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In this Course you will learn how to view
all of your receipts that have been

created by the City of Chicago through
their iSupplier Portal.
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Step 1

From the login page, click in the User
Name field.
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Step 2

Enter the desired information into
2 the Username field. In this example,
enter "johndoe@upksupplier.com”.

Login Assistance

You will need to use your current login
for the City of Chicago's iSupplier Portal.

About this Page
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Step 3

Click in the Password field.

* useriame doe@upksuppliercom

e S—
[exxamy 4uF5v23]

Login Assistance

About this Page
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CITYor CHICAGO 0

bhaBa el

¥ UserName doe@upksupplier.com
{example michasl: il

|
I.m—mpm—l

Login Assistance

About this Page
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Step 4

Enter the desired information into
the Password field. Enter "oraclel123".

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=oracle/... |

Login Assistance

Step 5

Click the Login button.

View Receipts
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CITYor CHICAGO  E-Business Suite: TOPAZ

(= Oracle Applications Home

Logout Preferences Help

Enterprise Search  All -

Oracle Applications Home Page

[0 ] Search Results Display Preference  Standard

Logged In As JOHNDOE@UPKSUPPLIER.COM

‘Main Menu

= From
Citv of Chicaga Online Bidding WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY
WOODFORK MOORE,
KIMLEMAY

[Type
PO
Approval
PO
Approval
FO
Approval
PO
Approval

|subject
CITY OF CHICAGO - GRE - Commodities Blanket
Agreement 33181, 1

CITY OF CHICAGO - GRE - Commodities Release

PO 33184, 0
CITY OF CHICAGO - GRE - Commodities Release
PO 33183, 0
CITY OF CHICAGO - GRE - Commodities Release
PO 33182, 0

~TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

Full List (4)
|sent~  |pue
29-Dec-2015
28-Dec-2015

29-Dec-2015

29-Dec-2015

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jsp?OAFunc=0AH... |

(0

View Receipts

Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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CITYorCHICAGO iSupplier Portal

Home | Orders | Bhipmentd | Admin

Search PO Mumber - IEI

lhﬂ'ralim

(& iSupplier Portal Home Page >

M Navigator v B2 Favorites

Orders

Subject

CITY OF CHICAGO - GRE - Commodities Blanket Agreement 33181, 1
CITY OF CHICAGO - GRE - Commodities Release PO 33184, 0

CITY OF CHICAGO - GRE - Commodities Release PO 33183, 0

CITY OF CHICAGO - GRE - Commodities Release PO 33182, 0

& Agreements
Date e Purchase Orders

29-Dec-2015 13:26:24 * Burchase Histo
Receipts

=05z = Receipts
29-Dec-2015 13:05:56 = Returns

Invoices

» Invoices

PO Number Description Order Date

33181 20-Dec-2015 13:26:16

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=oracle/... |

Eayments,

= Payments

View Receipts

Step 7

The iSupplier Portal Home Page window
now appears.

Click the Shipments link at the top of
the page to access your receipt
information.
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CITYor CHICAGO  jSupplier Portal
N Navigator v B2 Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Admin | Finance
| Returns
View Receipts

Simple Search

Advanced Search
Receipt Number Organization [ | @
Release Number
(exampe : 1234-2) Item Description

Shipment Number

Shipped Date

(example: 23-Dec-2015)

CeoJ [ear |

Creation Shipped  Packing Freight Bill of PO

Receipt Date Organization Shipment Date Ship Containers Waybill/ Airbill Carrier Lading Number TInvoice Attachments
No search

conducted.

Home Orders Shipments Admin Finance Home Logout Preferences Help

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=oracle/... |

View Receipts

Step 8

The View Receipts window now
appears.

You can use all the search fields here to
find your receipts.

Click the Go button to see all your
company's receipts in the system.
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CITYor CHICAGO

Home | Orders | Shipments | Admin

| Returns

iSupplier Portal

™ Navigator ¥

(2 iSupplier Portal: Receipts Su... % -

B2 Favorites v

ut Preferences

View Receipts

Receipt Number

PO Number

(example : 1234]

Release Number

(example : 1734-2)

Shipment Number

Shipped Date

[ ®

(example: 23-Dec-2015)

(Creation

Receipt ~ [Date

622919

622918

622917

29-Dec-2015
13:07:01
29-Dec-2015
13:06:51
29-Dec-2015
13:06:36

CITY OF CHICAGO-

INVENTORY ORG

CITY OF CHICAGO-

INVENTORY ORG

CITY OF CHICAGO-

INVENTORY ORG

Home Orde

‘Shipped Packing
ship

organization [ ]

Q

RomNumbar [ o &
Swplerem [ &

Item DESCI’\DIIDH l—

Admin Finance

Containers Waybill/ Airbill Carrier

Home Logout P

Bill of
Lading

PO

Advanced Search

Number Invoice Attachments

33182

33184

33183

78678687

8728613876

87125478164

View Receipts

Step 9

You can also search by using a field.

