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Introduction

Welcome to Johnson Controls Oracle Fusion: The Supplier Portal Quick Reference Guide (QRG). The
purpose of this guide is to give you step-by-step instructions on how to use the most critical sections
of the Supplier Portal.

The Supplier Portal offers you wide visibility of various Purchasing to Pay details such as PO details,
invoice and payment status where you can self-serve. It also gives you access to item and price
agreements. We encourage you to avail of this free and secure service.

The critical areas are:

How to access and navigate

Settings and Preferences

Notifications

How to view and update your contacts on Company Profile
How to create an invoice

How to create an invoice (Intended Use — VAT related)
How to view invoice status

How to view payment status

How to view and edit agreements

Forgot password and/or username

Support Johnson ﬂ))l(

2 Controls
I . i

Y VYV

\74

Y V V

\74

Y V V

\74



Oracle Fusion — Supplier Portal

Oracle Fusion is a cloud-based system with a global template. New releases are often deployed with new
functionality and some adjustments to existing functionality. Currently JCI does not use all functionality,
however we focus our training and support on the sections that are most critical for you. We will send you
updates on training as we implement new functionality or changes.

Your access level impacts the functionality and screens you see in the system. Sometime the screens you see
may change slightly or differ to the training materials due to new Oracle releases or your access levels.

For any questions, please email us at JCI-EMEA-PROCURECO-SUPPLIERCOMMS@jci.com
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How access and navigate the Supplier Portal

1. Click on link to Supplier Portal using Chrome or Edge:
Sign In (oraclecloud.com)

Sign In

Oracle Applications Cloud

User 1D

Password

Forgot Password

| English v

2. Input user ID and password as provided in a Welcome notification you received by email
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https://epfq.login.em4.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DkpPjpSmS1l8x1zH6R6CicB10ERcp7chpuw4isnorXfxH5OGyscgmEPMuHfLHizLrX%2F9yZsJO%2BU22%2FE9IjSdZJ%2BRgBnLnhmBjTpzM2yZuEZ3V9KlaFHKCLy2nMnQNAQkc9127KmS1lbzkw485kSRhM9FDok6XFgAEgvdPUqwOKimufIFNS5ynafYeBs0R%2Bjdn4QHpZOkBEDEPouOnzdcg8SpWLdaM%2F1rsPk42jpUbHyxU8p6cgvTSucSrNnD4rux5HmvaN6AkKGl0gV2RCXM%2FJySbcViPgZPJfoIfVZWPlsh3VSPkRs9MFgRDCyvwdzosmf1kJ4tWib2%2B2hzY8ktWalOQvkjo7Eq%2Fz3K0QtdQOThGPu1NouwotVenspDtYXrpQECw3pQ5DnX4j31NBP6WKHRqMiSayIwaCLZEk2t8V4ku30dhmWXSDurCcmIAMkIyc6hsQpGlIeFpqsCLW6TYnzw5I8tNpfoxHvgQbxQyoau8z8PFogo5LKyxAlTPcIwmaTYS0DWvUcTmRt0mFjxNLA%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D09938f107f08579e128d451df400840b9f0fd468&ECID-Context=1.005mBXs_MVhDkZCpvCCCyX0003Vg0003kD%3BkXjE

How access and navigate the Supplier Portal

3. Select the Supplier Portal tab and click on the tile ‘Supplier Portal’

Supply Chain Execution Supplier Portal Tools

-

Supplier Portal

4. You will now see the Portal landing page

Fequring Astenoan i Transacsicn Repors
in . [EEEE
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How access and navigate the Supplier Portal

5. You will see the home E ) BellE and Settings “ icons are on the top right of every screen

NP ¢ i

6. The Search and Tasks sections on the left-hand side of the landing page are where you will access the
important areas of the Portal such are viewing POs, invoices, payments and agreements

7. To quickly access your orders, agreements, invoices or payments, navigate to 'Search'’ field and select from
the drop-down menu. Then click on the 'Magnifying glass' icon

Supplier Portal

Search | Orders b | Order Number

Agreements
Tasks Invoices

e Paymenis
TOETS oy estionnaires
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Settings and Preferences

