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Aéroports De Paris – Procurement Division

Addressees: Supplier Portal Users  

C I R C U L A T I O N

Using the portal
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Operating principle
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Logging into the Aéroports de Paris Supplier Portal website 

Enter the Aéroports de Paris secure site URL into 
your web browser: https://astre.adp.fr

Step 1 Choice of authentication method:

To access the Supplier portal, users must select "A ccount and Office Automation Password"
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Step 2 Login details:

Enter your username in the NAME field and password in the "SecurID 
passcode, InWebo or Office Automation password" fie ld

Logging into the Aéroports de Paris Supplier Portal website 

Enter your login details 

: Name (e.g. 900xxxx)  and passwords

(or copy/paste values in the dedicated fields)
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Accessing your Portal account.

Select Supplier Portal

Access your Orders Information on your 

Account

Manage your Personal data                                Main 
email address for order notification                          Type 
of Notification: As and when or Daily

Homepage. Navigating in the portal 
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Managing your Personal data

Select Profile

Modifiable values
* Email address for notification of Orders
* Type of email notification: Daily - As and when
* Language: FR -US

You can change the order notification email address  as well as the sent message notification type as 
and when or daily.
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Your workspace (Orders to be processed)

Search field

Access to Order 

Details
The Flag is placed 
automatically 
list of orders to be 
confirmed

List of Orders
to be confirmed

Access to 

Orders.

List of orders.
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Searching Orders

Search criteria

Order no. : Enter a number (10 values)

Workspace : Order to be taken into consideration (Flag placed by default)

Status : Search Orders (All - To be confirmed - Confirmation in progress - Confirmed - Cancelled - In error)

Read: Search Orders (All - Yes - No)

Date: Search over a period 

Search 
field

The Search criteria can be combined to fine-tune re quests.
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Accessing the detail of an Order.

2- Select zoom 
to view 

the detail of the order

3- Select icon 
to view 

the detail of price conditions 
of the order item

Download or 
Edit the Order

from the icon (Pdf doc)

1 -Select Orders
Viewing the detail of orders

Your Aéroports de Paris contact
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Taking account of the order 

The order is taken into account as 
soon as it is read (no action is 
required)

2- Select zoom 
to view 

the detail of the order

3- Select icon 
to view 

the detail of price conditions 
of the order item

1 -Select Orders

The order is taken into account

View or
Edit the Order

from the icon (Pdf doc)
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Accessing attached documents.

From the list of Orders 

From the Order Item 

select the link 

In order to open or download 
the document

select the icon 

In order to access the document

Access
Attached documents:

Read documents attached to an order
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Order History.

2 -Select History
to View the modified

order versions

1- Select zoom 
to view

the detail of modifications
to Order

History.
of order

modifications

View the History of order modifications
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Emails sent by the Portal to Aéroports de Paris Sup pliers.

Order rejected item(s) List Orders not read by the supplier

> 24 hours > 48 hours 
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Emails sent by the Portal to Suppliers.

New Order
Reminder of unread Orders 

> 24 hours > 48 hours 
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Portal Support.

Aéroports de Paris Portal admin is there to help you with any questions or Aéroports de Paris Portal admin is there to help you with any questions or Aéroports de Paris Portal admin is there to help you with any questions or Aéroports de Paris Portal admin is there to help you with any questions or 
technical problems.technical problems.technical problems.technical problems.

Please contact......................................................Please contact......................................................Please contact......................................................Please contact......................................................


