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	SUPPLIER PORTAL




What is the Supplier Portal?
The Supplier Portal is a global reporting and information source for all valued current and potential suppliers of Procter & Gamble (P&G). It is a tool by which P&G continues to strengthen its relationship with its suppliers, who play a vital role in helping us deliver products and services of superior quality and value to the world’s consumers.

Key Features
General Information (No Registration Required)
· Venue to submit product/service proposal to become a new supplier (Locate in For Prospective Suppliers Section)
· Holds relevant information for Purchase Order Management, Invoicing, and Payment Processes (Locate in For Current Suppliers Section)
· Under ‘Invoicing’ section, you can check the specific invoicing requirements per country.  Just choose the region and the specific country receiving your goods/service from the map provided. 
· Use Simple Invoice Status to check the basic status of a single invoice without logging on to P&G’s supplier portal.

 Invoice/Payment Tracking (Registration Required)
 Track your invoices and payments anytime, anywhere, for free. Available in 8 languages!
· Invoice Status
-get visibility on all your unpaid and paid invoices
-find fast what matters most (search by invoice number or date range or PO number- filter results by text-show invoices that need your attention)
-learn why your invoices have been rejected
-find a missing invoice with the help of Bobby, the bot
-request expert support from within the app
· My Vendor Codes:
-get visibility on all vendors you are linked to 
-link yourself to all P&G vendors that are part of your company
-see who in your company has access to Supplier Portal 
-grant/remove access to a colleague
-check your vendor data details and trigger changes as needed
· Subscribe:
-subscribe to automatically receive reports of your paid and unpaid invoices
· Payments Report: 
-find payments that P&G made to you

Important Notes
· If the invoice you are looking for was not found, it could be due to one of the following reasons: 
-The invoice might still be in transit 
If the invoice was sent via postal services then it can take up to 10 calendar days until the invoice gets recorded in P&G's Account Payable System. Learn about all your options on how to send an invoice here
-The invoice was paid more than 24 months ago
We do not store in Portal invoices received more than 2 years ago.
-The invoice was entered in our system with a different reference number from yours
Do not give up your search. Run a further search by Vendor Number or Order Number to find it within the Invoice Status APP
-The invoice was processed by Coupa
Invoices that are processed in Coupa become visible here only once they are ready to be paid. Until then they must be tracked in Coupa.
-The paper invoice may have been lost
If you believe this happened then please reach out to our help resources within the Invoice Status APP.

Quick Links
Access the portal now? Go to http://pgsupplier.com/
Want to Register to the Supplier Portal? Follow this link
Forgot your password or username? See how to rest them by following our job aids
Other Log on issues? Follow the help resources at this link 
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Invoice Status APP jobaid 20170413 1621.docx
How to navigate the “Invoice Status” APP.

Use Invoice Status to:

-get visibility on all your unpaid and paid invoices

-find fast what matters most (search by invoice number or date range or PO number- filter results by text-show invoices that need your attention)

-learn why your invoices have been rejected

-find a missing invoice with the help of Bobby, the bot

-request expert support from within the app



		1. Go to www.pgsupplier.com 

		



		2. Log on to Invoice Status
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		3. Select your language 

		[image: ]



		4. Enter your credentials and Log In

		[image: ]



		5. Select the “Invoice Status” APP

		[image: ]





		6. In the “Invoice Numbers” tab, you can run a search by invoice number(s).



You can enter as many invoice numbers as you wish and decide whether to search only in the Unpaid or Paid reports by selecting the relevant Invoice Types.



 

Run Search when you are happy with the searching criteria selected.