Click in the PO Number field.
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CITYosCHICAGO iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin
i | Returns

View Receipts

Receipt Number or ion Q.
e sopplertem | @
Release Number
(example : 1234.2) Item Description

Shipment Number

Shipped Date
(=ear

Creation ‘Shipped Packing Freight  Bill of
Receipt ~ [Date izati i Date slip Containers Waybill/ Airbill Carrier  Lading
622919 29-Dec-2015 CITY OF CHICAGO-

13:07:01 INVENTORY ORG
622918 29-Dec-2015 CITY OF CHICAGO-

13:06:51 INVENTORY ORG
622917 29-Dec-2015 CITY OF CHICAGO-

13:06:36 INVENTORY ORG

Shipments Admin Finance Home Logout Preferences Help

PO

Advanced Search

Number Invoice Attachments

33182

33

84

33183

78678687

8728613876

87125478164

View Receipts

Step 10

Enter the desired information into
the PO Number field. In this example,
enter "33182".
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CITYosCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v ut Preferences

Home | Orders | Shipments | Admin
i | Returns
View Receipts

Advanced Search

Receipt Number or ion Q.
FO Number [33182 KemNumber [ | @
Release Number
(exampe : 1234-2) Item Description

Shipment Number

Shipped Date

camples 25-Dec-2015)

Creation ‘Shipped Packing Freight Billof PO
Receipt ~ [Date izati i Date slip Containers Waybill/ Airbill Carrier  Lading Number Invoice  Attachments
622919 29-Dec-2015 CITY OF CHICAGO- 33182 78678687
13:07:01 INVENTORY ORG
622918 29-Dec-2015 CITY OF CHICAGO- 33184 8728613876
13:06:51 INVENTORY ORG
622917 29-Dec-2015 CITY OF CHICAGO- 33183 87125478164

13:06:36 INVENTORY ORG

Home Orde Admin Finance Home Logout P

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracl

Step 11

Click the Go button.

View Receipts
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Step 12

CITYor CHICAGO  jSupplier Portal
T Navigator v B2 Favorites ¥ e it Preferences Help

Home | Orders | Shipments | Admin

r— Click the Receipt link for the receipt you
want to view.

Simple Search

Advanced Search

e - — ———— & In this example, click the 622919 receipt
(zxemple : 1234) Supplierkem | | @ i

fzmza e = Item Description Ilnk'
s

Shipment Number

Shipped Date

Creation |Shipped  Packing Freight Billof PO

Receipt ~ [Date izati i |pate ship Containers Waybill/ Airbill Carrier  Lading Humber Invoice Attachments
29-Dec-2015 CITY OF CHICAGO- 33182 78678687
13:07:01 INVENTORY ORG

Admin Finance Home Logout Preference:

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=/oracle/... |
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CITYosCHICAGO  iSupplier Portal

Home | Orders | Shipments | Admin
2 | Returns

(2 iSupplier Portal: Receipt Det...

B Favorites Home

L

ut Preferences

Shipments: Receipts >
Receipt: 622919

Creation Date 29-Dec-2015 13:07:01 Packing Slip
Organization CITY OF CHICAGO-INVENTORY ORG Containers
Supplier UPK SUPPLIER Waybill/ Airbill
Supplier Site A Freight Carrier
Shipment Number Bill of Lading
Shipment Date Attachments None
Receipt
Promised Need- PO Het
Receipt Date ~ Date By Date Li i {Ttem/Job ipti UOM Ordered ived Defects on Attad
29-Dec-2015 31-Dec- Early 33182 1 1 9814120450 RENTAL OF Month 1 1 035-
13:06:59 2015 CYLINDERS AND CONT
00:00:00 TANKS - STEEL ADMIN
CYL. 33 LB.
(EMFTY)
29-Dec-2015 31-Dec- Early 33182 4 1 9811135565 RENTAL OF Week 5 5 035-
13:06:59 2015 PORTABLE CONT
00:00:00 COMPRESSORS, ADMIN
TRAILER
MOUNTED - 185
CFM
29-Dec-2015 31-Dec- Early 33182 3 1 9814340066 RENTAL OF Week 3 3 035-
13:06:59 2015 GENERATORS CONT
00:00:00 'WITH 200 FT. \ADMIN
OF CABLE AND
CONNECTORS -
10 KW
29-Dec-2015 31-Dec- Early 33182 2 1 9816940400 RENTAL OF Day 15/ 15/ 035-
13:06:59 2015 STORAGE CONT
00:00:00 TANKS - 7,000 \ADMIN

