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iISupplier - Supplier Users

After you have completed the iSupplier - Supplier Users course, you will learn to:

o Register and Access the iSupplier Portal
e Make Changes to your Company Profile
e View your transaction with both Hillsborough County and the City of Tampa

NOTE: To complete this course, you should have the applicable log in responsibility that allows
you to access the functionality listed above.

Navigation

Suppliers

After you have completed the Supplier section, you will be able to:

Submit Prospective Supplier Requests and Log in

Update Organization Details and Business Classifications for your company
Make Changes to your Address Book

Make Changes to your Contacts

Make Changes to your NIGP Category Codes

Inquire on your Orders

Inquire on your Shipments

Inquire on your Finances

Respond to Registration Invitations (Existing Suppliers Only)

Prospective Supplier Requests
After you have completed the Prospective Supplier section, you will be able to:

e Submit your Registration through the Registration Process
o Receive Registration E-mail and Log In for the First Time

Registration Submission

Procedure

After completing this exercise, you will be able to submit your registration with the City of
Tampa and Hillsborough County.

Page 1



Training Guide ORACLE
iSupplier - Supplier Users USER PRODUCTIVITY KIT

iSupplier Portal U A T

Close Preferences

City of Tampa and Hillsborough County Common Prospective Supplier Registration

* Indicates required field ¥TIP Please Only Click the "Continue" Button Once
Submitting this registration will enroll you with both the City of Tampa and Hillsborough County.

Please have your Address and Products & Services (that you provide) ready to submit this registration.

Company Details

= Company Name/Supplier Name |
(Mazximum 40 characters. If exceed: ti n Line 1 of the Address Book.)

Tax Country

I

ihere provided, the tax country will be used to validste the formst of the Tax Registration Number sndfor Taxpayer 1D.
EIN/FEIN
Format: XX-300000¢

SSN Number (If no EIN/FEIN provided)

Format: J00C30-3000¢
Either @ EIN/FEIN Number or SSN Number is
required to be able to complete the registration
request.

Contact Information

Please enter a valid email address. The email address entered here will be your username to access your information. Flease ensure that City of Tampa/Hillsborough
County emails are not marked as spam by your email provider.

= Email |
= First Name l— -
*lasthame |
*Phone Area Code |
= Phone Number |

Phone Extension |

Step

Action

The City of Tampa and Hillsborough County Common Prospective Supplier
Registration window now appears.

Click in the Company Name/Supplier Name field.

Enter the desired information into the Company Name/Supplier Name field. In this
example, enter "Training Company".

Click in the Tax Country field.

Click the Search for Tax Country magnifying glass button. This will open a new
window.

Q,
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—E .

e
/S Search and Select List of Values - Windows Internet Explorer

\@ ps://projectlappshctftestdmzl oracleoutsourcing.com/0A_HTML/cabo/jsps/a.jsp?_t=fredRCAenc=UTF-88_minWidth=7508_minHeight=550, @ 2

Search and Select: Tax Country

| &
b (8
| Cancel Select

Submitti Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Compan:
Pany, Search By Country Name ~ Go

Results

I

Select Quick Select Country Name Country Code
No search conducted.

Cancel Select
i

requirg
Contact If

£
N

‘ i ]+

#100% ~

Phone Extension

Step Action

5. The Search and Select: Tax Country window now appears.

Click in the Search By field.

6. Enter the desired information into the Search By field. In this example,
enter "United States".

7. Click the Go button to start your search.
Go

8. Click the Quick Select button for your Country. In this example click the Quick
Select button for "United States”

%
=

Page 3




Training Guide ORACLE
iSupplier - Supplier Users USER PRODUCTIVITY KIT

UAT

Close Preferences

City of Tampa and Hillsborough County Common Prospective Supplier Registration

Indicates required field “TIP Please Only Click the "Continue" Button Onca

Submitting this registration will enroll you with both the City of Tampa and Hillshorough County.

Please have your Address and Products & Services (that you provide) ready to submit this registration.

Company Details

= Company Name/Supplier Name [Training Company
{Mazimum 40 characters, If exceeds continue on Line 1 of the Address Bock.)

Tax Country |United States Q

I

Where provided, the tax country vl be used to vaidste the format of the Tax Registration Number andfor Taxpayer ID.

EIN/FEIN
SSM Number (If no EIN/FEIN provided)

Format: J00C30-3000(
Either @ EIN/FEIN Number or SSN Number is
required to be able to complete the registration
request.

Contact Information

Please enter a valid email address. The email address entered here will be your username to access your information. Flease ensure that City of Tampa/Hillsborough
County emails are not marked as spam by your email provider.

= Email |
=frsthame | L4
*lastName |
= Phone Area Code |
= Phone Number \

Phone Extension |

Step

Action

You are now back in the City of Tampa and Hillsborough County Common
Prospective Supplier Registration window.

Click in the EIN/FEIN field.

10.

If you do not have a EIN/FEIN Number, Please enter your SSN Number in the text
field below.

Enter the desired information into the EIN/FEIN field. In this example, enter "12-
0101011".

11.

Now you are going to be entering contact information. This is just the basic contact
information that will be captured during this part of the registration. Additional
contacts and additional information for this contact can be added at a later time
during the registration. All required information is denoted by an *.

12.

Click in the Email field.

|

13.

Enter the desired information into the Email field. In this example,
enter "userl@trainingcompany.com".

14.

Click in the First Name field.

15.

Enter the desired information into the First Name field. In this example,
enter "John".
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Step Action

16. Click in the Last Name field.

17. Enter the desired information into the Last Name field. In this example,
enter "Doe".

18. Click in the Phone Area Code field.

19. Enter the desired information into the Phone Area Code field. In this example,
enter "813".

20. Click in the Phone Number field.

21. Enter the desired information into the Phone Number field. In this example,
enter "092-1234".

22. Click in the Phone Extension field. (Optional)

23. Enter the desired information into the Phone Extension field. In this example,
enter "123".

24, Click the scrollbar to view your entire registration page if necessary

25. Click the Continue button.
*Important* Only click the "Continue™ button once.

Continue

SignIn [ PROJECT1 - ERP Program... £ PRODUCTION

UAT

Close Preferences

ive Supplier i ion: Additional Details

Blank label for instruction text Save For Later Register

Company Name Training Company
Tax Country United States
EIN/FEIN  12-0101011
SSN Number
Hote to Approver

Address Book

At least one entry is required.

Create
Address Details Purpose Update Delete
No results found.

Contact Directory

At least one entry is required.

Create I

FirstHame  [Last Name Phone Email Requires User Account Update Delete
John Doe 813-002-1234-123 user1@trainingcompany.com o 72

Products and Services

At least one entry is required.

Create
Code Products and Services Delete
No results found.
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Step Action
26. The Prospective Supplier Registration: Additional Details window now appears.
Click in the Note to Approver field. (Optional)
217. Enter the desired information into the Note to Approver field. In this example,
enter "Type any notes to the Approver here.".
28. Now you will create an Address for your profile.
Click the Create button under Address Book.
Create
- SignIn || PROJECT 1 - ERP Program... ] PRODUCTION
Preferences
Create Address
* Indicates required field Apply
“TIP Ple;ds:ree:tse;::jte 's Phone and Fax Number ohone Ares ot
- sty and uniquely identfied (X, Phone Number
Country U ~ FoxAreaCode | |
* Address Line 1 Fax Number
Address Line 2 Email Address
Address Line 3
= City/Town/Locality
County
* State/Region
ot o
Cancel Apply
— Clase Preferences e
Step Action
29. The Create Address window now appears.
Click in the Address Name field.
You will give your address a name such as Headquarters, Main Office, XXXX
Division, etc.
30. Enter the desired information into the Address Name field. In this example,
enter "Headquarters".
31. Click in the Address Line 1 field.
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Step Action

32. Enter the desired information into the Address Line 1 field. In this example,
enter "123 Main St.".

33. Click in the City/Town/Locality field.

34. Enter the desired information into the City/Town/Locality field. In this example,
enter "Tampa".

35. Click in the County field. (Optional)

36. Enter the desired information into the County field. In this example,
enter "Hillsborough™.

37. Click in the State/Region field.

38. Enter the desired information into the State/Region field. In this example,
enter "FL".

39. Click in the Postal Code field.

40. Enter the desired information into the Postal Code field. In this example,
enter "33602".

41. The Phone Number, Fax Number and Email Address in this window are for your

address. This is not the contact phone number. For example, this would be a
reception desk phone & fax number or a general company email address. These
fields are optional.

42. Click in the Phone Area Code field. (Optional)

43. Enter the desired information into the Phone Area Code field. In this example,
enter "813".

44, Click in the Phone Number field. (Optional)

45, Enter the desired information into the Phone Number field. In this example,
enter "908-1234".

46. Click in the Fax Area Code field. (Optional)

47. Enter the desired information into the Fax Area Code field. In this example,
enter "813".

48. Click in the Fax Number field. (Optional)

49, Enter the desired information into the Fax Number field. In this example,

enter "908-1235".
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Step Action

50. Click the Apply button.
Apply

51. Follow the previous steps to create additional addresses for your company. If no
more addresses are necessary, please continue.

Close Preferences
ive Supplier i ion: Additional Details
Blank label for instruction text Save For Later Register
Company Name Training Company
Tax Country United States
EIN/FEIN  12-0101011
SSN Number
HNote to APProver IType any notes to the Approver here. -
Address Book
At least one entry is required.
Create
Address Details Purpose Update Delete
123 Main St., Tampa FL 33602 United States RFQ Only 7 ]
Contact Directory
At least one entry is required. L
Create
First Name \I.ast Name Phone Email Requires User Account Update Delete
John Doe 813-092-1234-123 user1@trainingcompany.com v 2
Products and Services
At least one entry is required.
Create
[ https://projectlappshetftestdmal.oracleoutsourcing.com/OA_HTML/OA jsp?... jSErVices Delete B
Step Action
52. You are now back in the Prospective Supplier Registration: Additional Details

window.

Click the Update button for the existing contact under the "Contact Directory"
ortion of the window.

s
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2 https:/fprojectlappsh.. O ~ @ B & X | & Create Contact x

55 £]Non-Prod4 £ ASTRA Login £]MNon-Prod1 £ TestUAT & Non-Prod2 [ Clerk's VPN - SignIn [T PROJECT1 - ERP Program... £ PRODUCTION

iSupplier Portal U A T

Close Preferences

Update Contact

= Indicates required field Apply

Contact Title - * Phone Area Code [813
* First Name [John * Phone Number W
Middle Name Phone Extension IIZE—
* Last Name [Doe Afternate Phone Area Code |
Alternate Name Afternate Phone Number [
10b Title FaxAreaCode |
Department Fax Number l—

= Contact Email [user1@trainingcompany.com

URL

Supplier User Account

Create User Account For The Contact

cancel Apply

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

Close Preferences

hitps://projectlappshctftestdmzl oracleoutsourcing.com/GA_HTML/OA jsp?..

Step Action

53. The Update Contact window now appears.

In this window you can fill in any additional information for this contact. This is the
same contact that was copied over from the first portion of the registration.

Once all updates are made, click the Apply button.
Apply
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Signin [ PROJECT1 - ERP Program... £ PRODUCTION
iSupplier Portal
Preferences
Prospective Supplier Registration: Additional Details
Blank label for instruction text Savefor Later | [ Register
Company Name Training Company
Tax Country United States
EIN/FEN 12-0101011
SSN Number
Note to Approver  [Type any notes to the Approver here. -

Address Book

At least one entry is required.

Create
Address Details Purpose Update Delete
123 Main St., Tampa FL 33602 United States RFQ Only v T

Contact Directory

At least one entry is required. L4

Create
FifCieste b [Last Hame Phone Email Requires User Account Update Delete
John Doe 813-092-1234-123 userl@trainingcompany.com v .

Products and Services

At least one entry is required.

Create

[ https://projectiappshctitestdmal.aracleoutsourcing.com/0A_HTML/OA jsp... jServices Delete 5
Step Action
54, You are now back in the Prospective Supplier Registration: Additional Details

window.

Next we will create another contact. If no additional contact is needed, please
continue to the Add Products and Services portion of this document.

Click the Create button under the "Contact Directory" portion of the window.
Create
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Close Preferences
Create Contact
= Indicates required field
cancel | [ Apply
Contact Title - * Phone Area Code
= First Name * Phone Number
Middle Name Phone Extension
* Last Name Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number

Contact Email
URL

Supplier User Account

[Tl create User Account For The Contact

Cancel | | Apply

Close Preferences

Privacy Statement Copyright (c) 2008, Cradle. All rights reserved

Step Action

55. The Create Contact window now appears.
Any required information is denoted by a *. All other fields are optional.
Click in the First Name field.

56. Enter the desired information into the First Name field. In this example,
enter "Bob".

57. Click in the Last Name field.

58. Enter the desired information into the Last Name field. In this example,
enter "Doe".

59. Click in the Contact Email field. (Optional)

60. Enter the desired information into the Contact Email field. In this example,
enter "user2@trainingcompany.com".

61. Click in the Phone Area Code field.

62. Enter the desired information into the Phone Area Code field. In this example,
enter "813",

63. Click in the Phone Number field.
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Step Action

64. Enter the desired information into the Phone Number field. In this example,
enter "231-1234",

65. If this contact requires a User Account, click the "Create User Account For The
Contact." In order for a User Account to be created a valid email address must be
provided.

Click the Apply button.
Apply

UAT

Close

Preferences

Prospective Supplier Registration: Additional Details

Blank label for instruction text Save For Later Register

Company Name Training Company
Tax Country United States
EIN/FEIN  12-0101011
SSN Number

Note to Approver  [Type any notes to the Approver here.

I

Address Book

At least one entry is required.

Create
Address Details Purpose update Delete
123 Main St., Tampa FL 33602 United States RFQ Only v T

Contact Directory

At least one entry is required.

Create
First Name |Last name Phone Email Requires User Account Update Delete
John Doe 813-092-1234-123 userl@trainingcompany.com v 2

Bob Doe 813-231-1234 user2@trainingcompany.com d i

Products and Services

At least one entry is required.

Create )

Step Action

66. You are now back in the Prospective Supplier Registration: Additional Details
window.

Click the scrollbar to scroll down to the "Products and Services" portion of the
window.

67. Click the Create button under the "Products and Services" portion of the window.
This is a required step to register.

Create
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Close Preferences

Prospective Supplier Registration: Additional Details >
Add Products and Services: : (Training Company)

Apply

@ Browse All Products & Services (NIGP Codes)
© Seach for Specific (NIGF) Code and Froduct - To narrow down results for specific codes or descriptions use the "%" as wildcard

D Previous 1-10  ~ Next10 &
Code Products and Services - Do lot Select the "00" Category Code View Sub-Categories
005 ABRASIVES
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUFFLIES
015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES
020  AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)
022 AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS
025 AR COMPRESSORS AND ACCESSORIES
031 AR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE CLASS 740 ALSO)
035 AIRCRAFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES
037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.

PS Category Tbl

o | o7 o o 297 o | o3

Alellellsl=lel=le] el

@

<) Previous 1-10

Cancel | [ Apply

“

Close Preferences

Privacy Statement Gopyright (<) 2008, Cracle. All rights reserved

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jsp... | 1

Step

Action

68.

The Add Products and Services: (Company Name) window now appears.
You will land in the "Browse™ section for Products and Services.
Use the Next 10 link to continue to look through the Products and Services.

You can also use the search feature by clicking the "Search for Specific (NIGP)
Code and Product radio button.

Click the Next 10 link to continue.
Mext 10

69.

Click the View sub-categories button for the Product and Services that need to be
added to your profile.

70.

Click the Applicable checkbox for all products and services for which your
company provides.

In this example, click the Applicable checkbox for Class 1 Trucks to continue.

71.

Click the Applicable checkbox for all products and services for which your
company provides.

In this example, click the Applicable checkbox for Class 2 Trucks to continue.

Page 13




Training Guide ORACLE

iSupplier - Supplier Users USER PRODUCTIVITY KIT
Step Action
72. Click the Applicable checkbox for all products and services for which your

company provides.

In this example, click the Applicable checkbox for Class 3 Trucks to continue.

73. Once you have selected all of the Products and Services for this Category, click
the Apply button.
Apply
Close Preferences
Prospective Supplier Registration: Additional Details
Blank label for instruction text S Register
Company Name Training Company
Tax Country United States
EIN/FEIN 12-0101011
SSN Number
Note to Approver  [Type any notes to the Approver here. 3
Address Book
At least one entry is required.
Create
Address Details Purpose Update Delete
123 Main St., Tampa FL 33602 United States RFQ Only v T
Contact Directory —
At least one entry is required.
Create
First Name |Last name Phone Email Requires User Account Update Delete
John Doe 813-092-1234-123 userl@trainingcompany.com v 4
Bob Doe 813-231-1234 user2@trainingcompany.com 4 i}
Products and Services
At least one entry is required.
Create i
Step Action
74. You are now back in the Prospective Supplier Registration: Additional Details
window.
Click the scrollbar and scroll down to the Minority Certifications section of the
window. The following steps are optional. If no Minority Certifications are
necessary, continue to the submission portion of the recording.
75. To register for Minority Certification for Hillsborough County, please click the

"Here" button for County Certifications. This will open a new browser where you
can apply for Minority Certifications with Hillsborough County.

To self-declare minority status with the City of Tampa, please continue to follow the
training document.
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Step

Action

76.

Click the Update button (Pencil Icon) on the right side of the Page for City of
Tampa Minority Certifications.

UAT

Close Preferences

Supplier Profile Attributes
* Indicates required field

City of Tampa Certifications

‘Women/ Minority Owned Business Enterprise (W/MBE) Classifications

W/MBE Classifications @) African American Female Certification Number Certification Expiration Date

© African American Male
sian American Female

(example: 24

sian American Male
aucasian Female

© Hispanic American Female
@ Hispanic American Male
© Native American Female
(D Native American Male

® NJA - Not Applicable

Small Local Business Enterprise (SLBE) Certification

Small Local Business Enterprise () Small Local Business Enterprise  Certification Number Certification Expiration Date I_

® NfA - Not Applicable

Apply

Copyright (<) 2008, Cracle. All rights reserved. [

Close Preferences
o

el
hitps://projectlappshctitestdmzl oracleoutsourcing.com/0A_HTML/OA jsp?...

Step

Action

77.

The City of Tampa Certifications window now appears.

Once you fill this page out with your self declaration information, click
the Apply button.

Apply
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Signin [ PROJECT1 - ERP Program... £ PRODUCTION
iSupplier Portal
Preferences
Prospective Supplier Registration: Additional Details
Blank label for instruction text Savefor Later | [ Register
Company Name  Training Company
Tax Country United States
EN/FEN 12-0101011
SSN Number
Note to Approver  [Type any notes to the Approver here. - =

Address Book

At least one entry is required.

Create
Address Details Purpose Update Delete
123 Main St., Tampa FL 33602 United States RFQ Only v T

Contact Directory -
At least one entry is required.

Create
First Hame  |Last Name Phone Email Requires User Account Update Delete
John Doe 813-092-1234-123 userl@trainingcompany.com v V4
Bob Doe 813-231-1234 user2@trainingcompany.com V4 o

Products and Services

At least one entry is required.

Create L

Step Action
78. You are now back in the Prospective Supplier Registration: Additional Details

window.

Click the scrollbar to review your profile before registering.

79. Once everything looks good, click the Register button.
Register
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UAT

Close Preferences

[y | confirmation

Thank you for registering your company with Hillsborough County and the City of Tampa. Your registration has been submitted for approval and you will receive and email
with further instructions.

Preferences

Step Action
80. A Confirmation is given that your registration has been submitted for approval. An

email will be sent to your email address once the registration has been approved by
the City of Tampa and Hillsborough County.

Click the Close link.

[ ]
Close
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- L - B BHh =

LB G & nttos /fprojectiappshi O = @ B @ X || @ confimation

Close Preferences

[y | confirmation
Thank you for registering your company with Hillsborough County and the City of Tampa. Your registration has been submitted for approval and you will receive and email
with further instructions.

references

Windows Intemet Explme- ===

‘.’"  The webpage you are viewing is trying to close the window.

~ Doyouwantto close this window?

Step Action

81. Click the Yes button.
| Yes ]

or Press [Alt+Y].

82. You have now completed the Registration Submission exercise.

You can now successfully submit your registration with the City of Tampa and
Hillsborough County.
End of Procedure.

First Time Access

Procedure

After completing this exercise, you will be able to log-in to iSupplier Portal and change your
password.
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|2 FYE: Hillsborough Cou rmation of - (=D
& hitps://webmail hillsclerk.com/OWA/? pen&t=IPM. AAAADKjjYONCRZHNSGZwhMnZ8BwCfghDQY A

ChRreply  CERepytoal | BFoward Y- [~ 2 @ B X H- e« @

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network:
Workflow Mailer - THCTFI [withctfi@AtOracle.com]

Sent:
To:

itiy AAGFUGLAACFGhDQ) Wi &

: Confirmation of Registration

Wednesday, March 12, 2014 10:21 AM
JOHN DOE [user 1@trainingcompany.com]

Attachments: &]Notification Detail.himi (462 B

To JOHN DOE
Sent. 12-MAR-2014 10:20:00
il 832810

You have been registered at Hilsborough County and the City of Tampa for access ta their supplier colaboration network. You can log on with the usemame
USER1@TRAININGCOMPANY.COM and the password Lw3)FBO072.

When you first log on, you wil be required to change your password for security purpeses. Contact administrator for additional informatian.
Thank you.

https://webmail.hillsclerk.com/OWA/redir.aspx? C= R2YWIZIwpEWIYNVsSTR_mdKIpButEdFIg24kldz ¢ ¥ivbJj5P33N! D &URL=
i

2f%fprojectlap R 100% v

Action

You will receive an email with a log-in link, your username and your temporary
password.

Click the log on link to launch the iSupplier Portal.
log on

“UserName |

(Gity: “First Name Last Name" County:"CNTsocoo” xcooa: is EmpHumber)
“Password

Forgot Password,Click Here to Reset

Accessibility None -

About this Page  Privacy Statement

yright (<) 2008, Oradle. Al rights reserved.
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Step Action
2.

retrieve your username.

