Vendor Access/Electronic Billing Instructions

1. Bookmark this login page: https://www.ops-online.com/year18/vendor_login.htm
2. Type in your username and password, then click “Submit”.

OPSX.5

3. Once you log in, you will see a page like the one on the following page. From here you will be able to change
your password, view the terms of our PO’s, submit an inquiry or information change through the Vendor Help
Desk form, get the contact information for our Purchasing and Accounts Payable departments, sort your PO’s by
month, submit your completed PO’s for payment or check the status of a submitted invoice.



|Change F-?asmrdl Lagaout
Welcome Sample Vendor

Vendor Access to the Online Purchasing System (OP'S)

Online Purchasing System

The terms of this contract shall be effective from 090372013 to &30/2014. Either party may terminate this
agreement by giving sewven (7) days written notice. The Contractor agrees to the following:

. Payment terms are net 30 days from the correct invoice date.

. Payment will not exceed the total on the Purchase Order (PO).
. Electronic or Actual Invoice will OMLY be submitted AFTER services are rendered.
. Mo instruction given will be sectarian or denominational either directly or indirectly.
. You will adhere to the Service Vendor agresment.

. All invoices must be postmarked on or before 8/30/14 or they will not be honored.
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[o Update your profile, or ask a question please use: Vendor Help Desk: gopetsndses@amail.com

Status Definitions
Processed: This is the initial status for all PO's that will be sent to a vendor. A PO will remain in this status until

Accounts Payable puts it through the payment process.

Invoice Matched: Accounts Payable has received the submitted invoice and is in the process of submitting to
our Payment Dept.

SIMPLE INSTRUCTIONS:

*for more detailed instructions, click the link on the login page above your login boxes:

1. When you have completed the class for the student, locate the comrect PO below. (use the ‘'month’ calumn)
2. Click the PO number that is in blue.
3. When the electronic PO opens, review it for accuracy.
4. Scrgdl to bottom of page.
5. Click the button that the Student attended their classes and you are billing for the amount on the PO,
6. Type your electronic signature, title and the date.
7. Click SUBMIT
8. Your purchase order is now an invoice and will be sent to our accountant as it moves into the payment
process.
Thez fiest {1 - 200 oroers Gne di plirynd o0t of 45 - Pagi 1
Selers Month ¢ | Select Manth | | Sort by Month | | Invoice Status |
Next Page 2
Studainl | Sludis DRk Ifrnd o
PO Ordar Dale Last Toeachar Last Tartal Mok To
Mumber | Status | Reguested | Updatss | Mame = | = Duseription HEBh | oy | SIS S |RELIMES yandar
20130830 | 20431118 | Johrmon | DEEWR | Smen Croaive Wiiling Class. | Sept | 22.00 ;‘_'::"E'
REAGEIR gm e am | =g 5 . - ol - raceot o
2B236E36 Vaiched 201 3.02-30 || FH3-11-18 Johirescs T Emith Cravribae Writing Class Dot | 55,00 Submiliod
4. To print or submit a PO, click on the PO number in the far left column.
The first (1 - 30) orders are displayed out of 45 - Page 1
| Select Month || Select Month
Next Page 2
Student | Student Date Invoice
PO Order Date Last |TeacherlLast | >——— | =——— Total Note To
Number | Status | Reguested | Updated Name e Lol Description || o || e | e | e
MName Name — Returned
EhEaEEa5 Invoice Not
Paid 2013-08-30 | 2013-11-19 Johnson ] Smith Creative Writing Class Sept | 22.00 Submitted
Paid | 2013-08-30 | 2013-11-19 | Johnson | memmm | Smith Creative Writing Class | Oct | 55.00 | 'Mvoice Not




5. Once you’ve clicked the PO number, a new page will open up like the one below. From here, you will be able
to review the order and print it or complete the invoice section on the bottom of the PO and submit it for pay-
ment. To complete the invoice section, you will need to fill out one of the two sections as shown on Option 1
and Option 2 on the following page.

