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Supplier Registration

ISupplier Registration
Supplier users will receive a registration email that provides the link (log on) to the portal and the *User
Name and *Password.

(Example of Email Below)

From: Workflow Mailer <***** @chartermfg.com>

Reply-To: <*****@chartermfg.com>

Date: Wednesday, February 07, 2018 at 11:01 AM

To: John Doe <johndoe@xyz.com>

Subject: FYI: Charter Manufacturing Supplier Collaboration Network: Confirmation of Registration

To JOHN DOE

Sent 10-JAN-2018
10:00:00

ID 2692391

You have been registered at Charter Manufacturing for access to their supplier collaboration network.
You can log on with the username johndoe@XYZ.COM and the password Oi3*AD63.

When you first log on, you will be required to change your password for security purposes. Contact
administrator for additional information.

Thank you.


mailto:johndoe@xyz.com
https://cs-supplier.chartermfg.com/OA_HTML/AppsLocalLogin.jsp
mailto:johndoe@XYZ.COM
mailto:cottrella@chartersteel.com

Login to Portal

Using the User Name and Password you received from an email notification, login.

User Name

johndoe@XYZ.COM

Passwword

Login Assistance

Register here

Accessibility
None
Language

Cengien

Select Login
The system will immediately ask you to change your password.
Password rules:

1) Contains at least one letter AND at least one number
2) Cannot contain the username
3) Cannot contain any repeating characters

4) Length is at least 7 characters
5) Cannot be repeated within 12 months
6) Expires every 90 days

Save iSupplier website to your favorites

https://cs-supplier.chartermfg.com/OA HTML/AppsLocallLogin.jsp

i
=

&5

Add to favorites |


https://cs-supplier.chartermfg.com/OA_HTML/AppsLocalLogin.jsp

Request Additional Users

Businesses who wish to have multiple users access the iSupplier Portal can register by

completing the Supplier User Registration Page.

1. Click on Administration Tab (Example Below)

A ministraf{

Select Contact Directory

rofile Managenent

CSesrnespzal

Crormipany rrofile
Organmzation

Address Book

Contact DIrcctor:
Business Classifications

Product & Services

Bankina Dolails

2. Select Create

Coye{ct Directory : Active Contacts

Create | 13 o (o £ w [il]

Mayrment & Inwvoicing

Surveys

3. Enter User information (Example Below)

Usor Account

Alternats 1

Cancel  Appiy

Phone Ares Code 263

4. Select Create User Account for this contact (Example Below)

5. Enter Supplier Name (Example Below)

Create User Account for this Contact

* Supplier Name XYZ Company

* Username jane doe@XYZ com

6. Select Apply (Example Below)

Apply

Request will be sent to Charter Manufacturing. Once request is approved user will receive
Charter Manufacturing Supplier Collaboration Network: Confirmation of Registration. User will
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logon with the username and password provided in email. When user first logs on, they will be
required to change password for security purposes

Request Password Reset
Users can reset the password with the Login Assistance from the main page or by Contacting the
Procurement Hotline 1-888-238-6058

1. Click Login Assistance (Example Below)

Usaer MName

Passwwon ol

Aaccessibhility
B —"—

L amguiaacg <

T

2. Enter User Name (Email Address) and Select Forgot Password

Login Assistance

* Indicates required field

Login and Technical issues please call Procurement Hotline 1-8828-232-6058

Forgot Password

Enter your user name., instrgictions for how to reset your passwopd will be emailed to you.

User Name iehn.doe@xyz.com| 3= Forgot Password

Forgot User Name

Enter the email address associated with your account, your user name will be emailed to you.

Email Forgot User Name

(Example: firstlast@domain.com)

=, Confirmation

ye¢ You have been sent an email in response to your request to reset your password. Contact the system
administrator if you do not receive it shortly.

—




Purchase Orders
Viewing Purchase Orders

When Charter Steel enters a purchase order in Oracle Purchasing, the purchase order details are
available to you in the Oracle iSupplier Portal.

