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Preface

Intended Audience

Oracle iSupplier Portal is a collaborative application enabling secure transactions
between buyers and suppliers using the Internet. Using Oracle iSupplier Portal,
suppliers can monitor and respond to events in the procure-to-pay cycle.

This guide contains information on how to use the Oracle iSupplier Portal
application. This guide assumes you have a working knowledge of the principles
and customary practices of your business area.

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation
accessible, with good usability, to the disabled community. To that end, our
documentation includes features that make information available to users of
assistive technology. This documentation is available in HTML format, and contains
markup to facilitate access by the disabled community. Standards will continue to
evolve over time, and Oracle is actively engaged with other market-leading
technology vendors to address technical obstacles so that our documentation can be
accessible to all of our customers. For additional information, visit the Oracle
Accessibility Program Web site at http://www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation JAWS, a Windows screen
reader, may not always correctly read the code examples in this document. The
conventions for writing code require that closing braces should appear on an
otherwise empty line; however, JAWS may not always read a line of text that
consists solely of a bracket or brace.


http://www.oracle.com/accessibility

Accessibility of Links to External Web Sites in Documentation This
documentation may contain links to Web sites of other companies or organizations
that Oracle does not own or control. Oracle neither evaluates nor makes any
representations regarding the accessibility of these Web sites.

Conventions

The following conventions are used in this manual:

Convention Meaning

boldface text Boldface type in text indicates a term defined in the text, or denotes a
title of a page.

<> Angle brackets enclose user-supplied names.

[] Brackets enclose optional clauses from which you can choose one or
none.
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Introduction to Oracle iSupplier Portal

Oracle iSupplier Portal enables a buying company to communicate key
procure-to-pay information with suppliers. As a supplier using Oracle iSupplier
Portal, you can view and acknowledge purchase orders, submit change requests,
create advance shipment notices, view receipts, view inventory levels, view
invoices, and view payments. As a buyer using Oracle iSupplier Portal, you can
view order, shipment, receipt, invoice, and payment information.

This chapter is an introduction to Oracle iSupplier Portal, and includes the
following topics:

= About Oracle iSupplier Portal on page 1-2
s How to Use This Guide on page 1-2
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About Oracle iSupplier Portal

About Oracle iSupplier Portal

Oracle iSupplier Portal is a collaborative application that enables buying companies
and their suppliers to communicate with each other. It enables suppliers to have
real-time access to information (such as purchase orders and delivery schedules)
and respond to the buying company with order acknowledgments, change requests,
shipment notices, and planning details. It also allows buying organizations to
search for order, shipment, receipt, invoice, and payment information across all
suppliers and all business units, as well as respond to supplier change requests.

Note: Oracle iSupplier Portal supports both transaction
documents and view-only documents. Using transaction
documents, you can submit acknowledgments or change requests
on a Purchase Order, or initiate transactions such as advance
shipment notices, advanced shipment billing notices, and invoices.
Using view-only documents, you may view forecast schedules and
payments.

How to Use This Guide

This guide is organized to help you learn, use, and understand Oracle iSupplier
Portal.

Getting Started Information

Chapter 1 Explains how you get started using Oracle iSupplier Portal. This chapter
includes details of where you start using the system depending on your current
relationship with the buying company.

Chapter 2 Explains how to register your company with the buying company and
how to get Oracle iSupplier Portal user accounts for your employees. If you already

have access to Oracle iSupplier Portal, then you do not need to read this chapter.

Chapter 3 Explains how to navigate through the system. The chapter also includes
searching tips and techniques.
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Where to Start

Transaction and View-Only Document Information

Chapter 4 Explains how to view and respond to order-related documents such as
purchase orders, work orders, and supplier agreements.

Chapter 5 Explains how to access shipping information and create advance shipment
notices (ASNs or ASBNs). The chapter also includes information on viewing
receiving and quality transactions.

Chapter 6 Explains how to access planning and inventory information, as well as
how to maintain item and capacity information.

Chapter 7 Explains how to access invoice and payment information. The chapter also

includes information on how to submit invoices if the buying company has Oracle
Payables installed.

Profile Information

Chapter 8 Explains how to maintain information about your company using the
Supplier Profile Management feature.

Buying Company View Information

Chapter 9 Explains the buying company view of iSupplier Portal.

Where to Start

Before you can access Oracle iSupplier Portal:

1. Your company must be registered as a supplier to the buying company that has
licensed Oracle iSupplier Portal.

2. You must be registered as an Oracle iSupplier Portal user.

Note: If you are already a supplier to the buying company and
you can log into Oracle iSupplier Portal, then you and your
company have already completed both of the registration tasks.
You can skip chapter 2. If you do not have access to Oracle
iSupplier Portal, see chapter 2 for registration instructions.
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Where to Start

After you are registered, you can access Oracle iSupplier Portal. The tasks you
perform on Oracle iSupplier Portal are determined by your current supply chain
business relationship with the buying company. The tables below list the tasks you
will likely perform; where you start depends on what you want to accomplish:

If the buying company has ordered goods or services from you, you can

Tasks Where Documented

View existing orders from your buying company, including any attachments. See Order Information

Acknowledge and submit change requests to purchase orders. See Order Information
Submit your electronic signature while acknowledging a purchase order. See Order Information
View and print Portable Document Format (PDF) versions of purchasing See Order Information

documents, including blanket agreements, clauses and other contract terms.

View your current purchase agreements (if any) with the buying company. ~ See Order Information

View an audit trail of any revisions for a purchase order. See Order Information

Manage deliverables assigned to you (available only if the buying company  See Order Information
has implemented Oracle Procurement Contracts).

View timecard information (available only if the buying company has See Order Information
implemented Oracle Services Procurement and Oracle Time and Labor).

Let your buying company know that goods are ready for shipment by See Shipping Information
uploading a routing request.

View buying company’s response to your routing request. See Shipping Information

Alert the buying company of any upcoming deliveries by sending advance  See Shipping Information
shipment notices (ASN) or advance shipment billing notices (ASBN).

Upload advance shipment notices (ASN) or advance shipment billing notices See Shipping Information
(ASBN) to the system using spreadsheet functionality.

View and enter item quality results and check for correspondence from the  See Shipping Information
buying company (available only if the buying company uses Oracle Quality).

View receipts, returns, and delivery performance. See Shipping Information

If you have already made a shipment to the buying company, you can:

Tasks Where Documented
View invoices and received payments. See Invoice and Payment
Information
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Where to Start

Tasks Where Documented

Submit invoices by selecting a purchase order and direct-billing the buying  See Invoice and Payment
company (available only if the buying company uses Oracle Payables). Information

If you require a third-party shipment before you can complete the buying
company’s order, you can:

Task Where Documented
View work orders to check the status of third-party (outside processing) See Order Information and
orders or shipment plans. Shipping Information

If you want to view and update your inventory information, you can:

Tasks Where Documented

View item inventory levels. See Planning and Inventory
Information

Maintain item attributes, such as delivery capacity and lead times. See Planning and Inventory
Information

Enter capacity information and view on-hand delivery items. See Planning and Inventory
Information

Define inventory lead times and order modifiers. See Planning and Inventory
Information

View vendor managed inventory items (if items are set up as a vendor See Planning and Inventory

managed items) and generate supply requests to manage reorder points  Information
and replenishments

View consigned inventory stock and view transactions associated with See Planning and Inventory
that stock. Information

If you want to view forecast demand so you can evaluate your supply plans, you

can:
Task Where Documented
View forecast schedules. See Planning and Inventory
Information
View a summary of forecast schedules. See Planning and Inventory
Information
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If you want to update your company’s profile information, you can:

Task Where Documented

Enter address book information, contact directory information, business ~ See Supplier Profile Management
classifications, and products and services you provide.

If you want to negotiate to supply goods to the buying company, you can:

Task Where Documented

View buyer requests for quotes (RFQs). See RFQs

If you are a buyer, you can:

Task Where Documented
View order, shipment, receipt, invoice, and payment information. See Buyer information
Search for order, shipment, receipt, invoice, and payment See Buyer information

information across all suppliers and all business units.

Respond to supplier change requests. See Buyer information
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Registration

You register your company as a prospective vendor in Oracle iSupplier Portal to let
the buying company know that you are interested in establishing a business
relationship. After you are registered, additional supplier users within your
company can be registered to access and use Oracle iSupplier Portal. This enables
you to communicate, to a buying company, real-time information about your
procure-to-pay transactions.

Note: If you are already a supplier to the buying company and
you can log into Oracle iSupplier Portal, then you and your
company have already completed both of the registration tasks.
You can skip chapter 2.

If no one in your company can access Oracle iSupplier Portal, your
company is not registered with the buying company, and you need
to register your company before you register your supplier users.

If other supplier users in your company can access Oracle iSupplier
Portal (and you cannot), your company is registered, however, you
need to register for access to Oracle iSupplier Portal.

If you are a prospective supplier, you need to read the entire chapter and complete
all of the registration steps. If your company is already registered with the buying
company and you only need to add yourself as a user, you only need to read and
complete the Registering Users task.

This chapter includes the following:
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Registering Suppliers

= Registering Suppliers on page 2-2
= Registering Users on page 2-3

Registering Suppliers
Self-service prospective vendor registration enables you to register your interest in
establishing a business relationship with the buying company. Once registered, you
can provide details about your company and describe the types of goods and
services you provide.

You need to provide your company name, key tax identification details, and main
company address. This information is verified against existing records to ensure
that duplicate registration information is not recorded. If company information is
already approved in the buyer’s system, an e-mail is sent to your current company
contact regarding the new registration request.

Figure 2—1 Supplier Registration page

Company Details
Enter the details for your company and provide an address that is suitable for receiving RFQ docurments.

# Company Name |Acme Supply
Taxpayer D [123456769
Tax Registration Number |22255588888
DUNS Murnber |999-999-888880

* Address Name IHQ # City/Town/Locality |Redw00d Shared

Provide & suitable nickname for the address. County I
Country  |United States j State/Redi |CA
* ate/region

* Address  |1234 Green Street Provi I
rovince

| * Postal Code [94085

You must also provide contact information so the system can send updates on the
registration request. After completing the registration, you receive a confirmation
that the request has been submitted for review. After you submit a registration
request, the information is routed to a buyer administrator for review. The buyer
administrator will then evaluate the registration request; you are notified of the
decision by e-mail.
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Registering Users

Registering Users

The buying company initiates the process of adding new suppliers by inviting
supplier users to register, or by registering supplier users directly. If you receive an
invitation to access Oracle iSupplier Portal, you can respond to the invitation (and
provide user profile information, such as name and contact details), or forward the
invitation to another user in your company. For example, the buying company may
send an invitation to the Vice President of Sales within your organization; he can
forward it to the appropriate person in his company. The user who responds can
change any of the details except the name of the supplier company for whom he or
she is registering.

If your buying company has multiple definitions for the same supplier, or if a
supplier has multiple subsidiaries, your buying company may give you access to
view information for multiple supplier definitions.

Figure 2-2 Supplier User Registration page

Register a Supplier User
* Indicates required field

+ Supplier Name |23 Acrme Supply J

Acdd newe suppliers using the Create Supplier form in Purchasing

# Supplier Mumber |83?4

User Information

* Ernail |acme@acme.com

* Usemarne |acme@acme.com

Bty default, the uzer's email address wil he used as their
Uzername for the system.

Contact Title hd

# First Mame  John
Middle Mame |Aaron
+ Last Name |Doe

Jub Title  [Supplier

A buyer administrator will approve or reject the user’s registration. The user
receives notification of the buyer administrator’s actions. The notification includes
the URL at which the user can access the network, plus any additional information
such as the username and a system-generated password needed for initial login.
(The user will be prompted to change this password after first login.)
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If the buying company chooses to register a new user account directly, the user will
receive an e-mail notification with the URL, username, and system-generated
password.

If additional people in your company need access to Oracle iSupplier Portal, they
should contact the buyer administrator to request additional accounts.
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Navigating and Searching

This chapter includes information to help you learn how to navigate and search in
Oracle iSupplier Portal. After you learn the basic techniques, you will be able to
search for transaction information, and respond accordingly.

This chapter includes the following information:

s  Using the Oracle iSupplier Portal Home Page on page 3-2
s Setting Up User Preferences on page 3-5

= Searching on page 3-7
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Using the Oracle iSupplier Portal Home Page

Using the Oracle iSupplier Portal Home Page

When you access the Oracle iSupplier Portal application using the username and
password provided to you, the Oracle iSupplier Portal Home page displays.

This page provides the following information:

Figure 3—1 Global Buttons

Home Logout Preferences Help

Global buttons The following buttons display on the home page and all Oracle
iSupplier Portal pages:

= Home - Returns you to the main portal where you can select another
responsibility or application.

= Logout

»  Preferences - Displays the Preferences page. See Setting Up User
Preferences on page 3-5.

»  Help - Accesses the help index page.

Figure 3-2 Tabs

Qrders Shipments Flanning Arcount Procuct Addrmin

Tabs Oracle iSupplier Portal provides tabs for easy navigation. For example, if you
want to view purchase order details, start by clicking the Orders tab, and then click
Purchase Orders in the task bar directly below the tabs.
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Using the Oracle iSupplier Portal Home Page

Figure 3-3 Search

—
(]

search  |PO Mumber jl I /

Search The Search field enables you to enter a document number and quickly find
information about:

s Purchase orders
= Shipments
= Invoices
s Payments
To search for a document:
1. Select which type of document you would like to search.

2. Enter the document number and click Go.
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Figure 3—-4 Quick Links, Notifications, Orders at a Glance, Shipments at a Glance

Home Logout  Preferences Help Personalize Page  Disgnostics

ORACLE iSupplier Portal

Qrders b Arcount b Product b Admin b

Shipments b Planning o

..
Za

Search |F'O Mumber jl | Co

= Notifications

Planning

—
| Full List ) Forecast Schedules

Subject Date | Wl

Standard Purchase Order 16732 2 reguires your  29-Jul-2004 02:34:34 Orders

slghature Agreerments

Yision Operations - Standard PO 20307, 1

Yision Operations - Standard PO 20299 1

28-Jul-2004 17:55:09
28-Jul-2004 17:32:54

Response to your change request for Standard PO 28-Jul-2004 17:32:09

20299 from Yision Operations

Fesponse to your change request for Standard PO 28-Jul-2004 06:21:36

20229 from Yision Cperations

Purchase Qrders

FPurchase History
Shipments

Delivery Schedules

Owerdue Receipts
Advance Shipment

Motices

E_\._. Orders At A Glance :ece'tpts

— eceipts

(Full List ) Retums
PO Number Description Order Date Op-Time
204571 30-Jul-2004 03:44:25 Perfarmance
20240-1 Rain - test2 30-Jul-2004 03:44:15 Invoices
20437 30-Jul-2004 03:41:27 Invoices
504580 29-Jul-2004 23:52:02 Payments
20307 Jai splits made easy 28-Jul-2004 17:58:53 Payments

E_\.__ Shipments At A Glance

Ty
| _Full List J
Shipment Number Shipment Date Packing Slip
JC_Jul29_LPM_TG 21-Jun-2004 05:30:00
JC_Jul29_LPN_T7 21-Jun-2004 05:30:00

Quick Links This section displays a procure-to-pay flow through the Oracle iSupplier
Portal application. Click any link to go directly to the corresponding page.
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Notifications Notifications are messages waiting for your review. Some notifications
are view-only, while other notifications require action. To view your notifications,
click the linked subject to open the Notification Details page. This page provides
complete notification details, as well as the appropriate action button.

