Supplier Portal Overview Quick Steps

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.

Dashboard Dashparts

1. Costpoint Login 2. Supplier Portal 3. Manage 4. PO/PO Line 5. Manage Supplier
Actions Screen

9. Suppller_ Portal %, e e -7. Access 6. Manage Shipping
Email Invoices/Vouchers Information Screen

Navigation:
e Use the PAGE DOWN key to proceed to the next slide.
e Use the PAGE UP key to return to a prior slide.

Derte'(o Best viewed in IE or Adobe PDF Reader.
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USERMNAME

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 . Costpoi nt Log i n 82018 Deltek, Inc. Mobile QR Code Help Legal Statement




Deltek Costpoint )

b 4 m Browse Applications > Materials > Supplier Portal > DashboardsfActions > Supplier Portal Dashboard

Pending Supplier Action (across Purchase Orders) Past Due Deliveries ¥ Subcontractor InvoicesVouchers 2 Purchase Order Invoices/Vouchers dashpart parameters 0 7

Invoice Dati Invoice Ami Currency PO PO Type
04/01/2020 6,250.00 USD PO-0000... Subcontr...
04/02/2020 2,500.00 USD PO-D000... Subcontr...
Hew Orders 04/03/2020 2,500.00 USD PO-D000... Subcontr...
| 04/07/2020 2,500.00 PO-D000... Subcontr...
04/13/2020  15,163.20 SP0413-3 Subcontr... |
05/26/2020 . SP.052520 Purchase ...
06/24/2020 . PO-0000.. Subcontr...
06/24/2020 ; PO-0000... Purchase ...
06/24/2020 . PO-0000... Purchase ...
06/26/2020 . PO-0000... Purchase ...
O7/22/2020 PO-0000 Subcontr
Change Rejected | 072212020 , PO-0000_ Subconir
072212020 7 PO-0000 Purchase
O7/26/2020 3 PO-0000 Subconir

Subcontractor InvoicesMouchers

Pending Approval by Supplier

Change Reguesis

Pending Approval by Payer

Cancel Requests

Cancel Rejected Pending A/P Approval

o 1 2 3 2 3 4 5 68 7 8 9 10 11 12 13 14 15 16 17 18
Mumber of PO/Delivery Schedule Lines Mumber of PO/Delivery Schedule Lines

Pending Supplier Action (by Purchase Order) Open Purchase Orders
PO Rise PO Type Buyer PO Total Amt Curr PO Rlse Buyer PO Total Amt
PO-0000216 0 Purchase Order Ashley. Floyd 7.932.00 PO-0000216 0 Ashley. Floyd 7.932.00
PO-0000238 0 Purchase Order Ashley, Floyd 0.00 PO-0000238 0 Ashley. Floyd 0.00
PC-0000261 0 Purchase Order Ashley, Floyd 1,000.00 PC-0000261 0 Ashley. Floyd 1.000.00
PO-0000263 0 Purchase Order Ashley, Floyd 7.500.00 PO-0000263 0 Ashley, Floyd 7.,500.00
PO-0000273 0 Purchase Order Ashley. Floyd 500.00 PO-0000273 0 Ashley. Floyd 500.00

POO00TS O PurchaseOrder  Ashley, Floya 200000 £0-0000274 0 Ashley, Floya 200000 Upon login, the Supplier is taken to the Supplier Portal
PO-0000275 0 Purchase Order Ashley, Floyd 1.904.00 PO-0000275 0 Ashley, Floyd 1,904.00 Dashboard Where they Can See the purchase Orders and

SP-052620 0 Purchase Order Kansagra, Roopa 0.00 SP-0413-2 0 Kansagra, Roopa 56,750.00

SP_072420 0 Purchase Order Kansagra, Roopa 0.00 0 Kansagra, Roopa 1,053,000 00 |nvo|ces tled to thelr Vendor ID The Suppller Portal Dashboard

SP-0724202 0P Order K gra, Roopa 0.00 0 Kansagra, Roopa 59 750.00

0 Kansagra, Roopa 000 allows suppliers to view Purchase Orders that require action,

SP-052620 0 Kansagra, Roopa 0.00

2420 ¥ Koo 0.00 as well as upcoming or late deliveries, cancelled orders and
SP-0724202 0 Kansagra, Roopa 0.00 InVOICG approval Status

2. Supplier Portal Dashboard




- m Browse Applications = Materials = Supplier Portal = Dashboards/Actions = Supplier Portal Dashboard

liveries

Use the Manage Dashparts link in the upper
right hand corner to configure the dashparts
you wish to display. Click the Manage

Manage Dashparts

e 7

Dashparts link and a diaglog box will open.

