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Introduction to iSupplier Portal

Oracle iSupplier Portal enables secure transactions between buyers and suppliers using DMZ access creating a neutral zone between AT&T’s private network and companies supplying goods or services. Using Oracle iSupplier Portal suppliers can monitor their procure-to-pay cycle by accessing their information directly from AT&T.   As a supplier you can view purchase orders, view receipts, view invoices and view payments.  This guide contains information on how to use the Oracle iSupplier Portal application. 
Things you will need to sign into iSupplier Portal

1. User Name and Password

a. Upon Registration you will receive an email containing your Username.  This is generally your email address.

b. Also, upon Registration you will receive a temporary password.  You will be required to change this password on your first sign in.  This password must be at least 7 characters long and can contain letter or number.
c. For iSupplier Password Reset, please email the iSupplier Helpdesk @ g11041@att.com and provide the username that needs to be reset.

2. iSupplier Portal URL

a. Your initial registration email will also contain a link to the iSupplier Portal gateway.  Please add this in as one of your favorites.  
https://scmpurchasing.att.com
3. iSupplier Website

a. The website contains job aids, forms, and templates relevant only to the iSupplier Portal.  Also, there is a link to the iSupplier Portal.  
Please add this in as one of your favorites.  Note this is a different website than the iSupplier Portal URL: http://www.attpurchasing.com/#HeroOffer2
4. iSupplier Helpdesk
a. The iSupplier Helpdesk supports the iSupplier application, its customized functionalities including the uploading of invoices, entering of data on the ‘PO Invoice Upload Template’, and any external users (suppliers) that have access to the iSupplier application.
b. The iSupplier Helpdesk can answer questions related to the submission of invoices and questions related to any iSupplier Upload reports but cannot perform any AP related functions to invoices once they have been ‘Accepted’ in iSupplier.   
5. Other Contact Information
Questions regarding invoice payment and hold resolution for Oracle related POs should be directed as follows:

Mobility PO related invoices (Billing address: PO Box 66786), contact G07382@att.com
Wireline PO related invoices (Billing address: PO Box 66785), contact G14385@att.com
IMPORTANT:  Inquiries for multiple late invoices (5 or more) must be submitted in MS EXCEL format including invoice #, Date and Purchase order number and additional notes questions remaining based on iSupplier research. PDF statements will be returned with these instructions.

If you have questions concerning supplier set-up, supplier/site maintenance, or remit to information, please contact the Vendor Management team at venmtce@att.com for assistance.

Setting Preferences





Preferences (Email Style)

Upon Initial Login, it is very important to set your email style preference.  This option must be sent to receive supplier notifications, as well as specifying the proper email format for those notifications
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In the upper right hand corner, after logging in, there is a preference link.  Click the preference link to set Email Style.
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At the bottom of the preferences screen go to the Notification Section and be sure Email Style is set to HTML Email.
AT&T initiated Registration
  Supplier registration completed for iSupplier Portal via AT&T
Scenario

The iSupplier Helpdesk receives a completed ‘User Request form’ from the supplier.  The system generates an email that contains a User Name, Temporary password and link (URL) to iSupplier Portal.  
Navigation

Supplier Users will receive an email notification informing them registration has been completed.  This email will contain the log on link, Username and Temporary Password.  As indicated in the email, you will be prompted to change your password upon login to the system.
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· Click the URL link from the email.  This will open the Login screen for the Oracle iSupplier Portal Application.  
· Type in the Username and Password provided in the Registration email
· Press Login
This will open the window prompting a password change from the temporary password provided in the Registration email to a permanent password
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To change your password
· Current Password – Type in the temporary password provided in the registration email

· New Password – Choose a password that you will remember. This password will be used going forward each time you login

· Re-enter New Password – This confirms the password you type in a above

· Press Apply
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Home Page - Notifications
Home Tab - Notifications
Scenario
From the Supplier Home Page, you have the access to display Notifications. The five most recent “Open” notifications will display automatically.  Full View allows you to search and filter notifications
· All Notifications

· FYI Notifications

· Notifications from Me

· Open Notification (Default)

· To Do Notifications
Navigation

Once you are signed into iSupplier Portal, there will be two sections of information that you can display at a glance.

1. Notifications – These are informational messages that can be FYI or To Do.  From the home page only 5 of the latest notifications will be displayed.  You can click on a specific notification or you can click the FULL LIST button to display all notifications

2. Orders at a Glance – From the home page only 5 of the latest POs will be displayed.  You can click on a specific PO or you can click the FULL LIST button to display all POs.
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Upon clicking the link to a notification, the detailed information for that specific notification will be displayed. 
[image: image7.emf]


Click OK to change the status of the Notification to a closed status.  This will return you to the full work list of notification and the notification will no longer be in the open notifications list.

