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Important Invoicing Information

Important Invoicing Information

(Read before submitting invoices)

This information is important to review as it provides 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
e View dispatched Purchase Orders (POs)
e 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.
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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

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 PingOne link.

Dear (supplier IIETIBJ.
Your account for Kaiser Permanente’s Supplier Portal has been activated.

Supplier Name: (supplier name as in Kaiser database)
User ID: oo

First time sign-in

1. Gotothe PingOne sign in page.
2. Click “Forgot Password™ and follow the prompts to set your password. Please refer to the supplier Id provided to you by Kaiser during on boarding process.
3. After resetting, use the link below to open the portal:

Supplier Portal landing page:supplier kp.org.

What you can do in the portal

1. Submit invoices and track payment status|

2. View dispatched Purchase Orders (POs)

3. Enrollin or update ACH electronic payments

4. Access self service account administration tools

Training & help

Job aids, videos, and user guides are available at supplier.kp.org -> Resources -> OneLink Job Aids.
For email the its team at K org.
Thank you.

Kaiser eSettlements Team


mailto:Kaiser-eSettlements@kp.org
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STEP 2

Click on the Forgot Password link.

#% KAISER PERMANENTE.
Supplier Portal

Forgot User ID

Forgot Password

If you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettlements@kp.org

STEP 3
Enter the User ID sent in the email.
STEP 4

Enter the Supplier ID provided to you by Kaiser during on-boarding process and click Next.

% KAISER PERMANENTE.
Supplier Portal

If you need assistance with signing on, please refer to the User Guide

OR contact kaiser-esettlements@kp.org



#% KAISER PERMANENTE.

OnelLink Supplier Portal - eSettiements Logging On
|

STEP 5

Open the email you provided Kaiser. You will be sent a One Time Passcode (OTP). You will only have
5 minutes to enter the passcode sent to you before it expires.

§ KAISER PERMANENTE.
Supplier Portal

Resend OTP

Please note: This OTP is valifor only 5 minutes.

If you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esetliements@kp.org

STEP 6
Enter a new password

e Must contain a minimum of 12 characters in length
e Must contain at least one numeric digit

e Must contain one special character

e Must be different from your last 5 passwords

STEP 7

Re-enter that new password in the next field and click on e

Password Strength: Blank!

Reset Password
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STEP 8

You will be directed to the Supplier Portal login page. Enter your User ID and password.

# KAISER PERMANENTE.
Supplier Portal

Forgot User ID

Forgot Password

f you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettiements@kp.org

STEPS

You will be sent a One Time Passcode (OTP) to your email. Enter it and click Next

8% KAISER PERMANENTE.
Supplier Portal

Resend OTP

Please note: This OTP is val&for only 5 minutes.

If you need assistance with signing on, please refer to the User Guide

OR contact kaiser-esetiiements@kp.org
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STEP 10

Click the box to Agree to Terms and click Submit.

Terms & Conditions

Terms and Conditions

Make sure you read terms of agreement fully before accessing supplier portal

[ Agree to Terms

Terms and Conditions

Submit

STEP 11

You now have reached the Supplier Portal.

Search in Menu

OneLink Alerts eSettlements.
ATTENTION BILL ONLY SUPPLIERS: i
New location for Bill Only learing and support resources ="
Click here [ o —|

Easy Access to Supplier Resources

You can also access the portal by entering: Onelink.kp.org into your web browser.

You have successfully registered and can start utilizing the portal.

10
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Logging On
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)
STEP 2
Enter your User ID and password.
§% KAISER PERMANENTE.
Supplier Portal

Forgot User ID

Forgot Password

f you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettiements@kp.org

STEP 3

You will be sent a One Time Passcode (OTP) to your email. Enter it and click Next.

11
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Resend OTP

Please note: This OTP is valgfnr only 5 minutes.

If you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettiements@kp.org

STEP 4

You now have reached the Supplier Portal.

Search in Menu

OneLink Alerts eSettlements
ATTENTION BILL ONLY SUPPLIERS: i
New location for Bill Only learning and support resources ="
Click here [ | —|

Easy Access to Supplier Resources

Congratulations!

You have successfully logged on to the OnelLink Supplier Portal — eSettlements.

12
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Follow the steps below if you have forgotten your password or need to change your password for the
Onelink Supplier Portal -eSettlements:

STEP1

Type into your web browser:
onelink.kp.org

(do not type WWW into the browser)
STEP 2

Click Forgot Password link

#% KAISER PERMANENTE.
Supplier Portal

Forgot User ID

Forgot Password

If you need assistance with signing on, please refer (o the User Guide
OR contact kaiser-esettiements@kp.org

13
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STEP 3

Enter your User ID (sent in the original registration email)

STEP 4

Enter the Supplier ID provided to you by Kaiser during on-boarding process

% KAISER PERMANENTE.
Supplier Portal

If you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettlements@kp.org

STEP 5

Open the email you provided Kaiser. You will be sent a One Time Passcode (OTP). You will only have
5 minutes to enter the passcode sent to you before it expires.

8 KAISER PERMANENTE.
Supplier Portal

Resend OTP

Please note: This OTP is va]%for only 5 minutes.

I you need assistance with signing on, please refer to the User Guide
OR contact kaiser-esettiements @kp.org

14
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STEP 6
Enter a new password

e Must contain a minimum of 12 characters
e Must be different from your last 5 passwords

STEP 7

. . . Reset Password
Re-enter that new password in the next field and click on _

Password Strength: Blank!

Reset Password

STEP 8

You will be directed to the Supplier Portal login page. Enter your User ID and new password.

#% KAISER PERMANENTE.
Supplier Portal

Forgot User ID

Forgot Password

If you need assistance with signing on, please refer to the User Guide
OR contact Kaiser-esettiements@kp.org

15
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STEP 9

You will be sent a One Time Passcode (OTP) to your email. Enter it and click Next.

8% KAISER PERMANENTE.
Supplier Portal

Resend OTP

Please note: This OTP is WER“ only 5 minutes.

If you need assistance with signing on, please refer to the User Guide

OR contact kaiser-esetiiements@kp.org

STEP 10

Click the box to Agree to Terms.

Terms & Conditions

Terms and Conditions
ake sure you read terms of agreement fully before accessing supplier portal

[ Agree to Terms

Terms and Conditions

Submit

16
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STEP 11

You now have reached the Supplier Portal.

