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Gentex iSupplier Portal OverviewIntroductionGentex Corporation has launched iSupplier Portal to facilitate Supplier participation and increased levels ofcommunication between Gentex and our Suppliers. The overall benefit of this collaboration effort can besummarized as follows: Improved communication between Gentex and SuppliersBest practices will be shared between Gentex and SuppliersError reduction and time savings for both Gentex and SuppliersBetter responsiveness - supply chain can react with improved response time and agility to manageunexpected situationsContinuity of supply can be ensured with greater visibility into Orders, Delivery Schedules and ForecastSchedulesIncreased stability in supply chain due to readily available informationIncreased supply chain flexibility due to closer collaboration between Suppliers and GentexiSupplier Portal: Gentex iSupplier Portal is a tool that enables real time collaboration between Suppliers andGentex. iSupplier will provide greater visibility into the Gentex Procure-to-Pay process for our Suppliers.Suppliers (Planners/CSR’s) can easily access the system from their office or any location with a PC and internetconnectivity, and can quickly collect Gentex order information or respond to an acknowledgement, download thelatest delivery schedules, or access forecast information from Gentex. iSupplier is a simple and user friendly toolthat eliminates the need for the Supplier to have an IT support infrastructure for collaborating with Gentex.Please read through this user guide to get a better understanding of the Gentex iSupplier Portal and the differentways to retrieve, update, and upload information through the Portal. Please note that this document will beupdated as we enhance and roll out more functionality in iSupplier Portal, so make sure you are using the latestversion of the document at all times.It is important that you always have the latest version of the Gentex iSupplier Portal External User Guide.The lateset version will be available on the Gentex Supplier nformation/isupplierAlso the Gentex Supplier Manuals can be found tion/supplier-manualsKey TerminologiesASN: Advanced Shipment NoticeBuyer: Commodity Buyer at Gentex who is listed as ‘Buyer’ on the iSupplier Portal. The Buyer is the person atGentex who handles Sourcing, Quote Requests (RFQ’s), Pricing Negotations, Purchasing and Payment Terms, aswell as Procurement set-ups. The Buyer is not generally involved in the day to day activities of planning the item,placing Purchase Orders, or publishing Forecast Schedules – this would be the Material Planner at Gentex.Delivery Schedule: Listing of all shipments which need to be delivered to Gentex. Instead of looking atindividual PO’s, Suppliers can access a complete summary of orders due at Gentex by viewing deliveryschedules.Due Date (on Purchasing Documents): This is the date by which the material is due at Gentex. The Due Date isthe same as Promised Date and if a Promised Date is vacant (not populated on a purchase order), the due datewill be the Need by Date.3
Due Date (on Invoices): This is the Payment Due Date based on the Payment Terms agreed with the Supplier.EBS: E-Business SuiteERP: Enterprise Resource PlanningNeed By Date: Date by which the material is needed at Gentex. Gentex requires all material to be delivered toGentex with a 5 day window - on or up to 5 days before the Need by Date. Delivering material after the Need byDate is not acceptable, and if a Supplier is unable to meet the Need by Date please contact Gentex immediately.Over Due: Same as Past Due – see below.Past Due: Deliveries which exceed the Due Date defined on the Purchase Order.Planned Orders: Planned Orders are the Purchase Order Recommendations generated by the Gentex planningtool. Gentex planners may choose to execute this Planned Order, in which case the Planned Order will beconverted to a Purchase Order and will appear in the iSupplier Delivery Schedule. If this order is not released, itwill appear in the Supplier Forecast Schedule as forecast only.Planner: Material Planner at Gentex. This is the person at Gentex who handles the day to day activities ofreviewing requirements, placing orders, verifying inventory, and publishing forecasts to the Supply-base. Thisperson is the liaison between the Supplier and the Gentex Production Scheduling Group. The Supplier shouldcontact the Planner (not the Buyer) in the event the Supplier cannot meet a Delivery Schedule on time, as thisinformation is critical to Production Scheduling/Planning.PO: Purchase OrderPromised Date: Date by which the Supplier promises to deliver the material. By default the Promised Date willbe the same as the Need by Date.Rev: Purchase Order revision level. This is not to be confused with the Gentex Item revision level that appearson the .pdf copy of the PO (or is transmitted by EDI). The default revision level for a PO is 0 and will incrementup by 1 each time the PO is updated.RFQ: Request for Quote4