After you select an action, the Notifications Summary page displays.
= You can continue to respond to any additional notifications you have.
= You can continue working by clicking any of the tabs.

Orders at a Glance This section displays the five most recent purchase orders. Click a
purchase order number to view purchase order details.

Shipments at a Glance This section displays recent shipments. Click a shipment
number to view a list of your recent shipments.

To view a complete list of your Notifications, Orders at a Glance, or Shipments at a
Glance, click Full List.

Setting Up User Preferences

You can change your user settings or preferences at any time using the Preferences
icon. You can change the following preferences:

= General - You can select your language, territory, time zone, client character
encoding (the character set that’s used in your page display), and accessibility
features (such as screen reader use).

Note: Date and time values are always displayed to you in the
time zone you set in your user preferences, even if your buying
company is in a different time zone.

= Notification - You can select how you want to receive your notifications (for
example, in HTML or plain text e-mail).

= Formatting - You can define your date format and number format.

= Password - You can reset or change your password. A valid password must be
at least five, but no more than 30, characters. Passwords can be numeric,
alphanumeric, or special characters.
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To change your preferences:
1. Click the Preferences icon.

2. On the Preferences page, enter your name in the Known As field.

Figure 3-5 Preferences page

[ . i ) )
ORACI_E |S|_,|pp||er Portal Home Logowt Preferences Help Personslize Page Diagnostics

Home B Orders B Shipments B Flanning B Arcount B Froduct B Admin 0
General Preferences

s General General Preferences

o General # Indicates reguired field e )
Known As |supp|ier, Office Supplies, Inc

# Current Language IAmerican English 'l

* Territary |United States j
Timezone | (GMT +05:30) Calcutta |
Currency IUS dollar j

Accessibility Features |Standard Accessibility j
Client Character Encoding IWestern European (Windows) j

Notification
# Style |F'Iain text rmail j # Motification Language IAmerican English 'I
Formatting

# Date Format |31—DEC-1999 vl # Mumber Format |1D,DDD.DD vl

Change Password
0ld Passwaord I

MNew Password I

Repeat Password I

(cancel ) ( apphy )

3. Complete or update the required fields.

4. Click Apply to save your changes. Click Cancel to return to the system without
making any changes.
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Searching

Oracle iSupplier Portal provides extensive search criteria on all pages to help you
retrieve information. The search results have a number of columns that you can sort
for your data. Some common search fields are PO number, Invoice Number,
Payment Number, Date, and Status.

You can use the percent sign (%) as a wildcard to search for generic items. For
example, to search for all orders beginning with 27 and end in a 5 (such as 275, 2715,
27125) enter 27%5. The% wildcard does not control the number of wild characters.

Note: The search logic attempts to find matches containing values
in any position.

Using "Advanced Search,"” you can build and narrow searches with the available
search operators. Search operators enable you to specify the matching conditions for
a search. Available search operators are:

»  is- Use this operator for an exact match.

= isnot - Use this operator to exclude a specific match.

= contains - Use this operator to find a partial match.

» starts with - Use this operator to find a partial match only at the beginning.

= ends with - Use this operator to find a partial match that only ends with your
criteria.

= greater than - Use this operator to include results greater in value than a value
specified.

» less than - Use this operator to include results lower in value than a value
specified.

= after - Use this operator to include results with a date after the specified date.

»  before - Use this operator to include results with a date before the specified
date.
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Order Information

Order Information

The real-time data provided in Oracle iSupplier Portal allows you to communicate
procure-to-pay information with the buying company while viewing the purchase
order flow.

Using purchase order information, you can acknowledge purchase orders, make
change requests to purchase orders, split shipments, or cancel orders. You can also
view supplier agreements and the revision history of a purchasing document.

This chapter includes the following:

Purchase Orders on page 4-2

Managing Deliverables on page 4-14

Work Orders on page 4-16

Agreements on page 4-17

Purchase Order Revision History on page 4-18
Viewing Time Cards on page 4-20
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Purchase Orders

When your buying company enters a purchase order in Oracle Purchasing, the
purchase order details are available to you in Oracle iSupplier Portal. The Purchase
Orders Details page enables you to view details of the entire purchase order. Oracle
iSupplier Portal enables you to track your purchase orders throughout the
procure-to-pay flow. You can also submit adjustments to your purchase orders.

The purchase order section includes:

= Viewing Purchase Orders on page 4-2

=  Printing Purchase Orders on page 4-5

= Acknowledging Purchase Orders on page 4-6
= Submitting Change Requests on page 4-9

= Splitting Shipments on page 4-12

Note: For the pages mentioned in this chapter, you may view
details to various attributes by clicking the link associated with that
attribute.

Viewing Purchase Orders

You can view details such as terms and conditions, lines, shipments, and
attachments. When you navigate to the View Purchase Orders page, the most
recent 25 purchase orders are displayed. Alternatively, you can view all orders that
require acknowledgment, and all orders pending supplier change.

An advanced search is available to define your search even further. You also have
the option to export the displayed data.

4-2 Oracle iSupplier Portal User’s Guide



Purchase Orders

Figure 4-1 View Purchase Orders page

ORACLE' isupplier Portal ome—Logout Preferences Help Personalize Page Disgnostics

Home Orders Shipments o Flanning o Arcount o Froduct :

Purchase Orders | ments | Pur

Purchase Orders

| Export )
Views
) —_—
Wiew ILaSt 25 Purchase Orders j | Go | Advanced Search
Select Order: [ Acknowledge | [ Reguest Cancellation | | Request Changes | | View Change Histary )
PO Business Document
Select Humber|Rev Unit Type Description Order Date Buyer Currency Amount St:
¢ goaoy 1 Vision  Standard  Jaisplits 28012004 17:58:53 Stock, Ms. UsD 3000 Op
Operations PO made easy Pat
© Z0p9a 1 Mision Standard Jai splits for 25-Ju1-2004 17:32:04 Smith, Mr.  usD 300.00 Op
Operations PO durmmies Jonathan
Co20241 0 “ision Standard  Rain test2  28-Jul-2004 06:11:08 Green, Mr.  USD 000 Su
Operations PO Terry Ch
Pe
20240 1 Vision Blanket  Rain - test2 28-Jul-2004 05:51:38 Green, Mr. 5D 5000 Op
Operations Agreement Terr
C 20240-1 0 Vision Blanket  Rain - test2 28-Jul-2004 05:49:20 Green, Mr. 5D 2000 Op
Operations Release Terr

20237 0 Vision Standard  Bug 28-Jul-2004 04:24:19 Deshpande, USD 100,00 Op
—~ - [T AIETINAA e~

To view purchase order header and line details, click the purchase order number.
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Figure 4-2 Order Details section of View Order Details page

¥ Order Information

General Information
Standard PO
Total
Supplier
Supplier Site
Address

Buyer

Crder Date
Description

Status

Mate to Supplier
Organization

Sourcing Document
Supplier Order Number
Attachments

20211

1.00 {USD)

Office Supplies, Inc.
OFFICESUPPLIES

3605 Warrensville Center Road
Shaker Heights, OH 44122
Stock, Ms. Pat

27 Jul-2004 18:53:56

Jai con

Open

Vision Operations

ey

Terms and Conditions

Payment Terms

Carriar

FoOB

Freight Terms

Shipping Control
Bill-To Address

30 Net (terms
date + 30)
upPs

Origin

Due

( Manage Deliverables )

Bill- To Address 90 Fifth Avenue

Ship-To Address

New York, NY 100223422

Ship-To Address 90 Fifth Avenue

Figure 4-3 PO Details section of View Order Details page

PO Details

@ TIP Click an the Shaw link to view shipment details of a line.

£} Indicates new values

=) Indicates cancellation request

Showe Al Hide All

Details Line / |Type Klem Job ltem

B Shiow| 1

1t-
GDDdStest

Supplier

testing Each

1 1.00

New York, NY 10022 3422

Price Amount Contractor
Description UOM Quantity (USD) (USD)

Hame

Status

Cpen

On the View Order Details page, you can view the order and PO details .

Note: In the PO Details section, to view Details, click Show. To
hide details, click Hide.
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Figure 4-4 Related Information Section of View Order Details page

¥ Order Information

General Information Terms and Conditions Related
Standard PO 20209 Payment Terms 30 Net Infermation
Total 300.00 (USD) iterms Receipts
Supplier :;‘lffice Supplies, g;lte * Inwoices
nc.
Supplier Site  OFFICESUPPLIES Carier UPS Fayments
Address 3605 Warrensville FOB  Origin
Center Road Freight Terms  Due
Shaker Heights, Shipping Contral
OH 44122 Bill-To Address

You can also view receipts, invoices, and payments related to the selected order by
clicking the Receipts, Invoices or Payments in the Related Information section on
the View Order Details page.

In addition to viewing purchase order details, you can submit acknowledgments to
orders for which a buyer has requested acknowledgment, as well as submit an
electronic signature of approval to a buyer. You can view a history of change
requests submitted, as well as a buyer’s response to each change request.

Printing Purchase Orders

You can view and print Portable Document Format (PDF) versions of purchasing
documents, including blanket agreements. If your buying company has
implemented Oracle Procurement Contracts, you can also print the contract terms
or clauses that the buying company has defined on the purchasing documents.

To print purchase orders:

1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. Click the PO Number of the purchase order you would like to print.
3. Click Printable View.

4. A PDF version of your purchase order appears. You may print your PDF from
here.
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Acknowledging Purchase Orders

When creating a purchase order, buying companies can request acknowledgment of
the purchase order. If so, you will receive a notification requiring your response.
The purchase order may include a date by which you need to acknowledge or sign
it.

You acknowledge purchase orders to communicate to the buying company that you
have received, reviewed the details of, and accepted or rejected a purchase order.
You can also communicate changes to the purchase order during acknowledgment.

You can either acknowledge the order online, or accept or reject the order using the
notification. The notification does not allow shipment level acknowledgment, which
must be entered online. When you respond, the purchase order is automatically
updated, and a notice is sent to the buyer.

You can submit acknowledgments for an entire order, or for individual shipments.
For example, if you can fulfill only part of a purchase order, accept the shipments
you can fulfill, and reject the others. You can also communicate change requests
during acknowledgment. For example, if you cannot fulfill a shipment on the given
date, but can fulfill it a few days later, you can communicate a date change request
instead of rejecting the shipment line.

To acknowledge purchase orders:
1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. Select Purchase Orders to Acknowledge, and then click Go. If you know the PO
number of the purchase order you would like to acknowledge, you can use
advanced search to display purchase orders.

3. Select a purchase order with a status of Requires Acknowledgment, and click
Acknowledge.

4. On the Change Purchase Order page, you can accept or reject an entire order, or
you can accept or reject individual shipment.
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Figure 4-5 Change Purchase Order page

Purchase Orders |
Orders: Purchase Orders =

Orders

Shipments :
| RFQ | D

Planning -

Acknowledge: Standard PO : 19057 Revision 1 (Total USD 120.00)

Product

| Cancel | [ Reject Entire Order | | Accept Entire Order | | Printable Yiew | [ Yiew Change Histary | | Export ) | Submit )

¥ Order Information

General Information Terms and Conditions © Related .
Standard PO 19057 Payment Terms 30 Net (terms Information
Total 120,00 (USD) date + 30) Receipts
Supplier Office Supplies, Cartier UPS Invoices
Inc. FOB Origin
FPayments
Supplier Site OFFICESUPPLIES Freight Terms Due

Address 3605 Warrensville
Center Road

Shaker Heights,
OH 44122

Buyer Stock, Ms. Pat

Order Date  13-Jul-2004
14:10:07

Description pass thru PO

Status  Requires
Acknowledgment

Shipping Contral
Bill-To Address
Bill-To Address 90 Fifth Avenue

New York, NY
10022 3422

Ship-To Address
Ship-To Address 90 Fifth Avenue

New York, NY
100223422

Order Level acknowledgment:

= To accept an entire order, click Accept Entire Order, enter a a note to your buyer,
and click Submit.

= To reject an entire order, click Reject Entire Order, enter a note to your buyer,
and click Submit.

Shipment Level acknowledgment:

= Torespond at a shipment level, in the PO Details section, make your changes.
Enter the response reason, and click Submit. The available actions at the
shipment level are Accept, Reject, and Change.

After you have completley acknowledged the order, the buyer is notified of your
acknowledgment response.

Signing Purchase Orders

If your buying company has implemented Oracle Procurement Contracts, your
buyer may ask that you electronically sign a purchasing document while
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acknowledging it. Legally binding purchasing documents must be signed by both
the buyer and supplier.

After you sign the document, your buyer will be notified. The purchase order will
be ready for execution after both the buyer and supplier have electronically signed
the purchasing document.

Note: If your buyer asks that you electronically sign a purchasing
document, you cannot respond at a specific shipment level, you
have to accept or reject the entire order.

To sign a purchase order:

1.

Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

Search for and select the purchase order with a status of Requires Signature,
and then click Acknowledge.

On the Change Purchase Order page, click Sign Document.

Click any attachments you would like to view to review the attachments for
terms and conditions.

Click Accept or Reject.

On the Notification Signing page, enter your username and password and
click Submit.
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Figure 4-6 Notification Signing Page

Motification Signing Page

[ Cancel )
Sign
Please sign or cancel.
Subject:Blanket Purchase Agreement 19488 0 requires your signature
To: SUPFLIER
Enter comments. If you reject the agreement, enter a rejection reason.: This agreement looks OK - will sign and accecpt
Result: Accept
By entering the information requested below, you are electronically signing this document.
Uzer Marne Isupplier

Pazzward |*******
|_Cancel

7. You will receive confirmation that your purchase order has been acknowledged.

Submitting Change Requests

Oracle iSupplier Portal enables you to request changes to purchase orders when
modifications are needed to fulfill an order. You can make changes during and after
acknowledgment.

