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Introduction

Welcome to the Schneider Oracle Fusion Supplier Portal Reference Guide. The purpose of this guide is to give
you step-by-step instructions on how to use the most common functions of the Supplier Portal.

The Supplier Portal offers you self-service ability to view and update various details such as PO details, invoice
and payment status. It also gives you access to Price Agreements and Negotiations (RFQ requests).

Please refer to the following sections:

Access and Navigate Supplier Portal

Settings and Preferences

Company Profile: View and Update Contacts

Company Profile: View and Update Organization Details
Company Profile: View and Update Addresses

Company Profile: View and Update Payment Methods

Company Profile: Add Attachments

Negotiations: View and Accept Terms & Conditions

Negotiations: Review Details and Accept Invitation

Negotiations: Create Response

Agreements: How to View and Edit

Agreements: How to View Payment Information

Purchase Orders: View, Edit, and Acknowledge

Invoices: Send PO Invoices via Supplier Portal (Future Capability)
Invoices: Send Non-PO Invoices via Supplier Portal (Future Capability)
Invoices: View Status

Payments: View Payment Information

VVYVVVVVVVVVVVVVYYYY

Your access level impacts the functionality and screens you see in the system. Sometime the screens you see may
change slightly or differ to the training materials due to new Oracle releases or your access levels.

For any questions, please email us at APSupplier@schneider.com



mailto:APSupplier@schneider.com
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Access and Navigate Supplier Portal

1. Click on link. To Supplier Portal using a Chrome or Edge browser: Supplier Portal Sign-In Link
Login with Supplier Portal credentials provided in your Welcome email.

Sign In
Oracle Applications Cloud

Sign In

Engish

2. Click the Supplier Portal tab and then the icon.

3. This brings you to the Portal landing page.

Supplier Portal

orP¢ @

Cnannel Programs 947

Wegotistons



https://efix.fa.us6.oraclecloud.com/
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4. You will see the Home, Watchlist, Notifications and Settings icons on the top right of
every screen.

Company Profile @  oe | oome |

5. The Search and Tasks sections in the left navigation are where you will access areas of the Portal
including viewing POs, invoices, payments and agreements.

Supplier Portal

Raquiring A

Agreerments

Couannet Programs ‘

hipments,

Suppiier New
Cantiacts and Deteverabies
Schnaxder S
Supplier star
+ Buchas
Suncing

Consigned vemtory

Suncis

[T T——
- Wt

Meactistons ™

6. To quickly access your orders, agreements, invoices or payments, navigate to the Search field and select
from the drop-down menu. Then click the magnifying glass.

Supplier Portal

Search | Orders v | |Order Number E]
Agreements

Tasks shpments
Invoices
Orders payments
Negotiations Requiring Att
« M Negotation Responses
« Questionnaires
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Settings and Preferences
To set up preferences, click on the Settings icon (your initials) in the top right corner of the screen, then
click Set Preferences.

-
| o e et | e | oo |

Company Profile @
[ | St

2. To set up language preferences, click Language under General Preferences. Adjust all language preferences in
these fields: Default, Current Session and Display Name. To save changes, click Save and Close. To discard

1.

changes, click Cancel.

Preforences
General Preferences: Language @

General Preferences
Default | American English v

Current Session | American Engish v

Service

|i'\ Knowledge Oisplay Name | American Engisn

3. To sign out, click on the Settings icon (your initials) in the top right corner of the screen, then
click Sign Out.

Company Profile

4. If you wish to continue, click Confirm.

Sign Out

Oracle Applications Cloud

Logout Consent

Confiem your Single Sign-Off action
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Company Profile: View and Update Contacts
This task is required to ensure all your company contacts are setup to access the Supplier Portal.

1. Inthe left-hand navigation, scroll to the Company Profile section and click Manage Profile.

Qualifications

Company Profile

2. Toreview who is setup to access the Supplier Portal, click the Contacts tab.

Edit Profile Change Request: 15001

Chunge Dvscrpoon | Unaum Crpancaton name ond s93wss ‘

[s]

* Suppter Name

4 General

Suppem: Wumter

Swpoter Type | Rugert

3. To update the Contacts tab, click Edit.

Company Profile @ e —— -

4. Click Yes in the warning dialog box.

5. To create a contact, click on the plus icon or click Actions and select Create from the drop-down menu.

s Contacts

Vel v Format v _f Status ‘

Create ‘

Edt
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6. Enter all contact details. Fields marked with an asterisk (*) are required. Make sure to add phone and

address details.

