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Introduction

Oracle iSupplier

Oracle iSupplier Portal is being deployed at JAA to enable suppliers to efficiently manage
interaction and communication with the district for all purchasing activity. The portal provides a
secure, Internet-based access point that enables direct and real-time access to purchasing and
invoicing activity with JAA.

Suppliers access the latest information for their individual accounts, including:

e Purchase Orders

e Shipments and Shipment Notices
e Receipt information

e Delivery information

e Invoice and Payment status

The two-way collaboration enables suppliers to:

e  Submit change requests

e Process shipment notices
e Create and submit invoices
e Update profile data

Sourcing Supplier Portal

Registered suppliers will also have access to the Sourcing Supplier portal. This portal also
provides a secure, Internet-based access point that enables direct and real-time access for
responding to bid invitations and communicating directly with the JAA purchasing
administration.

The Sourcing Supplier Portal enables suppliers to:

e Receive immediate notification of bid request invitations from JAA

e Complete and submit complete bid responses online

e Communicate through messaging directly with JAA purchasing administrators for any
questions or information requests related to bid invitations and responses
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Objectives

During this training course, supplier users will learn how to:

e Access the iSupplier portal and Home Page

e Use the Orders tab and related functions

e Use the Shipments tab and related functions

e Use the Finance tab and related functions

Create and submit invoices

Create and submit Advanced Shipment Notices

Perform profile updates through the Admin tab

Use the Sourcing responsibility to respond to bid requests and communicate directly
with JAA purchasing administrators
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Topic1: iSupplier Portal and Home Page Review

Supplier Access and Account Setup

Approved supplier users will be registered at JAA for access to the iSupplier portal.

Registered suppliers will receive valid UserlD and Password login credentials via email from
designated JAA administrators. The email information will also include the appropriate link to
the iSupplier login page for access.

This topic covers:

e Navigation to the iSupplier Home Page
e Review of Home Page elements

iSupplier Login

g “3? —D CUsertiame meastro@indsaf com
F (C2

eampie) michael pmas smth

— Password
R )

———> [ togn ]| Cancel
Logn Assstance

Accessibality Nooe

Select a Language:
English

About this Page  Privacy Statement

The Login screen is displayed.
1- Enter assigned value in the User Name field.
2- Enter assigned value in the Password field.
3- Click the Login button.
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Enterprise Search  All “ IEI Search Results Display Preference  Standard .
Oracle Appl Home Page
Personalize [ Full List
=i ] iSupplier Portal Full Access From Type Subject Sent
=| Home Page There are no notifications in this view.

| Sourcing Supplier

The Oracle Applications Home Page is displayed.
4- Click the Supplier Portal Full Access / Home Page link.

iSupplier Portal

Orders | Shipments | finance | Admin

Full List. |

Data
Na results found,

— I e

Full List |
PO umber Dascrption arder Date
00334 10/09/2013 08:43:37

h_- shipments At A Glance. P— « Faymants
Tull Lint .
it Mamber Shipment Date Packing Sip

Na results found.

About this Page  Priw

The iSupplier Portal Home Page is displayed.
5- Note the Notifications region of the screen. Notifications from JAA purchasing
personnel will be received in this section.
6- Note the Orders At A Glance region of the screen. This region will always contain the
five most recent purchase orders for immediate review, showing PO Number,
Description, and Order Date.
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|.'L. Orders At A Glance

Full List

Description Order Date
10/09/2013 08:42:37
10/08/2013 20:52:06
10/08/2013 14:19:30
a0 10/07/2013 12:52:12
13000289 10/07/2013 12:51:44

All purchase orders can be reviewed in detail from this region of the screen.

7- Click the link for the PO Number as indicated to drill down to the additional summary
information.

T T T T
Purchase Orders | Work Orders | Agreements Purchase History | Work Confirmations -~ Defverables | RFQ

Standard Purchass Ordar: 13000034, 0 Total LISD 200,00

Actions  Request Changes - IE' Export

Order Information
General Terms and Conditions em—
Total  200.00
Total 200.00 Fayment Terms  MET 30 DAYS Recetved 0.00
Suppher  INDUSTRIAL SAFETY PRODUCTS Carmier Ivolced (.00
I FOR  DESTIRATION Fayment Status ot Pald
Supplier Site 01 Freight Terms  DELIVERED

Address 6091 CARLEY DR
VALLEY VIEW, OH 44125
3 Guyer  Shor :

Order Date 10/ 09/ 2013 08:42:37

Shipping Contral

Ship-To Address

Address 6000 Canal Rd
open Cuyahoga Heights, OH 44125
Bill- To Address
Operating Unit  NEORSD LE
Sourcing Decument Addriss 3900 Euchid Ave
Supplier Order iher Cheveland, OH 44115
Attochments None
0 Detaiks
Ttam/ Job Supplor tom Description oM gty Price Ansount Statue Attachmonts Reason
" GOODS TEST TO SEE [F WILL GO OVER TO EBS A 1 200 200,00 Open

The Order Information window is displayed.
8- Note the Summary information for the order.
9- Note the additional information shown, including Buyer and Order Status.

Detalls Line - Type Trem/ Job Suppber Item Description vos oty Price Reason
1 GOODS TEST TO SEE [F WILL GO OVER TO E85 A 1 200 200.00 Opén

Actions  Reguest Changes = | Go | | Export

Home Ovders Shipmenis Fimance Admin Home Logout Praferences Help Diagnostics

The PO Details region of the window shows summary information for each line of the order.
10- Click the Show link to view additional shipment details for the order line.
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Ttem/ Job Suppher Item Description uoM Qty Price Amount Status Attachments Reason
TEST TO SEE F WILL GO OVER TO EBS EA 1 200 200.00 Open
Shipments €
qQty Anunt

Shipment  Ship-To Location oOrdered Recelved Involced Ordered Received  Invokced Promised Date MNeed- By Date Payment Status Status  Suppler Line  Split  Reason Attachments
1 Southety Infgenal Locat 1 200.00 10/30/2013 00:00:00 10/30/2013 00:00:00 Open

- Adtions Request Changes » | Go | | Export

Home Orders Shepments Finance Adnen Home Logou! Preferences Help Dugnostics

The Shipments detail is shown, including the Ship-To Location, Ordered Quantity, Promised
Date, Need-By Date, and Status.
11- Click the Return to Home link to return to the main page.

Topic2: iSupplier Home Page — Orders Tab

iSupplier portal users will have direct access to summary and detail information related to
orders through the Orders tab. This tab also provides links to additional information pertaining
to orders, including PO Changes and Agreements.

This topic covers:
e Overview of the Orders tab and summary information
e Review of views related to Purchase Orders

e Access to Purchase Agreements information

Orders Tab — Summary Information

iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search PO Number hd

The Home Page is displayed.
1- Click on the Orders tab.

Home | Orders | Shipments | Fnance | Admin
Purchase Orders | Work Ordors  Agreements  Purchase Hisdory | Work Confimations | Delnverables | kFgQ

Purchase Orders

Multiphe PO Change | | Export

Vicws
View Al Purchase Orders - || Advanced Search
Sefact Onder: | Ackmowteige] | Request.Cancettion. | | Racmest.Cumnpes. | [ View Cinmye sty | Praess 25 ~i]
Selact PO Mumber  Rev  Oparating Unit Documant Typa Description ‘Ordar Date = Buyer Currency  Amount Status iy chi
1000334 NEQRSD LE Standsrd PO 10/09/2013 08:42:37 hormson, Linds € usn 200.00 open

Standard PO 10/08/2013 20:52:06 il L Linda & uso 100.00 Cosed

Standard PO 10/08/2013 14:19:30 ahoman, Ling uso 17.55 Open

Standard PO 10/07/2013 12:52:12 - indy E usp 50.00 Open

Standard PO 10/07/2013 13:51:44 i  Linda € uso 100.00 Opsn

Standard PO 10/02/2013 13:33:14 DTN, g £ uso 100.00 Cosed

Standerd PO 10/02/2013 10:32:36 b , Linga £ uso 100.00 Open

Global Cortract Agresmnent sydivjeadipsding 10/02/2013 10:45:46 T . b usp 1,000,000.00  Open

Standard PO 10/02/2013 09:43:31 homon, Linds E uso 300,00 apen
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The Purchase Orders window is displayed. This window contains all purchase orders. Note the
links for drilldown to each PO Number listed. The window displays 25 order listings at a time.
2- Use the vertical scroll bar to scroll down the list.
3- Click on the Next 25 link to view the additional listings.

CRETaEne . _________________________________J
Purchase Ovders | Work Orders | Agresments | Purchnee History  Work Confirmations | Delverables | RFQ
Purchase Orders
MuRipia PO Change | | Dxport
Views.
View Al Purchass Orders * | Go \ Advanced Search
Sekact Order: Request Canceltation | | Requast Changes | | View Change History D PLEvIOUS S 2038 of 38 = Nest
PO Upeerating Acknowhelge
Select Number  Rew Unit Ducument Type  Descriplion Order Date - Bayer Currency Amount Status By Altachments
X NEOHSD LE  Standard PO yhgerfe 09/11/2013 20129134 usD 10000  Closed

NEDRSD LE  Standard PO /112013 20:06:45 L uso 10000  Closed

NEQRSDLE  Standard PO dsvdsdvsdy 09/11/2013 19:04:22 SETmars uso 100.00  Closad

NEORSDLE  Standerd PO 05/10/2013 22:43:36 & uso 20196 Open

NEDRSDLE  Standard PO 09/10/2013 22131118 usp 100.95  Open

NEDRSD LE  Standaed PO 09/10/2013 10:35:08 f uso 1087  Open

NFORSD LE  Global Dlankst st O0/08/2013 13:15:23 Dammaris, uso 10,000.00 Opan

Agreamant t

NEQRSDLE  Standard PO 09/07/2013 16:02:29 erle, uso 12098 Open

NEORSDLE  Standard PO 05/06/2013 13:54:07 uso 10,009.80 Open

NEGRSD LE  Standard PO 09/06/2013 11:25:27 uso 1300 Open

NEDRSDLE  Standard PO VSSDLVHOLY 00/05/2013 09:52: 78 Demmaile, usD 1,000.00 Opan

NEORSD LE  Global Blaniet (WWAM BPD) INV CONTROL - INDUSTRIAL GLI ND-YEAR REQUIREMENT OR UNTIL APPROPRIATED 0/04/2003 16:268:01 Shomer 2§ LSO 24,570,58 Opan

Agreamant FURDS HAVE GFEN EXHAUSTED MO QUOTES REQUIRED

The window is refreshed to display the next 25 records.
4- Click on the Previous 25 link to view the previous listings.

Wiews.