Signing out

1. If you wish to sign out, navigate to the initials of your name at the top right corner (Settings icon) of your screen and

click

2. Then click on « Sign Out »

Settings and Actions

Personalization
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Settings and Preferences

3. If you wish to continue exiting, click on 'Confirm’

Sign Out

Oracle Applications Cloud

Logout Consent

Confirm your Single Sign-Off action

Setting General Preferences

1. If you wish to set up your preferences, navigate to Settings and Preference (initials of your name at the top right

corner of your screen) and select the icon :
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Settings and Preferences

2. Then click on 'Set Preferences'

ORACL S

Preferences

n

General Preferences

Regional

Language
Accessibility Settings
Password

Proxies

Watchlist

Service

Uzer Motification Preferences

Knowledge

Freferred Fnowledge Locale
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Settings and Preferences

3. Then click on 'Language’

General Preferences: Language @

Default | American English v

Display Name | American English hd

4. Adjust all your language preferences in the following fields: 'Default’, 'Current Session' and 'Display Name’
5. To save your changes, click on 'Save and Close’

6. To discard your changes, click on 'Cancel’

Johnson ”j)l(

Controls



1"

Notifications

1. Click on the Bell icon at the top right corner of Supplier Portal: m

2. For viewing all your notifications click on Show All, otherwise you will see only the most recent notifications

Notifications Show All

FYl 2 weeks ago

Alvaro Dismiss ‘

3. There are two types of notifications: FYI and Action Required. In addition to notifications in Oracle Fusion, you will
also receive an email
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How to view and update your contacts on Company Profile

This task is required to ensure all your company contacts are setup to access the Portal:
1. Click on ‘Manage Profile’ on the task bar on the Supplier Portal landing page.
2. Go to the Contacts tab to review who in your profile is setup to access the Supplier Portal

3. To update your Contacts tab, click 'Edit’ in the upper right corner of the screen

4 Ganaral

..............

o Extatinhat
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How to view and update your contacts on Company Profile

4. You will see a pop-up warning message indicating that your action will create a change request to update your
profile

A Warning x

POZ-2130390Making edits will create a change request for the profile. Do you want fo continue?

o]

5. Click on 'Yes' to create a change request

6. If you want to review or edit your contacts, click on 'Contacts’ tab

Crange Dascription

Ongancation Detas  Addrevses  Contscts  Payments  Products and Servces

Attions w View ¥ Fomalw 4 S Sutun |Ackee W Freoze ) Desch  of Wrap
Hama &% Job Title av Emal aw Phone AMrUNISIONE  \ser Account | Status
i — ° ®
it e [ Acte

Seprd d RTSRemitance L] Arvm

& RIS Remitance - % tom -] L] Acton

Sapoha ATS.Ramitance [-] Act

| UaT_TEST L] (-] Acthee
Colamns Hidden T y))
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How to view and update your contacts on Company Profile

7. If you wish to create a contact, click on the '+'icon or go to ‘Actions’ and then select 'Create’ from the drop-down
menu

Organization Details  Ad

Actions v RNV SN 3

8. Enter contact details. In addition to the required fields marked with *, please ensure you add phone details and
address. Check the administrative access if the contact requires the ability to manage contact details

Creaty Contact

mmmmmmmmmmm

= oo o " /
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How to view and update your contacts on Company Profile

9. Check the option 'Request User account' if the contact should have access to the Supplier Portal.

Create Contact x
Salutation |Mr W Phone |41 | - | 739 || 345 || 1234 |
* First Name |John | Mohile | | v || || |
Middle Name | | Fax | | L || || |
* Last Name | Johnson | Email |iuhn.iohnson@lest com ‘
Job Title | | Status | Aclive v
" Administrafive confact
4 Contact Addresses
Aclions w View w Format w E'_ Freeze _-. Detach Wrap
Address Name Address Phone Address Purpose Status =
No data to display E
Columns Hidden 5
4 User Account
E-mail is required when requesling a user account
[ P
Roles  Data Access
Actions w View v Formatw M Bl Freeze |[=] Detach Wrap
Role & % Description
Supplier Sales Representative Manag tz and deli bles for the supplier company. Primary tasks include ack ing or req g -