Important Note: The invoice could have been entered in our system with a different reference number from yours



Do not give up your search. Run a further search by Vendor Number or Order Number to find your invoices.
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		7. In the “Vendor Code & Date” tab, you can look for your invoices by vendor number and date:



a. Select the vendor/s you would want to see invoices for.

b. Select the date range amongst the ones available 

c. Select your Invoice Type (Paid or Unpaid or both)

d. Run search
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		8. In the “Order Number” tab, you can retrieve all the invoices that pertain to a specific Order Number.



a. Enter the order Number where indicated.



b. Select the relevant Invoice Type(Paid or Unpaid or both)



c. Run Search.
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		9. If the search is successful, a list of your invoices will be derived, where you can view the status of your invoices.
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		10. You can choose to export the list to excel for easier navigation
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		11. You can choose to view only the invoices that require your attention and action by clicking where circled in orange.

















		[image: ]



		12. You can find more details about your invoice by clicking on the arrow at the right far end of the screen.





Important Note: the Invoice Status App will tell you why invoices have been rejected by P&G so that you can react to it.
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		13. Not happy with the status of your invoice?

You can now reach out to Expert Support within the APP itself, by simply clicking on the “Request Expert support” link.
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		14. Enter the reason why you are asking for additional help in the “Request Title” and “Type your query here” field and submit your request.



Requests for help are usually handled within 3 working days.



You will receive an email with the details of the ticket and be able to track the status of your ticket accordingly.





























Alternatively you can check the status of this and all the tickets with P&G by visiting the “Support Request” APP
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		15. If after searching using the various searching criteria, you still cannot find your invoice, find useful tips on why this is the case by using Bobby, the bot.





















































If after trying all the tips that Bobby the Bot has advised, you still cannot find your invoice/s, you can request for human help by clicking on the “Contact my human colleague” link



If after trying all the tips that Bobby the Bot has advised, you still cannot find your invoice/s, you can request for human help by clicking on the “Contact my human colleague” link. 



Refer to point 14 of this document for guidelines on how to fill in the form that the “Contact my human colleagues” link will trigger.
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My Vendor Codes APP jobaid 20170413 1346.docx
How to navigate the “My Vendor Codes” APP within the Invoicing & Payments Supplier Portal Reports.



Use “My Vendor Codes” to

Get visibility on all vendors you are linked to

Link yourself to all P&G vendors that are part of your company

See who in your company has access to Supplier Portal

Grant/remove access to a colleague

Check your vendor data details and trigger changes as needed



		1. Go to www.pgsupplier.com 

		



		2. Log on to Invoice Status

		[image: ]





		3. Select your language 

		[image: ]



		4. Enter your credentials and Log In

		[image: ]



		5. Select the “My Vendor Codes” APP

		[image: ]





		6. In the “My Vendors” tab, you can see all the vendor accounts that are linked to your user name



For all the vendors that are listed on this tab, you can view invoice status, payment reports, control access and manage email contacts



You can remove accounts that you no longer want to see by clicking on the bin icon highlighted in red



		[image: ]



		7. a. View details of the vendor account/s you are linked to by clicking on the arrow highlighted in orange



b. View the official contacts that P&G holds for your company in quadrant highlighted in yellow.

You can trigger changes to this email lists by clicking on “Request to change email contacts”

Important Note: it is a must to have at least an email in our database for your company as this will facilitate easier communication between you and P&G



c. View all the users that have access to see invoice and payments data for this specific vendor account in the quadrant highlighted in green.

You can delete users that should not have access by pressing on the bin next to the name.

You can grant access to a colleague by clicking on the “Grant access to a colleague” button



		[image: ]



		8. a. View the bank information that P&G holds for your company in the quadrant highlighted in pink and trigger changes by clicking on “Request to maintain bank data” button



b. View the address/Tax ID/Tel and Fax number (s) that P&G holds for your company in quadrant highlighted in blue and trigger changes by clicking on the “Request to update vendor information” button



      

		[image: ]



		9. In the “Related Vendors” Tab, you can view all the vendor accounts that P&G holds for your company that you are not linked to yet.



If you are not linked to a vendor account, you will not be able to see invoice and payment data for that vendor.



You can link yourself to the vendor accounts listed by selecting it and by clicking the “Request access button”.



