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LOG IN AND ACCESS THE SUPPLIER PORTAL 
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Once the Supplier registers as a vendor and gets approved, an email notification will be sent from Minor to create a 

user account in the Oracle Fusion system

First Login

Click the link attached to the email to access the Oracle system
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โดยรหสัทีค่ณุสรา้งตอ้งมคีวามยาวไม่ต ่ากวา่ 8 

ตวัอกัษรและประกอบไปดว้ยเงือ่นไข ดงันี้

             1. ตวัอกัษรพมิพใ์หญ่ 

             2. ตวัอกัษรพมิพเ์ล็ก 

             3. ตวัเลขหรอือกัขระพเิศษ

First Login
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Enter your Username and Password

Click "Sign in" 2

1

The system will display the login page

First Login
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You can save this link for future access 

to the Oracle system

First Login
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In case you want to change the language settings



9

RESET YOUR PASSWORD 
(IN CASE OF FORGOT PASSWORD) 
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If you forgets your Username or User ID, you can 

click "Forgot Password" to retrieve it

In case forgot your username (User ID)

1
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2

3

4

Select "Forgot Username"

Enter your email address

Click "Submit"

In case forgot your username (User ID)
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The system will send an email with the registered username 

You can use this username to log into the system

In case forgot your username (User ID)
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In case forgot your password

If you forgets your password, you can click 

"Forgot Password" to retrieve it

1
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In case forgot your password

2

3

4

Select "Forgot Password"

Enter your email address

Click "Submit"



15

The system will send an email for resetting your password. You 
can click the link attached to the email to proceed with setting a 

new password

In case forgot your password
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In case forgot your password



17

กด Sign InClick "Sign In"

In case forgot your password

กด Sign InAfter that, the system will direct you to the Sign-In page
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CREATE NEW SUPPLIER - EXTERNAL
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WORK SCREEN - CREATE NEW SUPPLIER - EXTERNAL

1 MINOR REQUESTER

2 SUPPLIER

3 SCM (Approver) 1st step

4 Finance (Approver) 2nd step 

Fill in basic information as 1st step

Fill in information as 2nd step & attach documents

Bank set up

Review and Approve
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CREATE NEW SUPPLIER - EXTERNAL (MINOR USER’S PART)

Step 1 Step 2 Step 3

1.  Open the URL (1 URL will be used)
Supplier Registration (oraclecloud.com)

2.  Minor requester provides the mandatory 
information (Company Name, Tax Organization 
Type, Supplier Type, Tax Country, Tax Payer ID)

3.  Minor requester enters the mandatory 
additional information .

4.  Enter the Supplier contact details. Only 1 
email can be allowed.

5.  Click save for later. This will be sent to the 
email in Number 4.

Step 1: Initiate the Supplier Registration request on Behalf of the Supplier

2

3

5 Enter Supplier Information 

2
2

2
2

3

4

2

2

2
2

2

3

4

5

3

https://fa-exnp-dev3-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000002691249&busRel=8WfWaxyReIZusZa0Xui8c7KkWn7ra9nzzA%3D%3D&_afrLoop=13619389303547831&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=drco1aaht_214&_afrFS=16&_afrMT=screen&_afrMFW=1698&_afrMFH=900&_afrMFDW=1536&_afrMFDH=960&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=108&_afrMFG=0&_afrMFS=0&_afrMFO=0
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CREATE NEW SUPPLIER - EXTERNAL

Step 1 Step 2 Step 3

1. The supplier contact receives this 
email asking to complete the 
Registration Request and clicks the 
link to complete the registration.

Step 2: The supplier receives an email to complete the registration

1
Supplier clicks this link to fill in further info
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CREATE NEW SUPPLIER - EXTERNAL

Step 1 Step 2 Step 3

1.  Supplier accesses the registration page 
from the email link

2.  Each time the supplier access the 
registration from the link, the taxpayer ID 
must be re-entered.

3.  Alternate Name (in local language)

4.  Check all information and click Next

 

Step 3: The supplier completes the registration request and submits for approval

2

Save for later

3

4
4

2

3
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CREATE NEW SUPPLIER - EXTERNAL

Enter Supplier Information 

Step 1 Step 2 Step 3

1. Add contact by using +

2. Edit

3. Enter mandatory information, email, phone number

4. The Administrative Contact will receive notification 
from Minor, such as the registration outcome or the 
expiring certification 

5. Identify the Contact Role

Contact Role : for PO E-mail, choose Sales Order Team 
(The email address will be copied to the supplier sites via 
a customization

More than 1 E-mail allowed, by comma (,)

Contact Role : For payment remittance advice 
automatically select Accounting Team (The email address 
will be copied to the supplier sites via a customization 
(only one email)

Fill out email in Other email address field

**** If Sales Order Team and Account Team is the same 
one, leave the Contact role field blank.

6. Select Contact Department

    For all departments, please select Food
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CREATE NEW SUPPLIER - EXTERNAL

Enter Supplier Information 

Step 1 Step 2 Step 3

7.     Tick “Request User Account” to create 
automatically an Oracle account for the 
contact

8.     The roles are described as per the 
Supplier point of view. Be able to delete the 
roles that are not required using the X 
button

• Supplier Accounts Receivable Specialist >> 
Access to invoice and payments

• Supplier Bidder >> Access to Negotiation

• Supplier Customer Service Representative 
>> Access PO and Receipts

• Supplier Inventory Manager

• Supplier Sales Representatives >> Access 
Agreements

• Supplier Self Service Administrator >> 
Manage Company information

9.     Click OK

10.   Click Next
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CREATE NEW SUPPLIER - EXTERNAL

1. Click + to add the address

2. Enter mandatory information marked with a *. They depend 
on the selected country and are mandatory.

Note: For Address Name, please use Country Name. For 
Thailand’s, use Province Name.

