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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 Purchasing Documents
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 Purchasing Documents

Infroduction

Suppliers can view all Purchase Orders that have been approved. The Orders have

supporting documents that are available for review.

Steps

Action

My Team Supplier Portal

=

Supplier Portal

From the Home page, select the Supplier Portal tab.

Good afternoon, Tony Fargus

Tools

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

Supplier Porial

Supplier Portal
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Step

Action

The Supplier Portal work area is displayed.

Supplier Portal

Requiring Attention

Recent Activity
Last 30

Transaction Reports
Las1 30 Days

1 PO Purchase Amount 450K GBP

Supplier News

Company Profile

+ Manage Profiic

<

Under Tasks, select Manage Orders

| Orders |
at the top of the Tasks list.

I » Manage Orders I

The Manage Orders page is displayed.

Manage Orders @

Headers  Schedules

4 search [ Agvanced || Manage Watchist | soved scarch [t 0raers

T

e lsed Socumes

Billto Bl

Search Results

Adions v \ieww Fomstw 7 7 & Detach

Order Order Date  Description Supplier Site Ordered Currency Status

Cycle Date

No search conducted

=

Life  Creation

Enter sufficient criteria to return the
desired Purchase Order.

Search

Select Search.

Orders meeting your search criteria are displayed.

Manage Orders &

Headers  Schedules

» search | Advanced || Manage Watchiist | Saved Search | A1 Orders

Search Results

Actions w View v Fomat v [ Detach

BB

Order OrderDate  Description Supplier Site

Iaumauazzl 11:5ep-2025  Development of Training Material Main

Buyer Ordered Currency ~Status

Cycle Date

ERPSAAS_IMP 450.450.00 GBP Open

Life  Creation

S 11Sep2025.

Note: If the required order is not found, adjust the search criteria and search
again.

Supplier Portal
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Action

Select the Order number hyperlink.

BOE1000023

The Purchase Order is displayed.

Purchase Order: BOE1000023 @

4 General

Sold-to Legal Entity Bank of England
BilltoBU  Bank of England BU

Order BOE1000023

Status  Open

Creation Date  11-8ep-2025

Terms  Notes and Attachments,

Required Acknowiedgment  None

Payment Terms  Net 30

4 aqditional Information

Traffic Light Status:

Lines  Schedules

Actons v View v Fomalw 7 7

Buyer IMPERPSAAS_IMP_DEVIT

Supplier  Abacus Training Lid
Supplier Site  Main

Supplier Contact ~Lewis Richard

Bill-to Loc:

Bank of England

Shipto Location PUR,Front Enrance - Teeadnesdie Stee

ro
ices

Shipping Method
Freight Terms
FoB

ctooutage | ouoe | Actons | e | e |

Ordered  450,450.00 GBP

Description  Development of Training Material

Source Agreement  AGR1000026
Supplier Order

Master Contract

Context Prompt

Order Life Cycle

- -

0 0K 300K 4s0K

W Amount (G5P)

View Details

10.

Select View PDF.

P

. o((b View PDF

11.

&
A file will be downloaded for you®*®
You should locate the file onwyﬁur

system.

Select the file hyperlink.

Recent download history

PO_BOE1000023_0.pdf

21.8 KB » Done

®

Supplier Portal
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Step

12.

Action

The Purchase Order document is now displayed. When you have finished

viewing the document close the browser.

| Yourcomputerl." PO_BOE1000023 0 ~ I

Official Purchase Order

Supplier address:
Abacus Training Ltd
118 Stratford Road
Sandy

SG19 7w

Bank of England

Q B &

Page 1of 1

Delivery address:
Bank of England
Front Entrance
Threadneedle Street
Landon

EC2R 8AH

Date: 11-5ep-25

Official Purchase Order Reference: BOE1000023

The Bank of England have a "No PO, No Payment™ Policy. Please ensure that all invoices and
other communications to the Bank state the Official Purchase Order Number references. Invoices
which do not state this information will be rejected and returned to the supplier unpaid.

Goods andlor Services

Development of Training Matarial
Delivery of Training Material

Procurement Queries To:
Central Procurement Team
Procurament Divisan
Threadneadie Streat
Landon

ECZR BAH

Email: AskProcurement@bankofengland.co.uk

Terms & Conditions:

Part Code Quantity UOM Unit Price Line Caost
Samvices £ 450,000.00
Rate Based 1 Daily £ 450.00 E 450.00
Samices

Total cost of order (ex VAT): E 450,450.00

Invoice Oueries To:
F'ayments Team
Finance Division
Threadneedle Strest
London

ECZR 8AH

Email: FinanceDivisionPayments Team@&bankofengland.co.uk

Unlass otherwise contracted, you are agreeing to provide the goods andfor services described above under the Tarms and

Conditions of the Bank of England. To view thase terms in full please go to the Bank of England website

( https-ifwww. bankofengland. co.uk/- media/boeffiles/aboutterms-and-conditions-for-procu
.- | = d = N e polET A gr

rement.pdf]

Note: The image above is a sample from a test system and may look different

when the system is live.
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Step Action

13.| The Purchase Order is displayed.