You will need to provide either a valid Invoice Number or Order Number of an invoice that P&G has already paid to obtain access to the vendor account of choice.



Once that you click on the “Submit Request” button, access to the vendor account of choice will be provided instantly if validations on Invoice Number or Order Number are successful.







		

[image: ]
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		10. In the “Other Vendors” Tab, you can request access to any other P&G vendor accounts not listed in the “Related Vendors” tab.



Note: you will need to provide a valid vendor code and a valid Invoice Number or Order Number of an invoice that P&G has already paid in order to get instant access to the vendor account of choice, before clicking on the “Request access” button.
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		11. Need Support with “My Vendor Codes” APP? You can reach out to the help resources as shown in the area highlighted in orange.





























If you click on the “Request Expert Support” link, you will be required to enter your type of query before being able to submit.



You will receive a ticket number instantly and also an email with a link to the ticket that you can use to track its status.











Alternatively you can check the status of this and all the tickets with P&G by visiting the “Support Request” APP.
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How to navigate the Subscribe APP 20170413 1625.docx
How to navigate the “Subscribe” APP.

Use Subscribe to automatically receive reports of your paid and unpaid invoices.



		1. Go to www.pgsupplier.com 

		



		2. Log on to Invoice Status

		[image: ]





		3. Select your language 

		[image: ]



		4. Enter your credentials and Log In

		[image: ]



		5. Select the “Subscribe” APP

		[image: ]





		6. Choose the criteria for your subscription:





















a. Select when you want to receive the report (every week, every 2 weeks etc.)















b. Select until when you would like to receive the report  you  are subscribing  for





c. Select which day of the week you would like to receive the report you are subscribing for























d. Select the time in which you would like to receive the report amongst the options available.































e. Choose the time frame of invoices you would like to receive the status for.













f. Choose the invoice type of the invoices you would like to receive as part of your subscription





g. Click on “Save Settings”







h. Your report will be sent to you in a form of an email on the timings that you set as part of your subscriptions.



























		[image: ]



[image: ]





[image: ]





[image: ]



[image: ]



[image: ]



[image: ]



[image: ]





[image: ]



		7. As soon as you subscribe, a sample email will be sent to you. It is very important that you confirm receipt as this will help us monitor the performance of this App. Thank you!

		[image: ]



		8. If the subscription is not received, it could be for any of these reasons







      

		

[image: ]



[image: ]



		9. Are you struggling with this APP? Then reach out to our help resources.



If you click on the “Request Expert Support” link, you will be required to enter your type of query before being able to submit.



You will receive a ticket number instantly and also an email with a link to the ticket that you can use to track its status.
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		Alternatively you can check the status of this and all the tickets with P&G by visiting the “Support Request” APP.
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How to navigate the Payments report APP 20170413 1627.docx
How to navigate the “Payment Reports” APP

Use the Payment Reports to see who has paid whom, how and what for

Reconciling payments received by P&G to your open invoices could not be easier with the Payments Report APP



		1. Go to www.pgsupplier.com 

		



		2. Log on to Invoice Status

		[image: ]





		3. Select your language 

		[image: ]



		4. Enter your credentials and Log In

		[image: ]



		5. Select the “Payment Reports ” APP

		[image: ]





		6. Click where  indicated with the orange arrow and select the vendor/s you wish to search payments for



Click where indicated with the yellow arrow to select the date range for your payments



Click on Search
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		7. A screen will open showing all the payments made to your company for the period range selected



You can search in the results for a particular payment



You can download the results in excel





		[image: ]



		8. Click on the arrow highlighted in orange to see the details of your payment



In the quadrant highlighted in green you will see the details of all the invoices that have been incorporated in the specific payment run. You can use these details to reconcile payments received by P&G to your open invoices!



In the quadrant highlighted in yellow you can see which P&G company has paid you, the payment method, amount and date of payment and the Bank Payment Reference number











      

		[image: ]



		9. Are you struggling with this APP? Then reach out to our help resources.





If you click on the “Request Expert Support” link, you will be required to enter your type of query before being able to submit.