Search in Menu

s 2
OneLink Alerts eSettlements.
ATTENTION BILL ONLY SUPPLIERS: i
New location for Bill Only learning and support resources. é
Click here [ 5 —|

Easy Access to Supplier Resources

Congratulations!

You can now logged on / access the OnelLink Supplier Portal — eSettlements.

17
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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 Onelink Supplier Portal - eSettlements:

STEP 1

Click on the eSettlements tile.

P carsin pEamaNDNTL =
v pplier Po
OneLink and Finance Technology OL Suppl ral

OneLink Alerts
Important Downtime Alert!

o 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

eSettlements
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STEP 2

Click on the drop-down arrow under the Supplier Information section.
] eSettlements Dashboard eSettleme

Self Serd
24 eSetflements ™

—‘,1' Supplier Information it ﬂ 4

4 Invoices - /
Esayments r r -’
B I

STEP 3
Select Review User Profiles.

e Nl WY ‘\",'—-vr“"\
A eSettlements w Inquiry {
| Supplier Informatien ~ Search Criteﬁ
) . u
Review Supplier Details i
Review Agreement Datals f
3 Review User Profiles. ‘
| Add y
Initiate Supplier Change
Supplier Users®

._ﬂ_‘_”q""ﬂA

STEP 4
Click the Add button.
i shboa ke R S e
Review User Profiles
o eSetilemants - Inquiry
| supplier Information ~ Search Criteria

User ID |\ Q Search
Review Suppiier Detsils

Name
Review Agresment Datails

Review User Profiles
Inifiate Suppéer Change 4
Supplier Users

5 Invoices v P
1 [ fofg v All
i S P O R L A P SRp L

19
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Please note only Supplier Administrators can preform these steps.

STEP 5

Enter the person’s name for who you are creating the account for into the Name field.
Note: This should contain the person’s first and last name.

STEP 6

Enter the person’s email address into the Email Address field.

Note: email cannot be a Kaiser email (kp.org)

Review User Profiles
Supplier User Details

STEP 7

Click on the Add a User Role button.

20
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STEP 8

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.

. Select Vendor with 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.

STEP9S

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 10 (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 9.

21
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Please note only Supplier Administrators can preform these steps.

STEP 11

Click on the Save button.

Supplier User Roles

B Q 1-20f2 W View All

Role Name

IBasePonalOb_.ects vﬂ -
vu

n Add a User Role I

Accessible Suppliers
B Q 1-20f2 v

*Name

Add a Supplier ll

* Required Fiald
Return to Supplier User Profiles

STEP 12

Your will receive a Save confirmation. Click on the OK button.

Review User Profiles
Save Confirmation

‘/ The Save was successful.

22
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STEP 13

The person you created the account for will receive an email with registration instructions. They now
have access to the portal and provide them the following:

v The User ID 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)

Instruct them to follow the steps in section Changing Password of the guide provided.

Congratulations!

You have successfully created a new user account.

23
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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.

[yrrepe—yp— -
v
OneLink and Finance Technology OF Supplier Portal

OneLink Alerts eSettlements

»
O
®

Important Downtime Alert!

o OneLink will be down from 9:00 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 r—
OneLink

STEP 2

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

< 0L Supplier Portal
| eSettlements Dashboard eSettleme

Self Servl
2 eSetilements

-
= Supplier Information - ﬂ
>
-

nvoices

‘u\"\

oo =
ayments r N
- b e Bt f“—

STEP 3

Select Review User Profiles.

24
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4 eSetilemants - Inquiry {

| Supplier Information ~ Search Criteﬂ

Review Agreement Datals

u
3 <
£

Review Supplier Details

Add
Initiate Suppler Change

Supplier User
TRk, .n_’, " ‘_‘QA“)

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
ﬂ Name

Add

Supplier Users
5 Q

| View an

User ID

nBU'v'Em | F——

LT R PV VR

STEP5

Click the Lock Account checkbox.

25
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STEP 6

Click on the Save button.
e "* i S_LT'(-ER.1 = W“M\J”ﬂ-\'\/ \"\f\—#‘"w\

- (Examples: Frad Smith, AP Depariment ar Buyer)

m Lock Accountibl (Click hare fo disabla the scoess 1o the system for this usar)

L S Y W S ¥ " waw“"‘r
HIMJMMW\,/"'MWWWVVV‘/\&V/V\VI

| Add a Supplier |

* Required Field
Return to Suppler 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

v

The Save was successful.

Congratulations!

You have successfully deactivated a user’s account.

26
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Follow the steps below to perform an invoice inquiry (status):

STEP 1

Click on the eSettlements tile.

P4 AR PERMANENTE 0
v
OneLink and Finance Technology OL Supplier Portal

OneLink Alerts eSettlements

Important Downtime Alert!

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

o OneLink will be down from $:00 PM PT Saturday, 7, I‘ S —|

STEP 2

Click on the Invoice Inquiry tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invoice Inquiry
A . A

T‘,@ I;;:l- ==

View PO Information

Payment Inquiry Spreadsheet Upload

® | B
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STEP 3

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

update the search parameters, select the Filtericon | ¥ ..

< eSettlements (Supplier) Invoice Inquiry
Invoices from 12/26/2020 to 1/8/2021 - Max rows reached, max rows 300 of 448 rows displayed 300 rows
5
3 ¢ﬂ

) . Invoice  Invoice Status  Voucher Approval D2l pavcnsiains | B™055 Cipency DueDate  Payment Payment Fa¥ment o Location
brvoice 1) 3 Date ¢ © ID © Situs ¢ Reasen g Ot o Status ¢ Date o orerence  Supplier © o
CREDITB4MATCHTEST 01082021 Voucher Created 65315854 Pending To Be Matched  -143.00 USD 021052021 Unpaid -
ADHOCUPLOADEUNDLE! 01/082021 Voucher Created 65315553 Pending MotApplicsble  585.50 USD 02052021 Unpaid B >
443 01082021 Voucher Creasted 65315852 Pending Mot Applicable 388 USD 02052021 Unpaid B >
44z 01082021 Voucher Creasted 65315851 Pending Mot Applicable 388 USD 02052021 Unpaid B >

b

~——— _,—-u—“‘——“m."" ST WY e _‘f T i Ty W P ," N v ¥

28
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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 range exceeding 30 days.

