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• Access to quotation

requests : « Négociations » 

→ « Afficher les 

négociations actives »

QRG: Supplier Portal – Manage 

Quotation Requests

Quotation Request
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• To access the requested 

material, click on “Aperçu” or 

“Lignes”

QRG: Supplier Portal – Manage 

Quotation Requests

Quotation Request
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• Click on “Créer une

réponse" to respond to the 

quotation request

QRG: Supplier Portal – Manage

Quotation Requests

Quotation Request
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• Complete the 

requested information

QRG: Supplier Portal – Manage 

Quotation Requests

Quotation Request
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• Complete requested 

information (Contact the 

buyer if there is a problem 

to complete the 

information)

• Click here to propose a 

replacement product

QRG: Supplier Portal – Manage 

Quotation Requests

Quotation Request
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• Complete the following 

information to propose a 

replacement product. 

QRG: Supplier Portal – Manage 

Quotation Requests

• Click "Attachments" to 

attach documents

Quotation Request
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QRG: Supplier Portal – Manage Purchase Orders

MANAGE PURCHASE ORDERS
This guide will take you through the functionality available
on the Supplier Portal in respect of Manage Orders 
Section. The below lists the different types of information 
that you can access as a Supplier.

a) Notifications - Receive and view notifications via
email and on portal via bell when a PO has been 
submitted.

b) Manage Orders - Access all Purchase Orders and 
search for a specific PO number or by status e.g., 
Open, Closed.

c) PDF - You can download a PDF copy of PO.

d) View Lifecycle – Receipt details and invoice 
payments for example.

e) View purchase order history with revision details. 
Importance of viewing “Notes and attachments” at 
PO header and line level.

f) View Receipts – enables you to explore a historical 
view of all receipts that have been recorded in 
relation to PO’s.

g) View Returns – enables you to view the return 
history, and the causes for goods returned. The 
search summary results include basic information 
along with details about the return, such as 
quantities and a reason for return.

This example will show you how to view a
Purchase Order and navigation through the
different functionalities of the Manage Orders 
Section:

1. From the Oracle Homepage, select the Supplier
icon.

The Supplier Portal page is displayed.

2. Click on the Manage Orders hyperlink under the
Tasks sub-section.
The Manage Orders page is displayed.

3. Click in the Order field and enter in the Purchase 
Order.

4. Click Search.

The search results are displayed.

5. Highlight the line.

Scenario 1: PDF Option
1. Click on the Actions drop-down arrow.

2. Select View PDF.

The Purchase Order is displayed.

QRG: Supplier Portal – Manage 
Purchase Orders
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QRG: Supplier Portal – Manage 
Purchase Orders
MANAGE PURCHASE ORDERS

Scenario 2: View Lifecycle

1. Click on Life Cycle icon.

The Order Life Cycle page is displayed.

e

2. Click on the Receipt hyperlink to access the
Receipt Summary page.

Note: Within the Receipts section, enables you to 
explore a historical view of all receipts that have 
been recorded in relation to Purchase Orders but 
also View Returns, the history and causes for goods 
returned.

3. Click on th bottom to return to return to the
Order Life Cycle page.

Click on the Invoice hyperlink to access Invoice 
Lines and Payment Information.

Click in the button to return to the Order 
Life Cycle page and then

Click on the button to return to the Manage 
Orders page.

4.

5.

6.

Scenario 3: Access the PO to view Notes 
& Attachments

From the Manage Orders page, click on the PO 
hyperlink.

1.

The Purchase Order is displayed.

Note: It is important at this stage to access and 
view any notes and attachments that have been 
added at Purchase Order header level as well as 
line level.

2. Click on the Notes and Attachments hyperlink to
view any notes or attachments linked to the PO
header. In this example a Note to Supplier has 
been added.

3. Scroll down to the Additional Information section.

4. Click on the Attachments icon to view 
attachments that are entered at line level of the 
Purchase Order.

Note: If you hover over the Notes icon and it 
displays Note exists, by clicking on the icon you 
will be able to see the Note to Supplier.

5. Click on the Done button to return to the Purchase 
Order page.

6. Click on the button to return to the Manage 
Orders page.

Presentation title 4



Gérer les bons de commande / 
Purchase Orders

1.Click on "manage 
orders" to view all 
your orders

Acknowledging order



Gérer les bons de commande / 
Purchase Orders

2.Click on "Search" to view all your orders

Ability to filter orders by status

3.Choose the order you want
to process, and click on the 
PO number to open it



Gérer les bons de commande / 
Purchase Orders

4.Click on "Acknowledge "



•Accept the entire
P.O

• Accept All the items 
(line by lineor 
use accept near of 
response ).
 

