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Important Invoicing Information
(Read before submitting invoices)

This information is important to review as it provides you information on how you will be submitting
your invoice(s) as well as what information needs to be obtained prior to the submission of your
invoice(s).

Invoicing Types/Requirements

Before you begin to invoice, you must first know the type of invoicing you will be performing. There
are two types of invoices that can be submitted to Kaiser, either Purchase Order (PO) related invoices
or NON-PO (non-purchase order) related invoices.

For PO-related invoices suppliers should only accept a PO from Kaiser that contains the full 15-digit
purchase order number (Example: 96500-0123456789). If you are entering a PO related invoice,
please follow the steps under the Submitting a PO Related Invoices section.

For NON-PO related invoices, the approvers/reviewers NUID and full GL string must be obtained. An
NUID is the unique 7-character reference ID given to each Kaiser employee, which consists of a leading
alphabet letter followed by six numbers (Example: A123456). A GL string (may also be referred to as
Cost Center Code) is a General Ledger (GL) accounting string that is being charged for the invoice. The
GL String should be 18 digits and is composed of 4 segments: GL Unit -4 digits, GL Location -5 digits,
Department -4 digits and Account -5 digits (Example: 9601-30100-8900-59505). If you are entering a
NON-PO related invoice, please follow the steps under the Submitting NON-PO Related Invoices
section.

Only the Kaiser employee placing the Order/Request can provide you this information. If the KP
employee placing the order/request refuses to provide that information, then they are violating Kaiser
Permanente National Policy # NATL.FIN.ACCT.122. You should not accept any order without proper
information to ensure payment. Without this information you will not be able to submit your invoices .

Contact Information

For any questions you can contact the eSettlements Team at: Kaiser-eSettlements@kp.org
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Welcome to the OnelLink Supplier Portal - eSettlements!

The Onelink Supplier Portal - eSettlements is a free of cost web portal for all of Kaiser suppliers*,
where all the below can be performed:

View up-to-date information about invoice(s) including payment status/information

View dispatched Purchase Orders (POs)

Request Early Payments on submitted approved invoices

Receive automated email notifications* such as:

v" Invoice Load - No Errors: Notifies you with a list of recently submitted Kaiser invoices
which have been successfully processed.

v Invoice Load - Errors: Notifies you with a list of recently submitted Kaiser invoices that
contain errors.

v' Payment Create and Cancel: Notifies you when a payment is either made or cancelled to
your company. The email contains: the payment reference number, payment date and a
list of the invoice numbers being paid.

v Invoice/Voucher Approval: Notifies you when an invoice is approved. The email contains
a list of the recently approved invoice(s). Please note the invoices listed on the
notification are also eligible for early payment.

v' Match Exception: Notifies you when a submitted PO related invoice has been flagged
with a match exception

* Invoice submissions:
v' Enter Individual Invoices
v' Submit Multiple invoices at a time via Spreadsheet Upload
. The Spreadsheet Upload feature is the processing of XML .txt files. In order to

utilize this feature suppliers MUST utilize the Excel Loader tool. The tool is an MS
Excel workbook with a macro that will create an XML .txt file in the correct fixed
length format for uploading. Please note this will be an XML invoice submission
with no capability of attaching images.

* Brokers Only: Enroll and/or Update electronic banking payment information (ACH)
v Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the
new KPVM portal and no longer via the eSettlements portal. The exception is for Brokers,
Brokers will continue to use the eSettlements portal for any banking changes until further
notice.

Please note:

- The word “Supplier” refers to a vendor, contractor, broker, etc. anyone who is providing goods and/or services to
Kaiser Permanente.

- All Admins are automatically set up to receive all notifications. If you wish to disable notifications, please contact
the eSettlements team at Kaiser-eSettlements@kp.org.
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After the eSettlements team receives the designated Administrators (Admin) information. The
designated Admin(s) will be receiving an email with subject line: New User Registration coming from
Kaiser-eSettlements@kp.org

This email contains a registration link, the registration link is only good for 7 days; after which the link
will expire. Should registration not be completed within 7 days please contact Kaiser-
eSettlements@kp.org for a new registration link to be sent.

Follow the steps below to complete the registration process:

STEP 1
Open the New User Registration email and then click on the Register as Supplier Self Service User
link.

Mew User Registration, s« & @

kaiver-esettlementskp.org tesagel YT

g a3 Suppler Administrator wit Kaiser Parmanants. Upon complation of your regisiration, a5 a Supgiier Adminisiratos, you wil b sbghéa 13 sngage in varkus Wsks, o0 biha of yeur
emansnte such as

s baut invoicais) inchafing payment sl nfoomation

Training Matestals:
Visk the Suppler websbe supclier kp org and navigate 1o Flesources > OneLink Job Akds for eSesiemants training videas, user gukdes and ofhar ook

Wote: Flagissering for Tha portal doss ot aulomaticaly sign you up for ALY payments. You wil nead b iog Snlo the portal and eter banking isformation in oroer to el in ACH payments

¥ you have any questions of need Rather asshtance ploase contact tha sSetiements tsam o Kaiss o Setllerm

Thank you
Haiser aSattiements Team

STEP 2
The link will open a web browser page called Register New User Accounts.

Register New User Accounts

mraticn baiow Crice you R copiated e rague
B YOLF MEQISTII0N foF DONETINON o Wil recene an

Supfer List

A

User Account Information (3

* R o U 1D

Note:User IL) has bo meet below standards:

nas 1n meer b

“Hint Question A
Response 5

PRI S Sy | ____f P i et e
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STEP 3

Enter your desired User ID into the Requested User ID field.

Note: Please follow the provided User ID standards:
e User ID must be in upper case
e User ID cannotinclude KP.ORG

e User ID cannot consist of a leading alphabet letter followed by six numbers (Example: A123456)
STEP 4
Enter your desired password into the Password field.

Note: Please follow the provided password standards:
e Password must be minimum 8 charactersin length
e Password must contain one Special character
e Password must contain one Digit

STEP 5
Re-enter your desired password into the Confirm Password field.

STEP 6
Enter your first name into the First Name field.

STEP 7
Enter your last name into the Last Name field.

STEP 8
Enter your contact phone number into the Phone field.

STEP 9
Click on the drop-down arrow for Hint Question. Select one question from the Hint Question list.

In what city were you bom?

Mother's Maiden Mame?

What is your best friend’s last name?
What is your dog’'s name?

What is your favorite color?

What is your favorite movie?

STEP 10
Enter the response to the selected Hint Question into the Response field.

User Account Information (7

* Requested User ID

*Password Note:User ID has to meet below standards:

* Confirm Password c
“Lie=r 4 cannt con ding alphabet letter followed by six numbers (Example: A123450
*First Name a Note:Password has to meet below standards:

L‘frl: must bel

‘Las] Name rust ba minimum 8 char act=rs nlengin

Ustpomtzin one Spenl o
- Fa ‘PCJ"’J t contain one Digit
* Email ID = ¢

Phone

n*Hint Question
*Response | ‘

Terms and Conditions

NP 0 NN N e o NP VN R
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STEP 12
Select the Click to accept the Terms of Agreement below box.

STEP 13
Click the Submit button.

Terms and Conditions

Make sure you read terms of agreement fully before submitting your registration.

Terms of Agreement
B Submit Cancel
STEP 14

A message will appear confirming you have successfully registered. Click the OK button.

elect to accept the Terms of Agreement below.

P4 arses PERMANENTE.
OneLink Financial Systems

Registration Successful

Registration Submit Details

C i You have ¥ reg to Kaiser Permanente’s Supplier
Porial

‘Your user account has been created.

A confirmation email has been sent to the email address associated with the
registration.

L 2
STEP 15

An email will be sent to you with Subject: User ID Registration. This email will contain; your User ID,
the link to the portal and support contact information.

You can also access the portal by entering: Onelink.kp.org into your web browser. Do not use the link
used to complete registration as that link is strictly for registration purposes only.

Your User ID YOURUSERID associated with Supplier ID 100174258 has been approved.

You will be notified at this email address of any changes.
Please use the link below to log on our Supplier portal.

Onelink.Kp.org

If you have any question or feedback regarding your User ID YOURUSERID, please email the following: .
For registration and password related issues, please contact: Kaiser-eSettlements@Kp.org.

For eSettlements application issues, please contact: Kaiser-eSettlements@Kp.org.

For Services Procurement application issues, please contact: ClientSupportServices-Sourcing@Kp.org.

Thank you.
Kaiser eSettlements Team

NOTICE TO RECIPIENT: f you are not the infended recipient of this e-mail, you are prohibited from sharing, copying, or othenvise using or disclosing its contents. If you have received this e-mail in error, please notify
the sender immediately by reply e-mail and permanently delete this e-mail and any attachments without reading, forwarding or saving them. Thank you.

Congratulations!
You have successfully registered and can start utilizing the portal.
7
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Follow the steps below to log on/access the OneLink Supplier Portal - eSettlements supplier portal:

STEP 1
Type into your web browser:

onelink.kp.org
(do not type WWW into the browser)

Note: Do not use the link in the registration invitation email, that link is strictly for initial registration purposes only.

STEP 2
Enter your User ID (always enter your User ID in all CAPS).

STEP 3
Enter your Password (reminder passwords are case sensitive).

STEP 4
Select the I’'m not a robot box.

STEP 5
Click on the Sign In button.

% KAISER PERMANENTE.
Supplier Portal

BUSE’, )
BFassword
| Forgot My Password?

n I'm not a robot (Please be sure to select this box before signon)

(1 Enable Screen Reader Mode

STEP 6
Click on the Generate Verification Code button.

Note: An email will be sent to the email ID associated to the User ID being displayed for the verification

code.

Supplier Email Verification

Requested User ID
Email Verification

6 Generate Verification Code
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STEP 7
Open the email sent with subject line: Requested Verification Code for User Verification and copy the
verification code provided and paste it in the Confirm Verification Code (case sensitive) field.

FW: Requested Verification Code for User Verification inbes 5 2

11:31 AM (S minutes aga) Ty
t0

‘four Requested Verification Code:

D e

Usa this Verification Cads to verify your Identity by entering an User Login page. This code is valid for 5 minute(s)

For registration and password related issues, please contact: Kaiser-eSetflements@HKp.org.
For eSettlements application issues, please contact: Kaiser-eSetlements@Kp.org.

Faor Services Procurement application issues, please contact: ClientSupportServices-Sourcing@Kp.org.

Thank yeu.

Kaiser eSettlemants Team

NOTICE TO RECIPIENT: If you are nt the intended recipisnt of this e-mail, you are prohibited from sharing, copying, or othenwise using or disalosing its cantents. I you have reosived this e-mail in eror, please notiy the sender
immediatety by reply e-mai and permarertly delete this e-mail and any stischments without reading, fonwarding or saving them. v.173.285 Thank you

STEP 8
Return to the registration web page and enter or paste the verification code into the Confirm
Verification Code (case sensitive) field.

STEP 9
Click on the Verify Code button.

Note: You may re-generate the verification code if you did not receive the email. Please note that you will be
redirected to login page after 3 unsuccessful attempts and your account will be locked. If this occurs notify the
eSettlements team at Kaiser-eSettlements@kp.org to have your account unlocked.

Supplier Email Verification

Supplier Email Verification

Requested User ID
Email Verification

| Regenerate Verification Code | *Verification Code is valid for 5 minute(s)

Supplier Relationships

An email has been sent to the email id registered above for the verification code. Check your email and
enter the verification code in the box below (case sensitive). You may re-generate the verification code if
you did not receive the email. Please note that you will be redirected to login page after 3 unsuccessful
attempts.

Confirm Verification Code [<#E/_Ge a

9 Verify Code

Congratulations!
You have successfully logged on to the OnelLink Supplier Portal — eSettlements.
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Follow the steps below if you have forgotten your password for the Onelink Supplier Portal -
eSettlements:

STEP 1
Type into your web browser:

onelink.kp.org
(do not type WWW into the browser)

Note: Do not use the link in the registration invitation email, that link is strictly for initial registration purposes only.

STEP 2
Click on the | Forgot My Password? hyperlink.

#% KAISER PERMANENTE.
Supplier Portal

User ID

Password

I Forgot My Password?

O I'm not a robot (Please be sure to select this box before signon)

[ Enable Screen Reader Mode

STEP 3
Enter your User ID (ensure to enter your User ID in all CAPS) and then click on the Continue button.

Forgotten Password :

Enter your User ID below. This will be used o find your prefile, in order fo authenticate you.

User D I I

B —

10



#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Forgot Password

STEP 4

You will be prompted to answer the security question you selected upon registration. Enter your
answer in the Response field and then click on the Email New Password button.

Note: A temporary Password will be emailed to the email address listed under the Email ID section.

User|p ==

Note: This will be the security
question you selected upon

Please answer the following quesficn below for user validation / registration

Question What is your favorite color?

Email New Pazsword

Email ID == m o=

STEP 5
Click on the three dots in the upper right corner then click on Sing Out.

Your new password has been emailed. Sign Out ﬂ

If you do not receive an email in your Primary Email Account please contact your Security Administrator or System Administrator to investigate the cause.

STEP 6

You will receive an email from OnelLink with subject line: User ID Password containing your temporary
password.

Note: If you do not receive the email with in 5 minutes please ensure to check your junk/spam folders.

You have indicated that you have forgotten your password. Your password has been reset and your new
password is:

D |

This process will NOT unlock your account if it has been locked out. If your account is locked, you need
to contact the eSettlements team at Kaiser-eSettlements@kp.org .

11
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STEP 7
Open a new web browser and follow the steps in section Logging On

#™ KAISER PERMANENTE.
Supplier Portal

User ID

Password

| Forgot My Password?

o 1'm not a robot (Please be sure to select this box before signon)

O Enable Screen Reader Mode

STEP 8
Once logged in it is strongly encouraged that you change your password to one of your preference.
To do so follow the steps in section Changing Password.

Congratulations!
You can now logged on / access the OneLink Supplier Portal — eSettlements.

