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Navigation to Supplier Portal

1. Complete the Microsoft Authenticator
registration and select Done

2. On the Supplier Portal tab select the
Supplier Portal tile

il O

Keep your account secure

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.

Default sign-in method:

(=
Microsoft Authenticator

Good morning, Test Test

Supplier Portal Toals




Manage Orders

From the Supplier Portal:
1. Select Manage Orders

2. Select the Entity in the Sold-
to Legal Entity dropdown

3. Select the Business Unit in
the Bill-to BU dropdown

4. Select other fields as
necessary

Supplier Portal

Search Order Number

Orders

« Manage Orders

« NManage Schedules

Agreements

» Manage Agreements

Requiring

» Acknowledge Schedules in Spreadsheet

Manage Orders @

Headers  Schedules

4 Search

Attention

Search Results

Manage Orders @

Headers  Schedules

4 Search

Manage Orders @

Sold-to

Legal Entity | | v

Bill-to BU ~

Supplier Site |

|"

Headers  Schedules

4 Search

Search Results

Actions =

View v Format »

Sold-to Legal Entity |

e Bill-to BU ~

Supplier Site |
- | Detach

Legal Entity |

Supplier Site |

[+]

Search Results

|Agvanced H Manage Watchlist ‘ Saved Search E

Order ‘ |

Status. ‘ ~ ‘

Include Closed Documents




Manage Orders Cont.

5. Advanced Search allows for
more specific search criteria

| Advanced " Manage Watchlist § Saved Search | All Orders ~

Order |
6. Saved Search allows you to staus | Y]
fllter SearCheS based on Include Closed Documems
various saved searches [ seorch | Reset | sav..

7. Include Closed Documents
allows you to include or
exclude closed orders

Life Creation

Supplier Site Buyer Ordered Currency Status Cycle Date

8. Select Search

9. Based on search fields
completed, results will

po pu late u n de r SearCh 4 Search | Agvanced | Manage Watchiist | Saved Search | Al Orders

Results S— - T
swarsie[ [+] incude Closed Bocuments

Manage Orders @

| search | Reset || save..

arch Results
Actions v View v Formatw  §E By ia’ Detach

Life  Creation
Cycle Date

Order Order Date  Description Supplier Site Buyer Ordered Currency Status




Manage Orders Cont.

Manage Orders (3

|IBDO

Add Columns to the Search
Results:

Headers  Schedules Manage Orders @

4 Search Headers  Schedules

Sold-to Legal Entity
i b Search
EBill-to BU
Supplier Site

1. Select View

2. Select Columns

3. Select Columns to add

PO01000022 4122724 Test Req for supgplier SCM_SUP_V5_01

Columns Hidden 28

To review Order Information in
the Search Results:

4, Select Order Link

Shipping Methad

Change Crder Status

Revision

Frozen
Caonfirming Order

Closed Date

Bill-to Locaticn

Payment Terms

~

__sfa)



Manage Orders - Order Link

Details Available on the Order:
1. Terms
2. Notes and Attachments

3. Acknowledge

__7[4)

Purchase Order: PO01000052 (3)

Main

4 General

Sold-to Legal Entity BDOUSA, RC.
Bill-to BU  US BU-US Business Unit

Order POOM0Q00S52

Status Closed @

Buyer Bryan Bisniewicz
n Date  4/25/24
Terms |I~lcles and Aftachments

Required Acknowledgment MNone

Payment Terms MNET 80

3

|Mh10ﬂedue VmPEF||acﬁons’||REﬁ'E5h|||Dgne|!

