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eSupplier for Service Suppliers 
 

This course is designed to provide Integrys Service Suppliers with the knowledge to effectively 

navigate, find information, and utilize their pages within the PeopleSoft environment. 

 

Maintaining Supplier Information 

Adding and Modifying Addresses 

PeopleSoft eSupplier Connection allows suppliers to view and modify their own business 

information at their convenience.  Suppliers can add and/or update their own Addresses, Email 

Information, and Phone Numbers in the system.  As soon as suppliers save their changes, the 

PeopleSoft database is updated and the supplier can review their saved information. 

 

Procedure 

 
In this lesson, you will learn how to Add and/or Modify Address Information for a supplier in 

Integrys' PeopleSoft system. 

 
 

Step Action 

1. Click the Maintain Supplier Information  link. 
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Step Action 

2. Click the Addresses link. 
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Step Action 

3. 
Click the Add a New Address button.    

 
 

Step Action 

4. All information on the Maintain Addresses form should be entered in capital 

letters. 
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Step Action 

5. 
Click in the Description field.   

 
 

Step Action 

6. Enter the desired information into the Description field.  (ie Enter "ATLANTA GA "). 
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Step Action 

7. Click the Look up Country (Alt+5)  button.   

 
 

Step Action 

8. 
Click in the Country  field.   
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Step Action 

9. Enter the desired information into the Country  field. (ie Enter "usa".) 

 
 

Step Action 

10. 
Click the Look Up button.    
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Step Action 

11. Click the USA link.    

 
 

Step Action 

12. 
Click in the Address 1 field.     
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Step Action 

13. Enter the desired information into the Address 1 field. (ie Enter "1616 PEACHTREE ROAD".) 

 
 

Step Action 

14. 
Click in the City  field.   
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Step Action 

15. Enter the desired information into the City  field. (ie Enter "ATLANTA ".) 

 
 

Step Action 

16. 
Click in the County field.   
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Step Action 

17. Enter the desired information into the County field. (ie Enter "FULTON ".) 

 
 

Step Action 

18. 
Click in the Postal field.    
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Step Action 

19. Enter the desired information into the Postal field. (ie Enter "30340".) 

 
 

Step Action 

20. 
Click in the State field.   
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Step Action 

21. Enter the desired information into the State field. (ie Enter "GA".) 

 
 

Step Action 

22. Click in the Email ID  field. 
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Step Action 

23. Enter the desired information into the Email ID  field. (ie Enter 

"cindy.smith@esupplierinc.com".) 
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Step Action 

24. 
Click the Type list.   

 
 

Step Action 

25. Click the Business list item.    
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Step Action 

26. 
Click in the Phone field.   

 
 

Step Action 

27. Enter the desired information into the Phone field. (ie Enter "6785431212".) 
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Step Action 

28. 
Click the Add (Alt+7)  button.   

 
 

Step Action 

29. 
Click the Type list.   
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Step Action 

30. Click the FAX  list item.    

 
 

Step Action 

31. 
Click in the Phone field.    
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Step Action 

32. Enter the desired information into the Phone field. (ie Enter "6785431313".) 

 
 

Step Action 

33. 
Click the Save button.    
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Step Action 

34. 
Click the OK  button.    

 
 

Step Action 

35. Verify that the new Address Information has been added successfully. 
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Step Action 

36. 
Click the Edit  button, to update existing address information.    

 
 

Step Action 

37. To change a phone number, click in the Phone field. 
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Step Action 

38. Remove the incorrect information. 

 
 

Step Action 

39. Enter the desired new information into the Phone field. (ie Enter "6785431414".) 
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Step Action 

40. 
Click the Save button.    

 
 

Step Action 

41. 
Click the OK  button.    

 
 

Step Action 

42. You have successfully Added and Modified Address Information for a supplier. 

End of Procedure. 
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Adding and Modifying Contacts 

PeopleSoft eSupplier Connection allows suppliers to view and modify their own business 

information at their convenience.  Suppliers can add and/or update their own Addresses, Email 

Information, and Phone Numbers in the system.  As soon as suppliers save their changes, the 

PeopleSoft database is updated and the supplier can review their saved information. 