• Do NOT reject , 
accept and if needed , 
propose a change 
order

QRG: Supplier Portal – Manage 
Purchase Orders

Manage P.O Acknowledgement
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Change Orders/ Purchase
Orders

• 7.Click "Submit"

• 8. If you don't 
want to change 
anything, the 
operation ends
here.

• If you want to 
change something, 
a change order is 
necessary 

Slide below



Change Orders/ Purchase
Orders

9. Click on "Actions" and 
then
“Edit" to change the 
delivery time and 
proceed with a change 
order

10.Click on "yes"



Change Orders/ Purchase
Orders

• Click on “Schedule" to 
modify the delivery date

Manage Purchase Orders
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Purchase Orders / Change 
Orders

Click on "Lines" to change the price or quantity

• Then click on "Submit"



Change Orders/ Purchase
Orders

To view active 
change orders and 
respond, return to the 
main menu. 

Then click on 
"manage orders"

View change orders for all orders



View change orders for all orders

QRG: Supplier Portal – Manage 
Change Orders

To view active change 
orders in POs: 

Click on "View"/ 
"Columns"/"Show all".



QRG: Supplier Portal – Manage 
Change Orders

Manage change Orders

• The change order 
is now visible in 
the column
« change order »

• Click on the number to 
access to the change order



QRG: Supplier Portal – Manage 
Change Orders

You can 
acknowledge 
or edit 



QRG: Supplier Portal – Manage 
Purchase Orders

• To search for all 
submitted invoices, on 
the Task Menu, select 
“Afficher les factures”

Lifecycle – View Invoices
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QRG: Supplier Portal – Manage 
Purchase Orders

• Select your “Supplier” name 
and hit search. You can use the 
fields to narrow your search. 
You can see the Invoice Status, 
as well as a Payment Number 
to confirm that a payment has 
been made against your 
invoice.

Lifecycle – View Invoices
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QRG: Supplier Portal – Manage 
Purchase Orders

• To search for invoice 
payments status, on 
the Task Menu, select 
“Afficher les paiements”

Lifecycle – View Payments
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QRG: Supplier Portal – Manage 
Purchase Orders

• Select your “Supplier” name 
and click search. You can use 
the fields to narrow your 
search. You can also see the 
payment status to confirm that 
a payment has been made. 
Select a “Payment Number” to 
see the complete details of the 
payment.

Lifecycle – View Payments
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• Supplier to Create ASN 
(i.e. « Gérer un préavis 
d’expédition »)

How to attach Supplier documentation?
Supplier Portal face

SCE > Quality training package (rev4) 17



How to attach Supplier documentation?
Supplier Portal face

• Select line or lines that will be shipped (with or without the documentation)

SCE > Quality training package (rev4) 18



How to attach Supplier documentation?
Supplier Portal face

• Define shipment no. (i.e. « Expédition » corresponding to « Num de Bon de Livraison »)
• Attach the Supplier doc package on the corresponding line or lines

SCE > Quality training package (rev4) 19



How to attach Supplier documentation?

How to load the documentation ? 

The column is on the right , 
slide to the end of the line 



How to attach Supplier documentation?
Supplier Portal face

SCE > Quality training package (rev4) 20



How to attach Supplier documentation?
Supplier Portal face

• Extra details per shipped line (for information purpose):

SCE > Quality training package (rev4) 21



How to attach Supplier documentation?

SCE > Quality training package (rev4) 22

Supplier Portal face

• Click on Submit then shipment is created.



How to attach Supplier documentation?
Supplier Portal face

• Shipment can be cancelled (under Manage Shipment) by the Supplier if any

SCE > Quality training package (rev4) 23



How to retrieve Supplier documentation?

SCE > Quality training package (rev4) 25

T.EN LS ERP face

• ASN no. (including attachments) is populated in the PO interface



How to retrieve Supplier documentation?
T.EN LS ERP face

• ASN no. is available during the Goods Receipt stage,

• and in the Receiving Inspection interface as well:

SCE > Quality training package (rev4) 26



How to retrieve Supplier documentation?
T.EN LS ERP face

• The Supplier documentation package is attached in the shipment:

SCE > Quality training package (rev4) 27
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