Bill to: ATTN: Accounts Payable Purchase Order No. 26835836

] Purchase Order Date: 08-30-2013

] Teacher: N

| "

ph: (S .-’f“ x\"al

fax: . T .

email: R — Haam®

Vendor: Ship to:

. I

] C/O i

it ie——

FPhone: Dt

Fax:

Wendor# 800 Acct# 800

Instructor Itern Description Subject Month Value

[ ] Creative Writing Class Writing Ot 55.00

Subtotal: 55.00

D - Gr. 10 Tax: 0.00

Order Total: 55.00

ity

1. Quote the Purchase Order number on invoice and on any related comespondenca.

ECPA AUTHORIZED SIGMATURE:

2. Accounis payable will not procass payments untl the sarvicas have bean completad. Mo peyments wil ba made prior to delivary of services.

3. For payment to be madea, INVOICE must be submitied to vendor: ecpaendorsi@gmail.com. Payments terms are Met 30. Payment tarms are
applied from date of receipt of & correct invoice

4. This PO authorization is contingent on the stipulations end contract set forth in the Services Vendor Agreement, please refer to your copy of
the agreemeant.

5. Any changes to this PO will render it WULL and WOID.
6. All refunds are to be mede payeble to Academy of Arts and Sciences.

Vendor |legin: bitoa:fweww.ops-online.comfyear] 4iwendor _ogin_him
Student: ——

PLEASE COMPLETE THE AREA BELOW TO RECEIVE PAYMENT IN LIEU OF SENDING SEPARATE INVOICE:

() Student attended ALL scheduled dassesdessons. | am biling for the entire PO amount.

() Student attended |DLI1: nfl scheduled classesdessons. 1 am billing for & of the above
PO total.
Instructor's Signetura: Title: Date:

By slgning, you are agreelng fo the terms and conditions abowve.

Purchase Order No. 26835836
Purchase Order Date: 08-30-2013



Option 1: If the student has completed all lessons listed on the PO, check the first box, type in your name, your
title within your organization and the date, check the box to agree to the terms of the PO, then click “Submit”.

FLEASE COMPLETE THE AREA BELDOW TO RECEIVE PAYMENT IN LIEL OF BENDING SEFARATE INWDICE:

E Etugent atbended ALL schaduled clssesbessons. | am biling for the andne PO amount

Eiuden| attoncked oot ol schidibed olass osfessons. | am bling for 5 ol The Ebasad
PO kel
Iresirciors Segnonune A ke

wendor name imstructor 1022413

Option 2: If the student has completed fewer lessons than listed on the PO, check the second box, list how
many lessons they attended, then the amount they were supposed to attend, and the adjusted dollar amount.
Then, type your name, your title within your organization and the date, check the box to agree to the terms of

the PO and click “Submit”.

——
PLEASE -:EﬂH.E;I ktetS:;(éllgl FT{' Lessociln;gsted IN LIEU OF SENDING aEmRATElllDoﬁ;;irJlEItggum

Ehpdeni abonded ALL scledulod clhissesbessons. | Gm biling for the andne PO amount

E Shydent am:ndcl L] ot ;I 4 schoduled classesiessons | am blling 1o 5| 41.2% of T G

PO boail
Irestruciors Signonne Tl T
wvendor irsErucior 102213

By shpnkeg, yOu and agroaing 1o fa lerms 5oed combitoes above.

Furchase Order No. 26835836
Furchase Order Data: 08-30-2013

6. Once an invoice has been submitted, you will receive a confirmation page. Close the tab, return to the main

page and refresh your screen.

7. When you refresh the main page, you will notice that the “Date Invoice Submitted or Returned” column will
change. The system records the time and date that the invoice was submitted and also stamps it on the record
that the Charter School (CS) receives. In the column directly to the right you will be able to see the status of the
invoice, whether it has been returned by CSs’ Accounts Payable department or not.

