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Welcome to the Supplier Portal Overview. This quick step discusses the Supplier Portal, a new feature within Costpoint 
that allows suppliers to quickly access purchase orders issued by buyers, submit shipping notifications, generate invoices, 
and approve invoices. The Supplier Portal helps companies streamline communications between their purchasing and 
accounts payable departments as well as their suppliers, vendors, and subcontractors.

Supplier Portal Overview Quick Steps
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• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.
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Suppliers are setup as users in Costpoint and can access the 
Supplier Portal by logging in to Costpoint with the provided 
username and password. The supplier will have access to the 
following screens: Supplier Portal Dashboard, Manage Supplier 
Actions, Manage Shipping Information, and Manage Invoices.

1. Costpoint Login



2. Supplier Portal Dashboard

Upon login, the Supplier is taken to the Supplier Portal 
Dashboard where they can see the purchase orders and 
invoices tied to their vendor ID. The Supplier Portal Dashboard 
allows suppliers to view Purchase Orders that require action, 
as well as upcoming or late deliveries, cancelled orders and 
invoice approval status.



3. Manage Dashparts > Steps A and B

Select the dashpart in the available 
column that you want to add and 
click the plus button to the right of 
the dashpart.

A

You can click Add All to include 
all available dashparts.

B

Use the Manage Dashparts link in the upper 
right hand corner to configure the dashparts
you wish to display. Click the Manage 
Dashparts link and a diaglog box will open. 



3. Manage Dashparts > Steps C, D, and E

To remove dashparts from the 
dashboard click the X button to 
the right of the dashpart that 
you want to remove in the 
Selected pane. You can click 
Remove All to remove all 
dashparts.

C

You can also use the up and 
down arrows in the Selected 
pain to adjust the location of the 
Dashpart.

D

The Edit Icon can be used to 
edit settings and parameters 
and can be accessed from the 
Dashboard or in the Manage 
Dashparts dialog box.

E

Upon save, the Supplier Portal 
dashboard will automatically 
update with your edits and these 
changes will be saved to your user 
ID for future sessions. If your 
dashparts do not display on a 
single view or page due to your 
computer screen resolution, use 
the left and right arrow icons on 
the toolbar to toggle between 
pages and view the dashparts.



4. Link to Records and Screens from the Dashboard

From the dashparts, suppliers can click the hyperlinks 
to access individual records in the corresponding 
screens, and take the necessary actions.



5. Create a Quote for the RFQ

The Request for Quote hyperlink accesses the 
Manage Quotes screen where the supplier can view 
requests for quotes and choose to generate a quote 
in response to the request. This will trigger an email 
to the buyer with the details, and if the quote is 
awarded, the buyer will create a purchase order. Both 
buyer and supplier will be able to communicate about 
an RFQ and quote via the Notes that will trigger an 
email notification to both parties.



6. Manage Supplier Actions Screen

Once the buyer reviews the quotes and chooses a vendor, the Purchase Order 
is created and released which triggers an email notification to the supplier. The 
Supplier Dashboard is also updated with the record. The Purchase Order 
hyperlink from the email or dashboard accesses the Manage Supplier Actions 
screen. In this screen, action needed for the Purchase Order or line can be 
managed and the Supplier actions taken are attached to the vendor ID.



Form and Table views are available for all screens in the Supplier Portal. Click 
Form or Table at the upper right-hand side of the section to toggle back and forth 
between views.

6. Manage Supplier Actions Screen



When in table view the 
following options are 
available: Find, Lock 
Columns, Resize Columns, 
Move Columns, Sort 
Ascending, Sort Descending, 
and Arrange Table Columns. 

To open the pop-up menu, 
select the desired column, 
centering the mouse pointer 
over the column heading 
until it changes to a four-
sided arrow cursor. Right-
click on the column heading 
to open the pop-up menu 
and select the desired 
function.