Create Another || oK || Cancel |
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How to view and update your contacts on Company Profile

10. To assign roles to your contact, navigate to 'Roles’, click on ‘Actions’ and ‘Select and Add’

Roles Ciata Access

L= E R View v Format -

Remove

Select and Add ntative

11. To assign roles to your contact, navigate to 'Roles’. Select the desired roles, one at a time or use the CTRL button, and
click on 'Apply’ after each selection. Then click 'Ok’

Select and Add: Roles x

4 Search
Roase | | Descr: iption
| search | Reset |

View w Formal w

Role Description
Supplier Accounts Receivable Specialist Manages srvoices and payments for the suppier company Pri
Supphier Sales Representatve Manages agreements and defiverabies for the suppler compan
XX SM Suppiier Customer Servica Represe. Manages mbound purchase orders and communicales shipmen
XX SM Supplier Seif Service Admiistrator .. Manages the profile mnformabon for the suppber company. Prim
¥ SM Supplier Seif Service Clerk Abstract Manages the: profile information for the supplier company. Prim

Johnson 7))1(.
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How to view and update your contacts on Company Profile

Supplier Role

Supplier Accounts Receivable Specialist

Supplier Sales Representative

Supplier Self Service Administrator

Supplier Self Service Clerk

XX SM Supplier Customer Service Representative Job

17

Description

Manages invoices and payments for the supplier company. Primary
tasks include submitting invoices as well as tracking invoice and
payment status.

Manages agreements and deliverables for the supplier company.
Primary tasks include acknowledging or requesting changes to
agreements in addition to adding catalogue line items with customer
specific pricing and terms. Updates contract deliverables that are
assigned to the supplier party and updates progress on contract
deliverables for which the supplier is responsible.

Manages the profile information for the supplier company. Primary
tasks include updating supplier profile information and requesting user
accounts to grant employees access to the supplier application. Can
manage profile and edit data.

Manages the profile information for the supplier company. Primary
tasks include updating supplier profile information and requesting user
accounts to grant employees access to the supplier application

Manages the profile information for the supplier company. Primary
tasks include updating supplier profile information and requesting user
accounts to grant employees access to the supplier application

Johnson ﬂ))j

Controls



How to view and update your contacts on Company Profile

12. To confirm the creation, click on 'Ok’

Create Contact X
Salutation | Mr v| Phone | 41 | - | | 739 || 345 | 1234 |
* First Name |Juhn | Mobile | [+ [ || |
Middle Name | | Fax | | v || || |
* Last Name | Johnson | Email | john johnson@iest.com
Job Title | | Status |Aclive v|
| Administrative contact
4 Contact Addresses
Actions w View w Format w BE Wrap
Address Name Address Phone Address Purpose Status =
Mo data to dispiay i
Columns Hidden 5
4 User Account
+* Request user account
Roles  Dala Access
|Aclions v | View v Formal w x B Freeze Wrap
Role &% Description
pplier Accounts Receivable Specialist Manages invoi and pay its for the supplier company. Primary tasks include submitting invoices as well as tracking invoice ...
Supplier Sales Representative Il 1S and for the supplier company. Primary tasks include ack: or g o ...
XX SM Supplier Customer Service Hep - Manages inbound purch orders and communicates shipment activities for the supplier company . Primary tasks include tracki. ..

Create Another ||o_5|| Cancel |

18
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How to view and update your contacts on Company Profile

13. When you have completed your updates, click 'Review Changes'

nnnnnnnnnnnn
Coreac

User dgrount Slas

e liddan T

14. To finish the process, click on 'Submit’
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How to view and update your contacts on Company Profile

15. How to view and update your contacts on Company Profile

& Confirmation b4

Your profile change request 457005 was submitted for approval

Lo ]

16. Your changes will be sent for an approval within JCI. Until changes are approved, this message
will appear on your screen

‘There is a profile change request pending approval. You may edit to make additional changes’.