The first (1 - 30) orders are displayed out of 46 - Page 1

Select Month  + || Select Month |

Next Page 2
Lt Crcet s Last | Teacher Last !:r-t Last Dascripti Month | 12t smmm: Returned | NOt® T
—— = ] on —
Number Status Requested | Updated Name N N Cost R i Vendor
EESHGESE Invoice Not
Batch Paid 2013-08-30 | 2013-11-19 Johnson ] Smith Creative Writing Class Sept | 22.00 =
Submitted
#26885154
Hatch | Paid | 2013-08-30 | 2013-11-18 | Johnson | wmmmm | Smith Creative Writing Class Oct |s5.00 | 'MvoiceNot
Submitted
#26885154
. . - 2013-11-21
26835837 | processed | 2013-08-30 | 2013-08-30 Johnson I Smith Creative Writing Class Moy | 33.00 e no




8. Once an Admin user at the CS receives, reviews and approves the invoice, the status in the “Order Status”
column will change from “Processed” to “Invoiced Matched”. Once the invoice has been matched, the CSs’
Accounts Payable department will put it through the payment process. When the invoice enters the payment
process, it will be assigned a “Batch” number. Clicking the “Batch” number right below a PO number will show

you all of the PO’s that were paid together.

The first (1 - 30) orders are displayed out of 46 - Page 1

Select Month  + || Select Month

Next Page 2
PO Order Date Last | Teacher Last ’;‘:"‘ MII Mont | T2l | S lavalce | |Note To
= — Descri on —
Number Status | Requested | Updated Name Name Name Description Cost Vendor
AR Invoice Not
Batch Paid 2013-08-30 | 2013-11-19 Johnson | Smith Creative Writing Class Sept | 22.00 :
Submitted
#26885154
Paid | 2013-08-30 [ 2013-11-19 | Johnson | memmm | Smith Creative Writing Class Oct |55.00 ';‘;’J‘t‘)‘rﬁﬂ':gt
#26885154
26835837 | processed | 2013-08-30 [ 2013-08-30 | Johnson | BWWWM | Smith | Creative Wriing Class | Nov [33go | 201311-21 no

9. When the “Batch” number is clicked you will be able to view a report like the one below. This will tell you

the PO number and the month that the PO was made for in the left column, the student that the PO was for, the
invoice number (if applicable), the date and time that you submitted the invoice and the cost. At the bottom of
that section you will see the total payment that was made based on what was invoiced.

Vandor Nama:

[EST VENDDR

Venaor Numba:

Tast

TEST TEST

Vendor Address: 123 SOME PLACE Vendor Contact:

ANYTOWNL, GA 92500
Batch Payment Number: PR Batch Payment Date: 2012-05-22
M LMBErkct Fayman Frocessed Iy Venoor ACCesS
PO Humber Sudeni invoice Humbers Inv. Submited Cosi
10646305 - Oct Joe rrdummy 2012-05-22 09 45639 10 .00
10646306 - Now Joa zzdummy 2012-05-22 09.48-26 1000
10646307 - Dec Jo@ Froumemy 2012-05-22 09.49:15 10.00

Total

33000




If PO is returned to the vendor by CS Accounts Payable, you will receive an automated email with the PO

number in the subject line and will be directed to login and view the reason why it is being returned. To view a
return reason, log back into the Vendor Login by following steps 1 and 2 and look at the far right columns. The
“Returned” column will read “Yes” and the “Note to Vendor” column will have the reason. If the return reason
states that the lessons were billed prior to completion of the lessons, you can resubmit the invoice after the les-
sons have been completed by following steps 5 and 6.

The first (1 - 30) orders are displayed out of 46 - Page 1

| Select Month  + || Select Manth |

Next Page 2
Student | Student Date Invoice
FO Order Date Last | Teacher Last | Student Total Note To
Number | Status | Reguested | Updated Name Il B Description et || P || e o || e E s
Name Name — Returned
CEHEbEsg Invoice Not
Batch Paid 2013-08-30 | 2013-11-19 Johnson I Smith Creafive Writing Class Sept | 22.00 ©
Submitted
#26885154
Paid | 2013-08-30 | 2013-11-18 | Johnson | mmm | Smith Creative Writing Class Oct |s5.00 | 'MvoiceNot
Submitted
#26885154
26835837 | processed | 2013-08-30 | 2013-08-30 | Johnson | jmmmm | Smith Creative Writing Class Nov |a33.o00| 2013-11-21 no

11:43:28