(Capitalized letters – e.g. MALDIVES, BANGKOK)

3. Identify Address Purpose:

3.1  Ordering: Address and related sites can be used to 
create PO

3.2  Remit to: Address and related sites can be used to 
create invoice

3.3  RFQ and Sourcing: the address is used in 
negotiation only

4. Phone/Fax/email address here are generic (i.e. the receptionist 
of the company)

5. Enter the Minor BU the supplier should be assigned to (up to 
12 BUs)

6. For Thailand’s supplier, select the country again in Additional 
information to display other information, then specify the branch 
of the address. If it is Individual, specify “99999” and specify 
SMEs information.

7. Click Ok

8. Click Next

Step 3: Supplier Information - Enter the Address details 

2

8 Enter Supplier Information 

Step 1 Step 2 Step 3

4

3

1

* By assigning a contact to an address, this contact will be used by default to send the PO PDF, even if there is another email 
address setup at the site level

5

6

7
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CREATE NEW SUPPLIER - EXTERNAL

Enter Supplier Information 

Step 1 Step 2 Step 3

1. Click + to attach document
2. Select the classification (document type)
3. Select the Certifying Agency (For ‘Other’, 

please specify document name in ‘Other 
Certifying Agency box’)

4. Identify the Start date (When documents are 
received)

5. Click + to  attach the files
6. Select file on your computer
7. Click OK
8. Click Next

*** Required documents are specified at number 7 
on the Review page and you can download the Minor 
Business Partners Code of Conduct on the Review 
page as well (in the case of a juristic person, the 
person who signs and stamps the Minor Business 
Partners Code of Conduct must have their name on 
the certification document only)
*** If your company is registered as an SME, please 
attach registration documents from the OSMEP. If 
not attached, we will not consider it to be an SME.
*** If you have already filled in the information but it 
is incomplete, you can press Save for Later. The 
system will send the link to you again and keep the 
information you have already filled in.
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CREATE NEW SUPPLIER - EXTERNAL

Step 3: Supplier Information - Enter Bank Account

3

2

Enter Supplier Information 

4

Step 1 Step 2 Step 3

1

BIC / SWIFT

5

6
1. Click +

2. Select the bank account country, 
bank name, branch and enter the 
account number

3. Specify the Currency.
IBAN is not mandatory, but in case 
of foreign suppliers, if any supplier 
has an IBAN, please specify the 
information as well.

4. For supplier outside Thailand, 
please always specify Swift code

5. You can take special note in Note to 
Approver

6. If you cannot find bank details or 
bank branch, please notify us in the 
Note to Approver box.

7. Click OK

8. Click Next

**Please add numbers only
No space or “-”

3
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CREATE NEW SUPPLIER - EXTERNAL

Step 3: Supplier Information - Enter Product And Services

2

1

3

Enter Supplier Information 

Step 1 Step 2 Step 3

1. Click Select and Add button to 
add Products and Services

2. Select Category name on the 
hierarchy or the purchase 
category at the lowest level

3. Click OK

4. Click Next

***You can find the Category Name in 
the Category Name and Search.
Or you can click      to find information.

4
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CREATE NEW SUPPLIER - EXTERNAL

1. If the category is wrong, you can 
click X to remove.

2. Click Next
 

Step 3: Supplier Information - Enter Product And Services

1

Enter Supplier Information 

Step 1 Step 2 Step 3

2
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CREATE NEW SUPPLIER - EXTERNAL

Step 1 Step 2 Step 3

1. Supplier can update all 
information in the request and 
review everything in the last page

2. Click Register to submit the 
registration request for approval

           
Note: Supplier can download
Minor’s Code of Conduct in number 3

Step 3: Complete the registration request and submit for approval

2

Complete the registration

3

1
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UPDATE SUPPLIER INFORMATION - EXTERNAL
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WORK SCREEN UPDATE INFORMATION - EXTERNAL

2 SCM (Approver) 1st step

3 Finance (Approver) 2nd step 

Fill in form

Bank set up

Review and Approve

1 SUPPLIER
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

1. Log in to Oracle Fusion as a 
Supplier user using the user ID 
and password opened with Minor.

2. Click Home

3. Select Supplier Portal to navigate 
to the Supplier Portal work area. 

Step 1: Log in to Oracle Fusion as a Supplier user. Navigate to the Supplier Portal work area.