Check Administrative Contact if the contact needs the ability to manage contact details.

Check Request User Account if the contact should have access to the Supplier Portal.

Create Contact

Salutation | Ms. v

* First Name | Jane

Middle Name

* Last Name | Smith

Job Title

v

Acministrative contact

4 Contact Addresses

Actons v View v Format w B Freeze " Detach Wrap

Address Name
No data to display.
Columns Hidden 5

4 User Account

Actions v View v Format v

Role

Supplier Accounts Receivable Specialist

Supplier Bidder

Supplier Customer Service Representatve

Address

' Request user account

&Y Description

Sales representative from a potential supplier responsible for responding to requests for quote. requests for proposal. req

X B Freeze i Detach o Wrap

x
Phone [ 1 v |55 [| 1212 3%
Mobile { v | [
i _J J

Fax [ | ¥ | ‘
Email ‘ jane smth@XYZcompany.com ‘
Status ‘ Actve V

Phone Address Purpose Status

Manages invoices and payments for the supplier company. Primary tasks inciude submitting invoices as well as tracking i =

Manages inbound purchase orders and communicates shipment actvites for the supplier company . Primary tasks inciud -

[(orsteAncmer ] 0t |[ comen

7. To assign roles to contacts, click Roles, then Actions and Select and Add.

4 User Account

V_V“J o
Veww Fomstw

Role

Suppiser Accounts Recervable Specialist

Suppiser Buader

Suppiier Customer Service Representative

" Regquest user account

X B Freeze iy Detach

&7 Description
Manages invoices and payments for the su
Sales representative from a potential suppl

Manages inbound purchase orders and cor

Em View v Fol

Remove

Select and Add




8.
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Select the desired roles one at a time or use the CTRL button, and click Apply after each selection. Then
click OK.

Select and Add: Roles

x
4 Search
Role Description
Search || Reset
Vew v Format w
Role Description

Supober Accounts Recevase Soecaist Manages invoices and payments for the SuDpier company. Primar

Suppher Bdcer Saies representatve from a potental suopber responsibie for resp

Supober Cusiomer Servoe Secresentatve Manages nOOUNG PUTTNase Or0e’S NG COMMUNCaES SHEment 3

Scooier mvaniory Varsge

INGNVIGLSI N 3 SUPOit CrGanZINon responsiie for managing nve

Manages agreements and Geiveraties r the sucoher comoany

Manages the protie iormaton 1 the Suopker cOTGany Prmary

To confirm the creation, click on OK.

Actons v View v Format w X B reez » Detach Wra

Role &Y Description

Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submiting invoices as well as tracking | -

Suppiver Bidder Sales representative from a potential supplier responsible for responding to requests for quote. requests for proposal. req

Supplier Customer Service Representatve Manages inbound purchase orders and communicates shipment activites for the suppher company . Primary tasks inciud v

When you have completed your updates, Click Review Changes on top right side of the screen.

= )
e ]

To finish the process, Click Submit on the top right side of the screen.

*

m Submit | Cancel
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10. Click OK in the confirmation dialog box.

& Confirmation x

Your profile change request 28001 was submitted for approva

11. Your changes will be sent to Schneider for approval. The message below will appear on your screen until
changes are approved.

=== [
Company Profile ®

O Trere is 3 profie change request pending approval. You may edt to make additional changes.
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Company Profile: View and Update Organization Details

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

ale e
3. Click the Supplier Portal icon.
4. In the left-hand navigation, scroll to the Company Profile section and click Manage Profile.
Qualifications
Company Profile
5. Click Edit.
aopPpcc @

Company Profile @ == -
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Click Yes in the warning dialog box.

Enter a suitable change description in the Change Description field.

