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01 Create an Invoice

Procedure

Description:

Suppliers can review and submit their own invoices for payment using iSupplier Portal.

Oracle Prerequisites:

» A purchase order must be approved and eligible for invoicing.

NOTE: These scenarios are for training purposes only. They are used as EXAMPLES and

do not represent actual data.

Step Action

1. To complete this procedure, follow the menu path: ISUPPLIER PORTAL HOME
PAGE.
ORACLE
S D :
L\u} 1 olier Portal Mmlmms actount | Proguct o Adwin
Search |PO Numbsr = Co)
| Notifications Orders
Lt Ageamants
Subijwct Dote Purchaza Ontars
Beseanas to yowr changn eawaat for Sandast PO 20068427 om USAY 28.0c1:2008 13:32.24
Besgenze 1o your change reguest for Blanket Release 2000038 10 28-0ct-2008 132954 Receipts
Rasporss 10 your change teguest for Randawd PO 2005355 bom LISAT 26-0c1-2008 13.29.18 Bacaicks
Resgores 10 your chinge (st tor Standand PO 2006427 bom USAY 28-0¢4-2008 13 27.26 Rstuma
Resoonss 10 your changs ragusst for Standmd PO 2005421 fom LISAY 28-0¢1-2008 13 2641 Invoices
li_ Payments
- Orders At A Glance Prvmant

Description Order Date
28-Oct-2008 13:2917
28-0ct-2008 1327 2%
25-0c1-2008 13.26 41

200051110 28-0ct-2008 12.35:18
2003107 28-0ct-2008 12 M 54
Home | Quoers | Shpmens

Full List

Account | Prodoact

| Admn
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Step Action

2. To initiate invoice creation, click on the Account tab or the INVOICE link in the
navigation pane. Click the Account tab.

ORACLE
Supplicr Portal

Croate Invoices | View Imoices

Horne o Orgers

shioments METTCTLR Proguct - Admih

View Paymontz

Involces
Find ssved, unsutmeled imoces 50 you Con updale snd satent them Selact View Imoces fom the Account 1ah L0 revew procedsed Create Standand Involcs
Ireaces

Search

Search By [mwoice Number ﬂ | Go

Saved Invoices

Supplie Invaice Muirdiet Duts  Cutrency Iovnios Amoont Purchose Order View Attacheneots Updoate  Delnte

Mo search conducted

Home | Oedets | Shements | Accout | Product | Admin
Step Action
3. Open the Create Invoice window.

Optional. Use the fields in the Search region to locate saved, unsubmitted
invoices. Results display in the Saved Invoices table.

Create a new invoice in this example.

Click on CREATE STANDARD INVOICE.

Page 2
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ORACLE’
< v P .
Supplicr Portal p—
Croata Invoices | View Imoces | View Paymerts
) )
S S O
Purchase Orders Lines lo Invaion Secseral Inbirmaoc Reviewy and Sobma
Create Invoice: Purchase Orders
Cantel ) Step Yeof & Nexx
Search
Flease anter your search critens and select tha “Go” button 1o 222 the resull. Note that the seach is Caas Insenatas
Supphes
Purchase Ceder Number
Purchase Ordar Date 'E
Buyw ‘y
Orgamzation -?’
_C_aJ Clear )
Seppliet
Quick PO |bamt Ivam Item Ut Ship
Selezt  evoicx  Supplier Mumbaer Line S Description Humber  Mumdbies Orderad Rocalved Invaiced UOM  Price Curr Te  Ovganization
No search
conducted
& TP For one itam saetect Quick imoce Duanttes or amount | ke spocifed St
Cancet Stép 1 ol 4 qu
Home Ordery | Shoments | Acopurt | Podud Admun
Step Action
4, Enter search criteria to return only purchase order number 134. Search using any

of the fields in the Search region to locate the purchase order to be invoiced. In
this example, a search is performed by purchase order number.

Alternatively, you could search for all POs eligible for invoicing by leaving all the
search fields blank. This should read: by searching by Supplier Name.

Type 134 in the PURCHASE ORDER NUMBER field to enter search criteria.

5. Execute the search.
Click on GO.
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C)I?AC L.E
Supplicr Portal

" " O
NS NS
M chane Ovder s '
Create Invoice: Purchase Orders
T )
Search
Pleate anter your search crtens and select the “Ga" button 1o coe the mault Note That the semch i Cate miensltive
P

Suppher

Puschase Onder Numrdee §55151

Purchate Order Diate g

i
Ovganization [— 'f'

Ca J | Cear
) )
e —————

ect All | Salert Mane

Select heme | ASG Rema to Inoice Lt

Swpplier

Quick e Hem ham Uit Ship

Sulecr inveicn Seppline Musuber L ine \h‘lmud Descripton Kumbier Number  Ocdurwvd Roceived lnvaiced DO Price Conflo Ovganisaniol
=y ACME SRS B | 1 %812 0 X002 0 Pece 073USOTN  ysay
b e OFFC
7 PUTOY
210

Carcet e xt

Step Action

6. Optional. Click in the SELECT checkbox corresponding to a purchase order line
that will be added to the new invoice. If only one line is selected, use the QUICK
INVOICE icon. If multiple PO lines are selected, click on ADD ITEMS TO
INVOICE LIST.

To view additional detail on the purchase order, click on the PURCHASE
ORDER link.

Click on 659161 to select the appropriate purchase order number.

659161

i/i} ITEM DESCRIPTION: The line ITEM DESCRIPTION is displayed in
this field.

QUANTITY RECEIVED: The QUANTITY that has been RECEIVED
is displayed in this field.

QUANTITY INVOICED: The QUANTITY that has already been
INVOICED is displayed in this field. This is useful when partial
payments have been made.
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UNIT PRICE: The UNIT PRICE is displayed in this field.

QUICK INVOICE: Optional. The QUICK INVOICE feature can be
used to submit an invoice for the remaining amount.

ORACLE N
Q . )) . 'y
L 11{)1‘][(!'[( lT:ll Home  Orders | Shipments JETTITEEE Product - Ademn
Croate lavoices | View liveces
Putchass Orgars Lines to invesce
Create Invoice: Lines to Invoice
o ndcal aquired f Canced Sarh] mp 2 of 4 Nept
USO = US Dollar
Suppher Name  ACME, INC.
Purchase Order Items Selected
Supplier
PO Itom Iram ftom Quantity Quantity Ouantity Quansity tn Unit
Numbor Line Shipment Description Numbar Numbor  Ship Te  Ordored  Received  Invoiced lavoice UOM  Price Amount Taxahlo Remave
G016 1 95312 sl 00 000192 gl 00 Piece 07321%00 0O -
PLT 03
Other Charges
Line Chasge Type Amount (USD)
Tax
Invoice Summary
Suttotal 2,196.00
Tax 000
Caleutare [Total (USD) 219,00
Cance| B.\nl lep 2 L Next
L | | She | | Predecs | Ada
Step Action
7. Enter the quantity to be invoiced in the QUANTITY TO INVOICE field.

Type 3000 in the QUANTITY TO INVOICE field.

8. When invoicing multiple purchase orders or purchase order lines, click on
CALCULATE to have the system calculate a running invoice total.

Step Action

9. Accept the settings in the Include Lines on Invoice window and advance to the
next step.

Click on NEXT.
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NMERCURY
Supplier Portal

Creaste Invoirce: Gonesal indormabion

* mvooe Date I’Mlm-}‘ODB E

Meoice Description =

Aachmetl  gone  Ado
Aarrnt o
Hame  ACKHE. I

Laoveas W16 Res0t CAMPEELL DRIVE
MENOMOREE FALLS VW1 53051

Home . Orders | Shipmenc ﬁiilmm |- Agmin

Pl Datk | mep 3ot New )

P Camiel
* eosce Numbes l

Cancel | Saw Back | miep 20t 4 | Next

Change

Step Action

10. The Enter General Invoice Information window displays.

Enter an invoice number.

Type 123 in the INVOICE NUMBER field.

11. Enter free text in the appropriate field. Enter an invoice date.

Type 28-Jan-2007 in the INVOICE DATE field.
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D W dav Create Gormral Page - Nicronad! Intwrnet | splerer

e L& P fpotn [occb tph  Jve

0 WREAEG P fireem & 3-5 8 a3

] 1ot oo b om B0 THOA_ITMLIOA 30 b aganadeed® NV CREATE _LINES PaCihubbmunhGoh stor bise 2000wt anibie Baddie s sd rumtetind * -

ORACLE
iSupplier Portal

Huthe o Crdots 4 Shumants

e 6 el 1

Create Invoice: Enter General Involce Information

© ndcutes 3 mgared fnlg

* veste Number 125

* lowouce Diste 28 Jan 2007 g

Ineaxce Dwacrgien

Reme To

Harme YOUNG'S COPY SENRVRCE
Addmas 2100 S bk Aveann

Yuea, AZ 55064

0t2 | Shpooests | Accesnt | Drnaud) | Aoom | |

Copyignt 2000 Ounce Corpondiie: Al nghts Teemrvet

Pradutt - Admis

Step

Action

12.

Optional. Enter an invoice description.

Review the Remit To information for accuracy.

Advance to the next step.

Click on NEXT.
=
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D A2 bev Croote Heviow Page - Microsst! litermt Leplarer

O (X Yee Ppote ok teh g &>
— )
OO WIATH Jowe firoem @ -5 B o3
o | ) M s sotensre b come 901 T8 MTMLIGA v o adeadd_INY_CREATE_GIMERR e b egenigrh soor i Xewt sritie iackirnad e w | 1] G i
L‘Ul“”m CUial -
Home o Ovders & Shigments | Produtt £ Admim
Fordem
Create Invoice: Review the Invoice
M you went 10 mabe any Changes (0 the swvive e bedore yau saboret 00 owr Accounts Papable Oepartmant, oach Back
73
20 Jan 200
v
Patchaes Order Nussber 13410
Seppie Narme  YOUNG'S COPY SERVICT
Suppler Nuster 1
Femt To 2704 S, 00 Avenue
Yuma, AZ B5050
Mowe Daacrignan Cmanting Fnlt 14 Maanine Ul Palea (IS0 Armsas USTH
Capy Sermces 17% Dotars 10017500
Schectsl 17500
Tax 000
Totat GOY 17500
Save for L-’)
Cancet ) | Fach wlad laenr) o

Step Action

13. Submit the invoice. The Create Invoice: Review the Invoice window displays.
Review the invoice information and then submit to Accounts Payable.

Click on SUBMIT.
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) Warming - Microsalt laterset | splorer

the (R e Pportes Tich teh Sl >
Ow -0 HIAFOG fJres e @ -0 8 0B
o ] 1o 1 bt com 301 710K ITMLIOA. T g adend®_JIV_CFEATE_BEVITW P fimgor Acch shoriion 0est arditeiasivens bttt % () G0 “
ORACLE e et Oale
iSupplier Portal
Hahe o Deders ot Madutt £ Admis
1. Warning
OL) (Cwncel)
Are you wame yow want 1 sbasln this livolcs?
ox ) Cweet)
tgtre | Coders | Shgerssty | Elacestg | Accewnt | Srncugl | &dvn | | Laged | Pudesaniey
COMr 000 Orache Corpin son, AL WITE Sebarves

Step Action

14. Verify the submission. The system prompts you to verify the submission.

Click on OK.
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2 A7 v Cramte Canfirms Page  MicTosof! Interr! Explarer

o~ O

Qs -

w00 | ] Pets k. soberme-he oo B01 T0A MWL JOA 107 SEAQErCadendd_IWY_CFEATE_BEVIIW Frodlhatbimonacot st it X0bnet sl Thad e eadOunt~it % | () G4

Yow Pparier Dok teb e >
x S e Fowwies F_ v iy B u :‘

ORACLE e e Domrsces e
iSupplier Portal

T;., Confirmation

ey MY PRVOICE NUMEER V1) wan suteratied 40 our Accourts Pypts awpatirest on JBoan LY The roshemgtar sarder 4 S5 oy & it
I wamstver Adar b reer 2 Yot beas prat pased pod £ty 18 MTBUE Dy waeed D ALl b

voce Nymber 123

macs Dencrgten
Parchase Order Number 13411
Sapphes Nare  YOUNG'S COPY SERVICE
Sugphr Number 31

Hame & Orflers & Ehipmpnny  fynduer 4 Bdwim

Imoxe Dats 20 2an. 2007

foot To  JTO4 S, I Avenue

Yioma, AT 85364
Ieoe [osctngtinn mantiy teeil of Massuie Tind Paice (0rSDy Rimasan (1504
Capy Semcen 175 Dodlery 10037500
Scbtoes! 17500
Step Action
15. A system message confirms the invoice submission.
Click on the Home tab or HOME link to return to the Navigator.

16. In this lesson, you learned how an invoice is created from a purchase order in

Oracle iSupplier.
End of Procedure.

02 External User Views

Procedure

Description:
Use this procedure to review the information and transactions available to external users of
the iSupplier portal.

Oracle Prerequisites:
» A supplier must have registered and been approved.

Page 10
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» A supplier user must have registered and been approved.

NOTE: These scenarios are for training purposes only. They are used as EXAMPLES and
do not represent actual data.

Step Action
1.

This procedure may be performed using the iISUPPLIER PORTAL FULL
ACCESS responsibility.

To complete this procedure, follow the menu path: ISUPPLIER PORTAL FULL
ACCESS > HOME PAGE.

G—cv '(! hitpe {imerret. meror ymanne cenportsibege orsslNerc! ETH Sk :, ﬂ X [ »
G g meETRu root page I I P el - whe  Page s JToos e

Pease protect your MercET password.
Do not give it out 10 ofhers and change # regularly to keep & from misuse,
You are responsie 100 sy actvwly on pour MercHET account

Ester your user name and password to login

User name ‘
Password l

™ Save Passward

Eornol Your Pasywors(?

Becons » Dupbe

Verado twin 200 hp Axius makes it easy

Step Action

When external users click on the link provided in their registration approval email,

they are taken to the MercNet window. Supplier will enter their User name and
Password.

Page 11
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(Runiver \ ‘ L-Supphed Ty preng Mecvs
| +Sugpter Traneg Warus
} SEppier Guelines
| The Verzury Marme Supzber Guowines ang Sscararmets Warusl sefines requsements for supcies, as wal ag Jmarad or recomrmsnded
| pracices
} ot Hobce
| Mertury Marne 2026 Hokay Schadul
| Who To Contact

| Lt of Mercury Varne Cantact nformatan

Purchasu Ot Teoms ang Condiions
| Purchess Order Termw arct Coandtons

Step Action

3. After the Supplier logs in, it will go to the iSupplier Welcome page region.
Click on the iISUPPLIER link.

Click on the HOME PAGE link.

4. The iSupplier Portal Home Page provides a search engine external users can use
to locate specific documents or document types.

Select a category from the first SEARCH field's pull-down menu. The choices are
PO NUMBER, SHIPMENT NUMBER, INVOICES, or PAYMENTS.

Enter search criteria in the second SEARCH field to further narrow the returns.

Click on GO to execute the search.

5. Outstanding notifications for the supplier display in the Notifications region.

The most recent 5 purchase orders submitted to the supplier display in the Orders
at a Glance region. The number of orders displayed can be configured using the
PREFERENCES link.

6. External users are provided several navigation options. The Home Page offers a
series of tabbed regions that access windows for actions or inquiry.

The navigation pane on the right side of the window and the row of links at the
bottom of the window offer alternative navigation options.

Page 12
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GO- [B . jjgve et rercurprarne. comOA_HTWURE sso7fncton_d=10130335es0_dwS23605res_sond_id=1775cea ] B | 49 1Ko P
W A e Pt roTe e I l A3 0] - e rRage > )Teds -
L\UH)]’K)‘. P(‘nﬂ] Cedmrs - Sh ( Arcoont - Froduct o Admin
Search | PO Humber | =),
Notifications Orders
Full st ) - Agresments
Sulsject Dato I . Puichass Oulprs

Reaponss.to your chaogs rmaueat Jor Blankst Raloass 200057 M50 30-0c1.2008 16:12.38

2R 10 yaur

rcolimon rogueat fo Blanket O0AT 30-Dct-2008 13:21 85 - Recelpts

Reaponss {0 your change reguast bk Blorst Relngs 73447 30-0c2-2008 13 15 56 * Qacaxiy

Reaponss 1o your changs request for Blanket Raleass 2000371 M47 30-O¢c3-2008 13:18:45 - Rutyme

Beaponae 10 your chiarge request for Blonket Bulsass $17457.8 fom 30-Dct-2008 125343 nvoices

- lmseces

L\'_’ Payments

Orders At A Glance Payments
Full List

PO Number Dwactiption Onderr Dt

174078 30-Oct-2008 125343

Q118872 30-Oct- 2008 12.53.22

2066204 29-Dct-2008 08:20.03

206EH0] 27-0ct-2008 14 4531

06E2 27-0ct. 2008 14:45:06

Home | Orgeey | Shupmants | Accourt | Product | Agmn

Step Action

7. Open the Workflow notification soliciting a quote for the Response to your
changes request for Standard PO 20006427 from USAL. Optional. If the
notification you need does not display, click on FULL LIST to display all
notifications.