3

3

1

2
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

1. Select Manage Profile

2. Click Edit to update data

Note: Suppliers can only update 
information at these levels:
- Profile
- Addresses
- Contacts

Update on site level is not supported

Step 2: Update the Company Profile

1

2

Update Profile
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

1. Update information

2. You can edit the supplier name only in 
case of name change. If the taxpayer 
number is changed, a new supplier 
must be opened, and information in 
Additional information can be edited.

3. ***Every time you edit information 
***Specify the information you want to edit 
in the Change Description box for the 
approver to know, such as wanting to edit 
the head office account or want to change 
the address of branch 1

Step 2: Update the Company Profile

Update Profile – Organization details

2

2

3
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UPDATE SUPPLIER INFORMATION

Step 1 Step 2 Step 3

1. If you find any incomplete information, 
please wait for the information to be 
complete.

Step 2: Update the Company Profile

Update Profile – Organization details

1
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

Can edit or add address; In order to edit or add, 
there must be attached documents. For 
example, if you are registered for tax, you must 
attach Phor Phor 20 or 09 or 01. If you are not 
registered for tax, attach certificate. If you are 
an individual person, attach your ID card.

1. Select the addresses
2. Use the Pen button to update
3. Update information
4. You can add the BU of Minor at this stage.
5. Click OK

*** Can be edited in case of the change of 
branch address. If adding a branch, it must be 
adding an address.

Step 2: Update the Company Profile

2

Update Profile – Addresses

2

3

1

5

4
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

To add an address 
1.   Click + 
2.   Specify Address Name as name of the province. For 
supplier outside Thailand, specify the name of the country 
using English capital letter such as MALDIVES, BANGKOK 
and enter the address.
3.   Specify Address
4.   Specify Address Purpose:
          4.1  Ordering: Address and related sites can be
                  used to create PO
          4.2  Remit to: Address and related sites can be
                 used to create invoice
          4.3  RFQ and Sourcing: the address is used in
                 negotiation only
5.   Specify telephone number, fax number, email
6.   Specify Minor BU (Minor subsidiary that will trade with 
you)
7.   If you are a supplier in Thailand, please specify 
Thailand in number 6 and specify your branch address. If 
you are an individual, specify “99999” and specify SMEs 
information.
8.   Press OK

Step 2: Update the Company Profile

Update Profile – Addresses
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

Can edit or add contact by:

1. Select Contact

2. To edit, select a contact and press 
the pencil icon.

3. Can edit contact 

4. Press OK

Step 2: Update the Company Profile

2

Update Profile – Contacts

2

1

4
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

Can edit or add contact by:

1.  Select Contact 
2.  To add a contact, press +
3.  Enter contact information 
4.  Tick ​​Administrative Contact to 
receive notification information from 
Minor
5.  Specify Contact role  

** Contact Department is the Sale 
listed above that takes care of Minor 
in each group? If taking care of all of 
them, choose Food.

Step 2: Update the Company Profile

Update Profile – Contacts

2
3 3

4

5
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3Step 2: Update the Company Profile

Update Profile – Contacts

5

6

6

7

5.  Check Request account to be able to edit 
Oracle data
6.  The system will show the Roles that the 
contact above can edit information in. If any role 
is not relevant, you can delete them by clicking 
on that role and pressing X. If you can edit 
everything, press OK.

•  Supplier Accounts Receivable Specialist
>> Access to invoice and payments

• Supplier Bidder >> Access to Negotiation
• Supplier Customer Service Representative 

>> Access PO and Receipts
• Supplier Inventory Manager
• Supplier Sales Representatives >> Access 

Agreements
• Supplier Self Service Administrator >> 

Manage Company information
7.  Press OK
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UPDATE SUPPLIER INFORMATION

Step 1 Step 2 Step 3

Can edit or add account by:

1. To edit your account, choose Payments >> 
Bank Account and then press the pencil icon.

2. Edit account information

3. Attach Book bank and account change 
notification letter.

4. Press OK.

*** In case of adding or editing, book bank 
and notification letter must be attached with 
signature and stamp.

Step 2: Update the Company Profile

Update Profile – Payments

1

1

1

2
Please specify number 
only; no space or “-”.

3

4
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UPDATE SUPPLIER INFORMATION

Step 1 Step 2 Step 3

Can edit or add account by:

1. Click + to add account

2. Add account information and 
specify Currency in case of a foreign 
supplier. If any supplier has an IBAN, 
please specify the information as 
well.

         For supplier outside Thailand,  
please always specify Swift code.

4. Attach book bank and account 
change notification letter

5. Click OK

*** In case of adding or editing, book 
bank and notification letter must be 
attached with signature and stamp.

Step 2: Update the Company Profile

Update Profile – Payments

1

1

1

2

3

4

2

Please specify number only; no 
space or “-”.
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

1.     To edit any data, if documents are 
attached, they must be attached to Business 
Classifications.

2.     Click + to attach the document.

3.     Press classification and then select the 
name of the document to attach. 

4.     Select the document name again. But if 
you select Other, you must specify the 
document name in the Other Certifying 
Agency field.

5.     Specify the date of attachment of
the document in the Start date field.

6.     Click + to attach the document.

7.     Press choose file to select your 
document.

8.     Click OK (do the same thing until all 
documents are attached)

Step 2: Update the Company Profile

Update Profile – Business Classification
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

Supplier can update product and 
services by:

1. Choose Products and Services
2. Click  
3. If the supplier has already filled in 
the required information, click Review 
changes.

