Supplier Portal — Training Handout

Welcome to Redpath’s Self-Service
Supplier Portal for Orders, Agreements,
Shipments, Invoices & Payments,
Negotiations and Company Profile.

1.

To begin working in the Supplier
Portal, click the link Sign In
(oraclecloud.com) and log in using
your email address and the password
you created.

It will open the Home screen showing
an Icon for the Supplier Portal (click
to access the Portal). You will also
see if you have any notifications
(Things to Finish).

The Supplier Portal screen has the
Tasks Menu, as listed above, Infolets
for quick access, information, and a
link to the Quick Reference Guides,
in the Help section. This QRG will
guide you through each Task section.

Sign In

Oracle Applications Cloud

Created by Me otificati
Supplier Portal
Search ‘ Orders v‘ Order Number
Tasks
Recent Activity Transaction Report:
= Manage Orders Last 30 Days Last 30 Day
+ Manage Schedules Invoice Amount 0 CAD
« Acknowledge Schedules in Spreadsheet Invoice Frice Variance A 0 CAD

« Manage Agreements
Channel Programs
= Manage Programs

+ Manage Shipments
+ Create ASN
+ Create ASBN

» Upload ASN or ASBN

Supplier News

PURCHASE ORDERS

No data available

« Befors acknowledging a Purchase Order review all part numbers, prices, and delivery dates.
= Contact the Buyer on the Purchase Order for any required changes/corrections

INVOICES

the Purchase Order, any added miscellaneous items, freight,

invoices
rch to see a list of all payments

« Forp, els, assistance with porial access and all Accounis Payable inquiries, please contact
our Shared Services Centre by el I ing.com



https://login-evvx-saasfaprod1.fa.ocs.oraclecloud.com/
https://login-evvx-saasfaprod1.fa.ocs.oraclecloud.com/

Supplier Portal - ORDERS

1. Open the supplier portal and select o [ v ;

Manage Orders, - @@

a. You can manage your infolets My Infolets =

Requiring Attention

b. You can quickly access items T > O Ry
that require attention ¢ Ackaandge Seedies nSpeadee
2. Headers (returns PO number list)
and Schedules (returns line items) Channet Programs
a. Select the Redpath Entity for
the Ol’del’ Sh:p:::;:e Shipments recent activities and items
b. Choose to include closed - oo ‘ e e by ol mth "

documents (leave as Yes to - Wt erssa B s Ovrue coloured area |
retrieve all orders)

Manage Orders @ @
c. Search @ EDED

+| Requiring Attention

[] Transaction Reports

Note: Graphic infolets are
an interactive readout of real
time information. You can see

4 Search |Agvanced || Manage Watchlist | Saved Search |AII Orders v|
( sold-to Legal Entity | K| 0rder| |
Status | v|

Bill-to BU
Redpath Canada Limited
Supplier Site Include Closed Documents '
Redpath Global Mobility Services
[ Search ”)eset H Save... |
Redpath Mining Inc.

Redpath Raiseboring Limited

Search...




Supplier Portal - ORDERS

3.

4.

In the search results you will see
the PO Status.

a. Open (may require your
acknowledgement)

b. Closed for Receiving (goods
are received by Redpath OR it
is a Service PO with no
receiving required)

c. Closed for Invoicing (Your
invoices are submitted)

d. Closed (all receipts and
invoices are completed)

lcons to know:

a. Notes exist B

b. Acknowledgement is due @

c. Attachment »

d. Schedule is past due or has
invoices on hold A

e. Order Life Cycle :: (see next

page)

Headers Schedules

» Search ‘ Advanced " Manage Watchlist | Saved Search |AH Orders

Search Results
Actions v View v Formalw 4 FE Freeze || Detach

Order Order Date Description Supplier Site Buyer Ordered Currency

22105-357 9/20/23 2,500.00 CAD Closed for R...
2105-3?@ 7i3/23 838,900.00 CAD Closed for R...

22105-24 (// 7123 95,250.00 CAD Closed for R...