To submit change requests:

1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. On the Purchase Orders page, search for and select a purchase order.
3. Click Request Changes.

4. On the Change Purchase Order page, enter your changes. If you would like to
make changes to shipment details, click Show.
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Figure 4-7 Change Purchase Order page

Home Logout Preferences Personalize Page Disgnostics

ORACLE isupplier Portal

LT Orders Shipments 7 Planning \ Account | Product V Admin |

| RFQ | D

Purchase Orders | “Wao 5 | Pure
Orders: Purchase Orders =

Request Changes: Standard PO : 20307 Revision 1 (Total USD 30.00)

| Cancel ) | Cancel Entire Order ) | Printable View | [ Yiew Change History | [ Export ) | Submit )

¥ Order Information

General Information
Standard PO
Total
Supplier
Supplier Site
Address

Buyer

Order Date
Description

Status

Mate to Supplier
Sourcing Document
Organization

Supplier Order Mumber
Attachments

PO Details

@ TIP ou can cancal the entire arder or specific lines.

20307

30.00 {USD)

Office Supplies, Inc.
OFFICESUPPLIES

3603 Warrensville
Center Roaid

Shaker Heights, OH
44122

Stock, Ms. Pat
28-Jul-2004 17:58:53
Jai splits made easy
Open

Vision Operations

o

e

Terms and Conditions ©) Related
Payment Terms 30 Net (terms date + Information
30) Receipts
Carrier  UPS e
FOB  Origin Payrments

Freight Terms Due

Shipping Control
Bill-To Address

Bill-To Address 90 Fifth Avenue

New York, NY 100223422

Ship-To Address

Ship-To Address 90 Fifth Avenue

New York, NY 10022-3422

@ TIP Click on the Show link 1o view shipment datails of 2 line. To split 2 line into multiple delivery dates, click the split line ican of the desired raw and then make ch:

Show All Hide All
Supplier
Amount Contractor Global Config
Details Line Type Item Job Description UOM Quantity Price(USD) (USD) Supplier ltem Name Status Reason Agreement D Attar
Abd
¥ Hide 1 Goods T4 A Test Each 13000 I Open I
Shipments
Need-
Ship-To Quantity Quantity A By Supplier Order
Shipment Location Ordered Received (USD] Promised Date Date Line Status Reason Action Split Attac
1 New [28-ui-2004 173000 =2
1 o o | 10 p 10.00 u 0. f100 Open | | |
Yl ew | [50-Juk2004 173000
v York City 20 0 2000 [100 open | [
Additional Change Requests
If you need to submit more changes in addition to those that have been submitted above, you can specify them here
=
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You may request changes to:

Price/Price Breaks on Blanket Agreements
Supplier Item

Quantity Ordered

Promised Date

Supplier Order Reference Number

Additional Change Requests - use this text box if you would like to submit
more changes than offered above. You may enter both order and line reference
numbers. If you would like to split a shipment, see Splitting Shipments.

In the reason text box, you can enter a reason for your change request.

6. Click the appropriate action button from the action list. Enter your reason for

change, and then click Submit.

Note: After submitting your changes, the purchase order status
changes to Supplier Change Pending until the buyer approves the
changes.

To view change order history:

This view enables you to view the history of change requests submitted on a
document, and the corresponding buyer response.

1.

Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

Search for and select a purchase order, and then click View Change History.

View the change order history details on the PO Change Order History page.
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Figure 4-8 PO Change History page

ORAC]_E' iSuppIier Portal Home Logowt Preferences Personalize Page Diagnostics
Home ML el shipments W Planning | Account | Product ) Admin
Purchase Orders | “Work Orders | Agreements | Furchase History | RFQ | Deliverables | Timecards
Orders: Purchase Orders =
Change History for Order 20299
Ok J
To viewr details click on the Show link of the desired row,
== Indicates cancellation
£ Indicates new values
Need-
By  StartEnd Amount Supp
Details Date Requested  [Line|Shipment|ltem Promised Date Date Date Date (USD) Quantity ltem
P Show 29-Jul-2004 04:42:43
B Show 28-Jul-2004 17:29:141 2 Ahd 28-Jul-2004 16:53:00
Test 30-Jul-2004 16:53:00 £3 200 £%
B Shove 28-Jul-2004 17:29:141 1 A 300
Test 100 &%
Ok

4. Click OK to return to the Purchase Orders page.

Splitting Shipments

You can request to split a shipment. For example, if you can only partially ship the

quantity ordered for the given date, you can enter a split shipment change request.

This request will let the buyer know the number of items you can deliver and what
date you will deliver them.

To request to split a shipment:

1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. Search for and select a purchase order, and then click Request Changes.
3. On the Change Purchase Order page, click Show to display shipment details.

4. Click the split icon on the desired shipment line. (Another row is added for
your split shipment).
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Figure 4-9 Change Purchase Order page

PO Details

@ TIP ou can cancel the entire arder ar specific lines.
@ TIP Click an the Show link to view shipment details of a line. To split a line into multiple delivery dates, click the split line icon of the desired row and then mak
Show All Hide All

Supplier
Amount Contractor Global Config
Details Line Type [tem Joh Description UOM Quantity Price(USD) (USD}  Supplier tem HName Status Beason Agreement ID
A
¥ Hide |1 GDDdSTESt Ahd Test Each SDDI 1 300.00 I Open ||
Shipments
Need-
Ship-To Quantity Quantity A t By Supplier Order
Shipment Location Ordered Received {USD) Promised Date Date Line Status Beason Action Splits
¥1- New 26-Jul-2004 16:53:00 = |
1 T [ 100 o 10000 128U 53 558839 Open |cannot fulfil  [Change =] B
3 1- Mew 500 28-Jul-2004 16:53:00 558839 |cannot futfil
York City
¥1- New 30-Jul-2004 16:53:00 = |
2 T [ 200 g onogn [30-Ju 53 558800 Open |cannot fulfil  [Change =] B
4 1- Mew 500 [30-Jul-2004 16:53:00 558800 |cannot futfil
York City -

5. In the Quantity Ordered field of the first shipment line, enter a new quantity.

6. In the Quantity Ordered field of the second shipment line, enter the new
quantity.

7. Change the Promised Date.
8. Enter the Supplier Order Line.
9. Enter a reason for splitting.
10. Select an action for change.

11. Click Submit.

Note: You can split a shipment as many times as needed. To create
more shipment lines, click the split icon.

Canceling Orders or Shipments

You can submit cancellation requests for an entire order or a particular shipment.
You can also submit changes and cancellations at the same time.

Order Information 4-13



Managing Deliverables

1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. Search for and select a purchase order, and then click Request Cancellation.

3. On the Request Cancellation page, click Cancel.

Note: To cancel a few shipments, but not the entire order, click
Show in the PO Details section, and then select Cancel from the
Action list of values (on the shipment line you want to cancel).
Enter a cancellation reason, and then click Submit.

Figure 4-10 Request Cancellation page

Home Logout Preferences Personalize Page Disgnostics

ORACLE' iSupplier Portal

Home

Orders Shipments : Planning  account \ Product V Admin

Purchase Orders | %
Orders: Purchase Grders =
Request Cancellation: Standard PO : 20307 Revision 1 (Total USD 30.00)

[ Cancel ) | Cancel Entire Order | ( Printable Wiew | [ Wiew Change History | ( Export | | Subrnit |

ements | Purc

varables | Timecards

¥ Order Information

General Information Terms and Conditions © Related )
Standard PO 20307 Payment Terms 30 Net Information
Total 30,00 {USD) {terms Receipts
; : date + 30) .
Supplier Office Supplies, Invaices
Inc. Carrier  UPS Pavrments
Supplier Site  OFFICESUPPLIES FOB Origin SRmEe
Address 3605 Warrensville Freight Terms  Due
Center Road Shipping Control
Shaker Heights, Bill-To Address
OH 44122 Bill-To Address 90 Fifth
Buyer Stock, Ms. Pat Avenue
Crrder Date  28-Jul-2004 New York,
175873 MY ANN22

Managing Deliverables

If your buying company has implemented Oracle Procurement Contracts, you may
have deliverables assigned to you. Deliverables are tasks to be completed in order
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to achieve a certain outcome or business objective, and may be used to track
projects for compliance reasons and risk reduction.

For example, your buyer may ask that you send a monthly status report detailing
the status of a certain shipment. In this case, your buyer will create a deliverable
called "Send Status Report," and assign the deliverable to you. You will see the
"Send Status Report" deliverable in the notifications section of the iSupplier Portal
home page, and can manage the deliverable from there, or through the View Order
Details page. You may attach your status report to the deliverable and change the
status of the deliverable.

To manage deliverables:

1. Click the Orders tab, and then click Purchase Orders in the task bar below the
tabs.

2. Select the PO number of the purchase order that includes deliverable(s) you
would like to manage.

3. On the View Order Details page, click Manage Deliverables.

Figure 4-11 View Order Details page

¥ Order Infermation

General Information Terms and Conditions

Blanket Agreement 16890 Payment Terms 30 Met {terms  ( Manage Deliverables |
Total (USD) date + 30)
Supplier Office Supplies, Inc. Cartier UPS
Supplier Site  OFFICESUPPLIES FOB Origin
Address 3605 Warrensville Center Road Freight Terms  Due
Shaker Heights, OH 44122 Shipping Control
Buyer Stock, hls. Pat Bill-To Address
Order Date  26-Jun-2004 03:12:18 Bill-To Address 90 Fifth Avenue
Description New York, NY 100223422
Statuz Open Ship-To Address
Mote to Supplier Ship-To Address 90 Fifth Avenue
Crganization  Vision Operations Mew York, NY 10022 3422

Sourcing Dacurment
Supplier Order Mumber
Attachments

4. On the Manage Deliverables page, click the pencil icon on the deliverable you
would like to update.
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5. Update and add attachments to the deliverable as necessary, and then change
its status to Submitted.

Figure 4-12 Manage Deliverables page

Blanket Agreement : 16890 Revision 1: Update Deliverable
| Cancel_\.l | Applhy \.I

Deliverable Mame  del recur Status ISuhmitted vl
Due Date  28-Jun-2004 Current Status  Open
Description |send clasure docs = Motes  [Dgliverable has heen completed| 1=
[ [
Attachments
| Add Artachments \.I
File Name Type Description Last Updated By Last Updated Update Delete

Mo data exists.

Status History

Details Status Status Change Date Status Changed by
= Show Open 25-Jun-2004

| Cancel_\.l | Applhy \.I

6. Click Apply.

7. You will receive confirmation that your deliverable has been updated. Your
buyer will also receive notification that the status of the deliverable has been
updated.

Work Orders

Using work orders, buyers and suppliers can monitor outside processing from third
parties whose Work In Process (WIP) status and delivery tracking information is
critical to their supply chain process flow. Outside processing activities are the
activities of the third-party suppliers who provide services needed to complete the
final product or maintenance activity.

To view work orders, click the Orders tab, and then click Work Orders in the task
bar directly below the tabs. Using the search criteria, you can view details of the
orders, schedules, WIP details, operations instructions, components, and
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component instructions by selecting the links provided. You can also reschedule an
order.

Figure 4-13 Work Orders page

Product

Account

e Orders | Work Orders | Agreements

Work Orders

Search
Purchase Order |1DD49 Wark Order IyoJob
Fram Neegig [17-mar-2004 11:03:53 From F'ror[r;;stz |
(example: 15-APR-2004 19:45:00) To Pramise Date I
To Meed By Date |
Select Object: (_Reschedule
Select Purchase Order Iltem Description Work Order  Assembly Item Need By Date Promise Date  |Qu:
10049 osp item yo_job2 yo_assyl 17-WAR-2004 050000 1
10050 osp item yo_job2 yo_assyl 17-hAR-2004 05:00:00 2
Agreements

Supplier agreements are purchase agreements you have made with the buying
company. On the Supplier Agreements page, you can review the details of those
agreements, and the corresponding releases (orders) that have been created for a
particular agreement.

To view agreements, click the Orders tab, and then Agreements in the task bar
directly below the tabs. Use the search criteria to get a summarized list of
agreements. For each agreement, you can select to view the releases created to date
for that agreement. You can export details from any page.
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Figure 4-14 Blanket Agreement page

L - Hiine: Preferences 4_ i i
ORACI—E ISuppIIer Portal Home - Looout  Preferences Personalize Page  Disgnostics
UOTE e shipments |V Planning  V Accourt | Procuct ‘

History | RFQ | Deli

. | Agreements | Purc

Supplier Agreements

Simple Search
Please note that the search is case insensitive.
PO Mumber 20240

Global 'l

Effective-From Date  [23-Jul-2004

Effective-To Date |31-Jul-2004
e, ST
| Go ) | Clear |

PO Amount Amount |
Number|Revision Globhal Description Buyer Order Date Currency Agreed Released |

20240 1Mo Rain - test2  Green, Mr 28-Jul-2004 05:51:38 USD 50.00  20.00
Terry
19529 2 Mo Stock, Ms.  23-Jul-2004 02:16:04 USD
Pat
19859 0 Mo Test for BY  Chellamuthu, 21-Jul-2004 16:41:26 USD
flr.
Jaiganesh

Purchase Order Revision History

The Purchase Order Revision History page enables you to search for details on the
revision history of a purchase order.

Using the search criteria, you can get a summarized list of purchase orders that
have been revised. You may choose to compare each revised PO to the original PO,
the previous PO, or last signed PO (if the revised PO has been signed). You can also
view all changes made to the PO.
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Figure 4-15 Purchase Order Revision History page

Purchase Order Revision History
( E'xpor“t J
Simple Search

Please note that the search is case insensitive. ( Advanced Search )
PO Murmber  [20241

Release Mumber I
Rey I i}
Document Type Ipurchase order ,,,{

Creation Date I
Revised Date I

Business Unit |AD_Shipping ,,If

PO Business

Number Rev Unit Description Buyer Creation Date Revised Date * |Currency

20241 0 Mision Rain test2  Green, Mr.  28-Jul-2004 06:09:31 LISD
Ciperations Terry

20240-1 0 Mision Rain - test?2  Green, Mr.  28-Jul-2004 05:45:44 UsD
Oiperations Terry

N7 O Smime [ =JEr Mmoo el A =P I n i F R R Ry R =) [Ni=

Requests For Quotes (RFQ)

Viewing requests for quotes (RFQs) enables you to select possible negotiations to
participate in with the buying company.