Step 2: Update the Company Profile

Update Profile – Product and services

1

2

3
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UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

1. Updated information is marked 
with a 

2. Additional records are marked 
with a 

3. Submit for approval

4. See the confirmation message

5. Click OK

Step 3: Review changes and update for approval

Review and submit for approval

1

2

3

4 5



47

UPDATE SUPPLIER INFORMATION - EXTERNAL

Step 1 Step 2 Step 3

If you enter the Supplier Portal and 
there are no changes to the 
information, press the Cancel button.

Step 3: Review changes and update for approval

Review and submit for approval
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NOTIFICATIONS
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NOTIFICATIONS-INFORM REQUESTER

1. In case that the request is rejected, 
it can no longer be used. You need to 
create a new request.
 

Approval notifications – Reject 

Approve / Reject / Request for information

1

Step 
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NOTIFICATIONS-INFORM REQUESTER

1. In case of creating a new supplier, 
if approver requests for more 
information 

2. The approver will specify the 
comment information requested

3. Click the link to enter the 
information requested by the 
approver, then press submit 
again

 

Approval notifications – Request for information
 

Approve / Reject / Request for information Step 

1

1

2
2

1

2

3
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NOTIFICATIONS-INFORM REQUESTER

1. If you receive approval from Minor, 
there will be an email notifying the 
supplier.

2

Step 
1
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NOTIFICATIONS-INFORM REQUSTER

Approve / Reject / Request for information

1. If you receive approval from Minor, 
there will be an email notifying the 
supplier.

 

Step 

1
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NOTIFICATIONS-INFORM REQUSTER

Approve / Reject / Request for information

1. After Approval, the system will 
notify Congratulations via email.

2. Notify that there is an email create 
Username & Password to enter 
Oracle.

 

Step 

Approval notifications – Approve 
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SUPPLIER PURCHASE ORDER ACKNOWLEDGEMENT
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SUPPLIER RECEIVED PO VIA EMAIL
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HOW TO ACKNOWLEDGE PURCHASE ORDER

1. Supplier go to Oracle Fusion 
2. click "Supplier Portal"
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1. Select "Manage Order"

 

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. In case you know business unit 
information, please select "Bill to BU“. 
Otherwise, you can leave the fields 
empty and click "Search" then the 
system will show all data

 

1
2

3

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. After selected "Search" the system will 
show all list of POs

2. Go to the PO number that you need to 
confirm and click on it
 

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. The sign     will appear in front of 
PO number that waiting to accept.

2. The sign     will appear in front of 
PO number that was overdue to be a
ccepted. However, you must accept 
all POs that you received.

**Supplier must proceed acceptation 
within 3 business days**
 

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. Click on PO number, the below display 
will be showed then select 
"Acknowledge" to confirm PO received

 

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. After select "Acknowledge" a tiny 
window will be pop out to fill up 
message as highlighted 

2. Then click “Accept”
to confirm that PO has been received. 

3. After that your display will go back to 
previous page then click “Done” 
**Supplier Order message box limited a
t 25 digits**

 

2

1

3

HOW TO ACKNOWLEDGE PURCHASE ORDER
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1. In case you incidentally repeated to 
click on "Acknowledge" button, you 
will be noticed that PO already received 
as below message box.

 

HOW TO ACKNOWLEDGE PURCHASE ORDER
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CREATE ADVANCED SHIPPING NOTICE (ASN)
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1. Start by logging into the Oracle 
website and navigating to the Supplier 
Portal.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click on “Create ASN”

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Enter the PO Number that you receive 
from Minor
2. Click search

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click item line
2. Click create ASN

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)



69

1. Enter the relevant details. In the 
Shipment field, input the Shipment 
Reference Number provided by the 
supplier, not the Invoice or BL number. 
For example, in this case, you would 
enter the Shipment Number.
2. Enter qty that you ship out.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. To show all column, please click 
View and Column, then click show all. 
Then you will see all detail that need to 
fill.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Move to the right side, add country of 
origin of the product.
2. Add incoterm as per our agreement.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click add attachment.
2. Click choose file 
3. Select file of Tax invoice or shipping 
document.
4. Click open

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click submit

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. A pop-up will appear confirming that 
the ASN has been created., then click 
OK.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click Done.

 

HOW TO CREATE ASN ( ADVANCE SHIPPING NOTICE)
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1. Click on Manage Shipments.

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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1. Click ASN number or PO number.
2. Click Search.

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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1. Click ASN number.

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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1. The system will retrieve the 
information. This is the Shipment 
Number entered by the supplier. 
.

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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1. If a line item has only one entry, the 
system does not allow edits. 
In this case, you will need to cancel the 
shipment.
. 
.

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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1. If you want to cancel shipment, 
please select “ Cancel shipment” 
Then click “YES”. 

