice as shown here.

Favorites ~ Main Menu ~ > Review Payment Information ¥ > Invoices

MARICOPA

COMMUNITY COLLEGES

Invoice Details

Superior Education Supplies

. I Invoice Total
Invoice Number 585233
Gross Amount 53840713 USD
Invoice Date 11/06/201
Tiiosiz01 Discount $0.00 USD
Due Date 110622018 Net Amount 533.407.13 USD
Discount End Date
Approval Status Approved for Payment
Payment Status To be Paid
Terms
Invoice Line Details Personalize | Find | View All | 2 E First ‘4’ 1-30f3 ‘b Last
Item ID Description Statistic Amount UOM Unit Price Merchandise Amt
To provide all labor, material EA 22,773.00000 $22,773.00 UsSD
Integration- Design, engineeri EA 12,756.26000 $12,756.26 USD
Estimated Sales Tax EA 2,877.87000 $2,877.87 USD
Payment Schedule Personalize | Find | View All | e First ‘4 10of1 ‘&' Last
S:SEdulEd LD Payment Number Gross Amt Discount Method Status ﬁgld ‘Wthd Hold
12/05/2018 $38,407.13 UsSD §0.00 USD Check Unselected No No
Payments Made Personalize | Find | View All | B2 | First ‘&' 10of1 '*/ Last
Reference Date Amount
$0.000
Mo Payments Made
Purchase Orders Personalize | Find | View All @\ E First & 10of1 &) Last
Purchase Order PO Date Status
100057199 10/01/2018 Dispatched
Receipts Personalize | Find | View All | E First ‘4 10of1 &/ Last
E:tc:ived Receipt Number Bill of Lading Packing Slip
Key Terms and Field Definitions:
Term Definition
Invoice Number The number assigned to the invoice when it was entered into

MCCCD'’s accounting system. Usually the supplier’s invoice number.

Invoice Date The date on the invoice that was sent to MCCCD by the supplier
Due Date The date MCCCD payment is due
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Discount End Date

Not used by MCCCD

Approval Status

The invoice status can be:

- Completed = Invoice fully processed and payment complete

- Approved for Payment = Invoice fully processed, payment approved but
not yet sent

- Open = Invoice approved, but payment not yet processed

- Pending = Invoice received, but not yet approved

Payment Status

- Approved for Payment = Invoice approved by MCCCD and set-up for

payment

Terms

PO Payment Terms

Invoice Total

The total dollar amount of the invoice

Discounts Not used by MCCCD

Item ID An ID associated with each item. If a purchase order is associated with
the invoice and an item ID is populated on the purchase order, this is the
item ID from the purchase order

Description Line Item description from the PO

uowm Unit of Measure for the item (e.g., ea, dozen, box, etc.)

Merchandise Amt | The quantity times the unit price for the line item

Scheduled to Pay | Date MCCCD is scheduled to make payment

Method Invoice Payment Method as set-up in your supplier profile = Check,

Credit Card or ACH

Payment Status

Possible values are:

- Selected — the payment is approved but not yet paid
+ Paid — the payment was made to the supplier
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Account Balances

The Account Balances page displays the active invoices that have not been paid.

To view invoice details, select Main Menu, Review Payment Information, Account Balances

Favorites. ™ Main Menu ¥ Review Payment Information ™ Account Balances

MARICOP

MLIMITS :

Account Balances
Invoice List

Superior Educafion Supplies

Amount 55329218 USD
Invoice List Personalize | Find | 2 | B First ‘4 1-4of4 ‘b Last
Imvoice Mumber Imvoice Date Amount Due Date Status Voucher
528180 11/13/2018 $4,734.78 USD 11/13/2018 Approved 0191850
535508 11/08/20138 $0,887.20 USD 11/08/2018 Approved 01191398
535233 11/08/2018 335,407.13 USD 11/068/2013 Approved 181777
523320 107102018 $462.00 USD 1071072018 Approved 01191832

Return To Wendor {Supplier) List
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