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HKJC Supplier Portal Introduction 

 
• HKJC Supplier Portal is a collaborative application that enables HKJC and 

their Suppliers to communicate with each other. It enables HKJC Supplier’s to 

have real time access to information (such as Purchase Orders) and respond 

to the HKJC with shipment notices. It also allows HKJC Supplier’s to search 

for Purchase Order, Shipment, Receipt, Invoice and Payment Information. 

 
• Upon completion of this training or when system goes live, you will be able 

to: 

➢ Login to HKJC Supplier Portal 

➢ Navigate and Search 

➢ View Purchase Orders 

➢ Submit Advance Shipment Notices 

➢ View Shipping Information 

➢ Submit Invoice 

➢ View Invoices and Payments Information 
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HKJC Supplier Portal Introduction 

 
Notification View: 

• HKJC Supplier Portal sends notifications to you as and when there is an 

activity performed in the system. For example: 

 
➢ Creation of a Purchase Order 

➢ Publish of EOI / RFI / RFP / RFQ / RFT / Reverse Auction 

 
• HKJC Supplier Portal allows search the Notifications by category. The 

categories that you can use are: 

➢ All: All your notifications 

➢ FYI: Information only notifications 

➢ From me: Notifications you have sent 

➢ Open: All open notifications 

➢ To Do: Notifications requiring action by you 
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HKJC Supplier Portal Introduction 

 

Notification View: 
 

 
1 

 
 

 
1 

Click ‘Full List’ button to 

view all open notifications 

 
 
 
 
 

 
Click the link to view the 

2 details of the notification 

 
 
 
 
 
 
 

 

Click “Go To Full Worklist” link to 

view all open notifications 
1A 

Click “Bell” icon to view 

all open notifications 

Note: You have two options available at 

this screen to view the open notifications 
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HKJC Supplier Portal Introduction 

 

Notification View: 

 

 Note: The “View” menu allow you to search the 

notifications by category. The categories that you 

can use are: 

- All: All your notifications 

- FYI: Information only notifications 

- From me: Notifications you have sent 

- Open: All open notifications 

- To Do: Notifications requiring action by you 

 

 
 
 
 

 
Click the link to view the 

details of the notification 

2 
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HKJC Supplier Portal Introduction 

 

Setting General Preferences: 

• You can set your own “General Preferences” for HKJC Supplier Portal 

Application. System will allow you to select below preferences: 

➢ Your Default Visual Display 

➢ Your Regional Preferences 

➢ Your Default Start Page 

➢ Your Default Notifications Email Style 
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HKJC Supplier Portal Introduction 

 

Setting General Preferences: 

• Steps to view “General Preferences”: 
 

 
 

 
1 

 
 
 
 

 
2 

Click “Preferences” to set 

your personal preferences 

Click this icon 
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HKJC Supplier Portal Introduction 

 

Setting General Preferences: 

• Setting default “Visual Display”: 

➢ You will have three default visual display options: 

➢ Icons Only 

➢ Both Links and Icons 

➢ Links Only 

 
 

Display Style Display 

Icons Only 
 

 

Both Links and Icons 
 

 

Links Only 
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HKJC Supplier Portal Introduction 

 
Setting General Preferences: 

• Setting default “Regional Preferences”: 

➢ You can set below regional preference: 

➢ Territory 

➢ Date Format 

➢ Time Zone 

➢ Number Format 

➢ Currency 
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HKJC Supplier Portal Introduction 

 
Setting General Preferences: 

• Default “Start Page” will direct you to the default page which you selected with 

the combination of ‘Responsibility’ and ‘Page’ after login to HKJC Supplier 

Portal. 

 
• Setting default “Start Page”: 

➢ Select Responsibility 
 

➢ Select Page 
 

 

Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 
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HKJC Supplier Portal Introduction 

 
Setting General Preferences: 

• Setting default “Notifications Email Style”: 
 

 
 
 
 
 
 

 

Note: Different Email Style available are: 

- Disabled 

- Do not send me mail 

- HTML mail 

- HTML mail with attachments 

- HTML summary mail 

- Plain text mail 

- Plain text mail with HTML attachments 

- Plan text summary mail 
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HKJC Supplier Portal Introduction 

 

Icons and their Usage: 
 

 

 

Icons Usage 

1 Home Icon. Click this to navigate to home page of HKJC Supplier Portal. 

 
2 

Navigator Icon. Click this to navigate to the functionality available at HKJC 

Supplier Portal. 