 

HOW TO CHECK WHETHER THE SUPPLIER SUCCESSFULLY CREATED 
THE ASN , EDIT OR CANCEL SHIPMENT.     
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CREATING AN INVOICE OR TAX INVOICE ON 
THE SUPPLIER PORTAL
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กด Sign InClick "Supplier 
Portal"

Creating an Invoice or Tax Invoice on the Supplier Portal
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Select "Create Invoice"

Creating an Invoice or Tax Invoice on the Supplier Portal
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1

กด Sign In
Enter the Purchase Order (PO Number) in 

the "Identifying PO"

Creating an Invoice or Tax Invoice on the Supplier Portal
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2

InEnter the Invoice Number or Tax Invoice Number

Creating an Invoice or Tax Invoice on the Supplier Portal
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3

4

กด Sign InEnter Invoice Date

ign InSelect "Attachment" to attach the document

Creating an Invoice or Tax Invoice on the Supplier Portal
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5

6

InEnter "Choose File" and select the scanned document

InClick "OK"

Creating an Invoice or Tax Invoice on the Supplier Portal
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7 In
Click "Select and Add", the system will display 

a list of PO that have been billed

Creating an Invoice or Tax Invoice on the Supplier Portal
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InSelect the PO you want to bill 

8

9

InIf you want to select all, click "Select All"

In
(A) Click "Apply" if you want to select additional POs or items

(B) Click "OK" once you have completed your selection

Creating an Invoice or Tax Invoice on the Supplier Portal



91

กด Sign InA
In case you have already clicked Apply but want to select additional PO 

or items, you can do so before proceeding to the next step

กด Sign InEnter the PO you wish to 

add
กด Sign InClick "Search"

กด Sign InSelect the desired items

กด Sign InClick "OK"

Creating an Invoice or Tax Invoice on the Supplier Portal
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10
In

After that, verify the information to ensure it 

matches the details on the tax invoice

InUnit Price of ProductInQuantity of goods

Creating an Invoice or Tax Invoice on the Supplier Portal
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11
12

In
Click "Invoice Action" choose "Calculate Tax" to 

allow the system to calculate the total amount

In
Once all the information is accurate and complete, 

click "Submit" to generate the invoice/tax invoice

Creating an Invoice or Tax Invoice on the Supplier Portal



94

1313
InThe system will display a message confirming the successful billing

In
To close the process, click "Done"

To create another invoice, click "Create Another"

Creating an Invoice or Tax Invoice on the Supplier Portal
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กด Sign In

**To re-bill the same invoice, please add "-1 or /1" to 

the invoice number because the system does not allow 

duplicate invoice numbers. For example: INV 1234-1

Creating an Invoice or Tax Invoice on the Supplier Portal
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CREATING AN INVOICE OR TAX INVOICE VIA EXCEL UPLOAD
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Creating an Invoice or Tax Invoice via Excel Upload - Export File

1

2

Select "Tools" 

Choose Apps "Scheduled Processes"



98

3

4

InClick "Schedule New Process" 

In
Choose Report "XXSupplier Portal - Supplier Portal Upload AP Invoice Report"

Or enter Supplier Portal and press Tab, then select Report and click OK

Creating an Invoice or Tax Invoice via Excel Upload
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5

7

6

InClick "Submit"

InEnter the goods received date

InChoose type of report is Unbill Invoice

In

Note: The Supplier can filter invoice 

information by the following categories

• Bill: Invoices that have been submitted in 

the system

• Unbill Invoice: Invoices that have not yet 

been submitted in the system

**If no information is entered, the system will 

retrieve all data.

Creating an Invoice or Tax Invoice via Excel Upload
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8

9

10

InClick "Refresh" for update the status of report

InClick on report to display the details of that report

InThen click "Default Document" to download the information

Creating an Invoice or Tax Invoice via Excel Upload
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In

The report will display the information selected by the Supplier, including:

• Good Received Date

• The User who ran the report

• The date the report was run

• Bill / Unbill is display in Columns BU

Creating an Invoice or Tax Invoice via Excel Upload
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11 กn InDelete Rows 1 – 27 and Columns AU - BU 

Creating an Invoice or Tax Invoice via Excel Upload
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กn In
Select the PO you want to invoice, then copy Columns A–AT of 

that PO and paste them into a new Excel sheet.

12

Creating an Invoice or Tax Invoice via Excel Upload
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กด Sign In
กด Sign In

13

Input data in Column X: Invoice Number 
                  Column Y: Invoice Date Verify Quantity, Unit Price and Total Amount matches with the document

If any field contains incorrect information, the Supplier can directly edit it in the file

Creating an Invoice or Tax Invoice via Excel Upload
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กด Sign In

กด Sign In

**Please ensure correct signs for differences total amount

- Use a positive value if the document amount is greater than the system amount

 - Use a negative value if the document amount is less than the system amount.