Open your Email by clicking back on your email application.

e

Once the application log-in page opens. You will need to go back to your email to

& FYE Hillsborough Cou

mpa Sup firmation of - Wi (=T
& nttps://webmail hillsclerk.com/OWA/7 p =IPM.| AAAADKdjYONCRZHNSGZwMnZBEBwCfghDQW JWitiy AAGFUGHAACFGhDQW2ZMIRGKMzUWT
ChReply  CReplytodl | BForward | ¥ - [l- & & B X | B- e @ @
FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]
Sent: Wednesday, March 12, 2014 10:21 AM
To: JOHN DOE [user 1@trainingcompany.com]
Attachments: &]Notification Detzil html (462 5)

To JOHHN DOE

Sent 12-MAR-2014 10:20:00

D 832810
Vod La\'e been registerad at Hilsborough County and the City of Tampa for access to their supplier collaboration network. You can log on with the username
IEESEAGEN IS ENRRGLY and the password Lw3)FB072.
When you first log on, you will be required to change your password for security purposes. Contact administrator for additional information.
Thank you.

H100% ~

Step

Action

When back in your email, highlight your username.
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& FYE Hillsborough Cou

—— &
& hitps://webmail hillsclerk.com pen&t=IPM.! AAAADKGd] YONCRZHNSGZwiMnZEEwCghD QY JWitiy AAGTUGHAACFGhDQ) )
ChReply  EBReplytoal | BhFomard ¥~ - £ @ (B X | B- 4« @

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]

Sent:
To:

Wednesday, March 12, 2014 10:21 AM
JOHN DOE [user 1@trainingcompany.com]

@) otification Detail.himi (462 B)

To JOHN DOE
Sent. 12-MAR-2014 10:20:00
il 832810

Vebhave been registerad st Hilsborough County and the City of Tampa for access to their supplier colaboration network. You can log on with the usemame
TEESEREEN I NIEEITENRENGTY and the password Lw3)FB072.

When you first log on, you wil be required to change your password for security purpeses. Contact administrator for additional informatian.
Thank you.

Step Action

Right-click on the highlighted Username.
SER1@TRAININGCOMPANY.COM

|2 FYE Hillsborough Cou rmation of -
& https://webmail hillsclerk.com/ O\

p =IPM.| AAAADKd]YONCRZHNSGZwMnZBBwCfghDQV )

ChReply  EBReplytoal | BhFomard ¥~ [l- £ & B X B-

itiy AAGFUGLAACFGhDQ) Wi &

PR 4

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]

Sent:
To:

Wednesday, March 12, 2014 10:21 AM
JOHN DOE [user 1@trainingcompany.com]

@] Niotification Detail.himl (462 B)

To JOHN DOE
Sent 12-MAR-2014 10:20:00
ul 832810

VwLa\'e been r
USERT @gaam.

istered at Hilsborough County and the City of Tampa for access to their supplier collaboration network. You can log on with the username
o ool

When y

Copy.

security purposes. Contact administrator for additional information.

Thank yi
Select all

Print...

Print preview...

Map with Bing

Search with WhiteSmoke New Customized Web Search
Translate with Bing

FLRT

All Accelerators

Append Link Target to Existing PDF
Append to Existing PDF

Convert Link Target to Adobe PDF
Convert to Adobe PDF

Send to OneNote
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Step Action

5. Click the Copy menu item.

You can also use the [Ctrl+C] to copy the username.

 FYL Hillsborough Caus

rmation of - (=D

& nitps://webmail hillsclerk.com/OWA/? pen&t=IPM.! AAAADKjdjYONCRZHNSGZwMnZEBwCTghDQY JWitiyAAGFUGHAACFGhDQ) Wi
ChReply  CFReplytodl | Forward | ¥ - [l- & & B X | B- e @ @
FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration

Workflow Mailer - THCTFI [withctfi@AtOracle.com]

Sent: Wednesday, March 12, 2014 10:21 AM

To:

JOHN DOE [user 1@trainingcompany.com]

Attachments: &]Notificstion Detail.himi (462 B

To JOHN DOE
Sent. 12-MAR-2014 10:20:00
il 832810

12k

ave been registered at Hilsborough County and the City of Tampa for access to their supplier collaboration network. You can log on with the username
EESEAGEN IS ENRRL and the password Lw3)FB072.

When you first log on, you wil be required to change your password for security purposes. Contact administrator for additional informatian.
Thank you.

8 Clerk's VPN - Main - Windows 1. /2 AST Corporation - Outlook Web.

e

/5 FYE Hillsborough County and t...

Step Action

Open the Login by clicking back on your internet browser in which the application
iS open.
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“UserName |

*Password
(example: 4u55v23)

Accessibility None

About this Page  Privacy Statement

(ity: “First Name,Last Name" County: "CNTYoooo” sooces is Emphiumber)

Forgot Password. Click Here to Reset

Copyright (<) 2006, Cradle. All rights reserved

il iy ¥

Action

Name field.

When you are back in the application log-in screen, right-click in the User

& https://projectlappsh., P~ @ B A X

& Login

(Gity: “First Name.Last Name
*Password

(ecample: dus9v23)

Forgot Passward. Click Here|

Accessibility None

About this Page  Privacy Statement

“User Name

Copy
Paste
Delete

Send to OneNote

Selectall

Copyright () 2006, Cracle. All rights reserved

s ¥
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Step Action

8. Click the Paste menu item.

You can also use the [Ctrl+V] to paste the username.
Paste

TUserfiame 2AININGCOMPANY.COM|

(Gity: "First NameLast Name” County:"CNToooo” xcoca is EmpHumber)
*Password

(example: 4ud3v3)
cance
Forgot Password.Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (c) 2008, Cradle. All rights reserved

E'ND O NS PR

Step Action

9. Open your Email again by clicking back on your email application.

e
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& FYE Hillsborough Cou

mpa Sup firmation of - Wi (=T
& hitps://webmail hillsclerk.com/O pen&t=IPM, AADKjxdjYONCRZHNSGZwMnZBBWCTghDQW JWitiy AAGFUGUAACFGhDQW2MIRpAMZUWT i
ChReply  CBReplytoal | Bromard Y- (- & @B X B 4 @

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]

Sent: Wednesday, March 12, 2014 10:21 AM

To: JOHN DOE [user 1@trainingcompany.com]

Attachments: &]Notification Detail.himi (462 B)

To JOHN DOE
Sent. 12-MAR-2014 10:20:00
il 832810

You have been registered at Hilsborough County and the Ci

When you first log on, you wil be required to change your password for security purpeses. Contact administrator for additional informatian.
Thank you.

of Tampa for access to their supplier colaboration network. You can log on with the username
USER1@TRAININGCOMPANY.COM and the password .

@

10.

Action

When back in your email, highlight your temporary password.

Step

& FYE Hillsborough Cou

mpa Sup firmation of - Wi (=T
& nitps://webmail hillsclerk.com/ OV, pen&t=IPM.! DKjxdjYONCRZHNSGZwMnZEBwCfghDQW JWitiy AAGTUGHAACFGhDQW2MRgKMzUWr &
ChReply  CReplytodl | BForward | ¥ - [l- & @ B X | B- e @ @
FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]
Sent: Wednesday, March 12, 2014 10:21 AM
To: JOHN DOE [user 1@trainingcompany.com]
Attachments: ] Notification Detai himl (462 8)
To  JOHN DOE
Sent  12-MAR-2014 10:20:00
D 832810
You have been registered at Hilsborough County: .niJ:l the City of Tampa for access to their supplier colaboration network. You can log on with the username
USER1@TRAININGCOMPANY.COM and the password A
When you first log on, you will be required to change your password for security purposes. Contact administrator for additional information.
Thank you.
H100% v

Action

11.

Right-click the highlighted Temporary Password object.
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|2 F¥E Hillsborough Cou

rmation of -
@ https://webmail hillsclerk.com/ 0 T pen&t=IPM.N, = RgAAAADKjdjYONCRZHNSGZwMnZBBw fghDQW: J tIAACFghDQ
ChReply  C@Replytodl | BFomad Y- M- B @ B X @B e @

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer - THCTFI [withctfi@AtOracle.com]

Sent:
To:

Wednesday, March 12, 2014 10:21AM
JOHN DOE [user 1@trainingcompany. com)

Attachments: &]potification Detail him (452 6

To JOHN DOE
Sent 12-MAR-2014 10:20:00
ol 832810

You have been regitered at Hikborough Countiait the ey of Tarps for access to ther suppier colboration netvwork. You can g on with the usernare
USER1@TRAININGCOMPANY.COM and the password

‘When you first log on, you wil be required to change v Copy gitional information.
Thank you. B

Select all
Print...

Print preview.

Map with Bing

Search with WhiteSmoke New Customized Web Search
Translate with Bing

s P RE

All Accelerators.

Append Link Target to Existing PDF
Append to Existing PDF

Convert Link Target to Adobe PDF
Convert to Adobe PDF

Send to OneNote

100% ~

Step Action

12. Click the Copy menu item.

You can also use the [Ctrl+C] to copy the username.

& FYE Hillsborough Cou

rmation of - (50
& hitps://webmail hillsclerk.com/OW pent=IPM. AAAADKGd] YONCRZHNSGZwiMnZEEwCghDQY JWitiy AAGTUGHAACFGhDQ) )
ChReply  CBReplytoal | Bromard Y- (- & @B X B e @

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Workflow Mailer -- THCTFI [withctfi@AtOracle.com]

Sent:
To:

Wednesday, March 12, 2014 10:21 AM
JOHN DOE [user 1@trainingcompany.com]

@) otification Detail.himi (462 B)

To JOHN DOE
Sent. 12-MAR-2014 10:20:00
il 832810

You have been registered at Hilsborough County 24 the ciy of Tampa for access to their supplier colaboration network. You can log on with the username
USER1@TRAININGCOMPANY.COM and the password .

When you first log on, you wil be required to change your password for security purposes. Contact administrator for additional informatian.

Thank you.
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Step Action
13. Open the Login again by clicking back on your internet browser in which the
application is open.
TUserliame QaNINGCOMPANY.COM
S E‘cny: “First Name.Lsst Name" County: "CNTYsoo00" sa00ac is Emphumbar)
(i |T o)
Forgot Password. Click Here to Reset
Accessibility None -
About this Page  Privacy Statement Copyright () 2006, Cracle. Al rights reserved
B W ™ W ol W
Step Action
14. When you are back in the application log-in screen, Right-click in

the Password field.
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& https//projectiappsh.. O ~ @ B & X || @ Login

55 £]Non-Prod4 ] ASTRA Login £]MNon-Prod1 £ TestUAT & Non-Prod2 [GJ Clerk's VPN - SignIn [ PROJECT1 - ERP Program... £ PRODUCTION

“Userllame 2ANINGCOMPANY.COM
(City: “First Name.Last Name" County:"CNTYooc:" secce is EmpNumber)

*Password ‘
(example: 4u35v2:
[cd
Cut
Forgot Password Ty
Accessibility None Paste
Delete

Send to OneMote

About this Page opyright (c) 2008, Oradle. Al rights reserved.

Privacy Statement

Selectall

Step Action

15. Click the Paste menu item.

You can also use the [Ctrl+V/] to paste the username.
Paste

& https//projectiappsh.. O - @ B S X || & Login

“Userllame QANINGCOMPANY.COM
(City: "First Name.Last Name" County: "CNTYxccocd” scocx is EmpHumber)
“Password

lick Here to Reset

Accessibility None -

hitps:/projectlappshetftestdmal oracleoutsourcing.com/0A_HTML/OA jsp ... =
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Step Action
16. Click the Login button. You will be asked to change your password the first time
ou log-in.
Login
Logout
Change Password
* Current Fassword |
*NewPassword |
* Re-enter New Password
* Indicates required field -
Logout
About this Page  Privacy Statement
> 0 ol € ¥
Step Action
17. The Change Password window now appears.

Right-click in the Current Password field.
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Logout

Change Password

* Current Password

Undo

* New Password
Cut

* Re-enter New Password Copy
Paste

Delete

=
Indicates required field Send to OneNote

Select all

About this Page  Privacy Statement

A @ s W

Step Action

18. Click the Paste menu item. You current password should still be stored in your
background. If it is not, go back to the email and copy the temporary password
again.

You can also use the [Ctrl+V] to paste the username.
Paste
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£]MNon-Prod1 £ TestUAT £ Non-Prod 2 L] Clerk's VPN - Signn || PROJECT 1 - ERP Program... £] PRODUCTION

Logout

Change Password

* Current Password [essssssss

* New Password

* Re-enter New Password
Password must be at least 8 characters long.

cancel

* Indicates required field

Logout
About this Page  Privacy Statement Copyright (c) 2008, Oradle. All rights reserved.

o BN

1:28PM
14

Step Action

19. Click in the New Password field.

20. This is where you will enter your own personal password.
Enter the desired information into the New Password field. In this example,
enter "welcomel".

21. Click in the Re-enter New Password field.

22. Re-enter your new password.
Enter the desired information into the Re-enter New Password field. In this
example, enter "welcomel".

23. Click the Submit button.

Submit

24, You have now landed at your iSupplier Portal Home Page. Here you will be able to
access City of Tampa information and Hillsborough County information. You will
also have access to your profile.
Use the additional training guides to learn how to further navigate within iSupplier
Portal.

25. You have now completed the First Time Access exercise.

You can now successfully log-in to the iSupplier Portal application for the first time.
End of Procedure.
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Prospective Supplier Requests Conclusion

You have successfully completed the Prospective Supplier Request section and have learned how
to:

e Submit your Registration through the Registration Process
e Receive Registration E-mail and Log In for the First Time

Organization Details
After you have completed the Organization Details section, you will be able to:

e Update your Organization Details
e Update your Organization Business Classifications

Update Organization Details

Procedure

After completing this exercise, you will be able to Update Organization Details for your
company.

5 FITT ST EE

“User Name

(Gity: "First Name.Last Name” County:"CNToooo” xcoca is EmpHumber)
*Password

(example: 4u39v23)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None

About this Page  Privacy Statement

Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.
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Step

Action

2.

Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

Click in the Password field.

Enter the desired information into the Password field. In this example,
enter "welcomel".

Click the Login button.
Login

‘ [
L Bl & https: //projectizppsh. O = @ B & X | @ Oracle Applications Home.... X

E-Business Suite U A T

B Favorites ¥ Logout Preferences Help

Logged In As USER1@TRAININGCOMPANY.COM
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List (2)

3 poing Business with City of Tampa From[Type |subject [sent~  Due
3 poing Business with Hilshorough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
| = JW ST opier Profie, User and Task Manage] and Profile Collaboration N Registration Approval

Supplier User Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network; Confirmation of Registration
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

Privacy Statement Gopyright (<) 2006, Cracle. All rights reserved

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jsp?... |

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link to access your profile.
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@ htps:/fprojectiappshi P = @ 2 EX | @ General

UAT

1 Navigator v  BF Favorites v Home Logout Preferences

Supplier Administration

- General General
s Company Profile Organization Name Training Company

Organization Supplier Number 1064658
Taxpayer 0 12-0101011

o Addre: ‘ Country of Tax Registration
o Contact

Directory Attachments

o Product &

Services —

o Payment &

Invoicing

Note that the search is case insensitive

- Tesks S —

[ Show More Search Options

Add Attachment...

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
Mo results found.

Supplier Administration Home Logout Preferences

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jsp...

Step Action

7. The General Profile window now appears.

Click the Organization link on the left side toolbar.

Organization

Sl & nttps: /iprojectizppshit @= @ 2 & X | @ organization

UAT

1 Navigator v B Favorites v Home

Supplier Administration

= General

s Company Profile Save

¢ O Click here for County Certifications

= Address Book Overview | City of Tampa Certifications

o Contact i

Organization

Directory

o Product & .

Senvices Legal Structure Q Chief Executive Name

o Payment & Principal Name Chief Executive Title =

Invoicing 7
- TEEs Year Established

Incorporation Year Principal Title

Control Year

Mission Statement

Total Employees
Organization Total Corporate Total
Organization Total Type - Corporate Total Type -
Tax and Financial Information

Taxpayer ID 12-0101011
Fiscal Year End -

Analysis Year
Currency Preference aQ
[T Federal Agency
Annual Revenue

Potential Revenue
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Step Action
8. The Organization window now appears.

Click the scrollbar to view your entire Organization details.

This page will be mostly blank the first time you log-in. You can update any of these
fields if you wish. These are all optional fields and do not need to be entered.

9. Once you have made all of your changes, click the Save button.
Save

10. Click the Home link to return to the Home Page.
Home

11. You have now completed the Update Organization Details exercise.

You now can successfully update your company organization details.
End of Procedure.

Update Business Classifications - (Self Declare)

Procedure

After completing this exercise, you will be able to Update Business Classifications. This is a self
declaration for the City of Tampa. There is also a link for Hillsborough County Certifications.

L G &) nttos /fprojectiappsh.. O - @ B & X
A" L — —

[l |

EX—

“User Name

(it irc liame. Lpst Name” County:” CNT¥iocoot sac0s: is Emphiumber)
*Password

About this Page  Privacy Statement
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Step

Action

1.

From the iSupplier Portal Log-in Page, click in the User Name field.

Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

Click in the Password field.

Enter the desired information into the Password field. In this example,
enter "welcomel".

Click the Login button.
Login

B Favorites ¥ Logout Preferences Help

Logged In As USER1@TRAININGCOMPANY.COM

Oracle Applications Home Page
Main Wenu Workiist
[ ersonaize | Full List (2)
3 poing Business with City of Tampa From Type |subject |sent~ |Due
] \JDDIHQ Business with Hilsborough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014
|3 [ [SUopier Profie, User and Task Manage and Profile Collaboration Netw ration Approval

Supplier User Registration  Hillsborough Coun e City of Tampa Supplier |12-Mar-2014
Workflow Version 2 Collaboration Net infirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal.oracleoutsourcing.com/QA_HTML/OA jspP... |

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link to access your profile.
ﬂ Supplier Profile, User and Task Manager
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& General

UAT

N Navigator ¥ i Home

Supplier Administration

- General General

Training Guide

Logout Preferences

- @ Organization Name Training Company
o . Supplier Number 1064658
rganization Taxpayer D 12-0101011
Address Book Country of Tax Registration
Contact

Directory Attachments
o Product &

Services Search

o Payment &
Tnvoicing

° Tasks

Note that the search is case insensitive

e [ [se]

[ Show More Search Options
Add Attachment...

Mo results found.

Supplier Admi ation Home Logout Preferen

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspl... |

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

ISupplier - Supplier Users

Step

Action

The General Profile window now appears.

Click the Organization link on the left side toolbar.

Organization

avigator v B¢ Favorites ¥ Preferanc
Supplier Administration
= General o
+ Company Profe save
¢ O Click here for County Certifications
= Address Book Overview | City of Tampa Certifications
o Contact iza b
Directory City of Tampa Certifications i
o Product & . l—
- Legal Structure Q Chief Executive Name
o Payment & Principal Name Chief Executive Title E
Tnvoicing
- TEes Year Established
Incorporation Year Principal Title
Control Year
Mission Statement -
Total Employees
Organization Total Corporate Total
Organization Total Type - Corporate Total Type -
Tax and Finandial Information L4l
Taxpayer D 12-0101011 Analysis Year
Fiscal Year End -
Currency Preference aQ
[T Federal Agency
Annual Revenue
https://projectlappsh utsourcing.com/OA_HTML/O jsp?... | ~ Potential Revenue A
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Step Action

8. Click the City of Tampa Certifications tab.

You can also click on the "here" button to access County Certifications.
ICity of Tampa Certifications|

9. Here you can self-declare for the City of Tampa Certifications. Fill out any of the
necessary fields.

You may need to use the scrollbar to see the entire page. Click the scrollbar to
continue.

10. Once you have made all of the necessary changes, click the Save button.
Save

11. Click the Home link to return to the Home Page.

Home

12. You have now completed the Update Business Classifications (Self Declare)
exercise.

You now can successfully self declare for City of Tampa Certifications. You can
also access the link to Hillsborough County certifications.
End of Procedure.

Organization Details Conclusion
You have successfully completed the Organization Details section and have learned how to:

e Update your Organization Details
e Update your Organization Business Classifications

Make Changes to Address Book
After you have completed the Make Changes to Address Book section, you will be able to:

e Create a New Address
e Delete an Existing Address

Create New Address

Procedure

After completing this exercise, you will be able to Create a New Address for your company. Once
created, this address will be sent for approval.
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“User Name

(City: “First Name. Last Name" County:"CNTYxocoo" 2000 is EmpNumber)
*Password

(example: 4ud3v23)

cance

Logit

assword. Click Here to Reset

About this Page  Privacy Statement

Training Guide
ISupplier - Supplier Users

Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.
Click in the User Name field.

2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

3. Click in the Password field.

I |

4, Enter the desired information into the Password field. In this example,
enter "welcomel".

5. Click the Login button.

Login
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-y
LSRG & nitps://projectlappsh., O - @ B & X ’_‘
ﬂ.-éﬁ S 4| E-Business Suite U A T
Ld

B2 Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

‘Worklist
Fall it (2)
7 Duing Business with Gty of Tampa From(Type [subject [sent~  |Due
DDDiHQ Business with Hilsborough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014
0 e e e e and Profile Collaboration Network: Registration Approval

Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal.oracleoutsourcing.com/QA_HTML/OA jspP... |

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link to access your profile.
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& https://projectlappsh...

= General
Company Profile
Organization
Address Book
Contact
irectory
Product &
Services
o Payment &
Tnvoicing
Tasks

o go o o

Statement

P-ancx

N

N Navigator v

Supplier Administration

General

Training Guide
ISupplier - Supplier Users

UAT

B Favori

Preferences

Organization Name Training Company
Supplier Number 1064658
Taxpayer D 12-0101011
Country of Tax Registration

Search

Note that the search is case insensitive
Title

[ee]

Show More Search Options

Title
Mo results found.

Supplier Administration Home Logout Preferences

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Type Description Category LastUpdated By LastUpdated Usage Update Delete

Publish to Catalog

Step Action

The Gene

ral Profile window now appears.