Click on the notification Response to your cancellation request for Blanket
Release 2000097.
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ISUpp]lt.l Portal m Qroers _ Shioments _ sccount __ raduct Ao

(D Information
Thes nobification does nat require a resporse

Response to your cancellation request for Blanket Release 2000097-3449 from USA1

Froen  Beyer, Reging
To PAT BAPTIST
Sért 30.0ct.2008 13:21:59
D 21715990
Blanket Release 2000057-3449 Rev 2 (Total{USD)0.00)

Supplier Engman-Taylor Co Inc Order Date 17-0CT-2008 131214

Address 142 N2351 FOUNTAIN BLVD P.O BOX 9008 Ship-To Address \WG250-55C Pioneer Rd
MENOMONEE FALLS, W1 53052.9008 Fond Du Lac, Fond Du Lac 54935

FOB 1
Carrler TAXA1

Your canceliabon request for Blanket Reloase 20000973449 has been accepted
Raum o Worklat Q¥

tome | Quinrs | Shomeets | Account | Preguct | Admin

Step Action

8. The selected notification displays. Review the details and take the appropriate
action.

Return to the iSupplier Portal Home Page.

Click on the Home tab or any of several HOME links.
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GO- |8 |t jgrer et rercurpmarne. con/OA_HTMUEF jso7function_d=101303380e50_dw523608esp_aopt_d=1775cea =] B8 | #2 | X [ fo P
l'b” B3t Ven  Faverttes  Took b — Leda
W B P S Pt rore Page l I "“"m‘."'m' J Tods «
Supplicr Portal O p———
Search | PO Humba 1 =y
Notifications Orders
LrutUR) Agieemsnts
Stiltyject Date I Puichass Oujers

QR

Reaponsstovour chanos requat Jor Blankst Balsass 28

saapoaae (o

30-Oc1-2008 16:12.38
30-Dct-2008 13:21 85

R TET T e S Recelpts

Raaponss 10 your (hange reguest ke Blarisst Relng: 30-0c4-2008 13 15 56 Qecaits
Reaponss.to your changs request for Blankst Raleas Md7 30-0¢c2.2008 13:18:45 Rétumea
Beaponae 10 your charge request for Blonkst Bulagss $17457.8 fom 30Dct-2008 12.53.43 Involces

lrstces
[ Payments
l_L Orders At A Glance Baisiaiie

Full List »
PO Number Dwactiption Ovdar Dater
UATA07-8 30-Oct-2008 125343
NiI487.7 30-Oct- 2008 12.53.22
2066204 29-0ct-2008 08:20.03
2066303 27-0ct1-2008 144531
Q0GEMR 27-0ct 2008 14:45:06
Home | Cegivs | Shupmants | Account | Produt | Admn
Step Action
9. In the Orders at a Glance region, click on the 817487-8 link. Open any purchase
order record by clicking the PO NUMBER link.
Ei7£87-8 |

10. The purchase order details display. Review the information provided.

Click on the appropriate button to initiate actions on the selected order:
* REQUEST CANCELLATION

* REQUEST CHANGES

* VIEW CHANGE HISTORY

« EXPORT

Obtain information on the buyer who submitted the order by clicking on the
BUYER link.
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b’f“-.- 18 | revs: fiomeroret mercurymane. conOl_HMTMUOA 50704Punc sPO5_VEW _ORDERSOAS w05 _RURCHASE_ORDER: ¥ 8 11 %2 1| K [[coone &

L

O PGk ot vew Ordes Detada

Ll B -)T"*.'

wupphier Fortal

Mothase Ovidnrs

fr .
preeTerm

P tase Wistary
e
Hlanket Helease © B1 74878 Revtsion 1 [Totsl USD 1,.250.00)

' Orders

| Arcoont o Product - Admin

¥V Order mturmation

Reguest Canceligtion ) | Request Changes )

View Change Histery ) | Expon

R it e O (©) Petmnct informatin
Banst Raiease  B17487-5 Faymest Teems  IMMEDATE oe—
Telal 329000 (USO) Corret  TAXAL asss
Sugpser  Engman-Taylor Codne. FOS  Suppliers Dock Eayren

Supoler Str  FOL MEROMONIE ©
Addreas  WAA2 M54 FOUNTAM BLVD.
P.0. BOX 5028
MEINOMONEE FALL S, W1 52062
am
Buyer Bover Bl
QOrder Date  38-0ct- 2000 1253460
Descrpten
Slales  Open
Note w0 Suppher
Cvpantizaten USAY
Sugpler Orzer Nurber
Attactrwris  None

PO Detadn

R e T e r———————

Fraggnt Teerm FCA

Shppeg Conlral
B4 Tu Addrens

E6-To Aodress  P.0. Box 130

Fond Du Lac, W8 588361237

Thep To bxdiess

e Te Adoress W0 850 Proneer Ri.

Fond Du Lae, Wi 54936

mem Job Supy Nem now s ¥ PrelUsh) s C e Sletus  Bemson Attacnomeres
- PROCUCTION 94812 Ounics 325600 update terr
Step Action
11. Obtain additional information using the links in the Related Information region.

Click on RECEIPTS, INVOICES, or PAYMENTS to view documents related to
the selected purchase order.

Click on SHOW in the PO Details region to view line details of the selected
purchase order.

Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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‘G—o - 'Q It grer et mer curpmarne. com JOA_HTMUSF soefunction_d=101303350e50_t= 5236050 esp_apd -177&:1_'] ﬂ { . ,A‘v[ P
@ A s Prtat rare Pae I l A3~ 00 - v rPage e )Teds -
Supplicr Portal cears pccors Prouc L Admn
Search PO Humba: || o)
Notifications Orders
(fultls) Agieemsnts
Stilyject Dato o ey
Reaponis.t0.you chaoge rmawat Jor Blankst Baloass 200850371150 30-0c1-2006 16:12.38
Braponse (o your canceliston soquest for Blanket Bolpgas ZO000RT 30-0ct-2008 132155 Recelpts
ReAponas (0 your change risgquast ke Blominat Relagss 2000097-3447 30-0c4-2008 1315 56 Sacands
Reaponss 10 your changs request for Blankst Ratease 20000R1-M4T 30-O¢c2.2008 13:18:45 e
Beaponae 10 your change request for Blanket Bulanss §17457.3 om 30Dct-2008 125343 Inveolces
lmsuces
[i, Payments
Orders At A Glance Payment
Full List
PO Mumber Dwsctiption Ovdor Date
1T407:5 30-Oct-2008 125343
174877 30-0ct-2008 1253.22
2066904 29-0ct-2008 08:40.03
2066903 27-0c1-2008 14 4531
206EAR 27-0ct 2008 144506
Home | Orgees | Shpmants | Account | Produdd | Agdnn
Step Action
12. Open the Supplier Agreements window using a single mouse action. Open the

Supplier Agreements window.

Click on the AGREEMENTS link.

This data is internal to Brunswick.
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iSupplier Portal
Pwchase Onders | Agreemanss | Purchase Hissory
Supplier Agreements
f_x[;;ﬂ_‘
Simple Search
Please entor your saarch crtena and select the "Go” tetton tc 3ee tha result. Note that the search is case meensitne Agvarces Search )
PO Number I
Globa! 'l
Efactive-From Date I E]
Efiective-Ta Date I ‘i]
Lo )  Clear
Crduer Aamoumnt Amuunt CHective From  Efective-Te
PO funmber Ruvisinn Global Description Buyer Dam Curruncy Agreesd Redeasad Dt Dase Status Atachmnnts
No search
conducted
Expon
| 14 15 | AC 3
Step Action
13. Alternatively navigate to this window by clicking on the Orders tab or ORDERS

link, then click on the Agreements subtab.

Optional. Enter search criteria in the Simple Search region to locate existing
supplier agreements. Click on GO to execute the search.

Results display in the table.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.

E” PO NUMBER: Enter a PO NUMBER or partial value.

GLOBAL: Select YES or NO from the pull-down menu. Note: There
are currently no Global Agreements.

EFFECTIVE FROM/TO DATES: Enter dates or select from the
Calendar List of VValues.

Click on GO to run the query.
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!Go w B htmn. jgre et rer curpmarne. com/OA_HTMURF jsofuncton_d=10130336res0_dle523605es0_sopd_st=1775cea =] B | 49 | R o R
@ B s Pt rore Pege l I 23~ D) - e pPage - ) Tods -
S ' )
X upplwrP( rml ‘Qrdurs Arcoont - Froduct L Admin
Search |PO Humba || o)
Notifications Orders
Full Uit ) Agreements
Sulsject Date Putchase Oulers
Reaponss.in.your chaoge rmawiat Jor Blankst Raloaas. 200650371440, 30-Dc1-2006 16:12.38
Baaponse (o your cancelistion soguest fo Blanket Bnloaop 2000087 30-0ct-2008 132155 Recelpts
ReAponas 10 your change risgumst ky Blorinat Relagss 20000973447 30-0c4-2008 13 15 56 A
HReapones 10 your change request for Blankst Raiease J0XCET-M47 30-0c3-2008 13- 18:45 Rutyme
Beaponae 10 your chiarge request for Blanket Rulsase §17457.3 fom 30012008 1263 43 Invoices
lrstces
L\-' Payments
Orders At A Glance Payments
Full List
PO Mumber Dwactiption Ovdr Dty
1174078 30-Oct-2008 125343
Q114072 30-0ct- 2008 12.53.22
2066904 29-0ct-2008 08:40.03
2066503 27-0¢1-2008 14 4531
206692 27-0ct 2008 143506
Home | Orgees | Shepmants | Accourt | Product | Agnn
Step Action
14. Open the View Purchase Orders window using a single mouse action. Open the

View Purchase Order window.

Click on the PURCHASE ORDERS link.

Purchase QOrders

This data is internal to Brunswick.
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MERCURY
Supphicr Portal

Purchase Ortlers

pmoms -Account - Product - Admin

Agresmants | Puechass History

Purchase Orders

Expon
Views
View [Last 25 Purchase Qrders =l G AQ\anCed Searcn
Select Order f Request Cancebation | | Request Changes | | View Change Hston, | ]
PO Biiness Docunisent
Select Number  [Rey Unif Type Desoription Oedar Datw Buyet Currency Amount Siaties Attachmens

2000097 h Banyir  aaang
(o 7_%‘*"* 2 UsAl E:“:'e 03-Nov-2008 14 35 08 == oty 77458 Open

2000087 st Bavar Rean
C Sy 2 usa g;:_:m 30-0c2:2008 1321 ss:‘“——“" UsD 000 Closed

2000097 anket Baoyer Heging
c Sh 2 Usal g_m:_) 30042008 13133608 ey 000 Closad
~ s Sevar Reg
 Q7ezE 1 USAl :f:::; 30.0c2.2008 1253.43 — 2 yon 3250 00 Open

AL, BRankst Boyer Reana Suppber Change
© QiraEr? 1 USAY oot 30:0c2:2008 125322 USD 7875 pondes
B Re
f 2086006 § USA1  Standard PO 29-001:2008 084003 9 yeny 22750 Open
€ 2086003 Q USAY Standard PO 270002008 144531 - o038 oy BN Open
Sever Rer

C 2066802 @ (USA? Standand PO 27-001-2008 144506 * SR oy TBN Open

Step Action

15. Alternatively navigate to this window by clicking on the Orders tab or ORDERS
link. The Purchase Orders subtab displays by default.

Recent purchase orders submitted to the supplier display in the table.

Optional. Click on the link in the PO NUMBER field to open a purchase order
record.

Optional. Select a purchase order by clicking on the associated SELECT radio
button to its left and then clicking on the ACKNOWLEDGE, REQUEST
CANCELLATION, REQUEST CHANGES, or VIEW CHANGE HISTORY
buttons to initiate those actions.

Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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Go w |8 s jgrermet e urpmanne.com OA_HTMURF js07fnction_d=10130336es0_ele5236050es0_sopt_d=1775ce0 =] } o R )
@ A s Prtat rare Pae I l 29 00 - r e yRage - () Teds -

NMERCURY
Supplicr Portal home N A

Search | PO Humbar || o)
Notifications Orders
Full List : Agreemants
Stlsject Date I Puichass Oulers
Reapones.to. oy chsoge mauiit Jor Blankst Balosis 208031 H50. 30-0c1.2006 16:12.38 .
Baapoase {n your cancelision soquest for Blanket Bnippop 2000087 30-0ct-2008 13:21 85 Recelpts
Reaponss {0 your changs reguunst kv Blorisst Relngss 20000973447 30-0c4-2008 13 15 56 : B
Reapongs 10 your changs requeat fo Blankst Raleass J00R1-M47 30-0¢c1-2008 13-18:45 D Ratyme
Beaponae 10 your charge request for Blanket Rulaase §17457.3 fom 30022008 1263 43 Inveolces
- lmseces
h-’ Payments
Orders At A Glance Paynent
Full Lst
PO Number Dwactiption Ovdorr Dt
1174018 30-Oct-2008 125343
WiI487.7 30-Oct- 2008 1253.22
208604 29-Dct-2008 08:20.03
2066903 27-0c1-2008 14 4531
2066902 27-0ct. 2008 14:45.06

Home | Orgees | Shpmants | Account | Produdd | Agdnn

Step Action

16. Open the Revision History for Purchase Orders window using a single mouse
action. Open the Revision History for Purchase Orders window.

Click on the PURCHASE HISTORY link.

Purchase History
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Purchase Owders | Agreeonsets | Purchase History
Purchase Order Revision History
Expor
Simple Search
Please enter your search crtena and seloct the “Go” button to see the result. Note that the search i case msensine Achanced Search
PO Number
Redeass Number l
Rev I
Document Typs I k?
Creation Date | a
Revised Date | E
Busosss Ut | ?’
_Go ) | Clear
Hissinom Craation  Ravisad Ship Ta Compore to Compare 10 Show all PO
PO Numbae Rov Uit Description Beayor Do Dote Currancy Toeal Location Oviginsd PO Pravious PO Changwe
No saarch
conductsd
Expon
Hemy | Ordecs | Shipmants | Account | Presuct | Admm
Step Action
17. Enter search criteria to locate PO number 3182. Alternatively navigate to this

window by clicking on the Orders tab or ORDERS link, then click on the
Purchase History subtab.

Enter search criteria to locate a purchase order.

Type 3182 in the PO NUMBER field.

18. Execute the search.

Click on GO.
el
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MERCURY

iSupplier Portal

Puchess Ovders | Agresmantn | Purchase History

Purchase Order Revision History

Expon
Simple Search
Plaass antir your Saaech crena and ssiact the "Go™ hulton 10 gea 1he reaul Nota thit the saarch I8 Case misnsiing Advanted Searth

PO Numibsr [ﬁﬂsr
Redease Numbes l—é
R [
Document Type [— '!
Creaton Dato [7
Rewsed Date '—

Business Une r

_Go J [ Clear

i~ Butiness l L Ship-Te Compara to  Compars to  Show all PO

Number Rev Ueit Description Buyer  Crsation Dt Roviend Den “urroncy Tota! Location Original ™0 Pravious PO Changes

Q74676 OUsA1 Beger.  265-Oct-2008 21 59.01 usd 700 00 10% OFFC @ = m
Regnal PLT 15 = =

Export
Home | Ondees | Shipments | Accowd | Product | Admin
Step Action
19. The selected purchase order has had no revisions.

Optional. For a revised purchase order, click on the COMPARE TO ORIGINAL
PO icon to view changes between the revision and the original, click on the
COMPARE TO PREVIOUS PO icon to view changes between the revision and
the next most recent version, or click on the SHOW ALL PO CHANGES icon to
view a complete change history of the selected purchase order.

Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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‘Go w [ ntms.jgre et ve curpmarne. com/OA_HTWLSF jsotuncton_d=1130336es0_dw523605es0_soet_d= 1775000 =] B | *0 1% o P
@ A gyt Portal rome Page I I A3 = B0 -t pPage - ) Teds -
Supplicr Portal cears pccors Prouc L Admn
Search | PO Humber K| =)
Notifications Orders
Full List ) Agreements
Stilsject Date gl (s
Reaponis.t0.you chaoge rmawat Jor Blankst Baloass 200850371150 30-0c1-2006 16:12.38
Braponse (o your cancelision sequest for Blanket Bnloaop 2000007 30-Dct-2008 13:21 55 Recelpts
Reaponss (0 vour chanos reguest b Blarkat Relagss 20000573447 30-0¢4-2008 13 15 56 Becasts
Reaponss 10 your changs request for Blankst Ratease 20000R1-M4T 30-O¢c2.2008 13:18:45 e
Beaponae 10 your charge request for Blanket Rulaase §17457.3 fom 30022008 1263 43 Invoices
lmsuces
[i, Payments
Orders At A Glance Payment
Full List
PO Mumbee Dwscription Ordar Dt
1174078 30-0ct-2008 125343
137467.7 30-0ct 2008 1253.22
2066304 29-Dct-2008 08:20.03
2066503 27-0ct-2008 144531
206EAR 27-0ct 2008 144506
Home | Orgeey | Shpmants | Account | Produdt | Agdnn
Step Action
20. Open the Receipt Transactions window using a single mouse action. Open the
Receipt Transactions window.
Click on the RECEIPTS link.
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MERCURY
Supplier Portal

Receipts | Retums

Shapments B g T . o

Receipt Transactions

Simple Search

Plesse enter your search cntera and salect the "Go” bulton 10 22 the resull. Note that the sasech 1S case insensitve
Orgamzation

Receipt Number |
Recaipt Date [_ ﬂ
PO Membe |
em [ &
Suppser tam r— {
Recewt Locaton | &

Co , | Clear )

Advanced Search

Rocwipt  Heceipt PO Supplinr  Mem Quantity Receipt View Paching Supplies
Organization  Number  Date Number 1bam hom Descripton  UOM  Recoived Location Atachments  Slip Orgamzation ID
No search
conducted
Expont
Homes | Orders | Shpreets | Accout | Produgt | Admin

Step Action

21. Alternatively navigate to this window by clicking on the Shipments tab or
SHIPMENTS link, and click on the Receipts subtab.