Change Description

Click the Organization Details tab and update the detail: General, Identification, Corporate Profiles or Financial
Profile sections as appropriate.

it Pofle Change Reduest 15001 [ST—=T=]

ange Descrpmnm Lo rgancancn same ane saess

]

4 General

4 Idantification
Nt g Mo

Conpnste et 18

[e—r—

ramera i € ey
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Company Profile: View and Update Addresses

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation (under the Tasks panel) scroll to the Company Profile section and click Manage Profile.

Qualifications

Company Profile

5. Click Edit.

Company Profile @ v cromn s | 0 | e
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6. Click Yes in the warning dialog box.

7. Enter a suitable change description in the Change Description field.

Change Description

8. Click the Addresses tab and select the Address from the list that needs to be updated.

or ¢ @ ‘
£dt Profile Change Request: 15001 =00 eI

NS SISS ey p—

|

9. Click the Actions dropdown and select Edit from the list. Update the Address details (Address Name, Country,

Address Line 1, Address Line 2, City, State, Postal Code, Language, Address Purpose, Phone, Fax, Email, Inactive
Date, Status) then Click OK.

Edit Profile Change Request: 15001

=T

B b romay + 7 v s aom v

Cuae AT Address
24

] I | * Aderens (] Criwng

 WIC o Bty
Aosese Le t

-
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10. Click Review Changes on top right side of the screen.

oP ¢ @ ‘
Edit Profile Change Request: 14001 m ..,......... Save u
s Oscren ——— ‘
et I o
Clossification Status ¢ ms"""' Certicate Start Dute Expieation Dete  Actachments Nows  ProvidedBy  Somfnmed
Moty Owmes Natrve Amarcae et e e w2 s o [ S
Vetersn Ounes £ e £} 15
11. Click Submit on the top right side of the screen.
\
orP ¢ @
p—
Review Changes Kot | Swbeet | Comont
4 Organzaton Detads
Type Catageey Fibe Narme or URL Tt Description Anached By Anached Date
+ ™ From Sugome Samm Amacrm VIS 14 PM
12. Click OK in the confirmation dialog box.
oPp ¢ @ ‘
Company Profie == @
4 General

4 Identification

« Corporate Profil

4 Financial Profile

13. Click Done on top right corner of the screen.

Company Profile

4 \dentification
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Company Profile: View and Update Payment Methods

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

ale e
3. Click the Supplier Portal icon.
4. In the left-hand navigation, scroll to the Company Profile section and click Manage Profile.
Qualifications
Company Profile
5. Click Edit.
aopPpcc @

Company Profile @ == -
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6. Click Yes in the warning dialog box.

7. Enter a suitable change description in the Change Description field.

Change Description

8. Details can be added in any of the tabs.

For this example, Payment Method changes will be made in the Payments tab. Select any Payment

Method listed and make it a default by clicking on Check Mark icon in the Default column. When complete,
click Review Changes.

Edit Profile Change Request: 15002

Change Descronos  Locae Pavment Wemoss

: - e
[ [—— oo [ |
oo = 8) ey
T s Y Y
9. Click the Submit button on the top right side of the screen.
oPpc¢ @ ‘
Review Changes u Camcet

4 Payment Methods
View v Format w - Detach
Dutatt Paymen Method
. L] amchacs Fayment et

e

o9
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10. Click OK in the confirmation dialog box, then Done in the top right corner of the screen.

Zompany Profile ®

D There 5 2 crote cang recust penang scrovel Yau may e0K 3 mane 83SONE NanOR:

Last Change Reguest o

ogmestOute V102D |
Request Siater Fenomg dcern e, oY '
4 General |
P Tax Organcason Type  Coperaton
Scvon: mumem Sun |
Sucirion fiodn i ‘
4 |dentification © Confirmason x
o
DUNS Numter munce Sumbes
re Crange request ¢ o

Your ore Quest 14001 whs SuOmes 1r gogeoy
Curstomes Mumeer n e e S0
=

Yeor Exuttanes 1955 Chuet Executve Tme

Mascn Sustement Couet Executrve Name J
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Company Profile: Add Attachments

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation (under the Tasks panel) scroll to the Company Profile section and click Manage Profile.