3 Favorites Icon. Click this to navigate your favorite function which you set. 

4 Settings Icon. Click this to define / update your personal preferences. 

5 Notifications Icon. Click this to see all your open notifications. 

6 Help Icon. Click this to get the help about the page you are navigating. 

7 Logout Icon. Click this to log out from HKJC Supplier Portal. 

1 2 3 4 5 6 7 
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HKJC Supplier Portal Introduction 

 

Icons and their Usage: 
 

 

 
 

 

Icons Usage 

8 Detach Table Icon. Click this to detach the table from the page. 

9 Refresh Icon. Click this to refresh the data. 

 
10 

Reset Table Settings Icon. Click this to reset the table settings after hide / 

unhide fields from the table. 

11 Table Settings Icon. Click this to hide / unhide fields from the table display. 

8 9 10 11 
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HKJC Supplier Portal Introduction 

 

Advanced Search Option: 

Advance search option allows you to refine your search by building complex 
search queries containing multiple search criteria. You can also use below 
search operators to specify more matching search conditions: 

➢ is: use this operator for an exact match 

➢ is not: use this operator to exclude a specific match 

➢ contains: use this operator to find a partial match 

➢ starts with: use this operator to find a partial match only at the beginning 

➢ ends with: use this operator to find a partial match that only ends with your 
criteria 

➢ greater than: use this operator to include results greater in value than a value 
specified 

➢ less than: use this operator to include results lower in value than a value 
specified 

➢ after – use this operator to includes results with a date after the specified 
date 

➢ before – use this operator to includes results with a date before the specified 
date 
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HKJC Supplier Portal Introduction 

 

Exercise: 

1. Set your General Preferences: 

I. Login to HKJC Supplier Portal 

II. Go to Preference 

III. Set your ‘Visual Display’ preference and click ‘Apply’ button 

IV. Set your ‘Regional’ preferences and click ‘Apply’ button 

V. Set your ‘Start Page’ preference and click ‘Apply’ button 

VI. Set your ‘Notification Email Style’ preference and click ‘Apply’ button 

 
2. Change Password: 

I. Login to HKJC Supplier Portal 

II. Go to ‘Preference’ 

III. Go to ‘Change Password’ section 

IV. Enter old password, new password and repeat new password 

V. Click ‘Apply’ button 
 

 
Return to Index 
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First Time Login to HKJC Supplier Portal for 

Existing HKJC Supplier’s 
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First Time Login to HKJC Supplier Portal for Existing HKJC Supplier’s 
 
 
 

1. You will receive an e-mail invitation from HKJC which will contain: 

➢ Your User Name 

➢ One Time Password 

➢ “Log on” link (To access HKJC Supplier Portal) 
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First Time Login to HKJC Supplier Portal for Existing HKJC Supplier’s 

 
2. If you have not provided mobile phone number for receiving one time 

password, please email the following information to (carol.cy.lin@hkjc.org.hk) 

for vertification and registration 
➢ 1) Your Company Name 

➢ 2) Your Username 

➢ 3) Mobile Phone Number 

 

3. Enter below in the login screen: 
➢ User Name received in the e-mail 

➢ Password received in the e-mail 

➢ If forgot password, Click “Forgot Password” button 
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First Time Login to HKJC Supplier Portal for Existing HKJC Supplier’s 

 
4. You will be redirected to the “Forgot Password” page. You have to enter 

the: 
➢ User Name (Email address) 

➢ Enter Captcha code 

➢ Click “Submit” button 
 

 

 

5. You will receive an email and please click “Reset your Password” and will redirect 
you to the Reset Password Page 
➢ Password shall contain at least one upper case and one lower letter, one number and one special character. 

➢ Password shall be at least 8 characters in length, and shall not contain repetition, sequences and dictionary words. 

➢ Password shall not contain username and repeating characters 

➢ Password cannot be reused within 90 days. 

➢ Passwords shall be used for at least 1 day once you have changed. 
 

