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Oracle12 iSupplier Portal
External User Guide
Introduction & General Info

Last Update: 10/01/2019

Chapter Objectives:

Understand how iSupplier Portal is used between suppliers and Daikin Applied America (DAA)
Home Page

Log into iSupplier Portal and set email preferences

Navigate through the iSupplier Portal

Searching and Exporting Data

O O O O O

Estimated Lesson Time: 20 minutes

While navigation and access to data is intended to be easy within iSupplier, questions on how to access
certain data types and screens may arise. This document was created to provide our suppliers with general
information about how the iSupplier Portal works and how to navigate its numerous pages. In reading and
following this guide with its various screenshots, examples, and step-by-step instructions a supplier will be
better able to accomplish commonly used tasks.

As more features are added and endorsed by DAA in the iSupplier portal, updated guides and information will
be provided.



Overview and Benefits

Oracle iSupplier Portal is a communication tool that enables DAA and its suppliers to communicate with each
other throughout the procure-to-pay process. It allows suppliers to view and manage purchase orders, receipts,
invoices and delivery schedules in a real-time system that is available 24 hours a day, 7 days a week (24x7).

The DAA iSupplier Portal provides an electronic link between suppliers and DAA, which allows online
communication of procure-to-Pay data.

iSupplier Portal leverages an approval process for changes and provides everyone with the same information,
resulting in communication efficiency and accuracy.

Benefits:

Benefits associated with using iSupplier include:

1) Offers suppliers an integrated experience by providing access to purchase orders (POs), invoices and
payments in one location.

2) Improved efficiency by decreasing the number of calls between suppliers and DAA Accounts Payables
and Buyers.

3) Provides a central location for all PO information and gives suppliers access to historical PO
information.

4) Eliminates mail float. When invoices are received and entered into DAA system, suppliers will be able
to view and track the status of invoices till payment

5) Enhances the visibility of the transactions that occur between DAA and its suppliers.



Information Found

The iSupplier Portal contains information that is relevant to a supplier.

Order Information: Allows viewing and responding to order related documents, such as POs and supplier
agreements like Blanket Purchase Agreements (BPAs).

Shipping Information: Allows tracking shipments. In future phases, creating advanced shipment notices (ASN)
will be rolled out.

Planning and Iltem Information: Allows accessing planning and item information, allows maintaining item
information

Invoice and Payment information: Allows accessing invoice and payment information and status

Self-Service Supplier Profile Management: Allows suppliers to manage key profile details used to establish or
maintain a business relationship with DAA.

Key profile details covered are

General Supplier details
Contact Directory
Business classifications
Products

User Accounts
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Supplier Roles and Responsibilities

Each supplier user role has different responsibilities. The roles and responsibilities of a supplier include

Daikin iSupplier User: This is general supplier user role who is responsible for viewing and processing
purchase orders. This role can view other order related transactions, such as receipts, deliveries, invoices and

payments status.

Daikin iSupplier Profile Admin: Supplier administrator users are responsible for maintaining their supplier
profile data including contacts and user accounts.
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Log into iSupplier Portal

LOG IN PAGE

Navigate to the URL that is provided by DAA

https://SupplierPortal.daikinapplied.com

ORACLE

User Name

Password

Accessibility

Language

English 2

Copyright (c) 1998, 2016, Oracle and/or its affiliates. All rights reserved.

1) Enter your user name (will be your email address)
2) Enter your password (will be system generated and sent to you via email)
o You will need to change your password the first time you log in
o Password will need to be at least 8 characters, contain 1 number, no repeating characters and
cannot have been used within the last six months.
3) Click the login button
4) Email example:



LOG INTO ISUPPLIER

From: Workflow Mailer EDEVI <NoRephyTo@daikinapslied com>

Sent: Wednesday, October 09, 2019 3:26 M

To:

Subject: FY1; Daikin Applied Americas Inc. SuppSer Collsboration Network: Confiemation of Registration

To
St 09-0CT-2019 15:23:20

D 95144683
You have been registered at Daikin Applied Americas Inc. far access to their supplier collaboration network. You can log on with the username ind the password
h9:916E3,
When you first log on, you will be required to change your p od for ¥ purp Contact administrator for additional information.

