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1. Introduction

Washington Suburban Sanitary Commission (WSSC Water) has developed a new Web-Based Compliance
System that will replace The PRISM Portal™. The new Web-Based Compliance System has a user-
friendly web interface and is on the Oracle E-Business Suite platform.

Subcontractors working on WSSC Water contracts are required to use the new application to enter
invoices submitted to prime vendors and validate payments received.

Once the subcontractor enters an invoice, the prime contractor is notified by a system-generated email.
Once a prime contractor enters payment information, an email is generated and sent to the
subcontractor for payment validation.

1.1 Purpose

The purpose of this document is to provide step-by-step instructions on entering invoices, validating
payments and accessing reports in the Web-Based Compliance System.
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2. WSSC Water Compliance

2.1 Entering/Updating Invoices

1. Go to the wsscwater.com website and click on “sign up in Supplier Porta

III

(see below):

Newsroom | Events | Careers | Employee Porial | Contact Us

& Recreation WSSC Water

= Need Help Paying Your Water/Sewer Bill?

We're here to listen. Leamn about WSSC Water's Affordability options

Events

March 152020 March 17, 2020 | News Release
Commission Maoling, March 18 - POSTPONED Emergency Water Main Repairs — West Hyatisvilie
10:00 AM
n 17,2020 |

Agril 08, 2020 ment from W C Water on COVID-19
Board of Ethics Meeting - April 9
01:00 PM March 16, 2020 | News Release -

Emergency Waler Main Repairs — Takoma Park
April 15, 2020
Commission Meeting, April 15 F Vievton Neove: Relecoes
10:00 AM -

+ View sl events

About

My WSSC Water

Login | Register

Create an account in order fo:

Report & Problem/Contact Us /
Sign ugiip Supplier Portal

Custgme Notification System (CNS)
Submit a Claim

&Permiting System

Maryland Public information Act

Finding and Verifying a Plumber/Gasfitts

Code of Regulations

Office of the inspactor Genaral

2. Loginto the WSSC Water Supplier Portal and click on “Log In” (see below)

Walor Gualty Bu:
& Stewardship & Construction

o =

Education
& Recreation

WS

Oppartunities

> Waler Supplier Portal System

WSSC Water Supplier Portal System

WSSC Supplier Portal

Welcome to the WSSC Water Supplier Fortal System Enroliment Application

All vendors and prospective vendors are required to register in WSSCWater s Suppher o ystem List in order
1o bed on available solicitation. By submitling your ragistration, you will be notified of upcoming contracts, based on
your specilied North America Industry Classification System (NAICS) code(s) for which you are eligible to submit a

bid. Thes service s available lo you ler free, there is no cost to our badder communily.

The Regrsiration process,

Enter your Primary Business Information
1. Company Name

2. Tax Counlry

3 Taxpayer ID

4 DUNS Numbar

()

Enter your Primary Contact Information

1. Email

2. Name

3 Phone Number

Salect Products and Senaces (NAICS Codes)

-K

Create an account in order 1o
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3. Loginto the WSSC Water Supplier Portal

Selecta L
English

Click on WSSC Compliance Module Subcontractor Invoice Entry -> Click on Enter/Update
invoices

Cracle Applications Home Page

Personalize | Full List 1
+ LIwssc Cag Supglier Manager From Type Subject Sent Due
Ef#] WSSC Compliance Moiule Sub Contractor There are no notifications in this view,
Invoice Entry ~ TIP Vacation Rules - Redirect or auto-respond to nobifications.,
~ ~ TIP Worklist Access - Specify which users can view and act upon your notifications.
=8 Enter [ Update [nvoices
5 Compliance Heports

i L Iwsse Solicitations
1= LIWSSE Supplier Resources
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5. Using the Contract # search option enter the contract number and click Find.
Note: Contract number is either the Standard Purchase Order number (SPO) or Contract
Purchase Agreement (also referred to as CPA or master contract) or Blanket Purchase
Agreement (also referred to as BPA or blanket contract)