Invoice Status | All v

nlnv:ﬂce ID Q

Amount
Reference

Amount

Currency Q
Payment Status | All v
Buying
Organization Q
/] 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.

29



#% 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 [%, .

&©

A N T g g st BT Ty o T T s e O et g et ety s et T e T ey e rtogd W vt g™ gt
6

Involoe1p ¢ ImoiceDate  Invoice Status  VoucherlD  Approval Stafus  Denial Resson  MatchStatus  GrossAmourt Cumency  DueDae  PaymentStatus  PaymentDate  PaymentReference gupoe; - —
T2BBURIEZ0  DH42020  Veoucher Crested 4830576 Approved Matched 1.450.52 USD 07/03/2020  Paid 07/09i2020 0004400878 my [CWARSAWE

[SO21RIZ 01142020 Voucher Crested 064092199 Approved Mot Applicable 0.00 USD 08252020 Faid 08262020 0018548354 " Buy 02 >
nassmm:u 0111412020 Voucher Crested 64016771 Approved Not Applicable 140488 USD 051212020 Paid 057282020 0018438856 = Buy 02 5
00437625 01/08/2020 Voucher Created 83084047  Approved Matched 430000 USD 051202020  Paid 051212020 0004245014 - gjur—wmsnw >
2045T00TRI ON/OBI2020  Veoucher Crested 63000088  Approved Mot Applicable 0.00 USD 05/19:2020  Paid 0a/25:2020 0018546535 = Buy 02 >
224768881 ONI42020  voucher Crested G3050382  Approved Mot Applicable 140408 USD 051202020 Faid 05212020 0018428678 = Buy 02 >

2435000 01082020 Voucher Crested 63854201  Approved Matched 12500 USD 051132020 Paid 542020 0018201808 Buy 02 5

T T T e e = ” AN GRS e |

STEP 7

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

s - | S e o — g i b
_I-?-H"v'ﬁw T et et \"\-"--.b/j"‘“\‘_,.—-—' - - W e e gy wes ""--'\'ﬁ‘:o'\

< = Denial Gross Payment -
Invoice [0 & E:;Io: Ir:\.ruloe Status I\g:licher g;g:;vzl R"easnn h:abeh Status ﬂ.muur’lt C:Jurrem:y IZ;Jue Date ;;;rtr::rll Ei;l:emznt R"eferenl::e Supplier © L:Jmtlon
_ BUv-
T2E5UR1E20 0114/2020 “oucher Created 54836576 Approved Matched 14555652 UsSD 07032020 Paid O7I0ei2020 0004400872 o WARSAW ¥
N

I’ T Ry ‘Cr“GI ----“‘"--— W > "‘mw‘_‘."air‘-—u‘ 9"-’—‘ ‘“M"“m&f‘-’ J

* Invoice ID: Displays the invoice number.

* Invoice Date: Displays the invoice date.

* Invoice Status: Displays the processing stage the invoice is in; stages are as follows:

*  Save for Later — Invoice is saved for later (not in our system for payment processing)

°  Creating Voucher — Invoice has been submitted and is in the process of becoming an invoice in our system.

* Recycle — Invoice is created and there is an internal error on the invoice (will be corrected internally).

*  Voucher Created — Invoice has been created in our system.

*  Error Correction Required — There was an error preventing the invoice from processing, you will need to correct the
error for the invoice to process.

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

* 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

*  Approved — The invoice has been approved and will pay based on payment terms

* Denied - The invoice has been denied for payment
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* 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.

* 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
* Matched — The invoice has been matched to the PO without any issues

*  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.

* 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.

* 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).

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.
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Payment Inquiry

Follow the steps below navigate to review payment details:

STEP 1

Click on the eSettlements tile.

P4 KAISER PERMANENTE
OneLink and Finance Technology

OneLink Alerts

Important Downtime Alert!

¥ OL Supplier Portal

o 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

eSettlements

« 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

A

@

Purchase Orders

Vigw PO Information

Payment Inquiry

Spreadsheet

|

Upload

=)
= o

Invoice Inquiry
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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

{ eSettlements {Supplier} Payment Inquiry
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 " 0018457988 143,185.05 USD 06/01/2020 Paid System Check >

KP FINAMCIAL SVCS OPS " 0004356581 69343 USD 06/01/2020 Paid Automated Clearing House >

KP FINAMCIAL SVCS OPS ' D0043566E7 2,400.00 USD 06/01/2020 Paid Automated Clearing House by
AP I, | g M. ettt R R TN b B P SR B Y |
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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 m‘ 4

From 01720 03
to |01/06/2021 )

Payment Status | All W

n Payment Reference I

Amount Reference | Any v
Amount
Currency Q
Buying Organization Q
n Remit Supplier QI
Remit Location Q

Max Rows | 300

STEPS

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.

- i a - . - ke Ala
Payments from 7/17/2020 to 7/19/2020
x|
Buying Organization < Supplier & Payment Reference < Payment Amount ¢ Payment Currency < Payment Date & Status & Payment Method &
KP FINANCIAL SVCS OPS = 0018621435 5226.07 USD 0711772020 Paid System Check
BGIAL SVCS OPS B 0018621438 000 USD 0711772020 Paid System Check
KP FINANCIAL SVCS OPS - 0004410504 49349261 USD 0711772020 Paid Automated Clearing House
KP FINANCIAL SVCS OPS . 0004410505 14,600.00 USD 0711772020 Paid Automated Clearing House
- ~ Y SN SN i VY P T S i P e T R N I S S~ araer g S
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* 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.

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

* Payment Date: The date payment was generated.

* 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).

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

- -
v 6 [
Buying O ization < Supplier & Pay Ref & Pay Amount < Pay Currency ©  Payment Date &  Status & Payment Method &
KP FINAMNCIAL SVCS OPS " 0018621435 522607 USD 07/17/2020 Paid System Check >
B R e N _.-,./— MW WV ey e, v Y
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 0018457988 >,
Payment Method System Check
Payment Amount 143185.05 USD Cancel Date
Created 06/01/2020 Cancel Action No Cancel Action

Comments

~ Payment Advice Details
15 rows

Buying Org © Invoice & Voucher ID & Advice Date & Discount Amount & Paid Amount & Currency & Advice Seg ©
7012 22271760RI 59967667 11112019 0.000 199.97 USD 1
7012 2366742 83062677 121112019 0.000 -4267.00 USD 1
7012 2326178 63830527 111262019 0.000 237063 USD 1

6: Sl - e P, -
rw N | 22630503R1, g 29570 Tt pe DLl ) N OS Va Fa L, 0000, ’_f 1;30;45 B N Y I P 18

* 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).
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* 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.