Supplier Setup RequirementsSet up ProcessThe following criteria will be followed when creating Supplier users in Gentex iSupplier Portal1.Gentex buyers can recommend Suppliers to be given access to the iSupplier Portal.2.Suppliers can also contact their buyers and request access to the iSupplier Portal, however this will gothrough the Gentex approval process before access is granted.3.Number of Supplier users per Supplier: Ideally there should be a limited number of Supplier users,however, in cases where Suppliers have multiple CSR’s or other personnel assigned to Gentex, requests formultiple User ID’s will be reviewed by the Purchasing Administrator. These requests are subject to approvaland the new user will be created with a different User ID and access restrictions if applicable.4.User ID: The User ID will be the e-mail address of the Supplier contact as entered by the buyer submittingthe iSupplier User Creation Request Form. **The e-mail address used as the User ID is the e-mail to whichcommunications will be sent and must be a Supplier corporate e-mail address. Gentex iSupplier Portal willnot support other e-mail addresses due to security reasons.iSupplier User Creation Request Details5.#Parameter1Supplier Name2Supplier User ID3Supplier Contact E-mail4Supplier Contact Last Name5Supplier Contact First Name6Level of Access Needed forSupplier UserValueThis will be the Supplier contact e-mail as in # 4 aboveThere are two levels of access for supplier users:- Full Access (includes access to payments andinvoices)- Planning Access (restricts access to financialinformation)Supplier Password Security: Supplier password security levels and requirements will be set by Gentex ITand may be subject to change. Passwords will expire every 90 days and users will be prompted to changeupon log-in.5
Supplier Help & SupportThe first level of contact for the Supplier user is the Gentex Helpdesk and the contact details are as follows:Phone: 1-616-748-6752 Extension 5423Support will be available from 8:00AM to 5:00PM US EST.After hours callers can leave a voice mail. The Help desk will prioritize and assign support to the appropriategroup on the next working day.Email: iSupplier@gentex.comThe helpdesk e-mail is another option for the Supplier to request support. The Supplier can send in a screenshotof a particular problem or issue along with a brief description of the issue and the user’s contact details. This is avery effective method if the user is finding it difficult to describe a problem.6
System RequirementsRecommended Operating System: Please refer to the matrix belowBrowser Requirements: Please refer to the matrix belowPop-up Blocker: Please ensure that your pop-up blocker is turned off and pop-ups are enabled for the GentexiSupplier Portal.Excel/Microsoft Office: Gentex recommends Microsoft Excel 2010** Please note that all MS Office versions should be compatible with file exports. It is also possible that other spreadsheetbased software applications can be used to sort/manipulate data exported from the Portal, however only Excel is supported bythe Gentex helpdesk.E-Mail Spam Filters: Please ensure Gentex Workflow Mailer (WorkflowNotification PROD@gentex.com) isenabled as a trusted sender. This is the e-mail address from which Gentex system communications will be sent.Important Note: As the iSupplier Portal is web based, standard browser functionality will be active. Pleasenote that users should not use the forward and back browser arrowsto navigate between pages. Pleaseuse the quick links and tabs within the portal to advance from one page to another.Operating System/Browser MatrixBrowserInternetExplorer 10Windows 8(DesktopMode)(32-bit & 64bit)(32-bit & 64bit)CertifiedCertifiedWindows 7Operating SystemMac OSXWindowsWindowsv10.7.5VistaXPor higher(32-bit & 64(32-bit)(32-bit)bit)InternetExplorer 9CertifiedCertifiedInternetExplorer rnetExplorer 7Firefox ESR31.x 3CertificationIn ProcessCertifiedCertifiedFirefox ESR24.x 3CertifiedCertifiedCertifiedCertifiedMac OSXv10.8.2or higher(32-bit & 64bit)Mac OSXv10.9.1or higher(32-bit & 64bit)Not Certified or supported by Gentex, but mayworkSafari 7.0.x(where x 1 or higher)Safari 6.0.x(where x CertifiedCertified2 or higher)The most current Certification Matrix can be found on Oracle Support Doc ID 389422.1Certified7
