@ thurrock.gov.uk

Manage Orders

This section provides steps to inquire Purchase Order information awarded to you by
the council.

Navigate to Tasks = Orders - Manage Orders
S_uppl_ier_ Ffottal_
Search Orders Order Number O‘

Tasks e
Requiring Attention Recent Activity
Lse130 Days
+ Manage Schedules
* Acknowledge Schedules in Spreadsheet
Agreements

No data available
* Manage Agreements

Deliverables.
* Manage Deliverables Transaction Reports
30 Days.

Last
Invoices and Payments

+ Create Invoice

3 3z
* View Invoices

* View Payments

No data available
Il Schedules Overdue or Dus Todsy [l Invoices Overdue

Supplier News
Supplier Guidelines

Figure 7

Click Search: This displays the search result as shown below, you can also narrow
down your search result by the search parameters provided to you. You can search
by the Order Number, Supplier Site as well as Sold to Legal Entity.

Manage Orders Done
o sorues

i ] s e [
Thurrock Custom Message
Sold-to Legal Entity v Order

Bill-to BU Status

Supplier Site R Include Closed Documents No
=] o
Search Results
Actions w View v Fomatw [ Freeze ] Detach Wrap
. s Life  Creation
Order Order Date  Description Supplier Site Buyer Ordered Currency Status Cycle Date
@ . TCc100027 17112018 CM16 5JA Buyer, Thurrock 12,00000 GBP Open 0 17M1R018
TC100010 0200012018 CM16 5JA Bajaj, Devyani 500.00 GBP Open T 0209013
@ TC100008 311082018 CM16 5JA Buyer, Thurrock 1,000.00 GBP Open 0 31082018
TC100005 311082018 CM16 5JA Buyer, Thurrock 93,000.00 GBP Open 1 3merots
© . Tc100004 281082018 CM16 5JA Buyer, Thurrock 120000 GBP Closed for .. 7 2882018
TG100003 241082018 GM16 SJA Buyer, Thurrock 14,000.00 GBP Open 1 24082018
Columns Hidden 24

Figure 8




Querying Open Purchase Orders: The user can query Open Purchase Orders by
selecting the PO Order Status field as Open. This will result in all the OPEN
Purchase Orders in the Search Results window.

Manage Orders Done

Headers ~ Schedules

‘ A;wSEarch Advanced Manage Watchlist Saved Search All Orders
Sold-to Legal Entity v Order
Bill-to BU I Status Open m
Supplier Site v Include Closed Documents Ho

KB!E‘ s

Search Results

Acfions v View v Formatw 1 [F Freeze [ Detach Wrap
Order Order Date Description Supplier Site Buyer Ordered Currency | Status cl;i:;?e gx“"“
o TC100027 17112018 CM16 3JA Buyer, Thurrock 12,000.00 GBP Open ::: 17112018
TC100010 02/09/2018 CM16 5JA Bajaj, Devyani 50000 GBP Open ::: 02/09/2018
o - TG100008 31/08/2018 CM16 5JA Buyer, Thurrock 1,00000 GBP Open 2:: 31/08/2018
TC100005 31/08/2018 CM16 5JA Buyer, Thurrock 93,000.00 GBP Open ::: 31/08/2018
TC100003 2410872018 CM16 5JA Buyer, Thurrock 14,00000 GBP Open ::: 24/08/2018
‘Columns Hidden 24

Figure 9
Purchase Order Statuses:

Statug | Open ¥

Pending Supplier Acknowledgrment
Cn Hold

Canceled

Clozed for Receiving
Clozed for Inveoicing
Closed

Fimally Closed

Pending Change Approval

Figure 10
Advanced Search:

The users can add more fields or search using more parameters by using the
advanced search. Click on Advanced.

Manage Orders m

Headers  Schedules

4 search Manngewbu:hlin Saved Search Al Orders

Sold-to Legal Entity v Order
Billto BU | M Status v
Supplier Site - Include Closed Documents Ho ¥

Figure 11

Add Fields:

Add Fields in the search parameters by Clicking on “Add Fields” and select any of the
search parameters suitable for you.



Manage Orders Dane

Headers  Schedules

4 Advanced Search Basic = Manage Watchlist Saved Search All Orders

<

Sold-to Legal Entity Equa\s - Order Starts with

Status Equals Open
- Include Closed Documents Equnls Ho

Search  Reset Save.. I Add Fields v I Reorder

Bill-to BU  Equal

<

Supplier Site Equal

~
Search Results Description
Document Style
Actions w View w Formatw 1 [F Freeze wrap &
EffectiveEndDate G
Order Order Date  Description Supplier Site Buyer Ordered Cy feation
EffectiveStariDate
@ - Tc100027 171112018 M6 508 Buyer, Thurrock 1200000 GE|  Exclude Orchestration Orders  [f1112018
TC100010 021092018 CAI16 508 Bajaj, Devyani 50000 Gef  Frozen 92018
@ . TC100008 3100812018 CN16 5JA Buyer, Thurrock 100000 g Include Closed Documents 10812018
TC100005 31082018 CM16 508 Buyer, Thurrock 9300000 gef Opened Date 1082015
Order
TC100003 241082018 CM16 5JA Buyer, Thurrock 1400000 GH 0812018

Pending Acknowledgment
Columns Hidden 24
Pending Ghange Order Exists
Procurement BU

Revision Date

Source Agreement

Figure 12
On Hold Purchase Orders:

Select the Purchase Order Status as On Hold and Click Search. This will result in all
the Purchase Orders on Hold.

