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[bookmark: _Toc17393]Logging into Environment 
Step 1: Log in with your “Parent Account”.  
NOTE: It is recommended to use your USER ID, not your EMAIL when logging in. 
 
[image: ] 
Step 2: Ensure you select the environment you want to add users to. 
NOTE: If this screen does NOT display, you can proceed. This is not REQUIRED. This only displays if a user is logged into multiple Suppliers environments. 
 
[image: ] 
[bookmark: _Toc17394]Adding New Users into Exostar 
[bookmark: _Toc17395]Adding Users 
Step 1: Log in 
Step 2: Navigate to the “Administration” Tab.   
[image: ] 
Step 3: Go to “Add new User” Sub-Tab. 
[image: ] 
Step 4: Fill out all relative fields, ensuring any “*” are all populated as these are required. 
[image: ] 
Step 5: Depending on User Role, you can elevate their permissions between the following (User, Org Admin, App Admin, or Both Org/App admin). You must grant at access to at least one application (Generally the “Procure to Pay – Blue Origin”).  
[image: ] 

Note: Org Admin is the highest permissions, App Admin just grants the ability to allow user to add/remove users from selected applications.  

Step 6: Select the “Continue” and then “Submit”. 
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[bookmark: _Toc17396]Authorizing Applications 
Step 1: Log in. 
Step 2: Once the user is added, navigate to the “Registration Requests” Tab. 
[image: ] 
 
Step 3: Select the “Authorize Application” sub-tab. 
[image: ] 
Step 4: Select “Click here to move to that workflow in a new browser tab/window.” 
[image: ] 
Step 5: Select the users you want to approve for each of the applications. You can use the top selection to narrow your search query down if needed, otherwise select which users you want to approve for which Applications, and hit “Approve” 
[image: ] 
[bookmark: _Toc17397]Viewing Purchase Orders 
Step 1: Confirm you have the “Procure to Pay” widget available. Select “Launch.” 
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[bookmark: _Toc17398]Navigate to Discrete Orders 
Step 1: Confirm you’re on the Home Screen (will see the “Welcome to the Blue Origin Chain Management Platform). 
[image: ] 
Step 2: Select “Menu” button and click “Demand Collaboration” to be shown options. Under “Discrete Order” section, there are 3 options. 
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[bookmark: _Toc17399]Viewing Discrete Orders 
Step 1: Select “Summary” under Discrete Orders section of “Demand Collaboration.” 	 
[image: ] 
Step 2: There will be two sections displayed, the “Discrete Order Schedule Summary” and “Discrete Order Summary.” Select one of the two Options to continue. 
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[bookmark: _Toc17400]Order Status 
New: Brand new PO lines issued to Supplier. 
Open: When Supplier has opened/reviewed/modified the PO line. 
Accepted: This means the Supplier (you) have accepted the PO lines. 
Accepted with Changes: This means the Supplier (you) have accepted the PO lines under this section WITH adjustments to the lines. For example, shipment dates, quantities, etc. 
Buyer Acknowledged: The Blue Origin Buyer has ACCEPTED the returned PO lines. 
Partially Shipped: Line has been shipped against with an amount lower than full amount. 
Shipped: Full Amount has been shipped. 
Closed: PO line has been accepted, shipped complete, and invoiced complete. 
Cancelled: This PO line has been CANCELLED on the Blue Origin side. For further questions, reach out to your Buyer. 
[bookmark: _Toc17401]Selecting “Discrete Order Schedule Summary” 
Step 1: Select Header State you want to view. For Example, selecting “New” Purchase Order lines: 
NOTE: Only blue colored text will take you to that section. 
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Will take you to the following overview: 
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[bookmark: _Toc17402]Selecting “Discrete Order Summary” 
Step 1: Select Header State you want to view. For Example, selecting “New” Purchase Order lines: 
NOTE: Only blue colored text will take you to that section. 
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Will take you to the following overview: 
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[bookmark: _Toc17403]Selecting “Search” for Discrete Orders 
Step 1: Select “Summary” under Discrete Orders section of “Demand Collaboration.” 
[image: ] 
Step 2: Confirm “Vendor ID” is correct and use other filters as needed. For example, PO ID, Vendor Code, etc. Then select “Search”. 
[image: ] 
Step 3: Will take you to the following overview: 
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[bookmark: _Toc17404]Selecting “History” for Discrete Orders 
Step 1: Select “History” under Discrete Orders section of “Demand Collaboration.” 	 
[image: ] 
Step 2: Confirm “Vendor ID” is correct and use other filters as needed.  
[image: ] 
Step 3: Will display audit details for each PO. 
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[bookmark: _Toc17405]Splitting PO Lines 
Step 1: Log in. 
[image: ]
 