12
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Follow the steps below to change your password.

STEP 1

Log in to the OnelLink Supplier Portal - eSettlements with your User ID and current Password.

STEP 2
Select the eSettlements Tile.

4 KAISER PERMANENTE

OneLink and Finance Technology

OneLink Alerts

Important Downtime Alert!

» Onelink will be down from %:00 PM PT Saturday, 7,
until 3:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

« You may need to clear your cache to successfully log on to

OneLink

eSettlements

STEP 3

Select the drop-down arrow on the My Profile section.

¢ OL Supplier Portal

I eSettlements Dashboard

o' eSeitlements w
) Supplier Information v
21 Invoices w
F3 payments ~
{i*. Supplier Dashboard v
& My Profile

s

STEP 4
Select Change My Password.

£ OL Supplier Portal
I eSettlements Dashboard
. eSettlements
) Supplier Information
._ 2| Invoices
FB payments

£ Supplier Dashboard

eSettlements (Supplier)
eSettlements Dashboard

Self Service Invoice

M

=1

View PO Information

Payment Inquiry

Upload Invoices

Purchase Orders

eSettlements (Supplier)

eSettlements Dashboard

Self Service Invoice

& My Profile

W
A
o —
.
W
- Payment Inguiry
(=]
~ el

|

n Change My Password

My System Profile

A

Purchase Orders

View PO Informgl

y
4
f

Upload Invoices

°
{

- ’-*M‘- A et b S e i ph W e b W o M

Changing Password

13
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STEP 5

Enter your Current Password/New Password/Confirm Password. Select the from the drop-down
arrow the Hint Question you selected upon registering and then enter the answer in the Response
field. Once all is entered click on the Change Password button.

Note: Please follow the provided password standards. Where the password must be a minimum of 8 characters in length,
must contain one Special character, and must contain at least one digit.

Change Password

UserID

Description -

*Current Password
*New Password

B *Confirm Password

*Hint Question hd
*Response

‘ Change Password

Mote:User ID has to meet below standards:

-UserlD must be in upper case
Note:Password has to meet below standards:

-Password must be minimum 8 characters in length
-Password must contain one Special character
-Password must contain one Digit

STEP 6
You will receive a pop-up confirming your password has changed, click OK.

Your password has successfully bean changed

STEP 7
Click on the Home button at the top of the page to return to the main page.

Change Password

User D =g

Description o

*Current Password

*New Password e
*Confirm Password
*Hint Question ~
*Response
‘ Change Password
X L’,_, .;ANO‘tiU‘s;r ID}has.ltz Tfy, De\!gy slapclard e N )""-#" F .

Congratulations!

You have successfully updated your password.
14
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Please note only Supplier Administrators can preform these steps.

Follow the steps below to grant a new user access to the OnelLink Supplier Portal - eSettlements:

STEP 1
Click on the eSettlements tile.

P4 KAISER PERMANENTE p—
- ier Po
OneLink and Finance Technology SLELhE Jl

OneLink Alerts eSettlements
Important Downtime Alert!

» Onelink will be down from $:00 PM PT Saturday, 7. —_
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform =

« You may need to clear your cache to successfully log on to T
OneLink

-

Click on the drop-down arrow under the Supplier Information section.

< 0L Supplier Portal
] eSettlements Dashboard eSettlemer

« eSetflements

'—‘g" Supplier Informaton

nvoices

TEeayments r
g Y L

STEP 3
Select Review User Profiles.

e Nyl W¥ = — T
' eSetflements v Inquiry {
“ Supplier Information ~ Search Crite*
u
Review Supplier Details
Review Agreement Datals i
3 Review User Profiles
Add
Initiate Supplier Change
Supplier Users

T abih i, ‘_’_, " “BA‘)
STEP 4
Click the Add button.

T T Do et o e e e BT O TV i gy ¥ W e,
Review User Profiles

' eSettlemants ~ Inquiry

“'. Supplier Infermation A Search Criteria

User ID || Q Search

Review Suppiier Details
Name
Review Agresment Datails

Review User Profiles
Inifiate Suppser Change

Supplier Users

nvoices v 1-0ofd w View All
U S ’#—ZLM_M‘.M._'—,*..} PORREE S

15
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Please note only Supplier Administrators can preform these steps.

STEP 5
Create a new User ID for the account being created and enter it into the User ID field.

Note: Please follow the provided User ID standards:
e User ID must be in upper case
e User ID cannot include KP.ORG
e User ID cannot consist of a leading alphabet letter followed by six numbers (Example: A123456)

STEP 6
Enter the persons name for which you are creating the account for into the Name field.

Note: This should contain the persons first and last name.

STEP 7
Enter a temporary password of your choice for the account into the Password field.

Note: Please follow the provided password standards:
e Password must be minimum 8 characters in length
e Password must contain one Special character
e Password must contain one Digit

STEP 8
Re-enter the temporary password into the Confirm Password field.

STEP 9
Enter the persons email address into the Email Address field.

Note: Email cannot be a KP email address (@kp.org)

Review User Profiles
Supplier User Details

User Profile

B *Uier lD I I
{Examples: Fred Smith, AP Depariment or Buyer)
*Name

Lock Account [l (Click here to disable the access to the systam for this D *Password I I

*Confirm Password I I

. ) I I ) Email User
Email Address Mote:User 1D has to meet below standards:

English b

*Language Code

UED Qs poilar

*Currency Code

*Rate Type | —ument Rate hd
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Please note only Supplier Administrators can preform these steps.

STEP 10
Click on the Role Name drop-down arrow. Select Base Portal Objects (This role is mandatory for all users)

STEP 11
Click on the Add a User Role button.

STEP 12
Click on the Role Name drop-down arrow and select the Role Name for the type of access you wish to
grant the user. Repeat step 11 and 12 if you are adding multiple roles.

¢ Select Vendor Role with Inquiry only if you wish the user to only be able to look up invoices but
not be able to submit them.

e  Select Vendorwith Voucher create if you wish the user to be able to look up AND submit invoices.
This role includes inquiry no need to add the Inquiry role.

¢ Select Supplier SCR Bank Initiator if you wish the user to be able to add/update banking
information.

STEP 13

The Accessible Suppliers section should auto populate to your company information (Supplier Name).
If you have access to multiple suppliers, you will need to click on the magnifying glass and select the
appropriate supplier's name.

STEP 14 (Optional)
If you have access to multiple suppliers and would like to give the user access to the additional
suppliers, click on the Add a Supplier button and repeat step 13.

STEP 15
Click on the Save button.

Supplier User Roles

H Q 1-20f2 w Wi Al

Role Name

I Base Porial Objects vm -
, -
I
n Add a User Role I

Accessible Suppliers

= 12ai2 w

*Name
I =

n Add a Supplier I

* Required Field

Return to Supplier User Profiles 17
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Please note only Supplier Administrators can preform these steps.

STEP 16
Your will receive a save confirmation. Click on the OK button.

Review User Profiles
Save Confirmation

“ The Zave was successful

STEP 17

Notify the person you created the account for that they now have access to the portal and provide
them the following:

v The User ID you created for them
v Temporary Password you created for them
v Web link to the portal : Onelink.kp.org

v’ Share the supplier site containing all training materials: supplier.kp.org (if not using the hyperlink
navigate to Resources > Training/Job Aids > eSettlements)

Remind the user that once they log in, they should change their password to one of their preference.
Instruct them to follow the steps in section Changing Password of the guide provided.

Congratulations!
You have successfully created a new user account.
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#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Resetting a Users Password

Please note only Supplier Administrators can preform these steps.

Follow the steps below to reset a user's password to the OnelLink Supplier Portal - eSettlements:

STEP 1
Click on the eSettlements tile.

P4 KAIER PERMANENTE o s
-
OneLink and Finance Technology OL Suppiier Portal

OneLink Alerts
Important Downtime Alert!

s Onelink will be down from 5:00 PM PT Saturday, 7,
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

« You may need to clear your cache to successfully log on to
OneLink

STEP 2

Click on the drop-down arrow under the Supplier Information section.

< 0L Supplier Portal
] eSettlements Dashboard eSettlemer

Self Servl
«

24 eSettlements

eSettlements

nvoices

"B Sayments
’ - R e "’-"

STEP 3
Select Review User Profiles.

# eSeitlemenis S

]

~4 Supplier Information =
Review Supplier Details

Review Agreement Datals

3 Review User Profiles

Initiate Suppler Change

W

'—‘!" Supplier Information b n 4
W
W

¢
:

Supplier Users

O A

v
D,
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#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Resetting a Users Password

Please note only Supplier Administrators can preform these steps.

STEP 4

The system will automatically display all the users associated with the supplier(s) you have access to.
Click on the User ID blue hyperlink of the desired person or you may enter the User ID or Name of the
user and click on the Search button. Once complete click on their User ID blue hyperlink.

Review User Profiles

Inquiry

Search Criteria

User ID

)

Name

Add

Supplier Users
5 Q

User ID

n R

WEOZE. e s

STEP 5

1-80f8 ¥ | view an
Name
he -

b s B o at® ot e

Click the Change Password checkbox.

Review User Profiles
Supplier User Details

User Profile
sUser|p  EUYERI

*Name

Change Password

*Email Address

*Language Code | English

*Currency Code |USD Q

Y ST Ny T,

STEP 6

Lock Account O (Click here io disable the access to the system for this user)

(Examples: Fred Smith, AP Depariment or Buyer)

*Password

*Confirm Password

Email User
Note:User ID has to meet below standards:

US Dollar Note:Password has to meet below standards:
s ey NS TSGR W Sy

P

Enter the desired new password into the Password field and re-enter the password into the Confirm

Password field.

Note: Please follow the provided password standards. Where the password must be a minimum of 8 characters in length,
must contain one Special character, and must contain at least one digit.

Review User Profiles
Supplier User Details

User Profile
*User Ip | BUYERT

*Name

Change Password

Lock Ascount 0 [Clisk here to disabie the sooess tof R
*Confirm Password

*Email Address
*Language Code | English

*Currency Code |USD Q| US Dollar
b P e At _amam.

(Examples: Fred Smith, AP Depariment or Buyer)

Email User
Note:User ID has to meet below standards:

Note:Password has to meet below standards:
P e gy g o i e
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#4 KAISER PERMANENTE.

Onelink Supplier Portal — eSettiements Resetting a Users Password
]

Please note only Supplier Administrators can preform these steps.

STEP 7
Click on the Save button.
gt TN O T T NN Ny NS

Add a Supplier

STEP 8
Click on the OK button.

Review User Profiles
Save Confirmation

“ The Save was succassful.

STEP 9

Provide the user the updated password and remind the user that once they log in, they should change
their password to one of their preference. Instruct them to follow the steps in section Changing
Password of the guide provided.

Congratulations!
You have successfully updated a user's password.
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#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Deactivating a User Account

Please note only Supplier Administrators can preform these steps.

Follow the steps below to deactivate a user's access to the OnelLink Supplier Portal - eSettlements:

STEP 1
Click on the eSettlements tile.

P4 KAISER PERMANENTE p—
- ier Po
OneLink and Finance Technology SLELhE Jl

OneLink Alerts
Important Downtime Alert!

» Onelink will be down from $:00 PM PT Saturday, 7.
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

« You may need to clear your cache to successfully log on to
OneLink

STEP 2

Click on the drop-down arrow under the Supplier Information section.

< 0L Supplier Portal
| eSettlements Dashboard eSettlemer:

“f eSetlemantis

eSettlements

] Invoices

Lo, =
ayments r N
st i P

STEP 3
Select Review User Profiles.

# eSeftlements b
“ Supplier Information -~
Review Supplier Details

Review Agreement Datals

3 Review User Profiles

Initiate Supplier Change

e N VP

Self Servl

Add

/
:
{

Supplier Users

P

o«

W

'—H;' Supplier Information hd ﬂ r
"
b

,/
-
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Deactivating a User Account

Please note only Supplier Administrators can preform these steps.

STEP 4

The system will automatically display all the users associated with the supplier(s) you have access to.
Click on the User ID blue hyperlink of the desired person or you may enter the User ID or Name of the
user and click on the Search button. Once complete click on their User ID blue hyperlink.

Review User Profiles
Inquiry

Search Criteria

Name

Add

Supplier Users
5 Q 1-80f8 v | View an

User ID Name

IR e et b ol .. B b et e o

STEP 5
Click the Lock Account checkbox.

STEP 6
Click on the Save button.
M’W\""/-‘\;:”""\.‘/—“\ﬁ#ﬁ-\w'"ﬂ-\-\‘( \'_'"\-.-.-"—-\' / .4-\",\

(Examples: Frad Smith, AP Depariment ar Buyer)

E Lock AccountiEl (Click hare to disabla the scoess to the system for this user)
o

Na P
b -w’-»‘-nw"‘ ' ~ WW—-WE,—-—‘—“-‘-" _""

B T L LN, N o Lt S WAL L

Add a Supplier

* Required Field
Return to Suppher User Profiles
STEP 7

Click on the OK button. The user's account has been deactivated and the users will no longer be able
to log into the eSettlements portal.

Review User Profiles
Save Confirmation

“ The Save was succassiul

Congratulations!
You have successfully deactivated a user’s account.

23



#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Invoice Inquiry

Follow the steps below to perform an invoice inquiry (status):

STEP 1

Click on the eSettlements tile.

4 KAISER PERMANENTE
OneLink and Finance Technology

* OL Supplier Portal

OneLink Alerts

Important Downtime Alert!

» Onelink will be down from %:00 PM PT Saturday, 7,

until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

« You may need to clear your cache to successfully log on to

OneLink

STEP 2

eSettlements

Click on the Invoice Inquiry tile.

eSettlements Dashboard

STEP 3

The system will automatically display invoices based off the last Filtered criteria used.

Self Service Invoice Purchase Crders

izw PO Information

Payment Inquiry Spreadshest Upload

B m =

EQ

update the search parameters, select the Filter icon | 7.