Manage Orders Dene

Headers  Schedules

Sold-to Legal Entity - Order
Bill-to BU I Status  On Hold W
Supplier Site - Include Closed Documents  No
Search Results
Actions v View v Fomatw §1  [F Freeze etach Wrap
Order Order Date Description Supplier Site Buyer Ordered Currency Status Cl}i::‘lze gxlion
I A - TC100047 101012019 CM16 5A Buyer, Thurrock 11100 GBP On Hold o 10012019 I

Columns Hidden 24

Figure 13

The users can click on the Purchase Order number in the search results page to view
the Purchase Order.

Search Results

Actions w View v Fomatw  §1 [y Freeze =) Detach Wrap
N N Life  Creation
Order Date Description Supplier Site Buyer Ordered Currency Status Cycle  Date
A\ - TG100047 1010172019 GM16 5JA Buyer, Thurrock 11100 GBP On Hold 2 10012019

Columns Hidden 24

Figure 14



Purchase Order Details

The user can view the General Purchase Order details such as the Sold to Legal
Entity, Bill to Business Unit, Purchase order number, Purchase Order Status,
Buyer, Ship-to & Bill-to Location.

At the Line Level, the user can view notes and attachments if any as well as the
Line Items and its schedules.

Purchase Order: TC100048

Order Life Cycle

ViewPDF  Actions ¥  Done
Main
e nrﬂmﬂ_
n_l
Sold-to Legal Entity Thurrock Supplier  FARM & COUNTRY LIMITED Ordered 111,00 GEP
Billto BU  Thurrock Business Unit Supplier Site  CM16 5J4 Description
Order  TC100048 Supplier Contact Peter Harrison ¢ ‘“ = o
" PP Source Agreement WAmount (G3P)
Status  Open Billto Location  urrock Gouncil Gentral Supplier Order
ayments
View Detail
Buyer  Thurrock Buyer Ship-to Location Thurrock HO few Details
Creation Date  10/01/2019
l Terms lNDtes and Attachments
Required .
Acknowledgment No"® Shipping Method 0
Payment Terms  Net 30 Freight Terms _ Pay on receipt
FoB __ Confirming order
4 Additional Information
Lyreco Delivery Location Number Context Prompt
Iy E
Actions v View v Fomatv [0 5 Freeze =) Detach Wrap
Line Item Description Quantity UOM Price  Ordered Status
1 Medical Kits 111.00 111.00 Open
Columns Hidden 13
Lines  Schedules
Actions v View v Formatw 50 7 Freeze o Detach Wrap
Line Item Description Quantity UOM Price Ordered Status
1 Medical Kits 111.00 111.00 Open
Columns Hidden 13
Attachments x
Actions v | View w
Type Category * File Name or URL Title Description Attached By Attached Dati
File To Supplier Login Supplier.png Login Supplier.png Thurrock Buyer 10i01/2019 140
< >
Done

Figure 17



Note to Supplier x

Note fo Meed after zale service
Supplier

Done

Figure 18
Actions:

The user can perform certain actions on the search results page; the user can export
the search result to an Excel File and can View the PDF of the Purchase order.

Search Results

View v Fomatw [0 Freeze 1« Detach Wrap

Life  Creation

Order Order Date Description Supplier Site Buyer Ordered Currency Status Cycle Date

Tci00049 o ) 100172019 CM16 5JA Buyer, Thurrock 111.00 GBP Open 10012018

Search Results

Actions w

Export to Excel

View POF

Figure 19

Order Life Cycle

Managing the purchase order life cycle enables the supplier to track and monitor the
execution cycle of the order and changes to the order including cancellations.

Search Results
Actions w View v Formatw 51 [F Freeze o] Detach Wrap

Life  Creation
Cycle Date

TC100049 &7 B 1012019 CM16 5JA Buyer, Thurrock 111.00 GBP Open 10/01/2019

Order Order Date Description Supplier Site Buyer Ordered Currency Status

Figure 20

5 ~ Order Life Cycle
Purchase Order: TC100048 ViewPDF | Actions ¥ Done
Main
4 General Ordered
Sold-to Legal Entity  Thurock Supplier FARM & COUNTRY LIMITED Ordered  111.00 GBP
Billto BU  Thurock Business Unit Supplier Site  CM16 5JA .
Description
Order TC100043 Supplier Contact Peter Harrison o 40 80 120
we Source Agreement WAmount (G8P)

Status  Open Bill-to Location ;’;"""“"C"“"u' Gentral Supplier Order

yments
Buyer  Thurrock Buyer Ship-to Lacation  Thurrock HO m

Creation Date  10/01/2019

Figure 21



PO Lifecycle Details:

Order Life Cycle: TC100049

Fulfiliment Status

Supplier  FARM & COUNTRY LIMITED
Supplier Site CM18 6
Supplier Contact Peter Harrison N Deivered

Ordered 11100 GEP

Amourt (GBF)

4 In-Transit Shipments

Actions v View w Formstw [0 Oy Freeze Wrap
Shipment ShipDate  Tracking Number Packing Slip
Mo rasults found
Columns Hidden 2
Acfions v View w Formatw G2 By Freeze Detach Wrap
Receipt ReceiptDate  Shipment Ship Date  Packing Sl
400028 1110112010 05.
400028 1110112010 05.
400030 1110112010 05.
COMET—
< s
Acions v View w Formatw 55 By Freeze Detach Wrap
Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt
11012018 Validates 13320 000 11100

Dane
W Invoicad
Amount (GEF)
Expected Receipt Date. Shipped Carrier

Retumed  Received  Delivered Invoiced Open to Invoice

000 5000 5000 000 000

000 5000 5000 000 000

000 1100 1100 000 000

Packing Slip

Figure 22



