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s %ﬁggo CPS Supplier Portal
A Schools 02 - View Purchase Orders, Order History and PO Status
Introduction

Suppliers can view their purchase orders. This procedure will demonstrate how to locate and view
purchase orders, Order history and Order status.

Prerequisites

e  Supplier user should have access to the portal
e Purchase history must exist

Navigation
CPSiSupplier Portal View Only (Supplier Access) = Home Page

Step Action

1. Click the Home Page hyperlink.
1@ Oracle Applications Home Page = Kyov B) v 0 d v Pagev Safetyv Tooksv @
% Find: [ import | Previous Nest | [7] Options ~ |

ORACLE" EBusiness Suite

B Favorites ¥ Logout Preferences Help

Logged In As
Oracle Applications Home Page

Main Menu Worklist
Personalize Full List
5 B3 cps isupplier Portal View Only (Supplier From Type Subject Sent Due
Access) There are no notifications in this view.
Q Home Page ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
[ view Acceptance status ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Revised on 5/1/2017 Page | 2
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Home Page

Home Page provides access to view purchase orders, receipts, invoices and payments. This page also
provides access to manage your profile through the “Admin” self-service functionality.

Supplier users should navigate around the Supplier portal by utilizing the tabs on the top. The tabs are

named according to functionality that they provide; i.e., Home, Orders, Shipments, Accounts, and
Admin.

From time to time, CPS will utilize the home page to communicate key changes to the Supplier.

ORACLE" isuppiierPortal

Home | Orders | shipments | Accounts | Admin

Seacch  #O Number - o

Electronic Purchase Orders

Effectve July 31, 2012, Chicago Public Schools will STOP prinbng and maikng hard copy Purchase Orders (POs) and will only issue electronic purchase orders. This is part of the District’s effort to reduce paper usage and to communscate electronically with our Suppliers.

Through this portal, all Vendors will have access to download approved purchase arders of 1o raquest 55 to send tha orders electronically to ther email address. Addzionsly, you may register additional users from your organization using the self-service functionality
avnilable under the "Admin® tab.

Refer to the portal login pege - Ml 36.Cua k12,4 for the treiming documentation,
Full List
5 Date
No resuits found.
i Orders ALA Glance
Full List

PO Number Order Date
15°)

012 13:40:27

012 16:25:27
12-Jun-2012 13:42:31
12-Jun-2012 10:37:12
11-Mn-2012 17:49:40

Home Orders Shipments Accounts Admin Home Logout Preferences Help

The Home page will automatically default the 5 latest Notifications and Orders.

Step Action

2. Click on the Orders Tab to view CPS approved purchase orders.
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View Purchase Orders and Status

This tab provides a list of all CPS approved purchase orders. You can click on the hyperlink available on
each of the purchase orders to view the order details.

You can also use the “Advanced Search” functionality to view any order you wish to review.

Only approved purchase orders will be available for suppliers to view. The status of the purchase orders
will be displayed as either “Open” or “Closed” as shown below.

e  Open Status — Purchase order is not completely fulfilled and billed
® C(Closed Status — Purchase order is completely shipped and billed, payment is scheduled.

Lt Fovorites 48 View Purchase Orders “ TRy B v am v Pagev Seetyv Tockv @ 8

ORACLE’ isupplierPortal

iv B Faomes v Homo Logout Preferences Holp

Home | Orders | Shipments | Accounts -
Purchase Orders |~ Agreements | Purchase History
Purchase Orders