|Search Available

Available (1) Add All

Q

Name Add
Change Rejected E‘
Upcoming Deliveries +
M -20
Cancel Rejected A
Select the dashpart in the available
a 1 2
nmsersrponemen sef - COlUMN that you want to add and
click the plus button to the right of
Pending Supplier Action (by Purchase O
PO Rise PO Type Buyer the daShpart'
PO-0000216 0 Purchase Order Ashley, Fid
PC-0000238 0 Purchase Crder Ashley. Floyd 0.00 USD PO-0000238
PO-0000261 0 Purchase Crder Ashley, Floyd 1.000.00 USD PO-0000261
PO-0000263 0 Purchase Order Ashley, Floyd 7.,500.00 USD PO-0000263
PO-0000273 0 Purchase Order Ashley, Floyd 500.00 USD PO-0000273
PO-0000274 0 Purchase Order Ashley. Floyd 2.000.00 USD PO-0000274
PC-0000275 0 Purchase Order Ashley. Floyd 1.904.00 USD PO-00002735
SP-052620 D Purchase Order Kansagra, Roopa 0.00 USD SP-0413-2
SP-072420 0 Purchase Order Kansagra, Roopa 0.00 USD SP-0413-3 0 Kansagra, Roopa 1,053.000.00 USD
SP-0724202 0 Purchase Order Kansagra. Roopa 0.00 USD SP-041320 0 Kansagra. Roopa 59.750.00 USD
SP-052520 0 Kanzagra, Roopa 0.00 USD
SP-052620 10 Kansagra, Roopa 0.00 USD
SP-072420 0 Kansagra, Roopa 0.00 USD
SP-0724202 0 Kansagra. Roopa 0.00 USD

3. Manage Dashparts > Steps A and B

Subcontractor InvoicesVMouchers

Subcontractor InvoicesWouchers

Selected (6) Remove All

Order Remove

Name Edit
Pending Supplier Action {across P...

Past Due Deliveries r,

>

Subcontractor Inveoices/\ouchers #
Purchase Order Invoices/Vouchers. .. o*
Pending Supplier Action (by Purch...

Open Purchase Orders

¥
T3
T34
+3
T3
T

X

XX X|X|X

Applied Technologies Inc (PSMDEMOEA) » DRI Jeletidsteiga

Invoice Dat Invoice Ami C:

04/01/2020

04/02/2020

04/03/2020

04/07/2020

04/13/2020

05/26/2020

56 D6/24/2020

| 990666 06/24/2020
| 785090 06/24/2020
| 5633322 06/26/2020
| 556666 0712212020

| 3887755 07/22/2020
55566333 07/22/2020
| 07/28/2020

You can click Add All to include

all available dashparts.

6.250.00
2,500.00
2.500.00
2,500.00
15.163.20
0.00
250000

uso
uso
uso
uso
uso
usop
usD
usoD
usoD
uso
usD
usoD
usD
usoD

Purchase Order Invoices/Vouchers dashpart parameters

PO
PO-0000...
PO-0000...
PO-0000...
PO-0000...
SP-0413-3
SP-052520
PO-0000
PO-0000.
PO-0000.
PO-0000.
PO-0000
PO-0000.
PO-0000...
PO-0000...

1

[ e

EO Type
Subcondr...
Subcondr...
Subcondr...
Subcondr...
Subcondr...
Purchase
Subcontr
Purchase
Purchase
Purchase
Subcontr
Subconir
Purchase ..
Subconir...




Applied Technologies Inc (PSMDEMOEA) » DRI Jeletidsteiga

f.‘ * m Browse Applications = Materials = Supplier Portal = Dashboards/Actions = Supplier Portal Dashboard (_'_)

E3

Purchase Order Invoices/Vouchers dashpart parameters o - |

Past Due Deliveries 0 7 Subcontractor InvoicesVMouchers

Pending Supplier Action {across Purchase Orders) L]

Invoice Invoice Daty Invoice Ami C PO Rise PO Type

! e e 04/01/2020  6250.00 USD P0-0000... 0 Subcontr...
' 04/02/2020  2.500.00 USD PO-0000... 0 Subconir...
- : \* . e bicram0 25000 USD  Fo00 ety
Upon save, the Suppller Portal 04132020 1516320 USD 5P04133 0 Sucont |
- dashboard will automatically Benech Avaiabin Q T > Suvcorm |
HhLE i i 999655 06/24/2020 53.00 USD FO-0000._ 0 Purchase
Update W|th your ed|tS and these | & l Selected (6) Remave All ;;3‘6;:39‘;2 %ﬁg;g 2,232 23 Eig zg:gﬁg: g zzz:::
...| changes will be saved to your user L
ID for future sessions. If your Upcoming Deliveries -+ Pending Supplier Action (across P... ¥ X I % 3;2:;222 25;3:33 3?3 zg:gﬁg:: g :E::T::
dashparts do not display on a r I Past Due Deliveries s ¥ X
Cancel o . P f .
Slngle view or page due to your Subcontractor Invoices/Vouchers s 14 X
Computer screen resolutlon use Purchase Order Invoices/Vouchers... & 4 ‘ x
Cancel the Ieft and I’Ight arrow ICOHS on B . Pending Supplier Action (by Purch... f -" x
Open Purchase Orders
the toolbar to toggle between ’ L =
pages and view the dashparts. -
Pending Suppli® he Ed|t ICon can be Used tO
PO.00M2G OPwchase Onder  Ashiy Fod e s edit settings and parameters
PO-0000238 0 Purchase Order  Ashley. Floyd 0.00 USD
PO-0000261 0 Purchase Order Ashlz. F!zd 000.00 USD and can be aclcessed from the
N e C ﬁ "~ Dashboard or in the Manage
- T 0 Purchase ler ey, Floy
PO-0000274 0 Purchase Order  Ashley. Floyd o remove daShpaI‘tS from the DaShpartS d|alog bOX_
EO000Z75  QPurchase Order  Ashley Foyd dashboard click the X button to fiies
SP-052620 D Purchase Order Kansagra, Roopa .
SP-072420 0 Purchase Order Kansagra, Roopa the rlght Of the dash part that 1,05 Q
SP-0724202 0 Purchase Order Kansagra. Roopa