Return to Index 
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HKJC Supplier Portal Log In 
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HKJC Supplier Portal Log In 

 
➢ Step 1:  Cl ick the l ink:  ht tps: / /suppl ierportal .hkjc.com/   

➢ Step 2:  Fi l l  in the User Name  填寫登錄帳戶名稱   

➢ Step 3:  Fi l l  in the password set by you   填寫由閣下預設的密碼   

➢ Step 4:  Cl ick “Login”.  Only the user name and password are val id, 
you wi l l  then directed to the one t ime password page  

按下 “登錄” .  只有登錄帳戶名稱和密碼有效，您才會進入一次性密碼頁面  

 

 

 

 

 

 

 

 

 

 

 
 

 

 

https://supplierportal.hkjc.com/
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HKJC Supplier Portal Log In 

➢ Step 5:  Cl ick “Generate 
OTP” to send the One 

Time Password .  按下  

“Generate OTP”  以發

送一次性密碼  

 

➢ Step 6:  Fi l l  in the One 

Time Password填寫一次

性密碼   

➢ Step7: Cl ick “Submit”  
按下"提交" 

 
 
 

Change Password 

Note: If you do not use the One Time Passwords 
within 90 seconds, it will be invalid after 90 
seconds. You need to click “Re-generate OTP” and 
another One Time Password will then be sent to 
you. 註：如果您在 90 秒不使用一次性密碼，它將

在90秒後無效，您需要按下 “重新產生一次性密碼”

。然後，另一個一次性密碼會發送給您。 



26  

HKJC Supplier Portal Log In  

 

➢ Step 8: Then you can see the message of “Notice on Control Measures for Procurement 
of Goods and Services”. After reading the notice, please click “Acknowledge”. This step 

is required to perform once unless there is version update. 然後您可以看到”關於採購政

策” 的通知。 查閱通知後，按下”確認”。 此步驟只需執行一次。如果「關於採購措施」

的版本進行更新，您才需要再次確認 

 

 

 

 

 

 

➢ Step 9: You will be able to login to the iSupplier Portal Full Access page. You can see 
the “Notice on Control Measures for Procurement of Goods and Services” on the 

homepage. 您便可登錄香港賽馬會供應商電子商貿平台。 您亦可於首頁查看”關於採購

政策”的通知 

Return to Index 



27  

Update Business Registration in System 
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Update Business Registration in System 

 

➢ Step 10: Click on "iSupplier Portal Full Access" on the left-hand side to reach the 
home page, then click “Admin” in the top bar to access the profile management page. 
請在左側點擊「iSupplier Portal Full Access」以進入主頁，然後在頂部欄中點擊

「Admin」以進入資料管理頁面。 

 
 
 
 
 
 
➢ Step 11: Click on "Business Classification" on the left-hand side to access the 

information update page. 請在左側點擊「Business Classification」以進入信息更新頁

面。 
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Update Business Registration in System 
 
 
 

➢ Step 12: If updating for the first time, “✓” the box in the application column and enter 
the Business Registration Certificate Number. If you already have this information, 

you can skip this step. 如果是第一次更新信息，請在申請列中勾選並輸入商業註冊證

號。如果您已經有這些信息，可以跳過此步驟 

 
 
 
 
 
➢ Step 13: Please update the Expiry Date in the following column by selecting the 

calendar icon. 請在以下列中選擇日曆圖示來更新到期日期。 

 
 
 
 
 
 
 

 
1 
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 Updated Business Registration in System   
 
 
 
 
 

➢ Step 14: Click on "General" on the left-hand side to access the profile management 
main page. 請在左側點擊「General」以進入檔案管理主頁 
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➢ Step 15a: If you already have a BR entry, click the update icon, enter the new expiration date in the 

Description, and upload your BR document by clicking “Choose File”. Once all steps are completed, please 
click “Apply” in the button at the 
bottom right corner. 如果您已經

有商業註冊項目，請點擊更新圖

標，在描述中輸入新的到期日期

，然後點擊「Choose File」上

傳您的商業註冊文件。完成所有

步驟後，請在右下角點擊

「Apply」按鈕 

 
➢ Step 15b: If this is your first time uploading a BR attachment, 

click “Add Attachment,” enter “BR” in the Title, the expiration 
date in the Description, and upload your BR document by 
clicking “Choose File.” Once all steps are completed, please 
click “Apply” in the button at the bottom right corner. 如果這是

您第一次上傳商業註冊附件，請點擊「Add Attachment」，在

標題中輸入「BR」，在描述中輸入到期日期，然後點擊「

Choose File」上傳您的商業註冊文件。完成所有步驟後，請在

右下角點擊「Apply」按鈕。 

 
 
 

Updated Business Registration in System 
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HKJC Supplier Portal Log In 
 
 
 
 
 