Optional. Enter search criteria in the Simple Search region to locate existing
receipts. Click on GO to execute the search.

Results display in the table.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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m- [ htros.fjme et rer curpmare. com/OA_HTMUSF js07functon_d= 10130336 es0_dws23605es0_sopd_st=1775c00 %] B | 40 1R o A
e E bew Fwe Tow e . e

w & & Capyse Porat rome Page

B3 <00 - i - pRage ~ () Teds - |

NMERCURY

Supplicr Portal o pccoursProuc L Admn
Search |PO Humba || o)
Notifications Orders
Full Uist ) Agreements
Stilyject Date it (ers
Rraponis.10.xeur chaogn mawwat Jor Blankst Balaaie 408031250 30-0c1-2008 16:12.38
Brapoase {o your carcelison roguest for Blanket Bnloaop 2000087 30-Dct-2008 13:21 85 Recelpts
Reaponss {0 your ¢y rieguest b Blonat Relages 73447 30-0¢c2-2008 13 15 56 Becagts
Reaponis 10 your changs request for Blankst Releass A0000R1-M47 30-0¢3-2008 13- 18:45 ul
Beaponae 10 your charge request for Blanket Rulaass §17457.3 fom 30:Dc2-2008 125343 Involcas
lrsuces
h-’ Payments
~ Orders At A Glance Payments
Full List
PO Number Dwactiption Ovda Dt
WIT407-8 30-0ct-2008 125343
017467.7 30-0ct- 2008 1253:22
2066904 29-Dct-2008 08:40.03
2066903 27-0¢1-2008 14:45:31
2066902 27-0ct 2000 14:45:06
Home | Orgeey | Shupmants | Accourt | Product | Agmn
Step Action
22. Open the Returns Summary window using a single mouse action. Open the
Returns Summary window.
Click on the RETURNS link.
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MERCURY

L\UIH )hcr I)( )n‘i] Home o Oroers R PTTETITTE ACoount Froduct Acren
Hecegtn | Returns

Reéturns Summary

Simple Search

Ovganezation [ 'f
Racaipt Number |
PO Numbsr |
Shipment Number [
RMA Mumber |
rem | &
Suppler Bam [ ?
Hem Description |
Roceipt
Recelpt PO Sipmeed  WAA Creation Supplier e Quantity  Quantity  Return Sopplies
Organlzation  Hamb Humber Muml Mot Dt et im M Dencription  UOM Recsived  Retinnd  Omte  Reasson Config 1D
o saaech
conductsd
£xp0n
Home | Qs | Stipments | Account | Breduct | Admin
Step Action
23. Alternatively navigate to this window by clicking on the Shipments tab or

SHIPMENTS link, and click on the Returns subtab.

Optional. Enter search criteria in the Simple Search region to locate existing

product returns. Click on GO to execute the search.
Results display in the table.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.

This data is internal to Brunswick.
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'G-O- [ htr: (jgre et re curpmare. con fOA HTMRF jo7ficton_d=101303350es0_de523608 esp_sopd_st=1775c00. %] B | 49 | R | [ A
e St o Freen Ton o . . . o
@ A s Prtat rare Pae I l A3 < B0 - e pPage + ) Teds - |
Supplier Portal a5 pccous Froduct A
Search [P0 Humber || o)
Notifications Orders
Lretle) Ageemsnts
Stljject Date o ers
Reaponse.10.your shaoge rmawiat Jor Blankst Baloae 208037150 30-0c1-2008 16:12.38
Beaponse {o your cancelision request for Blanket Bnlppop ZODOMAT 30-0ct-2008 13:21 585 Recelpts
Rap0nER 10 Your ¢y i o Bloriest Relagss 73447 30-0c2-2008 13 15 56 Becagts
Reapongs 10 your changs requeat fo Blankst Raleass J00R1-M47 30-0c2-2008 13- 18:45 Rétuyms
Beaponae 10 your charge request for Blanket Rulsass §17457.3 fom 30:Dct2008 126343 Invoices
lretces
h: Payments
. Orders At A Glance Payment
Full List
PO Mumber Dwactiption Ovdar Dty
W17407-8 30-Oct-2008 125343
174877 30-Oct-2008 12:53.22
2056904 29-Dct-2008 08:40.03
2066503 27-0ct-2008 14 4531
2066902 27-0ct. 2008 14:45.06
Home | Oegeey | Shapmants | Accourt | Produdd | Agdnn
Step Action
24. Open the View Invoices window using a single mouse action.

Inwoices

Click on the INVOICES link.
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Supplicr Port:
Supplicr Portal —
Create voices | View Invoices | View Payments
Invoice Summary
Exporn
Simple Search
Advanted Search
Imwece Namber I PO Number
Payment Numbe I Paymant Status l 'I
Gross Amount From ! Imouce Date From E
Gross Amownt To I Imance Date To I E]
Amount Due From ' Due Date From | E
Amount Due To ' Duwe Date To l E
G0 ). Clear
Involes Iwalcs PO Giom Amourt  Due Paymemt  Discount  Avallable  Packing
Humbiar Dastriptinn Das Humbar  Cutrarsty A D Date  Stamus Number Dare (Mscoum Ssip Attachenents Typw
No search
conducted
Espon
Heme | Quiscs | Shipments | Account | Proguct | Adme

Step Action

25. Alternatively navigate to this window by clicking on the Account tab or
ACCOUNT link.

Optional. Enter search criteria in the Simple Search region to locate existing
invoices. Click on GO to execute the search.

Results display in the table.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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IGO w [ ntnjjore et rercr prarre. comOA_HTWUSE jso7functon_de10130336res0_dw52360sres0_20ps_it=1775c0a =] B | 49 1R o P
e Bt o Pr o o . B N s
@ A IS Portat reve Poge 57 | 29 ST - e Page ~ () Todk ~
Supplier Portal -
Search [PO Humber || Sy
* Notifications Orders
Lkl AgiRemsnts
Stilyject Oate ch iiers
Reaponse.10.your shange reauiat Jor Blankst Baloaie 20050371150 30-0c1-2006 16:12.38
Brapooss (o your carcetimon roquest for Blanket Bnloaap 20000487 30-Dct-2008 13:21 55 Racelpts
RApONSE 0 Your ¢ v » Bloriest Relagss 73447 30-0¢c2-2008 13 15 56 Bocagts
Reapones 0 your changs request for Blankst Ralease 2000037-M47 30-0c3-2008 13- 18:45 Rutyme
Reaponae 10 your change reguest for Blanket Ruisnae §17457.3 fom 30Dct-2008 12:63.43 Invoices
Instces
& Payments
. Orders At A Glance Payments
Full List |
PO Number Dwactiption Ovdor Dt
117407-8 30-Oct-2008 125343
Q114877 30-Oct. 2008 1253:22
2066904 29-Dct-2008 08:40.03
1066503 27-0¢1-2008 144531
206692 27-0ct. 2000 144506
Home | Qegeey | Shepmants | Accourt | Produt | Adenn
Step Action
26. Open the View Payments window using a single mouse action.

Click on the PAYMENTS link.
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MERCURY

Supplier Portal

Crestin lovescen | View mices | View Paymedits

’ Acceumt

Payment Summary

Expon

Simple Search

FO Number Payment I
Payment Date From @ Paymestt Amecunt From |
Payment Date To E Payment Amcunt To l

Agvanced Search

'_::3_’ Clear
Paytioemt Ivoice PO Nwmbies  Payment Dute  Curtency  Amouwnt. Stpped  Clusied  Voided  Sapplier Site  Supiplier Addimes
No search conducted
Export )
tome | Quers | Shomens | Accesnt | Broduct | Admn
Step Action
217. Alternatively navigate to this window by clicking on the Account tab or
ACCOUNT link.

Optional. Enter search criteria in the Simple Search region to locate existing
payments. Click on GO to execute the search.

Results display in the table.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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IGO w [ ntnjjore et rercr prarre. comOA_HTWUSE jso7functon_de10130336res0_dw52360sres0_20ps_it=1775c0a =] B | 49 1R o P
e 5 ot T . B N o
@ A IS Portat reve Poge 57 | 29 ST - e Page ~ () Todk ~
iSupplicr Portal ps pccocespesauct  Acen
Search [PO Humber || Sy
* Notifications Orders
Lkl AgiRemsnts
Stilyject Date oh prs
Rraponks.ia.xeur chsoge it o Blankst Baloaie 2000371450 30-Dc1-2006 16:12.38
Bragpoose {o your cancelisen request for Blanket Bnioaop 2000087 30-Dct-2008 13:21 85 Recelpts
RALONEE 10 YOUr Changs ¢ » Bloriest Relagss 73447 30-0¢c2-2008 13 15 56 Bocagts
HReapones 10 your change request for Blankst Raiease J0XCET-M47 30-0¢c3-2008 13:18:45 Rutyme
Reaponae 1o your change request for Blanket Bulanas §17457.3 om 30.0ct-2008 125343 Invoices
Instces
& Payments
. Orders At A Glance Payment
Full List |
PO Number Dwactiption Ovdor Dt
117407-8 30-0ct-2008 125343
Q114072 30-0ct- 2008 1253.22
2066304 29-Dct-2008 08:40.03
2065303 27-0ct-2008 14 4531
206692 27-0ct. 2000 144506
Home | Qegeey | Shepmants | Accourt | Produt | Adenn
Step Action
28. Open the Supplier Items window to perform a product search.
Click on the Product tab or PRODUCT link.
-~ Home | Crdens nts  Account CAdmin
Supplier items
Simple Search
Please enter your search criteris and select the "Go” button 10 s2e the result. Note that the saarch it case nsentilive Avanced Saarch
Supplier hem | K
tem | &
rem Description l
o) (Dear)
Suppliee lem hum  hom Description GOM  Oedurs RecoiptMistory  Returne  kventory  VMI  Conslgaed tnventory

No s=wch conducted

Home | Ordees | Shwpirsnts | Account | Product | Admen
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Step Action

29. Optional. Enter search criteria in the Simple Search region to locate supplier
items. Click on GO to execute the search.

Results display in the table.
Open the tab used to manage supplier profile information.

Click on the Admin tab or ADMIN link.

]’ MERCURY

| Protile Managemant

Supplier Details Supplier Details

Home . Orders  Sspments Account | Product SEETETH

Supglien lame  ACME, INC *, New o Supplier Profile
Adidrean Bogk Supphar Numbae 28050 *** %' Management ?
Sl ey Using the peofila management faatures, you can
Buanss manage key information sbout your company
Pmducts and
Sences
\aer Accounts

Homy | Crgees | Shomeeds | Accourd guct | Ademe

Step Action

30. Log out of the application.
External users can manage their supplier profiles from this window.

For more information on managing supplier profiles, see the Manage Supplier
Profile lesson in this series.

Click on the LOGOUT link.

31. In this lesson, you learned how to review the information and transactions
available to external users of the iSupplier portal.
End of Procedure.
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03 Request a Purchase Order Cancellation
Procedure

Description:
After a purchase order has been submitted and approved, the supplier may request to
cancel the purchase order or individual lines on the purchase order.

For example, the supplier's manufacturing equipment may be broken and they won't be
able to meet delivery dates. The supplier may request to cancel a purchase order because
the item or service has been discontinued or is no longer available.

This procedure demonstrates how to request a cancellation for a purchase order.
Oracle Prerequisites:
» A purchase order has been created, approved, and forwarded to the supplier.

» The purchase order status is open.

NOTE: These scenarios are for training purposes only. They are used as EXAMPLES and
do not represent actual data.

Step Action

1. This procedure may be performed using the ISUPPLIER FULL PORTAL
ACCESS responsibility.

To complete this procedure, follow the menu path: ISUPPLIER PORTAL.:
HOME PAGE.
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Step Action
2. Open the View Purchase Orders window. The iSupplier Portal Home Page

displays.

Click on the Orders tab or the PURCHASE ORDERS link.

3. Select Purchase Order 3182 in preparation for performing an action on it.

The LAST 25 PURCHASE ORDERS option display. This example has less than
25 purchase orders.

Select the appropriate purchase order.

Click in the Radio Button to select Purchase Order 3182.
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Action

Initiate a request for cancellation of the purchase order.

Click on REQUEST CANCELLATION.

I Fequest Cancellation J|

Click SHOW in the PO Details region to display individual PO lines.

On the shipment lines you want to cancel, select CANCEL from the ACTION
field's pull-down menu and enter a cancellation reason in the REASON field.

Click on SUBMIT.
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Step

Action

Click on the window feature used to display additional fields hidden below the
viewing area. The purchase order record displays.

In this example, the purchase order being cancelled has a single product line.

To cancel selected shipments from a multi-line purchase order, but not the entire
order, scroll down to the PO Details region.

Click on the SCROLL DOWN ARROW to simulate scrolling.
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Action

Click on SHOW.

In the PO Details region, display individual PO lines.
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Step Action

On the shipment lines you want to cancel, select CANCEL from the ACTION
field's pull-down menu and enter a cancellation reason in the REASON field.

Cancel the entire purchase order in this example.

Click on CANCEL ENTIRE ORDER.

I Cancel Entire Order jl

The reason the PO is being canceled is Product discontinued.
Enter that value in the appropriate field. In the Cancel Purchase Order window,
enter a reason for the cancellation.

Type Product discontinued in the REASON FOR CANCELLATION field.
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Step Action

10. Submit the cancellation request.

Click on SUBMIT.
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Step Action

11. A system message verifies that the cancellation request has been submitted.
Return to the purchase order record summary.

Click on the RETURN TO PURCHASE ORDER SUMMARY link.

[Return to Purchase Order Sumrmary |
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Step

Action

12.

The PO status is updated and the cancellation reason displays.
Return to the iSupplier Portal Home Page.

Click on the Home tab or HOME link.
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Step Action
13. Open the notification requesting cancellation of PO 3182. This view shows the

Workflow notification received by the initiating buyer that the supplier is
requesting cancellation of the purchase order.

Click on the Change requests... link to open it.
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Step Action

14.

Accept or reject the request.

Click on ACCEPT.
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Step Action

15. Open the buyer's response to the supplier's cancellation request. This view shows
the natification received by the supplier in response to the cancellation request.

Click on the Response to your cancellation... link to open it.
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Step Action
16. Acknowledge the notification.
Click on OK.
17. In this lesson, you learned how a supplier requests cancellation of a purchase
order in Oracle iSupplier.
End of Procedure.

04 Request a Purchase Order Change
Procedure

Description:
After a supplier receives a purchase order, the supplier may request to change the purchase
order or individual lines on the purchase order.

For example, the supplier may need to change a part number, a delivery date, or modify a
guantity.

Use this procedure to request a change to a purchase order.
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Oracle Prerequisites:

» A purchase order has been created, approved, and forwarded to the supplier.

e The purchase order status is OPEN.

NOTE: These scenarios are for training purposes only. They are used as EXAMPLES and

do not represent actual data.

Step Action

1. This procedure may be performed using the ISUPPLIER FULL PORTAL

ACCESS responsibility.

HOME PAGE.

To complete this procedure, follow the menu path: ISUPPLIER PORTAL.:

MERCURY
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Step Action

2. Open the View Purchase Orders window. The iSupplier Portal Home Page
displays. The Orders at a Glance region contains the supplier's five most recent
purchase orders.

Optionally click on the appropriate purchase order number link to open the
document.

Clicking on the Orders tab or the PURCHASE ORDERS link in the navigation
pane is equivalent to clicking on FULL LIST in the Orders at a Glance region.

Click on PURCHASE ORDERS.

3. Select PO 107 in preparation for performing an action on it. Select the purchase
order on which an action will be performed.

Click on the Radio Button to select the PO 107.
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Step

Action

4.

Initiate a purchase order change request.

