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1. Using SAMI Portal 
 

SAMI iSupplier Portal is a collaborative application that enables SAMI and its suppliers to communicate through a secure, self-service web environment. 

It also enables suppliers to have real-time access to information regarding open orders, shipments, creation of invoices etc.  

  

• Benefits associated with using iSupplier include:  

• Offers suppliers an integrated experience by providing access to purchase orders (POs), invoices and payments in one location  

• Improved efficiency by decreasing the number of calls between Suppliers and Accounts Payable 

• Provides a central location for all PO information, and gives Suppliers access to historical PO information 

• Increases on-time payment by using web invoicing which reduces time spent tracking down delayed or held payments 

• Enhances the visibility of the transactions that occur between SAMI and its suppliers  
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1.1. Login to SAMI  
 

Registered and Approved users can login to SAMI Portal.  

 To login for the first time, click on “Forget Password” 

 

 
 

Insert your user-name (the email address you entered during registration) 

 

Once you click on “Generate PIN”, you will receive a PIN code to the registered phone number 
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After entering the User Name / Password, you will have two options to receive the OTP 

First is via SMS. Second is through “Oracle Mobile Authenticator App” 

 

If you would like to use the Mobile Authenticator, you will have to install the app on your mobile “Oracle Mobile Authenticator” in order to be able to 

scan the user QR code 

 

Once the QR Code has been scanned, the app will ask for the username / password 
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1.2. iSupplier Home page 
iSupplier Portal Home Page: When you access SAMI iSupplier Portal application using the username and password provided to you, Home 

page will display.  

Quick Links: This section is displayed on the right and provides links for the procure to-pay flow.  

Notifications: Notifications are messages waiting for your review. Some notifications are view- only, while other notifications require action. To 

view your notifications, click the linked subject to open the notification 

Orders at a Glance: This section displays the five most recent purchase orders. Click a purchase order number to view purchase order details.  

Home Page Tabs: The following tabs display on the home page and all SAMI iSupplier Portal pages 

• Supplier Home 

• Orders  

• Finance 

• Administration 

 

1.3. User Preferences 
1. Click the Settings > Preferences link at the top of the page 

2. Review the details and change only if the details are incorrect. 
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3. Change the following display preference fields, as needed:  

•Current Session Language, Default Application Language, Accessibility Features –Select Screen Reader Optimized, as needed (for vision assistance). 

•Territory, Date Format, Time zone  

•Number Format, Currency 

 

 
  



Public - Third Party 

 

Using iSupplier Portal  8 

2. Orders 
• The real-time data provided in SAMI iSupplier Portal allows you to communicate procure-to-pay information with SAMI while viewing the purchase 

order flow.  

• Using purchase order information, you can acknowledge purchase orders, view supplier agreements and review the history of a purchasing 

document. 

• This section includes the following topics:  

- Purchase Orders 

- Work Confirmation 

2.1. Purchase Orders 

 
- When SAMI creates a purchase order, the purchase order details are available in SAMI iSupplier Portal 

- SAMI iSupplier Portal enables you to track your purchase orders throughout the entire procure-to-pay flow 

 

The purchase order section includes: 



Public - Third Party 

 

Using iSupplier Portal  9 

- View Purchase Order: You can view details of a purchase order such as terms and conditions, lines, shipments, and attachments from the 

Purchase Order Details page.  

- Acknowledge Purchase Orders: You acknowledge purchase orders to communicate to SAMI that you have received, reviewed the details of, 

and accepted or rejected a purchase order. You can also communicate changes to the purchase order during acknowledgment. 

- View Change History: This view enables you to view the history of change requests submitted on a document, and the corresponding buyer 

response. From Action menu: You can view Receipts, Invoices, Payments, etc. 

 

2.1.1. Acknowledge Purchase Order 

- When SAMI creates a purchase order, a notification will be sent to Supplier in order to Accept/Reject the Purchase Order 

- You can also communicate changes to the buyer, however the buyer will be notified with your comments once you accept or reject 
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Caution: you will not be able to Create a Work Confirmation, unless the PO has been accepted  
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You can also Acknowledge the PO by going to Orders Tab, select the “Requires Acknowledgement” Order the Press “Acknowledge” button in 

order to Accept or Reject the Order 
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2.1.2. Request Change Purchase Order 

- After acknowledging the PO, you may also communicate any requests for change from your side to the Buyer. 

 

Items can be Changed in the Purchase Order 

- Supplier Order Number  

- Supplier Item Number 

- Item Price 

- Milestone Promised Date  

- You can also Split Milestone  

- Additional Changes Note Manually  
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- Once you Finish Press Submit, and you will get a confirmation Message  

- Make Sure the status of Order has been Changed to “Supplier Change Pending” 
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2.2. Work Confirmation 
- Work Confirmation, only appears for Contract POs where you “as a supplier” need to initiate the completion certificate of a certain milestone by 

creating a work confirmation for that milestone 

- The project manager and the section head will need to approve this work confirmation then the system will automatically issue a receipt to this 

milestone 

- You can create invoice to that milestone 

2.2.1. Create Work Confirmation 

 Step 1: 

To search for certain PO, you can use the search criteria shown below. Otherwise, you may select desired PO from the POs list in your profile 