1. Login to Supplier Portal and Orders at a Glance will be displayed on Supplier
Home Page (Example Below)

L\__ Orders At A Glance

Full List

H e

PO Number Description Order Date

678611 T&M # 2171place #1 Lift Cylinder on the Cooling Bed 02-Feb-2018 14:25553
678610 T&M #: 217150-98286 Replace #1 Lift Cylinder on the Cooling Bed 02-Feb-2018 10:29:13
676676 No0. 98237 Repairs to 21r shear pit walls 25-Jan-2018 11:01:14
678498 T&M #: 217150-98286 Replace #1 Lift Cylinder on the Cooling Bed 23-Jan-2018 14:44:54
678496 T&M #: 217150-98285 Inspections to #3 EAF Electrode Arm 23-Jan-2018 14:42:07

2. Click on PO number to view detailed information. If purchase order is not
displayed'select Full List (Example Below)

I_L Orderg At A Glance

Full List
=2
PON Description Order Date
678611 T&M # 2171p|ace #1 Lift Cylinder on the Cooling Bed 02-Feb-2018 14:25:53
678610 T&M #: 217150-98286 Replace #1 Lift Cylinder on the Cooling Bed 02-Feb-2018 10:29:13
676676 No0. 98237 Repairs to 21r shear pit walls 25-Jan-2018 11:01:14
678498 T&M #: 217150-98286 Replace #1 Lift Cylinder on the Cooling Bed 23-Jan-2018 14:44:54

678496 T&M #: 217150-98285 Inspections to #3 EAF Electrode Arm 23-Jan-2018 14:42:07



Purchase Order Acknowledgement

You will acknowledge purchase orders to communicate to Charter Manufacturing that you have
received, reviewed the details of, and accepted or rejected a purchase order. You can also
communicate changes to the purchase order during acknowledgment. You can either
acknowledge the order online, or accept or reject the order using the notification.

When you respond, the purchase order is automatically updated, and a notice is sent to the buyer
and stored in the document history.

Below is an example of the notification that will be sent to your email address and will be
available in the notification page of the iSupplier Portal.

1. Purchase Order Acknowledgement using Email Notification (Example Below)

Select PDF Documents in References to view purchase order details (Example Below)

sacheg | (2] Notfication Detaltmi | KM PO 81 676119.0 Usipo
AHAED 1 8 | 702 bytes &~ 24KB

Date: Wednssday, February 14, 2018 at 11:15 M
Toc Jobn Doe <john e
Subject: 5.~ Standard Purchase Order E78113,0 requires your acreptance

From: Buyer, At Charter Mamulacturing

Phzase review the purchase order and any other document attached b this message.

Please dlick on one of the following chaites bo automatically generati an E-mail respanse. Before sending the E-mai respanse bo tlose this motification, ensure all response prompts include a desived response value within quotes.
Heoegt Reject

fasponse: Accept Reject

2. After viewing Purchase Order Select Accept or Reject Order (Example Below)

/

Response: Awccept Reject




Purchase Order Acknowledgement using iSupplier Portal

1. Notification page in iSupplier Portal (Example Below)

| Notifications

Full List
HeBate @
Subject Date ~.
CS - Standard Purchase Order 678610,0 reguires your acceptance 05-Feb-2018 12:04:18
2. Responding to Purchase Order Acknowledgement
Click on the purchase order in Notifications (Example Below)
| Notifications
Full List
B0 m
Subject Date -
CS - Standard Purchase Order 678610,0 requires your acceptance 05-Feb-2018 12:04:18

3. Select PDF Documents in References to view purchase order details (Example
Below)

References

_i PDF Document

4. After viewing Purchase Order Select Accept or Reject Order (Example Below)

Acccept Reject



Submitting Change Requests
The Oracle iSupplier Portal enables you to request changes to purchase orders when
modifications are needed to fulfill an order. Changes can be made during or after

acknowledgement.

1. Select Orders Tab (Example Below)

Supplier Home Qrders Shipments Planning Finance Product Administration

Select the order that needs changes (Example Below)

Select Order: A 4:@; Request C: i R tCh View Change History | | 37 2 Rows 110 7

Change
cpe/lp Operating D t Acknowledge
Select PO <. Rev - Description Order Date - Buyer  Currency Amount $Status Request Attachments
Unit Type
Status
Standard Prelraroa, .
8612 0 cs PO Quole # 123456 05-Feb-2018 103116 Rachel uso 99.00 Accepted
T&M #: 217150
= Standard 98286 Replace #1 enn Pielraroia,
(@) G78611 1] CS PO Lift Cylinder on the 02-Feb-2018 14:25:53 Rachal usD 263238 Accepted

Cooling Bed

2. Select Request Changes (Example Below)

Select Order: Acknowledge Request Cancellation Request Changes View Change History |

3. Scroll down to Po Details and Expand the arrow (Example Below)

PO Details

@ TIP You can cancel the entire order or specific lines.
@ TIP Click on the Show link to view shipment details of @ line. To split a line into multiple delivery dates, click the spiit line icon of the desired row and then make changes.