Company Profile @

i There is a profile change request pending approval. You may edit to make additional changes.

Johnson V))I
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How to create an invoice

1. Go and click here:

21

OoORrRACLE

Supplier Portal

Search |Orders v| Order Number

Tasks

Orders

« Manage Orders

* Manage Schedules
Agreements

* Manage Agreements

Shipments

= View Receipts

= View Returns

Invoices and Payments

* Create Invoice
= View Invoices

= Wiew Payments

Qualifications

« Manage Questionnaires

Johnson V))I
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How to create an invoice

2. You are getting this view:

RACLE

Create Invoice Without PO

The Save and Close button does not submit the invoice

5 = g * Number
Please, use the "Submit” button for actually submitting the | |
KOs Remit-to Bank Account
* Date | midyy [
Supplier Unigue Remittance Identifier | | |
Taxpayer ID — * Type | Invoice v
Unique Remittance ldentifier Check Digit | | ———
* Supplier Site ‘ | v | Invoice Currency
Description |
Address Payment Currency
* Attachments Mone s
Supplier Tax Registration Number ‘ | L4 |
Customer
Customer Taxpayer ID v Rame * Reguester Email
Address Requester Name
Lines
View w C.
5 5 . . ; - E L * Tax Contr¢ -+
Mumber * Type Ship-to Location Ship-from Location Amount Description Intended Use Meren .
Mo dala to display. -
4 —' = L4
Summary Tax Lines
iew w
Line ~ Regime “ Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amour =

M

22
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How to create an invoice

3. To get your invoice submitted correctly, you need to fill in the mandatory fields. They are marked with a blue asterisk.

4. Please, follow the steps below:

a) Important to know before starting: In your own invoice the correct legal entity must be written along with all criteria
described in our Golden rules. Please, pay a visit at our FAQs {link}

b) Select the Purchase Order number which you want to invoice, or you can write it directly the Purchase Order number:

Create Invoice (@

The Save and Close button does not submit
the invoice. Please use the "Submit” button
for actually submitting the invoice.

* |dentifying PO ‘ v ‘

Johnson V))I
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How to create an invoice

(By selecting or writing the Purchase Order number the “Supplier Site’, the address, the “Customer Taxpayer ID’, and the currency are
automatically filled in and you do not need to modify them. )

c) Attach your invoice in PDF here:

v

Supplier Tax Registration Number
Remit-to Bank Account

Unique Remittance Identifier

Unique Remittance Identifier
Check Digit

Description

* Attachments

v |

None ==

Johnson ﬂj)l(
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How to create an invoice

d) Then put in the field “Number” the invoice number
e) In the field “Date”, please, put the date of the invoice ; either present date or in the past

f) In the field “Type”, it is automatically on “invoice”. If it is a credit note. Please, select credit note

«

g) Add the lines which you want to invoice by clicking on the icon “ B located as below:

Lines

View w o= B. Cancelline

* Number * Type

* Number * Line * Schedule  Number

Mo data to display.
Total

4

25
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How to create an invoice

h) A pop-up window appears as below (with more or less lines depending on the Purchase Orders):

Select and Add: Purchase Orders
Search Results
- U Ul || | | || |
Purchase Order Consumption Advice Supplier Item '« o ) )

- ) Number em Description Ship-to Location Orderec
Number Lin Scl Number Line
PESA10024610-01 1 1 027B1120 EVM PILOT VALVE ... Johnson Controls E... 1~
PESA10024610-01 2 1 14884184 Weld Nippel DN 6 D... Johnson Controls E._.. 12
PESA10024610-01 3 1 148B5243 FIA15 D STR FILT... Johnson Controls E... 1
PESA10024610-01 4 1 148B5482 SCA-X 25-40 top co... Johnson Controls E_.. 1
PESA10024610-01 5 1 148B5577 SWVL32DINBUTT ... Johnson Controls E... 1
PESA10024610-01 6 1 148B5713 FIAS0 D STR FILT... Johnson Controls E.__. %
PESA10024610-01 7 1 148B5906 FIAB0 D STR FILT... Johnson Controls E__. 5
PESA10024610-01 8 1 148B6007 FIA 100 D STR FILT... Johnson Controls E... €
PESA10024610-01 9 1 148H3122 FIA-INS 15-20 100... Johnson Controls E.__. 1
PESA10024610-01 1.1 148H3150 Bolsa de filtro FIAS0 Johnson Controls E__. g