Step 2: Open the “Procure to Pay” tile on your Exostar MAG account.   
[image: ]  
 
Step 3: Navigate to the “Discrete Order” section of the Procure to Pay module. (Menu > Demand Collaboration > Discrete Order “Summary”). NOTE: You can also verify that you are acting as supplier (See green box).  
[image: ]
  
Step 4: Go to “New” or “Open” and look for any Purchase Order you are wanting to split lines on.  
 

Step 5: Once you find a Purchase Order, select the box next to it, and click “Edit Promises”.  
Ensure only one line is selected, otherwise you will get an error. If you want to split more than one line for a Purchase Order, then you will need to navigate directly to the PO.   
Step 6: A new window should have popped up, here you can adjust the “Promise QTY” and “Promise Date”.  
[image: ] 
Step 7: Make sure when adjusting the QTY that it adds up to the total “Order QTY”.  
Step 8: Click “Save”.  
Step 9: Select “OK” for the adjustment submitted.  
[image: ] 
Step 10: You should receive a success message for the adjustments made to the line.  
[image: ]
  
Step 11: You can verify your split line promise dates by navigating to the Purchase Order.  
[image: ] 
[bookmark: _Toc17406]Invoice Submission 
Step 1: Log in. 
 
Step 2: Open the “Procure to Pay” tile on your Exostar MAG account.  
[image: ] 
Step 3: Navigate to the “Create Invoice” section of the Procure to Pay module. (Menu > Demand Collaboration > Create Invoice). NOTE: You can also verify that you are acting as supplier (See green box).  
[image: ] 
Step 4: Search for the Purchase Order you want to submit an invoice for, if you don’t know the Purchase Order, then just search the field value you are looking for. (In this example, just hit search and not use any value).  
[image: ] 
Step 5: Select the Purchase Order and/or lines you want to create the invoice for, then select Next.  
[image: ] 
Step 6: Ensure to fill out the required fields denoted in red (*).  
NOTE: You MUST submit a PDF copy of the invoice under “Invoice Supporting Doc.” This will be on the header level, so you do NOT need to attach a copy per invoice line. 
[image: ] 
NOTE: You may see “Some of your data entries caused warnings. Would you like to proceed without fixing them?” When you see this, select “OK.” This is just a warning, not a HARD STOP. You will see this at least TWICE while submitting invoices. 
[image: ] 
NOTE: Invoice IDs will have the following guidelines: 
· Leading and trailing spaces on the Invoice ID will be trimmed off or ignored. 
· Invoice IDs can ONLY BE ALPHANUMERIC. No Special Characters (-,/\[]). 
  
Step 7: Add your supporting documentation, and QTY for the line, along with any discounts or tax at the line level. Once completed, save and create invoice.  
 
[image: ]   
Step 7a: If you select “Save,” the “Create Invoice” button will disappear. You can simply push “Publish” and it will do the same thing: 
[image: ] 
Step 8: Navigate to your invoice to ensure it was submitted correctly and validate your inputs. Simply click on your underlined invoice, “SYSINV83”.   
[image: ]
 Step 9: If you need to cancel a line, click on your line(s), and select “Cancel”.  
[image: ] 
[bookmark: _Toc17407]Modify ‘My Workspace’ Notifications 
Step 1: Log in. 
Step 2: Open the “Procure to Pay” tile on your Exostar MAG account.   
[image: ]  
Step 3: Once there, select the Menu Button on the left-hand side of the screen: 
 
