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Preface
Preface

This interactive reference document contains a complete description of “How-to-do Business”
with the City of Atlanta (the “City”). The City has implemented a new purchasing application
that will enable the suppliers to do business with the City through internet. This supplier
application is called “iSupplier Portal.” The implemented purchasing application will also enable
the suppliers to submit their responses to City’s solicitations online. This new application is
called “Sourcing.”

Features and Functionalities
Features and Functionality

This document contains information about the features and functionalities of the “iSupplier
Portal” and Sourcing applications. Basic features include registration, monitoring purchase
orders, shipments, online invoicing and bidding. There are several other advanced features that
are also available.

Audience
Audience

This interactive self-learning reference document is intended for all suppliers who want to do
business with the City.
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This reference document is divided into following parts:

Chapter 1, “Introduction”

This chapter defines iSupplier Portal and Sourcing applications. It answers basic questions
about the application, as well as the advantage of using it to reduce the “Procure-to-Pay” time.

Chapter 2, “Supplier Registration Process”

This chapter describes how to use the “iSupplier Portal” application to register you as a
supplier.

Chapter 3, “Manage Supplier Information”

This chapter describes how Suppliers would maintain their own information by accessing the
City’s iSupplier Portal application.

Chapter 4, “Monitor Purchase Orders”

This chapter describes how suppliers would monitor their purchase orders and shipments
details through City’s iSupplier Portal application.

Chapter 5, “Submit on-line Invoices”

This chapter describes how suppliers would use the City’s iSupplier Portal application to
submit their invoices on-line.

Chapter 6, “Monitor City’s open Solicitations”

This chapter describes how suppliers would monitor the City’s open solicitations.

Chapter 7, “Submit quotes on-line”

This chapter describes how suppliers would use the City’s Sourcing application to submit their
response to a City’s solicitation.
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Introduction
Introduction

iSupplier Portal and Sourcing are the two purchasing applications that the suppliers would use
to do business with the City.

iSupplier Portal is an application that enables the suppliers to log-on to City's purchasing
application and allows them to monitor purchase orders, receipts, invoices and payments. This
application will also allow suppliers to maintain their company's profile information themselves.
Eligible suppliers can also use this application to submit their invoices online. This self-service-
application will facilitate potential suppilers to register with the City.

Sourcing is an application that will enable all the suppliers to view City's solicitations.
Registered suppliers can then participate in City's sourcing events electronically. It allows
registered suppliers to print solicitations and offer many tools to submit their quotes online.

The City strongly encourages its suppliers to do business on-line. The City will still continue
to support non internet vendors as ever, but they are now at the risk of losing the benefits that the
City has to offer to its on-line vendors.

This chapter contains the following topics:

What is on-line business?
Why on-line?
What are the Pre-requisites to do on-line business with the City?

Where do | Begin?

How to access?

What is on-line business?
What is on-line business?

On-line business is the process of doing business through automated information system.
Business-to-government (B2G) model allow businesses to bid on government RFPs in a reverse
auction fashion through the internet.

Why on-line?
Why on-line?

On-line business enables the City to communicate key procure-to-pay information with the
suppliers effectively. Suppliers have real time access to information (such as purchase orders,
receipts, invoices, solicitations etc). On-line process creates a virtual paper-free environment and
reduces the entire procure-to-pay cycle time.
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What are the pre-requisites to do on-line business with City?
What are the pre-requisites to do on-line business with the City?

« Suppliers must have a computer and internet connection to do online business with the City.
(If you are reading this, you already fulfilled this pre-requisite).

« You must be logged on to the internet.

* Suppliers must have a valid e-mail account. (You can obtain free e-mail accounts through
www.yahoo.com, www.hotmail.com, www.gmail.com etc.).

 You must have Adobe installed on your computer to open some of our documents. (Click
here to download Adobe reader).

* You must turn the Pop-Blocker Off on your internet browser.

Where do | begin?
Where do | begin?

To view City’s current solicitations, suppliers need not be registered with the City. For
everything else, suppliers must register with the City’s new purchasing application to do on-line
business. Please follow this interactive reference document for registration details.

How to access?
How to access?

You can access the supplier registration page by clicking here. Once registered, you can access
the “iSupplier Portal” and Sourcing applications using your credentials (assigned username and
password) by clicking here. To view City’s solicitation abstracts click here. You will also find
these links in How-To-Do-Business page on the City’s web site.

Page 4



ORACLE" Training Guide
i iISupplier User Guide

Supplier Registration Process
Supplier Registration Process

As a supplier, your first step to do business with the City is to ensure that you are registered in
the City's iSupplier Portal application. If you have not registered your organization already,
please follow "New Supplier Registration Application™ process.

To ensure a smooth processing of your application, please have your Tax ID and your current

valid e-mail address handy. Without proper Tax Id and e-mail information, your application will
not be processed.

New Supplier Registration Application
New Supplier Registration Application

Please click on "See It" for an interactive self-learning tutorial kit.

Procedure

At the end of this exercise, you will be able to register your Organization with the City online.

Step Action

1. Open Internet Explorer or a web browser of your choice.

2. Click in the field.
Type in www.atlantaga.gov on the address bar and click go.
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f;‘- City of Atlanta, GA : Home - Windows Internet Explorer =
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L&A

File Edt “iew Favorites Tools  Help

g} Favorites | {5 Suggested Sikes * [ Dell ~ @] Free Hotmall & | web Slice Gallery =

(& City of Atlanta, GA : Home |

Government  Residents Visitors Doing Business Newsroom How DO I...

The City of Atlanta
JOBS PLATFORM

Connecting employers and job seekers.
hometown and one of
Americ great cities. |
always that the
people of Atlanta are the i's greatesi
asset

Follow Mayor Reed on Facebook and
Twitter @Kasim Reed.

O Keep reading »

00060 |

[T [ [ [ [ mteme ERIE IUU-U’% T

Step Action

3. Point to the Doing Business object.

4. Point to the How To Do Business With The City object.
Click on How To Do Business With The City
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/= City of Atlanta, GA : How to Do Business With The City - Windows Internet Explorer

=|8

@?} - I@, btk e . atlantaga, govfindes. aspxfpage=4&0

*2[| | [P Bing

File  Edit  Wiew

Favarites Tools Help

7 Favorites | )

Suggested Sites ~ () Dell = £ | Free Hotmail @& | 'Web Slice Gallery ~

@ City of Atlanta, GA : How ko Do Business With The City

fi -8 -

g%a = Page = Safety ~ Tools = @-

DUSTIESE TaX LEMMLAaTe (4150 ToETe0 [0 a5 §  DUSTEss CICENse [ TTE I
Business Tax Division will assist you in making sure that your business complies

with all applicable city ordinances

Obtain a Business License
Renew Business Tax

Online Permit
The City has initiated Online Permitting to allow contractors the ability to apply for
permits online and provide enhanced access to the issuance of permits.

Get Online Permits

The Department of Procurement

The Department of Procurement (the “DOP”) is the primary agency responsible for
all purchasing matters for the City. The DOP provides a administrative purchasing
for all supplies and senices necessary for the efficient operation of all City
departments. The DOP is responsible for developing bid specifications jointly with
the City departments, obtaining bids/proposals through advertising and direct
solicitation, establishing and monitoring annual contracts, and issuing and approving
purchase orders. Our focus is to promote a climate that fosters good business
relationships between our suppliers and the City.

Procurement Home Page

Supplier Registration
You must register your company with the City's iSupplier system to take advantage
of the Bid/Proposal opportunities the City has to offer.

Supplier Reqistration
Supplier Login

The Office of Contract and Compliance
The Mayor's office of Contract Compliance ("OCC”) serves as a liaison linking small.
minority, female and Disadvantaged Businesses with City of Atlanta related

City of Atlanta

Department of Finance
68 Mitchell Street

Suite 111000

Atlanta, Georgia 30303

Tel- 404.330.6270
Fax: 404.658.7465

Department of Planning
& Community
Development

55 Trinity Avenue

Suite 1450

Atlanta, Georgia 30303

Tel- 404.330.6070
Fax: 404.658.7638

Department of
Procurement

55 Trinity Avenue
Suite 1900

Atlanta, Georgia 30303

Tel: 404.330.6204
Fax: 404 658.7705

Office of

Contract Compliance
55 Trinity Avenue
Suite 1700

F’i,ili’i,ilé Internet

a0

Step

Action

Scroll down on the How to Do Business page

Click on Supplier Registration
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/2 ity of Atlanta, GA : Supplier Registration - Windows Internet Explorer 5l
| £

% = |g, hittpe e, stlantaga.goy/inds:, aspxpage=771 j |§‘ |i_t| |z| |53 Eing
File  Edit View

{2 Favorites | ij:'ﬁ

Favorites  Tools  Help

Suggested Sites » [ Dell + & | Fres Hotmail @ | Web Slice Gallery ~

& ity of Atlanta, GA : Supplier Registration | | ﬁ - - [ @ ~ Page ~ Safety ~ Tools ~ @'
]
Residents Visitors DOing Business Newsroom How Do I...
Government » Departments » Procurement
Supplier Registration
~ Departments B Listen
Aviation
Font Size: (36 Share & Bookmark  ¢f Print  [+] Feedback

Corrections
Finance

Fire

Human Resources

Information Technology

Recreation & Cultural

Planning & Community
Development

~ Procurement
Bid Opportunities
Quality of Life RFPs/Bids
Procurement RFPs/Bids

Public Works RFPs/Bids

To participate in any bid processes with the City, please complete the
online Supplier Registration Form. To ensure your application is complete,
the City requires a complete IRS W-9 form to be on file. Please print, sign
and email or fax on the same day to supplierregistration@atlantaga gov or
404-546-2086. Note that all forms must be fully completed.

Online Supplier Registration Farm
1. List your company's name and complete mailing address.

2_To avoid any Internal Revenue Service requirement for backup withholding
due to missing or incorrect name/tax identification number combinations, be
sure to provide us with the correct information on this form.

3. The NAME/TAX Identification Number combination you provide must
match those on your tax returns to the IRS.

4_ If your firm is a subsidiary of a parent corporation, you must include the
MNAME/TAX Identification Mumber caombination of the parent corporation if
that combination is used by your firm for reporting to the IRS.

’7,7’7,7,7 ’7 ’6 Inkernet

Contact Info

City of Atlanta

Department of Procurement
55 Trinity Avenue

Suite 1900

Atlanta, Georgia 30303

Tel: 404.330.6204
Fax: 404.658.7705

Chief Procurement Officer
Adam L. Smith, Esq.,
CPPO, CPPB, CPPM, CPP
asmith@atlantaga gov

Supplier Administrator
Seana Nash
supplierregistration@atlantaga gov

Step Action
7. Read all information on the Supplier Registration page
8. Scroll down and Click on Online Supplier Registration Form
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/,‘- Supplier Registration - Windows Internet Explorer ==
@’\ ¥ IE https:Hcatsprnd.atlantaga.gnviOA_HTMUOA‘]sp'r‘page:)’nracle,l’appsJ‘pnsJ‘suppreg,l’wehui,l’PnsSRegP(j % @ | X I/.' Eing ¥l

File Edt “iew Favorites Tools  Help

g} Favorites | {5 Suggested Sikes * [ Dell ~ @] Free Hotmall & | web Slice Gallery =

& Supplier Redistration | | I"?T ~ [ - ) = - Page~ Safety = Toals - .@.v

Cloze

Welcome to the City of Atlanta’s Supplier Registration page
Please enter the details for your company and then press Register to submit your request. (_Register |

A Tax D or Social Security Number is required to complete the registration. Use the format 99-9999999 for Tax ID or 999-99-9999
for SSN.

A completed IRS W-9 form is required with your application. This form can be obtained from the IRS website. Once you navigate to
the IRS website (link below), you can fill out the form online, then click on the mail icon and email the completed form to
supplierregistration@atlantaga.gov. Or you may fax the form to 404-546-2086. Your application will be rejected if the completed
W-9 form is not provided, preferably the same day you complete the supplier registration.

Your application will be processed within 5 business days.

If you have further questions regarding the registration process, please contact the Supplier Administrator at
supplierregistration@atlantaga.gov.

Click here to open IRS Form W9
* Indicates required field
Company Details

Enter the details for your company and provide an address that is suitable for receiving RFQ documents.
= Company Name I

FEIN /EIN/ Taxpayer 1D |

SSN (If no FEIN/EIN) I

Full Name (If SSN is provided) I

™ 1099 Repartable?

|pone l_l_ ’_ |_|_|_|@ Internet a v [ ® e -

Step Action

9. Enter the desired information into the Company Name field. Enter "YOUR
COMPANY NAME GOES HERE".

Please read the instructions on the top of the page.

10. Enter the desired information into the FEIN /EIN/ Taxpayer ID field. Enter "99-
9999999".

If you have a Tax ID #, enter it here. If you use your SSN (Social Security
Number) for your purposes then you may enter that in the next field and leave the
Tax ID field Blank.

11. Click the 1099 Reportable? option.

If you are a 1099 reportable vendor, please check the box. If you are not a 1099
reportable vendor, you may skip this.

O

12. Click in the Address Name field.

Give a suitable nickname for your address so that the City can easily recognize.
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Step

Action

13.

Enter the desired information into the Address Name field. Enter "PAY SITE".

In this example, we nicknamed our site as the PAY SITE.

14.

Enter the desired information into the Address field. Enter "123 YOUR STREET
NAME".

Enter your Address here.

15.

Enter the desired information into the City/Town/Locality field. Enter "YOUR
CITY™".

16.

Enter the desired information into the State/Region field. Enter "YOUR
STATE".

17.

Enter the desired information into the Postal Code field. Enter "YOUR ZIP
CODE".

18.

Enter the desired information into the Note to Approver field. Enter "ADD ANY
OTHER INFORMATION THAT IS RELEVANT TO YOUR
REGISTRATION APPLICATION",

19.

Enter the desired information into the Email Address field. Enter "YOUR
EMAIL ADDRESS (Format your e-mailid@emailprovider.com)".

This person also becomes your authorized user for this application.

Please ensure that the Email is valid and working as the application will start
communicating with you through this email.

20.

Enter the desired information into the First Name field. Enter "YOUR FIRST
NAME".

Enter the first name of the authorized user.

21.

Enter the desired information into the Last Name field. Enter "YOUR LAST
NAME".

Enter the last name of the authorized user.

22.

Enter the desired information into the Phone Number field. Enter "(555) 555
5555".

Enter the Phone number of the authorized user.

23.

Point to the Register object.

Review your application for accuracy before clicking the Register Button

24.

Click the Register button.

Click the Register button to submit your application.
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@ Confirmation - Microsoft Internet Explorer u@ﬁ
File Edit Wiew Favorites Tools  Help e
Qe - () ] @] Omaen Sermones ) - & @ E B
Address @http‘ffd\tcatsam.atlanta.\n(a\‘sunsﬂoA,HTMqu.|sp>page:ﬂnradefapps/pus/suppregfwebuu'PussRegPG&OAHP:POS,GUEST,REG,HP&OASF:POsjuPPREG,REGlSTER v: ﬂ Go Links >
ORACLE' iSupplier Portal
Confirmation
Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status wia email in due course
Copyright (c) 2008, Oracle. Al rights reserved. Hlose Privacy Statement
&) Done B Internet
Step Action
25. Point to the Close object.
Please read the confirmation message and allow 2-3 business days for the City to
process your application.
Upon processing your application, you will receive an email from the City on the
Email Id provided during the registration process.
26. Click the Close link.
217. Please complete the W-9 form
Note: You can Click on the W-9 link on the Supplier Registration page
28. W-9 should be submitted on the same day you register your online application by

email to isupplierregistration@atlantaga.gov or fax to 404-546-2086.
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& ==
File Edit View Favorites Tools Help
A 7) "e 3 B
Qs © [ B | Pswwn Frroe @ (2- % @ [ JWE B
Adfiress | hipsfjditcets30.atfanta local:B005/0#_HTHL/OA jsp7page=/orac gfwebu PGEOAHP=POS_SUEST_REG_HPROASF=POS_sUPPRES REGISTER|v| (60 Liks
ORACLE iSupplier Portal
Close

Confirmation

Capyright (c) 2008, Oracle. &l rights reserved

Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status via email in due course

Close

Microsoft Internet Explorer x

v

\2) The iWeb page you are viewing is trying to close the window,
.

Do you wank to close this window?

Privacy Statement

(&] javascriptwindow.close();

0 Internet

Step Action

29. Point to the Yes object.

30. Click the Yes button.

or
Press [Alt+Y].

31. End of Procedure.

Page 12




ORACLE" Training Guide
i iISupplier User Guide

Approval Notification
Approval Notification

Once approved, the suppliers will receive the approval notification. The approval notification
includes their user name and password to login to City's "iSupplier Portal" application.

The password is randomly generated by the application and therefore, the system will force
you to change it upon your first sucessful login using the temporary password.

This completes the first phase of the registration process.

This approval notification does not guarantee your Company's inclusion on City’s
solicitation's invitation list.

In order for the City to be able to include your company on the solicitation’s invitation list, you
need to specify the "Products and Services" that your company provides.

It is also necessary that you furnish your minority information to the City.

Upon receiving this approval e-mail notification, you may login to our application and furnish
your minority and "Products and Services™ information. City will then review the provided
information and upon approval, the second and final phase of your registration process will be
completed.

The first phase of approval will give you the ability to logon to our application and furnish
your Address, Contacts, Minority (Business Classifications), "Products and Services"
information. At this stage of the approval process, you will not be able to monitor purchase orders
or submit invoices/quotes online etc.

After a sucessful phase two registration, you will now be given full access to our application.
Full access includes, ability to monitor Purchase Orders, Receipts, Invoices, Payments, and
Quotes.

Page 13



Training Guide

iISupplier User Guide

ORACLE’

User Productivity Kit

Procedure

Upon Approval, you will receive a notification as shown in the slide.

@ Yahoo! Mail - coa_vendor@yahoo.com - Mozilla Firefox

File  Edit

@ -

Yiew

History

Bockmarks

Tools

Help

&:* |7 httpifjus. 571 mall.yahoo.comfymiShowFalder7rb=Inb

¥ =209208yShet:

[-[e] [G]

4P Getting Started (5 Latest Headlines

“¥7 Yahoo! Mail - coa_vendor@yahoo... 3

m Contacts = Calendar = Notepad

|| City of Atlanta Online

Mail For Mobhile - Mail Upgrades - Options

Check Mail Compose

Search Mail

Searth the Wab |

Folders

] wiatch exclusive
¢ Christing show!