Life
Cycle

Creation
Date

91923

713023

723




Supplier Portal - ORDERS

5. To acknowledge an order, click
Acknowledge and in the pop up
you can add your SO number,
notes or simply Accept.

6. Other Actions - avoid Edit and
Cancel — reach out to your Buyer
for assistance, but you can select
any of the following:

a. View Document History
b. View Change History
c. View Revision History
7. Order Life Cycle
a. Ordered vs. Invoiced
b. In-Transit Shipments
c. Receipts (from Redpath side)
d. Invoices (from Supplier side)

Acknowledge Revision 0 b4
Edit Supplier Order
Cancel Document Acknowledgment Note
=
View Document History
Accept ncel |
View Change Histary —
View Revision History
Order Life Cycle: 22105-759 [ oore |

4 |n-Transit Shipments

v B & Freeze || Detach

Shipment Ship Date  Tracking Number

Packing Slip

unt Receipt

Expected Receipt Date

Shipped Carrier

Bill of Lading




Supplier Portal - AGREEMENTS

Tasks

1. Agreements are created when
Redpath and the Supplier have + Manage Orders

agreed to a Set priCing term and to : z:];:‘najflesd;h:dsir?:duesinSp’eadsqeet
view your agreements, click on Agresments

Manage Agreements. e
2. The Headers tab is a high-level view,

and the Lines tab shows the line-by- a

line details for each agreement.

Manage Agreements @ @

Headers  Lines

. . 4 Search |Agvanced || Manage Watchlist ‘ Saved Search |AHAg eeeeeee ts -
Click Search to view. You can export N L e | .
th iS data to Excel . Supplier Site : | v || Include Closed and Expired Documents

B B Freeze  |m'| Detach




Supplier Portal — SHIPMENTS

1. To create an Advanced Shipment
notification, click Create ASN under
'Shipments’. T

2. Search for the PO for which ASN

Create ASN @ E

4 Search |Agvam:ed ‘ Saved Search | Purchase Order v

** Al least one is required

needs to be created.
3. Select the required lines and click

] 3 Purchase Drder|22105—3123 ‘ v | ™ supplier | MMMMMMMMMM ‘ .
C reate AS N b ) ] ) Supmiernem| ‘ Due Date
4. Enter the required shipment details, Cowe e [s0n-

including Shipment, Shipped Date,
and Expected Receipt Date.

5. Scroll down to Lines section and
enter the Quantity.

6. Review the details and click
Submit.

7. An ASN is created for that
purchase order.

8. The buyer will receive an email
confirming that an ASN was .
created, along with the ASN o B St oot ouniy toware Sipoiocnne (0 it
number. T e o

aaaaaaaaaaaaa

ssssss

rrrrrr

4 Lines

,




Supplier Portal — INVOICES & PAYMENTS

1. To submit and invoice for payment,
click on Create Invoice.

2. In the top section, select the PO
number from the drop-down menu
for the invoice (as you type the
number, a list should appear from
which to select), the invoice
number and date. Add your
attachment (pdf copy of invoice is
required).

3. Click the Select & Add icon only
(never use the + sign or your
invoice will be rejected).

4. In the Search Results highlight the
line(s) you are invoicing and click
Apply until you have all your lines
selected. If all PO lines are on your
invoice, you can use Select Alll.
Click OK and the lines will be
available for editing.

Invoices and Payments

« Create Invoice

« \iew Invoices

« View Payments

Create Invoice @

| v | Remit-to Bank Account

Unique Remittance Identifier |

Unique Remittance Identifier Check Digit E

Supplier Tax Registration Number | | v |

Lines

View v o= Cancel Line

Select and Add: Purchase Orders x
Search Results
View w im | Deta
3l [ | | | | | | |
Purchase Order Consumption Advice Supnlier Ite
Nﬂl?npb:fr ritem Item Description Ship-to Location Ordered
Number Line Schedule Number Line
22105-3 1 1 | Newmont-Musselw... 900005 - Main War. .. 2.500.00
1 »

Apply || 0K || gancelPl




Supplier Portal — INVOICES & PAYMENTS

5. Edit the quantities on Goods POs cresteimee @
or dollars on Service POs to match T
your invoice (ensure the Tax o e
Classification box is empty) | s
6. Click Invoice Actions and select
Calculate Tax (you will see the
Summary Tax line populate). Your SN N
invoice should balance to the o
Invoice Amount in the bottom
corner. Click Submit. The invoice This is a split screen view

Is now submitted, and you will see °

a green confirmation message.

