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External Supplier: 
Manage Orders Job Aid 
Version 1.0 / Updated September 1, 2025  

This job aid provides step-by-step instructions for external supplier administrators on how to 
manage orders in the supplier portal. 

Part 1: Navigate to Company Profile 
1. From the Oracle Fusion landing page, select the “Supplier Portal” tile as shown below. 
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2. Orders are managed from the Orders tile. Accessing the Manage Orders requires BHE 
External Supplier Transaction JR role access. 

 
3. Manage Orders displays key search functions such as Pending Supplier 

Acknowledgment, Draft Change Orders and Overdue. 

 
 

 

 



 

 
 
For internal use only Page 3 of 3 Adding Supplier Contacts / Version 1 

 

 

 

4. Orders requiring acknowledgment are displayed here. You can also acknowledge the 
order by clicking into the order 

 
 

5. Click on the ellipsis (…) to acknowledge the order. 
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