¢ eSettlements (Supplier)

Invoice Inquiry

Invoice Inguiry

To clear and

Invoices from 12/26/2020 to 1/8/2021 - Max rows reached, max rows 300 of 448 rows displayed

Invoice IO © Date % &

CREDITB4AMATCHTEST 01/08/2021 Voucher Created ©5215654 Pending

ADHOCUPLOADBUNDLET 01/08/2021 “oucher Created 85215852 Pending
443 01/08/2021 Voucher Created 853158562 Pending

447 01/08/2021 Voucher Created 85315851 Pending

SN s WP _— N S S ,“ e -

_S— ,—-.,_.-——---I"‘

Invoize  Invoice Status  Voucher Approval

Denial
Reason

Gross.

h:alnh IS Amount

D% Status ~

To BeMatched  -143.00

NotApplicable  55.50
Not Applicable R

Not Applicable R

Currency Due Date

usD

usD

usD

usD

02/0572021 Unpaid

02/05/2021 Unpaid

02/05/2021 Unpaid

02/05/2021 Unpaid

Payment Payment ©2yment

Sotue © Da o Refersnce  Supplier &
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Invoice Inquiry

STEP 4

Within the Filters, you can search for a date range of invoices or for a specific invoice number. If
entering an invoice number, you must also enter the invoice date in the From and To fields. You may
also click on the Reset button to automatically view all invoices within the last 30 days. If you have
access to multiple suppliers, also specify the supplier you are inquiring on in the Supplier field. Once
complete click on the Done button.

Note: You cannot select a date rage exceeding 30 days.

Cancel Filters

to | 017082021

Invoice Status | All ~

nlnvcice [n] Q

Amount
Reference

Any w
Amount
Currency Q

Payment Status | All ~

Buying
Organization 2

i Supplier Q

Location Q

Max Rows | 300

STEP 5

The results will be displayed along with the invoice status and payment information. To understand the
results, see step 7. Clicking on the Invoice line will simply provide you a “digital” copy of the invoice
details.

STEP 6 (optional) .
To export the results onto an Excel Spread sheet click on the Export button s .

A VP T U Nt Bl Wi oy IO TSt BT el "N ity e et S T i g S N g
6

&

Invoice!p ¢ mvoiceDate  Invoioe Status  VoucherID  Approval Status  Denial Resson  Matoh Status  GrossAmount Cutency DueDste  FaymentStatus  PaymentDate  PaymentReference  gupc, o ——
7265UR1S20  D1/14/2020 Voucher Crested 64838578  Approved Maiched 1,456.52 USD 07032020 Faid 07/092020 000440087 - "?\IU"""’ARSAW 3
[S521RIZ 01142020 Voucher Crested 64852102 Approved Not Applicable 000 USD 0BIZEI2020  Paid 081282020 0018549354 = Buy 02 >
nsanmm 011412020 Voucher Crested 64016771 Approved Not Applicable 140488 USD 051212020 Paid 0512812020 0013438856 = Buy 02 >
00437625 01/08:2020 Voucher Created 63034047  Approved Matched 430000 USD 052002020 Paid 05/21:2020 0004345014 - ﬁq”""’"‘*“s'“"’” 3
2245TO07RI OUOSZ0Z0  Voucher Crested 03000088  Approved Mot Applicable 0.00 UsD 05192020 Faic /252020 0018548525 = Suy 02 >
20478888R1 1142020 VoucherCrested 63250362  Approved Not Applicable 140488 USD 051202020 Paid 0512172020 0018420678 2a¢=scapeey Buy 02 >
2435000 01082020 Voucher Crested 63354201  Approved Matened 12500 USD 0511302020 Paid 051142020 00133081808 = Buy 02 >

T Y et Ly T U e T e TY LS SRS PSR
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Invoice Inquiry
0000000909000 000 00
STEP 7

The following will help you understand each column the results display.

.,‘;-"'b"'v-‘_..' e SRR R e R ‘f/'“__.'_ev—r“'*—\..a‘ — ,_,""“‘r"\r""h"""“_ . u...-r'x'_-.._‘“ -
s
"

Invoice Invoice Status  Voucher Approval enal Match Status G Currency Due Date  Payment Payment Eayment Location

Invoice D Date 0 Status Reason Amount Status Date Reference Supplisr
BLM-
T265UR1820 01/14/2020 Voucher Created 4836576 Approved Matched 1,4568.52 USD 07/032020 Paid 0T/09V2020 0004400872 WARSAW
I}
- e » ot e PU———y .
2247"" - ' ..F)xc f"igf e, A p— Anii =il S SR N sl ‘

* Invoice ID: Displays the invoice number.
* Invoice Date: Displays the invoice date.

e Invoice Status: Displays the processing stage the invoice is in; stages are as follows:
e Save for Later— Invoice is saved for later (not in our system for payment processing)
e Creating Voucher— Invoice has been submitted and is in the process of becoming an invoice in our system.
e Recycle- Invoice is created and there is an internal error on the invoice (will be corrected internally).
e Voucher Created — Invoice has been created in our system.
e Error Correction Required — There was an error preventing the invoice from processing, you will need to
correct the error for the invoice to process.

e Voucher ID: This will display the internal voucher number associated with your invoice.

e Approval Status: Displays the approval status once the invoice has been processed for payment;

status are as follows:
¢ Pending — The invoice is pending approval for payment
e Approved — The invoice has been approved and will pay based on payment terms
* Denied—The invoice has been denied for payment

e Denial Reason: If the invoice has been denied for payment and the approver provided a
comment/reason for denial it will appear in this section.

e Match Status: If the invoice is PO related, the matching status will be displayed. Status are as

follows:
*  Not Applicable — This will display for all invoices that are not associated to a PO
¢ To Be Matched — Is pending the matching processes which occurs 5 days from invoice submission date
e Matched - The invoice has been matched to the PO without any issues
e Match Exception Exist — The invoice did not match the PO (will need to be corrected internally)

* Gross Amount: Displays the amount on the invoice.

* Due Date: Displays when the invoice is due for payment, date is based on payment terms.
* Payment Status: Displays if the invoice has been Paid or Unpaid.

e Payment Date: If the invoice has been paid, it will display the date payment was generated.

* Payment Reference: If the invoice has been paid, it will display the payment reference number
which would be the check number if paid via check or transaction number if paid via ACH.

e Supplier: Displays the supplier number the invoice was processed under.

* Location: Displays the location within the supplier number the invoice was processed under.

Congratulations!
You have successfully inquired on an invoice(s).
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Payment Inquiry

Prior to reviewing payment details, the payment date and payment reference number (for ACH
transactions) or the Check Number (for check payments) must be obtained.

Follow the steps below navigate to review payment details:

STEP 1
Click on the eSettlements tile.

1 LR PEAMANENTE S I
-
OneLink and Finance Technology OL Supplier Portal

OnelLink Alerts eSettlements.

Important Downtime Alert!

s OnelLink will be down from 5:00 PM PT Saturday, 7/ —_—
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

- You may need to clear your cache to successfully log on to
OneLink

STEP 2
Click on the Payment Inquiry tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invoice Inguiry

\igw PO Information

Payment Inquiry Spreadsheet Upload

B BB

STEP 3
The system will automatically display payments based off the last Filtered criteria used. To clear and
update the search parameters, select the Filter icon | 7] .

{ eSettlements {Supplier} Payment Inquiry /n\ Q E
Payments from 4/1/2020 to 6/1/2020 212 rows
Buying Organization & Supplier & Payment Reference <  Payment Amount <> Payment Currency < Payment Date < Status & Payment Method <
KP FINAMCIAL SVCS OPS " 0013457988 143,185.05 USD 08/01/2020 Paid System Check >
KP FINAMCIAL SVCS OPS " 0004356581 69343 USD 08/01/2020 Paid Automated Clearing House >
KP FINAMCIAL SVCS OPS " 0004356667 2,400.00 USD 06/01/2020 Paid Automated Clearing House »

R e BT IV SN v i e W
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Payment Inquiry

STEP 4

Within the Filters enter the payment date in the From and to fields (these should be the same date),
then enter the payment reference number in the Payment Reference field. You may also click on the
Reset button to automatically view all payments made with in the last 30 days. If you have access to
multiple suppliers, also specify the supplier you are inquiring on in the Remit Supplier field. Once
complete click on the Done button.

Cancel Filters I| Dnneu

From i
to | 01/0672021 5

Payment Status | Al W

n Payment Reference I

Amount Reference | Any W

Amount
Currency
Buying Organization

Q
n Remit Supplier QI

Remit Location [+}

Max Rows | 300

STEP 5

The results will display high level payment information. The information below will help you

understand each column displayed. To see further payment details, click on the line of the payment
, YOu wish to.inquire on. PO — - . .o _ - s

Payments from 7/17/2020 to 7/19/2020 Arows
Y 5
Buying Organization & Supplier < Payment Reference < Payment Amount < Payment Currency < Payment Date Status © Payment Method &

KP FINANCIAL SVCS OPS 0018621435 5,226.07 UsSD 07/17i2020 Paid System Check >

BC\AL SVCS OPS 0018621436 0.00 UsSD 0711712020 Paid System Check by

KP FINANCIAL SVCS OPS 0004410504 493,492.61 USD 07/17i2020 Paid Automated Clearing House >

KP FINANCIAL SVCS OPS 0004410505 1460000 USD
vy b N - - P

0711772020
- o L B Pl - P Jrrmrv Sy P Pag—_— S

Paid Automated Clearing House >
Oy S N b

e Supplier: Displays the supplier number the payment was processed under.

* Payment Reference: Displays the check number if paid via check or transaction number if paid via
ACH.

e Payment Amount: Will indicate the total amount the payment was for (may include multiple
invoices).

* Payment Date: The date payment was generated.

e Status: Indicates if payment was made (Paid) or if the payment was Voided (Void)

*  Payment Method: Indicated how payment was made: System Check (via Check) or Automated

Clearing House (via ACH).
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Payment Inquiry
|

STEP 6 (optional)
To export the results onto an Excel Spread sheet click on the Export button E_ .

- i . o
Y 6 4
Buying O ization & Supplier < Payment Ref & Payment Amount & Payment Currency ©*  Payment Date <+  Status & Payment Method <
KP FINANCIAL SVCS OPS 0018621435 5,226.07 USD 071712020 Paid System Check 3
N SR PNl SR e P
STEP 7

The following will help you understand the results once you have selected a payment to see further
details.

< Payment Inquiry Payment Details

~ Payment Detail

Payment Status Paid Remit Supplier

Payment Date 08/01/2020 Address
Payment Reference 0013457988
Payment Method System Check
Payment Amount 143,185.05 USD Cancel Date
Created 08/01/2020 Cancel Action No Cancel Action
Comments
~ Payment Advice Details
18 rows

Buying Org & Invoice & Voucher ID © Advice Date < Discount Amount & Paid Amount & Currency & Advice Seq O
7012 22271760RI 53967667 1/112019 0.000 199.97 USD 1
7012 63062677 12112019 0.000 -4267.00 USD 1
7012 2326178 63830527 1112612019 0.000 237063 USD 1
rwz N | 226B0503R1, g, 19520] Zommteen A BB e it S L. 0000, -t 172305, USR s e g rovan N

e Payment Status: Indicates if payment was made (Paid) or if the payment was voided (Void).

* Payment Date: The date payment was released from Kaiser.

* Payment Reference: The Check number or Direct Deposit reference number.

* Payment Amount: The total amount of payment (may include multiple invoices).

* Created: The date payment was released from Kaiser.

* Comments: Comments associated with the payment.

* Remit Supplier: Indicates the supplier number the payment was made under.

* Address: The address payment was mailed to. Only applies if payment method is check.

* Cancel Date: If payment was voided, this will display the date of the void.

e Cancel Action: Will indicate if the payment was cancelled (voided).

* Payment Advice Details: If there were other Invoices paid with this payment, they will be listed in
this section.

Congratulations!
You have successfully reviewed payment details.
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#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Viewing Purchase Orders

Follow the steps below to view Purchase Orders (PO) that have been dispatched.

STEP 1
Select the eSettlements tile.

Y iR PEAMANENTE.

¥ OL Supplier Portal

OneLink and Finance Technology

OneLink Alerts
Important Downtime Alert!

« OneLink will be down from 5:00 PM PT Saturday, 7/
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

+ You may need ko clear your cache to successfully log on to
OneLink

STEP 2
Click on the Purchase Orders tile.

eSettlements

eSettlements Dashboard

Self Service Invoice Purchase Orders

A

) =

iz PO Information

Invaice Inquiry

Payment Inquiry Spreadsheet Upload

:(_\

STEP 3

The system will automatically display all dispatched POs with in the past 30 days. If you have access to
multiple suppliers, they will be listed on the left side of the screen. Click on the supplier you wish to

view POs for.

STEP 4 (optional)

If you would like to export the information onto a excel spread sheet, simply click on the Download

PO Information button.

STEP 5 B
To search for a specific PO, select the Filter icon |7 .

< eSettlements (Supplier) Purchase Orders

uppliers 3 rows

Z10001347T1_NAME1

5 :ﬂl Download PO Information

Business Unit / Purchase Order upplier Location PO Date: PO Status
| =
02517
BUY-WARSAW IN 0772412020 Dispatched
0000417907
02817
- BUY-WARSAW IN 07/24/2020  Dispatched
- 0000418050
xs1e BUY-WARSAW IN 07/24/2020  Dispatched
0000212347
02518
A i e LA O e JRWGHRRSANNG OZOAG020 4 R ho

-
Last Dispatched DateTime Buyer PO Total Amount fCune/
o
072412020 11:20:51AM Santa Rosa Med Cir MM 148450
usD ]
0772412020 1:20:554M K Overall Suyer Ba4sT
usD Y
0712412020 Z:05:457M = sEm08e o
uso
L

a4

PP - S

=
. B0 SN, o T T
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettlements Viewing Purchase Orders
|

STEP 6
Within the Filters enter in the POs Dispatched Between fields the date range the PO was dispatched.