Available

N OTE Ship-to Location Tax Classification Quantiy Quantity Unit Price UOM “Amount  Description
If your invoice is not matching the purchase oriown -l v | - ([ ~ T e a0 [vewneoror]
order, please reach out to the buyer for oo
instructions on how to proceed.

For Incomplete (unsubmitted) invoices you Aot

-2,145

can perform the following actions:
> Edit e
» Delete/cancel the invoice

» Delete/cancel a line in the invoice




Supplier Portal — INVOICES & PAYMENTS

1. To submit a credit against a
submitted invoice, click on Create
Invoice.

2. In the top section, enter the PO
number for the credit, the Credit
Memo number and date. Change
the Type to Credit Memo. Add your
attachment (pdf copy of invoice is
required)

3. Use the Select & Add icon only
(never use the + sign or your
invoice will be rejected)

4. In the Search Results highlight the
line(s) you are crediting and click
Apply until you have all your lines
selected. If all PO lines are on your
invoice, you can use Select Alll.
Click OK and the lines will be
available for editing.

Invoices and Payments

« Create Invoice

« \iew Invoices

« View Payments

Create Invoice @

Invoice Actions w m Save and Close Submit @

‘_Ig_j_.E.!'!‘..if!‘.i..'?.E..PQ. ‘ ‘ v | Remit-to Bank Account v * Number | |
supphi Unigue Remittance Identifier | | * Date m
Taxpayer ID 423/
Unigue Remittance Identifier Check Digit \j * ype
Supplier Sit ‘ ‘ w7 | Descrimmﬂ; | currency (IR b
Agares ' DN
Supplier Tax Registration Number ‘ ‘ v |
Tax Control Amount | |
Lines
View v o= Cancel Line
Select and Add: Purchase Orders x
Search Resulis
View v 7] Detach | Select Al |
2 | L] | | | | | | |
Purchase Order Consumption Advice Supnlier Ite
Nﬂl?npb:fr ritem Item Description Ship-to Location Ordered
Number Line Schedule Number Line
22105-2 1 1 | Mewmont-Musselw... 900005 - Main War. .. 2,500.00
4 »

Apply || 0K || gancelPl




Supplier Portal — INVOICES & PAYMENTS

Create Invoice @

5. Edit the negative quantities on
Goods POs or dollars on Service - % e
POs to match your credit (Ensure oo me e
the Tax Classification box is empty) 1 e

6. Click Invoice Actions and select

Summary Tax Lines

Calculate Tax (you will see the
Summary Tax line populate). Your

Lines

credit memo should balance to the

Invoice Amount in the bottom
corner. Click Submit. The credit is This is a split screen view

now submitted, and you will see a e

green confirmation message.

Available

Quantity Quantity Unit Price UOM Amount Description

Ship-to Location Tax Classification

NOTE: If you are issuing a credit for an
RMA for goods that includes a restock SIIRTRY ) e T e sonon [uew ecror]

fee, please reach out to the buyer for
instructions on how to proceed.

0.00 -16,500.00




Supplier Portal - NEGOTIATIONS

1.

Redpath will issue an invitation to
negotiate for one of the following
reasons:

a. Request for Quote

b. Agreements

c. Renegotiate an existing

agreements
You can click on Actions to accept
or decline.

2. You will receive a notification

informing you that you are invited
to a negotiation. Click ‘Accept
Invitation’ or ‘Decline Invitation’, as
required or click the link in your
notifications to review the
negotiation.

You can also access the
negotiation through the Supplier
Portal and select ‘View Active
Negotiations’

2 hours ago

ACTION REQUIRED

You Are Invited to

Negotiation 9 (Testing

1-2-3)

| Accept Invitation

Decline Invitation

Actions

Supplier Portal

Supplier News
Welcome to Redpath's Supplie
Happy Testing :)




Supplier Portal - NEGOTIATIONS

4. Select the negotiation to which you
want to respond and click ‘Create
Response’

5. You need to perform four steps to
complete the response

6. Onthe Overview page:

a. Response validity date

b. Reference number

c. Notes for the buyer, if
applicable

d. Click Next

Active Negotiations

4 Search
Manage Watchlist = Saved Search  Open |
Negot
nnnnnnnnnnnnnnnnnnnnn
ponse Submitted | No
Negoti: Clot Y
Neg: Open Sinc
Search | Reset  Save..
Search Results
Action Detach @
Negotiation  Title Negotiati Time Your Will Unread Resp:
x e Romiliig Close D: i View PDF
! ) RFQ 1304 3 Hours  B/21/ =] il
Columns n 4
Pom () oS
L2) L2) (4]
Ovarview Requirements Lings Feview

