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ORACLE ISUPPLIER PORTAL USER GUIDE

Thisdocument provides the Supplier step by step access on how to access the iSupplier Portal.

Step 1: Enald Supplier contact for iSupplieportal access

Once the Supplier contact has been enabled$upplier portal accedsy Emirates, the contact

will receive an email with the login credentials. The Supplier contact has to click the link provided
in the email and login into the Supplier portal. Uponihpg isrequired to diange the password.
Please note:

a) the contact email address will be the user name for logging into the portal
b) The password needs to be minimum of 7 characters, combination of alphanumeric
characters, an upper case letter and a spedi@racter,

Attached below is the screen shot of the email that the supplier would receive.

Dear Supplier

‘You have been registered at Emirates Airline for collaborating with our Procurement department. Going forward, Oracle Supplier portal will be the only medium of communication for all your Purchasing documents.
You can login with the usemame EJACKSON@ROBERTWELCH.COM and the password is Tn2,27

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

Thank you.
Procurement and Logistics, Emirates Group

Password Policy:
e The password length should include a minimum of 7 characters

« Password can be alphanumeric and can include special characters
« Password should contain at least one Upper Case character

{@ Change Password - Windows Internet Explorer = | X]
@v [ htp: irat /OA_HTML/RF jsp ic=35061 Btresp id=—18uresp_appl.id=-1&security_group.id=0&lang_codi + L Emirates [AE] | 43 | X | [ &ing »
x & -
¢ Favorites i ] Web Slice Gallery v
@ Change Password B~ B -~ @ v Pagev Safetyv Tookv @~

The Emirates Group

Logout

Change Password

* Current Password |
* New Password

* Re-enter New Password
Password must be at least 7 characters long.

Gancel
* Indicates required field
Logout
About this Page Enmirates Group ERP - Powered by Oracle

Step2: iSupplier Portal home page

Once the Supplier changes his password, he is then directed to the home page of the iSupplier
portal. This home page or thanding pagewill be able to view notificationsf orders pending
acknowledgemenandOrders at a glancehich provideghe suppliera view of the recent orders

they have received.
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& iSupplier Portal: Home Page - Windows Internet Explorer = | 6
@@ = [&] hitps://erpstage emirates.com/OA_HTML/RE jsp?function_id=0805 &uresp_ic=23075&uesp_sppl_id=1778&security_group_id=0&lang_ v &k Emirates [AE] | 45 [ x| |[B 5ing R
x & -

i Favorites g @) Web Slice Gallery ~

| @ isupplier Portal: Home Page

|7 B~ - [ @ v Pagev Safetyv Toolsv @+

The Emirates Group iSupplier Portal
' Navigator ¥ B2 Fayorites ¥ Home Logout Preferences Help Diagnostics
Home | Orders | Assessments
Search PO Number -
]| Notifications Orders
Full List o Agreements
Subject Date o Purchase Orders
Emrates Arrine - Blanket Purchase Agreement 417003602,1 require.. 23-Nov-2017 11:53:55 e Purchase Histol
I_"‘
L Orders At A Glance
Full List
PO Number Description Order Date
417003605 [TEST 12-Dec-2017 09:26:00
417003602 Test BPA 23-Nov-2017 11:53:43

Home Orders Assessments Home Logout Preferences Help Diagnostics

About this Page Emirates Group ERP - Powered by Oracle

Step3: Acknowledye pending Purchase Ordefgmail /portal )

The supplier has the option to acknowledge orders via portal and emfal.Supplier needs to
acknowledge the order first before viewing the orders.

Portal Option

The Suppliercan clickon the list of notificationsto acknowledge orders or change requests
pending confirmation. The orders at a glance also provstgplierwith the list of recent orders.
Once the supplier clicks on the order number from Orders at a Glapien, the supgier will
then be directed to the acknowledgement paigecase the orders have not been acknowledged
yet.

@ Notification Details - Windows Internet Explorer oo
{@@v [] httpsi/erpstage.emirates.com/OA_HTML/OA jsp?0AFunc=POS_VIEW_ORDEREOASF=POS_PURCHASE_ORDERS&PaHeaderld="78 v &k Emirates [AE] ]ﬁ] x| B 5ing )
x & v
¢ Favorites  : 5l3 @] Web Slice Gallery v
| & Notification Details L o v [ d v Pagev Safetyv Toolsv @~

The Emirates Group iSupplier Portal

1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help Diagnostics

Home | Orders | Assessments
Purchase Orders | Agr | View R sts | Purchase History
Emirates Airline - Blanket Purchase Agreement 417003602,1 requires your acceptance

[ Acknowt edge

Dear Test Supplier
Please acknowledge to access and view more details of your order.

