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Background

On July 1, 2013, Loudoun County Government (County) and Loudoun County Public
Schools (LCPS) successfully launched the first phase of their new Enterprise Resource
Planning (ERP) software system, Oracle E-Business Suite software. The system, scheduled
to be implemented in three phases, replaced the financial and procurement systems that had
been in place for more than 30 years.

Advanced Procurement, Phase 3 of the implementation project, includes iSupplier and the
Sourcing programs. iSupplier was successfully launched by the County and Schools on
Monday, May 12, 2014. The Sourcing program will be launched on May 23, 2014, and in
early June the County and Schools will begin publishing solicitations (bid opportunities).
We are very excited to launch new tools for the vendor community!

Introduction

What are iSupplier and Sourcing?

The iSupplier system is a secure web-based tool allowing Suppliers (bidders) self-service
capability to register and maintain their company profile as a source for bidding
opportunities. Since the database is a shared tool between the County and LCPS, Suppliers
only have to register their company once. Multiple contacts (users) can be assigned online
access if desired.

Registered Suppliers login to iSupplier and receive the benefits of the Sourcing program.
Sourcing includes additional online capabilities; receipt of solicitation invites, viewing
solicitations, and online bidding. The iSupplier system allows Portal access for Suppliers,
who are issued orders and/or payments by the County or LCPS, to view online documents
and transactions.

iSupplier and Sourcing Programs

> Self-Service Registration
Maintain Company Profile and Users
Solicitation Notices
View Solicitations
Online Bidding

View Orders

YV V. V V V V

Track Payments
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Supplier Types

Prospective (New) Suppliers
A new bidder must register their company as a Prospective Supplier. Once the registration is
submitted and approved, the contact will receive an email to check the online status of the
registration. Once the registration is approved, the contact(s) registered for online access will
receive an email with a temporary password. The approval process only takes a few minutes
as you are only registering information for your bidder profile.

Company profile requires the following:
e Company Name (DBA): Legal name on W-9 tax form
e Taxpayer ID: The system allows one registration per federal tax id (9-digit).
e Main Contact: Name, Email, and Phone Number
e Address: Request for Quote (RFQ) address.
e Contact: If desired, additional contacts may be added to gain online user access.
e Business Classification: Only if applicable.
e Products and Services: Minimum of at least one selection is required.

Loudoun County utilizes the National Institute of Governmental Purchasing
(NIGP) Commaodity/Services Codes. We use the 5-digit hierarchy (3-digit
class and 2-digit commodity). Additional information can be found below.

Existing Suppliers (not in iSupplier)

You may be an Oracle supplier with the County or Schools, but not registered in iSupplier.
The Supplier Administrator must send an invite to a company contact’s email to establish an
online user account. Complete and submit the required contact information and allow up to
three (3) business days for approval. Once the user account is approved, you will receive a
user name and temporary password. As a registered user, you should update the company
profile. For example, if you are interested in receiving solicitation notices (bid opportunities)
you will need to register Products & Services (commodity codes) for your company. You
will also benefit from the online capabilities listed below for iSupplier users.

Registered iSupplier Users
Upon registration approval, online users must change their temporary password to a
permanent one. Then, Suppliers have online access to update their company profile and
request online access for additional users. In addition, suppliers can view solicitation invites,
view solicitations, and bid online.

Portal access allows awarded suppliers the ability to view orders. In the future, we will
phase in the ability to view payments.
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Oracle iSupplier Tips

Special Note: The screens depicted have a box denoting a test instance.

Back Button: DO NOT USE WEB BROWSER BACK BUTTON FOR SYSTEM
NAVIGATION.

System Requirements: iSupplier requires the use of the latest version of Edge, Chrome, and
Fire Fox

Unexpected Error: If you receive the following error message, “You have encountered an
unexpected error. Please contact the System Administrator for assistance.” you must close your
web browser.

| @ Eror page | ! - v [ dh v Page~v Sofetyv Tools+ @~

UAT

Logout

Error Page
You have encountered an unexpected error. Please contact the System Administrator for assistance.

Logout

) 2006, Oracle. All rights reserved

Home Page Overview

E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search  All - Search Results Display Preference  Standard =
Logged In ASSRDERS@KURTZBROS.COM
Oracle Applications Home Page

Main Menu Worklist
pemenstes Lowhust ] Always click
' | isupplier Portal Full Access From Type Subject Sent Due Y N A
CiF e There are no notifications in this view. Log out ||nk to exit
= TIP Vacation Rules - Redirect or auto-respond to notifications.
< TIP Worklist Access - Spedfy which users can view and act upon your notifications. the System .

Responsibilities are assigned to
registered suppliers.

Sourcing Supplier is available for all suppliers to register and manage their company profile, receive
solicitation notices, view bid documents, and submit bid responses.

iSupplier Portal Full Access is available once a supplier has received an order from the County or LCPS
and allows the supplier to maintain their company profile, view purchase orders, and receive payment
status online.
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How to Register

Prospective (New) Supplier
You may begin the registration process with Loudoun County— Government or Schools.

Although the database is shared, there is a link on each of our Procurement websites to get you
started with a new registration.

Add Company Details and Contact Information

iSupplier Portal

Step Action

appear “Loudoun County Government and Loudoun County Public Schools
Prospective Supplier Registration”.

All required information is denoted by an *.

1. After you click on the link to begin a new registration, the iSupplier Portal window will

Click in the Company Name field and enter your Company Name preferably in

ALL CAPS
2. Click in the Tax Country field.
3. Click the Tax Country magnifying glass and a new window will open.
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Search and Select: Tax Country

=

——— ﬁ —:;'_\_’__‘13 g
=2 Search anc Select List of Valuss - Windows Intzmet Explorer E:Z

Seant @ Seleut Tax Counliy

ig [cheshiq |
Search
Company Detnils To finc your mem. salerr 3 #iter kam in the pulldown hex znc eter 2 value I the text field, then selert the 50" butos,
Search By [ Country Neme [ | (&b
Results
Salect Quick Salact Country Mama Country Coda
Ho semrch condcec.
Ao ths Page
Contact Informativn
Can| SH

Step Action

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

Click in the Search By field. |

5. Enter the desired information into the Search By field. For example, enter
"United States".

Click the Go button to start your search. ﬁ)

Click the Quick Select button for your Country.

Return Selected: Tax Country

[ s isupplier Portal

Close Preferences Persanaize Page

>
Basic Information
Prospective Supplier Registration
Indicates requred field Step 103 | 'Ic;l
Blank label for instructon text
Personaize "Company Detais”
Atleast one taxid is required to be able to compiete the regisiration request. .
* Companry Name  SamplelCompany
*Tax Country  United States B

ot proseiet s e Sy sl e s vt (o of (e Tar egeriration Pt el Ty [0,
= Taxpayer 10: Exc: FED D XX-1000000(, SSN J00-10(-000(

Contact Information
Personalize “Contact Information”
Blank label for Instruction text
=Emai
*First Name
* Last Name
* Phone Area Code
* Phone Number
Phone Extension |

Step 103 | Hext

Close Praferences Personaize Page

About this Pags  Privacy Statement
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Enter Taxpayer ID and Contact Information:

Step Action

8. You are now returned to the Prospective Supplier Registration window.
Click in the Taxpayer ID field.

0. Enter information into the TAXPAYER ID field. Format including hyphens:
FEIN #: XX-XXXXXXX
SSN XXX-XX-XXXX

10. Enter basic contact information during this part of the registration. Additional
contacts and additional information for this contact can be added at a later time
during the registration.

11. Click in the Email field and enter Email address. This email address will be your
username. Note: The email address must be unique. It can only be used once
for a Loudoun County-Government or Schools iSupplier Main Contact.

12. Click in the First Name field and enter First Name.

13. Click in the Last Name field and enter Last Name.

14. Click in the Phone Area Code field and enter Area Code.

15. Click in the Phone Number field and enter Phone Number with hyphen. For
example, 999-9999.

16. Click in the Phone Extension field and enter Extension. (Optional)

17. Click the scrollbar to view your entire registration page if necessary

18. Click the Next button.
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Add Additional Details

iSupplier Portal

Close Preferences Personalize Page

2
Basic Information Company Details
Prospective Supplier Registration: Additional Details

Blank label for instruction text Save For Later | | Back | step20f 3 [ Nex

Company Name  Sample Company
Tax Country United States
Tax Registration Number
Taxpayer D 999-88-7777
DUNS Mumber
Alternate Supplier Name
Note to Buyer

Note to Suppier
Address Book

Personalize "Address Book”
At least one entry is required

Create

Address Hame Address Details Purpose Update Delete
No results found.

‘Contact Directory

Personalize "Contact Directory”
At least one entry is required.

Create
First Hame |Last Name Phone Email Requires User Account Update  Delete
John Doe 555-555-5555-3234 john.doe@yahoo.com - »

Step Action
19. The Prospective Supplier Registration: Additional Details window now appears.

Click in the Note to Buyer field and enter notes. (Optional)

20.
Now you will need to complete the following sections:

Address Book for bidding address
Contact Directory for additional contacts if desired
Business Classifications if applicable

Products & Services (commodity codes)
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iSupplier Guide for Suppliers

Create Address
s oo u y | e
ESEEEEMEE o [ZIRFQ Only Address
Step Action

21. Click the Create button under Address Book. The Create Address window now
appears. Click in the Address Name field and enter RFQ, for the Request for Quote
(bidding) address.

