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	Vendor Self Service – ESupplier Web Site Basics
	

	



​Target Audience

· Marriott International vendor representatives that inquire upon payments from MBS clients
Overview 

· The ESupplier web site was created to provide the flexibility and convenience of payment information to our vendors. The ESupplier web site allows vendors to find out the status on invoices and payments online 24 hours a day, 7 days a week.

· Once a vendor has obtained an Enterprise ID (EID), he/she can access the ESupplier web site to inquire upon invoices and payments made to his/her specific vendor id.
Accessing and Navigating  

1. Access the ESupplier web site- http://esupplier.marriott.com   

2. Enter your Enterprise ID (EID) and password. 

Note: When requesting access to the ESupplier web site you will receive notification that your access has been setup including your EID password instructions.
3. Click Submit to be taken to the ESupplier web site.

4. Select Marriott under the Menu options to see the menu option My Invoices and Payments.
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5. Select the My Invoices and Payments link to see the last 5 days of transactions for your vendor id. The Invoice/Payment Activity toolbar will show the number of items displayed and returned in the search.
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Click View All to see all of the results in your search. 

Note: The page will only display 100 items.
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 to scroll through the search pages if the search returns more items than can display on the screen.

Select the First link or Last link to get to the beginning or end of the returned search pages quickly.
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6. The Invoice/Payment Activity provides data in three tabs: Invoices, Payments, and Payee Details.
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Note: The system will automatically default to the Invoices tab when logging in for the first time. 
The Invoices tab shows the following information:

	Field
	Description

	Invoice Number
	characters entered by the user as the invoice number

	Invoice Date
	date of invoice entered by the user

	Entered Date
	date the invoice was entered into the accounts payable system

	Gross Amount
	gross amount entered for the invoice

	Cur
	currency in which the invoice was entered

	Due Date
	date the invoice is scheduled due per payment terms in the system

	Status
	approval status of the invoice

	On Hold
	designation of Y (yes) or N (no) of hold status of invoice

	BU
	numeric identifier of the property submitting the invoice

	Description
	alpha description of the property submitting the invoice

	Invoice Image
	designation of whether the image for the invoice has been scanned or not


Sort results by clicking the heading links on each column. 

For example, to sort by invoice number, click the Invoice Number column heading, to sort by amount of invoice click on the Gross Amount column heading.

One click on the column header will sort in ascending order. Two clicks on the column header will sort in descending order.
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7. The Payments tab shows the following information:

Note: If fields are blank, the payment has yet to be generated by the system.
	Field
	Description

	Invoice Number
	characters entered by the user as the invoice number

	Scheduled
	date the invoice is scheduled due per payment terms in the system

	Payment Reference/ Transaction ID
	Transaction identifier or check number of payment made

	Payment Date
	date payment was made

	Payment Amount
	Total amount of payment (payment may include a single or multiple invoices)

	Cur
	currency in which the payment was made

	Method
	approval status of the invoice

	Pay Status
	designation of Y (yes) or N (no) of hold status of invoice

	No. of Invoices Paid
	Number of invoices included on the payment


8. The Payee Details tab will show the following information:

Note: If fields are blank, the payment has yet to be generated by the system.
	Field
	Description

	Invoice Number
	characters entered by the user as the invoice number

	Name
	name of vendor which payment was made

	Address 1
	address in which the payment was sent

	Address 2
	additional address information if necessary

	City
	city of remittance address

	State
	State of remittance address for vendor

	Postal Code
	Postal code (zip code) of remittance address for vendor


9. Clicking on the [image: image8.png]


 button will open all the tabs at once. Use the side and bottom scroll bars to see entire line of data.
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10. Download the results into Excel by clicking the Download link on the Invoice/Payment Activity bar or the spreadsheet download icon [image: image10.png]


 on the bottom of the results page.

Note: In order for all of the data fields to download into an Excel spreadsheet, you must open all of the tabs as explained in Step 13. If the default view of one tab at a time is in use it will only download the current tab in which you are viewing. 

Searching Within the ESupplier Web Site


1. To Search within the ESupplier web site, use one of the Search Fields or a combination of the Search Field options.
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	Search Field
	Description
	Available Criteria

	Invoice
	Invoice number entered in system
	Equal to = - search will only pull back results where the data in this field matches exactly; Begins With-data entered will pull back invoices that begin with that data; Ends With- data entered will pull back invoices that end with that data

	Invoice Date
	Invoice date entered in system
	Equal to = - search will only pull back results where the data in this field matches exactly; Between-date range to be inputted limited to 30 days at a time for performance

	Gross Amount
	Gross amount of invoice
	Equal to = - search will only pull back results where the data in this field matches exactly; Between- amount range to be inputted. Note: the larger the range the longer it will take the results to display.