Click the Return to Worklist link at the bottom left to return to the full worklist and leave the notification Open.  This will keep the notification in the worklist.

You can view notifications via the view section.

Full List

[image: image8.emf]


In the View Section of the Worklist, a drop down list is available to sort through notification.

1. All Notification

2. FYI Notification

3. Notification from Me

4. Open Notification

5. To do Notifications-not enabled presently
[image: image9.png]ORACLE’ isupplier Portal

7 Naigaor 80 Favortes v Home Logout Prefersaces_ Help Diagnaa

Sent Type From Due

Home Requests Orders Shipments Finance Product Home Logout Preferences Help Diagnstics





Notifications can be selected individually by checking each or all notifications may be selected by clicking the Select All Link.  

[image: image10.emf]


Once a notification has been viewed the notification changed to a closed status and will no longer display in the Main Notification Summary under Open notifications.

[image: image11.emf]


To Do Notifications- not enabled presently
To do notifications require an action that will result in generation of a response to the next person is the workflow.  
For example: The notification below will be sent to when a PO requires acknowledgement of receipt by the supplier.  This would be the equivalent of the “855 Acknowledgement” in EDI.  Once the Supplier accepts or rejects the PO, a notification is generated to the buyer informing them of the supplier’s response.

[image: image12.emf]


FYI Notifications

FYI notifications are informational and do not require an action or response.  These notifications can be closed by displaying the notification and pressing OK.  This will removed them from the OPEN notification list.
Home Page – Orders at a Glance

 Home Tab - Orders at a Glance
Scenario

Orders at a Glance will display the most recently updated POs.  These POs can be displayed by clicking the PO Number Link.  In addition, a full list of POs can be displayed by using the Full List button.

Navigation

Home(Orders at a Glance
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After selecting a PO, all details associated with the PO can be reviewed including the Header, Line, Shipment information, invoice, receipts, etc.
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  To export the PO data to a csv file, Click the ‘Export button’ (top right corner or the bottom right corner)
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You will receive a popup box asking you to choose whether you would like to save or open the csv file that contains the exported PO data.

[image: image16.emf]


Select what option you would like.  
Request Tab

Request Tab – Running the Custom Supplier PO Export Process Report
Scenario

How to submit the Custom Supplier PO Export Process Report
Navigation 

Request Tab-(Schedule
Click the flashlight icon [image: image17.bmp] and then  [image: image18.png]


 to get a list of available programs that can be ran.
Choose ‘Custom Supplier PO Export Process’ by clicking the ‘Quick Select’ button. [image: image19.png]


 ‘ 
Click on one of the [image: image20.png]


 buttons on this screen (either the top or bottom button will do).
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The “Request Name” field is optional. You can “name” the request and retrieve it for later use if needed. The same parameters will be used when the report is retrieved in the future.

Populate the form as to create the results wanted
1. PO Number (optional): Use this field to indicate that the details you are requesting are for a specific purchase order. Details will be reported only if the purchase order was last approved within the range of dates provided in the next parameters. 
2. Order/Revision Approval Date From (required): Enter the date in this format: DD-MMM-YYYY (example, 15-OCT-2010).
3. Order/Revision Approval Date To (required): Enter the date in this format: DD-MMM-YYYY (example, 15-OCT-2010). The date range should not exceed 30 days.
4. Email address (optional): A copy of the report will be emailed to the addresses listed here. Multiple email addresses can be entered. Separate using a semi-colon followed by a blank space. 
Click the [image: image22.png]


 buttons on this screen (either the top or bottom button will do).
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Review the information on this screen. If correct, click [image: image24.png]‘Submit



  button to continue. Otherwise, use the “BACK” button to go back to the previous screen and make any necessary changes.
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Confirmation is displayed.
[image: image26.emf]


A job aid with the same instructions is available on the iSupplier website (www.attpurchasing.com).

Request Tab

Request Tab - Monitor

Scenario

Monitor requests that are running or have been ran or completed at one time.
Navigation 

Orders Tab-(Monitor
Select the ‘Monitor’ option at the top of the screen to check the status of your request.
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The column labeled ‘PHASE’ will display the status of the process. Please wait until it changes to ‘COMPLETED’ before proceeding to the next step. Use the ‘REFRESH’ button to update the screen.

Select the ‘OUTPUT’ icon to open and save the information requested.

