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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 1

2
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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

1 2

3

4 4



5

Manage Orders Cont.

5. Advanced Search allows for 
more specific search criteria

6. Saved Search allows you to 
filter searches based on 
various saved searches

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

8. Select Search

9. Based on search fields 
completed, results will 
populate under Search 
Results
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Manage Orders Cont.

Add Columns to the Search 
Results:

1. Select View

2. Select Columns

3. Select Columns to add

To review Order Information in 
the Search Results:

4. Select Order Link

41
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Manage Orders – Order Link

Details Available on the Order:

1. Terms

2. Notes and Attachments

3. Acknowledge 1 2

3
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Manage Orders – Life Cycle

1. Select the Life Cycle link to 
view the invoices

2. Select the Invoice Number 
link for payment details

3. Select Payment

1

2
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Invoice and Payments

From the Supplier Portal:

1. Select Create Invoice

2. Enter or select Identifying PO

Supplier, Taxpayer ID, Supplier 
Site, Address and Remit-to Bank 
Account will automatically 
populate

3. Enter Number, Date and Type

1

2
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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

4
5
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View Invoices

From the Supplier Portal:

1. Select View Invoice

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

3. Select Search

4. 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

5. Select Invoice Number, Purchase 
Order or Payment Number link to 
view more details
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View Payments

From the Supplier Portal:

1. Select View Payments

2. Enter Payment Number or 
Supplier

3. Select Search
1
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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

1
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Manage Profile

From the Supplier Portal:

1. Select Manage Profile

2. Select Edit to make any 
changes

3. Edit Organization Details

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

1

2
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Manage Profile – Tax Identifiers

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

1



16

Manage Profile – Addresses

1. Select Addresses to Add, Edit 
or Inactivate an address

2. To Edit select the Pencil icon

3. To add an address, select the 
+ icon

1

23
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Manage Profile – Addresses Cont.

To add an address:

4. When entering the Address 
Name use the name of the 
city which you are located. 
Ensure to use all uppercase 
letters. (e.g., DETROIT)

5. Complete all address required 
fields

6. Enter the Address Purpose

4

5
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Manage Profile – Inactivate Addresses

To inactivate an address:

1. Select the address you want 
inactive 

2. Enter the date you want the 
address to become inactivate

3. Press OK
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Manage Profile – Contacts

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

2. Select the + symbol to add a 
contact 1

2
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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

1

2
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Manage Profile – Edit Contacts

1. Select the Contact then select 
the Pencil icon

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

3. Update the Account Status 
and view the username

1

2
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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

1

2
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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

1
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Manage Profile – Payments

1. To add a Bank Account, select 
the + symbol

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

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

1

2 3
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Manage Profile – Business Classifications

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

2. If no classifications apply 
select the None of the 
classifications are applicable 
box

3. To add a classification, select 
the + icon

4. Choose the Classification and 
the Certifying Agency

1
2
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Manage Profile – Products and Services

1. Select Products and Services 
to add or remove products or 
services

2. To add select the + icon

3. Select the Arrow to expand 
the categories

4. Select all applicable boxes

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

1
2
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Manage Profile – Notes

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

1
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Manage Profile – Review and Submit

1. To review all changes, select 
the Review Changes button

2. Select Submit

3. Select OK on the confirmation 
window

1

2
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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

1
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About BDO USA 

At BDO, our purpose is helping people thrive, every day. Together, we are focused on delivering exceptional and sustainable 
outcomes — for our people, our clients and our communities. Across the U.S., and in over 160 countries through our global 
organization, BDO professionals provide assurance, tax and advisory services for a diverse range of clients.

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

www.bdo.com

Material discussed is meant to provide general information and should not be acted on without professional advice tailored to your needs.
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