
 
  

 
 

 
 
 
 
 

 
Supplier Quick Reference 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Document Control 

https://apc01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fitsmarta.com%2F&data=05%7C02%7Cpratima.ranjan%40infosys.com%7Cecd9f5ef241f49d344ec08dd450b2ad6%7C63ce7d592f3e42cda8ccbe764cff5eb6%7C0%7C0%7C638742636441312018%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=14NKiwD0deLuD67H4FV4xEUiIU67Aorj8%2BXgfeYaGfI%3D&reserved=0


MARTA Suppliers 
 

 
Page 2 of 44 

 

 

Contents 
 
1. MARTA Application Access ..........................................................................................................................  
2. External Supplier registration in Redwood Page – Prospective .............................................................  
3. Create ASN in Supplier Portal ........................................................................................................................  
4. Create Invoice from Supplier Portal ................................................................................................................  
5. View Invoice Status from Supplier Portal .......................................................................................................  
6. Redwood -  Supplier Portal Redwood Experience ..........................................................................................  
7. Supplier Profile Management ..........................................................................................................................  
8. Manage Purchase Order ..................................................................................................................................  
9. Manage Receipts and Returns as Supplier (View Only) .................................................................................  
10. Solicitation View & Respond ..........................................................................................................................  
11. Solicitation Manage Response ........................................................................................................................  
12. Manage Solicitation Amendment-View and Respond ....................................................................................  
13. Manage Contracts as Supplier .........................................................................................................................  
 
 

 
 

 

  



MARTA Suppliers 
 

 
Page 3 of 44 

 

1. MARTA Application Access 

2. External Supplier Registration in Redwood Page – Prospective  
  

a. Goto Supplier Setup - Prospective 

   
  
   
  

b. Enter Email ID & click on send access code. Email containing access code will be sent to the 
mentioned Email ID  

  

  
c. Enter the access code & click on continue  
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d. Enter all the company details and click save first & then click on continue  

  
e. Enter Contact details and enable user account if required and click save first & then click on continue  
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f. Enter the address and select the contact to assign to this address. Then click save first & then click on 

continue  

  
g. Select the business classification value from the Lov list & provide other details if required. Then click 

save first & then click on continue  
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h. Select the Product and Services categories for the Supplier. Then click save first & then click on 

submit  

  
i. Confirmation screen appears once the submission is successful. It takes some time to get auto 

approved.  

  
  

j. Supplier will receive email confirmation to the email mentioned once auto approved  
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k. You can check the status of registration approval in path Procurement > Suppliers > task > Manage 

supplier registration requests  
  

  
  
Also note that source of supplier creation is ‘external’ in this case  
  
  

l. You can search the same supplier in the path ‘manage suppliers & search the supplier’. You will see 
that the supplier is created after auto approval  

  
  

3. Create ASN in Supplier Portal 
 

a. To create ASN in supplier portal, login as supplier. Goto supplier portal 



MARTA Suppliers 
 

 
Page 8 of 44 

 

 
 

b. Under shipments, click on ‘create ASN’  
 

 
 
 

c. Search for the purchase order number for which you need to create ASN. After searching select the line  
For which you want to create ASN & click on ‘Create ASN’button 
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d. Under header details, enter the details. You can also enter other details if required 

 
 

e. Under line details enter the quantity 

 
f. Click on submit 
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A confirmation pops up confirming the creation of ASN  

 
 
 
 
 
 
 
 
 
 
 
 
 

4.  Create Invoice from Supplier Portal 
 

a. To create ASN in supplier portal, login as supplier. Goto supplier portal 
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b. Click on ‘Create invoice’ 
 

 
 
 

c. In ‘Identifying PO’ LOV, select the PO for which you want to create invoice 

 
d. Select the supplier site, Remit to bank account. Enter invoice number, select date on which you are 

creating invoice, select type-Invoice. Under customer select the customer 
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e. Enter the line details. Click on ‘Select and add’ icon to select and add line 

 
 
 
Click on ‘Apply’ & then click on Ok 

 
 
Note: If you are creating invoice for all lines select ‘Select all’ 
 
Line will be added 
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f. Click on ‘Save’ first to save the details then click on submit 

 
 
Popup appears confirming the invoice has been created 

 
 
 

5. View Invoice Status from Supplier Portal 
  

a. To view invoice in supplier portal, login as supplier. Goto supplier portal 
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a. Under invoices & payments click on ‘Invoices’ 
 

 
  

b. Enter search criteria & click on search 

 
c. Click on ‘Invoice number hyperlink to view the invoice details 
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d. You will be able to see invoice details 

 
 
 
 
 
 
 
6.  Redwood -  Supplier Portal Redwood Experience 
 
Login to Dev7  
URL: https://login-evii-dev7-saasfaprod1.fa.ocs.oraclecloud.com 
Enter Valid user ID and Password 
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From the home page, go to Supplier portal and select 'Supplier Portal' 

 
Supplier portal page opens in Redwood 

 
 
 
7. Supplier Profile Management 
From the home page, go to Supplier portal and select 'Supplier Portal' 

 
Supplier portal Redwood page window opens in redwood. 
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Click the Company Profile button.  

