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ORACLE — SUPPLIER PORTAL

How to Review Purchase Order and Request Change

Sign in the Oracle Cloud home page

Use the Company’s Sign-In
(circled in green)

”\ SIGN IN
. ORACLE APPLICATIONS CLOUD

From the Oracle Cloud ERP home page,
select the “Supplier Portal” icon

> [+]

Getting Started Worklist

Supplier Portal

0 See the full list of Purchase Orders on the
Overview page. Select the “Orders” tab.
Then select “Activity Since” date to
determine how far back you want to see.
Then click “Refresh”

Overview

Summary | [Orders| Agreements Schedules Negofiations

4 Orders with Recent Activity

* Activity Since  11/2117 E'“e Supplier Site Ea

Opened | Changed or Canceled

o If you would like to search for a specific

Purchase Order, select “Manage Orders”
from the “Task List”

:  Orders
E ¢ Manage Orders

¢t Manage Schedules

\ Agreements
« Nanage Agreements

Shipments
« Kanage Shipmenis

Enter the Purchase Order number and select
“Search”

Actions » ‘\iew »w Format w _Ff-ﬁ Freeze @ Detach Wrap
Eﬁ{?t;’to Legal Order Revision Order Date .laiiitvity E;téiity
HCSCO 10000000000144 O 112317 Opened 112317
HCSCO 10000000000143 O 1112317 Opened 112317
HCSCO 10000000000142 1 112117 Changed alratats

Advanced Manage Watchlist Saved Search All orders
Order 10000000000144| s
Status
Include Cloged Documents Mo

Search Reset Save...
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How to Review Purchase Order and Request Change

Select the desired purchase order and click o Scroll up and select “Actions” and then
Actions > Edit select “Review Changes”
Actions v Save ¥ Submit =~ Cancel
Search Results Validate
Delete

\ - Status  Incomplete
View v Formatw _E EY Freeze ' Detach Wrap Gancel Change Order

i v
Actions Amount Changed +2,000.00 USD

Review Changes

Bt Order Order Date Description Supplier Site
View Change Order History

ﬂ . 10000000000144  9/2THT MAIN
- — @ After reviewing all changes, select “Done”
Note: If a warning message pops up, select “Yes”

to Cont,nue Review Changes: 1 ugm

Currency = US Dollar

Change Order 1 Creation Date  9/2917 Initiating Party  Supplier
. . .
Enter the type Of Change In the Descrlptlon Description Descripfion Status  Incomplete Initiator  Jim Irsay
field
g (4 HY/
Edit Change Order: 1 @ Click on “Submit
Edit Change Order: 1 oo ] ) ;
 View PDF | Actions ¥ Save ¥ | Submit | Cancel
Change Order 1 Status  Incomplete
Change Order 1 Status  Incomplete Initiating Party  Supplier
* Description Amount Changed 0.00 USD * Description  Description Amount Changed +2,000.00 USD Initiator Jim Irsay
Creation Date 9129117
Creation Date  9/29/117

" 14 g 2 g
0 In the “Lines” tab, make revisions to Price @ Select “OK” to confirm change order submissic

and/or Quantlty +« Confirmation x
I The change order 4 for Purchase Order 10000000000144 was submitted for approval.
Lines = Schedules
; OK
Actions ¥ View ¥ Format v .E 5 Freeze E‘ Detach Wrap
Line * Description Supplier ltem  Quantity UOM * price Note: Once you select OK, this change is submitted for
— - approval. Once approved, you will be notified. You can
rin erial 1| Eac 3,000.00 9 . q
check the status of this Order any time by selecting
General Office Supplies 1 Eah 5,000.00 Tasks > Manage Orders
Note: You may need to scroll to the right “ ”
y g Select “Done
Purchase Order: 10000000000144 view por | (At 5
ew ctions ¥ one
o Enter the Change Reason —
ain
Wrap 4 General
*Price  Ordered * Location Note to Supplier Change Reason ] ]
pe . P’“””“‘E’;} HCSCO BU Supplier 'é':;;"a“"s Ordered ‘El-gg”'
5,000.00 5,000.00 CHO03004 hange Reaso X R"'“”i’“i"“igﬂ HCSCO BU Supplier Site  MAIN Total Tax 0.00 |
5000.00 500000 CHD03004 Sold-to éﬁﬂf,: HCSCO Scuor::tlf:; Jim Irsay Total i,gunu.
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