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1. Login the Supplier Portal

*** please use the link below to login the system (bookmark the link for more convenient)

https://idcs-
d56c20507be443f79ad903537092feb9.identity.oraclecloud.com/sso/v1/app/launcher/7871
2faa5edb49839328f01abadccOf9?appName=ERCF-SUPPLIER-PORTAL-SAML+ERCF-SUPPLIER-
PORTAL-SAML

Step 1: Go the login page of the Supplier Portal
Click the above link or find it on HIT website

Step 2: Enter user name and password.

ORACLE Cloud
ckhhph

Oracle Cloud Account Sign In

Identity domain ®
HPH-IAM-EXT-UAT

User Name

User name or email ‘

Password

‘ Password |

Forgot Password?

I

Need help signing in?


https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidcs-d56c20507be443f79ad903537092feb9.identity.oraclecloud.com%2Fsso%2Fv1%2Fapp%2Flauncher%2F78712faa5edb49839328f01abadcc0f9%3FappName%3DERCF-SUPPLIER-PORTAL-SAML%2BERCF-SUPPLIER-PORTAL-SAML&data=05%7C02%7CIp.SteveCH%40hit.com.hk%7Cb2992081ef414aebf0ad08dcd30c510e%7Cfcf3f8990d364a2f8aa5db54f0c40143%7C1%7C0%7C638617297105053055%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=f9%2BMl59O9%2Fun856NfVB1Y90ZXLVnoihbW4CF7%2F7Z0jU%3D&reserved=0
https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidcs-d56c20507be443f79ad903537092feb9.identity.oraclecloud.com%2Fsso%2Fv1%2Fapp%2Flauncher%2F78712faa5edb49839328f01abadcc0f9%3FappName%3DERCF-SUPPLIER-PORTAL-SAML%2BERCF-SUPPLIER-PORTAL-SAML&data=05%7C02%7CIp.SteveCH%40hit.com.hk%7Cb2992081ef414aebf0ad08dcd30c510e%7Cfcf3f8990d364a2f8aa5db54f0c40143%7C1%7C0%7C638617297105053055%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=f9%2BMl59O9%2Fun856NfVB1Y90ZXLVnoihbW4CF7%2F7Z0jU%3D&reserved=0
https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidcs-d56c20507be443f79ad903537092feb9.identity.oraclecloud.com%2Fsso%2Fv1%2Fapp%2Flauncher%2F78712faa5edb49839328f01abadcc0f9%3FappName%3DERCF-SUPPLIER-PORTAL-SAML%2BERCF-SUPPLIER-PORTAL-SAML&data=05%7C02%7CIp.SteveCH%40hit.com.hk%7Cb2992081ef414aebf0ad08dcd30c510e%7Cfcf3f8990d364a2f8aa5db54f0c40143%7C1%7C0%7C638617297105053055%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=f9%2BMl59O9%2Fun856NfVB1Y90ZXLVnoihbW4CF7%2F7Z0jU%3D&reserved=0
https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidcs-d56c20507be443f79ad903537092feb9.identity.oraclecloud.com%2Fsso%2Fv1%2Fapp%2Flauncher%2F78712faa5edb49839328f01abadcc0f9%3FappName%3DERCF-SUPPLIER-PORTAL-SAML%2BERCF-SUPPLIER-PORTAL-SAML&data=05%7C02%7CIp.SteveCH%40hit.com.hk%7Cb2992081ef414aebf0ad08dcd30c510e%7Cfcf3f8990d364a2f8aa5db54f0c40143%7C1%7C0%7C638617297105053055%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=f9%2BMl59O9%2Fun856NfVB1Y90ZXLVnoihbW4CF7%2F7Z0jU%3D&reserved=0

Step 3: Complete Multi-factor Authentication (MFA)

You will receive an email with the one-time passcode.

| — Y _— W W .

ORACLE

One-Time Passcode for accessing
your Cloud account in ckhhph

Hi Lawrence Luk,

606873 is the one-tigde passcode for your ckhhph account. This passcode is
valid for tominutes.

Enter the one-time passcode.

A% W 8] ML . - - Vs A

ORACLE Cloud

ckhhph

Identity domain &

HPH-IAM-EXT-UAT
Email Verification

An email containing a passcode has been sent to
lawXXXXX@oracle.com.

Passcode—""

‘ érer Passcode ) ‘

Trust this device Tor ay(s,

B

Show alternative login methods

If you receive an email notification with a link in the future, please
login the system first before you click the URL.



2. Maintain Supplier Profiles
Step 1: Go to “Supplier Portal” page

Click “Supplier Portal”.

Contract Management Supply Chain Execution Supply Chain Planning Product Managem Supplier Portal

QUICK ACTIONS

Search Contracts by Text

Manage Contract X
Terms Library

Show More

Contract Management pply Chain Execution Supply Chain Planning Product Management Supplier Portal

Supplier Portal

Things to Finish

Step 2: Open “Manage Profiles”

Click “Manage Profile”.

Supplier Portal

Requiring Attention Recent Activity
« Manage Orders ) Last 30 Days

« Manage Schedules Agreements changed or canceled
« Acknowledge Schedules in Spreadsheet Agreements opened
Agreements Orders changed or canceled

Orders opened
- Manage Agreements
Channel Programs
« Manage Programs

Shipments

greements to Acknonledge

W Orders to Acknowledge

« Create ASN Schedules Overdue or Dus Today
W Questionnaires

Negatiations Closing Soon

Invoices Overdus

« Manage Shipments

« View Receipts

« View Retums
‘Work Confirmations
+ Manage Work Confirmations Supplier News
https://hutchisonports.com/media/news/
Consigned Inventory

« Review Consumption Advices
« Review Consigned Inventory
« Review Consigned Inventory Transactions

Invoices and Payments

« Create Invoice

« Create Invoice Without PO
« View Invoices

« View Payments

Negotiations

« View Active Negofiations

« Manage Responses

Qualifications

« Manage Questionnaires

« View Qualifications

= y
Wanage Profie




Step 3: Go to “Edit” page

Click “Edit”.