22. Click in the Address Line 1 field and enter Address in ALL CAPS.

23. Click in the City/Town/Locality field and enter City/Town/Locality in ALL
CAPS.

24, Click in the State/Region field and enter State/Region in ALL CAPS..

25. Click in the Postal Code field and enter Postal Code.

26. 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.

217. Click in the Phone Area Code field and enter Area Code.

28. Click in the Phone Number field and enter Phone Number with hyphen. For
example, 999-9999.

29. Click in the Fax Number field and enter Fax Number with hyphen. (Optional)
For example, 999-999-9999.

30. Click in the Email field and enter Email address.

31. Click the Apply button.
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Contact Directory: Create Contact

isupplier Portal
Close Preferences Personalize Page
>
Basic Information Company Details Attachments
Prospective Supplier Registration: Additional Details
Blank label for instruction text ] [ 5o 20F s [
Company Name  Sample Company
Tax Country United States.
Tax Registration Number
Taxpayer D 999-88-7777
DUNS Number
Alternate Supplier Name |
Note to Buyer [
Note to Supplier

Address Book

Personalize "Address Book”

At least one entry is required.

Create

Address Name Address Details Purpose Update Delete
Mo results found.

Contact Directory

Personalize “Contact Directory”

Atleast one entry is required.

Create

First Name |LastNallle Phone Email Regquires User Account Update Delete
John Doe 555-555-5555-9234 john.doe @yahoo.com Y »

Step Action

32. 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 Business Classifications portion of this document.
Click the Create button under the "Contact Directory" portion of the window.
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Create Additional Contact

Contact Tite

= First Name
Middle Name

* Last Name
Alternate Name
Job Title
Department
*Contact Email

URL

Supplier User Account

Addresses For the Contact

o re: une
Add Another Row

Apply

=Phone Area Code
=Phone Number

Phone Extension

Alternate Phe ode
Altern

Create User Account For The Contact

Address Details Remove

Cancel | [ Apply

Step Action
33. The Create Contact window now appears.
Any required information is denoted by a *.
All other fields are optional.
Click in the First Name field and enter First Name ALL CAPS

34. Click in the Last Name field and enter Last Name.

35. Click in the Contact Email field and enter Email Address.

36. Click in the Phone Area Code field and enter Area Code.

37. Click in the Phone Number field and enter Phone Number with hyphen. For
example, 999-9999.

38. 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.
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Select Business Classifications

First Nlame Last Name Phone Email Requires User Account Update Delete
John Doe 555-555-5555-9234 john.doe@yahoo.com 5 y

Jane smith 555-999-9999 Jane.smith@gmail.com v ]
Business Classifications

Classification Applicable Minority Type Certificate Number Certifying Agency Expiration Date

Contractor Cert al

Fub Zone

Independent Contractor

Loudoun County

Minority Owned = 2

Service-disabled Veteran Owned

Small Business

Veteran Owned

Virginia

Women Onned
¥ TIP Date format example: 04/18/2014

Step Action

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

Click the scrollbar to scroll down to the "Business Classification™ portion of the
window.

40. Select Applicable Classifications.

Note: Minority Owned requires a selection of Default from the drop down list in
the Minority Type column.

Create Products & Services (Commodity Codes)

41. Continue to Products and Services section.

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

ORACLE" sourcing

1 Navigator > B2 Favortes v Home Logout Preferences Help Personalize Page

Admin: Profile Management: Product & Services >
Add Products and Services: : (AST CORPORATION)

Cancel " Apply

(O Browse All Products & Services
(® Search for Specific Product & Service: To narrow down results for specific codes or descriptions use the "%" as wildcard.

Winba ki LS Aol s b

Step Action

43. The Add Products and Services: (Company Name) window now appears.
You can "Browse" section for Products and Services.

Use the Next 100 link to continue to look through the Products and Services.
Or

You can use the search feature by clicking the "Search for Specific Code and
Product™ radio button. Enter search criteria in Description field and click Go
button. For example, %PRINTER% will return all products which contain the
PRINTER sequence of letters.

Or

You can use the search feature by clicking the "Search for Specific Code and
Product™ radio button. If search fields contain criteria, click Clear button. Enter
commodity code in Code field and click Go button. For example, 204-76.

To select specific products and services in a category, click the View sub-

categories button for the Product and Services that need to be added to your

profile. ¥

Click the Applicable checkbox to select specific products and services
under category.

Click Apply button and return to Prospective Supplier Registration:
Additional Details window.
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Verify Products and Services

iSupplier Portal

Close Preferences Personalize Page

")
asic information Company Details Attachments

Prospective Supplier Registration: Additional Details

Blank labe! for instruction text Save For Later Back |Step20f3 | Next

Company Mame  SAMPLE COMPANY
Tax Country  United States
Tax Registration Number
Taxpayer [0 999-888-7777
DUNS Number
Alternate Supplier Name |
Mote to Buyer |

Note to Supplier
Address Book

Personalize "Address Book"
At least one entry is required.

Create
Address Name Address Details Purpose Update Delete
RFQ 123 MAIN STREET, ASHBURN VA 20148 United States RFQ Only » ]
Contact Directory

Personalize "Contact Directory”
Atleast one entry is required,

Create

Step Action

44, You are now back in the Prospective Supplier Registration: Additional Details
window. Verify the selected Products &Services. You can delete any that you do
not wish to keep. To add additional selections, start with step #42.

Click the scrollbar to review your profile before registering.

45, Once information is reviewed, click the Next button.

Registration Submission

iSupplier Portal

Close Preferences Personalize Page

Basic Information Company Details Attachments
Back | Step30f 3

Attachments

Add Attachment...
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Submit | [ Back | Step3of3

Step Action
46. At this point attachments are not needed, Click the Submit button.
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Registration Confirmation

4 F T T T
mqg‘ hitps://ebsutext.ovd —foracle/apps/pos/anboard/webui O = @ B & X || @ confirmation

OA_HTML/OA jsp?p

IR B

e o e ]

ARKELL

File View Favorites Tools Help

iSupplier Portal

" | Confirmation
Personalize "Confirmation”
Thank you far registering your company. Yaur registration has been submitted for approval and vou wil be notified of your registration status via emai in due course.

Close Preferences Personalize Page

About this Page

Privacy Statement

Close Preferences Personalize Page

‘Caprg () 2005, Qracte. Al gens resenes.

Step Action
47. 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.
Click the Close link
48. Click the Yes button.

Confirmation Email

The following email will be sent to your email address once the registration has been submitted.

From: WF_EBS_UAT
Sent: Sunday, May 04, 2014 12:49 PM

To: John Doe

Subject: FYI: Loudoun County-Government or Public Schools Supplier Collaboration Network: Registration Submitted

To  John Doe
Sent 04-MAY-14 00:31:54
D 597976

Your registration details have been submitted. Use this URL to track progress on this request.
Prospective Supplier Registration Status Page
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Prospective Supplier Registration Status

Click on Prospective Supplier Registration Status Page link to see the status of your registration.

Prospective Supplier Registration: Current Status

Thank you for registering with us. Here's the current status of your registration request.

Registration Details and Status

Company Mame SAMPLE COMPANY Status  Approved
Contact Information
Email john.doe@yahoo.com Fhone Area Code 555
FirstMame John Phone Mumber 555-5555
Last Name Doe Phone Extension 9234
Status History
Date Status MNote
04-MAY-2014 Approved
04-MAY-2014 Submitted

Clese Preferences Personalize Page

About this Page Privacy Statement Copyright () 2006, Cracie. All Tights resened.

Accessing the iSupplier System

From: WF_EBS_UAT

Sent: Sunday, May 04, 2014 12:49 PM

To: JOHN DOE

Subject: FYI: Loudoun County-Government or Public Schools Supplier Collaboration Metwork: Confirmation of
Registration

To JOHN DOE
Sent 05/04/2014 00:22:50
D 597979

You have been registered at Loudoun Countv-Government or Public Schools for access to their supplier
collaboration network. You can log on with the usemame JOHN. DOE@YAHOOQ.COM and the password
Dol-0E.

When vou first log on, vou will be required to change vour password for security purposes. Contact
administrator for additional information.

Thank vou.

Step Action

1. You will receive an email once your registration has been approved 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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Registered Suppliers Login

*User Name

{example: michas james smillh)
*Password

(example: 0N
[togn ]| cancel
Login Assistancs

Accessibility Mane -

Select a Language:
English

About this Page  Privacy Statement ComyTight (&) 2005, Drack. All Tights resensd

Step Action
2. Enter Username and Password provided in Email.
3. Click the Login button. You will be asked to change your password the first time
you log-in.

Change Password

* Current Password ||

*New Password |

*Re-enter Mew Password |

Pazwond must e ol et 5 cliaractens fong.

[ submit || Cancel

* Indicates reguired field

Logout

About this Page  Privacy Statement Cagyrighit () 2006, Oracie. All rights nesened

Step Action

4, The Change Password window now appears. Click in Current Password and
enter the Password provided in the email.

