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Acknowledging Purchase Orders

Purpose This learning guide provides details of how to acknowledge a purchase
order and change order issued by Enbridge within the Oracle Supplier
Portal

Eligible Invoices for Purchase Orders

1. All suppliers are encouraged to submit invoices through the Supplier Portal. Please
note, Supplier Portal will not accept the following types of invoices:

e Invoices without an associated Purchase Order
e |nvoices for Enbridge Gas Inc

¢ Invoices with Carbon Tax

¢ Invoice with Holdbacks / Retainage

e Account statements

Invoices referring to a closed Purchase Order must be emailed to the applicable
Accounts Payable email address found using the Enbridge Invoice Submission
Matrix.

Email Notifications

1. There are two types of emails that a supplier can receive:

a) Regular Email: Buyer requests acknowledgement of a PO via email below asking
to acknowledge Purchase Order with one of the options below “Accept or
Reject”. Supplier is to Reply All to the email and state whether they Accept or
Reject the Purchase Order. Supplier should not log into the Supplier Portal to
acknowledge the Purchase Order.

ENBRIDGE

Dear Supplier,
ACTION REQUIRED: You are required to acknowledge this Purchase Order before performing any fulfillment. Please
open the attached PDF and review the details of the Purchase Order. Please reply within 24 hours with one of the
options below exactly as written:

Accept

Reject
For 'Rejected' Purchase Order please provide comments.

For materials requiring expediting, an expeditor will contact you after acceptance of this Purchase Order.
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b)

Oracle Email with Link: Buyer requests supplier to acknowledge a Purchase
Order and Supplier receives the below email with a Review and Acknowledge
link.

CAUTION! Do not click on the Review and Acknowledge link.

The Supplier will log into the Oracle Supplier Portal through Okta and
acknowledge the Purchase Order following the instructions in the Purchase
Order Acknowledgements section.

—

Purchase Order Acknowledgment

Acknowledgment Due
Buyer

Description

Purchase Order
Supplier

Note to Supplier

Review and Acknowledge l

REQ-2664-1019942 / C. Eagles / Regina SK / Excavation Services
PUR-2664-2015389

SUBCAN LTD

REQ-2664-1019942 / C. Eagles / Regina SK / Excavation Services
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Log into Okta

1. Log into Okta using the Okta link: hitps://enbridgesuppliers.okta.com.

ENBRIDGE

External User Sign In

Username
Password

Remember me

Need help signing in?

2. Access the Oracle Supplier Portal from the Okta dashboard.

' REMINDER: Accessing the Oracle Supplier Portal should always be initiated from
this landing page.

Click on the Oracle Supplier Portal application to go to the Oracle Supplier Portal

dashboard.
ENBR’DGE Q. Search your apps
Dashboar’d < My Apps
#f My Apps =) Work
Waork
Add section &5}

oRACLE
T

M Motifications 1

Cracle Supplier
Partal

28 Add apps

® Add section
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https://enbridgesuppliers.okta.com/

Oracle Supplier Portal Landing Page

1. From the Oracle Home Page, click on the Supplier Portal application tile to be
directed to the Supplier Portal dashboard.

ORACLE

Good evening, Lynn Jones!

Supplier Portal Tools Others

APS

Supplier Portal

Things to Finish

(Ua]

2. The system will redirect the user to the Supplier Portal dashboard. Click on the
Orders tile to be directed to the Manage Orders landing page.
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Manage Orders Searches

1. The Manage Orders screen will appear. To search for a specific order, enter the
Purchase Order number into the Order title box and click Search. The Purchase
Order will be displayed under the Search Results section at the bottom of the
screen.

ORACLE

Manage Orders @

Headers  Schedules

4 Search |Agvanced H Manage Watchlist ‘ saved Search |F'O to Accept v

Sold-to Legal Entity ‘ ‘ - \ [ Order I:I]
Bill-to BU Status | Pending Supplier Acknowledgment w»
@ Reset Hﬁ‘

(" search Resulls
Actions w View v Fomatw F2 {w Detach

'
Order Order Date Supplier Site Buyer Ordered Currency  Status Life Cycle Creation Da
v

< G EEEEEEE——— >
\ Columns Hidden 25

To view all Purchase Orders issued through Oracle, select the entity name from the
drop-down list under the Sold-to Legal Entity and click on Search. All Purchase
Orders will show up under the Search Results section at the bottom of the screen.