Wiew Al Purchase Drders - |6 Advanced Scarch
Sedoct Order: Requast Cancolistion | | Request Changes | | View Changs Histary 1-250F38 - Hemid s
Solect[PO Mumber | Rav OperatigUnit  Document Typs Descriptian Curroncy  Amount Status  Acknowledge By Attachmonts

NEDRSD LE Standard FO uso 200,00 Open
L Seandard FO usD 100.00 Cosnd
u Sandord PO uso 17.55 Open
1 Standard PO usn 50.00 Open
L ssandard FO usa 100.00 Open
L Standard FO usD 100.00 Closad
u Sandard PO uso 100.00 Open
L Giobal Contract Agreement sydhvjedipzdine usp 1.000,00000  Open
G Standard FO) 5o 300,00 Open
LE Sandard PO uso 200.98 Open
13 standard 1O usp 100.00 Closed
9 LE Standard FO us 120.00 Closad
0L Standard FO usD 100.00 Closad
S0 LD Sandard PO uso 100.00 Choved
o LE Standard PO uss 100.00 Open
0 LE tiobal Blankst Agrocment s ush 1,000,080 Open
S0 LE Standard FO usD 10.00 Opan
NEDRSD LE standard PO 3 15:44:80 ’ ’ . uso 200 Open
HEDRSD LE Standard FO D8/30/2013 13:24:57 ey f ust 100.00 Clozed

The order information is listed in sequence by the latest Order Date.
5- Click the indicator next to Order Date to reverse the sequence.
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Multigis PO Changs | | Fxport

- |6a Aabvanced Search

Aftachmants

The order information is now listed in sequence by the earliest Order Date.
6- Click the indicator next to Order Date again to return to the original sequence.

Utilizing Purchase Order View

Maatiples P G | oot |

—————————F  advasond Searih

Use the View function to narrow the order search.
1- Click the Advanced Search button.

Advanced Search

Specify parameters and values to filter the data that is displayed in your results set.
@ Show table data when all conditions are met.

*) Show table data when any condition is met.

PO Number is - 13000020 e
Document Type i - &,
Order Date is - -
Buyer is - 2,
Acknowledgement is -

-

Status

—————2>| Go | | Clear |Add Another Acknowledgement Status + | Add

The Advanced Search window is displayed. Note the multiple parameters available for search.
2- Enter a specific value in the PO Number field.
3- Click the Go button to execute the search.
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Addvanced Search.
Views
Speciy parameters and values to filber the data that is displayed in your results set, z
& Show table d a0 all conditions are met.
Show table dats when any condian IS met.
¥ Number is - 13000020
Document Type [ - A
Order Date is - -
Buyor - A
;ﬁnm\-ledgement - o
Go | | Clear |add Another  Adknowdedgement Status = | Add
Sashne der: | Acknowledge || Request Cancelation Request Changes | | View Change History
Select PO Humber Rev  Operating Unit Document Type Description Order Date ~ Buyor Corrency Amount Status  Acknowledge By Altachmonts
13 NEORSD LE Standard PO 09/06/2013 13:54:07 uso 10,009.80 QOpon
Search results are displayed.
4- Click the PO Number to view additional information for the order.
Standard Purchase Ordar: 12000020, 0 (Total USD 10.009.80)
Currency=Us0 Actions | Request Changes :: Export. |
Request inmqes
Order Information Request Cancellation
General Terms and Conditions ———3  Summary ——
Total Payment Terms  NET 30 DAYS Receved 10,009 80
Supplier Carrier Invoiced  5.003.92
FOB DESTINATION PQ}‘-'MN Status Mot Pald
Supplier Site Freight Terms  DELIVERED
Address Shipping Control
uyer D Ship-To Address
S Address 6000 Canal Rd
Status Qpen Cuyahoga Heights, OH 44125
Mate o Suppler ] Bill- To Address
%c\l.mr:ll;l:ﬂlt:::'wr:; Address 3900 Fuckd Ave
ﬁ.lp‘\l»ﬂr Ordér Mumbear (maml, OH 44115
Attachments None
PO Detalls
I | Hie All Detalls
Detal Type  Itemflob  Suppler Item  Description Qty Price  AmountStatus  Attachments Reason
) GOODS 014455 BALLAST MIGH PRESSURE SODIUM FOR 150 WATT LAMPS 277 VOLT ADVANCE #71A81720010 EA 10 100098 10,009.80 Open
The Order Information window is displayed. Note the Actions box with multiple options for
viewing additional information related to the order.
5- Select the View Change History value.
6- Click the Go button.
Chibin iy orcudes
Currency - UsD ;

* Indecales news vahies
== Indicates cancellation

Cancellation

Split Request

Additional
Changes

End
Date

supplier Order
Humber

Supplicr Ordes Uine
Humber

Promised
Amount Date

Hewd-ty
Date

Start
Date

Price |
Description ¢ty UOM Rate

Supplier
Detalls Request Date Line Shipment Ttem Ttem

No results found.

Home Oeders Shipments Finence Admin Home Logout Preferences Disgnostics

About this Fage

All Change Order history is displayed for the order.
7- Click the Ok button to close the window.
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Standard Purchase Order: 13000020, 0 (Total USD 10,00%.80)

Order Infermsation

Terms and Conditions
Totsl 10,009,850
Received
Ivoiced
Bayment Status Mot Paid

Ganaral

Payment Terms  NET 30 DAYS
Carriar
FOI  DESTINATION
Supplier Ste 01 Frewght Terms  DELIVERED
Address G091 CAREY DR Shipping Cantrol
VALLEY VIEW, 011 44125 )

Tetal 10,009.80
Supplier TNDUSTRIAL SAFETY PRODUCTS
me

View Shipmants

Export

Returning to the Actions box:
8- Select the View PDF value.
9- Click the Go button.

File Download

Do you want to open or save this file?

Ei: Name: PO_82_13000020_0_US.pdf
Type: Adobe Acrobat Document, 3.88KB

l From: eprocapp4.neorsd.com

——9[ Open ] [ Save ] [ Cancel ]

i I While files from the Intemet can be useful, some files can potentially
\a ham your computer. i you do net trust the source, do not open or
= save this file. What's the risk?

The File Download window is displayed.
10- Click the Open button.

A PDF copy of the order is displayed. Use this copy for printing or save to desktop.

11- Use the File>Exit command to exit from the PDF document.
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Topic 3:  iSupplier Home Page — Shipments Tab

iSupplier portal users will have direct access to multiple levels of shipment information through
the Shipments tab. This tab also provides links to additional information pertaining to
shipments, including Receipts, Returns, and Performance.

This topic covers:

e Overview of the Shipments tab and summary information
e Review of Shipment Receipts details

o Review of Shipment Returns details

e Review of Overdue Receipts details

e Review of On-Time Performance metrics

Shipments Tab — Summary Information

The Home Page is displayed.
1- Click on the Shipments tab.

Home | Orders | Shipments | Finance | Admin
Delvery Schedules Shipment Notices Shipment Schedules Recaipts Returns Cverdus Receipts On-Time Performanca

Dalivery Schadules
Simple Seanch
Organizaton ot Item Mumber .
PO Humber Ship-To Location
Supplier Tam 4 Promised Date 7

Itern Descripion
Heed-By Date

é () Clear

The Delivery Schedules window is the default window displayed under this tab. Use this
window to search for delivery schedule information using multiple criteria.
2- To search for all delivery schedules, click the Go button.
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Home | Orders | Shipments | Fnance | Admin
Defvery Schoedules | Shpment Hobces | Shipment Schedules | Receipts | Feturns  Overdue Reoupes | On-Time Performance

Delivery Sehadules

Export
 simghe Search
Advanced Search
(Organizabon 4, Item Number 4
PO Humber Ship-To Location Q
Suppler Rem a, Promised Date =
Eem Deseription L -
MNead-By Date
i
Go | | Clear |
125 v Ned25 @
L] Suppler Quantity  Quantity Item Suppher Supplier
Organization lumber  Item Item Description uom Ordered  Receiwed  Ship-To Location CarrierNumber  Config ID Supplier Location  Promised Date «  Need-By Date
KEORSD LE } ANTI-FREEZE PERMANENT IN ONE GALLON PLASTIC GL 5 MSL Inte 010020 INDUSTRIAL SAFETY 05/24/2013 17:00:00
CONTAINERS PRODUCTS INC
MEORSD LE | ANTI-FREEZE PERMANENT TN OME GALLON PLASTIC 6L 5 eld Office £ 40t 010020 TNDUSTRIAL SAFETY 09/24/2013 17:00:00
CONTAINERS treet PRODUCTS B
WEORSD LE 4 TEST TO SEE IF WILL GO OVER TO EBS A 1 oty Inber INDUSTRIAL SAFETY 10/30/2013 00:00:00 10/30/2013 00:00:00
I PRODUCTS INC
MEORSD LE 13000280 hsofhoksdiwiuhsdhyi EA 1 serly Interna TNDUSTRIAL SAFETY 10/12/2013 00:00:00 10/12/2013 00:00:00
PRODUCTS B
HEORSD LE X ewippefwrwevirvbvoi eol wieol EA 1 wrly nbernal INDUSTRIAL SAFETY 10/02/2013 00:00:00 10/02/2013 00:00:00
b PRODUCTS INC
WEQRSDLE 1 1234 lasnlknalicmicjasmend) EA 1 gerly internal INDUSTRIAL SAFETY 10/02/2013 00:00:00 10/02/2013 00:00:00
at PRODUCTS B
WEORSD LE 17 sfsgfdsfedfodisdf EA 1 grly Internal INDUSTRIAL SAFETY 10/01/2013 00:00:00 10/01/2013 00:00:00

PRODUCTS INC

The Delivery Schedules window shows search results in summary.
3- Note the multiple fields of information, included comparison of Promised Date and
Need-By Date.

Shipment Receipt Details

1- Click the Receipts link under the Shipments tab.