Click the Address Book link on the left side toolbar.

EOE

& nttps://projectlappsh., O~ @ R A X

Supplier Administration

= General
Company Profile
o Organization

o Address Book
o Contact
Directory

o Product &
Services

Payment &
Invoicing

Tasks

(2 Address Book

fi Navigator v B2 Favori

Address Book

UAT

Home ut Preferences Help

Address Name Address Details |country Remove
Headqt 123 Main St. United States @
Tampa, FL 33602

Please contact Supplier Administration if you have any questions regarding your business addresses

Supplier Admi tion Home Logout Preferences Help

tlappsh

utsourcing.com/OA_ HTML/OA jsp?... |
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Step Action

8. The Address Book window now appears.

Click the Create button to create a new address.
Create

¢ > EXTIE T EXrr—"

UAT

N Navigator v B2 Favorites ¥ Home Logout Preferences

Supplier Administration: Address Baok >
Create Address

* Indicates required field -
Cancel | | Save

Supplier Name  Training Company Supplier Number 1064658
* Address Name Phone Number
Country Umte - Fax Area Code ’—
* Addresstine1 [ Foxhumber | |
Addresstine2 [ Email Address
Addresstine3 [
—_— [T Purchasing Address
* City/Town/Locality [ Payment Address
County [T send Bids to this Address
= State/Region | 724 Chaose Payments, a W-3 Form
Province  _
*Postal Code [
Phone Area Code |
Note
Note -

a2
s
a8

tonal details about the address such 25 the type of address, This wil be visible to cther buyers vithin your crganization a5 wel as to the suppler, Also, include brief notes to buyer
e when

changing address information.
Cancel Save

Home Logout Preferences

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

Step Action

9. The Create Address window now appears.
All required fields are denoted by a *.
Click in the Address Name field.

This is the name for your address such as Headquarters, Main Office, etc.

10. Enter the desired information into the Address Name field. In this example,
enter "Enter Address Name Here",

11. Click in the Address Line 1 field.

12. Enter the desired information into the Address Line 1 field. In this example,
enter "098 1st Ave.".

13. Click in the City/Town/Locality field.
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Step Action
14. Enter the desired information into the City/Town/Locality field. In this example,

enter "Boston".

15. Click in the State/Region field.

16. Enter the desired information into the State/Region field. In this example,
enter "MA".

17. Click in the Postal Code field.

18. Enter the desired information into the Postal Code field. In this example,
enter "12345".

19. Click in the Phone Area Code field.

20. Enter the desired information into the Phone Area Code field. In this example,
enter "278".

21. Click in the Phone Number field.

22. Enter the desired information into the Phone Number field. In this example,
enter "123-2012".

23. Click the Purchasing Address option.
Choose this option if this is a Purchasing address.

24, Click the Payment Address option.
Choose this option if this is a payment address. If this is a payment address a W-9
must be submitted to the City of Tampa and Hillsborough County.

25. Click in the Note field.

26. Enter the desired information into the Note field. In this example, enter "Type any
notes to the approver in this box".

27. Click the Save button.

This address will be submitted for approval.
Save
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Sl © htips //projectioppsh O - @ 2 & X | @ address Book x

UAT

1 Navigator v B Favorites v Home Logout Preferences Help

Supplier Administration

= General B cont )
+  Company Profile onfirmation

> Organization Enter Address Name Here has been added to your Address Book.
- ' Address Book = Address Book

> Contact

Directory |Address nama s

Address Details |Countrv Remove

o Product & dd d

Fareren Enter Address Name Here 098 1st Ave. United States m
Boston, MA 12345

o Payment &

Invoicing Headquaters 123 Main St. United States m
Tampa, FL 33602

* Tasks

Please contact Supplier Administration if you have any questions regarding your business addresses

Supplier Administration Home Logout Preferences Help

Privacy Statement

Copyright (<) 2006, Cracle. All rights reserve

javascript:_submitNay( DefaultFormName, hitps %3A// projectlappshetftestd... |

Step Action

28. Confirmation is given that the Address has been created.

Click the Home link to return to the Home Page.
Home

29. You have now completed the Create New Address exercise.

You now can successfully create a new address for your company.
End of Procedure.

Delete Existing Address
Procedure

After completing this exercise, you will be able to Delete an existing address from your profile.

Page 44




ORACLE

USER PRODUCTIVITY KIT

sppshe - @ B O X

“User Name

(Gity: "First Name.Last Name” County:"CNTYoooo” xcoca is EmpHumber)
*Password

(example: 4us9v23)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (<) 2006, Oracle. Al rights reserved
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Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.

2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

3. Click in the Password field.

4, Enter the desired information into the Password field. In this example,
enter "welcomel".

5. Click the Login button.

Login
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LSRG & nitps://projectlappsh., O - @ B & X ’_‘
ﬂ.-éﬁ S 4| E-Business Suite U A T
Ld

B2 Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

‘Worklist
Fall it (2)
7 Duing Business with Gty of Tampa From(Type [subject [sent~  |Due
DDDiHQ Business with Hilsborough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014
0 e e e e and Profile Collaboration Network: Registration Approval

Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal.oracleoutsourcing.com/QA_HTML/OA jspP... |

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.
E- plier Profile, User and Task Manager
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Supplier Administration

General

N Navigator v
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B Favori

Contact s Book |
rectory

Organization Name Training Company
Supplier Number 1064658
Taxpayer D 12-0101011
Country of Tax Registration

Product &
Services
o Payment &
Tnvoicing
* Tasks

Search

Note that the search is case insensitive

Title

[ee]

Show More Search Options

Title
Mo results found.

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Supplier Admi

ation Home Logout Preferen

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step

Action

The General Profile window now appears.

Click the Address Book link on the left side toolbar.

oyl

& https:/fprojectiappsh.. O = @ 2 € X | @ Address Book

avigator ¥ orites ¥

Supplier Administration

- General Address Book

+ CompanyProfie [ Create |
© Organization | Address Name ~ Address Details |country
© | Address Book | Enter Address Name Here 098 1st Ave. United States
- Contact Baston, MA 12345
Directory Headquaters 123 Main St. United States
5 Product & Tampa, FL 33602
Services Please contact Supplier Administration if you have any questions regarding your business addresses
> Payment &
Invoicing

s Tasks

Supplier Administration Home Logout Preferences Help

tlappsh

utsourcing.com/OA_ HTML/OA jsp?... |
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Step

Action

8.

Find the Address that needs to be deleted. Then click the Remove (Trash Can lcon)
button for the address to be deleted.

N Navigator v B Favorites ¥ Home Logout Preferences
Supplier Administration
A\ Warning
The address Enter Address Name Here has been i All of the sites

+  Company Profile
with the address have also been inactivated and the address is no longer associated to

> Organization
any contacts or bank accounts.
> Address Book

+ General

o Contact Would you like to proceed with this action?
Directory
o Product & -m Yes
Senvices
> Payment & Yes
Invoicing

s Tasks

Supplier Administration Home Logout Preferences
Copyright (<) 2006, Cracle. All rights reserved

Privacy Statement

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jsp?... |

Step

Action

A Warning message will appear confirming that you wish to delete this address.

Click the Yes button to confirm the delete.
Yes
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UAT

1 Navigator v B Favorites v Home Logout Preferences Help

Supplier Administration

= General

s Company Profile
5 Organization
- ' Address Book = Address Book

> Contact

Directory

[ Confirmation
Enter Address Name Here address has been removed from your Address Book.

S i Address Name ~ Address Details |country Remove
s Headquaters 123 Main St. United States @
B s—— Tampa, FL 33602
Invoicing Please contact Supplier Administration if you have any questions regarding your business addresses
+ Tasks

Supplier Administration Home Logout Preferences Help

Privacy Statement Gopyright (<) 2008, Cracle. All rights resenved

avascript:_submithlav( DefaultFormName;, https %3A//projectlappshetftestd... | L

Step Action

10. Notice the address is no longer in existence.

Click the Home link to return to the Home Page.

Home

11. You have now completed the Delete Existing Address exercise.

You now can successfully delete an existing address from your company profile.
End of Procedure.

Make Changes to Address Book Conclusion

You have successfully completed the Make Changes to Address Book section and have learned
how to:

e Create a New Address
e Delete an Existing Address

Make Changes to Contacts
After you have completed the Make Changes to Contacts section, you will be able to:

o Create New Contacts and Give Them Access to iSupplier Portal with Username and
Password
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e Update Existing Contacts and Give Them Access to iSupplier Portal with Username and

Password
o Delete Existing Contacts

Create New Contact

Procedure

After completing this exercise, you will be able to Create a New Contact.

=User Name

(Gity: “First Name.Last Name” County:"CNTYsocoo” xcooa: is EmpHumber)
“Password

(example: us9v23)

L¢ cancel

Forgot Password. Click Here to Reset

About this Page  Privacy Statement

Gopyright (c) 2008, Oracle. Al rights reserved

Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.

2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com"”.

3. Click in the Password field.

4, Enter the desired information into the Password field. In this example,
enter "welcomel".

5. Click the Login button.

Login
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53 £]Non-Prodd ] ASTRA Login &]MNon-Prod1 & TestUAT & Non-Prod2 [ Clerk's VPN - SignIn [/ PROJECT1 - ERP Program... £ PRODUCTION

E-Business Suite U A T

B? Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Worklist
Fall 1t (2)
5 poing Business with City of Tampa From Type [subject [sent+  |Due
(3 poing Business with Hilsborough County POS Supplier Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014
[ Ml o ies Prots, oot an ok Maae and Profile Collaboration Network: Registration Approval
Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
‘Workflow Version 2 Collaboration Network: Confirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upen your notifications.

n

Logout Preferences Help

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.

-Su wplier Profile, User and Task Manage
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53 £]Non-Prod4 ] ASTRA Login & Non-Prod1 & TestUAT & Non-Prod2 [GJ Clerk's VPN - SignIn [ PROJECT1 - ERP Program... £ PRODUCTION

UAT
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N Navigator ¥ Home
Supplier Administration
- General General
s Company Profile Organization Name Training Company
- Supplier Number 1064658
o emeean Taxpayer D 12-0101011
©  Address Book Country of Tax Registration
Att
o Product & |
Services———— Lo 0
o Payment &
TzalEl Note that the search is case insensitive
o T Title [so]
Show More Search Options

Title
Mo results found.

Supplier Administration Home Logout Preferences

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Step Action

The General Profile window now appears.

Click the Contact Directory link on the left side toolbar.

N Navigator v B Favorites v

Supplier Administration

out Preferenc

Supplier Administration Home Logout Preferences

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspf... |

- e Contact Directory : Active Contacts

+  Company Profile
@ Organization First Hame |Last Name [Supplier Name + |Phone Number  [Email |Status User Account Addresses Update
o Address Book Bob Doe Training Company 813 231-1234 user2@trainingcompany.com  Current 7
- John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current v 7
Directory
o Product & Contact Direct = -
Services & 0.2
o Payment &
Tnvoicing

s Tasks
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Step Action

8. The Contact Directory : Active Contacts window now appears.

Click the Create button to create a new contact.
Create

UAT

1 Navigator v B Favorites ¥ Home Logout Preferences Help

Supplier Administration: Contact Directory >
Create Contact

= Indicates required field Apply

Contact Title - * Phone Area Code

* First Name = Phone Number

Middle Name Phone Extension

* Last Name Alternate Phone Area Code

Alternate Name Alternate Phone Number

Job Title Fax Area Code

Department Fax Number

Email Address Inactive Date B
url (xample: 25-Feb-2014 19:45:00)
User Account

Create User Account for this Contact [

cancel Apply

Home Logout Preferences Help

Privacy Statement Copyright (¢} 2008, Cradle. Al rights reserved

Step Action

9. The Create Contact window now appears.
All required fields are denoted by a *.

Click in the First Name field.

10. Enter the desired information into the First Name field. In this example,
enter "Chris".

11. Click in the Last Name field.

12. Enter the desired information into the Last Name field. In this example,
enter "Doe".

13. Click in the Email Address field.

14, Enter the desired information into the Email Address field. In this example,

enter "user3@trainingcompany.com”.
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Step Action

15. Click in the Phone Area Code field.

16. Enter the desired information into the Phone Area Code field. In this example,
enter "813".

17. Click in the Phone Number field.

18. Enter the desired information into the Phone Number field. In this example,
enter "029-1021".

19. You can also fill any of the optional fields out to complete this contact. If this
contact does not need a User Name and Password, stop here and click the Apply
button. If a User Name and Password are required for this contact, please continue
the training document.

20. Click the Create User Account for this Contact option.

21. The Username will default from the email address. If it does not please copy and
paste or re-type the email address in the Username field.

Click in the Supplier Name field.

22. Search for your company name as this will be the only option.

Enter the desired information into the Supplier Name field. In this example,
enter "training company".

23. Click the Certification Reminders option only if you want this user to receive
notifications about expiring certifications.

24, Click the scrollbar to scroll to the "Responsibilities™ section of the window.

25. You will need to add the appropriate responsibilities to the contact.

Click the Doing Business with City of Tampa option to select it.
26. Click the Doing Business with Hillsborough County option to select it.
217. Click the Apply button to create your new contact.

Apply
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Supplier Administration Home

Privacy Statement
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= General

s Company Profile
o DmErEi First Name |Last Name [Supplier Name + |Phone Number  [Email Status User Account Addresses Update
o Address Book John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current @ 2
o Contact
Ry Chris Doe Training Company 813 029-1021  user3@trainingcompany.com  Current © p
I Bob Doe Training Company 813 231-1234  user2@trainingcompany.com  Current 7
Services
o Payment &
Invoicing

+ Tasks

Logout Preferences

Copyright (<) 2006, Cracle. All rights reserved

Step Action

28.

Home

You will see the new contact created in a "Current" status.

Click the Home link to return to the Home Page.

29.

End of Procedure.

You have now completed the Create New Contact exercise.

You now can successfully create a new contact for your company and give them
access to the iSupplier Portal for your company.

Update Existing Contact
Procedure

After completing this exercise, you will be able to Update an Existing Contact.
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=User Name

(Gity: A User Name oo County Crmviosoo soees s Erptumer)

*Password
(example: 4u39v23)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (c) 2008, Cradle. All rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
I |
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel®.
5. Click the Login button.
Login
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Oracle Applications Home Page

Main Menu

Worklist
Fall 1t (2)
5 poing Business with City of Tampa From Type [subject [sent+  |Due
(3 poing Business with Hilsborough County POS Supplier Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014
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‘Workflow Version 2 Collaboration Network: Confirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upen your notifications.

n

Logout Preferences Help

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.
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N Navigator ¥ Ho
Supplier Administration
- General General
+ Company Profile Organization Name Training Company
oremmtion Supplier Number 1064658
g Taxpayer D 12-0101011
Address Book Country of Tax Registration
Contact
Att
o Prd Contact Directory i
Services Search
o Payment &
L) Note that the search is case insensitive:
o TR Title [se]
Show More Search Options

Title
Mo results found.

pplier Administration Home Lt

ut Preference

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Step

Action

The General Profile window now appears.

Click the Contact Directory link on the left side toolbar.

gator v B Favorites »

Supplier Administration

s General Contact Directory : Active Contacts

= Company Frofile
o Drganizatian

First Hame |Last Name [Supplier Name + |Phone Number  [Email

|Status User Account Addresses Update

Address Book John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current w 4
Contact
= Chris Doe Training Company 813 029-1021 user3@trainingcompany.com  Current v 4
Directory
5 Product& Bob Doe Training Company 813 231-1234 user2@trainingcompany.com - Current 7
Services
o Payment & '+l Contact Directory : Inactive Update
Tnvoicing
s Tasks

pplier Administration Home Logout P

hitps://projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspf... |
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Step Action

8. Click the Update (Pencil Icon) button for the contact that needs to be updated.

UAT

N Navigator v B? Favorites v Home Logout Preferences Help

Supplier Administration: Contact Directory >
Update Contact

* Tndicates required field Apply
Contact Title - * Phone Area Code [13

= First Name [Bob = Phone Number [231-1234

Middle Name Phone Extension

*LastName [pee Alternate Phone Area Code

Alternate Name Alternate Phone Number

wbTe [ Fax Area Code

Department | Fax Number

Email Address [user2@trainingcompany. Inactive Date |

url (sxample: 25-Feb-2014 19:45:00)

Create User Account for this Contact [

Cancel | [ Apply

Home Logout Preferences Help

Privacy Statement Gopyright (<) 2006, Cracle. All rights resenved

Step Action

9. The Update Contact window now appears.
Here you will make any updates to the contact profile.

In this example we are just going to update the Department for the contact and give
this contact a User Account.

Click in the Department field.

10. Enter the desired information into the Department field. In this example,
enter "Sales".

11. You can also fill any of the other fields out to complete this contact update. If this
contact does not need a User Name and Password, stop here and click the Apply
button. If a User Name and Password are required for this contact, please continue
the training document.

12. Click the Create User Account for this Contact option.

[
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(& Add Contact

-Prod1 & TestUAT & Non-Prod2 [ Clerk's VPN - SignIn [ PROJECT1 - ERP Program... £ PRODUCTION

N Navigator v B¢ Favorites v

Supplier Administration: Contact Directory >
Update Contact

OoORACLE’
USER PRODUCTIVITY KIT

T

Home

* Indicates required field

Contact Title - * Phone Area Code
* First Name  |[Bob * Phone Number
Middle Name Phone Extension
* Last Name |Doe Alternate Phone Area Code

Alternate Name Alternate Phone Number

813
231-1234

m

[0 Certification Reminders
Responsibilities
Select All | Select None

Select Responsibility
[T]  Doing Business with City of Tampa

Application
iSupplier Partal

Job Title Fax Area Code
Department [Sales Fax Number
Email Address Inactive Date
url (xample: 25-Feb-2014 19:45:00)
User Account
Create User Account for this Contact
* Username
User Notifications

Step Action

13. Highlight the Email Address for this contact.

& nttps://projectlappsh.. O ~ @ RS X

5% £]Non-Prod4 £ ASTRA Login £ Non

(& Add Contact

N Navigator ¥

Supplier Administration: Contact Directory >
Update Contact

* Indicates required field

Contact Title - * Phone Area Code
* First Name  |[Bob * Phone Number
Middle Name Phone Extension
* Last Name |Doe Alternate Phone Area Code

Alternate Name Alternate Phone Number

Job Title Fax Area Code

Sales

2@trainingcompany. com

Fax Number

Department

Email Address Inactive Date

813
231-1234

m

[0 Certification Reminders
Responsibilities
Select All | Select None

Select Responsibility
[T]  Doing Business with City of Tampa

Application
iSupplier Partal

url (xample: 25-Feb-2014 19:45:00)
User Account
Create User Account for this Contact
* Username
User Notifications

Step Action

14. Press [Ctrl+C] or right click and select Copy.
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Step Action
15. Click in the Username field.

I I IEPFHHF‘I"‘IF‘I L

16. Press [Ctrl+V] or right click and select Paste.

17. Click in the Supplier Name field.

18. Search for your company name as this will be the only option.
Enter the desired information into the Supplier Name field. In this example,
enter "training company"'.

19. Click the Certification Reminders option only if you want this user to receive
notifications about expiring certifications.

20. Click the scrollbar to scroll to the "Responsibilities™ section of the window.

21. You will need to add the appropriate responsibilities to the contact.
Click the Doing Business with City of Tampa option to select it.

22, Click the Doing Business with Hillsborough County option to select it.

23. Click the Apply button to save changes to your existing contact.

Apply

Supplier Administration

+  General

= Company Profile Create
o ErEEEi First Hame |Last Name [Supplier Name ~ [Phone Number  [Email Status User Account Addresses Update
o Address Book John Doe Training Company 813 092-1234 123 useri@trainingcompany.com  Current @ 7
o Contact
o Chris Doe Training Company 813 029-1021  user3@trainingcompany.com  Current o 7
I Bob Doe Training Company 813 231-1234  user2@trainingcompany.com  Current o 7
Services
o Payment & 1= Contact Directory : Inactive Contacts
Invoicing

+ Tasks

@ https://projectlappsh.. O ~ @ B & X | @ Contact Directory x |

N Navigator v B2 Favorites ¥ Home Logout Preferences

Contact Directory : Active Contacts

Supplier Administration Home Logout Preferences

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

hitps:/projectlappshetites utsourcing.com/OA_HTML/OA jsp... |
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Step Action

24, Click the Home link to return to the Home Page.
Home
25. You have now completed the Update Existing Contact exercise.

You now can successfully update an existing contact for your company.
End of Procedure.

Inactivate Existing Contact

Procedure

After completing this exercise, you will be able to Inactivate an Existing Contact.

(Gtys“Firt Name st Name” { jser Name Jpoe” ooca s Empiumber)
*Password

(example: 4u38v23)
canc
Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (c) 2008, Cradle. All rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com®.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel”.

Page 62




ORACLE Training Guide
USER PRODUCTIVITY KIT ISupplier - Supplier Users

Step Action

5. Click the Login button.
Login

UAT

B Favorites ¥ Logout Preferences Help

Logged In As USERL@TRAININGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Worklist
Full Uit (2)
3 poing Business with City of Tampa FromType subject |sent~  |Due
EDDIHQ Business with Hilshorough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014
|2 [W[=onies Profie. User and Tack Monaae and Profile Collaboration Network: Registration Approval
Supplier User Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network; Confirmation of Registration
“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upan your ntifications.

m

Logout Preferences Help

Copyright (<) 2006, Cracle. All rights reserved

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.
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UAT
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N Navigator v B2 Favorites v Ho it Preferences

Supplier Administration
- General General
+  Company Profile Organization Name Training Company

. Oraenization Supplier Number 1064658

- g Taxpayer D 12-0101011

©  Address Book Country of Tax Registration

Att

o Product &

Services Search

o Payment &

TalEl Note that the search is case insensitive
o TR Title [so]

Show More Search Options

Title
Mo results found.

pplier Administration Home Lt

ut Preference

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Step

Action

The General Profile window now appears.

Click the Contact Directory link on the left side toolbar.