[#dd - Edit]

Inbox

Wiew:

All Meszages

Switch to the new Yahoo! Mail [¥] ‘

Messages 1-25 of 2827 First | Previous | Mext | Last

T vetete [ spam i riarke =[l tove... =
(&, Draft dl Sender Subject Date [ Size
Cé Gent [m] mirltﬂ(upvémsn # FYI: Closed Early: RFQ 4009 (DO NOT USE - Testing 1) Tue Jan 01, 2008 8k
(g Bulk [Ernpty]
anga Santhanam stract Page ue Jan 01,
@ Trach e | D Ranga Santh # b Pag Tus Jan 01,2008 3k
mpty.
0O Workflow MailerPGATS) & .WA)EImm Required: You are invited: RFQ 4003 (DO NOT USE - Testing Tue JanD1, 2008 11k
S h Shortcuts
e Tharte O & w FY1: City of Atlanta Supplier Collaboration Metwark: Registration
@ My Phatos orkflow Mailer(PCATS)) 2 Approval Tue Jan 01,2008 7k
@My Attachments (.4 Warkflow Mailer(QCATSI)  #  Action Required: You are invited: RFQ 4046 (RS Open Invitation 5)~ Tue Jan 01,2008 11k
Workflow Action Required: You are invited: RFQ 4045 (RS Open Invitation
s your e [m] Mailer{OCATS ) # Tue Jan 01,2008 11k
Workflow Action Required: You are invited: RFQ 4044 (RS Open Invitation
(EDEn G O Mailer(QCATSH) & 3 Tue Jan 01,2008 11k
Glick Here Workflow Action Required: You are invited: RFQ 4043 (RS Open Invitation
+202,000 Mortpane O Mailer(QCATS) & 2) Tue Jan 01,2008 11k
Only $965/Manth! Workflow Action Required: You are invited: RFQ 4042 (RS Open Invitation
ﬁ o to araduste O Mailer(QCATSH) & 0 Tue Jan 01,2008 11k
while yau wark Workflow Action Required: You are invited: Additional round of RFQ
U MaileracaTSi) # 40082 (RS Testing AFP... Tue Jan 01,2008 11k
0O Workflow MallerVGATS) & E\C’)\Afﬁ‘ﬁfpher Profile Management: Mew Registration Request from Tue Jan 01,2008 7k
Done
Step Action

Click the object.

Please ensure that the Email from the City of Atlanta is not delivered to the Spam

folder.

Please look for an email from the City titled "City of Atlanta Supplier
Collaboration network™

Release the mouse button.

This is a sample approval email.

End of Procedure.
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Manage Supplier Profile Information
Manage Supplier Profile Information

Use our "iSupplier Portal" application to communicate changes to your company's profile.

Any changes or additions to your addresses and contacts, you can logon to our application and
make the necessary modifications yourself.

Keeping your "Products and Services" up-to-date is key, as the City relies on this information
while preparing its invitation list for a sourcing event. Not keeping your "Products and Services"
up-to-date may prevent you from getting invited for potential solicitations.

We now begin the Phase-11 of the registration Process.

At the end of this registration process, as a supplier, you will have access to our more
advanced features of the application.

Login to iSupplier
Login to iSupplier Portal

Please click on the "See-It" to activate the interactive tutorial.

Congratulations on becoming an approved vendor with the City. Please note your password
from your approval email notification and enter it when needed.

After a sucessful login, you will now begin the Phase - Il registration process.

Procedure

At the end of this exercise, you will learn to login to City's Procurement applications.

We are now beginning the Phase - Il registration process.

Page 15



Training Guide ORACLE
|Supp||er User Gu|de User Preductivity Kit

fj City of Atlanta, GA : Home - Windows Internet Explorer ==
—_——

|g ikkp e, atlantaga.goy/ j @ 3| % # Bing gl

LA

File Edit Wiew Favorites Tools  Help

7 Favorites \ ) Suggested Sites ~ (L) Dell = & Fres Hotmail @ | Wab Slice Gallery =

{8 City oF Atlarta, GA : Home: | | L3 - [0 - 0 mmn v Page~ Safety - Todls - @

Translate | Jobs | Online Serices | Contact Us

The City of Atlanta
JOBS PLATFORM

Connecting employers and job seckers.

always
people of Aflanta are the cil greates!
asset

. ) ¥ : ree - Follow Mayor Reed on Facebook and
im Reed and the City of Atlanta partner with tweetmyjobs.com to help Atlantans get Twitter @Kasim Reed.
WOork.
O Keep reading »

| | | 00060 |

[T T (@ mtemet Fa-= 1D£°fo -

Step Action

1. Go to the City's website.

City's website is: www.atlantaga.gov

Type this on the address field of the browser and Click the Go Button.
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,t"‘ City of Atlanta, GA : Home - Windows Internet Explorer

==
'(__-/ \—__;.' |g, hittpe ffvvy, atlantaga, gov/ j @ *1 (X I; Eing Fel
File Edit W¥iew Favorites Tools Help
{_7 Favorites ‘ {5 Suggested Skes = [ Dell = & Fres Hotmal & | Weh Slice Gallery =
(@ city of Atlanta, GA : Home | | £ - B0 - 0 = o+ Psge+ Ssfety~ Tooks - @+

Translate

Doing Business ’ Newsroom

Diversity in Business

How to Do Busil
City

:| GetOnline Permits
Obtain a Business License
Find Registered Busine
Renew B

asset

How Do I...

like best about my
hometown and one of
Ameri great cities. |
EU that the

s greatesi

Follow Mayor Reed on Facebook and

/

00060 |

Twitter [@Kasim Reed.

Keep reading »

|httn v, atlantaga.gov/index, aspx?page=5

O B I~ v

Ca v oo -

Step Action

2. Point to the Doing Business object.

3. Click the How To Do Business With The City object.

| How To Do Business With The City |
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City of Atlanta, GA : How to Do Business With The City - Windows Internet Explorer ==
@?; L I@, Rkkps ffwene, atlantaga, gov/indesx, aspx?page=4a0 j @ 4l % ,{; Bing Pl
File Edit ‘View Fawvorites Tools  Help
<7 Favorites | o Suggested Sites Del v & Fres Hotmall & 'web Slice Gallery +
(& ity of Atlanta, GA : How to Do Business With The City | i - Bl - ) o= v Page - Safety v Tooks v @
TUSTTES S TaX CEMMCare a0 TeENeT 1085 & DUSTEss CICeEnse [T o1y City of Atlanta
Business Tax Division will assist you in making sure that your business complies
with all applicable city ordinances Department of Finance
Obtain a Business License 68 Mitchell Street
Renew Business Tax Suite 111000
Atlanta, Georgia 30303
Online Permit
The City has initiated Online Permitting to allow contractors the ability to apply for Tel: 404.330.6270
permits online and provide enhanced access to the issuance of permits Fax: 404 658 7465
Get Online Permits Department of Planning
& Community
The Department of Procurement Development
The Department of Procurement (the “DOP”) is the primary agency responsible for 55 Trinity Avenue
all purchasing matters for the City. The DOP provides a administrative purchasing Suite 1450
for all supplies and semvices necessary for the efficient operation of all City Atlanta, Georgia 30303
departments. The DOP is responsible for developing bid specifications jointly with
the City departments, obtaining bids/proposals through advertising and direct Tel- 4043306070
saolicitation, establishing and monitoring annual contracts, and issuing and approving Fax- 404 658.7638
purchase orders. Our focus is to promote a climate that fosters good business
relationships between our suppliers and the City. Department of
Procurement Home Page Procurement
55 Trinity Avenue
Supplier Registration Suite 1900
You must register your company with the City's iSupplier system to take advantage Atlanta, Geargia 30303
of the Bid/Proposal opportunities the City has to offer.
Tel: 404.330.6204
Supplier Reqistration Fax: 404.658.7705
Supplier Login
Office of
The Office of Contract and Compliance Contract Compliance
The Mayor's office of Contract Compliance ("OCC’) serves as a liaison linking small, 55 Trinity Avenue
minority, female and Disadvantaged Businesses with City of Atlanta related Suite 1700
T @ mternet o~ oo -

Step Action

4. Scroll down on the Supplier Registration page

5. Click on Supplier Login
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f;‘- Login - Windows Internet Explorer =
@\’—_:. L4 |g https:Hcatsprad.atlantaga.gov,iOA_HTML;’AppsLDcaILDg\n‘]sp?reuuestUrI=APPSHOMEPAGE&canceIU|j g @ 4| X I;; Eing P

File Edt “iew Favorites Tools  Help

g} Favorites | {5 Suggested Sikes * [ Dell ~ @] Free Hotmall & | web Slice Gallery =

(& Logn | | i v B - L = v Page v Safety » Took v @+
ORACLE Welcome to the City of Atlanta

Login

Username I\

Password I

( Login )
@ TIP Forgot your password?

To reduce the risk of password deception, you are now required to change your Oracle password every 60 days.
The following are minimum security standards for the QOracle application:

1. You will be required to change your Oracle password every 60 days.
2. You must wait 180 days to reuse a password.

3. Your access will be revoked after 5 unsuccessful attempts to log on.
4. Your new password must adhere to the following standards:

Must contain at least one letter and at least one number.
Cannot contain the user name or repeating characters.

Must be at least & characters in length.

Characters can be upper or lower case.

o0 oo

To reset your password:

+ Active Employees -
o Request a password reset from the Oracle login page by clicking on the "Forgot your password?" link above, OR
o Contact the Help Desk by calling 404-330-6474 or emailing The DIT Help Center

- Mandarei@onnliore Cantact Caana Mack of ©hlach @ Atlantana aoe e eall 404 220 S903

Done ’_ ’_ ’_ ’_ ’_ ’_ |g Inkernet lv:\_v| £ 100% -

Step Action

6. Enter the desired information into the Username field. Enter
"YOURMAILID@EMAILPROVIDER.COM".

Enter your email id on the User Name and your password.

NOTE: You would have received your password along with the Registration
Approval email.

NOTE: Please check the FAQ section for lost passwords and password reset
procedures.

You can bookmark this page for easier access.

Enter the desired information into the Password field. Enter "welcome".

Enter the desired information into the Password field. Enter "welcome".

Point to the Login object.
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@ Change Password - Microsoft Internet Explorer gi
i

{ File Edb View Favorltes Tools Help

Qe O [H] [F] T O s e raones £2) Sl W - ) E S

{ dlhess [ €] httpfiditcats30. atlanta.local:8005/0_HTML[AppsChangePassword.jsp?returnUrl=APPSHOMEPAGESCancelL =t pe 34%2F % 2F dicats30. atlanka.local%348005%2F0A_HTML% v | [ &

Y- searchWeb || | | ...attempting ko retrieve buttons fram Yahoo!
 Links ] Oracle New Instances (&) Customize Links &) Free Hotmail (&] Windows % Windows Marketplace @] Windows Media
ORACLE’
E-Business Suite E

Change Password

Change Password
*ndicates Reguired Field

*Re-enter New Password

#Current Passward

*New Password

@ TIP Password must be ot least 5 characters long

&) Done © Internet

Step Action

10. Enter the desired information into the Current Password field. Enter "welcome".
For the first time only, the application will ask you to reset your password for
security reasons.
You are required to enter your current password (the one on your email) and then
enter your new password before clicking the apply button.

11. Enter the desired information into the New Password field. Enter "welcomel".

12. Enter the desired information into the Re-enter New Password field. Enter
"welcomel".

13. Click the Apply button.

14.

Congratulations.

You are now sucessfully logged into the application and are now ready to begin
your Phase - 1 registration process.
End of Procedure.
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Add a new address site

If you expand your business and open a new branch or relocate, you may be able to use this
feature to let the City know of your new Site details.

Procedure

At the end of this exercise, you will be able to register a new Site of your Organization with the

City.

@ Supplier Details - Microsoft Internet Explorer [L][i]l
Fle Edt View Favorites Toos Help i

Qe - () |ﬂ E" 7:\, /:]Sear:h \EE‘FaVDHtES <) T dp M - LB

Address ‘@ http:#d\tcatsaﬂ‘atlar\ta‘Incal:EDDSJ’OFLHTMLIOA‘]sD?paga:fﬂraE\EtappsfpnsfprnF\\efwEhulfSuDDeta\\sPG&addBread[rumh:RS&jl:1ZDZDE-1EEZ&Dapc:‘?&OAM(:?ED?S;[V] Go  Links

<l [search web || Uparade your Tookar ow ~ | EIMal - | Hep

Atlanta_

e @t

Home Logout Preferences Help

o Profile Supplier Details
Supplier Name  YOUR COMPANY NAME +. New to Supplier Profile
D::’ﬂ"“':' Supplier Number 800411 °*%° Management?
Taxpayer D 999999999
o Address Book Tax Registration Nimber Using the profile management features, you can
o Contact DUNS Mumber manage key information about your company.
Directory Learn mare
o Buginess
Classifications Attachments
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
Accounts Marme )
o et B> Show More Search Options
Accounts
| Add Attachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete

Mo results found.

Home | Logout | Preferences | Help

Copyright () 2008, Oracle. Al rights reserved Privacy Statement
&] Done & Inkernet

Step Action

Click the Address Book link.

Address Book
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@ Address Book - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [¥] [F] @i O seaen

.
Jer

avoritss )

L=y
Loa-e%Es

Aidress [ http:/fuitcats30. thanta. ocal 800504 _HTHLJOA. sp7p e/ appsfposip

P Links

_ti=LF78retainAM=YEmenu="&addBreadCrumb=rsé, ti=120z v | [£J Go

[Eeamh WEhH Upgrade your Toobar tow |

EDmal + | Help -

E-Businsss Suits

Home Logout Preferences  Help

Address Book

_Add
Address Name / Address Details

PAY SITE 123 YOUR STREET NAME

Address
Book
o Caontact

Y
YOUR CITY,YOUR STATE,

o Business United Statas

Clagsifications

o Products and
Serices

o Bank
Accounts

© User
Accounts

Copyright (c) 2008, Oracle. Al rights reserver

Details of changes you make to your Address Book will be routed to a buyer for review. Learn rore

Horne | Logout | Preferences | Help

Remove

m

Manage Bank Account Assignments Edit

rd

YOUR ZIP CODE

Privacy Statemert

&) Done

0 Internet

Step Action

2. Click the Add button.
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@ Add Address - Microsoft Internet Explorer

File Edit View Favorites Tools

Qe - () |ﬂ E" 7:\, ,,:'JSear:h \:}(Favuntes &) =

Help

l;JliJ!
FLT R

Address ‘@ http:#d\tcatsaﬂ‘atlar\ta‘Incal:EDDSJ’OFLHTMLIOA‘]sD?paga:fﬂraE\EtappsfpnsfprnF\\efwEhulfﬁuppndderPG&J:l77B:reta\nAM:V&mer\u:V&addBrEad(rumh:RS&;\:lZDZ[V] Go

ks
<l [searchweb || Uparade your Tookar ow ~ | EIMal - | Hep

Home Logout Preferences Help

Address Book >
Add Address

* Indicates required field

= Address Name

Phone Area Code

(Cancel ) [ Apply )

et (e WA (wacle B1 inkbs pessrusd

Provide & sutable nickname for the address.
United States

Phone Number

Country
= Address

Fax Area Code
Fax Mumber

Ermail Address

* City/Town/Locality
County

* State/Region
Province

* Postal Code
Mote
Inclucie any addtional detais about the address such as the type of the address

Cancel ) [ Apply )
Home | Logout | Preferences | Help

Erivarsr Stabament

@] Done

& Internet

Step

Action

3.

Enter the desired information into the Address Name field. Enter
"PURCHASING SITE".

In this example, we chose "PURCHASING SITE" as the nick name.

Enter the desired information into the Address field. Enter "NAME".

Enter the desired information into the Address field. Enter "567 YOUR NEW
ADDRESS STREET NAME".

Enter the desired information into the City/Town/Locality field. Enter "YOUR
NEW ADDRESS CITY".

Enter the desired information into the State/Region field. Enter "YOUR NEW
ADDRESS STATE".
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@ Add Address - Microsoft Internet Explorer E]

File Edit Wiew Favorites Toals  Help

Qe - ) \ﬂ @ ,;\J /.rUSearch \-f'\'/Favnmes 2) - & L e i, 3

Aidress [ hp:/fditcats30. atlanta.Jocal:B005/0A_HTMLIOA jsp7page=(oraclejappsiposiprofie/webuilSuppiddrBkPGE: ri=177aretai u=taaddBreadcrunb=rsg,_ti=1202 v | [ 6o Lk

X7 -

[Sear:hWebH Uprade yaur Taokar how + | C3Mail » | Help

¥ AL 1 Home Logout Freferences el

-Business Suite

Address Book =

Add Address
# [ndicates reguired field Cance| Apaly
= Address Name | PURCHASING SITE Phone Area Code
Provide a suitahle nickname for the address. Phone Number
Country | United States IV]

= City/Town/Locality | YOUR NEW ADDRESS CITY

riwrieibt () 2006 eacls A vinkbs e sared Brivarw Shadsment

Fax Area Code
* Address 567 YOUR NEW ADDRESS STREET NAME
Fax Murnber

Email Address

County
* State/Region  YOUR NEW ADDRESS STATE|
Province

* Postal Code
Mote
Inclucie any addtional details about the address such as the type of the address

Cancel | | Apply )
Hore | Logout | Preferences | Help

&) Done

® Internet

Step

Action

8.

Enter the desired information into the Postal Code field. Enter "YOUR NEW
ADDRESS ZIP CODP".

Enter the desired information into the Phone Area Code field. Enter "555".

10.

Enter the desired information into the Phone Number field. Enter "555 5556".

11.

Enter the desired information into the Fax Area Code field. Enter "555".

12.

Enter the desired information into the Fax Number field. Enter '555 5557",

13.

Click the Apply button.

Before clicking the Apply Button, please review your information.

14.

