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View Purchase History

In this Course you will learn how to view
all of your purchase orders history that
have been created by the City of
Chicago through their iSupplier Portal.
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Step 1

& https://epracurement-dev.cityofchicago.org/OA_HTML/RF.jsp O ~ @ B €& X | & Login

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

(example: 4u55v33)

Login Assistance

About this Page
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(example: 4u53v23)

Login Assistance

View Purchase History

Step 2

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

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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Step 3

Click in the Password field.

" useriame doe@upksuppliercom

Sl E—
[example: 4u53v23]

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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Step 5

Click the Login button.
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CITYor CHICAGO  E-Business Suite: TOPAZ

ut Preferences Help

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

Logged In As JOHNDOE@UPKSUPPLIER.COM
Oracle Applications Home Page

From [Type |Subject |sent~  |pue
'WOODFORK PO Approval CITY OF CHICAGO - GRE - Commodities 29-Dec-2015
MOORE, KIMLEMAY Blanket Agreement 33181, 1
'WOODFORK PO Approval CITY OF CHICAGO - GRE - Commodities|29-Dec-2015|
MOORE, KIMLEMAY Release PO 33184, 0
'WOODFORK PO Approval CITY OF CHICAGQ - GRE - Commodities 29-Dec-2015
MOORE, KIMLEMAY Release PO 33183, 0
'WOODFORK PO Approval CITY OF CHICAGO - GRE - Commodities 29-Dec-2015,
MOORE, KIMLEMAY Release PO 33182, 0
Supplier User Registration The City of Chicago Supplier 29-Dec-2015
‘Workflow Version 2 Collaboration Network: Confirmation of
Registration
POS Supplier Registration |The City of Chicago Supplier 29-Dec-2015
and Profile Management Collaboration Network: Registration
Approval
“ TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

City of Chicago Online Bidding

Preferenc

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

View Purchase History

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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CITYosCHICAGO  iSupplier Portal

Home | Rrder] | shipments | Admin

Search PO Mumber - IEI

lhﬂ'ralim

M Navigator v B2 Favorites v

Subject

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

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

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

The City of Chicago Supplier Collaboration Network: Confirmation ...

Full

Date

29-Dec-2015 13:26:24
29-Dec-2015 13:06:38
29-Dec-2015 13:05:59
29-Dec-2015 13:05:56
29-Dec-2015 12:50:23

PO Number Description Order Date

33181 29-Dec-2015 13:26:16
33184 29-Dec-2015 13:06:
33183 29-Dec-2015 13:05:
33182 29-Dec-2015 13:05:45

Home Orders Shipments Admin Finance Home Logout Prefere

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

Orders

& Agreements
e Purchase Orders

o Purchase History
Receipts

= Receipts
= Returns

Invoices

» Invoices

Eayments,

= Payments

View Purchase History

Step 7

The iSupplier Portal Home Page window
now appears.

Click the Orders link at the top of the
page to access your purchase order
information.
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Step 8

< S & nitps:/eprocurement-dev.cityofchicago.org/OA_HTML/CAjs O ~ @ B & X (@& View Purchase Orders

CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v

Orders

Click the Purchase History button.

Purchase Orders

Views
View  All Purchase Orders ~ [se] Advanced Search
Select Order: | Acknowledge ‘ ‘ View Change History |
Acknowledge
Rev Op ing Unit D+ Type iption Order Date ‘Currency Amount Status By Attachments
1 CITY OF CHICAGO - Glabal Blanket 29-Dec-2015 13:26:16 USD 10,000.00 Open
GRE Agreement
o CITY OF CHICAGO - standard PO 29-Dec-2015 13:06:29 USD 1,575.00 Closed
GRE
0 CITY OF CHICAGO - standard PO 29-Dec-2015 13:05:48 USD 1,400.00 Closad
GRE
33182 0 CITY OF CHICAGO - standard PO 29-Dec-2015 13:05:45 USD 2,225.00 Closed
GRE

Home Orders Shipments Admin Finance Home Logout Preference:

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA jsp?page=/oracl
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== Step 9
fehicago.org/OA_HTML/OAjs) O ~ @ B C X | @& isupplier Portal: Revisi

CITYorCHICAGO  iSupplier Portal

N Navigator v B2 Favorites ¥

Home | Orders | Shipments | Admin

S ———— s ey |55kt The Purchase Order Revision History
Erport window now appears.

Simple Search
Note that the search is case insensitive
e mmm— Click in the PO Number field to search
E— by PO Number. You can also use any of
oottt [——— @ the additional search criteria to search

operatingunit | | @
Lea] Coear] for PO Numbers.

Operating Creation Revised Ship-To Compare to Compare to Show all PO
PO Number Rev Unit Description Date Date Currency Total Location Original PO Previous PO Changes
No searc h
conducted

Home Orders Shipments Admin Finance Home Logout Preferences Help
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Step 10

CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites » Home Logout Preferences Help

Home | Orders | Shipments | Admin | Finance

e S S Enter the desired information into
Erport the PO Number field. In this example,
Simple Search
Note that the search is case insensitive Advanced Search enter "33181"-
I

1
PO Number
|

Release Number

Rev
Document Type Q
Creation Date &

Revised Date =
[0 | Lcear

Operating Creation Revised Ship-To Compare to Compare to Show all PO
PO Number Rev Unit Description Date Date Currency Total Location Original PO Previous PO Changes
No search
conducted.