To view RFQs, click the Orders tab, and then click RFQ in the task bar directly
below the tabs. The RFQ summary page provides the details of all RFQs created by
the buying company in its ERP application. Click any of the links on the RFQ
Summary page to get more details about the RFQ.
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Figure 4-16 RFQ Summary Results page

RFQ Summary
Simple Search
(_Advanced Search )
RFQ Murmber |35
Response Due By IQD'J'-"'QDD2
S N |
| Go )| Clear )
Quote Quote
RFQ Response Effectivity Effectivity Ship-To
Number |Description Creation Date * |Due By Contact Start Date End Date  Location
368 20-Jul-2004 Stock, 20-Jul-2004 31-Dec-2004 %1- Mew
s, Pat Yok City
385 19-Jul-2004 Stock 1= Mewy
s, Pat York City
374 01-Jul-2004 Stock, 01-Jul2004 01-Jan-2005  %1- Mew
tds. Pat Yark City
302 Request for  24-Apr-1997 01-May-1997 Green W= ey
guotation for e, Yok City
copy paper Terry

Personalize RFQ Header Surnrmary Information

Viewing Time Cards

To be paid for services rendered, contractors can record hours worked using
timecards. You may access these time cards if the Timecards task appears under the
Orders Tab. You will be able to view timecard information and check the amount of
time confirmed by the hiring manager.

To view timecards, click the Orders tab, and then click Timecards in the task bar
directly below the tabs. Use the search criteria to get a summarized list of timecards.
Click View Timecard to get more details about the timecard. You can export details
from any page.
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Figure 4-17 Timecards page

. . " . )
ORACI_E |S|_,|pp||er Portal Home Logout Preferences Personalize Page Disgnostics
Admin |

Account |V Product |

Flanning 7

FJ | Timecards

Timecards
Simple Search
Please note that the search is case insensitive. [ Advanced Search
PO [11908
Contractor |W0rker1 ,,,5?
Order Date |28-Jul-2004
Timecard Period I
((Go J ( Clear )

PO Line Contractor Rate Type Rate Total Time UOM  Amount View Timecards
11908 1 Woarker!, Waorkerl  Owertime Rate  180.00 USD 5 Hours (780.00 USD
11906 1 Worker!, Worker!  Standard Rate  150.00 USD A0 Hours 6,000.00 U=D
119085 1 Woarker!, Woarkerl  Weekend Rate  225.00 USD & Hours 1,800.00 USD
12595 T, W Holiday Rate 300.00 UsD 5 Hours 1.500.00 USD ==
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Shipping Information

This chapter includes the following:
= Shipping Information on page 5-2
= Receiving Information on page 5-13

= Quality Information on page 5-16
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Shipping Information

Oracle iSupplier Portal enables you to view your existing shipments. Using your
shipments you can create or cancel advance shipment notices. The system enables
you to view other shipment information such as delivery schedules.

Using shipping features, you can alert the buyer to upcoming shipments and
expedite receipts and payments for the buying company.

Shipping information details all of your shipping transactions on Oracle iSupplier
Portal. You can create or cancel shipment notices as well as view shipment delivery
schedules and overdue shipment receipts.

The shipping information section includes:

= Using Advance Shipment Notices and Advance Shipment Billing Notices on
page 5-2

= Uploading Routing Requests on page 5-11
= Viewing Routing Responses on page 5-11

= Viewing Delivery Schedules on page 5-12
= Viewing Overdue Receipts on page 5-12

Using Advance Shipment Notices and Advance Shipment Billing Notices

When you enter an Advance Shipment Notice (ASN) or Advance Shipment Billing
Notice (ASBN), you alert the buying company of upcoming shipment deliveries. To
create an ASN or ASBN, select the purchase order shipments being shipped and
provide the appropriate shipment details.

The details that can be specified on an ASN/ASBN include:
Shipment Lines
= Shipment Line Defaults:

= Packing Slip

= Country of Origin

= Bar Code Label

=  Container Number

s Truck Number

»  Comments
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Shipments in Advance Shipment Notices

Note: In the Shipments in Advance Shipment Notices section, to

view Details, click Show. To hide details, click Hide.

Shipment Headers

Shipment Information (Required fields are marked with *)

Shipment Number*
Shipment Date*
Expected Receipt Date*

Freight Information

Freight Terms

Number of Containers
Freight Carrier
Waybill/ Airbill Number
Bill of Lading
Packaging Code
Packing Slip

Tar Weight

Special Handling Code
Net Weight

Tar Weight UOM
Comments

Net Weight UOM

You can enter billing information on a shipment notice to create an ASBN. An
ASBN creates an invoice in the buyer’s payables system. To create an ASBN, in
addition to the above details, the following billing details should be provided

(Required fields are marked with *):

Invoice Number*
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= Invoice Amount*

s Invoice Date*

= Payment Terms

s Freight Amount

s Currency

s Tax Amount

= Remit To Site

The Advance Shipment Notices section includes:

s Creating Advance Shipment Notices and Advance Shipment Billing Notices on
page 5-4

s Uploading Advance Shipment Notices and Advance Shipment Billing Notices
on page 5-8

= Canceling Advance Shipment Notices and Advance Shipment Billing Notices
on page 5-10

Creating Advance Shipment Notices and Advance Shipment Billing Notices

You can create advance shipment notices and advance shipment billing notices
using PO shipment lines.

To create advance shipment notices and advance shipment billing notices:
1. Click the Shipments tab, and then click Shipment Notices in the task bar
directly below the tabs.

2. On the Shipment Notices page, click Create Advance Shipment Notices for an
ASN or Create Advance Shipment Billing Notice for an ASBN.

Note: If you are creating an ASBN, all selected shipments must
belong to the same business unit.
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Figure 5-1 Shipment Notices page

Create Advance Shipment Notice

Views
o, | T %
Wiew |Shipments Due This Weekj | Go) |_Advanced Search
Select PO Shipments: (_Add To Shiprment Matice | ) Previous |1-25 'l MNext 26 &

Select All | Select Mone

PO Supplier Quantity  Quantity Ship-To  |Organization
Select Number |Line Shipment ltem Item Description  Due Date / Ordered Received UOM Location [Name

© o19/o0 1 1 OAISP Item1 28-Jul-2004 06:00:00 40 0 Each 1= Mew  Vision
York City  Operations
© o198s6 1 1 CR ltern 28-Jul-2004 06:00:00 14 0 Each 1= Mew  Vision

“ork City (Oneratinns

3. Select either View Shipments Due This Week or View Shipments Due Any Time,
and then click Go. Click Advanced Search to enter additional search criteria.

4. Select one or multiple purchase order shipments, and then click Add to
Shipment Notice.
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Figure 5-2 Create Advance Shipment Notice page

edules | Shipment Notices

Create Advance Shipment Notice

( Cancel | | Add Shipments | [ Preview | |.Submit)]

Shipment Header Shipment Lines l

Shipment Line Defaults

Enter Shipment Line Defaults and click the Default to All Lines button to copy to all shipment lines.

Packing Slip | Container Mumber |
Country Of Origin I 'IIS? Truck Mumber |
Bar Code Label | Comments |

| Default to All Lines |

Shipments in Advance Shipment Notice
Show All Details | Hide All Details

PO Supplier Item Quantity Quantity Quantity Ship-T

Details Number Line Shipment ltem Description Due Date Ordered Received UOM Shipped Locati
OAISP L hi g Each a0 V1= Me

B-Show19700 1 1 e 28-Jul-2004 08:00:00 40 0 |Eac rd -
BShow19856 1 |1 CR Iter  28-Jul-2004 05:00:00 14 0 [Each P4 13 %

Shipment Header Shipment Lines [

5. On the Create Advance Shipment Notice or Create Advance Shipment Billing
Notice page, enter the appropriate shipment line defaults.

Note:You can always add more shipments by clicking Add
Shipments on the Shipments Line page.

= You can enter the line details once for all shipment lines if the details are
common to all lines. To copy all default shipment lines, click Default to All
Lines.

= To split a shipment line, click the split icon in the Shipments in Advance
Shipment Notice section, and enter Shipping Quantity for the original and new
lines.

= Toremove a shipment, click the remove icon in the Shipments in Advance
Shipment Notice section.
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Note: To display shipment details, click Show in the Shipment
and Advance Shipment Notice section. To hide shipment details,
click Hide in the Shipment and Advance Shipment Notice section.

6. If you would like to enter Licence Plate Number (LPN), Lot, or Serial
Information, click the LPN/LOT /serial icon.

You will be able to enter lot and serial information for shipment lines only when the
item has been defined as a lot or serial controlled item. You will only be able to
enter lot information if the item is lot controlled, serial information if the item is
serial controlled, and both lot and serial information if your item is a lot and serial
controlled.

Figure 5-3 LPN Details page

ORACLE’ iSupplier Portal Home Logout Preferences Personslize Page Disgnostics |
Home' Flanning : Agcaunt : Product : '

Del edules | Shipment Notices | !

LPN Details: Item OAISP Item1

({ Cancel ) (_OK)

Supplier ltem PO Number 19700

ltern Description  OAISP ltem1  spinment Quantity I A0

License Plate Configuration Details

*License Plate Number *Quantity Remove
123456789 | B T
|9958887745 | 5 T
554123 | 7O
|_Add Another Row

Mesting Information

Enter the nesting details for license plate numbers. Enter the parent/destination license plate number in the "Contained in License Plate
Number" column

*License Plate Number *Contained in License Plate Number Remove
|57744158 |a000s88| m

—_—
| Add Another Row |

To enter details for a lot and serial controlled item:
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a. Enter lot information. If you would like to add additional lot attributes,
click the lot attributes icon.

b. If you would like to enter serial details for the lot, click Show, and then
enter serial information. If you would like to add additional serial
attributes, click the serial attributes icon.

c. If you have more than one lot or serial controlled item, click Add Another
Row.

d. If you have LPNs nested within each other, enter nesting details in the
License Plate Configuration Details section.

Note: You may change the total shipment quantity on the
LPN/Lot/Serial Detail page. The total shipment quantity entered
should be equal to the total lot/serial quantity.

e. When you are finished entering your LPN/Lot/Serial details, click OK.
7. Click Shipment Headers. Enter the required ASN or ASBN information.

You can also enter other information. The information you enter at the header
level is transferred to the line level. (However, changes you make at the line
level override information at the header level).

If you are entering an ASBN, you must enter the following billing information:
= Invoice number

= Invoice date

» Invoice amount

In the Remit-To site section, verify that the Remit To Site details are correct. If
the Remit to Site details need to be changed, click Change, select the correct
Remit To Site details, and then click Apply.

8. To preview the ASN or ASBN, click Preview.
9. Review the ASN or ASBN and click Submit.

Uploading Advance Shipment Notices and Advance Shipment Billing Notices

If you have a large volume of ASNs or ASBNs, you may create a spreadsheet
containing shipment details and upload it into your buying company’s system.
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Using the spreadsheet template in iSupplier Portal, you can create shipment notices
offline, and then upload the file.

To download instructions on how to upload ASN and ASBNs:

1. Click the Shipments tab, and then click Shipment Notices in the task bar
directly below the tabs.

2. On the Select a Task page, click Upload Advance Shipment and Billing Notices.

3. On the Upload Advance Shipment and Billing Notices page, click Download
Template for instructions on uploading an ASN or ASBN.

Figure 5-4 Upload Advance Shipment Billing Notices page

Upload Advance Shipment and Billing Notices

If you need to download templates or instructions for creating the file click on Download Templates

Choose aFile

# Indicates required field

# File name  [ASN.htrr]

Browse. . |

& TIP The file should be a tab-delimited text file

( Cancel ) (_Start Load Now

4. On the Download Templates page, choose the file you want to download and
click Download. You may choose from the following files to download:

ASN Template and Instructions - Contains instructions for uploading ASNs,
a sample ASN spreadsheet file, and the template to use when entering ASN
information offline.

ASBN Template and Instructions - Contains instructions for uploading
ASBNSs, a sample ASBN spreadsheet file, and the template to use when
entering ASBN information offline.

Valid List of UOM, freight terms, etc.... - A list of values including country
of origin, UOM, freight, carriers, payments terms, etc. is provided. You
should use these values when creating your ASN/ASBN file.

Zip, All Files - Contains instructions for uploading ASNs, ASBNs, samples
of ASN and ASBN spreadsheet files, templates to use while entering ASN
and ASBN information offline, and lists of values.
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Figure 5-5 Download Templates page

Download Templates
Choose the file you want to download and click on the Download button to save a . zip file to your system.

Zip-All files | (Download )
ASN ternplate and instructions

ASBN template and instructions

alid list of values for UOK, Freight terms etc

Int notices
S———— Y, [ V-
Excel spreadsheet sample files illustrating how ASN/ASEM data can be uploaded

Canceling Advance Shipment Notices and Advance Shipment Billing Notices
When you cancel an ASN or ASBN, the system sends a notification to the buyer.
You can always reenter an ASN for the same purchase order shipments at a later
time. When you cancel an ASBN, both the shipment notice and corresponding
invoice that was issued in the buyer’s payable system are canceled.

To cancel a submitted advance shipment notice or advance shipment billing

notice:
1. Click the Shipments tab, and then click Shipment Notices in the task bar
directly below the tabs.

2. On the Select a Task page, click View /Cancel Advance Shipment Notices.

3. On the View/Cancel Advance Shipment Notices page, search for and select the
advance shipment notice you would like to cancel.

Note: You can use the advanced search feature to narrow your
search.

4. Click Cancel Shipment Notice. A notification of your cancellation is sent to the
buyer.
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Important: Canceling a shipment notice cannot be undone. An
ASN cannot be canceled if any of the lines have been received by
the buying company. You can cancel an ASBN if none of the lines
has been received and the invoice has not been paid by the buying
company.

Uploading Routing Requests

If your buying company is responsible for arranging the packing and shipping of
materials, you may need to submit a routing request. A routing request notifies
your buyer when goods are ready for shipment. You may upload a routing request
using a spreadsheet template.

To download instructions on how to upload a routing request:

1. Click the Shipments tab, and then click Shipment Notices in the task bar
directly below the tabs.

2. On the Select a Task page, click Create Routing Request.
3. Click Download Template.

The Readme file included in the download will provide instructions on how to
upload your routing request.

Viewing Routing Responses

You may view buyer responses to your routing requests. On the Routing Response
page, you may search for routing responses (after your buyer has responded to
them). You may search using the following search criteria:

= Response Number

= Routing Number

s PO Number
= Ship-From
= Ship-To

s Pick Up Time

When you have found the routing response you would like to view, click the
response number for details.
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Viewing Delivery Schedules

You can use the Delivery Schedules Results page to quickly determine deliveries
that need to be scheduled and deliveries that are past due. Click the purchase order
number, receipt quantity, and ship-to location links to view further detail.