➢ Step 16: After your application is successfully submitted and updated, you will see the 

BR entry line with your updated expiration date information. 在您的申請成功提交並更

新後，您將看到包含更新後到期日期信息的商業註冊項目行。 

 
 

 

 

 
3 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

Return to Index 
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HKJC Supplier Portal Home Page 



34  

HKJC Supplier Portal Home Page 

 
• This process step will explain you how to access different functions of HKJC 

Supplier Portal using ‘Quick Links’ available at ‘HKJC Supplier Portal Home 

Page’. 
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HKJC Supplier Portal Home Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

 
Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 
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HKJC Supplier Portal Home Page 
 
 

 

Supplier Portal Home Page 
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Supplier Portal Home Page 
 
 

 
Quick Search can be used to access directly any 

document (PO, Shipment, Invoice and Payment) 

by entering the number in the free text field 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 

 

 
Note: You will receive official PO’s via 

registered ‘Fax number’ or ‘E-mail address’ 

in addition to HKJC Supplier Portal 

Click here to view complete 

list of your notifications. 

Click the links to view 

the notifications detail 
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HKJC Supplier Portal Home Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 

 
Note: You will able to see latest 5 documents 

(Orders / Shipments) at ‘HKJC Supplier Portal 

Home Page’. To view the full list of documents, you 

need to click ‘Full List’ button. 

Click the links to view 

the document details. 
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HKJC Supplier Portal Home Page 
 

 

Click “Quick Links” to access 

‘HKJC Supplier Portal’ functions 
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HKJC Supplier Portal Home Page 

 

Exercise: 

1. Navigate to ‘HKJC Supplier Portal Home Page’: 

I. Login to HKJC Supplier Portal 

II. View and click on notifications at ‘Notifications’ section 

III. View and click on orders at ‘Orders At A Glance’ section 

IV. Click on Quick links: 

I. Orders > Agreements 

II. Orders > Purchase Orders 

III. Orders > Purchase History 

IV. Shipments > Overdue Receipts 

V. Receipts > Receipts 

VI. Receipts > Returns 

VII. Invoices > Invoices 

VIII. Payments > Payments 
 
 
 
 

 
Return to Index 
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View Orders Detail 
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View Orders Detail 

 
• This process step will explain you how to view details of Purchase Orders 

and Agreements issued to you by HKJC. 

 
• This process step will also explains you how to see the historical 

information about Purchase Orders and Agreements. 
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Receive Purchase Order / Agreement via Email 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 

 
Receive PO / 

Agreement via e- 
mail 

Login to HKJC 
Supplier Portal View Order Details 

Attached printed Purchase Order 

/ Agreement in PDF format 
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View Orders Detail 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 

 
Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 
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View Orders Detail 

 
View Purchase Orders: 

 
 
 
 
 
 

 
2 

 

Click here to navigate to 

“Orders” section 
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View Orders Detail 

 

View Purchase Orders: 
 
 
 
 

 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 

 
Note: ‘Operating Unit’ field is for HKJC internal use. 

Click here to look for specific PO 

or perform a specific search 

Default List of ‘Purchase Orders’. 
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View Orders Detail 

 
View Purchase Orders: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Enter ‘Search Criteria’ and click 

‘Go’ to see the search result 
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View Orders Detail 

 

View Purchase Orders: 
 

Click here to see the 

changes made to PO 
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View Orders Detail 

 

View Purchase Orders: 
 
 
 
 
 
 
 

 

Display the revision 

comparison with Original PO 

Click here to view previous 

revision change and all the 

changes made to a PO 
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View Orders Detail 

 

View Purchase Orders: 
 

 

 
 
 
 
 

 
Click on hyperlink (if 

available) to view 

related RFx document 

 
View summary 

information of PO 

 
Click on hyperlink (if 

available) to view all 

attached document 

 Note: ‘Operating Unit’ field is for HKJC internal use. 

 

Click here to see 

PO Details 
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View Orders Detail 

 

View Purchase Orders: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

Click here to see the list of 

attachments available for 

this PO 

Note: ‘Operating Unit’ field is for HKJC internal use. 
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View Orders Detail 

 
View Agreements: 

 
 
 
 
 
 

 
2 

 

Click here to navigate to 

“Orders” section 
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View Orders Detail 

 

View Agreements: 
 

 
 

 
3 

Click here to see the details 

of Agreements (BPA) 
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View Orders Detail 

 

View Agreements: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
4 

Note: The search criteria values should not 

begin with a “%” or “_”. 