4 >
l Apply H oK H Cancel ]
26
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How to create an invoice

i)  Press “Select All” to select all the lines of the Purchase Order at once. Then, “Apply” and “OK”

Select and Add: Purchase Orders h 4

Search Resulis

View w i= | Detach | Deselect All |

2 00| | | Il Il |

Purchase Order Consumption Advice Supplier ltem N o ) _

) . Number em Description Ship-to Location Orderec
Number Lin Scl Number Line
PESA10024610-01 1 1 027B1120 EVM PILOT VALVE ... Johnson Controls E... g -~
PESA10024610-01 2 1 148B4184 ‘Weld Nippel DN 6 D Johnson Controls E. . 1:
PESA10024610-01 3 1 148B5243 FIA15 D STRFILT.. Johnson Controls E... 1
PESA10024610-01 4 1 148B5482 SCA-X 25-40 top co... Johnson Controls E... 1
PESA10024610-01 5 1 148B5577 SVL 32 DIN BUTT Johnson Controls E. . 1
PESA10024610-01 6 1 148B5713 FIA50 D STR FILT Johnson Controls E. . g
PESA10024610-01 7 1 148B5906 FIA80 D STR FILT.. Johnson Controls E... 3
PESA10024610-01 8 1 148BB007 FIA 100 D STR FILT Johnson Controls E. . €
PESA10024610-01 9 1 148H3122 FIA-INS 15-20 100. . Johnson Controls E. . 1
PESA10024610-01 1.1 148H3150 Bolsa de filtro FIAS0 Johnson Controls E. . E -

4 G »
| Apply H?H Cancel | ﬂ))
e Johnson (
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How to create an invoice

= Once the line(s) selected you will need to:

Lines

ore & % B (oot

Purchase Order Consumption Advice

lumber * Type Supplier Item Item Description * Ship-to Location * Ship-from Location ‘gﬁg:g:; Quantity Unit Price UOM * Amount Description Intended Use I]']:ff:]é‘ﬂ?
* Number * Line * Schedule  Number Line
PESA10... & 1 14885713 FIA 50 D STR FILTER HOU. |J0hn50n Conlr4 v ‘ | | v | 3 51.72 EACH 155.16 |F\A50DSTR | | | v | |

Select “Ship-from Location”, from where you have shipped your goods.

For “Intended Use” field, you will only need to use it for “Reverse Charge” case. Please, see “Intended Use” section for more
information.

In “Invoice Line Tax Amount” section, put the amount of the VAT for the selected line.

Johnson 7))1(.

Controls
. A En 4 S I

28



How to create an invoice

j) Once the lines are completed, please, go to : “Invoice Actions”

AP o m

Invoice Aclions w | Save | Save and Close | Submit | ‘ | Cancel

* Number ! Invoice 88U !

* Date | 121523 fe |

Type Invoice

Invoice Currency

Payment Currency EUR - Euro

Then, click on “Calculate Tax”

Calculate Tax  Clrl+Al+X

Cancel Invoice

* Date | 12/5/23 fe |

Type Invoice
Invoice Currency

Payment Currency EUR - Euro y))
Johnson
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How to create an invoice

k) If a pop-up window appear stating:

€ Error x

The tax couldn't be calculated. Please choose in the “Intended Use field” the option “Manual tax adjustment”.

You need to use the “Intended Use” section. Please, refer to: How to create an invoice (Intended Use - VAT related)
(next page)

1) If the tax is calculated without a pop-up window. Please, press "Submit" button to submit your invoice.

Please, be aware that "Save" and " Save and Close" buttons do not mean your invoice has been submitted. It
means that it has been saved and the status is in "Incomplete”. You will need to take action on that invoice
otherwise, it will not be paid as our system will never, per se, receive your invoice.

