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Supplier Views
Description:

Use this procedure to review the information and transactions available to suppliers of the

iSupplier portal.

Oracle Prerequisites:

* A supplier must have registered and been approved.

Step Action

1. To complete this procedure, follow the menu path: iISUPPLIER PORTAL >

HOME PAGE.
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A iSupplier Portal: Home Page - Microsoft Internet Explorer
Fie Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home | Orders | Shipments | Finance | Admin

|Search ‘F’O FMurnber ~ | ‘ | Go I
E Notifications Orders
Full List o Purchase Orders
Subject Date o Purchase Histor
No results found. Shipments
o Overdue Receipts
L Receipts
'\:— Orders At A Glance
e Receipts
Full List » Retumns
PO Number Description Order Date e On-Time Performance:
63000111 02-Feh-2009 13:54:05 Invoices
63000110 02-Feb-2009 13:50:52 P —
63000083 Calcium Chloride 22-1an2009 13:20:23
Payments
63000082 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
o Payments

Home Orders Shiprments Finance Admin Home Logout Preferences Help

&) @ Trusted sites

Step Action

The iSupplier Portal Home Page provides a search engine to locate specific
documents.

Select a category from the first SEARCH field's pull-down menu. The
choices are PO NUMBER, SHIPMENT NUMBER, INVOICE NUMBER, or
PAYMENT NUMBER.

Enter search criteria in the second SEARCH field to further narrow the
returns and execute the search.

Outstanding notifications for the supplier display in the Notifications region.

The most recent 5 purchase orders submitted to the supplier display in the
Orders At A Glance region. The number of orders displayed can be
configured using the Preferences link.

Note: Only non-merchandise purchase orders related to your company can
be viewed in the iSupplier portal.
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A iSupplier Portal: Home Page - Microsoft Internet Explorer

© Fle Edt View

Favorites  Todls  Help

ORACLE iSupplier Portal

Shipments | Finance

Search ‘F’O FMurnber ~ H

1 | notifications

Subject
Mo results found.

Orders At A Glance

PO Number Description

63000111

63000110

63000083 Calcium Chioride
63000082 DGS WAREHOUSE TTEMS

Date

Order Date

02-Feh-2002 13:54:05
02-Feh-2003 13:50:52
22-1an-2009 13:20:23
22-1an-2009 11:32:25

Home

Orders

Full List |

e Purchase Orders

» Purchase History
Shipments

o Overdue Receipts
Receipts

* Receipts
s Returns
® On-Time Performance

Invoices

® Invoices

Payments

s Payments

J&

@ Trusted sites

Step

Action

Click on Orders tab.

View the purchase order information.
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3 View Purchase Orders - Microsoft Internet Explorer

File Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Orders | Shipments | Finance

Purchase Orders | Purchase History

Purchase Orders

Export

Views
Wiew ‘AH Purchase Orders V| Go Advanced Search

PO Operating Document Acknowledge
Select Number  [Rev Unit Type Description Order Date + Buyer Currency Amount Status By Attachments

Degras
O |sz000111 0 PLCB OU Standard PO 02-Feb-2009 13:54:05 v usD 100.00  Open

Deoras,

Gayatri

PLCB OU Standard PO Calcium Chioride  22-Jan-2009 13:20:23 Thomas, Ms. ysp 1897.00 Closed T
Micale D

Global Blanket  DGS WAREHOUSE \mo o HErdEN, FS,

Agreement ITEMS 22-1an-2009 113225 Diane O uso Open

63000110

(=]

PLCB QU Standard PO 02-Feb-2009 13:50:52

uso 11.00  Open

(=]

o
© 63000083
o

63000082

(=]

PLCB QU

Export

Home

&

@ Trusted sites

Step Action

5. Review the existing purchase orders. To view information on a specific
purchase order, select the purchase order number link.

View the shipment information.

Click on the Shipments tab.
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A iSupplier Portal: Receipts Summary - Microsoft Internet Explorer.

: Fle Edt

View

Favorites  Todls  Help

O ACL€° iSupplier Portal

Receipts

Receipt

Receipt Mumber

Shiprnent Murrber
Shipped Date

Shipments | Finance
|

Yiew Receipts

Home

Returns | Owerdue Receipts | On-Time Performance

Simple Search

PO Mumber

Creation Shipped
Date Organization Shipment Date

Mo search
conducted,

Qrganization Q
Item Mumber Q
Supplier Item Q
Item Description
Packing Freight Bill of PO
Slip Containers Wayhill/ Airbill Carrier Lading Number

Advanced Search

Invoice Attachments

&] Dane
L

@ Trusted sites

Step

Action

Click on the Finance tab.

Review the shipping information and open the finance information.
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A iSupplier Portal: View Invoices - Microsoft Internet Explorer

File Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home | Orders | Shipments | Finance | Admin
View Invoices | “iew Payments

Yiew Invoices

Export

Simple Search

Advanced Search

Irvoice Number Invoice Amount From | To ‘ |
PO Number Amount Due Fram | To ‘
Payment Number Invaice Date Fram | @ To ‘ | @
TS S jv Due Date From g & 1 l:l =]
Payment Status v (example: 20-Jan-2003)
m Clear
Invoice Invoice Date Type Currency Amount Due Status On Hold Payment Status Due Date Payment PO Number Receipt Attachments

Mo search conducted.

Export

Home Orders Shiprents Finance Admin Home Logout Prefere

&) Done @ Trusted sites
L

Step Action

7. Review the finance information and return to the Home Page.

Click on the Home link.

8. In this topic you reviewed the basic functionality available to the suppliers of
the iSupplier Portal.
End of Procedure.
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Add New Address

Description:
Multiple addresses can be created or modified, which are used in transactions with the
buying company. For example, purchasing locations and payment sites can have multiple
addresses. A note can be provided for each address entry to describe how it is used. For
example, a note can indicate that this is an address for a location from which goods or
services may be purchased.

Use this procedure to add a new address to the address book.

Oracle Prerequisites:
» A supplier must have registered and been approved.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer

File FEdit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search ‘F’O e VH | ﬂ
E Notifications Orders
Full List o Purchase Orders
subject Date » Purchase History
Mo results found. Shipments
o Overdue Receipts
Receipts

I;\;. Orders At A Glance

PO Number Description Order Date
63000111 02-Feb-2009 13:54:05 Invoices
63000110 02-Feb-2009 13:50:52 P —
63000083 Calcium Chloride 22-1an2009 13:20:23
Payments
63000082 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
® Payments

® Receipts
Full List * Returns

® On-Time Performance

Shipments Finance Admin Home Logout Preferences Help

@ Trusted sites
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Step Action

2. Access the Admin tab.

Click on Admin tab.

3 General - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences

Shipments | Finance

Profile Management

s General General
«  Company Profile Organization Name  PA DEPARTMENT OF GENERAL EIN/FID Number 233008959
SERVICES
o pEEs Supplier Murmber 13344
@ Contact alias
Directory

Parent Supplier Name

= Business Parent Supplier Murmber
Classifications

o Banking Details Attachments

Search

Mote that the search is case insensitive

Title ‘ ‘

[E show More Search Options

Add Attachment

Title Type Description Category LastUpdated By Last Updated Usage Update Delete Publish to Catalog
Mo results found,

Home  Order:

@ Trusted sites

J&

Step Action

3. Access the Address Book page to create a new address.

Click on the Address Book link.
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3 Address Book - Microsoft Internet Explorer

© Fle Edt View Favortes Tools Help [

O ACL€° iSupplier Portal

Home

Shipments | Finance

Profile Management

s General Address Book
e Company Profile
©  AddressBook  Address Name ~ \Address Details Country Update Remove
©  Contact HARRISBURG P& LIS P DEFT OF GEMERAL SERVICES United States
Directory ATTH ACCOUNTS RECEIYABLE j m
o Business STRAWBERRY SQ 11TH FL
Classifications HARRISBURG, P& 17101-1925
©  Banking Details HARRISBURG P& LS P& DEPT OF GEMERAL SERVICES United States
555 WALNUT 5T j m
BTHFL

HARRISBLRG, P& 17101-1925

@ Trusted sites

J&

Step Action

4, Create a new address.

Click on CREATE.
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3 Create Address - Microsoft Internet Explorer E\EHE

Fle Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Prefel

Adrain: Profile Management: Address Book >
Create Address

E Indicates required field I Cancel Save

PA DEPARTMENT OF Supplisr Murnber 13344
Supplier Mame GENERAL SERVICES
ddress Marne Ernail Address ‘
Country | Afghanistan v
v AT [purchasing 4ddress

*
Address Line 1 [CPayment address

address Line 2

Address Line 2
* City/Town/Locality
Caunty

State/Reqgion

* Postal Code

Phone hurmber

Farmat: (H00) 00000
Fane Mumber
Farmat: (0] J00-H000

Note

Note

Inchude any additanal detai about the address such as the type of address. This will b visble 1o other buyers within your organization as well a3 to the suppler.

Cancel Save

Home Logout Preferences

&) Done @ Trusted sites
L

Step Action

5. The Create Address window displays. The * marked fields are mandatory
fields and the other fields are optional to fill in.

Click in the ADDRESS NAME field.

6. Enter an appropriate address name.

Type HARRISBURG PA US in the ADDRESS NAME field.

7. Access the COUNTRY field's drop-down list.

Click on the COUNTRY field's drop-down icon.
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3 Create Address - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

Adrain: Profile Management: Address Book >
Create Address

Home Logout Pri

EEX

* Indicates required field

PA DEPARTMENT OF
Supplier Mame GENERAL SERVICES

* Address Marne  |HARRISBURG P& LS

Country | Afghanistan
* Address Line 1
4land I=lands
& bania
Algeria
Arnerican Samoa

Address Line 2
Address Line 2

* City/Town,Locality
Caunty
State/Reqgion

* Postal Code

Andorra
Angola
Anguilla
Antarctica
Antigua and Barbuds
Argenting
Armenia
Aruba
custralia
Austria
Azerbaijan
Baharnas
Note Bahrain
Bangladesh
Barhados
Belarus
Belgium
Belize

Phone Nurmber

Fane Mumber

Note

Tnchuds any 3|

Bosnia and Herzegovina
Botswana
Bourvet Island

<

B3

Supplisr Murnber

13344

Email Address ‘

will b visible ta other buyers

[purchasing Address
[Orayment sddress

saithin your arganizstion sz

well 1z te the supplier

Cancel Save

@ Trusted sites

Action

Scroll down to the desired country.