Figure 5-6 Delivery Schedules Results page

ORACLE’ iSupplier Portal Home Logout Preferences Help Personalize Page Disgnostics

|/ Orders | Account | Product ) Admin

s | Returns

Delivery Schedules | Shipment Mo

Delivery Schedules

|_Export J

Simple Search
Please note that the search is case insensitive. | Advanced Search |

Organization I\/lswon Operations ,5? PO Mumber |92E|
Supplier iem I 'I,S? ltern Description :F‘aper Purchased - 2 way {
Ship-Ta Location  [¥1 B
Due Date [26-Jul-2004 >
Htem Number [BEES758 P
—
| Co ) | Clear )
2 Previous |1-25 'l Mext 25 &
Supplier
PO Supplier|item Quantity Quantity Ship-To Config Supplier
Organization Number|ltem Description UOM Ordered Received Location|Carrier Item Number |ID Supplier Location Due Date .
“ision 920 Paper - Each 147 ] W1- Mew UPS {20000 Office  OFFICESUPPLIES
Operations Furchased York City Supplies,
2weay Inc.
match office
supply iterm

Viewing Overdue Receipts

The Overdue Receipts Results page enables you to view the details of past due
purchase order shipments. Click the PO number, Ship-To Location, and Buyer to
view further detail.
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Figure 5-7 Overdue Receipts Results page

ORACI_E' iSuppIier Portal Home Logout Preferences Persorslize Page Diagnostics
| Shipments Planning W account |V Product | Admin
s | Returns | Overdue Receipts | On-Time Perfo

Overdue Receipts

| Expart )

Simple Search -
Please note that the search is case insensitive. | Adwanced Search )

Organization IVisinn Operations ,5?
PO Number [20307
ltern IAMT :,5?
Supplier lterm I ,,5?
Due Date  [26-Jul-2004]
—
| Go )| Clear
2 Previous |1-25 v | Mext 25 &
Supplie
PO Supplier|ltem Quantity Quantity Ship-To Config
Organization Number|ltem Item Description Due Date T UOM Ordered Recewed Location Carrier Buyer ID
ision 20507 AM Test Al Test 25-Jul-2004 17:30:00 Each 10 W1- Mew UPS  Stock
Operations York City s,
Pat

|

PAPRE. ACTOR S B N L T T AT a & L T n P T ] [N

Receiving Information

Receiving information enables you to view your receipts, returns, and delivery
performance.

The receiving information section includes:
= Viewing Receipts on page 5-13
= Viewing Returns on page 5-14

s Viewing On-Time Delivery Performance on page 5-15

Viewing Receipts
The Receipts Transactions page enables you to explore a historical view of all

receipts that have been recorded for your shipped goods. Click Receipt Number and
PO Number to view further detail.
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Figure 5-8 Receipts Transactions page

Receipt Transactions

Simple Search
Please note that the search is case insensitive. | Actvanced Search |

Organization [¥ision ,,;?
Receipt Mumber |9011
Receipt Date I
PO Mumber [19806
lterm |Samp|eltem1 ,5?
Supplier tem I ,,;?
Receipt Location INYC ,,,{
I?,I | Clear )
& |1-25 leext25®
Receipt PO Supplier Item Quantity Receipt View
Organization Number |Receipt Date Number|ltem Item Description UOM Received Location Attachments
isian e . Sample item W= Mew
Operations 2011 21-Jul-2004 14:55:11 19806 Sampleiternt S . Each 20 v ok City
OAOM it
“ision 007 20-Jul-2004 14:33:21 19651 OAOM ltemT  OAOM oy IBngTer Each 8 W1- Mew
Olperations Suppl 2 Planner Yark City
narmes

Viewing Returns

The Returns Summary page enables you to view the return history, the causes for
goods returned by the buying company, and inspection results of a shipment. The
search summary results include basic information along with details about the
return, such as quantities and a reason for return. Click Receipt Number and PO
Number to view further detail.

5-14 Oracle iSupplier Portal User's Guide



Receiving Information

Figure 5-9 Returns Summary page

Returns Summary

Simple Search

| Adwvanced Search )
Organization IViSiU” ,,;?
Receipt Mumber IQDD?
PO Number |19651

Shiprnent Murnber I
RMA Mumnber |

lterm I :,,S?

Supplier ltem IOAOM Suppott ,,5?
ltermn Description I

| Go J | Clear )

Receipt|PO Shipment [RMA Supplier ltem Quantity Qua
Organization Number|Humber|Number Number|Receipt Creation Date © |ltem Item Description UOM Received Rety
Yision o007 19631 20-Jul-2004 14:40:01 OAOM term1 OACM  OAOM item Each 8 2
Ciperations Suppl  without

Buyer &
Planner
names

Viewing On-Time Delivery Performance

The On-Time Performance page provides the delivery status of shipments you
made against purchase orders. You can view your performance for timeliness of
deliveries. Click the PO Number and Receipt Number to view further details.
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Figure 5-10 On-Time Performance page

On-Time Performance

[ Export )
Simple Search
Pleasze note that the search is case insensitive. R LIEE] SEETER |
Organization I\-f’ision Operations @ PO Mumber |4ED1—2
I Shipment Mumber
Due Date P I
term |kak% e

Receipt Mumber |?3Ei1 -
{ Wiayhillfirbill Murnber |

Supplier ltem I
Delivery Status -
| G \,I | Clear \,I

PO Shipment Receipt Supplier Quz
Organization Number Due Date Number Number Receipt Date Item Item Description|U0OM Rec

“ision 4601-2  06-Jan-2006 13:30:00 7351 05-Jan-2004 13:30:00 kal-test-vmi-5 kal-test-vmi- Each 1000
Operations a
“ision 19806 25-Jul-2004 05:00:00 011 21-Jul-2004 14:55:11 Sampleiternt Sarmple Each 20
Operations item

creation
Yision 19662  22-Jul-2004 06:00:00 9005  20-Jul-2004 13:05:02 JBFZPS91 JBFZPY 15t Each 10
Operations lterm
Yision 19659 21-Jul-2004 06:00:00 9003 20-Jul-2004 11:24:558 JBFZP91 JBFZPY 15t Each 10
Onrratinns Itrm

Quality Information

Entering quality information online enables paperless transactions for required
quality standards. You can only enter quality information if the buying company
has Oracle Quality and you have permission.

You first create a Quality Collection Plan in Oracle Quality and associate the plan
with the Self-Service Quality for outside processing transactions. You enter quality
information to communicate to your buyer if your item meets the quality standards
required. For example, an electrical motor supplier performs a detailed electrical
test on each motor. That supplier can enter the quality data gathered from each test
and enter that information online in Oracle iSupplier Portal prior to shipping the
motor. Quality engineers can evaluate the results and stop the shipment of any
motors that do not meet the requirements.
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The system displays an available link in the Quality Plans column. Clicking this link
displays a list of collection plans associated with your purchase order. You can enter
quality results, view quality results submitted, or view attachments for any
purchase order listed.

The Quality Shipments page displays purchase order and shipping information for
any purchased item being shipped, but only for open jobs that also have at least one
collection plan assigned to them. You can obtain the shipment number, ship-to
location, and ship-to organization. You can also download quality collection plans,
and collect and submit quality data regarding your shipments.

To enter quality results:
1. On the Shipments tab, click Quality in the task bar directly below the tabs.

Figure 5-11 Search - Quality Shipments page

Quality Shipments

Simple Search

PO Mumber

Shipment Mumber

Supplier tem
ltem
PO PO
Number Line
612 1
15 1

[ Achvanced Search |
512
f1
|f2000
Co \,I | Clear ‘,I
|1-1D vl Mext 10 =
Shipment Supplier Item Quantity Quality
Number Item Item Revision  Description UOM Ordered Plans
1 20000 Paper - Purchased Z-way match Each 326 Available
office supply item
1 20000 Paper - Purchased Z-way match Each 188 Available

office supply item

2. On the Search - Quality Shipments page, search for a shipment.
3. Click Available in the Quality Plans column for the appropriate shipment.

4. On the Quality Plans page, click the enter quality results icon. To view existing
quality results, click the view quality results icon. To view attachments, click the
attachment icon.
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Figure 5-12 Quality Plans page

' Shipments Flanning 7 Agcaunt 7 Product 7

s | Returns | due i | On-Time Perfi ce | Quality

inments: Guality >

JAality Plans

GQuality Plans

Collection Plan Description Type Enter Quality Results Yiew Quality Results iAttachment
MEWY PLAN1T MEWY PLAN1T FGl Inspection f £5E3

INDUSTRIAL DRESSLER QUALITY Industrial Dressler Quality Collection Plan WIP Inspection f £5E3

RK. TZTEST 1 WIP Inspection f £5E3

3526772 Receiving Inspection f 3

Hore | Orders | Shipments | Planning | Account | Product | Admin | Home | Logout | Preferences | Edit | Personalize Region | Diagnostics
aut this Pace

5. On the Enter Test Results page, enter a number and click Continue. (You can
only complete this task if you have permission).
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Figure 5-13 Enter Quality Results page

Account | Product |

Elanning

Worders ML

De dules | Sh t Ik pm edules | Receipts | Returns | Overdue Receipts | On-Time Performance | Quality
Shiprments : Quality > Quality Plans > MNumber of Rows = Enter Results
Enter Quality Results

Shipment Details

PO Nurnber 3792 ltem CM66326 Ship Organization M1
PO Line 2 Shiprnent 1 Ship Location M1- Seattle
PO Release Nurmber Supplier ltem Ordered Quantity 700

Enter Test Results : P MOVE PLAN

& Pravious |1-1D of 25 'l Mext 10 &

*Quantity Qty Accept p time element {Attachment o'+ +@
|

L

L

d | |

L

El
RS LS LS LS

===

6. On the Enter Quality Results page, enter your quality information (the fields
available to enter data vary depending on the type of information you need to
enter) and click Submit. You can enter up to 25 rows of quality data at a time.

7. Once you have submitted all of the quality results, a notification is sent to the
buyer.

To send quality notifications to the buyer or recipient:

After you have saved and submitted all of your quality results, click Notification to
notify the buyer or recipient that you have submitted results (if you have
permission). You can only submit 25 rows of results at a time. If you are submitting
more than 25 rows of results, for example 100 rows of results, you must submit your
results four times.

Note: To avoid sending duplicate notifications, click Notification
only after you complete and submit all of your rows of data.
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Planning and Inventory Information

Oracle iSupplier Portal enables you to view demand forecasts from the buying
company. Using your item number, you can view different transactions. You can
also maintain certain item information such as manufacturing and order modifiers.
Oracle iSupplier Portal enables you to perform vendor managed inventory or track
consigned inventory stock. You also can maintain your orders and capacity
information on the system.

This chapter includes the following:

s Forecast Information on page 6-1

s Product Information on page 6-2

= Vendor Managed Inventory on page 6-11

s Consigned Inventory on page 6-12

Forecast Information

Forecast information enables you to view real-time forecasts from the buying
company. You can view plans, arranged by schedules, that communicate expected
demand over different time horizons. You can see all available schedules and select
the schedule number to view further details. The Planning tab allows you to view
plans that communicate forecast information. You can also view forecast schedules.
A summary of schedules is displayed and you can select each schedule to view
details. Click the Schedule Number for further information.

The Planning Schedule Summary page displays forecast information for all items.
To view forecast information for all items on a single page, click the summarized
view icon.
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Figure 6—1 Planning Schedule Summary page

. . _
ERACI_E |S|_,|pp||er Portal Home Looout Preferences Help Personslize Redgion
Home | Orders | Shipments | LELTILT I Account \ Product |\ Admin | |

| Forecast

Search - Pl

Schedule Mumber

Forecast/Release Type
Schedule Horizon Start
Schedule Horizon End

Schedul

anning Schedule Summary

| Advanced Search |

Revision

—— =
| Go ) Clear )

|Creation Date * |Forecast/Release Type Schedule Horizon Start  Schedule Horizon End  Ship-To

20010710-230
20010710-224
199807 31-203

19980529179
19980529-178

0 10.Jul. 2001 Forecast All Documents  30.Jul. 2001 31.Mar.2002
0 10.Jul. 2001 Foracast All Docurents  12.Jun.2001 28.Feb.2002
0 31.Jul. 1998 Forecast All Documents  31.Jul. 1998 31.Jul 1929 Dallas Mz
0 29.May. 1998 Iaterial Release 01.May. 1998 30.Apr. 1889
0 29.May. 1998 Material Release 29.May. 1998 31.May. 1999

Product Information

Using the Product tab, you can easily access and view information about the
products you provide sorted by item.

The product information section includes:

= Viewing Supplier Item Summary on page 6-3

= Viewing Item Inventory Information on page 6-4
=  Maintaining Capacity Information on page 6-6

= Maintaining Order Modifiers on page 6-9
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Viewing Supplier ltem Summary

The Supplier Items page enables you to view all of the details of the products that
you supply. You can view your search results in a summary format with links on
each line for:

Figure 6-2 Supplier Items page

. . . )
ORACI_E |Supp||er Portal Home Logout Preferences Help Personslize Page Disgnostics

Arcount | Admin

Product

Planning B

Shipments )

\/ Orders

Supplier ltems | C ars | Maintain
Supplier tems

Simple Search

Please note that the search is case insensitive. _Advanced Search
Supplier ltem | 4,5?
ltem |CME1563 &
ltern Description IF'C Bag
——
| Go J | Clear J
) Previous |1-25 'I Mext 25 &
Supplier Item Receipt On-Time Consigned
Item Item Description UOM  Buyer Orders Overdue History Defects Returns Performance Inventory VM1 Inventory
CME51563 PC Bag - Each Baker, M= 1
Slimline Catherine
Leather
GER ASL GBER ASL GBRASL  Each  Srnith, br.
Test Test Test Jonathan
Supplieritem
MJE-adv-1 MJE-Adv.Pri. Each
Item 1
OASeller  OAConsign  OAConsign  Dozen
Consign lterni lterm1
Iterm 1

Orders A summary of order lines placed with you for this item. This summary
includes quantity ordered, quantity received, and price break information. Click PO
Number, Ship-To Location, and Buyer for further information.

Overdue A summary of overdue receipts for the selected item. Click PO Number
and Receipt Number for further information.

Receipt History A summary of receipts for the selected item. Click PO Number and
Receipt Number for further information.

Defects A summary view of failed inspection items.
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Returns A summary view of returns for an item that includes shipment information,
RMA number, and quantities. Click PO Number and Receipt Number for further
information.

