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Infroduction

Learner Guidance

This step-by-step guide has been designed to help provide you with the confidence
and system skills required to fulfil your role.

Objectives
After completing this exercise workbook, you will be able to:

Review PO Status
Note

Please remember that every effort has been taken to make the service and training
documents as accurate and up to date as possible, but software, hardware and their
related information do change, therefore the documents are living documents, and will
be subject to updates over time to match system changes.

Remember to always check for any current releases of software, such as patches or
new versions.

The images within these training documents m@y differ slightly from the actual Oracle
screens used as it is possible to save chté)m searches and amend page layouts

(adding, removing, reordering columns ofqﬂ?ata
‘O
Please also note that where screen shots show the word “Negotiation”, users

will see the word “Tender” in their Oracle screens.
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Reviewing PO Status

Infroduction

Suppliers can view all Purchase Orders that have been approved. The transactions
against these orders can be reviewed to see any amendments, receipts and

matched invoices.

This process looks at how a supplier can view their Purchase Orders and the status

of these orders.

Steps

Me My Teamn Supplier Portal

+

Supplier Portal

From the Home page, select the Supplier Portal tab.

Good afternoon, Tony Fargus

Tools

Others

2. | Select the Supplier Portal tile to
access the Supplier Portal work
area.

Supplier Portal
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Step Action

3. | The Supplier Portal work area is displayed.
Supplier Portal
- - -
o:
Requiring Attention LR;::ﬁe(pt Activity Eﬂ?ﬁ‘,‘:" Reports
7
il
4. | Under Tasks, select Manage Orders | Orders
at the top left of the page.
I » Manage Orders
5. | The Manage Orders work area is displayed.
Manage Orders @ m
4 search [ Agvance | Manage Watchist | sovea search [ orders v
Y-
Actions w Vieww Fomatw 71 =7 Detach
6. | Enter sufficient criteria to return the Search
desired Purchase Order.
Select Search.
7. | Purchase Orders matching your search criteria are displayed.
Manage Orders & m
» Search [ Advanced | Manage Watchist | soved Search |1 Orders v
Note: If the selected order is not returned, adjust the criteria and search again.
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Action

8. | Select the Order number hyperlink.

BOE1000023

9. | The Purchase Order is displayed. On the right hand side of the page the
Order Life Cycle can be viewed.
Purchase Order: BOE1000023 @ [ ncinoiedas [ view ror | csons -+ | raresn [ vone [ I

Main
e ~ [
Sold-to Legal Entity  Bank of England Supplier  Abacus Training Lid Ordered  450,450.00 GBP
BilltoBU Bankof England BU Supplier Ste 1t
ill-to ank nglan upplier Sit ain Description  Development of Training Material L] 150K 300K 450K
Order BOE1000023 Supplier Contact _ Lowis Richard Source Agreement  AGR1000028 B At (387)

Status  Open Billto Location  Bank of England Supplier Order

Buyer IMP ERPSAAS_IMP_DEV17 Ship-to Location PUR F nt Entrance - Threadneedie Street Master Contract View Details

Creation Date  11-5ep2025

Terms  Notes and Attachments
Required Acknowledgment None Shipping Mothod " mequres sgnatre
Payment Tems et 30 Freight Terms
ros Pay on receipt p
— Gonfiming order
4 Additional Information
Traffc Light Status: Context Prompt
Lines  Scheduies
Actions v View v Fomat v 7 [F ] Detach

Note: In the above example, it can b% seen that no other transactions have
taken place against this order. Qﬁce the order is receipted and invoices are
matched, other options will bg;évallable

10.| Select View Details.

11.| The Order Life Cycle is now displayed.

Order Life Cycle: BOE1000023 [ Dore |
Sold-to Legal Entity Bank of England Order Life Cycle Ordered 450,450.00 GEP
Order  BOE1000023 =0
a0 Shipped 0.00 GBP
Suppler Abocus Traing g o0
Suppiir Ste. Main g o Received 000 G8P
Suppiior GontactLewis Ricard & " belveres 000 GEP
Ondered 450,45000 GBP g o B o )
£ o Invoiced 000 G8P
soc
5
4 In-Transit Shipments
Adions w View v Formalw 7 7 ] Detach
Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading
Noresuls found
Coumns Haen 2 g
4 Receipts
Adions w View v Formalw [ & 7 Detach
Receipt Receipt Date ~ Shipment Ship Date  Packing Slip Returned Receive d Delivered  Invoices d  Open to Invoice
Noresuls found
Columms Hidden 3
4 Invoices
ol Eoual 2=

Note: The graph shows the pictorial view of the order status and includes the
amount ordered, received and invoiced.
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Step Action

Note: The sections below the life cycle graph will list processed receipts and
invoices containing links to view the data.

12.| Select Done. m

13.| You are returned to the Purchase Order. At the bottom of the page individual

lines can be viewed.
Purchase Order: BOE1000023 @ m mw m Order Life Cycle

Main

T o -

Ordered  450,450.00 GBP

Sold-to Legal Entity Bank of England
n Development of Training Material 0 ok ook sk

Billo BU  Bank of England BU
Order BOE1000023 Suppli nt  AGR1000026 W Amount (GBF)

Status  Open Bill-to Loc Bank of England
View Details

Buyer IMPERPSAAS_IMP_DEVIT don PUR- Front Entrance - Threadneedie Strset
- Senvices

Creation Date  11-5¢p-2025

Terms  Notes and Attachments.

Required Acknowiedgment  None Shipping Method — Requires signature

Freight Terms

Payment Terms  Net 30
FoB Pay on recsipt i ©)
— Confiming order

4 Additional Information

Traffic Light Status: Context Prompt

Lines  Schedules
actons v View v Fomatw 515 1 Detacn

)
14.| You can review the Purchase‘pOrder Lines.

Lines  Schedules

‘Aﬁ\uns v ‘\ﬁe’w v Fomatw 7 5 s Detach
Additional Information
Line Item Description Quantity UOM Price  Ordered Status Service Start  Service End
Triage Tool . Procurement .
Rof: Contract Ref:  proe ot Floor Location:  Date: Date:
1 Development of Training Ma 45000000 450,000.00 Open  TR1234567
2 Delivery of Training Material 1 Daily 45000 45000 Open  TRa567891

15.| Select the Home icon to return to the Q
Home page.
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Change History

Version

11/09/25

Submitted for
second review

v1 — File Initial version created for internal review
created
22/09/25 | v2 - Internal QA | Updates made following internal QA. Submitted for
Updates / SME review
Submitted for
first review
25/09/25 | v3 — 1stEdit/ File created with no SME review undertaken

v4 — 2 Edit if
required
v5 — Final
version Q&
oQQ}%O
2
Business Sign off &

Final version

Signed off by
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