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

 Register and Access the iSupplier Portal 

 Make Changes to your Company Profile 

 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: 

 Submit your Registration through the Registration Process 

 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. 
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Step Action 

1. The City of Tampa and Hillsborough County Common Prospective Supplier 

Registration window now appears. 

 

Click in the Company Name/Supplier Name field. 

2. Enter the desired information into the Company Name/Supplier Name field. In this 

example, enter "Training Company". 

3. Click in the Tax Country field. 

 

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

window. 
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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. 

 

8. Click the Quick Select button for your Country. In this example click the Quick 

Select button for "United States" 
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Step Action 

9. 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 "user1@trainingcompany.com". 

14. Click in the First Name field. 

 

15. Enter the desired information into the First Name field. In this example, 

enter "John". 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 5 

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.  
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Step Action 

26. The Prospective Supplier Registration: Additional Details window now appears. 

 

Click in the Note to Approver field. (Optional) 

27. 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. 

 

 

 
 

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. 

 

51. Follow the previous steps to create additional addresses for your company. If no 

more addresses are necessary, please continue. 

 

 
 

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" 

portion of the window. 
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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. 
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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. 
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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. 

 

 

 
 

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. 
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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. 

 

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. 
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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. 

 

 

 
 

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. 

 

 

 
 

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. 
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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. 
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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. 
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Step Action 

81. Click the Yes button. 

 

 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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Step Action 

1. 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. 
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Step Action 

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

retrieve your username. 

 

Open your Email by clicking back on your email application. 

 

 

 
 

Step Action 

3. When back in your email, highlight your username. 
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Step Action 

4. Right-click on the highlighted Username. 
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Step Action 

5. Click the Copy menu item. 

 

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

 

 
 

Step Action 

6. Open the Login by clicking back on your internet browser in which the  application 

is open. 
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Step Action 

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

Name field. 
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Step Action 

8. Click the Paste menu item. 

 

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

 

 

 
 

Step Action 

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

10. When back in your email, highlight your temporary password. 

 

 
 

Step Action 

11. Right-click the highlighted Temporary Password object. 
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Step Action 

12. Click the Copy menu item. 

 

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

13. Open the Login again by clicking back on your internet browser in which the  

application is open. 

 

 

 
 

Step Action 

14. When you are back in the application log-in screen, Right-click in 

the Password field. 
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Step Action 

15. Click the Paste menu item. 

 

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

16. Click the Login button. You will be asked to change your password the first time 

you log-in. 

 

 

 
 

Step Action 

17. The Change Password window now appears. 

 

Right-click in the Current Password field. 
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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. 
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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 "welcome1". 

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 "welcome1". 

23. Click the Submit button. 

 

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:  

 Submit your Registration through the Registration Process 

 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: 

 Update your Organization Details 

 Update your Organization Business Classifications 

Update Organization Details 

Procedure 

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

company. 

 
 

Step Action 

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

 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 33 

Step Action 

2. Enter the desired information into the User Name field. In this example, 

enter "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 

 

 

 
 

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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Step Action 

7. The General Profile window now appears. 

 

Click the Organization link on the left side toolbar. 
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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. 

 

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

 

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. 
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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 

 

 

 
 

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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Step Action 

7. The General Profile window now appears. 

 

Click the Organization link on the left side toolbar. 
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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. 

 

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. 

 

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

 

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: 

 Update your Organization Details 

 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: 

 Create a New Address 

 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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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

Click the Address Book link on the left side toolbar. 
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Step Action 

8. The Address Book window now appears. 

 

Click the Create button to create a new address. 

 

 

 
 

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. 
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Step Action 

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

 

Click the Home link to return to the Home Page. 

 

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. 
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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

Click the Address Book link on the left side toolbar. 
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Step Action 

8. Find the Address that needs to be deleted. Then click the Remove (Trash Can Icon) 

button for the address to be deleted. 

 

 

 
 

Step Action 

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

 

Click the Yes button to confirm the delete. 
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Step Action 

10. Notice the address is no longer in existence.  

 

Click the Home link to return to the Home Page. 

 

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: 

 Create a New Address 

 Delete an Existing Address 

 

 

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

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

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

Password 

 Delete Existing Contacts 

Create New Contact 

Procedure 

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

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

Click the Contact Directory link on the left side toolbar. 
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Step Action 

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

 

Click the Create button to create a new contact. 

 

 

 
 

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. 

 

27. Click the Apply button to create your new contact. 
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Step Action 

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

 

Click the Home link to return to the Home Page. 

 

29. 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. 

End of Procedure. 

Update Existing Contact 

Procedure 

 
After completing this exercise, you will be able to Update an Existing Contact. 
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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

Click the Contact Directory link on the left side toolbar. 
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Step Action 

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

 

 

 
 

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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Step Action 

13. Highlight the Email Address for this contact. 

 

 
 

Step Action 

14. Press [Ctrl+C] or right click and select Copy. 
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Step Action 

15. Click in the Username field. 

 

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. 
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Step Action 

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

 

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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 
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Step Action 

5. Click the Login button. 

 

 

 
 

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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Step Action 

7. The General Profile window now appears. 

 

Click the Contact Directory link on the left side toolbar. 
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Step Action 

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

 

 

 
 

Step Action 

9. 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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Step Action 

10. 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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Step Action 

11. You are now back in the Update Contact window. 

 

Click the Apply button. 

 

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

contact. 

 

Click the Confirm button. 
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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 

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

 

Click the Home link to return to the Home Page. 