Home Orders

Shipments Admin Finance

Home Logout Preferences

Help
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CITYorCHICAGO iSupplier Portal

N Navigator ¥ B2 Favorites v
Home | Orders | Shipments | Admin
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables
Purchase Order Revision History

Simple Search

Note that the search is case insensitive

PO Number |33181

Advanced Search

Release Number

Rev

Document Type Q
@
=

Creation Date

Revised Date

Operating Creation Revised Ship-To Compare to Compare to Show all PO
PO Number Rev Unit Description Date Date Currency Total Location Original PO Previous PO Changes
No search
conducted.

Home Orde Admin Finance

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

View Purchase History

Step 11

Click the Go button.
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CITYorCHICAGO  iSupplier Portal

M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables

Home

Purchase Order Revision History

Simple Search

Note that the search is case insensitive
PO Number [33181

Release Number

Rev

DoaumentType | A

Creation Date —

Revised Date

. =
=)
[eo]

Ship-To

Creation Date ‘ L Date ~ C Total
29-Dec-2015 12:55:27 29-Dec-2015 13:25:10 USD

PO
Humber Rev Operating Unit Description
33181 1 CITY OF

CHICAGO - GRE

Admin Finance Home Lo

Preferenc

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

Compare to

Orig

| PO

Advanced Search

‘Compare to
Previous PO

Show all PO
Changes

Step 12

View Purchase History

Click the Compare to Original
PO button to compare this version of the

PO to the original.
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CITYor CHICAGO  jSupplier Portal
N Navigator v B2 Favorites ¥ Home Logout Preferences
Home | Orders | Shipments | Admin

Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables
Orders: Purchase History >

PO Comparison Result

Compare to Previous PO | | Show All PO Changes | | Export

PO Number 33181 Ship-To Location 035- ADMIN OFF Bill-To Location 035- ADMIN OFF
Revision 1 Ship Via Payment Terms IMMEDIATE
Type Blanket Agreement FOB Freight
Currency USD Total 10,000.00 Buyer WOODFORK MOORE,
KIMLEMAY
‘to Origi PO

¥ TIP Changes made to contract clauses and deliverables are not shown below. Click Show All PO Changes to review contract changes in each revision
Coemparisons are sorted by Revision, Line and Shipment.

Revision Line Ttem/Job i Price Dil tial Enabled O ization Field Altered Changed From Changed To
1 Start Date 22-Dec-2015 00:00:00
1 Expiration Date 31-Dec-2016 23:59:59
1 () 9813810130 New

Print risi

e — Y

Compare to Previous PO | ‘ Show All PO Changes ‘ ‘ Export

Admin Finance Home Logout Preference

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

View Purchase History

Step 13

The PO Comparison Results window
now appears.

Here you can see all the changes made.

Click the Return to Orders: Purchase
History link.
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< e l| @ nitps://eprocuremen ityofchicago.org/OA_HTML/OA js; O B & X || @ isupplier Portal: Revision Hi...

CITYorCHICAGO  iSupplier Portal

T Navigator v B2 Favorites ¥ Home Logout Preferences Help
Home | Orders | Shipments | Admin
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables

Purchase Order Revision History

Simple Search

Note that the search is case insensitive Advanced Search
PO Number |33181

Release Number

Rev

DocumentType | | @
Creationpate | &
RevisedDate | &

[eo]

PO ‘ Ship-To Compare to  Compare to  Show all PO
Humber Rev Operating Unit Description Creation Date ised Date ~ © Total i Original PO Previous PO Changes
33181 1 CITY OF 29-Dec-2015 12:55:27 29-Dec-2015 13:25:10 USD

CHICAGO - GRE

Home Orders Shipments Admin Finance Home Logout Preferences Help

Copyright () 2 racle. All rights resenved

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

View Purchase History

Step 14

Click the Compare to Previous

PO button to compare the latest PO

version to the previous version.
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Step 15

CITYorCHICAGO iSupplier Portal

N Navigator v B2 Favorites ¥ Home Logout Preferences

Home | Orders | Shipments | Admin
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables

Rt o The PO Comparison Results window
T Compare to Original PO | [ Show All PO Changes | | Export nOW appearS.

Ship-To Location 035- ADMIN OFF

PO Number 33181

Bill-To Location 035- ADMIN OFF
Revision 1 Ship Via Payment Terms IMMEDIATE
Type Blanket Agreement FOB Freight
Currency USD Total 10,000.00 Buyer

WOODFORK MOORE,

i Here you can see all the changes made.

Coemparisons are sorted by Revision, Line and Shipment.