you want to remove in the
Selected pane. You can click
Remove All to remove all

Qashparts.
-

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

W,

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




Deltek Costpoint

b 4 m Browse Applications > Materials > Supplier Portal > DashboardsfActions > Supplier Portal Dashboard

Pending Supplier Action (across Purchase Orders) Past Due Deliveries Subcontractor Invoices/Vouchers Purchase Order Invoices/Vouchers dashpart parameters L/ e

Invoice Dati Invoice Ami Currency PO PO Type
04/01/2020 6,250.00 USD PO-D000... Subcontr...
04/02/2020 2,500.00 USD PO-D000... Subcontr...
Hew Orders 04/03/2020 2,500.00 USD PO-D000... Subcontr...
| 04/07/2020 2,500.00 USD PO-D000. . Subcontr...
04/13/2020  15,163.20 USD SP0413-3 Subcontr... |
05/26/2020 00 USD SP.052520 Purchase ...
06/24/2020 00 USD PO-0000.. Subcontr...
06/24/2020 .00 USD PO-D000... Purchase ...
06/24/2020 .00 USD PO-0000... Purchase ...
06/26/2020 00 USD PO-0000... Purchase ...
0712212020 usn PO-0000 Subcontr
Change Rejected 072212020 g usD PO-0000 Subconir

e 07/22/2020 uso FO-0000 Purchase
HendingeApprovatiy:Hayer 07/28/2020 PO-0000 Subcontr.

Subcontractor InvoicesVMouchers

Pending Approval by Supplier

Change Reguesis

Cancel Requests

Cancel Rejected Pending A/P Approval

o 1 2 3 01 2 3 4 5 68 7 8 9 10 11 12 13 14 15 16 17 18
Mumber of PQ/Delivery Schedule Lines Mumber of PO/Delivery Schedule Lines

Pending Supplier Action (by Purchase Order) Open Purchase Orders

Rise PO Type Buyer PO Total Amt Curr PO Rise Buyer PO Total Amt
0 Purchasze Order Ashley. Floyd 7.932.00 PO-0000216 0 Ashley, Floyd 7.932.00
0 Purchase Order Ashley, Floyd 0.00 PO-0000238 0 Ashlsy. Floyd 0.00
0 Purchase Order Ashley, Floyd 1,000.00 PC-0000261 D Ashley, Floyd 1.000.00
0 Purchase Order Ashley, Floyd 7,500.00 PO-0000263 0 Ashley, Floyd 7.500.00
0 Purchase Order Ashley, Floyd 500.00 PO-0000273 0 Ashley, Floyd 500.00
0 Purchase Order Ashley, Floyd 2.000.00 PC-0000274 0 Ashley, Floyd 2,000.00 . .
0 Purchase Order  Ashley, Floyd 1.904.00 PO_0000275 0 Ashley, Floyd 1.904.00 From the daShpartS, SUppllerS can click the Purchase

0 Purchase Order Kansagra, Roopa 0.00 SP-0413-2 0 Kansagra, Roopa 56,750.00

0 Purchase Order Kansagra, Roopa 0.00 SP-0413-3 0 Kansagra, Roopa 1,053,000.00 Order hyperlink to aCCGSS indiVidual PurChase Orders’
0 Purchase Order Kansagra, Roopa 0.00 SP-041320 0 Kansagra, Roopa 59.750.00 Purchase Order |Ines or dellvery SCthUle |Ines to take

52520 0 Kansagra, Roopa 0.00
sP-052520 0 Kansagra, Roopa 0.00 the necessary actions.
SP-072420 0 Kansagra, Roopa 0.00
SP-0724202 0 Kansagra, Roopa 0.00

4. PO/PO Line
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ﬁ* * E Browse Applications > Materials > Supplier Portal = DashboardsfActions = Manage Supplier Actions _', L'J

Manage Supplier Actions Im| W E| |E] |E

Shipment
Numb | c | Notes

The Purchase Order hyperlink 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.