Thanks
Satish Narayan

Return to Worklist | Acknowledge

Home Orders Assessments Home Logout Preferences Help Diagnostics
About this Page Emirates Group ERP - Powered by Oracle}
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Email Option

Qupplier will receive an email communication once the order has been approved to acknowledge
the same.Theycan then click on therlk provided in the emaivhich will direct them to the
iSupplier portal login pag€nce the supplier successfully logs in, the acknowledgement page will
be displayedHe will then be directed to the notifications page in case there are orders pending

ackrowledgement.

H L Emirates Airline - Standard Purchase Order 4170036071 requires your acceptance - Message (HTML) ? = - x
MESSAGE

=

B Ignore x ﬁii (E*(i E*_; F:‘Meatmg ISupp_ERPCLONE E3 To Manager V- ERules- = =. = a’}b i Find Q
G~ 1 Team Email v Done i oneNote [ Related ~
& Junk- Delete  Reply REA;;‘\y Forward e More~ || Reply & Delete #_Create New =] MoV o acions~ u’:::a Categorize Fa\:vw Teenslate (. Zoom
Delete Respond Quick Steps ] Move Tags ™ Editing Zoom

Thu 14/12/2017 11:55
NARAYAN, SATISH <satisha@emirates111l.com>
Emirates Airline - Standard Purchase Order 417003607,1 requires your acceptance

To [ TESTEMAIL @TEST.COM

Cc [IMARAYAN, SATISH

@ vou forwarded this message on 14/12/2017 11:55

AR SR SN SNRE SN SRR SWAS SUS ENAE S PSR SRS SR, S S S S S S S S S RS-

Dear Test1 Supplier

You have received Standard Purchase Order number 417003607 for Test Supplier portal from The Emirates Group - Procurement and Logistics.
Please click here to acknowledge and access your order.

Use your existing password to login with your usemname: TESTEMAIL@TEST.COM

1F WE RECEIVE NO FEEDBACK WITHIN 48 HOURS, THE SUBJECT PURCHASE ORDER WILL BE CONSIDERED AS ACCEPTED UNDER THE TERMS AND CONDITIONS WITH WHICH IT HAS BEEN ISSUED.

Thanks
Satish Narayan

Step4: View Order Details

After acknowleding the Purchaser@er, the supplier can then view the Order details by clicking
on the Order number from the home pagiat will take them tathe Order details screen to view
the details of the order. The Supplier can download a copy of the PO by clicking on the View PDF

optionin the Actions field.

& isupplier Portal: View Order Details - Windows Internet Explorer

@O <[] nttpsferpstage emirates.com/OA_HTML/OA jsp7_rc=POSNEWNOTIFICATIONSP AGES: ri=1778_ti=11902538668t0apc=68ioas=Ttt ~ &b Emirates [AE] | 3 | x | (B Bing 5
x & -

¢ Favorites 5% €] Web Slice Gallery

& iSupplier Portal: View Order Details & - ~ Page~ Safety~ Toolsv @

= ==

[ Home | Orders

Assessments
Purchase Orders | Agreements | View Requests | Purchase History

Blanket Purchase Agreement: 417003602, 1 (Total EUR 100,000.00)
Currency=EUR

Actions | View PDF - Export
Reguest Changes
Order ntormation e et
View PDF
General Terms and Conditions
Total 100,000.00 Payment Terms 30 DAYS NET
Supplier TEST-FUCHS GMBH Carrier Not
Supplier Ste  EUR-AUSTRIA Applicable
Address TEST-FUCHS-STRASSE 1-5 FOB Not
A-3812 Gross-Siegharts Applicable
AUSTRIA Freight Terms Not
Applicable

Y-
Buyer NARAYAN, Mr. SATISH iy @i
KRISHNAMURTHY SATISH

Ship-To Address
Order Date  23-Nov-2017 11:53:43

Description Test BPA Address Multiple
Status Accepted
[ez=rr Bill-To Address
Note to Supplier
Operating Unic Emirates Airline Address Accounts Payable
Supplier Order Number Dubai,

Attachments None
PO Details

Show All Detais | Hide Al Details

Details [Line = Type Item/Job Supplier [tem Description uoM Qty Price Status  Attach
= Show [1 Goods 10093342 TEST ITEM 1 FOR ISUPPLIER TESTING 1 HUNDRED 24.44 Open
) Show |2 Goods 10093343 TEST ITEM 2 BPA FOR ISUPPLIER TESTING 1 HUNDRED 24.44 Open
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The Supplier can then download a copy and save it on his local drive.