Click on the SCROLL BAR to scroll down to the appropriate country.

Click on UNITED STATES.

[United States

Select the appropriate country from the drop-down list.

10.

Tab through to the next field.

Press the [Tab] key on the keyboard.

11.

Enter the appropriate address line 1.

Type 401 Woodward St in the ADDRESS LINE 1 field.

12.

Press the [Tab] key on the keyboard.

Tab through to the CITY/TOWN/LOCALITY field.

13.

Enter the appropriate city.

Type Harrisburg in the CITY field.
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14. Tab through to the STATE/REGION field.

Press the [Tab] key on the keyboard.

15. Enter the appropriate State.
Type PA in the STATE/REGION field.
16. Tab through to the next field.
Press the [Tab] key on the keyboard.
17. Enter the appropriate postal code.
Type 17105 in the POSTAL CODE field.
18. Tab through to the NOTE field.
Press the [Tab] key on the keyboard.
19. Enter the appropriate justification in the NOTE field.
Note: The additional details in the NOTE field are visible to the other buyers
within the organization as well as to the supplier.
Type Office Address in the NOTE field.
20. Specify whether the address is a purchasing or a payment address.

Note: Each address will be either a purchasing or a payment address.

Click in the PAYMENT ADRRESS field's Check box.
|DF‘ayment Address|
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3 Create Address - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

O ACL€° iSupplier Portal

Adrain: Profile Management: Address Book >
Create Address

* Indicates required field

PA DEPARTMENT OF
Supplier Mame GENERAL SERVICES

* Address Marne  |HARRISBURG P& LS

Supplisr Murnber 13344

Email Address ‘

Country | United States

* Address Line 1 |401 Woodward St

Address Line 2

Address Line 2

* City/Town/Locality  |Harrisburg
Caunty
State/Reqgion P

* Postal Code 17105

Phone Nurmber

Farmat: (M) I00-H000
Fane Mumber
Farmat: (0] J00-H000

Note

[purchasing Address
Payrent Address

Hote | office Address

Tnchude any additoral detail sbout the sddrass such a the bypa of sddress. This will be visible to other buyers within your organization sz wel s b the supplier

Home Logout Prefere

@ Trusted sites

Step Action

21.

Save the new address.

Click on SAVE.

Page 13




Training Guide Oracle User
iSupplier Supplier Productivity Kit

3 Address Book - Microsoft Internet Explorer

Home | Orders | Shipments | Finance | Admin
Profile Management

«  General

e Company Profile
©  Address Book

5  ComEs: Address Book
Directory Create
©  Business
o e —, Address Name = \Address Details Country Update Remove
o Barking Detalls | HARRISBURG PAUS 401 tWoodward St United States 2 @
Harrishurg, PA 17105
HARRISEURG PA US P& DEPT OF GEMERAL SERVICES United States
ATTH ACCOUNTS RECEIYABLE j m
STRAWBERRY S0 11THFL
HARRISBURG, P& 17101-1925
HARRISBURG P& US Pa DEPT OF GEMERAL SERVICES United States
535 WALNUT ST
BTHFL s @

Fle Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

[ Confirmation
HARRISBURG PA LS has been added to your Address Book,

HARRISBURG, PA 17101-1925

Home Orders Shipments Finance Admin Home Logout Preferences

&

@ Trusted sites

Step

Action

22.

A confirmation message displays that the new address has been added to the
address book.

Return to the Home page.

Click on the Home link.

23.

In this topic you added a new address to the address book.
End of Procedure.
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Add New Contact

Description:

The contact directory lists the employees of the company. Each contact must be unique
based on first name, last name, and phone number.
Contacts that are obsolete can be removed.

Use this procedure to add a new contact.

Oracle Prerequisites:

» A supplier must have registered and been approved.

Step Action

1. To complete this procedure, follow the menu path: iSUPPLIER PORTAL >

HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools Help
ORAC |_€0 iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search ‘ PO Mumber

“Il

J [Go]

L §| Notifications

Subject
Mo results found.

I;\;. Orders At A Glance

PO Number Description

63000083 Calcium Chloride
63000082 DGS WAREHOUSE ITEMS

Date

Order Date

02-Feh-2003 13:54:05
02-Feh-2009 13:50:52
22-1an-2009 13:20:23
22-1an-2009 11:32:25

Full List

Full List

Home Logout Prefer

Orders

o Purchase Orders
o Purchase History
Shipments

o Overdue Receipts
Receipts

® Receipts
® Returns

® On-Time Performance

Invoices
® Invoices
Payments

® Payments

Home Orders Shiprments Finance Admin Home Logout Preferences Help

@ Trusted sites

Step Action

2. Access the Admin tab.

Click on the Admin tab.
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3 General - Microsoft Internet Explorer

! Fle Edt View Favortes Tools Help

ORACLE’

iSupplier Portal

Finance

Shipments
Profile Management

«  General General
«  Company Profils Organization Name  PA DEPARTMENT OF GENERAL EIN/FID Number 233008959
SERVICES
©  Address Book Supplier Mumber 13344
o Contact Alias
Directory Farent Supplier Name
= Business Parent Supplier Murmber
Classifications
&  Barking Details Attachments
Search

Motz that the search is case insensitive

Title | || 6o

[Hshow More Search Options

Add Attachment

Title Type Description Category LastUpdatedBy Last Updated Usage Update Delete Publish to Catalog
Mo results found,

Admin Home Logout P

&

@ Trusted sites

Step Action

3. Access the Contact Directory page to create a new contact.

Click on the Contact Directory link.

o Contact
Directory
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3 Contact Directory - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORAC |_€0 iSupplier Portal

Shipments | Finance

Profile Management

Home Logout Preferences

Classifications
o Barking Detzils

o @zl Contact Directory
e Company Profile
o Address Book First Name  |Last Name  |Phone Number:
= Contact KEM CLEMENCE
BEECEony Candice Tse
@ Business

Email User Account Remove Addresses Update
kelermence@state. pa.Ls "] m 7
c-rtse@state. pa.us v m j

J&

@ Trusted sites

Step Action

4. Create a new contact.

Click on CREATE.
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3 Add/Update Contact - Microsoft Internet Explorer E\EHE

ORAC |_€0 iSupplier Portal

Fle Edit View Favorites

Adrain: Profile Management: Contact Directory =
Create Contact

Tools  Help

Home Logout Preferences

* Indicates required field
Cancel Save
Contact Title hd Phone MNurmber
Eirst Mame Farmat: (K] 00000
Fhone Extension
Middle Name
W Last N Fa Mumber
astfame Farmat: (H00) 100-HI000
Job Title

Contact Email

Cancel Save

Home Logout Preferences

g @ Trusted sites
Step Action
5. The Create Contact window displays.
Click in the FIRST NAME field.
I |
6. Enter the first name.
Type Srivani in the FIRST NAME field.
7. Tab through to the LAST NAME field.
Press the [Tab] key on the keyboard.
8. Enter the last name.
Type Vavilala in the LAST NAME field.
9. Tab through to the CONTACT EMALIL field.
Press the [Tab] key on the keyboard.
10. Optionally, fill in the JOB TITLE field indicating whether it is a purchasing

contact or payment contact or both.
Enter the email address of the supplier.

Type svavilal@state.pa.us in the CONTACT EMAIL field.
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Step Action

11. Tab through to the PHONE NUMBER field.

Press the [Tab] key on the keyboard.

12. Enter the phone number of the supplier.

Type 717-233-9867 in the PHONE NUMBER field.

A AddfUpdate Contact - Microsoft Internet Explorer

File Edit View Favorites Tools

Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences

Adrain: Profile Management: Contact Directory =
Create Contact
* Indicates required field

Contact Title A Phone Number  |717-233-9867

First Name | Srivani Formati (3004] 30013
Fhone Extension
Middle Name

Fa Mumber
Format: (H00) 00C-HI000

* Last Mame  |Vavilala

Job Title

Contact Email  |svavilal@stata.pa.us

Cancel Save

Home Logout Pref:

&

@ Trusted sites

Step Action

13. Save the new contact.

Click on SAVE.
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3 Contact Directory - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Profile Management

«  General

e Company Profile

D Confirmation
©  Address Book

Srivani VYavilala has been added to your Contact Directory.

«  Contact -
Directory Contact Directory
o Business Create

Classifications

Home Orders Shipments Finance Admin Home Logout Prefersnces

First Name \Last Name \Phone Number |Emai| User Account  Remove  Addresses  Update
Bl (<= CLEVENCE kelemence@state pa s v o P

Candice T=e C-CEe@state pa.us ) @ &

Srivani Yavilala F17-233-9B867 svavilal@state.pa.us m .

[

@ Trusted sites

Step Action

14. A confirmation message displays that the new contact has been added to the

contact directory.
Return to the Home page.

Click on the Home link.

15. In this topic you added a new contact.

End of Procedure.
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Associate Contact with an Address

Description:
Contacts can be linked to an appropriate address. Multiple contacts can be created. Link
each contact to as many addresses as needed.

Use this procedure to associate a contact with an address.

Oracle Prerequisites:
e A contact must already exist.
e An address must already exist.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer |;”§”X‘

ORAC |_€0 iSupplier Portal

File FEdit View Favorites Tools Help

Home | Orders | Shipments | Finance | Admin

Search ‘F’O e VH | ﬂ
L §| Notifications Orders
Full List o Purchase Orders
subject Date » Purchase History
Mo results found. Shipments
o Overdue Receipts
Receipts

I;\;. Orders At A Glance

PO Number Description Order Date e On-Time Performance:
63000111 02-Feb-2009 13:54:05 Invoices
3000110 02-Fah-2009 13:50:52 o Invoices
63000083 Calcium Chloride 22-1an2009 13:20:23
Payments
63000082 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
® Payments

Home Logout Preferences Help

® Receipts
Full List * Returns

Home Orders Shiprments Finance Admin Home Logout Preferences Help

@ Trusted sites

Action

Access the Admin tab.