<

e

|

Step 13

View Receipts

The Receipt details will be shown. You
scan click the scrollbar to view all the

details of the receipt.
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Receipt: 622919

Creation Date  29-Dec-2015 13:07:01

Organization CITY OF CHICAGO-INVENTORY ORG

Supplier UPK SUPPLIER
Supplier Site A
Shipment Number
Shipment Date

Packing Slip
Containers
Waybill/Airbill
Freight Carrier
Bill of Lading
Attachments None

Receipt
Promised Need- PO Het
Receipt Date ~ Date By Date i i Item/Job ipti UOM Ordered Defects ion Attacl
29-Dec-2015 31-Dec- Early 33182 1 1 9814120450 RENTAL OF Month 1 1 035-
13:06:59 2015 CYLINDERS AND CONT
00:00:00 TANKS - STEEL ADMIN
CYL. 33 LB.
(EMPTY)
29-Dec-2015 31-Dec- Early 33182 4 1 9811135565 RENTAL OF Week 5 5 035-
13:06:59 2015 PORTABLE CONT
00:00:00 COMPRESSORS, ADMIN
TRAILER
MOUNTED - 185
CFM
29-Dec-2015 31-Dec- Early 33182 3 1 9814340066 RENTAL OF Week 3 3 035-
13:06:59 2015 GENERATORS CONT
00:00:00 'WITH 200 FT. \ADMIN
OF CABLE AND
CONNECTORS -
10 KW
29-Dec-2015 31-Dec- Early 33182 2 1 9816940400 RENTAL OF Day 15/ 15/ 035-
13:06:59 2015 STORAGE CONT
00:00:00 TANKS - 7,000 \ADMIN
GAL. TANK

| SRS

Home Orders Shipments Admin Finance Home Logout Preferences

eprocurement-dev.cityofchicago.org/OA_HTML/OA jspipage=/oracie

I

Step 14

View Receipts

Once you are finished reviewing the
receipts, click the Return to

Shipments: Receipts link.
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CITYosCHICAGO iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin

S You can continue to search for more
= receipts.

Simple Search

Advanced Search

L T— . = Click the Home link to return to the
e e ——— iSupplier Portal Home page.
A

Shipment Number

Shipped Date

(=xample: 25-Dec-2015)

Creation |Shipped  Packing Freight Billof PO

Receipt ~ [Date izati i |pate ship Containers Waybill/ Airbill Carrier  Lading Humber Invoice Attachments
622919 29-Dec-2015 CITY OF CHICAGO- 33182 78678687
13:07:01 INVENTORY ORG

Export

Home Orders Shipments Admin Finance Home Logout Preferences Help

Copyright Oracle. Al rights reserved.

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jsp?_rc=FNDPOR... | L
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Step 16

CITYor CHICAGO  E-Business Suite: TOPAZ

B2 Favorites ¥ Logout Preferences Help

Enterprise Search  All - [0 ] Search Results Display Preference  Standard

Logsed n s JONNDOE CUPKSUPPLIER.com You have just finished viewing your
company's receipts and details on the

Oracle Applications Home Page

i Means Workiist . j . A
City of Chicago's iSupplier Portal.
= 3 ity of Chicago iSupplier Portal From Type  |Subject |sent~  |pue
Home Page ‘WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Blanket 29-Dec-2015

B3 ity of Chicage Online Biddin KIMLEMAY Approval |Agreement 33181, 1
'WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Release 29-Dec-2015 - - - -
KIMLEMAY Approval |PO 33184, 0 T b t p t I t t
‘WOODFORK MOORE, ng CFI'\J’JO CHICAGO - GRE - Commodities Release 29-Dec-2015 O Su ml a reS Onse 0 a SO ICI a' Ion or

KIMLEMAY Approval PO 33 a

WODDRORKNOORE, 70 CITY 0 10AG0 G~ Commodies Sl 25-De 201 view other organizational details, please

« TIP Vacation Rules - Redirect or auto-respond to notifications.

TP et A Spacy s cn e a1 52 pn v s use the provided training materials for
the action you wish to complete.

End of Procedure.

Logout Preferences Help

. Oracle. Al rights reserved




