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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

2faa5edb49839328f01abadcc0f9?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. 

 

  

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
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Step 3: Complete Multi-factor Authentication (MFA)  

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

 

Enter the one-time passcode. 

 

 

If you receive an email notification with a link in the future, please 

login the system first before you click the URL. 
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2. Maintain Supplier Profiles 

Step 1: Go to “Supplier Portal” page 

Click “Supplier Portal”. 

 

 

 

Step 2: Open “Manage Profiles” 

Click “Manage Profile”. 

 

v 
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Step 3: Go to “Edit” page 

Click “Edit”. 

 

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

 

Change the Status to “Inactive”. 
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Then, add a new contact for the new contact person. 

 

 

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

 

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. 
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Select the address and click “Apply” .  

 

Click “OK”. 
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Step 5: Review and submit the changes 

After making all necessary changes, enter the change description. 

 

Click “Review Changes” to review the changes. 

 

If no problems, click “Submit”. 

 

The following confirmation message will show and the change request was submitted for 

approval and the Request Status will be shown as ‘Pending approval’. 

 

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. 
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3. Respond to Questionnaires 

Step 1: Find the “Manage Questionnaires” page 

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

 

Click “Manage Questionnaires”. 
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Step 2: Select the questionnaire 

“Manage Questionnaires” page default will show the questionnaire requiring attention.  

Click on the title to response to those questions. 

 

Step 3: Answer the questionnaire 

Answer all Section. You can view the completeness in the Progress bar. 

Click “Submit”. 
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4. Create Response for RFQ/ Tender 

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

 

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

Click “View Active Negotiation”. 

 

 
Step 3:  Find the “Active Negotiations” page  
 
Click “View Active Negotiations”. Input the desired searching parameters. 

 
 
Click the Negotiation Number to view the details. 
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Step 4: Create Response 
 
Select the Negotiation and Click “Create Response”  
 

 
 

Step 5: Enter the information 

Enter your own quotation reference number, note and attachments (if any). 
 
Click “Next” to proceed. 
 

 
 

Step 6: Acceptance on quotation terms 

Answer the questions. Click “Next” to proceed. 
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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. 
 

 
 
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” . 

 
 
Click “Next”  to proceed. 
 
Step 8: Review and submit the response 
 
Click “Submit” if the response is ready.  
 

 

 

 

 

 

 

c

c

c

c

c

c

c
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You will receive an email confirmation after submitting a response. 
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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. 
 

 
 

 
Step 2: Click the Response Number 
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Step 3: You can view the response details and revise. 
 

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

 

 

Go to “Supplier Portal” page, click “Manage Orders”. 
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Search for the particular Purchase Order.  

Click the purchase order number to drill for the details. 

 

Click on the “Acknowledge”.  
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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. 

 

Step 2: Download the PDF file  

Once the Purchase Order opens ups, click on the “View PDF”. 

 

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. 

 

Select the particular Purchase Order and open it 

 

 

Step 2: Feedback the acknowledgement response 

Click on the “Acknowledge”.  
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You can input your reference number into “Supplier Order”. 

 

Click “Accept” to continue.  
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5.4 Purchase Order History 
Step 1: Open the Purchase Order 

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

 
 
Step 2: Go to Action Button 

You can review the Purchase Order Document, Change and Revision History by choosing 

particular view History option. 

 

Click “Done”. 
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6. Manage Agreements 

6.1 Viewing Agreements 
Click “Manage Agreements”. 

Search for the particular Purchase Agreement.  

Click the agreement number to drill for the details. 
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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. 

 

Step 2: Download the PDF file 

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

 

 

Step 2: Open the Purchase Agreement 

Select the particular Purchase Agreement and open it. 

Click on the Acknowledge Button  
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Step 3: Submit acknowledgment  

Input your reference number into “Supplier Agreement”. 

Select Acknowledgment Response “Accept”.  

 

 

Click “OK” to continue. 

 

The agreement status will become “Open” as below. 
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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. 

 

Step 2: Go to Action Button.  

You can review the Purchase Agreement Document, Change History and Revision 

History by choosing particular view history option.  

 

Click “Done”. 
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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. 

 

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). 
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Step 2: Add the details of item lines 

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

 

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. 

 

 

Step 3: Input invoice quantity and upload supporting documents 
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Step 4: Submit invoice 

Click “Submit’”. 

 

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

submitted.  
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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). 

 

Step 3: Enter Invoice Line 

Click “+” Icon 

 

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

Attach supporting documents. 

 

 

Step 4: Submit invoice 

Click “Submit’”. 
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7.3 View Invoices 
Step 1: Go to View Invoice page  

Click “View Invoices” 

 

Step 2: Search the invoice  

Input the search criteria and click on the Search Button. 

 

Step 3: See the Invoice details  

Select and click on the specific Invoice. 

 

Invoice page showing all the invoice details will open up. 
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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” 

 

 

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. 

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.** 

  

mailto:ap@hit.com.hk
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7.5 Frequently Asked Questions about Invoice Submission 
 

1. How can I 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 I find the corresponding PO when I 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 PO".  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 I 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 I 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. 

 