[image: ] 
Step 4: After selecting the Menu Button, select “My Workspace”: 
[image: ] 
Step 5: It will take you to the “My Workspace” window: 
[image: ] 
Step 6: On the left side, you will see ‘Multi-Tier Inventory Supply Exceptions’ and ‘Multi-Tier Order Management Supply Collaboration’: 
[image: ] 
Step 7: Multi-Tier Inventory Management Supply Exceptions In this section, you will see two buttons: 
[image: ] 
Step 8: Pressing the open arrow, you will be taken to a large modal to display notifications: 
[image: ] 
Step 9: If you want to reduce the number of sections you can see, select the edit button: 
[image: ] 
Step 10: Select which ones you would like visible, and select save on the top side: 
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[bookmark: _Toc17408]Setup to Receive Email Alerts 
Step 1: Log in. 
Step 2: Open the “Procure to Pay” tile on your Exostar MAG account.   
[image: ]  
Step 3: Log in through the Managed Access Gateway and go to the main screen on the Procure to Pay window. 
Once there, select the Menu Button on the left-hand side of the screen: 
[image: ] 
Step 4: After selecting the Menu Button, go down to “My Profile” and select “Email Alert Subscription” under the Email Subscription group: 
[image: ] 
[bookmark: _Toc17409]FAQs 
Question: What is the link to login to the MAG? 
Answer: https://www.myexostar.com and select “MAG”. 
Question: My “Procure to Pay” module or other modules have “Pending Approval” instead of “Launch.” How do I get access? 
Answer: You will need to contact one of your Organization Admins for them to grant you access using this guide. 
Question: My Organization Admin is no longer with our company, or not available. How do we add another Org Admin? 
Answer: Unfortunately, you will have to get a new Organization Administrator (one step higher than App Admin) before any further work can be done. You will have to go to the Org Admin Link below and follow the steps under the section called “Change Admin / Change Authorization.” 
Once a new Org Admin has been authenticated, they can follow this guide to add more users and get you the access you need. 
Exostar MAG Org Admin Link: https://www.myexostar.com/?ht_kb=mag-organizationadministrator 
Exostar Customer Support Link: https://www.myexostar.com/?page_id=32 
Question: My “Procure to Pay” module has a “Get 2FA” button instead of “Launch,” do I need to get 2FA? 
[image: ] 
Answer: Yes. We only require the lowest tier of “SMS OTP (No Proofing)” for $38. 
[image: ] 
Question: I can’t sign in with my email address, how can I login? 
Answer: Use your Exostar User ID instead.  
Question: When I try to login with my email OR User ID, I get the error to reach out to my Organization Admin for support. How do I proceed? 
[image: ] 
Answer: You need to reach out to your Organization Administrator. That’s typically someone who is charge of your Exostar access. If they can NOT resolve your issue, you will need to reach out to Exostar Customer Support.  
Question: I forgot my account ID; how do I get it back?  
Answer: Reach out to your organization administrator.  
Question: I forgot my password, and the Forgot Password link locked me out. How do I proceed? 
Answer: You will need to reach out to Exostar Customer Support by submitting a ticket to be assigned a case number. Link: https://www.myexostar.com/?page_id=32 
Question: How do I get ahold of Exostar Customer Support? 
Answer: You will have to submit a ticket to be assigned a case number. Link: https://www.myexostar.com/?page_id=32 
Question: Why do I have to pay to interact with Blue Origin on Exostar? 
Answer: The 2-factor authentication fee is dictated by Exostar and is a cyber security requirement for 2FA to enter the platform to verify the user is truly who Blue Origin and other users are communicating with. 
Question: What are the status definitions in Exostar? 
Answer: See section the Order Status section of this guide. 
Question: I can’t find the Purchase Order to invoice against, how can I proceed? 
Answer: Please reach out to your Buyer. They will need to resync the Purchase Order into Exostar. 
Question: Where can I find payment status on my invoices? 
Answer: Exostar does NOT currently support invoice payment status updates. You will need to reach out to ap@blueorigin.com for payment updates or reach out to the Buyer on your PO. Question: This guide wasn’t helpful, who do I reach out to get more assistance? 
Answer: Reach out to your Buyer and let them know you are still having difficulties. They will submit a ticket. To assist with their ticket and more troubleshooting, please provide a more detailed explanation of what you’re experiencing with whatever information you have available. This includes screenshots of your issue and the following information: Exostar Org ID and User ID(s). 
[bookmark: _Toc17410]Revision History 
	Revision Date 
	Changes Made 

	9/26/2024 
	Initial Release. 

	03/10/2025 
	Added Viewing POs instructions, FAQs, notification setup, updated invoice submission lines, and Registration Requests. 
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