* 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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Follow the steps below to view Purchase Orders (PO) that have been dispatched.
STEP 1

Select the eSettlements tile.

P4 KAISER PERMANENTE - .
OneLink and Finance Technology ~ OL Supplier Portal /ﬁ\ O\ H @

OneLink Alerts eSettlements

Important Downtime Alert!

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 R——
OneLink

e OneLink will be down from $:00 PM PT Saturday, 7, I’—: -I

STEP 2

Click on the Purchase Orders tile.

eSettlements Dashboard

Self Service Invoice Purchase Orders Invoice Inquiry
A A

@ =4 :

Vigw PO Information

Payment Inquiry Spreadsheet Upload

== E
N O

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

< eSettlements (Supplier) Purchase Orders

uppliers 2 rows

- i
-

Z100013471_NAME1

ah e AN A S W

Business Unit / Purchase Order upplier Locaton  PODate PO Status Last Dispatched DateTime Buyer PO Total Amaunt | Curr
I =
oz BUTWARSAWIN 07242020  Dispaiched 0772442020 11:20.51AM Santa Rosa Med Gtr MM 14850
0000417867 uso
= ozs17 BUY-WARSAW IN 07/24/2020  Dispatched 0712412020 11:20:554M KP Cverall Buyer 84T

- 0000418058 uso

o218 238004
BUY-WARSAWIN 07242020  Dispsiched QTI24/2020 2:05:45PM - :

0000312347 uso
2518 307472

P sl e b N o JRAGAGRSANN,  OERA020 4 e, o GCAZR20 SN e e TR e L e e 8

¢

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.

l Cancel | Filters | Done 7
POs Dispatched Between [12/15/2020 & - 011412021

From PO ID Q
ToPOID Q
Buyer Q
Supplier Location Q
Item Category Q
item ID Q

Item Description
Supplier item ID Q

Contract ID

Contract Version

Release Number

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

Purchase Orders

;
S 113 rows
4

Iate PD Status Last Dispatched DateTime Buyer PO Total Amount | Currency Payment Terms Actions PO Details
o o 4,137.80 B
242020 Dispatchad O7I24/2020 1:40:46PM WP Overall Buysr Mt 20
% usD

) 342507

2020 Dispatched 07/24/2020 8:52:26AM ¥ - MNet 30 @ H

usD

) 281.30

}.‘ZCQC- Dispatched 07/24/2020 11:40:40AM Sacramento Med Cir MM | MNet 30 o] H

i SSRGS SR e O

STEPS

The following will help you understand what is being displayed. Click on the X to exit.
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PO status:

Cancel — Order has been cancelled, can no longer be invoiced against
Purchase Order Details Dispatched —Available to be invoiced against
Complete —PO has been fully invoiced, can no longer invoice against

PO Business Unit 18502 Purchase Order Date  07/16/2019

PO Number 0000136876
e . i Last Dispatch  07/16/19 12:42:15PM

Purchase Order Total

Buyer BALT Materials
Merchandise Amount 261.72
Billing Location 2000601069 The Buyer that created the PO SPPUERG e
Payment Terms  Net 30 Total Amount 26172 USD

Comments made by the Buyer
&Header Comments Q | 1of1 v | View All

QUOTE# 521080

Please fax confirmation to

For further assistance please call
Thank you and have a great day!

Line status:
Cancel - line item has been cancelled, can no longer be invoiced against

All line details on the PO Active - Iine. iter.n can be invoiced agains.t o )
Complete —line item has been fully invoiced, can no longer be invoiced against

View

Purchase Order Lines

5 Q 1-4cfd v View All
Line Information | Contract Info ‘
Line Status Description Quantity Merchandise Amt Comments
- COMPONENT PATELLAR 32MM ALL - 7 o)

1 Active 42540000032 S0LY PSN 1.0000 EA 22727 USD

- COMPONENT FEM 7 STD KNEE LT (

< fictve 42800806201 CEMENTED POST STAB PERSONA Comments made by the Buyer | _—

s ona line
A0 STEM TIBIAL PERSONAS D F LEFT
3 Active 42532007501 ANEE CEMENTED
LAR PERSONA
4 N .. . . -9 EF H12 MM LEFT 1.0000 EA 331.27 USD
If invoicing has been made against this
PO, they will be displayed here

Invoice List

B Q 110f1 ¥ View All
Invoice Invoice Date Amount Due Date Appr Stat Voucher

PUMS3INV23 082272019 160,00 USD 0972172019 Pending 5710885

‘ Review Purchase Orders
L&ine Comments
When you click to see line comments it |~ PONumber (0000443077 Line Number 1 Hem 1D 42540000022
will open this pop-up box, once done / Laine Comments Q tort v

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

GTIN: W s W Order Type: Bill Only Lot #

=l
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Congratulations!

You have successfully viewed a Purchase Order.

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.

41



% KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements

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.

STEP 1

Click on the eSettlements tile.

P KAISER PERMANENTE
OneLink and Finance Technology

»
Jo
©)

OneLink Alerts eSettlements

Important Downtime Alert!

o OneLink will be down from 9:00 PM PT Saturday, 7/ -
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform o

« You may need to clear your cache to successfully log on to
OneLink
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STEP 2

Click on the Self Service Invoice tile.

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

< eSettlements (Supplier) Invoices in Progress

| 3 _TIkd

There is no Invoice to display.

Refine filiers or add a new Inwoice

L S ¥ ST e 1 f PN PPy S

STEP 3
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.
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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 5

O

Summary Invoice Details Settlement Info

where the product was
ordered/shipped and/or
service was performed.

Next >

KP has centralized invoicing |
processingtothis address.This
address cannot be changed.

Step 1 of 3: Summary

:
*Supplier | = = n *Buying Organization | KP FINANCIAL SVCS OPS Q

Location 75 N Fair Oaks Avenue

- Pasadena, CA 91103 USA

- Currency USD US Dollar

HInvoice ID I .!.
Invoice Date IO1."I4-‘2021 _ﬂ

et T A Gt A P [P A

STEPS

Click on the Add Attachment button.
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Cancel Attachments

Attachment Details

There is ne Attachment to dispiay.

