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1. Basic functionalities 

1.1. Logging in    
 

Go to the page https://partners.fideltronik.com.pl to log in to iSupplier portal. The following 

page should appear: 

 

 

 

Enter your credentials and click on Login button. 

 

 

https://partners.fideltronik.com.pl/
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1.2. Restarting password 
  

In case of forgetting your password Login Assistance option is available. Enter your 

username and then click on Forgot Password button. The new password will be sent to your 

email address 

 

1.3. Preferences setting 
 

To change the preferences click on the settings icon in the top right of the screen and then 

select Preferences 

 

In order to change the language select the right one from the list of values and then click on 

Apply button 

  

1.3.1. Disabled EBS email notifications 
 

In order to disable email notifications go to the Notifications section, from the Email Style list 

of values choose Disabled and click on Apply button. 
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1.4. Worklist 
 

Worklist is available on the home page. You can use it to accept or reject purchase orders. 

Also, you can notice updated information about the orders etc. 

To see notification details click on Subject in the following table: 

   

 

To take an action on the notification click on action buttons (Accept/Reject) in the top right 

of the screen. It is also possible to download the document in .PDF format. 
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1.5. Navigation on the home page  
 

If you have only one responsibility (iSupplier Portal Full Access) you will be redirected to 

iSupplier Portal Home Page automatically after logging in.  

 

However, if you have more than one responsibility you will have to select iSupplier Portal 

Access authorization from the list on the left and then click on Home Page link to redirect 

you to iSupplier Portal Home Page: 
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2. Purchase Orders   

2.1.  Types of Purchase Orders 
 

 There are three types of purchase orders in our system: 

- Blanket Purchase Agreement (BPA) – is a source of Blanket Release. BPA is not an actual 

PO, but it is a contract which includes a list of prices and terms for the elements, which are 

incorporated later on Blanket Release.  

- Blanket Release – this type of purchase order specifies the requested delivery dates and 

quantities, and uses the prices and terms specified in the agreement, which means that you 

cannot change the prices on the Blanket Release except the delivery dates. It is possible to 

change Promised Date of shipment, whereas the price of the element is defined on Blanket 

Purchase Agreement 

- Standard Purchase Order (Standard PO) – is a purchase order which is not tied to BPA 

(e.g. the one-time PO), therefore, you can change the prices as well as the delivery dates.  

 

 

 

2.2. Viewing orders 
 

Path: Orders -> Purchase Orders 

 

Once you are in the iSupplier Portal Home Page, click on Orders tab. You will be 

forwarded to View Purchase Orders page. A view like the following should appear: 
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The default list of all purchase orders will appear. In order to change the view, select the 

correct one from the list of values and click on Go button. 

  

 

2.2.1. Description of columns in Purchase Order table  
 

Path: Orders -> Purchase Orders 

 

• PO Number– the unique number of purchase order 

• Rev – revision of purchase order, namely, every time a given PO will be modified, e.g. 

price or quantity, the revision will be higher  

• Operating Unit – Fideltronik’s organization from which a given PO was created  

• Supplier Site – Supplier’s location  

• Document Type – PO type, all of PO types are described in point  2.1.  

• Description – additional PO’s information provided by Fideltronik’s buyer 

• Order Date – PO’s date of issue. 
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• Buyer – a person in Fideltronik responsible for the order  

• Currency – currency in which PO is created 

• Amount – the total amount of the order 

• Status –the actual PO status:  

o Accepted or Open – the PO does not need to be confirmed by the supplier   

o Requires Acknowledgment – the PO needs to be confirmed by the supplier          

(check out point 2.4.1.) 

o Cancelled – the PO has been cancelled by Fideltronik 

o Buyer Change Pending– the PO has to be confirmed by Fideltronik  

o Closed – the PO is closed, an advanced shipment notice cannot be created  

o Partially Acknowledged – the supplier has not performed an action on all 

lines/shipments of the PO and has to complete the acknowledgement 

 

• Change Request Status – it concerns the changes made by the supplier  

o Supplier Change Pending – a supplier has changed the PO and that change 

has to be accepted by Fideltronik  

o Rejected –  a change entered by a supplier has been rejected by Fideltronik   

o Supplier Cancellation Pending – a supplier has cancelled the PO, this 

cancellation has to be accepted or rejected by Fideltronik  

o Empty (lack of status) – it means that there is no change on the PO or the 

change was accepted 

2.2.2. Description of the order   
 

Path: Orders -> Purchase Orders 

To  view the given purchase order, click on its number. You will be forwarded to View Order 

Details page. A view like the following should appear:  
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Use Show All link to show PO shipment details (need-by date, promised date, quantities, 

acknowledgement status). You can also review the attachments to the PO shipments (if 

they exist) by clicking on the icon in the Attachments column.  

