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GLOBAL SUPPLIER HNETWORE

Transcepta FAQ's for UCSD Suppliers

1. Arethere any fees associated withTranscepta?

e UCSD covers 100% of any and all registration / userfees associated with Transcepta. No cost will ever
be passed on toyou.

2. What is the registration process?

Aftertheinitial contact, Transcepta will send an email communication with alink labeled
“CONNECT” that will direct the suppliertothe Supplier ConnectionPage.
The followinginformation is captured at that time:
i. SupplierSubmission method
ii. Company Information
iii. Contactinformation
iv. User Accountinformation
v. Currencyinformation
The supplierwill be provided with UCSD’s invoicerequirements.
Transceptawill request the UCSD Supplier number associated with the supplier.
Transcepta will provide instructions on submitting asample invoice and credit memo, in
accordance withthe selected submissionmethod.
The supplierwill provide asample invoice and credit memo to Transcepta.
Transceptawill use the samplesto perform validation tests to ensure the document will process
successfully.
Aftertesting, the vendor will be notified of their “live” status and can begin submitting invoices.

3. What are UCSD’s invoicerequirements?

Invoice number—invoice numbers must be unique, have aminimum of 4 digits and not contain
special characterssuchas: /- _#%, etc.

Invoice date

Bill toname and address

Remitto name and address

Paymentterms as definedinthe Purchase Order

Purchase Ordernumber: Current(Oracle) PO’s begin with “PUR” and are followed by 7 digits.
Archived (Marketplace) PO’s began with the number9 and were eight digits long. Marketplace
PO’s will eventually be closed outand only Oracle PO’s will be presentinthe system

Items: Purchase orderline item number, description of goods/services, catalog/part number,
unit price, quantity, and extended price should be an exact match tothe purchase order.



e Anytax, Freight, Shipping, handling, insuranceand additional charges must be listed separately.
These elements should not be submitted as line itempurchases.

e Invoicetotal.

e Invoicescannotcontain positiveand negative dollaramounts on theinvoice.

4. Dol needto be registered with Transceptain order to submitinvoices?
e Yes,your name and email address must be added as a User in your Transcepta supplierprofile.
e Anemployee’semailaddress can only be connected to one Transcepta profile atatime.

5. How can | verify that the invoice submission to Transcepta was successful?

e Transceptawill email the supplierand buyerdaily reports of all invoices that are submittedand/
or rejected.

6. Why was my invoicerejected?
e Transceptaprovidesadailyreportof the invoices that were submitted but wererejected.
e Reasonsforrejectioninclude:
i. Noinvoice number
ii. Missing UCSD Purchase Order number
iii. Invalid Purchase Ordernumber—PO isset up underthe incorrectvendor
iv. Lineitemtotaland invoice total donotadd up
v. $0.00 total invoice
vi. Invoice formatchangedfrom the original sample invoice

7. How do | manually correct a rejectedinvoice?
e logintoyour Transceptasupplier portal.
e C(Clickon the Help Center.
e C(Clickon thelinkfor “Rejected Invoice Information”.
e C(Clickon thelinkfor“Editinga Rejected/Failed invoice in the supplierportal”.
e Followthe step by stepinstructions provided by the Transcepta support helpcenter.

8. What do | do if the Purchase Order was created with the wrong vendor name or

number?
e Contact the department/customerwho created the Purchase Orderunderthe wrong vendor
number. The department willneed to cancel the existing, incorrect Purchase Order.
e Thedepartment/customerwill create anew Purchase Order underthe correct company and
provide you with that new number.
o You willthenbe able toresubmitthe invoice with the new Purchase Order number for the
correct company.

9. My invoiceis listed as having been “SENT” to UCSD. What does that mean?

e Theinvoice thatwas submitted to Transcepta has been successfully sentto UCSD’s Accounts
Payable andisin the queue for processing.



10.How do | check on the status of an invoice that is listed as “SENT” but | have not

yet received payment?
e Loginto UCSD’s invoice and payment status lookup tool, Payment Compass. You will be
able to see where in UCSD’s process the invoice is currently sitting. If the invoice has
been processed and paid, the check number and date it was issued will belisted.

11.What do | do if | need to resubmit an adjusted invoice for an invoice that has
not yet been paid?
e UCSD departments should create a case with UC San Diego Services and Support. Make
sure to provide the invoice number and PO number

OR

e Suppliers can email payables@ucsd.edu and request that the original invoice be
cancelled. Make sure to provide the invoice number and PO number

e Once the original invoice has been cancelled by the Accounts Payable team, the supplier
canresubmit the new invoice through Transcepta.

e Since that particular invoice number has already been used, when submitting the
adjusted invoice, you must create a new invoice number or adjust the old invoice
number by adding an “A” or an “R” and the end of the invoice number.

12.How do | log into Payment Compass?

e If you have not yet registered for Payment Compass. Please have your UCSD department
contact send you aninvitation.

13.Who do | contact if | have a question about the Transcepta registration process?

*New accounts only
e (Call949-382-2841
e Email registration@transcepta.com

14.Who do | contact if | have a question about the submissionprocess?
e CallToll free 888-221-2026 X3
e (Call Support Direct 949-382-2842
e Email Support@transcepta.com

15.Who do | contact if | have a question regarding an invoice that appears in

Payment Compass?
e Sendan email topayables@ucsd.edu and providethe invoice numberand POnumber
e An Accounts payable clerk will respond to yourinquiry within 24hours
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