
Supplier Portal

Accessing Supplier Portal for Profile, 
Purchase Orders, Shipments, Invoices, 

and Quotes
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<Role(s)>

Edit Profile

Add Attachments

Review and Submit

The Manage Profile feature allows a registered supplier to manage their profile.

Oracle

Redpath Supplier

Supplier Portal – Manage Profile
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Supplier Portal – Manage Profile

1. Click the Supplier Portal icon to access your 

company profile

2. Scroll down to the Manage Profile link under 

the Tasks pane on the left side

3. Click the Edit button on the top right of the 

page. Your profile opens in editable format

4. Add a description to the changes

5. Edit the required fields by selecting the 

appropriate tab
i. Organization Details
ii. Tax Identifiers
iii. Addresses
iv. Contacts
v. Payments
vi. Business Classifications
vii. Products and Services

6. Click Submit

7. A confirmation message is displayed, 

followed by an email advising if the change 

has been approved or rejected

Edit Profile
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Supplier Portal – Manage Profile

1. Click the + symbol to add 

attachments if required

2. Select the Attachment Type

i. File

ii. Text

iii. URL

3. Select Category

i. From Supplier

ii. Miscellaneous

iii. To Buyer

iv. To Receiver

v. To Supplier

4. Choose the appropriate file (save 

files in PDF format prior to attaching) 

and add a description, if required

5. Click OK

6. Click Submit to complete the edit

Add Attachments
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Supplier Portal – Manage Profile

1. Click Review Changes in the upper 

right corner of the screen

2. All the changes you have made will 

appear in a list for review

3. 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, and 

come back to review when done

5. Click Submit

6. Confirmation message will appear 

followed by an email or system 

notification advising if approved or 

rejected

Review and Submit Change Request
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Supplier Portal – Manage Profile

1. From the Navigator, click 

Procurement > Manage Suppliers

2. Enter the search criteria to find the 

supplier that you wish to associate

3. On the supplier page, click the Edit 

button on the right side of the page

4. On the profile tab, select the parent 

supplier and click the Submit button 

to submit the change request

5. A confirmation message with the 

change request number is displayed

6. Click OK to continue

Associate Parent Supplier to a Child Supplier
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Supplier Portal – TASKS 
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Supplier Portal – TASKS

1 Orders

Shipments

Invoices & Payments

2

3

The graphic infolets provide an interactive readout of 
real time information. You can see recent activities and 
news. You can also see items requiring attention, which 
you can access by drilling down into the infolet. 

<Role(s)>

Oracle

User The Tasks pane on the supplier portal allows suppliers to perform various activities such as 
viewing orders, managing shipments and deliveries, and creating invoices.
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ORDERS

Supplier Portal – TASKS

1. Click Orders opened in the infolet

2. Review the order details 

3. Use the Actions dropdown to perform the following actions:

i. Edit order 

ii. Cancel order

iii. View history

Note: Selecting Edit will create a change order request 

4. If all the information is accurate, select Acknowledge

5. Enter your SO number and click OK

1
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2 SHIPMENTS

Supplier Portal – TASKS

1. To create an Advanced Shipment notification, click Create 

ASN under 'Shipments’ 

2. Search for the PO for which ASN needs to be created

3. Select the required lines and click 'Create ASN'

4. Enter the required shipment details, including Shipment, 

Shipped Date, and Expected Receipt Date

Note: Fields marked with an asterisk (*) sign are 

mandatory

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 number
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1. Click Create Invoice

2. The Invoice Entry page will appear

3. Click Identifying PO and select the PO that you want to invoice

4. Enter the Invoice Number, Date and other details, if required. Add attachments, 

as needed

5. Under Lines, click the Select and Add icon

6. The line level details of the PO get populated and will be ready for review

7. Select the lines for which you want to create an invoice and click OK (or Select 

All) 

8. Edit the quantities on Products or dollars on Services to match your invoice 

(DO NOT MODIFY TAXES)

9. Click the Invoice Actions button and select Calculate Tax

10. For invoices in Saved status, the supplier can perform the following actions: 

i. Delete/cancel the invoice

ii. Delete/cancel a line in the invoice

11. Once all the required changes are made, click Submit. The invoice will be 

submitted

12

3 INVOICES AND PAYMENTS

Supplier Portal – TASKS

DO NOT USE + USE 
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Responding to Negotiations
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<Role(s)>

Accept or Decline the invitation

Access the Negotiation

Respond to the Negotiation

Negotiations are used 
when pricing is not already 
setup in an agreement, or 
an agreement requires a 
pricing update.Oracle

User

Supplier Portal – Responding to Negotiations

To respond to negotiations, a contact must 
be assigned the Supplier Bidder role.
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Accept or Decline the Invitation

Supplier Portal – Responding to Negotiations

1. Click the link in your notifications

2. You can also access the negotiation through 

the Supplier Portal and select ‘View Active 

Negotiations’

Access the Negotiation

1. Redpath will issue an invitation to negotiate 

for one of the following reasons:

i. Request for Quote

ii. Agreements 

iii. Renegotiate an existing agreements

2. You will receive a notification informing you 

that you are invited to a negotiation. Click 

‘Accept Invitation’ or ‘Decline Invitation’, as 

required
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Supplier Portal – Responding to Negotiations

1. Select the negotiation to which you 

want to respond and click ‘Create 

Response’

2. You need to perform four steps to 

complete the response

i. On the Overview page:

a. Response validity 

date

b. Reference number

c. Notes for the buyer, if 

applicable

d. Click Next

Respond to the Negotiation
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Supplier Portal – Responding to Negotiations

ii. Requirements

a. Respond to all questions, in 

all sections

b. Click Next

iii. Lines

a. Add the Response Price and 

any minimum quantity

b. Click Next

iv. Review

a. All 3 tabs are available to 

review

b. Click Save or Submit, if 

acceptable

Respond to the Negotiation
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THANK YOU!

Mining Contractors and Engineers
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