Show All Hide All

Rl
e
Supplier
Item Supplier Note to  Contractor .
Details Line Ty ltemidob o ision Item Description Uom  aty Price Amount Suppller Name Status Global Agr I(.I:Jnnﬂg

Sanices WO0-2848411 -
I o CCM - Walikng
} 1 AMT bed change out UsSD 263238 1 263238 Open

(iProc) #1 lifting cylinder



4. Change price or order quantity enter the changes requested in Quantity Ordered
field (Example Below)

Shipments
Ship-To  Quantity Quantity Amount Supplier Order Discount S End
Shipment Price . -- Amount Promised Date Need-By Date Effective Effective Status Attachmei
Location Ordered Received Received Line (%)
Date Date
CLM-
1 Maint 2632.38 1 263238 05-Feb-2018 00:00: fe 02-Feb-2018 14:24:14 Accepted

Meit

5. Change Promise Date

Click in Promise Date Field (Example Below)

Promised Date

05-Feb-2018 00:00: [g

6. Select calendar and select a different date (Example Below)
i

7. Enter Reason for changes (Example Below)

Scroll to the right until you see Reason Field. Click in Reason Field and provide reason for
changes. (Example Below)

Reason

Price decrease

8. Click in Action Field and select Change (Example Below)

Action

Cancel

9. Select Submit (Example Below)

Swwi»bmmmit

10



Cancelling Orders

The Oracle iSupplier Portal enables you to cancel purchase orders

1. Select Orders Tab (Example Below)

Supplier Home  Qrders Shipments

Planning

Finance Product Administration

2. Select the order that needs changes (Example Below)

'/ Request C llati R

Select Order:  Acknowledge

" D

Select PO Number -~ Rev Enit Type Description
8612 0 cs pandard Quote #: 123456
T&M # 217150
om0 g i

Cooling Bed

View Change History | | ] 2
Order Date . Buyer  Currency Amount Status
Pralrarom, .
05-Feb-2018 103116 Rachel uso 99.00 Accepted

Fiatraroia, uso

02-Feb-2018 14:25:53 Rachal 263238 Accepted

3. Select the order that needs to be cancelled (Example Below)

SelectOrder:  Acknowledge  Request Cancellati R View Change History | | ] 2
Operating D
Select PO . Rev Description Order Date - Buyer  Currency Amount Status
Unit Type
Standard Prelraroa, .
Gragie 0 cs PO Quole # 123456 05-Feb-2018 103116 Rachel uso 99.00 Accepted
T&M #: 217150
= Standard 98286 Replace #1 - Piatraroia,
(@) /678611 1] CS PO Lift Cylinder on the 02-Feb-2018 14:25:53 Rachal usD 263238 Accepted

Cooling Bed

Change
Request
Status

Change
Request
Status

4. Scroll down to Po Details and Expand the arrow (Example Below)

PO Details

@ TIP You can cancel the entire order or spacific s

@ TP Click on tha Show link to view shipmanf datails of a ina. To split a kne into multiple dalivery dates, chick the spiit ine icon of the desired row and then make changes.

Show Al Hide Al

[ .

- m
Item Supplier
Details Line ItemiJob Revision ltem Description
WO-2848411
" Services
CCM - Walikng
AN :}IMT bad change out
(iProc) W1 lifting cylinder

Supplier
Qty Price Amount g;;’ﬁ‘;l :::;‘m' Status Global Ag Config
D

1 263238 Open

Rows 110 ?

Acky dge Attachments

Rows 110 ?

Acknowledge 52 chments

5. Scroll to the right until you see Reason Field. Click in Reason Field and provide

reason for cancellation. (Exam

Reason

unable to make

6. Select Request Canc@: . (Example Below)

Select Order: Acknowledge

7. Select Submit

Cancel Save

Request Cancellation

Request Changes

Submit Export Actions Cancel Entire Order ﬂ

View Change History |

11



Viewing Purchase Order information

View Change History

The Purchase Order Revision History page enables you to view and search for purchase history
details

1. Select Orders Tab (Example Below)

A

Supplier Home | Orders = Shipments Planning Finance Product Administration

2. Select Purchase Order Number (Example Below)

Select PO Number -~

(@) 678498

3. Select View Change History (Example Below)

Select Order: ~ Acknowledge  Request Cancellation ~ RequestChanges  View Change History |