STEP 7
In the From PO ID and To PO ID fields enter the last 10 digits of the PO number provided to you. Once
entered click on the Done button.

Cancel Filters | Done 7

POs Dispatched Between | -| 011472021

From PO ID

To POID

Buyer

Supplier Location

Item Category

CIREIRP-IRE: R

Item 1D

Item Description

o

Supplier Item ID

Contract ID Q

Contract Version

Release Number

STEP 8
To view PO details, click on the arrow icon ( » ) under the PO Details column.

Purchase Orders

)}
%

) 113 rows
4 !
1ate PO Status Last Dispatched Date/Time Buyer PO Total Amount / Currency Payment Terms Actions PO Details
o . 413760
£4/2020  Dispatched OTIZAI2020 1:40:48PM KP Overall Buyer Met 30 3
\ usD

> o 342607

/2020  Dispatched 0712412020 8:52:26AM u Met 30 = 3

usD

A 28130

)-'ZCQC- Dispatched 07/24/2020 11:40:404M Sacramento Med Cir MM ) MNet 20 @ >
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettlements Viewing Purchase Orders
|

STEP 9
The following will help you understand what is being displayed. Click on the X to exit.

PO status:

Cancel - Order has been cancelled, can no longer be invoiced against
Dispatched — Available to be invoiced against

Complete — PO has been fully invoiced, can no longer invoice against

Purchase Order Details

All line details on the PO Active - line item can be invoiced against

PO Business Unit 158502 Purchase Order Date  7/16/2019
PO Number  go00136876
PO Status  Dispatched Last Dispatch  07/16/19 12:42:15PM
) Purchase Order Total
Buyer BALT Materials
Billing Location 2000501065 The Buyer that created the PO Merchandise Amount 26172
FreightTax/Misc. 0.00
PaymentTerms - Net 30 Total Amount 26172 USD
Comments made by the Buyer
&Header Comments Q 1of1 ¥ | View Al
QUOTE# 521080
Please fax confirmation fo
For further assistance please call Line status:
Thank you and have a great day! N . . . .
View Cancel - line item has been cancelled, can no longer be invoiced against

rd

Complete —line item has been fully invoiced, can no longer be invoiced against

Purchase Order Lines

® Q

4w Wisw Al
Line Information | | Extension & Details | | Contract Info |
Line Status Description Quantity Merchandise Amt Comments
Active 42540000032 COMFCIITNT PATELLAR 22MM AL 10000 EA 227.27 USD ¢
) COMPONENT FEM 7 STD KNEE LT ,
z Active “HLILNE] CEMENTED POST STAB PERSONA Commentsmade by the Buyer | "
. ona line
2 Active 42532007501 ELE’E‘ _IE,L?ELNE;—EERDSUNA SOFLEFT
LAR PERSONA
4 If invoicing has been made against this |9 H12 MM LEFT 1.0000 EA 331.27 | USD @]
PO, they will be displayed here
Invoice List
F Q 1-10f1 ¥ View All
Invoice Invoice Date Amount Due Date Appr Stat Voucher
PUMS3INV23 08/22/2019 160.00 USD 09/21/2019 Pending 5710885
‘ Review Purchase Orders
L&ine Comments
When you click to see line comments it | FONumber 000443077 Line Number 1 fem D az5a0000032
will open this pop-up box, once done / Lsine Comments a i

viewing comments click on the Return
button to returnto the PO details page

GTIN: m m Order Type: 8l Only  Lot#

Return

Congratulations!

You have successfully viewed a Purchase Order.
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

Follow the steps below to add or update banking payment information:

STEP 1
Select the eSettlements tile.

4 KAISER PERMANENTE Q) i
OneLink and Finance Technology e

OneLink Alerts eSettlements
Important Downtime Alert!
» Onelink will be down from 5:00 PM PT Saturday, 7, =
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink
-

Click on the drop-down arrow under the Supplier Information section.

< OL Supplier Portal

eSettlements Dashboard f

Self Service Invif

. eSeitlemenis ks p

A
" Supplier Information v —g
[ Invoices v Q

z eSettlements Dashboard

F3 payments v i
{ P t Inqui
i Supplier Dashboard v ayment Inguiry

& My Profile v

PR TR P S W » ’..--‘ '

STEP 3
Select Initiate Supplier Change.

Note: If you do not have access to multiple suppliers skip to Step 5.

< OL Supplier Portal

] eSettiements Daghboard eSettlements Dashboard

Self Ser\w‘
. eSettlements b
l' , Supplier Information ~ l ’
4
Review Supplier Details
Review Agreement Details /
4
Review User Profiles Payment In

n Initiate Supplier Change /

] Invoices

P o s ) P2
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 4

If you do not have access to multiple suppliers and/or pending requests skip to step 5.

If you have access to multiple suppliers, click on the drop-down arrow, select the supplier you wish
to perform the task for and select the Create New Request button.

€ OL Supplier Portal eSettlements (Supplier)

[ eSettiements Dashboard

Supplier Change Request Selection
' eSettiements ~

Select Supplier

| supplier Information ~

*Supplier v

Review Supplier Details

Review Agraement Details 4 Create New Request

Review User Profiles Pending Change Requests

L\Am‘-— "‘\‘\*‘

ﬂmgWerChange . Bt b s ame J———— R e

STEP 5
You will be brought to the Welcome page. Click on either Next button.

eSettlements (Supplier)

=1 =
Welcome Payment Profile Submit

Welcome = F 7N FuSauEna "B Review Changes

Welcome to our Kaiser Permanants supplier portal. This portal yo
infar

u will use as our supplier, to securely verify, update current bank account
mation. To get started, please select the Payment Profile tab.

5% contact us

8. Review Changes

STEP 6

Click the Edit #* icon of the location you wish to add/update banking payment information.
You will need to go to the bottom of your window and scroll to the right in order to view the icon.

Ty N Ty N e W T gy e TN N o T N, N, Sy WV Ny S v Ty, W

Default Edit

2
2
B ’
4
-t

. g e lP I P S Y SUPNEIIY _ _E PER i  R
i e S L DN 2 e S I

A

B Beiew Chanons
Ean Sawe tor Later A Previees el 34
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Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information
|

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 7 (optional)
If you wish to receive email Payment Notifications:

A. Select the Enable Email Payment Advice checkbox
B. Under Email ID, enter the email address to receive the payment advice
C. Inthe Payment Method area select: Automated Clearing House

Note: This section may already be populated if ACH Remittance was already set up. Please review existing information

and update if necessary.
eSettlements (Supplier)

Payment Profile

Payment Profile for  [m Wi il il falifa]] W

Expand Al Gollapse All

* Payment Notification Preferences

Enable Email Payment Advice
Email ID 7B

Payment Method Remova

.

Add Email Payment Methoc

T T s P T P T

STEP 8
Select the Attachments link.

Note: Supporting documentation is required in the form of a voided check in lieu of a voided check a bank statement will
suffice . Failure to provide requested documentation may delay or prevent the receipt of electronic payments to you.

* Attachments -
4
Attachments f

documentation for the bank account changes and upload
the doan uszing the Attachments link. The documentation must

. 5 (1) gnvaf a vokeRchi . and (2ymenitien reguest gk

STEP 9
Click on the Add Attachment button.

Payment Attachments

View
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information
|
Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal

and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 10
Click on Choose File and select the file you wish to attach. When complete click on the Upload button.

Note: The allowable types of files are: .DOC, .DOCX, .JPEG, .JPG, .PDF, .TIF, .TIFF, .TXT, .XLSX . Adding large
attachments can take some time to upload. Ensue that the file name does NOT contain any periods (.) in it. The
system reads the type of file by looking at the suffix after a period. The File name cannot exceed 60 characters.

File Attachment X

Help

-li Choose File | Mo file chosen

10

Upload Cancel

STEP 11
Enter in the Attachment Description field: Voided Check to indicate what documentation is being
provided. Once complete click on the OK button.

Payment Attachments
n 1 EEE = *.— q

Fllename Attachment Dascription View Remove

AD_HOC.docx | View o
Add Attachment
11 I
STEP 12

A. If adding banking information for the first time, click on the Add Bank Account button.
B. If you are updating existing banking information, click on the Edit icon ¢ .

Note: If you do not see the Edit icon, simply go to the bottom of your window and scroll to the right

| !

¥ Bank Accounts

Default  Banaficiary Bank Biank ID Numaer Brancn Hama Branch ID Bank Account &

124

P e R nnet ot p P ANt g P e WY N P
~ Bank Accounts

Detaust Esnafisiary Bank Eank ID Numbar Eranoh Nama Bank Avocunt & Eait

- 12B

; == ] Caﬁ[,‘ e aten, 4 _adib ', I e Y Y f/"_ p—— N Y e 36



#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 13

A. If adding banking information for the first time, only complete the yellow highlighted areas with
your banking information. Once complete click on the OK button.

B. If you are updating existing banking information, update the yellow highlighted areas with the
new banking information. Once complete click on the OK button.

Add New Supplier Bank Account
13A
Bank Accounts Enter your Bank Name |
Description | |
Country |USA Q Unitad States
S Select the type of account
B you are entering.
| Enter Routing Number
| Bank 1D Qua Q United States Bank Account Type L
| Enter Account Number Bank ID

Bank Account Number

DFI Qualifier Q DFIID |
| Entero1 [ oy

OK Cancel

Supplier Bank Account

O Remove Bank Account Update Bank Name
Bank Accounts

/

*Description | n

*Country |USA Q United States
Select the type of account

Bank Name .
you are entering.
Erdqch Name

hY

| Update Routing Number

*Bank 1D Quali United Statas Bank *Account Type | Sheck Acct v
| Update Account Number tBank (D |FENm—
Re-Enter Updated Routing Number |
*Bank Account Number u
*DFl Qualifier (01 Q| Transit Mumber *DF1 1D |

B T e ST Sy P UL NN
et TN T et TN P s T T i et N et

Fax

| oK || Cancel 37




#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information
|

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 14
You will be returned to the Payment Profile page, click the OK button to proceed.

-
fuaify, #0RY diu-witizd ch p- - N ™ ~
\Yn{nhanges &n your Company hm:mm ilimm et L A S \""'\"_,‘,,../ "\-J

identified to Kaiser as an authorized signer. Failure to provide requested
documentation may delay oF prevent the receipt of electronic payments to
you.

~* Bank Accounts

Detaus Ernafciary Bank Ea2nk ID Number Enamoh Nama EBank Acocunt & et

14 Wcam

STEP 15
Click on either Next button.

eSettlements (Supplier)

= & =
Welcome Payment Profile Submit
Exit Save for Later aprevious || Wext + 1 )
Payment Profile for " o s =l "B Review Changes

e T J-‘Al,__,,""a._}’— [T LN S S S

et e e et T e e e e ST T T

"B Review Changes

Exit Savs for Later <Previous || mext » 1 5

= ContactUs

STEP 16

Your email will automatically appear in the Email communication regarding this request will be sent
to: field. If this is not the correct e-mail to receive confirmations for this change, update it to the
appropriate one.

STEP 17 (optional)
Click the Review button to review your changes.

eSettlements (Suppli

= o =
Welcome Payment Profile Submit
Exit Save for Later 4 Previous Next »

Review and Submit Changes for = ERETE §

Usa the "Review” button to review changed information.

Us= the "Submit” bution to submit your change request.

Email communication regarding this request wil be sent fo
l l , = B = I

O Confirm Changes

0 Terms of Use

17 Submit

[%Comam Us

Exit Save for Later 4 Previous Next »
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 18 (optional — only if performed step 17)

Existing information will be on the left side under the Current column. Changed/Added information
will be on the left side under the Proposed column in bold. Once review is complete click on the
Return button.

Bank Accounts

Type Information  Current Proposed
It will appear this way for

newly added banking
information

Bank Accounts - 1

Update Default  Yes Yz

Description -
Country  Usa Use
Bank Name
Branch Name
Bank ID Qualifier 001
Bank ID —
Branch ID
Bank Account Type Check Acct
Bank Account Number an
Check Digit
DFI Qualifier 01
DFI ID =m
IBAN Check Digit

IBAN
F W Ve Y N . b et e e ]
mm—g{'ﬁ e ——— I ————
DFI Qualifier o1
DFI ID L o]
IBAN Check Digit
IBAN

18 =3

Bank Accounts

Type Information  Current Proposed

Bank Accounts - 1

It will appear this way when Update Default  ‘es Yes

updating existing banking ~ Description
information \ Country  USA UsA
Bank Name

Branch Name
Bank ID Qualifier 001 001
Bank ID _
Branch ID
Bank Account Type Chack Acct Check Acct
Bank Account Number . —
Check Digit
DFI Qualifier o1 o
DFlID - =
IBAN Check Digit

IEAN
A A e o I i B o et s sl I b B pmirtn B S rtion.

DFI Qualifier o

DFI ID T
IBAN Check Digit

IBAN

18 I .




#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Brokers Only Adding/Updating Banking Payment Information
|

Effective 9/20/2021 all requests for banking updates (ACH) will now be managed via the new KPVM portal
and no longer via the eSettlements portal. The exception is for Brokers, Brokers will continue to use the
eSettlements portal for any banking changes until further notice.

STEP 19
Click the checkbox's labeled Confirm Changes AND Terms of Use to activate the Submit button.

STEP 20
Click the Submit button.

=] = |

Welcome Payment Profile Submit

Exit Save for Later 4 Previous Mext &

Review and Submit Changes fora = s

Use the "Review” bution to review changed information.
Use the "Submit” button to submit your changa request.
Email eommunication regarding this requast will be sent to:

Confirm Changes
Terms of Use

‘Sdcontact Us

N TR 20

Exit Save for Later 4 Previous Next

STEP 21
A confirmation page will display with your change request ID. You can click on the Return to Supplier
Home Page hyperlink to perform other transactions.

Note: A confirmation email will be sent from Onelink@kp.org to the email address entered in step 16. An email will
also be sent once the request is either approved or denied by Kaiser. Changes will not be applied to invoices until
the request is approved by Kaiser.