 
You can enter search criteria values either 

in any field or you can leave all the field 

blanks and directly click on ‘Go’ Button. 

 
‘Global’ field is for HKJC internal use. 

Click here to see 

the search result 

Enter Search Criteria 
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View Orders Detail 

 

View Agreements: 
 

 

Status of Agreement 

List of Agreements with the Supplier 

Note: Different Status meaning: 

- Draft: Agreement is created by the buyer and enabled 

supplier to update the line(s). Supplier is still working on 

this. 

- Open: Agreement is approved from buyer and it is within 

the effective period. 

- Supplier Change Pending: Agreement is created by the 

buyer and enabled supplier to update the line(s). Supplier 

has updated the line(s) and now the Agreement is waiting 

for buyer approvals. 

 
Global’ field is for HKJC internal use. 
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View Orders Detail 

 

View Agreements: 
 

 

Click here to see the changes 

made to this Agreement 

Display the revision comparison 

with Original Agreement 

Click here to view previous 

revision change and all the 

changes made to an Agreement 
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View Orders Detail 

 

View Agreements: 
 

 

 Click here to see the 

‘Releases’ against this 

Agreement 

 

 

List of all PO raised with 

reference of this Agreement 
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View Orders Detail 

 

View Purchase History: 
 
 
 
 
 
 

 
2 

 

Click here to navigate to 

“Orders” section 
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View Orders Detail 

 
View Purchase History: 

 

 

 
 

 
3 

Click here to see PO’s 

historical information 
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View Orders Detail 
 

 

View Purchase History: 
 

 
Note: The search criteria values should not begin 

with a “%” or “_”. 

 
You can enter search criteria values either in any 

field or you can leave all the field blanks and 

directly click on ‘Go’ Button. 

 
‘Operating Unit’ field is for HKJC internal use. 

 
 
 
 

 

 
 

 
4 

 

Enter Search Criteria 

Click here to see the search result 
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View Orders Detail 

 

View Purchase History: 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

These three options allow you to 

compare the last revision with the 

original version, to the pervious one 

and to view all changes made to PO. 

 
Return to Index 
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Advance Shipment Notices (ASN) Submission 

Process 
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Advance Shipment Notices (ASN) Submission Process 

 
• This process step will be used by supplier who are operating from outside 

Hong Kong. Local supplier’s are not allowed to create ASN in HKJC Supplier 

Portal. 

 
• The Advance Shipment Notice (ASN) functionality of HKJC Supplier Portal 

helps a supplier to communicate the shipment information to the buyer while 

the goods are being shipped from the premises. It immensely helps the 

purchasing organization to estimate the expected arrival of goods which in 

turn helps to determine whether customer delivery commitments are on track 

or not. 

 
• The ASN contains details including shipment date, time, purchase order 

number, item details including cumulative received quantities, attachments 

(if any), etc. 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 

 
Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 
 
 
 
 

 
2 

Click here to navigate to 

“Shipments” section 
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Advance Shipment Notices (ASN) Submission Process 
 

 

 
 
 
 
 

 
3 

Click here to create ASN 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 

 
4 

5 5 

Optionally click here 

for specific search 

 
Click here to see 

the search result Select ‘Shipment Due Any 

Time’ from List of Values 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6 

 

 
 
 
 
 
 
 

 
7 

 

Select line(s) to add in ASN 

Click here to add lines to the ASN 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 
 
 

 
9 

 

 
 
 

 
8 

 
Enter quantity 

to be shipped 

with this ASN 

(Optionally) Click here to 

default information 

entered for this line to 

other lines of ASN 

Click here to enter shipment 

header details 

Enter comments 

here (if any) Add attachment ( if any) 

or split the shipment 

lines ( if required) 
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Advance Shipment Notices (ASN) Submission Process 
 
 
 
 
 
 

10 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Note: ‘Freight Information’ section is not required to 

fill by you. 

 
Shipment Number field should be unique. 

 
Shipment Date cannot be later than system date. 