Click on REQUEST CHANGES.

| Request Changes |

fle TE N

D Aupplier Pariet Cheage Perceen Order - Micromolt intereed [apleces ‘.;Vih '%
Favcctm  Took Vel >
QM . § o & ; J P— Tavcctes e, ks 5 M ‘1 '.‘
A & v BG
-~
ORACLE iSupplier Portal e laaed Aetmwexes tes
A

Porchase Ordans | W

Request Changes: Standard PO - 197 Rewt

sion Q@ (Total USD 293.7%)

Canpel ,  Prrtable Yew Viow Changs Histsry | | Epos Sutoe
¥ Order Information
et SR I Tevmis il Carebtinne Gl Ralated information
Sraaded 20 W7 Payoent Teme NET 20 flerakit
Tatad 20005 PSSy ST Rt e]
Sappie fevt Phmding ¥ Exnnty
Sepjires Frogin Terrms
Superber 500 gt sTOWM Shaping Cartrel
AdII50 4253 Connet St B Fu i@ ons
e B ToAGHIETE  J96ME 10 hvw
Boyer Qweny [oug o f et
Ooder Dote 27 Jul 2007 W57 49 Nante, FL 10050
Destrgmon
1o M "
Siatus Opes "", : o=
ShpTa Addwes
Nts to Sapplas chip-Ta Aodase :la"o’n:":n Bve
Seurcnyg Docereem Meade, FL 33120
Orgmrzason City of Meade
Supplne Orekier Maredr
Atactenarts  Neoe
PO Details
@
i
-
&) © Mmad cdne
L

The supplier's internal number for this purchase order is 107R1 in this example.

Enter that value in the appropriate field. Thee purchase order record displays.
Review and make any necessary changes.

The Order Information region contains general purchase order information that
defaults from the purchase order record.

Click on any of the links in the Related Information region to view additional
purchase order information.

Enter a supplier order number.

Type 107R1 in the SUPPLIER ORDER NUMBER field.
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Step Action
6. Click on the window feature used to display information hidden below the

viewing area.

Click on the SCROLL DOWN ARROW to simulate scrolling to the bottom of
the window.

Oh\ w 3] fa ) e N > o L3
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Step Action
7. Use a mouse click to select the Line 1 supplier item number. The goods or
services included in the purchase order are listed in the table.
In this example, the supplier has changed item numbers. Enter the new supplier
item number for the goods or services in the appropriate SUPPLIER ITEM field.
Click in the SUPPLIER ITEM field for PO line 1 to select it.
8. Use a keyboard action to delete the selected value.
Press the [DELETE] key on your keyboard to delete the existing value.
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Step Action

9. The new supplier item number for 1" X 8' Copper Pipe is 10033.
Type 10033 in the SUPPLIER ITEM field.

10. The reason for the change is New P/N.

Enter that value in the appropriate field. Enter a reason for the change.

Type New P/N in the REASON field.
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Step

Action

11.

View details for Line 3. The remaining PO items have been changed for you, and
reason codes added.

View shipment details for Line 3 of the purchase order.

Click on the SHOW link or EXPAND (+) icon for PO Line 3.
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Step Action
12. Submit the changes. The shipment details display for Line 3.

There are several additional updatable fields in the Shipments subtable.

Click on SUBMIT.

SHIP-TO LOCATION: Optional. Click on the link to view detailed
shipping information.

QUANTITY ORDERED: Enter a new order quantity, if appropriate.

QUANTITY RECEIVED: The quantity already received displays in
the field.

PROMISED DATE: If the requested change is for the promise date,
select a new promise date from the field’s Calendar List of Values.

SUPPLIER ORDER LINE: Enter the supplier order line number to
reference against the purchase order.

REASON: Enter the reason for the change or cancellation.
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ACTION: Select the appropriate action from the field’s pull-down
menu. Options are CHANGE and CANCEL. In this example, a partial
shipment has already been sent, and the balance outstanding will be
adjusted due to a stock shortage.

SPLIT: Optional. Click on the SPLIT icon to split the line item. This
selection could be made if a shipment were to be split into two dates
instead of one shipment.
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Action

13.

A Confirmation message verifies that the change request has been submitted for
approval.

Return to the Change Purchase Order window.

Click on the RETURN TO PURCHASE ORDER SUMMARY link.

| Return to Purchase Order Surmmary I
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Step Action

14. Click on the window feature used to display information hidden below the
viewing area.

Click on the Scroll Down Arrow to simulate scrolling to the bottom of the
window.

B
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Step

Action

15.

View the PO change history. Updated line information displays in the PO Details
region, with the changes indicated by a blue sunburst icon in the SUPPLIER
ITEM field.

SUPPLIER ITEM: The icons displayed in this column indicate these are new
values.

STATUS: The status for the purchase order indicates the submitted changes have
not been approved and are still pending.

REASON: If a reason was entered for the change, it appears in this field.
View the change history for this purchase order.

Click on VIEW CHANGE HISTORY.
| Wiew Change Historyj
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Step

Action

16.

Click on the HOME link or tab, or click OK.

The entire change history for the purchase order displays.

17.

In this lesson, you learned how to request a change to a purchase order in
Oracle iSupplier.
End of Procedure.
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Mercury Portal Navigation

Portal Navigation

01 The Oracle 11i Home Page (Framework Mode)

Procedure

Description:

After logging in to Oracle, the first screen is the Oracle 11i Home Page. The Home Page
allows you to navigate directly to functions (or transactions) in any responsibility you have
access to, view and edit Preferences, and set up Favorites to link to forms or web sites you
use often.

This lesson shows you how to edit Preferences and set up Favorites.

Oracle Prerequisites:
e There are no prerequisites to this procedure.

é A function is a stored procedure that defines business rules, performs
automated tasks within an application, or retrieves application
information. The stored procedure accepts standard arguments and
returns a completion result.

é Transactions are invoices, debit memos, credit memos, deposits,
guarantees and chargebacks entered with a GENERAL LEDGER (GL)
date that is between the beginning and ending GL dates.

@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

j A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.
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Step Action

1. It is not necessary to select a responsibility to perform this procedure.

2. This is the Home Page in Oracle 11i. The left side of the Navigator region
identifies all responsibilities assigned to you. Clicking on a responsibility link
displays the functions (or transactions) associated with the responsibility.

é The Navigator shows a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications.

é A region is a collection of logically-related fields set apart from other
fields by lines creating a block. Regions help to organize a block so that
it is easier to understand.

Step Action

3. After selecting a responsibility, the functions (or transactions) associated with the
responsibility display in the right portion of this region. This list is what you
utilize to carry out computer-related work tasks.

In this lesson, the GENERAL LEDGER SUPER USER responsibility functions
are displayed. The links here directly correspond to the forms in the

Navigator window of that responsibility and was demonstrated in a previous
lesson.

é A window is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.
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Step Action

4. To make changes to the way the Oracle pages appear on the screen, access to the
General Preferences page is located on the Home Page.

The General Preferences page is used to change certain standard settings, such as
the language used, notification and formatting styles, and passwords.

Click on the PREFERENCES link.
Click on the link that allows you to make changes to the way the Oracle pages
appear on the screen.

Preferenced
—

5. The General Preferences page is used to change certain standard settings, such as
the language used, notification and formatting styles, and passwords.
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Step

Action

In this lesson, the CURRENCY field is not defined
dollar.

Click on the Down Arrow inn the Currency field.

. Change this setting to US
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Step

Action

7. Use the SCROLL BAR to locate the desired currency.

Click on the Scroll Down Arrow until US dollar appears.

B
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Step Action

8. Click on US dollar.
[US dollar |

0. Click on the APPLY button to accept the changes made to the default setup in the

Click on APPLY.

General Preferences window.

10.
right side of this page

Hoime

Click on the HOME link.

Return to the Home Page by clicking on the HOME link located near the upper
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Step Action
11. Another customizable section of the Home Page is the Favorites region.

Click on EDIT FAVORITES.

Select another customizable section of the Home Page.

Favorites is a list set up by each user of commonly-accessed Oracle forms, web
sites, or other links.

12. Favorites is a list set up by each user of commonly-accessed Oracle forms, web
sites, or other links.

13. Begin adding links to Favorites by selecting a responsibility.
Click on the RESPONSIBILITY field Down Arrow.
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Step Action
14. For this lesson, use the GENERAL LEDGER SUPER USER responsibility.
Click on the GENERAL LEDGER SUPER USER list item.
[General Ledger Super User |
15. Initiate a search for the functions (or transactions) associated with this
responsibility by clicking on the GO button.
Click on GO.
]
16. The results of the search are displayed in the Select Functions region. There are
128 functions (or transactions) associated with the General LEDGER SUPER
USER responsibility displayed. To select a function (or transaction) not
displayed, click on the NEXT 10 link or the NEXT SET button.
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Step

Action

17.

Click in the Checkbox to select that line.

Locate a function (or transaction) to add to the Favorites region and click in the
SELECT checkbox to select it.
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Step Action

18. Click on ADD.
Add )

19. Use the SCROLL BAR to view the newly added FAVORITES link at the bottom
of the page.

Click on the Scroll Down Arrow to view the bottom of the window.

20. In addition to adding functions (or transactions) to the Favorites list, users can
also add frequently accessed web sites such as Oracle.

Click on ADD URL.
Add RL )

21. A new row is added to the bottom of the Selected to Display region. Enter a
display name for the link.

Reminder: Use the TAB key to move from field to field. This lesson does not
require using the TAB key to move to the next field.

Type ‘Oracle’ in the FAVORITE field .

#-, Afield is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
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information appears in the field, or alternatively, what kind of
information can be entered in the field.

Step Action

22. When entering the address of the web site, do not enter “http://” in front of the
address.
Type "'www.oracle.com' in the URL field.

23. Click on the APPLY button to accept the additions made to Favorites.
Click on APPLY.

24, You are returned to the Home Page. To begin working in Oracle, click on a link
in the Navigator region or a Favorites link.

25. In this lesson, you learned how to edit Preferences and set up Favorites from

the Oracle 11i system Home Page.
End of Procedure.

02 Navigator Processes

Procedure

Description:

Some responsibilities contain a Processes tab on the Navigator, which contain business
process maps related to that responsibility. The processes display in a graphical, flow-based
format and allow you to launch forms directly from the Processes tab.

Oracle Prerequisites:
» There are no prerequisites to this procedure.

A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

&

A process is a set of Oracle activities that need to be performed to
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accomplish a business goal.

Step Action

1. Not all responsibilities contain a Processes tab. This lesson uses the GENERAL
LEDGER SUPER USER responsibility.

This procedure begins at the Navigator.

2. Show the Processes tab by clicking on the tab.

Click on the Processes tab.
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Step Action

3. The various processes associated with this responsibility display. The list in the
upper left displays the different processes available. The box in the upper right
provides explanation of each step in the process or a high-level overview of the
process itself. A graphical representation of the process (process map) displays in
the lower portion of the tab.
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Step Action

4. Selecting a process name in the upper left displays that process in the lower
portion of the window.

View the diagram for the SUBLEDGER IMPORT PROCESS.

Click on the SUBLEDGER IMPORT PROCESS name.
|Suh|edger Import Process |

B Oracte Appicetines - Yixian(801 /)
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Step Action

5. The diagram for the SUBLEDGER IMPORT PROCESS displays.

6. This lesson returned to the ENTER JOURNALS process for you.

Next, select a step in the diagram to view its description in the upper right box.

Click on the START step in the process map.

(%)

START
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Step Action

7. The text in the upper right has changed based on the step selected.

8. Begin the process by selecting the LAUNCH button.

Click on LAUNCH to begin the process.

Launch
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Step Action
9. A specific instance of the process is created. Enter a unigue name for the process.
Type KH Enter Journals in the Process Name field.
10. Click on OK.
0K
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Step Action

11. The instance of your process displays in the list in the upper left. The green arrow
in the map identifies which stages of the process have completed. The stage that
must be completed next is highlighted in green.

12. To go to the next step in the process, double-click on the step in the process map
or click once on the step and click on OPEN.

Double-click on the ENTER JOURNAL step in the process map.
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Step Action
13. The form associated with the step that must be completed opens. If you cancel out

of this form without completing it, Oracle displays a message to let you know that
your step has not completed.

This data is internal to Brunswick.
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Step Action

14. In this lesson a journal has been created for you named KH JOURNAL.

Notice that in the toolbar, the NEXT STEP icon is available. Click on this icon to
proceed to the next step in the process.

Click on the NEXT STEP icon to proceed to the next step.
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Step

Action

15.

The form associated with the next step in the process displays. Complete the
appropriate actions on this form, as needed.
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Step Action

16. When you want to return to the Navigator, close your active forms.

Click the Close Form icon.

P
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Step Action

17. A message displays prompting you to complete your step if the step is incomplete.

Click on COMPLETE STEP.
[ Complete Step

Page 77
This data is internal to Brunswick.




Training Guide MERCURY
iSupplier - NEW o ——

B Oracie Appicetinns - Yixian(801 /)

© e accsant inguity shues yuu
aonal, hadged and enonmicasce
Subludyer Mpon Process accosnl hatanss Sec sammany asd
Peciod Oowe Subsidisry Company “mm‘r-m
Pediod Coso Paromt Company and dutsll Sk
Dofinu fimancisl Repars -~ o
Ll =

M'”" ks Weorss: WS2TE H »| i | Sovaiing

Step Action

18. You have returned to the Processes tab. The process completed is highlighted in
green. Proceed to the next step or abort the process by clicking on ABORT.
Aborting the process removes your unigue instance from the process list.

19. In this lesson, you learned how to create a unique process and launch forms

directly from the Processes tab.
End of Procedure.

03 Navigator Functions

Procedure

Description:
The Functions tab in the Navigator window is where you access the various forms in each
Oracle responsibility. You can also create a top ten list in the Navigator.

This lesson describes how to navigate in the Functions tab and shows you how to create a
top ten list.

Oracle Prerequisites:
e You must have access to at least one Oracle responsibility.
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A function is a stored procedure that defines business rules, performs
automated tasks within an application, or retrieves application
information. The stored procedure accepts standard arguments and
returns a completion result.

The Navigator shows a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications.

A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

1. This procedure can be performed in any Oracle responsibility. This lesson uses
the GENERAL LEDGER SUPER USER Ledger responsibility.
To complete this procedure, navigate to a desired form.

2. This lesson uses the GENERAL LEDGER SUPER USER responsibility to detail

Navigator functions. Each responsibility differs, however, all Navigator windows
function the same.

The left side of the window contains the menu items for the specific responsibility
(also referred to as nodes). Items with a (+) before them indicate there are
additional nodes in the menu path.
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Step Action

3. To navigate through the additional nodes of the menu path, expand an item by
double-clicking on it.

Double-click on JOURNALS.

+ Journals

Ef' Users may also click once on a node and click on the OPEN button.

Step Action

4. Nodes without a (+) or a (-) are the lowest level of the menu path. The lowest
level of a menu path is a form. An item with a (-) is an expanded branch of the
menu path.

If the next node has a (+) in front of it, double-click on that node to move further
through the menu path.

Double-click on IMPORT.

+ Import
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Step Action

5. When you reach the lowest level of the menu path, there are multiple ways of
opening the corresponding form. The methods are:

» Selecting the desired item by clicking once on it and then clicking on OPEN
» Double-clicking on the desired item

« Clicking once on the item and pressing the ENTER key on the keyboard.

Double-click the Run list item.

6. The first screen of the form displays. This lesson selected the Import Journals
form. Your forms may vary.

The CLOSE FORM icon closes all open windows and returns you to the
Navigator. Close this form by clicking on the CLOSE FORM icon in the toolbar.

Click on the CLOSE FORM icon in the toolbar.

Optional. Clicking on the X in the upper right corner of a window
closes the window as well.

B ges:
Dufine. amer. sl geourale budges
- Jaumals
Entar
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Escumbrance
Impant
Rum
Commuct

+ Ganurate
+ Schedele
+ Aulsfdiscetion
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Step Action

7. The buttons to the left of the menu path provide additional methods of expanding
and collapsing branches of the menu.

To expand one node, select the menu item and click once on the (+) button. In
this tutorial the BUDGETS node is selected.

Click once on the (+) button.

=
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Step Action

8. All items under the BUDGETS node expanded one level. Additional menu nodes
within the BUDGETS node are not expanded.

To collapse the items under one node, select an item with a (-) and click on the (-)
button. In this tutorial, BUDGETS is already selected for you.

Click on the (-) button.
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Step Action

9. All the items under the BUDGETS node collapsed.

To expand all nodes under one branch, select an item and click on the (+with
arrow) button. The BUDGETS node is already selected.

Click on the (+ with arrow) button.

10. All items under the BUDGETS node, including the sub-nodes of other items in
that node, display.

To expand all items in the entire menu, select the (++) button.

Click on the (++) button.

j You may need to scroll down through the menu path to view all nodes.

Step Action

11. All of the nodes in the menu expanded.
To collapse all items in the entire menu, select the ( - - ) button.

Click on the ( - -) button.

12. All of the nodes in the menu collapsed.

The next section discusses placing and removing items from the Top Ten List.
Your Top Ten List contains forms you access frequently. Placing items in your
Top Ten List allows you to access a form without navigating through the menu
path. You can have up to ten items in your Top Ten List. Modify your Top Ten
List by adding and deleting items as often as you wish.

13. To add an item to the Top Ten List, navigate through the menu path to a form you
wish to select. The ENTER form under JOURNALS is already selected.

Click on ADD TO LIST.