ORACLE

Manage Orders @

Headers  Schedules

4 Search | Agvanced | Manage Watchiist | Saved search ‘PO o Accept v

[ Sou o Legai Enty | =] ] o |
Bill-to BU ~ Status
Supplier Site :'z‘ Include Closed Documents
m Reset Hﬁ|
=2

Search Results

Actions v View v Formatw B e’ Detach
a
Order Order Date Supplier Site Buyer Ordered Currency  Status Life Cycle Creation Da
v
e————————————— »

Columns Hidden 25
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2. The Search Results section displays an overview of the Purchase Orders. Under the
Order column, click the blue Purchase Order Number hyperlink to display the
Purchase Order details.

ORACLE

Manage Orders @

Hoaders  Schedules

b Search Agvanced || Manage Watchiist | Saved Search Al Orcers v
Search Results
Adibns w Vieww Fomatw B § Freere o] Detach Wrap X
Order Order Date  Description Supplier Site Buyer Ordered Currency  Status cl;,i':" g::w"
© PUR-2524-200014¢ 41521 SC Ofice 51072 CAD Open o #1521
PUR-2430-2000007 41821 SC Otice 50000 CAD Open o 1521
PUR-2251-2000048 4152 SC Ofce 31425 CAD Open b i
A  PUR2251.2000047 41521 SC Office 90000 CAD Pending Su UL 4]
A PUR-1021-200000¢ 41521 SC Ofice 5500000 CAD Pending Su s
Columns Hidden 24
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3. The Purchase Order details will display on a separate screen. The Purchase Order
is divided into three sections under the Main tab that should be reviewed prior to
acknowledging the Purchase Order: 1) General, 2) Terms tab and Notes and
Attachments tab, and 3) Additional Information tab.

Purchase Order: PUR-2251-2000048

Acknowled____ View PDF | | Actions ¥ |
N I e L

4 General
Sold-to Legal . = g 5 .
Entity Enbridge Inc. - CORP Supplier Enbridge Testing Lid Ordered 31425 CAD
Bill-to BU Enbridge CA Business Unit Supplier Site SC Office e
Description
Order PUR-2251-2000048 Supplier Contact Lynn Jones Source
Agreement k
o = L EMBRIDGE ACCOUNTS .
Status Closed for Receiving Bill-to Location PAYABLE CA PO BOX Supplier Order
Binyee SIRACRHORE Ship-to Location CA-AB-CALGARY-001
Creation Date  4/15/21
l Terms  Notes and Attachments |
Required Shipping
Acknowledgment Docisncal e Method
NET 60 DAYS FROM : Enbridge Paid Freight __ Pay on recsipt
Payment Terms  RECEIPT OF Freight Terms oy

UNDISPUTED INVOICE
IncoTerms — Confirming order

| 4 Additional Information)

Contract Number e Expeditor Name

1) The Main tab captures the general information about the Purchase Order that
applies to all lines and schedules. It sets the context for the entire document.

2) The Terms tab defines the commercial and logistical conditions for the Purchase
order. The key sections include Payment Terms and Freight Terms.

The Notes and Attachments tab allows the supplier to add any textual
instructions or comments to the Purchase Order prior to submitting their
response. Any attachments to the Purchase Order can also be found in this
section.

3) Additional Information section is used to capture extra reference details that
are not covered in the main fields. These details are primarily for informational
and tracking purposes and do not usually affect the financial or logistical
processing of the Purchase Order.
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Purchase Order Acknowledgements

1.

Navigate to the Manage Orders screen. Under the Search Results, the Order
column will display a yellow triangle next to Purchase Order numbers that require
acknowledgement.

Under the Status column, these Purchase Orders are listed as Pending Supplier
Acknowledgement. Click on the Purchase Order number hyperlink under the Order
column to view the Purchase Order that requires acknowledgement.

ORACLE

Manage Orders @

Hoaders  Schedules

b Search Advanced || Manage Watchlist | Soved Search Al Orcers v
Search Results
Adions v Vieww Fomatw # T Freese o'} Detach Wray X
Sl ST Life  Creation
Order Date  Description Supplier Site Buyer Ordered Culmncy Cycle Date
O FUR-2524-200014¢ 41521 SC Ofice HOPE, TRACY 510.72 CAD Open N
FUR-24 007 41821 SC Ofice HOPE. TRACY $0000 CAD Open b N2
SC O%ce HOPE, TRACY 31425 CAD Open 41521
SC Office HOPE, TRACY 90000 CAD Pending Su 41521
A SC Ottce HOPE, TRACY 55000.00 CAD Pending Su 1521

Columns Hidden 24

2. On the Purchase Order details screen on the top right-hand side of the screen, four

buttons appear to the right of the PO Report:

1) Acknowledge - Updates the PO status to Acknowledged.

2) View PDF - Opens a PDF version of the PO for review, allows download

3) Actions - Displays Drop-down options for Accept, Reject, Request Changes,
Print and Communicate Messages.

