o~ Periscope
OO Reconciler

Supplier Guide for Remitting Supplier Convenience Fee Payments

This guide provides step-by-step instructions for the payment of supplier convenience fees in the Periscope Marketplace.
The Periscope Marketplace utilizes a payment portal supported by NIC. If you have any questions or issues processing
your quarterly payment, please contact tthi@periscopeholdings.com for assistance.

Periscope Marketplace Supplier (after reporting period has closed)

1. Sign into the Marketplace.

2. Ensure that you navigate to the Seller role by clicking on the person icon in the upper right of the screen and
switching (if necessary) to the SELLER role.

3. Click the “Pay Supplier Convenience Fees” button on the far right on Supplier Home Page (shown as Pay volume
sales report in the screenshot below).

Access thousands more bid opportunties | Periscopes.

4. Ifit’s your first time accessing Reconciler, you will need to create or join an S2G company. If not, skip to Step 5 below.

v Type in your Company Name

Join or Create a Company
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mailto:tthi%40periscopeholdings.com?subject=

v Your Company Information will be pre-populated from your data in Marketplace. You may edit it as needed.

= Compay Manme

" llied Materials and Equipment

Select Country * Seate/Provings ¥

United States of... = Alabama -
Ciy * "ostal Code
Tuscaloosa 35405

Agdrass *

5801 McFarland Blvd

Address Line 2

COMPANY ADDED!

You can edit the company profile under your
user Setings after logging into your new

Catalog Manzger account

You will now be redirected to the Reconciler Dashboard.

5.  Your Company Information will be pre-populated from your data in Marketplace. You may edit it as needed.

' PeriscopeS2G

SaleS Dashboa rd Welcome, Terri

ALLIED MATERIALS AND EQUIPMENT CO INC
Fuw last calcudated: 9/22/2020

\ Admin Fee - Needs Review $0.00 Admin Fee - Ready to Pay $0.00

Review and report all sales associated with admin fees Pay all admin fees that have been reviewed

Payment & Report History

View all submitted sales reports
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6. Click on “Needs Review” for the Contract Number on which you wish to remit supplier convenience fees (note: if
your company has more than one contract (Transaction), you will have multiple records that should be reviewed

and processed). Those can all be checked to review at the same time.

& PeriscopeSIGC P

€ BACKTO DASHEQUAD

Contract Summary View
Fee last caloulated: 9/22/2020

[Select the Entiy you would like o aay your faes)

B selec 3l Entities

< C State of Arlzona )

[

= Meeds Review &

ALL ENTITIES, State of Arlzona =l

O select All F € Periods To Be Revewed

Reporting Period Entity Contract Number Cantract Name Tatal Sales Total Admin Fees Payment Nnmw R Action

s

7. Click on “View & Edit Details” for the $0 PO record associated with your contract.

Contract

Reporting Pariad
Contract 0/ Cantract Name § Total Asrmin Fee

Indicates months and ye:

@ Add scditional sales vrarsactions Don't know the Purchasing Orgenization D number?

Department Total Sales Total Admin Fee

ADEPO - State Srocremen)

Tots Amount Owec: $0.00 @)

8. Input your company’s Total Sales Summary amount (from cell G2 in your Quarterly Sales Reporting spreadsheet)

into the “Sale Amount” field.

x
SALES DETAIL VIEW Contract 1D/ Contract Name: 2056 m
Toral Admin Fee: 32,00
Reporting Period: ALIG 2020 : -
Reportiog Parod: ALIG 2020 Entity: 513t of Arizona ‘
Organization Name: Department. Purchasirg Organization ID: Total Sales: Total Admin Fee . -~
State of Arizona, AZ ADSPO - State Procurement Office A8267237-2b81-4230-8261 S5fb 376008 $0.00 $0.00
Q d W oetere

1 Show S5 = ftems per page
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9. Based on your input of the Net Sales Amount, the system calculates the Admin Fee (Supplier

Convenience Fee) for the quarter.

b4
e e Contract 1D / Contract Name: A05P015-208155 4 @
Tatal Admin Fee: $3125
20 £i dewenload
Entity: State of Arzons
Organization Marme: Department: Burchasing Orgaréaaticn (D Total Sales: Total Ademir Fee: ~
State of Arizona, AZ ADSPO - State Procuremment Office AB267237-2b81-4230-8261-95 L 376968 4125000 $31.33 o

(- T | Deees

o Self varous 09112020 AL $1.250.00 $31.25

| 1 ] Shaw § v ltemsperpape

10. Close the “Sales Detail View” page.

11.  Scroll to the bottom of the Sales Summary page, click the Certification checkbox and then click “Reviewed & Exit”.

@ Add addivional sales transactions Branit knaw the Purchasing Organization 10 numbar?