= HUTCHISONPORTS

¢ Profile @

Requested By Change Descriplion  lostd

Last Ghange R w10
Reque: atus  Processed Request Date
Organization Delalls  Tax ldentilers  Adéresses  Gomfacts  Payments  Eusness Ciassfications  Products and Sendces
4 General
Tax Organzation Typa
Suppii Status
Supplier Type Attachmants
4 |dentification
D-UMS Mumbor Nations! Insurance Mumbor
Customer Number Corporate Web Site

sic

4 Corporate Profile
Yoar Establishod Chust Exncutiva Titln
Mission Statement Chief Executive Name

Principal Title

Principal Name

4 Financial Profile
Curment Flscal Year's Fotential Revenue
Pretarred Functionai Currency

Fiscal Year End Month

Once you click “Edit” it pops up below warning. Click “Yes” and proceed with the update.

£\ Warning *

POZ-2130390Making edits will create a change reguest for the profile. Do you want to confinue?

No




Step 4: Update the profile
Update the profile information, such as Address, Contact or Bank Account.
**For changing contact person, you should inactive the old one and then add a new one.

Please DO NOT revise Name, Telephone and Email only. You are just changing the contact
email but not the login ID.**

Inactivate existing supplier contact:

Click “Contact”, select the contact person you would like to revise.

= HUTCHISONPORTS

| Edit Profile Change Request: 86008

aw JobTile aw Emsl aw Phone AdministatNe  ser Account  Status

) © acwve
L] schve

Change the Status to “Inactive”.

Edit Contact: First Team x

Sataton | ] one [ [w[ ] [

* First Name |F|rst ‘ Mobile | | v H H |
Middle Name | ‘ Fax | | v H H |
* Last Name |Team ‘ Email I

Inactive v

Inactive Date  3/10/24

Job Title |

/| Administrative contact

4 Contact Addresses

Actions w View v Formatw 3 [ | Detach
Address Name Address Phone Address Purpose Status
First Team RO001,YYYYY.HONGKONG Qrdering; Remit to; RFQ or Bidding Active

Columns Hidden 5

4 User Account
Account Status Inactive

User Name c.h.steveip@outiook com




Then, add a new contact for the new contact person.

‘ganization Details  Tax |dentifiers Addresses Contacts Faymenis Business Classifications  Products and Services

Actions = View w Format w @j‘ Status Freeze

Name

7| Detach Wrap

=

Fill in the contact details (first name,last name, contact number, e-mail etc)

Create Contact x
Salutation Phone |ssz ‘ - H H 23443245 H ‘

* First Name ‘w MAN Mobile | ‘ v H H |

Middle Name ‘ Fax | ‘ v H H |

* Last Name ‘ CHAN Email | abc@gmaill.com |

Job Title ‘ ADMIN Status
. .
4 Contact Addresses
Actions » View w Format v B Freeze  im| Detach Wrap
Address Name Address Phone Address Purpose Status

No data to display.
Columns Hidden 5

4 User Account

/| Request user account

Roles  Data Access

Select the "Request user account" checkboxes if you would like the contact to have access to
the Supplier Portal application.

Associate the new contact to an address.

Click “Select and Add” to add the address for the contact.

4 Contact Addresses

Actions w View w Format w Freeze g, Detach Wrap

Address Name Address
Mo data to display.

--.|
[

Columns Hidden 5



Select the address and click “Apply” .

Select and Add: Addresses x

4 Search

Address

View w Formal w Wrap
Address & Address
Name Address Purpose
Testing_1108_Add Wai chai, HONG KONG Ordering
Testing_1108_A_.  CHINA GUANGDONG Lot 3370 Ordering; Remit |
Testing_1108_A... Cianjhen, KAOHSIUNG, TAIWAMN Ordering; Remit...

P —

Gem)os

—

Click “OK”.

supplier company. Primary tasks include submitting invoices as well as tracking in_.. =~
plier responsible for responding to requests for quote, requests for proposal, requ...

.ommunicates shipment activiies for the supplier company . Primary fasks include ... «

Create Another I(OE D Cancel ]




Step 5: Review and submit the changes

After making all necessary changes, enter the change description.

Delete Change Request ‘ Save and Close

Change Description | Addtion of contact

ents  Business Classifications ~ Products and Services

Click “Review Changes” to review the changes.

=HUTCHISONPORTS nro @

Edit Profile Change Request: 32001 Delete Change Request | | Review Changes H Save.

OmancstonDetals Tax|osmifiars  Adtrsssss  Contacts  Payments  Businass Classscations  Products ang Semicas

Adions v View v Fomslv 4+ 4 X Stoius | Acve &1 Datosh
Name AT JobTite av Emil av Phone AdmnsUAINE sor Acsount Satus.
smigtesteom © nete
m sl © ) nete

=HUTCHISONPORTS nro @

Review Changes | o | suom | cancer

4 Contacts

Administrative

Contact User A

AT JobTitle

4+ Manager, Saes ®

Commns Hidden 7

The following confirmation message will show and the change request was submitted for
approval and the Request Status will be shown as ‘Pending approval’.

Company Profile Cancel Change Reauest || Ean | Dane

.

Change Description
Last Change Request 40001 Requested By -
Requast Status  Penang Aperoval Requsst Date

Crganzslion Datals  Taxlgemifiers Adresses Contacts  Paymenls Business Cassificators  Procucts and Semices

Confirmation *

our profile changs raquest 40001 was submited for aparoval

oK

Note: Don’t make any other Profile change request when one is already submitted and is on
‘Pending Approval’ Status. Otherwise, it will withdraw the existing change request.

Below warning will pop-up when you try to change profile when there is existing request.

\ Warning x

POZ-2130389There is currently a profile change request pending approval. Do you want fo withdraw it to make additional changes?




3. Respond to Questionnaires

Step 1: Find the “Manage Questionnaires” page

Login the support portal by the supplier login account. Navigate to Supplier Portal.

= HUTCHISONPORTS

Good evening, Tony Wong

Supplier Portal

Supplier Portal

Click “Manage Questionnaires”.

Supplier Portal

Requiring Attention Recent Activity Transaction Reports
= Manage Orders Last 30 Days Last 30 Days

« Manage Schedules
= Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements
Channel Programs

= Manage Programs
Shipments

« Manage Shipments
- Create ASN
« View Receipts
= View Retumns
‘Work Confirmations
« Manage Work Confirmations Supplier News
E| hitps:/iutchisonports.com/mediainews

Consigned Inventory

« Review Consumption Advices
« Review Consigned Inventory

+ Review Consigned Inventory Transactions
Invoices and Payments

= Create Invoice

= Create Invoice Without PO

= View Inveices

= View Paymenis
Negotiations

= View Active Negotiations

« Manage Responses

Qualjfications

« Manage Questionnaires



Step 2: Select the questionnaire
“Manage Questionnaires” page default will show the questionnaire requiring attention.