5. Click in New Password field and enter New Password which will be your own
personal password.
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Step Action

6. Click in the Re-enter New Password field and enter Password from previous step.
7. Click the Submit button.
8. You will be directed back to the Oracle Applications Home Page. Here you will be

able to access Loudoun County Government and Loudoun County Public Schools
information. You will also have access to your profile.

Home Page

E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search ~ All adl | Search Results Display Preference  Standard ™

Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page

Main Menu

Worklist
| Personalize | Full List
From Type Subject Sent Due

There are no notifications in this view.
# TIP Vacation Rules - Redirect or auto-respond to notifications.
«TIP Worklist Access - Specify which users can view and act upon your notifications.

Step Action

9. Click on the Logout link at the top of the page. The guide will now give
instructions on how to manage your profile.
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Manage Supplier Profile Information

Forgot Password or User Name

e L e ol g P

I ﬁfﬁ' (e c“a:i.;:’elrrczzr-'._n:l

*Password
(Ecample: 4;9?:}1]
Login Assistance

Accessibility Mane -

Select a Language:
English

Compright (c) 20065, Orazke. All Tights reeensd

About this Page  Privacy Statement

Step Action

1. Click Login Assistance link to receive email with user name or temporary

password.
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Login Assistance

Personalize Page

Login Assistance
* Indicates required field

Forgot Password

Personalize "Forgot Password™
Enter your user name, instructions for how to reset your password will be emailed to you.

User Name | Forgot Password I

Forgot User Name

Personalize "Forgot User Name™
Enter the email address assodated with your account, your user name will be emailed to you.

Emai | Forgot User Name

{Examgle: first kestidomain.com)

Perzonalize Page

About this Page  Privacy Statement Copyright (g) 2008, Oracke. All Tights resened.

Step Action

2. Forgot Password:
Click in User Name field and enter User Name.

Click Forgot Password button to receive email with temporary password.

3. Forgot User Name:
Click in Email field and enter Email.

Click Forgot User Name button to receive email with temporary password.

Page 19



Loudoun County Government and Loudoun County Public Schools iSupplier Guide for Suppliers

Update Business Classifications

(.

LT
E . %‘, (mmampie: michesl amesemilh)

(example: SuIhaT)
Cancel |
Login Assistancs

Accessibility Tone -

Select a Language:
English

About this Page  Privacy Statement Copyright () 2006, Oracke. All rights resened

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
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Home Page

L= E-Business Suite

B Favorites ¥

Logout Preferences Help Personalize Page

Enterprise Search  All il | Search Results Display Preference  Standard =
Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page
i.-Persona-Iize

L
From Type Subject Sent Due

There are no notifications in this view.
« TIP Vacation Rules - Redirect or auto-respond to notifications.
« TIP Worklist Access - Specify which users can view and act upon your notifications.

Step Action

4, The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.

Click the Sourcing Home Page link to access your profile.

Sourcing Home Page

Sourcing

M Navigator ™ B covciites ¥ Home Logout Preferences Help Personalize Page

Personalize Flow Layout: (QuidsSearchRagn)
Personalize Table Layout: (SearchTableRgn)

Search Open Negotiations  Title - )

Personalize Flow Layout: (WelcomeTextRgn)
Welcome, John Doe,

Your Active and Draft Responses

Press Full List to view all your company's responses.

| Full List

Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
Mo results found.

Your Company's Open Invitations

| Full List
Supplier Site Megotiation Number Title Type Time Left
Mo results found.

Quick Links
Manage View Responses

* Drafts Active
Disgualified
Awarded

Rejected

MNegotiations Admin Home Logout Preferences Help Personalize Page

About this Page racy Statement

Cracle. All rights g
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Step

Action

5.

The Sourcing window now appears.

Click the Admin tab to access the Profile Management menu.

Admin Tab (Profile Management)

Sourcing
M Navigator ¥ B Fouorites ¥ Home Logout Preferences Perzonalize Page
| Negotiations | Admin
Profile Management
= General General
« Company Profile Organization Name SAMPLE COMPANY DUNS Mumber
& Abdiees Bonk Supplier Mumber 119088 Tax Registration Mumber
e St Alias Taxpayer ID 999-888-7777
Sl Dy Parent Supplier Name Country of Tax Registration
~  Business Parent Supplier Mumber
Classifications
= Product & Al ts
Services
Search
St Tt le e o penive TS
e | =
[# Show More Search Options
| Add Attachment...
Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
Mo results found.
Step Action
R ) .
6. The General window now appears. The company’s Name and Taxpayer ID will be

displayed.

Click the Business Classifications link on the left side of the screen to open the
Business Classifications window.
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Business Classifications

M Navigator ¥ B Foyorites ¥ Home Logout Preferences Help Personalize Page
Negotiations
Profile Management
s General Business Classifications
» Company Profile Cancel Save
= Address Book
= Contact Directory Certificati
- Business
Classifications Personalize "Certification”
- Product & [T1 certify that I have reviewed the dassification below and they are current and accurate,
RS LastCertified 05/03/2014 By JohnDoe

= TIP Date format example: 04/20/2014

Classification Applicable Minority Type Certificate Number Certifying Agency Expiration Date
Contractor Cert O [ [ i [ &
Hub Zone i B
Independent Contractor = ]
Loudoun County =
Minority Cwned Default ~ =)
Service-disabled Veteran Owned ] ]
Small Business =] ]
Veteran Owned ] |
Virginia [} |
Women Owned =)
Cancel Save
Step Action
7. Here you can review and update Business Classifications for your company.
8. Once you completed your review and made all of the necessary changes, click the

checkbox under the Certification section which states, “I certify that | have
reviewed the classification below and they are current and accurate.”

9. Click the Save button
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Update Address Book

s e ‘,l'}‘_. (gl er-c".sei.jgrrs::r-’__n'.l

(emample: Su3hIT)
(Lo [ Cancet |
Login Assistancs

Accessibility None -

Select a Language:
English

About this Page Privacy Statement Cogyright () 2005, Oracle. All Tights nesensd

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.

iSupplier Guide for Suppliers
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Home Page

L= E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search  All il | Search Results Display Preference  Standard =
Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page

Personalize

| Full List

From
There are no notifications in this view.

+TIP Vacation Rules - Redirect or autorespond to notifications.
' TIP Worklist Access - Specify which users can view and act upon your notifications.

Type Subject Sent Due

Step Action

4. The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.

Click the Sourcing Home Page link to access your profile.

Sourcing Home Page

Sourcing

M Navigator ¥ B roucnites ™ Home Logout Preferences Help Personalize Page

Personalize Flow Layout: (QuickSearchRan)
Personalize Table Layout: (SearchTableRgn)

Search Open Negotiations ~ Title - )

Personalize Flow Layout: (WelcomeTextRan
Welcome, John Doe,

Your Active and Draft Responses

Press Full List to view all your company's responses.

| Full List

Site Negotiation Number Title Type Time Left Monitor Unread Messages

B [— B

Mo results found.

Status i

Your Company's Open itati
| Full List
Supplier Site MNegotiation Humber Title Type Time Left
Mo results found.
Quick Links

Manage View Responses

e Drafts e Active

e Disgualified
® Awarded
e Rejected
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Step Action

5. The Sourcing window now appears.

Click the Admin tab.

Admin Tab (Profile Management)

| Negotiations | Admin

* General

»  Company Profile
o Address Book

Contact Directory

< Business
Classifications
= Product &
Services

Sourcing

M Navigator ¥ B Fouorites ¥ Home Logout Preferences Personalize Page

General
Organization Name  SAMPLE COMPANY DIUNS Mumber
Supplier Mumber 119088 Tax Registration Mumber
Alias Taxpayer ID 999-888-7777
Parent Supplier Name Country of Tax Registration
Parent Supplier Mumber
Attachments.
Search

Note that the search is case insensiive
Tie | [ee]

[# Show More Search Options

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

Step Action

6. The General window now appears.

Click the Address Book link on the left side of the screen.
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Address Book

Sourcing

Mavigator ¥ B Fouciites ¥ Home Logout Preferences Help Personalize Page

3 nel
Megotiations |

= Company Profile

Address Book = RFQ

Contact Directory

Business

Classifications

o Product &

Services

Address Details |country Update
123 MAIN STREET United States -
ASHBURN, VA 20143 &

LT s R+

Negotiations Admin Home Logout Preferences Help Personal

Step Action

7. The Address Book window now appears and displays the addresses on file for
your company.

-

To update an address click on the Pencil icon.

Update Address Book

Sourcing

M Mavigator ¥ B Fouorites ¥ Home Logout Preferences Personalize Page

Admin: Profile Management: Address Book =
Update Address

* Indicates required field [ save

Personalize Stack Layout: (AddrDtRN)
Supplier Mame SAMPLE COMPANY

Personalize Flow Layout: (SeparatorRMN)
Address Name RFQ

Supplier Mumber 119088

*Phone Area Code  |555 )

CDI-.ImTY United States b *Phone Number [399-9993
Address Line 1 123 MAIN STREET Fax Area Code

Address Line 2 |

Fax Number

Address Line 3
Address Line 4

* City/Town/Locality
County

* State/Region
Province

* Postal Code

’7
——
|ASHBURN

*Email Address

Note

|
Inchude any additonal details about the address such 2= the type of address. This wi

when changing atdres= informalion.

