Supplier Portal User Guide

Purchase Orders

Purchase Orders



This step-by-step guide will review how to view and acknowledge purchase orders issued by the
City of Chattanooga.

If you need assistance please contact suppliersupport@chattanooga.gov or (423) 643-7230.
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View Purchase Orders

Roles: Supplier Bidder, Supplier Sales Representative, Supplier Customer Service
Representative

Objective: Learn how to View Purchase Orders

Navigation Path: Home Page > Supplier Portal

Step

Step Description

Navigation Hint

1.

User ID

Password

Log into Supplier Portall. ot Passord
|Eng|ish ~
2. | Within the Home Page

functional areq, click on the
Supplier Portal icon.
Note: You can access the

Supplier Portal

functional files by clicking
the Navigatoricon in the
upper left-hand corner of the
page or clicking the
homepage's functional area.
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https://fa-eqto-saasfaprod1.fa.ocs.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Step Step Description

Navigation Hint

From the Tasks menu click
the Manage Orders link
under the Orders section.

Tasks

Orders

« [anage Crcle'i
« Manage Schedes

The Manage Orders page is
now visible.

Manage Orders @

4 Search

soowmen| [v]

Bill£o8U | vl

supplier Site | -

Search Results
Actions v View v Fomatw 1 B o' Detach

Order Order Date Description

Columns Hidden 25

Supplier Site Buyer

n P O .

[ Advanced || Manage Watchlist | Saved Search | AllOrders v|

order | |
status | vl

Include Closed Documents [ No ~|

| search || Reset | save...|

Ordered Currency Status cL,(" o
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Step Step Description Navigation Hint
3.
Order | PUR100100
In the Search section enter Status v
your search criteria.
iments | Pending Supplier Acknowledgment
For example: On Hold
Open |
e aspecific PO number, Canceled s
Closed for Receiving
or Closed for Invaicing
e Orders with Open Closed
Finally Closed
Status, or Pending Change Approval
e All Orders that are not
closed, or
e All Orders that are
Include Closed Documents
closed.
Include Closed Documents
4| Click the Advanced button | | I ‘
| Ag\ranfgi || Manage Watchlist | Saved Search
to search using additional ) B ;
parameters.
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Step Step Description

Navigation Hint

With Advanced Search
notice more search
parameters are immediately
visible.

Order

Status

iments

Starts with

Ends with

Equals

Does not equal

Less than

Greater than

Less than or equal to
Greater than or egual to
Between

Mot between
Contains

Dioes not contain

Is blank

Is mot blank

Click the Add Fields drop
down arrow to select
additional search parameter
fields.

Click the desired field name.

| Search || Reset || Save... || Add Fields * || Reorder

1 || Reset || Save... || Add Fields ¥

Acknowledgment Due Date

Bill-to Location

Buyer

Change Crder Status

Closed Date

Consignment Terms Enabled

Contract Terms Exist

Creation Date

Currency

Description

Document Style

EffectiveEndDate

EffectiveStartDate
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Step

Step Description

Navigation Hint

The desired field name has Status | Equals v v
been Odded 1'0 fhe Seqrch Include Closed Documents
section. Gscrion stars vin v i
8.
Enter Search parameter.
9.
. Search
Click the Search button.
10.
Source
Order Order Date Agreement
Review Order details in the PUR100244 BI16/21 PA100031
Search Results section.
PUR100232 63121 PA100031

PUR100191 42 51321

11.

To view more/less columns
click the View drop down
Arrow.

Select the Columns drop
down arrow.

Search Results

Actions w m Fomatw # B 54 M

y. About This Record
| Columns » | Source
Agreement
Freeze
PA100031
Detach " N
(5] Sort N FA100031
o Reorder Columns...
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Step

Step Description

Navigation Hint

12.
Show All
Order
 Order Date
+ Source Agreement
Select/deselect the desired v Supplier Site
columns. v Buyer
The columns will update « Ordered
based on your
. . « Currency
selection/deselection.
+ Status
Description L\f—
+ Life Cycle
" Creation Date
Fayment Terms
13. Search Results
Click the Order number link Actions w  View w Format
from the displayed orders to
. . . Order
view its deftails.
Fumnniu
14,

The Purchase Order page is
now visible.