Click on the Admin tab.
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3 General - Microsoft Internet Explorer

! Fle Edt View Favortes Tools Help

ORACLE’

iSupplier Portal

Finance

Shipments
Profile Management

«  General General
«  Company Profils Organization Name  PA DEPARTMENT OF GENERAL EIN/FID Number 233008959
SERVICES
©  Address Book Supplier Mumber 13344
o Contact Alias
Directory Farent Supplier Name
= Business Parent Supplier Murmber
Classifications
&  Barking Details Attachments
Search

Motz that the search is case insensitive

Title | || 6o

[Hshow More Search Options

Add Attachment

Title Type Description Category LastUpdatedBy Last Updated Usage Update Delete Publish to Catalog
Mo results found,

Admin Home Logout P

&

@ Trusted sites

Step Action

3. Access the Contact Directory page to associate a contact with an address.

Click on the Contact Directory link.

o Contact
Directory
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3 Contact Directory - Microsoft Internet Explorer
© Pl Edt

View  Favorites  Tools

ORACLE’

Help

iSupplier Portal
Shipments | Finance
Profile Management

s General Contact Directory

Home Logout Preferences

e Company Profile
©  Address Book

o Barking Detzils

First Name \Last Name  |Phone Number Email User Account
= Contact KEM CLEMENCE kelemence@state.pa s v
Directory Candice Tse c-rtse@state. pa.us v
©  Business
Classifications Srivani Wavilala F17-233-9867 svavilal@state.pa.us

Remove Addresses Update
i s
i} Z
i} Z

&

@ Trusted sites

Step Action

4. Access the Addresses icon of the appropriate contact.

Click on the Addresses icon.
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3 hddresses - Microsoft Internet Explorer |:”E”z‘

Fle Edit View Favorites Tools Help

ORACLE iSupplier Portal

Home Logout Prefel

Adrain: Profile Management: Contact Directory =
Address Associati for Contact
The addresses associated with the contact can be maintained in this page.

Cancel Save

Address Name Address Details Remove

Mo results found.

Add Another Row

Cancel Save

&) Done.
L

@ Trusted sites

Step Action

5. The Address Associations for Contact window displays.
Associate an address to the selected contact.

Click on ADD ANOTHER ROW.
I Add Another Row I

Page 24



Oracle User Training Guide
Productivity Kit iISupplier Supplier

A Addresses - Microsoft Internet Explorer

EEX
© Fle Edt View Favortes Tools Help

ORACLE iSupplier Portal

Home Logout Preferences

Adrain: Profile Management: Contact Directory =

Address Associati for Contact
The addresses associated with the contact can be maintained in this page.

Address Name Address Details Remove
[ 1a o
Add Another Row

Cancel Save

Home Logout Prefe

&) Dons. @ Trusted sites
=

Step Action

6. Search for the existing addresses.

Click on the ADDRESS NAME field's Search icon.
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A Search and Select List of Values - Microsoft Internet Explorer

Search and Select:

Search

T find your item, select a filter item in the pulldown list and enter 2 value in the text field, then select the "Go" button.

Search By | Address Nams VH | Go
Results
Select Quick Select Address Name Address Details

Mo search conducted.

Cancel Select

Cancel Select

&) Done
L

@ Trusted sites

Step Action

7. The Search and Select window displays.
Execute the search with the selected search criteria.

Click on GO.
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A Search and Select List of Values - Microsoft Internet Explorer

Search and Select:
Cancel Select
Search
T find your item, select a filter item in the pulldown list and enter 2 value in the text field, then select the "Go" button.
Search By |Addrass Mame H | Go
Results
Select Quick Select |Address Name =~ |Address Details
(@] 2‘ HARRISBURG PA US PA DEPT OF GEMERAL SERYICES, ATTN ACCOUNTS RECEIVABLE, STRAWBERRY S0 11TH FL, HARRISBURG, P&, PA, US
(@] g HARRISBURG P& US 401 Woodward St, Harrisburg, P4, P4, US
(@) -:: HARRISBURG P& LUS P4 DEPT OF GEMERAL SERYICES, 555 WALMUT 5T, 6TH FL, HARRISBURG, PA, Pa, US
Cancel Select
< I3
&) Dane & Trusted sites
—

Step Action

8. Select the desired address to be associated with the contact.

Click on the QUICKSELECT icon of the address in the second row.
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© Fle Edt View Favorltes Tools Help

3 hddresses - Microsoft Internet Explorer

ORACLE iSupplier Portal

Home Logout Preferences
Adrain: Profile Management: Contact Directory =

Address Associati for Contact

The addresses associated with the contact can be maintained in this page.

Address Name Address Details Remove
HARRISBURG PA S 401 Whioodward St, Harrisburg, P4, P4, US m

Home:

&) Done. @ Trusted sites
=

Step

Action

Save the new address associated to the contact.

Click on SAVE.
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3 Contact Directory - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences

Home | Orders | Shipments | Finance | Admin
Profile Management

o EEEl Contact Directory

e Company Profile Create
©  Address Book First Name \Last Name  [Phone Number Email User Account Remove Addresses Update
©  Contact KEM CLEMENCE kelemence@state. pa.us v o s
Directory Candice Tse c-ctse@state.pa.us v o 7
@ Business
Classifications Srivani Wavilala 717-233-9867 svavilal@state.pa.us o &

o Barking Detzils

Home Ords jpments Finance Admin Home Logout Prefer

@ Trusted sites

&

Step Action

10. Return to the Home page.

Click on the Home link.

11. In this topic you associated a contact with an address.
End of Procedure.

Page 29




Training Guide Oracle User
iISupplier Supplier Productivity Kit

Update Business Classification

Descript

ion:

Use this procedure to update a business classification.

Update the business classification if the supplier is eligible for one of the four business

classifications.

Oracle Prerequisites:
» The supplier must be eligible for a business classification.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer, |Z”E”X‘

File Edit View Favorites Tools
ORACLE iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search ‘FO Murnber ~ | ‘ | Go
i Notifications Orders
Full List e Purchase Orders
Subject Date o Purchase History
Mo results found, Shipments

I_'L, Orders At A Glance

PO Number Description Order Date  On-Time Performance
62000111 02-Feb-2009 12:54:05 Invoices
52000110 02-Feb-2009 13:50:52 A —
62000083 Calcium Chloride 22-)an-2009 12;20:23
Payments
53000052 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
e Payments

Help

Hore Logout Prefersnces Help

o Overdue Receipts
Receipts

s Receipts
Full List o Retrns

Home Orders Shipments Finance Admin Home Logout Prefarences Halp

&l

@ Trusted sites

Step

Action

Access the Admin tab.

Click on the Admin tab.
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3 General - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences

Shipments | Finance

Profile Management

«  General General
«  Company Profile Organization Name :?R[\),EEQSI'UMENT OF GENERAL EIN/FID Number 233008959
©  Address Book Supplier Mumber 13344
< Contact Alias
Directory Farent Supplier Name
= Business Parent Supplier Murmber

Classifications
o Banking Details Attachments

Search

Mote that the search is case insensitive

Title | || 6o

[E show More Search Options

Add Attachment

Title Type Description Category LastUpdated By Last Updated Usage Update Delete Publish to Catalog
Mo results found,

&] Dane @ Trusted sites
L

Step Action

3. Access the Business Classifications window to update the business
classification.

Click on the Business Classifications link.

o Business
Classifications
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3 Business Classifications - Microsoft Internet Explorer

Fle Edit View Favorites

ORACLE

Tools  Help

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Profile Management

+ General Business Classifications

e Company Profile
©  Address Book

#TIP Date format example: 19-lan-2009

Cancel Save

o Contact Classification Applicable Minority Type Certificate Number Certifying Agency Expiration Date
Directory
- Disadvantaged Business ‘ ‘ ‘ | | | &=
= Business
Classifications Enterprise zone ‘ ‘ ‘ | | | @
©  Barking Details | Minority Owned |Defau\t V‘ ‘ ‘ ‘ | | | B
Wornen Owined [F] ‘ ‘ ‘ | | | ]

Cancel Save

ome Orders Shipments Finance Admin Home Logout Preferences Help

&

@ Trusted sites

Step

Action

Select the APPLICABLE check box of the business classification which needs
to be updated.

Click in the APPLICABLE check box of the business classification WOMEN
OWNED.

ol

Access the CERTIFICATE NUMBER field.

Click in the CERTIFICATE NUMBER field.

Enter the appropriate certificate number.

Type 4101 in the CERTIFICATE NUMBER field.

Enter the expiration date in the EXPIRATION DATE field or select an
expiration date from the Calendar icon.

Click on the EXPIRATION DATE field's Calendar icon.
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3 Pick a Date - Microsoft Internet Bxplorer

Sun Mon Tue Wed Thu Fri Sat

1 2 g 4 S 6 7
a8 9 o 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

Cancel

&) Dane @ Trusted sites
=

Step Action

8. Select an appropriate calendar year.

Click on the YEAR field’s drop-down icon.

9. Select the appropriate expiration year.

Click on 2010 from the drop-down list.

10. Select the appropriate expiration date.

Click on 1.
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3 Business Classifications - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORACLE

iSupplier Portal

Shipments | Finance

Profile Management

Business Classifications

Home Log:

General
Corrpany Profile
©  Address Book STIP Date format example: 19-1an-2009

Certifying Agency

Cancel Save

Expiration Date

< Contact Classification Applicable Minority Type Certificate Number

| | @

| | @

| | &

Directory
0 Disadvantaged Business ‘
= Business
Classifications Enterprise Zone ‘ ‘
©  Barking Details | Minority Owned |Defau\t V‘ ‘ ‘
Wornen Owined ‘4101 ‘

|o1-Feb-z01d] | [

&

@ Trusted sites

Step

Action

11.

Save the updated business classification.