‘#‘-‘ Mﬂ‘e4__""«,"’---‘-ﬂ-tj\-.“_f"-___i_’d ,u‘

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 NQT 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

My Device

STEP 11

Click on the Upload button.

File Attachment

Click to browse files

11 pload || Clear |

AD HOC.docx
File Size: 156KB

STEP 12

Click on the Done button.
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File Attachment

Click to browse files

AD HOC.docx
File Size: 156KB

Upload Complete
=

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.

'l N
Cancel 0
| Cancel | Attachments 14 @

Details 1row
14 Edit

Attached File Description User Name Date/Time Stamp

AD_HOC docx s 01/14/2021 1:53:05PM

STEP 15

Click on the Next button.

X Exit Self Service Invoice :

® ® O

Summary Invoice Details Settlement Info
|
1 5 P Next > |
Step 1 of 3: Summary
Attachments {1}
*Supplier — - o *Buying Organization |KP FINANCIAL SVCS OPS Q

Location | MAT_JOINT ~ B220600400_Pasadena_TEST SYSTEM
e S Pasadena, CA 21102 USA

T m— Currency USD US Dollar

e SR ¥ ..pA—...“J-——L_....____"-.‘M--"'—-‘- P S S TR ey
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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 employe e
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 re quests without proper information to ensure payment. Without

this information you will not be able to submit your invoice.

X Exit Self Service Invoice H

) @ ®

Invoice Details Settlement Info

Summary

£ Previous | Next 3 |

Step 2 of 3: Invoice Details

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

T TUT P

e ittt b W gt it A B e iy g™ o amn

STEP 17

Click on the Add Line button.

x Exit Self Service Invoice H
@ ® ®

Summary Inwoice Details Settlement Info

£ Previous | Next > |

Step 2 of 3: Invoice Details

There are no Invaice Lines to Display.

17 Add Line Copy Purchase Order NUID Q

et P Py o B i e

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).
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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 employe e
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 .

I; - ~ -
j Cancel | Add a New Line Done |

Line 1

Item ID

m Description

Quantity

uom Q

Unit Price

‘Lme Amount uso

Accounting Tag Q

Comments

4
o

D Accounting Details

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)
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| cancet | Chartfield Information 22 | Done |

Description
Amount  USD

Quantity

Accounting Lines

| Basic Information || Show All |

Ling  Grcmtity andise CUT G Business Unit © GL Location © Department © *Account &

T o R y . Vol W o _\’.’ ‘_‘ju -~ J

STEP 23

Once complete click on the Done button.

| cancel | Add a New Line

Line 1

Item ID

Description | See Attachment

Quantity

uom Q

A ,p--..-*—lh-'mm-ﬁ 2&3 ;o J‘_-_\‘_‘HJ e an R ey

STEP 24

Click on the Next button.

% Eait Self Service Invoice :
@ @ ®

Summary Invoice Details Settlement Info
24 Next
Step 2 of 3: Invoice Details
Add Line Copy Purchase Order NUID | e Q
Invoice Lines 1 row
Edit
Line & ltem & Description & Quantity & Unit & Unit Price & Amount ¥ Cumency &

ST S I "Seeénaul' A e TR e g emen, 20000 e pRR00 4SD Jr— >

STEP 25

If the Apply Tax button was selected in step 20, enter the amount in the Sales Tax filed.
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STEP 26

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

x exit Self Service Invoice
Famy
@ @ ®

Summary Invoice Details Settlement Info

26 Rl

Step 3 of 3: Settlement Info

Payment Terms Met 30

Payment Method System Chack

Total Amount |2.000 Uso
Shipping Amount usD

Miscellaneous Charges 0.00 USD

Gross Amount 2.00 USD

Y e SR BB U S T L

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
KaisereSettlements@kp.org to make the changes internally.

Selecting OK will Submit the invoice. Cancel will cancel submission.
Once the invoice is submittad, it can no longer be medified, but it can be viewed.

Only a Buyer User who can review Self-service invoices can modify the invoice.

At o || conce

Congratulations!

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

P carsin peamaNNTE

= "
OneLink and Finance Technology O Supplier Portal

OneLink Alerts eSettlements

0]

»
Jo
®

Important Downtime Alert!

o 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
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Click on the Self Service Invoice tile.

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

¢ eSeftlements (Supplier) Invoices in Progress

s T

There is no Invoice to display.

Refine filiers or add a new Inwoice

I S — A Iy i B e el ."-‘“'-' PR ST

STEP 3
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.

STEP5

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.
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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

where the product was
ordered/shipped and/or
service was performed.

®
Summary Invoice Details Settlement Info

o Next>
KP has centralized invoicing—

processingtothis address.This

Step 1 of 3: Summary

g
* Supplier I — - cn *Buying Organization | KP FINANCIAL SVCS
- m 75 N Fair Oaks Avenue 1
Location
F

- Pasadena, CA 91103 USA

- Currency USD US Dollar

*Invoice 1D I .!.
Invoice Date [01/14/2021 _ﬂ

Y N I e . aannt _L SUIP Ity b

STEP9S

Click on the Add Attachment button.

Cancel Attachments

Attachment Details

There is no Attachmant to display.

“J_-A ...,..-"‘--'--4._"“""",""""}“-—'*"""""",‘ ,-—-—-—.
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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 NQT 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 Done

lick to brows files

Cho
ADHOC.&
e

STEP 11

Click on the Upload button.

File Attachment

Click to browse files

11 pload || Clear |

AD HOC.docx
File Size: 156KB

STEP 12

Click on the Done button.

e

File Attachment 12 lm

Click to browse files

AD HOC.docx
File Size: 156KB

Upload Complete
—]
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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.

, [ 9?"??‘ | Attachments

1 row

Details

Attached File Description User Name Date/Time Stamp

AD_HOC docx = 01/14/2021 1:52:06PM

STEP 15

Click on the Next button.

