How to View and Manage Purchase Orders

This guide provides information to assist you in:

Why should | use this e Viewing Purchase Orders

guide? e Managing Orders (pg. 7)

e Entering a revised promised shipping date (pg.10)

Who might use this
guide? Suppliers are to use the Oracle ERP Cloud Supplier Portal to manage Purchase Orders.

System steps on Viewing a Purchase Order

When an Essential Energy Purchase Order (PO) is issued, you will receive an email notification and an in-system notification on your
notification bell. You can access the PO from the natification, or you can follow the manual steps:

Login to the system.
1 Navigate to the Supplier Portal tab.

2 Click on the Supplier Portal app. )
Good afternoon, Kaleigh Roberge!

o Supplier Portal Tools

APPS

IR

Supplier Portal
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This will navigate you to the Supplier Portal homepage.
In the Task list, select Manage Orders.

Note 1: you can also see orders Requiring Attention in your Dashboard. Click directly onto a colour on the ring to quickly

access categorised documents.
Note 2: search for Orders via the search bar.

Supplier Portal

Search Orders ~  Order Number

Tasks
Contract Manufacturing

» Manage Production Reports
Vendor-Managed Inventory

» Manage Inventory

» Manage Replenishment Requests
Orders

= Manage Orders (%]

s Manage Schedules

s Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements

Shipments

« Manage Shipments

« Create ASN

« Create ASEN

« Upload ASN or ASEN
s View Receipts

» \fiew Retumns

Requiring Attention

25

M Agreements to Acknowledge

W Orders to Acknowledge
Schedules Overdue or Due Today

B Cuesiionnaires

M Invoices Overdue

Recent Activity
Last 30 Days

Agreements opened

Receipts
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You will be navigated to the Manage Orders page. This is where you can search for and manage all orders.

Click on Search to view all orders or enter a search criterion and click on Search to find a specific order.

Click on the Order Number.

Manage Orders @

Headers Schedules

4 Search

IAgvanced“ Manage Watchlist | Saved Search All Orders ~

Sold-to Legal Entity

Order ESSB57167

Bill-to BU w Status v
Supplier Site v Include Closed Documents No w
(4]
Search Results
Actions v View v Fomatw # T E Freeze  lw| Detach Wrap
. A Life  Creation
Order Order Date Description Supplier Site Buyer Ordered Currency Status Cycle Date

5 ESSE57167 30-Sep-2020 TEST SITE Kaulwar, Anusha 250.00 AUD Cpen 20-Sep-2020
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Review the PO details:

6a: Status

6b: Bill-to and Ship-to Locations

6c: Line details

6d: Contract Terms

6e: Notes and Attachments

Purchase Order: ESS657167 @

Main | Contract Terms @

4 General

Sold-to Legal
Entity Essential Energy
Bill-to BU  Essential Electricity BU

Order ESSG57167

@ Status Open @

Buyer Kaulwar, Anusha

Creation Date  29-Sep-2020

Terms | Notes and Attachments

Required
Acknowledgment

Payment Terms  Net 30

None

Supplier

Supplier Site

Supplier
Contact

Bill-to
Location

Ship-to
Location

Shipping
Method

Freight Terms

Common Purchase Order Statuses:

Open: the PO is open

Closed for Receiving: The PO is fully receipted

Closed for Invoicing: The PO is fully invoiced

Cancelled: The PO is cancelled

Pending Change Approval: The PO was revised and sent for approval

TEST SITE

Port Macquarie

Port Macquarie
Regional Office

Lt [0 IR

Ordered
Ordered  250.00 AUD
Description 0 100 200 00
Source )
Agreement ¥ H Amount (AUD)

Supplier Order

Reference View Details
Number
Master

Contract

— Requires signature

FOB — Pay on receipt
Confirming order
4 Additional Information
Select Document Type
Lines Schedules
Actions w View w Formatw 52 By Freeze [z} Detach Wrap
. 4 " Base s
Line Item Description Quantity UOM Price Price  Ordered Status
A# 1 441120 Cable 25 Each 10.00 10.00 250.00 Open
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7

Click on View Details under the Order Life Cycle graph on the right-hand side of your screen.

Order Life Cycle

0 100 200 300

B Amount (ALUD)

View Details | 0
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8
9
10

View In-Transit Shipments, Receipts and Invoices.
Review amount Ordered, Shipped, Received, Delivered and Invoiced.
When you have finished your review, click on Done.

Order Life Cycle: ESS657167

Sold-to Legal Entity  Essential Energy Order Life Cycle
Order ESSE57157 200
Supplier 250

Supplier Site TEST SITE

g 200 M Ordered
. =z M Shipped
Supplier Contact Z 150 Roceed Delivered  0.00 AUD
Ordered  250.00 AUD E M Deiivered
Z 100 M Invoiced Invoiced  0.00 AUD
? 40
0
°4 In-Transit Shipments
Actions w View v Formatfr §H B Freeze [« Detach Wrap
Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped In-transit Currency Carrier
4 »
4 Receipts
Actions w View v Format v 5E B¢ Freeze iz Detach Wrap
Receipt Receipt Date Shipment Ship Date  Packing Slip Returned Received In Receiving Delivered Invoice
-
4 »
4 |nvoices
Actions w View v Format w ,'-Q =4 Freeze = Detach Wrap
Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip

No results found.
Columns Hidden 3

Ordered 250.00 AUD

Shipped  0.00 AUD

Received 0.00 AUD
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System steps on Managing Orders

Step [Action

Login to the system.

1 Navigate to the Supplier Portal tab.
Good afternoon, Kaleigh Roberge!

2 Click on the Supplier Portal app. 0

Supplier Portal cols

ApPS

Supplier Portal

This will navigate you to the Supplier Portal homepage.