Ordered  25.000.00 USD
Description  Aifine tickets
Source Agreemen t

Supplier Order




anage Orders - Life Cycle

Order Life Cycle: P0010000:

1. Select the Life Cycle link to vt o

o o o Suppier SCM_SUP_VS_01 e
view t h e 1nvoices Suppler Ste GRAND RAPIDS g
Advanced " Manage Watchlist | Saved Search | All Orders v Supperonet ~ £ m Dalvered
Ordered  25000.00 USD . W rsices

2. Select the Invoice Number :

4 In-Transit Shipments

link for payment details T 1. P

Supplier Site Buyer Ordered Currency Status Cycle [|Date Shipment Ship Date  Tracking Number Packing Slip

o results found,

Columns Hidden 2

GRAND RAPIDS Bieniewicz, Bryan 25,000.00 USD Closed b 42524

3 ° Se l'ec t Pay m e n t GRAND RAPIDS Williars, Macke._. 500000 USD Closed oy 4102724 4 Receipts

Actons v Veww Fomstw  FE GF o Free

i7" Detach

Receipt RecsiptDate  Shipment Ship Date  Packing Slip

o results found,

jumns Hidden 3

Gv 7 5 pees ) osten

Invoice Invoice Date  Status Invoice Total Paid Matohed Amount Receipt Facking Stip

AP_VS 00201 42024 Validated 25,000.00 25,000.00 2500000

Invoice: AP_VS_002.01

Business Unit U-US Business Unit

U

Legal Entity Name  SD0 USA, F.C

Supplier or Party SUP_VS_01

Supplier Site  D1AGH
Address 5300 PATTERSOMN AVE. Grand Rapids, M 40512, Kent

Invoice Date  4/28/24

ltems
View ¥
uom Purchase Order Receipt
Line Amount Description Quantity  UnitPrice oo
Number Line Schedule Number Line Nur|
1 2500000 Airline tickets 10 2,500 EA POD1000052 1 1

Summary Tax Lines

View ¥




Supplier Portal

Tasks

Invoice and Payments

Orders
Requiring Attention
= Manage Orders

From the Supplier Portal:

= Acknowledge Schedules in Spreadshest

Agreements

1. Select Create Invoice

« Manage Agreements

Invoices and Payments

2. Enter or select Identifying PO p—

No

Supplier, Taxpayer ID, Supplier
Site, Address and Remit-to Bank
Account will automatically
populate Create In 2 _ -—3

aR=IN< - |

Actions w ‘ Save H Save and Close | | Cancel |

* Identifying PO v ‘ Remit-to Bank Account * Number
3 E t N b D t d o - Unique Remittance Identifier ‘ * Date | midtyy fo
. nter Number, Date and T ype SO —— [en &
Unique Remittance Identifier Check Digit E * Type | Invoice: v
* Supplier Site - -
‘ Description ‘ ‘ Invaice Currency
Address Payment Currenc
Attachments  None 4= v v
Supplier Tax Registration Number v
Tax Control Amount ‘ ‘
Customer
Name
Customer Taxpayer ID
Address
Lines
view v
Purchase Order Consumption Advice Available
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification Quantity Quantity Unit Price UOM
" Number * Line * Schedule  Number Line
MNo data to display -
»
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amoul -
»
-_—

_ofa)



Invoice and Payments Cont.

4. To add lines to the invoice,
select ‘Select and Add’
symbol

5. Select the desired lines, then
click Apply

6. To calculate tax, select
Invoice Actions then
Calculate Tax

7. Select Submit

_of 4/

Create Invoice @

* entitying PO | [+]

Supplier SCM_SUP_VS_01

Taxpayer ID 111111111

* Supplier Site | | - |
Address
Supplier Tax Registration Number | | v |

Customer

Customer Taxpayer ID

Lines

View w
Purchase Order Consumption Advice
* Number * Type
* Number * Line * Schedule  Number Line

Mo data o display

Select and Add: Purchase Orders

x

4 Search | Agdvanced | Saved Search \:\
** At least one is required
** Purchase Order | P00 1000052 | - | ** Consumption Advice I:

** Creation Date | m/diyy h:mm a

Search Results

| Search ” Reset H Save... |

View ¥ o Detach | Selectall |

[ | [

I JTT ITT IT1 IML JTT -

Purchase Order

Number Line

Mo results found.

Schedule Number Line

Consumption Advice Supplier Itam

Number Item Description Ship-to Location

6 or & @

[imeice Aciors » | save | [ sove ana Close | ==

Calculale Tax  Cirl+Ali+X

Cancel Invoice

Delete Invaice
— %
o —

Invoice Currency USD - US Dollar

Payment Currency USD - US Dollar

7 - ¢ @

Invoice Actions » Save | | we and Close | Cancel |

* Number | TEST ‘

* Date | 511/24 [

Invoice Currency USD - US Dallar

Payment Currency USD - US Dellar




View Invoices

From the Supplier Portal:

1.
2.