4. Change History will display (Example Below)

Details Request Date =~  Line -~ Shipment = Item ﬁ:{[:]pller Description -~ Qty uom :gtceel Amount Promised Date Need-By Date
WO-2848411 - pens
A4 08Feb2018085924 1 1 oM - Walkna 5200 usD 05-Feb-2018 00:00:00
ed change out "

23-Fen-2018 08.58.54 jf 20 Jan-2018 00:00-...
#1 lifting cylinder R

Requested By XYZ Company
Change Reason extra work done

12



View Invoices

The view invoices page enables you to search for and view details of an invoice.

1. Select Finance Tab (Example Below)

Supplier Home = Orders Shipments Planning®™ Finance Product Administration

You can search using any or all of the search criteria on the page including:
01 Invoice Number
I Invoice date
[1Due date
1 Payment status
[1 Invoice Amount

2. Enter Search Parameter (Example Below)

Invoice Number Payment Status Paid [v]
PO Number Invoice Amount From To
(example : 1234) Amount Due From To

Release Number Invoice Date From e To

(example - 1234-2) —
Payment Number Due Date From Oiteslan, 2018 L

(example: 24-Jan-2018)
Invoice Status v

To 08-Feb-2018

Go  Clear

3. Sele’c/t Go (Example Below)

o

4. Payment details will be listed on portal page (Example Below)

H=
Remit-to
Amount On Payment Remit-to Due PO
Invoice -~ Invoice Date + i F
[IYEeCUITenCY DuelStius Hold Status  Supplier Sﬂ;r Date " MNumber o

19-

83839 10-Mov-2017 Slandard USD 14,9302V 0.00 Approved Pand JAN- 220217 BYSB39 15613
2018
19-

B3840 10-Mov-2017 Standard USD 4,153.70 0.00 Approved Paid JAN- 220217 GTE14T 15674
2018
19

83836 10-Mov-2017 Standard USD 2,148.38 0.00 Approved Paid JAN- 220217 GTS04T 8123
2018

5. Select invoice number to view invoice information (Example Below)

\ Invoice -

83839

)

e
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View Payment Information

Payment inquiry enables you to view the history of all the payments to your invoices completed
by Charter Manufacturing.

1. Select Finance Tab (Example Below)

Supplier Home  Orders Shipments Planning® Finance Product Administration

2. Select View Payments (Example Below)

Supplier Home rders Shipments Planning Finance Product Administration

View Invoices View Payments

You can use the View Payments page to search using various search criteria, including:
1 Payment number
I Invoice number
0 Payment date
{1 Purchase order number

3. Enter Search Parameter (Example Below)
View Payments

Simple Search

Mote that the search is case insensitive

Payment Number Status
Invoice Number Payment Amount From To

PO Number HlanI0E % 1o amFeb201s G

Payment Date From
@

Release Number

Go  Clear

4. Select Go (Example Below)

=

5. Select Payment number to view payment information (Example Below)

\ Payment -

229217

14



Export Documents

There will be a 1 time setup to associate the .tsv file with an application
1. Open Default Programs by clicking the Start button.
2. Click Associate a file type or protocol with a program.
3. Click the .tsv file type.

@ Ov| i=] « All Control Panel [tems b Default Programs b Set Associations - | +s H Search Control Panel

o

Associate a file type or protocol with a specific program

x Microsoft Excel
b Microsoft Corporation

Click on an extension to view the program that currently opens it by default. To change the default program, click Change program.

Change program...

Name Description Current Default

& tf TIFF image Windows Photo Viewer

& tiff TIFF image Windows Photo Viewer

[ .tpz tpz Archive 7-Zip File Manager

oa2] trc IBM DB2 Object Notepad

B s MPEG-2 TS Video Windows Media Player
tsv TSV File Microsoft Excel

A |ttc TrueType collection font file Windows Font Viewer

4. Click Change program.
5. Select Excel or Browse for the Excel location.

-

T
Open with M

Choose the program you want to use to open this file:

2

File: .tsw

Recommended Programs

x._‘| Microsoft Excel ":.' Motepad

=4 Microsoft Corporation &S J Microsoft Corporation

.=| WordPad

Microsoft Corporation

Other Programs

Ahways use the selected program to open this kind of file

Browse...

o
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