 

 

 

2.3. Advanced Search 
 

Path: Orders -> Purchase Orders 

In order to use advanced search option choose Purchase Orders tab and then click on 

Advanced Search button.  
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You may specify parameters and values to filter the data of a given PO. For example, by 

choosing the right buyer or entering the order date: 

 

2.4. Changes in Purchase Order 

2.4.1. Acknowledgement or rejection of the order  
 

Path: Orders -> Purchase Orders  

To acknowledge the PO click on the radio button in Select column and click on 

Acknowledge:   

WARNING! When you use Acknowledge button you are not able to make any changes on 

the PO. It means that you submit the entire Purchase Order. In addition, PO has to be in 

Requires Acknowledgement or Partially Acknowledged status.  
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You have to select the action from the list of values (Acceptance or Rejection) and then click 

on Go button.   

 

 

A view like the following will appear, click on Submit button and, as a result, the whole order 

will be acknowledged or rejected.   

  

2.4.2. Entering changes on the order 
 

Path: Orders -> Purchase Orders    

In order to enter the changes on the PO you have to click on the radio button in Select 

column and then click on Request Changes:  
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Use the Show All link or triangle icon in the PO Details section to show delivery details for all 

the shipments: 

 

When you want to change the data on the order, e.g. Amount or Promised Date, you have 

to enter the changes on the specific shipment. Then you have to enter a Reason for the 

change and choose Change from the Action list.  

 

Click on Submit button to confirm the order. 

 

2.4.3. Cancellation of the entire order  
 

Path: Orders -> Purchase Orders   

In order to cancel the entire PO you have to click on the radio button in Select column and 

then click on Request Cancellation button.  
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After that, from the Actions list of values, choose Cancel Entire Order and click on Go 

button.  

  

 

Next, you have to enter Reason for Cancellation and click on Submit button.  

 

2.4.4. Cancellation of the order line  
 

Path: Orders -> Purchase Orders   

In order to cancel a single PO line you have to click on the radio button in Select column 

and then click on Request Changes button.  
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Use the Show All link or triangle icon in the PO Details section to show delivery details for all 

the shipments. 

 

Then you have to enter a Reason and choose Cancel from the Action list.  

 

Next, click on Submit button. 

 

2.4.5. Split of the lines  
 

Path: Orders -> Purchase Orders   

To split the order line you have to click on the radio button in Select column and then click 

on Request Changes button.  

 
 

Use the Show All link or triangle icon in the PO Details section to show delivery details for all 

the shipments: 
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Next, you have to click on Split button in the Shipments section: 

  

Enter the quantities and delivery dates for the new shipment. Remember to decrease the 

quantity on the first shipment, check if the quantity of both shipments is equal. Then you 

have to enter a Reason for the change and choose Change from the Action list

 

Next, click on Submit button.  

 

 

3. Shipments (Advance Shipment Notice) 
 

3.1.  View Advance Shipment Notices 
 

Path: Shipments -> Shipment Notices 

Once you are in the iSupplier Portal Home Page, click on Shipments tab, then click on 

Shipment Notices link below. You will be forwarded to iSupplier Portal: Shipment Notices 

page. A view like the following should appear:  
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By default, you will be redirected to Last 25 Shipment Notices view, which shows the status 

of the shipments. You have to choose the right view and click on Go button: 

  

 

3.1.1.  Description of the Shipment  
 

Path: Shipments -> Shipment Notices -> View/Cancel Advance Shipment and Billing Notices 

 

• Shipment number – (ASN) the unique notification number given by the supplier  

• Shipment Date – the date when the goods were sent 

• Expected Receipt Date – the date when the goods will be delivered to Fideltronik 

• Freight Carrier – the carrier entered by the supplier when creating the shipment 

• Waybill/Airbill Number – the number of the waybill entered by the supplier  

• Supplier Site– the site of the supplier for whom the order was created  

• Invoice Number – invoice number if it already exists 

• Processing Status Code – following statuses of shipment notices 

o Empty –indicates that the notice has been successfully processed  
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o Pending – means that the ASN has not been processed yet 

o Error - means that the ASN processing has returned an error and the buyer 

needs to be contacted to resolve the issue 

• Cancellation Status 

o Pending cancellation – means that cancellation has not been processed yet   

o Cancelled – means that ASN has been cancelled 

 

3.2. Advanced Search   
 

Path: Shipments -> Shipment Notices -> View/Cancel Advance Shipment and Billing Notices 

In order to use advanced search option you have to click on Shipment Notices and then 

choose Advanced Search: 

 

You can simply search for ASN by using available filters (e.g. PO number, shipment number) 

and then click on Go button:  

  

 

3.3. Creation of Advance Shipment Notice 
 

Path: Shipments -> Shipment Notices -> Create Advance Shipment Notices 

In order to create a shipment notice you have to click on Shipment Notices and then Create 

Advance Shipment Notices:  
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Next, you have to select the right PO Number and click on Add to Shipment Notice button.  

  

Enter mandatory data on the Shipment Lines:  

  

 

Once all the order lines have been added to the shipment notice, click on the Shipment 

Header tab and fill in all the required fields. Next, click on Submit button:  
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3.3.1. Searching for the Orders for ASN  
 

Path: Shipments -> Shipment Notices -> Create Advance Shipment Notices 

Click on Create Advance Shipment Notices link. By default, you will be redirected to 

Shipments Due This Week view, which shows the shipments that have been confirmed by 

the supplier for the current week. You can also choose Shipments Due Any Time view. Then 

click on Go button.  