Click on the title to response to those questions.

[ Agvancea

** Questionnaire Title |:I ** status | Not startedDraft Res
 asomars [ | “ rewonssousoate [amys

4 Search

Search Results
Actons w View w Fomatw @ B {7} Detach ‘ Respond |

Questiennaire  Questionnaire Title

2134IN0000005 1 (( Regualification

2134IND0000027  UAT_Internal_Steve11Apr

Step 3: Answer the questionnaire
Answer all Section. You can view the completeness in the Progress bar.

Click “Submit”.

Save and Close [Suhmit

Time Zone Hong Kong Time
Last Saved 21/6/24 AM10:57

Status Draft

Due Date

Attachments None
Section 4 | 3. Relationship With Other Vendors £l E & %5 (Completed) {D

Limited, Yantian Internation Containear Terminals Limited, Yantian International Containar Terminals (Phase 1) Limited, Shenzhen Yantian West Port

EHHITRYICTEE RS

Section 4 | 3. Relationship With Other Vendors 2 1IE £ 2= (Completed) v

10



4. Create Response for RFQ/ Tender

4.1 Submit a Response
Step 1: You will receive an email notification.

Action Required: You Are Invited to Negotiation 2134NE00000116 (RFQ for Maintenance Parts) WS =

Hutchison Ports Oracle Workflow <erci-test fa sender@workflow.email uk-londen-1.0cs oraclecloud com=

WEEE -

By @===x gE) X

Negotiation Invitation

RFQ for Maintenance Parts
Setup Enterprise

From Steve Ip

RFQ 2134NE00000116

Opens 10/7/24 AM11:36

Closes 19/7/24 AM11:28

Accept Invitation Decline Invitation

Supplier UAT SUPPLIER C4
Supplier Site Second Team
Supplier Contact  Second Team

Acknowledge By  13/7/24 AM11:36

Step 1: Click Accept Invitation/ Decline Invitation.

Step 2: View Negotiation

In the email, click “View Negotiation” to read the details of the RFQ/ Tender.
Or you can click “Create New Response” to submit an offer.

*You have to login the system before clicking on the link.

Accept Invitation Decline Invitation

1007124 AM11:37

° Assigned to Second Team

I
1007124 AM11:37

© submitted by Steve Ip

&7 2134NE00000116_SUPPLIER pdf

View MNegotiation In-app notification
Create New Response

Acknowledge Participation

11



Or you can also login the supplier portal to search for active RFQ/ Tender.

Click “View Active Negotiation”.

Tasks
Orders
Requiring Attention Recent Activity
« Wanage Orders ; ’ Last 30 Days
« Manage Schedules 2 4 Agreements changed or canceled
+ Acknowledge Schedules in Spreadsheet ' Agreements opened
Agreements Orders changed or canceled
Orders opened
« Manage Agresments 96
Channel Programs
« WManage Programs
Shipments 88

» Manage Shipments W Agreements to Acknowledge

« Create ASN M Orders to Acknowledge
X . Schedules Overdue or Due Today
« View Receipts M Questionnaires

« View Returns W Invoices Overdue

Work Confirmations
« Manage Work Confirmations Supplier News
E| hitps://hutchisonports.com/media/news/

Consigned Inventory

» Review Consumption Advices
» Review Consigned Inventory

« Review Consigned Inventory Transactions
Invoices and Payments

» Create Invoice
» Create Invoice Without PO
» View Invoices

« View Paymenis
Negotiations

» View Active Negofiations

« WManage Responses

Step 3: Find the “Active Negotiations” page

Click “View Active Negotiations”. Input the desired searching parameters.

4 Search ‘ Manage Watchlist ‘ Saved Search | Open Invitations

v

oo ]  viaton Racoed
cwel ] Respone Sutmites

Search Results

Actions v View v Formatv [ Freeze wrap  AcceptTerms | Acknowledge Participation H Create Response
L 3 Negotiation Time
Negotiation Title Tyve Remaining
2134NE00000132,1 Testing for Edit 2 RFQ 9 Days 21 Hours
2134NE00000130,1 Testing for Edit Approval Tender 2 Days 21 Hours
134NE00000032,1 Grane Toy RFQ 274 Days 23 Ho

4
Columns Hidden 4

Click the Negotiation Number to view the details.

= At least one is required

[Searcn | eset [ svec |

12



Step 4: Create Response

Select the Negotiation and Click “Create Response”

Actions w View w Format w f,'-ﬂ

Detach | Acknowledge Participati Create Response

Negotiation Title

2134NED0D0D0145 ltem ABC
2134NE00000132,1 Testing for Edit 2
2134NE00000130,1 Testing for Edit Approval
2134NE00000032,1 Crane Toy

4

Step 5: Enter the information

Enter your own quotation reference number, note and attachments (if any).

Click “Next” to proceed.

¢ Oo—0—0

Overview Requirements. Lines Review

[Responay spsaaset| ~ | (=)

Last Saved 29/7/24 PMA4:46
Time Zone Hong Kong Time

Create Response (Quote 21001): Overview

Title Item ABC Time Remaining 1 Day 21 Hours

Close Date  31/7/24 PM2.30

General

Supplier  Supp HK TST 18 Mar

Note to Buyer

Supplier Site  HK site 1

Negotiation Currency  HKD

Response Currency  HKD Attachments Nene ==

Price Precision 2 Decimals Maximum

Response Valid Unti n @

Step 6: Acceptance on quotation terms

Answer the questions. Click “Next” to proceed.
o 2 ©—0

Overview Requirements Lines Review

Create Response (Quote 21001): Requirements Respond by Spreadsheet | ¥ ck J

Last Saved 20/7/24 PM4:o
Time Zone Hong Kong Ti

Time Remaining 1 Day 21 Hours Close Date 2117724 P2.30
Section 1. Acceptance on below quotation terms
* 1. CIF HK including local delivery to buyers warehouse
) aVes

(7) b. Ne. Please refer to the quotation
Comments

‘ 4

2. 45 days after receipt of goods/services
() aves

(0) b. No. Please refer to the quotation
Comments

‘ -

3. 90 days after closing date

(aves

() b. No. Please refer to the quotation
Comments

13



Step 7: Enter the response price

Enter the response for each line, for example response price, promised delivery date, etc.