@ @ ®

Summary Invoice Details Settlement Info
£ Previous | Next ¥
Step 2 of 3: Invoice Details
There are no Invoice Lines 10 Laspiay.
Add Line Copy Purchase Or\dir NUID [ |

___Jf""“ _f“*r“-"‘_",..“ffd‘" J’m_kf‘\_r

STEP 16

Click on the Copy Purchase Order button.
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|

X Esit Self Service Invoice

@ ® ®

Summary Invoice Details Settlement Info

Step 2 of 3: Invoice Details

There are no Invoice Lines to Display.

T R il Y S e T
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.
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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 number is

invalid, the PO is no longer available for invoicing OR the PO was created for a different supplier and/or under a different
location then the ones selected in steps 4 and 5.

Cancel | Search Purchase Order

PO Business Unit E
*PO Date Option | No Date v
PO Date
PO Buyer
Item ID
Description

UPNID

Clear |

No results were found that maich your search criteria

STEP 20

The PO will populate in the Search Results area. Click anywhere on the PO row.
qg#f‘\_;"‘f\ﬂhrm"\/,\“/m/‘"mv-fv“‘vmk

Search Results 1 row
PO Unit © FOID ¢ PO Date © PO Total © Currency ©
02501 0000837457 05/18/2020 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.
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|

Cancel | Copy Purchase Order 21 m
PO Number 0000837457
PO Unit 02501
PODate 05/18/2020
PO Buyer

PO Total

Line Details

Select the row(s) and click Done to copy the Purchase Order line(s) back to the invoice. o
o Lne HemiD peccrption ¢ UnitPrics UOM  Quantity Amount Cumency Manufacturer D Manufacturersitem UPNType UPNID
1 Aivarac Rome: uppod 000000 EA 10.0000 usp 00132001200
o 2 Abéarado Khae Svppod, 0.00000 EA 10.0000 usp 00132001300
o 2 f:’;;’:rm Strgical Knea 0.00000 EA 10.0000 usD 00132001400

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.

@ @ @

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

Item ID
Invoice Lines Description | ELEVATOR O
Edit

Line & Item © Description © Quantity © Unit © Unit Price © uom [2a E

E 1 ELEVATOR O 20000 EA 148.00000 Unit Price | 145.00000

*Line Amount | 202.00 uso
e A e ah. B B e s - n“”'ﬂ“'—l Remove Apply Tax here
\ Comments
P

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.
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|

STEP 24

Click on the Next button.

% Exit Self Service Invoice

©) ® O,

Summary Inwoice Details Settlement Info

Step 2 of 3: Invoice Details

Add Line Copy Purchase Order BNUID I O.I

Invoice Lines 1row
Edit
Line = Item = Description © Quantity -~ Unit = Unit Price © Amount & Currency =
1 ELEVATOR O 20000 EA 146.00000 20200 UsD »

R N N — . f—'*-d-'-—-\._—-.__,"_"_——- I e |

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.

» exit  Self Service Invoice
Py
@ @ @

Summary Invoice Details Settlement Info

26 Rl

Step 3 of 3: Settlement Info

Payment Terms MNet 30

Payment Method System Chack

Total Amount |2.000 UsD
Shipping Amount usD

Miscellaneous Charges 0.00 USD

Gross Amount 2.00 USD

I el T P L PN S ey T
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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
KaisereSettlements@kp.org to make the changes internally.

Selecting OK will Submit the invoice. Cancel will cancel submission.
Once the invoice is submittad, it can no longer be medified, but it can be viewed.

Only a Buyer User who can review Self-service invoices can modify the invoice.

27 “ Cancel

Congratulations!

You have successfully submitted a PO related invoice.
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Onelink Supplier Portal - eSettiements

Viewing and Correcting an Invoice with Errors
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 warsin PERMANENTE i
v
OneLink and Finance Technology OF Supplicr Rorkal

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
OneLink

STEP 2
Click on the Self Service Invoice tile.

Select the
¢ eSettlements {Supplier) Invoices in Progress
Results By Alternative Filters 1 row
Ir/l\)\roice 1D Buying Organization & Ir/l\)\roice Date Supplier Name & Sgpplier Location Amoulz)t T\r/)arlsaclion currency Status &
1053 KP FINANCIAL SVCS OPS  02/10/2020 - R 22243 USD Eror Correction Required >

STEP 3 T S S i e e e T o
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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 Q
Invoice Id From Q
Inveice ID To
F Y
P N , } -l

STEP 5

In the Supplier ID field select the supplier the invoice was entered under. Inthe Invoice Id From AND
Invoice ID To enter the invoice number. Click Done once complete.

By Date and Status ‘ By Alternative Filters ‘
Buying
Organi | Q I

Supplier
Location Q

vaice X Fom E
megiceDTe E

Voucher
Source

v

As Of Date

Max Rows 300

Reset

STEP 6
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In the Results click on the invoice line.

¢ eSettlements {Supplier) Invoices in Progress
Results By Alternative Filters 1 row
+| ¥
Ir/l\)\roice 1D Buying Organization & Ir/l\)voice Date Supplier Name & Soupplier Location Amoulz)t T\r/)ansaction currency Status &
053 KP FINANCIAL SVCS OPS  02/10/2020 = 1 22243 USD Eror Correction Required >
-
"

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

Header Errors

Self Service Invoice
Field Name < Message &

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

Invoice Line Errors

There are no Inveice Line Errors to display

Pasacens CA §1103 USA

e A s I R Y — S e R e vency USD US Dater

Congratulations!

You have successfully viewed and corrected an invoice with an error.
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Returning to a Saved Invoice
Follow the steps below to return to a saved invoice(s) and complete submission:
STEP 1

Click on the eSettlements tile.

P4 warsin PERMANENTE i
OneLink and Finance Technology ~ OL Supplier Portal
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 S

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

STEP 2

Click on the Self Service Invoice tile.

&3

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 line.

64



#% KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements

< eSettlements (Supplier) Invoices in Progress
All - 12/23/2020 to 1/15/2021 3rows
+| [¥]
|I:IVCﬁ°E |n) Buying Organization © |I:IVCﬁ°E Date Supplier Name © S'uppl'ler Location Amcvur!t 'I"ransadion Currency Status ©
nvo—Es— KP FINANCIAL SVCS OPS  01/15/2021 - 1 202,00 USD Save Forlater 3 I
122 _A..-f NCIAL g TU2021 PSRRI NAMET MBTMIRINT o g BI00 LS e gee  Sgehorisglc pae |

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

Invoice ID POTEST Total Amount 282.00 USD
Buying P Sales Tax 0.00 USD
SUING e FINANGIAL SYCS OFS
 Organizatio Ay )
A iy N i .-hl'nr T B

Congratulations!