Organizatian Name Departmen: Purchasing Organization iD Total Sales Tatal Admin Fee
State of Anzora, AZ ALEPO - Stake ProcutemiEn SMce e

REVIEWED & MEXT

12. Click on the “Pay” button and proceed to pay fees via NIC payment portal.

= Periscopes2s

€ BACK TO DASHROARD

Contract Summary View
Fee |ast calculated: $/22/2020
(5elect the Entity you would like (o Day your fees)

B Select ol Ertities
(_ State of Arizona ) £

= Meeds Review

Baynent S

[ Select Al Reparting Feriods To Be Reviewsd

Tatal Sales Tattal Admin Fees Payment Ssatus Review Scatus Action

Entity Contract Number Contract Name

ADEPO16- 206138 S50
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13. Supplier continues to the NIC checkout portal to pay their fees.

14. The payment type of “Electronic Check” will already be selected in the dropdown. Click “Next.”

i Periscope

15. Your customer contact information will already be populated based on your login. The information in these fields can

Pay your Fees

Daseription
AUG 20H_ADSFO16-20615%

Iatel

Unit Price

53125

Quiantity

Ameunt
53125

FEIFE)

Payment Type

Electronic Check

[ Select i this payment I3 being funded specifically by » FOREIGN scurce thank or cemgany], an

Intemational ACH Transaction ["IAT).

be updated if desired. Then click “Next”.

Customer Information

N

NEXT »

Caurtry
United States

First hiame *

Tari

Comaany Hame

ALLIED MATERIALS AND EQUIPMENT CO ING

Address

1420 Kansas Avenue

Address 2

City*

leansas Ciy

ZIP/Postal Code *
AET

Phene *
216-241-8080

Email * @

Twley@EnImall MERNE1cr.com

Last Mama *

Wil

Srae

MO - Migsoun v

16. Complete the required payment information fields and click “Next”.

Payment info

Complete ol required felds [

~

NEXT »

Name an Aczount *
[T ey
17 This s @ business Bccount.

Routing Numeer ™

[Uswwusz [

account umtar @)

SAI0EEEIGE

)

DANK OF AMERICA, N.A.

—
[ EEEETE
= Semntran

Tte-eniter Account Mumaer®

3490666553 [-]

@ Chacking U1 Savings

Perisco
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Cormpletz all requied fislds [

NEXT »



17. Scroll to the bottom of the Terms and Conditions box. Check the checkbox to authorize the transaction. Then click

“Submit Payment.”

Payment Info

Electronic Check Mame on Account
g Teri Wiay

Terms and Conditions Crgan & few window (o print
G For irquiries relating 1o this 2lectronic debit autharization, including revneation of =
this autharnization, | may contact at .
7. l underszand the Criginating 10 for this transaction is ™, Please make sure your
banking insLibation has released any debil blocks (il applicable) for this 10 G0 ensure

succesaful payment.
& | (we) agree that ACH transactons | (wed authonzad comply with all applicabla
\ MACHA Bu'es and all sgplicable LD law and the laws governing 'z state,

= ¥es, | authorize this transaction

Cancel SUBMIT PAYMENT

18. A message will indicate your payment is processing. Do not hit the back button during this time.

19. A payment receipt confirmation will appear which you can print using the “Print” button if desired.

i Periscope52G

Pay your Fees

Payment Receipt Confirmation

Your payment was successfully processed, \
PRINT &

Becoipt Canfirmarian

Description Amount
RS - Cregeafuys 53125
Tomal Amnent Paid 53125
SKU Description Unit Price Quantity Amaunt

AUG 2020 ADSPOTE-208153 §31.25 1 531.25
Tosal 3128
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20. Scroll to the button of this same screen and click “Continue”.

Customer Information

Custemar Nams erm Wiley Rucelpt Data
Company Nama ALLIED MATERLALS AND FQUIFMENT €0 IMC Racelpt Time
Local Referonce ID BaT07cdf-a730-4597-915d-eadcaThidabd
Payment Info
Payment Type Electronic Check Account Number i -]
Order ID 55815364
Nama an Account Teri Wiley

Billing Information

Billing Address 1420 Kansas Avenue Phone Number E16-241-3080
Billing City, State Kansas City, MO

ZIR/Postal Code BN2T This receipt has been amailid to the adecres bal
Country 3
Ernail Address teileyi phimail.mailinator.com

CONTINUE

21. A payment receipt appears which can be printed by clicking the “Print Receipt” button.

i Periscope

€ BACK TO DASHEOARD

COMTRACT USAGE REPORT RECEIPT

THANK YOU FOR SUBMITTING YOUR PAYMENT!

our trarsaction r cessed, Please allow up to 2 week w receive confirmaticn from

your ban.

Reference 1D

RACK TO SAl FS RFPORT FRINT RFCFIPT &

22. Click “Back to Sales Report” to return to the Reconciler Dashboard.
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