On-Time Performance A summary of receipts for an item that includes due dates,
receipt dates, and shipping information. Click PO Number and Receipt Number for
further information.

Inventory The On-Hand page provides more details about the item, on-hand
quantity, and links to both. Revision history and sub-inventory breakdown of the
on-hand quantity (with locator, lot, and serial).

Vendor Managed Inventory A summary view of vendor managed items that includes
supplier, item shipment notice, and buyer information.

Consigned Inventory A summary view of consigned items including item, shipment,
and transaction information. Click the appropriate icon for further information.

Most of the summaries are available to export.

Viewing Item Inventory Information

The On-Hand Items page enables you to view your item inventory information.
Viewing your item inventories enables you to view on-hand inventories, item
locations, lots, and serials.

To view item inventory information:
1. Click the Product tab, click Supplier Item in the task bar directly below the tabs.

2. Search for an item.

3. On the Supplier Items Result page, select your item and click the inventory
icon.

4. Click Revision to view any revisions made to an item.

6-4 Oracle iSupplier Portal User’s Guide



Product Information

Figure 6-3 On-Hand ltems page

ORACI_E iSuppIier Portal Home Logout Preferences Help Personslize Page Disgnostics
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Supplier tems | Order Modifiers | Maintain Capacity | Quality | Consigned Inventory

FProduct: Supplier ltems > On-Hand ltems =
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| Export

Home | Orders | Shipments | Planning | Account | Product | Admin | Home | Logowt | Preferences | Help | E
Copyright 2000-2004 Oracle Corporation. Al rights reserved. ) I
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5. Click the Subinventory icon to view subinventory information for an item.
6. Click the Locator, Lot, or Serial icon to view any specific item information.
Figure 6—4 On-Hand items Subinventories page
ORACI—E iSuppIier Portal Home Logout Preferences Personalize Page Disgnostics
Home | Orders | Shipments A Planning RN 8! Product Admin |
Supplier Items | Order Modifiers | Maintain Capacity | Quality | Consigned Inventory
Product Supplier ltems > On-Hand ltems > On-Hand ltem Revisions =
On-Hand ltems Subinventories
Item Item
Organization ltem Description Subinventory Revision Nettable Reservahle UOM Quantity Locator Lot Serial
Seattle CM515653 PC Bag-  Stores F F Ea |1
Manufacturing Slirmline
Leather

[ Export

Home | Orders | Shipments | Planning | Account | Product | Admin | Home | Logoot | Preferences | w

7. Click Export to download your inventory information.
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Maintaining Capacity Information

You can accurately maintain your delivery capacity online. Your buying company
can allocate planned orders taking into account your changes to the capacity
constraints. This provides more accuracy and flexibility in making sourcing
allocations during the organization’s planning, scheduling, and procurement
processes.

You can update your capacity abilities for various items for which you are an
approved supplier. You can use the Order Modifiers page to define processing lead
times, fixed lot multiples, and minimum order quantities. You can also define
tolerance fences by Days in Advance and Tolerance on the Maintain Capacity page.
Once your updates are submitted, the company’s buyer is notified and their
approved supplier list is updated with your information. The company can then
better allocate planned orders taking allocation and current capacities into account.

You can update the following capacity constraints for each item that has been
sourced to you:

= Processing lead time

s Order modifiers: minimum order quantity and fixed lot multiple
s Capacity per day for a range of effective date

= Tolerance fences: tolerance percentage and days in advance

After you change capacity information, a notification is sent to the planner and the
buyer. Based on the preference set by the buying company, the information may go
through an approval from a buyer or planner. You will be notified of the status of
the request.

To maintain capacity information:

1. Click the Product tab, click Maintain Capacity in the task bar directly below the
tabs.

2. On the Maintain Capacity page, enter search criteria information.
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Figure 6-5 Maintain Capacity page

DRACI—E iSuppIier Portal Home Logout Preferences Help Personslize Page Diagnostics

| Home | orders B Shipments 7 Planning B ArCcount J Product Admin 7

Supplier tems | Order Modifiers | Maintain Capacity | Quality | Consigned Inventory

Viaintain Capacity

Search
Please note that the search is case insensitive.

Supplier ltem IGBR

ltern Mumber IGDDD

ltern Description IF'C Bag

I@ (Clear )

Select ltem: [ Maintain Capacity

Minimum
Processing Order Fized Lot
Select Supplier ltem ltem Item Description UOM Lead Time Quantity Multiple
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taxable item
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3. Click Search. (You can perform a blind search by clicking Search without
entering any criteria. This results in all items assigned to you being displayed).

4. Select your item and click Maintain Capacity.
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Figure 6—6 Capacity of ltem page

ORACLE' iSuppIier Portal Howme Logout Preferences Help Personslize Page Disgnostics

Home orders b Shipments o Planning b ArCcount | Product Admin o

Supplier ltems | Order Modifiers | Maintain Capacity | Quality | Cu
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—_—
| Add Anather Row )

Over Capacity Tolerance
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| a0 | 25%]

—
| Add Another Fow |

( Cancel , | _Update Capacity |

Note: The Maintain Capacity page displays information from
today’s date forward. You can modify the current defined capacity
or create new entries by clicking Add Another Row.

5. You can also add or modify the Over Capacity Tolerance by changing existing
Days in Advance and Tolerance values.

Note: To add additional Over Capacity Tolerance information,
click Add Another Row.

6. When you have completed your update, click Update Capacity. An Update
Capacity Confirmation message is displayed.
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Maintaining Order Modifiers

Maintaining order modifiers enables you to view and make changes to the details of
your ability to fulfill purchase orders scheduled for delivery. You can view
shipment processing lead times, minimum order quantities, and fixed lot multiples.
You can then adjust these to fit your delivery ability.

To maintain order modifiers:

1. Click the Product tab, click Order Modifiers in the task bar directly below the
tabs.

2. On the Order Modifiers page, enter search criteria information and click Go.

Figure 6-7 Order Modifiers page

ORACI_E iSuppIier Portal Home Logout Preferences Help Personalize Page Diagnostics
Home f Shipments | Planning | Account ) Adrrin
s | Order Modifiers | M
Order Modifiers
Search
Please note that the search is case insensitive.
Supplier lterm I ,,,3?
Htem Number [CM51553 e
ltern Description |F'C Bag - Slimline Leather
" Y — 1
| Go )| Clear J
Select ltem: | Maintain Order Maodifiers
Minimum
Processing  Order Fized Lot
Select Supplier tem hem Item Description UOM Lead Time  Quantity Multiple
s Ch51563 PC Bag - Slimline Leather
e 11000 Desk - Capitalizable, taxable  Each
iterm
e 12000 Maobile phone - expensable Each

asset (tracked in ASSETS as
an F¥PEMSFN asaeh

3. Select your item and click Maintain Order Modifiers.
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Figure 6-8 Order Modifiers for Iltem page
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4. On the Order Modifiers for Item page, you can add or modify the following
item attribute values:

— Processing Lead Time (in days)
-  Minimum Order Quantity
- Fixed Lot Multiple

5. Click Submit.

The item is immediately updated with the changes and an information notification
is sent to the planning manager or buyer of the item. They can verify your changes
in their approved supplier list.

Note: You can erase any changes before submitting your request
by clicking Cancel.
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Vendor Managed Inventory

Vendor Managed Inventory enables you to manage the inventory at the customer’s
location. Customers can set up the minimum and maximum stock levels required
for an item enabled for maintenance by a supplier.

Using Oracle iSupplier Portal, you can view these minimum and maximum levels
and also view the current on-hand quantities for that item at the customer location.
You have the option of triggering the replenishment requests from this page to
ensure that the stock quantity is maintained at the customer location.

On the Product tab, on the Supplier Item Results page, click the VMI icon. From
the Vendor Managed Inventory Status page, your search results are displayed with
detailed information about the status of each item you included in your search and
links to enter replenishment information. You then initiate replenishment requests
for the item.

Note: You can save searches that you use frequently by clicking
Personalize, entering your search criteria, and then saving by
clicking Apply. Personalize also enables you to customize the
information that is displayed when you view the VMI Search page.

To generate supply requests:
1. Search for the items you are responsible for.

2. Review the replenishment method for the item.

3. If the method for the item is Buyer or Supplier Initiates Release; you then select
the item, enter the quantity, and click Release.

4. If the method for the item is Manual Requisition; you click the enter requisition
icon in the Create Requisition column. On the Enter Order Details page, enter a
quantity, need-by date, and other details of the order as required by the
customer.

Once you have completed and submitted the replenishment request, you will
receive a confirmation message that contains the request identifier. You can use the
request identifier to monitor the progress of your request.

You can override the quantity with either of the manual types of replenishment
methods. For Automatic Release method items, you can click the enter
replenishment icon in the Create Requisition column and enter a quantity.
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Consigned Inventory

Oracle Procurement along with Discrete Manufacturing supports maintaining
consigned inventory for an item. Buying companies can enable items to have
consigned inventory. This enables you to maintain the stock at the buying company
location. Buying companies do not incur financial liabilities until they start
consuming the stock.

Oracle iSupplier Portal enables you to view on-hand stock for consigned items and
also associated procure-to-pay transactions.

To view consigned items:

1. Click the Product tab, and then click Consigned Inventory in the task bar
directly below the tabs.

2. On the Consigned Inventory page, search and select your item.

3. For a given item, suppliers can view the following information:

Supplier Item

Item

Item Description

Consigned On-Hand - Displays the on-hand stock levels for the item at the
buying company.

Consigned Shipments - Displays the purchase order shipment details that

enable the item to be shipped from you to the buying company location.

Consumption Orders - Displays the purchase orders/blanket releases that
are created when consigned stock is consumed by the buying company.
These are the orders against which you can submit invoices to the buying
company.

Consigned Receipts - Displays the history of receipts for consigned stock.

Consigned Returns - Displays the history of return transactions created for
the consigned stock.

Material Transactions - Displays the material transactions that occurred for
the consigned item. It includes transactions to procure the item, which is the
consigned stock, and then the transactions to move the stock to regular
inventory for consumption.
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If the consigned item is also enabled for Vendor Managed Inventory, suppliers can
initiate replenishment requests online.

To view consigned inventory aging items:

1. Click the Product tab, and then click Consigned Inventory Aging in the task bar
directly below the tabs.

2. On the Consigned Inventory Aging page, you may search for items that are
past due, or items that are due in the next 7, 15, or 30 days. Select the
appropriate search criteria for your item and click Go.

3. For a given item, suppliers can view the following information:

Supplier Site
Organization
Supplier Item
Item

Item Revision
Item Description
Subinventory
UOM

Quantity
Receipt Date
Consume Before - Date the item must be consumed.

Days Before Consumption is Due - Displays the number of days before the
ownership of the item is transferred.
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Invoice and Payment Information

You can access invoice and payment information as well as review invoice status
online using Oracle iSupplier Portal. If the buying company uses Oracle Payables,
you can also submit invoices online.

This chapter includes the following:
= Submitting Invoices on page 7-2
= Viewing Invoice Information on page 7-5

= Viewing Payment Information on page 7-5
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Submitting Invoices

If your buying company has implemented Oracle Payables, you may submit
invoices online.

You can submit an invoice online to the buying company based on the purchase
order lines you have fulfilled. You need to only identify those items shipped and
enter a quantity. You can invoice against open, approved, standard, or blanket
purchase orders that are not fully billed. You can enter a credit memo against a fully
billed purchase order (use negative quantity amounts to enter a credit memo), as
well as invoice against multiple purchase orders. However, the currency and
organization of all items on an invoice must be the same. The organization is the
entity within the buyer’s company that you are invoicing.

You can also partially complete an invoice, save it, and submit it later.

After you submit an invoice, you cannot change the invoice. If you need to make
adjustments to a submitted invoice, you can create a credit memo against the same
purchase order items to net out the invoice charges. The purchase order will then be
available for a new invoice.

To submit an invoice:

1. Click the Account tab, and then click Create Invoices in the task bar directly
below the tabs.

2. On the Create Invoice: Submit Invoices page, click Create Invoice.

Figure 7-1 Create Invoice: Submit Invoices page

Create Invoices | Yiew

Invoices

Find saved, unsubmitted invoices so you can update and submit them. To review processed invoices, from the Acco
Search
Search By IInvnice Mumber j IEIMD-1 | Go )

Saved Invoices

3. On the Create Invoice: Select Purchase Order page, enter search criteria and
click Go.
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Figure 7-2 Create Invoice: Select Purchase Order page

F Y F Y
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Item Item
Select PO Number® |[Line|Shipment|Description Number
¥ 13856 1| CR ltem!  CR ltem1

General Information

Rewiew and Submit

( Cancel | Step 1 of 4 |Next I|

Supplier

Item Uni

Humber Received Invoiced UOM Price
0 0 Each 440

4. Select items to be invoiced and click Add Items to Invoice List. Add as many
items as you need (items on your invoice display at the bottom of the page).

5. When finished adding items, click Next.

Note:

After you select your items, click Taxable to indicate an item

is subject to tax. Freight and miscellaneous lines cannot be taxable.

6. On the Create Invoice: Include Lines on Invoice page, enter a quantity to
invoice. If you would like the invoice to be taxable, select Taxable. Enter and
any additional charges, and then click Next.
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Figure 7-3 Create Invoice: Include Lines on Invoice page

M
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Freight | 100.00 |Compr0mised Price ]I[EI
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S,

| _Add Another Row |
Line Charge
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Note: If you want to verify the total amount, on the Create
Invoice: Include Lines on Invoice page, click Calculate and your

totals are updated.

7. On the Create Invoice: General Invoice Information page, enter an invoice
number, invoice date, and a description.

8. Click Next.

9. On the Create Invoice: Review the Invoice page, review your invoice and click
Submit. You also have the option to return to this invoice later by clicking Save

for Later.

10. On the Warning page, click Yes to confirm your invoice. After you confirm your
invoice, a notification is sent to the Accounts Payable department.
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To retrieve a saved invoice:
1. On the Submit Invoices page, search and select your saved invoice.