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shi t MNoti | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

View Receipts

Simple Search
Receipt Number Organization ' Q
PO Number 13000326 ; Tterm Number Q,
Shipment Number Supplier tem | Q
Shipped Date Ttem Description

(example: 10/19/2013)

—>{ o | [ dlar |

The View Receipts window is displayed. Multiple search criteria are available for query.
2- Enter the PO Number value.
3- Click the Go button.
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Admin
Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Home | Orders | Shipments | Finance
Delivery Schedules | Shipment Notices |
View Receipts

Jacksonville Aviation Authority

Receipt Number Organization | &
PO Number 13000326 Ttem Number | Q
Shipment Number Supplier rem | Q
Shipped Date &= Ttem Description
(example: 10/ 3)
Go Clear
|Cre.aﬁon Date Org tion hi | hipped Date Packing Ship Containers Wayhbill/ Airbill Freight Carrier
36 10/19/2013 13:38:08 Easterly
Search results are displayed.
4- Click the link for the Receipt Number to view detail information.
Shipments. Recepts
Recaipt: 16
Creation Date 10/ 19/ 2013 13:30:04 Facking Slip
Organization Easterty Contaners
TIDUSTRIAL SAFETY PRODUCTS BN Viangbill/Air sl
te 01 Fraight Canmer
Shipe o il of Lacing
Shipment Date Attachments None
Recoipt Transactions \ \
Heed-y PO et
Receipt Date = Date Date bar  Lin Ttem/ Job d e
10/19/2013 1ZLZN3 1021003 On-Time 51 276802  GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE PR 2 2 g1
13:37:46 17:00:00 17 MIGITIG WING THUMS 4,5° GAUNTLET SPLIT COW CUEF, MCR
MUSTANG 49500 *HO SUBSTITUTION OF SPECIFICATIONS®
! Export |

Detail information for the receipt is displayed. Note the inclusion of Performance and Net
Received information for the receipt.
5- Click the Return to Shipments, Receipts link.

Shipment Returns Detail

| Shil

Delivery Schedul Schedul I | Returns | Overdue Receipts | On-Time Performance

Motices | Ship
View Receipts

Home | Orders | Shipments | Finance | Admin

e

Receipt Number Organization Q

PO Mumber 13000326 Item Mumber Q

Shipment Number Supplier Trem Q

Shipped Date Item Description
(=xample: 10/15/2013)
Go | | Clear
Receipt = |Creaﬁun Date Org tion h : hipped Date Packing Ship Containers ‘Wayhbill/ Airbill
36 10/19/2013 13:38:08 Easterly

Receipts Summary

Freight

1- Click the Returns link under the Shipments tab.
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Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Returns § y
Simple Search
Note that the search is case insensitive
Organization Q RMA Number
PO Number Trem :l,
Receipt Mumber Supplier Ttem Q
Shipment Mumber Itern Description
= | Go || Clear
Organization Receipt Numb PO Number Shi t Numb RMA Numb Receipt Creation Date Item Supplier Item Item Description UOM Q|
No search conducted.
The Returns Summary window is displayed. Multiple search criteria are available for query.
2- Toview all returns information, click the Go button.
Returns Sunmary
Sinple Search
Note that the search is case insensitive Advanced Search
Organization =y RMA Numbas
PO Numbar rem *
Receipt Numbar Supplier Tem L
Shipment Mamber Remn Description /
Go Chear
Recelpt PO t RMA Suppber Quantity Quantity Suppler
Organkzation Wumber  Number  Number Number  Recelpt Creathon Date = Ttem  Item Item Dascription UOM Received Raturned Raturn Date Reason Config ID
NEORSD LE | 2013 09:58:11 hesfhaiusdhmiubadi EA 1 1 13 14:12:00 POST
NEQRSD LE 3 16:09:39 scpretrschvnilosdd jbendgbsdicprbiky EA 1 1 13
NEORSD LE 46654 09/06/2013 11:28:29 491077 SEAL RING WITH SPRING & PIN 54 63-0206/01 FOR HUMBOLDT EA 3 1 09/06/2013
MODEL CP4-01.1 CENTRIFUGE SN P205
In the search results, detail information for the return is displayed.
3- Note the inclusion of RMA Number, Quantity Returned, Return Date, and Reason
information for each return.
Simple Search
Note that the search is case insensitive Advanced Sear
Organization Q RMA Number
PO Number Ttem Q
Receipt Number Supplier Ttem Q
Shipment Number Ttem Description
[(6o | [ clear |
[Receipt [P0 |Shipment  [RMA Supplier Quantity Quantity Supphier
OrganizationNumber  [Number Number Number Receipt Creation Date ~ Ttem Ttem Ttem Description UOM Received Returned Return Date Reason Config 1D
NEORSD LE 29 3 9 10/08/2013 09:58:11 hsofhoiusdhviuhsdhvi EA 1 1 10/08/2013 14:12:00,POST
NEORSD LE 14 10/01/2013 16:09:39 sdilpvhnsdvnksdjbnvkibsdkjvbkj EA 1 1 10/02/2013 10:22:02
NEORSD LE 2 - 546664 09/06/2013 11:28:29 491077 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT ~ EA 3 1 09/06/2013 11:39:30 POST

MODEL CP4-01.1 CENTRIFUGE SN P205

4- Click the link for any Receipt Number to view detail information.
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Shipments: Retumns >
Receipt Transactions

Export
[po Net

| Li UOM Ordered Returned  Received Defects Location Receipt Date Promised Date | Need-By Date  Performance

2 13000018 1 1 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT MODEL CP4-01.1 EA 10 1.0 1 Westerly Internal 09/06/2013 09/08/2013 09/08/2013 On-Time
Location 11:27:22 17:00:00 17:00:00

CENTRIFUGE SN P205

Return to Shipments: Returns

Export

Detail information for the return is displayed.
5- Click the Return to Shipments, Returns link.

Overdue Receipts Detail

Home | Orders | Shipments | Finance
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Relumns |

Overdue Receipts |
- 4

On-Time Performance

Returns Summary

1- Click the Overdue Receipts link under the Shipments tab.

Home | Orders | Shipments | Finance | Admin
i | Receipts | Returns | Owverdue Receipts | On-Time Performance

| Shi & | Shi & Crbeiil
3 F p

Delivery Schadul

Overdue Receipts

MNote that the search is case insensitive
Organization | Q

PO Number
Ttem |

Supplier em

e e

Due Date

(=cample: 10/13/2013)

The Overdue Receipts window is displayed. Multiple search criteria are available for query.

2- To view all overdue receipts, click the Go button.
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Frm 135 = Med 2§
pa Supphor “\ Quantity  Quantity Supplar
Organization Nmber Ttem Tt Description Due Dite + UOMOrdered  Received  ShipTolocation  Carsier Buyer Conlig 1D
HEQRSD LE 1 IR heaftcasdhrauhading 10/12/2013 000000 EA (1 0 Edsterfy kterns ShHOMSd, g £
WEORSD LE 130003 evippejwimwevTredvos eol whead 18/02/2013 00-00:00 EA 1 0
WEORSDLE 17000234 Insninalkpmkasmk) 10/02/2013 D0:00:00EA 1 0
NEORSD LE 1 1 Fiid dﬂ.’l‘.dq"‘df‘ﬂ‘.f 10/01/2013 00:00:00 FA 1 0
NEQRSD LE 1 138 Testing sccounts 05/30/2013 1700000 EA 1 o
HEORSD LE DODoo 0F/30/2013 000000 EA 1 o -
WEORSDLE 13090211 st test 09/20/2013 00:00:00EA 1 0 "
WEORSD LR N 010030 ANTI-FREEIR PERMANENT N ONE GALLON FLASTIC CONTANERS 08/34/2013 17:00:00 GL 5 0
NECRSD LE 1 i 010020 ANTHFREEZE PERMANENT BN ONE GALLON PLASTIC CONTANERS 09242013 17:00/00 GL " o
NEORSD LE 100000 391133 EPOXY PRIMER PART A 05/15/2013 17:00:00GL 6 o
WEQRSD LE 1 137 CLOTH DROP 12' X 15' CANVAS §-0Z HEAVY WEIGHT FOR PAINTERS, TRIMCD #56003  0#/15/2003 17:00:00E4 5 0
NEORSD LE 1 G ohR6i6 ADAFTER BRASS FIRE HOSE SWIVEL STYLE | ]I-'?' FEMALE CLEVE FRE DEFT THRD X 1 mlu'l 1/2003 17:00:00 54 1 o #l
1/2° PEMALE 1T ODXON FFFMLS5F1SS
REQORSD LE 1 B0, rld’.dghlnrngknnrlknhn! 05112013 00:00:00 EA 1 0 i
NEORSD LE 1 1 491077 SEAL RING WITH SPRING & FIN 54 63-0086/01 FOR HUMBSOLDT MODEL CP4-01.1 S/08/2013 17:00100 EA 10 1
CENTRIFUGE 5N P205
WEQRSD LE 01§ BIGMONEY 2HF MOTOR 09/00/2013 17:00:00E4 3 0
WEORSD LE i ol 0C2\'|'|-d O%/0R/2013 00-00:00FA 1 0 't
HEQRSD LE 1 20 Miscellancows 08/30/2013 00:00:00EA 1 o

Search results are listed by PO Number, with latest Due Date listed first.
3- Click the indicator next to Due Date to change the sequence.

PO Suppher \ Quantity Quantity
Organization Number  Ttem Ttem Item Dascrigtion Dua Date - UOM Ordered Recoived
NEORSD LE 13007622 Muscellaneous 06/30/2013 00:00:00EA 4 o
NEORSD LE 1 20 Meccallanaout OB/30/2013 00:00:00FA & o
NEORSD LE 1 i3 Mescellancous 08/30/2013 DO:00:00EA 1 o
HEORSD LE 1 26 Mescellareous 08/30,/2013 DO:00:00EA 1 o
NEQORSD LE {13 P2, Merellaneous 08/30,/2013 00:00:00 EA 1 a
NEORSDLE | 2622 Merellancous 08/30/2013 00:00:00 EA 1 L]
NEORSDLE ] Mrscellareous 06/20/2013 00:00;00EA 1 L]
MNEORSD LE  ||3002622 Mescellaneaus 08/30/2013 00:00:00EA 1 0
NEORSDLE | 2622 Miscellansous 08/30/2013 00:00:00EA € L]
NEORSD LE 13002032 Mescellanegus 08/30/2013 00:0000EA € 9
NEORSD LE 26, Meccollaraous 0Bf30,/2013 D0:00:00 EA 1 o
NEORSD LE 1300262 Mescollareous 08{30,/2013 DO:00:00EA 1 o
NEORSD LE 1300262 Mescollareaus 08/30/2013 0Q:00:00 EA 2 o
NEQORSD LE L3002022 Mescollaneous O8/30/2013 0Q:00:00EA 2 o
NEORSDLE 1 22 Merellarcous 08720/2013 00:-00:00EA 4 L]

The listing now displays earliest Due Date listed first.
4- Click the indicator next to Due Date to return to the original sequence.

On-Time Performance Detail

Home | Orders | Shipments | Finance mi
Delrvery Schedules | Shipment Notices | Shipment Schedules | Receipts | Retwns | Owerdoe Receipts | On-Time Performance
Owerdue Receipts _?'

