Reviewing, Creating & Uploading Catalogues via
the iSupplier Portal



Obtaining your Catalogue Information

The University iSupplier portal is used for exporting and uploading hosted catalogues into the
University’s Oracle Financials system. The portal is accessed via the following link:

http://www.admin.ox.ac.uk/finance/isupplier/

To export your catalogue from Oracle log into your iSupplier account and you will be taken to the

Home tab, select ‘Agreements’ from the ‘Orders’ menu on the right hand menu:
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Select ‘Go’ and this will take you to the Agreement:
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This will open the agreement, and from here select ‘Download Lines’:

Fin-SUPP iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Purchase Orders | Agreements | Purchase History | View Requests

Update Blanket Purchase Agre 6000028, Rev 1
* Indicates required field

+| Search

Header | Lines Controls
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This will generate a Request ID:

Fin- SUPP iSupplier Portal

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History | View Requests

D Confirmation

Concurrent Request Submitted, You can view the status in View Requests flage, Request ID 3804411

Update Blanket Purchase Agreement 6000028, Rev 1
* Indicates required field
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Click on ‘View Requests’:

Fin-SUPP iSupplier Portal

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History View uests
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Concurrent Request Submitted, You can view the status in View Requests Page, Request 1D 3804411
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* Indicates required field
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3 Goods =N 0 Ring 301.3011 4, Each N 0.7 S 3




Search for the ‘Request ID’ generated — if this has not generated an output click ‘Refresh’ until it
does so. Once an output has been generated, click on this and the catalogue will be exported as a

text file:

iSupplier Portal
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You can either copy this and paste it into Excel, or save the text file and open it in Excel, using the
‘Text to Columns’ tool in Excel with ‘Tab’ and ‘Comma’ as the Delimiters:
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This will format the file in an appropriate way which will form the basis of your update file which you
will import via iSupplier:
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If the catalogue is large then it may time out before the output is generated. If this occurs you can
‘right click’ on the ‘output’ icon and select ‘Save target as...” — this will give you the option to save the

output as a text file without the concurrent programme having to run to generate the file:
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Purchase Orders ~ Agreements | Purchase Hisiory | View Requests.
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Refresh
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Once saved repeat the steps outlined above to open the file in Excel in an appropriate format.

Creating / Updating Your Catalogue

Once you have exported your catalogue you need to create a file which will be used to upload
amendments and additions to the catalogue. The export should always form the basis of the upload
file as this represents the current file which is live in the system. However, the export will need the
appropriate ‘header’ adding before it can be re-loaded into the system (the first 10 rows of the file):
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2
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9 Hosted GBP

10

11 ltem Sectien  Action  Line Num Line Type Thumbnz Image Description Shopping Categor Category  Supplierltem  Supplier Internal [ ltem Revi Manufad Manufaci Product S Unit
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This can be found in the catalogue Bulk Upload Template which is located on the iSupplier log-in
page. This template also contains tabs with current valid shopping categories and UOM to be used in
uploads:

UNIVERSITY OF

OXFORD

N\
iSupplier Related links
welcome to the University of Oxford’s iSupplier portal. * Learn how to use iSupplier
> Guidance on Completing Banic
The University is offering selected external suppliers access to Oracle iSupplier, Details T (§34kb)
= secure, internst-based portal that hosts real time information on purchase » Egtalogiie BUlk inlaad tEmplatd
orders, receipts and payments. ] Gosko)
» Certification Matri C2talogue bulff upload template

> A-z Learn how to use iSupplier via the Online Knowledge Centre.

IMPORTANT NOTICE: To allow for critical system updates, iSupplier will be
n Friday 22 August to & on Tuesday 26

1f you have any ai
Support Centre on +44(0)1865 6 13899 or by
emailing suppliersupport@it.ox.ac. uk.

Please remember to use the Export as the basis of your update file, and ensure that you take
account of the following:

e Add the Header to the import file.

e Retain the line structure of the file from the export — the system uses the line number and
descriptors to identify lines that need updating.

e Inthe ‘Action’ column put ‘SYNC’ for all lines on the file.

e For obsolete lines end-date them in the ‘Expiration Date’ column in the following format
YYYY-MM-DD.

e For new lines, add these at the bottom of the file completing the relevant information in the
appropriate fields — the existing lines can be used as a template for this. The system will
generate line numbers for these new lines when they are uploaded.

e Please ensure that valid shopping categories have been entered for all new lines (level 4
UNSPSC codes), and a valid ‘Unit’ has been used — a list of the valid codes can be found on
the template.

e Please remove all data from the ‘Category’ column (ie P-Code) — the system will map these
lines to the appropriate P-Code from the Shopping Category you allocate to the item.

Once the file has been created it will need to be saved as a Text (Tab Delimited) file for the upload.


http://www.admin.ox.ac.uk/finance/isupplier/
http://www.admin.ox.ac.uk/finance/isupplier/

Uploading your Catalogue

To upload the file select ‘Add Lines Via Upload’ and ‘Go’:

Fin-SUPP iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Purchase Orders | Agreements | Purchase History | View Requests

Update Blanket Purchase Ag 6000028, Rev 1
* Indicates required field

Actons

Header | Lines | Controls
Operating Unit University of Oxford Status Approved Amount Agreed 684,704.39 GBP

Add Lines:  Via Upload v | Go || tbwnload Lines | ) Previous 1-10  + Next10 ®

“Line *Type Tt [*Description *Category Unit Price Expiration Date Actions

S sl 0-Ring for MEINHARI [301.3011 .| @ [Each Q 0.8 B s B0

2 Goods Q O-Ring 3013011 .| @ [Each Q 0.7 Bs D0

3 Goods Q 0 Ring 301.3011 Q |each Q 0.7 EIW AR

4 Goods Q 0-Ring, 25 mm Silicone (3013011 Q [Each Q 0.9 B2 B3I

This will navigate you to the upload screen where you can Browse for you saved file:

File Type @ Tab-delimited Text

7~
Catalog Interchange Format (CIF)
XML
* File Name [ Browse.. |
Subiit for Approval @ Yes, submit for approval after validatior]
No, submit for approval later
Apply Oracle a-Commaerce (
@ No
Set Error Tolerance ) Yes, stop the upload If number of lines with error reaches:
® No

Home Orders Shipments Finance Admin Home Logout Preferences

Attach the file and select ‘Submit’ — this will import the file into the system where it can be reviewed
by the appropriate Category Buyer in Central Purchasing at the University of Oxford.

If the load has been successful the ‘Status’ should be ‘Supplier Change Pending’ and the ‘Edit
Agreement’ icon become inactive:

iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance | Admin
Purchase Orders | Agreements | Purchase History | View Requests

"y Confirmation
Job 4760678 has been submitted for Blanket Purchase Agreement 6000992, Rev 20.

Supplier Agreements

Simple Search
HNote that the search is case insensitive Advanced Search
PO Number
Global -

Effective-From Date =
Effective-To Date &

Go Clear
PO ‘ Amount  Amount  Effective-from
Number Revision Global Description Document Type Buyer Order Date = Currency Agreed Released  Date 't Status Attachn}
6000992 20 Yes Blanket Purchase Johnson, 29-Sep-2014 17:06:45 GBP 657,667.40 645414.17 12-Nov-2013 1-Jan-2016  Supplier
Agreement Mr. Luke Change
Pending

If these conditions are not met the load has failed and you will need to inform Purchasing.
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