2. Complete the invoice and click Submit.

Viewing Invoice Information

The Invoice Summary Results page enables you to view the history of all your
invoices by the buying company. You can search using various search criteria such
as:

= Invoice Number
= Invoice date

s Duedate

= Payment status

You can select and view further purchase order details. The system displays a list of
all purchase orders that are included on the invoice. You can also select and view
payment details, as well as view invoice attachments. To view invoice attachments,
click the attachment icon.
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Figure 7-4 Invoice Summary Results page

Invoice Summary
(Export )
Simple Search

Irvoice Mumber IF'RE-EICIZ—1DD-ERS- PO Nurnber I
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Arnount Due From I 21-Jul-2004
[

Due Date From
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Due Date To I E

[ Advanced Search )
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|1 -25 'l Next 25 &

Invoice Gross Amount Pay t Discount Available Packing
Number|Description Invoice Date NumherCurrencyAmount Due Due Date |Status |Number Date Discount Slip Attachments Ty}

Receipt
PRE. oo™ iuZ004 12959 USD 10100 10100 21-Jul2004 Approved Sta
BCIE automatically
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Note: If you submitted your invoice online, there may be a delay
before you can review it because the Accounts Payable department
needs to process it first.

Viewing Payment Information

Payment inquiry enables you to view the history of all the payments to your
invoices completed by the buying company. You can search using various search
criteria, including:

= Payment number
= Payment date
s Purchase order number

»  Packing slip identifier
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Figure 7-5 Payment Summary Results page
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You can view further payment or invoice details:

Payments - Select a payment link and the Payment Detail page displays and enables
you to view the details of the payment or select the invoices included in the
payment.

Invoices - Select an invoice link and the Payments page displays. There can be one
or more invoice lines in the list depending on how many invoices were included in
the payment. If you then select a specific invoice, the Invoice Summary page
displays the details of that particular invoice.
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Supplier Profile Management

Supplier Profile Management enables you to manage key profile details used to
establish or maintain a business relationship with the buying company. This profile
information includes address information, names of main contacts, business
classifications, banking details, and category information about the goods and
services you are able to provide to the buyer. Buyer administrators will review the
details you provide and use them to update the appropriate records in the buyer’s
purchasing transaction system.

You benefit from managing your profile yourself. Supplier Profile Management
enables you to effectively represent yourself to the buying company and update
your profiles details as necessary, making important information accurate.

This chapter includes the following:

Supplier Profile Management Flow on page 8-2
Supplier Details on page 8-2

Address Book on page 8-3

Contact Directory on page 8-4

Business Classifications on page 8-7

Products and Services on page 8-8

User Accounts on page 8-12
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Supplier Profile Management Flow

To have the information you enter in Supplier Profile Management processed in the
system, log into the Oracle iSupplier Portal and access your profile. You can then
enter information for your address book, contact directory, business classifications,
products and services, or user accounts. The buyer administrator will review any
changes to your profile and use this information to update their purchasing system.

Supplier Details

The Supplier Details page is the introductory page to Supplier Profile
Management. From this page, you can add to or change your profile information.
You can also add an attachment to your profile. Adding attachments allows you to
upload documents pertinent to your relationship with the buying company or
upload documents that may have been specifically requested by the buying
company (for example, tax documents).

Figure 8-1 Supplier Details page

ORACLE isupplier Portal

Supplier Details
Address Book

Contact Directary

Business
Classifications

Products and
Services

Bank Accounts

User Accounts

Profile Management
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Supplier Details
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Supplier Number 1008 *** % Management?
Taxpayer D

Tax Registration Mumber
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DUMS Mumber can manage key information about your

company.
Learn more ...
Attachments
Search
Please note that the search is case insensitive.
—
Mame | | Ga
P Show Mare Search Options
.\
| Add Artachments |
Last Updated |Last
File Hame Type Description Category [By Updated Usage |Update Delete
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Address Book

Using Supplier Profile Management, you can enter profile details such as address
book information online. You can create and modify the multiple addresses used in
transactions with the buying company (for example, purchasing locations, payment
sites, and addresses for RFQs). You can provide a comment for each address entry
to describe how it is used. For example, you can enter an address record and
indicate that this is an address for a location from which goods or services may be
purchased. You can inactivate addresses that are obsolete, as well as view and
update bank account details associated with each address.

After you enter address information, buyer administrators are notified of the
changes. Buyer administrators must review the updates and decide how to use the
details to update the purchasing system. Therefore, any changes you make may not
be promoted to the system for a few days.

To manage address book details:

1. On the Supplier Details page, click Address Book. You can select from a
current list of addresses.

2. Onthe Manage Address Book Details page, click Add.
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Figure 8-2 Manage Address Book Details page
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3. Onthe Add Address page, complete the required fields.
4. Click Apply.

To edit or remove addresses:

1. On the Manage Address Book Details page, click either the edit or remove
icon.

2. Click Apply.

Contact Directory

You can enter contact directory information online. You can create and modify
information about the multiple contacts in your organization who interact with the
buying company (for example, people who respond to RFQs or involved in selling
the company’s goods and services). After entering the contact details, you can link
the contacts to the appropriate address (described below). As people move within
your organization, you can also revise the address details for a contact. You can
create multiple contacts and link each one to as many addresses as needed. Each
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contact must be unique based on first name, last name, and phone number. Contacts
that are obsolete can be removed.

After you enter the information, buyer administrators are notified so they can
review the details and use then to update their purchasing system. Therefore, your
changes may not be promoted to the purchasing system for a few days.

To add a contact:

1. On the Supplier Details page, click Contact Directory. The system displays
your current list of contacts.

2. On the Contact Directory page, click Add.

Figure 8-3 Contact Directory Details page
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,opyrlgk_rt 2000-2004 Oracle Corporation. Al vights reserved. Privacy Statement
shout this Pacge Hrivacy Iglement

3. On the Add Contact page, complete the required fields.
4. Click Apply.

To link a contact to an address:

1. On the Contact Directory page, click the manage address details icon for the
contact you would like to link.
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2, Onthe Manage Address Details page, select Addresses available to be linked
to the contact.

Figure 8—4 Manage Address Details page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personalize Page Diagnostics

procuct ST

Account

Flanning :

Qrders : Shipments :

Profile Management

Supplier Details Admin: Profile Management: Address Book > Contact Directory >
Address ook Manage Address Details: TEST12

Link the contact to the appropriate addresses for your company.
Contact Directory

Business Search
Classifications Address Type |Addresses available to be linked to the contact ¥|  State/Region |Ohi0
Products and Address  |3605 Warrensville Center Province |
Senices City/Town/Locality |Shaker Heights Pastal Code |44122
Bank Accounts County I Country I
User Accounts [
Select Addresses: |_Add Link to Contact 2 Previous |1-5 'l Mext & &
Select All | Select Mane
Select Address HName Address Details
W OFFICE PROJ 3605 Warrensville Center Road

Shaker Heights OH 44122

3. Enter any address information to narrow your search, and click Go.

4. Select the address or addresses to be linked to the contact and click Add Link to
Contact.

To edit contact details:
1. On the Contact Directory page, click the edit icon.

2. Make appropriate edits, and then click Apply.

To remove contact details:
1. On the Contact Directory page, click the remove icon.

2. You will receive confirmation that your contact has been removed.
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Business Classifications

Buying companies establish a list of business classifications they want to use to
classify their supply base. In some regions, these classifications are required by
government regulations.

You can claim classifications that are appropriate to your business and add any
required classification details. Buyers can then audit your qualifications. Once you
claim the appropriate classifications, buyer administrators are notified so they can
review the details.

To claim business classifications:
1. On the Supplier Details page, click Business Classifications.

2. On the Business Classifications page, check Applicable for all classifications
that apply to your company.

Figure 8-5 Business Classifications page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personalize Page Diagnostics

Shipments : Flanning : Agcaunt : Product | Admin

Profile Management

Supplier Details Admin: Profile Management: Address Book > Contact Directory >
Business Classifications

et Bl Identify th lagsifications that Iy t Revert ] ( )
entify those classifications that apply to your company. | Revert | | Save
Contact Directary \Revert) | Save )

Business Certificate Certifying
Classifications Classification Applicable Minority Type Number Agency Expiration Date

Approved EU Toxic Waste —
Products and F'Eopcessor Il I |V|S|0n Cert. |
Senices —
EU Region 4 Business r |54000058] [vision Cert. |
Bank Accounts
User Accounts Hub Zone Il | |Visi0n Cert. |
Minority Owned |Hispanic =] [2288830 [wision Cent. [25-Ju-z004
Port of Singapore Docurment r
Processar I I I
Service-disabled Yeteran Owned - |65418812 | |

3. Complete the remaining fields.

4. If youwould like to undo any changes you have made before saving your
information, click Revert.

5. Click Save.
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Products and Services

Buying companies define product and service category sets that they use to
categorize their supply base. You can browse the list of goods and services and
select all those that apply to your business. Buying companies can then use this
information; some may use it to help generate supplier invitation lists for RFQs or
for reporting.

You can browse the hierarchy tree and select a parent category or child categories.
When a parent is selected, the buying company assumes that you can provide all
the products or services in that category. After you select the product and services
categories that apply to your business, buyer administrators are notified so they can
review the details. You can update your selections at any time.

To claim products and services:
1. On the Supplier Details page, click Product and Services.

2. On the Products and Services page, the system displays the list of categories
that have already been claimed by your company. (To browse child category
details for any parent, click the view sub-category icon.)

3. Click Add.

4. On the Add Products and Services page, browse for a product or service and
click Applicable. (Applicable is greyed out for any previously selected products
or services are already selected as Applicable.)
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Figure 8-6 Products and Services page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personalize Page Diagnostics

Haome 7 Qrders 7 Shipments 7 Flanning 7 Agcaunt 7 Product ) Admin

Profile Management

Supplier Details Adrnin: Profile Managerment Address Book > Contact Directory = Products and Services =
Address Baok Add Products and Services: (Office Supplies, Inc.) ) :
| C | |
Contact Directary . . . ‘Lce_') ol
Products and Services View Sub-Categories Applicable
Business COFFEE/COFFEE SUBSTITUTE ~
Classifications
Products and COCoa I
Services
CHOCOLATE/COCOA PRERPS Il
Bank Accounts
User Accounts TEA AND MATE r
SPICES (i

[t Y
| Cancel | | Apply |
Hore | Orders | Shipments | Planning | Account | Product | Admin | Home | Logout | Preferences | Help | Personalize Page | Diagnostics

Note: To view sub-category information about a product or
service, click the view sub-categories icon. On the Add Products
and Services page, click Applicable to apply a particular
sub-category, and then click Apply.
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Figure 8-7 Add Products and Services page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personalize Page Diagnostics

Shipments :

Flanning : Agcaunt : Product |

Admin

Profile Management

Supplier Details Adrmin: Profile Management: Address Book > Contact Directory = Products and Services =
Add Products and Services: COFFEE/COFFEE SUBSTITUTE (Office Supplies, Inc.)
Address Book ———
@ | I
Contact Directory . . } '\LEE:) Aoty )
Products and Services View Sub-Categories Applicable
Buspsas COFFEE, NOT ROASTED W
Classifications
Products and COFFEE ROASTED |
Senices
COFFEE EXTR/ESSENCE/SUBS Il
Bank Accounts
e Beturn to Parent Category

({ Cance| | 'IAQDN J

Hore | Orders | Shipments | Planning | Account | Product | Admin | Home | Logout | Preferences | Help | Personalize Page | Diagnostics
Zopyright 2000-2004 Cracle Corporation. AN rights reserved.

Fluis smmn s Chdrmmrd

5. Click Apply.

To remove products or services:
1. On the Products and Services page, select a product or service.

2. Click Remove.

Banking Details

To simplify the process of capturing bank account related details and to improve
data quality, you can create and maintain your own bank account details and assign
these accounts to multiple addresses within your company. Buying companies can
then access and approve these details for propagation into their payables systems.

You can create and maintain bank account details that you want the buying
company to use when they make payments to you. The system captures all relevant
information. Since bank accounts are defined for a particular bank, branch and
account number, you have the ability to enter all this information when creating
your account entries. When you enter your account information, the system
validates for duplicate entries.

8-10 Oracle iSupplier Portal User's Guide



Banking Details

Creating Banking Details

To create a new bank account entry:

1. From the Supplier Details page, click Bank Accounts. The Bank Accounts page
displays information on any bank accounts already defined for your company.

s The Bank Accounts page displays a shortened form of account information.
To see all address assignments for a particular bank account, click the Show
link at the beginning of the line for the account. This opens the full display.
Your bank account entry will not be completed unless you provide address
assignments for each bank account.

= You can edit bank account information by clicking the pencil icon. This
takes you to the Edit Bank Account page.

= You can remove the bank account by clicking the garbage icon at the end of
the line.

2. To create a new bank account, click Add New. On the Add Bank Account page,
enter required information and any additional information. After you add an
account, if the buying organization already has details for the bank, branch, or
account you have entered, you will be asked to confirm your account details. If
any details are missing, you will be asked for additional information.

Figure 8-8 Add Bank Account page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personslize Page Diagnostics

Qrders : Shipments : Flanning : Agcaunt : Product | Admin

Profile Management

Supplier Details Adrin: Profile Management Address Book > Contact Directory > Products and Services > BankAccounts =
Address Book A?dd_Btank ACC(;I:r‘lldt i i
w |ndicates reqguired fie | Cancel | | I
Cantact Directary . L) | Aoty )
Country |Un|ted Ctates j
Business
Classifications * Bank Number |5588999 # Branch Murnber [557744
Elares s w Bank Account Number |D1?8458?63 Currency |AFA- Afghani j

Senices

Bank Accounts Account Details

# Bank Account Name |We||s Fargo Account Type |Checking
Description |San Francisco Branch Check Digits |12110558

Inactive Date I

[example; 29-Jul-2004)
Bank Account Holder |J0hn Doe

User Accounts
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3. Assign which company addresses can use the account. You can associate the
address with all company addresses. You can pick a particular company
address to associate with the account. Or you can model the new account off an
existing account by clicking Copy from Another Account.When you have
finished associating your addresses with your accounts, click Apply.

4, If the bank or branch details you provide are new to the system, you will be
asked to provide some additional details. Otherwise, you will see the
Confirmation page for the account you are setting up. Once you have
confirmed the bank account status, your account will be listed with a new
status.

5. Once the buying company has your bank information, they will verify the
details you have provided. After your bank account details are validated, your
account status is changed to Approved. If there is any problem with the account
details, the status will change to Verification Failed, and you will need to check
and re-submit your bank account details.

User Accounts

You can view information regarding users that can access the Oracle iSupplier
Portal application on behalf of your company on the User Accounts page. Viewing
user accounts is helpful for you to track which suppliers are no longer with the
company.
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Figure 8-9 User Accounts Page

ORACI_E. iSupplier Portal Home Logout Preferences Help Personslize Page Diagnostics

Haome : Qrders : Shipments : Flanning : Agcaunt : Product ) Admin

Profile Management

Supplier Details
Address Book
Contact Directary

Business
Classifications

Products and
Senices

Bank Accounts

Adrmin: Profile Management: Address Book > Contact Directory > Products and Services > Bank Accounts =
User Accounts
The following people have active accounts and can access the portal on behalf of your company.

