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 Catalyst for change; provider of process 
 

How to  
Document: Supplier Access to Portals 
     
Description: This document will assist Cobasys’ Suppliers to login and gain access to pertinent 

information.  The Supplier Portals will initially be utilized to deliver purchase forecasts 
and release documents that are generated from our ERP system.  Additional 
functionality will be added as deemed appropriate by our Purchasing group in 
collaboration with Suppliers. 
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Introduction 
 
This How To describes the steps required to access the Cobasys Supplier Portal Connection. 
 
System Requirements for Suppliers:  
 

1. Microsoft Internet Explorer 7.0 or higher 
2. Email account with access to the web. 

 
System Setup:  
 

1. You will need to make Internet Explorer your default browser; or manually paste the links into 
Microsoft IE. 

2. You may need to make “https://port.cobasys.com” a Trusted Site within your browser software.  
Please contact your internal IT department for assistance. 

 
 

Example of Supplier Site 
 

 
 
 

Data Source   
 
The Material Forecast and Material Purchase Order Release information contained on the portal is 
being generated by Cobasys’ Enterprise Resource Planning (ERP) software.  We are currently using 
Microsoft Axapta as our ERP system.  The Supplier Portal is a Microsoft SharePoint application. 
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Instructions 
 

Portal Login 

Connecting Using the New User Notification Email 
Welcome to the SharePoint group… 
 
Step Action Result/Comment 

1. If you have recently been granted access to 
the portal, you should receive an email 
similar to the one below. 
 
Follow the link to ‘Participate in the 
SharePoint site’ in order to test your ability 
to connect to the portal. 

The username and password provided by 
Cobasys should be sufficient to get you 
into our system.  If you experience 
problems, please see the section entitled 
‘System Requirements for Suppliers’ 
above; then contact Cobasys support 
(helpdesk@cobasys.com) if you are 
unable to resolve the connectivity issue. 
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Connecting From the Cobasys Public Website 
Welcome to Cobasys.com… 
 
Step Action Result/Comment 

2. If you do not have access to email 
notifications you’ve received from our 
portal, you can connect directly from our 
website.  Go to www.cobasys.com. 
 
Click on the PORTAL LOGIN link in the 
top bar. 

This will bring you to a login screen for 
Customer and Supplier Portals. 

 

 
 
Step Action Result/Comment 

3. Enter your Supplier ID (4-digit Cobasys 
supplier number) 

Example:  1000 
 

Click Go. 

You may receive a Security Warning 
while your browser tries to access the 
portal.  Click Yes if this message box 
appears. 

 
 

Authenticating User Name and Password 
 
Step Action Result/Comment 

4. 
 

Using either connection method, the link 
should open a session of Internet Explorer 
with an authentication page (see screenshot 
below.)  
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Step Action Result/Comment 

5. 
 

Enter your username and password here.  
The format for your username will follow: 

·  User name:  first initial + last name 
·  Example:  juser 

You will be given a unique password. 

You will be given a unique password.  
Please contact helpdesk@cobasys.com if 
you would like to request a specific 
password. 
Your password must contain:  At least 8 
characters, upper and lower-case letters, 
and at least one number. 

6. Click OK to login to the portal. It may take several seconds to connect.  If 
the screen returns to a similar-looking 
authentication page, continue to the next 
step to make a second login attempt.  
Otherwise, continue to the next section. 

7. Verify that the web address includes the 
supplier number Cobasys has assigned to 
your company.  If this is incorrect, contact 
helpdesk@cobasys.com for assistance.  
Please provide a screenshot of what you are 
seeing, if possible. 

This 4-digit supplier number is assigned 
by our ERP system.  Any email 
notification you receive from the portal 
should reference this number.  If you are 
uncertain you have the right number, 
contact your buyer for verification. 
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Step Action Result/Comment 

8. Re-try login (Optional) 
 
Enter your username and password again.  
This time make sure that the username is 
preceded by “port.cobasys.com\” 

Note that the entire path is visible if you 
click inside the User name field and scroll 
to the left. 
 
Again, if the screen returns to the same 
page, continue to the next step to make a 
final login attempt.  Otherwise, continue 
to the next section. 