Qualifications

Company Profile

5. Click Edit.

Company Profile @ 1 O
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6. Click Yes in the warning dialog box.

7. Enter a suitable change description in the Change Description field.

Change Description

8. Click the Organization Details tab (General section) and click on + by Attachments.

Eot Profle Crange Request 1400 [ T==T]

Change Descrpson  Adey stacheent i Organcaton Detais and
Buamens Cansficaton

4 dentification

9. Click Choose File and add the file/attachment as required. Once added, click OK.
NOTE: Multiple attachments can be added by following these steps.

. o+ X
Caiegory * Fill Mame or URL

From Suggte || [Choose Fie | Na e chosen
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10. Similarly, attachments can be added under the Business Classification tab. Select a particular classification and
click the + under Attachments and add attachments like in the previous step.

T CIEEEEs

D
U
D

Edit Profile Change Request: 14001
PO PN B
Classiticasion Statn c m"""“ Cortficate Start Date lw—-m- Nows  ProvidedBy  ortmed
o —— o oo - s . .
— [ ° IS
11. Click Review Changes on top right side of the screen.
aoP ¢ @
Edit Profile Change Request: 14001 m@ mn
it & Zoma
Classification Stats. c m"""" Cortificass Start Dot Expieation Date  Amtachments Nows  ProvidedBy  gonimd
— e - s . -
12. Review your changes made and click Submit.
oP ¢ @

Review Changes

Parge Descromon ot 0 Crpmnrancn Do
4 Organization Detads
4 Attachments
View v Fomat w + Detach
Typs Catagory ¥ Marms o0 URL T Descripion Attached By Attached Date

+ Fe From Suppeer S atacren a3 3 48 PM

4 idantifcation
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Negotiations: View and Accept Terms and Conditions

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. Click the bell icon in the upper right corner.

5. The supplier will see the notification to participate in the RFQ. Click on Terms and Conditions for Negotiation
NEXXXXX (XXXXX).

Notifications
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6. Review the Terms and Conditions and click Accept Terms.

2 Terms and Condtons > Nagetaten N 100003€ 2623 Test Janteral RFQ - Work - Microseh Loge - 0 x

() Mitpa.// e GevS.1aus ormciecioud. com Tacm Ui Tacen, wf Lask.fow 12 s America% s CheagoBl « medeumd i » Lottt s short A » o

{ Torms and Conditions for Negotiation NE1000026 (2023 Test Janitorial RFQ)  ase i

Terms Acceptance

2023 Test Janitorial RFQ
Schnelder

:;«’:ymm

Opens 11023 1:43 PM

Closes 12023 1:36 PM

Preme nd agree 10 our for e RFQ

spppiid
£ s
g

e fudes i n 10 Schneides
LLC (SER) and shouks be reated as such by Supphers. All suppliers, whether pancpatng
or not. must agree that they wal not reveal, divuige. of make known 10 any person. fem of

« Logal name and adowss

7. Enter Comments (if required) and click Submit.

B Termi 0 Conston for Negosaton NEIJ0002S (202) Tert ianvtorsl AFQY - Work - Microsoh Edge
() Mtpe//efin-devs fa.usk orackecioud.com/TemUL taces/adtask- low Ttz « Amencath2f Chicagoliudf e mediumBudt» bothditt « short g « entkcy » b

SCHNEIDER
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Negotiations: Review Details and Accept Invitation

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. After accepting the terms, another notification will appear in the bell. Click the bell icon in the upper right corner.

5. There will be a notification to participate in the RFQ. Click the You Are Invited to Negotiation NEXXXXXX (XXXX)
link.

Notifications
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6. Review the negotiation details by clicking the PDF link.