4) Refresh - Updates the screen with the latest purchase order details from Oracle.
Use it if to refresh the screen so any changes will be the most current info before
acknowledging.

5) Done - Closes current screen or completes the acknowledgement process.

Order Life Cycle

Purchase Order: PUR-2664-2015385 @ Done |
4 General
Sold-to Legal TEST SUPPLIER-DO NOT inicced .
old-to Legal ) _— i ) |
Entity Enbridge Pipelines Inc. - LP Supplier USE Ordered 300,00 CAD
Bill-to BU Enbridge CA Business Unit Supplier Site  HOUSTON(CAD) - 0 100 200
Description
Order PUR-2664-2015385 Supplier B Amount (CAD)
Contact Source
Additional Agreement
Status  Open Contact supplierportal@enbiridge.com )
Email Supplier Order View Details
Buyer  CLEODRAMAIER Billto ENBRIDGE ACCOUNTS
PR Location PAYABLE CAPQ BOX
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3. Review all Purchase Order details from each of the four sections. To acknowledge
the Purchase Order, click on the Acknowledge button at the top right-hand side of
the screen.

Order Life Cycle

Purchase Order: PUR-2664-2015385 @) PO Report = Acknowledge | View PDF H Actions ¥ || Refresh H Done ‘
—— E
Main ot _
4 General
Sold-to Legal TEST SUPPLIER-DO NOT fvoiced -
old-to Legal LIER-]
Entity Enbridge Pipelines Inc. - LP Supplier USE Ordered  300.00 CAD
Bill-to BU  Enbridge CA Business Unit Supplier Site  HOUSTON(CAD) 0 100 200 300
Description
Order PUR-2664-2015385 Supplier B Amount (CAD)
Contact Source
Additional Agreement
Status  Open Contact supplierportal@enbiridge.com
' Email Supplier Order View Details
Buyer CLEODRAMAIER Billto ENBRIDGE ACCOUNTS
Creation Date  10/8/25 Location PAYABLE CAPO BOX
Ship-to  CALGARY FIFTH AVENUE
Location PLACE
Terms  Notes and Attachments
Required None Shipping
Acknowledgment Method Requires signature
NET 60 DAYS FROM o
Payment Terms REGEIPT OF Freight Terms  None
@ UNDISPUTED INVOICE IncoTerms Pay on receipt
Confirming order

4. The Acknowledge Document (Purchase Order): Number screen will display. On
the right-hand side of the screen, four buttons appear: 1) Accept, 2) Reject, 3) View
PDF and 4) Cancel.

Acknowledge Document (Purchase Order): PUR-2251-2000047 [ Accept || Resect | | viewpoF | || Cancel |

Main Contract Terms

4 General

Snlitn | ansl Entity_Enbwidne ine . £OBD Sunnlier Enbwidne Yastina i i

1) Accept: Confirms the invoice information is correct and allows it to move
forward.

2) Reject: Sends the invoice back for correction due to errors or discrepancies.

3) View PDF: Opens a downloadable PDF version of the invoice for review.

4) Cancel: Voids the invoice so it cannot be processed or paid.
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5. Prior to acknowledging the Purchase Order, an Acknowledgement Note and
Supplier Order number may be entered for the buyer. If the Purchase Order will be
rejected, a rejection reason is to be entered under the Rejection Reason column
under the Schedules section at the bottom of the screen.

Acknowledge Document (Purchase Order): PUR-2251-2000047

Sold-to Legal Entity  Enbeidge inc. - CORP
Order  PUR-2251-2000047
Status  Pending Suppler Acknowiecgmant

Buyer

Creation Date /1521

Terms  Notes and Attachments

Required L
Acknowledgment Oocumen

Acknowledgment Due o

SREE—— “

4 Additional Information

Contract Number

Apply LienRetainage Holdback

Apply Performance Holdback

Expeditor Name

Maximo Region
Schedules
Actions w View v Formal w s 3 Y

Line Description

Supplier

Enbridge Testing Ltg Ordered

Supplier Site  SC O

Supplicr Contact

Bill-to Location

Ship-to Location CA-AB-CALGARY-00

Payment Terms =

Shipping Method
Freight Terms

FO8

Enbndge Regional Area

PO Type - SLA

Contracting Legal Entity
Contract Owner/Biz Partner

Contracting Category

» : Detach

Supplier Item  Quantity UOM

1§ Requsmon - Approved REQ without Consngency Line coded to Ecos

Descnption

Lynn Jones
Source Agreement

ENBRIDGE AC

View PDF

60000 CAD

PAYABLE CA [ Supplier Order

789654 ]

Communication Method

Entndge Paid Freight (Buyer

PO Status
Alternate Approver
Preferred Status

Context Prompt

None

Pay on recep!

