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Manage Orders, Schedules, and Deliverables 

Purpose This learning guide provides details of how to manage orders, 
schedules, and deliverables within the Oracle Supplier Portal 

 
 
Oracle Supplier Portal Landing Page 

1. Log in to your Oracle Home Page and click on the Supplier Portal application tile to be 

directed to the Supplier Portal dashboard. 

 

 
 

 

2. Infolets on your Supplier Portal dashboard show outstanding actions and recent 

activity. Hyperlinks will take you directly to the activities described. 

 



4 | P a g e  
                                                                           

 
 

3. Use the Search bar at the top of the page to search by individual Purchase Order 

number. 

 

 
4. To view all your Purchase Orders, click Manage Orders to be directed to the 

Manage Orders page.  



5 | P a g e  
                                                                           

 
 

Manage Orders 

5. From the Manage Orders screen you can filter search results by selecting from the 

search parameters. You can filter by Sold-to Legal Entity or Bill-to BU (Business 

Unit). Additional filters include Supplier Site and order Status. 
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6. If you wish to customize your Search Results and Save your frequent searches to 

have them run automatically. Use the Manage Watchlist feature to view your saved 

searches. 

 

 
 

7. Click the Search button once you have populated your search parameters or leave 

the fields blank to include all Purchase Orders. You can include Closed Purchase 

Orders in your search by setting the Include Closed Documents field to Yes. 

 

 
 

8. The Search Results work area displays an overview of your Purchase Orders. 
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You can customize the fields that display in the Search Results area clicking View 

→ Columns → and check the fields you want to display.  

 

 
 

 

9. To download a list of Purchase Orders from the Search Results work area, click on 

the spreadsheet icon to export a file to MS Excel. 
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10. Click on the Order hyperlink to view the Purchase Order details screen. 

 

 
 

11. The Purchase Order details are displayed on the screen. Refer to the Purchase 

Order Reference Guide to review the specific elements of the Purchase Order. 
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Manage Schedules 

 
12. To view your Purchase Order schedules click on the Manage Schedules link from 

the Supplier Portal dashboard. 

 

 

 

13. Use the Search parameters available to narrow your search results or click the 

Search button to view all your Purchase Orders. 
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14. The Search Results work area will display your order details as well as the delivery 

details. For services Requested Delivery Date = start date of work to be performed, 

Promised Delivery Date = end date of work to be performed. For materials 

Promised Delivery Date = contractual date agreed to for delivery of goods. 

 

 
 

15. Clicking on the Ship-to Location hyperlink will display additional ship address 

information. Click on the Order hyperlink to be directed to the Purchase Order 

details screen (see Steps 10-11 above, on reviewing the Purchase Order). 
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16. Click Done to return to your Supplier Portal dashboard. 

 

 
 

Manage Deliverables 

 

17. A Deliverable is a requirement created by Enbridge on either a Contract or a 

Purchase Order that is associated with the delivery or completion of goods or 

services. These can include engineering drawings, final documentation packages or 

completion certificates. 

 

Deliverables can be viewed from within the Purchase Order details screen (see 

Step 10 above) or click on the Manage Deliverables link from the Supplier Portal 

dashboard. 
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18. Use the Search parameters available to narrow your search results or click the 

Search button to view all Deliverables. To search by individual Purchase Order 

number, use the Document Number field. 

 
 

 
 

19. Click on the hyperlink under the Deliverable Name or on the pencil icon to edit the 

Deliverable. 
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20. The Edit Deliverable screen will appear. You can change the status to Submitted 

once you have fulfilled the requirements of the deliverable or provide Notes in the 

field provided. 

 

 

21. To include Attachments, such as documents or certificates with your Deliverable, 

click on the Attachments link. 
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22.  Click on the + icon and select Choose File to upload a file from your computer. 

Click Save and Close when you have finished uploading your documents. 

 

 
 

23. Click Done to return to the Supplier Portal dashboard. 

 

 



15 | P a g e  
                                                                           

 

 
 

Review Purchase Order Life Cycle 

24. The Purchase Order Life Cycle can be accessed by clicking on the Manage Orders 

link under the Orders task area (see Steps 5-11) or by searching a Purchase Order 

from the Supplier Portal Landing Page and accessing the Purchase Order Details 

screen. 
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25. The infolet on the right side of the Purchase Order Details screen displays Order 

Life Cycle data including tracking ordered, shipped, received, and delivered status. 

Click on View Details to open the Order Life Cycle Page. 

 

 

 

26. The Order Life Cycle screen provides further details about the status of the 

Purchase Order. You can review your In-Transit Shipments, Receipts and Invoices 

submitted by clicking on the hyperlinks on the page.  
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27. Clicking on the Shipment hyperlink will direct you to the Shipment work area where you 

can see more information regarding the shipment. 

 

 
 

28. Click Done to close the view and return to Purchase Order Life Cycle screen.  
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29. From the Purchase Order Life Cycle screen click on the Receipt hyperlink to review 

receipts associated with the Purchase Order.  

 

 
 

30. Click Done to return to the Purchase Order Life Cycle Screen. 
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31. To review Invoices and Payments associated with the Purchase Order, click on the 

hyperlink in the Invoices work area. 

 

 

 

32. The Invoice screen will display the Invoice details. Please review the View Invoice 

Information Learning Guide for more information on how to view Invoices and 

Payments. 
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33. Click Done to return to the Purchase Order Life Cycle Screen. 
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34. Click Done to return to the Purchase Order Details Screen. 

 

 
 

35. From here click Done to return to the Supplier Portal Landing Page. 
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