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Objective

Starting on April 25, 2024, District suppliers are able to view Purchase Order (PO)
details via the District Integrated Financial System (DIFS) Supplier Portal.

Instructions

This job aid shows step-by-step instructions for viewing Purchase Orders to provide
goods and/or services issued to your company by a District Agency.

To update any company information, please go to https://cfo.dc.gov/supplier portal
and click on the Existing Suppliers button. For questions, email us at
Support@DIFSSupport.Zendesk.com or call us Monday through Friday, 8:00 a.m. to
5:00 p.m. EST at 202-671-DIFS (3437).

System Requirements

+ Default Browser: For the best performance of DIFS (Oracle) use the latest browser
version of Mozilla Firefox. Other browsers that can be used include Apple Safari,
Google Chrome, Microsoft Edge, to be the fastest, in that order.

» Blocked Pop-ups: DIFS (Oracle) Notifications are opened as pop-ups. If you have
the Pop-ups disabled by default in your security settings, the browser will block the
notifications from DIFS (Oracle).

« Site Exceptions: Here are the URLSs for all DIFS (Oracle) notifications in order to
add them as exceptions (e.g., Chrome):

* Navigate within the browser, e.g., Chrome > Settings > Show advanced
settings > Privacy > Content Settings > Pop-ups > Manage exceptions

* Add these exceptions:
1. [*.]Joracle.com
2. [*.Joraclecloud.com

3. [*.Joracleoutsourcing.com
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Version History

1.0 25-APR-2024 Published Version

Document Legend

Symbol Description

Asterisk * These are either system or process Required fields. Information must be
entered/selected in these fields.

O- Optional tips to assist you.

“ Important information to act upon.
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View Purchase Orders

This document provides step-by-step instructions for viewing Purchase Order details.

1. Log into the Supplier Portal

Go to the DIFS Supplier Portal Registration webpage at
htips://cfo.dc.gov/supplier _portal and click on the Existing Supplier button.

The Sign In Oracle Applications Cloud page displays.

1. Inthe User ID field, enter the email address registered with your supplier record.
2. In the Password field, enter your password.
3. Click the Sign In button.

Sign In
Oracle Applications Cloud

Company Single Sign-On

or

UserID

o User ID

Password

9 Password

Forgot Password

—

Sign In ‘
Select Language
English

Figure 1 - Company Single Sign-On

2. Navigate to the Supplier Portal
A Welcome page displays.

1. Click the Home icon D to access the Supplier portal screens.

ad
PR el egistered Contact

You have a new NSA01 R vt e hotie ek ot oo ComanEt K00
home page! Desnbosss e e BT RGEL

Figure 2 - Supplier Portal Home Page
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The Oracle Dashboard screen displays.

2. Click the Supplier Portal link or icon

Good afternoon, Registered Contact |

Supplier
Portal

Figure 3 - Supplier Portal Welcome Page

3. Manage Orders

The Supplier Portal dashboard opens.
1. Under the Tasks section, go to the Orders heading, click Manage Orders.

Supplier Portal

B2 =3

Search |Orders v | Order Number

Tasks

Orders

* Manage Orders

Invoices and Paymegs

« Create Invoice
« View Invoices

« View Paymenlts

Company Profile

« Manage Profile

Figure 4 - Supplier Portal Dashboard — Manage Orders
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3.1 Search Purchase Orders

The Manage Orders page opens and displays various fields to perform a search.

@ Tip: To view all purchase orders, click the Search button, no need to enter
search criteria in the field.

2. Click the Advanced button to view additional fields to search.

Manage Orders @

Headers  Schedules

4 Search eM-nape Watchlist | Saved Search All Orders

Sold-to Legal Entity v Order
Bill-to BU v status
Supplier Site v Include Closed Documents No v

Search |Reset Save..

Figure 5 — Search Invoice Status

3. The fields show data qualifiers to narrow down the search, for example: ‘Starts
with’, ‘Equals’, ‘Contains’, ‘Before’, ‘After’, etc. Each value may produce different
search results.

4. Click the Add Fields button to add additional fields to search.

Manage Orders @

Headers  Schedules

4 Advanced Search Basic | Manage Watchlist Saved Search All Orders

Solc-o Legal Entity Equals v v e orger starts win “

status [Equals

Billto BU |Equals v

y
Supplier Site Equals v v Include Closed Documents Equals v No
Search Reset ‘SIVE... Add Fields v § Reorder
Searc Resuls S W
Actions v View w Format w 5 ¥ . Detach Bill-to Location
Buyer
Buyer Managed Transportation
oo 9 Order Order Date Description Supplier Site Supplier Contact  Buyer Ordered Credit Discount Curren Change.
ntity Order Da
‘Change Order Status
Closed Date
o search conducted
Consignment Terms Enabled >

<
Contract Terms Exist

Crealion Date

Currency

Descrintinn

Figure 6 — Add Fields to Search

OCFO DC Government Proprietary DIFS Supplier Portal - View Purchase Orders Job Aid v1 25APR2024 Page 7 of 10



D IS

District Integrated Financial System

Office of the Chief Financial Officer

Note: The search fields are case sensitive. For example, if the PO number contains
capital letters, the DIFS User must enter the exact capital letters in the search field;
otherwise, no results will be displayed.