SCHNEIDER

Supplier Portal | & wou A e 10 Negetiemon NEIO000IE (3321 Test Samtoral SQY - Werk - Micrsasht Eoge - o
**a-devs taush oraciecioud com v —Adt ot i e
Semch  Ovtens v Ovter Number i =
{ You Are Invited to Negotiation NE 1000026 (2023 Test Janitorial RFQ) Bl < e | Ovctme wenson |

Tasks |
Ondees |

Requiring

Negotiation Invitation
2023 Test Janitorial RFQ
Agisemants Schneider
o ~
. e oM
Shucments
Acnowledge By 11923 143 PM

Supphiec |

Contracts and Deliversiies = You are recening s notAcation from company Schneider because you e dentfed as &
1 Dotertal suppher for cur CFRANCAbON \WE are requestng proposals based on the

Suppirer requrerments found in the amached fie

¢ — - od Withan thus e you will aiso find detaled mutructons Inchuding elormaton such as
- MOMBsOn procedures bme rames. and evaluation Crtena Your PartCpEton & optonal
o and your response wil be electroncaly rocessed Hough Our POCUrEMent AppRCAoNn
v es ang Pepments ol 1 you G0 Not want 10 receive Auture NOMICABONS, O woukd Wke LS 10 redirect B message 10
SNOINEr PETLON 1N YOUr OFGaNIZation. wiite 10 Us 8t e o mad address.

x
1

&

7. Go back to the You Are Invited to Negotiation NEXXXXX (XXXX) page and click Accept Invitation, enter

comments (if required) and click Submit.

m

—— (e T ——— -~ o x
| [P N—— AT oA ot -
s [ <] ot et
You Are Invited to Negotiation NE 1000026 (2023 Test Janitorial RFQ) acron ..... -

Tasks
[ |

Recurng

Negotiation Invitation
2023 Test Janitorial RFQ |
Jr— Schneider
Prevemr— 71 NE1000028 |
. s 4823 143 PM
sy oses 112023 138 PM ‘
N e
an
y VD1 QaPM

Suppenr t
[ | You o s st 383

b | suppker 101 O rRanCaton We Bre HEQUENING frOpOSan baned o e

Sepomer requarements found o he attached tie
Comugred ievemtory b | VWthan trus fler you wil 8150 fd Grtaed IO FCudng rfrTIBon Sch 83

of e bormes Vo parscaton = optons
ol and yourrespor

e —. = 120 89 nct et 1 recene At ot o woukd e 3 1 v P message 1

ancrher person n your GGANZabON. e 13 us. 28 s e-mai andress

Accapt Irvvion
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Negotiations: Create Response

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation, scroll to the Negotiations section and click View Active Negotiations.

5. You will now see all the Active Negotiations in your queue. If you need a particular RFQ, enter the Negotiation
number and Title and click Search.

PR pr—_ cmcn P e pep—.




Supplier Portal Reference Guide SCHNEIDER

Select the Negotiation and click Create Response.

QP &
pro— =

4 Soarch e Wt | St St v et

S| ot S

S e Reaponse

[ - W
Ty eraemy Sorprmans Fom e - [oerivest

oP ¢ @

Sreate Response (Quate 4001): Overview @ CoOCEeN (O EEeaen

T Tima Remaming 1 Day 22 Hsw

Seneral

Resgonse Type @ Frman
fmane
Hetrence wamoer

Moot 16 Byt

Azchments N 4

Under each section, provide your responses as required. Fields marked with an * are required.
Note: Click the dropdown on the right side of the screen to switch between sections. Provide required
responses for every section.

Create Response (Quote 4001): Requirements O & o e | e mmsmmen 1. ;| o | o s 1. | v | o

Youe Date 12023 136 PW
Towe Remamng 1t Day 22 Howrs -

o m—
1. Thove s 6 ot 4000 Chamaciers Crassimaisty 000 wovis) 1 600h F00pena. haD FOAse i 46 CorIse Sove Sul

po—— 1Y
Secton 2 Insurance

€130n00n 1o 101 Saeg e % frinde Laricet memtonet I BTaced Stmwmart of Aon Sechon 3 Foreign Comapt

Secson & Ganeral Company




Supplier Portal Reference Guide SCHNEIDER

9. Click Next at the top right of the screen.

oP ¢ @
0 :
Creste Responee (Qucke 4001 Overview @ CocmsmeE  |[C/cmeaen

10. Enter price information in the Response Price field and click Next at the top right of the screen.

P ¢ @
Croot Rosponso (Que 4001 Lines & o e e Y O [ e
- —
e i o e
+
+
+

11. Click Submit at the top right of the screen. Remember to make a note of the Response number once the Confirmation
message appears. To complete, click OK.
Note: If a warning message appears asking if you want to continue, click Yes.