/

1- Click the On-Time Performance link under the Shipments tab.
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Home | Orders | Shipments | Finance | Admin

Detvary Schedules | Shipment Notices | Shipment Schedules | Recelpts | Retums | Overdue Recaipts | On-Time Performance

On-Time Performance

Note that the search is case insansitive
Organization Q FO Number 13000326 |
Due Date = Shipmerit Numbar
saenpes: 107197 03) -
LER P ._J\
Recelpt Number
WaybillfAkrbill Number
Supplier Iem
Delivery Status -

éil Clear

The On-Time Performance window is displayed. Multiple search criteria are available for query.
2- Enter the PO Number value.
3- Click the Go button.

Home | Drdors | Shipments | finance | Adnin

Delbvery Schedules | Shipmend Motices | Shipment Schedules | Receipts | Retumns | | O
On.Time Performance
Advanced Search |
Organization 8 PO Number 13000328
Due Date = Shipment Number
.. tam 4,
Receipt Number
Wayhill/ Aurbill Number
Suppler Rem 4
Delvery Status .
Go || chear | d—
PO shipment  Recelpt Supphor ‘Quantity  Waybill/ Alrbll Dolvory  Configuration
ation umber  Due Date « Mmber Numbor  Receipt Date tem  Item Dascription VOM Received  Number Carrior Status i
NEORSOLE  LIODOJ26 10/20/2013 17:00:00 1 10/19/2013 13:37:46 278802 UNKNOWN  GLOVES WELDERS, FREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING PR 2 on-Time
THUMS 4.5 GAUNTLET SPLIT COW CUFF, MCR MUSTANG 4950L “NO
SUBSTITUTION OF SPECIFICATIONS™
Export |

Performance information for the specific PO is displayed. Note the inclusion of Delivery Status.
4- Click the Clear button to perform another search.
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On-Time Performance

Simple Search

MNote that the search is case insensitive

Organization Q PO Mumber
Due Date j Shipment Number
(escample: 10/15/2013) Ttem q

Waybill/Airbill Number

Receipt Number

Supplier tem Q,
Delivery Status | [EICIN ~ h
ﬁ- Go Clear

5- Select the Late value in the Delivery Status field.
6- Click the Go button.

On.Time Performance

Export

Advanced Search

Organization

Due Date

Receipt Number

Supplier em

Delvery Status  Late -
N3 [ [Gear \

PO Shipment  Recelpt
Organization Number  Due Date - tumber Humber Recelpt Date Ttem  Them

NEORSD LE 10/19/2013 13:38:34 02626

Quantity Waybill/ Alrbil Delivery  Configuration
Rocelved  Number Carrlar Status 1d

JIVEL STYLE 1 1/2°" FEMALE CLEVE €A 1 Late

NEORSD LE 10/1%/2013 13:38:34 002626

NEORSD LE 10/17/2013 11:43:53 002636

Late

NEORED LE 0%/06/2013 17:00:00 + 10/17/2013 11:45:23 014455 Late

Search results are displayed for all late shipment deliveries. Note the inclusion of Due Date and
Receipt Date for comparison purposes.

Topic 4: iSupplier Home Page — Finance Tab

iSupplier portal users will have direct access to multiple levels of financial information through
the Finance tab. This tab provides links to invoice and payment information.

This topic covers:
e Qverview of the Finance tab and summary information

e Review of Invoice details
e Review of Payments details
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The Home Page is displayed.
1- Click on the Finance tab.

Invoice Information

Create Invoices | View Invoices | View Payments

View Invoices

Home | Orders | Shipments | Finance | Admin

Invoice Number

Payment Status -

%ﬂ | Clear

To

Invoice Amount From
PO Number 13000228 <€—— Amount Due From To
Payment Number Invoice Date From & To =
o iats i Due Date From B &
{example: 10/15/2013)

The View Invoices window is displayed. Note the multiple criteria available for query.
2- Enter the value in the PO Number field.
3- Click the Go button.

Viome Logoat el

orders | Shipments | Finance | Admin
Ureate Ivoices | View Invoices | View Payments.

View Invoices

Sanplhe Search

Invoice Humber

[Export

Advanced Search |

Invisce Amaunt From To

FO Humber 13000228 Amount Dee From To
Fayment Number Inviice Date From @ 1o ]
Imvoice >ty = Due Date From H 1 2

Fayment Status - Juesmche: 104 IN0LY
| Go | | Clear
Involce  [Involce Date - Type Currency Amount Due Status on liold Fayment Status Due Date Payment PO Humber Recelpt Attachments
Standard usp 100.00 100,00 In-Frocess Hot Fald La/d0] JELIIFEL

Search results are displayed in summary for all invoices related to the PO.
4- Click the link under Invoice to view details.

Page 20




iSupplier "'NJAA

Training Guide e A e

Creste bvoices | View Involces | View Payments

Einanc

Standard BSETE [Totnl USD 100.00)

artancyaUSD

Geneeal Amount Summary Im-"mr;dm'nh‘" -
Invoice Date 10/ 17/ 2013 Rem  100.00 Discount Taken  0.00
Status In-Process Freight 0,00 i 100.00
On Hold Miscellancous (0LOO Status Mol Paid
Attachiments Wone Tex o000 D Peyment Date
Supplier  INDUSTRIAL SAFETY PRODUCTS INC Prepayment 0.00 Payment
Supplier St 01 Ratainage 0,00 Term NET 30 DAYS

Address G CAREY DR withholding Tax .08
VALLEY VIEW, OH 4413 Tolal 100,00

Tovoice Lines  Schodubsd Paymonts  Hold Reacans

Line - Type Description Qty VoM Price Tax Inchuded Amount Retanage Status PO lumber PO Line PO Shipment Buyer Receipt
1 Ram 1EA 100.00 100.00 0.00 In-Frocess 1 1 1 Dammeris. fe

Detail information for the invoice is displayed.
5- Note the Payment Information summary box.
6- Click the Scheduled Payments tab.

Create Invoicas | View Involces | View Payments
Goneral Amount Summary. Baysaent Diormacies..
Irvoice Date 10/ 17/3013 Tem 100.00 Discount Takan - 0.00
Stats In-Process Froight  0L00 Due 200,00
On Hold Miscullancous 0,00 Stotus Mot Paid
Attachments Hone Tax g.00 (& Paryment Date
Supplier MEDUSTRIAL SAFFTY PRODUCTS INC Prepayment 0,00 Fymiant
Supplier Site 01 Retainage 0.00 Term. EE.30 PAYS
Address 6091 CAREY DR Withhalding Tax 0,00
VALLEY VIEW, OH 44125 Tetn! 100.00
Tnvoice Lines  Schodubed Payments Hold Reasons
Dise: Date Amount Remalning Amaunt Status Methad
11/16/2013 100,00 100.00 Mot Faid Check

Payment Schedule information for the invoice is displayed.
7- Click the Hold Reasons tab.

EaEaEEmeE—eE - |
Creste Invosces | View Invoices | View Payments
Finance. Vi e

Standard Inveice: RBSGTE (Total USD 100.00)

Currency=USD
General Amount Summary Paymeont Information,
i Fad 0,00
Inveice Date 10/ 17/2013 Rem  100.00 Digcount Taken  0.00
Status  In-Process Freight 0.00 Due 100.00
On Hold Miscellanecus 0,00 Status Mot Pakd
Attachments None Tax pop & Payment Date
Suppiier  TOUSTRIAL SAFETY PRODUCTS IHC Prepument .00 Payment

Suppher Site 01 Retainage 0.00 Term MET 30 DAYS
Address GIFL CAREY DR withholding Tax  0.00

VALLEY VIEW, OH 44125 Total 100.00
Ivoica Lines  Schadubed Payments  Hold Raasons

Hold Name Hold Reason Hold Date Redease e Release Reason Release Date
Mo results found.

Hold and Release information for the invoice is displayed.
8- Click the Return to Finance, View Invoices link.

Page 21



iSupplier "'NJAA

Training Guide e A e

Payments Information

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Involces | View Payments
View Invoices Ao

TG

1- Click the View Payments link under the Finance tab.

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments

View Payments

Note that the search is case insensitive
Payment Number Status alf Q,
Invoice Number 35662 <— Payment Amount From To
PO Mumber = - =

Payment Date From To =

{example: 10/15/2013)

——> (60| [ cor |

The View Payments window is displayed. Note the multiple criteria available for query.
2- Enter the value in the Invoice Number field.
3- Click the Go button.

Home | Orders | Shipments | Finance
Create Ivoices | View Invoices | View Payments
View Payments
Simple Search
Hote that the search is case insanstive Advanced Search

Faymant Number Status =4

Invoice Number 35662 Fayment Amaunt Fram To
FO st Fayment Date From - 3 1, ]
(st 10/1372013)
Go || Clear

Payment Payment Date ~ Currency Amount Method |Status Status Date Bank Account Involce PO Number
FVFE] 10/06/2013 uso 10000 Check Megotiable 10/08/2013 KEY CONTROLLED DISBURSEMENT dabld FFCILIEE R

Search results are displayed.
4- Click the link under the Payment to view detail information.

Paymant: 1121 (Total ISD 100.00]
Export
Payment Date  10/068/2013 Suppher  INDUSTRIAL SAITTY PRODUCTS IRC
Method Check Supplier Ste 01
Status  Negotiable Address 6091 CAREY DR
Status Date 1000/ 2013 — omanizs
Bank Account  KEY CONTROLLED DISBURSEMENT
nchnbed Invoices;
Inveke Inveice Date Type Currency Amount Status Payment Status Payment PO Rumber Recelpt Attachmants
117 10/08/2013 Standard usob 100.00 Appreved Fald 100.00 130003],
§ A T
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Detail information for the payment is displayed. If desired, user can drill down on details for all
Included Invoices associated with the payment.
5- Click the Return to Finance, View Payments link.

Topic 5: Create Invoices

Registered iSupplier users can create and submit invoices directly through the portal. Once
submitted, the invoice status can be viewed online through standard inquiry screens.

This topic covers:

e Invoice creation and submission
e Confirmation of invoice submission status

Invoice Creation

Search PO Mumber - E

The Home tab is displayed.
1- Click on the Finance tab.

iSupplier Portal

T Navigator v B2 Favorites ¥ Home Logout Preferences Help

Home | Orders | Shipments | Admin | Finance

Create Invoices | View Invoices | View Payments
Invoice Actions

Create Invoice  With a PO E

MNote that the search is case insensitive
Supplier GRAINGER INDUSTRIAL FPurchase Order Number
L Z T Invoice Amount
Invoice Date From B S ra =
=
{example: 15-Mar-2014)
Invoice Status - Currency
| Go || Clear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status ‘Withdraw Cancel Update View Attachments

No search conducted.