Revision Line Item/Job i Price Dil

1 (ol obied Oganication  Fkl Aered  Changodrom ChangedTo Click the Return to Orders: Purchase
1 s o NB:iuratiDn Date 31-Dec-2016 23:59:59 H i Sto ry Iin k.

revsonwumber [ ] o [6o]

Return to Purchase Histo

Compare to Original PO | ‘ Show All PO Changes ‘ ‘ Export

Home Orders Shipments Admin Finance Home Logout Preferences

te. Al rights reserved

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jspipage=/oracle/... |
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Step 16

< & l| @ nitps:/eprocurement-dev.cityofchicago.org/OA | d 2 @ isupplier Po

CITYor CHICAGO  jSupplier Portal
N Navigator v B2 Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Admin

o crdon_|_pgroment | Revhoes iy |72 o Cnfmsirs | ks Click the Show All Changes button to
Erport see all the changes made between the

Simple Search - -

original PO and the most current

PO Number |33181

etenns ot [ version.

Rev

DocumentType | | @
Creationpate | &
RevisedDate | &

[eo]

PO ‘ Ship-To Compare to  Compare to  Show all PO

Humber Rev Operating Unit Description Creation Date ised Date ~ © Total i Original PO Previous PO Changes

33181 1 CITY OF 29-Dec-2015 12:55:27 29-Dec-2015 13:25:10 USD

ealal = = =
CHICAGO - GRE

Home Orders

Shipments Admin Finance

Home Logout Preferences

Help

https://eprocurement-dev.cityofchicago.org/OA_HTML/OA.jsp?OAFunc=POS... |
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(& iSupplier Portal: Revision Hi.

CITYorCHICAGO  iSupplier Portal

N Navigator v B2 Favorites Home Logout Preferences

Home | Orders | Shipments | Admin
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables
Orders: Purchase Histary >

PO Comparison Result
Compare to Original PO | | Compare to Previous PO | | Export
PO Number 33181 Ship-To Location 035- ADMIN OFF Bill-To Location 035- ADMIN OFF
Revision 1 Ship Via Payment Terms IMMEDIATE
Type Blanket Agreement FOB Freight
Currency USD Total 10,000.00 Buyer WOODFORK MOORE,
KIMLEMAY
Show All PO Changes
Coemparisons are sorted by Revision, Line and Shipment.
Revision Line Item/Job i Price Dil tial Enabled O ization Field Altered Changed From ‘Changed To
1 Start Date 22-Dec-2015 00:00:00
1 Expiration Date 31-Dec-2016 23:59:59
1 6 9813810130 Mew
Print
e — N
Compare to Original PO ‘ ‘ Compare to Previous PO ‘ ‘ Export

Home Orders Shipments Admin Finance Home Logout Preferences

Copyrigh racle. All rights reserved

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

View Purchase History

Step 17

The PO Comparison Results window
now appears.

Here you can see all the changes made.

Click the Return to Orders: Purchase
History link.
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CITYor CHICAGO  jSupplier Portal
N Navigator v B2 Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Admin | Finance
Purchase Orders | Agreements | Purchase History | RFQ | Work Confirmations | Deliverables
Purchase Order Revision History

Simple Search

MNote that the search is case insensitive Advanced Search

PO Number |33181

Release Number

Rev

Document Type Q
Creation Date &
Revised Date =

[eo]

PO ‘ Ship-To Compare to  Compare to  Show all PO
Humber Rev Operating Unit Description Creation Date ised Date ~ © Total i Original PO Previous PO Changes
33181 1 CITY OF 29-Dec-2015 12:55:27 29-Dec-2015 13:25:10 USD

CHICAGO - GRE

. Oracle. Al rights reserved

Home Orders Shipments Admin Finance Home Logout Preferences Help

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

View Purchase History

Step 18

After reviewing the PO comparison you
can continue to compare additional POs.

Click the Home link to return to the
ISupplier Portal Home page.
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(& nttps:/eprocurement-dev.cityofchicago.org/OA_HTML/OAjs; 2 ~ @ B € X || @ Oracle Applications Home ... * gl

CITYor CHICAGO  E-Business Suite: TOPAZ I

B2 Favorites ¥ Logout Preferences Help

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

Logged In As JOHNDOE@UPKSUPPLIER.COM

Oracle Applications Home Page

‘Main Menu

Worklist
Personalize Full List (4)
=1 23 gy of Chicago iSuplier Portal From Type  [Subject [sent~  |pue
Home Page WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Blanket  29-Dec-2015
EC' of Chicago Online Biddin: KIMLEMAY Approval Agreement 33181, 1
'WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Release  29-Dec-2015
KIMLEMAY Approval |PO 33184, 0
‘WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Release  29-Dec-2015
KIMLEMAY Approval PO 33183, 0
‘WOODFORK MOORE, PO CITY OF CHICAGO - GRE - Commodities Release  29-Dec-2015
KIMLEMAY Approval |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.

Logout Preferences Help

Copyright (c] 2008, Oracle. Al rights reserved

il ]

View Purchase History

Step 19

You have just finished viewing your
company's purchase order history and
details on the City of Chicago's iSupplier
Portal.

To submit a response to a solicitation or
view other organizational details, please
use the provided training materials for
the action you wish to complete.

End of Procedure.