	Payment Reference/ Transaction ID
	Payment reference number (check number) or transaction id for ACH or EFT
	Equal to =, search will only pull back results where the data in this field matches exactly

	Payment Date
	Date payment was made
	Equal to = - search will only pull back results where the data in this field matches exactly; Between- date range to be inputted limited to 30 days at a time for performance

	BU
	Numeric identifier for properties/sites
	Equal to = - search will only pull back results where the data in this field matches exactly; drop down is available for selection


2. Use the drop-down arrow [image: image12.png]


 on each search field to change criteria parameters.

3. The criteria parameters vary by search field but include: Equal to, Begins With, Ends With, and Between.

4. By entering specific search criteria, you can find a specific item or inquire upon a range of items that do not appear in the last 5 days of transactions default display.

5. To clear the search criteria or a new search, click[image: image13.png]


. This will clear all fields as well as return the criteria back to the default of equal to.

6. Certain parameters have been established for range searches in order to assist with performance. You will receive a warning message when an additional search criterion is necessary or if the range of data is too large to perform a search effectively.
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Some of the search parameters include:

	Search Criteria
	Search Limitation Parameter

	Gross amount = 
	Cannot be used alone. An additional criteria field must be used in conjunction with this field

	Invoice # begins/ends with
	Cannot be used alone. An additional criteria field must be used in conjunction with this field

	Gross Amount Between
	Cannot be used alone. An additional criteria field must be used in conjunction with this field

	Invoice Date Between
	Cannot be used alone. An additional criteria field must be used in conjunction with this field

	Business Unit (BU) =
	Cannot be used alone. An additional criteria field must be used in conjunction with this field

	Payment Date Between; BU =
	Valid search criteria with a limitation of 30 days for the date range 

	Invoice # begins/ends with; invoice date between
	Valid search criteria with a limitation of 30 days for the date range

	Invoice # begins/ends with; payment date between
	Valid search criteria with a limitation of 30 days for the date range

	Invoice date between; BU=
	Valid search criteria with a limitation of 30 days for the date range

	Invoice date between; payment date between
	Valid search criteria with a limitation of 30 days for the date range

	Invoice date between; gross amount =
	Valid search criteria with a limitation of 30 days for the date range

	Invoice date between; gross amount between 
	Valid search criteria with a limitation of 30 days for the date range

	Gross amount between; Payment date between
	Not a valid search criteria due to performance issues

	Gross amount between; Payment date =
	Not a valid search criteria due to performance issues

	No search criteria entered
	Not a valid search criteria due to performance issues


Use the Find link to search for an item within the current search results. 

7. Click the Find link on the Invoice/Payment Activity toolbar.

8. Enter appropriate search string data into the Explorer User Prompt box. Select OK. 

9. The system will then search through the current displayed results for an exact match of the entered string data. If multiple results match the search string data, the search will stop at the first result.
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Viewing Images on the ESupplier Web Site


Note: Certain applications are required on your computer in order to view scanned images. You may also need to update internet settings. Please work with your systems manager/support personnel for assistance with these issues.

Invoices and additional backup are scanned into the system for most transactions. Images are scanned in PDF format. 

· You will need to have Adobe Acrobat 7.0 installed on your computer in order to see PDF images. Although Acrobat 5.0 generally works well to view images, occasionally there are technical issues in viewing images with this version. You can download the current version of Adobe Acrobat via the internet from the following web site:

· http://www.adobe.com/products/acrobat/readstep2.html
· Note: Please check with your systems administrator/manager or support personnel before downloading to your computer.

Additionally, if there is a pop-up blocker enabled on your computer, you will not be able to view the images.
To view the invoice image that has been scanned into the system, click on the invoice image icon for the invoice you are inquiring upon.
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· The  [image: image17.png]


 icon designates that an image has not been attached for viewing at this time.
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· The [image: image19.png]


 icon designates that an image is available for viewing.

1. Depending upon the number of pages scanned, it may take a few moments for the image to load. If more than one image has been scanned, you will see multiple entries. You will need to click on each entry to pull up the individual images.

Changing Date Format 

PeopleSoft uses the default date format of MM/DD/YYYY when displaying date information.  Users can change the date format display for their instance of ESupplier/PeopleSoft.

1. Select the My Personalizations link from the main menu.

2. From the options select the   [image: image20.png]Personalize Option



 button next to Interntl & Regional Settings. 
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3. Date format- can be changed from the default value by selecting desired date format from the drop-down menu against Date Format and Select OK.
Note: You can change your Personalization at any time or restore the defaults by selecting [image: image22.png]Restore Defaults
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Click a column heading to sort the data by this criteria





Use the side and bottom scroll bars to see the entire line of data
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