Congratulations, you just learnt to add a new site.
End of Procedure.

Page 24




ORACLE" Training Guide
i iISupplier User Guide

Modify Existing Site
Modify Existing Site

If you have a new Phone/Fax numbers or relocate or make any changes to your site that may
affect your business with the City, please sure to use this option to update your site details.

Procedure

Let us learn to modify an existing address.

In this example, we are going to provide a phone number and a fax number to an existing address.

1 Supplier Details - Microsoft Internet Explorer [;]i
File Edit View Favorites Tools  Help i
Qe - O |ﬂ @ )| ) seah ¢ Favarites {E7) -z bl - & 3
address ‘@ http:fjdibcats30, atlanta,local:B005/04_HTHLOA, jsp?0AFURc=CAHOMERAGE BakRegionApplicationld=08navR espld=5034 pappld=1778navSecGrpld [V] B ks
7 - (sesrchweb ]| Upgrads vour Tookartiow ~ | GImal - | Help

Al ll'aE, minm o Saite Home Loooul Preferences Help
« Profile Supplier Details
—°l—a Eem Supplier Mame  YOUR COMPANY NAME . MNewto Supplier Profile
Du""_l'e' Supplier Number 800411 ***** Management?
atalls Taxpayer D 999999999 c
< Address Baok Tax Registration Nimber Using the profile management features, you can
o Contact DUNS Mumber manage key information about your company.
Directory Learn mare
o Business
Classifications Attachments
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
Accounts Name \Go)
o User
B Show More Search Options
Accounts
Add Attachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete
Mo results found
Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. &l rights reserved Privacy Statement
&) ® Internet

Step Action

1. Click the Address Book link.
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&7 Address Book - Microsoft Internet Explorer u@.
File  Edit View Favorites Tools  Help i

eﬁack - |ﬂ g" l‘, /"JSeavch \:}\(Favmas & - .; ] - J 9;5 a3

cidress | @] hkep:fflkeats30. atlanta. local:8005/0_HTMLIOR jsp7page=faraclejappsposprofik webuilSuppAddrBKPIGE:_ri=1778retainAM=VEmenu=V&addareadCrumb=Rst_ti=194cv | B 6o Links

- [search web || uparade vour Tookar Mow ~ | EImail + | Help

Home Logout Preferences Help

¥ AL L (aa_

_Business Suite

Address Book
Details of changes you make to your Address Book will be routed to a buyer for review. Leam more
(_Acd

Address Manage Bank Account
Book Address Name / _[Address Details Remove Assignments Edit

o Contact PAY SITE 123 YOUR STREET NAME i /
Directory v

o Business YOUR CITY ¥OUR STATE,YOUR ZIF CODE
Classifications United States

o Products and PURCHASING 567 YOUR NEW ADDRESS STREET NAME m /
Senices SITE YOUR NEW ADDRESS CITY YOUR NEW ADDRESS STATE,YOUR

o Bank MNEWY ADDRESS ZIP
Accounts United States

o User
Accounts

Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. &l rights reserved Privacy Statement
&] Done & Internet

Step Action

2. Click the Edit button.
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@ Edit Address - Microsoft Internet Explorer [L][i]l
File Edit View Favorites Tools Help il

Q- O x| [ ) search 57 Favartes ) - Ll sl

Address ‘@ http:#d\tcatsﬁU‘atlanta‘Iucal:BUU5J’OA_HTMLJ'OA‘]sp?pagE=furac\eﬂappsfpusfprDF\\efwebulfSuppAdderPG&_r\=l77&Ieta\nAM=V&menu=V&addErEadCrumb=R5&_t\=1945[”’] Go | Links
Y-' - [SearEhWeb“ Upgrade your Toolbar Mow  ~ \ = Mail - \ Help ~

Al e

Home Logout Preferences Help

usiness Suite

Address Book =

Edit Address
= Indicates required field Cancel ) (Apply )
* Address Name |PAY SITE Phone Area Code

Provide a suitable nickname for the address.
Phone Mumber

Country | United States lv]

Fax Area Code
= Address  |123 YOUR STREET NAME
Fax Mumber

Ermail Address

¥
* City/Town/Locality | YOUR CITY
County
= State/Region | YOUR STATE
Province

= Postal Code |YOUR ZIP CODE
Mote

Include any additional detais abaut the address such as the type of the address
cancel ) ( Agply )

Home | Logout | Preferences | Help

okt (01 IR Mracle 81 riokts reserued Privars Statement

|&] pone 4 Internct

Step

Action

3.

Enter the desired information into the Note field. Enter "New Phone Number
and Fax number added to this site.".

Enter the desired information into the Phone Area Code field. Enter "555".

Enter the desired information into the Phone Number field. Enter 555 5558".

Enter the desired information into the Fax Area Code field. Enter "555".

Enter the desired information into the Fax Number field. Enter 555 5559",

® N |al s

Click the Apply button.

Please review the information before clicking the Apply button.

Congratulation, you just updated your site information.
End of Procedure.
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Delete Existing Site

If you are no longer on a particular site, you may choose to remove the site from your profile.
This is particularly important as you do not want some important communications to be sent to a

site that does not exist anymore.

Procedure

Let us learn to remove a site.

@ Supplier Details - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Q- Q- ¢ [A & ) search ' Favertes () - ;_,’. - L E 3

E]?

cfiress |1 htp jditcats30.atlanta ocal:8005/0A_HTMLIOA

BE le/apps/p tailsPGRaddEr dCrumb=RS&_t\=1949281990&06DE=ZU&OAMC=7BU73[V] Go Links.

X7 -

[SBarEhWehH Upgrade your Toolbar Mows = \ = mail - | Help -

Ad Laan e

“Busin=a3 Suite

Home Logout Preferences Help

Supplier Details

o Address Book

o Contact
Directory

o Business
Classifications

o Products and
Services

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

Supplier Name  YOUR COMPANY NAME
Supplier Number 800411
Taxpayer ID 999999999
Tax Registration Number
DUNS Mumber

Attachments

Search

Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive

Mame |Go)
B Show More Search Options

Add Antachrments
File Name
Mo results found

Type Description Category

Home | Logout | Preferences | Help

Last Updated By

*, New to Supplier Profile
.* Management ?

Using the profile management features, you can
manage key information about your company.

Learn more

Last Updated Usage Update Delete

Privacy Statemert

|&] pone

& Internet

Step

Action

1.

Click the Address Book link.
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@ Address Book - Microsoft Internet Explorer gi
Fle Edit Wew Favortes Toos Help o
Qe - ) ﬂ E’I jj /VESearch :\7' Favorites {0} - - LE 3
fildress |81 hitp fditcats30. stlanta. loral B005/0A_HTMLIOA.jspp le/appsipos/p ppAddrBKPGE,_ri=1778rekainAli="gm uu—wmddBreadCrumb=RS&_tl=1945:V Beo ik
Y-' - {Eaamh Weh” Upgrade your Toobar Now - | D mail ~ | Help -
Altlarnu ... Home Logout Preferences Help
« Profile Address Book
‘B—MES"E Elmam Details of changes you make to your Address Book will be routed to a buyer for review. Learn mare
o Supplier
Details (Add)
o Address . Manage.Bank Account .
Book Address Name Address Details Remove Assignments Edit
o Contact?diress Boakfay STE 123 YOUR STREET NAME i V2
Directory YOUR CITY,YOUR STATE YOUR ZIP CODE =
o Business United States
Classifications | PURCHASING 567 YOUR NEWY ADDRESS STREET MAME i f
o Products and SITE YOUR NEW ADDRESS CITY,YOUR NEW ADDRESS STATE,YOUR —
Services NEW ADDRESS ZIP
o Bank United States
Accounts
o User
Accounts
/
Horne | Logout | Preferences | Help
Copyright (c) 2006, Cracle. Al rights reserved Privacy Statemert
&) javascript:_submitMav('Def aultFormhlame, http% 34 jditcats30. atlanta. local % 3AB00S [0 _HTHLIOA, jsp%3Fpage3D/oracle/apps/posjprofi Inkernet

Step Action

2. Click the Remove button.
3. End of Procedure.

Add a new contact
Add new contact

Contacts are different from the authorized users. Authorized users are the employees of your
organization who have access to this application, but are not necessarily the ones who are
working with the City on a particular PO or an Invoice.

You may define those contacts heres.

Procedure

Let us learn to add a new contact.
Contacts are different from the authorized users.

Authorized users are the employees of your organization who can login to this application.
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But you may have a different point of contact for your Sales Order and Receivables.

You may define those contacts here.

1 Supplier Details - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬁatk ) Iﬂ IE‘ ;\, /-55earch ‘i‘h’FavuntEs &) g b - _J @Jﬂ 3

Q!

s [ @] hitpifjcikeats30. atlantalocal: B005/0A_HTMLOR. jsp?page=foraclejapps/posprofil webuifSupDet P GisaddreadCrumb=RSé.ti=§36656975a0spc=astoamc=re073_{v | EJ o Liks

¥7 - [SearchWeb]l Uparade your Tookar Non -+ | CIMal - | Help <

ORACLE' iSupplier Portal

Home Logout Preferences Help

s Profile Supplier Details
Management Supplier Name  YOUR COMPANY NAME

Mo results found.

Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights ressrved

New to Supplier Profile

Supplier Number 800411 Management ?
Taxpayer D 999999999 °
Address Book Tax Registration Nirmber Using the profile management features, you can
Contact DUNS Mumber manage key information about your company
Directory Learn more
Business
Classifications Attachments
o Products and
Semvices Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Accounts Marme Go)
o User B> Show Mare Search Options
Accounts
Add Aftachments |
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete

Privacy Statemert

&) Done

& Internet

Step Action

1. Click the Contact Directory link.

Contact
Directoryl
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a Contact Directory - Microsoft Internet Explorer

File Edit View Favorites Tools

uq

Help

- N 2 < o & . 2 3
Qe - O [®] [F] 0 O seach praones ) e Ll s
icidress | hkp:ffdkeats30. atlanta.Jocal:8005/0_HTMLIOR jsp7page=faraclejapps/pos/profie/webuifSuppCantactDirPGe:_i=20001 émenu=Y&addBreadCrumb=Rse:_ti=696858975¢ v | [EJ Go

X7 -

Links.

[searchweb || Upgade your Toobar tow + | EIMal - | Hep

ORACLE iSupplier Portal

Home Logout Preferences Help

o Contact
Directory

Mo results found

 Profile Contact Directory
Ma“;agelm;em Details of changes you make to your Contact Directory will be routed to a huyer for review. Learn more
o Supplier y
Details el
o Address Bogk | Mame Email Phone Remove Manage Address Details Edit

o Business

o Products and

o Bank

Capyright (c) 2008, Oracle. Al rights reserved

Clagsifications

Senices

Accounts

Home | Logout | Preferences | Help

Privacy Statement

&) Done

0 Internet

Step

Action

2.

Click the Add button.

Enter the desired information into the First Name field. Enter "CONT FIRST
NAME".

Enter the desired information into the Last Name field. Enter "CONT LAST
NAME".

Enter the desired information into the Job Title field. Enter "CONT JOB
TITLE".

Enter the desired information into the Phone Area Code field. Enter "555".

Enter the desired information into the Phone Number field. Enter "'555 5560".

Enter the desired information into the Fax Area Code field. Enter 555"

©|l o N

Enter the desired information into the Fax Number field. Enter "5561".
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@ Add Contact - Microsoft Internet Explorer g
Fle Edt View Favorites Tools  Help

=

Qe - O [H] [B] 0 Oseach Frraones £) - @ E 3

Address | €] htps{dicats 30.atanta local:8005/06_HTMLIOA,fspipage=aradle/apps/pos/profil webui SuppContact DrPiGe: i=200018meny=YaaddBreadCrumb=nst, ti=e9ee5aars: v | [£] Go
Y- lSEaFEhWEb“ Upgrade your Toobar Now = | EdMal = | Help =

ORACLE iSupplier Portal

Linkg

Home Logout Preferences Help

Cantact Directary =
Add Contact
= Indicates reguired field Cance| Apply )

Contact Title % Phone Area Code 555
First Name |CONT FIRST NAME FPhone Number 555 5560
Middle Mame

Phane Extension
* Last Name | CONT LAST NAME

Job Title |CONT JOB TITLE
Email Address

Fax Area Code 555
Fax Mumber 5561

Cancel | [ Apply )
Home | Logout | Preferences | Help

Copyright (c) 2008, Oracls. Al ights reserved Brivacy Statemesrt

| €] http:/ditcats30. atlanka. ocal: B005/04_HTML{OA jspTpage=[oradle/appsiposiprofile webuifSupp ContactDitPGE; ri=200018menu=Yeaddere

4 Internet

Step Action

10. Click the Apply button.

11. End of Procedure.

Modify existing contact
Modify existing contact

If any of your contact's phone or fax number changes, you may want to let the City know

about the changes. You can also use this feature to indicate the changes to your email address, job
title etc.

Procedure

Let us learn to modify an existing contact. We are going to provide a Phone Number and a Fax
Number to an existing Contact.
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@ Supplier Details - Microsoft Internet Explorer

)

File Edit Wiew Favorites Tools  Help

Q- Q  [x] A& ) seanch S ravormes ) C2- ;

/ 5-JNE 8

[

Adress [ http:/futcats30. thanta. ocal 800504 _HTHLJOA. sp7p e/ appsfposip

upDetalsPGRaddBreadCrumb=Re,_ti=696858975enapc=60e0amc=78073_ v | [EJ Go

Links

Y-

[ search web || Uparade your Tosbarhow + | Emal + | Help -

Al et

-Business Suite

Home Logout Preferences  Help

—/ (Add AI[E[hmETI(S)

File Name
Mo results found

Type Description Category  Last Updated By

Horne | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserver

« Profile Supplier Details
IManagement Supplier Name YOUR COMPANY NAME *. New to Supplier Profile
Supplier Nurber 800411 *** %" Management ?
= Taxpayer ID 99.9999999 o
o Address Book Tax Registration Number Using the profile management features, you can
o Contact DUNS Mumber manage key information about your company
Directory Learn more ..,
o Business
Classification Attact £
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Accounts Name (Go)
o User B Show More Search Options
Accounts

Last Updated Usage Update Delete

Privacy Statemert

&

& Internet

Step Action

Click the Contact Directory link.
Contact
Directory]
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a Contact Directory - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

|l n
- N )

Qe - ) - [%] [B] (| O semch 57 ravories £2)

Address \@ http:#d\tcatsﬁU‘atlanta‘IU\:aI:BUU5J’OA_HTMLJ'OA‘]su?page=furaE\EﬂappsfpusfprDF\\efwEbulfSupuCDntactD\rPG&_ﬂ=ZUUU1&menu=\‘&addBreadCrumb=RS&_t|=6968589752lV] Beo ks

Y

l;JliJ!
L@ YU S

- [searchweb || Upgrade your Tobar ow + | Edmal - | Hel

Al ll.:-j.E_ Home Loout Prefersnces Help

uminews Suite

Copyright (c) 2008, Oracls. Al fights reserved

Contact Directory
Details of changes you make to your Contact Directory will be routed to a buyer for review. Leamn more.

Add )
Name / |Emai| |Fhun9 Remove Manage Address Details Edit
CONT FIRST MAME CONT LAST NAME i

855 COMT FIRST MAME CONT LAST NAME 555-555 5560 i /

Classifications

o Products and
Senices

o Bank
Accounts

o User
Accounts

Home | Logout | Preferences | Help

Privacy Statemert

&

& Internet

Step

Action

Click the Edit button.

Enter the desired information into the Phone Area Code field. Enter "555".

Enter the desired information into the Fax Area Code field. Enter "555".

Enter the desired information into the Fax Number field. Enter 555 5571",

Nloo| A~ w

Click the Apply button.

End of Procedure.
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Delete a contact

If any of the defined contacts no longer work with your organization, you may want to let the
City know about it as you do not want the Contact to be in touch with the City representing your
organization when they no longer work for you.

Procedure

Let us learn to remove a contact.

@ Supplier Details - Microsoft Internet Explorer

/=
Fle Edt Wiew Favertes Tools Help ™

Qe - () \ﬂ \ELI jj /t“Saarch 5.7 Favorites %) c g M - @ E 3

Links >

Adress [ htp:futcats30. atlanta.loc al:8005/0f_HTMLIOA. spTpage=foraclefapps{pasiprofile/webui/SupDetalsPGaaddsreadCrumb=Rse, tim69585897 St0apc=6a80amc=75073_] v | [ 6o
Y- [ search web || Uparade your Tosbar how ~ | Gmal + | help -

Al e

Home Logout Preferences Help

Supplier Details
Supplier Name  YOUR COMPANY NAME

*. Newto Supplier Profile
etails Supplier Murnber 800411 ***%° Management?
Taxpayer D 999999999 °
o Address Book Tax Registration Number Using the profile management features, you can
o Contact DUNS Number manage key information about your company.
Directory Learn more
o Business

Classification Attact
o Products and
Services Search

o Bank

Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.

Accounts Marng \Go) )
© Wk B> Show hore Search Options
Accounts

Add Attachments

File Name Type Description Category  Last Updated By Last Updated Usage

Update Delete
Mo results found.

Home | Logout | Preferences | Help

Copyright (o) 2008, Oracle. Al rights reserved Privacy Statement

® Internet

Step Action

1. Click the Contact Directory link.
Contact
Directory]
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@ Contact Directory - Microsoft Internet Explorer E]
=

File Edit Wiew Favortes Tools  Help

Qe - ) \ﬂ \ELI jj /r‘iSEarch ‘{'\?Favnrites &) - - @ E 3

Address [ https)Jeitcats30. atlanta. ocal:B005/0A_HTMLIOA, isp?page={oracle/apps/posfprofile/webui/SuppContactDirPGe:_i=200018menu=Y&addBreadCrumb=Re, timeosasearsd v | [ G0 Links

Y.' ‘| IEear(hwEhH Upgrade your Toolbar Now  + | = Mal - \ Help =

Home Logout Preferences Help

B AL =

Business Suite

« Profile Contact Directory

ME‘SHEBEILEM Details of changes you make to your Contact Directory will be routed to a buyer for review. Learn more
o Supplier e
Details jecich

o Address Book Name |Emai| |Phnne Remove Manage Address Details Edit

© Contact CONT FIRST NAME CONT LAST NAME 555555 5570 i
Directory /

o Busingss CONT FIRST NAME CONT LAST NAME 555555 5560 L]
Clagsifications

o
o
=]
=5
=
=
i
Jao
=
=5

Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserverd. Privacy Stalement

&) D Internet

Step Action
2. Click the Remove button.
3. End of Procedure.