Create Invoice  With a PO | Go

The Invoice Actions window is displayed.
2- Click the Go button to Create Invoice With a PO
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Womier | Ordurs. | Shipments. | Feance | Admin

Advanced Search

Advances or Finandng  Tlem Description  Suppler Ttem Rusber Ordered  Receved Involced UOM Unkt Price  Curr ShipTo  Ovganization  Packing Slp  Wayhll

Line Shipment

Select PO Rumber
o search conducted.

The Create Invoice: Purchase Orders window is displayed.
3- Using the Search window, enter the value in the Purchase Order Number field.

4- Click the Go button.

Select Items: | Add Lo Invoice ‘H
Advances or Suppler Ttem Uit ™
t PO Humber = Line Fim " Humber Ordered Recehred Invoiced UOM Price  Curr Ship To Organization Sy Waybill
1 1 VELDERS, PREMILM GRADE COW LEATHER, LARGE MIG/TIG WING THUME 4.5 UNKROWH 3 2 o PR B7TET usp Easterly NEQRSD LE
¥ (=] GAUNTLE FLIT COW CUFF, MCR MUSTAMNG 49301 “NO SUBSTITUTION OF Internal
SPECIFICATIONS™ Location
Cance] | Step 1of 4 | Noxt
Search results are displayed, showing all eligible PO lines.
5- Click the Select button next to line for PO Number.
6- Click the Add to Invoice button.
Selact ltems:  Add Lo Invoice
PO Advances or Suppler Item Unit
Select Mumber  UneShipment  Financing  Item Description Number Ordoned Received Invobced UOM Price  Curr Ship To Organization Sp Wayhill
1 1 GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUME 4. LW 2 2 Q9 PR 07767 usD Easterly HEORSD LE
£l s] GAUNTLET SPLIT COW CUFF, MCR MUSTANG 43501 *NO SUBSTITUTION OF SPECFICATIONS® Internal
Locabon
Purchase Order Items Added to Invoice
Select tems:  Remove from nvoics
et Al | Ssiect None
ro Tem Suppher em At
Select Humber  Line Shipment Ttem Description Humber  Mumsbar Ordered Received Involced UOM Price  Curr Ship Te Organkzation
13000326 1 1 GLOVES WELDERS, PREMIUM GRADE COW L G WING THUME 4,5° GAUNTLET SPLIT COW CURE, 278803 UNENOWN 2 2 (] PR B,7767 Usp Easterly Internal  wEomsp LE
MCR MUSTANG 43501 *NO SUBSTITUTION OF SI Location
Cance] | Step1of4 | Megt

The line is now included in the Purchase Order Items Added to Invoice window.
7- Click the Next button.
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Create Invoices Wiew Invoices View Poymerils
Dotaile Mansge Tax
Craato Involce: Dotalls
* Indica
Suppler oo
* Suppher  INDUSTRIAL SAFETY PRODUCTS INC * Invoice Number
Tax Payer 10 34-1792160 -
* Invoice 0/18
* Remit To | || Invoice Date 1
e Ivoice Type  Ivoice .
0 Bank Account Currency USD
e ifsor Irvoice Descripbion
Remittance Check Digt
Test
Attachrm
Cudomer
= Cugomer Tax Payer D
Customer Hame
Address
Tems
[ Suppler Tem Availalshe
Humber  Line Shipment Them Description Nurnbier Tuantity
sgo0as ;Ir ] GE MIG/TIG WING THUMS 4.5 GAUNTLET SPLIT COW CUFF, MCR UNKHOWN 2

Risnar and Subemt

Canced Back | Step 2 of 4 | Next

None. Add..

Uit
“Ouantity Price UOM Amount

2a778T7 PR 1755

The Create Invoice: Details window is displayed. Use this window to complete detail

information for the invoice.

Note: Required fields are indicated with * and must be completed to proceed from this window.
8- Use the Search (magnifying glass) icon to find the appropriate Remit To value.

Search and Select: Remit To

Search

Search By RemitTo =

Results

Selact Quick Select
No search conducted.

About this Page

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

[0 | €——

Supplier Remit To

Select

Cancel

Address Organization

Cancel Select

The Search and Select window is displayed.

9- Click the Go button.
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Search and Select: Remit To
Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By RemitTo » Go

Results

Select Quick Sel Supplier Remit To Address Organization
- =4 INDUSTRIAL SAFETY PRODUCTS INC 01 6091 CAREY DR VALLEY VIEW OH 44125 MEORSD LE

About this Page

Cancel Select

The Results window is displayed.
10- Use the Quick Select button to select the appropriate Remit To value.

Create Imioices Vierw Irnvoices View Paymenty
Details

Creale lvoice: Detalls
sy [Cancel ] | Back | swp 2084

Nt

* Supplor  INDUSTRIAL SAFETY PRODCTS ING
o D 39-1792160

% 6091 CAREY DR VALLEY VIEW DM 44125

Attachment Add..

None

The Remit To value is entered into the field.
11- Enter the appropriate value in the Invoice Number field.
12- Enter the appropriate value in the Invoice Date field. (Use the Calendar icon or enter

date manually into field).

Customer

* Customer Tax Paver ID QA

Custormer Marne
Address

In the Customer section of the window:
13- Use the Search (magnifying glass) icon to find the appropriate Customer Tax Payer ID

value.
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Search and Select: Customer Tax Payer ID

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Registration Number - Go h

Results

Select Quick Select Registration Number Legal Entity Legislative Category Country Of Registration Legal Address
Mo search conducted.

About this Page

The Search and Select window is displayed.
14- Click the Go button.

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Registration Number - Go
Results
Quick | [Legal Legislative Country Of
Select Sel |Registration Number -~ Entity Category Registration Legal Address
=B 5Y511976 NEORSD LE Income Tax us 3900 Euclid Ave Cleveland

Cuyahoga 44115
About this Page

Cancel Select

The Results window is displayed.
15- Use the Quick Select button to select the appropriate Registration Number value.
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7 y ]
Details an Riratrw and Submit
Create lnvoice: Details
* Irdlicates required fiekd Back | Step 2 of 4 | Negt
Supglivr Invoice:
* Supplier  INDUSTRIAL SAFETY PRODUCTS INC * Irweoice Nusniber
Taw Payer 10 34-1792160 .
* RemitTo 01 4 L
Ackkess. GO9I GAREY DR VALLEY VIEW OH 44123 Ik Typm
Remit To Bark Account o Curroncy
Unique Remittanca dentifier Inwoion DesCription
Ramittance Chack Digt E
Toat
Anachment o[ Add...
Cusboanas
* Customir Taa Payer [0 SYS11976 4
Customer Name  NEORSD LE
fddress 000 Euclid Ave Cleveland Cuyahoga 44115
Items
] Suppler Item Avallable Unit
humber  Line Shipment Item Description Number ship To Quantity “Quantity Prico  LOM Amount
1%000%5 1 GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUME 45" GAUNTLET SPUIT COW CUFF, MCR P— Eastorky ntorral 2a7eT PR 1TSS
MUSTANG 95500 *NO SUBSTITUTION OF SPECIFICATIONS®

All required fields have now been entered for the invoice.
16- Click the Next button.

Warage Tan

[l [eve | [k ] sowe 1 s [limgn | [ Sl

Supgher Amyrecn
15347213
10/18/2013
Scandard
e
Amubmire linne
Lurtomar
* Custoe Tan Py 1D SYS11976
Camyrar Tuima NEQRSD L
Akwm 300 Fuckd Awe Cleveland Cuyshoge 44113
Summary Tau Lines.
Calewlan |
Summary T Ling Member Tax flngime Cosbe Tax Tax: . ol e Tax Rt Tax
P vt
e
PO Mumbar Ling Shipmast Htam Dascrigtion Supshier (tam Rombar Ship To Avedable Gty Guantity 1o Livoics UOM Usit Prics Amovst
toin b 1 GUOVES WILDERS, PREMIUM GRADE COW LEATHER LARGE MIGTIG WENG THUMS 45" GAUNTLT S5L11 COW CURE, MR MUSTANG £33 *HO 208 LR Larter, v Lacmon 2mem [E
Shoppeng et Handling
Charge Type Amauim Ceacrpran
e v
Trriman Semmary.
1753
e
)
B0
Recalciste fotal 1235
Cavcal | [gowm | [ Bach | 5o 12 by |

Review the invoice information.
17- Click the Submit button.

Reglonal "t oar District iSupplier Portal

i Navigator v ® Favorites v Home Logout Preferences H

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments
& o
Purchase Orders Details Manage Tax

[k Confirmation _

Invoice 15567212 was submitted to our Accounts Payable department on 10/19/2013. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page.

& @
Review and Submit

Invoice: 15567212

The Confirmation window is displayed. The invoice has now been submitted to the NEORISD AP
Department.
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Confirmation of Invoice Submission Status

L'y Confirmation
Invoice 1S567212 was submitted to our Accounts Payable department on 10/19/2013. "

To confirm the status of the submitted invoice:
1- Click the View Invoices link.

Home | orders | snipments | anance | Aavin IR
Create Invoices | View Invoices | View Payments
View Invoices
Simple Search
Invoice Number 15567212 é-— Invoice Amount From To
PO Number Amount Due From
Fayment Number Invoice Date From E|
Invoice Status i Due Pate:From 5
Payment Status - (=xample: 10/15/2013)
- | Go | | Clear ‘

The View Invoices window is displayed.
2- Enter the value in the Invoice Number field.
3- Click the Go button.

Create Iivoices | View Invoices | View Payments.
View Invoices
Simple Search
Addvanced Search
Invoice Humber 15567212 Irvoice Amount From Ta
FO Humber Amgunt Due From To
Fmyment bumber fvoice Date From H To =
Involce Status * Dt Dt From To
Paymant Statue s 1IN
/ Go | | clear
Involce Involce Date - Type Currency Amount D Status o0 Hold Payment Status Due Date Paymant PO Number Receipt Attachments
5721 10/19/2013 standard UsD 1755 1255 InFrocess Not Paid L1230) 25

Search results are displayed.
4- Note the summary information for the invoice, including the Status of In-Process.
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Topic6: Create Advance Shipment Notices

Registered iSupplier users can create and submit Advance Shipment Notices (ASN) directly
through the portal. Once submitted, the status of the ASN can be viewed online through
standard inquiry screens.

This topic covers:
e Creation steps for Advance Shipment Notices
e Steps for viewing submitted Advance Shipment Notices

e Steps for cancelling submitted Advance Shipment Notices

Advance Shipment Notice (ASN) Creation

Home | Orders | Shipments | Fnance | Admin

Search PO Number

The Home tab is displayed.
1- Click on the Shipments tab.

Home | Orders | Shipments | Finance | Admin
Defivery Schedules | Shipment Motices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Delivery Schedules ‘;n..__

T,

The Shipments window is displayed.
2- Click the Shipment Notices link.

