S 106 aid Sandia Web Supplier

Training & Development Ju |y 2001

Introduction/Objectives

You will learn to query information that allows supplier’s to view:

Blanket Agreements

Delivery Performance
Delivery Schedules (Open)
Invoices Received

Payments Sent

Purchase Orders & Releases
Receipt History

Receipt Returns

Receipts Overdue

Supplier Account Holders

If you want to view. . . .. Thenselect.......................
> Invoices received for Invoices Received

Payment
> Purchase Orders & Purchase Orders & Releases

associated receipts,
returns, invoices, and
payment history

» Receipt history for all Receipt History, Receipts Overdue, Receipt
items Returns

» Open Delivery Delivery Schedules (Open)
Information

» On-Time Delivery Delivery Performance
Performance

Supplier Account Holders
» Who can access your
account
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Navigation Features of Oracle WEB Supplier Applications

Toolbar Icons

W
o Help - Open the online help window

Return to the homepage
d Print
2); Return to Main Menu

Create and Modify Pages - Maintain your tab pages within the Personal
Homepage

|
d On every inquiry page, you will see the button "Export". This allows you to
export the data on your screen into a format recognized by spreadsheet
applications. To utilize this feature, click the "Export" button, save the file to
your location of choice, and name it with extension .csv (such as data.csv).
Invoke your spreadsheet application and open the file.

l Exit - Return to the login screen.

Table Navigation
P> Go to the next set, or next
‘ﬁ’ Last set, or last
Previous set, or previous

-
I# First set, or first
®

All records
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Access Sandia Web Supplier Queries.

Step | Action

1. Type the URL address:

https://www.prod.sandia.qgov:841/ic source/html/US/SLICXINDEX.htm|

to arrive at:

A g
)

| MATN LOGIN for Web Supplier
|This web site is the property of Sandia National Laborateries and is for Official Use Only. This site may
|contain company sensitive or proprietary information. All user actions on this system and all files stored on this
|system are subject to monitoring by appropriate persommel. Users have no implicit or explicit expectation of
privacy. Iimproper use of information may result in disciplimary or legal action agamst the user.

User Name ’

Password i v Login

Tlis site is available between the hows of 6:00 AM and 7:00 PIVI MST.
Please remember query terms are case sensitive. (Tip: most are all CAPS.)

Sandia Web Supplier News & Information

o Suppliers currently doing business with Sandia may apply for a Web Supplier account.
@ Download the Web Supplier desk reference. Requires Adobe Acrobat Viewer v4.0!1
@ & dditional information on Web Supplier and Sandia Procurement.

@eed help? Call (305284 -4743, 2:00-4:30 J-F MET

Enter the appropriate User Name and Password information.
Note: Password is CASE SENSITIVE.

Note: You must use your mouse to click on the “Login” button; the “Enter” key
will not work.
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Step | Action
2. Click on desired Supplier Query to begin search at the Main Menu.
Welcome to Oracle 11i Applications | % &3 —:, \C}\Z‘v{R{A#
Main Menu
P Sandia Web Supplier Blanket Agreements
Delivery Performance
Delivery Schedules {Open}
Invoices Received
Purchase Orders & Releases
Receipt History
Receipt Returns
Receipts Overdue
Supplier Account Holders
3. Following are three sample queries that exist in Oracle Web Applications.
These are provided to give you examples of query strings, results, and
navigation paths to assist you in using all of the queries available in Oracle
Web Applications:
4. At the Main Menu, select “Invoices Received”.

CORACLE"

Applications

Welcome to Oracle 11i Applications = ? 5 1',

Main Menu

Sandia Web Supplier
P sandia Web Supplier ) Blanket Agreements

Q) Invoices Received |

Receipts Overdue
@ Supplier Account Holders
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Step | Action
5. The "Search-SL Invoice Summary" screen will appear.
E'é [ Search- SL Invoice Summary [ < ? \CI‘)IRLA#
Search- 5L Invoice Summary
AP invoices summary payment schedule
If you know the exact value vou are looking for, using "is" or "starts with" will return results more quickly.
Selectina "hlatch cage” ~'~~ improves speed.
A J
Inoice Mumber j Eﬂnﬁns j I
Search Advanced Search
-
Note: indicates additional options to be considered
6. Select an attribute such as "Invoice Number" in Field A.
7. Select an operator such as “contains", "is", "is not", "starts with” “ends with”,
"greater than", "less than", "after", "before" for Field B.
8. Enter numbers and/or letters (that is, your "search string") in Field C.
9. I Search
Select the "Search" button .
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Advanced Search