 

Procedure 

 
In this simulation, you will learn to Add and/or Modify Contact Information  

for suppliers.  Suppliers can update contacts, e-mail information, and phone numbers in Integrys' 

PeopleSoft system. 

 
 

Step Action 

1. Click the Maintain Supplier Information  link. 
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Step Action 

2. Click the Contacts link. 

 

You may also use the link in the Main Menu to the right to select the Action. 
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Step Action 

3. Click the Add a New Contact button to Add a New Contact.  

 

 
 

Step Action 

4. The Description and Name fields should be populated in all capital letters. 
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Step Action 

5. The Description field should be populated with the Position/Role of the contact. 

 
 

Step Action 

6. Enter the desired information into the Description field. (ie Enter "OFFICE MANAGER ".) 
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Step Action 

7. Enter the desired information into the Name field. (ie Enter "CINDY SMITH ".) 

 
 

Step Action 

8. The Email ID is important because the email address entered here will be used for 

events, purchase orders, and change orders. 
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Step Action 

9. Enter the desired information into the Email ID  field. (ie Enter "cindy.smith@supplier.com".) 

 
 

Step Action 

10. Click the Location dropdown to select a location for this contact from the addresses 

that are associated with the supplier.    
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Step Action 

11. Click the ATLANTA GA  list item.    

 
 

Step Action 

12. 
Click the Type list.    
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Step Action 

13. Click the Business list item.    

 
 

Step Action 

14. Enter the desired information into the Phone field. (ie Enter "9930998221".) 

 
 



 

Training Guide 
Integrys PeopleSoft Service Supplier Training - 

eSupplier 
 

 Page 31 

Step Action 

15. 
Click the Save button.   

 
 

Step Action 

16. 
Click the OK  button.   
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Step Action 

17. The New Contact has been added successfully. 

 
 

Step Action 

18. 
Click the Edit  button to update an existing contact.    
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Step Action 

19. Enter the desired information into the Email ID  field. 

(ie Enter "cindy.smith@esupplierinc.com".) 

 
 

Step Action 

20. 
Click the Save button.    
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Step Action 

21. 
Click the OK  button.    

 
 

Step Action 

22. The Supplier's Contact information has been successfully updated. 
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Step Action 

23. To view the supplier contact information, click the Description link.  Click OFFICE 

MANAGER  link.    

 
 

Step Action 

24. Click the Return to Contact List link to return to the contact list.    
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Step Action 

25. 
Click the Delete button to delete a contact from the list.    

 
 

Step Action 

26. 
Click the Yes - Delete button.    
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Step Action 

27. 
Click the OK  button.    

 
 

Step Action 

28. The Contact Information has been deleted. 

 
 

Step Action 

29. You have successfully Added and Modified Contact details for a supplier. 

End of Procedure. 
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Sourcing Activities 

Viewing Events and Submitting Bids 

PeopleSoft eSupplier Connection enables bidders to View Events and Submit Bid Responses.  

Bidders can browse events based on various search criteria, enter bids online, and receive 

notifications.  

Procedure 

 
In this lesson, you will learn how to View Events and Place Bids through eSupplier 

Connection. 

 
 

Step Action 

1. Click the Manage Events and Place Bids link. 
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Step Action 

2. Click the View Events and Place Bids link. 
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Step Action 

3. Suppliers can search for specific events to bid on and view results from this page.  The 

supplier will receive an email with the Event ID number to narrow the search.  Just 

clicking the search button will retrieve all events.  One example of a search follows. 

 
 

Step Action 

4. The first section of the Event ID field should always be populated with 2000. 
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Step Action 

5. The specific Event ID can be entered in to the second section of this field.  Enter the 

desired information into the Event ID field. (ie Enter "3200000350".) 