Home | Orders | Shipments | Finance | Admin

Delvery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Create Advance Shipment Notices h

Create Advance Shipment Billing Notiogs

Upload sdvance Shipment and Billing Motices

ew [ Cancel Advance Shipment and Billing MHotices

The Shipment Notices window is displayed.
3- Click the Create Advance Shipment Notices link.
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Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >

Create Advance Shipment Notice

Views

View | Shipments Due This Week - | Go
Shipments Due Any Time

ent Supplier Item Item Description Due Date Quantity Ordered Quantity Received UOM Ship-To Location Org

No results found.

Return to Shipments: Shipment Notices

The Create Advance Shipment Notice window is displayed. To search for shipments, use the
Views window.

4- Select the Shipments Due Any Time value in the View field.

5- Click the Go button.

Create Advance Shipment Rotice
Views
—
View  Shipments Due Any Time ~ | 6o |
Seloct PO Shipments: | Add to Shipmant Roticn Fre 195 - Hopzs @
0 = Supplier Quantity  Quantity Organization  Ship-To Supper
Sedoct Mumber  Line Shipment Tem Ttem Description Ordered  Recehved UOM Ship-To Location  Mame Organkzation  Currency Site
30025 3 1 Miscallansous 1 0EA [EMSC e NEORSD LE EMSC usD 0
4 1 - 2 oga EMSCInts NEGRSD LE Emse usp 0
2 1 Miscallanaous 0A [EMSC e MEORSD L EMSC usD 0
1 1 Miscallsatous 0/  EMSCInte REOGRSD LE EMSC uso L
19 1 Misesllarsous 0jEA [EMSC nfern EORED LT Mse uso 0
18 L Miscellsngous 4 0 A EMCInterna HEGRSD LE EMSC uso L
ur 1 Miscellermous 0La EMILIni MLGRSE LE M use 0
16 1 Miscelleneous [ 6 EA  CMSCinterns NEORSD LE EMSC uso 01
15 1 Miscellarous ofa  EMELInts NEGRSD LE EMSC uso 01
14 1 Miscelleneous oea EMSC Interns NEORSD LE EMSC usD 0
13 1 Miscellarous & o EMECInis NEGRSD LE EMSC uso 01
12 1 Miscallansous [ 0EA [EMEC e NEORSD LE EMSC usD 0

Eligible shipment lines are displayed as a result of the query.
6- Click the Advanced Search button.

Home | Orders | Shipments | finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Crama Advance Shipmant Notice

played in your results sot

& show table dats when sll condtions are met.
Show table data whan any condibion is mat

PO Nurmiber ™ - 1300000 —

Ship-To Location ™ -
Suppher Site - vy
Ttem i - 5
= G0 | | Clear |add Another  Rem - | ndd |
Select PO Number Lime Shipment Suppler Them Tem Description Due Date Quantity Ordered Quantity Shiip-Te ganization Name Ship-T rrency Supplier Site

Mo senrch conducted.

The Advanced Search window is displayed. Use this window to narrow the search.
7- Enter the value in the PO Number field.
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8- Click the Go button.

Select PO Shipments: | Add to Shipmont Natice | €E——
" Supplier Quantity Quantity Organization Shig-Ta Suppher
Sehect Number  Line Shipment Tem Them Description Ordered Recehved DOM Ship To Location  Name Organization Currency Sl
N 2 1 EPOXY PRIMER PART A 6 0GL i 1 ! NEORSD LE NEO_ITM_MST usp a1
= CLOTH DROP 12° X 15' CANVAS 8-0Z HEAVY WEIGHT FOR 05/15/2013 5 0EA HEORSD LE NEQ_TTM_MST UsD (1}
PAINTERS, TRIMCO #55903 17:00:00

Home Oiders Shipments Fmance Admen Home Logoul Prelerences [hagnostics

Search results are displayed for eligible shipment lines.
9- Click the Select button for each shipment line to be added.

10- Click the Add to Shipment Notice button.

T [ L o D SR,

Racegts | Returne | Overdos Receipes | On-Teme Performance
Al Shipments Preview | | Submit
Shipemant Header | Shipmant Lines
Shipment Une Defauls
Enter Shpment Line Defaults and cick Defauf to All Lines tn copy 10 ak shepmant lnes
Facking sip Containar umbar
Country 0f Ongin Truck humber
Bar Code Label Commmants
Delault 1 AB Lines
shipments in Advarcs Shigment Ttk
ity | e 41 e
" Supgler Quantity  Quantity Quanthy Add
Details Number  Ling Shipment Item Item Description e Date Ordered Received oM r g Location fLot]
i z EPUKY PRIMER PART A 09/15/2013 17:00:00 6 o il A o AmEimag | & =30 |
ot 2 X 15" CANVAS B-0Z HEAVY WEBGHT gy S ] = -
FOR FAINTERS, TRIMCD #5851 A St ¥ = 4

The lines are added in the Shipments In Advanced Shipment Notice section of the window.
Note: User can change quantities, remove lines, or split lines as needed from this window.

11- Click the Shipment Header tab.

Home I Orders I Shipments I_Finance I Admin
Delivery Scthedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdus Receipts | On-Time Performance

Notice

Create Ad

Shipment Header  Shipment Lines

Shipment Information

* Indicates required field
* Shipment Mumber 101 e—

* Expected Receipt Date =
Exxample: 10/19/2013 16:34 44

= 6—
Note: Shipment Date cannot be later than
today

* Shipment Date

Freight Information

Packaging Code
Tar Weight
Met wight

Comments

Freight Terms Q Freight Carris Q
MNumber of Containers Bill of Lading
Waybillfairbill Mumber Packing Slip

Special Handling Code
Tar Weight UOM
Met deight UOM

The Shipment Header window is displayed. Use this window to complete header information

for the ASN.
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Note: Required fields are indicated with * and must be completed to proceed from this window.

12- Enter the value in the Shipment Number field.
13- Click the Calendar icon for the Shipment Date field.

€| http://eprocappd.neorsd.com:8020/0A_HTML/caba,

= October v 2013 > @
Sun Mon Tue Wed Thu Fri Sat
29 30 1 2 3 4 3
6 7 g ] i 11

13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2

Cancel

€D Internet | Protected Mode: On ¥ = H100% -

The calendar is displayed.
14- Click the appropriate day value.

Home | Orders | Shipments. | Ansnce | Adein

Dulvery Schediles | Shipment Notloes | Shipment Schedules | Fecephs | Reurms | Overdue Fecephs  On-Time Parformance
Cisate Advamce Shipment Natice
Add Shipments | | Proview | | St
Shipmment Hoader  Shigenont Lines.
=3 * Eapoctud Fecept Dot
Froight Indormation
T
Cance| Addd Shigmants Privdee St
15- Repeat the process to enter the value for the Expected Receipt Date field.
Create Advance Shipment Notice
Add Shipments | Preview | | Submit
Shipasent Meader  Shipment Lines
1 higreant Dy
* Expected Receipt Date 1 = be later
Freight Intormation
Freight Terms A Freight Carmier A
Number of Contaners Bl of Lading
Wyt Akl Numbar  FX-J456  ligm— Packing Sip
Packagng Code Special Handlng Code
Tt Wesght DM
Cancel Add Shipments Preview Suibmit
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Use the Freight Information section to add additional information if desired:
16- Enter value in the Waybill/Airbill Number field.
17- Click the Preview button.

Shipment Nember 101 Shpment Date  10/18/3013 16:42:30

15 CANVAS 8-0F MEAVY WEEHT FOR PANTIRS, TRIMCD 58503 081

Review the completed ASN information.
18- Click the Submit button.

Home | Orders | Shipments | Fnance | Admin

Delivery Schedules | Shipment Motices | Shipment Schedules | Receipts | Returns | Overdue Recelpts | On-Time Performance

Your Advance Shipment Notice 101 has becn submitted,

Return to Advance Shipment Notices s e—

The Confirmation window is displayed.
19- Click the Return to Advance Shipment Notices link.
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View Advance Shipment Notices
Shipment Schedules | Recelpts | Returns | Overdue Receipts | On-Time Performance

Delivery Schedules | Shipment Notices |

[]
Create Advance Shipment Motices

Create Advance Shipment Billing Notices
b Bf

and Billing Notices
t and Billing Motiges ‘&'—_—

Shipm

Upload Advange Shipms

Cancel Advance

Views [

The Shipment Notices window is displayed.
1- Click on the View / Cancel Advance Shipment and Billing Notices link.

. Cxport
View  Lagt 25 Shipmant Notices = Go | Advanced Search |
1) Once a shipment notice is cancelle: \
Select Advance Shipment Notice | Ca Shigenent Notice
Select Shipment Mumber  Shipment Date Expected Recelpt Date Freight Carrier  Waybill) Alrtill Rumber Suppler Site  Involce Number  Packing Slp  Processing Status Code Cancellation Status
101 10/18/2013 16:42:20 102172013 16:42:28 FX-3456 o1 Pending
The Views window is displayed. Note the default view showing the Last 25 Shipment Notices

now includes the created ASN.
2- Note the Processing Status Code of Pending for the newly created ASN.

3- Click the Return to Shipments: Shipments Notices link.
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Cancel Advance Shipment Notices

Ilnmlﬁdm]mﬂ;]lhnmr]ndrlh
Delvery Schedules | Shipment Motices | Shipment Schedules | Recelpts | Retums | Overdue Receipts | On-Time Performance

The Shipment Notices window is displayed.
1- Click on the View / Cancel Advance Shipment and Billing Notices link.

Shipments | finance | Admin
Schedules | Shipment Motices | Shipmeet Sthadules | Recets | Retems | Overdue Raceipts | On-Time Parformance
View | Cancel Advance Shipment Notice
Export
- Wiews
View  Last 25 Shipment Wckices = | 6o Advanced Search |
(3 Once a shipm
Sedect Adv ihi Roticn | Canc Matice | <
Shipmant Number Shipment Date Expected Receipt Date Fraight Carrier Waybilf Alrbill umbar Suppler Site  Invoics Number Packdng Sk Processing Status Code Cancellation Status
& 0 10/18/2017 16:42:20 10/21/2003 16:42:78 3456 o Paading
Export

Home Orders Shipments Finsnce Admin Homs Logout Prefwences Help Diagnostics

The Views window is displayed. Note the default view showing the Last 25 Shipment Notices
now includes the created ASN.

2- Note the Processing Status Code of Pending for the newly created ASN.

3- Click the Select button next to the Shipment Number to be cancelled.

4- Click the Cancel Shipment Notice button.

T Mavigatc

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

ASH Cancel Confirmation b

Your request to cancel Advance Shipment Notice 101 has been submitted. A notification will be sent to the buyer(s) informing them of the cancellation.

