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Mood Media Supplier Portal 
 
 
 
Mood Media provides an internet-based portal in order to effectively communicate with Suppliers.  
The MOOD Supplier Portal allows Suppliers to securely log in to their account to both view and 
transact.  From a view perspective, Suppliers can readily see Purchasing documents, Invoices, 
Payments, etc.  From a transactional perspective, Suppliers will be able to Acknowledge and Request 
Changes to Purchasing documents and submit Invoices with attachments.  In addition, Suppliers will 
be able to administer a number of components of their account. 
 
The MOOD Supplier Portal connects directly to MOOD’s financial system.  Thus, transactions will 
process faster while providing visibility for the Suppliers.  Using a standard internet connection, or a 
mobile device, Suppliers literally have their transactions available at their fingertips.  The key 
advantages are then obvious to the Suppliers; less cost to deliver invoices, reduced mailing wait time, 
and the immediate visibility of the procure to pay processing. 
 
This document will act as the Training Guide for the Suppliers.  The MOOD Supplier Portal is an easy 
to use interface.  This document will walk through the processes of using the MOOD Supplier Portal.  
Screenshots will be utilized throughout the document in order to provide a realistic view of the forms 
for the users. 
 
This Training Guide uses SAMPLE DATA to illustrate transactions and forms.  No actual or live data 
is represented by these illustrations. 
 
To successfully navigate the MOOD Supplier Portal, please read and utilize this guide.  The key 
areas are represented with step-by-step instructions 
 
 
 
 

WELCOME TO THE MOOD SUPPLIER PORTAL 
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Frequently	Asked	Questions	

What	is	the	MOOD	Supplier	Portal?	
 
The MOOD Supplier Portal is an internet-based, secure, portal for MOOD and its Supply base to 
interact.  Allowing Suppliers to securely access their data, the Suppliers are now actively involved 
throughout the Procure to Pay process. 
 

How	does	a	Supplier	access	the	MOOD	Supplier	Portal?	
 
Suppliers doing business with MOOD Media will utilize the MOOD Supplier Portal.  Each Supplier will 
designate a user(s) who is given access via a secure login.  The url and login credentials are 
delivered directly to the Supplier named users via email.  The users logged into the MOOD Supplier 
Portal are then allowed to view and transact with MOOD Media electronically. 
 

What	else	is	required	to	use	the	MOOD	Supplier	Portal?	
 
The MOOD Supplier Portal is fully internet enabled.  For the best experience, a Microsoft operating 
system using a minimum of Windows XP, Service Pack 3.  An up to date internet browser is also 
recommended.  MAC equipment is not currently recommended. 
 
Where there are specific processes, this guide will point them out as well as provide clear guidance 
as to the policies and procedures.  Some Suppliers may be required to attached licenses or permits, 
for example, while other Suppliers will not have this requirement. 
 

What	can	a	Supplier	maintain	on	their	account?	
 
Each Supplier is asked to review their account setup upon entry in the system.  The Admin section 
allows the Supplier to make entries that are sent to MOOD Accounts Payable for review and update.  
Important attachments are W-9’s, ACH Authorizations, Licenses, etc.  This guide will specifically 
identify the data available to the Supplier to update. 
 

How	does	the	Supplier	Find	Data?	
 
The majority of the forms are searchable for specific transactions.  Examples will be provided in the 
details by section.  
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Status:  Very important data column displaying current status. 
Convention of Status as follows: 

 Requires Acknowledgement—MOOD requires the Supplier to Acknowledge the Purchase 
Order by Accepting it electronically.  Notifications are sent to the Buyer and to the Supplier. 

 Accepted—Supplier has electronically Accepted the Purchase Order 
 Buyer Change Pending—MOOD created a new Purchase Order revision when updating the 

original Purchase Order.  Upon MOOD approving the Purchase Order, the status will 
immediately update. 

 Supplier Change Pending—The Supplier has requested a Change to the Purchase Order to 
which MOOD must respond. 

 Open—Active and working Purchase Order 
 Closed—A fulfilled Purchase Order or a Purchase Order terminated by Mood 

 
Attachments:  Documents attached to the Purchase Order by MOOD for the Suppliers benefit 
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Invoice	Processing	Rules	
 
Subcontractor Invoice process flow for Rollouts 
 
The following is the Invoicing process flow for Subcontractors performing Rollouts.  As the Purchase Order is 
issued after the job is completed, the following steps are required. 
 