Supplier Change Request Submit Confirmation

Pending Approval
e “fou have successfully submitted your Supplier Change Request
Your Change Request D 000000000002322

Any email regarding the request status will be sant to:

'f‘ Return to Supplier Home Fage

Should you have any questions regarding your submission, please contact
KP-AP-ACH-Validation@kp.org

Congratulations!

You have successfully added/changed your banking payment information. 40
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#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Submitting NON-PO Related Invoices
|

Prior to submitting a NON-PO related invoice, the Approvers/Reviewers NUID and GL string must be
obtained (see Important Information page). Once you have submitted an invoice electronically via
the portal, please refrain from emailing the same invoice to Kaiser. If an invoice is submitted
multiple times it will cause payment delays.

Follow the steps below to submit a NON-PO related invoice:

Note: At any point through the invoicing process, you can save the invoice for later by clicking on the three dots in the
upper right corner and selecting Save for Later and then click on the Exit button.

Click on the eSettlements tile.
piep ok ~ OL Supplier Portal
OneLink and Finance Technology =upp
OneLink Alerts eSettlements
Important Downtime Alert!
« OneLink wil be down from 5:00 PM PT Saturday, 7, —
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink

Click on the Self Service Invoice tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invaice Inguiry
[ _< _:]. EEI
(1]

iz PO Information

Payment Inquiry Spreadsheet Upload
=\ m "O

STEP 3
The Invoices in Progress page will display. Click on the Plus icon =+

< eSettlements (Supplier) Invoices in Progress

-~

There is no Invoice to display.

Refine filiers or add a new Inwoice

I S S X T o aa ’ﬁ-“‘-" rey NP -
g _ - 41
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Onelink Supplier Portal - eSettiements Submitting NON-PO Related Invoices
|

STEP 4
The Supplier field will auto populate to your supplier name. If you have access to multiple suppliers,
you must select from the magnifying glass the supplier you wish to submit the invoice for.

STEP 5

The Location field will auto populate to your default invoicing location in our system. If the supplier,
you are invoicing for has multiple invoicing locations in our system, then you must select from the
magnifying glass the location you wish to submit the invoice under.

STEP 6
Enter the invoice number in the Invoice ID field.

Note: Your invoice number is restricted to 30 characters or less—no spaces, leading zero’s, or special characters.
Only capitalized letters are allowed.

STEP 7
Enter the invoice date in the Invoice Date field.

STEP 8
Click on the Attachment button to attach the invoice copy and/or supporting documentation.

Note: Failure to attach invoice copies and/or supporting documentation will lead to payment delays and/or invoice
denial and in return no payment.

Self Service Invoice
This address is not referring to

where the product was
: \ZJ : i
} i ordered/shipped and/or
Summary Invoice Details Settlement Info service was performed.
Next ¥
KP has centralized invoicing
Step 1 of 3: Summary processing to this address. This
address cannot be changed.
8
*Supplier I = = cn *Buying Organization | KP FINANCIAL SVCS QPS Q,
Location m 75 N Fair Oaks Avenue
- Pasadena, GA 91103 USA
— . . Currency USD US Dollar
fnvoice D I ﬂ
Invoice Date IO1."I4-'2D21 _n
- = e A P Aaa o o J— a P N T ¥]
Y N N -~ > - T e N ‘
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STEP 9

Click on the Add Attachment button.

|ﬂ| Attachments

Attachment Details

Thers is no Attachment fo dispiay.

L Sy Y e 2P e Pr Y W y

STEP 10
Click on the My Device button and select your file.

Note: The allowable types of files are: .DOC, .DOCX, .JPEG, .JPG, .PDF, .TIF, .TIFF, .TXT, .XLSX . Adding large attachments
can take some time to upload. Ensure that the file name does NOT contain any periods (.) in it. The system reads the type
of file by looking at the suffix after a period. The File name cannot exceed 60 characters.

File Attachment

Click to browse files

10 Nn

My Device

STEP 11
Click on the Upload button.

File Attachment

Click to browse files.

11 =322

AD HOC docx
] | File Size: 158KB

STEP 12
Click on the Done button.
File Attachment 12 “m
Click to browse files
AD HOC. doex
File Size: 156KB
. Upload Complete
43
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Onelink Supplier Portal - eSettiements Submitting NON-PO Related Invoices
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STEP 13
Enter a short description of what is being attached in the Description field, example : Invoice copy or
receipt copies.

STEP 14
Click on the Plus Icon = if attaching multiple files and repeat steps 10-14. Once complete click on
the Done button.

Cancel Attachments 14 m
Details 1 row
Attached File Description User Name Date/Time Stamp

AD HOC docx p— 011472021 1:52:05PM

Click on the Next button.
* Exit Self Service Invoice
1 2 3
@ ® ®
Summary Invoice Details Settlement Info
15
Step 1 of 3: Summary
Attachments (1)
*Supplier - = a *Buying Organization | KP FINANGIAL SVCS OPS @,
Location | MAT JOINT v 8230800400_Pasadena_TEST SYSTEM
- Pasadena, GA 91103 USA
= Currency USD US Dollar
S Y I P W P _’—-.J._'—-r — b — P

STEP 16
Enter the NUID of the approver/reviewer for the invoice in the NUID field.

Note: Only the Kaiser employee placing the order/service request can provide this information. If the Kaiser employee
placing the order/service request refuses to provide that information, then they are in violation of Kaiser Permanente
National Policy. You should not accept any order/service requests without proper information to ensure payment. Without
this information you will not be able to submit yourinvoice.

x Exit Self Service Invoice H

® @) ®

Summary Invoice Details Settlement Info

£ Previous | | Next 3

Step 2 of 3: Invoice Details

There are no Invoice Lines to Display.
Add Line Copy Purchase Crder NUID QI

B I Y e B
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STEP 17

Click on the Add Line button.

x Exit Self Service Invoice
@ ® ®

Summary Invoice Details Settlement Info

£ Previous | Next » |

Step 2 of 3: Invoice Details

There are no Invoice Lines to Display.

Copy Purchase Order NUID Q
e g Y - ., a
- W - s i Y P

STEP 18
Enter in the Description filed: See Attachment(s)

STEP 19
In the Line Amount field enter the sub-total amount due for the entire invoice (tax not included).

STEP 20
Click on the Apply Tax button if taxes are applicable to the invoice.

STEP 21
If provided a GL string, click on the Accounting Details button. If no GL was provided, skip to step 23.

Note: Only the Kaiser employee placing the order/service request can provide this information. If the Kaiser employee
placing the order/service request refuses to provide that information, then they are in violation of Kaiser Permanente
National Policy. You should not accept any order/service requests without proper information to ensure payment.

Cancel Add a New Line Daone
Lime 1

Item 1D

B Description

Cruantity

UOM [+

Unit Price

*Line Amount UsD
19

Accounting Tag Q

Comments

=
=]

Accounting Details

45
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STEP 22

Override the existing auto populated data with the appropriate GL Unit, GL Location,
Department and Account. Once done click on the Done button.

A GL String should be 18 digits and is composed of 4 segments:
GL Business Unit (4 digits), GL Location (5 digits), Department (4 digits) and Account (5 digits)

Cancel Chartfield Information 22 m

Description
Amount  USD

Quantity

Accounting Lines

Basic Information |

Show All |

Line Quentity Merchendlss CU™ GL Business Unit GL Location & Department © *Account

\._.4---—-'""“‘)’“‘"*‘“rﬁ_#riﬁo’_’JﬂaJ“*JJ

STEP 23
Once complete click on the Done button.

Cancel Add a New Line

Line

Item ID

Description | See Attachment

Cuantity
uoMm Q
R P ’.......-—u-u'rﬂn-a_ 2£:| , . “,_.__‘_H__, B P e

STEP 24
Click on the Next button.

* Exit Self Service Invoice

@ @ O
Summary Invoice Details Settlement Info
24 Next 3
Step 2 of 3: Invoice Details
Add Line Copy Purchase Order NUID | e Q
Invoice Lines 1 row
Edit
Line & Item © Desecription © Quantity & Unit © Unit Price © Amount © Curmency ©

wh gh Lo dh | SSATTON e AN g pemame,  Z00000u, g BRO0 HED. . e amih >
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STEP 25

If the Apply Tax button was selected in step 20, enter the amount in the Sales Tax filed.

STEP 26
Click on the Submit button to submit the invoice for processing.

x Exit Self Service Invoice i

@ ®
1 2
@ ®
Summary Invoice Details Settlement Info
, 26 =T
Step 3 of 3: Settlement Info
Payment Terms MNet 30
Payment Method System Check
Total Amount | 2.000 JsD
Shipping Amount usD
Miscellanecus Charges 0.00 USD
Gross Amount 2.00 USD
g ,’-HA..__.JA—;-.. T [P P T "4. __-.....-Fd

STEP 27
A pop-up message will appear that simply states that once you submit the invoice you can no longer
make any edits to it. Click on the OK button.

Note: If any edits need to be made after an invoice has been submitted, contact the eSettlements team at Kaiser-
eSettlements@kp.org to make the changes internally.

Selecting OK will Submit the invoice. Cancel will cance! submission.
Onice the invwoice is submitted, it can no longer be moedified, but it can be viewed.

Cnly 3 Buyer User who can review Self-=ervice invoices can modify the invoice.

27 “ Cancal

Congratulations!
You have successfully submitted a NON-PO related invoice.

47
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Prior to submitting a PO related invoice, the full PO number must be obtained (see Important
Information page). Once you have submitted an invoice electronically via the portal, please refrain
from emailing the same invoice to Kaiser. If an invoice is submitted multiple times it will cause
payment delays.

Follow the steps below to submit a PO related invoice:

Note: At any point through the invoicing process, you can save the invoice for later by clicking on the three dots in the
upper right corner and selecting Save for Later and then click on the Exit button.

STEP 1
Click on the eSettlements tile.

4 KAISER PERMANENTE

OneLink and Finance Technology

OneLink Alerts eSettlements
Important Downtime Alert!

» Onelink will be down from %:00 PM PT Saturday, 7, =
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform =

« You may need to clear your cache to successfully log on to T
OneLink

-

Click on the Self Service Invoice tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invaoice Inguiry

i) EL T

Migw PO Information

Fayment Inquiry Spreadshest Upload
:( L m_ O

STEP 3
The Invoices in Progress page will display. Click on the Plus icon +

< eSettlements (Supplier) Invoices in Progress

3 I

There is no Invoice to display.

Refine filiers or add a new Inwoice

48
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STEP 4
The Supplier field will auto populate to your supplier name. If you have access to multiple suppliers,
ensure to select from the magnifying glass the supplier the PO was created under.

STEP 5

The Location field will auto populate to your default invoicing location in our system. If the supplier
you are invoicing for has multiple invoicing locations, ensure to select the location the PO was created
under.

STEP 6
Enter the invoice number in the Invoice ID field.

Note: Your invoice number is restricted to 30 characters or less—no spaces, leading zero’s, or special characters.
Only capitalized letters are allowed.

STEP 7
Enter the invoice date in the Invoice Date field.

STEP 8
Click on the Attachment button to attach the invoice copy and/or supporting documentation.

Note: Failure to attach invoice copies and/or supporting documentation will lead to payment delays and/or invoice
denial and in return no payment.

Self Service Invoice This address is not referring to
where the product was
@ \2) @ ordered/shipped and/or
Summary Invoice Details Settlement Info service was performed.

KP has centralized invoicing LR

processing to this address. This
address cannot be changed.

Step 1 of 3: Summary

8
*Supplier I = - cn *Buying Organization | KP FINANCIAL SVCS OPS Q,

- 73 N Fair Oaks Avenue
Location

Pasadena, CA 91103 USA

1 -

¥ - Currency USD US Dollar

*Invoice ID I ﬂ
Invoice Date IO1."I4-‘2021 u

Y N ey e P st o
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STEP 9

Click on the Add Attachment button.

|ﬂ| Attachments

Attachment Details

Thers is no Attachment fo dispiay.

L Sy Y e 2P e Pr Y W y

STEP 10
Click on the My Device button and select your file.

Note: The allowable types of files are: .DOC, .DOCX, .JPEG, .JPG, .PDF, .TIF, .TIFF, .TXT, .XLSX . Adding large attachments
can take some time to upload. Ensure that the file name does NOT contain any periods (.) in it. The system reads the type
of file by looking at the suffix after a period. The File name cannot exceed 60 characters.

File Attachment

Click to browse files

10 Nn

My Device

STEP 11
Click on the Upload button.

File Attachment

Click to browse files.

11 =322

AD HOC docx
] | File Size: 158KB

STEP 12
Click on the Done button.
File Attachment 12 “m
Click to browse files
AD HOC. doex
File Size: 156KB
. Upload Complete
50




#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Submitting PO Related Invoices
|

STEP 13
Enter a short description of what is being attached in the Description field, example : Invoice copy or
receipt copies.

STEP 14
Click on the Plus Icon = if attaching multiple files and repeat steps 10-14. Once complete click on
the Done button.

Cancel Attachments ﬁ

Details 1 row
Attached File Description User Name Date/Time Stamp

AD HOC docx p— 011472021 1:52:05PM

STEP 15
Click on the Next button.
* Exit Self Service Invoice
@ ® ®
Summary Invoice Details Settlement Info

15 =N

Step 1 of 3: Summary

Attachments (1)

*Supplier — Q *Buying Organization |KP FINANCIAL SVCS OPS Q
Location | MAT_JOINT 5230500400_Passdens_TEST SYSTEM
L] Pasadenz, CA 281102 USA
- Currency USD US Dollar

ol ™ e et O ety T R I e Y NPT g Sy

STEP 16
Click on the Copy Purchase Order button.

x Exit Self Service Invoice H

® @ ®

Summary Invoice Details Settlement Info

£ Previous | Next 3

Step 2 of 3: Invoice Details

There are no Invoice Lines to Display.

16 Copy Purchase Order NUID Q

Ty gl VY N AU P, P i R e
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STEP 17

Enter the first 5 digits of the PO number in the PO Business Unit field.