1. Select the ‘OUTPUT’ icon on the row containing your request.

2. Select ‘SAVE’ on the dialog box.

3. Navigate to the location in your computer where you would like to save the file.

4. Save the file as a comma-delimited file by changing the extension on the file name from ‘.doc’ to ‘.csv’ and change the “Save as Type:” value to ‘All Files’.

Select the ‘OUTPUT’ icon to open and save the information requested.

Use Microsoft Excel to open the file.

Please refer to the directions below if you entered an email address (es) in the parameters for the process and have received an email with a copy of the report attached.

Right-click on the attachment and select the “Save as…” option.

Navigate to the location where you plan to save the file.

Before saving the file, change the filename extension from ‘.zip1’ to ‘.zip’. Also change the “Save as type” option to ‘All Files’.

The file will be saved as a zipped file. Navigate to the file and extract the file. It will be saved as a comma-delimited .csv file in the location you selected.

Open the extracted .csv file using Microsoft Excel.

Orders Tab
Order Tab - Purchase Orders 
Scenario
The Orders tab will display the 25 most recent POs.
Specific POs can be searched for by using the ‘Advanced Search’ and then exported to a csv file in which suppliers have the ability to print, email, and/or save the results to their computer.

Navigation 
[image: image28.emf]


  To export the PO data above to a csv file, Click the ‘Export button’ (top right corner or the bottom right corner)

[image: image29.emf]


You will receive a popup box asking you to choose whether you would like to save or open the csv file that contains the exported PO data.

[image: image30.emf]


Select what option you would like.  

Orders Tab-(Advanced Search

[image: image31.png]ORACLE" isupplierPortal

Navigator v

Purchase Orders | Agreements | Purchase History

Purchase Orders

‘Specify parameters and values to fitter the data that is displayed in your resuts set.
® Show table data when all conditions are met.
O Show table data when any condition is met.

PO Number [is I ]

o o I —
i ove —
suyer O —Ja





This information can be exported or sorted using the columns that are raised

· PO Number

· Order Date
Order Tab (Print Purchase Orders (aka viewing or saving a PDF)
Select a PO number using one of the two methods discussed above (Views or Advanced Search).
Click the ‘Print Purchase Order’ button[image: image32.png]Print Purchase Order



.  A pdf of the PO will be displayed.  You can choose to print, email, and/or save to your computer.

[image: image33.emf]


Shipments Tab

Shipment Tab – Delivery Schedules
Scenario: 

The Delivery schedule screen provides the supplier the ability to look for specific shipment(s) using search criteria such as PO Number, AT&T Ship to Location, AT&T Item Number or Due Date.  

Navigation

Shipments Tab ( Delivery Schedule
Enter the criteria for the results that are needed > Click Go

To export the data above to a csv file, Click the ‘Export button’
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When exporting, you will be asked to  Open or Save your file.  

[image: image35.emf]


If you open you will receive the following dialog box showing the file being downloaded.  Once the download is complete the file will automatically open.  Notice this is in a comma delimited format.  It is recommended to save the file first and open via Excel with a (,) Comma delimiter 
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When saving the file, the default name is always Export.csv.  Be sure to rename the file before saving.
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After opening Excel, open the document and receive this dialog box.  Choose Delimited and click next
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Choose Comma with the Qualifier “and press Finish
[image: image40.emf]


The file is now properly formatted in Excel
[image: image41.png]i






Shipments Tab >Advanced Search

In the upper right hand corner of the Delivery Shipments screen is an advanced button that allows for a more refined search
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The advanced search screen allows you to add additional search critera 
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Shipments Tab

Shipment Tab - Receipts

Scenario: 

The Receipt function allows you to view of all the receipts that have been recorded for shipped goods.
Navigation

Shipments Tab ( Receipts

On the Shipments Tab, click the Receipt link to search/view receipts
This initial Search screen is the simple search that includes Receipt Date, PO Number and Receipt Location
[image: image44.emf]


To export the data above to a csv file, Click the ‘Export button’
You will receive a popup box asking you to choose whether you would like to save or open the csv file that contains the exported PO data.
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Select what option you would like.  