Click on SAVE.
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A Business Classifications - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help
ORACLE’

Home | Orders | Shipments | Finance | Admin
Profile Management

+ General y
% Confirmation
e Company Profile o
o e Eak our classifications have been saved.
@ Contact Business Classifications
Directory

Cancel Save
©  Business 4 Q
Classifications

o Barking Detzils

iSupplier Portal

#TIP Date format example: 17-Jan-2009

Classification Applicable Minority Type Certificate Number Certifying Agency Expiration Date

Disadvantaged Business ‘ ‘ ‘ | | | &
Enterprise Zone ‘ ‘ ‘ | | | @
Minarity Owred |Defau\t "‘ ‘ ‘ ‘ | | | B
Women Owned 4101 | \ | |o1-Feb-2010 |

Cancel Save

Home Orders Shipments Finance Admin Home Logout Prefarences Halp

&) Dane
L

@ Trusted sites

Step

Action

12.

A confirmation message displays that the classification has been saved.
Return to the Home page.

Click on the Home link.

13.

In this topic you updated the business classification.
End of Procedure.
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View Purchase Orders

Description:
Details of a purchase order such as terms and conditions, lines, shipments, and attachments
may be viewed.

Use this procedure to view purchase order details.

Oracle Prerequisites:
* A purchase order must exist.

Step Action

1. To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

a iSupplier, Portal: Home Page - Microsoft Internet Explorer. |ZHEHX\
Fle Edit View Favorites Tools  Help

ORACLE iSupplier Portal

Hore Logout Prefersnces Help

Home | Orders | Shipments | Finance | Admin

Search ‘FO Murmiber v | ‘ | Go
i Notifications Orders
Full List e Purchase Orders
Subject Date o Purchase History
Mo results found, Shipments
o Overdue Receipts
L Receipts
"l;, Orders At A Glance
s Receipts
Full List o Returns

PO Number Description Order Date  On-Time Performance
62000111 02-Feb-2009 12:54:05 Invoices
52000110 02-Feb-2009 13:50:52 A —
62000083 Calcium Chloride 22-)an-2009 12;20:23
Payments
53000052 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
e Payments

hipments Finance Admin Home Logout Preferences

&] Done

@ Trusted sites
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Step Action

2. Access the purchase order to be viewed.

Note: Only non-merchandise purchase orders related to your company can
be viewed in the iSupplier portal.

Click on the PO Number 63000083 link under the Orders At A Glance region.

3 View Purchase Orders - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

O ACL€° iSupplier Portal

Shipments | Finance | Admin
Purchase Orders | Purchase History

Purchase Orders

Export

Views

View ‘AH Purchage Orders Vl Go Advanced Search

PO Operating Document Acknowledge
Select Number  [Rev Unit Type Description Order Date + Buyer Currency Amount Status By Attachments

Dearas,
Gayatri
Deoras,
Gayatri ush 11.00  Open

o]
63000083 |0 PLCE QU Standard PO Calcium Chioride  22-Jan-2009 13:20:23 Thomas, Ms. usp 1897.00 Closed
9] ]
(¥ n]
o

© |sz000111 0 PLCB QU Standard PO 02-Feb-2009 13:54:05 usDr 100,00 Open

62000110 0 PLCB QU Standard PO 02-Feb-2009 13:50:52

icole

Global Blanket  DGS WAREHOUSE oo HEIDEN, FS,
lAgreement ITEMS 22-Jan-2008 113225 o UsD Open

63000082 0 PLCB QU

Export

. All rights reserved.

Home Ord Shipments Finance Admin Home Logout Prefers

&

@ Trusted sites

Step Action

3. Alternatively purchase orders can be selected under the Orders tab.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help
ORACLE’

Home | Orders | Shipments | Finance | Admin
Purchase Orders | Purchase History

Home >

Standard Purchase Order: 63000083, 0 (Total USD 1897.00)

iSupplier Portal

Currency=UsD

Order Information

Mot to Supplisr

Supplier Order Murmber N |

PO Details

Show 41l Details | Hide 4l Details
Details Line = |Tvpe Item/Job

Actions | view PDF hd Go Export

Summary

Terms and Conditions

Total 1897.00 Payment Terms Net 30
Supplier PA DEPARTMENT OF Carrier

Total 1897.00
Received 199185
Invoiced  1897.00

~ GENERAL SERVICES FOB Payment Status  Nat Paid
Supplier Site P-PA-HARRI-D1 Freight Terms
Address  PA DEPT OF GENERAL Shipping Cantrol
SERVICES
555 WALNUT ST
@ndGL Address 8305 RIDGE AVE
;‘:;‘SRISH”R“' (e 7= PHILADELPHIA, PA 19128

Buyer Thormnas, Ms. Micoke O
Order Date  22-Jan-2009 13:20:23
Description  Calcium Chloride

Status Closed

Bill-To Address

Address  Northwest Office Building
Room 301
Harrisburg, PA 17124

Operating Unit  PLCB OU

Attachments  Wiew:

Supplier Item Description UoM Oty Price  Amount Status Attachments Reason v

&) Done
L

@ Trusted sites

Step

Action

4.

The View Order Details window displays the detailed information about the
purchase order, including both header and line information. The Order
Information section

shows general information, terms and conditions, ship-to, work location, and
bill-to information.

The Summary container displays:

« Total - amount of the total purchase order.

* Received - amount for the items of the purchase order that have been
received.

« Invoiced amount - amount for the items on the purchase order that have
been

invoiced.

* Payment status - status of the invoices against the PO.

Scroll down the SCROLL BAR to view the hidden details at the bottom.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

Buryer

Order Date

Description

Status

Mot to Supplisr
Operating Unit
Supplier Order Murmber
Attachments

Details Line = [Type I

[ Shaw ) Goads

Return to Hame

SERVYICES
555 WALNUT ST
6TH AL

HARRISBURG, PA 17101~
1925

Thomas, Ms. Micole D
22-]Jan-2009 13:20:23
Calcium Chloride

Closed

PLCB DU

Vigw

Show 4ll Details | Hide All Details

tem, Job Supplier tem

File Edit View Favorites Tools Help
COrrency=Usn0 v| Go Export | o]
Order Information
General Terms and Conditions Summagy, |
Total  1897.00
Total 1897.00 Payment Terms Net 30 Received 109185
Supplier PA DEPARTMENT DF Carrier Invoiced 1997.00
~ GENERAL SERVICES FOB Payment Stats Mot Paid
Supplier Site P-PA-HARRI-D1 Freight Terms
Address  PA DEPT OF GENERAL

Shipping Control

Ship-To Address
Address 8305 RIDGE AYE
PHILADELPHIA, PA 19128
Bill-To Address

Address  Northwest Office Building
Room 301
Harrisburg, PA 17124

Description uoM Oty Price
Calcium Chiaride Each 100 18.97

Actions | Yiew POF v Go Export

Attachments Reason

@ Done

@ Trusted sites

Step Action

5. The PO Details section shows line specific information.

Click on Show link for the line item 1.
[H Shiaef

See the receiving, invoicing and payment information for the line item 1.

6. The receiving, invoicing and payment information for line item 1 displays

under the Shipments section.

Scroll down the SCROLL BAR.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

PO Details

Show Al Details | Hids All Details

Return to Hame

Fle Edt View Favorltes Tools Help
P
GENERAL SERVICES (o Payment Status  Not Paid
Supplier Site P-PA-HARRI-D1 Freight Terms
Address  PA DEPT OF GENERAL Shipping Cantral
SERVICES
555 WALNUT ST Ship-To Address
Gl Address 8305 RIDGE AVE
(RER e ETUTRE [Py [T PHILADELPHIA, PA 19128
1925
Buyer Thornas, Ms. Micole D Bill-To Address
Order Date  22-Jan-2009 13:20:23 o
Description Calclum Chiaride Address  Northwest Office Building
Status Closed RDD'T' 1l
Note 1o Supplier Harrishurg, PA 17124
Operating Unit  PLCB OU
Supplier Order Murmber
Attachments  Wigw

Details Line =~ Type Item,/Job Supplier Item  Description uom Oty Price Amount Status Attachments F
SiHide 1 Goods Calcium Chloride Each 100 18.97 1897.00 Closed
Shipments

Ship-To Oty Amount Payment Supplier
Shipment Location Ordered Received Invoiced Ordered Received Invoiced Promised Date Need-By Date Status Status Line Split Reason A
1 % 100 105 1000 1897.00 1991.85 1897.00 24-1an-2009 00:00:00 Mot Paid Closed

Actions | View PDF v

Trvoiced 190700 ~

Go Export

Done.

<
&

@ Trusted sites

Action

Open the attachments of the purchase order.

Click on the View link next to the ATTACHMENTS.
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3 Attachments - Microsoft Internet Explorer

© Fle Edt View Favortes Tools Help
C)R’ACI.G’ iSupplier Portal

Home | Orders | Shipments | Finance | Admin

EEX

Home Logout Preferences Help

Purchase Orders | Purchase History
Home > “iew Order Details >
Attachments

Last Updated |Last Publish to
Title Type  [Description Category [By Updated Usage |Update Delete Catalog
POs Mot Exceeding $10,000: STD-  Shart POs Mot Exceeding £10,000: STD-  To NTHOMAS 22-)an-2009 Standard j Y
280 (SAF Text 280 (SAF) Supplier e

Refurn tn Standard Purchase Order: 63000083, 0 (Total USD 189700

jpments Finance Admin Home Logout Prefersnces Help

. All rights reserved.

&] Dane
L

@ Trusted sites

Step

Action

Open the attachment with the description POs NOT EXCEEDING $10,000:
STD-280 (SAP).

Click on the POs Not Exceeding $10,000: STD-280 (SAP) link under the
TITLE column.