Return to View Advance Shipment and Billing Notices

The Confirmation window is displayed.
Note: Once a shipment notice is cancelled, it cannot be undone.
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Topic7: iSupplier Administrative Updates

Registered iSupplier users can maintain updated profile information directly through the portal.
Changes to address, contact, product, and business classification information can be submitted
for review and approval by JAA purchasing administration.

This topic covers:

e Access to the Admin tab for viewing and updating profile information
e Updating supplier address information

e Updating supplier contact information

e Updating supplier product information

e Updating supplier business classification information

Access the Admin Tab

Home | Orders | Shipments | Finance

Search PO Number -

The Home Page is displayed.
1- Click the Admin tab.

Home | Orders | Shipments | Finance | Admin

Organization fame  INDUSTRIAL SAFETY PRODUCTS INC DUNS Humber
- ration Humber

Country of Tax Registration

Categary Last Updated By Last Updated Usage update Delote Publish

The Profile Management window is displayed. Use this window to update all profile
information.
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Update Supplier Address

Home | Orders | Shipments | Finance | Admin

Profile Management
+ General Gentiak
+  Company Profile Organization Name INDUSTRIAL SAFETY PRODUCTS THC DUNS Number
Organization Supplier Number 01676 Tax Registration Number
— Aliss Taxpayer D 34-1792160
Lobisaln Parent Supplier Name Country of Tax Registration
Contact Parent Supplier Number
Directory
Business Attachmeols
Classifications
Product & Search
Services

Banking Details Note that the search is case insensitive

Payment & Title [El
ksl [ Show More Search Options
Surveys
Add Attachment...

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

1- Click the Address Book link.

s Addrass Book

+ Compaey Profie
‘Organization Address fame - Address Detalls Update

Country
Address Book | 01 6091 CAREY DR United States
Conénct VALLEY VIEW, OH 44125
Directory
fusiness
Classifications
Preduct &
Services
Barking Desails
Payment &
Trvoicing
Surveys

)

The Address Book window is displayed. All current addresses for the supplier are listed here.
2- Click the Update icon.

Adit el A
Update Address

* Indicates reg

(Saw
Suppier Neme  INDUSTRIAL SAFETY PRODUCTS INC

Supplier Number 01676
. a6 Phone Aren Code 216
: totes - Fhane Number 5240360

Fax Acen Code 216

Fan Number 5242567

Address Line 3

Email Address
Address Line 4
* Cay/Town, WALLEY VIEW
Courty  Cuyahog

I

Canced | | Save

The Update Address window is displayed. Use this window to make any changes or additions to
address information.

3- Enter the value in the County field.

4- Click the Save button.
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L Confirmation 4G

Details for your 01 address have been modified.

Address Book

Address Name ~ Address Details \Country Update Remove
01 6091 CAREY DR United States » B
VALLEY VIEW, OH 44125 w

The Confirmation window is displayed.

Update Supplier Contact Information

aETmETmEEme
Profile Management
. Genacal General
« Company Profe Organizaton lame  INDUSTRIAL SAFETY PRODUCTS INC
o Supph ber 01676
ganizatior Alas Tanpayer 34-1792160
.orddrm\leuk Farent SL.?F‘:?I Hame Country of Tax Registratan
Lontact Farent Supplier Number

Directory
Attachments

dumness
Classifications

Product & search

Banking Details | Note that the search is casa insenstive

1- Click the Contact Directory link.

Home | Orders | Shipments | Finance | Admin
Profile Managamant
R Comact Diroctory : Active Contacts A

- compan e N
Organtzation First Mame Lt Mame hone Number Bl status s Awrount Remave Auldresses updats
Address Baok MARK, CASTROD 216 5240060 meastro@indse! com Change Pending - o = 4
Business

Classificatians:
Froduct &
Services
= Banking Details
Fayment &
Invoicing
Surveys

The Contact Directory: Active Contacts window is displayed. All active contacts for the supplier
are listed here.
2- Click the Update icon.

Comcaj | | fowe

The Update Contact window is displayed. Use this window to make any changes or additions to
contact information.

3- Enter the value in the Department field.

4- Click the Save button.
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g Confirmation &_

Contact details for MARK CASTRO have been saved

Contact Directory : Active Contacts \

N

First Hame |Last Hame |Phone Humber |Email |status User Account Remove Addresses Update
MARK CASTRO 216 5240360 meastro@indsaf.com Change Pending @ ] =] 7

The Confirmation window is displayed. Note the Status of Change Pending as a result of the
update.

Update Products and Services Information

s -]
Profila Managament
+ Genernl General
+  Company Frafile Organization Mame  INDUSTRIAL SAFETY PRODUCTS TC DUNS Mumber
Organizabion Supphes ber 01676 Thx Ragietratian b
Taug 34-1/92160
rerhebites Panent Sup el Country of Tax Regi
Cantact Parent Suppher Number
Diractory
Business  Atachments
Class#icanons
Product & Search
Senvices
Banking Detads | Mot
Payment & =3
Surveys

1- Click the Products & Services link.

HOMmE. LEgoul Freserences Holp LAagRastics

Home | Orders | Shipments | Fnance | Admin
Profilke Manisgement
« Camaral Products and Sorvices _o”
*  Company Profde
Orgenization Audd |
Address Book
Contact

Products and Services

motve and other Vehicle Parts

Approval Status

Approved

Classifieations ALID2 Automotive snd other Viehicle Services
Product & 6001 Buikding Materials

Agprived Y
Agproved n

The Products & Services window is displayed. All current approved products and services for
the supplier are listed.
2- Click the Add button.

Admisr: Profils Mana roduct & Semces
Add Products and Services: : (INDUSTRIAL SAFETY PRODUCTS INC)

Aoply |
® Erousse AN Froducts & Senaces

Search for Specific Product & Service
110 - fied1g @
View Sub

Code Products and Services Categories Applcabie
AUDT Autamatie and other Vehicks Parts "
AlJ02 Automotive and cther Vehide Services
BON1 Building Materiots
BLDL Tdustris] Bells n Applicable
801 Facilities and Bulding Maintenance —ep [ Applicable
BOGI foder Parts A Applicabis
D002 Deller Servicas ® Applicable
B501 B and Sesls ™ Applicable
CHO A
CNOI Construction Sendce. %

110 -

canced | | Apphy
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The Add Products and Services window is displayed. Use this window to browse through the
values, or select the Search option for a specific search if desired.
Note: Only applicable values are listed or available for search for each supplier.

3- Click the checkbox for the desired Applicable value(s).

4- Click the Apply button.

= Conitine
Thhe Frillrerirng Prihic s ar] Servioe sabegorie. hawn been sdded 10 yous prolie
& Po i e Penikfineg Mkl ensnor

-«

The Confirmation window is displayed.
5- Click the Return to Products and Services link.

Profie Management
»  General Products and Services
« Company Profile
oot Add
Address Book Select All | Select Hone
Contact Sehect Code Products and Services Approval Status View Sub- Calegory
Clrectory. AUDL Autometive and other Vehicle Parts Approved n
Himaness i = . :
Classfications: AUDZ Automaotive and other Vehidle Senices Approved
Product & BOO1 Building Materials Approved i
Services BMO1 Facilties and Bulding Maimenance Borcing Approvel  af—

The Products and Services window is displayed with the added value.
6- Note the Approval Status of Pending Approval for the added value.

Update Supplier Business Classifications

Home Logoul Preferences Chagn
Home | Orders | Shipments | FAnance | Admin
Profike Management.
o Gonersl General
«  Company Profile e INDUSTRIAL SAFETY PRODUCTS INC
066 Tan Ribgs
Dirganization

e Sk 34-1792160

Contact
Directory
Attachments
Business

Clasifications

Product & Search
Serveces

Banking Detnils | Hate that the

Courtry of Tax Reg

Add Attachment...

Title: Type  Description Category Last Updated by Last Updated Usage Update Delete Publish to Catalog
o results found,

1- Click on the Business Classifications link.
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iSupplier Portal

T Navigator v B2 Fayorites Home Logout Preferences Help

Home | Orders

Profile Management
s el Classifications
s Company Profile Cancel Save
- Organization
o Address Book 2
- Contact
Direcmuy [¥11 certify that I have reviewed the classification below and they are current and accurate.
© Business
T Last Certified BY
2 Product & “TIP Date format example: 19-Mar-2014
e"';“ei peraile | Classification Applicable Certificate Humber Certifying Agency Expiration Date
o anking Detail =
- Payment & 35ER ]
g Minarity Owned =
o Surveys
Mon Certified Minority =
Non Certified Women
fied |}
Service-disabled Veteran Ovine:
disabled d [}
Small Business
I [}
Veteran Owned {1
Women Owmned i} [
Cancel Save

The Business Classifications window is displayed.
2- Select the appropriate classification. Enter additional certifying information if known.
3- Click the Certification checkbox.
4- Click the Save button.

iSupplier Portal

T Navigator v B Favorites ¥ Home Logout Preferences Help

Home | Orders | Shipments | Admin | Finance
Profile Management
« General Business Classifications

- Company Frofile [Save

Organization
Address Book certification
o Contact S
Dlrecturyr [11 certify that I have reviewed the classification below and they are current and accurate.
= : Last Certified 03-Aj By KATIE
Classificatior ast Certifie -Apr- y <
2014 ABORDO
o Product &
ST : ¥ TIP Date format example: 19-Mar-2014
© Barnking Details | giagsification Applicable Certificate Humber Certifying Agency Expiration Date
5 Payment & = —— 2
Tvoicing ISEB [l
o Surveys Minority Owned =
| mon Certified Minority il
Non Certified Women Ll
Service-disabled Veteran Owned sl
Small Business sl
Veteran Owned ]
Women Owned [l =

Save

&

The Business Classification window is updated with Last Certified information.
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Topic 8:  Sourcing Supplier Portal

Supplier Access to Sourcing Supplier Portal

Approved supplier users will be registered at JAA for access to this portal.
Registered suppliers will receive valid UserlD and Password login credentials via email from
designated JAA administrators. The email information will also include the appropriate link to
the login page for access.
This topic covers:

e Navigation to the Sourcing Supplier Home Page and Review

e Responding to RFQ invitations through online quote creation

e Creating online discussions through portal messaging

Sourcing Supplier Home Page

The Oracle Applications Home Page is displayed.

Note the Sourcing Supplier responsibility listed. This responsibility provides access to the Home
Page for Sourcing Supplier.

Note the Worklist region of this page. All Invitations for quote responses will be listed here.
1- Click the Subject link to view the details of the invitation.
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PJAA

Jacksonville Aviation Authority

s | |

The Invitation Details are displayed. Supplier users can respond directly from this screen, or

create a separate detailed quote for response.
2- Click the Return to Worklist link.