 
 
View the profile details 

 
 
Click on Change profile button to edit details.  



MARTA Suppliers 
 

 
Page 18 of 44 

 

 
The page will be in edit mode. 

 
Make changes to profile details as required. Click on save 
Note: Tax related details can be modified in this page 
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To make changes to Address, click on Addresses tab, enter details & save 
Note: If there are multiple addresses then click on edit icon against which changes to be done & then make changes and 
click update 

 
Click on update to save changes 

 
To add new address click on +Add address icon, enter details and click on create 
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To make changes to Contacts, click on Contact tab, click on edit, enter details & save 
Note: If there are multiple Contacts then click on edit icon against which changes to be done & then make changes and 
click update 
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Make changes to Bank Account details & save 
Note: If there are multiple Bank accounts then click on edit icon against which changes to be done. Also you can create 
new Bank account in this page. 
Note: Only one bank account can be primary 
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Make changes to Business Classification  details & save 
Note: If there are multiple Business Classification then click on edit icon against which changes to be done. Also you 
can create new Business Classification in this page. 
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Select additional Products and services or uncheck existing products and services 

 
 
Click on 'Review Changes' button 

 
Click on 'Submit' button 
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Enter change request description and click on “Submit” 
 

 
 
 
8. Manage Purchase Order 
From the home page, go to Supplier portal and select 'Supplier Portal' 

 
 
In the window that opens up, select the Orders tile to see the Purchase Orders area and find various filters to view the 
Purchase Orders received from MARTA 
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In the window that opens up, find the Search area and type any specific Purchase Order to view the details of that particular 
Order. Click Search 

 
Click on the Order number hyperlink to expand the Order and view all the details such as Schedules, Order Lifecycle, 
Additional Details and Order History 
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Click on the Line-Schedule hyperlink to see Line details and Schedule details expanded view 

 
 

 
 
Click on the Order Lifecycle tab to view all related documents(Receipts/Invoices) and detailed status of the order 
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Click on Additional Order Details to view any additional details added by the Buyer 
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Click on View PDF button to download a copy of the Purchase Order.PDF will be downloaded in your local machine & can 
be viewed from there. 

 
 
9. Manage receipts and returns as supplier (View only) 
 
From the home page, go to Supplier Portal and select 'Receipts and Returns' 
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Enter the search parameters. Select the Receipt number hyperlink 

 
 

 
 
View the Receipt details 
 

 
 
 
Click 'i' (Transaction history) icon- to view transaction history 
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10. Solicitation View & Respond 
From the home page, go to Supplier Portal and select 'Solicitations' 
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In the window that opens up, select the filter or type the solicitation number 
Click Search 

 
Select & view the Solicitation by clicking the Solicitation number hyperlink 

 
View Solicitation details. To Acknowledge participation, click on More Actions & select Acknowledge Participation 
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To respond, click on More Actions & select Create Response 

 
 
 
Enter below details 
Note to buyer(Optional) -  
Attachments -  
Requirements- 
Lines-(Under actions click on Edit to enter Response price) 
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Click on 'Validate' & save. If any errors will show at the top if the page 

 
Click on 'Submit' to submit the response 
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11. Solicitation Manage Response  
Login to the Supplier Portal.  
From the home page, go to Supplier portal and select 'Supplier Portal' 

 
 
Open Solicitations to find Responses created and submitted against Solicitations 
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Click on Responses tab. Search for any specific Solicitation and click on the Solicitation number hyperlink to see the 
expanded view. Click on Quote hyperlink to view full details 
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12. Manage Solicitation Amendment-View and Respond 
 
Login to the Supplier Portal From the home page, go to Supplier portal and select 'Supplier Portal' 

 
 
 
 
From the notifications, click on the hyperlink to open the Amended Solicitation 
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Click on the solicitation number hyperlink. Solicitation will be opened in redwood page.

 

 
 
Acknowledge Amendment to be able to Create a Response 
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Create Response and submit 

 
Click on submit. 
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13. Manage Contracts as Supplier 
From the home page, go to Supplier Portal and select 'Contracts' 

 
 
Search for the Contracts by Contract name/ number/Source document number 

 
 
To download Contract PDF, select the contract and then click on 'Download Contract PDF' button 

 
To review Contract documents, select the contract and then click on 'Review Contract Documents' button 
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In the Contracts overview page, you can also click on quick search – 
a. View all contracts b. Draft contracts. c. Expiring in 30 days 
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