Invoice Entry | Payment Acknowledgement =y
Contract : |114971 4, Invoice 7: A
Enter/Update Invoices ..... Accept/Reject Payments Contract# Prime Vendor Type
» P 101038 Standard Purchase Order
» » 101040 | Standard Purchase Order
7 2 114971 Contract Purchase Agreement
> > EpEy -
» ’ MO4158000 Contract Purchase Agreement
» » MO4754000 Contract Purchase Agreement
» 2 MOS044000 Contract Purchase Agreement
» » MOS5700000 Contract Purchase Agreement
» » MO5830000 Contract Purchase Agreement

6. Click onthe j under the “Enter/Update Invoices”

Invoice Entry / Payment Acknowledgement

Subcontracting V

Contract #: (114871 Q, Invoice #: Q, | Find |
Enter/U Invoices ..... Accept/Reject Payments|/Contract#|Prime Vendor Type
Vs 2 1144971 | Contract Purchase Agreement

7. To add an invoice, Click “Add Invoice”.

Enter / Update Invoices

Contract #: 114971 Prime: Contract Type: Contract Purchase Agreement

Edit Delete Invoice # Invoice Date Invoice Amount Release [ Task
No results found.

Add Invoice || Cancel || Apply

Total 0.00
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8. Enter Invoice Number, Invoice Date, and Invoice Amount, Release/Task -> Click “Apply”.

Ensure a Release/Task number is selected from the drop-down list if the invoice is against a
Contract Purchase Agreement (also referred to as CPA or master contract) or Blanket Purchase
Agreement (also referred to as BPA or blanket contract). This field must be blank if the invoice is
against a Standard Purchase Order.

Enter / Update Invoices

Contract #: 114971 Prime: Contract Type: Contract Purchase Agreement

Edit Delete Invoice # Invoice Date Invoice Amount Release [ Task

i = -

9. A confirmation will appear at the top which says, “Email Sent to the Prime for invoice # and
Date”.

"z Confirmation
Email Sent to Prime for Invoice - Number: 14500 and Date: 2020-01-13

Enter / Update Invoices

Contract #: 114971 Prime: Contract Type: Contract Purchase Agreement
Edit Delete Invoice # Invoice Date Invoice Amount Release [ Task
> ) 14500 13-Jan-2020 5000.00 117551

Add Invoice | | | Total 5,000.00

Return to Search

10. Once the invoice has been entered, it can be modified or deleted as long as there are no

payments posted against the invoice. Use the - icon to modify or the W icon to delete the
invoice.
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2.2 Accepting or Rejecting Payments

1. Loginto the WSSC Supplier Portal using the steps from 2.1 above:

ot & Lanagunge:
English

2. Click on WSSC Compliance Module Subcontractor Invoice Entry -> Click on Enter/Update
invoices

Oracle Applications Home Page

Main Menu . Worklist

Personalize | Full List |
2 _Iwssc caa Supplier Manager From e e

=] -—llf'ii: Compliarice Module: Sub Contradtor There are no I'il:ﬂllflcahul'ls i this view.
Invoice Entry « TIP Vacation Rules - Redirect or auto-respond to notifications.

o * TIP Waorklist Access - Specify which users can view and act upon your notifications.
= gEnter Ilf !ilﬂﬂ!g MVOIRCES

= Compliange Reports
) LIWssC Solicitations

#l Ldwssc Supplier Resources
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3. Using the Contract # search option enter the contract number and click Find.
Note: Contract number is either the Standard Purchase Order number (SPO) or Contract
Purchase Agreement (also referred to as CPA or master contract) or Blanket Purchase

Agreement (also referred to as BPA or blanket contract)

Invoice Entry / Payment Acknowledgement

Contract #: |114971 4 Invoice #

1.\

Enter/Update Invoices ..... Accept/Reject Payments/Contract#|Prime Vendor
» » 101038