Datlein Applied (Supplier Portal Access Terms of Use By logging in to Dalkdn Applied’s Suppller Partal, you acknowiedige and agroa that whien you acoess Delkin Appliod’s Suppler Portal our Terms of Use and Privacy Policy apply. By
logging in to Daflin Applied's Suppler Portal, you also scinimisdge and agree that Dailin Applied's Tersns and Conditions of Purchase *PO Terms and Conditions™ apply to all Purchase Orders, unkets & fully-sxmouted Master Supply
Agreerment i curment and on file (THSAT) with Dakia Aopled. In the event of conflict, the tering in the MSA will gover.

Thank you.

E— Poaikin




iSupplier Portal Homepage

The iSupplier Portal Homepage will look like the screen shot below, consisting of several elements to aid in “At
A Glance” reviews and various arrays of buttons/links to aid in navigating the portal.

' D A ’ K ’N iSupplier Portal A O % & P Logged inas TEsTro@TEsTsurrLERcon @) ()

Supplier Home  Orders  Shipments  Finance  Product 2
Search POMumber  [v] Go
3
| Notifications 5 Orders
Full List + Agreements
Helbfv@m + Purchase Orders
Subject Date + Purchase History
No results found. -
Shipments

+ Delivery Schedules

| 6 + Qverdue Receipts

L
L\-_ Orders At A Glance Recsipts
Full List + Receipts
H2 + Refums
PO Number Description Order Date + On-Time Performance
1177565 Test POTC-Notification to Supplier10 04-0ct-2019 12:50:36 :
Invoices
1177588 04-0ct-2019 06:41:39
1177563 Test POTG-Nofification o Suppler7 04-0ct-2019 04:50:30 * Involoes
1177556 Test POTC-Notification to Supplier1 04-0ct-2019 04:23:45 Payments
1177564 Test POTC-Nofification to Supplierd 04-0ct-2019 04:03:22 - Payments
[£2 shipments At A Glance | z
Full List
e
ey

Packing Slip Shipment Date

04-Sep-2018 00:00:00
03-Sep-20189 00:00:00
19-Aug-2019 13:28:35

Shipment Number
PO-1177526-REJECTED
CMS-ASN-PO1177526 PS#1177526
UPS12345

The homepage consists of the following elements:

See 1 above - Global Buttons — Home, Logout, Preferences, and Help.

Za
o Home — Returns the user to the main portal where they can select another
responsibilitE or application.

o Logout — Logs the user out of DAA’s Oracle iSupplier Portal
o Preferences — Displays the users Preferences page (time zone, password, etc)

Preferences

Diagnostics

o Help- Access Oracle’s help index page.



See 2 above - Tabs — Provides easy navigation by grouping the common areas of iSupplier into various
categories.

Supplier Home Orders Shipments Finance Product

See 3 above - Search Field — Allows the user to enter a document number and search for purchase
orders, releases, invoices, and shipment notices.

Search PO Number v Go

See 4 above - Quick Links — Displays a typical procure-to-pay flow of Oracle’s iSupplier Portal. Clicking on
any of these links will directly load the corresponding page.