PO Mot Excesding $10,000: STO-

280 (SAP)
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A iSupplier Portal: View Attachment - Microsoft Internet Explorer

File

Edit View Favorites Tools  Help
ORACLE’

Orders

iSupplier Portal

Shipments | Finance
Purchase Orders | Purchase History
Home > ‘“iew Order Details =  Attachments >

View Attachment

Attachment Summary Information

Title POs Not Exceeding $10,000: STD-280 (SAP)
Description  POs Not Exceeding $10,000: STD-280 (SAP)

Category  To Supplier

Attachment Text

In furnishing the material covered by this Purchase Order, the supplier agrees 1o comply with the
Standard Term and Conditions for Purchase Orders Mot Exceeding $10,000, Form STD-280 (S4P), located
on the DGS website:

hittp:/fwewew. portal. state.pa.us/portal fserver. pi?
open=51280bjlD=127688Sortorder = 1008 level=38parentid=127 18css =L 38 mode =28in_hi_userid=180867&cached=true

Refurn tn Attachments

&

@ Trusted sites

Step Action

9. The View Attachment window displays with the attachment details.

Click on the Return to Attachments link.
| Return o Attachiments |
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3 Attachments - Microsoft Internet Explorer

EEX
Fle Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences Help

Home | Orders | Shipments | Finance | Admin

Purchase Orders | Purchase History
Home > “iew Order Details >
Attachments

Last Updated |Last Publish to
Title Type  [Description Category [By Updated Usage |Update Delete Catalog
POs Mot Exceeding $10,000: STD-  Shart POs Mot Exceeding £10,000: STD-  To NTHOMAS 22-)an-2009 Standard j Y
280 (SAF Text 280 (SAF) Supplier e

Refurn tn Standard Purchase Order: 63000083, 0 (Total USD 189700

Horme Orde pments Finance Admin Home Logout Preferances Help

&] Dane
L

@ Trusted sites

Step Action

10. Return to the standard purchase order section.

Click on the Return to Standard Purchase Order: 63000083, O(Total USD
1897.00) link.

11. To print the purchase order, open the purchase order in the PDF format.

Accept the default selection in the ACTIONS field and Click on GO.
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A iSupplier Partal: View Order Details - Microsoft Internet Explorer

File Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

Orders | Shipments | Finance
Purchase Orders | Purchase History
Home >

Standard Purchase Order: 63000083, 0 (Total USD 1897.00)

currency=usb actions [ view PDF | [ Export

Order Information

File Download J
General Summary.

Do you want to open or save this file? Total 1897.00

Total 1897.00
Supplier PA DEPARTMENT O Im MName: PO_82_63000083_0_US.pdF
GENERAL SERVICES Type: Adobe Acrobat Document, 139 KB
Supplier Site P-PA-HARRI-D1 From:  Ibprdmanitar, pa, !
Address  PA DEPT OF GENER#
SERVICES [ open [ save | [ Cancel |
555 WALNUT ST
6TH AL
HARRISBURG, PA 1
1925
Buyer Thornas, Ms. Micole Of
Order Date  22-Jan-2009 13:2
Description  Calcium Chloride
Status Closed
Mot to Supplisr
Operating Unit  PLCB OU
Supplier Order Murmber N |
Attachments  Wiew:

Received 199185
Invoiced  1897.00
Payment Status  Not Paid

harm your computer. |f you do nat trust the source, do not open o

@ “while: files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

Address  Northwest Office Building
Room 301
Harrisburg, PA 17124

PO Details

Show 4l Details | Hide Al Details
Details Line = |Tvpe Item/Job Supplier Item Description UoM Oty Price  Amount Status Attachments Reason v

2 Start downloading from site: http:flbprdmonitar , pa 8000/ 0A_HTMLIOADownload, jspPtransactionid=5486566488retainAM=y @ Trusted sites
L=

Step Action

12. Open the purchase order in the PDF format.

Click on OPEN.

Page 44




Oracle User

Productivity Kit

Training Guide
iSupplier Supplier

8 PO_B2_63000083_0_US[1].pdf - Adobe Reader

File Edit Wiew Document Tools Window Help

EEX

=]

$ [

[ T

Supplier:

Ship To:

Bill To:

PA DEPARTMENT OF GENERAL SERVICES
PADEPT OF GENERAL SERVICES

555 WALNUT ST

6THFL

HARRISBURG, PA 17101-1925

United States

PLCB RG 8411

8305 RIDGE AVE

SECOND LEVEL
PHILADELPHIA, PA 19128
United States

PLCBE CO 8733
Naorthwest Office Building
Room 301

Harrisburg, PA 17124
United States

Standard Purchase Order 63000083, 0

Order | 63000083

Revision | ()

Type | Standard Purchase Order

Order Date | 22-JAN-2009

Purchasing Agent | Thomas, MS. Nicale

Revision Date

Revised By

Supplier No.

| Payment Terms

Treight Terms

[F0B [Ship Vi

13344

T R P % e

[Net 30

RS A e

[E3

Step Action
13. Purchase order 63000083 displays in the PDF format.

Scroll down the SCROLL BAR to view the hidden details at the bottom.
14. Review the purchase order and print it.

Click on the Printer icon on the toolbar.

=
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®
#01: @@ =)@ = F
1 T i 1
Supplier Contact and Telephone % Purchasing Agent, Email Address and Telephone & L
Frinter
sotes: || e i
EE Comments and Forms: P80 (SAP),
Frint Rangs Freview: Composite PO
@al - level=3&pare
b
O Current page
Tme  [Pabi] OPamss [1-2 = —
Subsst: | Al pages in range v )
1 [ClReverse pages 07 1897.00
Page Handling
Calci]  Copiss: 1 B 1
i Page Scaling: | Shrink ko Printable Area v
Thas I
[¥] Auto-Rotate and Center
Usd [[]choose paper source by PDF page size
b
Units: Inches Zoom : 96%
[CIPrint to file
Proprietary an 12 :l Page 1 of 2
PLCB OU Standard Purchase Order 63000083, 0
v

Step Action

15. Continue to print.

Click on OK.
o]

16. Close the PDF document.

Click on Close.

Page 46



Oracle User
Productivity Kit

Training Guide
iISupplier Supplier

A iSupplier Portal: View Order Details - Microsoft Internet Explorer

File

Edit View Favorites

ORACLE’

Home >

Shipments

Tools  Help

iSupplier Portal

Finance

Purchase Orders | Purchase History

Standard Purchase Order: 63000083, 0 (Total USD 1897.00)

Home

Currency=UsD

Order Information

General

Total
Supplier

Supplier Site
Address

Buyer

Order Date

Description

Status

Mot to Supplier
Operating Unit
Supplier Order Mumber
Attachments

PO Details

1897.00

PA DEPARTMENT DF
GENERAL SERVICES
P-PA-HARRI-01

PA DEPT OF GENERAL
SERVYICES

555 WALNUT ST

6TH FL

HARRISBURG, PA 17101~
1925

Thormas, Ms. Nicole D
22-Jan-2009 13:20:23
Calcium Chloride
Closed

PLCB DU

Vigw

Show Al Details | Hids All Details

Terms and Conditions

Payment Terms Net 30
Carrier
FOB
Freight Terms
Shipping Contral

Ship-To Address
Address 8305 RIDGE AYE

PHILADELPHIA, PA 19128

Bill-To Address

Address  Northwest Office Building

Room 301

Harrisburg, PA 17124

Actions | Wiew PDF v Go Export

Summary
Total 1897.00
Received 199185
Invoiced 189700
Payment Status  Not Paid

Details Line ~ |Type Item,/Job Supplier Ttem Description uom Amount Status Attachments  Reason v
&] Dane & Trusted sites
—
Step Action

17.

Click on the Home tab

Return to the Home page.

18.

In this topic you viewed purchase order details.
End of Procedure.
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View Receipts
Description:

The Receipt Details page enables to explore a historical view of all receipts that have been

recorded for shipped goods.

Use this procedure to view receipts.

Oracle Prerequisites:
* A receipt must exist.

Step Action

1. To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

a iSupplier, Portal: Home Page - Microsoft Internet Explorer.

File Edit View Favorites Tools

Help
ORACLE iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search ‘FO Murnber ~ H

) oo

I | notifications

Subject
Mo results found,

I_'L, Orders At A Glance

PO Number Description

62000111

62000110

62000083 Calcium Chloride
53000052 DGS WAREHOUSE ITEMS

Date

Order Date

02-Feb-2009 13:54:05
02-Feb-2009 13:50:52
22-1an-2009 13:20:23
22-1an-2009 11:32:25

Home Orders Shipments Finance Admin Home Logout Prefarences Halp

Full List

Full List

EEX

Hore Logout Prefersnces Help

Orders

» Purchase Orders
o Purchase History
Shipments.

o Overdue Receipts
Receipts

s Receipis
o Returns
& On-Time Performance

Invoices

o [nvoices

Payments
e Payrments

&l

@ Trusted sites

Step Action

2. To view the receipts, access the Shipments tab or the Receipts link under

Receipts section.

Click on the Shipments tab.
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3.

The Receipts Summary window displays.

Use any of the search criteria to search for the receipts.

Optionally, retrieve all the records by leaving the search criteria blank and
clicking on GO.

In this example, search with the receipt number.

Click in the RECEIPT NUMBER field.

Search for all the receipt numbers starting with 71. Use the wildcard symbol
(%) after 71 to search for all the receipt numbers beginning with 71.

Type 71% in the RECEIPT NUMBER field.

Execute the search.

Click on GO.

A iSupplier Portal: Receipts Summary - Microsoft Internet Explorer, |Z”E”X‘

File Edit View Favorites Tools Help
ORACLE iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Receipts | Returns | Owerdue Receipts | On-Time Performance

View Receipts

Home Logout Prefersnces Help

Export
Simple Search
Advanced Search
Receipt Murmber  |71% Organization Q
PO Nurmber Tterm Mumber Q
Shipment Murnber Supplier Ttem Q
Shipped Date =] Ttern Description

Shipped  |Packing Freight Bill of PO
Receipt = [Creation Date |Drganization Shipment Date islip Containers Waybill/ Airbill Carrier Lading Number  Invoice Attachments

71000017 08:04:30 DGs 63000083

(example: 19-1sn-2009)

ﬂ Clear

24-Jan-2009

Export

@ Trusted sites
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Step

Action

6.

View the details of the receipt 71000017.

Click on the receipt 71000017 link.

A iSupplier Portal: Receipt Details - Microsoft Internet Explorer.