  

You can also choose Advanced Search option where you can find a specific purchase order.  
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3.4.  Cancellation of the shipment  
 

Path: Shipments -> Shipment Notices -> View/Cancel Advance Shipment and Billing Notices 

In order to cancel the shipment you have to click on the radio button in Select column and 

then click on Cancel Shipment Notice:  

 

 

3.5.  Labels with 2D code   
 

The choice of authorization and functionality for generating 2D labels  
 

Path: Shipments -> Shipment Notices -> View/Cancel Advance Shipment and Billing Notices 

Thanks to this functionality it is possible to generate .PDF file with the labels.  

• one file with all the labels for a given shipment (1,2 or 8 labels on one a4 card) 

• separate files for every line on the shipment   

 

The functionality is available in iSupplier Portal Full Access authorization: 
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This functionality can be used only on Advance Shipment Notice (Shipment Number/ASN) 

that has been already created. 

 

Click on Shipment Number in order to generate the label with 2D code: 

 

 

Generating the single labels with 2D code for the shipment  
  

Click on Labels Generator button:  

 

 
  

All the lines of the given ASN will be shown:  

In order to generate the label for a given line click on Generate label button  :  
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Additional functionalities:   

 

Divide row  - it divides lines into several equal lines according to a given aliquot (e.g. a 

line per 400 pcs will be divided into 4 single lines per 100 pcs): 

     

Insert row   - it splits the line into two separate lines according to a given quantity (e.g. if 

we have a line per 400 pcs and we want to enter a new row per 100 pcs. As a result, we will 

have 2 lines per 300pcs and 100pcs)  

  
 

Remove row  - it removes lines. We can remove only these lines which were already 

divided. 
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Generating a consolidated label – several on one card  
 

It is possible to generate consolidated labels for all the lines (1, 2 or 8 labels on one a4 

card). Click on Generate merged labels button: 

 

 

The status of the data can be checked by clicking on Refresh status button: 

 

 

Consolidated labels can be downloaded in Download label column. Click on Download 

label icon: 
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After downloading the file, 2D code label has to be printed and put on the package 

in visible place.  

 

3.6. Generating ASN label   
 

Path: Shipments -> Shipment Notices -> View/Cancel Advance Shipment and Billing Notices 

After creating Advance Shipment Notice:  

Click on View/Cancel Advance Shipment and Billing Notices: 

 

 

Choose the proper ASN number and click on it:  
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Enter the number of packages of a given ASN (e.g. if there are 2 multipack enter number 2 

and click on Generate ASN Label button: 

 

When .PDF file will be generated, open it and print in A4-sized paper. The number of pages 

will be equal to the number of packages.  

The label has to be placed in transparent foil and put on a package in visible place.   

If the goods are delivered directly to Fideltronik then the label with ASN number should be 

placed on top of the documents attached to the delivery. 

4.  Finance  

4.1.  Creation of an invoice for the purchase order    
 

Path: Finance -> Create Invoices 
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IMPORTANT: Before entering the invoice, always make sure that it is not present in the 

system.  

 

In order to create an invoice you have to follow the path Finance -> Create Invoices. Next, 

select Create Invoice with a PO and click on Go button:  

  

 

4.1.1. Searching for the orders and adding them to the 

invoice 
 

Path: Finance -> Create Invoices 

Use the search form to query the PO lines to match the invoice, e.g. enter the PO number 

or Organization and click on Go button.  

  

 

Use the checkbox to select the desired PO lines and click Add to invoice. The lines will be 

added to the invoice. Use the search form once again if you want to add more lines to the 
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invoice from different POs.  Click Next once all the items are added to the invoice: 

  

  

4.1.2.  Entering details  
 

Enter the necessary information. Fields marked * are required:

  

 

WARNING! Attachment in .PDF format is required.  
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In order to add the attachment you have to click on Add button. 

 

You have to choose .PDF file and click on Apply button: 

 

If you want to change the quantity on the invoice you may change it in Items section
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Review the invoice and click on Submit button:

 

 

4.2.  View Invoices 
 

Path: Finance -> View Invoices  

You may search for the invoices by using available filters. You may also review all the 

invoices which are currently in progress by clicking on GO button:

 

 

4.3. Additional information 

4.3.1.  Searching for the orders according to the organization 
 

Path: Finance -> Create Invoices 

When you are searching for the PO you would like to add to the invoice remember to 

choose the right organization: 
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Fideltronik’s organizations: 

• FIDELTRONIK POLAND SP. Z O.O.  

• Fideltronik SA  

• FITECH sp. z o.o.  

• Dynamic Precision Sverige AB   

You may search for the given organization by entering the part of the organization’s name 

and clicking on Search button: 

   

 

The new browser window will be open. Choose the right organization by clicking on Quick 

Select icon: 
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WARNING! A web browser may block an attempt to open the new window. You have to 

choose Allow to open new windows option.  

Wersja  Zmiana Data  Autor  

1.00    15.05.2018 Agnieszka Pawlus-Szczotka 

    

 

 

 

 


