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1. Introduction

Washington Suburban Sanitary Commission (WSSC Water) has developed a Web-

Based Compliance Application in order to verify subcontracting compliance by prime
contractors. This application has a user-friendly web interface and is in the Oracle E-Business
Suite platform.

Definitions

Prime contractors — The contractor or Vendor(s) to whom WSSC Water issues a purchase order or a
contract.

Tier1 subcontractors — Vendor(s) or contractor providing goods or services to a Prime contractor or
vendor under contract with WSSC Water.

Tier2 subcontractors — Vendor(s) or contractor providing goods or services to a Tier1

subcontractor.

All subcontractors working on WSSC Water contracts are required to use
the Compliance application to enter information about their invoices submitted to
prime contractor and validate payments received.

If you are a subcontractor—either hired by the prime contractor (Tier 1) or by a Tier
1 subcontractor (Tier 2)—you must enter invoice information in this application.

Once a subcontractor enters an invoice, the receiving contractor is notified by email.
The contractor (Prime or Tier 1) must then log in, enter payment information, and submit it. The
subcontractor will receive an email to confirm the payment.

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 Compliance application.

WSSC Water Compliance |Subcontractor User Guide 1



WSSCWATER

2. WSSC Water Compliance
2.1 Entering/Updating Invoices

1. Click onthe link Supplier Portal | WSSC Water to go to the login screen (or copy and
paste https://www.wsscwater.com/supplier), then click on “Login” (see below):

SELECT LANGUAGE NEWS PUBLIC NOTICES CAREERS EMPLOYEEFORTAL SiGNUF/oeiNn g [H

WHO WE ARE WHAT WE DO  GET INVOLYED WORK WITH US CUSTOMER SERVICE

Home » Wark With s » Procurement * Procurement Owverview

Supplier Portal

To be eligible to bid on W55C Water solicitations, prospective vendors must enroll in our Supplier
Portal System. There's no charge, and by registering, you'll be notified of upcoming contracts that
meet your industry classification.

2. Logintothe WSSC Water Supplier Portal.

* User Name

{example: michael, james.smith)
* Password

{example: 4uS9v23)
canet

Accessibility

Select a Language:
English

Copyright (c) 2000, Oracle. Al righs reserved|

3. Click on WSSC Compliance Module Subcontractor Invoice Entry -> click on Enter/Update
invoices.
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Oracle Applications Home Page

Main Menu Worklist

_Personalize | Full List
3 _JwsSC CBR Supplier Manager From Type Subject Sent Due
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
* TIP Woiklist Access - Specify which users can view and act upon your notifications.

=¥ WSSC Compliance Moduls Sub Contractor
Inwvoice Entry

4 Enter / Update [nwoices

3 Compliange Heports
+ [_IWsSC Solicitations

+ L wssC Supplier Resources

4. Usingthe 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

1-40 w Mt 40 b

Involces ..... Payments Contract¥ - Type Description - Relatlon = Vendor to be Involced -
, 4 MUS1B000  Contract Purchase Ageement Prime o Tert dLLe
MDSOEI000  Contract Purcnasa Agraamant VICES, IND
35138 Conlrsc Putchise Agresment
Conract Purchasa fgroament
144401 Contract Purchase Agreement APSON, INC
MOS842000  Contract Purcnasse Agreement L Paime to Tert VICES, INC
4703 Standan Purchase Order Prima o Tart
Fd 7 05342 Standard Purchase Order Prime o T £
MUS432000  Contract Purchase Agreement Prime ta Tr1 VICES, INT
128573 Coniract Purchase Agrasment T Prima o Tari M, LLE
MOS169000  Contract Purchesse Agreement Fuime 1o Tert APSON, INC.
150568 Comract Purchasa Agrament Prima 1o Tart AFSON, INC
57981 Conirsct Purchese Agreement Frione 10 Tiert
46330 Comract Purchase Agreement Prme 1 Tert MCATES, LLP
08608 Conirect Furchise Agresment e MASIBT TR Jor Lgeon 1am | Frima to Tar! JORNSON, MIRMBRAN 5 THOMPSON, ING

5. Clickonthe / under the “Enter/Update Invoices”

Invoice Entry ' Payment Acknowledgement

Contract =: (114871 Q, Invoice =: 2, | Find |

Enterfu%lmﬂim weeee Accept [ Reject Payments|Contract#|Prime Vendor Type
&

Subcontracting V

‘)) 114571 || Contract Purchase Agreement
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6. To add an invoice-> Click “Add Invoice”.

