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TOPAZ B In this Course you will learn how to view

all of your purchase orders that have
been created by the City of Chicago
through their iSupplier Portal.
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Step 1

From the login page, click in the User
Name field.
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Step 2

Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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Step 3

Click in the Password field.
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Step 4

Enter the desired information into
the Password field. Enter "oracle123".

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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Step 5

Click the Login button.
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Enterprise Search  All S | Search Resulis Display Preference  Standard

| Logged In As JOHHDOESUPKSUPPLIER.COM
| Oracke ications Home Page

. Woridist

Full List (6)
From [Type |sent~  |Due
WOODFORK PO Approval - GRE - Commoditie=s 29-Dec-2015
MOORE, KIMLEMAY B
WODFORK PO Apprmmd fies 20-Dac-2015

MOORE, KIMLEMAY

PO Approval diies 29-Dec-2015

WOODFORK
MOORE, KIMLEMAY
WOODFORK PO Approval
MOORE, KIMLEMAY

ammedities 29-Dec-2015

Supplier User Registration 29-Dec-2015
Workflow Version 2 n of
POS Suppller Registration 29-Dec-2015

and Profile

AD)
= TIP Vacalion Rules - Redirect or aute-respond to notifications.
* TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Prefarsnces Help

| hitps//eprocurement-dev.cityofchicage.arg/ 0A_HTML/OA jsp0AFunc=0AH. .
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Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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Step 7

CITYor CHICAGO  iSupplier Portal

1 Navigatorv BT R

The iSupplier Portal Home Page window
now appears.

—Fu‘l I.ﬂu = Agreements

|Date

1 iihas men . .
mnes | Click the Orders link at the top of the
S0 mowasim - B page to access your purchase order
information.

29-Doc-2015 12:50:23

Full tist |
Description urder Date
29-Dec-2015 13:06:29
29-Dec-2015 13:05:49
29-Dec-2015 13:05:45
29-Dec-2015 12:58:56

jrun Finance Home Logoul Prek

| [ttpiiepre drv. g0.01g/0A_HTML/OA jspTpage=/arcle/_ |
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Step 8

CITYor CHICAGO  iSupplier Portal

The Purchase Orders window now

Purchase Orders appears .

Mews

| 1 ectas o | sl L Awced search | Here you will see a list of all of your
.- e S siones | ) company's purchase orders. Click on a

Salect PO Humber ~ Rev unit Type g pate y Amount Status By " Attachments

{ CIorOHEARD - s e e purchase order number link to view the
0 :I$ OF CHICAGD - Srandard PO 29-Dec- 2015 13:05:49 USD 1,400.00 Cloged P O d etai IS .

3182 0 CITY OF CHICAGD - Standard PO 29-Dec- 2015 13:05:45 USD 2.225.00 Closed
GRE
~ (331A1 g CITY OF CHECAGO - Global Blanket 35-Dhec-2015 12:58:56 USD 10,000.00 Open
GRE Agraement

— In this example, click the 33184 link.

Home Orders Shipments Admin Finance Home Logout Preferences Help

| [Hitpmi/eprocurement-dev.cityofchicago.org/ OA_HTML/GA jsp?OAFunc= P05 |
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Crders. Prachas Crders >
Commoditdes Release PO: 33184, 0 (Total USD 1,575.00)

Currenicy-UsD

Actions  View Change History = EI Export

Total 1,575.00
Supplier UPK SUPPLIER
Supplicr Site A
Address 123 MAIN ST.
CHICAGO, IL GDGI2
Buyer WOODFORK MOORE. KIMLEMAY
Order Date  29-Dec-2015 13:06:29
Dueseriglion
Staws Closed
HNote to Supplier
Operating Unit  CITY OF CHICAGO - GRE
Sourcing Document
Supplier Order Number
CAPS TRANSFER DATE
SPECIFICATION NUMBER 130778
CONTRACT TYPE  COMMODITIES
COMMOGITIES
CONTRACT
PROCUREMENT TYFE
TARGET MARKET (Y ORN) NO
no

DEFARTMENT/BUREAU 35
m

Terms and Conditlons ]
Total 1,575.00

Payment Terms IMMEDIATE Recoved  1,575.00
Carriar Invoiced 157500
FoB Payment Status Mot Paid

Freight Terms

Shipping Control
Ship-To Address

Address 121 M. LA SALLE ST.
ROOM 806
Chicago, IL 60602

Bill- 1o Address

Address 121 N. LA SALLE ST.
ROOM 806
Chicago, IL 60602

View Purchase Orders

Step 9

This will bring you into the purchase
order details. You can review all of the
PO details on this page by using the
scrollbar.

Under the Summary you can see the
Total amount, received amount, invoiced
amount and the payment status.
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CONTACT | PHORE 31 2-201-1021 3
TASK ORDER{Contract-Dept-TSK-TaskNum)

Attactuments Home

Click the Actions list.