Maintain Supplier Minority Information
Maintain Supplier Minority Information

City of Atlanta is an Equal Opportunity provider. If you are a minority organization, you are

required to submit your minority information to the City. You may use this feature to indicate the
minority information. Please contact the Office of Contract Compliance for more details.

Procedure

Let us learn to specify your minority information.

This is also called as "Business Classifications"
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@ Supplier Details - Microsoft Internet Explorer
Fle Edt Wiew Favortes Tooks Help w

Qe - () ¥ B () Omen prmones £ - WL HE 3

Address |@ http‘Hd\ttatsSD.atlanla.\n(a\:SDDEﬂOAiHTMUOA.|sp?paqe:ﬂDradefappsfpusﬂpruﬁle/wehuu’ﬁupDEtallsPG&addBreadCrumh:RS&)l:ﬁQ585897EBLDED(:?&&OAMC:?SD?SJ["] Go Limks ?

<3 [ search web || Unarade your Tosbar tiow ~ | G Mal + | Help -

Home Locout Preferences Help

B AL

-Buziness Suits

Supplier Details
Supplier Name  YOUR COMPANY NAME
Supplier Number 800411
Taxpayer D 999999999

New to Supplier Profile
Management ?

o Address Book Tax Registration Number Using the profile management features, you can
o Contact DUNS Mumber manage key information about your company.
Directory Learn mare
o Business
Classification Attack
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go” button to see the result. Mote that the search is case insensitive
Accounts Mame \So)
o User B Show More Search Options
Accounts P
Add Artachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete
Mo results found
Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserverd. Privacy Stalement
Pl M 1okerner

Step Action

1. Click the Business Classifications link.
Business
Classifications|
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@ Business Classifications - Microsoft Internet Explorer

Fle Edb View Favortes Took Help w
) A @) e " 3. R
- @) . W - 3| 2
eﬁack © \ﬂ \§| 0| O seercn Sl Favorkes ) tz & W J @J a3
Address [ htp:futcats30. atlanta. loc al:8005/08_HTMLIOA. jspTpage=foraclefapps{posiprofie/webui/BusClassPGe,_ri=2000L8menu=\iaddreadCrumb=RSe,_ti=696856a7senapc= v | EJ G0 Links
Y- [ search web ]| pgrade your Todlbar now + | Emal - | Hep -

Adtlan

E-Busines» Suite Home Logout Preferences Help

« Profile Business Classifications

‘B—Ma;a Elmgg el Identify those classifications that apply to your company (Revert ] ( Sawe

© Supplier Details

o Address Book

o Contact i . Certificate Certifying o

Direcior Class| tion [Applicable Minority Type Number Agency Expiration Date

Local Bidder 0 E
Preference

Products and

Minarity Owned O ‘ kl

o

Bank Accounts
User Accounts

o

(Revert ) (Save

Home | Logout | Preferences | Help
Copyright (o) 2008, Oracle. Al rights reserved Privacy Statement

&) Done

® Internet

Step Action

2. Click the Minority Owned option.
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@ Business Classifications - Microsoft Internet Explorer

File  Edit

Qe - ()

Wiew

Favorites  Tools  Help

\ﬂ @ ) /.:]Search si\;(Favorites £ - &g

B-LYE B

w

Aeess [ htps fdiccats30.atlanta.Jocal:B00/ 0 _HTML{OR, sp7page=joraclefapps/posiprafile/webuifBusClassP G, ri=20001 Bmenu=VgaddSreadCrumb=RS8,_ti=69685897580apc=| ¥ | [ G0

Links >

¥ -

IEEar(hWahH Upgrade your Toolbar Now = | A Mal - \ Help -

Al et

-Business Suite

Home Logout Preferences Help

Ianagement

Business Classifications
Identify those classifications that apply to your company

o

o 0

@ Supplier Details

Address Book
Contact

Directory
Business

Classi

Local Bid
Preferenc

Cla;
Products and
Serices

Bank Accounts
User Accounts

on [Applicable Minority Type
der @l

e

Minarity Owned ‘ [v]

Home | Logout | Preferences | Help

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

Certificate
Number

| Revert | | Sawe |
Certifying
Agency Expiration Date

L

Rewvert Save

Privacy Stetement

|&] pane

4 Internet

Step

Action

3.

~]

Click the African American Business Enterprise list item.

4.

Click the Save button.

End of Procedure.
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Add new Products & Services

As a registered supplier, you can now keep an up-to-date list of Products and Services that you
provide.

This is important for your business, because, the City uses this information and picks the

Suppliers to be invited for a solicitation. If your Products and Services information with the City
is incomplete/inaccurate, you may miss some potential opportunities to do business with the City.

Procedure

Let us learn to add Products and Services.

The product we provide is "Sodium Hydroxide" and we are going to add that to our list of
products and services profile.

&1 Supplier Details - Microsoft Internet Explorer E]
"

Fle Edit Wiew Favortes Tools Help

Qe - O %] B @ PO seach G Favries ) réz M - &g 3

Adress ] https fditcats30.atlanta. locsl:B005/0_HTML{OR jsp7page=joraclefapps/posiprofilejnebui/SupDetalkPGasaddBreadCrumb—Re: ti-636858975808pc=6280amC=76073_ v | B 6o Liks ®

e ISaarchWahH Upgrads your Tookar Now  ~ | (=Mal = | Help =

5 Al 1

minees Suite Home Logout Preferences Helo
Supplier Details
: Supplier Name YOUR COMPANY NAME =, New to Supplier Profile
Supplier Number 800411 A AA Management ?
Details Taxpayer D 99.9999999 .
o Address Book Tax Registration Number Using the profile management features, you can
o Contact DUMNS Mumber manage key information about your campany.
Directory Learn maore
o Business
Classification Attack
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
Accounts Mame \Go)
© ey B Show More Search Options
Accounts
—
Add Artachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete

Mo results found

Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserved. Privecy Stetement

&) pone ® Intermet

Step Action

1. Click the Products and Services link.
Products and
Serices
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@ Products and Services - Microsoft Internet Explorer E]
Fle Edit Wew Favortes Tooks Help w
A A . " 2
Q- © [« [ A& ) search 5 Favories ) - M- @ E 3
Addressl@ http:Hd\t\:atSSU.atlanta.\Uca\:SUUSﬂOA_HTMLﬂOA.]sp7page=ﬂuradEfappsfuusﬂumﬁle/wEbulfPDsP5ManagEPG&mErvu=VE¢addEreadCrumb=R5&_t\=696858975&uauz=83&0&[V] Beo ks
Y-' - IEEET(hWEhH Upgrade your Toolbar Now  ~ | CAmal - \ Hep -
Home Logout  Pref Help
o Products and Services
Ianagement
Supplier Remowe )| Add
Details Select HIGP Code Products and Services Effective Date
o Address Book | Mo results found
Contact
Directary
Business
Classifications
o Products
and Services
Accounts
Accounts
Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. &l rights reserved. Privacy Stalement
|&] oo 4 Internet

Enter the desired information into the Product & Services Description field.
Enter "Sodium Hydroxide".

Click the Search button.

4. Click the Sodium Hydroxide option.
5. Click the SODIUM HYDROXIDE SOLUTION option.

Click the SODIUM HYDROXIDE (CAUSTIC SODA), DRY POWDER,
98.5% CONCENTRATION option.

7. Click the ADDITIVE, ALKALINITY. COMPOSITIONS, SODIUM
HYDROXIDE - 20%, CAUS option.

8. Click the ALKALI, LAUNDRY (SODIUM HYDROXIDE), LIQUID,
CONCENTRATED, FORTIF option.

9. Click the CAUSTIC SODA FLAKES, 76% NAOH SODIUM HYDROXIDE

option.

O
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Step

Action

10.

Click the FLAKES, SODIUM HYDROXIDE (76.61%) - WHITE FLAKES
OR BEADS option.

11.

Click the Laundry Alkalis: Sodium Hydroxide (Caustic Soda), Sodium
Metasil option.

@ Add Products and Services - Microsoft Internet Explorer E]
Fle Edit Wiew Favortes Tooks Help i
Q- © x| A& ) search e Favertes {2) - &g Ll s
fdldress |8 hitp fditcats30. atlanta. loral:8005/04_HTMLOA. jspPpage=faratle/apps/posiara PG, i 5 5&rEtalnAM=\‘&addEreadCrumb=V&0ASF=POS_V: Beo ks
Y-' - IEear(h wieb H Upgrade your Toolbar Now  ~ | CImal - \ Hep -

.A.
Al ”1'153“’"‘!” — Home Locowt Frefersnces Helo
Cancel ) [ Apply )
NIGF Code
Product & Services Description | Sodium Hydroxide
Search
Expand All | Collapse All
Focus NIGP Code Select Description
¥ ltem 3
Categories 1
BA5-7809 ADDITIVE, ALKALINITY. COMPOSITIONS, SODIUM HYDROXIDE - 20%, CAUSTIC SODA - 21.7% CHESTNUT TANNIN - 7%, SODIUM
SULFITE - TRACE, PH OF 1% SOLUTION - 12-12.5
E05-5717 ALKALI LAUNDRY (SODIUM HYDROXIDE), LIQUID, CONCENTRATED, FORTIFIED YWITH A HIGH CONCENTRATION OF
SEQUESTERING AND CHELATING AGENTS. DESIGNED FOR USE IN LIQUID INJEC
685-7824 CAUSTIC S0DA FLAKES, 76% MAOH SODIUM HYDROXIDE
685-3243 FLAKES, SODIUW HYDRORIDE (76.61%) - WHITE FLAKES OR BEADS
505-5700 Laundry Alkalis: Sodium Hydroxzide (Caustic Soda), Sodium Metasilicate, Sodium Orthosilicate, etc.
180-3080 SODIUM HYDROXIDE (CAUSTIC S0DA), DRY FOWDER, 98.5% CONCENTRATION
BB5-8474 SODIUM HYDROXIDE SOLUTION
885-8400 Sodium Hydroxide
Cancel | | Apply )
Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. Al rights reserved Privacy Statement [y
&) Done 4 Internet
Step Action

12.

Click the Apply button.

13.

End of Procedure.
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Delete new Products & Services

If you do not provide a Product or a Service no longer, please ensure that you have removed
that from your profile.

Procedure

Let us learn to delete an obselete Product that we do not provide anymore.

We do not provide "Caustic Soda Flakes" anymore and we are going to remove it from our
Products & Services Profile.

&7 Supplier Details - Microsoft Internet Explorer E]
»

File Edit Wiew Favortes Tools Help

Oaa(k - d \ELI 1) /-‘:Sear(h “\_;;_'\’:'Favnrltes £ - & o - @J ﬁ i“
fuddress | @ https/jdtcstsa0.atlants.Jocal:8005/0A_HTMLIGA. jspPpage=foraclefapps/posiprofilejwebuifSupDetalsPatsddBreadCrumb—RSs_ti-636658975taspc=azaonmc—raora_ v | B G0 Liks ™
¥ - [ search web | Upgrade your Tookar iaw = | Emal - | Hep -

3 AL za1 e

_Business Suite Home Logout Frefersnces Help

= Profile

Supplier Details

Managemant Supplier Name  YOUR COMPANY NAME e, New to Supplier Profile
Supplier Number 800411 *** %' Management?
alls Taxpayer 1D 99.9999999 o
o Address Book Tax Registration Number Using the profile management features, you can
o Contact DUNE Number manage key information about your company
Directory Learn more
o Business
Classification Attact
o Products and
Services Search
o Bank Please enter your search criteria and select the "Go” button to see the result. Mote that the search is case insensitive.
Accounts Name Go)
o User
B Show More Search Options
Accounts B
/
Add Attachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete
No results found
Horme | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&1 pone & Intermet

Step Action

1. Click the Products and Services link.

Products and
Services
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@ Products and Services - Microsoft Internet Explorer E]
Fle Edit Wiew Favortes Tools Help i
Qe - ) \ﬂ \ELI jj /., ) search u\: Favorites  {4) - b - @ E 3
Address € https)feitcats30. atlanta. ocal:B005/0A_HTMLIOA, isp7page={oracle/apps/posfprofile/webui/PosPsManagePGemenu=YEaddBreadCrumb=Rs6, 60585897 580apc=05a0d v | [ G0 Links
5 - [ search web || Upgrade your Tosbar how ~ | Emal + | belp -

Atlant A s cuite Home Loou Frefersnces Help
» Profile Products and Services
Management . .
o Supplier (_Remave )| Add |
Details HIGP Effective
o Address Book | SelectCode  Products and Senvices Date
© Contact 0 1en SODIUM HYDROXIDE (CAUSTIC SODA), DRY POWDER, 93.5% CONCENTRATION 16-Jan-2008
Dirgctary 3080
o Business [ 505  ALKALL LAUNDRY (SODIUM HYDROXIDE), LIQUID, CONCENTRATED, FORTIFIED WITH A HIGH 16-Jan-2008
Clagsifications 8717 CONCENTRATION OF SEQUESTERING AND CHELATING AGENTS. DESIGNED FOR USE IN LIQUID INJEC
e Pmducts. 0O 505 Laundry Alkalis: Sodium Hydroxide (Caustic Soda), Sodium Metasilicate, Sodium Orthosilicate, ete 1B-Jan-2008
and Services 5700
o Bank
B85 -Jan-
Accounts O SEn SODIUM HYDROXIDE SOLUTION 16-Jan-2005
o User
T O S5 Sodum yaronce
[l 2234 CAUSTIC SODA FLAKES, 76% NAOH SODIUM HYDROXIDE 16-Jan-2008
[ 885 ADDITIVE, ALKALINITY. COMPOSITIONS, SODIUM HYDRORIDE - 20%, CAUSTIC SODA - 21.7% CHESTNUT 15-Ja3n-2008
7809 TANMIN - 7%, SODIUM SULFITE - TRACE, PH OF 1% SOLUTION - 12-12.5
] ggi3 FLAKES, SODIUM HYDROXIDE (76 51%) - WHITE FLAKES OR BEADS 16-Jan-2008
Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&) Done D Internet

Step Action

2. Click the 885-7824 option.

3. Click the Remove button.
4, End of Procedure.

View User Accounts
View User Accounts

Managers must monitor this page frequently to avoid any unauthorized users logging into the
system as your company.

Managers must work with the City to disable all unauthorized users on the system.

If any of your authorized user leave your organization, it is your responsibility to work with
the City and have their accesses removed.
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Procedure

Let us learn to view the list of users who have an account with the City's purchasing application
on your company's behalf.

Managers must monitor this page frequently to avoid any unauthorized users logging into the
system as your company.

Managers must work with the City to disable all unauthorized users on the system.

@ Supplier Details - Microsoft Internet Explorer E]
Fle Edit Wiew Favortes Tooks Help i
Qe - () ﬂ E’I jj /r‘:s‘aarch \;'\',' Favorites (%) - W - Ll sl

fiddress | € hitps/fditcats30. atkanta.Jocal: 800504 _HTMLICA. jsppage={oracle apps/posiprafile/webuilSupDetalsPaaddbread Crumb=R5e, tim60685897S80ape=09a0amC=ranra_ v | [ 6o links >

Y.' '| IEEET(hWEhH Upgrade your Toolbar Now  ~ | A mMal ~ \ Help -

) Al 1 Home Logout Fretersnces Help

Business Suite

« Profile Supplier Details
Supplier Name  YOUR COMPANY NAME +. New to Supplier Profile
De{;ils Supplier Murnber 800411 *** %" Management?
Taupayer 1D 999999999

o Address Book Tax Registration Nurmber Using the profile management features, you can
o Contact DUNS Number manage key information about your company

Directory Learn more
o Business

Classification Att
o Products and

Services Search
o Bank Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive

Accounts Mame \Go) )
© Maer B Show More Search Options

Accounts

—
Add Artachments
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete
Mo results found
Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statement
&) Done 4 Internet

Step Action

1. Click the User Accounts link.
WELTE
Wcoounts,

2. End of Procedure.
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Monitor Purchase Orders
Monitor Purchase Orders

For every purchase order issued by the City, the supplier will receive an instantaneous e-mail
notification from the application detailing the order. Suppliers can view their purchase orders and
initiate a change request.

Suppliers will also have the ability to view their shipment details and know if they were
received by the City.

Only suppliers, who have furnished their Products & Services or who have completed their
Phase - 1 registration process will be eligible to monitor POs.

Upon sucessful completion of Phase - 1 registration process, the City will grant a new "Home
Page" with advanced features to the Suppliers.

Login to iSupplier Portal
Login to iSupplier Portal

If you do not see the "Home Page™ shown at the end of this exercise, then you may not have
completed your Phase - Il registration process which involves specification of your "Business
Classifications"” and the "Products & Services" your organization provides.

If you had already completed the Phase - Il registration Process, then please allow 2 -3
business days for the City to process your application.

If you are a construction service provider, then your *Home Page" may say "COA iSupplier 2-

Way Vendors" instead of "COA iSupplier 3-Way Vendors". There is no difference between the
two and at this point you may proceed with this tutorial.

Procedure

Before you proceed, please ensure that you have completed your Phase - 1 registration process.

You are required to complete your Phase - 11 registration process to utilize the advanced features
described in this chapter.
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ff City of Atlanta, GA : Home - Windows Internet Explorer

—
- IE. hikkp:f fun, stlantaga.gov/ ﬂ

A

&
x

o=
o
Ej
2
o

File  Edit vwiew Favorites Tools Help

{\7 Favarites ‘ 15 Suggested Skes * [ Dell = & Frea Hotmall & | web Slice Gallery =

(& city of Atlanta, GA : Home

News | Translate | Jobs | Online Senices

CAtlarita ) N

-

o The City of Atlanta
- JOBS PLATFORM

’a Connecting employers and job seekers.

s 4 \ “1 = VAL
(asim Reed and the City of Atlanta partner with tweetmyjobs_ com to help Atlantans get
WOTK.

o

T V_ &0 mterner

am often
like: 5

people of Allanta are the city's greatesl
asset

Follow Mayor Reed on Facebook and

Twitter (@Kasim Reed.