Add Invoice 3 |  Apph Total 45,552.71

Previous 1-250f27 v Next2 b

7. 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

e S R R g L L S R L R R

Contract#: 150558 Vendor to be Invoiced: ¢ «Contract Type: Contrac!
r-

------------------------------------------------

Previous 1-250f28 w Next3 b
Edit Delete Invoice # Invoice Date Invoice Amount Release | Task
14500 08-Aug-2025 _ fies 5000 v

8. Aconfirmation will appear at the top which says, “Email Sent to the Contractor for invoice #
and Date”.

_ Confirmation

Email Sent to Contractor for Invoice - Number: 14500 and Date: 2025-08-09
Enter / Update Invoices

Contract# 150558 Vendor to be Invoiced: Contract Type:

Previous 1-250f28 w Next3 b
Edit Delete Invoice # Invoice Date Invoice Amount Release | Task

S W 14500 09-Aug-2025 5000.00
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9. 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 ¥ iconto
delete the invoice.

2.2 Accepting or Rejecting Payments
1. Logintothe WSSC Supplier Portal using the steps from 2.1 above:

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

Oracle Applications Home Page

Main Menu Waorklist
| Personalize Full List
+ LJwssc cBR Supplier Manager Fram Type Subject Sent Due
= CIwssC Compliance Modiule Sub Contractor There are no notifications in this view.
Invoica Entry #TIP Vacation Rules - Redirect or auto-respond to notifications.

= * TIP Worklist Access - Specify which users can view and act upon your notifications.
2 Enter [ Unpdats [nvoices

= Comphiance Heports
+ L IWsSC Solicitations
H LI WSSC Supplier Resources

WSSC Water Compliance |Subcontractor User Guide 5
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3. Usingthe 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)

1 ice Entry [ P t Ack e +

— ’:‘Imcn s

Involces ... Payments Confract# -

M5 168000
MOS0EI000

135129

144401

Type

Contract Purchese Agreement

Contract P

Description -

Contract Purchasa Agraamant

Contract Purchise Agreement

agreament

Conract Purchase Agrasmant

M0S842000  Contract Purchime Agreement L
104703 Standard Purchas L=2g
105342 Standard Puichase Order
MOS432000  Coniract Purchase Agroament
120573
V. MOS189000  Contrac
50558
157881 Coniract Puichise Agreement
146330 wohase Agreement
108808 Conract Purchase Agreamant NEW MEFTB LIS K LEBoN 18 |

4. Clickonthe -/ under the “Accept/Reject Payments”

Relation -

Prime o Taert
Prima 5o Tar1
Priene fo Terl
Frime i Tier1
Prima o Tiar1
Primne o Tier
Prima t0 Tiart
Priene o Tier1
Prime o Tier!
Prima o Tiar1
Priene to Taer1
Prim 50 Tear1
Priené o Teerl
Prime %0 Teerd

Frima 5o Tiar1

1-40 ~ Wextdd b
Vendor 1o be Invoiced .
A LLC

WICES, NG

APION, INC.

WICES, ING

WICES, NG
4 LLE
APSON, INC

APSON, ING

JOHNSON, MIFRIRAN & THOW)

Invaice Entry / Payment Acknowledgement

Contract =: 114571

»

Q1

e |

V(e ¥

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

114971

Type
Contract Purchase Agreement

Suboontracting V

5. Onthe Acknowledgment Payments screen, click on the / . A new section appears on the

right called “Payments”.