 

 
 
Step Action Result/Comment 

9. Third login attempt (Optional) 
 
Enter your username and password again.  
This time change the User name field to 
“portal\username” (using your 
individualized username.) 

Note that each of these screens are 
looking for a backslash ( \ ) rather than a 
forward slash ( / ). 
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Portal Navigation 
Once you successfully login to the portal, you should see a page that looks similar to the portal below.    
 

 
 

Viewing Shared Documents 
 
Step Action Result/Comment 

10. Click on the “Documents” heading near 
the top of the window. 

This will bring you to the Shared Documents 
section of the portal.  This is where the 
majority of the site content will reside. 
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Step Action Result/Comment 

11. At a minimum, you should see folders 
labeled “Forecasts” and “Releases”. 
 
Select the Forecasts folder. 

Additional folders may exist in your 
portal, depending on functionality that has 
been put in place. 

 

 
 
Step Action Result/Comment 

12. The Forecasts folder will contain documents providing 
forecasted material requirements for your company.  The 
filename will include the following 3 parts: 

·  The vendor ID Cobasys has assigned to your 
company. 

·  The Cobasys item number or part number. 
·  The date in which the forecast plan (MRP) was 

run. 
 
Select one of the documents by clicking on its filename. 

A copy of the document will 
open within your browser, 
allowing you to view, print, 
or save the document. 
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Saving Documents 
 
Step Action Result/Comment 

13. To save a copy of the document, use the 
Save functions within your browser 
(example shown below.) 

The example shown uses Windows IE 7.0.  
If you are using a different browser, these 
functions may operate differently. 

 

Printing Documents 
 
Step Action Result/Comment 

14. To send the output to a printer, simply use 
the Print functions within your browser 
(example shown below.) 
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Step Action Result/Comment 

15. You may get a caution message indicating 
that the document is ‘read-only’.  You will 
need to save the document onto your 
computer or company shared drive. 

You can click the box Do not show this 
message again to avoid this delay. 

 

 
 
 

Managing Alerts 
The portal is setup to generate “Alerts” to notify users when changes are made to content contained in 
the website.  Supplier contacts will initially be setup to receive alerts that immediately identify all new 
content added to the Shared Documents folder and all subfolders below.  Users have the ability to 
adjust these alerts if you choose to do so. 

Modify an Existing Alert 
 
Step Action Result/Comment 

16. When you are first assigned an alert, you 
will receive an email similar to the one 
below. 

You may want to keep this email so that 
you can easily modify this specific alert in 
the future. 
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Step Action Result/Comment 

17. Follow the link for “My Alerts on this Site” 
(circled above.) 

If you are not already signed-in to the 
portal, you will first have to login (see 
section for Portal Login above.) 

 

 
 
Step Action Result/Comment 

18. Choose the alert you wish to modify by 
clicking on the title of the alert. 

The Edit Alert page will open, displaying 
options for making changes to the alert. 
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Step Action Result/Comment 

19. Determine which settings you want for the 
alert. 

 

 
Change Type 
Change Result 
All changes Additions, modifications, and deletions will be included. 
New items are added Only new documents or postings will generate alerts. 
Existing items are modified Only changes to existing documents will be included. 
Items are deleted Only notification of deleted documents will be sent. 
Web discussion updates This function is not currently in use for Supplier Portals. 
 
Change Criteria 
Criteria Result 
Anything changes Alert will be generated regardless of who made the 

change or created the document. 
Someone else changes a 
document 

This will exclude alerts for changes that you make. 

Someone else changes a 
document created by me 

Only applies to documents you created. 
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Someone else changes a 
document last modified by me 

Only applies to documents in which you were the last to 
make a change. 

 
Alert Timing 
Timing Result 
Send e-mail immediately Alert generated instantaneously.  You will receive a 

separate email for every document modified. 
Send a daily summary A daily re-cap will be sent in one email at a specified 

time. 
Send a weekly summary A weekly re-cap will be sent in one email at a 

specified day and time. 
 