@ https//projectiappsh.. O ~ @ B & X | @ Contact Directory

9k £)Non-Prod4 £]ASTRALogin £]MNon-Prod1 £ TestUAT 2] Nen-Prod2 [ Clerk's VPN - Signln [1] PROJECT 1 - ERP Program... ] PRODUCTION

UAT

N Navigator v B Fayorites Ho

Supplier Administration

s General Contact Directory : Active Contacts

= Company Frofile
=] Drganizatian

First Hame |Last Name [Supplier Name + |[Phone Number  [Email

|Status User Account Addresses Update

Address Book John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current v 7
Contact

= Chris Doe Training Company 813 029-1021 user3@trainingcompany.com  Current v 4

Directory

5 Product& Bob Doe Training Company 813 231-1234 user2@trainingcompany.com  Current v

Services

o Payment & '+l Contact Directory : Inactive

Tnvoicing

s Tasks

pplier Administration Home Logout P

hitps://projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspf... |
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Step

Action

8.

Click the Update button for the Contact that needs to be deleted/end dated.

Supplier Administration: Contact Directory >
Update Contact

N Navigator ¥

UA

B Favorites ¥

T

Home Logout Preferences Help

= Indicates required field

Contact Title

* First Name
Middle Name

* Last Name
Alternate Name
Job Title
Department
Email Address

url

7| User Account Information

Chris

Doe

user3@trainingcompany.

* Phone Area Code

* Phone Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Inactive Date

813
029-1021

]

(example: 25-Feb-2014 19:45:00)

Privacy Statement

Home Logout Preferences Help

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Copyright (<) 2008, Cracle. All rights reserved

Step

Action

The Update Contact window now appears.

Click the Inactive Date (Calendar Icon) button. This is the last field on the right

side of the page.
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il - -

LG @ nitps://projectiappsh.. O - @ B & X || @ Add Contact

1o waren - 2014 v @
Sun Mon Tue Wed Thu Fri Sat
23 24 25 26 27 28 1
2 4 5 6 7 8
9 10 11 12 13 14 15
16 17

23

18 19 20 21 Yoo
5 26 27 28 29
3 3 1 2 3 4 5

—

UAT

B Favorites ¥

Home Logout Preferences Help

i+l User Account Information

Privacy Statement

hitps://projectl appshctftestdmzl.oracleout #,100%  +

Home Logout Preferences Help

cancel | | Apply

* Phone Area Code [813
* Phone Number |029-1021
Phone Extension

Alternate Phone Area Code
Alternate Phone Number

Fax Area Code
Fax Number

Inactive Date B

xample: 25-Feb-2014 19:45:00,

cancel Apply

Copyright (c) 2008, Oracle. Al rights resenved.

Step

Action

10.

12

The Pick a Date window now appears.

You can choose the date by clicking on the specific date number.

In this example, click the 12 link to make the Inactive Date March 12th, 2014.
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Supplier Administration: Contact Directory

Update Contact

N Navigator ¥

UA

B Favorites v

Training Guide
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T

Home Logout Preferences Help

* Indicates required field

Contact Title

* First Name
Middle Name

* Last Name
Alternate Hame
Job Title
Department
Email Address
url

I+ User Account Information

Chris

Doe

|user3@trainingcompany.

* Phone Area Code

* Phone Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Inactive Date

813
020-1021

12-Mar-2014 16: E

Feb-2014

Home Logout Preferenc

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

{ el |

Step

Action

11.

You are now back in the Update Contact window.

Click the Apply button.

Apply

12.

A Warning Message will be displayed to confirm your want to inactivate this

contact.

Click the Confirm button.

Confirm
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UAT

B Favorites ¥

T Navigator ¥
Supplier Administration

+ General Contact Directory : Active Contacts

ORACLE
USER PRODUCTIVITY KIT

Home Logout Preferences

+ Company Profe

o Organization First Name |Last Name [Supplier Name ~ |Phone Number  [Email
o Address Book Bob Doe Training Company 813 231-1234
> | Contact
Directory

o Product &
Services

o Payment &
Invoicing

* Tasks

John Doe

|~ Contact Directory : Inactive Contacts

Supplier Administration Home Logout Preferences

Privacy Statement

hitps://projectlappshctitestdmal oracleoutsourcing.com/OA_HTML/OA jspTl... |

user2@trainingcompany.com  Current ” 7

Training Company 813 092-1234 123 user1@trainingcompany.com  Current v _/*

Status User Account Addresses Update

Copyright (<) 2008, Cracle. All rights reserved

Step Action

13. Click the Select to show information button under the "Contact Director : Inactive

Contacts to expand that section of the window;.

14. You will now see that contact has appeared under this section. If you put a date in

Click the Home link to return to the Home Page.

Home

the future, you will not see this contact there until the date has arrived.

15. You have now completed the Inactivate Existing Contact exercise.

End of Procedure.

You now can successfully Inactive an existing contact from your company profile.

Make Changes to Contacts Conclusion

You have successfully completed the Make Changes to Contacts section and have learned how to:

e Create New Contacts and Give Them Access to iSupplier Portal with Username and

Password

e Update Existing Contacts and Give Them Access to iSupplier Portal with Username and

Password
e Delete Existing Contacts
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Make Changes to NIGP Category Codes

After you have completed the Make Changes to NIGP Category Codes section, you will be able
to:

e Add Category Codes to your Profile
e Delete Existing Category Codes from your Profile

Add Category Code
Procedure

After completing this exercise, you will be able to Add a (NIGP) Category Code to your profile.

il & https//projectiappsh.. O - @ B S X | & Login

9% £)Non-Prod4 2] ASTRALogin £ MNon-Prod1 £ TestUAT &7 Nen-Prod2 |G Clerk's VPN - SignIn [1] PROJECT 1 - ERP Program... 2] PRODUCTION

=User Name

*Password

e e e et
.

Forgot Password, Click Here to Reset

Accessibility None

Cepyright (c) 2008, Oradle. Al rights reserved.

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
|
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com®.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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UAT

B? Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Weorklist
Fall Lt (2)
5 poing Business with City of Tampa From Type [subject [sent+  |Due
(3 poing Business with Hilsborough County POS Supplier Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014
[ Ml s Prots. Lot an Tack Moae and Profile Collaboration Network: Registration Approval
Supplier User Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014
‘Workflow Version 2 Collaboration Network: Confirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

n

Logout Preferences Help

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.
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8 SIS UAT

N Navigator v B2 Favorites v ut Preference

Supplier Administration
-+ General General
o @R Organization Name Training Company
I Supplier Number 1064658
- g Taxpayer D 12-0101011
o Address Book Country of Tax Registration
o Contact
Directory ALt
o Product&
= Search
o Payment &
Invoicing Note that the search Is case insensitive
- rass e — T
Show More Search Options

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
Mo results found.

Supplier Administration Home L

. Al rights

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step

Action

The General Profile window now appears.

Click the Product & Services link on the left side toolbar.

& https//projectiappsh.. O = @ B G X || @ products and Services

9k ) Non-Prod4 2] ASTRALogin 2] MNon-Prod1 £ TestUAT 2] Nen-Prod2 G Clerk's VPN - Signln [1] PROJECT 1 - ERP Program... 2] PRODUCTION

M Navigator v B Favorit ut Preferel
Supplier Administration

- EmeE Products and Services

= Company Frofile

o Remove || Add
Se\ectAII|

o Address Book

o Contact Date Approval View Sub-
Directory select Code Products and Services Added  Status Category
- Product & [/ 072.01 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE  12-Mar-  approved
== FUEL UNITS).Class 1 Trucks (6,000 Ib. GYWR or less) 2014
- - 7] 072.02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYERID, AND ALTERNATIVE  12-Mar-  approved
;wm:r‘:'“e“ FUEL UNITS).Class 2 Trucks (6,001 - 10,000 Ib. GVWR) 2014
Eg [ 07203 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE  12-Mar-  pproved
¢ T FUEL UNITS).Class 3 Trucks (10,001 - 14,000 |b. GVWR) 2014

Supplier Administration Home Logout P

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspf... |
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Step

Action

8.

The Products and Services window now appears.

Click the Add button to add new Products and Services to your profile.

UAT

1 Navigator v B Favorites v Home Logout Preferences Help

Supplier Administration: Product & Services >
Add Products and Services: : (Training Compan

Aoply
“TIP Please Do Not Select the X00€.00 Category Code as these will not be used
® Browse All Products & Services (NIGP Codes)
) Search for Specific (NIGP) Code and Product - To narrow down results for specific codes or descriptions use the %" as wildcard

<) Previous 1-20 ~ Next 20 &

View Sub-

Code|Products and Services Categories Applicable

005 ABRASIVES o [0 Applicable

010 |ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES “3 [ applicable
015 |ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC. @ [applicable

019 |AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES 7 [Oapplicable

020 | AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS) “3 [ applicable

022 |AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS @ [applicable

025 AIR COMPRESSORS AND ACCESSORIES 7 [Oapplicable

031 |AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE CLASS 740 ALSO) “3 [ applicable

035 |AIRCRAFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES @ [applicable

037 |AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC. % [Dapplicable
040 |ANIMALS, BIRDS, MARINE LIFE, AND POULTRY, LIVE, (INCLUDING ACCESSORY ITEMS) % [Dapplicable

045 | APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE “3 [ applicable

050 |ART EQUIPMENT AND SUPPLIES @ [applicable

052 ART OBJECTS 7 [Oapplicable

055 |AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRUCKS, ETC. “3 [ applicable
060 |AUTOMOTIVE AND TRAILER EQUIPMENT AND PARTS @ [applicable

065 AUTOMOTIVE AND TRAILER BODIES. BODY ACCESSORIES. AND PARTS 72 [TAoolicable =

Step

Action

The Add Products and Services : (Company Name) window now appears.
Click the Search for Specific (NIGP) Code and Product option.

You can also Browse All Products and Services and select from the Sub-Categories.

10.

Click in the Description field.

11.

To search for Key words include them in between a wildcard (%). For example,
search for %Tools% or %Uniforms%. By adding the wildcard (%) to your search,
the system will find all Products and Services which include the word inserter
between the wildcard (%).

Note: This search is not case sensitive.

12.

Enter the desired information into the Description field. In this example,
enter "%Tools%".
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Step Action

13. Click the Go button to begin your search.
Go
14. Click the Applicable check box for any Products and Services that need to be
added.

In this example, click the Applicable check box for Automotive Accessories.

ol

15. In this example, click the Applicable check box for Automotive Shop and Related
Equipment.

16. In this example, click the Applicable check box for Automotive Shop and Related
Equipment.

Click the Applicable option.

17. Once you have selected all of the Products and Services to be added, click
the Apply button.

Apply

UAT

N Navigator v B Favorites v Home Logout Preferences Help

[y | confirmation

The following Product and Service categories have been added to your profile.

. TVE ACC FOR ES, BUSES, TRAILERS, TRUCKS, ETC..Emergency Kits for Vehicles Including First Aid Kit, Tools, etc.
+ AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Air Powered Shop Tools, Regulators, and Parts

« AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Carbon Removing Tools

“TIP Please only click the "Return to Products and Services" Link Once

Return to Products and Services

Return to Products and Services. Home Logout Preferences Help

Privacy Statement Gopyright (<) 2006, Cracle. All rights resenved

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... | -
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Step

Action

18.

Confirmation is given that the Products and Services have been added.
Click the Return to Products and Services link.

Note: Only click the "Return to Products and Services" link once.
[Return to Products and Serviced

UAT

N Navigator v B Favorites v Home Logout Preferences Help
Supplier Administration

Products and Services

= General
= Company Profile
— il Remove || Add |
o O
5 Address Book Select All | Select None
o Contact Date Approval View Sub-
Directory Select Code Products and Services Added  Status Category
5  Product & £ 072,01 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar- | Approved
e UNITS).Class 1 Trucks (6,000 Ib. GVWR or less) 2014
N ] 072.02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar- Approved
mnm“””‘*””‘ UNITS). Class 2 Trucks (6,001 - 10,000 lb. GVWR) 2014
Task: = ] 072.03 TRUCKS (INCLUDING, DIESEL, GASOLIME, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar- Approved
« Tasks UNITS).Class 3 Trucks (10,001 - 14,000 Ib. GYWR) 2014
] 055.27 AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRUCKS, 12-Mar- Pending
ETC..Emergency Kits for Vehicles Including First Aid Kit, Toals, etc. 2014 Approval
] 075.01 AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Air Powered Shop 12-Mar-  Pending
Tools, Regulators, and Parts 2014 Approval
] 075.12 AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Carbon Removing 12-Mar-  Pending
2014 Approval

Supplier Administration Home Logout Preferences Help

Privacy Statement Gopyright (<) 2006, Cracle. All rights reserved

javascript:_submitNav( DefaultFormName, hitps %3A// projectlappshetftestd... | L

Step

Action

19.

You will notice that the Products and Services have been added to your profile.
They will be in "Pending Approval” status until they are approved by the City of
Tampa and Hillsborough County.

Click the Home link to return to the Home Page.

Home

20.

You have now completed the Add Category Code exercise.

You now can successfully add (NIGP) category codes to your company profile.
End of Procedure.

Remove Category Code

Procedure

After completing this exercise, you will be able to Remove (NIGP) Category Codes from your

profile.
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“User Name
{Gtys First W User Name JFounty:"CNTYiosoos” o0 s Emphurber)

(example: 4u39v23)
cancel

Forgot Password.Click Here to Reset

*Password

Accessibility None -

About this Page  Privacy Statement Copyright (<) 2006, Oracle. All rights reserved

Training Guide
ISupplier - Supplier Users

Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.

2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

3. Click in the Password field.

| P |

4, Enter the desired information into the Password field. In this example,
enter "welcomel".

5. Click the Login button.

Login

Page 75




Training Guide ORACLE
iSupplier - Supplier Users USER PRODUCTIVITY KIT

UAT

B? Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Weorklist
Fall Lt (2)
£3 poing Business with City of Tampa FromType [subject [sent+  |pue
(3 poing Business with Hilsborough County POS Supplier Registration  |Hillsborough County and the City of Tampa Supplier | 12-Mar-2014
2 [W(E onies Profle, Usor o Tack Monago and Profile Collaboration Network: Registration Approval

Supplier User Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014

‘Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

n

Logout Preferences Help

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Supplier Profile, User and Task Manager link.
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UAT

N Navigator v B2 Favorites v Home
Supplier Administration
- General General
s Company Profile Organization Name Training Company
-l Supplier Number 1064658
el Taxpayer D 12-0101011
©  Address Book Country of Tax Registration
o Contact
Directory ALt
o Product &
Services Search
Note that the search is case insensitive
° Title [so]
Show More Search Options

Mo results found.

Supplier Administration Home L

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Step

Action

The General Profile window now appears.

Click the Product & Services link on the left side toolbar.

& https//projectlappsh.. O = @ B G X || & products and Services

9k ) Non-Prod4 2] ASTRALogin 2] MNon-Prod1 £ TestUAT 2] Nen-Prod2 [ Clerk's VPN - Signln [1] PROJECT 1 - ERP Program... ] PRODUCTION

=S
M Navigator v B Favorites v
Supplier Administration

- EmeE Products and Services

= Company Profile
s rpn? . Remove || Add

o Address Book Select All | Select None

o Contact Date  Approval
Directory Select Code Products and Services Added Status
o [ProdcER) {7 05527 AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRUCKS, 12-Mar-  Approved
=6 ETC..Emergency Kits for Vehicles Including First Aid Kit, Toals, etc. 2014
075.01 AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.AIr Powered Shop  12-Mar- | approved
;m:’:r‘:'“e““" 0 Tools, Regulators, and Parts 2014
- Eg ] 075.12 AUTOMOTIVE SHOP AND RELATED EQUIFMENT AND SUPPLIES. Carbon Removing  12-Mar~ | approved
s T Tools 2014
01 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar-  Approved
UNITS).Class 1 Trucks (6,000 Ib. GYWR or less) 2014
] 072.02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYERID, AND ALTERNATIVE FUEL 12-Mar~ | approved
UNITS).Class 2 Trucks (6,001 - 10,000 lb. GVWR) 2014
7] 072.03 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYERID, AND ALTERNATIVE FUEL12-Mar~ | approved
UNITS).Class 3 Trucks (10,001 - 14,000 Ib. GVWR) 2014

Supplier Administration Home Logout Preferences Help

View Sub-
Category
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Step Action
8. The Products and Services window now appears.

Click the Select check box for the Products and Services that need to be removed
from your profile.

In this example, click the Select check box for Code 075.12.

In this example, click the Select check box for Code 075.01.

10.

In this example, click the Select check box for Code 055.27.

11.

Click the Remove button to remove these Products and Services from your profile.
Remove

UAT

N Navigator v B Favorites v Home Logout Preferences Help

[y  Confirmation

The following Product and Service categories have been removed from your profile.

. TVE ACC FOR ES, BUSES, TRAILERS, TRUCKS, ETC..Emergency Kits for Vehides Induding First Aid Kit, Tools, etc.
« AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Air Powered Shop Tools, Regulators, and Parts

+» AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Carbon Removing Tools

“TIP Flease only click the "Return to Products and Services" Link Once

Return to Products and Services

Return to Products and Services Home Logout Preferences Help

Privacy Statement Copyrignt (c) 2008, Cracle. Allrights reserves

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... |

Step

Action

12.

You will receive confirmation that these Products and Services have been removed
from your profile.

Click the Return to Products and Services link.

Note: Only click the "Return to Products and Services" link once.
[Return to Products and Serviced
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UAT

T Navigator v B¢ Favorites ¥ Home Logout Preferences Help

Supplier Administration

«  General Products and Services

. : Cngpany Profile [Romove J[da]
5 Address Book Select All | Select None
o Contact Date Approval View Sub-
Directory Select Code Products and Services Added  Status Category
- Product & 7] 07201 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE  12-Mar-  approved
=53 FUEL UNITS).Class 1 Trucks (6,000 Ib. GYWR or less) 2014
S R £ 072,02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE  12-Mar-  Approved
e FUEL UNITS).Class 2 Trucks (6,001 - 10,000 |b. GVWR) 2014
072,03 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE  12-Mar-  Approved
0 ES O FUEL UNITS).Class 3 Trucks (10,001 - 14,000 Ib. GVWR) 2014

Supplier Administration Home Logout Preferences Help

Privacy Statement Gopyright (<) 2008, Cracle. All rights resenved

javascript:_submitNav( DefaultFormName, hitps %3A// projectlappshetftestd... | L

Step Action

13. Notice that those Products and Services have been removed from your profile.

Click the Home link to return to the Home Page.

Home

14. You have now completed the Remove Category Code exercise.

You now can successfully remove(NIGP) category codes from your company
profile.
End of Procedure.

Make Changes to NIGP Category Codes Conclusion

You have successfully completed the Make Changes to NIGP Category Codes section and have
learned how to:

e Add Category Codes to your Profile
o Delete Existing Category Codes from your Profile

Inquiry: Orders

After you have completed the Inquiry: Orders section, you will be able to:

o View all of your Purchase Orders
o View all of your Agreements
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e View your Purchase History

View Purchase Orders
Procedure

After completing this exercise, you will be able to View your Purchase Orders from the City of
Tampa and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

(Gy: “First Name.Last Name" County:"CNTYsoaoot" sa00et s Emphumber}
*“Password

(example: 4u99v23)
il

word,Click Here to Resst

About this Page  Privacy Statement Copyright (<) 2006, Oracle. All rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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racle Applications Home Page

UAT

B? Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Personalize
[ poing Business with City of Tampa
[ W8 Doing Busines: with Hilsborough Count]
3 Suppier Profile, User and Task Manager

Weorklist
Full List (2)
From Type |subject |sent~  |Due
POS Supplier Registration  Hillshorough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Registration Approval
Supplier User Registration Hillsborough C y and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Copyright (<) 2008, Cradle. All rights reserved

I

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.

E Doing Business with Hilsborough Coun

This is your Transaction Home Page. Notifications can be seen under the
"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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5 £]PROD £ Non-Prodd £ASTRA Login 2] Non-Prod1 2 TestUAT £ Non-Prod2 [ Clerk's VPN - Signin [7] PROJECT 1 - ERP Program

Search

PO Number

1 Navigator ¥

Subject

Hillsborough County and the City of Tampa Supplier Collaboration ...

Hillsborough County and the City of Tampa Supplier Collaberation ...

Ii; Orders At A Glance

Date

12-Mar-2014 10:20:04
12-Mar-2014 10:20:00

PO Number
214205029
213210110
214204033
214203748
214203432

Description

Immediate Pipeline Repair-WORCS 11

Order Date

28-Jan-2014 11:35:20
13-Jan-2014 08:21:55
03-Jan-2014 09:35:20
23-Dec-2013 07:49:27
13-Dec-2013 11:05:58

UAT

B Favorites ¥

£ PRODUCTION

OoORACLE’

USER PRODUCTIVITY KIT

+ Agreements
s Purchase Orders
* Purchase Histol

Etipmepls,

« Overdue Receipts
Eecelots,

e Receipts
* Returns

* Invoices

Eayments,

« Payments

Shipme

Finance Home Logout

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Action

8. The Home window now appears.

Click the Orders tab at the top of the page.

5 £]PROD £ Non-Prodd £ASTRA Login 2] Non-Prod1 2 TestUAT £ Non-Prod2 [ Clerk's VPN - Signin [7] PROJECT 1 - ERP Program... ] PRODUCTION

n Navigator v B Favorit ut Preference:
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Purchase Orders
Views
View  All Purchase Orders - [6o] Advanced Search
Select Order: | View Change History D Previous 1-25 v Next25 @
Operating Document Adknowledge
Select/PO Number  Rev Unit Type Description lorder Date Buyer  Currency Amount  Status By Attachments
214205029 @ |BOCCOU [Standard 28-Jan-2014 11:35:20 Vasquez, ysp 155,740.91 Open
Denise H
Denise)
213210110 |1 |BOCCOU [Standard 13-Jan-2014 08:21:55 Yasquez, ysp 30,720.31  Finally
PO Denise H Closed
Denise)
214204033 @ |BOCCOU [Standard 03-Jan-2014 09:35:20 Vasquez, ysp 95,237.10  Open
PO Denise H
Denise)
214203748 o |Boccou Global Immediate Pipeline 23-Dec-2013 07:49:27 Crabiree, ysp 482,661.00 Open -
® Contract  Repair-WORCS 11 Mary K U]
Agreement Mary)
214203432 0 [BOCCOU  Standard 13-Dec-2013 11:05:58 Vasquez, ysp 62,856.72  Open
&) PO Denise H
(Denise)
213210251 |1 |BOCCOU [Standard 30-Oct-2013 08:48:08 Vasquez, ysp 141,819.97 Open
PO Denise H
hitps://projectlappsh utsourcing.com/OA_HTML/OAjsp?... | LFDE:%‘ |
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Step

Action

9.