You can also input Note to Buyer for individual lines.

te Response (Quote 9oo5): Lines @) Wossages | Respon by Sproacsheet | *

Adtors w Vieww Fomatw 4 Detacn
Mt " HI RE L] Esch v Y
* Materist-Office Equi HIT. invertory. 2 HIT_TIGF_STORE Sealed » 20 Escn *

Step 7a: Create an alternate line
Click “+” to create alternate line on demand (provided that this is allowed by the Buyer).

Enter the required information, for example alternate line description, response price,
response quantity, UOM, etc. Then click “Save and Close” .

Line: 1-2 (Quote 9o05) o || Save ond Close | Cancel |

246024 PS04
————

Negatiation Line

Deseription  HIT- inventery- 1

* Aterate Line Gescription | Requesied Delivery Date
Category Name  Material-Dffcs Equisment Audo System Promised Delrvery Date | 30628 ‘o

* Rasponse Price | 99.998.00 Hote 1o Buyer |

Target Quantity 10
* Response Quantity | 10 Attachments None o

" uoM | Esch v

Click “Next” to proceed.
Step 8: Review and submit the response

Click “Submit” if the response is ready.

Review Response: Quote goos &

Curiency = Hang Kang Dallar

Tide Crane Toy Time Remaining 312

Close Dats 300725 PLAT02

Overview  Requremenns  Lnss

General

Supplier  Supp HICTST 18 Mar Response Type  Primary

Negetiation Currancy  HKO Raterence Number
Note ta Buyer

Respansa Vaiid Until Atachments Hore

14



You will receive an email confirmation after submitting a response.

FYI: Your response Quote 15003 to RFQ 2134NEQ0000116 (RFQ for Maintenance Parts) was submitted e x

Hutchison Ports Oracle Workflow <ercf-testfas

HiEE

Access this task in the Workspace Application

ORACLE

Negotiation Response Submitted

RFQ for Maintenance Parts

Setup Enterprise
From Steve Ip

RFQ 2134NE00000 116

Close Date 19/7/24 AM11:28

Your response Quote 15003 to RFQ 2134NE00000116 is submitted successfully.

Response

Response Submission Date
Supplier

Supplier Site

Supplier Contact

Lines Responded

Total Response Amount

View Negotiation

View Response

Quote 15003
10/7/24 AM11:47
UAT SUPPLIER C4
Second Team
Second Team
20f2
HK5118,600.00

In-app notification

15



4.2 Revise the Response

Step 1: Click View Response in the email confirmation

or Go to Manage Response in Supplier Portal and search for the response you are going to
revise.

TEST Environment for UAT

= HUTCHISONPORT.

Supplier Portal

search [Orders v| Order Number

Tasks

Orders.

Requiring Attention Recent Activity Transaction Reports
« Manage Orders Last 30 Days Last 30 Days

- Mar

ge Schedules

¥

Negotiation invitations PO Purchase Amount

‘g2 Schedules in Spreadsheet ‘ I Negoliation respanses awarded or rejected 1 PO Purchase Amaunt

Agreements Agreements changed or canceled 1 PO Purchase Amount

- Manage Agreements “I 59 Agreements opened 1 Invoice Amount

Channel Programs

« Manage Programs
Shipments

= Manage Shipments
= Create ASN

- View Receipls

= \View Returns Negotiations Closing Soen
Work Confirmations

« Manage Work Confirations
. H Supplier News

Consigned Inventory hitps:/ihutchisonports com/mediainews/

« Review Consumption Advices

- Review Consigned Inventory

« Review Consigned Inventory Transactions

Invoices and Payments

ithout PO

- View Payments

Negotiations

- View Active Negatiations
« Manage Responses

4 search Adivarced | Manage Watchist | Sever Search | Achen o Drah Rassonsos v

* wagoranon
* Reponse

Search | Reset | Save_.

Datach Revise

Negotistion e
Type

Unresd
Response o Megotiatian Megotiatan Tile Raraining Mestages  Monitor

ade TMNESIOSS e ABC RFo Day 21 Howra

Fenang a2

oo Hdden §

Step 2: Click the Response Number

Search Results

Revising a draft response automatically locks it

Actions v View v Formatw  FE ‘ Revise ‘

Negotiation Time. Unread
Remaining Messages

Response

Status Monitor

Response Negotiation Negotiation Title
21001 Active 2134NE00D0D145 Item ABC RFQ 4 Day 21 Hours 0
20007 Active 2134NE00000 142 Supply of Huawei Switches RFQ 2 Days 21 Hours 0
20006 Active 2134NE00D00143 Painting of Light Tower RFQ 2 Days 21 Hours 0

20005 Active 2134NEO0D00141 100M DIAfor CCTV RFQ 2 Days 21 Hours 0
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Step 3: You can view the response details and revise.

Quote: 21001 (RFQ 2134NE00000145)

Gurrency - Hong Kong Dollar

Overview Reguirements  Lines

4 General

Supplier
Supplier Site
Supplier Contact
Response Currency
Price Precision

Response Valid Until

Title Item ABC

Response Status  Aclive

Supp HK TST 18 Mar
HK site 1

Yuen, Joe

HKD

2 decimals maximum

Time Remaining 1 Day 21 Hours

Close Date  31/7/24 PM2:30

Reference Number
Nate to Buyer

Attachments None

A Confirmation message will show and you will receive an email confirmation again.

Quote: 21001 (RFQ 2134NE00000145)

Currency = Hong Kong Dollar

Overview  Requirements  Lines

4 General

Supplier

Supplier Site
Supplier Contact
Response Currency
Price Precision

Response Valid Until

Title Item ABC

Response Sfatus  Active

Supp HK TST 18 Mar
HKC site 1

Yuen, Joe

HKD

2 decimals maximum

x

Response 21002 to negotiation 2134NE0D00D145 was submitted. We'll natify you by email

‘E| Day 21 Hours

TIOSeDaE71/7/24 PM2.30

Reference Number
Note to Buyer

Attachments None
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5. Manage Purchase Order

5.1 Viewing Purchase Orders

You will receive an email notification for a Purchase Order. The email is attached

with a Purchase Order.

FYI: Document (Purchase Order) 213400000347 Requires Acknowledgment

Hutchison Ports Oracle Workflow <er

&

(EE) X

Access this task in the Workspace Application

oraclecloud.com>

WHFRE x

Document (Purchase Order) 213400000347 Requires Acknowledgment

Details
Assignee Second Team
From Stevelp
Assigned Date 127124 AM11:22
Due Date 137124 AM11:22
Task Number 337461
Recommended Actions

= Review and Take Action
Order Details

Supplier UAT SUPPLIER C4

Supplier Site  Second Team

ship-to Location HIT_T3GF_STORE

Supplier Order

Attachments

PO_213400000347_0.pdf

— @ - £ Gmail FE O

&8 Po_21340000034... '

Go to “Supplier Portal” page, click “Manage Orders”.