S —— I
€ 2 C @A efa-devs fausb craciecioud.com . VoW s 8 QG = @ @ -
| DEVS ([CLONED from DEVIS 0152022, prod data B22002)
aorP ¢ @
D 3 o
Review Response: Quote 4002 @ [ [ ot s+ [ s | s SO o+ || ot

General
w Confrmation *
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12. To finish, click Done at the top right side of the screen. Please follow the same steps in this script to provide
responses from multiple suppliers.

aoPr ¢ @
Manage Responses
4 Search Aguanced  Manage WascMISl  Soved Sem h At o Onat Resior e
** Negotate s
Resconse
Semwch  Reset | Seve
Search Res:
2~ ot v Crrtac Revine
Rovponse  BUET Mepedaton Negodadon e e e st Moner

13. To sign out of Oracle as the current user, click the initials in the upper right-hand corner, select Sign Out
and click Confirm on the following page.

Settings and Actions :] Sign Out

Oracle Applications Cloud

Logout Consent

Confem your Singe Sign-O acton

5K USD
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Agreements: How to View and Edit

1. Click Manage Agreements.

In the Agreement field, enter an agreement number and click Search. If you do not know the number, click
Search to display all agreements.

Manage Agreements 5

2. If you want to make changes to your agreement, select Edit from the Actions drop-down menu.

A warning message may appear indicating that this action will create a change order against the agreement
document. Click Yes to create the change order.

[\ Warning x ' T e

This action will create a change order on the document. Do you want to continue? (PO-
2055113)

Yes [ No
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3. To edit another line, select the line and click the pencil icon or select Edit from the Actions drop-down menu.

Cotogory Name  S90P8 yoy Price Expiration Dete  Change Reaso

22 Gy

4. Ifyou don’t want to submit changes, click Cancel. If you want to keep changes, click Save.

5. To finish, click Submit. Once you click Submit, changes can no longer be made so make sure you
enter information into the Description and Change Reason fields.

6. A confirmation window will appear showing your order was submitted for approval.
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Purchase Orders: View, Edit and Acknowledge

1. Click the Manage Orders hyperlink, under the Orders section.

_— |
Supplier Portal ‘

v Order Namber

o pe
Tasks ‘
Orgers

2. Fill out the PO number and click Search. You must use “PO” and then the number to yield results —do not include a
space between PO and the number.

oPc N

Manage Orders @

Search Agvanced  Manage WIS Saced Sew h a8 On

T
B 1o B ‘St v
Samober Sa = [ 908 2443 Documents
e
Search R
Actors v Vew w = * G Denach
Ovder Ordes Date  Description Suppler Sae Eoye Ordered Curremcy States O D
e iosten

3. To view the details of the PO, click the hyperlink.

Manage Orders @

Agvances | Mamage WaCHSS: Saces Sewch A3 Oroen

Life  Creation
Supplier Siw Buper Ordersd Curremcy Statws Creke Ouie
:] MIDN 4NN el ey P K e Gt 1 s g i ind, Ry 1B " o sam
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4. To make changes, click Edit from the Actions drop-down menu. Click Yes in the warning dialog box to
create a change order.

View POF | Actions ¥ | Refresh m =
A\ Warning x
Cancel Document | This action will create a change order on the document. Do you want to continue? (PO-

2055113)

View Document History

View & Yes || |No
View Change History

View Revison History

5. To have additional data appear, select Columns from the View drop-down menu and select fields you would like
displayed.

dit Change Order 1 @

6. Open the Lines section to modify the fields that are opened for editing.

7. Inthe Change Reason field, add a comment/reason why you are creating this change order.

Promiass

“Lme " Descrption Supplier e Greantity UOM "Prce Onfered " Locaion et b Wotw o Suppter |Change Reason Yaquisison
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8. An explanation must be added to the Description field.