14. The form appears in the Top Ten List.
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Step Action

15. Three additional items have been added to the Top Ten List for you.

You can open a form from the Top Ten List in one of three ways:
» Double-click on the item in the Top Ten List

+ Click once on the item in the Top Ten List and click on OPEN
» Type the number in front of the item on your keyboard

B Oracte Appicatinns - Yixian(801 /)
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Step Action

16. To remove an item from the Top Ten List, select that item from the list and click
on the REMOVE FROM LIST button. The BUDGETARY CONTROL GROUP
form is already selected.

Click on REMOVE FROM LIST.

«

17. In this lesson, you learned how to navigate in the Functions tab in Oracle
General Ledger and how to create a top ten list.
End of Procedure.
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04 Navigator Documents

Procedure

Description:
Specific documents you wish to access frequently may be placed on the Documents tab of
the Navigator. Your document list is different for each responsibility.

Oracle Prerequisites:
* You must have created a document in an Oracle application.

é A document is the physical base of a transaction, such as an invoice, a
receipt, or a payment.

é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

1. This procedure can be performed in some — but not all — Oracle responsibilities.
This lesson uses the GENERAL LEDGER SUPER USER responsibility.

To complete this procedure, navigate to a desired form.

.\{ar/ A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.
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Step Action

2. To add a frequently accessed document, first locate the document. Enter your
search criteria to locate your document. This lesson searches for documents using
the 06-NOV-02 Project Mfg To Consolidation USD journal in the Find Journals
window.

Click on FIND.
Find

3. The documents display. Follow the menu path FILE > PLACE ON
NAVIGATOR.

Click on FILE.
File

Page 86
This data is internal to Brunswick.




MERCURY Training Guide

*f Orr The Wirter.

iSupplier - NEW
-

DB ) P LTS BIP
e
AN AR |Cavegory Pariog [Bace Naw 1 ioomal Nars Cimncy|  Jowrwt Gebt]  Jaumol Crofe f ©
"_;n {Consoldation Llsnll  6NOVAZ Project M 06 HOVAZ Pruject MIUSO 29088 21,1030
" I' ,‘U’.‘:‘ .‘
ot
S Fam
Epl Grack Ar Dk stony

Frenew Joynal Rewvww Estgh Bwoeres Batch Reguery

Wow Jouresd Tew Bacch

Step Action

4. Click on PLACE ON NAVIGATOR.

| Place on Mavigator |

If the Documents tab is not enabled in your responsibility, this option
will not be available in the FILE menu.

Step Action

5. Close this window to return to the Documents tab in the Navigator. Click the X
Close Form button.
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Step Action

6. The document appears on the Navigator Documents tab. The Documents tab
displays automatically when you have added documents to it. The default view is
ICON VIEW.

7. Select the LIST VIEW radio button to view your documents in list form.

Click on RENAME to rename your document to something meaningful to you.

8. Select REMOVE to remove your document from the Navigator. This does not
remove the document from the database.

9. To open documents from the Documents tab, double-click on the document icon
or click once on it and click on OPEN.

Click on OPEN.
Dpen
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Step Action
10. In this lesson, you learned how to add frequently accessed documents to the
Navigator.
End of Procedure.

05 Log Off of Oracle 11i

Procedure

Description:
Use this procedure to log out of Oracle 11i when you have finished using the application.

Oracle Prerequisites:
e There are no prerequisites to this procedure.

Step Action

1. This procedure can be performed in any Oracle responsibility. This lesson uses
the Oracle GENERAL LEDGER SUPER USER responsibility.

This procedure begins at the Navigator.
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@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

2. You can log out of Oracle from any responsibility. This lesson exits Oracle
applications from the GENERAL LEDGER SUPER USER Navigator window.

B Oracte Appicetines - Yixian(801 /)
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Step Action

3. You can log out of Oracle in multiple ways. You can (1) follow the menu path
FILE > EXIT ORACLE APPLICATIONS, (2) close your Navigator window, or
(3) close your browser window.

Click on EXIT ORACLE APPLICATIONS.
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Step Action

4. A system message appears to confirm your decision to exit Oracle Applications.

Click on OK.

Select either OK to exit or CANCEL to return to your Navigator window.

You are returned to your Home Page.

In this lesson, you learned how to exit Oracle Applications.
End of Procedure.

06 Log into the Oracle

Procedure

Description:

11i System

Because Oracle Applications contains business information that is of great importance to an
organization, not just anyone can gain access to the system. Each user requires a unique
username and a password, typically provided by your information technology department,

to gain access to the system.

This data is internal to Brunswick.
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This lesson explains how to log into the Oracle 11i system and use the Home Page to select a
responsibility to enter an Oracle Application.

Oracle Prerequisites:

» The Oracle 11i software system must have been installed on your computer.

e You must have access to the system by such means as a shortcut icon on your desktop, an
option in your FAVORITES menu in your browser, or your START menu.

* A user account must have been created for you by a system administrator.

Step Action

1. It is not necessary to select a responsibility to perform this procedure.

é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

2. There are multiple ways to access the Oracle 11i system. The most convenient
method for accessing the system depends on the organization. Commonly, users
are set up to access the system either through the FAVORITES menu in an
Internet browser or a shortcut set up on the desktops of their computers. Open the
Oracle 11i system using the method specified by your information technology
department.

3. To ensure that only authorized users have access to Oracle 11i system, each time
you log in, you are required to enter your unigue username and password.

Enter your username in the USERNAME field. In this lesson a sample username
is provided.

Type KURTHALL in the USERNAME field.

@ A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.
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Step

Action

4.

The most efficient way to move the cursor from one field to the next is to use the
[TAB] key on your keyboard.

In this lesson pressing the [TAB] key is not a requested task to move on to the
next step.

In the PASSWORD field, enter the password assigned to you by your information
technology department. A sample password is provided.

Type password in the PASSWORD field.

To ensure that passwords stay private, as the password is typed in this
field, each character appears as an asterisk (*) or a dot.

Step

Action

Clicking on the LOGIN button logs you into the Oracle 11i system.

Click on LOGIN.

You choose a button to initiate a predefined action. Buttons do not store
values. A button is usually labeled with text to describe its action or it
can be an icon whose image illustrates its action.

Action

This is the Home Page for Oracle Applications. It is designed so that your
responsibilities are listed in the left portion of the Navigator region.

The Navigator shows a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications.

A region is a collection of logically-related fields set apart from other
fields by lines creating a block. Regions help to organize a block so that
it is easier to understand.

Two Types of Interfaces:
Oracle Applications are either Forms-based or HTML- based. Forms-
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based applications are optimized for processing a large volume of
transactions. HTML- based applications, sometimes referred to as
"*self-service applications', are optimized for ease of first-time use. This
lesson shows the HTML- based application.

If you have only one responsibility, the Navigator window of that
responsibility appears in either the Forms-based or the HTML- based
applications. The Navigator window allows you to open the forms you
need.

Step Action

8. Select a responsibility to open an Oracle Application. For this lesson, use the
GENERAL LEDGER SUPER USER responsibility.

Click on the GENERAL LEDGER SUPER USER link.

[ General Ledger Super Used

9. In the right portion of this region, the functions (or transactions) associated with
the responsibility you select display. This list is what you will use to carry out
computer-related work tasks.

é A region is a collection of logically-related fields set apart from other
fields by lines creating a block. Regions help to organize a block so that
it is easier to understand.

@ Transactions are invoices, debit memos, credit memos, deposits,
guarantees and chargebacks entered with a GENERAL LEDGER (GL)
date that is between the beginning and ending GL dates.

Step Action

10. Select an appropriate function (or transaction). This lesson accesses the ENTER
form under JOURNALS.

Click on the ENTER link under the JOURNALS heading.

@ A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
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location on your screen.

Step Action

11. The appropriate Oracle Applications window opens according to the function (or
transaction) you selected.

Closing this window takes you to the Navigator inside this application.

Click on the CLOSE FORM icon located on the toolbar.

j Optional. Clicking on the X in the upper right corner of a window
closes the window as well.

@ A window is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

Step Action

12. The Navigator window displays. This window contains the same function (or
transaction) options that were displayed in the right portion of the Navigator
region on the Home Page.

The use of Navigator is described in a separate lesson.

13. In this lesson, you learned how to log into the Oracle 11i system and to use
the Home Page to select a responsibility to enter an Oracle Application.
End of Procedure.

07 Log into the Oracle 11i System for the First Time

Procedure

Description:
Because Oracle Applications contains business information that is of great importance to an
organization, not just anyone can gain access to the system. Each user requires a unique
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username and a password, typically provided by your information technology department,
to gain access to the system.

This lesson explains how to log into the Oracle 11i system for the first time and use the
Home Page to select a responsibility to enter an Oracle Application. When logging into the
system for the first time, Oracle requires each new user to change the specified password to
ensure that all passwords remain confidential. After the initial login process takes place,
use the new password to log into the system. It is not required to change this password
unless otherwise instructed by your information technology department.

Oracle Prerequisites:

e The Oracle 11i software system must have been installed on your computer.

e You must have access to the system by such means as a shortcut icon on your desktop, an
option in your FAVORITES menu in your browser, or your START menu.

e A user account must have been created for you by a system administrator.

Step Action

1. It is not necessary to select a responsibility to perform this procedure.

é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

2. There are multiple ways to access the Oracle 11i system. The most convenient
method for accessing the system depends on the organization. Commonly, users
are set up to access the system either through the FAVORITES menu in an
Internet browser or a shortcut set up on the desktops of their computers. Open the
Oracle 11i system using the method specified by your information technology
department.

3. To ensure that only authorized users have access to Oracle 11i system, each time
you log in, you are required to enter your unigue username and password.

Enter your username in the USERNAME field. In this lesson a sample username
is provided.

Type KURTHALL in the USERNAME field.

'\{«7 A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.
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Step Action

4. The most efficient way to move the cursor from one field to the next is to use the
[TAB] key on your keyboard.

In this lesson pressing the [TAB] key is not a requested task to move on to the
next step.

5. In the PASSWORD field, enter the password assigned to you by your information
technology department. A sample password is provided.

Type welcome in the PASSWORD field.

To ensure that passwords stay private, as the password is typed in this
field, each character appears as an asterisk (*) or a dot.

Step Action
6. Clicking on the LOGIN button logs you into the Oracle 11i system.
Click on LOGIN.

@ You choose a button to initiate a predefined action. Buttons do not store
values. A button is usually labeled with text to describe its action or it
can be an icon whose image illustrates its action.

Step Action

7. Oracle prompts each new user to change the initial password. Enter the password
that was given to you in the CURRENT PASSWORD field.

Type welcome in the CURRENT PASSWORD field.

8. Enter a new password in the NEW PASSWORD field.

Type passwordl in the NEW PASSWORD field.

0. Re-enter the new password in the RE-ENTER NEW PASSWORD field to ensure
that you entered it correctly.

Type passwordl in the RE-ENTER NEW PASSWORD field.
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Step Action

10. Clicking on the APPLY button changes the password associated with this
username.

Click on APPLY.

11. This is the Home Page for the Oracle 11i system It is designed so that your
responsibilities are listed in the left portion of the Navigator region.

#~, The Navigator shows a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications.

-, Aregion is a collection of logically-related fields set apart from other
fields by lines creating a block. Regions help to organize a block so that
it is easier to understand.

~{ Two Types of Interfaces:
Oracle Applications are either Forms-based or HTML- based. Forms-
based applications are optimized for processing a large volume of
transactions. HTML- based applications, sometimes referred to as
"*self-service applications", are optimized for ease of first-time use. This
lesson shows the HTML- based application.

If you have only one responsibility, the Navigator window of that
responsibility appears in either the Forms-based or the HTML- based
applications. The Navigator window allows you to open the forms you
need.

Step Action

12. Select a responsibility to open an Oracle Application. For this lesson use the
GENERAL LEDGER SUPER USER responsibility.

Click on the GENERAL LEDGER SUPER USER link.

[General Ledger Super User]

13. In the right portion of this region, the functions (or transactions) associated with
the responsibility you selected display. This list is what you will use to carry out
computer-related work tasks.

é A function is a stored procedure that defines business rules, performs
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automated tasks within an application, or retrieves application
information. The stored procedure accepts standard arguments and
returns a completion result.

é Transactions are invoices, debit memos, credit memos, deposits,
guarantees and chargebacks entered with a GENERAL LEDGER (GL)
date that is between the beginning and ending GL dates.

Step Action

14. Select a function (or transaction) from the ones available. This lesson accesses
the ENTER form under JOURNALS.

Click on the ENTER link under the JOURNALS heading.

#+, A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

Step Action

15. The appropriate Oracle Applications window opens according to the function (or
transaction) you selected.

Closing this window takes you to the Navigator inside this application.

Click on the CLOSE FORM icon located on the toolbar.

j Optional. Clicking on the X in the upper right corner of a window
closes the window as well.

é A window is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.
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Step Action

16. The Navigator displays. This window contains the same function (or transaction)
options displayed in the right portion of the Navigator region on the Home Page.

The use of Navigator is described in a separate lesson.

17. In this lesson, you learned how to log into the Oracle 11i system for the first
time and to use the Home Page to select a responsibility to enter an Oracle
Application.

End of Procedure.

08 Change Your Personal Profile Options

Procedure

Description:

Your system administrator sets default profiles for all users in your organization. Most
profiles cannot be changed by users. However, some profiles can be changed by individual
users and allow you to change some options specific to you. Some profiles you may wish to
change include:

* JAVA COLOR SCHEME: Determines the color scheme of your Oracle interface

* PRINTER: Sets your default printer

e CONCURRENT:REPORT COPIES: Sets the default number of copies of documents to
be printed

* ICX: DATE FORMAT MASK: Changes the default date format used in many forms.
For example, the default is usually 31-DEC-1999. You can use this profile to change your
date format to 12/31/1999. Other formats are also available.

Each of these profiles changes your view of Oracle only and does not affect any other users
in your organization.

Oracle Prerequisites:
e There are no prerequisites to this procedure.

'\{«7 The user profile stores user preferences such as session language, date
format, and number format. It is stored in the database, but users can
configure it from a browser on the client tier.
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Step Action

1. This procedure can be performed in any Oracle responsibility. This lesson uses
the Oracle GENERAL LEDGER SUPER USER responsibility.

This procedure begins at the Navigator.

@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

2. You can perform this procedure from any form. Note that if you have custom
forms in your Oracle system, the PROFILES option may not be available.
Contact your system administrator if the PROFILES option is not available for
you.
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Step Action

3. Follow the menu path EDIT > PREFERENCES > PROFILES.

Click on PROFILES.
|Ernﬂ|es |

LIV P] D 2T D

Qyet

Step Action

4. The Personal Profile Values window opens. You can search using any of the blue
fields in this window.

Enter a Query by Example to locate the default printer profiles. Initiate the Query
by Example by following the menu path: VIEW > QUERY BY EXAMPLE >
ENTER or press the [F11] key on your keyboard.

Press the [F11] key on your keyboard.
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Step Action
5. This lesson demonstrates changing the default printer. You can use this same
process to change the other profile values noted at the beginning of this document.
Enter the full or partial value of the profile name. If you enter a partial value, use
the percent (%) wildcard on either side of the name to ensure the profile will be
retrieved.
Type %Print% in the PROFILE NAME field.
s ISP 8 IDHE AT LD
i {2
Qyen
Step Action
6.

Execute the Query by Example by following the menu path: VIEW > QUERY BY
EXAMPLE > RUN or by pressing the [CTRL] + [F11] keys on your keyboard.

Press the [CTRL] + [F11] keys on your keyboard to execute the query.
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Step Action

7. Results that meet your search criterion display. Default information displays in
the DEFAULT VALUE field.

Select your new value from the field’s List of Values. If your desired value is not
available, contact your system administrator.

8. Save the new settings by clicking on the SAVE icon on the toolbar.

Click on SAVE icon.

0. In this lesson, you learned how to change some profile options specific to you
without affecting any other users in your organization.
End of Procedure.

09 Change Your Password

Procedure

Description:
Periodically, you may wish to change your password for security reasons.
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Oracle Prerequisites:
* You must have completed the initial login process to use this procedure to change your
password.

Step Action

1. This procedure can be performed in any Oracle responsibility. It can also be
performed on your home page. This lesson uses the Oracle GENERAL LEDGER
SUPER USER responsibility.
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Step Action

2. The first method of changing your password can be done through your home
page. Log into Oracle and navigate to your home page.

Note that your system may not be set up to access this screen. If so, you can
change your password within the Oracle forms. This procedure discusses both
changing your password on the home page and within the Oracle forms.

3. Click on the PREFERENCES link.

Preferences
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Step Action
4. Click in the OLD PASSWORD field to activate it.
I |
5. The most efficient way to move the cursor from one field to the next is to use the
[TAB] key on your keyboard.
In this lesson pressing the [TAB] key is not a requested task to move on to the
next step.
Enter your current password in the OLD PASSWORD field.
Type welcome in the OLD PASSWORD field.
To ensure that passwords stay private, as the password is typed in this
field, each character appears as an asterisk (*) or a dot.
Step Action
6. Enter a new password in the NEW PASSWORD field.
Type password in the NEW PASSWORD field.
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Step Action

7. Re-enter your new password in the REPEAT PASSWORD field.

Type password in the REPEAT PASSWORD field.

