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External Supplier:
View Receipts Job Aid

Version 1.0 / Updated March 25, 2025

This job aid provides step-by-step instructions for external supplier administrators on how to View
Receipts 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.

Good morning, Test Supplier User 1

Supplier Portal

,

Supplier Portal
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2. Orders are managed from the Manage Orders task within the Company Profile task group.
Accessing the Manage Orders requires BHE External Supplier Transaction JR role
access.

%mn Prod Support - Dev
Supplier Portal

Tasks

Orders
Requiring Attention

+ Acknowledge Schedules in Spreadsheat
Agreements
« Manage Agreements
Channel Programs
+ Manage Progrsms.
Shipments

+ Manage Shipments

+ Creatz ASN

orASBN W Schedules Overdue or Due Today Bl QuesSonmaires
+ View Receipts

+ \iew Retums

Contracts and Deliverables Supplier News

+ Manage Contracts

+ Manage Deli

Consignad Inventary
+ Review Consumption Advices
Invoices and Payments

+ Creatz Invoicz
« Create Invoice Without PO
+ \iew Invoices

+ ViewPayments
Negotiations

+ View Active Negotistions
+ Manage Respanses
Qualifications

+ Manage Quss

+ View Qualfications
Company Profile

+ Manage Prafile

Recent Activity
Last 30 Days

No data available

Transaction Reports
Last 30 Days

No data available
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3. Manage Orders displays key search functions such as Bill to Business Unit, Order,
Status and Closed Documents as shown below.

%Elm‘:'“ Nx ' prod Support - Dev [a= @ TU
Manage Orders @ @

Headers  Schedules

4 search Advanced | Manage Watchlist | Saved Search ‘A[I Orders v‘

Sold-to Legal Entity BuEesSuni v ‘ Order ‘
Bill-to BU v ‘ status [ v ‘

Supplier Site ‘ ‘ v ‘ Include Closed Documentg ‘ Yesv‘

( Search\ Reset H Save... ‘

—
4. Click on the Order Number.
. Berksuire Harnaway
«Emv. Prod Support - Dev O | @ U
Manage Orders @ @
Headers  Schedules
) Search Ad i | Manage Watchlist | Saved Search | All Orders v
Search Results
Actions w View w Format w /‘ _}‘g 5 Freeze m Detach Wrap
L s e Life C
Order Date Description Supplier Site Buyer Ordered Currencyfl Status Cycle D
09/06/2024  300000758237868 DESMO1 Berntsen, Dustinn 100.00 USD Open ::3 0¢
2z E 06/25/2024  Testing Attachments DESMO1 HANNAN; Vastav 0.01 USD Open t:: 0¢
7 [ 06/20/2024  Testing Attachments DESMO1 HANNAN, Vastav 0.00 USD Canceled o 0¢
»
Columns Hidden 29
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5. Click View Details. This provides the Order Life Cycle
Purchase Order: PGE06215CPL @ m m Order Life Cycle

Wain Oderea
Received
4 General
Deivered
Sold-to Legal Entity  Cove Point LNG, LP Supplier  SAM B2B TEST PROD Ordered  16.520.00 USD —
Bill-to BU  BU PIPES EAST Supplier Site  DESMO101_CKIN Description  Services - TEST o o o T
Order  PGEOS215CPL Supplier Contact  TESTUSER 1 Source Agreement PGLO0NEPA [
Status  Closed Bill-to Location ~ GTS RIC PAYSITE Supplier Order
Buyer  Briales, Jose Ship-to Location  CPL COVE POINT OPERATIONS Master Contract
Creation Date  03/12/2025
Order Life Cycle: PGE06215CPL B:
Sokito Legal sty Cove Pa LN L Order Lite Cycle Oriered 1952000 USD
Order  PGEOB215CPL =
stped 000 UsD
Suppler SAM EZS TEST PROD s
‘Supplier Site  DESMO101_CKIN 2 Received 1852000 USD.
Suppler Contact TEST USER 1 £ e, Detvered 1952000 USD
Orerea 1052000 USD H Hed
£ e et 1052000 USD
.
4 In-Transit Shipmens
Actons v Vewv Fomatv BB 7 Detach | wiap
shipment ShipDate Tracking Mumber  Packing Sip Expected RecciptDate Shipped Carer il of Lading
Norst
Columes idden 2
4 Receipls
Actons v Vieww Fomatw JE B 1 Freere 7] Detach o Wiap
Recent ReceiptDate Shipment Ship Date Packing sip Retumed  Received  Deliered  Invoiced Open o invoice
st aurazmes? ww e s om om
 Invoices
Acbons v Viewv Fomstv B 5 Frere 7 Defach | Wiep
nvaice Invice Date  status nveice Tont Paid Matched Amount Receipt Packing sip
™ curmes  vacses 02000 ) o500

Columns Hidden 3

7. Review Receipt and Click Done.
Receipt: 5150 m

Summary
Supplier SAM B28 TEST PROD Packing Slip
Shipment. Waybill
Shippe Date Bill of Lading
Shipping ethod Note

Number of Supplier Packing Units Attachments None

Supplier Site DESMO101_CKIN

» Additional Information

Lines

Adions v View v 72

Tt D t Quantity
Item Di's"cri tion Document Type "ﬂ’b’:f" UOM Name  Currency  Receipt Date
P Ordered Retuned  Net Received Rejected
Services - TEST  Purchase order  PGE0G215CPL 16,520 o 16520 0 usp 03/1272025 751
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