¢ solutions
by stc

STCS iSupplier Advance
Payment Request Process

MS&O — Internal IT

Date: 26 /Feb/2018



Agen da € solutions

by stc

This document provides Advance payment request against PO process from iSupplier portal. Once supplier
register themselves with STCS iSupplier portal, they will be able to login in portal and will be able to raise
advance payment request against PO and track advance invoice status .

Below are the steps for this process:

1. Submit the advance payment request from iSupplier portal
2. STCS Payable team will process the request

3. Track advance invoice status in iSupplier portal
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Login into iSupplier Portal with your credentials and click on iSupplier portal full Access >>
Home page responsibility
cnterprise Search  Contract Documents Go Search Resulis Display Preference  Standard
Home
Navigator Worklist
Personalize Ful List (28)
HaS revious | 1-25 >
[ iSupplier Portal Full Accass Heba Previous | 12 Next 25
Home Page From Types Subject~ Sentw Dug 2
» ] Sourcing Supplier g"ﬁqs‘md FO STCS OU - Standard Purchase Order 12342, 0 05-Nov-2017
med Approval
g"ﬁqs‘md FO STCS OU - Standard Purchase Order 12343, 0 05-Nov-2017
med Approval
Mansnnd PO STCS Ol - Standard Purchase Crdar 12340 0 renuires vour [
STCS 2016

02 08 2016
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Click on Advance payment invoice link under invoices

Home | Orders | Shipments | Planning | Finance | Product | Admin

Searth PO Number Go
| Notifications Planning
Full List - Forecast Schedules

ot - VM

v -r GR o] i

Subject Date ;

STCS OU - Standard Purchase Order 12342, 0 05-Nov-2017 09:20:19 e
STCS OU - Standard Purchase Order 12343, 0 D5-Nov-2017 09:18:53 . Purchase Histary
STCS OU - Standard Purchase Order 12340,0 requires your acceptanc... 31-0ct-2017 08:28:03 Shi

STCS OU - Standard Purchase Order 12340, 0 31-0ct-2017 09:27:47 Del P
STCS OU - Standard Purchase Order 1233,0 requires your accepianc... 30-0ct2017 15:2002 " Overtue Roreipts

- Advance Shipment Notices

|:-_; Receipts

:L Orders At A Glance - Recelpts

- - Returns
Full List - On-Time Performance

Be Invoices

PO Number Description Crder Date « Invoices )
12343 P R No: 9066 Intemal Use 05-Nov-2017 09:19:30 - Advance Payment Invoices
12342 P R Mo: 9066 Internal Use 05-Nov-2017 091825 Payments

12340 31-0ct-2017 09:27:21 - Payments

12339 30-Oct-2017 15:19:23

02 08 2016 STCS 2016
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Search the PO in advance payment request page and click on find. It will show the
advance percentage defined in PO and advance amount.

sams | o | nonans | g | s | ot | e

Advance Invoice Search

Advance Request Number Q
Purchase Order Number 12343 Q
Find
He®
Purchase Order PO Adv Advance Advance Request
No Supplier Name Supplier Site Total  Percentage Amount No Invoice No  Invoice Status View Create
12343 Tata Consultancy Services Limited TATA CONSULTANC 450000 10 45000 E]

02 08 2016
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Click on create icon for create the new advance request

Advance Invoice Search

Advance Request Number Q
Purchase Order Number 12343 Q
Find
He®H
Purchase Order PO Adv Advance Advance Request
No Supplier Name Supplier Site Total Percentage Amount No Invoice No Invoice Status View Create
12343 Tata Consultancy Services Limited TATA CONSULTANC 450000 10 45000 3
02 08 2016

STCS 2016
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Enter the Invoice no and invoice date at header

ATACNMENT INVOICE COPY Nas Deen added SUCCESSTUINY DUT NOT COMMITED; IT WOLId De COMmITed Wnen you COmmIT e rest o the CUMeNnt ransacton.

Advance Invoce Entry
Save || Submit | Back

Invoice Header

Advance RequestMNo 28 = Invoice No  PO@12343
Invoice Status  Draft
= Invoice Date  D6-Nov-2017 [y

PO Num 12343
Currency  SAR

PO total 450000 e o oo
Invoice Description  [10% ad for PO 1234 vance Amoun
advance for Supplier Name  Tata Consultancy Services Limited

Remit To Address  TATA CONSULTANC

He@#
Item Description
10% advance for PC 123

Amount
45000

02 08 2016 STCS 2016
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Attach the invoice copy by click on attachment
|
Remit To Address  TATA CONSULTANC

A28

[tem Description Amount

10% advance for PO 123 45000

Add Atiachment . | 2

Title 2 Type & Description 2 Category 2 Last Updated By 2 Last Updated 2 lUsage /. |Jpdate Delete

nvoice copy File IMiscellaneous ALIKKHANNA@TCS.COM 0&-Nov-2017 One-Time j m
02 08 2016 STCS 2016
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Click on submit button for submit the request. System generate the unique request for
tracking the status of request
Cu Confimation
Thank you for submitting the invoice no PO@12343. Your Inveice has been submitted for approval and you can track the status against the request no 28 from same page
Advance Invoce Entry
Invoice Header
Advance RequestNo 28 * Ivaice o PO@12343
Invoice Status  Draft
nvmc;o SUL:; 1; 1 * Invoice Date  06-Nowv-2017 @5
POtofal 450000 u C:”em\: :20%0
Invoice Description vance Amount - 42
10% advance for PO 1234 Supplier Name  Tata Consultancy Services Limited
Remit To Address ~ TATA CONSULTANC
02 08 2016 STCS 2016
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Search by request no in the search page by click on back button

Advance Invoice Search

Advance Request Number 28

Purchase Order Number
Find
He @
Purchase Order PO Adv Advance Advance Request
No Supplier Name Supplier Site Total Percentage Amount No Invoice No Invoice Status View Create
No search
conducted.
02 08 2016

STCS 2016
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First request status will be submitted and you can see the detail by click on view button

Hame | e | Srorers | parnn | e | prote | i

Advance Invoice Search

Advance Request Number 28 Q
Purchase Order Number Q
Find
Hehoa
Purchase Order PO Adv Advance Advance Request
No Supplier Name Supplier Site Total Percentage Amount No Invoice No Invoice Status View Create
12343 Tata Consultancy Services Limited TATA CONSULTANC 450000 10 45000 28 PO@12343  Submitted _/
02 08 2016

STCS 2016
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Search by request no in the search page and click on find

Advance Invoice Search

Advance Request Number 28

Purchase Order Number
Find

He @&

Purchase COrder PO Adv Advance Advance Request

No Supplier Name Supplier Site Total Percentage Amount No Invoice No  Invoice Status View Create
No search

conducted.
02 08 2016

STCS 2016
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Status of invoice will be changed from submitted to Inv Approved, unpaid when invoice
is validate by AP use

dome | Orders | Shipments | Planning | Finance | Product | Admin

Advance Invoice Search

Advance Request Number 28 Ck
Purchase Order Number Q
Find
H 2 b
Purchase Crder FO Ady Advance Advance Request
No Supplier Name Supplier Site Total Percentage Amaount No Invoice Mo Invoice Staius View Create
12343 Tata Consultancy Services Limited TATA CONSULTANC 450000 10 45000 28 PO@12343  Inv Approved,Unpaid j

02 08 2016 STCS 2016
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Thank you

14| Project / Task Status updates| 25 07 2016 STCS 2016