T - 00 ]
Enterprise Search  All -

Dracle Applications Home Page

Personahze

# [ suppler Portal Ful Access

= Ji | Sourcing Supober
= L souircing
q = Sourcing Home Page

=1 Worklist

3- Use the Sourcing / Sourcing Home Page link to navigate to the Home Page.
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Megotitions
Search Open Megolisbons  7ake = E
Your Acthve and Dralt Responses

Tull List

Response Number Hesponse Status Suppler Sitn Hegotiation Humboer Tikhe Type Time Lelt Monltor  Unread Messages
Graft o1 ] achridyach RFG 5 days & hours
Your C “5 O Divwita L +
Full List

Supplier Site Hegotiition Mumber Tithe Type T LiedR

by results foaond,

fukck Linky =

Mana0N Wi Bespoases

The Home Page is displayed.

4- Note the information contained in the Your Active and Draft Responses region of the
page. You will use this region to navigate directly to all reponses.

5- Note the information contained in the Your Company’s Open Invitations region of the
page. All open invitations for RFQ response will be listed here.

6- Note the Quick Links region of the page. You will use this region to navigate directly to
view Responses by Type (Active/Disqualified/Accepted/Rejected). Use this region to
also update Personal Information related to contact information for responses.
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Creating Quotes

Registered supplier users can immediately respond to JAA bid invitations through the portal.
Completed quotes can include notes to buyer, and any attachments that the supplier user wants
to add as part of the response. Prior to submission, quote responses can be validated to ensure
all required information is entered on the response.

Saatch Coan Negotatens 1o -

Your Acthen and Dralt Responses

Pram Full sl to view 8 yoor COmpam’s rEesonss \ ull Uit
Reupones Humbes Psspaoanie Status Suppler Sie Begotkation Member Ttk Type  Tame Lelt Monibor  Dnread Wesssges

Dralt al chendhyndy ] % daryn & bours

All active quote responses are listed in the Your Active and Draft Responses section of the
Home Page.
1- Click the link under the Negotiation Number field to access the negotiation.

o I e ————————_—_—_—_——as el iaiessil

i bt
Atk e Datn D08 F003 1348
BT T— s Datw  BEJ 26 FO1D 18000
iy s Cosbenks
[T Se e S bl Sl Furt Rase Oefer
Gt Sy e Tt
T
TR PP I - Pt Torms (SO RICTIFT 6F BAVOICH
o Frasght Tarms  FRIFARS & ADD
Chmrremcy
 Reparreenis

et s e T

The Negotiations window is displayed, showing summary information for the RFQ.
2- Click on the Lines tab to access the lines of the RFQ.

Ta etwibvute
roa Aalve et Dontw DT L) FO-T 0
P L68  idiryw b imats w Dale B IR MOEE B

by Bl R3[| aas Coelt Facmary  iens
Baiing Prics Cndy Fres Tk Bons

[T Erem. Row Catrgary e Quanily el By e sl By o et Price () At R Tiewan Lt
i RS O 1 i) s 1 DALY N ML AT m Cnacte 5 dag i bo

uu

The RFQ Lines window is displayed, showing all detail lines information for the RFQ.
3- Click on the Controls tab to view response rules for the RFQ.
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Megotiations
Hegariatons

RFQ: 15279

Actions  Create Quote M= » | Go
e U

Title  sdvsdvsdv
Sntus Active Upen Date 10/08/ 2013 AR33e

Time Left 5 days 6 hours Closa Date 10/ 26/ 3013 19:34:70
Header  Lines | Controls
Scheduke

Freview Date  10/08/ 3013 M:33:48 Open Date  10/0&[ 3013 0-33:48
Cose Dale 10/ 26/ 2013 19:34:30 Aveard Date

Rrspanse Rules

00 Negotiaten is restricted to imited supeliers

8 Supplisrs are allmwed to raspond to salected inas

BB Suppliars ars required 1o respard wenh full quaniey on sach lina
9 Supplisrs are allswed ta provids multiple respanses

B Huyer may closs the negotistion before the Closs Date

¥ Buyer may mansally smand the negobation while it i open
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The Controls window is displayed, listing the Schedule information and all valid Response Rules
established by JAA for the RFQ.
4- Review the information in this window.
5- To initiate the creation of the quote response, select the Create Quote value in the
Actions box.
6- Click the Go button.
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The Create Quote window is displayed. The window defaults to the Header area of the quote.
7- Use the Calendar icon to enter the appropriate value for the Quote Valid Until date.
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The Calendar window is displayed.
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8- Select the appropriate Day value.
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9- Enter the value for the Reference Number of the quote response.

10- If desired, enter a Note to Buyer (up to 240 characters) in the designated field.

11- Click the Lines tab.
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The Lines window is displayed.
12- Enter the Quote Price and Promised Date for each line.
13- When complete, click the Continue button.

Megutiations
Create Quote 63003: Heview and Submit (RFQ 15279
Back | | vabdate | | saveDratt | | Printable View | | submit |
- Meaber
Tithe sdvsdvsdy Time Left 5 & hours
Suppler  INDUSTRIAL SATTTY PRODUCTS INC Close Date 10/ 26/2013 19:34:20
Suppher Site 01 Quate Vald Untd  10/30/2013

RFQ Currency  USD Rafarance Number  ISQUOTEASE

Quote Currency WSO Hoke 1o Buyer

Frice Precsion  Any
Attachments
Titke: Type Description Category Last Updated By Last updated sage update Delete
No results found.

Quote Total (USD) 31,00
Select Line ship-To Best Price  Start Price  Target Price  Quote Price (USD)Unit  Target Quantity  Quote Quantity Une Total Need-By Date Promised Date
@ 1ifohyewinythivweh...  Easterly Internal Locstion Mo Quote 31 EA 1 1 31.00 10/30/2013 17:00:00 to 10/30/2013 17:00:00 11/02/2013 12:26:32
Lo 1z Hohyewh T F— e
Hotes
Note to Buyer

Attachments
Tithe Type Description Category Last Updated By Larst Updated Usage Update Dekete
Mo results found.

The Review and Submit window is displayed.
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14- Use the Validate button to initiate pre-validation of the quote to ensure all required
information has been entered prior to submission.
Note: At any pointin quote creation, the user can click the Save Draft button prior to
submission, and return to the quote to continue creation in another session.

PR T
Trwiite BOO0) be' BHD 18TV | il | Poird Beid wiskdilind willuind drty tiia
Cramin Gt L000 Buwiem aed Sl [0 Q 15379

The Confirmation window is displayed to indicate validation with no errors.
15- Click the Submit button.

I £& Confirmation
QJuote 68003 for RFQ 15279 (sdvsdvsdv) has been submitted.

Return to Sourcing Home Page é'

The Confirmation window is displayed to confirm successful submission of the quote.
16- Click the Return to Sourcing Home Page link.
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Creating Online Discussions

Portal supplier users can utilize the messaging capabilities to communicate directly with JAA
Purchasing Administrators with questions or requests for more information during negotiations.

Users will receive updates when message responses are received from JAA personnel.

[ T T R T |
Sesrch Open lsgshationy  Trls -
Priess Full List 1o view 8l your company’™s responses Full ikt
Response Rmber Response Stabus Suppler Site Bt ki o Bumbeer Tikthe Type  Time Left Momlor  Wnread ke
‘_‘_‘-‘“— Actwva " i schvsdviy RFQ 5 Gays 6 hoors
Wosur Comsgany’s Open [nditathong |
il Lt
Suppler Site Hargntkathon Meamber Tithe: Type Time Left
o results fourd
Cuaincl [ by
All active quote responses are listed in the Your Active and Draft Responses section of the
Home Page.
1- Click the link under the Response Number field to open the response.
Neqotiations
:;...:\m-: (.;rn::n.;mu) 15279} \\;

Tale  schstvsdy
Time Left & days 5 hours

Close Date 10/ 26/ 2013 19:34:20
Fankng  Price Only
Supplier IDUSTRIAL SAFETY PRODUCTS INC
Supglier Sits 01
Quote Valid ntl 10/ 30/ 2013

Attachments  yyo resuks found,

“TIP All prices are in USD.

Quote Total (USD) 3100

Actins [Orine Devcuswors <] 8]

Start  Target  Quote Target uote LUine Actve
Ship-To Rank  Price Price Price Unit Quantity  Quantity Neod-By Date Promised Date  Total Quotes

il wghescdhgol Enstery Internal Ehed I ER 1 1/10/30/2013 17:00:00 1o 11/02/2013 31.00 Bhnd
Location 10/30/2013 17:00:00 12:2:12

The Quote window is displayed.

2- Toinitiate the creation of a discussion, select the Create Discussion value in the Actions

box.
3- Click the Go button.
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The Online Discussions window is displayed. Any previous messages or replies related to this
qguote will be listed in the Messages region of the window.
4- Click the New Message button.

The Create New Message window is displayed. The Send To is pre-populated with the
appropriate JAA recipient address.

5- Enter the desired value in the Subject field.

6- Enter the desired text (up to 240 characters) in the Message field (scrolling field).
7- Click the Send button.

Megotiations

fegotaahion

Online Discussions [RFQ 15279)

Canced Printable Page

States  Acthee

x Open Date  10/08/ 2013 20:33:48
Timse Left 5 days 5 hours Clozs Uate  10/26] 2013 19:34:30
Herwr Messasge
Subject - Message

Status Sender Dats
Quastion on RFQ 15779 hars be g B adkded ig thig 850 ¢ o

Road LB/21/2013 13:41:00

Cancel Printable Page |

Negotistions Home Logout Preferences Help Disgnostics

The Create New Message window is closed and user is returned to the Online Discussions
window.

8- Note the inclusion of the new discussion record under the Messages region of the
window.

Search Open Negotiations  Title - @
Welcome, MARK CASTRO.
. 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
68003 Active 01 15279 sdvsdvsdy RFQ 5 days 5 hours = o
Your Company's Open Invitations
Full List
Supplier Site HNegotiation Number Title Type Time Left
No results found.
e Drafts e Active
» Personal Information e Disqualified
* Awarded
» Rejected
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The message has now been sent directly to JAA purchasing administration.

9- Note the Unread Messages column in the Your Active and Draft Responses section of
the Home Page window — any reply to your message will display an update to the link in
this column.

Summary

Congratulations! You have now learned how to:

e Access the iSupplier portal and Home Page

e Use the Orders tab and related functions

Use the Shipments tab and related functions

Use the Finance tab and related functions

Create and submit invoices

Create and submit Advanced Shipment Notices

e Perform profile updates through the Admin tab

o Use the Sourcing responsibility to respond to bid requests and communicate directly
with JAA purchasing administrators
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