_i A

Select View Invoice

Enter one of the search fields:
Invoice Number, Supplier or
Purchase Order Number

Select Search

Search results will display Invoice
Number, Invoice Date, Type,
Purchase Order Number, Supplier
Name, Supplier Site, Unpaid
Amount, Invoice Amount, Invoice
Status, payment Number and
Comments

Select Invoice Number, Purchase
Order or Payment Number link to
view more details

Supplier Portal

Search Order Number

Tasks

Orders

= Manage Orders
= Manage Schedules

= Ackr Schedules in

Agreements

= Manage Agreements

pvoices and Payments

Create Invoice

= View Invoices

= View Payments

Qualifications

4/26/24  Standard IF001000052 ISCM,SUF‘)IS,GW

AP_VS_002.01

|BDO
View Invoices
4 Search ! Advanced | Saved Search | A ~
umbar ymptio
ppalier v | Invaice § v
Suppiier Site v d 5 v
* Purc o Paymen t Hum b
search | Reflet | save...
Detach i
Invoice Purchase A Unpaid lnvoice Invoiee Payment
D™ Type e Suppl Supplier Site Pt il e et Comments
Detach
Invoice Purchase ) _— Unpaid Invoice Invoice  Payment
Date  1/P® Order Supplier Supplier Site Amount Amount Status  Number  COmmMen ts

01ACH 000USD  25,000.00 USD E




View Payments

From the Supplier Portal:

1.
2.

=10

Select View Payments

Enter Payment Number or
Supplier

Select Search

Supplier Portal

Tasks
COrders

« Manage Orders

« Manage Schedules

Agreements
» Manage Agreements
voices and Payments

Create Invoice

= View Invoices

» Acknowledge Schedule

Search Order Number

5 in Spreadsheet

I « View Paymenis

Qualifications

BDO

View Payments

4 Search 2

" Payment Number

Search Results
wew w = &) Oetach
Payment
Murmbsr

M search conduciag

Payment Date  Payment Type

Payment Slaies

Fayment Amount

Involce
Numlser Supplier

Advanced | Saved Search | Al Pa

™ Supplier -

Supplier Site -

&F

Payment Date | mAdfyy

peser | save.. |

Payment Payment

Amount  Sislus Ramit 1o Account

Supplier Sita




View Payments

Search results will display:

 Payment Number, Payment
Date, Payment Type

* Invoice Number
« Supplier Name, Supplier Site

« Payment Amount, Payment
Status

Remit-to-Account Number

1. Select Payment Number or
Invoice Number link to view
more details

=10

View Payments

4 Search ‘Agvﬂncﬁd ‘ Saved Search | All Payments -

** Atleast one s required
- DaynlemNumher:| = Suppher|scm|,su|>,vs,m ‘
. Suppter s \

[Seare | e save- |

Search Results
Vieww B i Detach .
Payment Invoice Payment Payment

Nuraber Payment Date Payment Type Supplier Supplier Site Anoant Stns Remit-to Account

5 4126124 Payment Process Re... AP_VS_00201  SCM_SUP_VS_01 01ACH 25,000.00 USD  Negotiable 1

View Payments

4 Search ‘Agvﬂncﬁd ‘ Saved Search | All Payments -

** Atleast one s required
- DaynlemNumher:| = Suppher|scm|,su|>,vs,m ‘
. Suppter s \

[Seare | e save- |

Search Results
v ® i Detach .
1 ment Invoice Payment Payment

Ibor Payment Date Payment Type Supplier Supplier Site Anoant Stns Remit-to Account