Purchase Order: BOE1000023 @

Main

4 General

Sold-to Legal Entity Bank of England Supplier  Abacus Training Ltd

BilltoBU  Bank of England BU Supplier Site  Main

Order  BOE1000023 Supplier Contact ~Lewis Richard

Billo Location  Bank of England

Status  Open
Buyer IMPERPSAAS_IMP_DEVIT Ship-to Location

Creation Date  11-Sep-2025

Terms  Notes and Attachments.

Required Acknowiedgment  None Shipping Method

Payment Terms  Net 30 Freight Terms

FoB

4 Additional Information

Traffic Light Status:

Lines  Schedules

actons v View v Fomatv 51 G 1 Detacn

PUR- Front Entrance - Threadneadle Street
- Senvices,

ckooweios | Viw POF | Actons + | peess | v |

Ordered  450.450.00 GEP
Description  Development of Trsining Materal
Source Agreement  AGR1000025
Supplier Order

Master Contract

— Requires signature

Pay on receipt

— Confiming order

Context Prompt

Order Life Cycle

= -

0 oK 300k 450K

W Amount (G57)

View Details

14.| Select the Actions drop-down.

15.| Select View Document History from J

the menu. &
Q}'b

Actions ¥

Edit

Cancel Document

WView Document History I

View Change History

View Revision History

16.

The Purchase Order Document History page is displayed.

Document History: BOE 1000023

Buyer IMP ERPSAAS_IMP_DEV1T
Sold-to Legal Entity Bank of England

Order  BOE1000023

Description ~ Development of Training Material
View v Format v (=] Detach
Action Performed By Action Date Additional Information
4 origi IMP ERPSAAS_IMP_DEVIT 11-Sep-2025 0957
Implement R 11-5ep-2025 0956

Supplier  Abacus Training Ltd

Note: The document history shows the creation date of the Purchase Order.

17.| Select Done.

Supplier Portal
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Step

18.

Action

The Purchase Order is displayed.

Purchase Order: BOE1000023 @ View PDF  Actions ¥ | Refresh m Order Life Cycle

Main

4 Additional Information

Traffic Light Status: Context Prompt

Lines  Schedules

actons v View v Fomatv 51 G 1 Detacn

 Geners = -

Sold-to Legal Entity Bank of England Supplier  Abacus Training Ltd Ordered 45045000 GBP
BilltoBU  Bank of England BU Supplier Site  Main . _
Description  Development of Training Material o ok sk ek
Order  BOE1000023 Supplier Contact ~Lewis Richard Source Agreement AGR1000625 W Aot (©57)
Status  Open Billo Location  Bank of England Supplier Order
Buyer IMPERPSAAS_IMP_DEVIT Shipto Location PR FrontEntance - Treadneedi Stet Master Contract View Details.
Creation Date  11-Sep-2025
Terms  Notes and Attachments.
Required Acknowiedgment  None Shipping Method " Requires sgnature
Payment Terms  Net 30 Freight Terms
FoB Pay on receipt

19.

20.

Select the Actions drop-down.

Select View Revision History. Rl Actions v
Q

Edit

& Cancel Document

WView Document History

View Change History

I View Revision History I

21.

The Purchase Order Revision History page is displayed.

Revision History: BOE1000023

Curtency = Pound Sterling

v rmay P B = Detacn

Revision Change Order  Description & v Creation Date Initiating Party  Initiator

0 Development of Training Material 11.56p-2025 Buyer IMP ERPSAAS_ IMP_DE

Amount Change

+450,450.0

Note: If revisions have been made to the Purchase Order, they are shown
here. There have been no revisions to the Purchase Order shown above.

22.

Select Done. m

Supplier Portal
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Step

Action

23.| You are returned to the Purchase Order.

Main
4 General

Sold-to Legal Entity

Billto BU

Order

Status

Buyer

Creation Date

Terms  Notes and Attachments

Note o Supplier

4 Aaditional Information

Lines  Schedules

Actions v View v Formal v

Purchase Order: BOE1000023 @

Bank of England Supplier  Abacus Training Lid

Bank of England BU Supplier Site  Main

BOE1000123 Supplier Contact  Lewis Richard

Open Billto Location  Bank of England

IMP ERPSAAS_IMP_DEV17 Ship-o Location PUR-Front Entrance - Thieacneede Street
- Senvces

11-5ep-2025

Traffic Light Status:

PR ) Detach

Ordered  450,450.00 GBP
Description  Development o Training Material
Source Agreement  AGR1000026
Supplier Order

Master Contract

Attachments. None

Context Prompt

- -

o

0K 200%

W Amount (GEF)

View Details

Requested  Promised uom Lif

Line Description Location  po e ate Delivery Date QUMY ol Status - (I

1 Development of Training Material PUR-Front... 18-Sep2025  13-Sep2025 open

2 Deliveq of Training Material PUR_Front __ 188ep 2035 13.Sep2025 i Daily _Open _

00K

24.| Select Done.

25.| Select the Home icon to return to the

Home page. <

XN
<

A

R

X
\OQ/

&
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Change History

Version

11/09/25

Submitted for
second review

v1 — File Initial version created for internal review
created
19/09/25 | v2 - Internal QA | Updates made following internal QA. Submitted for
Updates / SME review.
Submitted for
first review
23/09/25 | 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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