PO Detalls

Shovy All Details | Hide All Details

CAPS

Supplier TRAHSFER CATALOG DISCOUN
Detalls | « Type Item/Job Item UoM Oty Status DATE IDENTIFIER MANUFACTURER %
Tt

Goods 9814120450 RENTAL OF Manth 1 500 500.00 Clased

CYLINDERS AND
TANKS - STEEL
oNn. 3318
(EMPTY)

1=} Show 2 Goods 916940400 RENTALOF  Day 15 25 375.00 Closed
STORAGE
TANKS - 7,000
GAL. TANK

¥ Show' 3 Goods SB14340066 RENTALOF  Week 2 200 400.00 Closed
GENERATORS P
WITH 200 FT.
OF CABLE AND
CONNECTORS -
10 KW

=) Shove 4 Goods 9811135565 RENTALOF  Week 2 150 300.00 Closed
PORTABLE
COMPRESSORS,
TRAILER =
MOUNTED - 185
oM

Actions | View Cha
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& iSupplier Portal: View Order...

_{: B & hittps.//epracurement-dev.cityofchicageong/Of | - ) * It Step 11

4 & City Abstract Page 2 Supp Req-TOPAZ P SAP BO Reports &) COC VPN - SignIn @ cPracurement Implement... & COC-TOPAZ 2 CoC-Sapphire &) CoC-Emerald
CONTACT | PHONE 31 2-201-1021
TASK ORDER{Contract-Dept-TSK-TaskNum]
Attachmuents None

— From the actions list you can also go
show All Details | Hide All Dewils and VieW a" the aSSOCiated recelpts,

Detalls Line ~ Type Item/Job ::l""w oM mvﬂmmmmsMnmmmﬁm.mmmuim InVOiceS and payments-

(&) Shows Goods 9514120450 RENTAL OF Month 1 500 500.00 Clased
CYLINDERS AND
TANKS - STEEL
CYl. 33 LB. . . .
orra, Click the Closed object t t

t+] Show 2 Goods 9E10940400 RENTAL OF Day 15 25 375.00 Closed IC e OSe 0 JeC Op Con Inue.
STORAGE
TANKS - 7,000
GAL. TANK

= Show 3 Gonds S814340066 RENTAL OF Week 2 200 400.00 Closed
GENERATORS
WITH 200 FT.
OF CABLE AND
CONNECTORS -
10 KW

=) Zhow 4 Goods 9811135565 RENTAL OF Week 2 150 300.00 Closed
PORTABLE
COMFRESSORS,
TRAILER :VIE‘N FOF
MOUNTED - 185 i\flew Receipts
oM |Wiews Trvoices:

|views Paym:
Views Shigwmsen

if . ’
Actions | View Change History + GO Export

Home Orders Shipments Admin Finance Home L
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CITYor CHICAGO  iSupplier Portal

=

Commoditdes Release PO: 33184, 0 (Total USD 1,575.00)

Currency =UsD

Actions  View Change History = EI Expuort E

Order
ol Terms and Conditlons
Enary Total 1,575.00
Total 1,575.00 l’uymemt'!'erms IMMEDIATE ﬁ;:;;: m{.ﬂj. i}
“arriar
Supplier UPK SUPPLIER e
Supplicr Site A FOB Payment Status Mot Paid
Address 123 MAIN ST. ql"e'g""(::m:
CHICAGO, 1L 6UGU2 Sl ke ek
Buyer \WOODFORK MOORE, KIMLEMAY Ship-Te Address
Order Date  29-Dec-2015 13:06:29
Deseriplion Address 121 M. LA SALLE ST,
Staus Closed ROOM 806
Hote to Supplier Chicago, IL t0GU2
Operating Unit  CITY OF CHICAGO - GRE
Sourcing Document Bill-To Address
Supplier Order Number add WIS ar
CAPS TRANSFER DATE S =
SPECIFICATION NUMBER. 130778 Chil n i
CONTRACT TYPE  COMMODITIES L
COMMOGITIES
CONTRACT
FROCUREMENT TYPE
TARGET MARKET (Y ORN) NO
na
| OEFARTMENT/RUREALL 25
[ Bttpse/ieprocurement- dev. ago.org/0A_ HTML/OA jsp?_re=FNDPOR... |
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Step 12

Once you are done reviewing you can
return and view additional POs.

Click the Home link to return to the
iISupplier Portal Home page.
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Step 13

— - T —— You have just finished viewing your

Logged In As JOHHDOESUPKSUPPLIER.COM

er———— company's purchase orders and details
i e ! on the City of Chicago's iSupplier Portal.

Personalize Full List (6) |
3 ey of Chicae Susoker Poral From [1ype [sent=  bue

 Home B WOODFORK PO Approval
MOORE, KIMLEMAY
WOODFORK PO Approval
MOORE, KIMLEMAY

Lig=s 29-Dec-2015

To submit a response to a solicitation or
ey | g view other organizational details, please

P use the provided training materials for
= the action you wish to complete.

o Padn
6 (3 cry of Chicago Oning Bidding

PO Approval

WOODFORK
MOORE, KIMLEMAY
WOODFORK PO Approval
MOORE, KIMLEMAY
Supplier User Registration
Workflow Version 2

POS Suppller Registration
and Profile : Reqestration

= TIP Vacaton Ryles - Redirect or auto-respond to notifications.
gt A - Specify which users can view and act upon your notifications.

“1IP i

End of Procedure.
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