5. Click the Search button.

Manage Orders @

Headers  Schedules

4 Advanced Search

Sold-to Legal Entity |Equass v v
Bill-to BU |Equais v o
Supplier Site Equais v -
Order (Starts with v
Search Results
Actions  View v Format -]  petach
Too e order OrderDate Description Supplier Site

No search conducted

Basic | Manage Watchlist | saved search il Orders

status | Equais

Include Closed Documents Equass v [No v

Creation Date Equais v || miaryy h:mm a fo | %

eﬂn:nl |save... | AddFields ¥ | Reorder

Life Change Change

Ordered Cycle Order Order Da

Supplier Contact  Buyer Credit Discount Currency Status

Figure 7 — Search for POs

3.2 View Search Results

1. The Search Results section displays the results of the search criteria.

Manage Orders @

Headers  Schedules

4 Advanced Search
Sold-to Legal Entity Equals v
Bill-to BU Equals v

supplier Site Equais v

Search Results

Basic | Manage Watchlist | Saved Search All Orders
Order Starts with vl
Status Equals v
Include Closed Documents Equals v [NO v

Search |Reset |Save.. | AddFields v  Reorder

Actions w View v Format v §E [y . Detach
o 2::‘.’:’ Legal  Gpger OrderDate Description Supplier Site Supplier Contact ~ Buyer Ordered Credit Discount Currendl Status é}'z?e Cliangs | Clunge
District of Columbia P23 12111723 HEADQUARTERS 0.00 usD Open
District of Columbia P23 =) 1013723 HEADQUARTERS 0.00 USD Open
District of Columbia P23 10M0/23 HEADQUARTERS 000 USD Open
< >
Figure 8 — View Search Results
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2. The Status field displays the following possible statuses:
* Open — The Purchase Order (PO) is available to invoice.

« Canceled — The PO has been canceled by the District's Payables
Department.

» Closed — The PO is not available to invoice against.

@ Tip: The columns on the Search Results section can be shortened or
expanded by clicking and dragging the column border.

3.3 View Purchase Order Details

3. The Order field displays the purchase order number. Click on the PO number to
view the PO detalils.

Manage Orders @

Headers  Schedules

4 Advanced Search Basic | Manage Watchlist | Saved Search Al Orders v

Sold-to Legal Entity Equals

<
“

Order Starts with v

Bill-to BU [Equals v

status [Equals

supplier site Equais

<
«

Include Closed Documents [Equals v [No v
Search | Reset |Save.. | AddFields v | Reorder

Search Results

Actions w View v Format v .| Detach

Sold-to Legal P i . . . Life Change Change
Entity Order Date Description Supplier Site Supplier Contact  Buyer Ordered Credit Discount Currency Status Cycle Ord O
District of Columbial 1211723 HEADQUARTERS 000 USD Open
District of Columbial 10113723 HEADQUARTERS 000 USD Open
Disirict of Columbial 1011023 HEADQUARTERS 000 USD Open

< >

Figure 9 — View PO Information
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The Purchase Order page opens and displays the PO details.

4. Scroll down the page to view the PO line information.

ey | evupesmuen | e || s Order Life Cycle
Purchase Order: P23 lv|ew POF | [ Actions ¥ lernshJ \ Done | 2

Main
4 General
oeivered [
Sold-to Legal Entity  DIstrict of Columbia suppiier | Grdered N Invoiced
E c C RS _ 0 80K 180K 240K
Billto BU  District of Columbla supplier Site  HEADQUARTERS Description Fv24
] W Amount (USD)
order P2 Supplier Contact Source Agreement
status  Open Bill-to Location  DC

Supplier Order

View Details
suver I

Ship-to Location DC Master Contract
Creation Date  12/11/2

B

Terms Notes and Aftachments

Required

Acknowledgment '©

Shipping Method

Requires signature
Payment Terms  Net 30 Freight Terms

Buyer Managed Transportation
FoB

4 Additional Information
Supplier's Agency Contact Context Prompt

Pay on receipt

Confiming order

Lines  Schedules

Actions w View w Fomatw [ [ Detach
Additional Information
Line Item Description Quantity UOM pase  Price Ordered Staws Procurement
Contract PASSPOLineNun PassShipToLoca PassUOM
Number

Figure 10 — PO Details Page

5. When done reviewing the PO information, click the Done button to close the
window.

End of Process.
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