Keep reading »

00060 |

vaov [ ®imw -

Step Action

1. Go to the City's website.

City's website is: www.atlantaga.gov

Type this on the address field of the browser and Click the Go Button.
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,t"‘ City of Atlanta, GA : Home - Windows Internet Explorer

==
'(__-/ \—__;.' |g, hittpe ffvvy, atlantaga, gov/ j @ *1 (X I; Eing Fel
File Edit W¥iew Favorites Tools Help
{_7 Favorites ‘ {5 Suggested Skes = [ Dell = & Fres Hotmal & | Weh Slice Gallery =
(@ city of Atlanta, GA : Home | | £ - B0 - 0 = o+ Psge+ Ssfety~ Tooks - @+

Translate

Doing Business ’ Newsroom

Diversity in Business

How to Do Busil
City

:| GetOnline Permits
Obtain a Business License
Find Registered Busine
Renew B

asset

How Do I...

like best about my
hometown and one of
Ameri great cities. |
EU that the

s greatesi

Follow Mayor Reed on Facebook and

/

00060 |

Twitter [@Kasim Reed.

Keep reading »

|httn v, atlantaga.gov/index, aspx?page=5

O B I~ v

Ca v oo -

Step Action

2. Point to the Doing Business object.

3. Click the How To Do Business With The City object.

| How To Do Business With The City |

Page 49




Training Guide ORACLE
|Supp||er User Gu]de User Productivity Kit

City of Atlanta, GA : How to Do Business With The City - Windows Internet Explorer ==
@?; L I@, Rkkps ffwene, atlantaga, gov/indesx, aspx?page=4a0 j @ 4l % ,{; Bing Pl
File Edit ‘View Fawvorites Tools  Help
<7 Favorites | o Suggested Sites Del v & Fres Hotmall & 'web Slice Gallery +
(& ity of Atlanta, GA : How to Do Business With The City | i - Bl - ) o= v Page - Safety v Tooks v @
TUSTTES S TaX CEMMCare a0 TeENeT 1085 & DUSTEss CICeEnse [T o1y City of Atlanta
Business Tax Division will assist you in making sure that your business complies
with all applicable city ordinances Department of Finance
Obtain a Business License 68 Mitchell Street
Renew Business Tax Suite 111000
Atlanta, Georgia 30303
Online Permit
The City has initiated Online Permitting to allow contractors the ability to apply for Tel: 404.330.6270
permits online and provide enhanced access to the issuance of permits Fax: 404 658 7465
Get Online Permits Department of Planning
& Community
The Department of Procurement Development
The Department of Procurement (the “DOP”) is the primary agency responsible for 55 Trinity Avenue
all purchasing matters for the City. The DOP provides a administrative purchasing Suite 1450
for all supplies and semvices necessary for the efficient operation of all City Atlanta, Georgia 30303
departments. The DOP is responsible for developing bid specifications jointly with
the City departments, obtaining bids/proposals through advertising and direct Tel- 4043306070
saolicitation, establishing and monitoring annual contracts, and issuing and approving Fax- 404 658.7638
purchase orders. Our focus is to promote a climate that fosters good business
relationships between our suppliers and the City. Department of
Procurement Home Page Procurement
55 Trinity Avenue
Supplier Registration Suite 1900
You must register your company with the City's iSupplier system to take advantage Atlanta, Geargia 30303
of the Bid/Proposal opportunities the City has to offer.
Tel: 404.330.6204
Supplier Reqistration Fax: 404.658.7705
Supplier Login
Office of
The Office of Contract and Compliance Contract Compliance
The Mayor's office of Contract Compliance ("OCC’) serves as a liaison linking small, 55 Trinity Avenue
minority, female and Disadvantaged Businesses with City of Atlanta related Suite 1700
T @ mternet o~ oo -

Step Action

4. Scroll down on the Supplier Registration page

5. Click on Supplier Login
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/= Login - Windows Internet Explorer

=]
@:—_;' |g, https:Ucatsnrod.atlantaga.guVJ‘OA_HTML,I’ADpsLocaILogin.isn?requestUrI=APPSHOMEPAGE&cance\Urj g @ 4| % I_}'Eing R
File Edit ‘iew Favorites Tools  Help

<7 Favorites | ) Suggested Sites * [ Dell » | Free Hotmall & | Web Slice Gallery =

ELagn | |

Ei v B - ) o= - Page- Safety+ Took - @~

ORACLE' Welcome to the City of Atlanta

Login

Username ||

Password I

|_Login )

@ TIP Forgot your password?

To reduce the risk of password deception, you are now required to change your Oracle password every 60 days.
The following are minimum security standards for the QOracle application:

1. You will be required to change your Oracle password every 60 days.
2. You must wait 180 days to reuse a password.

3.

4. Your new password must adhere to the following standards:

Your access will be revoked after 5 unsuccessiul attempts to log on.

Must contain at least one letter and at least one number.
Cannot contain the user name or repeating characters.
Must be at least 8 characters in length.

Characters can be upper or lower case.

o0 oo

To reset your password:

+ Active Employees -

o Request a password reset from the Oracle login page by clicking on the "Forgot your password?” link above, OR
o Contact the Help Desk by calling 404-330-6474 or emailing The DIT Help Center

ViandareiCunnlinre  Mantact Canana blach ot Chlach@AHantann aor e eall ARA 330 2903

Done

,— ,_ ,_ ’_ ’_ ’_ €D trtermet "’5‘_' [®oow -

Step Action

Enter the desired information into the Password field. Enter "welcomel".

This is the applications login page. You can bookmark this page for easier access.

Enter your username and password credentials to access the application.

Click the Login button.
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Step Action
3.

Have you noticed that your Homepage after the Phase - 11 registration has
changed? You are now allowed to utilize more advanced features of this
application and working with the City just got that much easier.

If you had chosen "Construction Services" related Products & Services during
your Phase - 1 registration process, you may see a slightly different Homepage
that would read "COA iSupplier 2-Way Vendors" instead of "COA iSupplier 3-
Way Vendors". At this point there is no difference between the two and you may
continue with this exercise.

If you are seeing a totally different Homepage, then you may not have completed
your Phase - Il registration process. Please go over the previous chapter on how to
complete the Phase - Il registration process.

If you had already completed the Phase - Il registration process, yet getting the
same old Homepage, please allow 2-3 business days for the City to process your
application.

End of Procedure.

View Purchase Orders
View Purchase Orders

The registered user of your organization will receive an email notification from the City's
application for every issuance of a purchase order.

Your authorized user can then login to City's website to review the purchase orders.

Procedure

With this exercise, you will learn how to

1. View POs
2. Print POs

3. Request Changes

4. Request Cancellations

5. View PO Change History

6. View File Attachments to a PO.
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@ Oracle Applications Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Qe - () |ﬂ @ ',;\J ) search \:.E(Favuntes &

E]

3
RE-LJYE s
 Address ‘@ hittp:fjditcatsa0, atlanta Jocal: 8005/ 0A_HTMLIOA, jSp?OAFUNC=0BHOMEPAGE

Mae

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE' E-Business Suite

Logout Prefersnces  Help

Edit Nawigator

[ COA iSupplier 3-Way Yendars
[ COA Sourcing Supplier

Please select a responsiailty.

Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved.

Logged In As YOURMAILID@EMAILPROVIDER.COM
Navigator Favorites

You have not selected any favorites. Please use the
"Edit Favorites” button to set up your favorites.

Edit Faworites

Privacy Stetement

&1Dome

80 [nfermet

Step Action

1. Point to the COA iSupplier 3-Way Vendors object.

[CoA iSupplier 3-Way Vendars|

2. Click the COA iSupplier 3-Way Vendors link.

[coA iSupplier 3-Way Vendors]
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@ iSupplier Portal: Home Page - Microsoft Internet Explorer E]
: File Edit  Yiew Favorites Tools  Help &
Qe - () |ﬂ |§‘ ,;\J /."?Search \ETZ'Favnntes 2 -dg B - «LE 3
§F\ddVBSS‘@http:fﬂd\tzatsﬁU.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.]sp7OAFunc=0AHOMEPAGE&akRegmnAppllcatlunlw Respld=50691 RespAppld=1778navSecGrpld uumd=1[~']Gn
Y- searchweb || | | ...attempting ta retrieve buttens from Yahaal...
i Links @] Oracle New Instances @] Customize Links &) Free Hotmall (@] Windows %5 Windows Marketplace @] Windows Media
Sy iSupplier Pertal Home Logout Preferences  Help
W) Atlanta
m Orclers Shipments Accaunt Admin
Search o)
[E Notifications Orders
Full List | N Agreements 3
Subject Date Purchase Orders
City of Atlanta - Standard PO 8002782, 0 18-Mar-2008 10:24:38 ] Purchase Histor
City of Atlanta - Standard PO 8002781, 0 18-Mar-2008 10:24:15 Receipts
i f Al Stngant PO I 1 oar o 10207 . T
City of Atlanta - Standard PO 8002780, 0 18-Mar-2008 10:20:20 Invoices
Irvnices
I_‘._ Orders At A Glance E:V:;?:S
Full List
PO
Number  Description Order Date
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 10:24:23
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:55
8002779  PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Mar-2008 10:20:16
CONTRACT #3060718
8002778 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Wlar-2008 10:20:11 ["]
&) Done ® Intermet
Step Action
3. Point to the 8002782 object.
This is the "Purchase Orders" Home Page.
Under the Notifications section, you will find the recent email notifications from
the City. You may click the "Full List" to view all your notifications from the
City.
Under the "Orders at Glance", you will find your recent Purchase Orders. You
may click "Full List" to view all the purchase orders from the City.
To your right, you will find a panel with a bunch of links. These links are
shortcuts clicking them will take you to the appropriate screen. For example, if
you click on the Invoices link on the right hand side panel, you will be taken
directly to the "Invoices Summary" page.
You may click on any of the PO Number link to view the respective Purchase
Order.
In this example, we are clicking "8002782" to open the PO. You may have a
different number.
002752
4. Click the 8002782 link.
Click on the PO Number to Open the purchase order.
002752
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@ iSupplier Portal: ¥iew Order Details - Microsoft Internet Explorer

BE
File Edit View Favorites Tools  Help ;'l
Q- © ¥ B ) search 57 Favorkes 2 - M- «LE 3
: Address ‘@ http:/{ditcats30.atlanta.local: 8005/0A_HTMLIOA. jsp?OAFUNc=POS_YIEY _ORDER&OASF=POS_PURCHASE_CRDERS&PoHeaderId="5%7E! ‘FVXNESUKY‘NZDFHKFJZ.ng“fu7D&PDREIEaS[v] G0

L Yer - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace &) Windows Media

Home Logout Preferences Help

ORACLE' isupplier Portal

Home SUCEER Shipments Arcount Admin

Purchase Orders | Agreements | Purchase

tory | Deliverables

Home =
Standard PO : 8002782 Revision 0 (Total USD 25,000.00)
Request Cancellation ) (_Reguest Changes ) (_Printahle View | ( View Change History ) | Export )

¥ Order Information

General Information Terms and Conditions © Related Information

Standard PO 8002782 Payment Terms  Net 30 Receints
Total 25,000.00 (USD) Carrier Invoices
Supplier  YOUR COMPANY FOB ORG FRT PRE Payments
Supplier Site  PAYSITE Freight Terms Best Way
Address 123 YOUR STREET Shipping Contral
YOUR CITY, YOUR Bill-To Address
STATE YOUR 2P Bill-To Address  Accounts Payable Division
Buyer Cannady-Lowe, Patricia B 68 Mitchell Street
Order Date  18-Mar-2008 10:24:23 Room 600
Description  Sodium Hydroxide Atlanta, GA 30303
Alkali Solutions ’
Status  Open Ship-To Address -
Note o Supplier Ship-To Address &ZEB;I‘JMP:(I:]?‘:'BNMMQ
Qrganization City of Atlanta 55 Trinity Ave., S.W.
Sourcing Document Suite 3950/South
Supplier Order Mumber Atlanta, GA 303030309
Attachments  None
P Nataile (]
&) Done B Internet

Step

Action

5.

Scroll the object with the mouse wheel.
Upon clicking the PO number, this the page that you will get.

This page gives you the entire PO detail.

Click the Select to show information button.
You may click on the + sign to view the shipment details.

Scroll the 500 object with the mouse wheel.
Scroll down to view more details.

Release the mouse button.
Shipment details are shown here.

Click the Printable View button.
Let us learn how to print the current Purchase Order.

You may click the "Printable View" button to print the Purchase Order.

Printable iew |
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o
bl

& =

: A @ s
Q- Q- [¥ BB ) search 52 Favortes {62) o owm- L RE 8
{ icrass [ @) httpfitcats30. atlanta Jocal: 800504 _HTMLIOA, jsp?0Func=P 03 _VIEW_ORDER&OASF=POS_PLRCHASE _ORDERS8PoHeaderld=% 7B I xHSsofy NeOmKrJ2.9mQek ID8PoRleas v | [ 6o

Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...

 Links @] Oracle New Instances {&] Customize Links (&) Free Hotmall (&) Windows %5 Windows Marketplace €] Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln
Shipments ACcaunt Admin

Purchase Orders | - —
Home » File Download - Security Warning

Standard PO : 8002782 Revision 0 (Totg

Do you want to open or save this file? . . :
table Wiew Yiew Change History Export
& Mame: PO_106_8002782_0_US.pdf

¥ Order Information g Type: Adobe Acrobat Document, 258 KE E
General Information From: ditcats30.atlanta.local @ Related Infermation
Standard PO 8002782 Beceipts
Total 25,000.00 (USD) Qpen save | [ Cancel | Ioices
Supplier YOUR COMPAN| Payments
Supplier Site  PAYSITE
Address 123 YOUR STRH @ ‘While files from the Intemet can be useful, this file type can
potentialy harm your computer, |F vou do not st the source, do not
YOUR CITY, YO open or save this software, bzt s the rick?
STATE YOUR ZI
Buyer Cannady-lowe, Pefricia B 68 Mitchell Street
Order Date  18-Mar-2008 10:24:23 Room 600
Descrigtion Sudil{m Hyd.ruxide Atlanta, GA 30303
Alkali Solutions
Status Open Ship-To Address
Note to Supplier Ship-To Address  DPCD-DP&CD/Building
Organization City of Atlanta Inspectian Div
Sourcin gncument N 35 Trinity Ave., S.W.
Supplier Orgdar Number Suite 3960/South
PP Atlanta, GA 303030309
Aftachments MNone
P Nataile (]
= Start downloading From site: http:/fditcatsa0. atlanta. local:A005/0A_HTMLIOA. jsp?page=joracle/appsiposichangeorderjwebuijPoskies @ Internet

Step Action

10. Point to the Open object.
When the shown dialog box opens, click on Open to view the document in
Printable format.

You may require Adobe Reader for this action. If you do not have one, You can
download it from here.

11. Click the Open button.

or
Press [Alt+O].
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& W&
Fil
/PO_106_8002762_0_US[1].pdf - Adobe Acrabat Prafessional === i
‘F\\E Edt View Document Comments Forms Tools Adwanced  Window Help x

F ME” @ Create PDF = @ Combine Flles ~ @ Export - I@ -

=z /' FW‘S' S?RGV‘EW&CD’"M”" B\\vaNs;nKy\NzumKrJz.st%m&PnRaleasMGu
I oaBies O & 00

=

~
Home Logout Preferences Help —
~
CITY OF ATLANTA PURCHASE ORDER Shipments | Account | Admin |

Purchase Order

55 TRINITY AVENUE, S.W., SUITE 1790 Purchase Order Date
ATLANTA, GEORGIA 30303-0307 [ Furchase Order Type
Phane: (40£) 330-6204 “Requisifion Number

Far  (404) 6587705

‘Priut Date | 5300008
Revision [0
SUBHIT INVOICE To: BILL 10 ADDRESS Revision Dale

le View ) (View Change History ) (Export

T et

[ Buyer Phone# |7

Bill To.

To:
YOUR coupany [ pa— N -
e et rpeis D © Related Information
R p—— Pt Bocints
303005 Adlania GA 30303 _L
Invoices
NOTE: YOU ARE RESPONSIBLE FOR ADHERING TO THE GENERAL TERMS AND CONDITIONS ATTACHED TO THIS DOCUMENT.