Supplier LoginTo connect to Gentex iSupplier Portal, copy and paste the Gentex iSupplier URL into your internet browser.Important Note: Due to security reasons the login URL will be sent to Supplier users by e-mail along with theiruser name and password.The User ID and password will be generated by the Gentex Oracle EBS system and will be e-mailed to theSupplier users. As previously mentioned, the e-mail must be a Supplier corporate e-mail and the GentexiSupplier Portal (EBS) generated e-mail will look as follows:When a password is reset by the Gentex Helpdesk the confirmation e-mail will look as follows:Important Note: Make sure the spam filter setting on your e-mail is set correctly to receive e-mails from GentexWorkflow Mailer: WorkflowNotification PROD@gentex.com.8
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First Time Login:When a user is logging in for the first time, when a user has requested a password reset (and the system hasgenerated a new password), or when the password expiration date has been reached (90 days) the Supplier userwill be required to change the password upon logging in and will be directed to a password change page.Enter the following: User Name Password Click on the Login ButtonThe Change Password page will prompt you to change your password:When you hit the Submit button, the browser will direct you to the home page of the Gentex iSupplier Portal.Login Assistance – Forgot User Name or Password:If by any chance you have forgotten your password or your user name, you can request a password be reset orretrieve the user name using the Login Assistance feature. Click on the Login Assistance link below the loginbutton:This will redirect the user to the Login Assistance page (below).9
To retrieve your user name, proceed as follows: Enter your e-mail address under the “Forgot User Name” section Click the “Forgot User Name” buttonAfter the Forgot User Name request is submitted, a confirmation message will be displayed:You will receive the user name retrieval e-mail:To retrieve your password, proceed as follows: Enter your user name under the “Forgot Password” section Click the “Forgot Password” buttonAfter the Forgot Password request is submitted, a confirmation message will be displayed:10
You will receive the user password reset e-mail:Click on the Link to be directed to the password reset page:Wait for the confirmation message to display:Now you can login using the new password you created by clicking the “OK” button, which will redirect you tothe login page.Note: Use these features with caution since making too many mistakes can lock you out of the system. If that happens youwill receive the following message and you should contact the helpdesk:Important – When Supplier Users Change:When a Supplier user changes responsibilities or leaves the Supplier Company, the Supplier Company shouldinform Gentex. The old user account will be deactivated, and a new account will be created for the incominguser. The new User ID and password will be sent to the new user’s e-mail address.11
Searching for Information on the PortalGentex iSupplier Portal supports different types of search options for the user to search and retrieve information.The user can then sort the information displayed by clicking the column header or by exporting the data intoMicrosoft Excel.The different search options are:1. Quick search2. Views3. Simple search4. Advanced SearchQuick SearchThis is a feature that’s available to the user from the home page. This feature helps the user search forinformation using the four following ‘Search By‘criteria:1. PO Number2. Shipment Number3. Invoice Number4. Payment NumberWhen entering search values you can use the percent ‘%’ sign as a wild card if you are unsure of the exact value.The wildcard search will then list out all results matching the partial condition. For example, in the above searchwindow we are searching for a document type of PO Number that begins with the number 1086.%1086 - This will search for any POs that end with 1086.Example: 11121086, 321086, 421086, 451086 . etc.%1086% - This will search for any POs that contain the number 1086.Example: 121086, 110865, 108644 . etc.Once the search is executed, the system will direct you to the correct page displaying the values returned by yoursearch:12