Supplier Portal

Sold-to Legal Entity Hongkong Intemational Terminals Limited

Order 213400000347
Buyer Stevelp

Ordered 101,000.00 HKD

 GENERAL PURPOSE INTERFAGE MODULE, BRAND: FUJI, RS-232-C
Description  rypg: N1L-RS2

Note to Supplier

Requisition 2134PR00001276

Requester Joyce Kwok

Search | Orders w

Tasks

Orders

« Manage Orders

Order Number

« Manage Agreements

Requiring Attenti

18



Search for the particular Purchase Order.

Click the purchase order number to drill for the details.

P HUTCHISONPORTS

Manage Orders

Headers  Schedules

» Search Advanced | Manage Watchiist | Saved Sesrch | AllOrgars
Search Resuits
Actors v View v Fomstw  F T2 Detacn

Order Order Date Description Supplier Site Buyer Ordered Currency Status. Life Cycle

oo

2011202 HK oc, SETUP 600,000.00 HKD Open

Columns Hidden 27

Click on the “Acknowledge”.

= HUTCHISONPORTS

Purchase Order: 213400000135 @

Waain
4 General
Sol0.10 Legal ERtity  Hongkong Intematicnl Temmirals Lmied Suppuer  Teszng Suppuer Onersd 40000 D
B0 BU  Hangkeng Inematicnl Teminals Lmied Suppiter sie K
Orger 213400 Supplier Contact  Tony Yiong
Status  Pending Supplier Acimowiedgment Billto Location Supplier Ordes
Buyer SETUP OC Shig-to Location
Creation Date 0410172024
Terms  Noles and Aftactmens

Required Acknowledpment  Dacument Shipping Method
AcknowlEOpment Due Date 140172024 Freignt Terms Py on receipt
Payment Terma st 30 Fon

Contiming ordes

4 Additional Information

Guotation Refersnce
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5.2 Printing Purchase Orders
Step 1: Search for the specific Purchase Order

Go to “Manage Orders” page and search for the specific Purchase Order.

Open the Purchase Order by clicking on the number.

= HUTCHISONPORTS

Manage Orders @

Headers  Senecuies

4 Search Advanced | Manage Watchilst | Saved Searsh |l Orders ~

. [+] Closod
Search || Reset | s
Search Resulis
Fom: - De
Order Order Dats Description Supplier Site Buyer Ordered Currency Status Life Cycle reation
21300000079 21202 HK oc. seTUP 50000000 HED Open ) 2012023

Columas Hidgen 27

Step 2: Download the PDF file
Once the Purchase Order opens ups, click on the “View PDF”.

= HUTCHISONPORTS

Order Life Cycle

Purchase Order: 213400000079 @ Acknowcdge | | view poF | [ Actions ~ | Reresn || Dgne |

0000069 HKD.

Shipping Method

3 Freight Terms

Fo8 Carfiming order

4 Adaitonal Information

The Purchase Order details will be shown in the PDF Document.

You can review and can take the printout of the Purchase Order document.
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5.3 Acknowledging Purchase Orders
Step 1: Find the particular Purchase Order

Go to “Manage Orders” page, select the “Pending Acknowledgement”.

Once you click on the pending acknowledgement orders, all the supplier pending
orders will be shown on the manage orders search page.

= HUTCHISONPORTS

Manage Orders (@

» Search Advanced | Manage Walchist | Saved Searc

Search Results

actors v Vieww Fomsiv S T ] Detach

Order Order Date Description Supplier Site Buyer Ordered Currency Staius Life Cycle Sreaton
243400000135 12024 Narna Cars e 0. sETUP w000 KD Fanting Suppier A owovanes
»

Cotumas i

= HUTCHISONPORTS

Manage Orders @

Headers  Schecuiss

4 Search Advancad | Manags Watchiist | Saved Saarch | Al Orders ~
S0l ta Lepal Entity . ordar
Bilto By - status v
supplier site . Inciugs Clossa Documents | No v

searen | Reset || save..

Search Resulls

Action: F R 5
Order Dot Swppier e Bayer [ro— Statos Lite Cyete Croaton
oanias [—— ™ o0, SETUP 0w e e i c:n«;nzl‘
3

Columas Hidden 27

Step 2: Feedback the acknowledgement response

Click on the “Acknowledge”.

= HUTCHISONPORTS

Purchase Order: 213400000135 @

Main

4 General

Sold-to Legal Entity

4 Additional Information
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Acknowledge Document (Purchase Order): 213400000135

= =3l

main

4 General

Soldto Legal Entity  Honghong Intermationsl Terminals Lansd

Order 2 139

Status  Penang Suspler Anowadome

Buyer OC. SETUF

ation Date

4172024

Terms  Nolss and Alschments

Required Acknowledgment  Documant

Acknowieogment Dus Dats 1417202

4 Additional Informali

Schedules

Acors w Vieww Fomaw 4§

Name Ceord

Suppiler
Suppber Site
Supplier Contact

Bill to Location

$hip-to Location

Payment Terms
Shipping iemod
Froagnt Temms

FoB

Testng Suspler Ordered 40000 KD
K

" Description  Name Ca
Tony Wang ‘source Agrsement
HIT_T3GF_STORE Suppiler Oraer

HIT_T3GF_ENG Communication MetodNena

Nat 30, Pay on racsiot

Conteming crssr

Requs

ested  Proy e
Delivery Date  Dellvery Date ocation

ity Lo Price

200 Each 200 0mOIZ02E  pAmIZ02L

You can input your reference number into “Supplier Order”.

Click “Accept” to continue.

22



5.4 Purchase Order History
Step 1: Open the Purchase Order

Go to Manage Orders page and search for the specific Purchase Order.