Orders

= Agreements

= Purchase Orders
= Purchase History
Shipments

» Delivery Schedules
» Overdue Receipts
Receipts

» Receipts

= Retumns

» On-Time Performance
Invoices

= Invoices
Payments

= Payments




See 5 above - Notifications — Notifications are messages waiting for supplier users to review. Some
notifications are view only, while other notifications require an action from the user. Clicking on a notifications
subject line will open the “Notifications Details” page displaying the complete notification details as well as any
action buttons.

| Notifications
Full List
A6y
Subject Date -
Standard Purchase Order 1177576, | requires your acceptance 30-5ep-2019 15:40:34
Blanket Purchase Agreement 1177554, - BPA for ACK Testing) requires your acceptance 26-5ep-2019 08:02.48
Blanket Release 11775544, | BPA for ACK Testing) requires your acceptance 24-5ep-2019 15:16:37

See 6 above - Orders at a Glance — This section will display the five most recent purchase orders/releases
issued to the supplier. Clicking on a PO Number will open and display the purchase order/release details.

L\_ Orders At A Glance

Full List
He
PO Number Description Order Date
1177577 30-Sep-2019 16:07:31
1177576 30-Sep-2019 15:40:32
1177555 26-Sep-2019 10:06:46
1177554 BPA for ACK Testing 26-Sep-2019 08:02:48
1177523 25-Sep-2019 00:56:44

See 7 above - Shipments at a Glance — This section will display 5 most recent shipments. Click on a
shipment number to view the details of a recent shipment.

LL Shipments At A Glance

Full List
H=e
Shipment Number Packing Slip Shipment Date
PO-1177526-REJECTED 04-Sep-2019 00:00:00
CMS-ASN-PO1177526 PS#1177526 03-Sep-2019 00:00:00

UPS12345 19-Aug-2019 13:28:35




User Preferences

User Preferences

Users can change settings or preferences at any time using the Global Button “Preferences” in the upper right
hand corner of the screen. The various preferences that can be changed are:

e General — Language, Territory, Time Zone, Client Character Encoding, and Accessibility features. (Note: Date
and time values are always displayed in the users preferences even if DAA is in a different time zone.)

e Notification — Select how notifications are to be received in e-mail. Select HTML mail with attachments.
e Formatting — Define how the date/time and numbers are presented in the user account.

e Password — Reset or change the user account password. (A valid password must be at least eight but not more
than 30 characters. Passwords can be numeric, alphanumeric, or special characters.)

To save changes that have been made, select the “Apply” button towards the right hand of the screen located
near the top or bottom of the page. To discard changes, select “Cancel.”

P DAIKIN S A O Kk O AP e @ O

Supplier Home Orders Shipments Planning Finance Product Administration

General General Preferences Cancel Resetto Default Apply
Display Preferences
Lol Languages
Application Current Session Language American English M ®
Default Application Language American English M@
Catalog Preferences
Accessibility

Purchasing Defaults

P LM DS TS Accessibility Features  Screen Reader Optimized| v (&)

Visual
Home Page Style Framework Tree l] @
Page Header Display Style Icons Only [v]
Top-level Menu Display Style Links Only v @

Access Keys

[] Disable Access Keys

& TIP Select this check box to disable access keys in all accessibility modes.
Regional

Territory  United States v
Date Format  dd-MMM-yyyy (04-Oct-2019) [~ |
Timezone (GMT -05:00) Central Time  [V]
Number Format  10,000.00[ V]
Currency E
Client Character Encoding \Western European (Windows) E @D

Change Password

Known As
Old Password
New Password

Repeat Password
& TIP Please enter your old and new passwords. Passwords are case sensitive

Delivery Manager e-mail server credentials

e-Mail username

e-Mail password

Start Page

Responsibility
Page

Notifications

Email Style Notifications will be sent in your current default language, American English. HTML mail with attachments V]

Cancel | Resetto Default = Apply




Searching

Search PO Number v Go

The iSupplier Portal provides various locations to search for documents. Throughout these various fields and
pages common rules apply when looking for either a specific document or a list of documents. Some common
search fields include PO Number, Invoice Number, Payment Number, Date(s), and Status. When searching,
make note that several fields are case sensitive.

Another important search function is use of Oracle’s wildcard “%” to search for generic items. For example, to
search for all orders beginning with 20009 and ending in 5, a user would need to enter 20009%5 in the search
field. It is important to know that the “%” does not control the number of characters in the search results,
meaning it may show 200095, or 2000915 as possible results.