@ iSupplier Portal: View Order Details - Windows Intemet Explorer =@
G = [&] neps/remstage emirates. com/OA_HTML/OA jspT_re=POSNEWNOTIFICATIONSPAGES. ri= 1778 _ti=1100253866800pc=6aioas= Tt ~ & Emirates [AE] | 47 | x | (B 8ing B
< € -
+ir Favorites 38 £] Web Slice Gallery v

|3 Connecting...

Purchase Orders |

Blanket Purchase Ag

Agreements |

|— v Bl v ] f= v Pagev Safetyv Toolsv @

Orders | Assessments

View Requests |

Purchase History

417003602, 1 (Total EUR 100,000.00)

Currency=EUR

Order Information

General

PO Details

Details |Line ~

A-3812 Gross-Siegharts
AUSTRIA

Show Al Detais | Hide All Details

File Download

Total 100,000.00 N
Supplier TEST-FUCHS GMBH o e e = T
Supplier Ste EUR-AUSTRIA o Meme: PA_62_417003502_1_US.pdf
Address TEST-FUCHS-STRASSE 1-5 e Type: Adobe Acrabat Dacument

From: erpstage.emirates.com

- Open | [ Save | [ Caneel |
Buyer NARAYAN, Mr. SATISH
KRISHNAMURTHY SATISH e i s from e ot oo e wadhl N -
Order Date 23-Nov-2017 11:53:42 @ am your computer. i you do not trust the source. do anDeﬂ or
Description  Test BPA save this fie. What's the rslc?
Status Accepted
(Rez=a Bill-To Address
Note to Supplier
Operating Unit Emirates Airline Address Accounts Payable
Supplier Order Number Dubai,
Attachments None

Step5: Amend Purchase Orders

Actions

View PDF -

[[Go |

Export

Type Item/Job Supplier Item Description uomMm Qty Price AmountStatus Attachments Reason
= Show |1 Goods 10093342 TEST ITEM 1 FOR ISUPPLIER TESTING 1 HUNDRED 24.44 Open
(= Show 2 Goods 10093343 TEST ITEM 2 BPA FOR ISUPPLIER TESTING 1 HUNDRED 24.44 Open

In case the Supplier wishes to amend order details, the supplier can click on Request Changes
from the Actions fieldn the Order details page. The Supplier can make amendments to the
Promised Date only.

- S
V' [ isupplier Portal: View Or 3 '\ T |
= C 1Y | @ Emirates [AE] | https://erpstage.emirates.com/OA_HTML/OA jsp?OAFunc=POS_VIEW_ORDER&OASE=POS_PURCHASE_ORDERS&PoHeaderld=%781 hdIB3oXAZ1t.. @ vr| O

i Apps [F] groupworldportal/g EH Outlook.com - ggkl® [ Auction Monitor Ch=  mm ITSCSSP [ P&L Sharepcint [ CBD.ae|Support = Sivakumar Ganesan

The Emirares Group

iSupplier Portal

™ Navigator ¥ Bz Favorites ¥ Home Logout Preferences Help Diagnostics

Orders | Assessments
Purchase Orders | Agreements |
Home >
Standard Purchase Order: 417003608, 0 (Total EUR 1,555.54)
Currency=EUR

View Requests | Purchase History

Actions [Request Changes v

Request Cancellation

Go Export

Order Information View Change History
View PDF
View Receipts
General Terms and Conditions View Shipments | 1,555.54
Received 0.00
Total 1,555.54 Payment Terms 30 DAYS NET Invoiced 0.00
Supplier TEST-FUCHS GMBH Carrier Not Applicable Payment Status Not Paid
Supplier Site. EUR-AUSTRIA FOB Not Applicable
Address TEST-FUCHS-STRASSE 1-5 Freight Terms Not Applicable
A-3812 Gross-Siegharts Shipping Control
AUSTRIA
s Ship-To Address
Buyer NARAYAN, Mr. SATISH
KRISHNAMURTHY SATISH Address NEW EMIRATES GROUP
Order Date  14-Dec-2017 12:36:56 HEADQUARTERS
Description  test Dubai,
Status Accepted
Reason Bill-To Address

Note to Supplier
Operating Unit
Supplier Order Number
Attachments

PO Details

Emirates Airline

None

Address Accounts Payable
Dubai,
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The Supplier can amend the Promised Date by clicking on the PO Details. The Supplier needs to
enter the revised Promised Data valid reason for the change requested and detbe value
W/ KFy3aSQ Ay GKS 1 0tAaAz2ya FTASERO

In case the supplier wishes to enter additional remarks, he can enter the details in the section
Additional Change Requests.
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