Calculated from: 

The supplier's invoice amount - Total Amount (Header) (Column AG)
กด Sign InTotal Amount in the system

Warning: The Invoice Amount difference from the system within 

the tolerance -1 to 1 THB
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กด Sign InExample:

กด Sign InIn case the Supplier's document amount is 107.50 THB, input 0.50 in Column AG

กด Sign InIn case the Supplier's document amount is 106.50 THB, input -0.50 in Column AG

Warning: The Invoice Amount difference from the system within 

the tolerance -1 to 1 THB
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16

15
In

Name the file starting with 

‘SP_Supplier Number_Upload Date_Num of upload’

Ex. SP_210125_1

InSelect the file format as ‘CSV UTF-8 (comma delimited) (*.csv)’

14

กด Sign InClick "Save As"

Creating an Invoice or Tax Invoice via Excel Upload
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17

18

InSelect "Tools" 

InChoose "File Upload Utility"

Creating an Invoice or Tax Invoice via Excel Upload - Export File
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In case you cannot access the Upload Invoice 

page, you should

Link: 

https://chromewebstore.google.com/detail/igno

re-x-frame-

headers/gleekbfjekiniecknbkamfmkohkpodhe?hl

=en-US&utm_source=ext_sidebar

to install Ignore X-Frame headers to allow the 

web browser to display the webpage.

Creating an Invoice or Tax Invoice via Excel Upload

https://chromewebstore.google.com/detail/ignore-x-frame-headers/gleekbfjekiniecknbkamfmkohkpodhe?hl=en-US&utm_source=ext_sidebar
https://chromewebstore.google.com/detail/ignore-x-frame-headers/gleekbfjekiniecknbkamfmkohkpodhe?hl=en-US&utm_source=ext_sidebar
https://chromewebstore.google.com/detail/ignore-x-frame-headers/gleekbfjekiniecknbkamfmkohkpodhe?hl=en-US&utm_source=ext_sidebar
https://chromewebstore.google.com/detail/ignore-x-frame-headers/gleekbfjekiniecknbkamfmkohkpodhe?hl=en-US&utm_source=ext_sidebar
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19

In

Enter the Username and Password to log into the system

Noted: The password for this process is different from the 

login password for general usage

In
**For the first-time upload, click "Forgot Password" 

to set up a new password before proceeding

Creating an Invoice or Tax Invoice via Excel Upload
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A

InEnter username and click "Next"

Creating an Invoice or Tax Invoice via Excel Upload
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B

In
The system will send an email to that user, You 

can click the link attached to the email to 
proceed with setting a new password

Creating an Invoice or Tax Invoice via Excel Upload
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C

กด Sign InSet the new password

The password you create 

must be at least 16 characters 

long

Must include the following 

conditions:

1. Uppercase letters

2. Lowercase letters

3. Numbers

4. Special Characters

Creating an Invoice or Tax Invoice via Excel Upload
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D
In

Then enter a new Username and 

Password to access the system

Creating an Invoice or Tax Invoice via Excel Upload
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20 InSelect Document Type is ‘AP Invoice’

Creating an Invoice or Tax Invoice via Excel Upload
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21

22

InSelect the file to upload by clicking "Drag and Drop"

InClick "Upload File"

Creating an Invoice or Tax Invoice via Excel Upload
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23

In

Once the upload is complete, the system will 

display a message confirming that the file was 

successfully uploaded

**This process will take approximately 10 minutes to 

integrate the file into the system

กด Sign In

In case the file is not in the specified format, 
the system will display an error message

Creating an Invoice or Tax Invoice via Excel Upload
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Contact Email

In

After the upload is completed, you will receive an email notification 

regarding the invoice upload. The system will send this notification to 

the Contact Email registered by the Supplier

Creating an Invoice or Tax Invoice via Excel Upload
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The results of the file upload will be as follows
1. File Upload Successful and Invoice Successfully Integrated into the System:

กด Sign In
The file is uploaded without any issues, and the invoice is correctly processed into the 

system, you can verify the details directly on the Supplier Portal

Creating an Invoice or Tax Invoice via Excel Upload
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2. File Upload Successful but Invoice Not Integrated into the System

Creating an Invoice or Tax Invoice via Excel Upload

กด Sign In

The file was uploaded successfully, but the invoice was not 

processed into the system, possibly due to validation errors or 

data issues (as per the example),

please contact: Email spsupport.gssc@minor.com
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3. File Upload Failed

Creating an Invoice or Tax Invoice via Excel Upload

กด Sign In

The file upload process was not completed successfully due to errors or issues 

during the upload (as per the example), 

please contact Email: spsupport.gssc@minor.com
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CREATING A CREDIT NOTE ON THE SUPPLIER PORTAL
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Creating a Credit Note on the Supplier Portal

Issue a credit note only for 

quantity adjustments

• Issue a credit note for a 

price reduction

• Trade discounts

• Promotional discounts 

(Rebate)
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InSelect "Create Invoice"

Creating a Credit Note on the Supplier Portal
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1

In

Enter the Purchase Order (PO Number) in 

the "Identifying PO" for which you want to 

process a credit memo

Creating a Credit Note on the Supplier Portal
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2

InEnter ‘the Credit Note Number’

Creating a Credit Note on the Supplier Portal
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3

InSelect Type is "Credit Note"

Creating a Credit Note on the Supplier Portal
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4

5

In
Select "Attachment" to 

attach the document

In
Choose the date on which the 

credit note is issued

Creating a Credit Note on the Supplier Portal
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6

7

InEnter "Choose File" and select the scanned document

InClick "OK"

Creating a Credit Note on the Supplier Portal
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8
In

Click "Select and Add", the system will 

display a list of PO that have been billed

Creating a Credit Note on the Supplier Portal
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9