Export
Views
View  AS Purchase Orders - (6o Advanced Search
Selact Order: | View Change History 125 v Neg2s O
Select PO Number  Rev Operating Unit Document Type Description  Order Date - Buyer Currency  Amount Status By
s CPS Business Group Standard PO 15-Jun-2012 13:40:27 8 : uso 2,980.23 Open
CPS Dusiness Group Standard PO 12-Jun-2012 16:25:27 A uso 997.67 Open
CPS Business Group usp 513.13 Open
> By roup uso 7,460.80 Open
CPS BusEness Group uso 629.11 Open
CFS Business Group Standard PO usd 3,846.93 Open
CPS Business Group Standard PO usD 3,676.45 Open
S Business Grovp Stendord PO usD 4.153.00 Open
s % G d PO uso 1,731.56 Open
CFS Business Group Standard PO 07-Jun-2012 11:42:30 4 ’ uso 481618 Open
CPS Business Group Standard PO 07-Jun-2012 11:41:31 usD 977.82 Open
CPS Business Group Standerd PO uso 44183 Open
CFS Busness Group rd PO usn 8,947.12 Open
S Business Group Standacd PO uso 1,262.73 Open
CPS Business Group Standard PO uso 1,786.14 Open
CPS Business Group <d PO usD 3.071.80 Open
S Busne wd PO uso 3,348.0¢ Open
Standard PO uso 2,054.67 Open
Standard PO uso 111,095.00  Closed
uso 277740 Open
s 143788 Open
iness Group & usD 41832 Open
€S Business Group 12 20:58:28 A uso 496.65 Open
CPS Business Group 17:01:06 ! . uso 7063350  Open
CPS Business Group 2012 12:35:46 amely Y usp 69.90 Open
Select Order: | View Change History 125 v Ned25@

Step Action

3. Click on a PO Number hyperlink to view PO details.
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CI_E' ISupplier Portal

Actions  View Change Mistory ~ | 6o | | Bxport
Ortdar Information
General Terms and Conditions F. .l ——
Tetal 2,980.23
Totsl  2.980.23 FPaymert Teems Nt 30 Heceved 0.00
suppter | - Carrine UPS Invéiced 0.00
Sopplier Site 312790000 FOB  Destination Fayment Status - Mot Pakd
Address Freight Tems PP & Add
Shipping Control
Buyer Seoniar, Miss Famela Ship To Address
Order Date  15-Jun-2012 13:40:27
Location Dever
Address 3436 W Oscool Avenue
Chicago, 1L 60634
Bill-To Address
Location Accounts Payabla
Address 125 South Clark Street
Chicago, 1L 60603
125 v a2
Details Uine «  Type Iem/Job  Supplertem  Description UOM  Qty Price AmountStatus  Attachments Reason £ Rale Department  Hoor/Room
& ) “oods 1, 2, 3 Valentine™'s Day Lach 11595 15.93 Open
2 Goods 13 Nghts of Halloween Each 11699 16.99 Open
3 Goods 13 Planets: The Latest View of the Solar System Each 11695 16.95 Open
4 Goods 20 Cstxol Disswors Lach 1198 11.99 Open
5 Goods Abhorsen Each 1 9.99
6 Goods Absest Author Each 11295
w? Goods Accapt and Volue Each Person Each 12195
s Goods Aggressve InUne Skabing Each 1 1949

From this screen, you will be able to access the following functionality

e View details of an approved Purchase Order
o  Utilize “Actions” functionality for

o View Change History

o View PDF

o View Receipts

o View Invoices

o View Payments

o View Shipments
e Export the data to an Excel spreadsheet

Revised on 5/1/2017 Page | 5



Chicago
Public
Schools

ORACLE iSupplier Portal

CPS Supplier Portal
02 - View Purchase Orders, Order History and PO Status

i paguior v B Favor

Jrdees. Puschaso Ordees
Standard Purchase Order: 7337884, 0 (Yotal USD 7,960.23)

Currancy =US0

 Order Information

General

Total 2,980.23
Suppher me.
Supgher Ste 312790000

. -

eupor
Order st 13-3un-2012 13:40:27
Description
Stotus Open
Note to Suppber
Operaling Unt CPS Business Group
Sourcing Document
Supplier Ordar Number
Attachmants Hane

=

PO Detals

Showe All Detalls | 1ide AL Detalls

Dotals Une < Type  Item/Job  Supphor Ttem
1 Goods
2 Goody

] 3 Goods

3 Showe Goods

o} s Goods

Terms and Conditions:

Payment Terms Net 30
Camer UPS
1O8  Destination
Freght Terms PP & Add
Shipping Control

Ship-To Address

Location Dever
Addross 3436 N Osceol Avenue
Chicago, IL 60634

Wil To Addross

Location Accounts Payabie
Addraws 125 South Clark Streat
Chicago, 11 60600}

Description
1, 2, 2 Valantine™s Day

13 Nights of Malkween

13 Planats: The Latest View of the Solar Systom
30 Optical Bssons

Adhorsen

waked
Pryment Stabus
oM Qty
Fach 1
Each 1
ach 1
Each 1

Price
1595
16.99
16,95

11.99

View Shipmants

Amount Status  Attachments  Reason & Rate  Dopartment  Hoor/Room
15.9% Open

16,99/ Open

16.95 Open

11.99 Open
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Download PDF Copy of Purchase Orders

The purchase order details screen allows the user to download a PDF copy of the approved purchase
order. You should follow the below steps to download the copy.