-

|ORDERS @SAMPLECO.COM

RFQ Only Address

be vizilie to other buyers wilhin your organization a= well 2= to the supger. Alsg, inclute briefl notes to buyer about the change
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Step Action
9. Update the desired information in the fields. Fields with a * are required.
10. Click in the Note field.
11. Enter a reason for the change into the Note field.
12. Click the Save button.
This address change will be submitted for approval.

Address Confirmation

+ General

o Business
Classifications
o Product &
Services

About this Page

# Company Profile
~ add Book Details for your address have been modified.

o Contact Directory

Sourcing

M Havigator ™ ® oucnites ™ Home Logout Preferences Help Personalize Page

| Negotiations | Admin
Profile Management _

[“& Confirmation

Address Book

Address Name ~ Address Details !Cmmtrv Update

RFQ 123 MAIN STREET United States »
BROADLANDS, VA 20148 &

Negotiations Admin Home Logout Preferences Help Personalize Page

Privacy Statement Copyright (c) 2006, Cracle. All rights resened.

Step

Action

13.

Confirmation is given that the Address has been modified. Click the Home link to
return to the Home Page or Logout to exit Oracle.
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Update Contact Information

T2 e

*User Name

S ; %’ {emample: michasi james zmith)

*Password

(Example: 4:95}'?}
Canee |
Login Assistance

Accessibility TNone -

Select a Language:
English

About this Page  Privacy Statement Copyright () 2005, Oracie. Al rights nesansd

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.

iSupplier Guide for Suppliers
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Home Page

E-Business Suite

B Favorites ¥

Logout Preferences Help Personalize Page

Enterprise Search  All il | Search Results Display Preference  Standard

Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page

Personalize

From
There are no notifications in this view.

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

Type Subject Sent Due

Step Action

4. The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.

Click the Sourcing Home Page link to access your profile.

Sourcing Home Page

Sourcing

M Navigator ¥ B Foyorites ¥

Home Logout Preferences Help Personalize Page

Personalize Flow Layout: (QuickSearchR.an
Personalize Table Layout: (SearchTableRagn)

Search Open Negotiations  Title - )

Personalize Flow Layout: (WelcomeTextRan
Welcome, John Doe,

Your Active and Draft Responses
Press Full List to view all your company's responses.,

B [ B

[ Full List

Site Negotiation Number Title Type Time Left Monitor Unread Messages

Status fi
Mo results found.

Your Company's Open Invitations

| Full List
Supplier Site Megotiation Number Title Type Time Left
No results found.
Quick Links

Manage View Responses

o Drafts Active
Disgualified
Awarded

Rejected

Negotiations Admin Home Logout Preferences Help Personalize Page

About this Page tatement

Copyrig Oracke. All rigis resened.
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Step Action

5. The Sourcing window now appears.

Click the Admin tab.

Admin Tab (Profile Management)

Sourcing
1 Navigator ¥ B Favorites ¥ Home Logout Preferences Personalize Page
| Negotiations
s General General
+ Company Profile Organization Name SAMPLE COMPANY DUMS Mumber
o Ates Honk Supplier Number 119088 Tax Registration Number
- - s Taxpayer D 999-888-7777
& Conact Brcctory Parent Suppller Name Country of Tax Registration
< Business Parent Supplier Number
Classifications
= Product & Attadunents;
Services
Search

Mote that the search is case insensitive

Tite | @

[# Show More Search Options

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

Step Action
6. The General window now appears.

Click the Contact Directory link on the left side of the screen.

Contact Directory: Active Contacts

Sourcing

M Navigator ¥ B Foucites ™ Home Logout Preferences Personalize Page

Contact Directory : Active Contacts

* General
»  Company Profile Create
o Address Book First Name ll.ast Name |Phnne Number |Emai| |Statu5 User Account Update
- Contact John Doe 555 555-5555 9234 john.doe@yahoo.com Current e »
Directo =
.rv Jane Smith 555 999-9999 jane . smith @gmail.com Current v >
o Business -
Classifications
- Product & |:| Contact Directory : Inactive Contacts
Services

Negotiations Admin Home Logout Preferences Personalize Page

About this Page 2 racke. All Tights resened.
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Step Action

7. The Contact Directory: Active Contacts window now appears and displays the
active contacts on file for your company.

To update a contact click on the Pencilicon. -

Update Contact

Sourcing

M Navigator B2 Foyorites ¥ Home Logout Preferences Personalize Page

Admin: Profile Management: Contact Directory =
Update Contact

* Indicates required field
Cancel Save

Contact Title i *Phone Area Code !555
“FirstMame |Jame *Phone Number  [939-9999
Middle Mame |7 Phone Extension |
*Last Name ;_Smlihi Alternate Phone Number |
Alternate Mame | Fax Number |
Job Title |
Department |_

* Contact Email [jane.smith@gmail.com

url |

Cance] Save

Home Logout Preferences Personalize Page

About this Page  Privacy Statement Copyright (£} 2006, Oracke. Al rights resaned.

Step Action

9. Update the desired information in the fields. Fields with a * are required.

10. Click the Save button.
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Confirmation of Contact Update

Sourcing

M Navigator ¥ B Favoiites ™

| Negotiations | Admin

Home Logout Preferences Personalize Page

Negotiations Admin Home Logout Preferences Personalize Page

About this Page

Privacy Statement

+ General o )
« Company Profile g Comiiamaticn)
Address Book Contact details for Jane Smith have been saved
-  Contact Contact Directory : Active Contacts
Directory Create
élasgggﬁe::s FirstName |LastName |Phone Number |Email |Status User Account  Update
John Doe 555 555-5555 9234 john.doe@yahoo.com Current »
©  Product& J @y v 4
Services Jane Smith 555 995-399% jane.smith@sample.com Change Pending ] 2

005, Oracle. All rignts resened

Step Action

11.

Logout to exit Oracle.

Confirmation is given that contact details have been saved and the status of the
contact is Change Pending. Click the Home link to return to the Home Page or

Adding a New Contact

LF W
B
iy
o % %

(mmampe: SuFRET)
' Cancel

Login Assistanoe

Accessibility Mone

Select a Language:
English

About this Page

Privacy Statement

(el el e i)

Copyright (<) 2005, Oracke. Al Tights resensd
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Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
Home Page
il E-Business Suite
B Favorites ¥ Logout Preferences Help Personalize Page
Enterprise Search  All b Search Results Display Preference  Standard
Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page
Main Menu Workiist
[ Personalize | [ Full st
From Type Subject Sent Due
There are no notifications in this view.
« TIP Vacation Rules - Redirect or auto-respond to notifications.
+ TIP Worklist Access - Specify which users can view and act upon your notifications,
Step Action
4, The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.
Click the Sourcing Home Page link to access your profile.
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Sourcin

g Home Page

Personalize Flow Layout:
Personalize Table Layout: (SearchTableRgn)

Sourcing

M Mavigstor ¥ B Favorites ¥

uickSearchRgn

Search Open

Personalize F

Negotiations  Title

=

low Layout: (WelcomeTextRan)

Welcome, John Doe.
Your Active and Draft Responses
Press Full List to view all your company’s responses,

b

Your C

Mo results found.

Status

o =

Manage

# Drafts

Supplier Site
Mo results found.

About this Page

Negotiation Number Title Type

Quick Links:

View Responses

Active
Disgualified
Awarded
Rejected

LI

MNegotiations Admin Home Logout Pri
tatement

Site Negotiation Number Title Type Time Left Monitor Unread Messages

Home Logout Preferences Help Personalize Page

[ Full List

| Full List

Time Left

Action

The Negotiations window now appears.

Click the Admin tab at the top of the screen.

Sourcing

' Navigator ™ 2 Favarites

General

Home Logout Preferences Personalize Page

® General

« Company Profile Organization Mame SAMPLE COMPANY DUMS Mumber
- Address Book Supplier Number 119088 Tax Registration Number
: g R Taxpayer D 999-888-7777
0 toniact Rcry Parent Suppller Name Country of Tax Registration
o Business Parent Supplier Number
Classifications
o Protuct® Attachments.
Services

| Search

MNote that the search is case insensitive
Title |

Cee]

[3 show More Search Options

| Add Attachment...
Title
Mo results found.

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

6. The General Profile window now appears.

Click the Contact Directory link on the left side toolbar.

Contact Directory: Active Contacts

s ¥ Sourcing

Oracle Logo M Nevigator ¥ B2 Favorites Home Logout Preferences Personalize Page

s General Contact Directory : Active Contacts
# Company Profile Create
o Address Book First Name |Last Name |P|ume Number |Emai| |Statm5 User Account Update
= Contact John Doe 555 555-5555 9234 john.doe@yahoo.com Current " 7
Directory
; Jane Smith 555 999-9999 jane.smith@sample.com Change Pending " »
< Business -
Classifications =
o Product & - Contact Directory : Inactive Contacts
Services

Negotiations Admin Home Logout Preferences Personalize Page

About this Page Privacy Statement Copyright () 2006, Oracke. All Tights resened.