To use the advanced search to find a particular PO, open “Orders” tab then select “Advanced Search”  
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To search using the PO number choose “Contains” from the dropdown list next to “PO Number”, then add the PO number to the box as shown above  
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 Step 2:  

After Choosing a PO, the system will display Purchase Order details 

Choose “Create Work Confirmation” from the dropdown list next to “Actions” 

 
- Purchase Order status must be Open or Accepted 

- Check the Purchase Order Summary, before creating the Work Confirmation. The Delivered Amount must be less than or equal to the Total Amount of the PO 
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 Step 3:  

Once you click on “Go” button (STEP 2) is pressed, system will show below screen. System will open all lines against that Purchase Order, select the 

line/lines against which to create work confirmation, thereafter click on “Next” button as shown below in screen shot 

Select “All Pay Items”  

Click “Go”. 

 
 

System will open all lines against the Purchase Order, select the line/s against which to create work confirmation, thereafter click on “Next” button as 

shown above in screen shot. 
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 Step 4:  

- Enter the Supplier Delivery Note Number 

- Attach the required document  

- Under field “Requested/Delivered” enter the amount which you wish to create Work Confirmation for 

- Click on “Submit” in order to get your work confirmation approved from SAMI side. 

 

 

Once Submitted, the system will display confirmation message as shown below.  



Public - Third Party 

 

Using iSupplier Portal  19 

 
 

 Note:   

In case the Work Confirmation is rejected, you can update the Work Confirmation request again, or you can cancel it. 
Please make sure not to submit a new work confirmation if there is a rejected request 
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2.2.2. Cancel Work Confirmation 

Steps for Cancelling Work Confirmation with only “Rejected” Status Under you iSupplier Login, click on “Orders” Tab as shown below 
Select “View” “All Work Confirmations” & Click on “Go” to list down all Work Confirmations. Then click on “radio button” against “Rejected” Work 
Confirmation & then “Select “Cancel” button as shown below.
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Once you select “Cancel” button, system will ask for your confirmation, if you are sure to “Cancel” select “Yes” else select “No”, if you select “Yes” 

system will give confirmation message & “Status” will be “Pending Cancellation” for little while for about 2 min max 

 

 

Once You Refresh /Re-query again, status will be “Cancelled”, means this is final status & Work confirmation amount OR quantity will be reversed back 
to related Purchase Order. 
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2.2.3. Print Work Confirmation Certificate 

As part of “SAMI Accounts Payable” requirement, kindly attach the “Work Confirmation Certificate” along with you invoices. 
This Document is essential to finalize the process and ensure all formalities are completed and approved  
 
Press on Home => Navigator => Print Work Confirmation Certificate 

 

 
Select Required Purchase Order & Approved Work Confirmation Number => Submit  

 
Once finished, click on the icon below Output to view the certificate 
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3. Finance 
In order to view invoices or payment for supplier’s orders, user need to click “Finance” tab. Then, using the search criteria user will be able to find POs 

that needs to be invoiced. 

3.1. Create Invoices 
Note: You can only Create Invoice for “Approved Work Confirmation PO”. You can check if a PO has an approved work confirmation  

using “Orders” Tab to check summary of Total PO Amount, Delivered, Billed and Payment Amount  

To Create an invoice, click on “Create Invoice” 

 

To find a PO, search using the PO number 
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- Once the desired PO is shown, select the line item which has been delivered to upload the invoice. 

 If the PO doesn’t appear, check if the work confirmation has been approved or not 

 The invoiced amount cannot exceed the work confirmation amount 
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- Fill in required information 

- Attach required documents 

- Confirm Qty/Amount to Match the Invoice Total Amount 

- If there are shipping/handling fees, you can add it by selecting Freight or Miscellaneous from the dropdown list 

- Once all information is complete, click “Next” 
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- If the tax rate doesn’t match the invoice rates, change “Tax Status Code” to match the desired rates. After changing the tax rate click 

“Calculate” then “Recalculate Total” 

- If all set, click next  
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- Review entered information then submit your invoice 
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3.2. View Invoices 

To see invoices details, click “View Invoices” in the finance tab 

- You can search for a particular invoice, or to find all invoices, leave the searching boxes empty and click “Go” 
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3.3. View Payments 
To see payment details, click “View Payments” in the finance tab 

- You can search for a particular payment, or to find all payments, leave the searching boxes empty and click “Go” 

 

NOTE: You may use the Export button to send the details to spreadsheet and save as supported file format like TSV, CSV or Notepad. Further 

using this file, you may import the data into an Excel spreadsheet 
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3.1. Manage Unsubmitted Invoice 
Manage Unsubmitted Invoice from ‘Create Invoice Tab’ 

Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab > Create Invoices 

Select Invoice Status as: Unsubmitted and click the Go button. 

The Unsubmitted Invoices will be displayed. For the desired Invoice, Cancel or Update the draft 
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3.2. Add More Attachments to “In process” Invoice 
Navigation: iSupplier Portal Full Access> Supplier Home Page > Finance Tab > Create Invoice 

Select Invoice Status as: “In process” and click the Go button. The “In process” Invoices will be 

displayed.  

For the desired Invoice, click the +icon if you want to add attachments, max size per file is 100 MB only. 
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THANK YOU 