5. Manage Supplier Actions Screen




£ ENE 0OCRONEaE

’ﬁ\ b 4 E Browse Applications > Materials > Supplier Portal > Dashboards/Actions > Manage Supplier Actions

Deltek Costpoint )

Manage Supplier Actions

PO PO-0000216 Release 0 Change Order o] PO Status Open PO Type Purchase Order

PO Line 7 Delivery Line Line Status Open Buyer Ashley. Floyd
Item 4101661 Rev = Description Titanium bolts - 3"
Order Qty 36 Order Amt 432.00 Due Date 04/02/2020 Currency usb
Open Qty 36 Open Amt 432.00 Desired Date 04/02/2020 Ui BX
Vendor Contact Email Address ashleyfloyd@deltek com
Last Action
Action Message Pending Supplier Acknowledgment
Proposed Order Qty Proposed Order Amt Proposed Due Date

New Action

Action Message CNone- ]

Proposed Order Qty Proposed Order Amt Proposed Due Date

iy

MNotes

Header Details Line Details

Proposed Proposed Proposed Shipment NuTT ol

Modified Date/Time Modified By PO Change Order Action Order Qty Order Amt Due Date Order Qty Order Amt Due Date Shipped Qty Number Date Carrier Tracking Number Containers Notes
06/04/2020 11:49:41 AM |AFLOYD 0|Pending Supplier Acknowledgment 38 432.00|04/02/2020 |

Action History

&

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.

5. Manage Supplier Actions Screen



FILE LINE OPTIONS PROCESS HELP Deltek Costpoint |
G| N (@) 1101 el M 2] L =
Bro pp pp P board D 3 ge p Hm
' oD 1 Cie []

] New Action TO open the pop-up menu, | Load New Action = Accepted by Supplier Line Status Buyer Item Rev i_"_—' ocr.‘::r
-None- v |AD select the desired column, | || Open Asaka, Leslie SCPA PART 011315 ‘nlrz Find 100
-None v A0l centering the mouse pointer | ShowiHide Screen Controls P, Asaka, Leslie S CPA PART 011315 A 'Lk o 100

| -None » ap| over the column heading urchase Order 1 3 Closed Asaka, Leslie S CPA PART 0320093 ) Eii'igm";n 120
| -None v ap| until it changes to a four- urchase Order 2 4 SystemClosed  Asaka, Leslie SC.PA. PART 032099-3 B ot eciding 50
| -None + a0, sided arrow cursor. Right- urchase Order 2 5 System Closed Asaka, Leslie SCPA PART 032903-3 pd2 Sort Descending A0
| -None v apj click on the column heading  purchase Order 4 6 Closed Asaka, Leslie S C.PA SERVICES | Rk s b
| None v ap| to open the pop-up menu urchase Order 5 7 Open Asaka, Leslie S CPA SERVICES e e d
| -None- v a0, and select the desired urchase Order 1 3 Open Asaka, Leslie S C.PA. JRO331 A ammEmTETTT 25
| -None- v AD-QHCHOH- Purchase Order 1 9 Open Asaka, Leslie S C.PA JRO831 ( \ 24
| None- v AD-POIUT® w TP Purchase Order 1 10 Open Asaka, Leslie SCPA Jrosz1l  When in table view the 2
| -None- v AD-PO00236 0 0 Open Purchase Order 1 11 Open Asaka, Leslie SCPA Jros31|  following options are 2
|-None- v AD-POD0Z36 0 0 Open Purchase Order 2 12 Open Asaka, Leslie SC.P.A PARTO.  available: Find, Lock 100
P Columns, Resize Columns, >
Move Columns, Sort Details

Ascending, Sort Descending,
and Arrange Table Columns.

Action History

Action

Pending Supplier Acknowledgment

Proposed Order Qty Order Qty 100 Modified Date/Time 04/23/2019 06:11:57 PM
Proposed Amt Order Amt 1,200.00 Modified By CPSUPERUSER
Proposed Due Date Due Date 04/23/2019 PO Change Order 1]

Notes

5. Manage Supplier Actions Screen
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’ﬁ\ b 4 E Browse Applications > Materials > Supplier Portal > Dashboards/Actions > Manage Supplier Actions

'Manage Supplier Actions

PO PO-0000216 Release (¢}
PO Line 2 Delivery Line

Item 4101661 Rev
Crder Qty 36 Order Amt

Cpen Qty 36 Open Amt

Vendor Contact Email Address ashleyfloyd@deltek.com

Last Action
Action Message Pending Supplier Acknowledgment

Proposed Order Qty

New Action

Irder H

Action Message

Proposed Order Qty
p T |Accepted by Supplier

|Cancel Request by Supplier
|Change Request by Supplier
|Rejected by Supplier

Notes

Action History

- Modified DaterTime

06/04/2020 11:49:41 AM

Modified By
|AFLOYD

PO Change Order Action Order ¢

of Pending Supplier Acknowledgment

5. Manage Supplier Actions Screen

Proposed Order Amt

Change Order

|_||_|| 1of1 Exis(ing_I_ ]

4] PO Status Open PO Type Purchase Order
Line Status Open Buyer Ashley. Floyd
Description Titanium bolts - 3"
432 00 Due Date 04/02/2020 Currency usoD
432 .00 Desired Date 04/02/2020 Ui BX

Proposed Due Date

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.