UNLESS SPECIFICALLY INDICATED BELOW, ALL ITEMS ON THIS ORDER ARE F.OB. DESTINATION, UNLOADED Bayments

T [FedB; Do | T Doy = Al o T [@5 [UOR =1 Tt

o Number | Gl

P T ey ey E R Ery e
LT H010

©

Tonal: 5000

&1 Done 80 [ntemet

Step Action

12. Click the File menu.
You can print this document like printing any other document from your
computer.

You may choose File>Print to print this document.

or
Press [Alt+F].
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& BE=
Fil = "
PO_106_8002782_0_US[1].pdf - Adobe Acrabat Professional | ==
([ Fie Edt View Document Comments Foms Tecls Advanced Window Help *
. | open.. 0 - - - o - =
| 2P E—j Iﬂ / Forms ,.?REV‘EW&CD’"'"E”‘ B1 Y xhSsaky Wz0mKr 2. 9mQes708PoReleas v | [ 6o
Organjzer 3 = o e
T B | @ @
: & & §7.10% |
o 1 Create FOE » - =
22 Combine Files,
~
Home Logout Pret Hel =
Q| g start poeing... - Home Logoud Preferences Help
Shipments | account | Admin
K =
u Save s, shift+Curkts
0
ool § Save as Certiied Document...
sty 2 L
G Export ’ Sl e
e View ) (View Change History ) (Export
Attach to Emall.. AR Paticia Caemady-Tonr
[ e Promg [
Bill To: . 1
Close Clrlew T L) (@) Related Information
52 tal S )
Propertiss... Chrl+D A s Recsipts
Invoices
Print Setup. . Shift+CErkP | GENERAL TERMS AND CONDITIONS ATTACHED TO THIS DOCUMENT. g
L [TEMIS ON THIS ORDER ARE F.0.5. DESTINATION, UNLOADED Eayments
= prink Cirltp -
e T Ty
5 History »
1Ci..APO_106_8002782_0_UIS[1]pdf o S Lo T r= =) m
S|
2 i\ A TREATMENTS[1].pelf e = o
3CH..\PO_106_8002762_0_US[1],pd
4 CH\...\Signature Request Form-OOE. pdf
5 Ci\Documents and Settingsl...|3985_001.pdf
Exit g
&
¥
=
&) Done. D Internet

Step Action

13. Scroll the object with the mouse wheel.
After printing the document, you may exit out of this printable version.

@ iSupplier Portal: ¥iew Order Details - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

H A D) e
Q- Q- [¥ @A ) search ¢ Favortes ) - w-LNE S
£ Address |&] hitps/fditcatsaD. atlanta.ocal: B9050A_HTML{OA.jsp? OAPUNE=POS_VIEW _ORDEREOASF=POS_PURCHASE _ORDERSEP oHeaderld="% B! YxhSsckylNa0mkr J2.9mQ . 7DePoReleas v | [EJ o

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

~
ORACLE' iSupplier Portal Home Logout Preferences Mo
Hame Shipments ACcaunt Admin ’

Purchase Orders |
Home >

Standard PO : 8002782 Revision 0 (Total USD 25,000.00)

(Request Cancellation ) ( Request Changes ) ( Printable View ) (View Change History ) ( Export )

¥ Order Information 3
General Information Terms and Conditions © Related Information
Standard PO 8002782 Payment Terms  Net30 Receipts
Total 25,000.00 (USD) Carrier Invoices
Supplier YOUR COMPANY FOB ORG FRT PRE Dayments
Supplier Site  PAYSITE Freight Terms  Best Way
Address 123 YOUR STREET Shipping Contral
YOUR CITY, YOUR Bill To Address |
STATE YOUR 2P Bill-To Address  Accounts Payable Division
Buyer Cannady-Lows, Pairicia B 68 Mitchell Street
Order Date  18-Mar-2008 10:24:23 Room 600
Description  Sodium Hydroxide Atlanta, GA 30303
Alkali Solutions
Ststus  Open Ship-To Address -
Note to Supplier Ship-To Address :J"Z'llilla)[-:l‘)is:%li)‘:‘wlldmg
Qrganization City of Atlanta 55 Trinity Ave., SW.
Snursing Dacument Suite 3960/South
Supplier Qrder Number Atlanta, GA 303030309
Aftachments  None
PN Nataile v
€] hitp: jefitcats 30, atlanka.local: B005/0A_HTMLIOR jspPOAFUNC=POS_VIEW_ORDEREBOASF=POS_PURCHASE_ORDERSEPoHeaderld=:7BIFVXNSsokyIl & Internet
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Step Action

14. Click the Request Changes button.
Let us learn, how to request changes to a Purchase Order.

You may open up the purchase order for which you are requesting changes as
shown in the previous step. In this example, we are going to request changes for
PO # 8002782. Your PO number may be different.

Once the PO opens up, you may click on the "Request Changes" button as shown
to request your changes.

In this example, we are going to request the City to push the Shipment date
specified in the Purchase Order.

Please remember that, this is only a change-request to the Purchase Order made by
you and by no means is the final document until the changes are approved by
City's buyer.

If the buyer rejects your proposal, no changes are made to the PO.

Request Changes |
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@ iSupplier Portal: Change Purchase Order - Microsoft Internet Explorer E]
: File Edit Yiew Favorites Tools  Help o
LR |ﬂ |§‘ ()| JO ssarch i Favortes 2 - & «LE 3

{ dlhess | €] hitpiditcats30. atlantaocal:8005{0_HTMLIR.jsppage=joracle/appsiposichangeorder webuijPosViewPOPGE,_ri=177eCallMade=\isn&OASF=POS_PLRCHASE_ORDERSEPotea v | (£ 6o

Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...

 Links @] Oracle New Instances (@] Customize Links (&) Free Hotmall (&) Windows %5 Windows Marketplace &) Windows Media

Sourcing Document 55 'Il'rinily A::’ SW. [A]
Organization City of Atlanta Suite 3960!Su.u‘|h. ’
Supplier Order Number Adanta, GA 303030309
Attachments None

PQ Details

& TIP You can cancel the entire order or specific lines
@ TIP Click on the Show link to view shipment details of a line. To split a line into multiple delivery dates, click the split line icon of the desired row and then make chang

Show All Hide All
Supplier
Amount Contractor Global Config
Details Line Type Item Job Description UOM Quantity Price(USD) USDy Supplier ltem Name Status Reason Agreement ID Attacl
Sodium
BShow 1 Goods Hydroxide BOX 500 50 25,000.00 Open

Select to show information Alkali

Solution

Additional Change Requests
If you need to submit more changes in addition to those that have been submitted ahove, you can specify them here

Cancel ) ( Cancel Entire Orcier | ( Printable Yiew ) [ Wiew Change Histary ) | Export ) (Submit )

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (5) 2006, Oracks. Al rights ressrved Privacy Statemert

v
3 I J [2]
(€] hittpsjjditeate3in atlanta, ncak:B005/0A_HTMLIOA, jsp?page=foratlejapps/pos/changeorder/webuifFosyiswPOPGR, ri=1778CalMade=HieniOn D Internet

Step Action

15. Click the Select to show information button.
Click on + Show to view the shipment details.

16. Enter the desired information into the Promised Date field. Enter "May"'.
We are going to request the City to move the Promised date to May.

For every change that you request, you will have to furnish a reason for the
request.

17. Enter the desired information into the Split field. Enter "YOUR CHANGE
REQUEST REASON".
Enter the reason for your change request.
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@ iSupplier Portal: Change Purchase Order - Microsoft Internet Explorer
=

File Edit View Favorites Tools  Help 4

Q- Q- [¥ @ D search g Favores 46) - & LE 3
{ icrass | €] httpfitcats30. atlanta Jocal: 800504 _HTMLIOA. jsp?page=forade/apps{pasichangeorderfwebuifPosyienPOPGE,_i=177&CalMode=1ienBOASF=POS_PLRCHASE_ORDERSEPotea] v | [ 6o

" Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links &] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ument ' o -~
" 55 Trinity Ave., S.W. b

ization City of Atlanta Suite 3960/South

urnber Atlanta, GA 30303.0309

ments  None

the entire order or specific lines
owr link to view shipment details of a line. To split a line into multiple delivery dates, click the split line icon of the desired row and then make changes

Amount Contractor Global Supplier

em Job Description UOM Quantity Price(USD) (UsD) Supplier ltem Name Status Reason Agreement  Config ID  Attachments

Sodium Hydroxide

Alkali Solution BOX 500 50/25,000.00 Open
o Quantity Quantity Amount Supplier Order
bn  Ordered Received (USD) Promised Date Need-By Date Line Status Reason Action Split Attachments

1=
500/ g 25,000.00 |18-May-2008 10:22:57 18-Mar-2008 10:22:57 Open JEST REASON

Requests Cancel
Change

ore changes in addition to those that have been submitted above, you can specify them here

Cancel ] ( Cancel Entire Order ) | Printable View ) [ Yiew Change History ) ( Export ) (Submit )

< Im 3
&) Done. 4 Internet

Step Action

18.

Point to the Change object.
In this exercise, we are requesting a change to the PO and therefore choose

"Change" for Action.

19.

Click the Change list item.

Chanie

20.

Point to the Submit object.

21.

Click the Submit button.
Submit |

22.

Click the Return to Purchase Order Summary link.

[Return to Purchase Order Surmary|
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ORACLE’

@ iSupplier Portal: ¥iew Purchase Orders - Microsoft Internet Explorer E]
File Edit View Favortes Tools Help 5'*
: A @ A
Qe - () |ﬂ @ )| ) e 7 Favertes ) - - JEE 3
{ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7_rc=P05_VPO_MAIN_PAGE&_H=177&5EarchTypE=Slmp\E&mEnu=\‘&_t\=1?42304608&0ap:=11&uas=x9C]vaVwBFquJEvgsl[V] Go
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 Links ] Oracle New Instances €] Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~
Home Logout Freterences Help
Shiprments Account Addmin
Purchase Orders
Export
Views 3
“Wigw ‘ Last 25 Purchase Orders [V] Go Adhvanced Search
Select Order: | Acknowledge ) | Request Cancellation ) [ Reguest Changes ) ( Yiew Change Histary )
PO Business Document Acknowledge
Select Number [Rev Unit Type Description Order Date © Buyer Currency Amount  Status By Attachments
© BIFE2 0 Cityof  Stands  Sodium Hydxide Alkali 18-Mar2008 102475 0 sy aspon o
Atlanta PO Solutions Patricia B
Cannady-
C BO027B1 O City of Standard  Sadium Hydroxide 18-Mar-2008 10:23:58 | e UsD 300000 Open
Atlanta PO Solutions Patricia B
) 8002779 0 Cityof  Standard PER RESOLUTION #07-  18.Mar.2008 10:20:16 Cannady-  USD 325500 Open
Allarta PO R-0725 - PER STATE OF Lows @
GEORGIA CONTRACT Paticia B
#3060718
FPER RESOLUTION #07-
C BOOZF7E 1 City of Standard  pg7os . pER STATE OF 18-Mar-2008 10:20:11 Cannady-  USD 2000.00 Open
el L GEORGIA CONTRACT Lowe, o
itk Patriria A
&) 4 Internet

Step Action

23.

Click the Orders: Purchase Orders link.

Note the status of the previously change requested PO.

Change Pending".

Approved or Rejected by the same.
[T O aorat 0 |
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i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links @] Oracle New Instances (€] Customize Links &) Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media
~
%\ Atlarltaisum’"er Portal Home Logout Preferences Help
Horne Orders Shiprments Account Addmin
Purchase Orders | Agreements | Purchase History | Deliverables
Purchase Orders
Export
Views 3
“Wigw ‘ Last 25 Purchase Orders [V] G Adhvanced Search
Select Order: | Acknowledge ) | Request Cancellation ) [ Reguest Changes ) ( Yiew Change Histary )
PO Business Document Acknowledge
Select Number [Rev Unit Type Description Order Date © Buyer Currency Amount  Status By Attachments
© 8002782 0 Cityof  Standard  Sodium Hydroxide Alkali 18-Mar-2008 1024-23 ‘LE:VCSM © ysD 2500000 gﬂszgf
Atlanta PO Solutions Patricia B Pending
Cannady-
C BO027B1 O City of Standard  Sadium Hydroxide 18-Mar-2008 10:23:58 | e UsD 300000 Open
Sanzral Atlanta PO Solutions Patricia B
) 8002779 0 Cityof  Standard PER RESOLUTION #07-  18.Mar.2008 10:20:16 Cannady-  USD 325500 Open
Allarta PO R-0725 - PER STATE OF Lows @
GEORGIA CONTRACT Paticia B
#3060718
FPER RESOLUTION #07-
C BOOZF7E 1 City of Standard  pg7os . pER STATE OF 18-Mar-2008 10:20:11 Cannady-  USD 2000.00 Open
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itk Patriria A
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Step Action

24. Click the 8002781 link.

Let us now try to request a cancellation of a Purchase Order.

As a supplier, you may request the City to cancel a PO.

The PO will not be considered cancelled just because of your cancellation request
and will remain open until the City's buyer approves your request.

If your cancellation request is approved by the Buyer, then the PO will be
cancelled.

If your cancellation request is rejected by the Buyer, then the PO will be still open.

Click on the PO to be cancelled to open. In our example, we choose 8002781 and
you may have a different number.

P00 51
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File Edit View Favorites Tools  Help

: . A @ J . . o
Qe - () |ﬂ @ (0| ) search i Favartes ) & L s
£ Acdrass |&] hitps/fditcatsa0. atlanta.ocal: B9050A_HTML{OA.jsp? OAPUNE=POS_VIEW _ORDEREPaHeaderld=2%7BIIESATCokKy. FSmaWILEtLwge% TDEPaReleaseld=aPohum=a00z73 eretanat] v | [EJ 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

E]

Home Logout Preferences Help

ORACLE' iSupplier Portal

Home OIGEER Shipments ACcount | Admin

Purchase Orders | Agresme
Qrders: Purchase Qrders >
Standard PO : 8002781 Revision 0 (Total USD 3,000.00)
Request Cancellation ) Request Changes ) Printable View | | ¥iew Change History | | Export )

¥ Order Information

General Information Terms and Conditions © Related Information

Standard PO 8002781 Payment Terms  Met30 Receipts
Total 3,000.00 {(USD) Carrier |nvoices
Supplier YOUR COMPANY FOB ORG FRT PRE Payments

Supplier Site  PAYSITE
Address 123 YOUR STREET

Freight Terms  Best Way
Shipping Contral

YOUR CITY, YOUR

Bill-To Address

Sourcing Document
Supplier Order Murmnber

PN Nataile v

STATE YOUR ZIP
Buyer Cannady-Lowe, Patricia B
Order Date  18-Mar-2008 10:23:58
Description  Sodium Hydroxide
Solutions
Status  Open
Mote to Supplier
Qrganization City of Atlanta

Bill-To Address  Accounts Payable Division
68 Mitchell Street
Room 600
Atlanta, GA 30303

Ship-To Address
Ship-To Address  DPCD-DP&CD/Building
Inspection Div
55 Trinity Ave., S.W.
Suite 3960/South

Atlanta, GA 303030309
Attachments  None anta

&)

4 Internet

Step

Action

25.

Click the Request Cancellation button.
The PO Request Cancellation process begins with Opening the PO and then
clicking on the Request Cancellation Button.

[ Request Cancellation |

26.

Point to the Cancel Entire Order object.
If the request is for cancelling the entire order, you may click on the "Cancel
Entire Order" button.

You will also have the ability to cancel a partial order if the PO has multiple line
items.
[ Cancel Entire Order )|

27.

Click the Cancel Entire Order button.
|_Cancel Entire Orcer |
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i eBack -9 |ﬂ é" (0| ) search g Favertes () - M J @J ol ¥

§ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.]sp7page=ﬂuraclefappsﬂpusﬂ\:hangeurdErfwebu\ﬂPUsChangePOPG&_ﬂ=l77&Ca||MudE=Txn&Act\Dn=cancel&CancE\Mude=\‘&CaHEdFkI Go

g Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links &] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln

Home @SOIGEER Shipments Account | Acdmin

Purchase Orders | A ts | Purc | Deli
Qrders: Purchase Orders > View Order Defails > Chande Purchase Order >
Cancel Purchase Order 8002781

(_Cancel | [ Submit

Description Sodium Hydroxide Solutions
Currency usp
Arnount 3,000.00
Order Date 18-Mar-2008 10:23:58
Action Cancel

* Reason for Cancellation

(_Cancel ) [ Submit

Home | Orders | Shipments | Account | Admin | Home | Logoot | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved

Privacy Statement

&) Done 4 Internet

Step Action

28. Enter the desired information into the Reason for Cancellation field. Enter
"YOUR CANCELLATION REQUEST REASON".
You have to furnish a valid reason for your request for cancellation.

29. Click the Submit button.

Page 65




Training Guide ORACLE
|Supp||er User Gu|de User Preductivity Kit

Fie Edt View Favortes Toos Heb 7
H A ) A
Q- Q[ @ ) seareh 7 Favertes 2] - & L E S
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 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

@ iSupplier Portal - Microsoft Internet Explorer

ORACLE isupplier Portal Home Logout Preferences  Heln
Hame Shipments ACcaunt Admin

Purchase Orders |

Cancel Order Confirmation

Cancellation Request for Purchase Order 8002781 has been submitted for approval.

Beturn to Purchase Order Surmmar:

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&) Done 4 Internet

Step Action

30. Scroll the Advanced Search object with the mouse wheel.

@ iSupplier Portal: ¥iew Purchase Orders - Microsoft Internet Explorer
File Edit View Favorites Tools Help
f A =) S
Q- Q- [¥ A ) seareh 7 Favertes 2 - & L E S
| Address ‘@ httu:fﬂd\tcatsau.atlanta.Iucal:SUUSiOA,HTMLiOA.1su?uage=iuraclefauusiuusi:hangeurderfwet:uuchangeHusturyPG&,n=177&PuHeader1d=24501&Pumum=suuz773&PuRelease1d=[v] Go
i Y-' - Search Web \ | | ...attempting to retrisws buttons from Yahoo!...
Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws % Windows Marketplace &) Windows Media
, [
Export
Views
“iew ‘Last 26 Purchase Orders [V] Go) Advanced Search |
Select Order: (_Acknowledge ) ( Reguest Cancellation ) [ Request Changes ) ( Yiew Change History )
PO Business Document Acknowledge
Select Number [Rev Unit Type Description Order Date © Buyer Currency Amount Status By Attachments
@ dy- Suppli
O B0I7E2 0 Cityof Standard  Sodum Hydroxide  1BMar2008 10240237, USD 2500000 por
Atlanta PO Alkali Solutions Patricia B Pending
& dy- Suppli
O 8002781 0 Cityof Standard  Sodium Hydroside  19-Mar2008 10:2388 o~ USD 300000 ;e
Aflanta PO Solutions Patricia B Pending
) 8002779 0 City of  Standard PERRESOLUTION  18.par-2008 10:20:16 Cannady-  USD 326500 Open
Atlanta PO #07-R-0725 - PER Lowe m
STATE OF GEORGIA Patricia B )
CONTRACT #3060718 3
C BO002778 1 Cityof  Standard ;]E?RRR[EESL%TEI%N 18-Mar-2008 10:20:11 Cannady-  USD 200000 Open
At [0 STATE OF GEORGIA sl
CONTRACT #5060718 Rl E]
PER RESOLUTION
O 8002780 0 Cityof Standard o prpoe pep18-Mar2008 102008 Cannady-  USD 250000 Open
Akt [0 STATE OF GEORGLA Lowe,
CONTRACT #5060718 il &
Expaon )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Stelement | ¥
&1 hitn: ticfbat=an, atlanka.IncakB00S0A HIMLIOA,fsn? re=POSYIEWCO ri= 1 778menu=| JEADER ID=%76! I RESIKMIE 8 Intermet
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Step

Action

31.