Step Action

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

Click the Create button to create a new contact.

Create Contact

Admin: Profile Management: Contact Directory =
Create Contact

* Indicates required field =
Contact Title - *Phone Area Code Ii
* First Name li *Phone Mumber Ii
Middle Name li Phone Extension Ii
*Last Name '7 Alternate Phone Mumber I—
Alternate Name '7 Fax Mumber Ii

Job Title
Department

* Contact Email |
Url |

Cancel Save

Home Logout Preferences Personalize Page

About thiz Page  Privacy Statement g Oracle. Al righis resened.
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Step Action

8. The Create Contact window now appears.

Any required information is denoted by a *.

All other fields are optional.

Click in the First Name field and enter First Name.

9. Click in the Last Name field and enter Last Name.

10. Click in the Contact Email field and enter Email Address.

11. Click in the Phone Area Code field and enter Area Code.

12. Click in the Phone Number field and enter Phone Number with hyphen. For
example, 999-9999.

13. Click the Save button.

Confirmation of New Update

M Navigator ¥ B Fovorites ¥ Home Logout Preferences Personalize Page

MNegotiations | Admin

Profile Management
¢ General - : :
+  Company Profile @ Confirmation
- Address Book Mary Johnson has been added to your Contact Directory.
- Contact Contact Directory : Active Contacts
Directory Create
élasﬁ#;nﬁeos:s First Name !I.ast HName |P|mne Number |Ema'|| |Status User Account Update
John Doe 555 555-5555 9234 john.doe@yahoo.com Current & »
c  Product&
Services Mary Johnson 543 222-1567 mjohnson@gmail. com Pending P
Jane Smith 555 995-9959 jane.smith@sample.com Change Pending v 4
=| Contact Di v : Inactive Contact:

MNegotiations Admin Home Logout Preferences Personalize Page

About this Page Privacy Statement Copyright (¢) 2005, Oracle. Al Tights resanec

Step Action

14, You will see the new contact created in a "Pending" status.

Click the Home link to return to the Home Page or Logout to exit Oracle.
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Update Products and Services

In this section, learn how to Add, Update, or Remove commodities.

Add Category Code

About thiz Page

*User Name

g % . {=campe: CF-C‘“-::’._!E.ITEJ-T-'_H;I
' . Password
(example: Su0%IT)
Login Cancel
Login Assistance
Accessibility Tore -

Select a Language:
English

Privacy Statement Capyrigt () 2006, Oracke. All Tighes rasened

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
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Home Page

L FAT E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search  All il | @ Search Results Display Preference  Standard

Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page

Personalize

[ Full List

From

There are no notifications in this view.
« TIP Vacation Rules - Redirect or auto-respond to notifications.

« TIP Worklist Access - Specify which users can view and act upon your notifications.

Type Subject Sent Due

Step Action

4. The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.
Click the Sourcing Home Page link.

Sourcing Home Page

R Sourcing

1 Navigstor ™ B2 Favorites ¥

Home Logout Preferences Help Personalize Page

Bersonalize Flow Layout: (QuickSearchRgn
Personalize Table Lavout: (SearchTableRgn)
Search Open Negotiations  Title - |
Personalize Flow Lavout: (WelcomeTextRan)
Welcome, John Doe.
Your Active and Draft Responses
Press Full List to view all your company's responses. Full List

Status Site Negotiation Number Title Type Time Left Monitor Unread Messages

Mo results found.

Your C s Open
| Full List
Supplier Site MNegotiation Number Title Type Time Left

Mo results found.
Quick Links
Manage View Responses

e Drafts e Active
® Disgualified
e Awarded
# Rejected

Negotiations Admin Home Logout Preferences Help Personalize Page

About this Page Privacy Statement

‘Oracie All Tigns Tesened

Step Action

5. The Negotiations window now appears.

Click the Admin tab at the top of the screen.
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Admin Tab (Profile Management)

Sourcing

' Navigator ™ B2 Fovorites ™ Home Logout Preferences Personalize Page

+  General General
+ Company Profile Organization Name  SAMPLE COMPANY DUNS Number
o Ao Bock Supplier Mumber 119088 Tax Registration Number
: : Alizs Taxpayer D 999-888-7777
Confact Bieeciory Parent Suppller Mame Country of Tax Registration
o  Business Parent Supplier Mumber
Classifications
= Product & Attachments.
Services
Search

Note that the search is case insensitive

me [ =]

[# Show More Search Options

| Add Attachment...

Title Type Description G y Last Upd: iBy Last Upd: i Usage Upd: Delete  Publish to Catalog
No results found.

Step Action

6. The General window now appears.

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

Products and Services

N Navigator ¥ B2 Fovorites ¥ Home Logout Preferencez Help Personalize Page

s General Products and Services

= Company Profile
Address Book JA"“

Contact Directory | Select All | Select None

5]

oo o

Business Date Approval View Sub-
lassifications Select Code Products and Services Added Status Category
- Product & [F] 050 ART EQUIPMENT AND SUPPLIES 05/04/2014 Approved n
Services B 3;3- CONSULTING SERVICES-MANAGEMENT CONSULTING 05/04/2014 Approved
B ?325_ E‘lu'gggrc;URE: OFFICE-DATA PROCESSING OFFICE FURNITURE, WOOD (NOT 05/04/2014 Approved
[l ‘3*%5- FURNITURE: OFFICE-DRAFTING PLAN AND MAP FILES, METAL 05/04/2014 Approved
m :‘55- FURNITURE: OFFICE-HUTCHES FOR DESKS, CREDENZAS, ETC. 05/04/2014 Approved
[] 204 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTER 05/04/2014 Approved
74  SHARING DEVICES
204- |COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTERS,  p5/04/2014 | Approved
O %  mker
B 207- COMPUTER ACCESSORIES AND SUPPLIES-PRINTER ACCESSORIES AND SUPPLIES: 05j04/2014 Approved

72 CHEMICALS, FORMS

Negotiations Admin Home Logout Preferences Help Personalize Page

Step Action

7. The Products and Services window now appears.

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

ORACLE" sourcing

T Navigatorv B Favorites v Home Logout Preferences Help Personalize Page

Admin: Profile Management: Product & Services >
Add Products and Services: : {AST CORPORATION)

Cancel | | Apply
(O Browse All Products & Services
(® Search for Specific Product & Service: To narrow down results for specific codes or descriptions use the "%" as wildcard.

Weatos ki S tuinn el b

Step Action

8. The Add Products and Services: (Company Name) window now appears.

You can "Browse" section for Products and Services.

Use the Next 100 link to continue to look through the Products and Services.
Or

You can use the search feature by clicking the "Search for Specific Code and
Product™ radio button. Enter search criteria in Description field and click Go

button. For example, %PRINTER% will return all products which contain the
PRINTER sequence of letters.

Or
You can use the search feature by clicking the "Search for Specific Code and

Product™ radio button. If search fields contain criteria, click Clear button. Enter
commodity code in Code field and click Go button. For example, 204-76.

To select specific products and services in a category, click the View sub-
categories button for the Product and Services that need to be added to your

profile. ¥

Click the Applicable checkbox to select specific products and services
under category.

Click Apply button
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Confirmation of Products & Services Added

Sourcing

M Navigator ¥ B2 Fovorites ¥ Home Logout Preferences Help Perzonalize Page

|'% | Confirmation.
Personalize "Confirmation”
The following Product and Service categories have been added to your profile.

+ AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.

Return to Products and Services

Home Logout Preferences Help Personalize Page

About this Page Privacy Statement Copyright (c) 2006, Oracle. All Tights resened

Step Action

9. Confirmation is given that the Products and Services have been added.

Click the Return to Products and Services link.

10. 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.

Click the Home link to return to the Home Page or Logout to exit Oracle.

Remove Category Code

LF T
| S ;l._f,l.j_, R :‘-r"-J'J T i -
T, *User Name
-—}?I .%ﬂ PRy (Emampie: mdﬂ:i.ﬁ'-rs::r-'.:n]
(example: Su3hIT)
[togin ] cancel |
Login Assistanos
Accessibility Mane -

Select a Language:
English

About thiz Page  Privacy Statement Copyright (=) 2008, Oracle. Al rights resened

Page 42



Loudoun County Government and Loudoun County Public Schools iSupplier Guide for Suppliers

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
Home Page

L FT E-Business Suite

B Favorites ¥

Logout Preferencez Help Personalize Page

Enterprise Search Al - . Search Results Display Preference  Standard

Logged In As JOHN.DOE@YAHOO.COM
Oracle Applications Home Page

Main Menu Worklist
| Personalize [ Full ist
From Type Subject Sent Due

There are no notifications in this view.
« TIP Vacation Rules - Redirect or auto-respond to notifications.
« TIP Worklist Access - Specify which users can view and act upon your notifications,

Step Action

4. The Oracle Applications Home Page now appears.

Click the Sourcing Supplier link.
Click the Sourcing link.
Click the Sourcing Home Page link.
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Sourcing Home Page

Sourcing

M Mavigator ™ B Fovorites ™

Home Logout Preferences Help Personalize Page

Personalize Flow Lavout: (QuickSearchR.an
Personalize Table Layout: (SearchTableRgn)

Search Open Negotiations  Title - |

Personalize Flow Layout: (WelcomeTextRan)
Welcome, John Doe.