10InSelect the PO that you need to deduct
InClick "OK" 

Creating a Credit Note on the Supplier Portal
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11

In
Enter the amount to be debited in the Quantity field

Note: The amount entered must be a negative value

Creating a Credit Note on the Supplier Portal
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12
13

In
Once all the information is accurate and complete, 

click "Submit" to generate the credit note

In
Click "Invoice Action" choose "Calculate Tax" to 

allow the system to calculate the total amount

Creating a Credit Note on the Supplier Portal
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14 InThe system will display a message confirming the successful creating

Creating a Credit Note on the Supplier Portal
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CHECKING THE PAYMENT STATUS OF THE INVOICES 
ON THE SUPPLIER PORTAL 
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InClick "Supplier Portal" 

Checking the Payment Status of the Invoices



137

1
InSelect "View Invoice"

Checking the Payment Status of the Invoices
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2

In

• To search by tax invoice number, enter the 
information in "the Invoice Number" field.

• To search by purchase order number, 
enter the information in "the Purchase 
Order" field. InClick "Search"

3

Checking the Payment Status of the Invoices
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Checking the Payment Status of the Invoices

The status of the Invoice is as follows:

• In Process: the invoice has been 

successfully submitted

• On hold: Waiting for Minor’s review 

due to discrepancies in the quantity or 

price between Minor and the Supplier

• Approved: Minor has reviewed and 

approved the invoice, and it is awaiting 

payment in the next cycle

• Canceled: The invoice has been 

canceled in the system due to incorrect 

submission

• Incomplete: This status indicates that 

the invoice has been created in the 

system but has not yet been submitted
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การตรวจสอบวนัทีไ่ดร้บัเงนิสามารถ

ตรวจสอบจากคอลมัน ์Due Date

In
If you need to check the payment date, you 

can find it in the "Due Date" column

If you need to export the data to an Excel 
file, you can click the "Export to Excel" 

button

Checking the Payment Status of the Invoices – Payment Date
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1

2

3

In
In case the 'Due Date' field or the field 

you are looking for is not found."

InSelect "Due Date" or "Show All"

InSelect "Columns"

InClick "View"

Checking the Payment Status of the Invoices – Payment Date
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1 InSelect "View Payments"

Checking the Payment Detail
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ด Sign In

2
ด Sign In

3
4

InEnter "Supplier Name"

InSelect "Payment Date"

InClick "Search"

Checking the Payment Detail
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NEGOTIATION - CREATE SUPPLIER RESPONSE
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OVERALL STEPS TO CREATE SUPPLIER RESPONSE

• Once External user has access to the Supplier Portal, he/she can go to Respond to Negotiations
• Once Internal user has full access to the Negotiation, he/she can create a surrogate response (Create on behalf of the supplier)

Step-by-step illustration to create supplier response from supplier portal and via surrogate response

Step 1

Step 2

Step 3

Step 4

Log into Oracle Fusion Applications as Supplier and check active negotiations to respond from Supplier Portal Dashboard

Acknowledge Negotiation/Amendments before response creation

Create a supplier response by filling in specific details on the Overview and Requirements page

Enter Response Price, Promised Delivery Date on the Lines page for each response lines 
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CREATE SUPPLIER RESPONSE

Step 1 Step 2 Step 3 Step 4

1. Login to Supplier Portal using 
credentials, and check on 
notifications, to search for active 
negotiations

Step 1: Log into Oracle Fusion Applications as Supplier and check active negotiations to respond

1
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CREATE SUPPLIER RESPONSE

Step 1 Step 2 Step 3 Step 4

1. Alternately, you can open the 
supplier portal

2. Go to Negotiations section in 
Tasks, and click on “View Active 
Negotiations”

3. Search for the Negotiation/ (s) for 
which response need to be 
created, then select and click on 
“Create Response”
 

Step 1: Log into Oracle Fusion Applications as Supplier and check active negotiations to respond

2

3

1

Create a Supplier Response – Supplier Portal
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CREATE SUPPLIER RESPONSE

Step 2Step 1 Step 3 Step 4

1. The Acknowledgement window appears if 
there are any amendments made to 
negotiation. Click on the checkbox after 
review.

2. Next, click on Submit button.

3. If there are no amendments, you can click 
on “Acknowledge Participation” and fill in 
the details as shown, then click OK.
 

Step 2: Acknowledge Negotiation/Amendments before response creation

1

2

3

Create a Supplier Response – Supplier Portal
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CREATE SUPPLIER RESPONSE

Step 3Step 2Step 1 Step 4

1. Enter the response validity expiry date, 
Reference number (optional) and click on 
Next

2. In the requirements section, check for all 
section and requirement fields, key in the 
values/text

3. Click on Next for proceeding to Lines 
section

 

Step 3: Create Supplier Response

1

2

3

Create a Supplier Response – Supplier Portal
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CREATE SUPPLIER RESPONSE

Step 4Step 2 Step 3Step 1

1. In Lines Tab, enter the Response Price and 
the promised delivery date.

2. Click on Next to Review changes.

3. After reviewing all the tabs (overview, 
requirement, lines), click Submit.

4. Response number generated. Click OK.

 

Step 4: Enter Line level information and review details

1

2

3

4

Create a Supplier Response – Supplier Portal
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ONLINE PRICE SUBMISSION (NEGOTIATION EVENT)

• This activity involves buyers inviting suppliers to participate in price negotiations or annual 

price submissions via an online system. Suppliers will receive an invitation to join the 

negotiation event through email ”Minor Global share service”.