Click the 1 link.

Let us learn to review the changes history.

open up the new revision.

Click on the "Rev" (stands for Revision number of the purchasing document) to

&7 iSupplier Portal: Revision History Details - Microsoft Internet Explorer

: File Edit  View Favorites Tools  Help

eaack ) Iﬂ IEL‘ ;\J /.-‘;Eear(h \;‘E{Favnntes @) - & ] - _J @;Sﬁ ‘3

Address [ @] htp:fcltcatsa0. atlanta.doc el 005/ 0f_HTMLIOAjsp?_re=POSYIEWCOMRAREMATNPAGES:,1i=1776menu=VY8LPAR AMSHEADER_ID=%7B1RKSIKMISRGy. smzesTQ TDaLARAM: v | Y Go

e Searchweb || | | ...sttempting to retrisve buttons from Yahaal..,

Lnks @) Oracle New Instances &) Custarize Links @] Fres Hotmail 48] Windows %2 Windows Markstplace @] Windows Media

ORACLE' iSupplier Portal Home Logout Preferences

Home Orders Shipments Account Admin

| Purchase History |

PO Comparison Result

Compare to Original PO | (_Compare to Previous PO ) | Show All PO Changes | | Export )

PO Mumber 8002778 Ship-To Location 010 Bill-To Location  COA Dept of Finance
Revision 1 Ship via Payment Terms  Net 30
Type Standard PO FOB OFP Freight BST
Currency  USD Total 2,000.00 Buyer Cannady-Lowe, Patricia B

Compare to Original PO

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

Revision Line Item Shipment Price Differential Field Altered Changed From Changed To
1 1 ltern Description Matural Gas; Invoice # 67950 Sodium Hydroxide Solution

Print Document Revisions
Revision Number ,,;? Go )

Campare to Qriginal PO Compare 10 Previous PO | | Show All PO Changes Expant
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Al rights reserved. Privacy Stalement
|&] pone B 1ntermet

Step

Action

32.

Click the Compare to Original PO button.
|_Compare to Original FO |

33.

Point to the Changed From object.
Review Changed From and To fields.
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: Al D 0y
Qe - () |ﬂ @ )| ) e 7 Favertes ) - - JEE 3
¢ Actress | €) https/fditeats30. atlanta Joc 300504 _HTHLIOA.sp7page=forade/appsiposjordersfwebuPosyp _Ji=1778SearchType=Simpl ddEreadrrumb=veoasF=rv | [ 5o
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances €] Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~
Home Logout Prefersnces Help
Shiprments Account Addmin
Purchase Orders
Export
Views 3
“Wigw ‘ Last 25 Purchase Orders [V] Go Adhvanced Search
Select Order: | Acknowledge ) | Request Cancellation ) [ Reguest Changes ) ( Yiew Change Histary )
PO Business Document Acknowledge
Select Number [Rev Unit Type Description Order Date © Buyer Currency Amount Status By Attachments
© 8002782 0 Cityof  Standard  Sodium Hydroxide Alkali 18-Mar-2008 1024 23‘“:\22”' USD 2500000 gﬂszgf
Atlanta PO Solutions Patricia B Pending
C dy-
© gI0ZE1 0 Cityof  Standard  Sodium Hydroxide 18:-Mar2008 1023:58 [t USD 300000 Open
Atlanta PO Solutions Patricia B
_POS
) 8002779 0 Cityof  Standard PER RESOLUTION #07-  18.Mar.2008 10:20:16 Cannady-  USD Open @
Atlanta PO R-0725 - PER STATE OF Lowe
GEORGIA CONTRACT Paticia B
#3060718
FPER RESOLUTION #07-
C BOOZF7E 1 City of Standard  pg7os . pER STATE OF 18-Mar-2008 10:20:11 Cannady-  USD 2000.00 Open
el L GEORGIA CONTRACT Lowe, o
e Pattiria A
&) 4 Internet

Step Action

34. Click the 8002781 link.

Let us examine how a PO looks after a change-request / cancel-request has been
reviewed by the City's Buyer.

In our example, we earlier requested cancellation of PO # 8002781. Now let us
revisit the PO, as the City's buyer have reviewed our request.

Let us open the PO 8002781.
002761

35. Click the View Change History button.
Now let us view the change history of this PO.
|_view Change History )|
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File Edit View Favorites Tools  Help

@ iSupplier Portal: PO Change History - Microsoft Internet Explorer E]
w

: . Al @ N a2
Qe - () |ﬂ @ (0| ) search i Favartes ) - & LJe#E s
£ Addrass |&] hitps/fditcatsa0. atlantaocal: B9050A_HTML{OA. jsp?page=joradefappsiposichangeorde fwebuifPosVienP OPGE,_ri=1 775 CalMade=Vien&PoHeaderd=%78! EPao7ROLmaMsvaa| v | [EJ o

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE isupplier Portal Home Logout Preferences

Home SOIGEER Shipments ACcount | Admin

Purchase Orders | Agreements | Purchase History | Deliverables

Orders: Purchase Orders » View Qrder Details >
Change History for Order

Ok )
Ta view details click on the Show link of the desired row.
@ Indicates cancellation
% Indicates new values
Supplier
Need- Price / Supplier Order
Promised By  StartEnd Amount Supplier Rate Order Line Additional Cancellation B
Details Date Req | Line|Shiy Date Date Date Date (USD) Quantity Item (USD) Number Humber Changes Split Request
B Show 18-Mar-2008 13:44:43 Mo Yes R
Ok
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences
Copyright (c) 2006, Oracle. &l rights reserved Privacy Stalement
< m I 2]

&) 4 Internet

Step Action

36. Release the mouse button.
Note : Under Cancellation Request we have "Yes" indicating that we had earlier
requested for cancellation of this PO.

Also note the Buyer Response on the extreme right.

37. Click the Select to show information button.

38. Point to the Logout object.
You may notice the response reason and other details from the City.

39. Click the Orders tab.

Page 69




Training Guide ORACLE"

H H H User Productivity Kit
iISupplier User Guide
@ iSupplier Portal: ¥iew Purchase Orders - Microsoft Internet Explorer E]
File Edit View Favortes Tools Help 5'*

 Address ‘@ http:fditcats30. atlanta.Jocal: S005/08_HTMLOA. jsp?page=orade apps/pos arders webuifPosVp _ri=17785earchType=Simpl JjEreadCrumb=V&OASF=P[V] Go
L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...
 Links ] Oracle New Instances €] Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~

Q- O ¢ [A ¢ ) search ' Fevertes () - WL RE 3

Home Logout Preferences  Help

Horne Orders Shiprments Account Addmin

Purchase Orders | Agreements | Purch

Purchase Orders

Export
Views 3
“Wigw ‘ Last 25 Purchase Orders [V] (Go) | Achvanced Search |
Select Order: | Acknowledge ) | Request Cancellation ) [ Reguest Changes ) ( Yiew Change Histary )
PO Business Document Acknowledge
Select Number [Rev Unit Type Description Order Date © Buyer Currency Amount  Status By Attachments
© 8002782 0 Cityof  Standard  Sodium Hydroxide Alkali 18-Mar-2008 1024-23 ‘LE:VCSM © ysD 2500000 gﬂszgf
Atlanta PO Solutions Patricia B Pending
Cannady-
C© BI02E1 0 Cityof  Standard  Sodium Hydroxide 18:-Mar2008 1023:58 [t USD 300000 Open
Atlanta PO Solutions Patricia B
) 8002779 0 Cityof  Standard PER RESOLUTION #07-  18.Mar.2008 10:20:16 Cannady-  USD 325500 Open
Atlanta PO R-0725 - PER STATE OF Lows @
GEORGIA CONTRACT Batricia B
#3060716
PER RESOLUTION #07-
C BOOZF7E 1 City of Standard  pg7os . pER STATE OF 18-Mar-2008 10:20:11 Cannady-  USD 2000.00 Open
el L GEORGIA CONTRACT Lowe, o
i Pattiria A
LE]httu:#dltcatswat\anra local:B005/0A_HTMLJOA jsprpage=/orad] dersfwebui/Pos¥poMainP e ri=1778GearchType=Simplefre 4 Internet

Step

Action

40.

Click the Paper Clip button.
Let us now see, how to view any file attachments to a Purchase Order.

The City may use some of the advanced feature of the new application including
file attachments.

In some cases, the City may choose to attach the picture of the product that they
are procuring instead of a real lengthy description. (The picture may have been
taken from your catalog).

You may need to know how to view such file attachments.

Look for the Paper Clip Icon on the Attachments List.
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File Edt View Favorites Tools  Help ]
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¢ Actress | €) https/fditeats30. atlanta Joc 300504 _HTHLIOA.sp?page=forade/appsiposjordersfwebuPosyp _Ji=1778SearchType=Simpl ddfreadrrumb=veoasF=rv | [ 5o

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links @] Oracle New Instances (& Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace €] Windows Media

Home Logout Preferences  Help

Shiprments "\ Account |

Qrders: Purchase Qrders >

Attachments
File Name [Type |Description  |Category  |Last Updated By LastUpdated  |Usage | Update Delste  Publish to Cataloy
TREATMENTS. pof File To Supplier  RGALIMONWA 18-Mar-2008 One-Tirme j’ m rr@g

Return to Purchase Orders

Home | Orders | Shipments | Account | Admin | Home | Logoot | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
|&] pane 4 Internet

Step Action

41. Click the TREATMENTS.pdf link.
TREATMENTS.pdf is the name of this file. Your file name may be different.
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File Edit View Favorites Tools  Help

: Qe - O[5 [B (b Osewer Slpraones @& (-2 WL E S

=0 X

r

¢ actress | €) https/fditeats30. atlanta Joc 800504 _HTHLIOA.sp7page=forade/appsiposjordersfwebuiPosyp _ri=1778SearchTyp

JjEreadCrumb=V&OASF=Pkl Go

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media

AtlarltaiSupplier Portal

File Download

B

Do you want to open or save this file?

T

Purchase Orders |
Qrders: Purchase Qrders >

Mame: TREATMENTS.pdf

Attachments Type: Adobe Acrobat Documert, 10,6 KB
From: ditcats30.atlanta.local
File Name |Type |Descrip|iun |C
TREATMENTS pdf  File T Do | [ sae ] [Loeal ]
Return to Purchase Orders
“whhile: files from the Intemet can be useful, some files can potentially
Home | Ord

v

harm your computer. If you do not rust the soures, da not open o
sawe this fle, What's the sk ?

Copyriht (c) 2006, Oracle. Al rights reserved

Shiprments )

Update

Home Logout Preferences  Help

Account |

Delete

]

Publish to Catalog

B

Privacy Statement

=% Start downloading from site: http:/fditcats30. atlanta. local:5005/0A_HTML/OADownlbad. jsp?transactionid=208250476 8 ekainAl="

4 Internet

Step Action

42, Click the File menu.

You may need an Adobe Reader for viewing this.

or
Press [Alt+F].

43, Click the menu.

| Exit

Chrl+Q
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Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

Home Logout Preferences  Help

Shiprments Account Addmin

Qrders: Purchase Qrders >

Attachments
File Hame [Type |Description  |Category  |LastUpdated By |LastUpdated  |Usage Update Delste  Publish to Catalog
TREATMENTS. pof File To Supplier  RGALIMONWA 18-Mar-2008 One-Tirme rr@g

Return to Purchase Orders

Home | Orders | Shipments | Account | Admin | Home | Logoot | Preferences | Help

Copyriht (c) 2006, Oracle. Al rights reserved Privacy Statsment
LE] http: fjditcats30. atlanta local:8005/0A_HTML/OALogout. jspPmenu=" 4 Internet

Step Action

44, Point to the Logout object.

45, End of Procedure.

View Receipts
View Receipts

With this application, you may be able to monitor if your shipments have been received by the
City. This information may be of particular importance as your payment may depend on the
receiving of your shipped items. You may be able to invoice the City online once the City had

received your shipments.

Your authorized user can then login to City's website to review the shipment details.

Procedure

With this exercise, we are going to learn :

1. View Received Goods (Receipts)
2. View Returned Goods (Returns)
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§ dhess | €] hitpiditcats30. atlantaocal:8005{0_HTMLfuppsLocalLogin.jspPcancelrl=/0f_HTMLjAppsLocal.ogin jspélangCode=Ustusername=YOURMAILID%ADEMAILPROVIDER. oM || [ 6o

Y- search ek || | | ..attempting to retrieve buttons from vahoot...

 Links @] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace (&) Windows Media

ORACLE E-Business Suite

i

Login
Username | YOURMAILID@EMAILPROYIDER.C

Passwrard

 Login

Copyriht (c) 2006, Oracle. Al rights reserved

&) ® Intermet

Step Action

Enter the desired information into the Password field. Enter "welcomel".

Click the Login button.
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@ Oracle Applications Home Page - Microsoft Internet Explorer E]
File Edit View Favortes Tools Help T
Q- Q- [¥ @G D search 57 Favores 62) - @ - «LE 3

§ Address ‘@ http: iditcats30.atlanta Jocal: 300508 _HTMLIOA, jsp?OAFUNC=0RHOMEPAGE [VI Go

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites

Edit Namgatnr' Edit Faworites |
[0 COA iBupplier 3-Yay Yendors Please select a responsinilty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.

Logout | Prefersnces | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statemert
&) Done 4 Internet

Step Action

3. Point to the COA iSupplier 3-Way Vendors object.

NOTE: If you are a construction service provider, your Home Page may read
"COA iSupplier 2-Way Vendors" instead of "COA iSupplier 3-Way Vendors".

[CoA iSupplier 3-Way Vendars|

4. Click the COA iSupplier 3-Way Vendors link.
[COA iSupplier 3-Way Vendors]
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File Edit View Favortes Tools Help o
Qe - () |ﬂ |EL| o /'7 Search s;\\'( Favortes <) - B - JEE 3
§ Address ‘@ http:/{ditcats30. atlanta.local: 300504 _HTHL{OA. jsp?OAFUNc=0AHOMEPAGESakRegionApplication]c Respld=50691&navRespAppld=177&navSecGrpld tlun\d=l[”’] Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances &) Customize Links (&) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~
Home Logout Preferences Help
m Orders Shiprments Account Addmin
Search | PO Number Go
1 Notifications Orders
Full List ) . Agreements E
Subject Date Purchase Orders
City of Atlanta - Standard PO B002752, 1 18-Mar- 2009 15.25.00 " Purchase Histor
Eesponge to your change request for Standard PO 8002782 from Cit 18-Mar-2008 15:24:39 Receipts
Eesponze to your llation request for Standard PO SO02781 fro 18-Mar-2008 13:54:46 : Fleefivie
City of Aflanta - Standard PO 8002781, 0 18-Mar-2008 10:24:15 E Returns
City of Atlanta - Standard PO 8002773, 0 18-Mar-2008 10:20:31 Invoices
Invoices
I_ - Payments
1= Orders At A Glance [ ——
Full List )
PO
Humber  Description Order Date
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #30607 18
8002778 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Mar-2008 10:20:11 [“’]
] hittp:j fditcats30. atlanta local:8005/04_HTMLOA, jsp?page=/oraclejapps/pos/rov/webui/PosRevReptsPGe: ri=1778menu=Y8, ti=17814471145 Internet

Step Action

5. Click the Shipments tab.

This is the Order's Home Page.

6. Click the Go button.
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@ iSupplier Portal: Receipt Transactions - Microsoft Internet Explorer

Fle Edt View Favorlkes Tools Hslp =

J
Qe - O[5 [F] (b Oseacn lpraones €5 & LA
Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7page=ﬂuracle;’auusﬂuusﬂr:vﬂwebu\ﬂPusRcvR:ptsPG&_rF17T&OAMC=75556_34_U&searchTypE=sEarch&fkaESear:hTyueSuu\[V] G

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links &] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

]
Receipt Transactions
Simple Search
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive Advanced Search
Qrganization P
Receipt Mumber
Receipt Date
PO Murnber
ltern
Supplier tem
Receipt Location
Go ) (_Clear )
Receipt PO Supplier Quantity Receipt View Supplier | _
Organization Number _ [Receipt Date Number |ltem ltem Item Description UOM Received Location  Attach Organization ID |~
Sodium
City of Atlanta 1985 18-Mar-2008 15:25:35 5002762 Hydroxide Alkali BOX 100 128 565014
Salution
Sodium
City of Atlanta 1984 18-Mar-2008 15:16:23 002751 Hydroxide PACKAGE 15128 585014
Solutions
Expon )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, &l rights reserver. Privacy Stalement
~
&) 4 Internet

Step

Action

Point to the 1985 object.
Click on the receipt number to open the receipt.

In our example we open receipt # 1985 and your number may be different.

Click the 1985 link.
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@ iSupplier Portal: Receipt History - Microsoft Internet Explorer Q
File Edt View Favorites Tools  Help Z

: Al @ A 3 B
Q- Q- [¥ @B ) search 7 Favortes ) e w-LURE 3
£ Address |&] hitps/fditcatsa0. atlanta.ocal: B9050A_HTML{OA.jsp?calType=Le ri=177% re=POSINGLIRIESPLaflowspplcationld=1778flowCode=POS_SUPPLIER_INQUIRIESEpagespplicatintd] v | [EJ &0

YT - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln
Home | Orciers WL Account | Admin |

Receipts |
Shipments: Receipts =
Receipt History

Receipt Shipment Number of Wayhill/Airhill

Number Creation Date T Humher Ship Date Packing Slip Packages Number Carrier Comments Defects Returns
1985 18-Mar-2008 15:26:35 YOUR 2ND 18-Mar-2008 00:00:00 ¥ OUR 2ND

SHIPMENT PACKING SLIF #
| Export
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserved. Privacy Statement
|&] pane 4 Internet

Step Action

9. Point to the Receipt Number object.

This page displays the Receipt Details
5E5 15-Ma
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File Edit View Favorites Tools  Help

Q- O €A% ) search 5o Fevertes () e w-LRE 3

¢ actress | €) https/iteats30. atlanta Jocal: 800504 _HTHLIOA.jsp7cal Type=Le,_i=1778,_re=POSINQUIRIESPLElonipplcationld=1778flowCode=POS_SUPPLIER_INQUIRIESEpageapplicationtd| v | [£] 6o
L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

E]

ORACLE isupplier Portal Home Logout Preferences  Heln

Home | Orders @ETTIEER Account | Admin

| Returns

Shipments: Receipts =
Receipt History

Receipt Shipment Number of Wayhill/Airhill
Number Creation Date T Humher Ship Date Packing Slip Packages Number Carrier Comments Defects Returns
1985 18-Mar-2008 15:26:35 YOUR 2ND 18-Mar-2008 00:00:00 ¥ OUR 2ND

SHIPMENT PACKING SLIP #

s
Export

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserved.

