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Supplier Portal Tip Sheet 
 

This guide covers the navigations for the supplier portal. 
The link to login to the Supplier Portal URL: Cloud Sign In 
Once you login with your credentials, you’ll land in the home page where you can find the supplier portal. 
If you have not received your login credentials, please check once in Spam folder for mail from Oracle. 
If not, you can send an email to oneconnect.help@shelbycountytn.gov for further assistance. 
**Make sure you already completed the supplier registration beforehand. 
 

 
 
Once you get into the supplier portal, you’ll find the dashboard below where you can find all the activities 
related to your profile. 
 

 

https://idcs-0180be297424452eb4b156161428dbdf.identity.oraclecloud.com/ui/v1/signin
mailto:oneconnect.help@shelbycountytn.gov
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From the main search you can always search for your Orders, Agreements, Shipments and Negotiations. 

 
 
From the tasks tab on the left side of the page, you can directly go to the page to Manage or View your 
orders or shipments 
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On the main landing page, you can always choose what to view by checking or unchecking the boxes. 
 

 
 

1. Orders 
 
Once you click on the Manage Orders on the Tasks bar, you’ll get into the Manage Orders page. 
From here, if you click on search, you’ll be able to view and manage all PO’s.  
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From here, you’ll be able to check status of your orders. If they’re open or closed or invoicing accordingly. 
If you click on the order number, you’ll be able to view and manage each order respectively. 
 

 
 
Click on the Actions tab on the top to view more options about any changes made after the Order was 
created. 
In the Lines section at the bottom, you’ll be able to view the order details. 
And from the Schedules tab, you’ll know the status of when the order/service needs to be fulfilled. 
If it mentions any Acknowledgement requirement (as per the negotiated terms), click on Acknowledge on 
the top right. 
Click on done on the top right corner to go back to the Manage orders page. 
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Click on Schedules tab and click on search to view all your orders scheduled/delivery times. 
 

 
 
If you click on any of the order numbers, you’ll be able to view the complete details of the purchase order. 
Click on view details to view the full order life cycle of that respective purchase order. 
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Once you are done, click on Done to go back to the previous page. 
 

 
 
 

2. Manage Agreements 
 
The Agreements tab allows to view, manage and acknowledge the negotiated terms, pricings and 
contract deliverables online. 
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Click on Manage Agreements to check and work on the options related to your business. 

 
 
From the Agreements page, you will be able to view all your Blanket Purchase Agreements, Contract 
Purchase Agreements. 
 

 
 

 
 
Click on Done to go back to the main page. 
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3. Shipments 
 

 
 
Manage Shipments 
 
From the Shipments section, click on Manage shipments to manage and modify your shipments and their 
status. 
 

 
 
Enter the Supplier’s name to view all the shipments that are being processed. 
Alternatively, you can also search against the Shipment or the Purchase order number. Make sure at 
least 1 of the 3 are entered to get the details. 
Click on the shipments and then on the Actions menu to edit or cancel the shipment (if needed). 
Click on Done to go back to the Home page. 
 
Create ASN 
 
Create an ASN (if needed for your supply) to let the buyer know that the shipment is packed and ready to 
leave your facility, also including all the details of the items being dispatched. 
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Create ASBN 
 
Create an ASBN, in cases when you want to include the billing details along with shipment details. 
 

 
 
View Receipts 
 
From the View Receipts, you’ll be able to view the status of your orders. 
 

 
 
View Returns 
 
You’ll be able to view and manage your returned orders from the View Returns tab. 
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4. Negotiations 
 

 
 
View Active Negotiations 
 

 
 
Once you click on search, you’ll be landing on the active open Negotiations page. 
From here, you can create a response for the Negotiations and click on the Negotiation number once you 
select it and it turns blue to make further actions. 
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Click on Requirements, to see all the necessary requirements. 
 

 
 
Click on Done, once you filled in all the questions. 
 

 
 
Alternatively, from the overview page click on Create Response to land on the below page. 
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Click on Next once you fill in the details. 
 

 
You can always save and close and return to complete your response later. 
Click on Next if you want to navigate to continue with the bid. 
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Click on the  icon to enter more details for each line. 
 

 
 
Click on + to add an alternative to that respective line. 
Enter all the required details and click on Save to create an alternative. 
 

 
 
You can delete the created alternative by clicking on X if you want to remove it. 
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Click on Next to Review all the entered details. 
Click on Requirements and Lines to view all the responses that were created. 
Click on Save and then Submit finally if everything looks good. 
 

 
 
You can click on Manage Responses to directly access or edit and see the status of your bids. 
 

 
 
Click on Revise to update the Negotiation Response for the bids. 
 



SHELBY COUNTY GOVERNMENT 
Oracle OneConnect | Supplier Portal QUICK REFERENCE GUIDE 

 

Shelby County Government | Non-Travel Spend Authorization & Reimbursement Page 15 of 15 

 
 
From the Manage Profile section, you’ll be able to put in a request for Change Request to make changes 
to your profile.   
 

 