Click here to complete 

‘ASN Submission 

11 Process’ 

Enter mandatory Information 
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Advance Shipment Notices (ASN) Submission Process 
 
 

 

ASN submission confirmation 

message 
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Advance Shipment Notices (ASN) Submission Process 

 

Exercise: 
1. Submit ASN 

I. Login to HKJC Supplier Portal 

II. Navigate to Supplier Portal > Shipments > Create Advance Shipment 

Notices 

III. Search for Shipments 

IV. Select Line(s) 

V. Click ‘Add to Shipment Notice’ 

VI. Enter Quantity and any other line level information 

VII. Enter Shipment Number, Expected Receipt Date and Shipment Date at 

header level 

VIII. Click Submit 

IX. Check confirmation message 
 
 
 
 
 
 
 
 
 

 
Return to Index 
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View Receipts, Returns and Overdue Receipts 



74  

View Receipts, Returns and Overdue Receipts 

 
• HKJC Supplier Portal allows supplier to view the receipts and returns done 

by HKJC against their shipment. 

• HKJC Supplier Portal allows supplier to see past due PO Shipments. 
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View Receipts, Returns and Overdue Receipts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 

 
Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 
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View Receipts, Returns and Overdue Receipts 
 
 
 
 
 
 
 

 
2 

Click here to navigate to 

“Shipments” section 
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View Receipts, Returns and Overdue Receipts 

 

View Receipts: 
 

3 

Click here to see Receipts 

made by HKJC against 

your Shipments 
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View Receipts, Returns and Overdue Receipts 

 
View Receipts: 

4 

 
4 

 
(Optionally) Click here for 

specific search 
 
 
 
 
 
 
 

 
5 

 

 

 

 
Note: You can directly click on “Go” Button to see 

the status of all the Receipts. 

‘Organization’ field is for HKJC internal use. 

Enter search condition to 

look for receipts 

Click here to see 

the search result 
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View Receipts, Returns and Overdue Receipts 

 

View Receipts: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: Organization field is for HKJC internal use. 
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View Receipts, Returns and Overdue Receipts 

 

View Returns: 
 

3 

Click here to see Returns 

made by HKJC against 

your Shipment Receipts 
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View Receipts, Returns and Overdue Receipts 

 

View Returns: 
 
 

 
4 

4 

 
(Optionally) Click here for 

specific search 
 
 
 
 
 
 

 
5 

 

 
 

 
Note: You can directly click on “Go” Button to see 

the status of all the Returns. 

 
‘Organization’ field is for HKJC internal use. 

Enter search condition to 

search for Returns 

Click here to see 

the search result 
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View Receipts, Returns and Overdue Receipts 

 

View Returns: 
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View Receipts, Returns and Overdue Receipts 

 

View Overdue Receipts: 
 

3 

Click here to see ‘Overdue 

Receipts’ against PO 

issued to you 
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View Receipts, Returns and Overdue Receipts 

 

View Overdue Receipts: 
 
 
 

 
4 4 

 
(Optionally) Click here 

for specific search 
 
 
 
 
 
 

 
5 

 

 
 

 
Note: You can directly click on “Go” Button to see 

the status of all the Overdue Receipts. 

 
‘Organization’ field is for HKJC internal use. 

Enter search condition to 

search for ‘Overdue Receipts’ 

Click here to see 

the search result 
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View Receipts, Returns and Overdue Receipts 

 

View Overdue Receipts: 

 
 
 
 
 
 
 
 

 

 
 

 
Return to Index 

Note: Due Date: This is the need-by date which is 

mentioned at the PO Line information. 
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Invoice Submission Process 
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Invoice Submission Process 

 
• Invoice is a summarize list of charges, including payment terms, invoice item 

information, and other information that is sent to HKJC by you for payment 

against a Purchase Order. 

 
• You are not allowed to enter invoice without a Purchase Order using HKJC 

Supplier Portal. 
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Invoice Submission Process 
 
 
 
 

 

 

 

 

 
Search PO 

Review Details Submit 

 

Login to 

HKJC Supplier 
Portal 

Supplier Home 
Page 

Select 
“Finance” 

 

 
Click “Go” 

 

 
Enter Quantity 

Optional: Add Attachment 

 
Enter 

Information 

 

 
Select PO Line(s) 

Optional: Click on “Add to Invoice” Button 
to add PO Lines to an existing Invoice 



89  

Invoice Submission Process 
2. Supplier Home Page 

 

 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

 
1 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 

Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 
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Invoice Submission Process 
3. Select “Finance” 

 

 
 
 
 
 
 

 
2 

Click here to navigate to 

“Finance” section 
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Invoice Submission Process 
4. Click “Go” 

 

 
 
 
 
 
 

 
3 

 

Click “Go” button to 

start Invoice 

Submission Process 
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Invoice Submission Process 
5. Search PO 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4 

 
 
 
 
 
 
 

Note: The search criteria values should not 

begin with a “%” or “_”. 