Deltek Costpoint )

Header Details Line Details

EI RS
Number of

Number Containers

Notes
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ﬁ * E Browse Applications > Materials = Supplier Portal > Dashboards/Actions > Manage Supplier Actions 1, L'J

Manage Supplier Actions | Form |[GHERIN — || & |

PO Status i . ] ltem ' i Due Date /| Open Amt ired Dat

il
v
| Form || Query | |
Shipment f

Order Amt D ate ) & I V] Number i i Carrier Tracking Mumber | Notes

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

5. Manage Supplier Actions Screen



Bl B DOERORACE

# & [0 BrowseApplications > Materials > Supplier Portal > Dashboards/Actions > Manage Supplier Actions 1 ()

Manage Supplier Actions Fom W —O x\

Load New Action = Accented by Sunmi FO | Delivery Order | Order Vendor Contact
0all New Aclion = RLCepled Oy SUppler 1 Order PO Satus PO Type Line Line Line Status BM Rev Description ( Amt DueDate  Currency | Open Gty '!pﬂnAmt Desired Date | UM Email Address

New Actios
-None- i 0 Open Purchase Order Ashley, Floyd 4101681 - Titanium bolts - 3"

ShowfHi 3
-Hone- - 0/ Open Purchase Order 2 Ashley, Floyd 43511 - Fuselage

— IHWW-WWI e |

Mane- 0000273 0 You can also automatically update selected rows to 13511 - Fuselage A ashieyfoyd@deltek con Pendin
“Accepted by Supplier” by using the Load New Action b5 | Fuselage 2 50000 08110 : ) & A ashleyoyd@ehek con Pendin
menu. Hover over the header until it changes to a four- |, PO Y : Y 0 EA ook RN
sided arrow cursor. Right-click on the header to open
the menu option and select Load New Action =
Accepted by Supplier.

‘ -None-

b

Header Details Line Details

Form | Query | v ‘ -

Shipment Ship
PO Change Order Ordler Amt Due Date Number Date Carrier Tracking Number Containers Notes

5. Manage Supplier Actions Screen
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’ﬂ" * E Browse Applications = Materials > Supplier Portal = Dashboards/Actions > Manage Supplier Actions

+' Manage Supplier Actions

PO PO-0000216 Release Change Order PO Status Cpen PO Type Purchase Order
PO Line Delivery Line Line Status Open Buyer Ashley, Floyd
Item 4101661 / Description Titanium bolts - 3"

Order Qty Order Amt 432 00 Due Date 04/02/2020 Currency

Open Qty 36 Open Amt 432 00 Desired Date 04/02/2020 U

]

Vendor Contact Email Address ashleyfloyd@deltek.com

Last Action
Action Message Pending Supplier Acknowledgment
Proposed Order Qty Proposed Order Amt Proposed Due Date

New Action

Action Message
Proposed Order Qty Proposed Order Amt Proposed Due Date

Notes

Header Details Line Details

| Form Il Quen,ri v ||*
Proposed Proposed Proposed Shipment
Modified Date/Time Modified By PO Change Order Action Order Qty Order Amt Due Date Order Qty Order Amt Due Date Shipped Gty Number Carrier Tracking Number Containers
(042020 11:49:41 AM AFLOYD OIF'endlng Supplier Acknowledgment 28| 432.00|04/02/2020 [ |

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.

5. Manage Supplier Actions Screen
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Browse Applications > Materials > Supplier Portal > Dashboards/Actions > Manage Supplier Actions

+ Manage Supplier Actions

PO PO-0000216 Release Q0 Change Order ] PO Status Open PO Type Purchase Order

PO Line 2 Delivery Line Line Status Open Buyer Ashley, Floyd
Item 4101661 Rev = Description Titanium bolts - 3"
Order Qty 26 Order Amt 432.00 Due Date 04/02/2020 currency usp
Open Qty 36 Open Amt 432.00 Desired Date 04/02/2020 uim BX
Vendor Contact Email Address ashleyfloyd@deltek.com
Last Action
Action Message Pending Supplier Acknowledgment
Proposed Order Qty Proposed Order Amt Proposed Due Date

New Action
Action Message |-Naone- v

Proposed Order Qty Proposed Order Amt Proposed Due Date

Notes

Header Details Line Details

Proposed Proposed Proposed Shipment
Meodified Date/Time M. d By PO Change Order Action Order Qty Order Amt Due Date

Order Qty Order Amt Due Date Shipped Qty Number Date Carrier Tracking Number
6/04/2020 11:49:41 AM |AFLOYD OIF'ending Supplier Acknowledgment 38 432.00|0 2020 |

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.