213210110

The Purchase Order window now appears.

You can now see all of your existing Purchase Orders.
Click the PO Number link to view the entire Purchase Order.

In this example, click the PO Number link for 213210110.

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >

Standard Purchase Order: 213210110, 1 (Total USD 30,720.31)

n

UAT

Navigator v B2 Favorites v

Home Logout Preferences Help

Currency=USD

Order Information

General

Total 30,720.31
Supplier TRAINING COMPANY
Supplier Site BOCCO1PO
Address 1501 E 2ND AVE
TAMPA, FL 33605
Buyer Vasquez, Denise H
(Denise]
Order Date 13-Jan-2014 08:21:55
Description
Status Finally Closed
Note to Supplier TN ACCORDANCE WITH
BID NO. ITB-C-0079-0-
2011(DV), (WORCS9)
AWARDED BY BOCC
3/2/2011;
ADIMINISTRATIVELY
RENEWED 4/11/13.
PURCHASE ORDERS AND
'WORK ORDERS SHALL
SPECIFY THE SERVICES
AND COMPENSATION, NOT

Terms and Conditions

Payment Terms
Carrier

FOB

Freight Terms
Shipping Cantrol

Ship-To Address

NET 30 DAYS
Best Way

FOB - Destination
Freight Included

Address 925 E Twiggs St
Tampa, FL 33602

Bill-To Address

Address PO BOX 1110
Tampa, FL 33601-1110

Actions | View Change History [ Bxport | |7

Summary
Total

Received

Invoiced

Payment Status

30,720.31
30,720.31
30.720.30
Paid

Step

Action

10.

View Change History |~

Click the Actions drop down list.

The Standard Purchase Order: (PO Number) window now appears.

11.

Click the View PDF list item.

View PDF

12.

Go

Click the Go button to view the PDF Purchase Order.
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55 £]PROD £ Non-Prodd £)ASTRA Login 2] Non-Prod1 2 TestUAT &7 Non-Prod2 [ Clerk's VPN - SignIn [7| PROJECT 1 - ERP Program... £ ] PRODUCTION
1 Navigator v B2 Favorites v Home
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >
Standard Purchase Order: 213210110, 1 (Total USD 30,720.31)
Currency=UsD Actions  View PDF - E Export
Order Information
General Terms and Conditions
Total 30,720.31
Total 30,720.31 Payment Terms NET 30 DAYS Received 30,720.31
Supplier TRAINING COMPANY Carrier Best Way Invoiced 30.720.30
Supplier Site  BOOCO1PO FOB FOB - Destination Payment Status Paid |
Address 1501 E 2ND AVE Freight Terms  Freight Included
TAMPA, FL 33605 Shipping Cantrol
Buyer Vasquez, Denise H
(Denise) Ship-To Address
Order Date  13-Jan-2014 08:21:55 .
b Address 925 E Twiggs St
escription
Status Finally Closed ET L
Note to Supplier TN ACCORDANCE WITH Bill-To Address
BID NO. ITB-C-0079-0-
i‘x;%‘% gv:oncsg) Address PO BOX 1110
3/2/2011: Boce Tampa, FL 33601-1110
ADIMINISTRATIVELY
Do you want to open or save PO_102_213210110_1 US.pdf (14.1 KB) from projectlappshctftestdmzl.oracleoutsourcing.com? *
Open Save |v || Cancel
Open
PO_102_213210110_1 o =k
File Edit View Window Help x
- | OEH| eeZRDR i
€ r2 Tools Comment | Share

Hillsborough County

Board of County Commissioners
601 E Kennedy Blvd

Tampa, FL 33601

United States

Supplier: TRAINING COMPANY
1501 E 2ND AVE
TAMPA, FL 33605
United States

Ship To: 025 E Twiggs St
Tampa, FL 33602
United States

Bill To: PO BOX 1110

Tampa, FL 33601-1110
United States

Standard Purchase Order 213210110, 1

I

Type

Order
Revision
Order Date
Created By
Revision Date
Current Buyer

Standard Purchase Order
213210110

1

14-ATG-2013

Vasquez, Denise
09-JAN-2014

Vasquez, Denise

Customer Account No. | Supplier No

Payment Terms

Treight Temms | EOB Transportation Ship Via

1013988

NET 30 DAYS

Freight

FOB -
Included i

Best
Way

Supplier Contact

AND COMPENSATION, NOT
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Step

Action

14.

You can use the scroll bar to move throughout the PDF Document. Once you have
reviewed or printed this document, click the Close button to return to the iSupplier

Portal.
el

N Navigator v B® Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >
Standard Purchase Order: 213210110, 1 (Total USD 30,720.31)
Currency=USD Actions  View PDF -] &l
order Information
General Terms and Conditions Summary
Total 30,720.31
Total 30,720.31 Payment Terms NET 30 DAYS Received 30,720.31
Supplier TRAINING COMPANY Carrier Best Way Invoiced 30,720.30
Supplier Site  BOCCO1PO FOB FOB - Destination Payment Status Paid L
Address 1501 E 2ND AVE Freight Terms  Freight Included
TAMPA, FL 33605 Shipping Control
Buyer Vasquez, Denise H
(Denise) Ship-To Address
Order Date  13-Jan-2014 08:21:55 N
Address 925 E Twiggs St
Description
Status Finally Closed I ELEETD
Note to Supplier IN ACCORDANCE WITH Bill-To Address

BID NO. ITB-C-0079-0-

2011(DV), (WORCSS) Address PO BOX 1110

AWARDED BY BOCC

3/2/2011; Tampa, FL 33601-1110

ADIMINISTRATIVELY

RENEWED 4/11/13.

PURCHASE ORDERS AND

'WORK ORDERS SHALL

SPECIFY THE SERVICES

AND COMPENSATION, NOT -5

15.

You are now back in the Standard Purchase Order: (PO Number) window.

Click the Actions drop down list.
View PDF -

16.

Click the View Receipts list item to view any Receipts associated to this Purchase
Order.

Please see the View Receipts training document for further instructions on viewing
Purchase Orders.

View Receipts

17.

Click the View Invoices list item to view any invoices associated to this Purchase
Order.

Please see the View Invoices training document for further instructions on viewing
Purchase Orders.

View Invoices
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18.

Order.

Purchase Orders.

View Payments

Click the View Payments list item to view any Payments associated to this Purchase

Please see the View Payments training document for further instructions on viewing

19.

Order.

Click the Buyer link to see the contact information for the Buyer for this Purchase

@ https//projectlappsh.. O ~ @ B & X || & isupplier Portak: Buyer Cont... %

9k E)PROD Z]Non-Prodd4 Z]ASTRALogin £]MNon-Prodl 2] TestUAT 2] Non-Prod2 [ Clerk's VPN - SignIn [] PROJECT1 - ERP Program... 2] PRODUCTION

iSupplier Portal

T Navigator ¥

Home | Orders | Shipments | Finance

Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >  View Order Details >
Buyer: Vasquez, Denise H (Denise

UAT

B2 Favorites ¥ Home Logout Preferences

Full Name Vasquez, Denise H (Denise)
Phone Number
Email Address vasquezd@hillsboroughcounty.org
Mail Stop
Fax Number
Pager Number
Address 601 E Kennedy Blvd
18th Floor
City Tampa
State FL
Zip Code 33602
Country US

Return to View Order Details

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jsp?... |

Export

Copyright (<) 2006, Cracle. All rights reserved

Step

Action

20.

The Buyer: (Buyer Name) window now appears.

Click the Return to View Order Details link.

Return to View Order Detail
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Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase Orders >

Standard Purchase Order: 213210110, 1 (Total USD 30,720.31)

N Navigator ¥

Training Guide
ISupplier - Supplier Users

UAT

B2 Favorites ¥ Home Preferences Help

Currency=USD

Order Information

General

Total 30,720.31
Supplier TRAINING COMPANY
Supplier Site BOCCO1PO
Address 1501 E 2ND AVE
TAMPA, FL 33605
Buyer Vasquez, Denise H
(Denise)
Order Date 13-Jan-2014 08:21:55
Description
Status Finally Closed
MNote to Supplier N ACCORDANCE WITH
BID NO. ITB-C-0079-0-
2011(DV), (WORCS9)
AWARDED BY BOCC
3/2/2011;
ADIMINISTRATIVELY
RENEWED 4/11/13.
PURCHASE ORDERS AND
'WORK ORDERS SHALL
SPECIFY THE SERVICES
AND COMPENSATION, NOT

Terms and Conditions

Payment Terms
Carrier

FOB

Freight Terms
Shipping Cantrol

Ship-To Address

NET 30 DAYS
Best Way

FOB - Destination
Freight Included

Address 925 E Twiggs St
Tampa, FL 33602

Bill-To Address

Address PO BOX 1110
Tampa, FL 33601-1110

Actions  View Change History ~ Bxport | |

Summary
Total

Received

Invoiced

Payment Status

30,720.31
30,720.31
30.720.30
Paid

Step

Action

21.

You are now back in the Standard Purchase Order: (PO Number) window.

Click the scrollbar to scroll to the "PO Details" section of the page.

22,

Click the Select to show information (+) button for one of the line items.

23.

Click the Work Location link to see information relating to the Ship-To address.
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5 £]PROD £ Non-Prodd £ASTRA Login 2] Non-Prod1 2 TestUAT 7 Non-Prod2 G Clerk's VPN - Signin [ 7] PROJECT 1 - ERP Program

UAT

n Navigatorv B Favorites v Home

Purchase Orders | Agreements | Purchase History

£ PRODUCTION

OoORACLE’
USER PRODUCTIVITY KIT

Prefere

Orders: Purchase Orders >  View Order Details >
Ship-To Location

Address Line 1 925 E Twiggs St
City Tampa
State FL
Forida
Zip Code 33602
County Hillsborough
Hilsborough
Country United States

Return to View Order Details

Home Ordei Finance Home Logout

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step Action

24, The Ship-To Location window now appears.

Click the Return to View Order Details link.
[Return to View Order Detailg|

& nttps://projectiappsh.. O ~ @ B & X | & isupplier Portak View Order... X

55 £]PROD £ Non-Prodd {ASTRA Login 2] Non-Prod1 2 TestUAT £ Non-Prod2 [ Clerk's VPN - Signin [7] PROJECT 1 - ERP Program

iSupplier Portal U A T

tor v B Favorit Home

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History

£ PRODUCTION

Orders: Purchase Orders >
Standard Purchase Order: 213210110, 1 (Total USD 30,720.31)

Currency=USD Actions  View Change History ~ [ 60 | [ Export

Order
General Terms and Conditions
Total 30,720.31
Total 30,720.31 Payment Terms NET 30 DAYS Received 30,720.31
Supplier TRAINING COMPANY Carrier Best Way Invoiced 30,720.30
Supplier Site  BOCCO1PO FOB FOB - Destination Payment Status Paid |
Address 1501 E 2ND AVE Freight Terms  Freight Included

TAMPA, FL 33605 Shipping Cantrol

Buyer Vasquez, Denise H
(Denise) Ship-To Address

Order Date 13-Jan-2014 08:21:55 .
Address 925 E Twiggs St
Description
Status Finally Closed ET L
Hate to Supplier TN ACCORDANCE WITH Bill-To Address

BID NO. ITB-C-0079-0-
:‘x}l\%‘% E]v:oucsg) Address PO BOX 1110
3/2/2011; Tampa, FL 33601-1110
ADIMINISTRATIVELY
RENEWED 4/11/13.
PURCHASE ORDERS AND
'WORK ORDERS SHALL
SPECIFY THE SERVICES
AND COMPENSATION, NOT -
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Step Action

25. Click the scrollbar to scroll to the bottom of the page.

26. Click the Return to Orders: Purchase Orders link.
[Return to Orders: Purchase Orderg

UA

T Navigator v B Favorites ¥

T

Home Logout Preferences Help

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History E
Purchase Orders
Export
Views
View  All Purchase Orders hd Go Advanced Search N
Select Order: | View Change History 9 Previous 1-25 ¥ Next25 &
Operating Document Adknowledge
Select/PO Number  Rev Unit Type Description lorder Date Buyer  Currency Amount  Status By Attachments
214205029 0 |BOCCOU [Standard 28-Jan-2014 11:35:20 Yasquez, ysp 155,740.81 Open
© Dej
213210110 1 [BOCCOU [Standard 13-Jan-2014 08:21:55 ¥ 30,720.31  Finally
] ] Closed
 |214204033 0 |BOCCOU [Standard 03-Jan-2014 09:35:21 usD 95,237.10  Open
) ]
214203748 o |Boccou Global Immediate Fipeline 23-Dec-2013 07:49:27 Crabiree, ysp 482,661.00 Open -
® Contract  Repair-WORCS 11 Mary K e
Agreement (Mary)
 |214203432 0 |BOCCOU [Standard 13-Dec-2013 11:05:58 Yasquez, ysp 62,856.72  Open
] ]
_ |213210251 1 [BOCCOU [Standard 30-Oct-2013 08:48:08 Yasauez. ysp 141,819.87 Open
https://projectlappshtitestdmzl oracleoutsourcing.com/OA_HTML/OA jspF... | L

Click the Home link to return to the Home Page.

Home

document from the beginning to view additional purchase orders.

28. You have now completed the View Purchase Orders exercise.

Tampa and Hillsborough County.
End of Procedure.

You now can successfully view your companies purchase orders from the City of

View Agreements

Procedure

After completing this exercise, you will be able to View your Agreements from the City of

Tampa and Hillsborough County.
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This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

“Use

(i it o] Uger N ooty "ONT oo oosc i i
pasemord {User Name |

(example: 4u38v23)

Conce

Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (c) 2008, Cradle. All rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com®.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel”.
5. Click the Login button.
Login
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UAT

B? Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Personalize
[ poing Business with City of Tampa
[ W8 Doing Busines: with Hilsborough Count]
3 Suppier Profile, User and Task Manager

Weorklist

FromType
POS Supplier Registration
and Profile

|subject |sent~  |Due

Full List (2)

Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Registration Approval

Supplier User Registration
Workflow Version 2

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Hillsborough C y and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Confirmation of Registration

I

Copyright (<) 2008, Cradle. All rights reserved

Step

Action

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

The Oracle Applications Home Page now appears.

Click the Doing Business with Hillsborough County link.

E Doing Business with Hillsboroug

This is your Transaction Home Page. Notifications can be seen under the
"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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5 £]PROD £ Non-Prodd £ASTRA Login 2] Non-Prod1 2 TestUAT £ Non-Prod2 [ Clerk's VPN - Signn [7] PROJECT 1 - ERP Program... ] PRODUCTION

UAT

T Navigator v B¢ Favorites v

Search PO Number - E

Orders
« Agreements
Subject Date o Purchase Orders
Hillshorough County and the City of Tampa Supplier Collaboration ... 12-Mar-2014 10:20:04 * Purchase Histo
Hillsborough County and the City of Tampa Supplier Collaboration ... 12-Mar-2014 10:20:00 E nents
s Overdue Receipts

[eceints,

Ii; Orders At A Glance

e Receipts
* Returns

PO Number Description oOrder Date
214205029 28-Jan-2014 11:35:20
213210110 13-Jan-2014 08:21:55 o Invoices
214204033 03-Jan-2014 09:35:20 payments
214203748 Immediate Pipeline Repair-WORCS 11 23-Dec-2013 07:49:27

« Payments
214203432 13-Dec-2013 11:05:58

Shipments Finance Home Logaut

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step Action

8. The Home window now appears.

Click the Orders tab at the top of the page.

5 £]PROD £ Non-Prodd £ASTRA Login 2] Non-Prod1 2 TestUAT £ Non-Prod2 |G Clerk's VPN - Signin [7] PROJECT 1 - ERP Program... ] PRODUCTION

n Navigator v B Favorit ut Preference:

Purchase Orders | Agreements | Purchase History
Purchase Orders

Views

View Al Purchase Orders - [6o] Advanced Search
Select Order: | View Change History D Previous 1-25 v Next25 @

Operating Document Adknowledge
Select/PO Number  Rev Unit Type Description lorder Date Buyer  Currency Amount  Status By Attachments
214205029 @ |BOCCOU [Standard 28-Jan-2014 11:35:20 Vasquez, ysp 155,740.91 Open
Denise H
Denise)
213210110 |1 |BOCCOU [Standard 13-Jan-2014 08:21:55 Yasquez, ysp 30,720.31  Finally
PO Denise H Closed
Denise)
214204033 @ |BOCCOU [Standard 03-Jan-2014 09:35:20 Vasquez, ysp 95,237.10  Open
PO Denise H
Denise)
214203748 o |Boccou Global Immediate Pipeline 23-Dec-2013 07:49:27 Crabiree, ysp 482,661.00 Open -
® Contract  Repair-WORCS 11 Mary K U=}
Agreement Mary)
214203432 0 [BOCCOU  Standard 13-Dec-2013 11:05:58 Vasquez, ysp 62,856.72  Open
&) PO Denise H
(Denise)
213210251 |1 |BOCCOU [Standard 30-Oct-2013 08:48:08 Vasquez, ysp 141,819.97 Open
PO Denise H
hitps://projectlappsh utsourcing.com/OA_HTML/OAjsp?... | (Denise) |

B ooan oz oo oa Crabbeoo Lo Bt
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Step

Action

9.

The Purchase Order window now appears.

Click the Agreements link.
Agreements

UAT

B Favorites ¥

N Navigator ¥

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Supplier Agreements

Home Logout Preferences Help

“TIP The Agreement Number is the Same as the PO Number
Simple Search

Note that the search is case insensitive

PO Number/Agreement Number

Global -
Effective-From Date B
Effective-To Date =]

Go Clear
PO
HNumber/Agreement Order Amount Amount Effective-
Number Revision Global Description Buyer Date  Currency Agreed Released From Date

No search conducted.

Home Orders Shipments Finance Home Logout Preferences Help

Privacy Statement

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jsp?... |

Export

Advanced Search

Effective-
To Date

Upload
Status Attachments Status

Export

Copyright (<) 2006, Cradle. All rights reserved

Step

Action

10.

The Supplier Agreements window now appears.

our Agreements, click the Go button.
Go

You can fill out any of the search criteria before clicking Go. In order to see all of

11.

would like to inquire further about.

210200346

Your search results are displayed below the "Search Criteria."”

Click the PO Number/Agreement Number link for the Agreement in which you

In this example, click the PO Number/Agreement Number link for 210200346.
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iSupplier Portal

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Agreements >

Global Blanket 210200346 1 (Total: USD 1.00)

ORACLE
USER PRODUCTIVITY KIT

UAT

1 Navigator v B Favorites v Home Logout Preferences

PO Number 210200346
Revision 1
Description SURPLUS SALES, SCRAP METAL &
'WHITE GOODS
Currency USD
Amount Released
Global Yes
Effective End Date  13-Jul-2014

Releases

PO Number Revision Status

No results found.

Return to Orders: Agreements

Privacy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jsp... |

Order Date

Home Orders Shipments Finance Home Logout Preferences

Approved Date  19-Sep-2013 14:52:26
Supplier TRAINING COMPANY
Buyer Hall, Charles

Amount Agreed 1.0
Status Hall, Charles

Effective Start Date  14-Jul-2010

Currency Amount Receipts

Copyright (<) 2006, Cracle. All rights reserved

Step Action

12. The Global Blanket Agreement: (Agreement Number) window now appears.

Hall, Charleg

Click the Buyer link to see the contact information for the Buyer.

13. Click the Revision link to see the revisions made to this Agreement.

14. Once you are finished reviewing this Agreement, click the Return to Orders:

Return to Orders: Agreementj

Agreements link at the bottom of the page.
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UAT

1 Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance

Purchase Orders | Agreements | Purchase History
Supplier Agreements
Export
“TIP The Agreement Number is the Same as the PO Number
Simple Search
Note that the search is case insensitive Advanced Search
PO Number/Agreement Number
Global - L
Effective-From Date =]
Effective-To Date =]
Go Clear

PO
Number/Agreement Amount Amount Effective- Effective- Upload
Number Revision Global Description Buyer |Order Date ~ Currency Agreed Released From Date To Date  Status Attachments Status
210200346 1Yes SURPLUS Hall, 19-Sep-2013 14:52:26 USD 1.00 14-Jul-2010 13-1ul-2014 Open

SALES, Charles

SCRAP

METAL &

WHITE

GOODS

Export

Home Orders Shipments Finance Home Logaut Preferences Help

Privacy Statement

[ https://projectiappshctftestdmal.oracleoutsourcing.com/OA_HTML/OA jsp... |

. v

Step

Action

15.

You are now back in the Supplier Agreements window.

You can follow the training document from the beginning to view additional
agreements.

Click the Home link to return to the Home Page.
Home

16.

You have now completed the View Agreements exercise.

You now can successfully view your companies agreements from the City of Tampa
and Hillsborough County.
End of Procedure.

View Purchase History

Procedure

After completing this exercise, you will be able to View your Purchase History with the City of
Tampa and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.
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gl & nttps://projectiappsh.. O ~ @ B S X | & Login

“UserMame —
(Gity: "First Naunh’:'CNT‘(mcx' 30000 s EmpHumber)
rd

(example: 4us9v23)
cancel

Forgot Password. Click Here to Reset

“Passwo!

Accessibility None -

About this Page  Privacy Statement Copyright (<) 2006, Oracle. Al rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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LR & hitps/iprojectioppsh.. O - @ B € X | @ Oracle Applications Home ... X

m - -Business Suite

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu —
Personalize e
[E2 88 ]00ing Business with iy of Tamod) From Type subject [Sent~  |Due
EDning Business with Hilsborough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014

and Profile Collaboration Network: Registration Approval

3 sunplier Profie, User and Task Manager n
Supplier User Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved

[ https://projectiappshctftestdmal.oracleoutsourcing.com/QA_HTML/OA jspP... |

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with City of Tampa link.