4126124 Payment Process Re | AP_VS_002.01 | SCM_SUP_VS_01 01ACH 25,000.00 USD  Negotiable 1




- 6 Preferred Functonal Curency [ | |

Manage Profile cy o

searen [ordon ] order Number Delete Change Reques. || | Edit ngne|

Tasks

Drdurs

Requiring Attention Change Descriplion
+ Manage Cvders

« My

From the Supplier Portal: e

Invoices and Payments

1. Select Manage Profile sy

- View Paymesty n

exle benice

Ouaddications

2. Select Edit to make any
changes

+ Manage ©

i

p  Wiew Quak

pany Profile

Supplier News

3. Edit Organization Details

Op £

A change to the Supplier Name
field will require an updated W9

under Attachments 3

Organization Details  [Tax Identifiers ~ Addresses Contacts Payments Business Classifications  Products and Services

4 General

Delete Change Request || Review Changes ‘ Save and Close

* Supporame [ ch 5P v o TaxOrarzton e

Supplier Number 1010004982 Status  Active

Supplier Type. ‘ A travel v‘ Attachments Blank W.pdf = 3¢

4 |dentification
oumswmor || .
E— comomoversis ||
4 Corporate Profile

ssin ament O
)

B
vormovormoa |
4 Financial Profile
Fiscal Year End Month \:|
comonFscatvears oo ||




Manage Profile - Tax ldentifiers

1. Select Tax Identifiers

Any changes made to these fields
requires an updated W9 to be
attached on the Organization
Details tab

If your Taxpayer ID number has
changed this will require a new
supplier profile to be completed

_s [ 4/

Organization Details | Tax Identifiers Jhddresses Coniacls Payments Business Classifications

4 Income Tax

Change Description

Taxpayer Country ‘ United States

Taxpayer ID [REQU\REDl

* Federal Income Tax Type ‘ MISC1

4 Transaction Tax

w’| Federal reporiable

-]
[] State reportable

™

Tax Country ‘

Tax Registration Number ‘

Tax Reporting Name

Name Contro! I

Delete Change Reques

]

Verification Date | m/d

Withholding Tax Group

Tax Registration Type

\:| Use withholding tax




Manage Profile - Addresses

_is [ 4/

Select Addresses to Add, Edit
or Inactivate an address

To Edit select the Pencil icon

To add an address, select the
+ icon

Edit Profile Change Request: 10003

Change Description

Organization Details  Tax |dentifiers ontacts  Payments  Business Classifications  Products and Service

Actions w  View w Format w tatus
Address Name Address| 2




Manage Profile - Addresses Cont.

Create Address

* Country | United States | - |

To add an address:

* Address Line 1 ‘ ‘

Address Line 2 | |

4. When entering the Address

Name use the name of the Create Address
city which you are located. paasroms ]
Ensure to use all uppercase Cx— —— a

* Address D Ordering

Purpose || Remitto

[] RFQ or Bidding

letterS. (e.g., DETROIT) * Address Line 1

Phone |1 L | | | |
Address Line 2

5. Complete all address required =] o - I |
fields « | B emai | |
* postal Cod | | | Inactive Date |m.'d.ly-)- |‘:‘°|
6. Enter the Address Purpose e | s dctve
* County | | = |

Language -

Create Another ” 0K || Cancel

T



Manage Profile - Inactivate Addresses

Create Address x
* Address Name D * Address | | Ordering
To inactivate an address: * Country [ Unted Sites = Purpose [] Remitto

[] RFQ or Bidding
* Address Line 1 ‘ ‘

1. Select the address you want — | one 1 [w]| || L]
inactive | ] Gl I |
X Email | ‘
2. Enter the date you want the s E . = 3
address to become inactivate ::z:} }" Status _ Acive
Extension
3. Press OK * County | L~
Language | v|

Create Another | OK H Cancel |

=10



Manage Profile - Contacts

IBDO

1. Select Contacts to add, edit
or inactivate a contact

Edit Profile Change Request: 20001

Change Description

2. Select the + symbol to add a
contact

Organization Details  Tax |denfifiers  Address Contacis | Payments  Business Classifications  Products and Services

4 General

* Supplier Name | SCM_SUP_VS_1 |

Supplier Number 1010004982

Supplier Type |Air travel w |

4 |dentification

D-U-N-5 Number | |

IBDO

Edit Profile Change Request: 20001

Organization Details Ta Addresses  Contacts  Paymenis  Business

Actions v View ¥ Format v

Name

_ o fa)