 

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

 

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

End of Procedure. 

Make Changes to Contacts Conclusion 

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

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

Password 

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

Password 

 Delete Existing Contacts 

 

 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 69 

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

to: 

 Add Category Codes to your Profile 

 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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

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

 

 

 
 

Step Action 

9. 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. 

 

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. 

 

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. 
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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. 

 

 

 
 

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. 

 

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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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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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Step Action 

7. The General Profile window now appears. 

 

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

 

9. 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. 

 

 

 
 

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. 

 

 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 79 

 
 

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. 

 

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: 

 Add Category Codes to your Profile 

 Delete Existing Category Codes from your Profile 

 

 

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

 View all of your Purchase Orders 

 View all of your Agreements 
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 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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Orders tab at the top of the page. 
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Step Action 

9. 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. 

 

 

 
 

Step Action 

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

 

Click the Actions drop down list. 

 

11. Click the View PDF list item. 

 

12. Click the Go button to view the PDF Purchase Order. 
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Step Action 

13. Click the Open button if necessary to open the PDF file. 
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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. 

 

 

 
 

Step Action 

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

 

Click the Actions drop down list. 

 

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. 

 

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. 
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Step Action 

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

Order. 

 

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

Purchase Orders. 

 

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

Order. 

 

 
 

Step Action 

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

 

Click the Return to View Order Details link. 
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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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Step Action 

24. The Ship-To Location window now appears. 

 

Click the Return to View Order Details link. 
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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. 

 

 

 
 

Step Action 

27. You are now back in the Purchase Orders window. You can follow the training 

document from the beginning to view additional purchase orders.  

 

Click the Home link to return to the Home Page. 

 

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

 

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

Tampa and Hillsborough County. 

End of Procedure. 

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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Orders tab at the top of the page. 
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Step Action 

9. The Purchase Order window now appears.  

 

Click the Agreements link. 

 

 

 
 

Step Action 

10. The Supplier Agreements window now appears. 

 

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

your Agreements, click the Go button. 

 

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

 

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

would like to inquire further about. 

 

In this example, click the PO Number/Agreement Number link for 210200346. 
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Step Action 

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

 

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: 

Agreements link at the bottom of the page. 
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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. 

 

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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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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 City of Tampa link. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Orders tab at the top of the page. 
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Step Action 

9. The Purchase Order window now appears.  

 

Click the Purchase History link. 

 

 

 
 

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. 
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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. 

 

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

 

 
 

Step Action 

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

 

Click the Return to Orders: Purchase History link. 
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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. 
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Step Action 

17. The Ship-To Location window now appears. 

 

Click the Return to Orders: Purchase History link. 

 

 

 
 

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. 

 

 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 103 

 
 

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. 
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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. 
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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. 

 

 

 
 

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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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. 
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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. 

 

27. 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: 

 View all of your Purchase Orders 

 View all of your Agreements 

 View your Purchase History 

 

 

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

 View all of your Receipts 



Training Guide 

 
iSupplier - Supplier Users 

 

 Page 108 

 View all of your Returns 

 View all of your Overdue Receipts 

 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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Shipments tab at the top of the page. 
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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 

your Receipts, click the Go button. 

 

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. 

 

 

 
 

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. 

 

12. Click the Location link to find out more details about the Ship-To address. 
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Step Action 

13. The Ship-To Location window now appears. 

 

Click the Return to Receipt : link. 
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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. 

 

 

 
 

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. 

 

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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 

 

 



 

Training Guide 
iSupplier - Supplier Users 

 

 Page 115 

 
 

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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Shipments tab at the top of the page. 
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Step Action 

9. The View Receipts window now appears. 

 

Click the Returns link. 

 

 

 
 

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. 

 

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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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. 
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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. 

 

14. Click the Return to Receipt : link. 

 

 

 
 

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. 

 

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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Shipments tab at the top of the page. 
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Step Action 

9. The View Receipts window now appears. 

 

Click the Overdue Receipts link. 

 

 

 
 

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. 

 

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. 

 

 
 

Step Action 

13. The Ship-To Location window now appears. 

 

Click the Return to Shipments: Overdue Receipts link. 
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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. 
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Step Action 

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

 

Click the Return to Shipments: Overdue Receipts link. 

 

 

 
 

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. 

 

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. 

 
 

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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Shipments tab at the top of the page. 
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Step Action 

9. The View Receipts window now appears. 

 

Click the On-Time Performance link. 

 

 

 
 

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 

your On-Time Performance, click the Go button. 

 

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. 
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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. 

 

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: 

 View all of your Invoices 

 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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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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 

"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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Step Action 

8. The Home window now appears. 

 

Click the Finance tab at the top of the page. 
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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 

your Invoices click the Go button. 

 

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. 

 

 

 
 

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. 

 

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. 

 

 
 

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. 
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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. 

 

18. Once you are finished reviewing this invoice, click the Return to Finance: View 

Invoices link at the bottom of the page. 
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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. 

 

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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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 "user1@trainingcompany.com". 

3. Click in the Password field. 

 

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

enter "welcome1". 

5. Click the Login button. 
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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. 

 

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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Step Action 

8. The Home window now appears. 

 

Click the Finance tab at the top of the page. 
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Step Action 

9. The View Invoices window now appears. 

 

Click the View Payments link. 

 

 

 
 

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 

your Payments click the Go button. 

 

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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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. 

 

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) 

 

 

 

 