Fle Edit View Favorites Tools Help
C)R’ACI.G’ iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Receipts | Refurns | OverdueReceipts | On-Time Performance
Shipments: Receipts >

Receipt: 71000017

Receipt Transactions

Export

Creation Date  24-Jan-2009 08:04:30 Packing Slip
Organization DGS Containers
Supplier  PA DEPARTMENT OF GENERAL Wayhill fairbill
SERVICES Freight Carrier
Supplier Site P-PA-HARRI-01 Bill of Lading
Shipment Number Attachments None
Shiprnent Date

Promised Need- PO Net
Receipt Date ~ |Date By Date |Performance Number |Line Shipment Item/ Job|Description UOM Ordered Returned Received Defects Location Attachmen
24-Jan-
24-Jan-2009 2009 On-Time 63000032 [ 1 Calcium Each 100 105 PLCB RG
08:03:52 00:00:00 Chioride G411
Return tn Shipments | Receipts Export

Home Orders Shipments Finance Admin Home Logout Preferences

| (T[S

@ Trusted sites

Step

Action

The Receipt Details window displays the receipt information.
Optionally, click on the PO number link to view the purchase order details.

Click on the Return to Shipments: Receipts link.
|Return to Shipments: Receipts |
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A iSupplier Portal: Receipts Summary - Microsoft Internet Explorer.

© Fle Edt View Favorltes Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Prefer

Shipments | Finance

Receipts | Refurns | OverdueReceipts | On-Time Performance

Yiew Receipts

Export

Simple Search

Advanced Search

Receipt Mumber  |71% Qrganization Q

PO Mumber Item Mumber Q

Shiprnent Murrber Supplier Item Q
Shipped Date =] Itern Description

(example; 19-Jan-200%)
Go Clear

Shipped  |Packing Freight Bill of PO
Receipt = [Creation Date |Organization Shipment Date ISlip Containers Wayhill/ Airbill Carrier Lading Number Invoice Attachments

24-Jan-2009
21000017 08:04:30 DGs 563000023

Export

&] Dane @ Trusted sites
=

Step Action

8. Return to the Home page.

Click on the Home link

9. In this topic you viewed receipts.
End of Procedure.
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View Overdue Receipts

Description:
View the details of past due purchase order shipments.

Use this procedure to view the overdue receipts.

Oracle Prerequisites:
e The past purchase order shipments must exist.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer |;”E”X‘

ORAC |_€0 iSupplier Portal

File FEdit View Favorites Tools Help

Home | Orders | Shipments | Finance | Admin

Search ‘F’O e ~ | ‘ | Go
L §| Notifications Orders

Full List o Purchase Orders
Subject Date » Purchase Histor:
No results found. Shipments

I;L. Orders At A Glance

PO Number Description Order Date e On-Time Performance:
63000111 02-Feh-2009 13:54:05 Invoices
3000110 02-Feh-2009 13:50:52 o Invoices
63000083 Calcium Chloride 22-1an2009 13:20:23
Payments
B3000082 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
® Payments

o Overdue Receipts
Receipts

e Receipts
Full List * Returns

Home Orders Shiprments Finance Admin Home Logout Preferences Help

@ Trusted sites

Action

To view the overdue receipts, access the Shipments tab or the Overdue
Receipts link under Shipments section.

Click on the Shipments tab.
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A iSupplier Portal: Receipts Summary - Microsoft Internet Explorer.

© Fle Edt View Favortes Tools Help [

O ACL€° iSupplier Portal

Home

Shipments | Finance

Receipts | Refurns | OverdueReceipts | On-Time Performance

Yiew Receipts

Simple Search

Advanced Search

Receipt Mumber Qrganization Q

PO Mumber Item Mumber Q

Shiprnent Murrber Supplier Item Q

Shipped Date Itern Description
(amample
Creation Shipped  Packing Freight Bill of PO
Receipt Date Organization Shipment Date Slip Containers Wayhill/ Airbill Carrier Lading Number Invoice Attachments

Mo search
conducted,

&] Dane @ Trusted sites
L

Step Action

3. Access the Overdue Receipts window.

Click on the Overdue Receipts link.

Cwverdue Receipts
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A iSupplier Portal: Overdue Receipts - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Receipts | Returns | Owverdue Receipts | On-Time Performance

Overdue Receipts

Export

Simple Search

Mote that the search is case insensitive Advanced Search

Organization |

P

PO Murmber |

Item |

Supplier Item |

B e p

Due Date |
(example: 19-Jan-2003)

E Clear

PO Supplier Item Due Quantity Quantity Ship-To Supplier Config
DOrganization Number Item Item Description Date UOM Ordered Received Location Carrier Buyer ID
Mo search
conducted,

Export

Home Orders Shipmente Finance Admin Home Logout Prefe

&

@ Trusted sites

Step Action

4, The Overdue Receipts window displays.
Use any of the search criteria to search for the overdue receipts.
For this example, retrieve all the overdue receipts.

Click on GO.
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Receipts

PLCB OU

PLCB QU

A iSupplier Portal: Overdue Receipts - Microsoft Internet Explorer
© Pl Edt

ORAC |_€0 iSupplier Portal

Overdue Receipts

Simple Search

Mote that the search is case insensitive Advanced Search

Organization | | Q
PO Murmber | |
Item | | &
Supplier Item | | Q
Due Date | | E
(example: 19-Jan-2008)

PO Supplier  [Ttem Quantity Quantity Ship-To Supplier
Organization Number  [Item Ttem Description  [Due Date + UOM Drdered Received Location Carrier Buyer Config ID

View Favortes Tools  Help

Home Logout Preference:

Shipments | Finance

| Retuns | Overdue Receipts | On-Time Performance

63000111 test2 31-Jan-2009 00:00:00 Each 10 a PLCE Central Dearas,
Office Gayatri
63000110 test 31-)ar-2009 00:00:00 Each 1 a PLCE Cenfral Deoras,
Office Gayatri

&] Dane
L

@ Trusted sites

Step

Action

View the overdue receipt details of the purchase order number 63000110.

Click on the PO number 63000110 link.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

ORACLE’

Receipts | Returns | Owverdue Receipts | On-Time Performance

Standard Purchase Order: 63000110, 0 (Total USD 11.00)

File

Edit View Favorites Tools  Help

iSupplier Portal

Shipments | Finance

Shipments: Overdue Receipts >

Currency=LISD Actions | Wiew PDF v Go Export

Order Information

General Terms and Conditions Summary
Total 11.00
Total 11.00 Payment Terms Net 30 Received 0.00
Supplier PA DEPARTMENT OF Carrier Invoiced 0.00
~ GENERAL SERVICES FOB Payment Stats Mot Paid
Supplier Site P-PA-HARRI-D1 Freight Terms
Address PA DEPT OF GENERAL Shipping Cantrol
SERVYICES
555 WALNUT ST Ship-To Address
6TH AL

Address  Northwest Building

HARRISBURG, PA 17101~ "
1025 Harrisburg, PA 17124
Buyer Deoras, Gayatri Bill-To Address
Order Date  02-Feb-2009 13:50:52 .
Descri Address  Northwest Office Building
escription
Status Open Room 301

Mote to Supplier Harrisburg, PA 17124

Operating Unit  PLCB OU
Supplier Order Murmber N |
Aftachments  None

PO Details

Show 4l Details | Hide Al Details

Details Line = |Tvpe Item/Job Supplier Ttem Description uom Oty Price Amount Status Attachments  Reason v
€] http:/lbprdmonitor  pa. ll:BO0DJOA_HTMLIOA. jsp?0AFUNC=POS_YIEW_ORDEREFoHeaderld=37816PoReleaseld=Bretainat=YsddBreadCrumb=18._ @ Trusted sites
L—

Step

Action

6.

The View Order Details window displays with the order information.

Scroll down the SCROLL BAR to view the hidden details at the bottom.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

PO Details

Details Line = Type

[ Shaw ) Goads

Show 4ll Details | Hide All Details
Item,Job

Supplier Ttem

Return to Shinments | Overdue Receipts

File Edit View Favorites Tools Help
COrrency=uUsn ‘iew PDF v| E Export | - |
Order Information
General Terms and Conditions Summagy,
Total 11.00
Total 11.00 Payment Terms Net 30 Received 0.00
Supplier PA DEPARTMENT OF Carrier Invoiced 0.00
GENERAL SERVICES FOB Payment Stats Mot Paid
Supplier Site P-PA-HARRI-D1 Freight Terms
Address PA DEPT OF GENERAL Shipping Cantrol
SERVYICES
555 WALNUT ST Ship-To Address
@ndGL Address  Northwest Building
HARRISBURG, PA 17101~ Harrisburg, PA 17124
1925
Buyer Deoras, Gayatri Bill-To Address
Order Date  02-Feb-2009 13:50:52 .
e Address  Northwest Office Building
Status  Open RDDIT‘ st
Nots 1 Supplisr Harrisburg, PA 17124
Operating Unit  PLCB OU
Supplier Order Murmber
Aftachments  None

Description uom Qty  Price
test Each 1 11

Actions | Yiew POF v Go Export

Attachments  Reason

@ Trusted sites

Action

7. The PO Details section shows line specific information.

Click on the Show link for the line item 1.

View the receiving, invoicing and payment information for the line item 1.

8. The receiving, invoicing and payment information for line item 1 displays

under the Shipments section.

Scroll down the SCROLL BAR.
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A iSupplier Portal: View Order Details - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

Supplier Site P-PA-HARRI-01
Address  PA DEPT OF GENERAL
SERVICES
555 WALNUT ST
6TH AL
HARRISBURG, PA 17101~
1925
Buyer Deoras, Gayatri
Order Date  02-Feb-2009 13:50:52
Description
Statis Open
Motz to Supplisr
Operating Unit  PLCB OU
Supplier Order Nurmber
Attachments None

PO Details

Show All Details | Hide All Details

Return to Shipments: Overdue Receipts

FUE
Freight Terms
Shipping Cantral

Ship-To Address
Address  Northwest Building
Harrisburg, PA 17124
Bill-To Address

Address Northwest Office Building
Room 301
Harrisburg, PA 17124

Details Line = Type Item/Job Supplier Item Description uom Oty Price Amount Status Attachments F
HHide |y Goods test Each 1 11 11.00 Open
Shipments
Ship-To Oty Amount Supplier
Shipment Location  Ordered Received Invoiced Ordered Received Invoiced Promised DateNeed-By Date Status Line Split Reason A
PLCE. .
1 Central 1 11.00 31-]an-2009 00;00:00; Qpen
Office

Actions | View PDF v Go

Payment Status - Not Paid ~

Export

€] http://lbprdmonitor. pa. lc:BO0DJOA_HTMLIOA. jsp7page=/or ade{appsiposishipfwebuilPosOverReptPGEOASF=POS_OWERDUE_RECEIPTSEOAMC=75
L—

@ Trusted sites

Step Action

9. Note: A receipt that is not recorded by the need-by date is considered

overdue.