Please, note once your invoice is submitted you cannot cancel it. In such case, please, write us an email to our

AP HD: contact details Johnson 4/)1('
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https://www.johnsoncontrols.com/suppliers/building-technologies-and-solutions/supplier-partnership-experience/procure-to-pay-process

How to create an invoice (Intended Use — VAT related)

In “Intended Use” ; you will only need to use that section in case of REVERSE CHARGE (VAT related)

You will know if you need to use this section as a pop-up windows will appear stating:

© Error 4

The tax couldn't be calculated. Please choose in the “Intended Use fisld” the option “Manual tax adjustment”.

If this pop-up windows appears, please go to the “INTENDED USE” section and select only “Manual tax adjustment” and keep
proceeding.

What is REVERSE CHARGE?

Example: you are in country A and you ship to country B (within the E.U.). And you ask to be exempted from the VAT.

To know more about REVERSE CHARGE, please, consult your local tax advisor. Johnson ﬂj)l('
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How to create an invoice (Partial invoicing)

If you want to invoice half of the Purchase Order due to Partial delivery.

The procedure is the same as normal full invoice. When you do “selecting the line(s)” you just need to select the lines you
need to invoice. The rest of the lines can be invoiced later on.

Johnson ﬂ))l(
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How to view invoice status

1. Click on 'View invoice’

2. To search for an invoice, populate one of the following fields marked with asterisks **
a. 'Invoice number’ - if you are looking for a specific invoice
b. 'Supplier’ - if you want to see all invoices of your company

c. 'Purchase Order' - if you are looking for an invoice for a specific purchase order

33
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How to view invoice status

N
ORACLE
View Invoices
¥ Crber
Search  Feast || Sawe.
Search Results
e Detach
Invoice Number vaice Date Type Pachase  Supplier Invoice Amount Invoice Status Commenss G0 Pameet
Mo $earch condutied
3. Click on 'Search’

4. Invoice will be displayed in the section 'Search results'. If you wish to see the invoice details, click on the Invoice
number

Johnson V))I
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How to view invoice status

The status and their meaning

Status in the Supplier Portal

Incomplete

In process
Processing
Approved
Cancelled

Paid

35

Meaning

You have not submitted your invoice. It
is just saved. Please, review and submit,
if necessary.

Not yet validated
Under process
Invoice has been validated
Invoice has been cancelled

Invoice has been paid

Johnson ﬂ))j
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How to view, edit and modify the Purchase Orders

1. Click on 'Manage orders’

Johnson V))I
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How to view, edit and modify the Purchase Orders

3. Navigate to an order and click on the order number to display the details

.......

2 ooroo

4. If you want to edit any value, click on ‘Actions’ and then select 'Edit' from the drop-down menu.

Johnson ﬂj)l(
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How to view, edit and modify the Purchase Orders

‘ View PDF | | Actions ¥ || Refresh H ‘ Done |

Edit

Cancel Document

View Decument History
View Change Hisfory

J EUR View Revision History

5. A pop-up warning message will appear

£, Warmning b4

This action will create a change order on the document. Do you want to continue? (PO-2035113)

6. Click on 'Yes' to create a change order

7. To select more data to appear on ‘Line’, go to ‘View’, ‘Columns’ and select fields such as Requested Delivery Date,

Promised Delivery Date, Source Agreement

Johnson 7))1(.
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How to view, edit and modify the Purchase Orders

on
| Show All |
Sta
Attachments
* Bu

Change Status
Creation D|

« Change Reason

Terms Motes and Attachments w Mote to Supplier

Source Agresment Line
MNote to Su
Source Agresment
Promised Delivery Date
4 Additional Information Requested Delivery Date

ation

Context Pron|
Supplier Configuration 1D

Prafor Currency
Pricing Mechanij .» Ordered

Adjustment Percents w  Price
Discount Reason

Lines Schedules Discount

Discount Type

Actions w m Format - Wrap

About This Record

« UOM
| Columns > ~
T GLASS LLG 335
Freeze
Detach 15
Sort p» o Coaxial D14 - 680 mm
Columns H Reorder Columns...