Your Active and Draft Responses

Press Full List to view all your company's responses. | Full List
b Status Site Megotiation Number Title Type Time Left Monitor Unread Messages
MNo results found.
Your C s Dpen i
Full List
Supplier Site Megotiation Number Title

Type Time Left
Mo results found.

Quick Links

Manage View Responses

® Drafts e Active
* Disgualified
e Awarded
.

Bejected

Megotiations Admin Home Logout Preferences Help Personalize Page

About this Page rive tatement

Step Action

5. The Negotiations window now appears.

Click the Admin tab at the top of the screen.

Admin Tab (Profile Management)

Sourcing

I Navigator P2 Fayorites ¥ Home Logout Preferences Personalize Page

= Generd General

» Company Profile Organization Mame SAMPLE COMPANY DUNS Number
5 Address Book Supplier Number 119088 Tax Registration Number
il i TaxpayerID 999-888-7777
8 S e ey carent Suppher Name Country of Tax Registration
& Business Parent Supplier Mumber
Classifications
= Product & Attachments.
Services
Search

Note that the search is case insensitive.

Tite | “lie=l

[¥ show More Search Options

| Add Attachment...

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

Step Action

6. The Profile Management window now appears.

Click the Products & Services link on the left side toolbar.
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Remove Products & Services

M Mavigator ¥ B Fouorites ¥ Logout Preferences Help Personalize Page

s General Products and Services

» Company Profile
Address Book JAdd

Contact Directory | Select All | Select None
Business Date Approval View Sub-

o Qo o o

assifications Select Code Products and Services Added Status Category
Product & [[] 050 ART EQUIPMENT AND SUPPLIES 05/04/2014 Approved i
Services B 3;3- CONSULTING SERVICES-MANAGEMENT CONSULTING 05/04/2014 Approved
& ?825- ;ggggr(;umz: OFFICE-DATA PROCESSING OFFICE FURNITURE, WOOD (NOT 05/04/2014 Approved
B ‘3*%5- FLURNITURE: OFFICE-DRAFTING PLAN AND MAP FILES, METAL 05/04/2014 Approved
B 355- FLURNITURE: OFFICE-HUTCHES FOR DESKS, CREDENZAS, ETC. 05/04/2014 |Approved
204- (COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTER 05/04/2014 Approved
I 74 SHARING DEVICES
& £4— i:r?KI';I:_rLITER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTERS,  g5/04/2014 Approved
& 207-  COMPUTER ACCESSORIES AND SUPPLIES-PRINTER ACCESSORIES AND SUPPLIES: 5/04/2014 Approved

72 CHEMICALS, FORMS

Step Action

7. The Products and Services window now appears.
Select checkbox(es) of Products and Services to be removed.

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

Confirmation of Products & Services Removed

Sourcing

M Navigator ¥ B rouciites ™ Home Logout Preferences Help Perzonalize Page

L Ig Confirmation
Personalize "Confirmation”™

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

» COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTER SHARING DEVICES

Return to Products and Services

Home Logout Preferences Help Personalize Page
About this Page

Step Action

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

Click the Return to Products and Services link.
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Current Products & Services

Negotiations
Profile Management

s General Products and Services

+ Company Profile
Address Book M

Contact Directory | | Select All | Select None

B;I.lsin Address Book | Date Approval View Sub-

oo o o

lassificatio ect Code Products and Services Added Status Category
-  Product & [[] 050 ART EQUIPMENT AND SUPPLIES 05/04/2014 Approved bl
Services B 3;3- CONSULTING SERVICES-MANAGEMENT CONSULTING 05/04/2014 Approved
& 114;5- ;_IU_SE:'(;LIRE: OFFICE-DATA PROCESSING OFFICE FURNITURE, WOOD (NOT 05/04/2014 Approved
B ‘;%5' FURNITURE: OFFICE-DRAFTING PLAM AND MAP FILES, METAL 05/04/2014 Approved
m 335- FURNITURE: OFFICE-HUTCHES FOR DESKS, CREDENZAS, ETC. 05/04/2014 Approved
& £4- Icr?KnJ'l:_an'ER HARDW/ARE AND PERIPHERALS FOR MICROCOMPUTERS-PRINTERS,  05/04/2014 Approved
207- |COMPUTER ACCESSORIES AND SUPPLIES-PRINTER ACCESSORIES AND SUPPLIES: 05jn4/2014 Approved
O 72 CHEMICALS, FORMS
[F1 037 |AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC. 05/06/2014 Approved ?T’
Step Action
9. Notice that those Products and Services have been removed from your profile.

Click the Home link to return to the Home Page or Logout to exit Oracle.

Page 46



Loudoun County Government and Loudoun County Public Schools iSupplier Guide for Suppliers

Document Inquiry

In this section, learn how to view all of your Purchase Orders from Loudoun County
Government and Loudoun County Public Schools and related payments. In iSupplier, Orders
are Purchase Orders and Contract Purchase Agreements used to monitor contract
expenditures.

NOTE: Agreements are created FOR INTERNAL USE ONLY AND ARE NOT A VALID
ORDER.

View Purchase Orders

i g
i %— {exampe: machesi james smith)
*Password '

{example: 4;?}'_8:-

Cancel

Accessibility None -

Select a Language:
English

About thiz Page Privacy Statement Cogyright (<) 2006, Oracke. Al rights resened

Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
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Home Page

[~ ]

E-Business Suite

B Favorites ¥

Enterprise Search Al .

Oracle Applications Home Page

Logout Preferences Help Personalize Page

Search Results Display Preference  Standard ~
Logged In As ORDERS@KURTZBROS.COM

Main Menu Worklist

| Personalize

3 [ isupplier Portal Full Access From

@ B3 sourcing suplier There are no notifications in this view.

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

[ Full List

Type Subject Sent Due

Step Action

Here you have two choices:
iSupplier Portal Full Access
Sourcing Supplier

4, The Oracle Applications Home Page now appears.

Click the iSupplier Portal Full Access link to access your profile.

iISupplier Portal Home Page

[ Cseew |

iSupplier Portal

Home | Orders | Admin

M Navigator ¥ B Favorites ¥

[ Full List |

Subject Date

No results found.

u-— Orders At A Glance

PO Number Description Order Date

15023 03/13/2014 08:42:51
Q017398 QQ-01739-8 ARTS, CRAFTS AND CLASSROOM SUPPLIES 03/11/2014 11:58:52
14830 03/07/2014 09:20:19
14895 03/07/2014 09:14:04
14852

03/04/2014 12:26:22

Home Orders Admin Home Logout Preferences Help Personalize Page

Home Logout Preferences Help Personalize Page

Personalize "Home Page Right Column”

* Agreements
o Purchase Orders
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Step Action

5. This is your Transaction Home Page. Notifications can be seen under the

Purchase Orders.

Click the Orders tab.

"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 Agreements and

Orders Tab (Purchase Orders)

iSupplier Portal

M Navigator ¥ B Fovodites ¥

Home | Orders | Admin
Purchase Orders Agreements | RFQ

Purchase Orders

Home Logout Preferences Help Personalize Page

Views

Personalize "Views”

View  RecentPurchase Orders * [ Go

Select PO Number Rev Operating Unit Document Type Description Order Date Buyer Currency Amount Status Acknowledge By Attachments

Mo results found.

Advanced Search

Step Action

6. The Purchase Order window now appears.

from the list.

Click the Go button.

You can now see all of your Recent Purchase Orders.

To see All Your Purchase Orders and Agreements for Loudoun County

Government and Loudoun County Public Schools, click on the dropdown arrow
Recent Purchase Crders - Go

and select All Purchase Orders
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Orders

Purchase Orders

Purchase Orders

SRR

Agreements | RFQ

Views

Personalize "Views"

View  All Purchase Orders

hd Go

Advanced Search

Previous  1-25 w Next25 @
ro Operating Document | Acknowledge
Select Number Rev Unit Type Description Order Date Buyer Currency Amount Status By Attachments
15022 0 Public Standard PO 03/13/2014 08:42:51 Cole, Ms. 590,72  Open
Schools OU Karen L
Q00173984 Loudoun Global QQ-01739-8 ARTS,  |03/11/2014 11:58:52 Smith, Ms. 45,000.00 Open
County QU Confract CRAFTS AND Diane C
Agreement  CLASSROOM
SUPPLIES
14930 o Public Standard PO 03/07/2014 09:20: 19 Fortney, Mrs. jysp 591,50  Open
Schools OU Kimbe:
. |14928 |o |Public Standard PO 03/07/2014 09: 14:04 Fortney, Mrs. sn 591.50 Open
Schools OU Kimberly &
Step Action
7. Click the PO Number link to view the entire Purchase Order.