= HUTCHISONPORTS

Manage Orders

Headers  Schedules

¥ search Aguancea | manage watchiist  saved searcn | Al Orcers. ~

Search Resuits

Actons v\ romay 4 F & < vetasn
Order Date. Description Suppler Sita Ordered Currency swus Life Cycle Creation Date
pem2ns HK Manges, Category 8500 HKD Open
vamz024 Hic 10000 HKD
a0z H 500 D

Servcs charges or weldng & 10000 HKD o
HE: 20790 HKD o
H 000000 KD :
HK 200000 HKD =
Hi 200000 HKD S
Hi 200000 kD 2
HK 200000 HKD Opsn X
HE o
e

213400000008 2311208 HK P Opon

Step 2: Go to Action Button

You can review the Purchase Order Document, Change and Revision History by choosing
particular view History option.

= HUTCHISONPORTS

Purchase Order: 213400000136 @ Acknowiedge | [ view poF | [ Actions v || Retesn | | Done

Edit

Main Cancel Document

4 General View Document History
View Change History

Sold-to Legal Entity He jonal Terminals Limited Supplier  Testing Suppiie

Ordered 625,00 HKD View Revision History

BillOBU H Supplier Site  HK
Description
Order Supplier Contact  Tony Wong
o " Source Agreement
Status Open Billto Location  HIT_T3GF_STORE Supplier Order

Buyer Cal

Ship-to Location

Creation Date 04

Terms  Notes and Altachments

Required Acknowledgment D Shipping Method

Payment Terms. Freight Temms

FoB

4 Additional Information

Quotation Reference

Click “Done”.

= HUTCHISONPORTS
Document History: 213400000136

Supplior  Testing Supgisr
Sold 1o Logal Entity  Hongh Supplior Site KK
Onder 212403 Status Opes

Description

View w Fomat v 1" Detach

Action Parformed By i Additional Information

4 Originsi Documsnt Categary Manager
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6. Manage Agreements

6.1 Viewing Agreements
Click “Manage Agreements”.

= HUTCHISONPORT.

Supplier Portal
Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders N Last 30 Days
« Manage Schedules ! Agreements opened 2 PO Purchase Amount 100 GBP
« Acknowiedge Schedules in Spreadsneet Orders changed or canceled 1 PO Purchase Amount 210K HKD
%
Agresments Orders opened 7 Invoice Amount 538K GEP
Receipts 10 Invoice Amount 5321 HKD
Manage Agreements 1 64
” 2
Channel Programs 2 £ L
« Manage Programs e

Shipments

« Manage Shipments W Agreements to Acknowledge

« Create ASN Orders to Acknowiedge:
Schiedules Overdue or Due Today
« Creale ASEN I Negoliation Messages

« Upload ASN or ASEN I invoices Overdue
- View Receipts
« View Relums
Supplier News
Work Confirmations

« Manage Work Gonfirmations [ Hutchison Ports News:
Consigned Inventory hittos #hutchisongorts com/media/news!
« Review Gonsumption Advices
- Review Consigned Inventory
« Review Gonsigned Inventory Transactions

Search for the particular Purchase Agreement.

Click the agreement number to drill for the details.

= HUTCHISONPORTS

Manage Agreements

Headers  Lines

¥ Search Advanced | Wanams Watchlist | Saved Search | AllAgresmans -

Search Resulls

Adiens v Veww Famalw  # 7 Detach
Aaeamont Duscripion Sopplorsin by Avmement Relesed o En Change Creaton
P = e T o o EE

Comns Wiaden 29
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6.2 Printing Purchase Agreement
Step 1: Find the Purchase Agreement

Search for the specific Purchase Agreement and open the Purchase Agreement.

: HUTCHISONPORTS

Manage Agreements (3

Headers  Lines

b Search Agvanced | Manags Watchiist | Saved Search | All Agresmars ~

Search Resulls

Acons v Veww Fomsiw 4 [ 5 =7 Defach
Agroomant Dosripion swpiorsio B Sarement Relemsed ¢y s En Change Crea
e = e oo WD o B

Columns Hidden 29

Step 2: Download the PDF file

Once the Purchase Agreement page opens, click on the “view PDF”.

=HUTCHISDNPORTS oF & @

Consigument Agre 00000 = | = =T

Main

4 General

sl Terminals Limtec Supgller Tastng Suagir start Date

4 pdditional Information

Quotation Refersncs.
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6.3 Acknowledging Purchase Agreement
Step 1: Find the pending agreements

Select the Pending acknowledgement Agreements by searching with the status
“Pending Supplier Acknowledgement”.

Once you click on Search the pending acknowledgement agreements, all the supplier
pending agreements will be shown on the Manage Agreement search page.

= HUTCHISONPORTS

Manage Agreements (9

Headers  Lines

4 Search
Procure v
e
Search Resulls
aves v v Fomie 4 R i ouen

Agreemant Supplor Ste Buyar P Ao Curney Saus B Gran™ Gone
2488PA000000 uk oc, seTup 000,000.00 om0 Gep Pancng Suppier Ak . 2 201020
HE PO, Buyert 360000 000 HED

2134PAOON0004

Columas Hidden 29

Step 2: Open the Purchase Agreement

Select the particular Purchase Agreement and open it.

= HUTCHISONPORTS

Manage Agreements &

4 search (gvancea | Monage Wachta | Sve S a1 agesmants <
[— = tus [Foncing Sl st
[— Itk Closed and Expesd Documents o
Apren

soarch | Resot || Save

Search Resulls

Activns v View

Soppiersesomer  Aemert Relescs
u oose oo
e obom o

= HUTCHISONPORTS

Blanket Purchase Agreement: 2488PA00000007 &

4 Addibonal Information
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Step 3: Submit acknowledgment
Input your reference number into “Supplier Agreement”.

Select Acknowledgment Response “Accept”.

=HUTCHISONPORTS ap

Acknowledge Document (Blanket Purchase Agreement): 2488PA00000007

4 Genaral

Click “OK” to continue.

Confirmation X

The document will be accepted. Do you want te continue?

(PD-2055013)
0K | Cancel |

The agreement status will become “Open” as below.

W HUTCHISONPORTS

Manage Agreements )

b Search Agvanced | Manage Watchist | Saved Search | Al Agresmarts v

Search Resulls

Acens w Vieww Fomalw 4 T GF '+ Detaen

Agreement Deseription Supplier Site Buyer Agreement  Relessed Currency S En Cnange Crearon
2134PAOUDOI0  Siabonery Torm Cantact 15 0c1 23 He PO, Bayert 350000 oo w0 | opm 1 181020,
gdon 20
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6.4 Purchase Agreement History
Step 1: Open the Purchase Agreement

Go to Manage Agreement page and search for the specific Purchase Agreement.