You have successfully returned to a saved invoice.
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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.

PR warsin PERMANENTE i
v
OneLink and Finance Technology el i S

OneLink Alerts eSettlements
Important Downtime Alert!

o OneLink will be down from 9:00 PM PT Saturday, 7/ -
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform (S

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

STEP 2

Click on the Self Service Invoice tile.

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.
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< eSettiements (Supplier) Invoices in Progress

All - 12/23/2020 to 1/15/2021 3rows
+| [

Invoice ID g, ving Organization © Supplier Name = g

BF’O_ES_ KF FINAMCIAL SVCS OPS 017152021 ] — ;1 28200 UsD Save For Later > I

123_;..- r“wqc:L - TRR2021 SeeRial) 3RS NANET MATaIRINT o TTTO0 USD e ,_y"Fo,[Laf P

Invoice Date Supplier Location Amount Transaction Currency Status ©

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 OF will Delete the invoice.

« Invoice Summary Information

o ] (o
Invoice ID POTEST Total Amount 282.00 USD e

?uy\ng KP FINANCIAL /03 0PS sales Tax 0.00 USD

i - s il e e B e, goed

Congratulations!

You have successfully deleted an invoice.

67



#% KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements
|

Utilizing the Excel Loader Tool

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
Pase - TR

~ @ Format Painter

Conanwng rormatas  Cel Insert

BIQv|E-‘¢‘-Av gg%‘éé Formatting ~ Table ~  Styles~ "j

|=2 Merge & Center ~

Clipboard [ Font ] Alignment

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

Styles

Send Invoice(s) Configure Waorksheet Save to TEXT |

Invoice Number* Invoice Date® Supplier 10* Supplier Location® Gross Invoice Amount® Sales Tax Amount

Lttt sk an | ol o i gt oot e T P s

Utilizing the Excel Loader Tool

STEP 2a (for KP Excel Loader- NON-PO)
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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 Example of Values Special Notes
No leading zeros or special characters such as

Invoice ID INVOICE_ID Varchar(30) 112855925 1@#5% & *()~{}{]\|
Invoice Date INVOICE_DT Date 2008-03-27 No future dating or back dating of more than 14 days
Supplier ID VENDOR_ID Varchar(10) 100011218
Supplier Location VENDOR_LOC Varchar(10) 1

1155.00
Gross Invoice Amount GROSS_AMT Decimal(23,2)

100
Sales Tax Amount SALETX_AMT Decimal(23,2)

50
Freight Amount FREIGHT_AMT Decimal(23,2)

5

Misc Amount

MISC_CHRG_AMT

Decimal(23,2)

More Information DESCR254_MIXED Varchar(254) Header Comments No special characters such as |@#5%*&*()~{}[1\|
Approver NUID CUSTOM_C100_A4 Varchar(7) 5123456 KP Approver NUID for Invoice
Voucher Line Number VOUCHER_LINE_NUM Integer(5) 1
Line Description DESCR Varchar(30) Line Descr No special characters such as !@#5%*&*()~{}[]\|
Merchandise Amt MERCHANDISE_AMT Decimal(23,2) 1000
Quantity Vouchered QTY_VCHR Decimal(11,4) 1
Unit of Measure UNIT_OF_MEASURE Varchar(3) EA
Unit Price UNIT_PRICE Decimal(23,2) 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
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Account ACCOUNT 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.

STEP 2b (for KP Excel Loader-PO)

Utilizing the Excel Loader Tool

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 l@#5% " &*()~{10\|
Invoice Date INVOICE_DT Date Y 2008-03-27 No future dating or back dating of more than 14 days
% 100011218
Supplier ID VENDOR_ID Varchar(10)
Y 1
Supplier Location VENDOR_LOC Varchar(10)
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) N $123456 KP Approver NUID for Invoice
I\VOUCHER_LINE_NUM
\Voucher Line Number Integer(5) 1
BUSINESS_UNIT_PO
PO Business Unit Varchar(5) 02501
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PO_ID
PO Number Varchar(10) 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 |@#5%"&*()~{}[]\|
MERCHANDISE_AMT
Merchandise Amt Decimal(23,2) 1000
QTY_VCHR
Quantity Vouchered Decimal(11,4) 1
UNIT_OF_MEASURE
Unit of Measure Varchar(3) EA
UNIT_PRICE
Unit Price Decimal(10,2) 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 |@#5%"&*()~{}[]\|

Please note:

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

STEP 3

Utilizing the Excel Loader Tool

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

Note:

* The macro validates the data for format errors and required fields. All errors must be fixed before the .txt file can be

created.

* The recommended file naming format is SUPPLIERNAME_DATE_SEQNO.txt. For example: hasbro_20190124_001.txt

e it

Y Arial <0 ). =k - ab ]G - ' — e
e $ v % 9 | EfFormatasTable~ FDelete ~ | i~ =
(s BIU- Fv|O0-A. =E=E=== 5~ = - Sort& Find& | |
> Sy = | === === a8 48 fi Cell Styles ~ fEfFormat~ | €~ Fiferv Select~
1
Clipboard & Font ] Alignment = Mumber = Styles Cells Editing |deas

Invoice Number*

Invoice Date*

Supplier ID*

Supplier Location®

|

{

Gross Invoice Amount® Sales Tax Amount

P O I o e

B N S W PR

1
“
’:.




#% KAISER PERMANENTE.

Onelink Supplier Portal - eSettiements
|

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.

STEP1

Select the eSettlements tile.

[yrremprrm -
OneLink and Finance Technology ¥ OL Supplier Portal

OneLink Alerts eSettlements

»
Jo
®

Important Downtime Alert!

o OneLink will be down from 9:00 PM PT Saturday, 7. ——-—
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform i~

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

STEP 2

Select Spreadsheet Upload tile.

¢ eSettlements (Supplier) Upload Invoices

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

- - MAT_JOINT 3 Upload File Wiew Status

- - MAT_PWRT Upload File: Vi Status
- - 1 Upload File Wiew Status
= = = r—
1 Upload File View Status
o b bttt g, s e e A P ST WPV U e TR T SIS Y S -
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9
B

STEP 3 o

A ———— ——————

F |

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.

