
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 Home Tab:  summary of recent notifications and orders and a link to orders, shipments and invoices. 

 Orders Tab:  lists all purchase orders raised in Oracle and allows you to acknowledge an order (if required), request a change or 

cancellation to the order, or view the history of any changes. 

 Shipments Tab:  view all outstanding deliveries by date, location etc. 

 Finance Tab:  raise an invoice, or view invoice and payment details, including date payment due. 

 Admin Tab:  view and update organisation information, including address, contacts and bank details. 

Log out 

Tabs; click on a tab to go 
to the relevant screens. 

Quick Links; 
click on links 
underlined 
and in blue to 
go to the 
relevant 
information or 
screen. 

Action 
Dropdown 
List; click on 
the arrow to 
select an 
action and 
then click Go. 

Home; click to go to 
the Oracle Applications 
Home Page. 
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 Notifications: list of notifications displayed on the iSupplier Portal Home page. Always view and acknowledge or respond to notifications 

(some for information only, others require action). 

 

 Search: use the simple or advanced searches available on each tab or link. % replaces missing information at the start and / or end, e.g. 

%321002% on the Orders screen will search for all orders which contain the number 321002. 
 

Input field;  
Enter information 
required. 

List of last 5 
Notifications. 

List of last 5 
Purchase 
Orders. 

Buttons; 
Click the Full List button 
to view all notifications. 

14 April 2014 Page 2 of 3 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 Worklist: list of notifications displayed on the Oracle Applications Home Page. This is the same as the Notifications list on the iSupplier 

Portal Home page. 

 

 

 

If you need further assistance please email the following address with your query: isupplierqueries@lancashire.gov.uk. 

Click + to view 
sub folders 

Main menu;  
lists your 
Responsibilities 

Worklist; displays open 
notifications, click to view 

Use Full List 
to view all 
notifications 
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