Step | Action
1. Optional: To perform an advanced search, select the “Advanced Search"
button at the bottom of the "Search -SL Invoice Summary" screen where simple
searches are performed.
2. The "Advanced Search" form screen appears in which additional search criteria
to further refine search results may be entered.
Blé I Search- SL Invoice Summary [ S 7 %
.']|':' icatraons
SL Imvgice Summary
AR imices summary payment schedule
If you know the exact value you are locking for, using "is" or "starts with" will return results more quickly. =
selecting "Match case" also improves speed.
specify how your search values will be applied.
& Search for entries where each must contain all the values entered.
" Search for entries where each may contain any of the walues entered.
IImroic:e Number j Icontains j |46‘1’r‘4
[ my -1l e
Search Clear | Simple Search
3. Data entered brings up the "SL Invoice Summary" screen
Blé [ SL Invoice Summary I & | 7
5L Invoice Summary
AP invoices summary payment schedule
Invoice Gross |Amount Discount Available PO Payment ..
Number Date Drue Date Amount | Due Date |Discount | Number | Number Deseription
46474 |24-JAM-2000 [11-FEB-2000 |1,867.18 0.00 1862 e
- Check
4] I_»J
4. Click on "Payment Number" (i.e., 1011752-Check)
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Step Action
5. The "Payments" screen appears
=l b ORACLE"
Bé[ Payments [ @ I ? Applications
SL Invoice Surmrmary
AP invoices surmmary payment schedule
|Invui:e Number |Payment Number |A|::o|mti.ng Date |Amou.nt |Dis:olmt Taken
46474 1011752 |11-FEB-2000  |1,867.19 | 0.00
6. Click on "Payment Number" 1011752 again to view "Payment Detail"
7. Elé[ Payment Detail [ &S I 2
SL Invoice Summary
AP invoices summary payment schedule
Payment MNumber 1011752 Supplier Address ALBUQUERQUE NM =
Payment Date 11-FEB-2000 SCHOLES HALL ROOM 206
Future Pay Due Date CONTRACT AND GRANT ACCOUNTING
Amount 60,108.87
City ALBUQUERQUE Stopped At
State NIV Released At
Postal Cede 87131-3106 Woid Date
Country US Bank Account Name AP CHECKS
Records 1 - 16 of 16
Invoice Number 1
17
26
3-42221-41/FIIAL
3-45511-42/FINAL
3-49611-14/FTI AL
ZFTNAL
45902 B
8. Return to Main Menu.
r d-élﬂ
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Access Purchase Order Summary

Step | Action
1. Click on “Purchase Orders & Releases” from the Main Menu.
Welcome to Oracle Applications ? 23, 1’ M
A ]l [':l ications
Main Menu
I |
P Sandia Web Supplier Blanket Agreements
Delivery Performance
Delivery Schedules (Open)
Invoires Bearinde v w o
@ Purchase Orders & Releases
. - __J
Receipt Returns
Receipts Overdue
Supplier Account Holders
J
2. Enter the appropriate “search string” information.
@é [ Search- SL Purchase Order Summary [ &2 %
SL Purchase Order Summary
SML PO Summary
Ifyou kenow the exact value you are looking for, using "is" or "starts with" will return results more quickly.
Zelecting "Match case” also wnproves speed.
|F'O Mumber j |stans with j |3
PO Mumber
Search Clear Advanced Search
3. Click “Search”
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Step

Action

4. The "SL Purchase Order Summary" screen appears with queried data
] B‘é[ SL Purchase Order Summary [ ) [ ? Ui
SL Purchase Order Summary
SHNL PO Summary
‘Nul:r(j:er Revision Type ‘ Amount |Status f:f:::n Canrier ‘ Buyer ‘ Order Date E:I::];:; ‘
MO MO OFFICE
3166 1| STANDARD | 25,000.00 |Closed gﬂPM:ENT SHIPMENT IMEES,FRED 2. 10-DEC-198% %SEA Irvoices | Receipts
QFFICE
3733 1 |STANDARD | 100,000.00 | Open I;IT%PM:ENT EII-OEPMENT gw 23-DEC-199%9 %SEA Invaices | Receipts
OFFICE
2850 2 |STANDARD | 43,642.00 | Open ISJ_I?]PM:ENT E_ETE—RSM 05-TAN-2000 %SEA Invoices | Receipts
5. Click on “Invoices” or “Receipts” to view additional information specific to the

Purchase Order.