8. Click on the APPLY button to accept the changes made to your password.

Click on APPLY.
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Step Action
9. A confirmation message appears to inform you that your password has changed

successfully.

10. You can also change your password after you have entered Oracle Applications.
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Step Action

11. Follow the menu path EDIT > PREFERENCES > CHANGE PASSWORD.

Click on CHANGE PASSWORD.
|Qhange Passwurd...l

12. Enter your current password in the OLD PASSWORD field.

Type welcome in the OLD PASSWORD field.

~4 Toensure that passwords stay private, as the password is typed in this
field, each character appears as an asterisk (*) or a dot.

Step Action

13. Enter a new password in the NEW PASSWORD field.

Type password in the NEW PASSWORD field.

14. Re-enter your new password in the RE-ENTER NEW PASSWORD field.

Type password in the RE-ENTER NEW PASSWORD field.

15. Click on OK.
0k
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Step Action

16. In this lesson, you learned how to change your password.
End of Procedure.

10 The Oracle 11i Main Menu (Personal Home Page Mode)

Procedure

Description:

When you log in to Oracle, your first screen is the Oracle 11i Main Menu. The Main Menu
allows you to navigate to the responsibility you need to access. You may also use this page
to set up your own personalized home page, which can contain links to notifications, forms,
and web sites you access often. In this lesson you will learn how to set up and create your
own personalized home page.

This Oracle 11i Main Menu is activated under the SELF SERVICE PERSONAL HOME
PAGE profile option PERSONAL HOME PAGE. Your system may be set up with the
SELF SERVICE PERSONAL HOME PAGE profile option FRAMEWORK ONLY. If the
FRAMEWORK ONLY profile option has been set in your system, you will not see this
Oracle 11i Main Menu demonstrated in this procedure after you log in. Instead, you will
see a web-based Home Page. If so, disregard this procedure and refer to The Oracle 11i
Home Page (Framework Mode) lesson.

Oracle Prerequisites:
» Users must have the Preferences SSWA responsibility to complete the tasks in this lesson.
If you do not have access to this responsibility, contact your System Administrator.

Step Action

1. It is not necessary to select a responsibility to perform this procedure.

@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.
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Step Action

2. The Main Menu tab displays all responsibilities assigned to you. If you do not
have any responsibilities assigned, this screen may not open and you may proceed
directly to the Navigator window.

Clicking on a responsibility link opens that responsibility’s Navigator window.
This lesson does not demonstrate clicking on a responsibility link.

"=, The Navigator shows a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications.

=, A window is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.
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Step Action

3. To create a personal home page click on the CREATE AND MODIFY PAGES
icon is located near the top left-hand side of the window.

Click on the CREATE AND MODIFY PAGES icon.

T

i

4, The first time this form is accessed, there are no tabs listed in the PAGE NAME
field.

The NEW button creates a new tab next to the Main Menu tab on the opening
screen. You can have multiple tabs that contain different information. The Main
Menu tab cannot be deleted.

Click on NEW.

W=

é A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

@ A tab is an area of a window with related group of fields (items) that
appears when your click on a particular "'tab" graphic element. The
term "'tab™ is often used interchangeably with the term "‘tab page".

@ A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.

é You choose a button to initiate a predefined action. Buttons do not store
values. A button is usually labeled with text to describe its action or it
can be an icon whose image illustrates its action.
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Step Action

5. Enter a page name for the new tab in the NEW PAGE NAME field. Specify a
name that makes sense to you in the future or when you are looking at the main
responsibility page.

Type My Home Page in the NEW PAGE NAME field.

6. Select the APPLY button to name the new page.

Click on APPLY.

Em
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Step Action

7. The new page name appears in the PAGE NAME field. Within this field, you can
move tabs around according to your preference by using the arrows on the right
side of the field.

Confirm the addition and return to the main page by selecting the DONE button.

Click on DONE.

To rename your page, click on the page name and click on the
RENAME button. To delete your page, click on the page name and
click on the DELETE button. Edit pages by clicking on the page name
and then clicking on the EDIT button. This example demonstrates
viewing the created page before editing it.

Step Action

8. The new page displays, but no content displays. Use the EDIT (pencil) icon on
the tab to edit the information appearing on the tab.

Click on the EDIT icon in the new tab.
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Step Action

9. Clicking on the EDIT APPEARANCE icon allows users to edit the appearance of
the information on the page. Features include increasing or decreasing the width

of the field being viewed and determining whether a border should surround the
information.

10. Use the ADD ROW icon to add a region as an additional row to the page.

é A region is a collection of logically-related fields set apart from other
fields by lines creating a block. Regions help to organize a block so that
it is easier to understand.

Step Action

11. Use the ADD COLUMN icon to add a region as an additional column to the page.

D It paci solbaurme- by oo BT 7iptaivIDT IiiracieContigure cintmmizels page <7296 - Hicresst! Iiernet Laplores

Fin G0t Ve Fawoss  Tooe  sep

-

O v ) [0 (3 0 sen s £ = R g 3

Custormze Page

Muskhy Poagm Carteen ard Agpeanaree

BDoee

Page 114
This data is internal to Brunswick.




MERCURY Training Guide

= iISupplier - NEW
Step Action
12. Use the EDIT CONTENT icon to edit the content of the new page.
Click on the EDIT CONTENT icon.
13. Select an item from the AVAILABLE PLUGS list to add to the page.
Click FAVORITES in the AVAILABLE PLUGS field.
[Favorites |
14. Click on the ADD arrow to move the item to the PLUGS IN CURRENT REGION

field.

Click on the ADD arrow.

~{ Click on the ADD ALL (>>) icon to add all items from the

AVAILABLE PLUGS field. To remove an item in the PLUGS IN
CURRENT REGION field, select the item and click on the REMOVE
icon (<). To remove all of the items in the PLUGS IN CURRENT
REGION field, select all of the items and click on the REMOVE
ALL(<<) icon.

Step

Action

15.

In this lesson the NAVIGATE plug was also added to the PLUGS IN CURRENT
REGION field.

Click on DONE when all plugs are added.

Done

16.

The plugs now display. Confirm the edits and return to the main page by selecting
the DONE button.

Click on DONE.

Done

17.

To modify how the information displays, some regions allow customizations.
Select CUSTOMIZE in the appropriate region. This lesson customizes the
FAVORITES region.

Click on the CUSTOMIZE link in the FAVORITES region.

E==1
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Step Action
18. The fields in this window depend on the region you are customizing. For

example, the options available when customizing your Favorites region will not be
the same as the fields shown above for the Worklist region. The text at the top of
the screen provides information on how to edit your customizable region.

Select the responsibility whose action you want to add to your FAVORITES list.
In this lesson the first responsibility is already selected.

Click ALL ACTIONS AWAITING YOUR ATTENTION in the OPTION field
to add to the FAVORITES list

||AII Actions Awaiting ¥ our Attention |

19. Click on the ADD arrow.
20. The PAYSLIP option was added for this lesson.
Users can also add their favorite websites to this list. Select the ADD CUSTOM
button to add outside URLSs (web site addresses) to the FAVORITES list.
Click on ADD CUSTOM to add an outside URL to the FAVORITES list.
In the SELECTIONS list, use the arrows to rearrange the order of your
options.
Step Action
21. The ADD CUSTOM FAVORITE window appears.
Type www.oracle.com in the LOCATION field.
22. Enter a descriptive name for the web site in the NAME field.
Type Oracle in the NAME field.
23. Click on OK.
24, The link to Oracle now appears in the SELECTION field. Next, send the
additions to the database.
Click on OK to send the additions to the database.
Page 116

This data is internal to Brunswick.




MERCURY Training Guide
m— iSupplier - NEW

Step Action

25. The customizations appear in the appropriate region. Customize the home page

according to individual preferences and job duties. Once the preferences are set

up, every time you log in, you are able to view the home page with the specified
preferences and criteria.

You can continue to edit the HOME PAGE, as desired. This lesson next
demonstrates another way you can modify a page by adding a new column.

Click on the EDIT icon.

7]

26. Click on the ADD COLUMN icon.
[+]
27. Click on the EDIT CONTENT icon.

r;f' You can delete this column by clicking on the DELETE (X) icon.

Step Action

28. Make a selection of one of the AVAILABLE PLUGS. In this lesson the ASK
ORACLE plug is selected.

Click ASK ORACLE in the AVAILABLE PLUGS field.

[£sk Oracle |

29. Click the ADD arrow to move the item to the PLUGS IN CURRENT REGION
field.
Click on the ADD arrow.

30. The ASK ORACLE plug appears in the PLUGS IN CURRENT REGION field.
Click on DONE when all plugs are added.

31. The added plug now displays on the right side column. Confirm the edits and
return to the main page by selecting the DONE button.
Click on DONE.

32. A new column appears to the right of the original columns.

NAVIGATE: Displays a list of links to responsibilities either in the
Oracle Applications or the Self Service Applications. The
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PREFERENCES link lets you set global options such as your password
and language.

FAVORITES: Allows users to place links to their favorite web
destinations in a single region of the page. Place frequently accessed
reports, news services, corporate intranet sites, or other systems needed
in this region.

WORKLIST: The Worklist includes notifications that are of interest to
the user, based on criteria specified by customizing this feature. Each
message is time/date stamped and color-coded by priority. Users view
the notifications by priority and importance.

ASK ORACLE: Since an important decision-making dynamic is to
consider related subjects while reviewing specific facts, the ""Ask
Oracle™ tool searches for reports of interest. Enter keywords or
questions in the text box and click on the ASK ORACLE button. A list
of reports and business questions meeting the criteria displays.

BUSINESS VIEWS CATALOG SEARCH: Business Views Catalog
allows users to search for business views of interest. Enter keywords in
the text box and click on the Search Views button. A list of business
folders and business areas with descriptions meeting the criteria
displays.

PERFORMANCE MEASURES: The Performance Measure feature
allows users to display BIS measurements of interest quickly and in a
visually meaningful format.

Step Action

33. In this lesson, you learned how to set up and create your own personalized
home page.
End of Procedure.

Oracle Navigation

11 The Oracle HELP Menu

Procedure

Description:

Page 118
This data is internal to Brunswick.




MERCURY Training Guide
m— iSupplier - NEW

The Oracle HELP menu provides field help, transaction help, terminology definitions,
online documentation, hot key combinations, and diagnostic information. The HELP menu
is available in all documents and forms.

This lesson shows you the different Oracle HELP menu options.
Oracle Prerequisites:

» For all HELP functions to be active, it is recommended that you navigate to a form in
which a record has been saved.

é A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.

'\{«7 Transactions are invoices, debit memos, credit memos, deposits,
guarantees and chargebacks entered with a GENERAL LEDGER (GL)
date that is between the beginning and ending GL dates.

é’/ A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

é A record is one occurrence of data stored in all the fields of a block. A
record is also referred to as a row or a transaction, since one record
corresponds to one row of data in a database table or one database
transaction.

Step Action

1. This procedure can be performed in any responsibility. This lesson uses the
GENERAL LEDGER SUPER USER responsibility.

To complete this procedure, navigate to a desired form where a record is saved.

é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
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Step Action
2. You can access the HELP menu in any Oracle module. This lesson accesses the

module.
Select the HELP link on the menu bar to view the menu.

Click on the link to Oracle HELP on the menu bar.
Help

HELP menu from the ENTER JOURNALS form in the GENERAL LEDGER

3. Click on the WINDOW HELP link.
|1-’_\Iindnw Help |

Mark icon on the toolbar.

j Optional. You can also access Window Help by clicking on the Question
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Step Action

4. The Window Help window may not be maximized when it opens. Maximizing the

window reveals more of the information.

Click on MAXIMIZE.
=]

5. Notice that Oracle

HELP displays specific
information pertaining

to the open form.

Return to the

form by closing the window.

Click on X Close Window
to return to

ﬁour Oracle form.

This data is internal to Brunswick.
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Step Action

6. To display help for any of the Oracle Applications products, select the ORACLE

APPLICATIONS LIBRARY link from the HELP menu.

| Cracle Applications Library |

Click on the ORACLE APPLICATIONS LIBRARY link.

7. A browser window opens
with general information

on getting help in any Oracle
application. Return to

your open form by closing the
window.

Click on X Close Window to
return to your form.
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Step Action

8. Selecting the KEYBOARD HELP link in the HELP menu opens a window with
hot key combinations.

Click on the KEYBOARD HELP... link.
| Kevboard Help.... I

9. The Keys window opens with possible hot key combinations for your forms. Use
the scroll bars to view all of the possible combinations.

Click on OK to close the window.

j To select a hot key combination, select an item from the list and click on
OK.

Step Action

10. Your DIAGNOSTICS menu (Menu path: HELP > DIAGNOSTICS) provides
various options for resolving issues or errors you encounter in the system. These
options will not be demonstrated in this lesson.

Some options in the DIAGNOSTICS menu are only available in certain
responsibilities.

Step Action

11. The RECORD HISTORY option is only available if actions have been taken in
window.

Click on the RECORD HISTORY link.
|Becnrd History |

12. If a record history is available, a window displays such information as the user
who created the selected record, creation date, and any update information. Use
the scroll bar to view all of the information available.

Click on OK to close the About This Record window.
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Step Action

13. To view certain information about the Oracle application you are working in,
select the ABOUT ORACLE APPLICATIONS link in the HELP menu.

Click on the ABOUT ORACLE APPLICATION... link.
|Ah0utQracIeAppIicatinns... |
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Step Action
14. The About Oracle Applications window displays such information as copyright,

information available.

Click on OK.

version, and responsibility information. Use the scroll bar to view all of the

15. In this lesson you learned about the different Oracle HELP menu options.

End of Procedure.

12 The List of Values in Oracle 11i

Procedure

Description:

A List of Values is a predefined list of choices for a certain field. You access a List of Values
in a variety of ways, such as clicking on a LIST OF VALUES icon or using a List of Values

hot key combination.

Oracle Prerequisites:

e You must have access to at least one Oracle responsibility.

This data is internal to Brunswick.
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é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

1. This procedure can be performed in any Oracle responsibility. This lesson uses
the GENERAL LEDGER SUPER USER responsibility.

To complete this procedure, navigate to a desired form.

é A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.

Step Action

2. This lesson uses the FIND JOURNALS form in the GENERAL LEDGER
module. Your forms may vary, however, the LIST OF VALUES functions the
same in all forms-based applications.
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Step Action
3. The LIST OF VALUES icon appears on certain fields after clicking once in them.

This icon indicates that free text is not allowed in a certain field.

Click on the LIST OF VALUES icon next to the BATCH field.

i,if For all fields with a LIST OF VALUES, you may enter all or a portion
of the entry and press TAB on your keyboard. This will either populate
the field with the appropriate entry or open a List of Values window
with the choices that match your entry.

This data is internal to Brunswick.
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Step Action

4, Because this field has many entries associated with it, the List of Values window
requires you to enter descriptive data to retrieve a limited list. In some cases, the
List of Values window immediately displays all possible entries for the field and
you do not need to use the FIND field to search.

Enter a full or partial entry. Use the percent (%) wildcard to take the place of one
or more characters. In this lesson, all entries containing “R” will be retrieved.

Type %0R% in the FIND field.

Ef' This List of Values window is not case-sensitive. If the List of Values
window is blank, always enter at least a percent (%) wildcard in the
FIND field and click on FIND before assuming there are no values
available. Entering only a percent sign calls up all possible entries.

If your List of Values window is called Enter Reduction Criteria for
Long-List, the data you enter to search MUST be case-sensitive.

Step Action

5. Click on FIND.
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Step Action
6. A list based on your search information appears. Select an appropriate option. In

this lesson the only form is already selected.

Click on OK.
Ok

This data is internal to Brunswick.
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Step Action

7. The option you selected in the List of Values window displays. The steps to
review this form are not demonstrated in this lesson.

Another common List of Values option in Oracle is the Calendar List of Values.
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Step Action

8. A Calendar List of Values is available for all DATE fields. To view a Calendar
List of Values, use the keyboard to reveal EFFECTIVE DATE field’s List of
Values window.

Press [CTRL] + [ L] on your keyboard to open the EFFECTIVE DATE field’s
List of Values window.
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Step Action
9. To change the month and year, click on the UP and DOWN arrows next to the
month and year.
10. Select a number in the appropriate month and year.
C.Iick on Dec 8 as the effective date.
11. Accept all options defined in the window.
Click on OK.
K
12. In this lesson, you learned how to access a List of Values in a variety of ways.

End of Procedure.

13 Switch Responsibility

Procedure

Description:
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If you have more than one Oracle responsibility assigned to you, you will periodically need
to switch from one responsibility to another.

Oracle Prerequisites:
* You must have more than one Oracle responsibility assigned to you.

@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

1. This procedure may be performed in any Oracle responsibility. This lesson uses
the Oracle GENERAL LEDGER SUPER USER responsibility.

