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Supplier Registration

Open Supplier Portal URL Enter Email Access  Code

Open the link provided by Roanoke in 
your internet browser.

Oracle Supplier Portal is a web-based platform 
accessed through your internet browser.  Chrome or 
Firefox works best. No software will need to be 
installed on your computer.

Enter your email to receive the Access 
code.

You will receive the access code in your 
email inbox. Check the spam folder if you 
do not receive the email.

Enter the access code you have received 
in the email. Press Continue.



Supplier Registration

Enter Information Attachments Contact Information

Enter Information. Attach W-9 and any other relevant 
documentation.

You are moved to:

Enter the information.

Click Continue.



Supplier Registration

Contact Information Addresses Enter Information

Add Another Contact if necessary and 
enter the information for that contact.

You are moved to: Enter Information.

Click Continue.



Supplier Registration

Address Information Business Classifications Enter Information

Add Another Address if necessary and 
enter the information.

You are moved to: Enter Information.

Click Continue.



Supplier Registration

Business Classification Information Products and Services Enter Information

Add Another Business Classification if 
necessary and enter the information.

You are moved to: Enter Information.

Click Continue.

Click Save and Submit.



View Purchase Orders
Access Information. View Information View Information

Click on Manage Orders from the Tasks 
section. 

Click Acknowledge if the document is 
pending acknowledgement

Click Done.

Click View PDF.

To see the PO Lifecycle, click View Details 
on the right below the graph.

Click Search. A blank search displays all 
options. Search/Filter options can reduce 
the search results.

Review Information. Click on the blue 
hyperlink will show additional 
information.

Click Actions to select View Document 
History, View Change History, and/or View 
Revision History. 

Click Done.



View Agreements
Access Information. View Information View Information

Click the blue hyperlink to see additional 
information. The Manage Orders page opens. The 
PO hyperlink can be linked to open PO details.

Click on Manage Agreements from the 
Tasks section. 

Click Done.

Click View PDF.

To see the PO Lifecycle, click View Details on 
the right below the graph.

Click Search. A blank search displays all 
options. Search/Filter options can reduce 
the search results.

Review Information. Click on the blue 
hyperlink will show additional 
information.

Click Actions to select View Document 
History, View Change History, and/or View 
Revision History. 

Click Done two times.



View Invoices
Access Information. View Information View Information

Click on View Invoices from the Tasks 
section. 

Review the Invoice and Payment Details.

Enter at least one of the double asterisk 
fields and click Search.

Click on the blue hyperlink will show 
additional information.

Click Done.



View Payments
Access Information. View Information View Information

Click on View Payments from the Tasks 
section. 

Enter at least one of the double asterisk 
fields and click Search.

Click on the Payment Number to view 
details of the payment as needed.

Click Done.Other parameters are available for 
searching.



View Response History
Access Information. View Information View Information

Click on View Response History from the 
Tasks section. 

Enter at least one of the double asterisk 
fields and click Search.

Click Done.Click on the Response Number and 
review.



View Solicitations
Access Information. View Information View Information

Click on View Active Negotiations from 
the Tasks section. 

Click Search.

Click Done.Click on the Negotiation Number and 
review.



Manage Profile
Access Information. Update Information Update Information

Click on Manage Profile from the Tasks 
section. 

Click Edit.

Click Save.Click Yes to proceed.

Enter Change Description.

Click the Appropriate tab(s): Tax 
Identifiers, Organization Details, 
Addresses, Contacts, Payments or  
Products & Service. Update the necessary 
information.

Click Review Changes.

Click Submit.

Click OK.

Click Done.



For more information, please visit 
https://www.roanokeva.gov/160/Purchasing

or call 540-853-2871

https://www.roanokeva.gov/160/Purchasing
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