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iSupplier Navigation 

 

 
 

Job Aide

 

 

This job aid will guide a supplier through the portal and shows basic navigation and tasks. This includes logging into the 

portal, changing the password, setting preferences, managing favorites, responding to notifications, and quickly accessing 

different parts of the portal.   

 

If you click the Log-in Assistance, the following page will open:  

 

 

 

 

 

 

 

 

 

Step 1. Enter in User 

Name and Password.  

Step 2. 

Click Login. 

Step 4. Enter the new 

password into the New 

Password and Re-enter 

New Password fields. 
Step 5. Click 

Submit. 

Note: Click Login 

Assistance if you forgot 

your user name or 

password. 

You will require an email 

address attached to your 

Oracle Profile to 
successfully retrieve your 

username or password.   
 

Note: Click Login 

Assistance if you forgot 

your user name or 

password. 

Enter your userID and 

click forgot password. You 

will get an email with a 

link to a page to reset your 

password.  
 

Step 3. First time you login, enter in the Current Password. 

Note: you must reset your password every 45 days. 
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Step 6a. Use the Tabs to 

navigate the iSupplier 

Portal.  

Step 6b. Use the quick links to 

quickly navigate to different 

sections of the portal. 

Step 6c. To go directly to a PO, 

click the PO Number link. 

Step 7. To return to the home page at 

any time, click the Home Tab. 

This section shows you 

any notifications (i.e. 

your PO changes were 

approved) See Step 8 

Note: upon login, you will land on the iSuppler Portal Home Tab. You will be able to see your company’s 

notifications, and your company’s open Orders and Shipments “At A Glance”. There are also quick function 

links on the right-hand side. Many of these links will be detailed in other lessons. 
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Step 9a. Review notification 

information. Click OK to return 

to the home page. This will clear 

it from your notifications 

Step 8. On the Home Tab, 

the Notifications section will 

notify the user of any 

changes or important 

information. Click the 

Notification link to respond. 

NOTE: To get additional help or 

information about the iSupplier Portal or 

a page you are on, click the Help link. 

Step 9b. Click Return to 

Worklist to return to the home 

page. This will not clear it from 

your notifications 
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In the pop-up window, click the 

link for a topic to get additional 

help. 

Review the information and, click 

the X button to exit the pop-up 

window. 
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Step 10. Click Favorites > 

Manage Favorites (create 

quick links).  

Step 11. Select the 

responsibility from the 

dropdown menu. Click Go. 

Step 12. Select the 

function you wish to add. 

Step 13. 

Click Add. 
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SUCCESS!! You now know the basic 

navigation for the iSupplier Portal.  

Step 14b. Click Apply to 

return to the home page. 

Step 15. To logout of the portal, 

click the Logout link. 

Step 14a. To remove a function, select the 

function you wish to remove and click the 

Remove button. The function will be added to 

the Select to Display section. 

Step 14c. After clicking 

apply, you will be able to 

click Favorites to see the 

new link. 