STEP 18
Enter the remaining 10 digits of the PO number in the PO Number field.

STEP 19
Click on the Search button.

Note: If an Invalid Value message appears or fields turn red, the issue may be one of the following; the PO numberis
invalid, the PO is no longer available for invoicing OR the PO was created for a differentsupplier and/or under a different
location then the ones selected in steps 4 and 5.

Cancel Search Purchase Order

*P0 Date Option | Mo Date L
PO Date
PO Buyer
Item ID
Description

UPN ID

19 I

Mo results were found that match your search criteria.

STEP 20

The PO will populate in the Search Results area. Click anywhere on the PO row.
*_,,__/ﬂ\_f-f\,m,.«\/’\_/\m_/‘“—w/‘v“‘vm\

Search Results 1 row
PO Unit © POID ¢ PO Date © PO Total © Currency ©
02501 0000637457 051182020 0.00 USD > I

STEP 21
All the lines available for invoicing will be displayed. Only Check-off the lines you will be invoicing for
(you will be able to modify the quantity and unit price on step 22). Once complete click on the Done
button.

Cancel Copy Purchase Order 21 m
PO Number 0000637457
PO Unit 02501
PO Date 05/18/2020
PO Buyer
PO Total
Line Details Irows

Salect the rowls) and click Done to copy the Purchase Order line{s) back o tne invice.

g Line HemiD Description ¢ Unit Price UOM Quantity Amount Currency —Manufacturer ID Il:!)a?ufaclurer‘s ltem  UPN Type UPNID
2 1 1 Avarade Knee Support, 0.00000 EA 10.0000 usD 00132001200
Table &
o 2 Alvarado Knee Support, 0.00000 EA 10.0000 usD 00132001300

Taole B

3 Alvarade Surgical Hnes =
[m} 3 Holder 0.00000 EA 10.0000 uso 00132001400 5 2
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STEP 22 (optional)
If you need to make an update to the Unit Price or Quantity, simply click on the invoicing line and
make the updates. Once complete click on the Done button.

Note: Some lines will automatically be designated to apply tax. If the line should not have tax applied,
click on the Apply Tax button to turn it off.

® 5 ®

Summary Invoice Details Settlement Info
£ Previous | | Next ¥ |
Step 2 of 3: Invoice Details
P Cancel Update Line 22 m
Add Line Copy Purchase Order HUID Line 1
tem 1D
InVOice Lines Deseription | ELEVATOR O
e | 22 S rre—
Line & Item & Description & Quantity & Unit & Uniit Price & vom [za E

n 1 ELEVATOR O 20000 EA 146.00000 nuﬂ"""ce 146.00000
*Line Amount |262.00 uso
e A B e b, B B e e e - aﬂwlvﬁx £ -—I Remove Apply Tax here

Comments
g

Accounting Details

PO Details

UPN Details

STEP 23 (optional)
If you were provided a PO that requires manual approval and were provided the approvers NUID,
enter it in the NUID field. Otherwise, do not override any auto populated NUID in the field.

STEP 24
Click on the Next button.

x Exit Self Service Invoice

© @ )

Summary Inwoice Details Settlement Info
]
Step 2 of 3: Invoice Details
Add Line Copy Purchase Order BNUID I U.I
Invoice Lines 1 row
Edit
Line = ltem = Description © Guantity ~ Unit & Unit Price © Amount & Currency ©
1 ELEVATOR O 20000 EA 146.00000 28200 USD »
PPN T SIIY SLY W VS VSRR ¥ g N
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STEP 25

If the Apply Tax button was enabled in step 22 enter the amount in the Sales Tax filed.

STEP 26
Click on the Submit button to submit the invoice for processing.

x Exit Self Service Invoice i

@ ®
1 2
@ ®
Summary Invoice Details Settlement Info
, 26 =T
Step 3 of 3: Settlement Info
Payment Terms MNet 30
Payment Method System Check
Total Amount | 2.000 JsD
Shipping Amount usD
Miscellanecus Charges 0.00 USD
Gross Amount 2.00 USD
. ,--..._ — T o A o i S——— ‘, FY __.__..#4

STEP 27

A pop-up message will appear that simply states that once you submit the invoice you can no longer
make any edits to it. Click on the OK button.

Note: If any edits need to be made after an invoice has been submitted contact the eSettlements team at Kaiser-
eSettlements@kp.org to make the changes internally.

Selecting OK will Submit the invoice. Cancel will cance! submission.
Onice the invwoice is submitted, it can no longer be moedified, but it can be viewed.

Cnly 3 Buyer User who can review Self-=ervice invoices can modify the invoice.

27 “ Cancal

Congratulations!
You have successfully submitted a PO related invoice.


mailto:Kaiser-eSettlements@kp.org
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Follow the steps below to view and correct the error on an invoice in Error Correction Required status:

STEP 1
Click on the eSettlements tile.

P4 KAISER PERMANENTE ——
OneLink and Finance Technology | bEipr e Foiel

OneLink Alerts eSettlements
Important Downtime Alert!

» Onelink will be down from $:00 PM PT Saturday, 7. —_
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform =

« You may need to clear your cache to successfully log on to T
OneLink

-

Click on the Self Service Invoice tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invoice Inguiry

A _ y

[ @ =n E

iz PO Information

Payment Inquiry Spreadsheet Upload

T | B

STEP 3
Select the Filter icon | ¥ |.

¢ eSetflements (Supplier} Invoices in Progress
Results By Alternative Filters 1 row
Ir/l\)\roice 10 Buying Organization & Itl\)vowce Date Name © v ier Location Amoullt T\r/)ansaction Currency Status &

1053 KP FINANCIAL SVCS OPS  02/10/2020 - 1 22243 UsD Error Comection Required >

S T ﬁ, i I et o R AR =y

STEP 4
Within the Filters select the By Alternative Filters tab.

Cancel Filters Done
By Date By Alternative Filters
Organization
Supplier ID Q
Supplier
Location a
Invoice Id From Q
Inveice ID To
f...’___,H’/' Sl
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STEP 5
In the Supplier ID field select the supplier the invoice was entered under. In the Invoice Id From AND
Invoice ID To enter the invoice number. Click Done once complete.

Cancel Filters 5
By Date and Status By Alternative Filters ‘

Buying
Organization

Supplier
Location a

jvoice ld From E
nuerce 10 To E

Voucher
Source

-

As Of Date

Max Rows |300

Reset

STEP 6
In the Results click on the invoice line.

¢ eSetflements (Supplier} Invoices in Progress
Results By Alternative Filters 1 row
+| (¥
Ir/l\)\roice 1D Buying Organization & Ino\roice Date Supplier Name & Souppher Location Amoullt T\r/ansaction Currency Status &
nOSS KP FINAMNCIAL SVCS OPS  02/10/2020 —y — I 22243 UsD Error Comection Required >
T a— —_— r T JL S r — r o J

STEP 7
In the Header Errors and/or Invoice Line Errors sections the reason(s) for the error(s) will be displayed.
Click on the Correct Errors buttons to correct and submit the invoice.

£ Invoices in Progress Correct Invoice

Business Unit 7012

Voucher ID 62144308

7
SRS

Header Errors

Salf Service Involce
Field Name & Message <

Supplier Location TSE Prompt table edit; value not found in prompt table.
7 Step 1 of 3

Invoice Line Errors

There are no Inveice Ling Errors to display

ston K PRANCIAL SVCSOPS Q.

acutian, [ epdvibon) 30060048 Panscees THST SYSTEM

Passcens CA B1I0D LSA

B e I R e Y PO vency USD US Dot

Congratulations!
You have successfully viewed and corrected an invoice with an error.
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Follow the steps below to return to a saved invoice(s) and complete submission:

STEP 1

Click on the eSettlements tile.

4 KAISER PERMANENTE

* OL Supplier Portal

OneLink and Finance Technology

STEP 2

OneLink Alerts

Important Downtime Alert!

» Onelink will be down from %:00 PM PT Saturday, 7,
until 3:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform

« You may need to clear your cache to successfully log on to
OneLink

Click on the Self Service Invoice tile.

eSettlements

eSettlements Dashboard

STEP 3

Self Service Invoice Purchase Orders

A

2 =

Payment Inquiry

i_\

iz PO Information

Spreadsheet Upload

Invaice Inquiry

Invoices that have been saved for later will automatically be populated. You can identify these invoices
by viewing the Status column, saved invoices will state Save For Later. Click on the invoice line.

< eSettlements (Supplier)

Invoices in Progress

Al - 12/23/2020 to 1/15/2021

Jrows
+| [¥]
Invoice 1D Buying Organization = Ir'wuioe Date Supplier Name © S'upplier Location Amuur!t 'I"ransac'.tion Currency Status ©
BF'O_ES_ KP FINAMCIAL SWVCS OPS 0111572021 ~_y = 1 20200 UsSD Save For Later > I

123 rMCAW‘*1'~.-2q2y~=fM1w_Nw1 JETIRINT o P00 USD o, ” _chuLar |

STEP 4

Click on the Update button and proceed with updating and submitting the invoice.

¢ Invoices in Progress

View Invoice

Attachments (0]

= Invoice Summary Information

’ Orwiza:ig]_

Congratulations!

Inveice ID POTEST

Buying e ciNANGIAL SYSS OPS
T -,

Bt s a_ahiDD

You have successfully returned to a saved invoice.

Total Amount 282.00 USD

Sales Tax 0.00 USD

e g I ™ e
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Deleting an Invoice

Only invoices that have been Saved For Later can be deleted.

Follow the steps below to delete an invoice:

STEP 1
Click on the eSettlements tile.

4 KSR PEMANENTE S i
-
OneLink and Finance Technology OL Supplier Portal

OneLink Alerts eSettlements
Important Downtime Alert!
s Onelink will be down from 5:00 PM PT Saturday, 7, ———
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink

Click on the Self Service Invoice tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invaoice Inguiry

i) EL T

Migw PO Information

Payment Inquiry Spreadshest Upload

== m =

20\

STEP 3

Invoices that have been saved for later will automatically be populated. You can identify these invoices
by viewing the Status column, saved invoices will state Save For Later. Click on the invoice you wish to

delete. < eSettiements (Supplier) Invoices in Progress

Al - 12/23/2020 to 1/15/2021

+| [¥]

Invoice ID

Buying Organization = Ir'wuioe Hale Supplier Name ©

Supplier Location Amount Transaction Currency Status ©

BF'O_ES_ KP FINANCIAL SVCS OPS 017152021 ] = . 1 28200 USD Save For Later > I

123 rIANCAI:W'-_‘1"l.-2C_-2y‘“““'“1W_NW1 QETnISINT o 000 USD o, ” _qu[Lar' PN

STEP 4
Click on the Delete button. Then click on the OK button of the pop-up message.

< Invoices in Progress View Invoice

Attachments [0} Selecting Ok will Delete the invoice.

* Invoice Summary Information
Cancel
Invoice ID POTEST Total Amount 20200 USD

8 kP FINANGCIAL Sy CS OPS Sales Tax 0.00 USD

Buyin
. Crganizato iy _J_t*hmwr o o ™

Congratulations!
You have successfully deleted an invoice.
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In order to utilize the Spreadsheet Upload feature suppliers MUST utilize the Excel Loader tool. The
tool is an MS Excel workbook with a macro that will create an XML .txt file in the correct fixed
length format for uploading.

Follow the steps below to utilize the Excel Loader tool.

Important Information

¢ You must contact the eSettlements team at Kaiser-eSettlements@kp.org to obtain the appropriate
Excel Loader Tool.

* There are two different Excel Loaders. One for PO related invoices and one for NON-PO related
invoices.

* Do not edit/format or unhide columns on the Excel Loader files.
¢ Please note this is an XML invoice submission with no capability of attaching images.

¢ The recommended file naming format is SUPPLIERNAME_DATE_SEQNO.txt.
For example: hasbro 20190124 001.txt

STEP 1
Open the Excel Loader file. It gives you security warning that Macros have been disabled. Make sure
they are enabled. Click Enable Content.

L e
Pasie - THs

~ 6 Format Painter

Conawona rormatas  Celr Insert

B I U+ tiivw dho A | === = 4= - v <0 .00
= |_ ‘ - = = ‘ == Igé{Merge&Center $ % b4 ‘ 00 = Formatting ~  Table v Styles~ "/

Number ]

Clipboard [ Font ] Alignment [

@ SECURITY WARNING Some active content has been disabled. Click for mo| Enable Content
4

Styles

Send Invoice(s) Configure Worksheet Save to TEXT |

Inveice Number* Invoice Date* Supplier ID* Supplier Location® ‘Gross Invoice Amount® Sales Tax Amount

' P P S ,—'l e ’, R I T iV e - f .
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STEP 2a (for KP Excel Loader- NON-PO)

Utilizing the Excel Loader Tool

Non-PO Invoice charges must be at the line level. The table listed below is the file layout that must
be followed when submitting Non-PO Invoices utilizing the KP Excel Loader—NON-PO.

All required fields must be populated and in the correct format (refer to Example of Values column
down below). In addition to the required fields there are optional fields that suppliers may submit. If

a line for an invoice is invalid, Kaiser will reject all lines for that invoice.