This is your Transaction Home Page. Notifications can be seen under the
"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,

Shipments, Receipts, Invoices and Payments.
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P-aex

& nttps://projectlappsh.

(& isupplier Portal

Search PO Number -

Netifications

Home Page %

vigator v B Favorit

Subject
Hillsborough County and the City of Tampa Supplier Collaboration ...
Hillsborough County and the City of Tampa Supplier Collaboration ..

Ii; Orders At A Glance

Date

12-Mar-2014 10:20:04
12-Mar-2014 10:20:00

PO Number Description

114204836 2012-617 & 2013-645

114204831 2013-645

114204830 2013-645

114201534 per reso 2013-645 good thru 7/25/14
114203242 reso 2012-617

Home Ord

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Order Date

05-Feb-2014 13:42:17
05-Feb-2014 10:19:57
05-Feb-2014 10 1

03-Feb-2014 16:25:20
03-Feb-2014 16:22:08

Finance Home Logout Prefe

Orders

OoORACLE’
USER PRODUCTIVITY KIT

* Agreements
s Purchase Orders

* Purchase History

Shipments

« Overdue Receipts
Eecelots,

e Receipts
* Returns

s On e Performance

Invoices

* Invoices

Eayments,

e Payments

Action

The Home window now appears.

Click the Orders tab at the top of the page.

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History

igator ¥

UAT

B Favorites ¥ L

Purchase Orders

Purchase History

Views

View  All Purchase Orders

Select Order: | View Change History

Operating Document
Select|PO Number

Rev Unit Type Description
114204836 0 CTPAOU Standard  3012-617 & 2013-645
PO
& 114204831 0 (CTPAOU Standard  3013-645
PO
~ 114204830 0 CTPAOU Standard 3p13-645
PO
11420153 1 CTPAOU Standard per reso 2013-645
PO good thru 7/25/14
114203242 1 CTPAOU Standard reso 2012-617
PO
POCT131000311 CTPAOU  Standard ~CONSTRUCTION FOR
= 27,000 LF OF 6"

D.LP. AND 5100 LF
OF 12" D.LP. WITH
ASSOCIATED
SERVICES IN THE
PALMETTO BEACH
AREA OF TAMPA,

utsourcing.com/OA_ HTML/OA jsp?... |

‘Drder Date

Buyer
05-Feb-2014 13:42:17 Rosario, ysp
Tvette

05-Feb-2014 10:19:57 Rosario,
Ivette
05-Feb-2014 10:18:31 Rosario,
uette
03-Feb-2014 16:25:20 Rosario,
vette
03-Feb-2014 16:22:08 Glbbons- ysp
Peaples,
Celeste
03-Feb-2014 16:18:58 Rosario
Ivette

usp

uso

uso

Currency Amount

2 Previous 1-25
Admowledge

Status By
5,392,958.25 Open

6,548.12 Closed
81,905.20  Open
493,598.65 Closed

23,744.26  Open

1,201,303.27 Open

v Next25 ®

Attachments
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Step Action
9. The Purchase Order window now appears.
Click the Purchase History link.
Purchase Histo
iSupplier Portal U A T
T Navigator v B Favorites ¥ Home Logout Preferences Help
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Purchase Order Revision History
Export
simple Search
Note that the search is case insensitive Advanced Search
PO Number
Release Number
Document Type Q
Creationbate | @
RevisedDate | (@
Operating Unit Q
[Go | [ clear
Operating Creation  Revised Ship-To Compare to Compare to Show all PO
PO Number Rev Unit Description Buyer Date Date currency Total Location Original PO Previous PO Changes
e
Export
Home Orders Shipments Finance Home Logout Preferences Help
Privacy Statement Cepyright (c) 2008, Oradle. All rights reserved.
Step Action
10. The Purchase Order Revision History window now appears.
You can click the "Go" button to see all of your Purchase History. In this example
we are going to use search criteria to find a Purchase Order.
Click in the PO Number field in the Simple Search section of the page.
11. Enter the desired information into the PO Number field. In this example,
enter "POCT13100218".
12. Click the Go button to execute your search.

Go
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Step Action

13. Your search results are displayed below the "Search Criteria."
Click the PO Number link to see the Purchase Order.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.
POCT13100218

14. Click the Buyer link to see additional contact information for the Buyer.

)

L BE ) & hetps /projectizppsh.. O = @ B & X | @ isuppler Portak: Buyer Cont.. x

iSupplier Portal U A T

N Navigator v B2 Favorites ¥ Home Logout Preferences

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase History >

Buyer: Rosario, Ivette

Export
Full Name Rosario, Ivette
Phane Number 813-274-8837
Email Address Ivette.Rosario@tampagov.net
Mail Stop
Fax Number
Pager Number
Address 306 E Jackson St
Tampa Municipal Office
Building
City Tampa
State FL
Zip Code 33602
Country US

Return to Orders: Purchase History Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... | -

Step Action

15. The Buyer: (Buyer Name) window now appears.

Click the Return to Orders: Purchase History link.
[Return to Orders: Purchase Histony|
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UAT

N Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Purchase Order Revision History

Simple Search

Note that the search is case insensitive Advanced Search

PO Number [POCT13100218
Release Number

Rev
Document Type
Creation Date

HHH
p

Revised Date
operangunt [ A

‘Compare Compare

to to Show all
Operating Ship-To  Original Previous PO
PO Number  Rev Unit Description  Buyer |Creation Date Revised Date ~ Currency Total Location PO PO  Changes
POCT13100218 3 CTPAOU  CONSTRUCTION Rosario, 08-May-2013 00:00:00 02-Oct-2013 16:43:53 USD 256,171.86 CONTRACT
SERVICES, Ivette ADMIN -
5 Ve 2 2 2
GENERAL TMOB 4th
Floor North
Export

Home Orders Shipments Finance Home Logout Preferences Help

v Statamant Copyright (<) 2
projectlappshctitestdmzl .oracleoutsourcing.com/OA_HTML{OA jsp?...

8, Oradle. Al rights reserved

Step

Action

16.

You are now back in the Purchase Order Revision History window.

Click the Ship-To Location link to see additional information regarding this
address.

P~ @ 2O X[l @ isupplier Portal: Address Pa... X

iSupplier Portal U A T

N Navigator v+ B2 Favoril

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase History >

Ship-To Location

Address Line 1 306 E Jackson St 4th Floor North
Address Line 2 Tampa Municipal Office Building
City Tampa
State FL
Florida
Zip Code 33602
County Hillsborough
Hilsborough
Country United States

Return to Orders: Purchase History

Home Orders Shipments Finance Home Logout Preferences

hitps//projectlappsh utsourcing.com/OA_HTML/OAjsp?... |
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Step Action

17. The Ship-To Location window now appears.

Click the Return to Orders: Purchase History link.
[Return to Orders: Purchase History

(— (all © nttps://projectiappsh. O~ @ B G X | & isupplier Portak: Revision Hi... % -

iSupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History

Purchase Order Revision History

Export
Simple Search

Note that the search is case insensitive Advanced Search

PO Number [POCT13100218

Release Number

Rev
Document Type Q

Creation Date =]
Revised Date =]

Operating Unit Q
Go | | Clear

Compare Compare
to to  showall
Operating Ship-To  Original Previous PO
PO Number  Rev Unit Description  Buyer |Creation Date Revised Date ~  Currency Total Location PO PO  Changes
POCT13100218 3 CTPAQU  CONSTRUCTION Rosario. 08-May-2013 00:00:00 02-Oct-2013 16:43:53 USD 256,171.86 CONTRACT
SERVICES, Ivette ADMIN -
GENERAL TMOB 4th
Floor North

Export

Home Orders Shipments Finance Home Logout Preferences Help

Privacy Statement

adle. All rights reserved
hitps://projectlappshetftestdmal oracleoutsourcing.com/0A_HTML/OA jspl...

Step Action

18. You are now back in the Purchase Order Revision History window.

Click the Compare to Original PO button for the Purchase Order your are
reviewing.
=
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a
<« & nitps:/fprojectiappsh.. 2 = @ 2 & X | @ isupplier Portak Revision Hi... * [l

iSupplier Portal

1 Navigator v B Favorites v Home Logout Preferences

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase History >

PO C ison Result

Compare to Previous PO show All PO Changes Export
PO Number POCT13100218 Ship-To Location CONTRACT ADMIN -TMOB Bill-To Location R&F - Accounts Payable

Revision 3 4th Floor Morth Payment Terms NET 45 DAYS

Type Standard PO Ship Via Best Way Freight FREIGHT INCLUDED
Currency USD FOB DESTINATION Buyer Rosario, vette
Total 256,171.86 =
Compare to Original PO

¥TIP Changes made to contract clauses and deliverables are not shown below. Click Show All PO Changes to review contract changes in each revision
Comparisons are sorted by Revision, Line and Shipment.

Price Enabled Changed
Revision Line Ttem/ I i i izati Field Altered From Changed To
3 Supplier SIMON, John
Contact
3 Amount 171.86 256171.86
3 Note To MISC DISTRIBUTION TTEMS. PROJECT # DIST02 CONTRACT
Supplier # 12-C-00035
3 4 Newr
3 4 1 News
2 2 New L
2 3 Newr
2 3 1 News
1 2 1 New
Print Document Revisions
= 1
Step Action

19.

The PO Comparison Result window is now displayed.

You now can compare the most recent version of the Purchase Order to the Original
version of the Purchase Order.

Click the scrollbar to view all of the changes.

20.

Once you are finished reviewing, click the Return to Orders: Purchase
History link at the bottom of the page.
[Return to Orders: Purchase Histony]
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& https://projectiappsh.. O ~ @ B & X | @ isupplier Portat: Revision Hi... % .

iSupplier Portal

1 Navigator v B2 Favori
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Purchase Order Revision History

Simple Search

Note that the search is case insensitive Advanced Search

PO Number [POCT13100218
Release Number

Rev
DocumentType | | Q& £
creatonDate |
RevisedDate |

operaungunt [ J A
[e]

Compare Compare
to to Show all
Operating Ship-To  Original Previous PO
PO Number  Rev Unit Description  Buyer |Creation Date Revised Date ~ Currency Total Location PO PO  Changes
POCT13100218 3 CTPAOU  CONSTRUCTION Rosario, 08-May-2013 00:00:00 02-Oct-2013 16:43:53/USD 256,171.86 CONTRACT
SERVICES, Ivette /ADMIN -
GENERAL TMOB 4th

Floor North

Home Orders Shipments Finance Home Logout Preferences Help

Privacy Statamant Copyright (<) 2006, Cracle. All rights resemved

hitps://projectlappshctftestdmzl oracleoutsourcing.com/CA_HTML/OA jsp?...

Step

Action

21.

You are now back in the Purchase Order Revision History window.

Click the Compare to Previous PO button for the Purchase Order your are
reviewing.

& https://projectlappsh.. O ~ @ B & X | & isupplier Portal: Revision Hi... X -

&*"L j iSupplier Portal
o i

N Navigator v B? Favorites ¥ Home Logout Preferences

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase History >

PO Comparison Result

[_Compare to Original PO | | Show All PO Changes | [ Export |

PO Number POCT13100218 Ship-To Location CONTRACT ADMIN -TMOB Bill-To Location R&F - Accounts Payable
Revision 3 4th Floor North Payment Terms HET 45 DAYS
Type Standard PO Ship via Best Way Freight FREIGHT INCLUDED
Currency USD FOB DESTINATION Buyer Rosario, vette
Total 256,171.86
Compare to Previous PO

Comparisons are sorted by Revision, Line and Shipment.

Revision Line Item/Job i Price Dif i Enabled izati Field Altered Changed From Changed To
3 Amount 176171.86 256171.86
3 4 New
3 4 1 New
Print Document Revisions
Return to Orders: Purchase History Compare to Original PO | | show All PO Changes | | Export |

Finance Home Logout Prefer

Statement

[ https://projectlappshetftestdmal .oracleoutsourcing.com/OA_HTML/OA jspP... | .
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Step

Action

22.

The PO Comparison Result window is now displayed.

You now can compare the most recent version of the Purchase Order to the previous

version of the Purchase Order.

Once you are finished reviewing, click the Return to Orders: Purchase
History link at the bottom of the page.
[Return to Orders: Purchase Histony]

LB © hitps //projectizppsh B = @ 2 & X | @ isuppiier Portat: Revision Hi... %

iSupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History

Purchase Order Revision History

Export

simple Search

Note that the search is case insensitive Advanced Search

PO Number [POCT13100218

Release Number

Rev
Document Type Q

Creation Date =]
Revised Date =]

Operating Unit Q
Go | [ Clear

I

Compare Compare
to to  showall
Operating Ship-To  Original Previous PO
PO Number  Rev Unit Description  Buyer |Creation Date Revised Date ~  Currency Total Location PO PO  Changes
POCT13100218 3 CTPAQU  CONSTRUCTION Rosario. 08-May-2013 00:00:00 02-Oct-2013 16:43:53 USD 256,171.86 CONTRACT
SERVICES, Ivette ADMIN -
GENERAL TMOB 4th
Eloor North

Export

Home Orders Shipments Finance Home Logout Preferences Help

Privacy Statemant
hitps://projectlappshctftestdmzl oracleoutsourcing.com/CA_HTML/OA jsp?...

Step

Action

23.

You are now back in the Purchase Order Revision History window.

Click the Show all PO Changes button for the Purchase Order your are reviewing.

=
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psh. O = @ B C X || @ isupplier Portal: Revision Hi... X

iSupplier Portal

1 Navigator v B Fayorites v Home Logout Preferences

Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Orders: Purchase History >

PO C ison Result
Compare to Original PO Compare to Previous PO Export
PO Number POCT13100218 Ship-To Location CONTRACT ADMIN -TMOB Bill-To Location R&F - Accounts Payable
Revision 3 4th Floor Morth Payment Terms NET 45 DAYS
Type Standard PO Ship Via Best Way Freight FREIGHT INCLUDED
Currency USD FOB DESTINATION Buyer Rosario, vette E
Total 256,171.86
Show All PO Changes

Comparisons are sorted by Revision, Line and Shipment.

<) Previous 1-10 ~ Next 10 3

Price Enabled Changed
Revision Line Item/ I i i izatie Field Altered From Changed To
3 Amount 176171.86 256171.86
3 4 New
3 4 1 New
2 Amount 87171.86 176171.86
2 2 Closed
2 3 New I
2 3 1 New
1 Supplier SIMON,John
Contact
1 Amount 171.86 87171.86
1 Note To MISC DISTRIBUTION ITEMS. PROJECT # DIST02 CONTRACT
Supplier # 12-C-00035
<) Previous 1-10 v Next 10 @
Step Action
24, The PO Comparison Result window is now displayed.

You now can compare all versions of this Purchase Order.

Click the scrollbar to view all of the changes.

25. Once you are finished reviewing, click the Return to Orders: Purchase
History link at the bottom of the page.
[Return to Orders: Purchase Histony]
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==

sho O = @ 2 G X || @ isupplier Portal: Revision Hi... -

iSupplier Portal U A I
1 Navigator v B2 Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Purchase Orders | Agreements | Purchase History
Purchase Order Revision History
Export
Simple Search
Note that the search is case insensitive Advanced Search
PO Number [POCT13100218
Release Number
Rev
Document Type Q b
Creation Date =
Revised Date &
Operating Unit Q
Go | | Clear
Compare Compare
to to Show all
Operating Ship-To  Original Previous PO
PO Number  Rev Unit Description  Buyer |Creation Date Revised Date ~ Currency Total Location PO PO  Changes
POCT13100218 3 CTPAOU  CONSTRUCTION Rosario, 08-May-2013 00:00:00 02-Oct-2013 16:43:53/USD 256,171.86 CONTRACT
SERVICES, Ivette ADMIN -
5 Ve 2 2 2
GENERAL TMOB 4th
Floor North
Export
Home Orders Shipments Finance Home Logout Preferences Help
Privacy Statemant Copyright (<) 2008, Cradie. All rights reserved. I
hitps://project appshctitestdmzl oracleoutsourcing.com/OA_HTML/OAjsp?.. 1

Step Action

26. You are now back in the Purchase Order Revision History window. You can follow
the training document from the beginning to view purchase history.

Click the Home link to return to the Home Page.

Home

217. You have now completed the View Purchase History exercise.

You now can successfully view your companies purchase history from the City of
Tampa and Hillsborough County.
End of Procedure.

Inquiry: Orders Conclusion
You have successfully completed the Inquiry: Orders section and have learned how to:

o View all of your Purchase Orders

e View all of your Agreements
e View your Purchase History

Inquiry: Shipments
After you have completed the Inquiry: Shipments section, you will be able to:

o View all of your Receipts
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e View all of your Returns
o View all of your Overdue Receipts
e View your On-Time Performance

View Receipts
Procedure

After completing this exercise, you will be able to View your Receipts from the City of Tampa
and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

3 & nttps//projectiappsh, P~ @ B G X

“User Name

(Gt "B Usar Narme " Gounty"CHTYcoo? oo Enphitar)
*Password
(example: 4u39423)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None

About this Page  Privacy Statement

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com”.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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ok ot

UAT

B Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Worklist
Personalize
J Daing Business with City of Tampa From[Type

|2 |5 ging Business with Hilsborough County}
and Prafile

POS Supplier Registration

Full List (2)
|subject |sent~  |pue
Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Registration Approval

5 suppler Profie, User and Task Manager

Workflow Version 2

Logout Preferences Help

Privacy Statement

[ https://projectiappshctftestdmal..oracleoutsourcing.com/QA_HTML/OA jspP... |

Supplier User Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Confirmation of Registration

Copyright (<) 2008, Cradle. All rights reserved

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business vlv_ithll—!iulllls&)rough County link.

E Doin

Business with Hillsborough Coun

7. This is your Transaction Home Page. Notifications can be seen under the

"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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LG & nitps:/fprojectiappsh, O = @ B & X | @ isupplier Portak Home Page X

T .
T L J iSupplier Portal
Seccren ] Count X -

Shipments | Finance

Search PO Number - E

N Navigator v B Favorites v ne Logout Preferences Help

Notifications Orders

* Agreements
Subject Grim « Purchase Orders
Hillsborough County and the City of Tampa Supplier Collaboration . 12-Mar-2014 10:20:04 » Purchase Histo
Hillshorough County and the City of Tampa Supplier Collsboration ... 12-Mar-2014 10:20:00 shipments

& Overdue Receipts
E2l Eecelots,

L Orders At A Glance « Receipts

e Returns
PO Number Description Order Date S The e
214205029 28-Jan-2014 11:35:20 Invoices
213210110 13-Jan-2014 08:21:55 e Invoices
214204033 03-Jan-2014 09:35:20 payments
214203748 Immediate Pipeline Repair-WORCS 11 23-Dec-2013 07:49:27

e Payments
214203432 13-Dec-2013 11:05:58

Home Ord Shipments Finance Home Logout Pref

y Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step Action

8. The Home window now appears.

Click the Shipments tab at the top of the page.

L bl & nitps.//projectisppsh.. O~ @ B G X | @ isupplier Portak Receipts Su.. < [l

— ‘
L"L WD iSupplier Portal

Home | Orders | Shipments | Finance

Receipts | Returns | Overdue Receipts | On-Time F
View Receipts

N Navigator v B Favorites v ut Preferences Help

Simple Search

Advanced Search
Receipt Number organzation | ] @
PO Number Ttem Number I:l @
e 1) swplerzem | . A
Release Number
(eample : 1234-7) Item Description

Shipment Number

Shipped Date

Creation Shipped  Packing Freight  Billof PO

Receipt Date Organization Shipment Date Slip Containers Waybill/ Airbill Carrier  Lading  Number TInveice Attachments
No search

conducted.

Finance Home L

acy Statement

ps://projectlappsh: utsourcing.com/OA_ HTML/OA jsp?... |
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Step Action

9. The View Receipts window now appears.

You can fill out any of the search criteria before clicking Go. In order to see all of
our Receipts, click the Go button.

Go

10. Your search results are displayed below the "Search Criteria."”

Click the Receipt link for the receipt in which you would like to inquire further
about.

In this example, click the Receipt link for 9162.

N Navigator v B Favorites ¥ Home Logout Preferences
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Receipts >
Receipt: 9162
Export
Creation Date 18-Oct-2013 08:15:53 Containers
Organization BOCC TMO Waybill/Airbill
Supplier TRAINING COMPANY Freight Carrier
Supplier Site BOCCO1PO gill of Lading
Shipment Number Attachments None
Shipment Date Received By Lawson, Phillip (Phillip)
Packing Slip Receiver Comments Inwvoice # 055720F/9-50 Invoice E
Date 09/24/13 Final
Receipt Transactions
Promised|Need- [po ‘ Net
Receipt Date - Date By Date !l Li ) Job iption UOM  Ordered i Defects Location Atta
18-0ct-2013 20-Aug-  20-Aug- Late 2132101111 1 WORCS-9  USD 125664.65 17336.76 CAD-Public
08:14:35 2013 2013 Wark Order Utilities
17:00:00 17:00:00 (21320111 } No. 50 River Administration
- Oaks AWTP Building
PST #1
Rehab
18-0ct-2013 20-Aug-  20-Aug- Late 2132101112 1 WORCS-9  |USD 61298.95 40903.01 CAD-Public
08:14:35 2013 2013 Wark Order Utilities
17:00:00 17:00:00 No. 50 River Administration
Oaks AWTP Building
PST #1
Rehab
Return to Shipments: Receipts
| https://projectlappshatftestdmal .oracleoutsourcing.com/OA_ HTML/OA jsplu |

Step Action

11. The Receipts: (Receipt Number) window now appears.
Click the PO Number link to see the Purchase Order associated to this Receipt.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.

Click the PO Number link.

213210111

12. Click the Location link to find out more details about the Ship-To address.
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(& iSupplier Portal: Address Pa... *

& nttps://projectlapps!

iSupplier Portal

i Navigatorv B Favorite!