Review the Order in detail.
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Step Step Description Navigation Hint
15. .
Click the Acknowledge
button f the document i  Actons ~ Ji oone
pending acknowledgement.
16. Click the View PDF button
and view the document in
PDF version.
17.
Actions ¥ Done I
Edit
Click Actions to review the Cancel Document
list of actions available for
the document View Document History
View Change History
View Revision History
18.
Actions ¥ Done I
Edit
Cancel Document
View the Document History.
View Document History
View Change History
View Revision History
19.
Click the Done button. m
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Step Step Description

Navigation Hint

20.

Actions ¥ Done

Edit

Cancel Document

View the Change History.

View Document History

View Change History

View Revision History

21.
Click the Done butfton.

22.

View the Revision History.

Actions ¥ Done

Edit

Cancel Document

View Diocument History

View Change History

View Revision History

23.
Click the Done button.

Purchase Orders



Step Step Description Navigation Hint

24,
Order Life Cycle

H Amount (USD)

View Details

To view the PO Lifecycle,
click the View Details button

=
d=
=
ca
=
-
[
=

25.
4 In-Transit Shipments

Actions w View + Format w

Shipment
) ) 4 Receipts
Review the details of
Shipmerﬁ'sl Receipfsl and Actions + View w Format
Invoices. Receipt
Invoices

Actions -+ View w

Invoice
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Step

Step Description

Navigation Hint

26.

Click the Done button.
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Acknowledge Purchase Order in Supplier Portal

Role: Supplier Bidder, Supplier Customer Service Representative.
Objective: Learn how to Acknowledge Purchase Orders in Supplier Portal.

Navigation Path: Home Page > Supplier Portal

Step Step Description Navigation Hint

1. | There are 3 ways to be nofified that a Purchase Order needs to be

acknowledged.
1. Bell Noftification & Things to Finish
2. Requiring Aftention Infolet on dashboard
3. Manage Order page

The City gives 3 days for acknowledgement to be completed.

User ID

Password

Forgot Password

| English hd

Log into Supplier Portal.
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https://fa-eqto-saasfaprod1.fa.ocs.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal

Step Description

OPTION 1:

BELL NOTIFICATION
Click the bell notification icon.

Your notifications are now visible.

and/or
THINGS TO FINISH

In the Things to Finish section you
will also have an infofile visible.

(Bell Noftifications and Things to
Finish Infotiles match.)

Purchase Orders

Navigation Hint
o v

Notifications

Deidre Moore-Keylon

Things to Finish

Document (Purchase

Acknowledgment

Deidre Moore-Keylon




Step Step Description Navigation Hint
4. Click the Document Requires
. FYl
Acknowledgement link. ,
Document (Purchase Order) PUR1 OO%%O Requires Acknowledgment
Deidre Moore-Keylon Document (Purchase Order) PUR10026
5. .
The Document Requires
. . Document (Purchase Order) PUR100260 Requires Acknowledgment
Acknowledgement window is now
visible.
6.
4 Recommended Actions
Click the Review and Take Action . o
) +« Feview and Take Acion
link. %
7.
The Purchase Order page is now Purchase Order: PUR100260
visible.
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Step Step Description Navigation Hint
8.
Purchase Order: PUR100260 @
eneral
Sold-to Legal Entity City of Chattanooga
Bill-to BU S‘rﬁl of Chattanooga Business
Order PUR100260
Review the Purchase Order satus 0pen @
Buyer Deidre Moore-Keylon
ThOrOUghly: Creation Date  6/30/21
+ wain tob
e Contract Terms tab, if P
- AckTowEdGTent 735
Oppllccble Payment Terms 30 Net
e Terms
4 Additional Information
e Nofes and Aftachments S
e Lines and Schedules tabs
Actions w View v Formatw By
Line Description
1 ‘Window Envelopes Security Tint
Columns Hidden 10
9.
Click the View PDF button to see
the Purchase Order in PDF.
10. . .
The PDF will download. Review.
11.
To Acknowledge the purchase e
order, click the Acknowledge b
button.
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Step

Step Description

Navigation Hint

The Acknowledge window is now
visible.