W HUTCHISONPORTS

Manage Agreements (3

Hosders
4 Search ‘Agvanced | Manage Walchiist Saved Searen Al Agreeman: s ~
rocursment v - v
Supper s -] ncuce Clossd sad Expnd osenents Ho

e |

ose | $am.

Search Results

Atons v veww Fomkw S B 4 petaen
Agrasment  Relsassd En Changs Creation

Agresmeat  Dascr Supplier Site Buyer reement  Releassd Currency Stae En Change Cren
21MPAOIN0S  Statanery Term Gonract 15 0ct 23 HK PO, Buyert se0000 0m WD Omen 1 1861020,

Columns Hiddsn 29

Step 2: Go to Action Button.

You can review the Purchase Agreement Document, Change History and Revision
History by choosing particular view history option.

=HUTCHISONPORTS OP ® @

Blanket Purchase Agreement: 2134PA00000004 () Acknowtedg | [ view p0F | [ Actions ~ | [ Dane |

4 General

4 Additonal Information

Click “Done”.

E HUTCHISONPORTS

Document History: 2134PA00000004

Action Data Additional Information
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7. Manage Invoices and Payments

7.1 Creating Invoice with PO
Step 1: Create Invoice

Click on "Create Invoice” Task in Supplier Portal menu.

Tasks

Orders

" o Requiring Attention
» Manage Orders

» Manage Schedules

« Acknowledge Schedules in Spreadsheet
Agreements

« Manage Agreements
Channel Programs

« Manage Programs
Shipments

s Manage Shipments
« Create ASN
+ View Receipts

= View Retumns
Work Confimmations

« Manage Work Confirmations Supplier News
EI hitps:/fhuichisonports.com/media/news/

Consigned Inventory
« Review Consumption Advices
+ Review Consigned Inventory

+ Review Consigned Inventory Transactions
Invoices and Payments

« Create Invoice
« Create Invoice Without PO

» View Invoices

Recent Activity

Last 30
Negotiat
Agreem
Agreem

Orders ¢

Days

Enter the PO number in the "Identifying PO". The Supplier details are defaulted from

the PO.

Check the Address is the correct address to receive cheque. If not, please change the

supplier site.

Enter the invoice number, date and type (= Invoice).

I HUTCHISONPORTS

Create Invoice @

* ientifying PO [ 213400000345 v | Remit o Bank Account

Supplier UAT SUPPLIER C4

Unique Remittance Identifier

dentifier Check Digit

* Supplier Sito | First Toam -
Description

Address_RO001, YYYYY, HONGKONG

Attachments Nore e

Customer
* Customer Taxpayer 1D [2134 - Name  Hongkong Intemationsl Terminals Limited
o Address
Lines.
Purchase Order Consumption Advice
" Number * Type Supplier ltem  Item Description Ship-to Location Tax Classification
“ Number “ Line “ Schedule  Number Line

No data to display.

* Number | UAT-INV-00

“ vate [ 15824 [
“Type [ Imvoice v
Invoice Currency KD - Hong Kong Dolar
Payment Currency  HKD - Hong Kong Dolar
Available  Quantity  UnitPrice UOM * Amount

Descriml
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Step 2: Add the details of item lines

Click “Select and Add” icon under the Lines section.
Lines

View v o= Cancel Line

Purchase Order Consumption Advice
* Number ~ Type Su
* Number *Line * Schedule  Number Line

Mo data to display.
Total

Input the Purchase Order number you want to match and click on the search.
Select the item with Received and uninvoiced quantity and click “Apply”.

After applying, click “OK” button.

Select and Add: Purchase Orders

4 Search Advanced | Saved Search v
* Atleast one is required

** Consumption Advice
** Creation Date | @imyy ahmm

search | Reset | save...|

Search Results

View v ) Detach | selectall

al 1] ‘ J

Purchase Order sh
item Description Ordered Received Consumer Invoiced
Number Line  Schedule Lo

213400000346 LIMIT SWITCH, BRAND: YASKAWA, PSKU-110 |

213400000346 ANALOG INPUT MODULE, BRAND: FUJI, NP1

0

B

213400000346 AIR CONDITIONER BRAND: RASONIC, RCN1 0
[

6 6
6 5
2 0
213400000346 ROLLER BEARING, BRAND: NSK PIN: 22214, 2 0
‘ »

(oomt] o] comen]

Step 3: Input invoice quantity and upload supporting documents

=HUTCHISONPORTS nRP &

Create Invoice @ s v [sove) [Soven ios | sutme | [cance

emtyngpo 2136000038 : et BankAcsun = * e [gaTavv 1
Suppller VAT SUPPLIER C4 Unique Remitance lgentter * oate [1svm2e o
F— ]
Unique Remittance identifier Check Digit Type  [nvolce
upor s P g e A —
p—
U —— PopmentCurney KO -ovgom Do

Atiachments  None s

Tax Control Amount

Customer
Customer Taxpayer 1D 2134 = Name  Hongkong InematonaiTerminats Limied
Address.

Lines

vewv 4 % B | cancertine

Purchase Order Consumption Advice Availabl
“ Number * Type Supplier ltem _ tem Description shipto Location  Tax Classification Guantly|  Quantty [ UnitPrice UOM “Amount  Descriptior
“ Number “ Line “ Schedule  Number Line
1 2134000, 1 1 LIMIT SWITCH, BRAND: YASKAWA. PS. L o 5000 piece 3000000 [ LmiT swiTc
Total 30,000.00
« »
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Step 4: Submit invoice

Click “Submit’”.

=HUTCHISONPORTS

Wenttying PO Remilto Bank Account ~ * Number [ invoce,
Suppher Testng Unique Romittancs idsniier * oat %
Taxpayerin .
Unigue Remitiance lgentmer Check DIgit e
Suppier Site rvoion Gurrency KK - Hong Kong Dollr
Descripiion
Adaress K Adress 1, HK Adiess 2, HONG KONG Payment Cursency HKD - Hong Kong Dollr
Attachments
Supplier Tax Registration Nomber 5

Tax Contrad Amount

Customer
Customer Tazpayer 1D Name  Hangkong Inermatonal Terminals Limted
Address

Confirmation message of invoice submission will appear once the invoice is succesfully
submitted.