5. Manage Supplier Actions Screen
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+ Manage Supplier Actions

PO PO-0000216
PO Line

Item 4101661
Order Qty

Open Qty

Vendor Contact Email Address
Last Action

Action Message

Proposed Order Qty

New Action
Action Message
Proposed Order Qty

Notes

Action History

Date/Time

Browse Applications > Materials >

Modified By

Applied Technologies Inc (PSMDEMOEA) » [iEv= delsliieleligiap

UOCEROREAE

Supplier Portal > Dashboards/Actions > Manage Supplier Actions

1 of 1 Exasting |

Table |[Queng v| n

Release 0 Change Order 0 PO Status Open PO Type Purchase Order
2 Delivery Line Line Status Open Buyer Ashley, Floyd
Rev - Description Titanium bolts - 3"
36 Order Amt 432 00 Due Date 04/02/2020 Currency uso
36 Open Amt 432 00 Desired Date 04/02/2020 L BX

ashleyfloyd@deltek com

Pending Supplier Acknowledgment

Proposed Order Amt Proposed Due Daie

[-None- v

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

Header Details Line Details

Form || Query | v || —

Proposed
Order Oty

Proposed
Crder Amt

Proposed
Due Date

Shipment Ship
Mumber

Number of

PO Change Order Action Order Oty Order Amt Due Date Carrier Containers

Shipped Qty

Tracking Number

06/04/2020 11:49:41 AM AFLOYD

anage Supplier Actions > Line Details

0|Pending Supplier Acknowledgment 36 432 00| 04/02/2020

Form Query'vir_‘?.' (| Xi

4 Misc Mfg Mfg | Vendor | Vend Ordered Orig Desired Received Accepted Rejected Ordered Received | Accepted Rejected Delivery Resource Gross Net
PO Line Type Item Rev Description Type POUM Part Rev Part Rewv Due Date Quantity Due Date Date Quantity Quantity Open Quantity Amt Amt Amt Open Amt Schedule Exists Exists Unit Cost Unit Cost Ext Amt Line Charges
2| P 4101661 |- |Titanium boits - 3" | [BX | | | | |04/0212020 36(04/02/2020  [04/02/2020 o of 35| o| 432.00| 0.00 0.00[ 43200 0.00 12.00 12.00] 43200 0.00|
4 " >
Line Charges Line Text Line Notes Line Documents Line SOW Resources Serial/llot Link SCI/SAP Security Codes

Manage Supplier Actions > Header Details

Close

Form || Query v!lj‘ — | x:

A Change Buyer Order Trans Trans Change Blanket Unreleased Header
PO Rise Order Buyer Subcontract MName Date Currency PO Total Amt Date Amt Amt Terms FOB Motes
PO-0000216 | (1] 0|BUYERAF Ashley, Floyd 04/02/2020 UsD 7.932.00 0.00 0.00|NET 30

Header SOW

Header Text Header Documents

5. Manage Supplier Actions Screen Close
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#& % [T BrowseApplications * Materials * Supplier Portal * Dashboards/Actions > Manage Shipping Information

Manage Shipping Information

ment Number® 555888 Purchase Order*

Ship Date *

Shipping Information Lines

Delivery Line ey Misc Type Deseription

|4101331-1

Shipped Gty *

Tracking Number

‘New|| Copy | v || Delete || Form | Query [ v =
| |l | B | i

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.

6. Manage Shipping Information Screen




Deltek Costpoint

b 4 m Browse Applications > Materials > Supplier Portal > DashboardsfActions > Supplier Portal Dashboard

Pending Supplier Action (across Purchase Orders) Past Due Deliveries Subcontractor InvoicesNMouchers Purchase Order Invoices/Vouchers dashpart parameters 0 -

Invoice Dati Invoice Ami Cummency PO PO Type

04/01/2020 6.250.00 USD PO-0000... Subcontr...
04/02/2020 2,500.00 USD PO-D000... Subcontr...
Hew Orders 04/03/2020 2,500.00 USD PO-D000... Subcontr...
04/07/2020 2.500.00 USD PO-D000. . Subcontr...
04/13/2020  15.163.20 USD SP0413-3 Subconir....
05/26/2020 .00 USD SP-052520 Purchase ..
06/24/2020 00 USD PO-0000.. Subcontr...
06/24/2020 ; PO-D000. . Purchase ..
06/24/2020 . PO-0000... Purchase ..
DE/26/2020 . PO-D000. . Purchase ...
07/22/2020 . PO-0000... Subcontr...
Change Rejectsd 07/22/2020 700, PO-0000... Subcontr...
55566333 07/22/2020 : PO-0000... Purchase ..
74566323  O7/282020 500, PO-0000... Subcontr...

