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1. Supplier Portal
After you have received your email to reset your password you will be able to log into the supplier portal.

This will bring you to the home page.
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on the ribbon click on the tab Supplier Portal

Click on the navigation item Supplier Portal

1.1. Manage your orders
To Manage your orders click on the link Manage 
Orders on the left hand side of the screen.

You can search using the Status Combo Box, 
through this you can choose to see all of your orders 
depending on what status they are in.
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Select the status you would like to search for.

Click on the button Search

The Search will bring back all of your orders. 
Please note: For advanced searches please see 
chapter below.

Select the Order number you would like to view.
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This screen will show you all the Purchase Order 
details.

Click on Actions to see the history of the order.

Click on the button View PDF to download a copy of 
the order

When you are done click on the button Done

1.1.1. Advanced search
If you need to do a more comprehensive search for your orders, you will be able to use the advanced search 
function.
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Click on the button Advanced

This will give you combo boxes next to the search 
field

In the Combo box you will have a list of parameters 
you can choose from.

If the search field that you would like to search by is 
not on the front screen, you can add that field by 
clicking on Add Fields. 
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Choose the field you would like to search by.

This will then appear in the search area for you to add 
or choose the information you would like to search by.

1.2. Create Invoice
Please Note: Only submit an invoice once the service or goods have been delivered.

Click on the navigation item Supplier Portal

Click on the link Create Invoice
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You can manually enter the PO number if you know it, 
or select the relevant one using the drop down.

Click Add Attachments to add a copy of your invoice. 
This is a mandatory requirement.

Click on Choose File, this will open up your 
documents where you will be able to select the file to 
attach.

Click on the button OK
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Input your Invoice number here.

Select the invoice date.
You can either type in the date or use the calender 
icon to select the date.

1.2.1. Adding and Editing Invoice Amounts
Click on the button Select and Add

Select the lines from the Purchase Order that you 
wish to add to your invoice.
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Click on the button Apply

Click on the button OK

On the line you have just added you will be able to 
scroll across and see the amount and quantity of the 
line. 
If your invoice is less than the Purchase order, this is 
when you will be able to reduce the amount or 
quantity to match with you Invoice.

Click on the menu Invoice Actions

Click on the menu item Calculate Tax Ctrl+Alt+X
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After the tax calculation, you will be able to see the 
results under Summary Tax Lines

When you are happy with your invoice click on the 
button Submit

1.2.2. Delete/Cancel your Invoice
Before you Calculate the Tax of your invoice you will be able to Cancel or Delete your invoice Lines.
If you have already calculated the tax on your invoice you will only be able to cancel your invoice (Please be 
aware if you cancel the entire invoice you will have to use a new invoice number).

1.2.2.1. Cancel/Delete the Purchase order line
If you have yet to calculate the tax
Click on the line you wish to delete.  

Click on the button Delete
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If you have calculated the tax.
Click on the line you wish to cancel.

Click on the button Cancel Line

1.2.2.2. Cancel the Invoice
Click on the menu Invoice Actions

Click on the menu item Cancel Invoice
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Click on the button OK

1.3. View Invoices
Click on the icon Home

Click on the navigation item Supplier Portal

Click on the link View Invoices
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You can search by Invoice Number

You can search by Purchase Order

Or, if you click on the drop down of Supplier your 
company name will be selectable.

Click on your company name
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Click on the button Search

To view the invoice click on the Invoice number.

You will be able to view all the invoice details from this 
screen. When you are finished click on the button 
Done

1.4. Manage Your Profile
Click on the navigation item Supplier Portal
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Click on the link Manage Profile

Click on the button Edit

Click on the button Yes

1.4.1. General Details
Use Organization Details to edit your general details.
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Use Tax Identifiers to edit your tax information.

1.4.2. Addresses
On Addresses select the address you wish to edit.

Click on the button Edit

Use this screen to edit the address.



Dover Harbour Board Justin.Evans@dov
erport.co.uk

August 12, 2024
Suppliers 17/25

Suppliers 8/12/2024 17/25

Click on the button OK

1.4.3. Contacts
Click on the link Contacts

Select the contact you wish to edit.

Click on the button Edit
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Use this screen to update/edit the selected contact.

1.4.3.1. Deactivate account
Click on the combobox Account Status

Click on the item Inactive in the list

Click on the button OK
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1.4.3.2. Create Contact/Account
To add a new contact click on the button Create

Use this screen to add all details of the new contact.

Click on the check box Request user account, this 
will send an email to the contact to create a password 
to have access to the supplier portal.

Choosing the Request User Account will auto 
populate the role.
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Click on the button OK

1.4.4. Payment methods/Bank Details
Click on the link Payments

Click on the link Bank Accounts

Click on the cell  with the value  
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Click on the button Edit

Use this screen to edit your bank details.

Click on the button OK

1.4.4.1. Create Bank details
Click on the button Create
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Use this screen to enter new bank details. 

1.4.5. Complete and submit
Click on the button Review Changes

Review your changes and click Submit

Please Note: Once you have submitted your changes this will be sent to our procurement team for review and 
approval before it goes live.

1.5. View Due Date and Paid Status
Click on the navigation item Supplier Portal
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Click on the link View Invoices

Click on the menu View

Click on the menu item Columns

Click on the menu item Paid Status
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Click on the menu View

Click on the menu item Columns

Click on the menu item Due Date

The table will now have the "Due Date" to see when 
the invoice will be paid by.
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The table will now have the column "Paid status" for 
each of your invoices to show if that invoice has been 
paid yet or not.

Please Note: Once you have added the columns they will remain until you remove them yourself.