E HUTCHISONPORTS

@ Invoice Invoice_040124 has been submitted

nvoice: Invoice_04c¢

dentiying PO Remit-o Bank Account Number  Inveice
suppiier r Unique Remiiance igentitier Date 041

Texpayer ID Unique Remittance Identifier Chack Digit Type

Supplier Site HK Description Invoice Currency

Address K Afdress 1, HK Address 2, HONG KONG Atachmsnts Hons Payment Currency

Suppller Tax Registration Numbes Tax Control Amount
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7.2 Creating Invoice without PO
Step 1: Go to “Create Invoice” Page

Step 2: Enter Invoice details
Select Supplier Site (the address should be correct to receive cheque)

Enter Invoice Number, Invoice Date, Type (=Invoice/ Credit Memo).

= HUTCHISONPORTS

Create Invoice Without PO ®

Supplier UAT SUPPLIER C4 - urmber [ AT INY 002
Taxpayer 1D
"
* Supplier site | Fret Team -
Uni
nnnnnnn RO0O1, KONG
s Tox R n Numb -

Customer

~ Customer Taxpayer1p [2138 = Name  Hongkong Intemational Terminals Limited - Requester Email
nnnnnnn

Step 3: Enter Invoice Line

Click “+” Icon

Lines

Ve

.

Ship-to Location Ship-from Location Tax Classification * Amount Description

Total

Input Requester Email (HIT’s staff email address), Amount and Description.

Attach supporting documents.

I HUTCHISONPORTS ar @ m

Create Invoice Without PO & invoice Actons v [ save ] [ save and Giose | [ submi | ‘ ==

Supplier UAT SUPPLIER C4

Taxpayer ID

Uni e
Supplier site
Unique Remitian
Address  RO0DT, YYYYY, HONGKONG
Suppler Tax Registration Number v K0 o Kong Dot
Customer
Costomer Texpayer Name _ Honghong ntemational Tarminals Linied
Addr

Lines

very 4 B % |canceitine

* Number * Type Ship-to Location Ship-from Location Tax Classification “ Amount Deseription

1 tem v v v v 592.00] | UAT DESCRIPTION

Total 999.00

Step 4: Submit invoice

Click “Submit’”.

32



7.3 View Invoices
Step 1: Go to View Invoice page

Click “View Invoices”

Channel Programs
= Manage Programs
Shipments

+ Manage Shipments
« Create ASN

« View Receipts

= View Retums

Work Confirmations

Supplier News
H hitps:#huichisonports.comimediamews/

+ Manage Work Confirmations
Consigned Inventory

= Review Consumplion Advices
« Review Consigned Inventory

« Review Consigned Inventory Transactions
Invoices and Payments
= Create Invoice
S

« View Payments

Step 2: Search the invoice

Input the search criteria and click on the Search Button.

View Inv

4 Search Agvanced | Saved Ssarch |41

*" Involce Number | 1234567 Consumption Advice

“* supplier | Suap o TST 18 Mar v atus v

supplier Sits v Pais Status v

** purcnase order | 10000 Payment Number

Search Results

Veww F Detach

Step 3: See the Invoice details
Select and click on the specific Invoice.

= HUTCHISONPORTS

View Invoices

» Search Agvanced | saved searcn | Al inveices

Search Results

viewy 7 Detach

Invoice Invoice Payment

Invoice
Amount Status  Number

Jovocn: Involce Date Type DU Supplier Supplier Site o Comments

w012 Standwd 212400000136  Testing Supper 50000 HKD

5 HUTCHISONPORTS

Invoice: Invoice_040124

Lines  Payments

Supplier Sita HK

Address HK

HK Atkiuss 2, HONG KONG

nvoice Date 04012024

Payment Currency

Tax Contral Amount

Business Unit sesnallonsl Termivals Liitzd I
Legal Catty Kame iismsons Tarninals Lnsd invoics Type Stangard
Unpaid Amount. ' e ; '

Suppher or Party opier Description

Amachment Nene

ltems
Veww 5l Detach
o Furchass Qrder Receipt Consumption Tax Determinants
Line Amount Dascription Quandity  Unit Price o
Number  Line  Schedule  Number  Line  Number  Line  ShipioLocation
2 0000 Warkers faumcoou 2 5 B zeon.. 1 HTCFOENG
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7.4 View Payments
Step 1: Go to view payments page

Click “View Payments”.

Step 2: Search the payment
Input the search criteria, for example payment number and supplier name.

Click “Search”

View Payments

4 Search Agvanced | saves searcn | AsPayments

Supe HICTST 18 W -

 Suppi

}
@

w -

Search Resulis

Step 3: See the Payment details

Payments match the search criteria will be shown in the Search Results section.

To see the Payment details, select and click on the specific Payment.
HUTCHISONPORTS

View Paymenlts

HUTCHISONPORTS

Payment: 1000005

Paid Invoices

ures ansumption Invoice Invoice
Type Pt Receipt o Paid Amount o] [-ons

Standard 213400000072 0000000 H.. GODIOD.D K. Manualy

Payment page showing all the payment details will open up.

**If you have any questions about invoicing/ payment application, please email our
Account Payables at ap@hit.com.hk.**
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7.5 Frequently Asked Questions about Invoice Submission

1. How can | create or view invoices?

A: You are required to create/view invoices through the Supplier Portal. Please
refer to Section 1 of this manual for the detailed procedure of logging into
the Supplier Portal. Click “Create Invoice” or “View Invoice” in the Supplier
Portal.

2. Why couldn’t | find the corresponding PO when | was trying to submit an invoice?
A: Below are the possible reasons you could not find the corresponding PO.

> Please ensure you click "Create Invoice" rather than "Create Invoice
without PQO". Labour Orders/ Tractor Orders/ Work Orders are also
regarded as Purchase Orders ("PO").

» Oracle Fusion Cloud Supplier Portal is adopted for Hongkong International
Terminals Limited (“HIT”) only.
If the PO is under HPH Corporate Services Limited or Hutchison Ports
nGen Services Limited, please submit invoices in the existing Financial Self
Service ("FSS") system as usual.
If the PO is under CHT/ ACT, please mail invoices to their Finance
Department.

» Please check with our Procurement department if the PO is cancelled.

3. Why was | unable to submit an invoice for a PO?

A: Please check whether the PO you selected is correct or not. Please ensure the
invoice information you entered was not submitted in the Supplier Portal
before. The system will prompt a message to remind you of any
missing/invalid value you inputted.

4. Why was | unable to submit an invoice without a PO?

A: Please ensure a valid "Requestor Email" is inputted. You can check with our
company contact person who you always contact with. The system will
prompt a message to remind you of any missing/invalid value you inputted.
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