Step Action Result/Comment 

20. Press OK. The alert has been updated.  You will 
receive an email notification to this effect. 

 
 

Creating a New Alert 
 
Setting an Alert for All Documents: 
 
Step Action Result/Comment 

21. Open the Shared Documents folder by 
clicking on “Documents” from your 
homepage. 

From here, you will see the list of folders 
that have been setup for your site. 

 

 
 
Step Action Result/Comment 

22. Click on the Actions button and choose 
“Alert Me.” 

This will open the New Alert screen where 
you can choose what settings you want for 
the alert.  See the section “Modify an 
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Existing Alert” for a description of alert 
options.  

 

 
 

 
 
 
 
Step Action Result/Comment 

23. Choose the options you wish and click 
“OK.” 

You will receive email alerts for actions 
performed on files within Shared 
Documents or any sub-folder below. 

 
 
Setting an Alert for a Specific Folder: 
 
Step Action Result/Comment 

24. Open the Shared Documents folder by 
clicking on “Documents” from your 
homepage. 

From here, you will see the list of folders 
that have been setup for your site. 

 



 
C:\Users\fiovannitti.TEXACOOVONIC\Desktop\HT Supplier Access to Portal HTM.doc 
 15 of 20 Printed 3/3/2009 3:31 PM 

 

 
 
Step Action Result/Comment 

25. Highlight the folder by moving the cursor 
over the Name of the folder; click the down 
arrow, and choose “Alert Me.” 
 
Choose the options you wish and click 
“OK.” 

This will open the New Alert screen where 
you can choose what settings you want for 
the alert.  See the section “Modify an 
Existing Alert” for a description of alert 
options. 

 

 

Deleting an Alert that is No Longer Needed 
 
Step Action Result/Comment 

26. From an email alert that you have received, 
follow the link for “My Alerts on this Site.” 

If you are not already signed-in to the 
portal, you will first have to login (see 
section for Portal Login above.) 
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Step Action Result/Comment 

27. Choose the alert you wish to remove by 
placing a check mark in the box. 
 

Select the  button. 
Select “OK” when asked to confirm the 
deletion. 

If you mistakenly delete an alert, you can 
always create a new one for yourself by 
following the section Creating a New 
Alert above. 

 

       
 



 
C:\Users\fiovannitti.TEXACOOVONIC\Desktop\HT Supplier Access to Portal HTM.doc 
 17 of 20 Printed 3/3/2009 3:31 PM 

 

Add New User Requests 
Cobasys has included functionality within the portal that allows users to request additional company 
contacts.  This can be done by an existing portal user from within the Supplier Portal or from Cobasys’ 
public website, which can be accessed by anyone. 

Request from Within Supplier Portal 
 
Step Action Result/Comment 

28. From within your company portal, click on 
the “Request User Access” link on the right 
of the page. 

This will bring you to the Main Access 
page, where you will see a section to Add 
User Request. 

 

 
 

 
 
Step Action Result/Comment 

29. Click on New and select New Item. This will bring you to the Add User 
Request form. 
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Step Action Result/Comment 
30. Enter the following mandatory fields: 

·  Company Name 
·  First Name 
·  Last Name 
·  User Email Address 
·  User Direct Phone Number 
·  Customer or Vendor 
·  Customer Site ID or Vendor Number 
Click OK. 

Note that the Approved By and Status 
fields are for internal-use only. 

 

 
 
 

Request from Public Website 
 
Step Action Result/Comment 

31. Navigate to the Cobasys public website at 
www.cobasys.com. 
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Step Action Result/Comment 

32. Click on the PORTAL LOGIN link on the 
top bar. 

This will bring you to a login screen for 
Customer and Supplier Portals. 
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Step Action Result/Comment 
33. Select Portal Request Form.  

 
Choose to Open the file. 

You will be asked if you want to Open or 
Save the file. 

 

 
 
Step Action Result/Comment 

34. Complete the form and return it to your 
buyer or Purchasing contact. 

You may either print the form and fax it to 
Cobasys or save a copy and attach via 
email. 
 
Note that some of the information on the 
bottom of the screen may be left to the 
discretion of our Purchasing team. 

 


