
 

Twitter Supplier Portal Overview 
 
Twitter’s Supplier Portal allows you to: 

● Manage changes to your account information (such as bank details, address, 
contact information) 

● View all open and closed Purchase Orders (POs) issued by Twitter 
● Create and submit Invoices for Twitter directly - no emails required 
● Review upcoming and past payment dates  
● Ask questions about POs, invoices and payments  

 
This guide provides an overview of how to use these features within Supplier Portal. 
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Home Screen 
After logging into Supplier Connect, the home screen will default to the ​Purchase Orders​ tab.  
 
From the home screen, you can review the ​FAQs (Frequently Asked Questions)​ for additional 
information, ask us a question via ​Q&A​, and switch languages. 
 

 

Purchase Orders 
The ​Purchase Orders​ (POs) tab shows all POs issued to a company and allows you to create 
an Invoice.  
 
Both open and closed POs will be listed. To view a specific PO, click on the ​PO#​. 

 
 

Viewing PO Details 
The PO screen shows all information related to a given PO in three sections: ​PO Details, 
Attachments,​ and ​Related Invoices​, ​Unapproved Invoices​ and ​Related Cases. 
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PO Details: 

● Twitter bill-to entity details 
● PO status (open, closed) 
● Line item information about the order (description, quantity, amount, currency) 
● For open POs, open amounts remaining on the order 

 
Download a PDF copy of the PO from the ​Attachments ​section by clicking on the file name. 
 

 
 

For a given PO, scroll down to review ​Related Invoices​, ​Unapproved Invoices​ and ​Related 
Cases ​(section below PO Attachments)​: 

● Related Invoices​ shows all invoices successfully processed against the PO 
● Unapproved Invoices​ shows invoices received but not yet approved or processed for 

payment against the PO 
● Related Cases​ shows any questions raised about the PO via the Q&A tool 

 
 

Create an Invoice 
Create an Invoice for Twitter for an Open PO from the details screen by clicking ​Create Invoice​. 
The Invoice will be pre-populated with the PO details.  An Invoice Number is required. Invoice 
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date can be updated to reflect new invoice by clicking ​Invoice Date​. Lines can be removed by 
clicking the red X. An Attachment is required and must match the information provided. 

 
 
Additional PO lines can be added by clicking ​Add Line​. Additional line items can be added but 
only after the original line quantity is updated. Invoice lines items must match PO line items so 
no new items can be added.  
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Click on ​Save​ to return to this Invoice later. Click on ​Submit​ to send this Invoice to Twitter. Click 
on ​Discard​ delete this Invoice 

Invoices 
The ​Invoices​ tab shows all invoices received by Twitter. Invoices in pending status will appear 
at the top, followed by paid invoices. Each invoice listed will show: 

● Invoice # 
● Invoice date, received date and payment date 
● Related Twitter PO number 
● Currency of invoice payment 
● Amount paid 
● Twitter entity 

 
To view a specific invoice, click on the ​Invoice #​. 
 

 
 

Viewing invoice details 
The invoice screen shows all information related to a given invoice. Click on the ​Related 
Invoices ​tab to view a PDF copy of the invoice Twitter processed. 
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For a given Invoice, scroll down to review ​Holds​, ​Related Payments​ and ​Related Cases 
(section below Invoice Attachments)​: 

● Holds​ shows any invoice related issues 
● Related Payments​ information related to that particular invoice 
● Related Cases​ shows any questions raised about the PO via the Q&A tool 

Payments 
The ​Payments​ tab shows all payments made by Twitter. Click on the ​Payment # ​to view details 
about the payment.  

 
 
Review payment details and related Invoices.  
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Cases 
The ​Cases​ tab shows a history of questions asked within Supplier Portal about POs, Invoices 
and other queries. Click on ​New Case​ to ask a new question. 

 
 
If ​Create Case​ is selected while reviewing a specific area (PO, Invoice, General, etc.), those 
details will be pre-populated in the case.  
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Fill out all relevant information to allow Twitter to answer questions quickly. Emails will be sent 
to related contacts when Twitter has responded.  Click on ​Submit​ to send your question to 
Twitter.  
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Change Request 
Any changes or updates made under ​Company Info​ will be logged here. Changes with a Status 
of “Pending” are under review by Twitter. Changes approved by Twitter will have an “Approved” 
Status, whereas rejected changes will have a “Rejected” Status.  
 