Edit Change Order: 1 @

© Error: A value is required.
Change Order 1 You must enter 3 value

* Description || I

9. Click Submit to finish the change order. A dialog box confirming your change order has been submitted for approval
will appear. Click OK to complete. When the change order is approved, a notification will be sent via the Supplier
Portal.

+» Confirmation x

The change order 1 for document Standard Purchase Order number 4004723033 was submitted for approval

=




Supplier Portal Reference Guide SCHNEIDER

Invoices: Send PO Invoices via Supplier Portal (Future Capability)

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Company Single Sign-On

Sign In

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation, scroll to the Invoices and Payments section and click Create Invoice.

Invoices and Payments

[commman ]

Negotiations

5. Enter or search for the “Identifying PO” associated with this invoice; several other fields will populate once the PO is
entered.

6. Enter your Invoice Number and Date.

“Type” defaults to “Invoice”; change to “Credit Memo” if needed.

8. Description field can be used to capture additional information about the invoice, such as service period.

~
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9. Itisrequired to attach a PDF copy of the invoice image; click on the Plus Sign to add the invoice image as an

attachment.

Create Invoice @

| semyoneo .|| R — - |
e 1] ™ T o
e - | Attachments. Nana Payment Currency
Customer
Lines
e e o o e s Onsrson wpotocrn  Tmcumscn | A ammey  nirose von o
10. Leave the Type as “File” and the Category as “From Supplier”.
11. Select the “Choose File” to navigate your hard drive to locate and attach the invoice attachment.
12. When finished uploading file(s), select the OK button.
Attachments X
Type Category * File Name or URL Title Description Attachec
|File V| | From E.Jppev| [ Chaoose File | Mo file chosen | | | i -
4 »
Rows Selected 1
13. Within the Lines section, click the “Select and Add” icon to select specific PO lines to invoice.
ines
Vv § Zz“:e
Purchaze Order Consumption Advice ;
* Number “Type Supplier [fem Item Description Shipto Location  Tax Classifieation F&ﬂ:ﬁ; Quantty  UnitPrice UOM * Amount

“Mumber ‘Lne  “Schedus Mumber Line
o dta o dplay.
Toal

14. The available PO lines will be displayed; highlight the individual PO line(s) to add to the invoice.
15. Alternatively, if the invoice is for all the PO lines, click the Select All button.
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16. Click the OK button to add the selected PO line(s) to the invoice and close the window.

Select and Add: Purchase Orders x

** At least one is required

4 Search

** Purchase Order | FO1000138

** Creation Date midlyy homm a ':"5

[-]

SCHNEIDER

Search Results

View v w Detach

Select All

e| (I

umber Line
01000138 1

Purchase Order

Ci ion Advi
onsumption Advice Supplier ltem

Number Item Description

Ship-to Location

Schedule  Number Line

|

4

2197066 9197066 Earth Frie...  \Wi-Green Bay-CSBC

Ordered

[ ==

17. If there is a need to add tax or freight to the invoice, select the Plus sign under “Lines” .
18. Enter in dollar amounts.

Lines

Teww 4 X Fl Cancelline

*Murfber * Type

2 Freght v

1 em

Purchase Order

" Mumber * Line

Agaress

Consumption Advice
Supplier ftem Ham Deceription

" Scheduls  Numbsr Line

9197008 Earin Friendy Products Hichen and Bathvoom Cieanes, 1 gal. Jug. Unsoanied Linud, Ready To Use, 1EA

B AR —

ShipioLocation  Tax Classification e Unit rice UOM

W-Green By ¥

e =1 , . — .

19. Scroll to the right and down to further review the invoice; it is essential that this step is done to validate the invoice

20. Review the total Invoice Amount to ensure it reflects the correct amount and matches the amount on the invoice
copy attached

21. Click “Submit” to send invoice for review, approval, and payment.

Create Invoice &

itentitying PO
Supplior

Tapayer iD

Supplier e MA

Address

SuppbEr Thx Rigirsion Mamber

Customer

Customer Taspayer I

Lines

vieww 4 3 [ | Cancel Line

Purchazs Order

" Mumbar ~ Type
“ Number * Line:

Remit.tn Bank Account -
Unicue Remittance identifier

E———
B— \
Attachments  Fuons

Consumption Advics
Supplisr lam Hem Description

Number Line.

