TYBUY

ARBuy Statewide Supplier Guide for Remitting
Supplier Convenience Fee Payments via ARBuy

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

ARBuy Supplier (after reporting period has closed)
1. Sign into ARBuy.

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).

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

4. |If it’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

Periscope
Reconciler
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mailto:accounting%40periscopeholdings.com?subject=

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

Company Infarmation

" Allied Materials and Equipment

United States of.. = Alabama

Tuscaloosa 35405

5801 McFarland Blwd

Address Line 2

v Your Company will be added, and you’re all set to begin the process of paying your
supplier convenience fees!

Company Information

COMPANY ADDED!

You will now be redirected to the Reconciler Dashboard.

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

' Periscopes2G

Sales Dashboard | weicome, teri

ALLIED MATERLALS AND ECRUIPMENT (0 INC

\ 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
T —T—

Payment & Report History

view all submitted sales reports

e
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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.

Contract Summary View

Fee last calculated: 9/22/2020

[Select the Entry you would like To oay your fees)
B selec all Entities

< k State of Arlzonz ) 4
ALL EMTITIES, State of Arizana = Al = Needs Review L

Cantract Hame Tatsl Sales Total Admin Fees

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

Reporting Period

ndlcates months and year this repart covers

Don't know the Purchasing Organization ID number?

Total Sales. Total Admin Fee

$000 5000

Tets! Amount Owed: $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
Contract 10 / Contract Name: ADSPO18-206155  BIDS-10875 ®
SALES DETAIL VIEW &
Total Admin Fee: 52,00
Reporting Period: AUG 2001 Sl ks ol ks ——
Organization Mame: Department Purchasing Organization I Total Sakes: Tatal admin Fee: g -
State of Arizona, AZ ADSPO - State Procurement Office AH267237- 208142308261 S5 6008 .00 50.00

0 E
Iem Description PO Murmber Line item Mumber
o sef varicus 031112020 aL 3000 s0.00
[ 1] show 5 = hems 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
Contract 10 / Contract Name:
SALES DETAIL VIEW oe 2]
Tatal Admin Fee: §
Feporthg Pertod: ALK 200 : scmmio
sparting Period: ALG 2020 Entity: Stste of Arizc
Organization Name Department: Purchasing Organizaticn ID: Total Sales: Total Admin Fee: -
State of Arizona, AZ ADSPO - State Procurement Office AB267237-2b81-4230-8261 95376903 $1.250.00 LEL Y o
Qe B oeete

PO Dty

[ 1] Show & = ltemsperpags

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”.

Far accuracy. IMyou have additional sakes Lransa associated with this contract during Lhis reporting per

wed, plagse refer to your contract with thiz entity.

Dar't knaw the Purchasing Organtzation |0 number?

Total Sales Tatal Admin Fee

Tetal Amount Cwed: $31.25 )

8 | certify under penalty of |aw that, 1o my knowledge. the statements and information contained in this submission are Tue, & = and complete.

CANCEL HEVIEWED & EXIT

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

Contract Summary View
Fee last calculated: $/22/2020

(Selectthe

ity yo!

B8 Select ol Entitizs

€ (_ State of Arizona /I >

ALL ENTITIES, State of Arzona - Al = Needs Review =
Os n o He Hevewsd
Feporting Periad Enity Contract Number Contract Mame: Tatal Sales Tatal Admi Fees Payment Satus Hevlew \ Action
B i e e S P s PO . |
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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.”

Pay your Fees

SKU Deserlption Unit Prica Quantity Amaunt

AUG 2030_ADGFO16-206155 §31.25 53125

Payment Type

| g

Electronic Check

[ Select if this payment IS being funded sparifically by = FOREIGN scurce (hank or company), an
International ACH Transaction AT

15. Your customer contact information will already be populated based on your login. The information in these
fields can be updated if desired. Then click “Next”.

Customer Information

Complete sl requiras Zalds [ ]
Caurtry

Unifed Siztes

First bame * Last Mame *

i wiley

Compazny Hame

ALLIED MATERIALS AND EQUIPKMENT CO INC

Address *

1420 Kansas Avenue

Address 2

City * State

Kansas City R - Missouri

ZIF/Pastal Code *

T

Phone ™

£16-241-8080

Email * )
twey@ahimall manator.com

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

Cemplets all raquied fislés [*]
MName on Accaunt *

| Feri it -]
This is 3 business acceunt,
Rauting Humber Accaunt Humser * @

|Uﬁ|UL‘!’J\JL}2 [-] SHIDEEEIEY | [}

FANK OF AMERICA, N.A
I ie-anter Account Murizer

o 3430858553 [

# Chacking ) Savings

NEXT >
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17. Scroll to the bottom of the Terms and Conditions box. Check the checkbox to authorize the transaction.
Then click “Submit Payment.”

Payment Info 4

Electronic Check Mame on Account
g Lah Ter Waay
Terms and Conditions. Dpan a new window Lo print
& Far inquiries refsting 1o this slectronic debit autharization, including revocation of @
this authasization, | may contact ot

T. lunderstand the Criginating 10 for this tranzsaction is ™. Please make sge your
arking insti s released any debil blodks (if applizable) foe this I Ngnsure

sureesslul payment.
| iwe) aaree that ACH transactions | (wel authonzed comply with 8l applicable
MACHA Rues ard all zpphicable LS lzw and tha laws governing = state,

¥ Yes | 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.

™ Periscopes i

Pay your Fees

Payment Receipt Confirmation

Your payment was successfully processed. \

Receigt Carfirmatian

Beseription Ameunt

DAS - CreganBuys e

Taal Araunt Paid

SKU Description Unit Price Qunntity Amount
AL 2020_ALSPO16-206159 $31.25 1 53128
Tatal 53125

g

20. Scroll to the button of this same screen and click “Continue”.

Customer Information

Customer Name e Wiley Recelpt Date
Company Nama AL MATERIALS AN FCQUIFMENT €0 INC Racelpt Tima
Lacal Referenca 1D BT07e45-4730- 49979150 cadeaThl dobd

30
B COT

Payment Info
Payment Type Blectonic Check Account Number TEERELT
Order D s5815364
Mame an Accaunt Teri Wiley

Billing Information

Eilling Address Phone Number £15-241-3060

Billing City. State 2 ks
ZIR/Pestal Code 61127 This racelpt has basn amailed to the aderass bal.
Country U5

Email Address tileyEphimailmailinatercom

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

m PeriscopeSz2G

CONTRACT USAGE REPORT RECEIPT

THANK YOU FOR SUBMITTING YOUR PAYMENT!

Your rarsaction i being proceszed. Please allow up to 2 week (o receive conrmation from

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