Field Label Field Name Field Type Required?  |Example of Values Special Notes

No leading zeros or special characters such as
Invoice ID INVOICE_ID \Varchar(30) Y 112855925 |@#5%"&*()™{}]\|
Invoice Date INVOICE_DT Date Y 2008-03-27 No future dating or back dating of more than 14 days
Supplier 1D \VENDOR_ID \Varchar(10) Y 100011218
Supplier Location VENDOR_LOC Varchar(10) Y 1
Gross Invoice Amount GROSS_AMT Decimal(23,2) |Y 1155.00
Sales Tax Amount SALETX_AMT Decimal(23,2) |N 100
Freight Amount FREIGHT_AMT Decimal(23,2) N 50
Misc Amount MISC_CHRG_AMT Decimal(23,2) |N 5
More Information DESCR254 MIXED \Varchar(254) N Header Comments No special characters such as |@#5$%"&*()~{}[]\|
Approver NUID CUSTOM_C100_A4 \Varchar(7) Y S123456 KP Approver NUID for Invoice
\Voucher Line Number \VOUCHER LINE_NUM Integer(5) Y 1
Line Description DESCR \Varchar(30) Y Line Descr No special characters such as |@#$%"&*()~{}[1\|
Merchandise Amt MERCHANDISE_AMT Decimal(23,2) |Y 1000
Quantity Vouchered QTY_VCHR Decimal(11,4) N 1
Unit of Measure UNIT_OF MEASURE \Varchar(3) N EA
Unit Price UNIT_PRICE Decimal(23,2) |N 1000

D= Direct Pay, E=Exempt, S=Sales Tax Applicable,
Sales/Use Tax Applicability SUT_APPLICABILITY Varchar(1) N S U=Use Tax Aplicable, X=Purchaser is Exonerated
More Information DESCR254_MIXED \Varchar(254) N Line Descr254 No special characters such as |@#5$%"&*()~{}[]\|
GL Business Unit BUSINESS UNIT GL \Varchar(5) N 0206
GL Location CHARTFIELD1 \Varchar(5) N 30000
Department DEPTID \Varchar(10) N 9035
/Account IACCOUNT \Varchar(10) N 76745
Projects Business Unit BUSINESS UNIT_PC \Varchar(5) N KPERM
Project PROJECT ID \Varchar(15) N KCS017575
Project Activity ID ACTIVITY_ID Varchar(15) N 263000

Please note:

Only complete one line of the Blue section once for every invoice entry.
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STEP 2b (for KP Excel Loader-PO)

PO Invoice charges must be at the line level. The table listed below is the file layout that must be
followed when submitting PO invoices utilizing the KP Excel Loader -PO.

All required fields must be populated and in the correct format (refer to Example of Values column
down below). In addition to the required fields, there are optional fields that suppliers may submit. If

a line for an invoice is invalid, Kaiser will reject all lines for that invoice.

Field Label Field Name Field Type Required? |Example of Values Special Notes
No leading zeros or special characters such as
Invoice ID INVOICE_ID \Varchar(30) Y 112855925 1@#5%"&*()~{}I\|
Invoice Date INVOICE_DT Date Y 2008-03-27 No future dating or back dating of more than 14 days
Supplier 1D VENDOR_ID Varchar(10) Y 100011218
Supplier Location VENDOR_LOC Varchar(10) Y 1
Gross Invoice Amount GROSS_AMT Decimal(23,2) |Y 1155.00
Sales Tax Amount SALETX_AMT Decimal(23,2) N 100
Freight Amount FREIGHT_AMT Decimal(23,2) N 50
Misc Amount MISC_CHRG_AMT Decimal(23,2) N 5
More Information DESCR254_MIXED \Varchar(254) N Header Comments No special characters such as !@#$%"&*()~{}[]\|
Approver NUID CUSTOM_C100_A4 Varchar(7) N 5123456 KP Approver NUID for Invoice
\Voucher Line Number '\VOUCHER LINE_NUM Integer(5) \ 1
PO Business Unit BUSINESS _UNIT_PO Varchar(5) Y 02501
PO Number PO_ID Varchar(10) Y 0000555191
PO Line Number LINE NBR Integer(5) Y 1 PO Line Number
Line Description DESCR Varchar(30) N Line Descr No special characters such as |@#$%"&*()~{}[]\|
Merchandise Amt MERCHANDISE_AMT Decimal(23,2) |Y 1000
Quantity Vouchered OTY_VCHR Decimal(11,4) [Y 1
Unit of Measure UNIT_OF_MEASURE Varchar(3) Y EA
Unit Price UNIT_PRICE Decimal(10,2) [Y 1000
D= Direct Pay, E=Exempt, S=Sales Tax Applicable, U=Use
Sales/Use Tax Applicability SUT_APPLICABILITY \Varchar(1) N S Tax Aplicable, X=Purchaser is Exonerated
More Information DESCR254_MIXED \Varchar(254) [N Line Descr254 No special characters such as |@#$%"&*()~{}[1\|

Please note:

Only complete one line of the Blue section once for every invoice entry.
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STEP 3

Once worksheet is complete click the Save to TEXT button to create the .txt file.

Note:
e The macro validates the data for format errors and required fields. All errors must be fixed before the .txt file can be
created.
¢ Therecommended file naming format is SUPPLIERNAME_DATE_SEQNO.txt.
For example: hasbro_20190124_001.txt

(o~ . - = Ge. - ty et . N = -
o Arial vI'IO | - = g g% I— s §
L[] 03 ~ = 4 ~ 9% 9 | HHFomatasTable~ T Delete ~ | [~ & A~ L4
Paste BIU-|H.|¢d-A. =S==E=EH-|aa - Sort& Find& | |
= u e A = = = = 3= | 3 0 [ Cell Styles ~ EHFormaty | €~ Filterv Select v
Clipboard Font ] Alignment = Mumber = Styles Cells Editing Ideas

PSS NS SIS e PR NP

Congratulations!
You have successfully created an XML .txt File utilizing the Excel Loader.
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Follow the steps below to upload the XML .txt file created by the Excel Loader.

Important Information

¢ Inorder to utilize the Spreadsheet Upload feature suppliers MUST utilize the Excel Loader tool. The tool is an MS
Excel workbook with a macro that will create an XML .txt file in the correct fixed length format for uploading.

¢ You must contact the eSettlements team at Kaiser-eSettlements@kp.orgto obtain the appropriate Excel Loader Tool
(refer to section Utilizing the Excel Loader Tool).

¢ Please note this is an XML invoice submission with no capability of attaching images.

STEP 1
Select the eSettlements tile.

% BAISER PEAMANENTE Si I
OneLink and Finance Technology ~ OL Supplier Portal

OneLink Alerts eSettlements
Important Downtime Alert!

» OneLink will be down from 5:00 PM PT Saturday, 7/ — e
until 8:00 AM PT Sunday, 7/26 in order to migrate fo the
new sign-on platform

+ You may need to clear your cache to successfully log on to
OneLink

STEP 2
Select Spreadsheet Upload tile.

eSettlements Dashboard
Self Service Invoice Purchase Orders Invaice Inquiry

2

iz PO Information

Payment Inquiry Spreadsheet Upload

1 Y
= 3

STEP 3
If you have access to multiple suppliers or have access to multiple locations for any given supplier, they
will all be listed. Click on the corresponding Supplier and/or Locations Upload File button.

Note: You cannot upload multiple suppliers and/or multiple locations on a single file.

€ eSettiements [Supplier) Upload Invoices a« C\

Supplier & Supplier Name © Location Upload Inveice Data Review Results ©

= = MAT_PWRT Upload File Wiew Status

" - 1 Upload File Wiew Status

= = 1 Upload File View Status
PSS SRy S Y S SIS " PR NP P
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STEP 4
Click on the Upload File button.

| cancel | Upload File

Supplier Name Z100013471_MAME1
Location 1
Uplead File Details
Thers is no Uploaded File to display.
4 | Upload File |

e i et b B e i e e ot e s s, ]

STEP 5

Click on the My Device button and select your file. This MUST be the XML .txt file that was created
using the excel loader tool.

File Attachment

Click to browse files

5 g

My Device

STEP 6
Click on the Upload button.

File Attachment x

Click to browse files

pre—

6 =3 =N

» | BUNDLEUPLOADTEST1.td
File Size: 136K3

STEP 7
Click on the Done button.

File Attachment

Click to browse files

BUNDLEUFLOADTEST! t=t
File Size: 135KB

Upload Complate
L _L|
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STEP 8
Enter a short description in the Description field. The description will help distinguish what file is
being uploaded for processing.

STEP 9 (optional)
Click on the Plus Icon =+ | if attaching multiple files for the same supplier and location and repeat steps
5-8.

STEP 10
Click on the Done button.

Note:

¢ The person uploading the file will receive an email indicating if the file upload was successful. If the file does not
upload successfully, the email sent will explain the reason for rejection.

e If there are invoices with errors only those invoices will not process and all other invoices on the file will process.

Cancel Attachments 10 m
Details 1row
Attached File Description User Name DatefTime Stamp

AD_HOGC docx n p— 011472021 1:52:05PM

Congratulations!
You have successfully uploaded an XML .txt file of invoices for processing.
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Follow the steps below to view the status of files uploaded via Spreadsheet Upload.

STEP 1
Select the eSettlements tile.

1 KAISER PEAMANENTT. —
OneLink and Finance Technology | sk Elpple Pl

OneLink Alerts eSettlements

Important Downtime Alert!

» OneLink will be down from 5:00 PM PT Saturday, 7/ =
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform =

= You may need to clear your cache to successfully log on to
OneLink

STEP 2
Select the Spreadsheet Upload tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invoice Inquiry

STEP 3
If you have access to multiple suppliers or have access to multiple locations for any given supplier, they
will all be listed. Click on the corresponding View Status link of where the file was loaded under.

¢ eSettlements (Supplier) Upload Invoices

Supplier © Supplier Name Location & Upload Invoice Data Review Results ©
= = MAT_JOINT Upload File
= = MAT_PWART Upload File
P TV U = W Y A .

STEP 4 (optional)

Files uploaded within the last 30 days will automatically be displayed. To view older uploaded files or
for a specific uploaded file, click on the drop-down arrow for Search Criteria. Enter your search
criteria and then click on the Search button.

View Results x
Supplier Name Z100012471_NAME1
Location 1
4 » Search Criteria

Search Results 2 rows
File Status © Upload DateTime Process DatelTime © e ’ st Review Results ©
Emor 01/0872021 2:12:37.000000FPM 01/08/2021 2:14:43.0000 - Details
Emor 01/0872021 2:02:03.000000FPM 01/08/2021 2:03:46.0000

Details

P
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STEP 5

Files uploaded within the last 30 days will automatically be displayed. The File Status column will
provide a general status of that file.

STEP 6

To obtain detailed information click on the Details link of the file. You can locate a file by looking
under the Upload Filename column.

View Results ®
Supplier Name Z100013471_MNAME1
Location 1
» Search Criteria
Search Resultg 2 rows
File Status Upload Date/Time = Process Date/Time © Upload Filename © File Type © Review Results ©
BError 01/082021 2:12:37.000000PM 01/08/2021 2:14:43.000000PM BUMDLEUPLOADTESTZPO. txt XM

Emor 01/08/2021 2:023:03.000000PM 01/08/2021 2:02:48.000000PM BUMDLEUPLOADTESTIPO. txt XML Detailz
R N B o T Tpr SRPPSRE e P  S

STEP 7

If there were multiple invoices submitted on the file, they will all be listed along with their individual
status. If there was an error on an invoice preventing it from loading, the error(s) will be listed under
the Messages column. Click on the Error(s) link to view the details for the error(s).

Review Upload Invoice Details x
Supplier Name Z100013471_MAME1
Location 1

¥ Search Criteria
Search Results 4 rows
Status © Process DatelTime © Invoice ID © Invoice Date © Upload Filename © Messages ©
Success 01/08/2021 2:14:43PM UPLOADPO12 01/08/2021 BUNDLEUPLOADTEST2PO. =t
Error O1/08/2021 2:14:42FM UPLOADPO12 0170472021 BUNDLEUPLOADTESTZPO. 1t
Sugges=. a  _DUORSORI SgadzPM UPLOSDECIds, o noRUGHROZ1 o e JBUNDLEUPLOADTESTZBQNE, o e M o J

STEP 8
Error(s) details will be listed. Click on the X to exit.

Note: Invoice(s) with errors do not load for processing. The error must be fixed, and the invoice resubmitted for
processing.

Error Messages 8

Attached File BUNDLEUPLOADTESTZPO.bat

Invoice UPLOADPO12

Errors 9 rows
Rule ID Line & Dist & Field & Value © Error Message &

EM_SQLO00G 1 FO_ID 0000522265 Invalid Purchase Order. (T220,321)

EM_SQLO014 1 SCHED_NER 1 Invalid Purchase Order Schedule (7220,326)

KP_EM_SQL0001 1 FO_ID 0000522265 Supplier on PO 1D and Inveicing supplier are not same. (20021,36)

EM_SQLO00G z FO_ID 0000522265 Invalid Purchase Order. (T220,321)

EM_SQLO014 z SCHED_NER 1 N Invalid Purchase Order Schedule (7220,326)

s b i, R s f y s, B S SV NS SV

Congratulations!

You have successfully viewed the status of an uploaded file. -



#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Entering an Early Payment Request

Early Payment Request is the offering of early payment discounts on approved invoices awaiting
payment. Early Payment Request offers supplier’s discounts calculated on a sliding scale based on

the number of days they are paid early.

Follow the steps below navigate to enter an early payment request :

STEP 1
Click on the eSettlements tile.

A4 AR PEAMANENTE.

~ OL Supplier Porial

OneLink and Finance Technology
OneLink Alerts

Important Downtime Alert!

new sign-on platform

OneLink

STEP 2

eSettlements
s Onelink will be down from 5:00 PM PT Saturday, 7, e
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
-
« You may need to clear your cache to successfully log on to

Click on the drop-down arrow under the Invoices section.

< OL Supplier Portal

z eSettlements Dashboard
. eSeitlemenis

£ ; Supplier Information

| Invoices

E3 payments
P Supplier Dashboard

& My Profile
o, giieada

P Sy

STEP 3
Select Early Payment Request.

eSettlements Dashboard

{

Self Service Inw{

L
i
—¢

¢
{

=

Payment Inguiry

r S Y

,T

F B L

€ OL Supplier Portal

| eSettlements Dashboard
' eSstlemants
= Supplier Information

} Invoices

Review Invoices

eSettlements Dashboard

Self 5e.

Early Fayment Request

Review Early Payment Request

Manage Bills

Review Payment Installments

Recaivables Aging Balance

Review Customer Balances

EB payments

Wi pSurolisg Daslikh =

el

wr

PRI eV S
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#4 KAISER PERMANENTE.