» » 101040

Type
Standard Purchase Order

i Standard Purchase Order

» 4 114971

Contract Purchase Agreement

Lo

» >
» _ » MO4754000
» » MOS044000
» . » MOS700000
» ’

Contract Purchase Agreement
Contract Purchase Agreement
Contract Purchase Agreement
Contract Purchase Agreement

Contract Purchase Agreement

4. Click on the 4 under the “Accept/Reject Payments”

Invoice Entry [ Payment Acknowledgement

Contract #: 114571 3, Invoice #:

114971

7

9, | Find |

Enter/Update Invoices ..... Accept/ Reject Payments/Contract# |Prime Vendor Type
Contract Purchase Agreement

5. On the Acknowledgment Payments screen, click on the 4 . A new section appears on the right

called “Payments”.

Acknaowiedpe Payments

114971 Prima:

Contract Type: Contract Purchase Agresment
Payments

Imvoices
Payments Invoice# InwolceDate Invoice Amount Total Prime Paid Amt Total Accepted Amt Date

E 14500 13-Jan-2020 5,000.00 5,000.00

Response
Checks Reference Date
14-Jan-2020 1234

Apply | Cancel

1234 Mot Responded ©
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6. Click on the drop-down list under “Response” to Accept or Reject the Payment. When accepting
a payment, enter the dollar amount received in “Amount Received” cell. When a payment is
rejected, the system automatically defaults the Amount Received to Null (blank) value.

Payments

Amount
Payment Respon Paid by
Date Check# Reference Date Response Amount Received Prime
14-Jan-2020 1234 1234 Accepted v 500045,000.00

Total 5000

Apply J Cancel \

After accepting or rejecting the payment, click on the ‘Return to Search’ link to go to the previous

screen.

2.3 Accessing Reports

One report is available.

e Subcontractor Invoices and Payment Report: Displays detailed invoice and payment amounts
against any contract for which the subcontractor is a participant.

1. Loginto the WSSC Water Supplier Portal using the following link <Here>

YV onesource

[y
Concs

Login Assistance

Select a Language:
English

WSSC Water Compliance |Subcontractor User Guide



J
{
WSSC\WATER

2. Click on WSSC Compliance Module Subcontractor Invoice Entry -> Click on Compliance Reports

Oracle Applications Home Page

Main Menu

Workdist
Personalize Full List |
# [ Application Diagnostics From Type Subject Sent Due
B3 Purchasing Super User There are no notifications in this view.
+) [ wssc €BR Supplier Manager “TIP Vacation Rules - Redirect or auto-respond to notifications.
3 Bl wssc complance Module Sub Gontractor ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
Invoice Entry

| Enter / Update Invoices
Complance Reports

+ TTWSSC Solatations

+ [JWsSC Supplier Resources

3. Click on the drop-down list and choose a report -> Enter the Contract #: -> Click Run Report

WSSC Compliance Module Reports for Subcontractors

Report: ISubcontractur Invoices and Pag.rmentRepo Output: |PDF

Contract#: 114971 e
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4. A banner appears at the bottom of the screen when the report is ready to be opened. You must
wait until this banner displays before you can view the report. Click on Open to view the report.

WS5SC Compliance Module Repors for Subcontractorns

Report: | Subcontractor Invoices and Payment Repart ¥ | Output: Ivm- 2]

Run Report |

Contract®: 114971 -4

Home Logout Proforonces

L

<
b Do you want to open or save WsscSubContractorinvPay.pdf (25.7 KB) from ¢ 08 .wsscad.root? m Save | T Cancel
.

Note: The report can be exported to Excel by simply choosing Excel in the Output section.

WSSC Compliance Module Reports for Subcontractors

Report: |Subcontractor Invoices and Payment Report Output: I. I

| Run Report |

Contract#: 114971 Q,

WSSC Water Compliance |Subcontractor User Guide 10