STEP 4

Click on the Upload File button.

| cancet |

Upload File
Supplier Name Z100013471_MAME1
Location 1
Upload File Details
There is no Uploaded File to display.

| Upload File |

STEP5

Ty PSR St

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

to browse fles

Cho
ADHOC.&
e
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STEP 6

Click on the Upload button.

File Attachment x

Click to browse files

- -

e BUNDLEUPLOADTEST1.txt
File Size: 135KB

STEP 7

Click on the Done button.

File Attachment 7 "1'!!,'_! I

Click to browse files

BUNDLEUPLOADTEST1.txt
File Size: 135KB

Upload Complete
]

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.
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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.

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

j c;:-,:;i Attachments 10 f

Details

Attached File Description User Name Date/Time Stamp

AD_HOC docx n T 01/14/2021 1:53:05PM

Congratulations!

You have successfully uploaded an XML .txt file of invoices for processing.
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Viewing the Status of an Uploaded File
Follow the steps below to view the status of files uploaded via Spreadsheet Upload.
STEP 1

Select the eSettlements tile.

P4 wassin PEAMANENTE = S
OneLink and Finance Technology ~ OL Supplier Portal ﬁ Q H @

OneLink Alerts eSettlements

Important Downtime Alert!

o OneLink will be down from 9:00 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.

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 =
= o MAT_PWAT Upload File View Status

P S I I W P D A, ot , e A T S P ——

STEP 4 (optional)
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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 Z100013471_NAME1
Location 1
4 ¥ Search Criteria

Search Results 2 rows
File Status © Upload Date/Time © Process DatefTime © . View F - Review Results ©
Emor 01/08/2021 2:13:37.000000PM 01/08/2021 2:14:42.000 g s Datails
Errar 01/08/2021 2:03:03.D00CO0PM 01/082021 2:03:46.000 Details
Y p— PO S Y - o n—pet®™™ ey | e e L AT

Viewing the Status of an Uploaded File
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 x
Supplier Name Z100013471_NAME1
Location 1
» Search Criteria
Search Results 2 rows
File Status © Upload Date/Time © Process Date/Time © Upload Filename File Type © Review Results ©
BErrbr 017082021 2:12:37.000000PM 01/08/2021 2:14:43.000000PM BUNDLEUPLOADTESTZPO. tut XM

Emor 01/08/2021 2:02:03.000000PM 01/08/2021 2:03:48.000000PM BUNDLEUPLOADTEST1PO.tt XML Detailz

F T — A P e B — -~ B e f—-—- ,-"" e

STEP 7
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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_NAME1
Location 1
¥ Search Criteria
Search Results 4 rows
Status = Process Date/Time = Invoice ID = Invoice Date = Upload Filename = Mescages ©
Success 010872021 2:14:43FM UPLOADPOI1Z 01oe2021 BUNDLEUFLOADTESTZPO.tt

Emor 0170872021 2:14:43PM UPLOADPO13 0170472021 BUNDLEUPLOADTESTZPO. txt

UGS WPUGRIE A R o o URLOSDECHRS, e nRIITHRUZT s B B e o s PP A ___‘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 BUNDLEUPLOADTEST2PO.td

Invoice UPLOADPO13

Errors Srows
Rule ID Line © Dist & Field & Value © Error Message ©

EM_SQLO00G 1 PO_ID 000052226856 Invalid Purchase Order. (7220,221)

EM_SQLOO14 1 SCHED_MER 1 Invalid Purchase Order Schedule (7220,226)

KP_EM_SQLO00Y 1 PO_ID 0000522285 Supplier on PO D and Inveicing supplier are not same. (20021,38)

EM_SQLO00G 2 PO_ID 000052226856 Invalid Purchase Order. (7220,221)

EM_SQLOO14 2 SCHED_MER 1 Invalid Purchase Order Schedule (7220,226)

s Amnen anne b i TNt g G et

Congratulations!

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

[yrrerpr— -
OneLink and Finance Technology ¥ OL Supplier Portal

OneLink Alerts eSettlements

»
Jo
®

Important Downtime Alert!

o OneLink will be down from 9:00 PM PT Saturday, 7. ——_
until 8:00 AM PT Sunday, 7/26 in order to migrate to the
new sign-on platform o

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

STEP 2

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

< OL Supplier Portal

] eSettiements Dashboard eSettlements Dashboard g
Self Service In\ﬂ{
w4 eSettiements v b
A
) Supplier Information v —¢
[ | Invoices w 9
L= Payments w |
E
{ P t Inqui
i Supplier Dashboard v ﬂ ayment Inquiry
& My Profile v
e

T P Pr SRR W P -

STEP 3

Select Supplier Dashboard. A new browser window will open displaying the Supplier Dashboard.
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< OL Supplier Portal

" eSettlements Dashboard eSeti
¢

“y eSeiflements b {
E ) Supplier Information b f
nvoices w /

BB payments b ‘

(il Supplier Dashboard ~ (
Supplier Dashboard (

™y Sgfile esdemec .pt--—\\"

Understanding the

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 Currency |USD Q Convert

*Chart Style | 2D Vertical Bar

Supplier Q

As Of Date | 091272018 ]

Rate Type Curent Rate

Draw Chart

The four Invoice Status under General Summary are:

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

credit.

* Past Due: All past due open invoices included in the invoice balance amount.
* Dispute: Kaiser does not utilize this functionality through eSettlements.
* 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.
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General Summary
B Q 1-4 of 4 v View All
Status Count Total Gross in USD Customer Invoices
Invoice Balance 21 110,972.18 = &
Past Due 12 27,697.30 Q
Dispute 4 11,497.25 &
Proposals 12 152,166.95 3 &
Amount in US Dollar
180K
i
120K
£ B Past Duss
g 20K il
50K - i
o : W oropocals
K IWoics Baisnce Past Due Supplier - Dispute Discount Proposats
Invoice Status
The Last 10 Payments section will display your most recent payments generated.
Last 10 Payments
H Q 1-100f135 v | b Bl View 100
P. Beneficiary Payment
ayment Date Reference Bank Bank ID Account # Frbsnin Curr Status
09/05/2018 0003171711 = unsllf - 2 2,500.00 USD
09/04/2018 0003171705 St uinall| st san 43764 USD
083172018 0003171751 e - : 23,123.41 USD
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