You can enter search criteria values in at 

least one of the following fields: Purchase 
5 

Order Number, Purchase Order Date, Buyer 

 
‘Organization’ field is for HKJC internal use. 

Click here to see 

the search result 

Enter search Criteria for find 

PO for which Invoice need to 

be created and submitted 
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Invoice Submission Process 
6. Select PO Line(s) 

 

 
7 

 
 
 
 

 

 

 
6A 

 
 
 
 
 
 
 
 

 
6 

 

 
 
 

 

Click here to proceed 

for next step 

(Optionally) Click here to add 

“PO Lines” to an existing Invoice 

Select “PO Line(s)” for which 

Invoice need to be created 

Note: You can select one or multiple lines 

against same Purchase Order. 
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Invoice Submission Process 
7. Enter Information 

8. Enter Quantity 

 
 
 

 
Note: 

Invoice Number : Your Invoice Number 

Invoice Date : Default today. Cannot be 

backdated 
 
 

 

 
 
 
 
 

 
8 

 
 
 
 
 
 
 
 

 
9 

 
10 

Click here to add 

attachment (if any) 

Enter invoice quantity here against 

the line. This field will have default 

value same as value in the field 

‘Available Quantity’ 

Click here to proceed 

for next step 

Enter fields above and all fields start 

with * are mandatory 

Note: You can click the “Add” button to attach any 

supporting documents as requested by the HKJC. 

Each file size should not exceed 160MB. There’s no 

limitation on how many files being attached. 



95  

Invoice Submission Process 
9. Review Details 

 
 
 
 

 

 
 
 

 

11 Review here the information 
entered during process step 5 to 8 

12 

Click here to proceed 

for next step 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Note: Tax entry is not applicable in Hong 

Kong. In case there are any tax applicable, 

it should be covered in the PO. 
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Invoice Submission Process 
10. Submit 

 
 
 
 
 
 
 

 
13 

 

Click here to submit 

the Invoice 
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Invoice Submission Process 
 
 
 
 
 
 
 
 

 
14 

 

Click hereto Create another 

Invoice 
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Invoice Submission Process 

 

Exercise: 

1. Invoice Submission: 

I. Login to HKJC Supplier Portal 

II. Navigate to Supplier Portal > Finance 

III. Create Invoice > With a PO > Go 

IV. Search PO number 

V. Select PO Line(s) 

VI. Click Next 

VII. Enter Invoice Number & Invoice Date 

VIII. Add attachments, if any 

IX. Click Next 

X. Click Next 

XI. Review and Submit 
 
 
 
 
 

 
Return to Index 
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Invoices & Payments Inquiry 
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Invoices & Payments Inquiry 

 
• HKJC Supplier Portal allows you to check the online status of your Invoices 

and Payments. 
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Invoices & Payments Inquiry 

 

View Invoices: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 

 Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 
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Invoices & Payments Inquiry 

 

View Invoices: 
 
 
 
 
 

 
2 

Click here to navigate to 

“Finance” section 
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Invoices & Payments Inquiry 

 

View Invoices: 
 

 
 

 
3 

Click here for Invoices 

Inquiry 
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Invoices & Payments Inquiry 

 

View Invoices: 
 
 

 
4 

4 

 
Optionally Click here 

for specific search 
 
 
 
 
 

 
5 

Click here to see 

the search result 

 
 
 
 
 
 
 

 
Note: You can directly click on “Go” Button to see 

the status of all the Invoices. 

Enter any search condition. For 

ex: Payment Status = “Not Paid” 
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Invoices & Payments Inquiry 

 

View Invoices: 
 

 

Search Result based on Input Parameter 

Payment Status = “Not Paid” 
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Invoices & Payments Inquiry 

 

View Payments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 

 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 

Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 
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Invoices & Payments Inquiry 

 
View Payments: 

 
 
 
 
 

 
2 

Click here to navigate to 

“Finance” section 
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Invoices & Payments Inquiry 

 
View Payments: 

 

 

 
3 

Click here for 

Payments Inquiry 
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Invoices & Payments Inquiry 

 
View Payments: 

 

 
4 

 
 
 
 

 
4 

 
 
 
 
 
 
 

 
5 

 

 
 
 
 
 

 
Note: You can directly click on “Go” Button to see 

the status of all the Payments. 

