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Managing Outstanding Purchase Orders - Suppliers

Buyers are using various methods to send their purchase orders to suppliers for example email, normal mail or faxes. And quite often the purchase orders
don’t reach their destinations, which can have serious repercussions for both buyer and supplier. Fortunately you can now view and manage your
outstanding purchase orders on www.webportunities.net. There is no more need to wait for emails or faxes. Once a buyer places an order with your
company it will be listed here almost instantly. You will have to be registered on the website. You will also need to be registered with the relevant Buyer
Organisation(s) on the same website. If required, download this document for instructions on the registration process on www.webportunities.net.

Outstanding

Once logged in on the website, click the Outstanding orders button orders on the left side of your screen. This is where you will manage all your

outstanding orders. From here you can do the following:

Accept or reject the order

Send feedback to the buyer

Add a revised delivery date

Download your official Purchase Order

Download a summary of your Purchase Orders

View the value and number of Purchase Orders you have and how many currently appear to be late
Apply various data filters
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http://www.webportunities.net/
https://www.webportunities.net/Resources/Documents/RegistrationProcess.pdf
http://www.webportunities.net/
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Once you have clicked on Outstanding orders you will need to select the buyer for which you want to manage your purchase orders. This can be done by
selecting form the dropdown box as per the image below.

t.p Select Buyer to view orders: Select Buyer v
& D y Select Buyer .

Langer Heinrich Uranium (Pty) Ltd

My Profie Hangana Seafood (Pty) Ltd
Skorpion Zinc
s
Rio Tinto Procurement ! Selt.ect.the buyer‘ o
Namdeb Diamond Corporation clicking on their
Register with Foskor Phalaborwa name in the list
buyers City Of Windhoek

Kamaoto Copper Company SARL

'f?i'ﬁl B2GOLD
- Elgin Brown & Hamer Namibia
Sl Plaatje Local Municipality

Outstanding Daormac Marine & Engineering (Walvis Bay)
orders Dundee Precious Metals Tsumeb
OHORONGO CEMENT (PTY) LTD
m K amihia Rrowerice | td
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Once you have selected a buyer you will see a screen resembling the one below. Please note that the numbered callouts correspond to the steps below. If
you are not familiar with filters a more detailed explanation will follow.

Select Buyer to view orders: Langer Heinrich Uranium (Pty) Ltd v 0
| nding Orders for _Hlﬂl Langer Heinrich Uranium (Pty) Ltd as of 05 Apr 2016 01:48:42 PM
Purchase Order Summary Order Accepted Supplier Feedback
o SNl B OBl OB K —
B — ) /)) Order Lines: 48
Select a format v | Purchase Orders PO Summpary Remove Filters ‘
Supplier's Feedback Buyer's Feedback
Purchase Order Description Delivery Date 3 Buyer Name E Order Accepted o . Comments @ Revised Delivery Date @ Comments @
Accept -
No: 105916 FUNMEL FLEXI 2 IN 1 MQ2750 07 May 16 LLOYD FERIS By
Line: 1.00 . 6
Gty Due: 2.00 Select the Apply filters
A
Unit: EA
T format for where ever cave
No: 105892 your 18 Apr 15 EC| AU this ] NEW ORDERS EXPEDITED
Line: 1.00 download ICOI’] Comments By: Gerda Oosthuizen
Qty Due: 1,050.00 On :04/05/2016 09:52:48
P
Unit: EA here
No: 105892 TYVEK, DISP.M, WHITE 18 Apr 16 EDWARD STRAUSS [ MEW ORDERS EXPEDITED
Line: 2.00 Comments By: Gerda Oosthuizen
Qty Due: 50.00 On :04/05/2016 09:52:48
p:
Unit: EA

1. Atthe top you will see a Purchase Order Summary where you can at a glance see the amount of purchase orders you have along with the value as
well as how many appear to be late over different time intervals. You can also see the amount of orders that you have already accepted, on how
many you have given feedback as well as how many you have received feedback on from the buyers. You can easily filter out any of these groups by

simply clicking on the fiIter icons. So if for instance you want to view all the purchase orders that appear to be 31-60 days late simply click on the
filter icon. Doing this will display these items in the data grid below it.
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You can download your official purchase orders either in Excel or PDF format from here as well. To do this, apply a filter to the Purchase Order
column to show only the items for which you still need an official order. If no filter was applied you will download Purchase Orders for all visible
items. Now select the format that you want from the dropdown, either Excel or PDF, and click on the Purchase Orders button.

To download a summary of your purchase orders follow the above steps and instead of clicking on the Purchase Orders button click on PO
Summary.

To accept your orders, check or uncheck the box to the right of Accept All to accept or reject all orders on this page. Alternatively individual boxes
can be checked or unchecked.

To add comments to an order simply type it into the comment box for that line item and click on save. This can be feedback on questions asked by
the buyer, explaining a late delivery or anything else.

If an order is going to be late, add a revised delivery date by selecting it from the date picker in the Revised Delivery Date column.

After you have added any comments or new delivery dates click on the Send Notifications icon to notify the buyer of your feedback.

Buyers can also send you feedback and you will be notified via email that you have a notification. When you login to the site you will see an alert on

9"

Motifications

the Notifications button indicating that you have notifications and it will look like this . If you then click on it you will see a list of
all the notifications that you have. Below is an image of one such a notification.
Notifications [ | )
Attention: Elmo Erasmus
Please provide feedback on all your open purchase orders on this o
website!

Posted: 29 Aug 2015, 15H14
Mark as read ()

See All
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Filters can be applied where ever you see this icon and there are various different types of filters as per the examples below.
1. Just click the filter button and the filtered result will appear after a few seconds in the data grid.

Purchase Order Summary Supplier Feedback Buyer Feedback

sieo - TN o+ L
T AR EAE
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2.

In the Purchase Order column, click on the filter icon - see image below. Here you have the option to sort ascending or descending, clear a filter that

had already been applied to the column, search for a text string that you can type into a text box or to check only the purchase order numbers that

you want see and click on OK.

Purchase Order

MNo: 105918
Line: 1.00
Qty Due: 2.00
Unit: EA

MNo: 105927
Line: 1.00
Qty Due: 3.00
Unit: EA

MNo: 105892

Line: 1.00

Qty Due: 1,050.00
Unit: EA

2l sotatoz
flootzton

Clezar Filter From Purchase Order

Text Filters:

Enter text here to search *

[l (select AllY -
| 104465

[ €ress
() 104843
[ 105035
(] 105041
T
05297
(] 105325
[) 105415

-

| QoK | | Cancel |
p

Sort ascending or

descending

Search for a text string

Check or uncheck items
that you want to view
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3. Another type of filter is a date filter as per the image below. Here you can sort ascending or descending, clear a filter that had already been applied

to the column. You can also pick three default dates or you can apply a custom date filter by selecting custom and picking the From and To dates
from the date picker.

Delivery Date =¥} 3| sort Oldest to Newest Sort ascending or

descending

pz,l Sort Mewest to Oldest

Clear Filter From Delivery Date

@ Toiore— —

O Today<€ Default dates
- Custum<
. Custom date with date
From: | v "
Tol 4 picker

April, 2016 4
Su Mo Tu We Th Fr Sa
27 28 29 30 31 1
3 4 5 & 7 8B 9
1 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
i 2 3 4 5 & 7

Today: April 6, 2016

@ Femove Filters
4. To clear all filters simply click on the Remove Filters button
End...



