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Link to Supplier Portal 
The link to the supplier portal can be located on shawinc.com. Click “Suppliers” at the bottom 
of the page. Click the “Current Supplier Resources” link. Then click the “Sign into the Supplier 
Portal” link.  
 
 

Supplier Public Home Page 
Upon logging in, you will come to the Supplier Public Home Page.  Click on the Welcome tile for 
the welcome message. Click on the FAQs/Contact Us tile for information on whom to contact 
for any questions.  
 

 
 
 

Supplier Secure Home Page 
 
Click the drop down arrow on the Supplier Public Home Page Header and choose Supplier 
Secure Home Page.  
 

 

 
  

 
From the Supplier Secure Home Page you can access your transactional data.  
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Click the Manage Profile tile to change your forgotten password challenge question or change 
your email address.  It is very important that you set this information! 

 
 

Receipts 
Click the receipts tile to access receipt information. 3 days of transactions are automatically 
displayed after clicking the tile.  

Click the filter icon ( ) on the top left to search for a specific receipt by PO number, receipt 
number or date range. ​NOTE​: Keep date ranges short to avoid long search times.  

 
 
Click on the arrow on the left to see further receipt details.  
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Receipt Details 

 
 
 

 
Purchase Orders 
 
Click on the POs tile, then click the Purchase Orders tile to view purchase order details.  The 

default search results will show all POs issued in the last 4 days. Click the filter icon( ) icon 
on the top left to search for a specific PO, or to change the date range. ​NOTE​: Keep date ranges 
short to avoid long search times.  
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You can click the button on the top left to download your search 
results to Excel.  
 

 
 
From this page you can see PO details. Any PO with “New” as the acknowledgement status has 
not been acknowledged. Once a PO has been acknowledged, the acknowledgement status will 
change to “Buyer Accepted”. Click on the arrow to the left of each line to see additional PO 
details.  
 

 
 
 
 
 
Printing Purchase Orders 

Click the icon under the action column, click on “View PO Dispatch Document”. 

 
Once the Purchase Order List comes up, click on “View PDF” at the far right. 
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Once you click “View PDF” you will get a pop up message. Click “OK” 

 
 
Wait a minute to give the process time to run and click “View PDF” again. ​NOTE​: Be sure your 
Pop-up Blocker is turned off. 
 
If the PDF is not yet available you will get the following message. Click OK, give it a minute and 
try again. 

 
 
Once the process has completed you will get a PDF copy of the purchase order when you click 
on “View PDF”. 
 
 
From this page you can also see any purchase order that has been changed or cancelled. If a 
purchase order has been changed the PO Status will show “Change Order-1”. The number will 
also change according to how many times it has been updated or changed.  
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When you have acknowledged a purchase order, the Acknowledgement Status will change to 
“Buyer Accepted”. 

 
 
If a change order is done after acknowledgment the status will change back to “New”. 

 
To see what changes have been made click the icon to the far right in the PO Details column. 

 
 
 
 
Click “View PO Changes” under Change Order. 
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When a purchase order has been cancelled the PO Total Amount / Currency will not show an 
amount. 
 

 
 
 
 
You can click on the PO Details to see that it is cancelled. 
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Purchase Order Acknowledgment  
 
 
Click on the Purchase Order Acknowledgment tile to acknowledge a purchase order. 

 
 
 
From this page you can search for purchase orders by a date range or by purchase order.  
 
When searching by date range the search will bring back any purchase order that needs to be 
acknowledged that was created within the date range. 
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To search by a specific purchase order number enter your PO# in the From PO ID and To PO ID 
fields and then click “Search”. 
 

 
 
Once the list of purchase orders comes up you can click on a purchase order number. 
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If the purchase order has changes you can click  “View PO Changes” under the Change Order 
column to view those changes. 
 

 
 

 
 
 
To Acknowledge the purchase order just click “Save & Send Acknowledgement” at the bottom 
of the page. ​NOTE​: ​You are just acknowledging receipt of the PO. If the price or qty needs to be 
updated, you will need to send an email to the ​sourcing.mro@shawinc.com​ mailbox. 
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You will get a confirmation that the acknowledgement was successful. Just click “OK”. 

 

Manual Navigation 
 
 
To manually navigate to a page, click on the Nav Bar at the top right.  

 
 
Click Navigator 

 
 
 
Click “Maintain Supplier Information”. 
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If you click  “Addresses” you can see the address information set up for your company in our 
system. 
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Click “Manage Orders”/“Purchase Orders” 

 
 
You can search by date range to show a list of purchase orders or you can search by a specific 
purchase order. 
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From this page you can view a PDF version of the purchase order by clicking on “View PDF”.. 
The Create ASN button is not being used at this time. 
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Click on “Acknowledge Purchase Orders” to acknowledge a PO#. You can search by a specific 
purchase order number or by a date range.  
 
Click on the purchase order to bring the Acknowledgement page up. 
 

 
 
Click on Save & Send Acknowledgement  
 

 
 
Click “View Receipts” to view receipts on purchase orders. 
 

 

18 



 

 
You can search by date range or a specific purchase order number. 
 

 
Click on the Receipt Number to view receipt details. 
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Click on “Review Payment Information”. 
 

 
 
Click on “Invoices” to view invoice status”. You can search by a specific invoice number or by 
date range. 
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Click on the Invoice Number to see the invoice details. From here you can see the Payment 
Status, Terms, Gross Amount, and Method of payment. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

21 



 

Click on “Payments” to view payment information. You can search by invoice number or date 
range. 
 

 
 
Click on the Reference number to see all invoices that were paid on that Reference ID Number. 
 

 
 
This page will give you the amount of the payment, the date the payment was made, and a list 
of invoices that payment was for. 
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To see open invoices and payment dates click on “Account Balances”. This will bring up any 
outstanding invoices.  

 
 
Click on an Invoice Number to see the invoice date, due date, items that were on the invoice, 
and the date payment is scheduled to pay. 
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Click on “View Terms & Conditions” to view the Shaw Terms & Conditions 
 

 
 
 
Click on “Change My Password”  to change your password.  
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Click on “My System Profile”. 

 

 
On this page there is a link to “Change password”, “Change or set up forgotten password help”, 
and email address. If you change your email address on this page be sure to click “Save” before 
leaving the page. 
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