• Not all products are required to submit prices online. Only specific products, as identified 

in the email invitation, must be included in the negotiation event.

• The prices submitted must be exclusive of VAT.

• If there are any price adjustments during the submission process, the revised prices must be 

submitted along with an attachment in the system

• If the supplier fails to submit their prices within the designated time during the bidding round, 

they must wait for the next round to submit their prices. Minor will consider that the supplier did 

not participate in the bidding for that round.
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FREQUENTLY ASKED QUESTIONS (FAQ)
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FAQ – SUPPLIER MASTER

Q: What are the required documents for editing Address?
A: To edit the address, please attach Por Por 20 or Por Por 09 for a tax-registered supplier . 
      For suppliers with no tax registration, please attach the company affidavit.
      For an individual supplier, please attach Supplier’s national ID card.

Q: What documents do I need for editing the bank account?
A:  A new passbook or any document issued by the bank and a change notification letter with a signature and stamp issued by Supplier

Q: What documents do I need for changing Supplier's name?
A: For a legal entity, please provide all pages of the certificate and a name change notification letter.
     For an individual supplier, please provide Supplier’s updated national ID card.

Q: What should I do if I forget my password?
A: You can click Forgot Password in Oracle. You will then receive an E-mail for a new password setup.

Q: If I edit Supplier’s name and Tax ID, can I do it in the system?
A: No, you have to set up a new supplier because Supplier’s Tax ID cannot be duplicated.

Q: Can Supplier use an account number that does not match Supplier's name?
A: No, Supplier’s name and the account name must match.

 



154

Q: How can Supplier get the link and password?
A: Minor will send the link to the supplier via the E-mail address that is registered in the system.

Q: What if I can't find the link to request a password or additional information?
A: You can check your Inbox or Junk Email.

Q: What if I can't find the Oracle login link?
A: There is only one Oracle login link. You can save the link you used to request the Username & Password that Minor previously sent to you.

Q: What are the documents used for support in the case of an SME?
A: Documents registered from Office of Small and Medium Enterprises Promotion (OSMEP) only.
 

FAQ – SUPPLIER MASTER
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Q: Why do I have to process acknowledge in the system?
A: To confirm that I have received the PO.

FAQ – PO ACKNOWLEDGE
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Q: How to check if the ASN was created successfully? 
A:  Click manage shipment

FAQ – ASN
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Q: What types of credit notes can Suppliers place on the Supplier Portal?
A: Credit note only applies to product quantity reduction

Q: If Supplier wants to amend or cancel the tax invoice that has already been billed and want to place a new bill, what must I do?
A: Notify Minor accounting team to cancel the invoice and place a new bill with the same PO without being able to use the original invoice 
number. If you want to use the original invoice number, add -1 or /1 after the original invoice number.

Q: What documents are needed for invoice submission?
A: For goods: A copy of the tax invoice/receipt is required.

For services: A billing statement is needed, and the original tax invoice should be sent to Minor's tax department.

Q: Where should documents be sent?
A: Food Brand 

o Goods: All documents (such as original tax invoices/receipts) should be sent to the Linfox. In cases where the supplier issues a credit 
note, please email the documents to Minor’s accounting team before sending the physical documents to Linfox.

o Services: Send the invoice to the project owner. For the original tax invoice/receipt issued afterward, please send it to Minor’s 
accounting team

Hotel 
o Goods & Services: All documents should be sent directly to the respective hotel.

FAQ – INVOICE



158

Q: What should I do if I want to add or change person to do Negotiation?
A: Go to Supplier Master.

Q: What should I do if I want to offer a limited quantity price?
A: Enter the limited quantity in the Quantity field.

Q: What should I do if I want to edit the price?
A: Log in to the system again and select the Negotiation No. that you want to edit. Then create and process the same steps.

Q: What should I do if I enter the price but can't click Submit?
A: The reason that the price cannot be submitted is because you didn't enter all the required information. Therefore, read the message that pop 
up to see if we entered any incomplete information, such as not attaching a quotation or Spec in the Requirements section.

Q: How do I know if the price has been sent?
A: You must be able to submit the information or check the notification in the system.

Q: What should I do if I want to offer other products other than the specified list?
A: Contact the sourcing team to offer the price of that product.

 

FAQ – NEGOTIATION
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Q: How do I bid with a discount when buying more products?
A: Make a price break on the product.

Q: How do I know the auction result?
A: When the result is announced, the system will notify you via email or you can check the notification in the system.

Q: What if I did not bid during the auction period?
A: Contact the relevant sourcing team.

FAQ – NEGOTIATION
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CONTACT: 

For general inquiries such as Master Profile, Order& ASN Confirmation, and Negotiations.
Tel: 02 365 6344
Email: oracleerpsupport@minor.com

For  Invoices / Credit notes 
Email: spsupport.gssc@minor.com

THANK YOU
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