Return to the Overdue Receipts section.

Click on the Return to Shipments: Overdue Receipts link.
| Return to Shiprments: Owerdue Receipts |
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A iSupplier Portal: Overdue Receipts - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORAC |_€0 iSupplier Portal

Home Logout Prefer

Shipments | Finance

Receipts | Returns | Owverdue Receipts | On-Time Performance

Overdue Receipts

Export

Simple Search

Mote that the search is case insensitive Advanced Search

Organization | | Q
PO Murmber | |
Item | | &
Supplier Item | | Q
Due Date | | @

(example: 13-1an-2008)

E Clear

PO Supplier  [Ttem Quantity Quantity Ship-To Supplier
Organization Number  [Item Ttem Description  [Due Date + UOM Drdered Received Location Carrier Buyer Config ID

PLCB OU 63000111 test2 31-Jan-2009 00:00:00 Each 10 a PLCE Central Dearas,
Office Gayatri
FLCB QU 62000110 test 31-Jan-2009 00:00:00 Each 1 o PLCE Central Dearas,
Office Gayatri

Export

&

@ Trusted sites

Step Action

10. Return to the Home page.

Click on the Home tab

11. In this topic you viewed the overdue receipts.
End of Procedure.
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View On-Time Performances

Description:
View the delivery status of shipments made against the purchase orders. You can view your
performance for timeliness of deliveries.

Use this procedure to view the on-time performance of shipments.

Oracle Prerequisites:
» The shipments against purchase orders must exist.

Step Action

1. To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer, |Z”E”X‘

File Edit View Favorites Tools Help

ORACLE iSupplier Portal

Hore Logout Prefersnces Help

Home | Orders | Shipments | Finance | Admin

Search ‘FO MNumber b | ‘ | Go
7 | notifications Orders
Full List & Purchase Orders
Subject Date o Purchase Histor
Mo results found, Shipments
o Overdue Receipts
L Receipts
"l;, Orders At A Glance
s Receipis
Full List o Retrns
PO Number Description Order Date  On-Time Performance
62000111 02-Feb-2009 12:54:05 Invoices
£3000110 02-Feb-2009 13:50:52 O EIEES
62000083 Calcium Chloride 22-)an-2009 12;20:23
Payments
53000052 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
e Payrments

Home Orders Shipments Finance Admin Home Logout Prefarences Halp

&] @ Trusted sites

Step Action

2. To view the on-time performance, access the Shipments tab or the On-Time
Performance link under Receipts section.

Click on the Shipments tab.

Page 60




Oracle User Training Guide
Productivity Kit iISupplier Supplier

a iSupplier, Portal: Receipts Summary - Microsoft Internet Explorer

. File Edit View Favorites Tools Help

ORACLE iSupplier Portal

Home Logout Prefarent

Shipments | Finance
Receipts | Returns | Owerdue Receipts | On-Time Performance

View Receipts

Simple Search

Advanced Search

Receipt Murnber Organization Q

PO Nurmber Tterm Mumber Q

Shipment Murnber Supplier Ttem Q

Shipped Date =] Ttern Description
(axamy
Creation Shipped  Packing Freight Bill of PO
Receipt Date Organization Shipment Date slip Containers Wavybill/ Airbill Carrier Lading Number Invoice Attachments

Mo search
conducted.

(&] Done @ Trusted sites

Step Action

3. Access the On-Time Performance window.

Click on the On-Time Performance link.
| On-Time Performance |
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A iSupplier Portal: On-Time Performance - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORACLE’

iSupplier Portal

Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance

On-Time Performance

Export

Simple Search

Mate that the search is case insensitive Advanced Search

(example: 19-Jan-2009) - l:l Q
Wrayhill fairbill Murmber l:l

Delivery Status
Go Clear

PO Due shipment Receipt Receipt Ssupplier Quantity  Waybill/ Airbill Delivery Configuration
Organization Number Date Number Number Date Item Item Description UOM Received  Number Carrier Status  Id
Mo search
conducted,

Export

@ Trusted sites

&

Step Action

4, The On-Time Performance window displays.
Use any of the search criteria to search for the on-time performances.

Click on GO.
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A iSupplier Portal: On-Time Performance - Microsoft Internet Explorer
Edit

‘ Fle View  Favorites

ORACLE’

Tools  Help

iSupplier Portal
Finance

Shipments

Receipts | Returns | Overdue Receipts |

On-Time Performance

On-Time Performance

Home

Simple Search

Mate that the search is case insensitive

Receipt Number
taybill fairbill Murmber

L 1
L 1a

Organization Number Due Date ~
PLCB OU 63000083 24-1an-2009 00:00:00

Supplier Item
Delivery Status

[Shipment Receipt
Number Number Receipt Date
71000017 24-Jan-2009 08:03:52

Supplier;
Item|[tem

Dug Datz & Shiprnert Murmber l:l
(example: 19-Jan-2009)
Ttem

Advance

Quantity |WavhiII/AirhiII Delivery Ct
Description UOM Received| Carrier Status  Id
Calcium Each 105 On-Tirme
Chlaride

™

| T[S

@ Trusted sites

Action

Click on the receipt 71000017 link.

View the details of the receipt transactions.
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A iSupplier Portal: Summary of Receipt Transactions - Microsoft Internet Explorer

© Fle Edt View Favorltes Tools Help

ORACLE’

iSupplier Portal
Home Logout Pref

Shipments | Finance
Receipts | Refurns | OverdueReceipts | On-Time Performance
Shipments: On-Time Performance >

Receipt Transactions

Export

PO ‘ Net Receipt Promised Need-By
Receipt [Number [Line|Shi Description UOM Ordered Returned Received Defects Location Date Date Date Performance
Z100001763000083 |1 |1 Calcium Each 100 105 FLCBRG  24-Jan-2009 24-1an-2009  On-Time
Chloride: 8411 08:03:52 00:00:00
Return to Shipments: On-Time Performance Export

.dmin Home Logout Pref

&] Done @ Trusted sites
L

Step Action

6. The Summary of Receipt Transactions window displays.
View the details of the receipt 71000017.

Click on the receipt 71000017 link.
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A iSupplier Portal: Receipt Details - Microsoft Internet Explorer.

File

Edit

ORAC |_€0 iSupplier Portal

Receipts
Shipments: On-Time Performance > Receipt Transactions >
Receipt: 71000017

View Favortes Tools  Help

Home Logout Preferences

Shipments | Finance

| Returns | Owerdue Receipts | On-Time Performance

Export

Creation Date  24-]Jan-2009 08:04:30

Packing Slip

Organization DGS Containers
Supplier  PA DEPARTMENT OF GENERAL Wayhill fairbill
SERVICES Freight Carrier

Supplier Site P-PA-HARRI-01 Bill of Lading

Shipment Number Attachments None

Shiprnent Date
Receipt Transactions
Promised Need- PO Net
Receipt Date ~ |Date By Date |Performance Number |Line Shipment Item/ Job|Description UOM Ordered Returned Received Defects Location Attachmen
24-Jan-
24-Jan-2009 2003 1 Calcium Each 100 105 PLCB RG
08:03:52 00:00:00 Chioride G411

Return to Receipt Transactions

Export

| (T[S

@ Trusted sites

Step

Action

The Receipt Details window displays the receipt information.

Optionally, Click on the PO Number link to view the purchase order details.

Click on the Return to Shipments: Receipts link.

| Eeturn 1o Feceipt Transactions |
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 Fle  Edt

Receipts

A iSupplier Portal: Summary of Receipt Transactions - Microsoft Internet Explorer

ORACLE’

Shipments: On-Time Performance >
Receipt Transactions

View Favortes Tools  Help

iSupplier Portal

Shipments | Finance

| Returns | Owerdue Receipts | On-Time Performance

Export

PO ‘ Net Receipt Promised Need-By
Receipt [Number [Line|Shi Description UOM Ordered Returned Received Defects Location Date Date Date Performance
Z100001763000083 |1 |1 Calcium Each 100 105 FLCBRG  24-Jan-2009 24-1an-2009  On-Time
Chloride: 8411 08:03:52 00:00:00
Return to Shipments: On-Time Performance Export

€] http://lbprdmonitor. pa. l:BO0DICA_HTMLOA. spipage=/orad iipferebifPos ASF=POS_DELIVERY_PERFORMANCERD @ Trusted sites
L—

Step

Action

8.

Return to the On-Time Performance section.

Click on the Return to Shipments: On-Time Performance link.
| Return to Shipments: On-Time Performance |
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A iSupplier Portal: On-Time Performance - Microsoft Internet Explorer

File

Edit

Receipts |

View Favortes Tools  Help [

O ACL€° iSupplier Portal

Returns | Overdue Receipts | On-Time Performance

On-Time Performance

Simple Search

Mate that the search is case insensitive Advance

Receipt Number
Supplier Item
Delivery Status

PO [Shipment Receipt Supplier; Quantity |Wavhill,~‘ Airbill Delivery Ct
Organization Number Due Date ~ Number Number Receipt Date ItemItem DescriptionUOM Received| Carrier Status Id
PLCB OU 63000083 24-1an-2009 00:00:00 71000017 24-Jan-2009 08:03:52 Calcium Each 105 0On-Time

Chlaride

Home

Shipments | Finance

Export

(example: 19-Jan-2009) - l:l Q
taybill fairbill Murmber l:l
L 1a

ﬂ Clear

Export

™

Dione

| (T[S

@ Trusted sites

Step

Action

Return to the Home page.

Click on the Home tab

10.

In this topic you viewed the on-time performance of shipments.
End of Procedure.
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View Invoices

Description:
Search and view the details of an invoice.

Use this procedure to view invoices.