 
1. The Group PM Rollout Team will continue with current Requisition to Purchase Order Processing 

a. Requisition is created from a Sales Order 
b. The Group PM Rollout Team mass communicates work orders to the Subcontractor base 
c. Subcontractors will communicate change requests as is the current procedure 
d. Subcontractors will deliver all required paperwork to the Group PM Rollout Team at job 

completion, via email, as is current practice.   
e. The Group PM Rollout Team will verify the job completion paperwork and then AutoCreate the 

Purchase Order.  Documentation is attached as is current procedure 
f. The Group PM Rollout Team approves the Purchase Order 
g. The Subcontractor sees the approved Purchase Order on the MOOD Supplier Portal 

immediately.  The Subcontractor acknowledges the Purchase Order, if required by the MOOD 
Buyer. 

h. The Subcontractor will create an Invoice against the Purchase Order.  
i. The Subcontractor will attach a copy of their invoice and the job signoff sheet as they create the 

invoice in the MOOD Supplier Portal 
j. The MOOD Supplier Portal delivered invoice is immediately available for processing in Oracle 

AP 
i. Invoice is Validated 
ii. Invoice Approval (new) sends an Approval Notification to the Buyer on the Purchase 

Order 
iii. Create Accounting 
iv. Payment 
v. The Supplier sees the processing on MOOD Supplier Portal during all phases.  The 

Supplier can drill onto specific items to see additional data items 
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iSupplier SOP for PM/PC/Dispatcher 
Terms:    
Supplier = Subcontractor or Lift Rental Company 
Buyer = PC/PM/Dispatcher 
  
“SIMPLIFIED” 

1. Create a Labor PO, approve it, and generate install/service docs on the PO. 
2. Receive an invoice approval email and approve the invoice. 
3. Receive the PO. 

 
“DETAILED” 

2. The Buyer creates a Labor PO from a sales order following the current process. 
3. The Buyer must approve the Labor PO for the Supplier to see it on iSupplier. 

a. Approval notifications are generated according to approval limits. 
i. The escalated approver can approve the PO from a mobile device.   
ii. The Buyer can monitor approval status of all POs in the Buyers Work Center 

(BWC). 
4. The Sales Order (partslist, Scope of Work, signoffs) is attached to the PO in iSupplier when 

generated by the buyer after approving the PO. 
5. The Supplier receives notification about the PO on their mobile device. 

a. They must acknowledge the PO on iSupplier for the job to be considered “accepted” 
and contracted. 

b. EQ should not be shipped until the PO is acknowledged. 
6. ***If a Supplier wants to change the PO amount, they submit a change request in iSupplier 

with an explanation.  They can change the dollar amount or the QTY amount. 
a. Change requests are visible in the BWC (also via notifications). 
b. The Buyer accepts (or doesn’t accept) the new amount via the BWC. 

 They do not need to also change the amount on the PO or reapprove it on PO 
Summary page. 

c. The Supplier must then acknowledge the new approved PO for it to be considered 
accepted. 

7. The Supplier creates an electronic invoice on iSupplier and uploads all attachments: invoice, 
sales order with signoffs, and any other relevant required attachments. 

a. Invoices that don’t match the approved PO amount cannot be submitted to iSupplier. 
8. The Buyer is sent an invoice approval email (there is also a notification as well as visibility on 

BWC.) 
9. The Buyer approves the invoice on the email or in BWC after viewing the attached completion 

documents. 
a. Approval notifications will be sent out according to approval limits. 
b. The documents that the Supplier uploaded with the invoice are automatically attached 

to the sales order that generated the PO. 
10. The Buyer receives the PO. 
11. ***When the invoice is approved and the PO is received, the invoice is ready for processing by 

AP. 
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Any questions regarding payment status should be directed to AP, not the PM/PC/Dispatcher.   
 
 
 
Inquiry Type 

 
Resource 

Resource 
Email Address 

Resource 
Phone Number 

General Payment &  
Invoice Processing Inquiries 
 

Annette Hopcus      Annette.Hopcus@moodmedia.com  803.835.1914

System Issues 
 

Kimberly Waters
System Administration 
      

Kimberly.Waters@moodmedia.com  980.430.2088

Management Issues 
 

Juan Johnson 
Accounts Payable Manager 
      

Juan.Johnson@moodmedia.com  803.835.1903

General Accounting inquiries 
 

AP Team  APTeam@moodmedia.com     803.396.3304
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Requesting	New	User	Accounts	or	Maintenance	
 

To request User Account Maintenance, please email the following form to  
 

apteam@moodmedia.com 
 

MOOD Supplier User Maintenance Request 
 
 
Please make the follow modification(s) to our Mood Supplier Portal User.  This request is for: 
Supplier Name:__________________________ 
Supplier Number:________________________ 
 