Acknowiedge Payments

Contract#: 114971 Prime

Conlract Type:  Contract Purchase Agreement

Fayments

Amount
Invoices Payment [R5 Paid by
Payments Involce# InwolceDate Involce Amount Total Prime Paid Amt Total Accepted Amt Date Checks Reference Date Amount Recenved Prime
D 1500 13-Aan-2020 5,000.00 5,000.00 IJan-2020 1334 1234 5,000.00
Total 5000

Apply | Cancel
WSSC Water Compliance |Subcontractor User Guide 6
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6. Click onthe 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 application automatically defaults the Amount Received to Null
(blank) value.
Payment Response S
Invoice# Check# Reference Response Amount Received Paid by
Date Date :
Prime
14500 12-Aug-2025 Accepted v 5000.00 §5,000.00
Total 5000
Apply Cancel

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

screen.

2.3

Accessing Reports

The Web-Based Compliance Application allows the subcontractor to run one report for invoices and
payments.

1.

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

Log into the WSSC Water Supplier Portal using the following link Supplier Portal | WSSC
Water (or copy and paste https://www.wsscwater.com/supplier), then click on “Login”:

IR

w

One-Source

VISBCUATER

Gopyright (c) 2000, Orade Al rights resesved.
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2. Click on WSSC Compliance Module Subcontractor Invoice Entry -> Click on
Compliance Reports

Oracle Applications Home Page

Main Menu Workldist
Personalize .
Full List |
H [ J Application Diagnostics From Type Subject Sent Due
# [ J purchasing Super User There are no notifications in this view.
# [ wssc CBR Supplier Manager “TIP Vacation Rules - Redirect or auto-respond to notifications.
- 2oL LUK suppler Manager < ; . . ) : S
3 EJwssc Compliance Module Sub Contractor TIP Worklist Access - Specify which users can view and act upon your notifications.
Invoice Entry

| Enter / Update Invoices
Complance Reports
+/ TTWSSC Solitations

+ [ Jwssc Supplier Resources

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

WSSC Compliance Module Reports for Subcontractors

Report: ISubcontractﬂr Invoices and Pag.rmentRepo Qutput: |FDF |V

Contract#: |114971 G

WSSC Water Compliance |Subcontractor User Guide
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4. An Open File banner appears at the top of the screen when the reportis ready to be opened.
You must wait until this banner displays before you can view the report. Click on Open to
view the report.

& WaseSubContractorlmPay (2)pdf

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 Reportﬂ IOutput: I vl I
| Run Report |

Contract#: 114971 Q

WSSC Water Compliance |Subcontractor User Guide 9
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2.4 Email Notification Setup

To receive emails when the prime contractor enters payments, follow these simple steps to ensure
you are properly set up.

1. Onthe Homepage, click on “Preferences” which is located on the top right corner of the
screen.

W, onesource E-Business Suite

& Favories v Logout| Preferences

Logged In As

Oracle Applications Home Page

“TIP You have 1 open notifications in your Workist. Please use the Workflow Worklist to view and respond to your notifications.
Main Menu Workdist

Personalize Fall Lt (1)

£ WssC Compiance Module prime From{Type |subject [sent~  |pue
Contractor Payment Entry.

8 £ wssc solctations “TIP Vacation Rules - Redirect or auto-respond to notifications.

@ £3 wssc Supplier Profile & User Manager ¥ TIP Workdist Access - Specify which users can view and act upon your notifications.

23 wssc supplier Resources

2. In Display Preferences, scroll down to the Notifications section. In the Email Style drop-
down choose “HTML mail with attachments”-> Click “Apply”.

Y. onesource E-Business Suite

O S

Qurert Sesion Languace. [Amencan Engeh ] (1)
Oefauk Afication Langusge. [Fmancan Exgh] (0

Accessibiy.

e = )
Regional
Tertory [Ureedonts — ™

Date Format - dd-MMM-yyyy (30-Rpr-2020)
Tinszone [(@17 01100 szem Tme V]
[—— )
ey [E@EY]
ot CaracerEncodng [ictom B i) [7] )

Change Password

L e —

Delivery Manager o-rail server credentals.

P —
M passuond

Start Page
Responshity [WSSCSoctatiors ]
Pege [E5C Actve Sahctatons ReporiY]

_—
Evai Sty [T mad vith stachmeris (V]

[ Comoe | [Ressttonofeak ] el |

——
— |
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