Oracle Prerequisites:
e An invoice must exist.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

A iSupplier Portal: Home Page - Microsoft Internet Explorer

ORAC |_€0 iSupplier Portal

File FEdit View Favorites Tools Help

Home | Orders | Shipments | Finance | Admin

Search ‘F’O FMurnber ~ | ‘ | Go
L §| Notifications Orders
Full List o Purchase Orders
Subject Date o Purchase Histor
No results found. Shipments
o Overdue Receipts
L Receipts
'\:— Orders At A Glance
e Receipts
Full List » Retumns
PO Number Description Order Date e On-Time Performance:
63000111 02-Feh-2009 13:54:05 Invoices
63000110 02-Feb-2009 13:50:52 e —
63000083 Calcium Chloride 22-1an2009 13:20:23
Payments
B3000082 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
o Payments

Home Orders Shipments Finance Admin Home Logout Prefe

@ Trusted sites

Action

To view the invoices, access the Finance tab or the Invoices link under
Invoices section.

Click on the Finance tab.
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Step

Action

3.

Click on GO.

The View Invoices window displays.

Use any of the search criteria to search for the invoices. For this example,
retrieve all the invoices.

s |

View the details of the invoice number gd-1.

Click on the invoice number gd-1 link.

A iSupplier Portal: Invoice Details - Microsoft Internet Explorer

File FEdit View Favorites Tools Help

ORACLE’

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
View Invoices | “iew Payments

Finance: View nvoices =

Standard Invoice: gd-1 (Total USD 10.00)

EEk

Home Logout Preferet

Currency=UsD

General

ATTN ACCOUNTS RECEIVABLE
STRAWBERRY S0 11TH FL
HARRISBURG, PA 17101-1925

Inwvoice Lines | Scheduled Payments | Hold Reasons

Line ~ |Type |Description

1 Itsm  test

Oty UOM  Price

Return to Finance: View Invoices

10.00

Tax Included| Amount| Retainage|Status PO Number PO Line PO Shipment

0,00 Approved

Export

Payment Information

Amount Summary Paid 10.00
Invoice Date - 02-Feb-2009 Itsm  10.00 Discount Taken  0.00
Statuz  Approved Freight 0.00 Due 0.00
On Hold Miscellaneous  0.00 Status  Paid
attachments  None Tax p.op & Payment Date  02-FEB-
Supplisr PA DEPARTMENT OF GENERAL Frepayment 0.00 2009
SERYICES Retainage 0.00 Payment 1020
Supplier Sit= PA-PA-HARRI-01 Withholding Tax  0.00 Term Net 30
Address PA DEPT OF GENERAL SERVICES Total 10.00

Buyer Receipt

Export

@ Trusted sites

Step

Action

information.
| Scheduled Payments I

Click on the Scheduled Payments tab to view the scheduled payments

The Invoice Details window displays the header level information at the top
and the invoice line information under the Invoice Lines tab.
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Step Action

6. Review the scheduled payments information.

Click on the Hold Reasons tab to view the hold information.

Hold Reasons

7. Return to the View Invoices section.

Click on the Return to Finance: View Invoices link.
| Eetirn o Finance: View Invoices |

A iSupplier Portal: View Invoices - Microsoft Internet Explorer

File Edit View Favorites Tools Help

ORACLE’

iSupplier Portal

Home | Orders | Shipments | Finance | Admin
View Invoices | “iew Payments

Yiew Invoices

Export

Simple Search

Advanced Search

Irvoice Number Invoice Amount From | To ‘ |
PO Number Amount Due Fram | To ‘
Payment Number Invaice Date Fram | @ To ‘ | @

Inwoice: Stafus b DueDeefram | @ =]
Payment Status “ (amample: 20-Jar-200%)
Go Clear

Invoice Invoice Date = [Type Currency |Amount Due Status On Hold Payment Status Due Date  Payment PO Number Receipt Attachments

-1 02-Feb-2003 Standard USD 10,00 10,00 Approved Mot Paid 04-MAR-2009

gd-2  02-Feb-2009 Standard USD 10,00 10,00 Approved Mot Paid 04-MaR-2009

gd-1 02-Feb-2009 Standard USD 10.00 0.00 approved Paid 04-MAR-2009 1020

Iy-2  02-Feb-2009 Standard USD 10,00 10,00 Approved Mot Paid 04-MAR-2009

0422 26-Jan-2000 Standard USD 1897.00 1897.00 Approved Mot Paid 25-FEB-2009 63000083

Export

Home Orders Shipments Finance Admin Home Logout Preferences

€] Dane @ Trusted sites
L

Step Action

8. Return to the Home page.

Click on the Home tab.

9. In this topic you viewed invoices.
End of Procedure.
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View Payments

Descript

ion:

View the history of the invoices paid by the buying company.

Use this procedure to view payments.

Oracle Prerequisites:
* A payment must exist.

Step

Action

1.

To complete this procedure, follow the menu path: iSUPPLIER PORTAL >
HOME PAGE.

= iSupplier Portal: Home Page - Microsoft Internet Explorer |ZHE”X‘

File Edit View Favorites Tools Help
ORACLE iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Home Logout Freferences Help

Search ‘FO Murnber ~ | ‘ | Go
i Notifications Orders
Full List e Purchase Orders
Subject Date o Purchase History
Mo results found. Shipments

I_'L, Orders At A Glance

PO Number Description Order Date

62000111 02-Feb-2009 13:54:05 Invoices
£3000110 02-Feb-2009 13:50:52 O EIEES
62000083 Calciumn Chloride 22-)an-2009 12:20:23
Payments
53000052 DGS WAREHOUSE ITEMS 22-1an-2009 11:32:25
o Payments

o Overdue Receipts
Receipts

s Receipts
Full List o Retrns

& On-Time Performance

Home Orders Shipments Finance Admin Home Logout Prefarences Halp

€]

@ Trusted sites

Step

Action

To view the payments, access the Finance tab or the Payments link under the
Payments section.

Click on the Finance tab.

Page 71




Training Guide Oracle User
iSupplier Supplier Productivity Kit

Step Action

3. Access the View Payments window.

Click on the View Payments link.

e Payments

A iSupplier Portal: View Payments - Microsoft Internet Explorer |;HEHX‘

File Edit View Favorites Tools

Help

ORAC |_€0 iSupplier Portal

Home Logout Preferences
Home | Orders | Shipments | Finance | Admin
Wiew Invoices | Yiew Payments

View Payments

Export

Simple Search

Mate that the search is case insensitive Advanced Search
Payment Number Status Q
Invaice Mumber Payment Amount From | To ‘ |
PO Number Payment Date From # @ To l:l

(example: 20-Tan-2004)

M Clear

Payment Payment Date Currency Amount Method Status Status Date Bank Account Invoice PO Number
Mo search conducted,

Export

Home Orders S ents Finance Admin Home Logout Pn

J&

@ Trusted sites

Step Action

4. The View Payments page displays.

Use any of the search criteria to search for the payments. In this example,
search using a payment number.

Click in the PAYMENT NUMBER field.

5. Enter the desired payment number.

Type 1020 in the PAYMENT NUMBER field.

6. Execute the search.

Click on GO.
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a iSupplier, Portal: View Payments - Microsoft Internet Explorer
. Fle  Edt View

Favortes  Tools  Help

ORACLE iSupplier Portal

Home Logout Preferenc
Shipments | Finance
View Invoices | View Payments

Yiew Payments

Simple Search

Mote that the search is case insensitive Advanced Search
Payment Number | 1020 Status Q

Irwvoice Number Py et Amount From |TD ‘ |
PO Number Payment Date From g To l:l
(example: 20-Jan-2009)

Payment ‘Payment Date = ‘Eurrency | Amount|Method ‘Etatus ‘Btatus Date Bank Account Invoice PO Number
1020 02-Feb-2009 uUsD 10.00 Chack MNegotishle  02-Feb-2000 AP Advancerment Account od-1

(&] Done @ Trusted sites

Step Action

7. View the details of the payment 1020.

Click on the payment 1020 link.
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£ iSupplier Portal: Payment Details - Microsoft Internet Explorer

File Edit View Favorites Tools Help

ORAC |_€0 iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Wiew Invoices | Yiew Payments

Finance: Yiew Payments >

Payment: 1020 (Total USD 10.00)

Included Invoices

Export

Payrment Date  02-Feb-2009 Supplier  PA DEPARTMENT OF GENERAL SERYICES
Method Check Supplier Site
Status  Negotiable Address  PA DEPT OF GENERAL SERVICES
Status Date  02-Feb-2009 ATIN ACCOUNTS RECEIVABLE

STRAWBERRY SO 11THFRL
HARRISBURG PA 17101-1925
Bank Account AP Advancement Account

Invoice ‘Invuice Date ‘Type Currency Amount|Status Payment Status Payment PO Number  Receipt Attachments
gd-1 02-Fehb-2009 Standard  USD 10000 Approved  Paid 10.00
Return to Finance: Yiew Payments Export

Home Orders pments Finance Admin Home Logout Preferences

&

@ Trusted sites

Step

Action

The Payment Details window displays the payment details including the
invoices addressed by the payment.

Optionally, view the invoice details by clicking on the invoice number link
under the INVOICE column.

Click on the Return to Finance: View Payments link to return to the View
Payments section.
| Return o Finance: Yiew Payments
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A iSupplier Portal: View Payments - Microsoft Internet Explorer

Edit  View

Favorites  Tools

ORACLE’

Hel
iSupplier Portal

Shipments | Finance

View Invaices

| View Payments

View Payments

Home Logout Prefer

Simple Search

Mate that the search is case insensitive

Payment Number | 1020 Status

qQ
7o | |

B.[ |=m

(example: 20-Tan-2004)

Invoice Number

PO Mumber

Payment Amount From

Payment Date From

M Clear

‘Pavment Date ~
(02-Feb-2009

Payment
1020

‘Currencv
WsD

AmountMethod
10.00 Check

‘Stalus
Negotiable

‘Stalus Date
02-Feb-2009

Bank Account
AP Advancement Account,

Home Orde

in Home Logout Pr

Export

Advanced Search

Invoice
g1

PO Number

Export

&] Dane
L

@ Trusted sites

Step

Action

Return to the Home page.

Click on the Home tab.

10.

In this topic you viewed payments.
End of Procedure.
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