Manage Profile - Add Contacts

1. Enter the Name, Job Title,
Phone Number, Email and
Administrative Contact box if
applicable

2. Enter User Account role if
applicable

3. Select OK

=10

Create Contact X
Saluta_ﬁun o Phone | ‘ v || H H |
* First Name ‘ | Mabile | | kS || | | |
Middle Name ‘ | Fax | | v || | | |
* Last Name Email | |
Job Title Status | Active w
[] Administrative contact
4 Contact Addresses
Actions w  View w Format w B Freeze  lw| Detach Wrap
Address Name Address Phone Address Purpose Status -
No data to display. v
Columns Hidden 5
4 User Account
D Request user account
Roles Data Access
Actions + View w Format » Freeze —F' Detach Wrap
- -
Role &% Description -
1 3
| Create Anuﬂ1er| OK | Cancel |




Manage Profile - Edit Contacts

Select the Contact then select
the Pencil icon

Edit Contact window will
appear. Changes to all fields
can be made

Update the Account Status
and view the username

Edit Profile Change Request: 20001

Change Description

Organization Details ~ Tax |

Actions v  View w Format w

status [actve w| 7] Frecze ] Detach

Name

sses  Contacts Paymenis  Business Classifications  Products and Services

Job Title
—

Email
—

NEW USER, TEST

Tesi@bdo.com

aw

Salutation | L I

* First Name | TEST

Middle Name |

* Last Name | MEW USER |

Job Title |

[] Administrative contact
4 Contact Addresses
Actions v View v Format w E Freeze |y Detach

Address Name Address

Mo data to display.
Colum -

Account Status | Active
! User Name 971920
Roles  Data Access

Actions w View w Format w

Role &% Description

X BE Freeze |w| Detach

Phone| |v|| ||
Mohile| |v|| ||
x| [ |

Email | Test@bdo.com

Phone Address Purpose

Wrap

Status

BDC PO Supplier Accounts Receivable Spe...  Tracking invoice and payment status. Copy of seeded Supplier Accounts Receivable Specialist. Copy option - Copy fop role.

BDO PO Supplier Customer Service Repres...  Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include fr...

BDOC PO Supplier Sales Representative




Manage Profile - Payments

1. Select Payments to manage
your method of payment and
update banking information

2. To change the payment
method, select the New
Payment Method then select
Set default icon

=10

BDO

Edit Profile Change Request: 20001

Organization Details  Tax Identifiers ddi %

Change Description

Payment Methods JBank Accounts

Aclions ¥ View v Formatw < »

Default Payment Method
L] ACH
Check
Electronic

= Detach

usiness

IBDO

Edit Profile Change Request: 20001

Default Payment Method

(] ACH

Products and Services




Manage Profile - Payments

To update the bank account, the
old bank account must be
inactivated

1. To inactive the bank account
select the bank account and
select the Pencil icon

2. Enter an inactive date in the
Inactivate On field

3. Select OK

Change Description

Organization Details  Tax Ideg

Payment Methods ~ Bank

ses  Conlacts  Payments  Business Classifications  Products and Services

Delete Change Reque

Actions w View w Format w [-] F
Prima Account Numbe: IBAN
[] L
Columns Hidden 8
Edit Bank Account 11
Enter account number or IBAN unless account number is marked as required.
* Country ‘ United States ‘ v | From Date 471724
* Account Number Inactive On | midiyy fe
Bank Name ‘ US BANK NA ‘ L | 1BAN
Bank Branch ‘TEST ‘ v | Currency \:E|
D Allow international payments
4 Additional Information
Account Name ‘ ‘ Check Digits |
Alternate Account Name ‘ ‘ Account Type E
Account Suffix ‘ ‘ Description |
|E|| Cancel |




Manage Profile - Payments

1.