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

Order Information/View PDF

DNECAETE.. oV i .
Purchase Orders Agreements | RFQ
Orders: Purchase Orders =
Standard Purchase Order: 14247, 0 (Total USD 615.78)
Currency=USD Actions  View PDF - Export
Personalize "View Order Detail Container”
Order Information
General Terms and Conditions ?ti:_sn?sn:th;:kitmk Labuale
Total g15.78 Payment Terms pet 30
Supplier  KURTZ BROS INC Carrier
Supplier Site - po-KURTZ BRO-01 FOB
Address  po BOX 392 Freight Terms  paid
CLEARFIELD, PA 16830- Shipping Control
(22 Ship-To Address
BUYEr  Quinn, Mrs. Mary C
Order Date  p1/16/2014 10:43:07 Address 44281 Gloucester Parkway
Description Ashburn, VA 20147
Status  (losed
Note to Supplier Bill-To Address
Operating Unit
5 5 Public Schools OU Address 21000 Fdnratinn Craort
Step Action
8. Click the Go button.
9. Click the Open button if necessary to open the PDF file.
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Sample of an Official Purchase Order (LCPS)

Loudoun County Public Schools
Procurement Office: 571-252-1270

CLEARFIELD PA 16830-0382

Phone: 800 252-3811

Fax: 814 TA5-B600

Email: ORDERS@KURTZBEROS.COM

Ashbumn, VA 20147

Supplier: Ship To:
KURTZ BROS INC Farmwell Station Middle School
PO BOX 382 ATTN: Mary Quinn

44281 Gloucester Parkway

Standard Purchase Order 14247
Page 10of 3

The Purchase Order Mumber must appear on all
packages, shipping notices, invoices and
comespondence.

sl
Gkl
| ie-JANZ014

Contact Name [ Phone | Wary Quinn

Invoice To:

Accounting Office

21000 Education Court

Suite 313

Ashburn, VA 20148

Phone: 571-252-1220

Fa: 571-252-1412

Email: lepsaccounting(@icps.org

[ Supplier No [ BidiGuote Number Fayment Terms [ FOB |
[1oma82 [ [Met30 | |

Notes to Supplier:

Line | Qty ‘ Unit Description Unit Amount

Price
1 25 Caron  55135: AMACO VERSA CLAY - 50 LB. MOIST - CONE 18.8200 470.50
Step Action

10. You can use the scroll bar to move throughout the PDF Document. Once you have

reviewed this document, click the Close button to return to the iSupplier Portal.

Purchase Orders Agreements |
Orders: Purchase Orders =

Standard Purchase Order: 14247, 0 (Total USD 615.78)

RFQ

o Lomsere L v

Currency=0sD

Personalize "View Order Detail Container”

Actions  View PDF - Export

Mote to Supplier
Operating Unit

Order Information
- Personalize Stack Layout:
General Terms and Conditions (termsstackl)
Total g15.78 Payment Terms et 30
Supplier - KURTZ BROS INC Carrier
Supplier Site  po-KURTZ BRO-01 FOB
Address  po BOX 392 Freight Terms  paid
CLEARFIELD, PA 16830~ Shipping Centrol
LERz Ship-To Address
BuYer  Quinn, Mrs. Mary C
Order Date 01/16/2014 10:43:07 Address 44281 Gloucester Parkway
Description Ashburn, VA 20147
Status  Closed
Bill-To Address

Public Schools 0U

Address 21000 Fdueatinn Coork

Step Act

ion

You are now back in the Standard Purchase Order: (PO Number) window.
Click the Buyer link to see the contact information for the Buyer for this
Purchase Order.

11.
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Buyer Window

Purchase Orders = Agreements | RFQ
Orders: Purchase Orders = View Order Details =

Buyer: Quinn, Mrs. Mary C

Full Mame Quinn, Mrs. Mary C
Phone Number
Email Address  Mary, Quinn@LCPS.0RG
Mail Stop
Fax Number
Pager Mumber
Address 44281 Gloucester
Parkway
City Ashburn
State VA
Zip Code 20147
Country US

Return to View Order Details

Home Orders Admin Home Logout Preferences Personalize Page

Step Action

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

Click the Return to View Order Details link.

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

Orders Tab

Purchase Orders | Agreements | RFQ
Orders: Purchase Orders =

Standard Purchase Order: 14247, 0 (Total USD 615.78)
Currency=J5D

Actions  View PDF A
Personalize "View Order Detail Container”

Order Information
e i yout:
General Terms and Conditions P:;rrsrﬁsn:!:;?tadi Layout
Total 615.78 Payment Terms pet 30
Supplier  KURTZ BROS INC e
Supplier Sit2 - po-KURTZ BRO-01 FOB
Address  po BOX 392 Freight Terms  pajd
CLEARFIELD, PA 16830- Shipping Control
0392
Ship-To Address
BUYEr  Quinn, Mrs. Mary C
Order Date  01/16/2014 10:43:07 Address 44281 Gloucester Parkway
e Ashburn, VA 20147
Status  Closed
Mote to Supplier Bill-To Address
Operating Unit - public Schools OU

Address 21000 Fdueatinn Coork
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Step Action
13. Click the scrollbar to scroll to the bottom of the page.
14 Click the Return to Orders: Purchase Orders link.
Orders Tab

iSupplier Portal

M Navigator ¥ B Foiorites ¥

Home Logout Preferences Help Personalize Page

Home | Orders | Admin
Purchase Orders  Agreements | RFQ

Purchase Orders

Export
Views
Personalize "Views”
View  Recent Purchase Orders - | Go Advanced Search

This view dsglays sl the purches= arders approved in tast 30 days (Sece 04/06/2014 00:00:00).

Select PO Number Rewv Operating Unit Document Type Description Order Date Buyer Currency A t Status Ack ledge By Attach ts
Mo results found.
Export

Step Action

15. You are now back in the Purchase Orders window.
Repeat previous steps to view additional purchase orders.

Click the Home link to return to the Home Page or Logout to exit Oracle.

Page 53



Loudoun County Government and Loudoun County Public Schools iSupplier Guide for Suppliers

View Agreements

In this section, learn how to view any Blanket Purchase Agreements (BPA) used to set up
catalog of contract items and to monitor contract expenditures by Loudoun County
Government and Loudoun County Public Schools. NOTE: Agreements are created FOR
INTERNAL USE ONLY AND ARE NOT A VALID ORDER.

T2 e

*User Name

el =
o F/;"-_,:;. (ecampbe: machest james il
4 e o )
. *Password N

{examgple: 4;?}'_11:-
Cancel

Login Assistsnos

Accessibility Mone -

Select a Language:

English
Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.

Home Page

e P E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Enterprise Search Al - | i Search Results Display Preference  Standard

Logged In As ORDERS@KURTZBROS.COM
Oracle Applications Home Page

Worklist
Personalize Full List
From Type Subject Sent Due

There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications,
« TIP Worklist Access - Specify which users can view and act upon your notifications.

1] sourcin g Supplier
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Step

Action

4.

The Oracle Applications Home Page now appears.

Here you have two choices:
iSupplier Portal Full Access
Sourcing Supplier

Click the iSupplier Portal Full Access link to access your profile.

iISupplier Portal Page

Subject
No results found.

Description

QQ-01789-8 ARTS, CRAFTS AND CLASSROOM SUPPLIES

iSupplier Portal

M Navigator ¥ B Foyorites ¥

Home | Orders | Admin

Personalize "Home Page Right Column®

|-L Orders At A Glance

| Full List
Order Date
03/13/2014 08:42:51
03/11/2014 11:58:52
03/07/2014 09:20:19
03/07/2014 09:14:04
03/04/2014 12:25:22

Home Orders Admin Home Logout Preferences Help Personalize Page

Home Logout Preferences Help Personalize Page

* Agreements
& Purchase Orders

Action

Click the Agreements link.

Supplier Agreements

Home =

Agreements | RFQ

Supplier Agreements

ore [ orders [aemm T Y

Purchase Orders |

Simple Search
Mote that the search is case insensitive
PO Number |
Global ¥
Effective-From Date | &=
Effective-To Date | |
[ Go | | clear
Order Amount Amount Effective-

PO Number  Revision Global Description Buyer Date Currency Agreed Released From Date
Mo search
conducted.

T

: Advanced Searc

Effective-To
Date

Upload
Status Attachments Status
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Step Action

8. 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.

Supplier Agreement (BPA)

BN

Purchase Orders Agreements | RFQ
Home =

Supplier Agreements

Export
Simple Search
Note that the search is case insensitive Advanced Search
PO Number |
Global bk
Effective-From Date | =
Effective-To Date | El
Go Clear
PO i Amount Amount Effective- Effective- Upload
Mumber Revision Global Description Buyer |Order Date v Currency Agreed Released From Date To Date Status Attachments Status
12065 9Yes RFP 1OMR3 George, |12/09/2013 14:28:14USD 3,000,000.00 25,526.81 07/01/2013 06/30/2014 Open
INSTRUCTIONAL  Mrs.
SUPPLIES Judith C
10601 1Yes RFP 10M George, |09/12{2013 11:29:35\USD 250,000.00 |5,196.56 07/01/2013 09/11/2013 Open
LAMINATING FILM Mrs.
Judith €
Step Action
M n M H n
9. Your search results are displayed below the ""Search Criteria.

Click the PO Number link for the Agreement in which you would like to inquire
further about.

NOTE: Agreements are created FOR INTERNAL USE ONLY AND ARE
NOT A VALID ORDER.