NOTE: The PO number and Receipt number links will provide further detailed information, if selected.
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Shipments Tab

Shipment Tab – Returns

Scenario: 

The Returns function allows you to view information and details about the return.
Navigation

Shipments Tab ( Returns
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Shipments Tab

Shipment Tab - Custom Shipment Notices

Scenario: 

To view Advance Shipment Notice (ASN) details

Navigation
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· Search parameter options: 
· ASN #
· PO #
· To/from date range
· Supplier name

· Supplier site

· Source (drop down menu): ‘EDI856’, ‘ISP_ASN_FORM’, ‘ISP_ASN_UPLOAD’, or blank

(EDI856 = transmitted via EDI; ISP_ASN_FORM = ASN is created online within iSupplier; ISP_ASN_UPLOAD = ASN is submitted via the template upload process) 

· Or leave all fields blank to do a ‘blind’ search (in which case, 30 days’ data will be shown, as below)
· “Blind” search result (notice the various ASN #s, dates & statuses):
[image: image51.emf]


· Select the ‘view’ box to see ASN details (defaults to ‘shipment lines’ tab):
[image: image52.emf]


· Click on ‘Show’ link or the + sign on a row (or ‘show all details’) to view line item details:

[image: image53.emf]


· Select the ‘shipment header’ tab to view ‘general’ shipment information about the order: 
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· If the ASN contains serialized data, it will be seen to the right of the ‘ship to location’ & ‘ship to site’ fields (as seen on previous page, under ‘shipment lines’ detail):
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· Select ‘serial’ box to view:
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(e.g., 1 Purchase Order, with 1 item: ATT.*********, quantity: 5 units)
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“Go Back” to previous page; 

“Home” to initial page of “view advanced shipment notices”

“Export”:  ‘save as’ (defaults to .csv format; can re-open & save file in excel format)
Finance Tab
Finance Tab – Create Invoice (if enabled)
Scenario: 

The Create Invoice function provides the functionally to upload a single invoice at a time using the iSupplier portal
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1. Step 1  - Purchase Order :  Enter Purchase Order Number to be invoiced–then select [image: image59.png]
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2. Purchase order is located and displayed

[image: image61.emf]


3. Click in the Select Box then select [image: image62.png]
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4. Step 2 – Details Screen is displayed
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5. Update Supplier Section with Remit to Information.  Click on [image: image65.png]



Note:  The Remit to field will auto populate if the supplier only has one Remit To option in the system.  Only Active Remit To sites are displayed.  If your desired Remit To site is not displayed or the Remit To information is incorrect then please contact the Vendor Management team at venmtce@att.com for assistance
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6. Search and Select Remit to screen is displayed.  Click on [image: image67.png]
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7.  Remit to Options are displayed.  Click on the [image: image69.png]


 or Select [image: image70.png]


 then [image: image71.png]



to populate the Remit To Information.
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8. Update the Invoice Section with Invoice Number, Invoice Date, and Invoice Description

Note: The iSupplier Create Invoice option only allows the creation of invoices.  Submission of a Credit Memo must be sent to Accounts Payable for manual processing. 
[image: image74.emf]


Invoice Number Requirements:
· Must not use special characters.
· Maximum 50 characters in length including spaces
· Unique Number.  Invoice Numbers may not be reused one entered into iSupplier application. 

Invoice description Requirements:
· Up to 240 characters; only the first 19 characters will print on paper checks.

· Do not use special characters.
Invoice Date Requirements:

· Format dd-MMM-yyyy
9.  Update the Item Section with the quantity to be billed.  The unit price defaults from the purchase order information.  

Note:  Quantity for Services are able to be entered in fractional amounts (i.e., 1.5, .5). However, Quantity for Goods must be entered in whole amounts (i.e. 1, 22, and 100)
[image: image75.emf]


10. Shipping and Handling Section.

This section allows the inserting of rows for charges for Freight and Tax.   The system limits the billing of one Freight and Tax Line for the invoice. To insert a row Click on [image: image76.png]


 and select the charge type from the pull down menu
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Note: Freight and Tax validations occur after the submission of the Invoice to Accounts Payable. Improper charges may generate an Invoice Hold.  Please Contact Accounts Payable for assistance.

11. After the lines are inserted into the section, update the Amount.  
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12. Click on [image: image81.png]


to advance to Step 3 – Manage Tax
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13. Screen displays Invoice  including Invoice Summary of all charges.

[image: image83.png]iSupplier Portal

>
Purchase Orders Details
Create Invoice: Manage Tax

* Supplier 'W.
* Remit To

‘Address
* Customer Tax Payer ID 44
Customer Name
Address
PO Number Line Shipment Item Description ‘Supplier Item Number ShipTo  Available ¢
- | '
Charge Type ‘Amount Descr
Freight Freigh

Tax Line Tax





14. Click on [image: image84.png]


 to advance to Step 4 – Review and Submit 
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15. Click on [image: image86.png]


 to complete the process

16. Confirmation message is displayed.  This is the only notification generated upon submission of the invoice.
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Finance Tab - Invoices Upload (if enabled)
Scenario

Uploading Purchase Order related invoice(s)  

Navigation

From the Finance tab choose ‘Invoices Upload’ to upload a file that contains a PO related invoice(s).
Select the “BROWSE” button next to the “Invoice File” field and navigate to the location where the Invoice Upload spreadsheet is located on your PC and select the appropriate file.