This procedure begins at the Navigator.
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Step Action

2. You can only switch responsibilities from the Navigator window. If you are in a
form, the SWITCH RESPONSIBILITY icon on the toolbar and the FILE >
SWITCH RESPONSIBILITY menu options are grayed out. You can either close
all forms to return to the Navigator or click on the SHOW NAVIGATOR icon to
make your Navigator the active window.

Click on the SWITCH RESPONSIBILITY (Top Hat) icon.
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Step Action

3. A Responsibilities window opens. Select the appropriate responsibility from the
list provided by either double-clicking on the list item or clicking on the item and
then clicking on the OK button.

Double-click on the EMPLOYEE SELF-SERVICE responsibility.
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Step Action

4. You are taken to the Navigator of the selected responsibility.

5. In this lesson, you learned to switch from one responsibility to another.
End of Procedure.

14 Search for Data

Procedure

Description:

There are two ways to search for data in Oracle: FIND and QUERY BY EXAMPLE. FIND
displays a separate window to search for data and you may use the Lists of Values available
for any fields. FIND restricts the number of fields you may search by. QUERY BY
EXAMPLE allows you to search using any field or a combination of fields on a specific
form.

Oracle uses wildcards to search for data. These wildcards include the percent sign (%0),
which takes the place of any characters.

COUNT MATCHING RECORDS can be used to determine how many records will be
retrieved based on your data. This helps you decide whether to enter more or less
restrictive search criteria.
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Oracle Prerequisites:
» Transactions or data must have been saved in the Oracle system.

é A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.

é’/ A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

@ A record is one occurrence of data stored in all the fields of a block. A
record is also referred to as a row or a transaction, since one record
corresponds to one row of data in a database table or one database
transaction.

é Transactions are invoices, debit memos, credit memos, deposits,
guarantees and chargebacks entered with a GENERAL LEDGER (GL)
date that is between the beginning and ending GL dates.

Step Action

1. This procedure can be performed in any Oracle responsibility. The GENERAL
LEDGER SUPER USER responsibility is used in this lesson.

To complete this procedure, navigate to a desired form.

@ A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.
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é A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

Step Action

2. Queries and finds may be performed in any Oracle module. However, not every
form in every Oracle application has a Find window available. If the Find
window is not available, the FIND icon in the toolbar will either be grayed out or

you will receive a message indicating you must use a Query by Example to search
for data.

This lesson uses the ENTER JOURNALS form in the GENERAL LEDGER
module.

é A gquery is a search for applications information that you initiate using
an Oracle Applications window.

Step Action

3. To execute a query, follow the menu path VIEW > FIND or click on the FIND
icon on the toolbar.

Click on the Search Flashlight icon.
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Step Action

4, You can use any of the fields in this window to locate data. Enter your search
criteria, if any. In many cases, you can leave all fields blank to retrieve all records
in the database. If the Find window does not allow you to leave all fields blank,
an error message will appear when you click on the FIND icon. This lesson
searches by POSTED in the POSTING field.

Click on FIND.

I Find

ZV The FIND window is customized to the particular object you are trying
to locate. Performing FIND functions in different modules and windows
will produce windows that allow you different search options relevant
to the object you wish to locate.

Note that if your search criteria are broad and there are many records

in the database, Oracle may take several minutes to complete the
search.
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Step Action

5. Records based on your search criteria display. If no records are found, a message
appears at the bottom of the screen indicating that no records meet your search
criteria. Repeat your search using different criteria.

You can also perform a Query by Example to locate data.
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Step Action
6. A Query by Example occurs on the form in which your record displays.

To enter a Query by Example, follow the menu path VIEW > QUERY BY
EXAMPLE > ENTER or press [F11] on your keyboard.

Click on ENTER in the QUERY BY EXAMPLE submenu.
|Enter |

7. The fields available for your search turn blue. Enter your search criteria into the
appropriate fields. You can use wildcards to locate data. The percent sign (%)
takes the place of one or more characters.

Type B% in the CATEGORY field.

8. Other operators, such as GREATER-THAN and LESS-THAN (> <) can be used
in Query by Examples.

Type a second criterion of >900.00 in the JOURNAL DEBIT field.
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Step Action
9. Before executing your query by example, you may want to select COUNT

RECORDS.

| Count Matching Records |

Click on COUNT MATCHING RECORDS.

MATCHING RECORDS in the QUERY BY EXAMPLE menu.

Follow the menu path VIEW > QUERY BY EXAMPLE > COUNT MATCHING

This data is internal to Brunswick.
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Step Action
10. If you select this option, Oracle will display, at the bottom of the screen, the
number of records that will be retrieved if you run the query as it is.
11. Next, run your query. Either follow the menu path VIEW > QUERY BY
EXAMPLE > RUN or press [CTRL] + [F11] on your keyboard.
Press [CTRL] + [F11] on your keyboard.
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Step Action

12. The records meeting your search criteria display.
13. In this lesson, you learn to search for data using FIND and QUERY BY
EXAMPLE.

End of Procedure.

15 Run Requests

Procedure

Description:

Most responsibilities contain a variety of reports and processes that can be run. Oracle uses
the term REQUEST to mean both reports and processes. Reports display information and
do not affect the data in the database. Processes manipulate the data in Oracle.

You can run one request at a time, called a SINGLE REQUEST, or a group of requests,
called a REQUEST SET. This lesson demonstrates running a single request.

Oracle Prerequisites:
» There are no prerequisites to this procedure.

Page 143
This data is internal to Brunswick.




Training Guide MERCURY
iSupplier - NEW o ——

é To rename your page, click on the page name and click on the
RENAME button. To delete your page, click on the page name and
click on the DELETE button. Edit pages by clicking on the page name
and then clicking on the EDIT button. This example demonstrates
viewing the created page before editing it.

é A process is a set of Oracle activities that need to be performed to
accomplish a business goal.

Step Action

1. Navigate to any forms-based responsibility. This lesson uses the GENERAL
LEDGER SUPER USER responsibility.

The menu path for running requests varies between responsibilities. Frequently,
requests can be run from within the following menus:

« OTHER

* REPORTS

* REQUESTS

2. Although the menu path varies, the process is the same across most forms-based
responsibilities. This lesson follows the Navigator path OTHER > REPORTS >
RUN.

The Submit a New Request window launches when you click on OPEN.

Click on OPEN to launch the Submit a New Request window.
Open
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Step Action

3. The Submit a New Request window allows you to select the type of request you
would like to run.
The SINGLE REQUEST radio button defaults. SINGLE REQUEST is used to
run one request only.
Select the REQUEST SET radio button to run a pre-defined collection of
requests. Request sets can be set up by your organization to run multiple reports
at one time.
Click on OK.

0K
4. The Submit Request window opens. The NAME field contains a List of Values,

which identifies all possible reports and processes that can be run for your
responsibility.

Click on the NAME field’s List of VValues icon.
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Step Action

5. A list of all possible reports and processes displays. The requests that are
available depend on the responsibility selected. Select the request you would like
to run. Use the scroll bar if the report or process is not visible.
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Step Action

6. Double-click on BUDGET - JOURNALS BY FLEXFIELD.

7. A Parameters window may open automatically. Parameters identify the specific

data that displays on the report or is manipulated by the process. The parameters
are different for each request; the parameters displayed in this lesson will not
apply to other requests you may choose.

In some cases, no Parameters window opens. If no Parameters window opens,
then no parameters are required for the selected request.

This data is internal to Brunswick.
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Step Action

8. Complete your parameters, if needed. The more parameters you complete, the
more specific the report or process will be. In some cases, you can leave all
parameters blank to run a request on all possible data. The parameters have been
completed for you.

Click on OK.
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Step Action

9. At this point, you can submit the request. The request will run as soon as possible
and will print or not print based on your default printing options.

You can, however, schedule your request to run at a different time or on a periodic
basis and you can override your default printing options.

Click on SCHEDULE... to schedule your request to run at a different time or
eriodically.

Schedule. ..
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Step Action
10. The Schedule window allows you to specify when this request runs. The fields on
the right side of the window change based on the radio button selected in the Run
the Job region.
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Step Action

11. For this lesson, the PERIODICALLY option is selected, the END AT date
entered, and the RE-RUN EVERY 1 WEEK(S) changed for you.
12. Select the SAVE THIS SCHEDULE checkbox to save the schedule you

specified. When you save a schedule, you can then apply it to other requests you
need to run. Click on APPLY A SAVED SCHEDULE to select the schedule you
saved.
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Step Action

13. Click on OK.
oK
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Step Action

14. Your schedule information displays in the RUN THE JOB field.

Click on OPTIONS... to set your printing and notification options.
Options...

15. Select the SAVE ALL OUTPUT FILES checkbox saves the results of the request
you are running in an online format. It is recommended to always select this
checkbox. Saving the output file allows you to review the results of your request
or troubleshoot any issues.

Page 153
This data is internal to Brunswick.




Training Guide MERCURY

iISupplier - NEW ¥ O T Wit
[~ ATl LX) ¢ AP ANSS ?
Bu
(0
l o
NEWTHALL
g (0) Lasdscape
XHP|P 1 langusges i
Step Action
16. The Notify the Following People region allows you to select one or more Oracle

users who should receive a notification that the request has submitted. You can
identify yourself in this region for periodic processes — when the process
completes, a workflow notification is sent to you reminding you to review the
results.

17. If you would like to print the output of this request, select the appropriate printer.
Specify the number of copies you would like to print. If you would not like a
printed copy of the request, enter 0.
18. Use the scroll bar to reveal the OK button if necessary.
Click on OK.
[ ]
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Step Action
19. Click on SUBMIT to submit the request.
Subrnit

This data is internal to Brunswick.
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Step Action

20. Depending on your system setup, the Requests window may open automatically.
This window displays the status of your request and allows you to view your
reports or any log files online. If this window does not open automatically, as
shown here, you can access it by following the menu path VIEW > REQUESTS.

Click on REQUESTS.

Requests
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Step Action

21. The ALL MY REQUESTS radio button is the default selection. Click on the
FIND button to accept the default selection.

Click on FIND.
Find
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Step Action

22. Select REFRESH DATA to refresh this screen and receive the latest status of your
request. This does cause network traffic and database activity so refreshing your
data should be done in limited cases.

23. The PHASE fields identifies whether the request is PENDING, RUNNING, or
COMPLETED.

The STATUS field specifies whether the request is NORMAL, has completed
with a WARNING, or has completed in ERROR.
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Step Action

24, Selecting HOLD REQUEST pauses the request. This option is only available for
PENDING or RUNNING requests. Make sure the request you need to hold is
selected.

25. Selecting VIEW DETAILS reviews your scheduling and printing options for the
selected request.
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Step Action

26. Select CANCEL REQUEST to stop the request and remove it from the queue.

217. Notice that in this lesson, the request that ran immediately is completed. Because
this request was scheduled to run periodically, the next scheduled request is
pending with a status of SCHEDULED. This request will automatically run at the
scheduled date and time.
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Step Action

28. Select the request you would like to view by clicking anywhere in that line.

Click on the request with 2830218 as the REQUEST ID.

29. Click on VIEW OUTPUT to review the results of the completed request.
Wiew Cutput

i/'r' Some requests do not generate an output file. If no output is generated,
click on VIEW LOG to review any completion messages that may have
been generated. The log identifies whether any errors were encountered
or whether the request completed successfully.
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Step Action

30. The results of the request display. If you selected print options before running the
report, the information displayed in this screen will automatically print to your
specified printer.

Depending on your system setup, your report may display in an Oracle form. This
form provides additional options, such as navigating to specific pages of the report
and specifying a font size.

31. It is recommended that you review your report online before printing it to ensure it
is not larger than expected.

Click X Close Window.

X]
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Step Action

32. If you would like to print a new copy of the report, you can do so from the

Requests window. Follow the menu path TOOLS > REPRINT/REPUBLISH.

Click on REPRINT/REPUBLISH.
I ReprintiRepublish... I
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Step Action

33. Select the printer where the report should be printed, the print style for the
report,and the printer where the report should be printed.

Click on APPLY.

34. Your report has printed. You can navigate to the Requests window at any time by
following the menu path VIEW > REQUESTS. The status of any pending
requests will refresh each time you navigate to this window.

35. In this lesson, you learned how to run, view, and print a single request.
End of Procedure.

16 Menus
Procedure
Description:

The Oracle Applications menus allow you to invoke standard Oracle forms functions, such
as ""Clear Record™, as well as application-specific functions.

Page 164

This data is internal to Brunswick.




MERCURY Training Guide
m— iSupplier - NEW

This lesson describes the most common menu items and their corresponding functions and
processes.

Oracle Prerequisites:
* You must have access to at least one Oracle responsibility.

7=, A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

.\{ar/ A function is a stored procedure that defines business rules, performs
automated tasks within an application, or retrieves application
information. The stored procedure accepts standard arguments and
returns a completion result.

é A process is a set of Oracle activities that need to be performed to
accomplish a business goal.

'\{«7 A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step Action

1. This procedure can be performed in any Oracle responsibility. The GENERAL
LEDGER SUPER USER responsibility is used in this lesson.

To complete this procedure, navigate to a desired form.

2. This lesson uses the ENTER JOURNALS form in the General Ledger module to
demonstrate menus. The menu options vary based upon the form that is currently
open.
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Step Action
3. To display a pulldown menu on the screen, click on the appropriate link in the

MENU BAR.

Click on FILE.
File

There are multiple ways to open a menu. For each menu, you may
select the menu and locate your selection by clicking on entries with
your pointer or you may click once on the menu and then press a letter
on your keyboard that is underlined in the menu. (For example, click
once on the VIEW menu and then press F, which opens the Find
window). In addition, you may press ALT + the underlined letter in
each menu name (e.g., ALT-F for the FILE menu) and then press the
letter of the command you wish to execute (e.g. ALT-F and then S
activates the SAVE command). You may also click once on the menu
and then use your arrow keys to locate your selection.

Step

Action

The options in the FILE menu display. Note that not all options are available.
The available options are based on the displayed form.

Select NEW to activate a new record in the current form.

Select OPEN to open a selected Navigator menu option.

Select SAVE to save the current record.

Select SAVE AND PROCEED to save the current record and proceed to the next
step in a process.

Select NEXT STEP to proceed to the next step in the process.

Select PLACE ON NAVIGATOR to place the form on the Documents tab of the
Navigator.

LOG ON AS A DIFFERENT USER is not used in Oracle 11i. If another user
needs to log into the system from your computer, you must exit Oracle completely
and then restart it to access the login window.

Select SWITCH RESPONSIBILITY to change to another Oracle responsibility.
This option is only active if you have more than one responsibility assigned to
you. You can only switch responsibilities when the Navigator is the active
window.

Select PRINT to print a copy of the current form.

Page 166

This data is internal to Brunswick.




MERCURY Training Guide
m— iSupplier - NEW

Step Action

8. Select CLOSE FORM to close the open window and to return to the previous
window.

Select EXIT ORACLE APPLICATIONS to close out of Oracle entirely.

YO OV 8P IDIF LTI LRI P

=4
Hatch Statos | Souce Categoy  |Peog [ Barcn Nanw Joomal Nare Cumenzy Jowrrw Gebt|  Jaumol Crote

Peasw Joymsl Rwnww Estih Post Bwvetws Satch Rwguery

Step Action

9. The EDIT menu contains commands that allow you to manipulate the data on your
forms.

Click on the EDIT menu to display it on your screen. Select the menu item that

allows you to copy data from one field or record to another field or record directly
below it.

10. Select UNDO TYPING to remove the most recent entry.
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Step Action
11. Select CUT to remove the selected data from a field, allowing you to paste the

data you cut into other fields.

Select COPY to copy the data in one field, allowing you to paste that same data
into other fields without removing the original data.

Select PASTE to paste the data you either copied using the COPY command or
cut using the CUT command into a new field.

Selecting DUPLICATE allows you to copy the data from one field or record to
another field or record directly below it.

12. CLEAR contains four functions:
Select CLEAR > RECORD to clear the data from a part of the form so you can
begin entering new data into the record. CLEAR RECORD does NOT delete the
data from the database. It clears a section of the form so you may enter new data.
CLEAR > FIELD clears the data from one specified field.
CLEAR > BLOCK clears the data from a specified region.
Select CLEAR > FORM to clear all data from the form so you may begin entering
new data in the form. Clearing a form does not delete the data from the database.
Selecting DELETE permanently removes the data in a specified form or record
from the database. You must save after selecting DELETE to permanently delete
the data from the database.

13. Use SELECT ALL to select all records in a form.
Use DESELECT ALL to deselect all selected records in a form.

14. Select EDIT FIELD to activate a field, allowing you to enter data.
The PREFERENCES menu item contains a sub-menu that allows you to change
your profile options and your password.
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Step

Action

15.

Use the VIEW menu to perform searches.

Click on the VIEW menu to display it on your screen.

16.

Select SHOW NAVIGATOR to return to the Navigator window without closing
the current form.

Zoom allows the addition of user-invoked logic on a per-block basis.
Most Zooms that were predefined in the character-mode Oracle
Applications Release 10 and earlier are now incorporated into Oracle
Applications forms as buttons or windows for Release 11 and later,
therefore the menu entry and button on the toolbar are disabled unless
Zoom logic has been defined in the CUSTOM library for that form.
Please see your System Administrator for more information.