You will receive a ticket number instantly and also an email with a link to the ticket that you can use to track its status.
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		10. Alternatively you can check the status of this and all the tickets with P&G by visiting the “Support Request” APP

		[image: ]
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How to reset your Supplier Portal Password





		1. Click here

		



		2. Select your language

		[image: ]



		

3. To retrieve your password, click on “forgot password”

		[image: ]





		4. Enter the username and email address you used when you signed up for P&G's Supplier Portal and click on “Reset Password”

		[image: ]



		5. You will receive a temporary password via email

		[image: ]



		6. The email will instruct you to go to https://itaccess.pg.com  

		



		Enter your Username and temporary Password, and then click on “Login”.
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		Click on “Change My Password”

		[image: ]



		Compose a new password

		a) Passwords must be at least 8 characters in length.

b) Must include at least one uppercase character (A-Z)

c) Must include at least one lowercase character (a-z)

d) Must include at least one number (0-9)

e) Optionally include the special characters = or /

f) Don't reuse passwords.

g) Secure passwords should not contain names, birthdays, addresses, or other personal information



		Enter new password, then confirm new password.



Then click on submit.
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		This message will confirm that password change was successful.



Close your browser and wait 15 min before logging again to www.pgsupplier.com
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		7. Still no luck with your password reset? You can click on “Fix My Access”.



Enter the Username and email address that you used to register to the Portal and we will do the rest.
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		8. Need further Support? Click on the help resources as shown in the orange quadrant
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How to reset your Supplier Portal Username





		1. Click here 

		



		2. Select your language
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3. To retrieve your username click on “forgot username”

		[image: ]



		4. Enter the email address used when you signed up for access to Supplier Portal and click on “Send username”

		[image: ]



		5. You will receive your username via email.
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		6. Need Support? Click on the help resources as shown in the orange quadrant
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How to register for Supplier Portal Invoicing and Payment Reports



		1. Go to www.pgsupplier.com 

		



		2. Click on Sign Up

		[image: ]





		3. Select your language

		[image: ]





		4. Click on Sign up

		[image: ]







		5. Enter and confirm your Corporate Email and continue.



Please try and use corporate emails and not personal emails (Hotmail, Gmail etc.).



This will speed up our validations.





		[image: ]





		6. If the corporate email you have entered is an official contact in the P&G database, you will only need to enter your first and last name and Country and submit



You will then receive your access credentials by email.

Ensure that the temporary password is changed into a permanent one as soon as possible

		[image: ]



		7. If you are not an official contact in the P&G database, enter your first and last name and your work location Country and continue

		[image: ]



		8. Enter your P&G vendor code. Without vendor code you will not be able to proceed with the registration



You can obtain the P&G vendor code from your Purchase Order document or ask your P&G contact

		[image: ]



		9. Enter your company name and continue

		[image: ]



		10. Enter your P&G contact email(s) and continue.

Without a valid P&G contact email you will not be able to continue with the registration



Check where circled in orange for all acceptable email address formats
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		11. Enter an invoice number that P&G has already paid and continue.

Go to point 14 if you do not have and Invoice Number

		[image: ]



		12. Enter a P&G Order Number linked to an invoice that P&G has already paid and clicks submit.

Go to point 14 if you do not have an Order Number

		[image: ]



		13. The Registration is complete when you receive this message

		[image: ]



		14. Click on the help links if you do not have an invoice number and/or P&G order number
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		15. [bookmark: _GoBack]Click on” Request approval from” to trigger an approval request to the official contacts for your company present in our database and the P&G contact(s) previously provided



		[image: ]



		16. Your access will be granted as soon as either the P&G contact (s) or the official contact (s) for your company approves.

Important Note: It is advisable that you provide all information needed (including invoice number and Order Number) as this will guarantee instant access to Supplier Portal.

Otherwise, access will only be granted when one of the P&G contacts you have provided or one of the official contacts for your company approves.
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