Home | Orders | Shipments | Finance
On-Time F

OoORACLE’
USER PRODUCTIVITY KIT

Prefere

| Returns | Overdue Receipts |

Shipments: Receipts > Receipt - >
Ship-To Location

Address Line 1 925 E Twiggs St
City
State

Zip Code
County

Hilsborough
Country United States

Return to Receipt :

Home Orde Finance Home Logout Preferences

cy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step Action

13. The Ship-To Location window now appears.

Click the Return to Receipt : link.
[Return to Receipt :|

i
L Rl & nttps //projectiappsh.. O~ @ B & X

(& iSupplier Portal: Receipt Det...

A@

iSupplier Portal
N Navigator v B Favorites v Preferenc
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time F
Shipments: Receipts >
Receipt: 9162
Creation Date 18-Oct-2013 08:15:53 Containers
Organization BOCC IMO Waybill/Airbill
Supplier TRAINING COMPANY Freight Carrier
Supplier Site BOOCO1PO Bill of Lading
Shipment Number Attachments None
Shipment Date Received By Lawson, Phillip (Phillip)
Packing Slip Receiver Comments Invoice # 055720F/9-50 Invoice =
Date 09/24/13 Final
Receipt
Promised Need- PO
Receipt Date ~ Date By Date Li /Job UoM Ordered Defects Location Atta
18-0ct-2013 20-Aug-  20-Aug- Late 2132101111 1 WORCS-9  USD 125664.65 17336.76 CAD-Public
08:14:35 2013 2013 Work Order Utilities
17:00:00 17:00:00 No. 50 River Administration
Oaks AWTP Building
PST #1
Rehab
18-0ct-2013 20-Aug-  20-Aug- Late 2132101112 1 WORCS-9 |USD 61298.95 40903.01 CAD-Public
08:14:35 2013 2013 Work Order Utilities
17:00:00 17:00:00 No. 50 River Administration
Oaks AWTP Building
PST #1
Rehab
Return to Shipments: Receipts
[{ https://projectiappsh utsourcing.com/0A_HTML/OA jsp?.. o Loace Hne = L 5
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Step Action
14. You are now back in the Receipt: (Receipt Number) window.
Once you are finished reviewing this Receipt, click the Return to Shipments:
Receipts link at the bottom of the page.
IReturn to Shipments: Receir:utj
oy
(— = (2 iSupplier Portal: Receipts Su... %
- iSupplier Portal
N Navigator v B2 Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
View Receipts
Simple Search
Advanced Search E
Receipt Number ’7 Organization Q
PO Number ’7 Ttem Number Q
Release Number :::::::‘ Itersnu[lj:‘s‘::\::nmn ’7 a
Shipment Number li
Shipped Date li B
QWDIE(:::‘;T:PAJHJ
<) Previous 1-10 v Next 10 @
| ‘Shipped Packing Freight  Bill of L4
Receipt ~ |Creation Date izati i slip Containers Waybill/ Airbill Carrier  Lading PO Number  Invoice Attachments
9162 18-Oct-2013 BOCC IMO 213210111
08:15:53
7525 03-Oct-2013 BOCC IMO
14:40:13
7131 02-Oct-2013 BOCC IMO POWA12676020
13:36:25
672 12-Aug-2013  BOCC IMO POWA12676020
15:28:13
616 12-Aug-2013  BOCC IMO DPWA13744048
12:41:12
ps://projectlappsh . utsourcing.com/OA_HTML/OA jsp?... | 213210100 o
Step Action
15. You are now back in the View Receipts window. You can follow the training
document from the beginning to view additional receipts.
Click the Home link to return to the Home Page.
ana
16. You have now completed the View Receipts exercise.

You now can successfully view your companies receipts from the City of Tampa

and Hillsborough County.
End of Procedure.

View Returns

Procedure

After completing this exercise, you will be able to View your Returns from the City of Tampa
and Hillsborough County.
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This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

pphe D= @ B & X | @ Login x il

Cepyright (c) 2008, Oradle. Al rights reserved.

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com®.
3. Click in the Password field.
—
4, Enter the desired information into the Password field. In this example,
enter "welcomel”.
5. Click the Login button.
Login
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ok ot

UAT

B Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Worklist
Personalize
J Daing Business with City of Tampa From[Type

|2 |5 ging Business with Hilsborough County}
and Prafile

POS Supplier Registration

Full List (2)
|subject |sent~  |pue
Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Registration Approval

5 suppler Profie, User and Task Manager

Workflow Version 2

Logout Preferences Help

Privacy Statement

[ https://projectiappshctftestdmal..oracleoutsourcing.com/QA_HTML/OA jspP... |

Supplier User Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Collaboration Network: Confirmation of Registration

Copyright (<) 2008, Cradle. All rights reserved

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business vlv_ithll—!iulllls&)rough County link.

E Doin

Business with Hillsborough Coun

7. This is your Transaction Home Page. Notifications can be seen under the

"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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- —
$©

TP
@ Hilkh h
e |

Shipments | Finance

& nttps://projectlappsh., O~ @ RS X

iSupplier Portal

Search PO Number -

lhlmt'l:lﬁ

(2 iSupplier Portal: Home Page *

i Navigator ¥

B Favorites ¥

Subject
Hillsborough County and the City of Tampa Supplier Collaboration ..
Hillsborough County and the City of Tampa Supplier Collaberation ...

E-_ Orders At A Glance

Date

12-Mar-2014 10:20:04
12-Mar-2014 10:20:00

PO Number
214205029
213210110
214204033
214203748
214203432

Description

Immediate Pipeline Repair-WORCS 11

Home Orders Shipments

y Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Order Date

28-Jan-2014 11:35:20
13-Jan-2014 08:21:55
03-Jan-2014 09:35:20
23-Dec-2013 07:49:27
13-Dec-2013 11:05:58

Finance Home Logout Prefe

OoORACLE’

USER PRODUCTIVITY KIT

ne Logout Preferences Help

Orders

* Agreements
s Purchase Orders

* Purchase History
s Overdue Receipts
[ecsints,
e Receipts

e Returns
& On-Time Performance

Invoices
e Invoices
Eayments,
+ Payments

Step Action

The Home window now appears.

Click the Shipments tab at the top of the page.

&«

BEEE

& https://projectlappsh...

PD-ancx

iSupplier Portal

N Navigator ¥

B Favorites ¥

(& iSupplier Portal: Receipts Su... ¥ -

ut Preferences Help

Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time F
View Receipts
Simple Search
Advanced Search
Receipt Number organzation | ] @
PO Number Ttem Number I:l Q@
e 1) swplerzem | A
Release Number
(eample : 1234-7) Item Description
Shipment Number
Shipped Date
Creation Shipped  Packing Freight Bill of PO
Receipt Date Organization Shipment Date Slip Containers Waybill/ Airbill Carrier  Lading  Number TInveice Attachments
No search
conducted.
Finance Home L
vacy Statement
https://projectlappsh utsourcing.com/OA_HTML/OA jsp?... | |
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Step Action

9. The View Receipts window now appears.

Click the Returns link.

2 https://projectiappsh.. O ~ @ B G X | & internet Supplier PortalRet... * -
=

iSupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance

Returns Summary

Export
Simple Search
Note that the search is case insensitive Advanced Search
Organization Q RMA Number
PO Number Ttem Q
Receipt Number Supplier Trem Q
Shipment Number Ttem Description
Go Clear
Receipt
Receipt PO Shipment RMA Creation Supplier Item Quantity Quantity Return Supplier
Organization Number Number Number HNumber Date Item Item iptie uom i Date Reason Config ID
No search
conducted.

Export

Privacy Statement Gopyright (<) 2006, Cracle. All rights resenved

Home Orders Shipments Finance Home Logout Preferences Help

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... |

Step Action

10. The Return Summary window now appears.

You can fill out any of the search criteria before clicking Go. In order to see all of
your Returns, click the Go button.
Click the Go button.

Go

11. Your search results are displayed below the "Search Criteria."

Click the Receipt link for the receipt in which you would like to inquire further
about with the Return.

In this example, click the Receipt link for 22274.
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LM & nttps: /projectsppsh.

-a2cx
iSupplier Portal

Home | Orders | Shipments | Finance

| Returns | Overdue Receipts | On-Time Performance
Shipments: Returns >
Receipt T

OoORACLE’
USER PRODUCTIVITY KIT

(2 iSupplier Portal: Summary .. * -

N Navigator v B2 Favorites v Home Logout Preferences

iptPO Number ‘l‘

Return to Shipments: Returns

Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspl... |

22274 POWAI26760201 |1 CONSTRUCTION,  Dollar 755865.66
WATER (s)
SYSTEM/PLANTS
MAIN AND SERVICE
LINE

HNet
UOM  Ordered Returned Received Defects Location
1718.01

Home Orders Shipments Finance Home Logout Preferences

Receipt [Promised eed-By

Date |Date  Date  Performance
60000 CAD-North 13-Feb- (02Jun-  02-Jun- Late
lLine 2014 2013 2013
Maintenance 16:46:55 00:00:00 00:00:00
Export

Step Action

12.

The Receipt Transactions window now appears.
Click the Returned Number link to view Return information.

In this example, click on the Returned Number link 1718.01.

€5

& nttps://projectlappsh., O~ @ RS X

iSupplier Portal

S

Home | Orders

Receipts |

Shipments | Finance
Returns | Overdue Receipts | On-Time Performance

(2 Internet Supplier PortalRet... *

n Navigator v

B2 Favorites ¥ Home Logout Preferences

Return to Receipt :

1

Shipments: Returns > Receipt Transactions > Receipt - >
Returns Summary
Receipt
Receipt Shipment RMA Creation Supplier Item Quantity Quantity
‘Organization Number PO Number Number Number Date Item Ttem iptie uomM ) Return Date Reason Su|
BOCCOU 22274 |POWA12676020 RM:234234 13-Feb-2014 CONSTRUCTION, Dollar 61718.01 1718.01  28-Feb-2014 10:59:44 TR
WATER (s) co
SYSTEM/PLANTS
MAIN AND

Home Orders Shipments Finance Home Logout Preferences Help

SERVICE LINE

tlappsh utsourcing.com/OA_HTML/OA jsp?... |
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Step Action

13. The Returns Summary window now appears.
Click the PO Number link to see the Purchase Order associated to this Return.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.

Click the PO Number link.

POWA12676020

14. Click the Return to Receipt : link.
[Return to Receipt :|

£ ¥
LSRG & https fprojectizpopshs O = @ 2 & X | & isupplier Portak: Receipt Det... [l
=

iSupplier Portal
n Navigator v B2 Favorites ¥ Home Logout Preferences
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Returns >  Receipt Transactions >
Receipt: 22274
Export
Creation Datz  13-Feb-2014 16:47:50 Containers
Organization BOCC MO Waybill/Airbill
Supplier TRAINING COMPANY Freight Carrier
Supplier Site  BOOCO1PO Bill of Lading
Shipment Number Attachments None
Shipment Date Received By Mason-Davis, Jane E (Jane)

Packing Slip Receiver Comments Invoice 055978 Payment =
$58,632.11 Retainage Held =
$3,085.90

Receipt Transactions
Promised Need- HNet
Receipt Date - Date By Date PO Number Li I ) Job ipti UOM Ordered Returned Received Defects Location
13-Feb-2014 02-Jun-  02-Jun- Late POWA126760201 |1 CONSTRUCTION, Dollar 755865.66  1718.01 60000 CAD-Nort|
16:46:55 2013 2013 'WATER (s) Line
00:00:00 00:00:00 SYSTEM/PLANTS Maintenar
MAIN AND
SERVICE LINE
Return to Receipt Transactions Export
Home Orders Shipments Finance Home Logout Preferences
Privacy Statement Copyright () 2008, Cradle. Al rights reserved.
https://projectlappsh utsourcing.com/OA_ HTML/OA jsp?... | g

Step Action

15. You are now back in the Receipt: (Receipt Number) window. You can follow the
training document from the beginning to view additional returns.

Click the Home link to return to the Home Page.

Home

16. You have now completed the View Returns exercise.

You now can successfully view your companies returns from the City of Tampa and
Hillsborough County.
End of Procedure.
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View Overdue Receipts

Procedure

After completing this exercise, you will be able to View your Overdue Receipts from the City of
Tampa and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

Forgot Password. Click Here to Reset

Accessibility None

About this Page  Privacy Statement

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com”.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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sho O = @ 2 G X || @ Oracle Applications Home ... % el ok o

E-Business Suite U A T

B Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Woridist
[ Personafize | Full List (2)
3 poing Business with Gy of Tampa From(Type [subject [sent~  |pue
|2 |5 ging Business with Hilsborough County} POS Supplier Registration  Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Registration Approval

53 supplier Profile, User and Task Manager -
Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal..oracleoutsourcing.com/QA_HTML/OA jspP... | .

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.
Doing Business with Hilsborough Coun

This is your Transaction Home Page. Notifications can be seen under the
"Notifications" portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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LG & nitps:/fprojectiappsh, O = @ B & X | @ isupplier Portak Home Page X

T .
T L J iSupplier Portal
Seccren ] Count X -

Shipments | Finance

Search PO Number - E

N Navigator v B Favorites v ne Logout Preferences Help

Notifications Orders

* Agreements
Subject Grim « Purchase Orders
Hillsborough County and the City of Tampa Supplier Collaboration . 12-Mar-2014 10:20:04 » Purchase Histo
Hillshorough County and the City of Tampa Supplier Collsboration ... 12-Mar-2014 10:20:00 shipments

& Overdue Receipts
E2l Eecelots,

L Orders At A Glance « Receipts

e Returns
PO Number Description Order Date S The e
214205029 28-Jan-2014 11:35:20 Invoices
213210110 13-Jan-2014 08:21:55 e Invoices
214204033 03-Jan-2014 09:35:20 payments
214203748 Immediate Pipeline Repair-WORCS 11 23-Dec-2013 07:49:27

e Payments
214203432 13-Dec-2013 11:05:58

Home Ord Shipments Finance Home Logout Pref

y Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Step Action

8. The Home window now appears.

Click the Shipments tab at the top of the page.

L bl S nitps.//projectisppsh.. O~ @ B G X | @ isupplier Portak Receipts Su.. < [l

— ‘
L"L WD iSupplier Portal

N Navigator v B Favorites v ut Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time F
View Receipts ——
Overdue Receipts |
Simple Search

Advanced Search
Receipt Number organzation | ] @
PO Number Ttem Number I:l Q@
e 1) swplerzem | . A
Release Number
(eample : 1234-7) Item Description

Shipment Number

Shipped Date

Creation Shipped  Packing Freight  Billof PO

Receipt Date Organization Shipment Date Slip Containers Waybill/ Airbill Carrier  Lading  Number TInveice Attachments
No search

conducted.

Finance Home L

acy Statement

ps://projectlappsh: utsourcing.com/OA_ HTML/OA jsp?... |
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Step Action
9. The View Receipts window now appears.

Click the Overdue Receipts link.
rdue Recei

2 https://projectlappsh.. O ~ @ & G X | @ isupplier Portak: Overdue R... * -
=

iSupplier Portal
N Navigator v B Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
Overdue Receipts
Export
Simple Search
Note that the search is case insensitive Advanced Search
Organization Q
PO Number
Ttem Q
Supplier Ttrem Q
Due Date =]
(example: 13-Mar-2014)
6o | | Clear
PO Supplier Item Due Quantity Quantity ship-To Supplier Config
Organization Number Ttem Ttem Description  Date  UOM Ordered Received Location Carrier Buyer ID
No search
conducted.
Export
Home Orders Shipments Finance Home Logout Preferences Help
Privacy Statement Copyright (3 2008, Oracle. All rights reserved
hitps:/projectlappshtitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... | L

Step

Action

10.

The Overdue Receipts window now appears.

You can fill out any of the search criteria before clicking Go. In order to see all of
your Overdue Receipts, click the Go button.
Click the Go button.

Go

11.

Your search results are displayed below the "Search Criteria."
All of your Overdue Receipts will be displayed.

Click the PO Number link to see the Purchase Order associated to this Overdue
Receipt.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.
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Step Action

12. Click the Ship-To Location link to see additional details about the Ship-To
Location.

In this example, click on the Ship-To Location link for CAD-North Line
Maintenance.

Ll & nitps:/fprojectisppsh.. O~ @ 2 G X | @ isupplier Portak Address Pa... * [t

iSupplier Portal

n Navigator ¥ B? Favorites ¥

Home Logout Preferences
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Overdue Receipts >
Ship-To Location
Address Line 1 9811 Sheldon Rd

City Tampa

State FL

For

-

Zip Code 33635

County Hillsborough
Hillsborough

Country United States

Return to Overdue Receipts

TR e Iy ey e Orders Shipments Finance Home Logout Preferences

Privacy Statement Gopyright (<) 2008, Cracle. All rights resenved

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... |

Step Action

13. The Ship-To Location window now appears.

Click the Return to Shipments: Overdue Receipts link.
[Return to Shipments: Overdue Receintg
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2 https://projectiappsh.. O ~ @ B & X | & isupplier Portak: Overdue R... X .

iSupplier Portal

1 Navigator v B Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance

Overdue Receipts

Simple Search

Note that the search is case insensitive
oganzaton [ Q&
PO Number l—
O
supplertem [ Q&

Due Date

(example: 13-Mar-2014)

Lo [

m

Supplier
Supplier Quantity Quantity |Ship-To Config
Number Item ipti Due Date + UOM Ordered Received |Location Carrier Buyer m
BOCCOU  POWA12676020 CONSTRUCTION,  02-Jun-2013 00:00:00 Dollar 755865.66 576621.72 CAD-orth Line Best  Crobiree
WATER (s) Maintenance ~ Way ~Mary K
SYSTEM/PLANTS (Mary) b
MAIN AND SERVICE
LINE
BOCCOU  DPWAL3732040 MAINTENANCE AND  05-Mar-2013 00:00:00 Dollar 1951.71 0 CAD-Public  |Best |Vasquez
REPAIR OF WATER (s) Utilities Way |DeniseH
SUPPLY AND SEWAGE Administration (Denise)
EQUIPMENT Building
BOCCOU  DPWAI13732040 MAINTENANCE AND ~ 05-Mar-2013 00:00:00 Dollar 4558.2  4218.56  CAD-Public ~ Best  Vasquez
hitps:// projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt | ) izm:fmamn Way ‘D[f:r"f:e'\* A

Step Action

14. You are now back in the Overdue Receipts window.

Click the Buyer link to see the contact information for the Buyer for this Purchase
Order.

In this example, click the Buyer link for Crabtree, Mary K.

[ ]

-
Ll & nips://projectisppsh.. O = @ B & X | & isupplier Portsk Buyer Cont... * [l ft ok It

iSupplier Portal

n Navigator v B2 Favori Home Logout Preferences

Receipts | Retumns | Overdue Receipts | On-Time Performance
Shipments: Overdue Receipts >

Buyer: Crabtree, Mary K {Mary)

Export

Full Hame Crabtree, Mary K (Mary)
Phone Number
Email Address  crabtreem@hillsboroughcounty.org
Mail Stop
Fax Number
Pager Number
Address 601 E Kennedy Blvd
18th Floor
City Tampa
State FL
Zip Code 33602
Country US

Return to Overdue Receipts

Home Orders Shipments Finance Home Logout Preferences

y Statement

hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... | =
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Step Action

15. The Buyer: (Buyer Name) window now appears.

Click the Return to Shipments: Overdue Receipts link.
[Return to Shipments: Overdue Receir:ltg

& 2 https://projectiappsh.. O ~ @ B & X | & isupplier Portak: Overdue R... X

iSupplier Portal
1 Navigator v B Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Overdue Receipts | On-Time Performance
Overdue Receipts
Export
Simple Search
Note that the search is case insensitive Advanced Search
Organization Q B
PO Number
Ttem Q
Supplier Ttem Q
Due Date @
(example: 13-Mar-2014)
Go Clear
Supplier
Supplier Quantity Quantity Ship-To Config
Number Item ipti Due Date + UOM Ordered Received |Location Carrier Buyer m
BOCCOU POWA12676020 CONSTRUCTION, 02-Jun-2013 00:00:00 Dollar 755865.66 576621.72 CAD-North Line Best Crabtree,
WATER (s) Maintenance ~ Way ~ Mary K
SYSTEM/PLANTS (Mary) I
MAIN AND SERVICE
LINE
BOCCOU DPWA13732040 MAINTENANCE AND  05-Mar-2013 00:00:00 Dollar 1951.71 0 CAD-Public Best
REPATR OF WATER (s) Utilities Way
SUPPLY AND SEWAGE Administration
EQUIPMENT Building
BOCCOU DPWA13732040 MAINTENANCE AND  05-Mar-2013 00:00:00 Dollar 4558.2 4218.56 | CAD-Public Best
utilitie
hitps:/projectlappsh utsourcing.com/OA_ HTML/OA jsp?... | (=) (utites L] |

Administration

Step Action

16. You are now back in the Overdue Receipts window. You can follow the training
document from the beginning to view additional overdue receipts.

Click the Home link to return to the Home Page.

Home

17. You have now completed the View Overdue Receipts exercise.

You now can successfully view your companies overdue receipts from the City of
Tampa and Hillsborough County.
End of Procedure.

View On-Time Performance
Procedure

After completing this exercise, you will be able to View your On-Time Performance from the
City of Tampa and Hillsborough County.
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This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.

pphe D= @ B & X | @ Login x il

Cepyright (c) 2008, Oracle. Al rights reserved.

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com®.
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel®.
5. Click the Login button.
Login
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t Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Woridist
[ Personafize | Full List (2)
3 poing Business with Gy of Tampa From(Type [subject [sent~  |pue
|2 |5 ging Business with Hilsborough County} POS Supplier Registration  Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Registration Approval

53 supplier Profile, User and Task Manager -
Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal..oracleoutsourcing.com/QA_HTML/OA jspP... | .