Simple SearchSimple searches are available on most pages and will allow you to enter one or more search criteria, with thebrowser returning only values matching the search.When entering search values you can use the percent ‘%’ sign as a wild card if you are not sure of the exact value.The wildcard search will then list out all results matching the partial condition. If specifying more than onecriterion for search, all values entered must be met for the search to return results. Any fields left blank willreturn any value available.The fields in the search criteria where there are a predefined set of values is indicated by aicon or, if thesearch field is a date, by aicon. By clicking on these icons a new window will be opened displaying thepossible values, and the user can select the appropriate value using the ‘Quick Select’ button or by checking thecheck box next to the value and clicking the ‘Select’ button.Once the search fields are entered, the user needs to select the ‘Go’ button to bring up the search results.13
ViewsSome iSupplier pages have views built into them. The views will display some default values, so if you aresearching for information and do not see what you are looking for, please make sure that you are in the rightview.Advanced SearchAdvanced Searches are available on all pages where Simple Search or View are available. Advanced searchenhances the functionality of the simple search by adding conditions, as shown below. Users can simply hit the‘Advanced Search’ button to switch from the simple search mode to advanced search mode:After selecting the button, advanced search mode will open and the search window will have the followingfeatures:1.2.3.4.This selection makes the search return data only if all search criteria are met (‘AND‘condition between searchcriteria).This selection will return data if any one search criterion is met (‘OR’ condition between search criteria).This is the condition that is applied to specific search criterion. The conditions will vary depending on theparticular search criterion being used, but some of the typical search criteria are ‘is’, ‘is not’, ‘greater than’,‘less than’, etc.There may be search criteria that are not listed by default, or you may want to add criteria to the search tobuild a new condition (ex: date ranges). You can do this by simply clicking on the ‘Add’ button.14
Example 1Task: Search for Purchase Order numbers within a ‘Creation Date’ range.We want to extract Purchase Orders created beween:From Date: 01-Nov-2010To Date: 03-Nov-2010Step 1. In the Advanced Search form add the search criterion of ‘Creation Date’ twiceStep 2. Select the ‘Show table data when all conditions are met’ (AND condition between criteria)Step 3. Set the Document Type to ‘is’ ‘Standard PO‘ **** This step (3) is optional. Gentex uses two types of ordering methods with our supply base – ‘Standard PO’ and ‘BlanketRelease’. Standard PO is used with 99% of our suppliers.Step 3. Set the condition for the first creation date to ‘After’ ‘01-Nov-2010’Step 4. Set the condition for the first creation date to ‘Before’ ‘03-Nov-2010’Step 5. Select the Go button to searchImportant Note: When you use the ‘After’ condition the date you specify will be included in your search results, but when youuse the ‘Before’ condition the date you specify will not be included. This is because the dates have a time stamp of 00:00:00hrs.Sorting Data on a PageSorting data on a page is done by simply clicking the column header by which you would like to sort the data.An upward arrow on the column header indicates that the column is now sorted in ascending order; a downwardarrow would indicate descending order.15
Export DataDisplay of the Gentex iSupplier Portal pages is restricted to displaying only a certain number of records at a time.The Supplier user may want to see all data in one page, or there may be information the user wants to export toExcel for reporting/review purposes.Gentex iSupplier Portal fully supports the export of all data into Microsoft Excel** or flat files. The user canextract the data and manipulate or sort it by simply clicking the ‘Export’ button on the page and then followinginstructions when prompted.The File Download window will be opened and you can choose to open the information or save it for later use.Important Note: If there are inconsistencies between the formats of the iSupplier Portal and Microsoft Excel, thedisplays may look different in Excel. For example: Dates - date format may be different in Excel, Numbers leading zeros may disappear in Excel, etc.** Please verify if you have a license for Microsoft Excel and the version is as per system requirements outlined earlier in thisdocument.16