The “SL PO Receipt Transactions” screen appears with data for a specific
Purchase Order query

[ t H [ .
@é [ SL PO Receipt Transactions [ S| 2 Y ORACLE

Applications

SL Purchase Order Sumrmary
SML PO Summary

Purchase Order header for receipt transactions (region)

PC NMumber 3166 Ship-to Location NO SHIPMENT
Bill-to Location SAINDIA LABS - AP Rewision 1
Carner NO SHIFMENT Payment Terms INET 30
Type STANDARD FOE NOT APPLICABLE
Freight Terms NOT APPLICABLE Crder Diate 10-DEC-1999
Statuz Closed Supplier Location OFFICE OF RESEA

Amount 25,000.00 Invoices |

Receipt Transactions: No matching records were found.

7. Return to “Main Menu”
r ar |
!%;,E
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Delivery Performance Information

Step | Action
1. Click on “Delivery Performance” from the Main Menu.
Welcome to Oracle 11i Applications ?4 1', M
Applications
Main Menu
Sandia Web Supplier
P Sandia Web Supplier (7. - prlanket Agreemems
@) Delivery Performance
L R ..M
@ Invoices Received
@ Ppurchase Orders & Releases
@ Receipt History
G} Receipt Retums
@ Receipts Overdue
Supplier Account Holders
e
2. Enter the appropriate "search string" information.
Slé I Search- On-Time Performance [ & [ ?
On-Time Performance
If you know the exact value you are looking for, using “is" or "starts with" will return results more
quickly.
=electing "Mlatch case” also improwves speed.
PC Number j |cantains j |143
ltermn Mumber
Delivery Status
Due Date
PO Number
Receipt Murnber
Shipment Mumber
Waybill Murmber
Carrier
Search Advanced Search
3. Click "Search"
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Step | Action
4, The "On-Time Performance" screen appears
) I On-Time Performance [ S| 7
On-Time Performance
& Records 26 - 50 of 196 = 3 & AL1YE =
aer Deseiption  p 3% emnre | Stame | DueDae | ReceiDace |\l e e e e
77" SERIES 2 SHARK ROADWAT
CABINET 1|[EACH  |Late  |20-NOV-2000 |07-DEC-2000 (14330  |21731
ENCLOSURE ! - EXPRESS
5. Return to “Main Menu”
By
07/30/01
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Receipt History

Step | Action

1. Click on “Receipt History” from the “Main Menu”.

Welcome to Oracle 11i Applications [ ? == _, ORACLE®

Applications
hain Menu

Sandia Web Supplier

P Sandia Web Supplier

Blanket Agreements
Delivery Performance
Delivery Schedules (Open)

Inupirne n---:ugd
Receipt History

!

(

)

. Receipts Overdue
. Supplier Account Holders

f:3)

2. Enter the appropriate "search string" information

Al | Search- Receipt History ‘ < ‘ 2 ORACLE’

Applications

Search- Receipt History

If you know the exact value you are locking for, using "is" or "starts with" will return results more quickly.
Selecting "Match case” also improves speed.

|Receipt Number =] [contains =] |20341
Receipt Number

Shipment Number

Creation Date

Ship Date

Receipt Location

Packing Slip

Waybill Number

Carrier

[ _search [ Clear [ Advanced Search J

3. Click "search".
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Step | Action
4. The "Receipt Transactions" screen appears
Q@‘, Receipt Transactions l 7
| On-Time Performance

TVC -VCR.- PRECLSION

%1 03-NOV-2000 |143%9- MODEL # COMPUTER 1|EACH
HR-59800 SERVICES
SANDISK FLASH PRECLSION

2031 03-NOV-2000 |143%9- RAM - PI# COMPUTER 3|EACH
SDCFB-192-485 SERVICES
SANDISK FLASH PRECISION

031 03-NOV-2000 |143%9- RAM - PIV# COMPUTER 4|EACH
SDCFB-192-485 SERVICES
SANDISK FLASH PRECISION

031 03.NOV-2000 |143%9- RAM - PIV# COMPUTER 2|BACH
SDCFR-192-485 SERVICES
3-COM 10/100 HUB PRECLSION

20341 03-NOV-2000 |143%9- - MODEL# COMPUTER 2|EACH
30167508 SERVICES
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Exporting Process