Changes cannot be made to any Pending Change Requests. Instead, select ​Cancel​ and edit 
the desired information from the ​Company Info​ tab again.  The original Request will have a 
status of “Cancelled.” 
 

 

Company Info 
The ​Company Info​ tabs displays the details shared with Twitter during Onboarding. 
Selecting a sub-tab allows you to review these details, and add or make any necessary changes 
to Company Information, Locations, Contacts, Banks and Attachments. 

Editing Company Information 
After any changes are made to the detail on the ​Company Information​ tab, click on ​Save​ for 
Twitter to review and acknowledge these changes in our records, or discard changes by clicking 
on ​Reset​.  
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Adding and Editing new Locations 
Click on ​New​ to add a Location and enter all required fields (marked with an *).  Click on ​Save. 
A Success pop up bubble will be displayed to confirm Twitter’s receipt of the request.  
 
The details that were requested will show a “Pending” status while our team reviews this change 
and can be tracked on the ​Change Request​ tab.  Once Twitter has reviewed and approved the 
Status will show as “Active.” 
  
 

 
 
After any changes are made to Location details, click on ​Save​ for Twitter to review and 
acknowledge these changes in our records (tracked on the ​Change Request​ tab).  
 
Need to remove a location? Open a Case and request the end date of a location.  
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Adding and Editing New Contacts 
On the ​Contacts ​tab, click on ​New​ to add a Contact and complete all details (First and Last 
Name and Email are required). 

 
 
On the Contact Details, selecting the ​Required Portal Access​ will allow the Contact to access 
the Supplier Portal. Those Contacts with the ​Required Portal Access ​checkbox not checked 
will only serve as helpful information for Twitter.  
 
A company with multiple locations can associate a ​Contact​ with one of their locations; click on  
New​ and select a location from the dropdown menu.  
 

 
 
Update ​Contacts​ and provide access to the Supplier Portal by selecting the ​Required Portal 
Access​. 
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After ​any​ changes are made to ​Contacts​, click on ​Save​ for Twitter to review and acknowledge 
these changes in our records (tracked on the ​Change Request​ tab). Only ​after​ Twitter has 
approved new Contacts with the ​Required Portal Access ​checkbox checked will they receive 
their login credentials; their Status will show as “Active.” 
 
Need to remove a contact? Add an ​End Date​ on their Contact Details.  

Adding and Editing Banks 
Add or update ​Banks​. After any changes are made to the detail within Banks, click on ​Save​ for 
Twitter to review and acknowledge these changes in our records (tracked on the ​Change 
Request​ tab). 
 
When entering in New bank information, once routing number is entered it will auto populate 
Bank Name, Branch Name, Address, City, State and Zip Code. 
 
Need to remove bank info? Open a Case and request an end date of a bank. 
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Adding Attachments 
Click ​New​ to add any ​Attachments​, for example any legal or tax documents. Select a Category, 
From Supplier​ - a company sharing documents with Twitter or ​To Supplier​ - Twitter sharing 
documents with a company and add a ​Title​. Drag or Upload file and click on ​Save​. Once 
attached, the file can be downloaded. 
 
All ​Attachments​ will also be available under the ​Documents​ tab.  
 
Need to delete attachment? Open a Case 

 

Documents 
View and download documents attached by Twitter or a company. Click ​New​ to add any 
attachments. Select a Category, choose ​From Supplier​ - a company sharing documents with 
Twitter or ​To Supplier​ - Twitter sharing documents with a company and add a ​Title​. Drag or 
Upload file and click on ​Save​. 
 
Any documents attached on the ​Documents​ tab will not show on the ​Attachments​ tab under 
Company Info​. 
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Customizing Views 

Customizing the Purchase Orders View 
Use the ​Search ​box to find specific for POs and, filter your POs based on any PO criteria: 

● PO Number 
● Status (Open, Closed) 
● Approved Date 
● Amount 
● Requestor (the Twitter business owner of the PO) 
● Buyer 
● Type 
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PRO TIP:​. Use ​Any Of​ as an “OR” search criteria operator, and or ​None Of ​as a “DOES NOT 
CONTAIN” search criteria operator. 

 
 
 

 
 

Saving a search 
Save a search by selecting “​Create New View​” under the Search drop down box. 

 
 
Name the New View, and decide if this View should be: 

● Public (shared with others in your Company that also have access to the Portal)  
● Default (displayed on login) 

Save the View. 
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Supplier Connect offers the ability to search and create new views from any tab (Invoice, 
Payments, etc.). 
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