In the Supplier Order field enter the
purchase order number.

Acknowledge Revision 0 x

Supplier Order ‘ PUR100260 |

Acknowledgment | Order is received and acknowleged. Thank
Note |you]

| Accept || Cancel | i

Click Accept button.

OPTIONS 2 & 3

Within the Home Page functional
areq, click on the Supplier Portal
icon.

Note: You can access the
functional files by clicking the
Navigator icon in the upper left-
hand corner of the page or
clicking the homepage's functional
areaq.

Supplier Portal
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Step Step Description Navigation Hint
15.
REQUIRING ATTENTION INFOLET Requiring Attention [
(OPTION 2) : )
‘ 1 {
View the Requiring Attention 6 12 ¢
infolet. Click to view the various S Drees e Acknoniedae
items. 1 ]
L
Hover over the circle to view !
Orders to Acknowledge, if - ;f]ﬂ’;j[a“ﬁjf,j,';ﬁ;fg”;’;"""’dge I
Opp”CO ble. [ | :i:EEE::I:EESHSED;::?DW |
 Crders to Acknowledge
To view it further proceed to click Sehedules Querdug or e Today
on Manage Order.
16.
Tasks
Orders
MANAGE ORDER PAGE (OPTION 3)
» Manage Orders
C“Ck on Mcmqge Order.  Manage Schedules
o Acknowledge Schedules in Spreadsheet
17.
The Manage Order Page is now Manage Orders @
visible.
18.
Click Advanced button. M"
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Step Step Description Navigation Hint
19. a
:h || Reset || Save.. || Add Fields ¥ | Reorder
oy
EffectiveStariDate
Exclude Orchestration Orders
Frozen
Click Add Fields drop-down arrow.
Include Closed Documents
Select Pending Acknowledgement r
X IsPendingAckliconVisible
from drop-down list.
Cpened Date
Crder
Fending Acknowledgment %
Pending Change Order Exists
20.
Status | Equals L
Pending Acknowledgment field is
Include Closed Documents | Equals v” Mo v|
added to Advanced Search
options. ending Acknowledgment Equa}
21.
Select Yes from the drop-down _
Pending Acknowledgment | Equals w || Es W |
menu.
22.
. Search
Click Search. ‘_,
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Step Step Description Navigation Hint
23.
Search Results
Actions v View v Formatw
The Information icon is visible.
Sour
Hover over or click icon fo view Order Order Date oo
information.
@ . PUR100260 6/30/21
L—[éﬂ' Acknowledgment is pending.
Colur HITETT 23
24,
Click the Purchase Order number ' mﬁ
link.
25.
The Purchase Order page is now Purchase Order: PUR100260
visible.

Purchase Orders
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Step Step Description Navigation Hint
26.
Purchase Order: PUR100260 @
eneral
Sold-to Legal Entity City of Chattanooga
Bill-to BU S‘rﬁl of Chattanooga Business
Order PUR100260
Review the Purchase Order satus 0pen @
Buyer Deidre Moore-Keylon
Thoroughly: Creation Date  6/30/21
: Mo top
e Contract Terms tab, if P
- AckTowEdGTent 735
OpplICOble Payment Terms 30 Net
e Terms
4 Additional Information
e Notes and Attachments S
e Lines and Schedules tabs
Actions w View v Formatw By
Line Description
1 ‘Window Envelopes Security Tint
Columns Hidden 10
27.
Optional:
. . Acknowled
Click the View PDF button fo see CEREEN
the Purchase Order in PDF. The PDF
will download. Review.
28.
To Acknowledge the purchase ST
order, click the Acknowledge b
button.
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Step Step Description Navigation Hint
29.
Acknowledge Revision 0 x
The Acknowledge window is now .
o Supplier Order ‘ PUR100260 |
visible.
Acknowledgment Orr:hlar is received and acknowleged. Thank
R . Note | you,

In the Supplier Order field enter the

purchase order number. | Accept || Cancel |
30. .

Click Accept button.

Supplier Portal Support

We are available to assist you! Contact suppliersupport@chattanooga.gov or (423) 643-7230.
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