O

To add a Bank Account, select
the + symbol

For Domestic ACH or Wire
Payments complete the
Country, Account Number
Bank Name and Bank Branch
Fields

For Foreign Wires complete
Country, Account Number,
Bank Name, Bank Branch
fields, IBAN if applicable and
check the Allow International
Payments box

Primary Account Number

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

"‘Counu'y| |v |

ccount Number | |

Bank Name v

Bank Branch 4

D Allow internafional paymenis

4 Additional Information

Account Mame |

Alternate Account Name |

Account Suffix | |

m Date  4/29/24

ive On | midflyy

te

Description |

Create Another || OK || Cancel |




Manage Profile - Business Classifications

Edit Profile Change Request: 20001

i Mone of the classifications are applicable

2. If no ClaSSificationS apply Actions ¥ View v Formatw ok X =" Detach
Select the None Of the Classification Subclassification  Stal
classifications are applicable
box

1. Select Business Classifications
to update all applicable
business classification status

Change Description

nization Details ~ Tax ldenfifiers  Addresses Contacts  Paymentd Business Classifications roducts and Services

3. To add a classification, select
the + icon

Edit Profile Change Request: 20001

Change Description

4, Choose the Classification and
the Certifying Agency

Contacts  Payments  Business Classifications  Products and Services

Other Certifying
Agency

Classification ‘Subcla ssification Status

Certifying Agency

M |




Manage Profile - Products and Services

= O

Select Products and Services
to add or remove products or
services

To add select the + icon

Select the Arrow to expand
the categories

Select all applicable boxes

To delete an existing
category, highlight the line
and select the X icon

4 Search

O
O
O
(N
O
(N
O
(N
O

3
amns Hidden 1

Select and Add: Products and Services Categories

Category Name

ormat = Detach

Forma =)
| ory Name
BDO Products and Services

» B ALO License Expense
b B Advertising Paid Media
» B airdfare

» B carRental

» B CarRental Gas

» B Charitable Contribution BDO Counts

b E Charitable Contribution DEI
» B client Relation Misc

E Consulting and Prof Services

it

Description

BDO Products and Services

AAQO License Expense

Advertising Paid Media

Charitable Contribution BDO Counts

Charitable Contribution DEI

Client Relation Misc

Consulting and Prof Services

i’ Detach

Change Description

ses  Contacts Payments Business Classifications  Products

and Services

BDO Products and Services > Outside Services




Manage Profile - Notes

1. Input notes to the Change
Description Box based on
changes made to the profile
for the approver to see

=10

|IBDO

Edit Profile Change Request: 20001

Organization Details  Tax ldentifiers  Addresses Contacts Payments Business Classifications




Manage Profile - Review and Submit

=10

To review all changes, select
the Review Changes button

Select Submit

Select OK on the confirmation
window

1

aorFr 2 @

Delete Change Request  Review Changes | | Save ” Save and Close || Cancel |!

2~ @

[eae. [sutrn] | conet |

@ Confirmation

“four profile change request 30002 was sub

Chief Executive

Chief Executiv

Principa

Principal




Manage Profile - View Pending Change

Requests

1. View pending change requests
at the top of the Manage
Profile page

2. Select the Change Request
Number Link to see more
information

=10

Requested By Curley, Rachel

4 General
Company SCM_SUP_VS 01
Supplier Number 1010004982

Supplier Type  Air travel

4 |dentification
uuuuuuuuuuuuuuu

4 Corporate Profile

Year Established

Organization Details  Tax Identifiers  Addresses Contacts Payments Business Classifications  Products and Services

Tax Organization Type Corporation

Status  Active

Attachments Blank W9.pdf

National Insurance Number

Corporate Web Site

Chief Executive Title
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About BDO USA

At BDO, our purpose is helping people thrive, every day. Together, we are focused on deliverﬁ'gex;eptional and
outcomes — for our people, our clients and our communities. Across the U.S., and in over 160 countries through ol
organization, BDO professionals provide assurance, tax and advisory services for a diverse range of clients.m‘ il

BDO is the brand name for the BDO network and for each of the BDO Member Firms. BDO USA, P.C, a Virginia profe
corporation, is the U.S. member of BDO International Limited, a UK company limited by guarantee, and forms pz

international BDO network of independent member firms. 455 [

www.bdo.com =

Material discussed is meant to provide general information and should not be acted on withou

© 2023 BDO USA, P.C. All rights reserved.
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