Onelink Supplier Portal — eSettiements Entering an Early Payment Request
]
STEP 4

The Supplier field will auto populate, if you have access to multiple suppliers click on the magnifying
glass and select the appropriate supplier.

STEP 5
The Supplier Location will auto populate, if you have access to multiple locations click on the
magnifying glass and select the appropriate location.

STEP 6
Enter the date you wish to receive payment in the Desired Payment Date field.

Note: This is the date when payment will be generated from Kaiser Permanente’s system. Actual payment receipt date will
depend on your payment method.

STEP 7
Click on the Search button.

STEP 8
Eligible invoice(s) will automatically be displayed. Select invoice(s) you wish to receive early payment

on. As invoices are selected the revised payment amount and discounted amount will populate on the
invoice line.

Note: Adjust the Desired Payment Date as needed and/or select and unselect invoice(s) as needed to reach the desired
payment date and/or payment amount.

STEP 9

Once a desired payment date and/or amount has been obtained click on the Submit Payment Plan
button to submit the proposal.

Invoice Search Options

Buyer 7012 KP FINANCIAL SVCS OPS 7 f/
Suppler Ea You can compare whatyou would have been paid for

» Advanced Search () the invoices select if no early pay is requested vs

what amountyou will be paid if you proceed with the
early paymentrequest.

Invoice Selection

Proposal ID: § NEXT
nDeslnedPayrren(Date oz [ Current Payment Plan

Revised Payment Plan (@) 4
o
Total Invoice 0.00 Total Invoice 0.000
Total Discount 0.00 Total Discount 0.00 F
9 Submit Payment Plan Total 0.00 Total Settlement 0,00 r
Settlement
E
4
4
[
Details
B Q f
o
- Current ; . Revised
Select Invoice ID Details. DueDate  DISCOUMDUE ooy amount  Settiement Cumrent DIscount  ¢yyeny payment Terms ~ ReVised Settlement — pip g g
Date. Amount Amount i

mount Amount 7

4
INVOICINGSTEPO2 & 080272018 15269 15268 0.00 DD150 150.40 2 29!
™

Forve T T S SRR L R e N . W T S N W P S e e e Sy WP W Sy



#4 KAISER PERMANENTE.

Onelink Supplier Portal — eSettiements Entering an Early Payment Request
]

STEP 10

A prompt will appear verifying if you wish to proceed in submitting the selected invoices for early
payment at a discounted amount. If you wish to continue with submission, click on the Yes button,
otherwise select No to cancel.

Do you want to Submit the proposal? (20000,208)

The selected invoices will be submitted for early payment discount. Please confirm your submission of these invoices for early payment discount by selecling the Submit button. Otherwise, please select the Cancel button to return to the previous page

10 X=

STEP 11
A prompt will appear confirming the proposal has been successfully submitted. Click on the OK button.

itted for early p . (20000,212)

Thank you for your submission of invoices for early payment. The invoice information will be updated after the next nightly processing.

11

STEP 12

You will be returned to the Early Payment Request page and the page will be greyed out. Make a note
of the Proposal ID number assigned as it will be needed should you wish to cancel the proposal or
wish to inquire about it.

£ 0 Supplier Partsl eSettlements [Supplier)
Imvoice Search Oplions
a Search
R— KB FINANCIAL SVCS OPS
Cl
Suppie - Four Company Name o
Supplier Location 1 BUY-BRENTWOOU TH
b Advancod Search 7
Invsce Selecton
12 Propossl I); 0D
Pestrnet Payerapet Gty [BESE00 Cisrrent Paymmant Plan Revised Payment Plan (8
Total Invexe 15284 Total livvaice 152 650
Total Discount ooh Total Discount 22X
Subrill Payment Pl . Tutsd 15268 Total Seithesnent 150 40
alllement
Details
®n Q 1001 Wik A1
- Canemt ; Ravised i
Select Irrvaice 1D Details DusDate  DRCOUIOUE  Gop pmount  Settlement Currant NBCoUnl  Corrent Payment Tars. Revined Seltlomentt  pepyy payment Days  Discount Gain or Luss.
Amount Amount Dutference
INVOICINGETERDD L] CARTRONE 15288 152 88 ash DDISD 150 40 ¥ 13 2
B select Al Clear A3

Congratulations!

You have successfully submitted an Early Payment Request. T



#4 KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements

Reviewing a Submitted Early Payment Request

Early Payment Request is the offering of early payment discounts on approved invoices awaiting
payment. Early Payment Request offers supplier’s discounts calculated on a sliding scale based on the

number of days they are paid early.

Follow the steps below navigate to review a submitted early payment request :

STEP 1
Click on the eSettlements tile.

A4 AR PEAMANENTE. S i
OneLink and Finance Technology ~ OL Supplier Portal

OneLink Alerts eSettlements
Important Downtime Alert!
s Onelink will be down from 5:00 PM PT Saturday, 7, e
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink

Click on the drop-down arrow under the Invoices section.

< OL Supplier Portal

EC] eSettlements Dashboard eSettlements Dashboard f
Self Service Inw{
. eSeitlemenis ks p
A
" Supplier Information v =

F3 payments v
=
{ P t Inqui
i Supplier Dashboard v ayment Inguiry
& My Profile w

e toln. o gt T
STEP 3
Select Review Early Payment Request.

€ OL Supplier Portal

7| eSettlements Dashboard eSettlements Dashboard

Self 5e.

' eSettlemants v y
= Supplier Information - -
 Invoices ~ E

Review Invaices 1

n Early Fayment Request F'ayI/

Review Early Payment Request

Manage Bills «
-
Review Payment Installments m ’

) L
Receivables Aging Balance 1
Review Customer Balances J

EB payments ~ -
Wi pSurolisg Daslikh = e N S A



#4 KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements Reviewing a Submitted Early Payment Request
|
STEP 4

The Supplier field will auto populate, if you have access to multiple suppliers click on the magnifying
glass and select the appropriate supplier.

STEP 5
The Supplier Location will auto populate, if you have access to multiple locations click on the
magnifying glass and select the appropriate location.

STEP 6

If you have the Proposal ID number for the early payment request you would like to review enter it in
the Proposal ID field , other wise leave the Proposal ID field blank to populate all early payment
request submitted.

STEP 7
Click on the Search button.

STEP 8
The results will populate in the Search Results section.

STEP 9
Click on the Proposal ID blue hyperlink number to view the invoices pertaining to the proposal and the
discount details. Click on the Return button to return to Manage Proposal page.

STEP 10
Click on the Payment Status blue hyperlinks to view the payment reference number, payment method
and payment date. Click on the Return button to return to Manage Proposal page.

Manage Proposals

~ Search Criteria o
Buyer 7012 KF FINANCIAL SYCS OFS 7 -«
——————
*Supplier Location |1 Q a 1
—_—
Proposal ID Q
Froposal Status: - ~
Paid Status v &
3
Search Results B
5 a p— r
. Payment . . : F 4
Supplier Proposal ID Proposal Status stoue " @ CreationDate  Expiration Date  Reason for Cancellation Cancel ]
7012 10) 9 00001122 Approved 10 01182021 01/15/2021 - Cancel /
|
L
- K / e _ ghaiimet e j e v . s . A F . F PR ol
.
Congratulations!

You have successfully reviewed a submitted Early Payment Request.
72



#4 KAISER PERMANENTE.

Onelink Supplier Portal — eSettiements Cancelling an Early Payment Request

Early Payment Request can be cancelled up until the daily nightly processing is ran. Requests with
grey cancel button indicate they have been processed already. Should you need to cancel a
processed request contact the eSettlements team at Kaiser-eSettlements@kp.org for assistance.

Follow the steps below navigate to cancel an early payment request :

STEP 1
Click on the eSettlements tile.

P4 kAR PERMANENTE o s
-
OneLink and Finance Technology OL Suppiier Portal

OneLink Alerts eSettlements
Important Downtime Alert!
s Onelink will be down from 5:00 PM PT Saturday, 7, ———
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink

Click on the drop-down arrow under the Invoices section.

< OL Supplier Portal

] eSettiements Dashboard eSettlements Dashboard f
Self Service Inv(

«) eSettiements g p

A

" Supplier Information v _f

B invoices . u 9

F3 payments b 1

. P tl
ii* Supplier Dashboard v ayment Inquiry

& My Profile A

PO N O PR W PPV

STEP 3
Select Review Early Payment Request.

€ OL Supplier Portal

4
" eSettlernents Dashboard eSettlements Dashboard
Self 5!
A eSettlemeants v F
'—Hj' Supoplier Information A p
5 Invoices ~ E
Feview Invaices ]
Early Fayment Request F'ay/
|
Review Early Payment Request ]
Manage Bills (
-
Review Payment Installments f
Recsivables Aging Balance 1
Review Customer Balanoas J
EB payments ~ -
aSHEOliL DR it bt ]


mailto:Kaiser-eSettlements@kp.org

#4 KAISER PERMANENTE.

Onelink Supplier Portal — eSettiements Cancelling an Early Payment Request
]
STEP 4

The Supplier field will auto populate, if you have access to multiple suppliers click on the magnifying
glass and select the appropriate supplier.

STEP 5
The Supplier Location will auto populate, if you have access to multiple locations click on the
magnifying glass and select the appropriate location.

STEP 6

If you have the Proposal ID number for the early payment request you would like to review enter it in
the Proposal ID field , other wise leave the Proposal ID field blank to populate all early payment
request entered.

STEP 7
Click on the Search button.

STEP 8
Allocate the Early Payment Request you wish to cancel. Under the Reason for Cancellation column
select the drop-down arrow and select: Error- Submitted in Error ?

Note: Requests with grey cancel button indicate they have been processed already. Should you need to cancel a processed
request contact the eSettlements team at Kaiser-eSettlements@kp.org for assistance.

STEP 10
Click on the Cancel button.

STEP 11
A prompt will appear verifying if you wish to proceed in canceling the early payment request. If you
wish to continue with submission, click on the Yes button, otherwise select No to cancel.

Note: The invoices that were part of the cancelled Early Payment Request are now eligible for any new Early Payment
Requests. Newr

Manage Proposals

A

~ Search Criteria

Buyer 7012 KP FINANCIAL SVCS OPS 7 -«
—" o
*Supplier Location |1 Q a ]
——
Q
-~
e

Proposal ID

Proposal Status: ~
Paid Status /
s
Search Results
5 Q 110f1 w r
Buyer Supplier Proposal ID Proposal Status :taay::em 0 Creation Date Expiration Date Reason for Cancellation Cancel r
To12 00001132 Approved Mot Paid 01182021 01-'15n hd I w
1
T S iy S g / o oy Jrivi g . P . Y Fa » PR
°
Congratulations!

You have successfully cancelled an Early Payment Request. 74
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% KAISER PERMANENTE. Understanding the
Onelink Supplier Portal - eSettlements Supplier Dashboard

The Supplier Dashboard provides a summary of invoice balances, past due amounts and lists the most
recent payments.

Follow the steps below navigate to the Supplier Dashboard:

STEP 1
Click on the eSettlements tile.

4 KAISER PERMANENTE Q) i
OneLink and Finance Technology e

OneLink Alerts eSettlements
Important Downtime Alert!
» Onelink will be down from 5:00 PM PT Saturday, 7, =
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform —
« You may need to clear your cache to successfully log on to
OneLink
-

Click on the drop-down arrow under the Supplier Dashboard section.

< OL Supplier Portal

T eSettlements Dashboard eSettlements Dashboard f
Self Service Inv!
«) eSettiements g p
A
" Supplier Information v —¢

&

| Invoices w /

Fo Payments A
4
. P tl
ii* Supplier Dashboard A ﬂ ayment Inquiry
& My Profile A

,-'7

PP R P T W e v

STEP 3
Select Supplier Dashboard. A new browser window will open displaying the Supplier Dashboard.

Supplier Dashboard

< OL Supplier Portal C EEEET——
o ——
" | eSettlements Dashboard ESBI? T [N =
s eSeiflements b f x
:‘j Supplier Information il ’ e — = s s
[ ) Invoices o /
Fl payments w v
f ‘
il Supplier Dashboard ~ 1
L

Ty Bl | e gl
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#4 KAISER PERMANENTE. Understanding the
Onelink Supplier Portal - eSettlements Supplier Dashboard

In the Chart Selection Criteria section, update values as needed for the data you wish to see in the
table and graph below.

Chart Selection Criteria

Display Curtency |USD Q Convert Rate Type  Current Rate
*Chart Style | 2D Vertical Bar v
Draw Chart
Supplier Q

As Of Date | 0971272018

The four Invoice Status under General Summary are:

* Invoice Balance: All open invoices (displays all invoice regardless of how they were submitted) and
credit.

e Past Due: All past due open invoices included in the invoice balance amount.

¢ Dispute: Kaiser does not utilize this functionality through eSettlements.

e Proposals: View all Early Payment request submitted.

Click a Total Gross in USD amount in the General Summary table to drill down for more details.

General Summary

B Q 1-4 of 4 ~ View All
Status Count Total Gross in USD Customer Invoices
Invoice Balance 21 11097218 A= 7]
Past Due 12 27 697 30 L
Dizpute 4 11,497.25 i
Proposals 12 152 166.95 A= 7]

Amount in US Daollar

Irnice

- W et

£ g Past Due
; Ao g Supplier -

o Dispute:

n _Dmrl
0K ropasals

oK — . es - Di i Prone
Invoice Balance Past Due Supplies - Dispute Discount Proposats
Invoice Status

The Last 10 Payments section will display your most recent payments generated.

Last 10 Payments

B Q 1-10 of 135 A A View 100
D 4 E iary Payment

y Date Bank Bank ID Account # Amount Curr Status
09/05/2018 0003171711 2,500.00 USD
09/04/2013 0003171705 "B - ™ MR 43764 USD
08/31/2018 0003171751 23,123.41 USD

76
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