Query By Example

Johnson ﬂ))I('
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How to view, edit and modify the Purchase Orders

8. Navigate to 'Lines’ section and modify the values in the fields which are opened for editing

Lines  Schadules

Actions v View w Formatw 0§ Freeze [z Detach
*Line * Description Supplier Item Quantity UOM ggig Price  Ordered * Location Note to Supplier Change Reason
1 SPARE PART SIGHT GLASS LLG 335 148H3035 EAGH 5558 8556 25674 Johnson Control.. S

9. Navigate to ‘Schedules' section and modify the Promised delivery date + give a reason in the Change reason.

Promised

N Delivery Date Change Reason

2020023 | ‘ Delay

Johnson ”j)l(
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How to view, edit and modify the Purchase Orders

10. In the field 'Change reason’, add a comment/reason why you are creating this change order

Lner  Schetiles
Atfionsw Vieww Fomale X 0®» [F Freeen 57 Dutach
Liva  Descripion * Location Quantity UOKM ﬁ:qlw“:rsym!?nu Eecl.wku)‘gmma Change Reason

1 SPARE PART SIGHT GLASE LLG 335

= fil -EVRA 15

Codumns Hidden |5

11. In the field ‘Acknowledge Purchase Order’, you must add some text such as ‘OA’ (order
acknowledgement)

Please note this field ‘Acknowledge Purchase Order’ must be populated to ensure the buyer

receives the change request = om o

mmmmm

= eson U
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How to view, edit and modify the Purchase Orders

12. Navigate to the top of the screen. In the 'Description’ field, add a short description of the change order that you are

creating
ORACLE 0O B 2

Edit Change Order: 3 @ ‘ Actions ¥ |H Save | ¥ H Submit H Cancel ‘

13. Click on 'Submit’ to finish the creation of the change order. Your change order will be sent for an approval

+« Confirmation x

The change order 2 for document Purchase Order number PESA10027055-01 was submitted for approval.

| ox ]
— u

14. You will notice a pop-up window confirming that your change order was submitted for an approval

15. Once the change order has been approved, you will receive a notification via the Supplier Portal

Johnson V))I
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How to view payment status

1. Click on « View Payment »

raataa AT - WBATBSY Fnpanns - INRNTHRIHY inporanis - Belrie inkamess . Wichige

ORACLE

View Payments

4 Bearch | Advancen | saved Search | 2EPayments v
1 red
** payment Number = Suppher | | =
inininininin siatia » supplicr Site | |-
Payment Amou Paymert Uate | mid ]

Sanch || Reset || Save_

Search Results

vieww 57 3l Detach y)
FENMEL Pyt Dt Payinent Type nvesice Nurmises FIVIEN Payroent Stetis o0 Johnson
43 42 march somcuied. Controls
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How to view payment status

3. Payments will be displayed in the section 'Search results’

ORACLE

Payment: 8648

Business Unit  CH 1000 BU Payment Amount 237 32 EUR

Payes D&M - Payment Date 11724722

Payse Site  ALCOS Payment Type  Paymeni Process Aequest

Adoress Remil-to Account 030

Payment Status  Negotiable Payment Document
Paid Invoices
i Consumption . Invoice  Invoice Paid
Number Invoice Date  Type Purchase Order Receil gice Paid Amount Amount | Status DueDate  cop o

5100147826 %522 Standard PPTAI0001110-01 23732 EUR 237.32 EUR - Worifiow 12522 Fully pakd

_shnson V))I
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How to view payment status

5. Paid invoices for this payment will be displayed

6. When you are done viewing the payments, click 'Done’ at the top right corner of the screen

Johnson ﬂ))I('
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How to view and edit agreements

The agreements contain information about the products, prices, payment terms, and Incoterms that you have agreed
to with JCL

1. Click on 'Manage Agreements’

Aidvanced | Manvags WelENSE | St Searc, | ipereasin

........

..........