Step

Action

17.

Use FIND to open a new window to search for records. FIND is detailed in a
separate tutorial.

Selecting QUERY BY EXAMPLE allows you to perform a detailed search for
information. QUERY BY EXAMPLE is detailed in a separate tutorial.
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Step Action
18. Clicking on RECORD opens a sub-menu. Use the RECORD sub-menu to

navigate to the first or last record when many records are queried.

19.

Select ATTACHMENTS to attach other documents to the record displayed in this
form.

A

Translation is a process that allows you to restate your functional
currency account balances into a reporting currency. Oracle General
Ledger multiplies the average, periodic, or historical rate you define by
your functional currency account balances to perform foreign currency
translation. General Ledger translates foreign currency in accordance
with FASB 52 (U.S.). General Ledger also remeasures foreign
currencies for companies in highly inflationary economies, in
accordance with FASB 8 (U.S.).

Step Action

20. Use REQUESTS to navigate to the Requests window after you have run a report
Or process.

21. The FOLDER menu contains options specific to folders, which are detailed in a
separate tutorial.

22, The TOOLS menu varies depending on which form you are using. In this lesson,
the TOOLS menu contains functions specific to the Enter Journals form.

23. The WINDOW menu allows you to modify your view of the windows.
Click on the WINDOW menu to display it on your screen.
Window

24. The default view is CASCADE. Clicking on CASCADE resizes your windows to
Oracle's standard size.
Selecting TILE HORIZONTALLY allows you to view your windows in a
horizontal fashion.
Selecting TILE VERTICALLY allows you to view your windows in a vertical
fashion.

25. Each of your open windows is displayed at the bottom of the WINDOW menu.

26. The HELP menu offers several types of help and is detailed in a separate tutorial.

217. In this lesson, you learned how to view menu items and their corresponding
functions and processes.
End of Procedure.
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17 Export a Report to Excel

Procedure

Description:
A report can be exported from the Requests window into Excel. This will enable you to
manipulate the data in the report with standard Excel functionality.

Oracle Prerequisites:
* A report must have completed normally.

Step Action

1. Select one of your organization's GENERAL LEDGER responsibilities. This
lesson uses the Oracle GENERAL LEDGER SUPER USER responsibility.

You will also need a version of Excel software compatible with the Oracle version
you are using.

To complete this procedure, follow the menu path: VIEW > REQUESTS.

B Oracle Appicetinns - Vivian(801/)
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Step Action
2. The Find Requests window displays enabling you to set search options. The ALL

MY REQUESTS radio button defaults as selected.

To search for a specific request, select the SPECIFIC REQUESTS radio button
and complete any of the search fields in that region. This lesson searches for all
requests.

Click on FIND.
Find

B Oracle Appicetinns - Vivian(801 /)

Step Action
3. Requests based on your search criteria display. Select the request you would like
to export by clicking anywhere in that line.
Click on the request with 2827849 as the REQUEST ID.
4. Click on VIEW OUTPUT.
Wiew Output
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Step Action
5. The report displays in a browser window. If the report displays in an Oracle
window, follow the menu path TOOLS > COPY FILE to display the reportin a
browser window.
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Step Action
6. The next step is to save the file as a text file. Follow the menu path FILE > SAVE
AS.
Click on SAVE AS....
| Save bs.., |
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Step

Action

A window displays enabling you to save the file. Select the location in which to
save the file. Rename the file or accept the default name.

TEXT FILE defaults. Do not change this type. Saving the file as a text file allows
you to parse the columns after the file is opened in Excel.

Click on SAVE.

[_see |

Close the browser window.

Click on X Close Window.

The file you saved in Oracle must be opened from within Excel. Open Microsoft
Excel.

10.

Click on the OPEN icon in the toolbar.
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Step Action
11. Select the location where you saved the text file using the pull down menu.

You will not be able to find your file unless you select ALL FILES or TEXT
FILES from the FILES OF TYPE drop-down menu. Select TEXT FILES (*.pm;
* txt; *.csv) from the drop down menu.

Click on TEXT FILES (*.pm; *.txt; *.csv) from the drop down menu.

IText Files *.proy * bk *.osvd b’

12. Select the text file.

Click on the file BUDGET - JOURNALS BY FLEXFIELD_151106.TXT.

||'°=:| Budget - Journals by Flexfield_151106 kxt |
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Step Action

13. Click on OPEN.

Open
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Step Action
14. The Text Import Wizard window opens, enabling you to set up the columns.
Accept the default selection of FIXED WIDTH.
Click on NEXT>.
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Step Action

15.

The Data Preview region displays the data that will appear in the spreadsheet.
Column breaks have been inserted automatically, but may not be in the proper
locations.

Use the scroll bar to scroll down to the headings to set the column widths
properly.
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Step Action

16. The lines with the arrows on top denote a column break. To add a column break,
click once. To delete a column break, double-click on the line. To move the
column break, click and drag the line to its new location.

The column breaks should be set at the end of each column. Use the heading
underscores to determine where to place the column breaks.
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Step Action

17. Scroll to the right to set the remaining column breaks. After all of the column
breaks have been inserted or adjusted, click on FINISH.

Click on FINISH.

Ef' Click on NEXT to set the date format for each column.
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Step Action
18. The file is displayed in Microsoft Excel with properly parsed columns. Use

standard Excel functionality to manipulate the data.

19. In this lesson, you learned how to export a report to Excel.
End of Procedure.

18 Create and Use Folders

Procedure

Description:

Folders are used to create a custom view of report, summary, or input windows. For report
and summary windows, you display only the fields you want to view or export. For input
windows, you move or group fields for more efficient data entry. To remove a field from a
window, you hide the field rather than delete it. In other words, you change the view, not
the data. For report and summary windows, you can make a query part of your folder
function.

It is recommended that you query a record in the form in which you will create a folder. If
no data displays in your form and you select certain fields to modify their views, Oracle
displays an error message stating that data is required in that field. If a record is queried
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before you begin creating or modifying your folder, you will not receive these error
messages. Refer to Search for Data for information on querying a record.

Oracle Prerequisites:
e The window must allow folders.
» A query should have been run to populate the window with data.

é A field is a position on a window used to enter, view, update, or delete
information. A field prompt describes each field by telling what kind of
information appears in the field, or alternatively, what kind of
information can be entered in the field.

@ A query is a search for applications information that you initiate using
an Oracle Applications window.

@ A record is one occurrence of data stored in all the fields of a block. A
record is also referred to as a row or a transaction, since one record
corresponds to one row of data in a database table or one database
transaction.

.\,/3/ A form is a box around a set of related information on your screen.
Many windows can appear on your screen simultaneously and can
overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different
location on your screen.

Step Action

1. This procedure can be performed in any responsibility that allows folders. The
GENERAL LEDGER SUPER USER responsibility is used in this lesson.

To complete this procedure, navigate to a desired form.

é A responsibility is a level of authority set up by your system
administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.
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Step Action

2. If folders are enabled for a form, the FOLDER icon in the upper left corner of the
form displays. In addition, the FOLDER menu and the FOLDER TOOLS icon in
the toolbar are both active.

A query has been run to ensure that the folder can be created and modified without
Oracle asking for data.

Click on the FOLDER TOOLS icon in the toolbar to activate the Folder Tools
toolbar.

3. You may want to drag the toolbar to the right so that it does not hide information
in your window.
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Step Action

4. It is a good practice to save the Oracle default folder view as a folder; e.g., Enter
Journals Default View. This allows you to revert to the default folder using the
OPEN FOLDER icon. Otherwise, you have to close back to the Navigator and
reopen the form to obtain the default view.

Click on the SAVE icon in the Folder Tools toolbar.

i/;’ The SAVE icon in the main toolbar will not save your folder display.
That icon saves the data in your form. To save your folder display, you
must always select the SAVE icon in the Folder Tools toolbar or follow
the menu path FOLDER > SAVE.
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Step Action
5. Use this window to save your default folder. Enter a descriptive folder name.

Type Enter Journals Default View in the FOLDER field.

6. Select ALWAYS if you want the query associated with the folder to run every
time you open the folder.

7. Select NEVER if you do not want the query to run when you open the folder. The
data will be controlled by your entries in the Find window. The folder will only
change the way you view the data.

8. Select ASK EACH TIME if you want to have the option to run the query without
running the query automatically.

9. Select OPEN AS DEFAULT if you want this folder view to be the one you see
each time you open the form.

10. Select PUBLIC if you want others to be able to use your folder view. Users will
be able to use the folder but not change or delete it.

11. Deselect this option if you want the original query to be excluded from the folder.

After you exclude the query, you cannot add it back.

Click on SHOW QUERY if you wish to view the query that was used to create the
folder.
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Step Action

12. For this lesson, select the NEVER option in the AUTOQUERY field.

Click on the Radio Button to select NEVER.

13. Next, select PUBLIC to allow others to use your folder view.

C.Iick on the Checkbox to select PUBLIC.
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Step Action
14. Click on OK to save your default folder.
0K
15. The default folder name now displays next to the FOLDER icon. Next, create a
new folder.
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Step Action
16. Follow the menu path FOLDER > NEW or click on the NEW icon in the Folder
Tools toolbar.
Click on NEW....
17. Note that your options for creating a new folder are the same as the options for
saving an existing folder. Name the new folder.
Type My Journals Folder in the FOLDER field.
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Step Action

18. Click on OK.
0K
19. Your new folder displays. You can now modify the display of this folder.

The next section of this lesson provides information on the Folder Tools toolbar
options.
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Step Action

20. All of the functions available on the toolbar are also available in the FOLDER
menu. The FOLDER menu includes several additional functions.

To open an existing folder, click on the OPEN FOLDER icon.

21. To save a folder, click on the SAVE FOLDER icon.

The icon on the Oracle toolbar will not save a folder. You must use the Folder
Tools toolbar or follow the menu path FOLDER > SAVE.

22. To create a new folder, click on the NEW FOLDER icon.

To remove a folder, click on the DELETE FOLDER icon.

23. To increase the width of a column, click on the WIDEN FIELD icon.

To decrease the width of a column, click on the SHRINK FIELD icon.

24, To add a new column to the folder, click on the SHOW FIELD icon.

To remove a column from the folder, click on the HIDE FIELD icon.

25. To move a column to the left, place your cursor in the column and click on the
MOVE LEFT icon.

Use the UP and DOWN arrows to move fields up or down, if available.
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Step Action

26. To move a column to the right, place your cursor in the column and click on the
MOVE RIGHT icon.

Use the UP and DOWN arrows to move fields up or down, if available.
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Step Action

217. Sometimes, fields are hidden by default in Oracle. Use the SHOW FIELD option
to display those fields in your folder. Begin by clicking in a field. The field you
display will display to the right of your selected field.

Click in the SOURCE field.

Consolidation

28. Use the Folder Tools toolbar to show you list of hidden fields associated with the
open form.

Click on the SHOW FIELD icon in the Folder Tools toolbar.

1 You can also follow the menu path FOLDER > SHOW FIELD.
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Step Action
29. Select the field you want to add. Use the scroll bar if necessary.

Click on Approval Status.

30. Click on OK.
oK
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Step Action

31. The added field (APPROVAL STATUS in this lesson) displays to the right of the
originally selected field.

You can hide fields by clicking in the field to be hidden and then clicking on the
HIDE FIELD icon in the Folder Tools toolbar. Hidden fields are removed from
the screen and placed in the Show Field list. You can display hidden fields at any
time by clicking on the SHOW FIELD icon in the Folder Tools toolbar.
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Step Action

32. Some options are only available in the FOLDER menu. These option are SAVE
AS, CHANGE PROMPT, AUTOSIZE ALL, and QUERY options.

33. Click on SAVE AS to save your folder under a new name. You can also use this
option to change the query or view options you selected when you created your
folder.

34. Click on CHANGE PROMPT to change the name of a field.

Click on AUTOSIZE ALL to resize all of your fields.

35. Click on the QUERY options to view or reset your query options. Note that the
RESET option does not allow you to choose a new query option — Oracle resets
your query to the default query. Use the SAVE AS option to choose a new query
option.

36. In this lesson, the following changes were made:

a. The BATCH STATUS field has been renamed to B STATUS and the PERIOD
field’s name was entered in ALL CAPS (FOLDER > CHANGE PROMPT).

b. The BATCH NAME field was moved to the leftmost column (MOVE LEFT
icon) and widened (WIDEN FIELD icon).

c. The SOURCE field was hidden (HIDE FIELD icon).
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Step Action
37. To save these changes, use the SAVE icon in the Folder Tools toolbar.
Click on SAVE.
38. A message displays at the bottom of the screen to let you know your folder was

saved.

This data is internal to Brunswick.
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Step Action
39. Another way to verify that your folder has been saved is to select the OPEN
FOLDER icon.
Click on the OPEN FOLDER icon.
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Step Action

40. Notice that the two folders saved (ENTER JOURNALS DEFAULT VIEW and

other users also display.

MY JOURNALS FOLDER) display. In addition, other public folders created by

If you would like to delete your folder, follow the menu path FOLDER >
DELETE or click on the DELETE icon in the Folder Tools toolbar. A window
similar to the window above opens listing all folders available for you to delete.
You can only delete folders that you have created.

41, In this lesson, you learned how to create and use folders.

End of Procedure.

19 Toolbar and Hot Key Combinations

Procedure

Description:

A toolbar is a collection of icons representing commonly-used functions. In addition,
various toolbar and menu options have keyboard shortcuts, called “hot keys,” associated
with them, providing you with alternatives to using the toolbar and menus.

This lesson describes many of the common toolbar icons and hot key combinations.

This data is internal to Brunswick.
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Oracle Prerequisites:
e You must have access to at least one Oracle responsibility.

é A responsibility is a level of authority set up by your system

administrator in Oracle Applications. It lets you access a specific set of
windows, menus, set of books, reports, and data in an Oracle
application. Several users can share the same responsibility, and a
single user can have multiple responsibilities.

Step

Action

This procedure can be performed in any Oracle responsibility. The GENERAL
LEDGER SUPER USER responsibility is used in this lesson.

To complete this procedure, navigate to a desired form.

@ A form is a box around a set of related information on your screen.

overlap or appear adjacent to each other. Windows can also appear
embedded in other windows. You can move a window to a different

Many windows can appear on your screen simultaneously and can

location on your screen.

Step Action

2. This lesson uses the ENTER JOURNALS form in the General Ledger module to
demonstrate the toolbar and hot key shortcuts. These options vary based upon the
form that is currently open.

3. Positioning your cursor over an icon on the toolbar displays the tooltip for that
icon as shown here. Moving the cursor off the icon hides the tooltip.

4. The NEW icon is the same as the NEW command in the FILE menu. It activates
a new record.
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Step

Action

The FIND icon opens a Find window to perform a search for data. This command
is also located in the EDIT menu. A Find window is not available in every form.

Click on the FIND icon to display the Find window.

The FIND window displays. Close this window using the X button at the top right
corner of the window.

Click the X Close Form button.

The SHOW NAVIGATOR icon displays the Navigator window without closing
your current form. This command is located in the VIEW menu.

The SWITCH RESPONSIBILITY icon allows you to change responsibilities.
This icon is only available when the Navigator is the active window.

The PRINT icon is used to print a copy of the current page.

10.

The CLOSE FORM icon closes all of your open forms and returns you to the
Navigator. There are currently two open forms: ENTER JOURNALS and FIND
JOURNALS.

Click on the CLOSE FORM icon to close all of the open forms.

11.

Both forms closed and you are returned to the Navigator window.
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Step Action
12. The CUT, COPY, and PASTE icons are used to copy or move data in a form.

13.

The icon on the left is the CLEAR RECORD icon and one on the right is the
DELETE RECORD icon. They remove the data from a field or record. CLEAR
RECORD does not permanently remove the data from the database.

14.

Selecting the EDIT FIELD opens a Field Editor window. In some cases, you can
edit the data in the field using this icon.

Click on the EDIT FIELD icon to open the Field Editor window.

15.

The Field Editor window opens. To close this window, use either the X in the
upper right corner of the window or select the CANCEL button located near the
bottom center of the window.

Click the X Close Form button.

16.

The ATTACHMENTS icon is used in some forms to attach other documents or
text to a form. When attachments have been added, this icon changes to display a
paper clip holding a yellow slip of paper. This feature is not available in all
forms.

17.

The FOLDER TOOLS icon opens the Folder Tools toolbar. This feature is
detailed in another tutorial.

18.

The HELP icon opens an online help window. This feature is detailed in another
tutorial.

19.

Many of the toolbar icons and menu items can also be accessed through hot key
combinations using your keyboard. To access a list of the most common hot key
combinations click the CTRL key and the K key at the same time.

Press [CTRL] + [K] to access the Keys window.

20.

The Keys window opens. Use the scroll bars to view the available hot key
combinations. When you locate the combination you are looking for, click on the
OK button to close the window.

Click on OK to close the Keys window.

21.

In this lesson, you learned many of the common toolbar icons and hot key
combinations.
End of Procedure.
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