Subcontractor Invoices/Vouchers

Pending Approval by Supplier

Change Requesis

Pending Approval by Payer

Cancel Requests

Cancel Rejected Pending A/P Approval

o 1 2 3 01 2 3 4 5 68 7 &6 9 10 11 12 13 14 15 16 17 18
Mumber of PO/Delivery Scheduls Lines Mumber of PO/Delivery Schedule Lines o
Numhber of Invoices\Vouchers

Pending Supplier Action (by Purchase Order) Open Purchase Orders

PO Rise PO Type Buyer PO Total Amt PO Rise Buyer PO Total Amt
PO-_0000216 0 Purchase Order Ashley. Floyd 7.932.00 PO_0000216 0 Ashiey. Floyd 7.932.00
PO-0000238 0 Purchase Order Ashley, Floyd 0.00 PO-00002358 0 Ashley. Floyd 0.00
PO-0000261 0 Purchase Order Ashley, Floyd 1,000.00 PO-0000261 0 Ashley, Floyd 1.000.00
PO-0000263 0 Purchase Order Ashley. Floyd 7.500.00 PO-0000263 0 Ashley. Floyd 7.500.00
PO-00002 0 Purchase Order Ashley, Floyd 500.00 PO-0000273 0 Ashiey, Floyd 500.00
PO-0000274 0 Purchase Order Ashley, Floyd 2.,000.00 PO-0000274 0 Ashley. Floyd 2,000.00

PO-0000275 0 Purchase Order  Ashley, Floyd 1.904.00 P0-0000275 0 Ashley, Floyd 1.904.00 From the Supplier Dashboard dashparts, suppliers can use the

SP-052620 0 Purchase Order Kansagra, Roopa 0.00 0 Kansagra, Roopa 56.750.00

SP-072420 0 Purchase Order Kansagra, Roopa 0.00 0 Kansagra, Roopa 1,053,000.00 SUbCOﬂtraCtor |nV0|CeS and VOUCherS daShpartS tO C“Ck the InVOICe
L — o — F—— e hyperlink to launch the Manage Invoices screen to take necessary

0 Kansagra, Roopa 0.00
SP-052620 0 Kansagra, Roopa 0.00 a Ctlo n S .
SP-072420 0 Kansagra, Roopa 0.00
SP_OT24202 0 Kansagra, Roopa 0.00

7. Access Invoices/Vouchers
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/ﬁ‘ * E Browse Applications > Materials > Supplier Portal > Dashboards/fActions > Manage Invoices

o
kit CIENEONNEERSNEED 2 OEEE
Identification
Invoice Contral No 6354 Fiscal Year 2020 I Period 5' Subperiod 1' Trans Currency usD
PO Terms NET 30
PO Number* SP-052520 l Rlse* Gl Change Order Ol PO Type Purchase Crder Shipment Number l
Invoice
Number INV-052020 Date ™ 05/26/2020 Amount 0.00

Invoice Approvals  Details

Payer Approval Supplier Approval
Approved g__gApproved
Approver Approver SUPPFLIERRK
Date/Time Date/Time 05/26/2020 08:33:00 AM
Notes Notes

Timesheet Information Expense Information Timesheet Exclusions Expense Exclusions Invoice Approval History

Invoice Lines | New || Copy | II Delete || Form-i!_Query | v || —

Work Assignment| Invoice Invoice Invoice Lime Charge @ Total Before Discount Total Qty to Pay = Amtto Pay | Vend
Invoice Line = PO Line Item Item Rev = Misc Type Description Part Security Line Type Work Assignment Charge Line Charge Line Description Description Quantity Unit Cost Ext Amount™ Cost Amount | Discount Amt | Amount | After Discount Amount | Mot Vchrd Mot Vehrd Tot

1 139807620 |- |Chassis VWiPower Supply | Unrestricted P 2| 0.00] 0.00| 0.00| 0.00| 0.00| 0.00| -2| 0.00|

i S
Receipts Vendor Labor Vendor Expense Reports

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.

8. Manage Invoices
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Manage Invoices

Identification

Invoice Control No 6354 Fiscal Year 2020 I Period 5' Subperiod 1' Trans Currency usbD
PO Terms NET 30
PO Number* SP-052520 | Rise * o) Change Order o) PO Type Purchase Order Shipment Number |
Invoice
MNumber INWV-052020 = VS ST T
e Supplier Approval group box lets you enter
Payer Approval notes for communication with the payer. This is supplier Approval
Approved also where you approve and submit invoices that & Approved
i have either been created by you or submitted to Sl SEEHESE
DatefTime Date/Time 05/26/2020 08:33:00 AM
e you by the payer. Notes or approval changes e

trigger an email to the payer with the information

on your action The |nvoice Approva' H|Story Timesheet Information Expense Information Timesheet Exclusions Expense Exclusions Invoice Approval History