Crangi Cou

TEI Iz | o Y
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How to view and edit agreements

3. If you want to make any changes to your agreement, click on ‘Actions’ and then select 'Edit’ from the drop-down

menu

(Ao v 0 esens [
B, i AP

Edit

Acknowledge

Cancel Document

View Document History
View Change History

View Revision History

Trjrg

Johnson ﬂj)l(
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How to view and edit agreements

4. A pop-up warning message may appear indicating that your action will create a change order against the agreement

document
A Warming *

This action will create a change order on the document. Do you want to continue? (PO-2055113)

5. Click on 'Yes' to create a change order
6. Fill in all fields that have been opened for editing
7.1f you wish to edit any other line, select the line and click on the 'Pencil’ icon or Actions and edit

Lines
=0 - o

Add Row Ipe

Duplicate

Edit s

Delete pd=

Export to Excel Wds

Cancel Line s

Upload Lines h ﬂ))l('

N Review Changes JOCJII"Isg'ng




How to view and edit agreements

8. If you do not wish to submit your changes, click on 'Cancel’

9. If you want to save your changes, click on 'Save' button

10. Once you have finished making your changes, click on 'Submit'. Please note, that once you click
on 'Submit’, changes can no longer be made. Ensure you complete the Description and Change
Reason fields

Lines

Minsw Vieww Fomaly &+ B / X F 5§ 0 Freee 2] Detach o wrap

*Ling * Type Edit Item * Description * Category Name ﬁgﬂ:her uom *Price  Expiration Date  Change Reason
Goods / 1003ees3 £121 Alam Sounder Red 24V DC FIRE DETECTION/FIF | A141DC24 | EACH | 300_00‘ |3{31f24 | ‘As agreed |
2 Goods /00T Flash Lamp EX Red ELECTRONIC COMP 98FHADT... EACH 36568 33123
3 Goods /10004133 Elzctronic Mutitone Siran 24 - 260V AC and 60 - 260V DG RAL 3000 Red SECURITY - INTRUSI A10SNAC... EACH 18850 3131123
4 Goods 4 100038586 Flash Lamp Ex Green ELECTRONIC COMP 98FHADT... EACH 36568 33123

Columns Hidden 13

11. You will notice a pop-up window confirming that your change order was submitted for an
approval Johnson 4))1('
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Forgot password and/or username

1. If you have forgotten your password, yvou do not need to write us an e-mail. On the login page, click on: "Forgot your

password?" Signiin
Oracle Applications Cloud

UserID

Password

Forgot Password

[Engiish v

ot your password?" and then click "Submit

2. Enter your email address, select "For

Sign In

Oracle Applications Cloud

Fargot Password
test@jci.com

(") Forgot user name

@® Forgot password y
[ swoms | Y Johnson ))I
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Forgot password and/or username

3. An email will be sent to your email address. All you have to do is follow the instructions which are written in the
email. If you have forgotten your username, you also do not need to write us an e-mail. It's the same process as "Forgot

your password?"

4. Enter your email address, select "Forgot Username" and then click "Submit”

Sign In

Oracle Applications Cloud

Forgot Password

test@jci.com

(@ Forgot user name

() Forgot password

m | Cancel |
5. An email will be sent to your email address. You will just have to follow the instructions which are written in the
email.
Johnson V))I
Controls
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Support

= In case you require additional training to use the Portal
please review the training documents where you can find
reference guides and videos available in many languages.

= For any specific questions related to Portal usage, please
reach out to the Supplier Enablement team at:

JCI-EMEA-PROCURECO-SUPPLIERCOMMS@]CI.COM

= In case you have additional questions to Invoice and payment
status which the Portal does not provide - please visit the
following page for more contact details

Johnson ﬂ))[(

Controls



https://www.johnsoncontrols.com/suppliers/building-technologies-and-solutions/supplier-partnership-experience/procurement-programs-and-tools/oracle-fusion-training-material/english---oracle-fusion-training-material
mailto:JCI-EMEA-PROCURECO-SUPPLIERCOMMS@JCI.COM
https://www.johnsoncontrols.com/suppliers/building-technologies-and-solutions/supplier-partnership-experience/procure-to-pay-process

We hope that Quick Reference
guide has been helpful.
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