Purchase Orders Agreements | RFQ
Home = Supplier Agreements »

Global Blanket Agreement: 10601 Revision: 1 (Total: USD 250,000.00)

PO Mumber 10601 Approved Date  09/12/2013 11:29:35
Revision 1 Supplier KURTZ BROS INC
Description  RFP 10M LAMINATING FILM Buyer George, Mrs. Judith C
Currency USD Amount Agreed  250,000.00
Amount Released  5,196.56 Status

Global Ve

5 Effective Start Date  07/01/2013
Effective End Date  09/11,/2013

iSupplier Guide for Suppliers
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Step Action

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

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

11. Click the PO Number link to see the Agreement.

Agreements link at the bottom of the page.

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

13. You are now back in the Supplier Agreements window.

Click the Home link to return to the Home Page or Logout to exit Oracle.

Track Payments

In this section, learn how to view payments made by Loudoun County Government and
Loudoun County Public Schools. NOTE: If you do not see the payment you are looking for

listed in iSupplier, please contact the department in which you have contracted services.

Registered Suppliers Login

_ [
A [

*User Name

i
= ?‘2, (eampbe: michest james =il
*Password '
{example: 4;??&8:-
Cancel |
Login Assistance
BAccessibility Nons -

Select a Language:
English

About this Page

Privacy Statement

2 9

Cooyright (2] 2008 Dracke. All rights resened
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Step Action
1. From the iSupplier Portal Log-in Page, click in the User Name field and enter User
Name.
2. Click in the Password field and enter Password.
3. Click the Login button.
Home Page

LFT E-Business Suite

B Favorites ¥ Logout Preferences Help Personalize Page

Oracle Applications Home Page

Enterprise Search  All - | i Search Results Display Preference  Standard ~
Logged In As ORDERS@KURTZBROS.COM

HMain Menu Worklist
Personalize Full List
1 L isupplier Portal Full Access From Type Subject Sent Due

There are no notifications in this view.
= TIP Vacation Rules - Redirect or autorespond to notifications.
«TIP Worklist Access - Specify which users can view and act upon your notifications.

=0 Sourcing Supplier

Step Action

4. The Oracle Applications Home Page now appears.
There are two choices:

iSupplier Portal Full Access

Sourcing Supplier

Click the iSupplier Portal Full Access link to access your profile.
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iSupplier Portal Page

Supplier Portal

Home Logout Preferences Help Personalize Page
M Navigator v B Favorites ¥

=| Personalize "Home Page Right Column™

Notificath
[ Fan Orders
List = Agreements
Subject |Dal:e = Purchase Orders
Your password has been reset. 09/24/2014 10:16:04 2 T
Your password has been reset 09/24/2014 08:10:17 = Payments - For County inguiries call 703-777-
e iiT R 10 0290 and for Schools inquiries, call 571-252-
Your password has been reset. 09/19/2014 16:55:34 1220.
Your password has been reset. 09/19/2014 16:38:48
Your password has been reset. 09/19/2014 16:29:33

I;L. Orders At A Glance

Full
List
PO Number Description Order Date
15382 Diagnostic Services- - 04/02/2014 14:50:21
Action

5, Click the Payments link.

View Payments

iSupplier Portal
Home Logout Preferences Personalize Page
n i - i -
Ordiers NiEsenee Navigator ® Favorites
View Payments
Home =
View Payments
_Export
Simple Search
Note that the search is case insensitive | Advanced Search
Payment Number | Status | | &
Invoice Number Payment Amount From | To |
PO Number I l‘_' = "
(eample | 1224) Payment Date From = To | &
i (example: 03/28/2014)
Release Number
ST
| Go | | Clear
Payment Payment Date Amount Method Status Status Date Invoice PO Number
Mo search conducted.
| Export

Home Orders Finance Admin Home Logout Preferences Personalize Page

About thizs Page Privacy Statement 2008, Cracle. All rights reserved.

Step Action

6. The Supplier Payments 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.
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View Payments: List

n i A4 ites w
Home | Orders | Finance | Admin Ravaor B 2vodles

Home Logout Preferences Personalize Page

View Payments
Home >
View Payments
Export
Simple Search
Note that the search is case insensitive Advanced Search
Payment Number Status Q
Tnvoice Number Payment Amount From | To |
PO Number - .
e Payment Date From | nmm? To @
Release Number e
(example 1 1234-2)
Go | | Clear
<) Previous |1-25 |¥ [ Next 25 (&
Payment ‘Payment Date ¥ ‘ Amount Method Status Status Date Invoice PO Number
41753742 09/16/2014 6,823.14 WFB - Operating Check Negotiable 09/16/2014 LVHS82514
Step Action
T L1 H ] n
7. Your search results are displayed below the "Search Criteria.

Operating Check, please call the County at (703) 777-0290.

Click the Payment link for the payment in which you would like to inquire further.

The Status of our checks is updated on a daily basis. For payments made via ACH, the
Status is updated monthly. There are three statuses: Negotiable, Cleared, and Voided.

NOTE: For inquiries regarding payments with a payment Method listed as WFB-

is WFB- School Operating Check, please call (571) 252-1220.

If the payment Method
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View Payments

Home | Orders | Finance | Admin

View Payments
Finance: View Paymenis =
Payment: 41753742 (Total USD 6,823.14)

Home Logout Preferences Personalize Page

N Navigator v B Favorites ¥

Payment Date 09/16/2014
Method WFB - Operating Check
Status  Negotiable
Status Date  09/16/2014

Included Invoices
Invoice \Invnice Date Type ‘ Amount
LVH582514 08/25/2014 Standard 6,823.14

Return to Finance: View Payments

. E'xpm"t
Address 340 N MAPLE AVE
LOUDOUN VALLEY HIGH SCHOOL

PURCELLVILLE VA 20132

Payment PO Number
6,823.14

Receipt Attachments

Export

Home Orders Finance Admin Home Logout Preferences Personalize Page

Step Action

8.

specific invoice.

The Payments window now appears. Click the Invoice link to see details for a

View Payments: Details

Home Logout Preferences Personalize Page

n i A fles ¥
Home | Orders | Finance | Admin Rvigek B Faniity
[View Payments
Finance: View Payments = Payment Details =
Standard Invoice: LVH382514 (Total USD 6,823.14)
Currency=USD [ Export
Payment Information
General Amount Summary Paid 6,823.14
Discount Taken 0.00
Tnvoice Date  08/25/2014 Item 6,823.14 Due 0.00
Status  Approved Freight 0.00 Status  Paid
Batch dla090914 Miscellaneous  0.00 Payment Date  Multiple
Attachments None Tax oo @ Payment  Multiple
Supplier  COUNTY OF LOUDOUN Prepayment 0,00 Term Immediate
Address 340 N MAPLE AVE Retainage 0.00
LOUDOUN VALLEY HIGH SCHOOL Withholding Tax 0.00
PURCELLVILLE, VA 20132 Total 6,823.14
Invoice Lines
Line = |vae Description QtyUOM  Price Taxlncluded| Amount  Retainage PO Number  POLine PO Shipment Buyer Receipt
1 Item  Boys Basketball #821779-01-02 Atin: Kris Kelican 6,823.14 0.00
Return to Payment Datails Export

Home Orders Finance Admin Home Logout Preferences Personalize Page

Step Action

Once you are finished reviewing this Invoice, click the Return to Payment

Details link at the bottom of the page.
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View Payments

Home | Orders | Finance | Admin
View Payments

Finance: View Paymenis =

Payment: 41753742 (Total USD 6,823.14)

Home Logout Preferences Personalize Page

N Navigator v B Favorites ¥

Payment Date 09/16/2014
Method WFB - Operating Check
Status  Negotiable
Status Date  09/16/2014

Included Invoices
Invoice \Invnice Date Type ‘ Amount
LVH582514 08/25/2014 Standard 6,823.14

Return to Finance: View Payments

. Export
Address 340 N MAPLE AVE
LOUDOUN VALLEY HIGH SCHOOL
PURCELLVILLE VA 20132
Payment PO Number Receipt Attachments
6,823.14
Export

Home Orders Finance Admin Home Logout Preferences Personalize Page

Step Action

10. You are now back to the Payments window. To go back to the View Payments

window to review additional payments, click Return to View Payments.

Click the Home link to return to the Home Page or Logout to exit Oracle.
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Solicitations (Bid Opportunities)

Loudoun County Government — Launched June 2014

Loudoun County’s Division of Procurement in the Department of Management & Financial
Services launched Oracle’s Sourcing program on June 2, 2014. The new program will
allow online response for bids/quotes for the vendor community. This guide will outline
the solicitation documents in Oracle, online advertisement and viewing, registered bidder
notices, and online response.

It is very important you read additional guide to understand the entire process for
solicitations. Click here for our detailed guide.

Loudoun County Public Schools - TBD
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Contacts for Assistance

Loudoun County Government - Procurement
1 Harrison Street, SE, 4" Floor Leesburg, VA
20175

Email: procurement@loudoun.gov

Phone: 703-777-0403

Hours: Monday — Friday, 8:30am-5pm

Loudoun County Public Schools - Procurement
21000 Education Court, Suite 301

Ashburn, VA 20148

Email: Icpspurchase@lcps.org

Phone: 571-252-1270

Hours: Monday — Friday, 8:00am-5pm
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