9 SUPPLIER Purpose: Thisjob aid provides the steps for
receivingand making changesto a purchase
order in the Supplier Portal.

RECEIVE AND MAKE
CHANGES TO A PURCHASE
ORDER

Receive a Purchase Order

Make Changesto a Purchase Order

Receive a Purchase Order

1. Fromthe Oracle Homepage, click Supplier Portal.

Supplier Portal Tools EPM Others

+

Supplier Portal

2. Click Manage Orders from the Tasks List.

Tasks

Orders

s Manage Orders

s« Manage Schedules
s Acknowledge Schedules in Spreadsheet

Agreements
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3. Select Open from the Status drop-down and click Search.

‘ Advanced ” Manage Watchlist | Saved Search |AH Orders 2

Order ‘ |
Slatui Open M |
Include Closed Documents

| Reset H Save... |

4. Click thenumber oftherecently submitted Purchase Orderinthe Order column.

Search Results

Actions v View v Formatw 4 B Free iz Detach

Order Order Date Description

O . 20077520 10728121 REMAN SHOE KIT

5. Reviewthe PO details.

Note: Todownload a PDF copy of the PO, click View PDF in theupper right.

Purchase Order: @ View POF

Main
4 General
Sold-to Legal Entity REFUBLIC SERVICES, INC Supplier  FLEETPRIDE Ordered 10226 USD
Bill-to BU Supplier Site  PO00 Doscription AEMAN SHOS KIT 0 a0 "
" W amount ws0)
frder 3 Sepplier Contact Source Agreement 40000149
Stats Billto Location  4541_ Supplier Order
View Details
Buyer . Master Contract

Ship10 Location 3020
Creation Date 102821

Terms  Motes and Attachments

Nane Shipping Methort
NETE0 Froight Terms Pay on receiot
08 Contiming orcie
4 Additional Information
GPRO PO BPA Numbar Drop Ship City Context Prompt
Drop Ship Location Orop Ship State
Grop Ship Address Line 1 Drap Ship Zip Code
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6. Click Done whenyou havereviewed all theinformation.
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Make Changes to a Purchase Order

1. Fromthe Oracle Homepage, click Supplier Portal.

Supplier Portal EPM Others

Supplier Portal

2. Click Manage Orders from the Tasks list.

Tasks

Orders

+ Manage Orders

» Manage Schedules

s Acknowledge Schedules in Spreadsheet

Agreements

3. Search for the Purchase Order using the known parameters. Then click Search.

Manage Orders @

Headers  Schedules

4 Search ‘ Advanced || Manage Watchlist | Saved Search |A\I Orders v|
Sold-to Legal Entity | | - | Order ‘ ‘
Bill-to BU Status ‘ v|
Supplier Site | ‘ - | Include Closed Documents

Reset | save.. |
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4. Click thenumber ofthe purchase order in the Order column.

Search Results

Acions w View v Fomatw B Freeze im'| Detach Wrap

Order Order Date Description

@ 30077580 1072821 REMAN SHOE KIT

5. Click Action, then click Edit.

owledge aw PD A 0 Refre Done

e L £ Edit

Cancel Document

iew Document History |

iew Change History

Ordered 102 iew Revision History

Description REMAN SHOE KIT

Source Agreement 40000149

6. Click Yesin the Warning pop-up.

A Warning

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

2055113)
=~
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7. Makeyour edits, including those to Quantity, and enter a reason in the Change Reason field.

Sold-to Legal Entity REPUBLIC SERVICES, INC. Supplier  FLEETPRIDE Ondered 102.26 USD

* Supplier Site FO0OT Descriplion REMAN SHOE KIT
Supplier Contact
Agresment 40000143

Bill4o Location  4641_1 Master Contract

Default Ship-ta Location 3020
Creation Date 102821

Terms  Motes and Altachments

Poyment Terms  NETE0 Shippi

Froight Terms

FoB
4 Additional Information
ePRO PO/ BPA Number Drap Ship City Context Prompt |
Drop Ship Location Drop Snip State
Drop Ship Address Lino 1 Orop Ship Zip Code
Lines  Scheduies
actions w Vieww Fomatw 1 G Detacn
“ Line * Description Supplier ltem Quantity UOM “Price  Ordered ° Location Note to Supplier  Change Reason

Columns Hidden 12

8. Add a descriptioninthe Description field at thetop of the page.

Edit Change Order: 1 @

Change Order 1

* Descriptionlj| Adjusting quantity given
inventol r

Creation Date  10/28/21

9. Click Submit.

(s ][] s
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10. Click OK in the Confirmation pop-up.

+ Confirmation x

The change order 1 for document Purchase Order number 30077580 was submitted for approval.

11. An approver fromthe buying organization approvesthe change order.
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