Step | Action
1. Select the “Export to...” button at the top of the page to export results to a
spreadsheet.
[ Blé | SL Purchase Order Summary ' < ' %
SL Purchase Order Summary
SML PO Summary
(€3 &) Records1-25¢£247 =p & All 247 |
PO |, .. Ship-to N IR
Numnber Revision Type Amount ‘Shtn: Locati Camier Buyer Order Date
' [SANDIA
1343 0|STANDARD | 5,605.00 |Closed |LABS - Eg%ﬁé FITZPATRICK, LYNN |19-OCT-1999 gf
ABQ
[SANDIA 'SP
15144 0 |STANDARD| 195000 {Open |LABS- |r-C=tt |RHODENJULIEA  [28-NOV-2000|CC
[ABOQ cC
|SANDIA
12842 0 |STANDARD | 1,050.00 |Closed |LABS - FEDERAL RHODEN,JULIE A 06-3EP-2000 |ER
—_— AB— EXPRESS =————
’ [SANDIA | 8T
JIMSOR ‘ 0 ‘STANT)ART)| 308500 Onen IT.ARS - IF_E]_)% RHODEN TITTITE A ‘ﬂﬁ-NOV-?l’]l’]l’] ’E};I
4
2. When the "Save As" dialogue box appears, select your folder and place a .csv

file extension at the end of your selected filename.

E\lé [ SL Purchase Order Summary [ <

ar

ORACLE"

Applications

SL Purchase Order Summary

SML PO Summary
[ <0 Records 1-25+Ff247 = = & All 247
il 3 —
Nlﬁ:ller Revision Save in: Iaw’ork Dane j gl or Order Date |
BC
1343 oS CE.LTMNN |19-OCT-1939 EL
B sp
15144 oS [ULIE A, 28-NOV-2000 | ZC
814
File name: Ifed_ex_query.csv Save I N
12842 0157 gave as bype: IA" Files 4] j Cancel | ULLE A, 06-5EP-2000 |EE
SANDIA AT ‘ ﬁ
‘I'Idl‘?f]R ‘ 0 ‘STANT)A'RT) ‘ 308500 1Onen  IT.ARS - E_EPF_ il FHODEN TITT.TE A 0A-MO-2000 T)_]Ll
k
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Step Action
3. Open the file you saved in Microsoft Excel.
A B © D E F G H

1 |PO MumberlRevision | Type Amount | Status Ship-to Location Carrier Buyer

2 1343 0 STANDAR 5605 Closed | SAMDIA LABS - ABQ FEDERAL EXPRESS FITZPATRICKLYNN

3 15144 0 STANDAR 1950 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

4 12842 0 STANDAR 1050 Closed  |SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

5 14508 0 STANDAR 3085 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

5 10815 1 STANDAR 5567 | Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

7 12035 0 STANDAR  5250.28 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

g 10196 0 STANDAR 3600 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

9 14848 0 STANDAR 5200 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

10 12398 0 STANDAR 140 Closed | SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

11 1974 0 STANDAR 5185 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

12 97ey 0 STANDAR 15870 Open SANDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

13 14064 0 STANDAR 4995 Closed | SAMDIA LABS - ABQ FEDERAL EXPRESS RHODEMJULIE A.

14 6323 0 STANDAR 3022 Closed | SAMDIA LABS - ABQ FEDERAL EXPRESS MILLSDAVID R.

15 4278 0 STANDAR 2000 Open SANDIA LABS - ABQ FEDERAL EXPRESS TOMLINCHRISTINE E.
16 12908 0 STANDAR 351048 Open SANDIA LABS - ABQ FEDERAL EXPRESS |JEMNMINGSH. DOUGLAS
17 10243 1 STANDAR ~ 8365.61 Open SANDIA LABS - ABQ FEDERAL EXPRESS TOMLINCHRISTINE E.
18 11449 0 STANDAR 1568 Closed  |SANDIA LABS - ABQ FEDERAL EXPRESS FORRESTBARBARA J.
19 1377 0 STANDAR 7774 Closed | SANDIA LABS - ABQ FEDERAL EXPRESS FORRESTBARBARA J.
The web page results are now in a spreadsheet that can be sorted or
manipulated.
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