Simple Search

Simple Search

Organization Q Item Number Q

PO Number Ship-To Location Q

Supplier item Q Promised Date (719-Sep-2019) [

Item Description Need-By Date (719-Sep-20189) [
Go  Clear

To aid the user when entering search criteria, Oracle provides icons next to fields that require special
formatting or the use of a predefined list of values from within Oracle. These icons consist of a calendar,
flashlight, and quick select.

Calendar— A “ fe “icon may appear next to a date field. If so, clicking on this icon will open a pop-up
window displaying a calendar. Clicking on a specific day on this calendar will close the window and enter the
selected date into the search field. Note: Date formats, unless altered by the user, will default to DD-MON-
YYYY (01-JAN-2019).

Glass—A*“ miE icon may appear next to various search fields. This icon represents the use of a value that
has been predefined or entered into Oracle already. Examples of this may be a Buyers name, a ship-to
location, or an item number. Clicking on this icon will open a pop-up window displaying a list of predefined
values. Entering “%” in the search field and selecting “Go” will list all of the available values for
the field.

¥
Quick Select—A*“  “icon may be displayed when viewing lists of values within Oracle. Clicking on this
icon will select the value to the right of the icon, close the popup window, and enter the value in the search field
automatically.

When using either a simple search or advanced search, enter the various search criteria needed to perform the
query in the various fields and select “Go.” Results, if available, will be displayed below the search fields
populating various columns with data. If no results are available, the text “No results found” will appear in the
search results portion of the page.



Advanced Search
Views
Specify parameters and values to filter the data that is displayed in your results set.
— ® Al O Any
PO Number is [v
Document Type s [V] Q
Order Date s [v] (19-Sep-2019) fa
Buyer is [v] Q
Go  Clear Add Another  Acknowledgement Status[v] = Add
Select Order: | Acknowledge  Request Cancellation  Request Changes  View Change History l\ﬂ' <] Previous |1-25 E Next 25 P
5 Change Terms &
PO Number . Rev OP.E Ny | Feeumeot Description Order Date - Buyer  Currency Amount Status Request  Acknowledge By Conditions /
Unit Type
Status Attachments
O 1msmT 0 Standard PO 30-Sep-2019 16:07:31 usD Accepted 01-Oct-2019 15:40:32 ﬂ
o Requires AR fi
O 1775786 1 Standard PO 30-Sep-2019 15:40:32 usD Acknowledgment 01-0ct-2019 15:40:32 5
O 1177555 2 Standard PO 26-Sep-2019 10:06:46 usD Accepted 28-Sep-2019 00:00:00 U

Note: If more than one page of search results is available, navigation links will appear on the upper right hand
of the search results.

Previous 1-25 [v] Next25 P

Sorting:

To change the way search results, or other information, are sorted click on the column heading that needs to
be adjusted. The page will reload with the data sorted. Click on the same column heading a second time to
reverse the sort order. Note: As shown below column headings with “sort” symbol only can be sorted.

select Order: | Acknowledge  RequestCancellation ~ RequestChanges  View Change History l\ﬂ " Previ

c Change
PO Number 2. Rav Sﬁﬁratmg ?:::ment Description Order Date ~ Buyer  Currency Amount Status Request  Acknowledge
Status




Exporting Data

iSupplier offers the ability to export data from several locations into a .CSV (Comma Separated Value) file.
Once exported, the file can be viewed by several programs providing the ability to filter, sort, or even upload
the data to other applications.

While navigating through iSupplier, screens such as Order Details, Invoice Summary, Purchase Order History

(and others) may include an option to Export ( ERETY ) the current data. Clicking on the “Export” button will

take the information on the screen and create a file named “Export.csv” to download. The user will be
prompted to either save or open the file. For this example, select “Open.”

Do you want to open or save export.tsv from 7 Open Save v| Cancel




