C&SCENSION

How to View / Acknowledge Consigned Items’ Onhand Quantities
Quick Reference Guide

Purpose: This document provides instructions to view and confirm consigned items onhand quantities at Ascension locations
through the Supplier Portal.

Audience: Consignment Suppliers who have access to the Ascension Supplier Portal
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Logaing In
1. Navigate to the Ascension Supplier Portal at 4. Click the Supplier Fluid Home tile.

https://supplierportal.ascension.org. v My Homepage
&CENSION Supplier Fluid Home

Ascension
Suppliers

2. Click the Sign In button at the top right of the page.
5. You will be taken to the Supplier Homepage. Select a link from the

3. Enter your User ID and Password and click the Sign In button. lefthand navigation menu.
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Viewing Consingment Onhand Quantities

1. Inthe Links section, click on the arrow ¥ next to the Consignment

Inventory Onhand Quantities group.

Supplier Homepage

Supplier Homepage ©  « | Dashboard
@ Links S o+ | [Upcoming Events
== .
< User Profile Settings and T&Cs 7, Upcoming Events
& View Terms & Conditions
5 My System Profile Training for New Suppliers "How to Navigate the Supplier Portal”

&1 Change My Password

& Initate Supplier Ch
nitiate Supplier Ghange Announcements.
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[ Consignment Inventory Onhand
Quantities

T Purchase Orders an TSTory

[ eSettlements Functionallity

Test Announcement Content

Each year, BST Enterprises sponsors hundreds of events, causes and promotions.
These sponsarships are a vital part of our commitment to make oUr communities a
great place to live, work and play. Please direct all donation requests through the

2. From the Consignment Inventory Onhand Quantities group, click the

View Consignment Inventory Qty Balances hyperlink.
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My System Profile
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Initiate Supplier Change

ofamsaa
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= Wiew Consignment Inventory Gty
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[  Purchase Orders and A SN History
[ eSettlements Functionallity

3. The View Consignment Inventory Quantity Balances filter page will

open to the right of the Links section.

4. Populate the search fields to see specific items and click Search.
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S (av View Consignment Inventory Quantity Balances

Filter Options

Wiew Terms & Conditions

Wy System Profile —
Change My Password Search Criteria
Initiate Supplier Change

Health Ministry Fensacala a

= Consignment Inventory Onhand

Facility FLPEN SACRED HEART HOSP Q)

Quantities
Wiew Consignment Inventary Gty . ~[FLFEN P =R
=] ensacala
Balances Inventory Business Unit Q,
[ Purchase Orders and ASN History ftem ID Q
[ eSettlements Functionallity supplier item ID a
| Search |

Search results will display for all consigned items that meet the criteria

within the Quantity Details page

Details displayed include:

o

Health Minstry

Facility

(Supplier) Item ID
(Item) Description
UOM (Unit of Measure)

Reorder Point: the quantity onhand when the item will be
reordered

Inventory Business Unit
Storage Area

Bin Location

Quantity On Hand

Maximum Quantity: quantity item will be reordered to — this should
be equal to the item’s consignment agreement.

Default Actual Cost
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6. To view the Ascension item ID for a given item, click the the hyperlink
under the Item ID column in the applicable row.

View Consignment Inventory Quantity Balances.

Quantity Details

Confimation History

ersonanze | Fina lviewan [ B Pt @ qor

ANty O Wi
Hang

RSN AAD8_H35 3con0 30000 14000000

The Item Replenishment Details page will display for the selected item.

Item Replenishment Details Retumn

Business Unit: FLPENPCL FLPEN Pensacola Cath Lab

| Item ID GDOOGDDDCOGDOSGEJE' Supplier item ID  INT35015UX

Click Return to go back to the Quantity Details page

Confirming Consignment Onhand Quantities

1. To confirm that the Quantity Available matches to the physical shelf
guantity of the item, check the box in the far left column for that item within
the Quantity Details page

a. Use Select All at the bottom to check all boxes at once.

2. Once all items desired have been checked, click the Confirm Quantities
button at the bottom left of the page.

View Consignment Inventory Quantity Balances

Quantity Details

Set Filter Options

Confirmation History
Item Quantity Details

Health Ministry Facility

Item ID Description uom
CATH ANGPL BLLN DIL
Pensacola FLPEN Sacred HeartHosp Pens  ADMO5012013P CIDARKIBALD LN P
5X120MMX130CH

| Confirm Quantilies | |D select Al [ Clear All

3. Message will appear asking to confirm. Click Yes.

Message

Do you want to confirm the Gtys for selected tem? (20002,3)

Yes Ma

4. The Quantity Details page will display.

Viewing and Downloading Confirmation History

1. From within Quantity Details page, click the Confirmation History link

View Consignment Inventory Quantity Balances

Quantity Details

Set Filter Options Canfirmation History

2. Inthe Confirmation History window, populate the From Date and To Date

fields. Click Search.

Confirmation History

*From Date 11/01/2017 |[5] *To Date [11/05/2017 |[#] Search

Search results will be displayed for all items confirmed within the date
range.
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From Date W “ToDate

3. If desired, click the download to excel s icon within the Confirmation
History window to save to as a file.

4. Click the Return button at the bottom left to return to the Quantity Details
page
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