Action

Click the Actions drop down list.

Select View PDF from the list item.

Click the Go button.

Double-click the Open button.

(& iSupplier Portal: View Order Details |

ORACLE"

iSupplier Portal

Home | Orders | Shipments | Accounts | Admin
Purchase Orders | Agreements | Purchase History

Home >

Standard Purchase Order: 2338

0 (Total USD 20,007.45)

B-8-o

# v Pagev Safetyv Toolsv @

M Navigator v B Favorites v Home Logout Preferences Help

Currency=USD

Order Information

General

Total
Supplier

Supplier Site
Address

Buyer

Order Date

Description

Status

Note to Supplier
Operating Unit
Sourcing Document
Supplier Order Number
Attachments

Note

PO Details

20,007.45

AUSTIN, TX 78753
Sinnema, Mr. Ethan Cedric
15-Jun-2012 15:36:12
Open

CPS Business Group

None

Show Al Details | Hide All Details

Details Line ~ Type Item/JobItem

@ Show1 Amount

Based

Supplier
Description
NA

Actions  View PDF

- i‘ Export

T —
i

Do you want to open or save this file?

Summary
m’: Name: PO_21.2338 _0_US.pdf ! Total 20,007.45
iy Type: Adobe Acrobat 7.0 Document, 33.1KB Received 0.00
From: erpdev.csc.cps.ki2.il.us Invoiced 0.00

Payment Status Not Paid

[ open ][ sawe

) (Concel ]

@y Whie fils from the Intemet can be useful, some fies can potertially
@ ham your computer. ff you do not trust the source. do ot open or
save this file. What's the risk?

Bill-To Address

Location Accounts Payable
Address 125 South Clark Street
Chicago, TL 60603

E
uoM Qty Price Amount Status Attachments Reason Rate Department Floor/Room
Dollar 20007.45 120,007.45 Open
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" " v B S M Puev Seye Teokv @ @ 1

Total 2,900.23
Supphier me.
Supplier Site 312790000

- -

Buyer S

Order Date  15-Jun-2012 13:40:27

Descripton
Status  Open
Neta to Supphier
Operating Ut CPS Business Group
Sourcing Document
Supplier Order Number
Mtachenents  None

Hote

Desnis
Ttem/Job  Supplier Ttem

Terms and Conditions
Payment Terms  Net 30
Camriar UPS
FOi Destination
Freight Terms PP & Add
Shipging Control
Ship-To Address

Location  Dever
Address 3436 N Osceol Avenue
Chicago, 1L 60634
8i-To Address

Location  Accounts Payable
Adécess 125 South Chrk Street
Chicago, 1L 60603

1, 2, 3 Valentne™s Day

13 oghts of Halloween

13 Planets: The Latest View of the Solar System
30 Optical Slusions

Abborsen

L

€ach
€ach
£ach
Cach

tach

Acvons Ve Crangn vaery + xport

Tet 2,980.23
Receved  0.00
Invoiced 0.00
Fayment Status Mot Paid

sloletcl 8

15.95
16.99
16.95
1199

9.99

AmountStatus  Attachments Reason F Rate
15.55 Open
16.95 Open
16.95 Open
11.99 Open
.95 Open

Department  Floor/Room

Step Action

1. Click on the Actions drop down list.

2. Select the View Change History from the list item.

3. Click the Go button.

ORACLE" isupplier Portal

Purchase Orders | Agreements | Purchase History
Orders. Purchase Ordsrs >  View Order Details >

Ch

History for Ordes

2 Indicates new yoloes
== Indcotes cancellotion

Suppler
Detalls Request Date  Line Shipasent Ttem Ttem
%o reasts found.

Price /
Description Oty UOM Rate

Amount Date

Weed-By Sttt End
Date  Dat

o

Supplor Order  Suppler Order Line  Additional
Humber Humber Chaages

Home Orders Shipments Accounts Admin Hoene Logout Prefersnces

Step Action

4, Note: there is no change history detail for this particular PO.

Click the Ok button.
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