Optionally Click “Advanced 

Search” button for specific search 
Enter any search condition. For 

ex: Payment Date From = 

“System Date” 

Click here to see 

the search result 
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Invoices & Payments Inquiry 

 
View Payments: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Return to Index 

Search Result based on Input Parameter 

Payment Date To = “System Date” 
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Abbreviations 
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Abbreviations 
 
 
 

 

ASN Advance Shipment Notice 

BPA Blanket Purchase Agreement 

EOI Expression of Interest 

FYI For Your Information 

HKJC The Hong Kong Jockey Club 

PO Purchase Order 

RFI Request for Information 

RFP Request for Proposal 

RFQ Request for Quotation 

RFT Request for Tender 

SMA Supplier Management Administrator 
 
 
 
 
 

 
Return to Index 
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Terminology 
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Terminology 

 
1. Advance Shipment Notice (ASN): Transaction entered by the supplier that 

details when and what materials have been shipped by the supplier. Also 

referred to as ASN. ASN will be created only by overseas supplier’s of HKJC. 

 
2. Agreement: A agreement is a long-term contracts while maintaining flexible 

delivery schedules and order quantity commitments. 

 
3. Buyer: Person responsible for placing orders with suppliers and negotiating 

supplier contracts and terms and conditions. 

 
4. Carrier: A commercial company used to send item shipments from one 

address to another 



115  

Terminology 

 
5. Closed: A Purchase Order status which indicates that the purchase order 

(line, shipment) has been fully received and fully invoiced. 

 
6. Creation Date: The date on which a document ( Purchase Order, 

Agreement, RFx etc.) is created. 

 
7. Deliver on Date: The date the supplier is to have the requested items 

delivered to customer. 

 
8. Effective – From Date: The date from which the agreement will be 

effective. 

 
9. Effective – To Date: The date up to which the agreement will be effective. 
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Terminology 

 
10. Expected Receipt Date: The date entered on the Shipment Header tab of 

the Create Advance Shipment Notice page that indicates when HKJC should 

expect to receive the material being shipped. 

 
11. Invoice: A summarized list of charges, including payment terms, invoice item 

information, and other information that is sent HKJC by you for payment. 

 
12. Notification: Electronic message presented to a user in HKJC Supplier 

Portal. These notifications can also be sent to a user's email address based 

upon the email style preference. Notifications are of two types: FYI (for your 

information) and Action (user must respond to the notification). 

 
13. Notifications From Me: Work-list view that displays all of the notifications 

that came from you. 
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Terminology 

 
14. Open: A purchase order status which indicates that the purchase order (line, 

shipment) is acknowledged and waiting for receipts and invoices to arrive. 

 
15. Open Notifications: Work-list view that displays all of your open 

notifications regardless of type. 

 
16. Overdue Receipts: The past due purchase order shipments. 

 
17. Paid: A payment status which indicates that the invoice has been paid. 

 
18. Payment Status: Current status of payment. Values include: Paid, Not 

Paid, Voided. 
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Terminology 

 
19. Payment Terms: The due date and discount date for payment of an invoice. 

For example, the payment term ‘CQ-NET30’ indicates that full payment is 

expected within 30 days after the goods are dispatched or service is 

completed. 

 
20. Purchase Order: A commercial document issued by customer to the supplier 

indicating types, quantities and agreed prices for products or services. 

 
21. Purchase Order History: The changes (indicated by a purchase order 

revision number) that have been made to the purchase order. 

 
22. Purchase Order Status: The phase that the purchase order (line, 

shipment) is currently in. 
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Terminology 

 
23. Receipts: Unique number generated by system when receiving created for 

an items or services against a Purchase Order. 

 
24. Revised Date: The date on which the document (Purchase Order, 

Agreement, etc.) has been last revised. 

 
25. Revision: A number that distinguishes printed purchase order versions. 

Purchasing automatically sets the revision to 0 when you initially create a 

purchase order. Each purchase order you print displays the current revision 

number. 

 
26. Returns: Unique number generated by system when return is created 

against a receiving for an items or services. 

 
27. Ship – To Location: A location where items to be shipped. 
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Terminology 

 
28. Shipment Date: The date entered on the Shipment Header tab of the Create 

Advance Shipment Notice page that indicates when the supplier has shipped 

the material. 

 
29. Supplier: Provider of goods and / or services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Return to Index 