 
Approved by:____________________________ 
 
Signed:________________________________    
   
Title:_________________ Date:____________ 
 
 
Please check one item 
 New User Request 
 Modify Existing User 

 
New User Request 
Email Address  
User Name Same as email address 
First Name  
Last Name  
Phone Area Code  
Phone Number  
Phone Extension  

 
 
Existing User Modification 
Purpose (Update User, End Date User, 
Other ) 

 
 
 

Email Address  
User Name Same as email address 
First Name  
Last Name  
Phone Area Code  
Phone Number  
Phone Extension  
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iSupplier Functions 

Buyer/PM 

• View Purchase Order (PO) 
• View Invoice 
• View Payment 

Subcontractor 

• View Purchase Order (PO) 
• Acknowledge PO 
• Submit Change Request 
• Upload Invoice 
• View/Add Attachments 
• View Payment Status 



iSupplier 

Registration 

Inquiry/Maintenance 

Invoicing 

Payment 

Agenda 



 
 

Registration - Inputs 

 Before a subcontract can be provided a iSupplier 
login, their supplier record must be setup in Oracle 

 
 New subcontractor request is emailed to Finance 

containing the DLINK contact details 
 
 Finance Register’s the subcontractor via Supplier 

User Management responsibility 
 
 Email address becomes the iSupplier Username 
 

 
 
 



Registration - Confirmation 

You have successfully 
registered Pete O'Conner 
at C3MS, LLC. 
 
A registration notification 
has been mailed to the 
user at pete@c3ms.com.  



 
 

Registration – Verification 

Supplier > Contact Directory 

Checkbox indicates that an iSupplier 
account has been created for this 

supplier contact  



 
 

Registration – User Name 

• Securing Attribute on the 
user name definition is 
assigned with the linked 
supplier_id 

 
• This limits the login 

user’s view to only 
transactions for that 
supplier/subcontractor 

System Admin > User Name 



 
 

Registration  - Portal 

+ iSupplier url:   
https://moopdmz.coresys.com   

 
 

+ Access using: 
Internet Explorer 
 
 
+ Data available is limited to the 

supplier specific information 

https://moopdmz.coresys.com/
https://moopdmz.coresys.com/


 
 

Registration  - Portal 



Inquiry/Maintenance – PO Search 

 Real Time Data  PO must be APPROVED  



Inquiry/Maintenance – PO Data 



+ Subcontractor receives an email notification when the PO is approved 

+ Mood requests that the supplier acknowledge it to confirm the terms and details 

+ Supplier can Accept, Reject or Submit a Change order 

+ The system automatically records the response and updates the PO status 

+ The buyer receives a notification of the supplier’s input 
 

Inquiry/Maintenance - Acknowledgement 



Inquiry/Maintenance – Change Request 



Inquiry/Maintenance – Change Request 



Invoicing – Process Flow 

Mood has Auto-Scheduled 
this concurrent program; 
no buyer action required 



 

+ Navigate to Finance 
+ Click Create Invoices 
+ Enter PO Number 
+ Click Go 
+ Select PO  
+ Click Add to Invoice 

Invoicing  - Query Purchase Order 



+ Enter unique Invoice Number 
+ Invoice Date Details to SYSDATE 
+ Enter Invoice Details 

Invoicing – Create Invoice 

+ Has the work been Completed? 
+ Need to Return Equipment? 
+ Attach Supporting Details 

Attach: 
 Signed Sales Order 
 Invoice 
 Client sign off 



Invoicing – Add Attachment 

Click the 
“Choose File” 
button. Select 
the file on your 
computer that 
you would like 
to upload 

Once you select the 
file name of the file 
will appear beside 
the “Choose File” 
button 



Invoicing – Add Attachment 

Confirmation that the attachment has been 
successfully added to the invoice 



Invoicing – Payables Integration 



Invoicing – Payables Invoice 

Invoice line 
details and 
accounting 
default from 
the matched 
Purchase 
order receipt 



 
 

Payment – Net30 

• All subcontractors have a NET30 payment term 

• Due Date is calculated based on the invoice submission date 

 



 
 

Payment – View Payments 

View Payments > Enter Search Criteria > Click Go 



 
 

Payment – View Payment Details 

• A payment can cover multiple Invoices/Purchase Orders 

• Click the Check Number to view payment details 



 
 

Payment – View Payment by Invoice 

• Navigate to View Invoice 
 
• Enter search criteria to 

view payment status by 
invoice 
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