Confirming order

42221 63021

6. From the Acknowledge Document screen, click on either the Accept or Reject
button to acknowledge the Purchase Order.

Acknowledge Document (Purchase Order): PUR-2251-2000047

Main Contract Terms

4 General

Caldtn | snal Entity Enbeidne ine . COARD
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7. Accepting the Purchase Order will change the Status from Pending Supplier
Acknowledgement to Open and the yellow triangle warning disappears.

Actions v View v Formatv # F [+ Detach
Order Order Date Supplier Site Buyer Ordered Currenc! Status Life Cycle Creation Date
PUR-3894-2001432 9/11/25 WO-CHICAGO VAN ZEE, DIANE 5,111,994 86 USD Open 9/9/25
PUR-5380-2001541 9/15/25 WO-CHICAGO VAN ZEE, DIANE 10,880,994 53 USD Open 9/9/25
PUR-3170-2001002 9/11/25 WO-CHICAGO VAN ZEE, DIANE 1,074,60540 USD Open 9/9/25
PUR-2620-2000557 9/11/25 WO-CHICAGO VAN ZEE, DIANE 819,300.44 USD Open 9/9/25

Search Results Columns Customization

1. To customize the Search Results view, click on the View drop-down arrow and
select Columns to display the list of options. Add columns from the drop-down menu
by selecting the square icon beside the column name. Choose from a list of invoice
information columns for a personalized view.

ORACLE

Manage Orders @

Headers  Schocules

» Search Agvanced || Manage Watchisst | Saved Search Al Orders v

Search Regulls

Actions mFanalv /B B 0 freere (3 Detach [0 wiap

Abcut This Record 1 P " ” Life Creation
3 i Description ) Supplier Site Buyer Ordered Currency Status el e
Caluenns »
q Show Al SC Ofice 51072 CAD Open ¥ A521
sco% 50000 CA o o anset
Detach ‘AdoRonal Informaton C Otice 0 pen X 2
. Retarencs Norbw: SC Osco 31425 CAD Open o s
Son | —l
y Sourcs Agresment SC Ofice 90000 CAD Pending Su 41521
Reorder Columns. Ao
Requred Acnawladgment SCotice - 5500000 CAD ans
Query By Example
Columf) Hrouwer- 2w Procursment Card

Document Style
Pay on Recewt
Freignt Tarms

£0B

Shipping Metnod
Change Ordar Status
Revision

Revision Oate

Frazen

Seotrmiog Orcer
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Purchase Order Lifecycle - Statuses

1. Oracle Cloud provides numerous statuses as Purchase Order move through their
lifecycle. Purchase Orders have an overall order status, and line level statuses. For
example, on a multiple line Purchase Order, one line can be in closed status, while
the other lines remain in open status. In this example, the overall purchase order
status would still be shown as open.

Oracle Cloud Status Definition

Oracle Cloud Status

Canceled

Closed

Closed for Receiving

Closed for Invoicing

Incomplete

On Hold

Open

Pending Approval

Pending Supplier
Acknowledgement

Pending Change Approval

Rejected

Withdrawn

Definition

POs can be canceled by the Preparer or Buyer. Once a PO is canceled it
cannot be reopened. Invoices can be matched against a canceled PO. New
receipts cannot be entered.

Oracle Cloud will automatically update the status to Closed when all invoices
and receipts have been completed against the PO or PO Line. Buyers can also
force close. Invoices can be matched against a closed PO. New receipts
cannot be entered.

Oracle Cloud will automatically update the status to Closed for Receiving when
all receiving has been completed against the PO or PO Line.

Oracle Cloud will automatically update the status to Closed for Invoicing when
all invoicing has been completed against the PO or PO Line.

PO/Change Order is considered in a draft state. Receipts and invoices
cannot be completed against the PO until it is moved to Open status.

Buyers can place a temporary hold on a PO to stop all transactions against the
PO (receipts and invoices). Once the hold is removed, transactions can occur
against the PO again.

All approvals, including Supplier Acknowledgement, have been received. PO is
available for invoicing and receipts

PO/Change Order has been submitted for approval. Click on the

hyperlink to view the approval workflow.

PO/Change Order has been internally approved by Enbridge and is awaiting
acknowledgement by the Supplier.

Status occurs when the initial PO (Rev 0) was sent for approval and/or
acknowledgement and was withdraw, updated, and resubmitted for approval.

Approval was rejected. PO/Change Order requires action by the
initiator.

Withdrawn The initiator of the PO/Change Order withdrew the approval. This
status requires action by the initiator.

Contact the Supplier Portal team at supplierportal@enbridge.com for any questions
or for additional support or access to the Okta or the Oracle Supplier Portal
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