[image: image89.png]C

Wome | Requests | orders | Shipments | Fanga ] product

Submit

[N Cancel | [ submit




 Select the “FLASHLIGHT” icon next to the “Supplier Site” field.  Then click the ‘Go’ button. A list of valid pay sites for your supplier will appear. Please select one by clicking the ‘Quick Select” icon in the appropriate row.
Enter an email address. You will receive reports related to the upload status which may include details of any errors found during the validation process.

a. Multiple email addresses can be entered; please separate them using a semi-colon and a space. 
Select the ‘SUBMIT’ button to upload the spreadsheet.
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The system will display various requests while the process is running. Use the ‘REFRESH’ button above the status field (not the Internet Explorer Refresh) to update the status and view the progress of your request.

a. The column labeled ‘PHASE’ reflects the status of the request. It should change from ‘Pending’ to ‘Running’ then to ‘Completed’.

b. Additional requests may appear as the request progresses through processing.

c. Please wait until the ‘PHASE’ for all requests changes to ‘Completed’.

The system will automatically generate one or several email reports based on the results of the validation process.

a. In order for the data to in the reports to display properly, please open the report using MS Word or WordPad. You may need to save the attachment to a location on your desktop before opening the report.

b. The report(s) will provide a list of invoices successfully processed and may also include a list of errors identified during the validation process.

c. Rejected invoices should be corrected and resubmitted in a new file.

d. Accepted invoices should not be resubmitted in subsequent invoice uploads.
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Please allow 72 hours before attempting to view the accepted invoices online.

a. “Accepted” invoices uploaded via this process require additional processing by our Accounts Payable system and may not be approved for payment if other errors are identified.

Finance Tab

Finance Tab - View Invoices 

Scenario

View Invoices for status after submission and import to Account Payable

Navigation

The simple search screen can be used to search invoices.
From the Finance tab, choose ‘View Invoices’.

[image: image92.emf]


To export the data above to a csv file, Click the ‘Export button’
You will receive a popup box asking you to choose whether you would like to save or open the csv file that contains the exported PO data.
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Select what option you would like.  

Finance Tab

Finance Tab – View Payments

Scenario

Search Payments from the Finance Tab using Simple and Advanced Search

Navigation

The simple search screen can be used to search payments.

From the Finance tab, choose ‘View Payments’.
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To export the data above to a csv file, Click the ‘Export button’
You will receive a popup box asking you to choose whether you would like to save or open the csv file that contains the exported PO data.
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Select what option you would like.  

Finance Tab

Finance Tab – iSP to AP interface invoice errors
Scenario

Search for AP interface invoice errors after submitting the invoices by using the Create Invoice option or 

Uploading Purchase Order related invoice(s) using the Invoice Upload Process.

Navigation

The simple search screen can be used to search for interface invoice errors
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Results are displayed

[image: image98.png]Note that the search is case insensitive

File Name | J K/
PO Number aQ
PO Line Number Q
Error Reason Q
User Name Q
Invoice Number Q
Invoice Id Q
From Date
To Date &
Go | [ Clear
Export
Invoice Creation Invoice Invoice Invoice Currency Po Po Line
Vendor Name File Name Date Number Id Amount Code Number Number ErrorReason
R e I A S dves - — r
bt 8 WS, v oabrd et 1 s R ] - e -
bt A W v ah s R ] - e ”
bt A W v ah s R ] - e -
bt W dswa ot s R ] - e ”
bt W dswa ot s R ] - e -

ders Shipments Finance Product Home Logout Preferences





Exporting Results
Select [image: image99.png]



When exporting you will be asked to Open Or Save your file
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If you open once the download is complete the file will automatically open.  Notice this is in a comma delimited format.  It is recommended to save the file first and open via Excel with a (,) Comma delimiter 
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After opening in excel, select column A
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Select Data then select  [image: image103.png]Text to
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Convert Text to Column Wizrd is displayed
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Select Delimited then Next>
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Select Tab and Comma then press Finish
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The file is now properly formatted in Excel
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Note:  additional serial types may be visible in production (such as MAC IDs) which are not   currently captured in this screen shot











Enter the search parameters then select Go.  





Note:  An opened ended search with no defined search parameters may be requested.  However, the search will only display results for the last thirty days.   
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