Invoice Lines g g | New Copy | ¥ || Delete || Form || Query | ¥ ||~
subtask is also updated for tracking purposes. _ : : M. : ol Eof iy w:] =}

Work Assignment| Inveoice Invoice Invoice Line Charge  Total Before Digcount Total Qty to Pay = Amtto Pay @ Vend

il Invoice Line PO Line Item Item Rev | Misc arge Line  Charge Line Description Description Quantity = Unit Cost Ext Amount™ Cost A it Di Amt A After Di: Amount  MNot Vchrd Mot Vchrd Tot
1| 1|3980?&20 = | |cnass|s WiPower Supply | Unrestricted |P | | | 5 0.00 0.00 0.00 0.00 U_U:}| 0.00 —2| U_Do| {

« " | 3

Receipis Vendor Labor Vendor Expense Reporis

Manage Invoices > Vendor Labor

I:Fnrm :Query.v |j i I:I X|
[PO Number: SP-052520 PO Release No: 0 ]

Vendor Vendor Empl PLC Sales Tax/VAT VAT Recovery

- Sub Line Timesheet Date Empl Name PLC Description Hours Amount on Labor * Amount Comments

Vendor Labor Details

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.

8. Manage Invoices
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Suppleer Porial Acibdty Alert - PO PO-0D-063T Rl D

W W Suppdier

I POy PO-02-0637 Blse: 0 I

POY Lane; |

Bers: [000-2345  Rev: A Desc: ECO-R2 15BK Directional Gyro 28 volt Electne TS0
Order Qty: 2500 Onder Ama: M0 UM EA  Cumrency: USD

Delivery Schedule Lise: |
Ordder QIv: 1590.0  Dhse Dale: 05132019
Action: Fendang Supphier Acknenwledgment
Ordder Qry: 100,00 Thae Diate: 05242019

Action: Pending Supplier Acknowledgment

9. 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

ksend an email alert to the supplier.

~\

J

7

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.

\.

~N

J
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* m Browse Applications > Materials > al > Dashboards/Actions = Supplier Portal Dashboard

Pending Supplier Action (across Purchase Orders) Past Due Deliveries Subcontractor InvoicesVouchers : Purchase Order Invoices/Vouchers dashpart parameters

Invoice Invoice Dati Invoice Ami Currency PO Rize PO Type
123458 04/01/2020 6.250.00 USD PO-0000... Subcondr...
6333 04/02/2020 2,500.00 USD PO-0000... Subconir...
2 04/03/2020 2,500.00 USD PO-0000... Subcondr...
12356 04/07/2020 2.500.00 PO-0000... Subconir...
04/13/2020 15.163.20 SP-0413-3 Subcondr...
05/26/2020 E SP-052520 Purchase ...
Change Requests | 06/24/2020 . PO-0000.... Subcontr. ..
06/24/2020 £ PO-0000... Purchase ..
06/24/2020 z PO-0000... Purchase ...
06/26/2020 £ PO-0000... Purchase ...
07/22/2020 PO-0000 Subcontr.
Change Rejected BB88TTS5 1224 FO-0000 Subcontr

i 55566333 7 FO-0000 Purchase
hendingeApprovatiy:Layer 74566323 1284 PO-0000 Subcontr.

Subcontractor InvoicesMouchers

New Orders

Pending Approval by Supplier

Cancel Requests

Cancel Rejected

) Mumber 011 POIDEHKir}‘ Scnedjle Lines T h i S CO n CI u d eS th e

Pending Suppe Acion (oy Prchase Ordor) Supplier Portal Overview Quick Steps.

PO Rise PO Type Buyer PO Total Amt
PO-0000216 0 Purchasze Order Ashley. Floyd 7.932.00

PC-0000235 0 Purchase Order Ashley, Floyd 0.00
PC-0000261 0 Purchase Order Ashley, Floyd 1,000.00
PO-0000263 0 Purchasze Order Ashley. Floyd 7.500.00 = —
0 Purchase Order Ashley. Floyd 500.00 0 Ashley, Floyd 500.00
0 Purchase Order Ashley, Floyd 2.000.00 0 Ashley, Floyd 2.000.00
PO-0000275 0 Purchase Order Ashley, Floyd 1.904.00 PO-0000275 0 Ashley, Floyd 1,904.00
SP-052620 0 Purchase Order Kansagra, Roopa 0.00 SP-0413-2 0 Kansagra, Roopa 56,750.00
0 Purchase Order Kansagra, Roopa 0.00 SP-0413-3 0 Kansagra, Roopa 1,053,000.00
SP-0724202 0 Purchase Order Kansagra, Roopa 0.00 SP-041320 0 Kansagra, Roopa 59 750.00
SP-052520 0 Kansagra, Roopa 0.00
SP-052620 0 Kansagra, Roopa 0.00
SP-072420 0 Kansagra, Roopa 0.00
SP-0724202 0 Kansagra, Roopa 0.00
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