2 Previous |1-15 'l Mext 15 &

User Name Email First Name Middle Name Last Name Phone Number Joh Title
DAGUO darwinguo@@hotmail.com da guo 43534534

OFFBE Marjan Mertens

OFFDE offde_ads@yahoo.de Ariane Knaup +1 (B00) 5558355

OFFFR Jean ] Lefebvre +1 (B00) 5558355  Gerant
OFFIT “ittario tarelli

OFFML Jan il Dekker +1 (800 5558355 Dhr.
OFFSE Gunnar ] Hansson +1 (B00) 5558355  Ordermott.
OFFUK Linda Thomas

PADMAJA padmaja.nayani@oracle.com padmaja nayani B50607 3396

PRAY AR havaniffvahnn cnm narrmaia Mavani RANRNTA39R
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Buying Company View

Buying Company View

The buying company view provides the same easy to use view of procure-to-pay
transactions as the supplier view. Using the Internal User View responsibility in
Oracle iSupplier Portal, your buying company can view order, shipment, receipt,
invoice, and payment information. They can also search for information across all
suppliers, as well as respond to supplier change requests.

This chapter includes information for buying companies using Oracle iSupplier
Portal, and includes the following:

Using the Oracle iSupplier Portal Home Page with the Buying Company View
on page 9-1

Order Information on page 9-3
Shipment Information on page 9-9

Account Information on page 9-11

Using the Oracle iSupplier Portal Home Page with the Buying Company

View

When you access the Oracle iSupplier Portal application using the Internal User
View responsibility, the Oracle iSupplier Portal home page displays.
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Using the Oracle iSupplier Portal Home Page with the Buying Company View

Figure 9—1 Oracle iSupplier Portal home page

OQ/%C]_E iSupplier Portal

=] Notifications

(Full List )
Subject Date
Work Request #4537 (Priority: High) NEEDS ¥OUR ATTERTION 14/APRS200
Supplier Profile Managernent: Mew Contact for Office Supplies, Inc. 14fAPR200
Supplier Profile Managernent: Mew Contact for Office Supplies, Ine. 14/APRF200
POF Docurnent Generation Failure - Standard Purchase Order 10515 145APR200
Purchase Order 10515 for 6. PER EXECUTIVE ASSISTANT TO %P has been approved 14/APR200
L\_ Orders At A Glance
PO Number Description Order Date
10515 14/APR/2004 158:05:34
10520 14/APR/2004 12:08:15
10517 EQI TEST 14/APR/2004 02:47:17
10512 14/APR/2004 00:51:26
10503 13/APR/2004 17:07:49
L\._, Pending Change Requests

(Full List )

This page provides the following information:
Global buttons The following buttons display on the home page and all Oracle
iSupplier Portal pages:

= Home - Returns you to the main portal where you can select another
responsibility or application

= Logout
»  Preferences - Displays the Preferences page
= Help

»  Personalize Page - If this button appears, you may choose personalization
context for your system
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Tabs Oracle iSupplier Portal provides tabs for easy navigation. For example, if you
want to view of a purchase order, start by clicking the Orders tab, and then click an
order type in the task bar directly below the tabs.

Quick Links This section displays direct links to various functionality in the Oracle
iSupplier Portal application. Click any link to go directly to the corresponding page.

Notifications To view notifications, click the linked subject. Notifications are
messages that you may respond to. For example, a supplier may have submitted a
change request and is waiting for you to respond to (accept) it.

Orders at a Glance To view your most recent orders, click a purchase order number.

Pending Change Requests To respond to supplier change requests, click a purchase
order number.

Order Information

Purchase Orders

The Purchase Orders page enables you to view and search for purchase orders.
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Figure 9-2 Purchase Orders page

Haome | Orders Shipments : Agcaunt :

Purchase Orders | Agreements | Purc story | Pending

Purchase Orders

| Export )
Simple Search
To search, please enter Business Unit AMD at least one of the following search criteria; PO Number, Supplier (Advanced Search )
Business Unit IAD Shipping 1,,3?
PO Nurnber I1D 15?

Order Date I28-Ju|—2DD4

Supplier JOFF SUPP INC

Supplier Site IAT&T -HQ

Buyer |Visi0n Buyer

——
| Go ) | Clear )

Some examples of fields for you to enter search criteria include:
= Business Unit

s PO Number

s Order Date

= Supplier

= Supplier Site

= Buyer

You must enter a minimum search criteria to display search results. Minimum
search criteria for purchase orders include business unit and PO number or
supplier.

Using advanced search, you can build and narrow searches with the available

search operators. Search operators enable you to specify the matching conditions for

a search. Available search operators include:

» is - Use this operator for an exact match.

Note: This advanced search explanation applies to all search
screens mentioned in this chapter.
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Agreements

Once your search criteria is displayed, you may view details of purchase orders in
the purchase orders list.

If you would like to export data regarding purchase orders, click Export.

The Supplier Agreements page enables you to view and search for supplier
agreement details.

You may search for details on supplier agreements using the following search
criteria:

Business Unit

PO Number
Supplier

Supplier Site
Global

Effective From Date
Effective To Date
Status

You must enter a minimum search criteria to display search results. Minimum
search criteria for agreements include business unit and PO number or supplier.

You may view details of supplier agreements in the search results list.

If you would like to export data regarding supplier agreements, click Export.
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Figure 9-3 Supplier Agreements page

ORACLE iSupplier Portal Home Logout Preferences Personalize Page Discnostics
Haome |’ Orders Shipments : Agcaunt :

s | Agreements | P ry | Pending ¢

Supplier Agreements
| Export )
Simple Search
To search, please enter Business Unit AND at least one of the following search criteria; PO Number, Supplier (_Advanced Search
Business Unit |AD_Shipping

PO Mumber |120058

Supplier |Visi0n

Supplier Site |NewZeaIand

Global 'l

Effective-From Date  [28-Jul-2004

Effective-To Date |31-Jul-2004
JR—
| Go J | Clear

Purchase History

The Purchase Order Revision History page enables you to view and search for
purchase history details.

You may search for details on purchase order revision histories using the following
search criteria:

»  Business Unit

= PO Number

= Release Number
= Supplier

= Revision

= Supplier Site

= Document Type
n  Creation Date

s Revised Date
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You must enter a minimum search criteria to display search results. Minimum
search criteria for purchase history includes business unit and PO number or
supplier.

You may view details of purchase order revision histories in the search results list.

If you would like to export data regarding purchase order revision histories, click
Export.

Figure 9-4 Purchase Order Revision History page

ORACLE iSupplier Portal Home Lomout Preferences Personslize Page Diagnostics
Haome | Orders Shipments : Agcaunt :

. | Purchase History | Pendint

Purchase Order Revision History
| Export )
Simple Search
To search, please enter Business Unit AND at least one of the following search criteria: PO Number, Supplier |_Advanced Search

Business Unit |AS ST R3 TEST ORGANL o
PO Mumber |1DDD4 ',,S?
Release Number |
Supplier |110P-Card History Feed £ {
Revision |
Supplier Site IUPS - HQ 1,,3?
Docurnent Type I 1,,3?

Creation Date |29-JU|-QUU4
Revised Date |29-JU|-QUU4
N
| Go ) | Clear )

Pending Changes

The Manage Change Requests page enables you to search for change requests
pending response, rejected orders and shipments, as well as respond to supplier
change requests.

To search for information on supplier change requests, select what information you
would like to search for and click Go.
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Responding to Change Requests

To respond to supplier change requests:

1. Select the PO Number of the purchase order you would like to respond to and
click Respond to Changes.

2. On the Respond to Change Request page, enter your response to the change
request and the reason for your response in the PO Details section.

Note: In the PO Details section, to view more PO details, click
Show. To hide PO details, click Hide.

3. Click Submit.

4. You will receive confirmation that your response to changes has been
submitted.

Figure 9-5 Respond to Change Request page

PO Details

=9 Indicates cancellation regquest
4 Indicates new value

(CAccept Al ) (Reject Al )

Price /
Supplier Promised|Start End Amount Rate Request
Details Request Date Line / |Shipment ltem Item Date Date Date (USD} Quantity (USD}  Split|R Resy R
Sentinel Good |
Standard 1107.85 custorner
B Show 26-Jul-2004 04:15:13 2 Desktop 2215702 1000 £4 Mo OPEN  |Accept T |

Responding to Additional Change Requests

Your supplier may have requested additional change requests. If so, you will see a
section called Response to Additional Changes on the Respond to Change Request

page.

The additional change requests are listed for you to review. Review the additional
change requests and select your response, and then click Submit.

The buyer will be provided with the option to modify the PO based on their
response to the additional change request.
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Figure 9-6 Respond to Change Request page

Response to Additional Changes

Following are some additional changes that have been requested. Please review and select an appropriate response.
Irnportant: Please note your response to additional changes will be recorded only if there are no pending change requests on this Order after you submit your response

' Reviawad. Mo Changes Reguired.

along with new item X . i
" Reviewad. Document will be modified.

' Reviawad. Changas Rejacted

Shipment Information

Shipment Notices

On the View Advance Shipment Notices page, you may search for details on
advance shipment notices using the following search criteria:

= Shipment Number
= Supplier
= Supplier Site

You must enter a minimum search criteria to display search results. Minimum
search criteria for shipment notices include shipment number or supplier.

You may view details of shipment notices in the search results list.

If you would like to export data regarding shipment notices, click Export.
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Figure 9-7 View Advance Shipment Notices page

ORACLE iSupplier Portal Hore Logow Preferences Help Persondlize Page Dinenostios

Home B orders | Shipments Account )

Shipment Notices |

View Advance Shipment Notices

| Export )
Simple Search
To search, please enter at least one of the following search criteria: Shipment Mumber, Supplier |Advanced Search |
Shipment Number |15 1013 ,,5?
Supplier IOﬁ’lce Supplies, Inc ,5?
Supplier Site [OFFICESUPPLIES {
S
| Go ) | Clear)
Shipment Expected Receipt Freight Invoice Wayhill/Airhill Supplier Packing Pr ing C: llati
Number |Shipment Date Date Carrier Number Number Name  Supplier Site Slip Status Status
151019 18-Jun-2004 06:00:22 18-Jun-2004 06:00:24 Office  OFFICESUPPLIES Running
Supplies,
Inc.
| _Export )
Receipts

On the Receipt Transactions page, you may search for details on receipt
transactions using the following search criteria:

s Organization

= Supplier

= Supplier Site

s Receipt Number
= Receipt Date

s PO Number

s Item

= Supplier Item

= Receipt Location

You must enter a minimum search criteria to display search results. Minimum
search criteria for receipts include receipt or supplier.
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You may view details of receipt transactions in the search results list.

If you would like to export data regarding receipt transactions, click Export.

Figure 9-8 Receipt Transactions page

ORACLE' iSupplier Portal Home Logout Preferences Personalize Page

Home | Orders | Shipments Account

Receipt Transactions
To search please enter at least one of the following search criteria; Receipt Number, Supplier
Simple Search
Please note that the search is case insensitive. (Advanced Search )
Organization |Visi0n Operations

Supplier Site | E:

Supplier | ,,5?
=4

Receipt Number |5299

Receipt Date I

PO Nurnber |

ltem | 1,5?

Supplier ltem | 1,5?

Receipt Location | 1,5?

(Ge)

Supplier |Receipt PO Supplier Item
Organization Supplier Site Numhber Receipt Date © Number |ltem Item Dest
ision SER
Operations G58sellercormplil 51 SITE A 5299 19/APR/2004 23:22:47 G502 SHASH10Z RCP
*ision . GE . Leatl
Operations GE Plastics PLASTICS 2299 2174542000 19:00:00 501-39 {30000 Corm
S EE 5293 21/AUG/2000 13.0000501-36 130000 e

Operations ~ CE Flastics PLASTICS

== Com

Account Information

Invoices

On the View Invoices page, you may search for details on invoices using the
following search criteria:

s Invoice
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= Supplier

= Supplier Site

s Invoice Date

s PO Number

s Payment

= Packing Slip

= Payment Status
»  Business Unit
s Gross Amount
s Invoice Date

= Amount Due

s Due Date

You must enter a minimum search criteria to display search results. Minimum
search criteria for invoices include invoice number or supplier.

You may view details of invoices in the search results list.

If you would like to export data regarding invoices, click Export.
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Figure 9-9 View Invoices page

Invoice Summary
| Export |
Simple Search
To search, please enter at least one of the following search criteria; Irvoice Murnber, Supplier (Advanced Search )

Invaice Number I-DB-JUN-D4-21095 ,;? PO Mumber |13851
Supplier I ’IZ? Supplier Site IHVSlTE 115?
Payment Number |1984 Payment Status I 'l
Gross Amount From I Invoice Date Fram I

GGross Amount To I Invoice Date To I
Amount Due From I 2,200 Due Date From [08-Jon-2004

Amount Due To I 2200

|1 0-Jun-2004

Due Date To
——
|_Go | Clear J
Invoice PO Gross  Amount Pay t Discount Available Packing Supplier
Number|Description Invoice Date © |Humber Currency Amount Due Due Date |Status |Number Date Discount Slip Supplier Site Attachr
R t
oo o2 gggun2004 13851, USD 220000000 09-Jun2004 Approved 1984 - Raju  RVEITE
04- eIEmEEa] 13861 Check Supplier
21M98, matcaty rrifin
Payments

On the View Payments page, you may search for payment summaries using the
following search criteria:

= Payment

= Supplier

= Supplier Site

= Payment Date

= PO Number

= Packing Slip

= Business Unit

= Payment Amount
= Payment Date

You must enter a minimum search criteria to display search results. Minimum
search criteria for payments include payment number or supplier.
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You may view payment details in the search results list.

If you would like to export data regarding payments, click Export.

Figure 9-10 View Payments page

ORACLE isupplier Portal

Home Logout Preferences Help Personalize Page Diagnostics

Home | Orders | shipments e

| View Payments

Payment Summary

Simple Search
Tao search, please enter at least one of the following search criteria: Payment, Supplier I@
PO Mumber Supplier Site :,,S?

Payment 48 2 Payment Amount From I
Supplier ,5? Payment Amaount To I

Payment Date From
Payment Date To
Payment |nvoice [P0 Number PaymentDate ™ _|Curency Amount  Stopped Cleared Voided Supplier  Suppli

Supplier Site  Supplier Address

428 GEB1254k1 01-Mar-1956 UsD 2,300,000.00 GE Capital GE CAPITAL  Danbury CT

[ Export )
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