916700 Exarin Friandy Froduets Kifchen and Satrvoom Cieanar. 1 gal. Jug, Unsoenied Liquid, Ready To Use, 1 54

Shipto Locabien  Tax Classification UnitPrics UOM " Amount

=r=al = ‘ : S -

Bvailable
Guantity

Guantity
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Invoices: Send Non-PO Invoices via Supplier Portal (Future Capability)

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation, scroll to the Invoices and Payments section and click Create Invoice Without PO.

Invoices and Payments

Negotiations

5. Enter invoice header details — including requester email. All fields marked with an asterisk (*) are required fields.

Create Invoice Without PO @ voce Actors ¥ H Sove and Close m

......

Asdrens
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In the Lines section, click the plus sign (+) to enter invoice line detail. Use the drop-down lists for Type and

6.
Ship-to and Ship-from Location, enter the Amount and Description. Click Save, then Submit.

Create Invoice Without PO &
d g b el Ao —
—
T
- —
B S
permeia tewe
R e o
- v
— e 3 | Concet e
| T T T ——— =y |
- —r =
Toas 0,08
e he e e st
- — — — - —
— -
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Invoices: View Status

1. Inthe left-hand navigation, scroll to the Invoices and Payments section and click View Invoice.

Invoices and Payments

Negotatons

2. To search for an invoice, populate one of the fields marked with an asterisk (*).
Invoice Number: see a specific invoice.
Supplier: see all of your company invoices.
Purchase Order: see an invoice for a specific purchase order.

When complete, click Search.

e mezce  Paymem

3. Results will be displayed in the Search Results section. To see invoice details, click on the Invoice
Number hyperlink (On Hold — click the hyperlink to view the details; Approved — processed and pending
payment selection; In Process — missing an approval; Rejected — approval was rejected; Cancelled —
Invoice was cancelled per buyer direction or AP; Incomplete — supplier created invoice missing
information).

Search Results

Vieww| T » Detach
Invoice Purchase " " Unpaid Invoice Invoice Paid Payment
Number Invoice Date Type Order Due Date  Supplier Site Aount Amount Status Status Number Comments
23 Standard 5823 MAIN 35.00USD 3500USD C Unpaid
2223 Standard 5922 MAIN 233.04USD 233.04USD Unoad

4. If you want to see the purchase order details, click on the Purchase Order number.
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5. To close out, click Done at the top right of the screen.
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Payments: View Payment Information

1. Login with Supplier Portal credentials.

Sign In
Oracle Applications Cloud

Sign In

Englsh -

2. Click the house icon in the upper right-hand corner.

3. Click the Supplier Portal icon.

4. In the left-hand navigation, scroll to the Invoices and Payments section and click View Payments.

Invoices and Payments

[ ]

Negotiations
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5. Enter the search criteria and click Search. When there are two asterisks (**), one of these fields needs
to be entered.

View Payments M

4 Search

Pt~ L

Payment Status v Supplier Site  /

Payment Amount Payment Date fo

6. Click the Payment Number link.

|
=

View Payments

4 Search Advanced Saved Search Al Paymerts v
** Payment Number " Supplier Il -
Payment Status v Supplier Site -
Paymaent Amount Payment Date £

Search Reset  Save..

Search Results
Veww 59 » Detach
Payment Invoice Payment Payment
N Payment Date Payment Type Num Supplier Supplier Site A t Staiue Remit-to Account

1422 Payment Process Re ANESVILL 53547 S000USD Negotable YOOOXG 181

7. Click the Invoice Number link to view invoice details (under paid invoice section).

Q®
Payment: 7300030 [ oore |

Business Unit  SNI US Business Unt - Delvery and Shared Services Payment Amount 500 00 USD
Piyee Payment Date 11
Payee Site Payment Type
Address Remitto Account  JOOOX9181

Payment Document

Paid Invoices

Purchase Consumption Invoice Invoice Paid
Number Invoice Date  Type s Receipt Advice Paid Amount A P Due Date Status

"2z Standard 600 00 USD X000 USD  Wodkdiow nwnz Fuly paxd
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