3 In the Task list, select Manage Orders.
Search Invoices w  Invoice Number v Q
Tasks

Contract Manufacturing

Requiring Attention Recent Activity
= Manage Production Reporis Last 20 Days
1
Vendor-Managed Inventory 2 Agreements opened 1

2

» Manage Inventory

ra

« Manage Replenishment Reguests

Orders 29
!l
« Manage Orders
= Manage Schedules

» Acknowledge Schedules in Spreadsheet 2
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This will bring you to the Manage Orders page where you can search for and manage all orders.

Click on Search to bring up all orders or to find a specific order, enter a search criterion and click on Search.

Click on an Order Number.

Manage Orders @

Headers Schedules

4 Search lAgvanced “ Manage Watchlist | Saved Search  All Orders -
Sold-to Legal Entity m Order
Bill-to BU Status ~
supplier Site IT] Include Closed Documents No ~

Search Results

Actions v View w Formatw 4 &

Order Order Date Description

e ESS657715 03-Mar-2021

ESS657713 02-Mar-2021
ESS657712 02-Mar-2021
ESS657T11 02-Mar-2021

iz| Detach Wrap

Ordered

1,630.00
16,300.00
16,300.00

163.00

Currency

AUD
AUD
AUD

AUD

Status

Open
Open
Open

Open

Life
Cycle

Creation
Date

03-Mar-2021

02-Mar-2021

02-Mar-2021

02-Mar-2021

[ search | Roset | swve-. |

Acknowledgment Change Order
Due Date Status
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6 Click on Actions and select an action.

e Edit = amend a shipment date or line information.

e Cancel Document = cancel the order.

e View Document History = view dates of when the order was created, acknowledged and edited.
¢ View Change History = view cost changes to the document, when they occurred and by whom.
e View Revision History = view all change orders.

Purchase Order: EE00000457 @ | EZy  Orcertirecyce
Edit

Main e
Cancel Document

4 General View Document History Drdered -

View Change History
Sold-to é:gta; Essential Energy Supplier Ordere
; i i View Revision Histo
Bill-to BU Essential Electricity Suppll_er Mailing Address - ry |
BU Site Descriptio 0 80 160 240
Supplier
Order EE00000457 Source "
Contact Agreement PA00000040 B Amount (AUD)
Status Open @ Bill-to \',:Isaggsag\ﬁlagga Sugpger
Location H dA M rter —_—
Buyer Mukund Sridharan AmoncLve Conz:?ai: I View Details
Creation Date  28-Jul-2021 Shipto 'agea Wagga
reation Date -Jul- Location FSC 59

Hammond Ave
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System Steps to Enter / Revise Promised Ship Date

Step lAction
On each order there will be a Requested Ship Date. If you need to update this date, please confirm the date of when you can ship.

Login to the system.

1 Navigate to the Supplier Portal tab.
Good afternoon, Kaleigh Roberge!
2 Click on the Supplier Portal app. 0

Supplier Portal ools

@ °

Supplier Portal

APPS

This will navigate you to the Supplier Portal homepage.

3 In the Task list, select Manage Orders.
Search Invoices w  Invoice Number v O\
Tasks
Contract Manufacturing
Requiring Attention Recent Activity
Last 30 Days

» Manage Production Reports.
! Agreements opened

2

Vendor-Managed Inventory 2

« Manage Inventory
« Manage Replenishment Reguests

Orders
« Manage Orders e

« Manage Schedules
« Acknowledge Schedules in Spreadsheet

29
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This will bring you to the Manage Orders page where you can search for and manage all orders.

Click on Search to bring up all orders or to find a specific order, enter a search criterion and click on Search.

Highlight the relevant order by clicking on the white space.

Click on the Pencil icon to Edit.

Manage Orders @

Headers  Schedules

4 Search IAgvanced ” Manage Watchlist | Saved Search Al Orders v
Sold-to Legal Entity m Order
Bill-to BU Status ~
Supplier Site m Include Closed Documents No

Search Results o

Actions v View w Formatw | # | &

Order Order Date Description

e ESS657T15 03-Mar-2021

ESS657713 02-Mar-2021
ESS657712 02-Mar-2021
ESS657711 02-Mar-2021

iz| Detach Wrap

Ordered

1,630.00
16,300.00
16,300.00

163.00

Currency

AUD
AUD
AUD

AUD

Status

Open
Open
Open

Open

Life
Cycle

Creation
Date

03-Mar-2021

02-Mar-2021

02-Mar-2021

02-Mar-2021

W ESEES

Acknowledgment Change Order
Due Date Status
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Edit Change Order: 1 ®

Change Order 1

* Description

™

Creation Date 02-Mar-2021

7 Click on Yes to confirm you want to make a Change Order.
£ Warning b 4
This action will create a change order on the document. Do you want to continue? (PC-2055113)
0 Yes || No
8 Enter a Description of the change.

Status Incomplete

Amount Changed 0.00 AUD
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9 Scroll down the page and enter the Document Type (PO or Agreement).
10 Click on Schedules.
11 Edit the Promised Delivery Date and a Change Reason.
4 Additional Information
* select Document Type v‘ o
Lines Schedules @
Actions w View v Formatw X » By Freeze @ Detach Wrap
Line Description * Location Quantity UOM EZE:::::%L‘B gre?i:]eiysr;[:ilate Change Reason
1 Current Meter. Flexible Wagga Wagga FSC Each 04-Aug-2021 D4-Aug-2021E*°| ‘
Columns Hidden 18
12 Scroll back up the page and click on Save and then on Submit.
(e~ oot [ o
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13

Click on Ok.

At this point, your changes have been submitted to Essential Energy.

« Confirmation

The change order 1 for document Purchase Order number ESS657711 was submitted for approval.

o]
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