Create Response (Quote 1003): Overview @ m : @m
Lasi ved 6/7/2:
Zor C0ording

General

Trle Test RFQ

Close Date  6/21/23 1.49 P\

Time Remaining 13 Days 23 Hours

[ nated Universal

3 2:02 PM
Time




Supplier Portal - NEGOTIATIONS

7. Requirements
a. Respondto all questions, in all
sections
b. Click Next
8. Lines
a. Addthe Response Price and any
minimum quantity
b. Click Next
9. Review
a. All 3tabs are available to review
b. Click Save or Submit, if
acceptable

Greste Response (Quote 1003). Requrements &~ [ [ mpserrerita K X CTDE £ B

Time Remaining 13 Days 23 Hours

Section 1. General

* 1. Do you accept Ine atached 1rms and conaiions 1o panticipale in this RFQ?

Lax ved 6I7123 2:03 PM
zone Coordinated Universal Time
Close Date 6/21/23 1 49 PM

Create Response (Quote 1003): Lines &

Required Estimated Estimated Total ~ Response Minimum
s Altorate REGUIEA ¢ yyqgory rtPrice Response Price  Total Score simated you o Am: MATUl Rusportse Minitun
b N ©
[ e s~ s~ oo JR — gr, owes
L
Coor
Time Remaining
B Tot Rﬁ‘”“"
Alternate Line stimated Total inimum
Line Description ckraerien Details Category Name  Response Price UOMName  Line Amount it Ralesss  Attachments
Amount
PINION GEAR BOX =] Steering Systems
Columns Hidden 9
Grand Totals
All response lines excep! allemate lines are included
pe m ,000.00




Supplier Portal —- COMPANY PROFILE

1. To edit your Company Profile, click
Manage Profile and then click the
Edit button on the top right of the
page. Confirm you wish to continue
with the change request.

2. Add a brief description of the
changes you will perform and edit the
required fields by selecting the
appropriate tab:

Organization Details

Tax Identifiers

Addresses

Contacts

Payments

Business Classifications

Products and Services

@00 CTy

Company Profile

« NManage Profile

A Warning X
POZ-2130390Making edits will create a change request for the profile. Do you want to continue?

BN

Edit Profile Change Request: 283002

Change Description

Delete Change Request | Review Changes m Save and Close

A

Organization Details Tax Identifiers Addresses Contacts Paymenis Business Classifications  Products and Services




Supplier Portal —- COMPANY PROFILE

3. Click Review Changes in the upper
right corner of the screen. All
changes will appear in a list for
review.

a. If you want to delete the change
request at any point, select the
Delete Change Request button.

4. If corrections are required, click Edit
to make the required changes, return
to review when done

5. Click Submit. A confirmation
message will appear followed by an
email or system notification advising
if approved or rejected.

Edit Profile Change Request: "XXXX

e
Delete Change Request l Review Changes m Save and Close
o —

Change Description | To change physical address following move

e
Review Changes Edit | Submit | Cancel
Change Description To change physical address following move
4 Addresses
View w Format w
Address Name &7 Address Phone Address Purpose Fax Status Details
[ ] Main 4560 Hwy 11 N North Bay North Bay ON P1B 8G3,Canada +1 (705) 491-0130 Ordering; Remit to; RFQ or Bidding Active =]
Columns Hidden 3

Your profile change request xxxxx was submitted for approval.

Lok |




	Supplier Portal
	Training Handout
	1.
	2.
	3.

	ORDERS
	1.
	2.
	3.
	4.
	5.
	6.
	7.

	AGREEMENTS
	1.
	2.

	SHIPMENTS
	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.

	INVOICES & PAYMENTS
	1.
	2.
	3.
	4.
	5.
	6.
	1.
	2.
	3.
	4.
	5.
	6.

	NEGOTIATIONS
	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.
	9.

	COMPANY PROFILE
	1.
	2.
	3.
	4.
	5.