 
 

Step Action 

6. 
Click the Search button.   
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Step Action 

7. Click on the desired Event ID to submit a bid.  (ie Click 2000-3200000350.) 

 

 
 

Step Action 

8. Click and drag the scrollbar to view the Line Items for a Bidder. 
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Step Action 

9. Click and drag  the scrollbar to locate the Accept Invitation button 

 
 

Step Action 

10. 
Click the Accept Invitation  button to accept the invitation to bid.   
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Step Action 

11. Click on the desired Event ID to submit a bid.  (ie Click 2000-3200000350.) 

 

 
 

Step Action 

12. 
Click the Bid on Event button to enter the bid information.   
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Step Action 

13. Click and drag the scrollbar to locate Your Bid Quantity.  

 
 

Step Action 

14. Enter the desired information into the Your Bid Quantity  field. (ie Enter "1".) 
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Step Action 

15. Enter the desired information into the Your Unit Bid Price  field. (ie Enter 

"123456".) 

 
 

Step Action 

16. Scroll to the right. 
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Step Action 

17. Click the Bid link.    

 
 

Step Action 

18. Line Items may have Questions associated that must be answered before 

submitting the bid. 
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Step Action 

19. Click the scrollbar to locate the Questions. 

 
 

Step Action 

20. Click in the Response field. 
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Step Action 

21. Enter the desired information into the Response field. (ie Enter "Nissan".) 

 
 

Step Action 

22. Click the View/Add Question Comments and Attachments link. 
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Step Action 

23. Additional comments or attachments can be added from this page. 

 
 

Step Action 

24. 
Click the OK  button.       
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Step Action 

25. 
Click the Validate Entries button.    

 
 

Step Action 

26. Receiving the "No errors found" message indicates that you have answered all 

required questions.  
TIP:  If errors are found, check to ensure all mandatory questions have been answered. 
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Step Action 

27. 
Click the OK  button.   

 
 

Step Action 

28. 
Click the Start Page button.    
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Step Action 

29. Click the scrollbar to locate the Submit Bid button. 

 
 

Step Action 

30. 
Click the Submit Bid button.   

 

(Print this page for your reference before clicking OK)  
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Step Action 

31. 
Click the OK  button.     

 
 

Step Action 

32. You have successfully submitted a bid on the event. 
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Step Action 

33. You can also upload .xml files that include your bid information instead of entering 

the data directly into PeopleSoft. 

 
 

Step Action 

34. Click the applicable Event Id link. 
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Step Action 

35. Click the View Event Package link once you have accepted the invitation. 

 

 
 

Step Action 

36. Click the View Attached File button to view the event PDF file.    
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Step Action 

37. Click the Close button.    

 
 

Step Action 

38. Click the View Attached File button to download the XML file.     
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Step Action 

39. 

Click the Internet Explorer Main Window .     

 
 

Step Action 

40. The XML file has instructions at the top of the page to download and open the file correctly. 
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Step Action 

41. 
Click the File menu item.     

 
 

Step Action 

42. Click the Save As... menu item.     

 or Press [A] . 
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Step Action 

43. Click the Desktop button. 

 
 

Step Action 

44. 
Click the Save button.     
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Step Action 

45. Click the Close button.     

 
 

Step Action 

46. 

Right-click the Test_Event_-_GF.xml file on your desktop.    

 



 

Training Guide 
Integrys PeopleSoft Service Supplier Training - 

eSupplier 
 

 Page 62 

 

Step Action 

47. 
Click the Open With menu item.    

 
 

Step Action 

48. 
Click the Microsoft Office Excel menu item to open the file.    
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Step Action 

49. The General Details tab provides details about the request. 

 
 

Step Action 

50. 
Click the Terms & Conditions tab to view the Terms and Conditions.    
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Step Action 

51. 
Click the Line Details tab to enter your bid information.     

 
 

Step Action 

52. 

Click the Quantity  field.     
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Step Action 

53. Enter the desired information into the Quantity  field. (ie Enter "10".) 

 
 

Step Action 

54. 

Click the Question Response field.    

 




























