Setting Up User PreferencesYou can change your user settings or preferences at any time using the Preferences icon. The Preferences icon islisted twice on all pages - in the top right hand corner and in the bottom center of the page as shown in the imagebelow. Click on the icon and the preferences page will be opened for update or review (below).On the Gentex iSupplier Portal users may make changes to the following user preferences:1.2.3.Date Format – Can be changed to a format that is most convenient/intuitive for the user.Time Zone - Updating the timezone would update the PO “timestamps” appropriately, but this is notnecessary as the actual due date at Gentex will not change.Number Format – Can be set to Western or European formats.Once and desired changes are made, select the ‘Apply’ button to save the preferences and wait for theconfirmation to be displayed.17
Home PageThe user will be directed to the home page when logging into the Portal and the home page can be divided intothe following areas:1.2.3.4.5.6.7.Tabs RegionQuick SearchNotificationsOrders At A GlanceShipments At A GlanceGlobal RegionQuick LinksTabs RegionThe Tabs are common to all other pages and can be used to quickly navigate to different functional areas. When auser selects these links, he/she is redirected to a default page in that functional area. For example: when a userselects the “Orders” tab, he/she is directed to the Purchase Orders page under the Orders tab. This region on theiSupplier page is there for ease of navigation and for organizing the content of the Portal into distinct functionalareas. Users can easily navigate with the help of these tabs/links without using the back button (Please Note:using the “back” button on the browser is not advised).Quick searchThe Quick search is explained in detail in this document under the section Searching for Information on thePortal.NotificationsThe Notification region on the home page displays any notifications from Gentex to the supplier user. Anexample would be ‘Acknowledgement Required on Purchase Orders‘. Notifications will be one of two types: FYINotifications (on which the Supplier user is not required to act) or Action Required Notifications (on which theSupplier user is required to act). To act on a notification, the user can open it, review the information, andacknowledge by clicking on ‘Accept’. Please see below for screenshots outlining this process.18
Please note: If any information is not acceptable, please immediately get in touch with Gentex to resolve anydiscrepancies. Pricing issues must be directed to the Gentex Buyer. Any other issues are to be directed to theGentex Planner for resolution.To Acknowledge/Accept a Notification:Click on the notification link to open the notification:Once in the actual notification, follow the instructions on the page (example below: “Please review the purchaseorder and any other document attached to this message”):To view the purchase order from the notifications window, click on the PDF Document link. The File Downloadwindow will appear and you can decide to open or save the document from this window.Please note: If you are having trouble opening the PO .pdf or any other attachments, your pop-up blocker may beenabled. You can disable this from your “internet options” or you can temporarily disable it by holding downyour “Ctrl” key until the window opens.Please Note: If you are unable to accept, please contact Gentex immediately. As stated above, any pricingdiscrepancies must be directed to the Gentex Buyer and any other discrepancies/concerns must be directed to th
Supplier Setup Requirements Set up Process The following criteria will be followed when creating Supplier users in Gentex iSupplier Portal 1. Gentex buyers can recommend Suppliers to be given access to the iSupplier Portal. 2. Suppliers can also contact their buyers and request access to th
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2y ago




361 Views






















Single Sign On for Google Apps with NetScaler Unified Gateway
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Chapter 1 The roles of finance function in organisations
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Introduction - Google Earth User Guide

Google Earth Community: Learn from other Google Earth users by asking questions and sharing answers on the Google Earth Community forums. Using Google Earth: This blog describes how you can use some of the interesting features of Google Earth. Selecting a Server Note: This section is relevant to Google Earth Pro and EC users.
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Google Sheets, deleting a response from the form or sheet will not affect the other. Once the Google Form is linked to a Google Sheet, clicking on the spreadsheet icon will open the linked Google Sheet. Google Responses Sheet Google automatically creates and populates the sp
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