Step

Action

The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.
Duin Business with Hillsborough Coun

This is your Transaction Home Page. Notifications can be seen under the
"Notifications™ portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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)

&5

TP
@ Hilkh h
e |

Shipments | Finance

& nttps://projectlappsh., O~ @ RS X

iSupplier Portal

Search PO Number -

lhlmt'l:lﬁ

(2 iSupplier Portal: Home Page *

B Favorites ¥

Subject
Hillsborough County and the City of Tampa Supplier Collaboration
Hillsborough County and the City of Tampa Supplier Collaberation ...

E-_ Orders At A Glance

Training Guide
ISupplier - Supplier Users

ut Preferences Help

Orders

Full List
Date

12-Mar-2014 10:20:04
12-Mar-2014 10:20:00

PO Number
214205029
213210110
214204033
214203748
214203432

Description

Immediate Pipeline Repair-WORCS 11

Home Ord

;acy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Order Date

28-Jan-2014 11:35:20
13-Jan-2014 08:21:55
03-Jan-2014 09:35:20
23-Dec-2013 07:49:27
13-Dec-2013 11:05:58

Finance Home Logout Prefe

* Agreements
s Purchase Orders

* Purchase History
s Overdue Receipts
[ecsints,
e Receipts
e Returns
s On-Time Performance
Invoices
» Invoices
Eayments,
e Payments

Step Action

8. The Home window now appears.

Click the Shipments tab at the top of the page.

- .
@ e @)
H“é:"“ J

iSupplier Portal

Home | Orders | Shipments | Finance

Receipts | Returns | Overdue Receipts | On-Time Performance

T Navigator v B Favorites v

ut Preferences Help

View Receipts

Simple Search

Receipt Number

PO Number
(example : 1235)
Release Number
(example : 1234-2)
Shipment Number

Shipped Date
14)

(example:

y Statement

&
&
g

Organization

Remwomber | o Q
Supplier Ttem
Item Description

Packing

Creation Shipped
Receipt Date Organization Shipment Date Slip
No search

conducted.

urcing.com/OA_HTML/OA jsp?... |

Freight
Containers Waybill/ Airbill Carrier

Advanced Search

Bill of PO

Lading Number Invoice Attachments

ight (c) 2008, Oracle. Al rig

Page 129




Training Guide ORACLE
iSupplier - Supplier Users USER PRODUCTIVITY KIT

Step Action

9. The View Receipts window now appears.

Click the On-Time Performance link.

}Qn—Tirne Performance |

-y ¥
(— (all & https: //projectizppsh.. O = @ B & X | & isupplier Portak: On-Time P... % -

iSupplier Portal
N Navigator v B Favorites v Home Logout Preferences Help
Home | Orders | Shipments | Finance
Receipts | Returns | Owerdue Receipts | On-Time Performance
On-Time Performance
Export
Simple Search
Note that the search is case insensitive Advanced Search
Organization Q, PO Number
Due Date =] Shipment Number
fe: 13-Mar-2014)
(examp tar-2014) T Q
Receipt Number
‘Waybill/Airbill Number
Supplier Ttem Q B
Delivery Status -
Go Clear
PO Due Shipment Receipt Receipt Supplier Quantity  Waybill/ Airbill Delivery Configuration
Organization Number Date Number HNumber Date Item Item Description UOM Received Number Carrier Status d
No search
conducted.
Export
Home Orders Shipments Finance Home Logout Preferences Help
Privacy Statement Gopyright () 2008, Gracle. All rights reserved
hitps:/projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... | L

Step Action

10. The On-Time Performance window now appears.

You can fill out any of the search criteria before clicking Go. In order to see all of
our On-Time Performance, click the Go button.

Go

11. Your search results are displayed below the "Search Criteria."”
Your On-Time Performance is displayed with your Delivery Status.

Click the PO Number link to see the Purchase Order associated to this
Performance.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.

Click the PO Number link.

213210110
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Step Action

12. Click the Receipt Number link to see the Receipts associated to this Performance.

Please see the View Receipts training document for further instructions on viewing
Receipts.

13. You can follow the training document from the beginning to view additional On-
Time Performances.

Click the Home link to return to the Home Page.

Home

14. You have now completed the View On-Time Performance exercise.

You now can successfully view your on-time performance with the City of Tampa
and Hillsborough County.
End of Procedure.

Inquiry: Shipments Conclusion
You have successfully completed the Inquiry: Shipments section and have learned how to:

View all of your Receipts

View all of your Returns

View all of your Overdue Receipts
View your On-Time Performance

Inquiry: Finance
After you have completed the Inquiry: Finance section, you will be able to:

e View all of your Invoices
o View all of your Payments

View Invoices

Procedure

After completing this exercise, you will be able to View your Invoices from the City of Tampa
and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.
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2 https://projectlappsh., O~ @& R A X

“User Name

(Gity: "First Name.Last Name” County:"CNTYoooo” xcoca is EmpHumber)
*Password

(example: 4us9v23)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (<) 2006, Oracle. Al rights reserved

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field.
2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".
3. Click in the Password field.
4, Enter the desired information into the Password field. In this example,
enter "welcomel".
5. Click the Login button.
Login
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~y

LSRG & nitps:/fprojectioppsha O = @ 2 & X | @ Oracle Applications Home .. X

-Business Suite

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu T
Personalize e
2 [0 0in0 Business with City of Tamoa) From Type [subject [sent~  |pue
DDning Business with Hilsborough County POS Supplier Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014

and Profile Collaboration Network: Registration Approval

3 sunplier Profie, User and Task Manager n
Supplier User Registration Hillsborough County and the City of Tampa Supplier 12-Mar-2014

Workflow Version 2 Collaboration Network: Confirmation of Registration
¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. All rights reserved.

[ https://projectiappshctftestdmal.oracleoutsourcing.com/QA_HTML/OA jspP... |

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

In this example, click the Doing Business with City of Tampa link.

7. This is your Transaction Home Page. Notifications can be seen under the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.

"Notifications™ portion of the window. The "Orders At A Glance" portion of the
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‘ Lo
& https//projectiappsh.. O =~ @ B & X | @ isupplier Portal: Home Page

ut Prefers

OoORACLE’
USER PRODUCTIVITY KIT

Search PO Number - Fmancei IE'
Notificati
* Agreements
el Date « Purchase Orders

Hillsborough County and the City of Tampa Supplier Collaboration ... 12-Mar-2014 10:20:04 » Purchase Histo

Hillshorough County and the City of Tampa Supplier Collsboration ... 12-Mar-2014 10:20:00 shipments

& Overdue Receipts
Eg) Eecelots,

—  Orders At A Glance « Receipts

* Returns
PO Number Description Order Date Sl The e
114204836 2012-617 & 2013-645 05-Feb-2014 13:42:17 Invoices
114204831 2013-645 05-Feb-2014 10:19:57 e Invoices
114204830 2013-645 05-Feb-2014 10 31 payments
114201534 per reso 2013-645 good thru 7/25/14 03-Feb-2014 16:25:20

e Payments
114203242 reso 2012-617 03-Feb-2014 16:22:08

Home Ord Finance Home Logout Prefe

ivacy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Action

8. The Home window now appears.

Click the Finance tab at the top of the page.

(& iSupplier Portal: View Invoic... ¥

LGl & nttps /fprojectiappsh.. O~ @ B & X

UAT

B Favorites ¥ L

View Invoices | View Payments

ut Preferenc

View Invoices

Invoice Number Payment Status ~
PO Number Invoice Amount From To |
(=) Amount Due From To |

Release Number

Invoice Date From

& o[

Due Date From Ti
(example: 13-Mar-2014)

(example : 1234-2)
Payment Number

Invoice Status

o] (G ]

Invoice On Payment Due PO Discount Available
Invoice Date Type Currency Amount Due Status Hold Status  Date Payment Number Receipt Date
No search
conducted.

Shipmel Finance Home Logout Prefe

cy Statement

ps:/{projectlappsh: utsourcing.com/OA_ HTML/OA jsp?... |

Advanced Search

Discount Attachments Amount Report

HNetted Netting
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Step Action

9. The View Invoices window now appears.

You can fill out any of the search criteria before clicking Go. In order to see all of
our Invoices click the Go button.

Go

10. Your search results are displayed below the "Search Criteria."”

Click the Invoice link for the invoice in which you would like to inquire further
about.

In this example, click the Invoice link for DIST02-16.

L SBG & httos //projectiappshis B = @ 2 & X | @ isuppiier Portal: Invoice Det... X

iSupplier Portal U A T

M Navigator v B Favorites » Home Logout Preferences

Home | Orders | Shipments | Finance

View Invoices | View Payments

Finance: View Invoices >

Standard Invoice: DIST02-16 (Total USD 44,274.20)
Currency=USD

Export
Payment Information
General Amount Summary, Paid 44,274.20
Invoice Date  28-Jan-2014 Tem 44,274.20 Discount Taken 0.00
Status Approved Freight 0.00 Due 0.00
on Hold Miscellaneous  0.00 Status  Paid
Batch RFM-02-06-2014-RETAINAGE Tax poo & Payment Date 06-FEB-2014
Attachments None Prepayment 0.00 Payment 5011569
Supplier TRAINING COMPANY Retainage 0.00 Term NET 45 DAYS
Supplier Site  CTPADL Withholding Tax 0.00
Address 1501 2ND AVE Total 44,274.20
TAMPA, FL 33605-5500
Invoice Lines = Scheduled Payments  Hold Reasons
Tax| PO PO PO
Line ~ [Type Description Qty UOMPrice Included| Amount Retainage Status Number Line Shipment Buyer Receipt
1 Ttem Construction for Misc Distribution Trems. 44,274.20 0.00 Approved 11420162011 1 Rosario
Contraet No. 12-C-00035 Resolution No. Ivette

2012-617

Return to Finance: View Invoices Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Copyright (¢} 2008, Cradle. Al rights reserved

hitps://projectlappshetitestdmal oracleoutsourcing.com/OA_HTML/OA jsp?... |

Step Action

11. The Standard Invoice: (Invoice Number) window now appears.
This page will give you an overview of this invoice.
Click the Scheduled Payments link to see any payments that are scheduled with

this invoice.
Ischeduled Payments|

12. Click the Hold Reasons link to see if there are any holds on this invoice.
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Step Action

13. Click the Invoice Lines link to see the invoice lines associated with this invoice.
14. Click the Buyer's name link to see the information related to the Buyer associated to

the Purchase Order.

L B & httos /lprojectizpp:hit O'= @ B & X | @ isuppler Portal: Buyer Cont... x

iSupplier Portal

1 Navigator v B2 Fayorites w Home Logout Preferences

Home | Orders | Shipments | Finance
View Invoices | View Payments

Finance: View Invoices > Imoice Details >
Buyer: Rosario, Ivette

Full Name Rosario, Ivette
Phone Number 813-274-8837
Email Address Ivette.Rosario@tampagov.net
Mail Stop
Fax Number
Pager Number
Address 306 E Jackson St
Tampa Municipal Office
Building
City Tampa
State FL
Zip Code 33602
Country US

Return to Invoice Details Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Copyright (¢} 2008, Cradle. Al rights reserved.

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspl... |

Step Action

15. The Buyer: (Buyer Name) window now appears.
Here you will see all of the contact information for the Buyer.

Click the Return to Invoice Details link.
[Return to Invoice Detailg|
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6 Gl & nttps:/projectlappsh.. O - @ B G X (& iSupplier Portal: Invoice Det.. %
&7 — —

iSupplier Portal

1 Navigator v B Fayorites w Home Logout Preferences
Home | Orders | Shipments | Finance
View Invoices | View Payments
Finance: View Invoices >
Standard Invoice: DIST02-16 (Total USD 44,274.20)

Currency=USD
Payment Information
General Amount Surenary, Paid 44,274.20
Invaice Date  28-Jan-2014 liem 44,274.20 Discount Taken 0.00
Status Approved Freight 0.00 bz TTD
on Hold Miscellaneous 0.00 Status - Paid
Batch RFM-02-06-2014-RETAINAGE Tax g.o0 1 i T
Attachments None Prepayment 0.00 Pz L)
Supplier TRATNING COMPANY Retainage 0.00 Term "01156"5
Supplier Site CTPADL Withholding Tax 0.00
Address 1501 2ND AVE Total 44,274.20
TAMPA, FL 33605-5500
Invoice Lines Scheduled Payments Hold Reasons
Tax| PO PO PO
Line ~ (Type Description QtyUOMPrice Included| Amount Retainage Status Humber Line Shipment Buyer  Receipt
1 Tem Construction for Misc Distribution Trems. 44,274.20 0.00 Approved 1142016201 1 Rosario
Contract No. 12-C-00035 Resalution No. Ivette

2012-617

Return to Finance: View Invoices Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jsp... |

Step

Action

16.

You are now back in the Standard Invoice: (Invoice Number) window.
Click the Payment Number link to see the Payments associated to this invoice.

Please see the View Payments training document for further instructions on viewing
Payments.

17.

Click the PO Number link to see the Purchase Order associated to this invoice.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.
114201620

18.

Once you are finished reviewing this invoice, click the Return to Finance: View
Invoices link at the bottom of the page.

[Return to Finance: View Invnicej
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L MG & nttps /iprojectiappshi O = @ 2 & X | @ isuppiier Portal: View Invoic... X

iSupplier Portal

Home | Orders | Shipments | Finance
View Invoices | View Payments
View Invoices

N Navigator ¥

B Favorites ¥

UAT

Home Logout Preferences

Help

Invoice Status

(example: 13-Mar-2014)

Export
Simple Search
Al
Invoice Number Payment Status ~
PO Number Invaice Amount From To |
{example : 1234) Amount Due From To |
Release Number
T Invaice Date From To | =)
Payment Number Due Date From To B

<) Previous 1-

‘ ‘ On Payment Due Discount Available
Invoice |Invoice Date~ Type  Currency, Amount Due Status Hold Status  Date Payment PO Number i Discount hi
70004393 11-Feb-2014  Standard USD 700.00  700.00 Rejected Mot Paid |28-
MAR-
2014
DIST02-16 28-Jan-2014  Standard USD 44,274.20 0.00 Approved Faid 14- 5011569 114201620
MAR-
2014
WT7925- 28-Jan-2014  Standard USD 356.95  356.95 Approved Mot Paid |30- 114202460
16 SEP-
RETAINAGE 2046
WT76548- 28-Jan-2014  Standard USD 10,295.44 10,295.44 Approved Mot Paid |30- 114202625
16 |SEP- L
https://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspZ.n |y S ,

Step Action

19. You are now back in the View Invoices window. You can follow the training

document from the beginning to view additional invoices.

Click the Home link to return to the Home Page.

Home

20. You have now completed the View Invoices exercise.

You now can successfully view your companies invoices from the City of Tampa
and Hillsborough County.
End of Procedure.

View Payments

Procedure

After completing this exercise, you will be able to View your Payments from the City of Tampa
and Hillsborough County.

This process is the same for both Doing Business with City of Tampa and Doing Business with
Hillsborough County.
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“User Name

(Gity: "First Name.Last Name” County:"CNTYoooo” xcoca is EmpHumber)
*Password

(example: 4us9v23)
Login || Cancel
Forgot Password. Click Here to Reset

Accessibility None -

About this Page  Privacy Statement Copyright (<) 2006, Oracle. Al rights reserved
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Step Action

1. From the iSupplier Portal Log-in Page, click in the User Name field.

2. Enter the desired information into the User Name field. In this example,
enter "userl@trainingcompany.com".

3. Click in the Password field.

4, Enter the desired information into the Password field. In this example,
enter "welcomel".

5. Click the Login button.

Login
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LSRG & nitps://projectlappsh., O - @ B & X ’_‘
E-Business Suite U A I

B2 Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

‘Worklist
[ Personafize | Full List (2)
7 Duing Business with City of Tampa From(Type [subject [sent~  |Due
|2 |85 ging Business with Hilsborough County} POS Supplier Registration  Hillsborough County and the City of Tampa Supplier |12-Mar-2014
il 5y00ker Profie, User and Tock Manages and Frofile Collaboration Network; Registration Approval
2uppler Profile, User and Task Manager

Supplier User Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
Workflow Version 2 Collaboration Network: Confirmation of Registration

¥TIP Vacation Rules - Redirect or auto-respond to notifications.

¥TIP Worklist Access - Specify which users can view and act upan your notifications.

Logout Preferences Help

Privacy Statement Copyright () 2008, Cradle. Al rights reserved.

[ https://projectiappshctftestdmal..oracleoutsourcing.com/QA_HTML/OA jspP... |

Step Action

6. The Oracle Applications Home Page now appears.

Here you have three choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.
Doing Business with Hillsborough Coun

7. This is your Transaction Home Page. Notifications can be seen under the
"Notifications" portion of the window. The "Orders At A Glance" portion of the
window will have your most recent Purchase Orders.

On the right hand side of the window are quick links to all of your Orders,
Shipments, Receipts, Invoices and Payments.
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iSupplier Portal

Search PO Number

=

Netifications

-
(2 iSupplier Portal: Home Page

B Favorites ¥

Subject
Hillsborough County and the City of Tampa Supplier Collaboration
Hillsborough County and the City of Tampa Supplier Collaberation ..

E;‘ Orders At A Glance

Training Guide
ISupplier - Supplier Users

UAT

Home Logout Preferences Help

Orders

Full List
Date

12-Mar-2014 10:20:04
12-Mar-2014 10:20:00

PO Number
214205029
213210110
214204033
214203748
214203432

Description

Immediate Pipeline Repair-WORCS 11

Home Ord

;acy Statement

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jspP... |

Order Date

28-Jan-2014 11:35:20
13-Jan-2014 08:21:55
03-Jan-2014 09:35:20
23-Dec-2013 07:49:27
13-Dec-2013 11:05:58

Finance Home Logout Prefe

* Agreements
s Purchase Orders

* Purchase History
s Overdue Receipts
[eccints,
e Receipts
* Returns
s On-Time Performance
Invoices
» Invoices
Eayments,
e Payments

Action

Click the Finance tab at the to

The Home window now appears.

p of the page.

<« & nttps://projectisppsh., O~ @ B G X

BEEE

iSupplier Portal

View Invoices

(& iSupplier Portal: View Invoic... ¥

N Navigator ¥

B Favorites v

UAT

Home Logout Preferences Help

Invoice Number Payment Status

l—
l—
(example : 1234)
Release Number

(example : 1234-2)
Payment Number

PO Number Invoice Amount From
Amount Due From
Invoice Date From

Due Date From

Invoice Status h

y Statement

tlappsh T

urcing.com/OA_HTML/OA jsp?... |

Advanced Search

To |

To |

B To |

(example: 13-Mar-2014)

TInvoice On  Payment Due
Invoice Date Type Currency Amount Due Status Hold Status

No search

conducted.

Finance Home Lo

E

PO
Date Payment Number Receipt Date

Discount Available Netted Netting

Discount Attachments Amount Report

yight (c) 200
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Step Action

9. The View Invoices window now appears.

Click the View Payments link.

Eiew Fayments |

2 https//projectiappsh.. O = @ B G X | & isupplier Portal: View Paym... X

iSupplier Portal U A T

N Navigator v B Favorites ¥ Home Logout Preferences

[

Home | Orders | Shipments | Finance
View Invoices | View Payments
View Payments

Export
Simple Search
Note that the search is case insensitive Advanced Search
Payment Number Status Q
Invoice Number Fayment Amount From | To |
FO Number Payment Date From To

(xample : 1234) (example: 13-Mar-2014)
Relaase Number
(xample : 1234-2)
6o Clear
Payment Payment Date Currency Amount Method Status Status Date Bank Account Invoice PO Number
No search conducted.

Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Gopyright (<) 2006, Oracle. All rights reserved

hitps:/projectlappshtitestdmal oracleoutsourcing.com/OA_HTML/OA jspt... |

Step Action

10. The View Invoices window now appears.

You can fill out any of the search criteria before clicking go. In order to see all of
our Payments click the Go button.

Go

11. Your search results are displayed below the "Search Criteria."”

Click the Payment link for the payment in which you would like to inquire further
about.

In this example, click the Payment link for 3446645.
Click the Payment link.
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6 il & hitps:/fprojectlappsh., O~ @ B A X (& iSupplier Portal: Payment D... *

iSupplier Portal

N Navigator v BF Favorites v Home Logout Preferences

Home | Orders | Shipments | Finance
View Invoices | View Payments
Finance: View Payments >

Payment: 3446645 (Total USD 58,632.11)

Payment Date 25-Feb-2014 Supplier KIMMINS CONTRACTING CORPORATION
Method Check Supplier Site BOOCOIRM
Status Negotiable Address 1501 E 2ND AVE
Status Date 25-Feb-2014
TAMPA FL 33605
Bank Account BOCC DISBURSEMENT
Included Invoices
Invoice [Invoice Date  Type Currency Amount Status  Payment Status Payment PO Humber Receipt  Attachments
56074 24-Jan-2014 Standard USD 58,632.11 Approved  Paid 58,632.11 POWA12676020
56074

REtuBn(E‘ View Payments Export

Home Orders Shipments Finance Home Logout Preferences

Privacy Statement Gopyright (<) 2006, Oracle. All rights resenved

hitps://projectlappshctitestdmzl oracleoutsourcing.com/OA_HTML/OA jsp... L

Step

Action

12.

Click the Invoice Number link to view the Invoice associated to this payment.

Please see the View Invoices training document for further instructions on viewing
Invoices.

13.

Click the PO Number link to see the Purchase Order associated to this invoice.

Please see the View Purchase Orders training document for further instructions on
viewing Purchase Orders.

14.

Once you are finished reviewing this Payment, click the Return to Finance: View
Payments link.
IReturn to Finance: View F'a*,-‘mentj

15.

You have now completed the View Payments exercise.

You now can successfully view your companies payments from the City of Tampa
and Hillsborough County.
End of Procedure.

Inquiry: Finance Conclusion
You have successfully completed the Inquiry: Finance section and have learned how to:

View all of your Invoices
View all of your Payments
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Course Conclusion
You have successfully completed the iSupplier: Supplier course and have learned how to:

Submit Prospective Supplier Requests and Log in

Update Organization Details and Business Classifications for your company
Make Changes to your Address Book

Make Changes to your Contacts

Make Changes to your NIGP Category Codes

Inquire on your Orders

Inquire on your Shipments

Inquire on your Finances

Respond to Registration Invitations (Existing Suppliers Only)
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