6. Manage Supplier Actions Screen



From the Manage Supplier Actions screen, use the New Action group box to 
select an action for the Purchase order line, then select save.
The following actions are available in the drop-down list:
• Accepted by Supplier - Select this option to notate supplier's acceptance 

of the initial Purchase Order line, a change request made by the buyer, or to 
accept a cancel request made by the buyer.

• Rejected by Supplier - Select this option to indicate supplier's rejection of 
the Purchase Order line a change request made by the buyer, or to reject a 
cancel request made by the buyer.

• Change Request by Supplier - Select this option to propose a change to 
the Purchase Order line, order quantity, or due date.

• Cancel Request by Supplier - Select this option to propose a cancellation 
of the Purchase Order line.

6. Manage Supplier Actions Screen



You can also update the PO Lines actions in Table view via the 
New Action drop down.

6. Manage Supplier Actions Screen



You can also automatically update selected rows to 
“Accepted by Supplier” by using the Load New Action 
menu. Hover over the header until it changes to a four-
sided arrow cursor. Right-click on the header to open 
the menu option and select Load New Action = 
Accepted by Supplier.

6. Manage Supplier Actions Screen



In Form view suppliers can utilize the New Action box to enter 
additional information such as proposed order quantity, proposed 
due date, notes, and the conditional proposed order amount, which 
is editable only if the Purchase Order line order quantity is zero.

6. Manage Supplier Actions Screen



You can view the history of any change, along with communication 
notes, in the Action History group box. Costpoint displays all 
actions associated with the particular Purchase Order line, or 
delivery schedule line, regardless of the change order number.

6. Manage Supplier Actions Screen



In Manage Supplier Actions, suppliers can also see the header and line details of 
the Purchase Order, which are read-only.

6. Manage Supplier Actions Screen



7. Manage Shipping Information Screen

Suppliers can use the Manage Shipping Information screen to enter 
information regarding shipped quantities against Purchase Orders. 
Selecting the Submit check box will trigger an email to the buyer upon 
save. This email contains all the pertinent shipping information which is 
also saved in the Action History.



8. Access Invoices/Vouchers

From the Supplier Dashboard dashparts, suppliers can use the 
Subcontractor Invoices and Vouchers dashparts to click the invoice 
hyperlink to launch the Manage Invoices screen to take necessary 
actions.



9. Manage Invoices

On the Manage Invoices screen suppliers can enter, manage, and approve the invoices 
associated with their vendor ID. Suppliers can use purchase order or shipment information 
to generate invoices for standard purchase orders or subcontractor agreement purchase 
orders.  If Timesheet and expense data is entered for the purchase order, then this data is 
pulled from Time & Expense and displayed on this screen. If discrepancies in time and 
expense data exist, these changes must be made within T&E and the invoice must be 
regenerated with the updated data.



The header level subtasks show Timesheet, Expense data, and exclusions 
associated with the Purchase Order being invoiced. Once invoice lines are 
autoloaded, the line level subtasks show the Vendor Labor and Vendor 
Expense Reports associated with each line.

The Supplier Approval group box lets you enter 
notes for communication with the payer.  This is 
also where you approve and submit invoices that 
have either been created by you or submitted to 
you by the payer. Notes or approval changes 
trigger an email to the payer with the information 
on your action. The Invoice Approval History 
subtask is also updated for tracking purposes.

9. Manage Invoices



10. Supplier Portal Email

The Supplier Portal sends an email notification to the buyer or payer to alert 
them of changes made by the supplier for new actions taken or notes added to 
the purchase order, shipment, or invoice. Any actions, changes or notes added 
by the buyer to the purchase order or added by the payer to the Invoice, will 
send an email alert to the supplier.

The supplier can click the purchase order or invoice hyperlink in the email, 
which launches the login page of Costpoint. Upon login, the user is 
automatically taken to the appropriate screen to manage the notes and 
complete necessary actions for the purchase order, shipment, or invoice.



This concludes the 
Supplier Portal Overview Quick Steps.
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