Privacy Statement

hittp:fditcats30. atlanta local: 300504 _HTMLIOA jspreallType=Le_ri=1778 _rc=POSINQLIRIESPLEflowApplicationId=177&flowCode=POS _SLP Q Internet

Action

Release the mouse button.

Click on Returns Icon to view the returns.

11.

Point to the Logout object.
This page displays the returned goods details.

Click on Logout Link to Logout.

12.

End of Procedure.
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Submit on-line Invoices

You are a construction service provider if your Homepage reads "COA iSupplier 2-Way
Vendors" instead of "COA iSupplier 3-Way Vendors". If you are a construction service provider,

you WILL NOT be able to use this application to submit your invoice online. Please get in touch
with your City contact personnel for detailed payment process.

Only suppliers, who have furnished their Products & Services or who have completed their
Phase - 11 registration process will be eligible to submit invoices online.

Upon sucessful completion of Phase - 1 registration process, the City will grant a new "Home
Page" with advanced features to the Suppliers.

Enter Invoices
Enter Invoices

With this application, you may be able to submit your invoices online. In order for the City to
process your invoice, the invoiced quantity must have been received by the City. Until the
invoiced quantity had been received, the invoice will not be considered for payment. You may be
able to monitor your shipments online (as explained in the previous chapter) and find out if the
City had received your goods before submitting your invoice.

Your authorized user can then login to City's website to submit an invoice online.

Procedure

At the end of this exercise, you will be able to
1. Submit invoice by Quantity

2. Submit invoice by Amount.
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File Edit View Favorites Tools  Help
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i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE E-Business Suite

Login
Usemame | YOURMAILID@EMAILPROVIDER.C
Password
(Logi)

Copyright (c) 2008, Oracle. Al rights reserver

&) Done

4 Internet

Step Action

1. Enter the desired information into the Password field. Enter "welcomel".

2. Click the Login button.
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File Edit View Favortes Tools  Help i
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{ fiddress | ] hitp fditcats30. atlanta Jocal:B005(0A_HTHLIOA. jspPOAFUNG=0AHOMEPAGE v B

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
Edit Namgatnr' Edit Faworites |
[ COA iSupplier 3-Way Yendors Please select & responsibilty You have not selected any favarites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.
Logout | Prefersnces | Help
Copyright (c) 2006, Cracle. Al rights reserved Privacy Statement

€] hitp: fjditcats30. atlanka.local:B005/08,_HTMLOA, jsp?0AFUNC=0AHOMEPAGE Ak egionApplicationld=0&navRespld=50691 &navRespAppld=1778n 4 Internet

Step Action

3. Click the COA iSupplier 3-Way Vendors link.

If your Homepage has "COA iSupplier 2-Way Vendors" instead of "COA
iSupplier 3-Way Vendors", they you are considered to be a construction service
providing vendor. You may not be able to submit your invoices online. Please get
in touch with your City contact personnel for additional information.

All others, you may proceed with this exercise on how to submit your invoices
online.
[coA iSupplier 3-Way Vendors|
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§ Address ‘@ http:/{ditcats30. atlanta.local: 300504 _HTHL{OA. jsp?OAFUNc=0AHOMEPAGESakRegionApplication]c Respld=50691&navRespAppld=177&navSecGrpld tlun\d=lkl Go
f Y-' M I Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links @] Oracle New Instances €] Customize Links (&) Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
Home Logout Preferences Help
Orclers | Shipments | Account | Admin
Search | PO Number b |_Co
1 Notifications Orders
(_Full List 3 Agresrents =
Subject Date Purchase Orders
City of Atlanta - Standard PO B002822, 0 19-Wiar- 2008 11,0424 " Purchase Histor
City of Atlanta - Standard PO 8002782 1 18-Mar-2008 15.25:00 RoEsEE
Eesponse to your change request for Standard PO 8002782 from Cit 18-Mar-2008 15:24:39 Fleefivie
Eesponze to your llation request for Standard PO SO02781 fro 18-Mar-2008 13:54:46 E Returns
City of Aflanta - Standard PO 8002781, 0 18-Mar-2008 10:24:15 Invoices
Invoices
I_ - Payments
1" Orders At A Glance [ ——
{Full List L
PO
Number  Description Order Date
8002822  Sodium Hydroxide related services 19-Mar-2008 11:04:07
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #50607 18 M
€] hitp: jditcats30. atlanka.local:8005/08,_HTMLOA, jsp?page=/oraclefapps/pos/rov/webui/PosReyReptsPG: ri=1778menu=Va, ti=1252768065% 4 Internet

Step Action

4, Click the Account tab.
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@ iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help w
Q- Q- [ @ D search e Favortes 469) - # - «LE 3

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp?page=farade/apps/ap/invaice/isp/pages/ApImRevienPGE, ri=20060ASF=AP_POS_INV_REVIEWS: tim125276896580apc =2 v | [£] 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln
Hame Qroders Shipments Account Admin

Create Invoices |

Invoices
Find saved, unsubmitted invoices so you can update and submit them. Select Wiew Invoices from the Account ( Create Credit Memo Inwoice ) | Create Standard Invoice )

tab to review processed invoices
Create Standard Invoice

Search
Seareh By @)

Saved Invoices

Supplier Invoice Number Date Currency Invoice Amount Purchase Order View Attachments Update Delete
Mo search conducted,

Create Credit Memo Invoice | (_Create Standard Imwoice J

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserved. Privecy Stetement
&) hitp:jjditcats3n. atlanta.local: 8005/04 _HTML/OA. jsp7page=/orad inwoicefisp/p: pInwR PR, ri=Z00ROASF=AP _POS_INY 4 Internet

Step Action

5. Click the Create Standard Invoice button.
| Create Standard Imamice ||

Enter the desired information into the Search for Supplier field. Enter "YOUR
COMPANY™".

The first step in submitting your invoice is to retrieve the associated Purchase
Order from the application. Without a valid PO, the application will not allow
suppliers to submit their invoices.

In this step, we are going to retrieve all your POs by providing the supplier name
as a search criteria.

To narrow your search results, you may search by providing the exact PO number
or date.

Click the Go button.

Clicking the Go button will retrieve all your POs from the application.
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 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

File Edit View Favorites Tools  Help

Qe - O[5 [F] (0 Oseacn Slpraones €5 - & LE 3

ORACLE isupplier Portal Home Logout Preferences  Heln
Hame Qroders Shipments Account Admin

Create Invoices | Viev

) )

e Ay
Purchase Orders  Linesto Invoice  General Infarmation  Review and Submit

Create Invoice: Purchase Orders

Cancel | Step 1 of4 Next )

Search
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Supplier |¥YOUR COMPANY

Purchase Order Number

Purchase Order Date
(example: 15-War-2008)

Buyer ,,5?

Organization ,,¥
Go ) | Clear

Select Hems: (_Add Items to Imamice List |

Select All | Select Mone

Supplier
Quick Item Item  ltem Unit
Select Invoice Supplier [P0 Number i |Line|Shipment|Description Number Number Ordered Received Invoiced UOM Price Curr|Ship To Orge
O YOUR BO02E22 11 NalOH 2500 1966 0 LoT 1.00 USD Watershed  City
= COMPANY related Management- [V]
< Im I 2]
&) 4 Internet

Step Action

Click the Quick Invoice option.

The application has now retrrieved all your POs.

Click the Next button.
In this step, we are going to choose the PO line(s) for which we are going to
submit our invoice.
area.

The application may allow you to submit your invoice for the entire ordered
invoice may be processed.

YOU ARE RESTRICTED TO SUBMIT DIFFERENT INVOICES FOR
DIFFERENT PURCHASE ORDERS.

In other words, each supplier invoice may only contain one PO.

checking the first column check-box.

You may then click the Next button to proceed.
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Step Action

10. Enter the desired information into the 0 field. Enter "225".
In this step, you are going to enter the Quantity that you are invoicing.

In our example, we are invoicing 225.

11. Click the Next button.

appropriate line charge type under the "Other Charges™ section and will be
that amount against the line chargte type Tax.

You may then click the Next Button to proceed.

If you have other charges like freight and taxes, you may be able to choose the

able to

enter your amount. For example, if you have taxes on your Invoice, you may add

@ iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
o

File Edit View Favorites Tools  Help

: Qe - O[5 [F] (b O seaan lpraones €5 - & JEE S

§ Address ‘@ http‘ﬁd\tzatsau.atlanta.In(al‘snnaton,HTMuon.,;p?paqe=tmadefappsiapf.nvmcensptpages/ﬂplnvhnespﬁ&J\=zuu&oasp=npjos,wv,ur\|ﬁs&mvstep=2&,n=1252753965m\[v] Ga

Y- Searchweb || | | ...attempting to retrisve buttons from fahoo!...
Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace &) Windows Media
ORACJ_E' iSuppIier Portal Home Logout Preferences Help

Horne Orders Shiprments Account RVl

Create Invoices | Y

Purchase Qrders  LinestoInvoice  General Information  Rewiews and Submit
Create Invoice: General Information
* Indicates required field Cancel ) (gave) (Back| Step3of4 [Mext) (Finish)
* Inwoice Number

Invoice Date [19-Mar2008 | [E]
(example: 19-Mar-2005)
Invoice Description

Hold Cade r4
Attachrment None (Add
Remit To

Marme YOUR COMPANY
Address 123 YOUR STREET
YOUR CITY YOUR STATE YOUR ZIP
Bank Account

Cancel | (Sawe ) |Back| Step 3 of 4 |Next Finish
Home | Orders | Shipments | Account | Admin | Home | Logoot | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&) ® Intermet
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Step

Action

12.

Enter the desired information into the Invoice Number field. Enter "YOUR
INVOICE # 3".

In this step, you are required to enter your Invoice Number, Invoice Date and
Invoice Description details.

You may want to add the hard-copy of your invoice. You may do so by clicking
on the "Attachment Add" button and the following the prompts to upload your
scanned hard-copy.

13.

Enter the desired information into the Invoice Description field. Enter "YOUR
INVOICE DESCRIPTION # 3",

14.

Click the Next button.

&7 iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]
;'l

i File Edt View Favortes Tools  Help

§ eaack ) Iﬂ IEL‘ ;\J /.-‘;Eear(h \;‘E{Favnntes £ 2] - i _J @!Sﬁ 32

Address [ @] htp:ffcltcatsa0. atlanta.doc el 005/ _HTMLIOA. jsp7page=foradefappsiap/invoice/ispipages AplrvGener aPGe: ri~200BOASF=AP_POS_INV_GENERALinvStep=38_ti=12527603 v | [ Go

Lnks @) Oracle New Instances &) Custarize Links @] Fres Hotmail 48] Windows %2 Windows Markstplace @] Windows Media

Searchweb || | | ...sttempting to retrisve buttons from Yahaal..,

ORACLE iSupplier Portal Home Logou Preferences  Help

Create Invoices | *

Create Invoice: Review and Submit

Supplier Name  YOUR COMPANY Invoice Number YOUR INVOICE # 3
Supplier Murnber 603095 Irvoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description YOUR INVOICE DESCRIPTION # 3

YOUR CITY YOUR STATE YOUR ZIP PO-Line-Shipment  8002780-1-1
Item Description Item Number Supplier Item Number Quantity  Unit of Measure Unit Price (USD) Amount (USD)
Caustic Soda Flakes 225 EACH 10,00 225000
Subtotal 2,250.00
Tax 0.00
Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00

Home Orders Shipments Account Admin

Purchase Orders  Linestolnvoice  General Information Review and Submit

Cance| Sawe Back | Step 4 of 4 (_Finish

Cance| Save Back | Step 4 of 4 | Finish
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
|&] pone B 1ntermet
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Step

Action

15.

Click the Finish button.
In this step, you may review the invoice you had just generated.

If you want to make some changes you may do so by clicking on the Back Button
on the top of the page.

If you are satisfied with your invoice, you may proceed by clicking on the Finish
Button.

@ iSupplier Portal: Create Invoices - Microsoft Internet Explorer

File

View Favorites  Tools  Help

: p 0 7 = 9- ﬁ i
- ) " ) L - - Y
@ Back >} x| @] Qa1 | ) search g Favorites [ &) = & S .“i
: Address ‘@ http:nd\tzatsau.atlanta.In(al:SDDE/OA,HTMUOA.;sp?paqe=imadefappstapf.nvumenspipagesmplnvsubm.tpc&,nf—zuu&oas&np}os,wv,sumnsanvstapf—m,tp1252753965:[VI ==

L Yer - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links &) Oracle New Instances &) Customize Links &) Free Hotmail &) Windows % Windows Marketplace  &] Windows Media

ORACLE' isupplier Portal Home Logoul Preferences Help

Harne Orelers Shiprments A Admin

Create Invoices |

[El Confirmation

Irvoice YOUR INVOICE #3 was submitted to our Accounts Payable department on 13-Mar-2008. The confirmation number for this invoice is the invoice number.
After the imvoice has been processed, you can query its status by using the Account tab.

Invoice: YOUR INVOICE # 3
Printable Page ) | Create Another |

Supplier Name  YOUR COMPANY Invoice Murmber YOUR INVOICE # 3
Supplier Murnber 803095 Irvoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description YOUR INVOICE DESCRIPTION # 3
YOUR CITY YOUR STATE YOUR ZIP PO-Line-Shiprment 800278011
em Description em Number Supplier Item Number Quantity  Unit of Measure Unit Price (USD) Amount (USD)
Caustic Sada Flakes 226 EACH 1000 226000
Subtotal 2,250.00
Tax 0.00
Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00
Return to Invoices Frintable Page ) ( Create Another )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. &l rights reserved Privacy Statement
&) Done D Internet
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16.

Click the Printable Page button.

2-3 business days for the City to process yoru invoice.

Printable Page button.

In this step, you will receive a confirmation message abou the sucessful
submission of your invoice. In the confirmation message you may note that, the
submitted invoice may not be available for viewing purposes immediately. You
may be able to view your invoice only after the City has processed it. Please allow

For your records you may be able to print the submitted invoice by clicking the

&) R
g ”
i @iSupplier Portal: Create Invoices - Microsoft Internet Explorer E]@ "
D Fle Edt vew Favorites Tods el =
i Ad €] > ﬂ Ig‘ s /r]Search ‘;‘\7/ Favoriies %) - M - Ll o e, 3 TaimStep=1_ti=1 2527509651 | (£ 60
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— Y-' - Search Web | \ \ ...attempting to ratrieve buttons from ¥ahoo!...
qli L &) Oracle Mew Instances (€] Customize Links (@] Free Hotmal @] Windows % Windows Marketplace &) Windaws Media Home Logout Preferences Help
R * |ments Admin
Invoice: YOUR INVOICE # 3 &
% Supplier Name  YOUR COMPANY Invoice MNumber YOUR INVOICE # 3
Supplier Number 803095 Invoice Date  19-Mar-2008
Remit To 123 YOUR STREET Invoice Description  YOUR INVOICE th b
YOUR CITY YOUR STATE DESCRIPTION # 3 [MWOIES 15 The Invoice numoer
YOUR ZIP PO-Line-Shipment  8002780-1-1
In Item Supplier ltem Unit of Unit Price Amount 3
Item Pescripliun Number Numher Quantity Measure (USD) (USD) rimatle Fage Create Another
E‘auksllc Soda 225 EACH 10.00 2.250.00 R INVOICE # 3
CLE ar-2008
Subtotal 225000 ||R INVOICE DESCRIPTION # 3
Tax poo (78011
Freight 0.00 Price {(USD) Amount (USD)
Miscellaneous 000 10.00 2,250.00
Tatal (US0) 2,250.00 Subtatal 2,250.00
Connictt (01 FNR_Nracle_ 81l rikts reserued ()
Tax 0.00
&] Done #® Internet Freight 0.00
Miscellaneous 0.00
Total (USD) 2,250.00
Return to Invaices Printable Page ) [ Create Anather )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. &l rights reserved. Privacy Stalement
&) i1 atlarks lneal AONSIO0 HTHO0 Y= PONACNSEQE BT THE M Tobernet
Step Action

17.

Click the File menu.

Clicking Printable Page button, opens up a printable copy of your invoice.

18.

Click the File menu.

browser using File>Print

You may print this invoice like your print any other document from your internet
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Return to Invoices

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Capyright (c) 2008, Oracle. &l rights reserved.

C File Edt View Favorites Tooks  Help
" 3
: ad O;E::n... chiso | Search Fayorites {5} - iz ] -~ ﬁ_} ﬁ ‘3 TinyStep=48_ti=12527689¢! .
‘Y Edit with Microsoft OFfice Word a
H OFLHTMLIOA‘]sp?paga:fnradEtappsfap/\r\vnicEfispfpaqeszpIr\vSuhm\tPG&J\:ZDD&OAE[V] Go
o Save s, rehweb || | | . attempting to retrieve buttans fram Yahoo!...
fe Page Setup... Links ] Free Hotmail @] Windows &2 Windows Marketplace 4] Windows Media Home Logoul Preferences Help
Print... Chri+p o
Prink Preview. ., =i
% Send » UR COMPANY Inwoice Mumber  YOUR INVOICE # 3
Import and Export. .. nIs Invoice Date  19-Mar-2008
YOUR STREET Invoice Description  YOUR INVOICE .
Properties UR CITY YOUR STATE DESCRIPTION # 3 i 5 (D el Urliek
wirark Offline IR ZIP PO-Line-Shipment  8002780-1-1
In Close upplier ltem Unit of Unit Price Amount | _
tem Description  Number Numher Quantity Measure (UsD) usD) rintable Page ) ( Create Another )
g‘elistlc Sada e EACH 10.00 2,250.00 R INVOICE # 3
B3 ar-2008
Subtotal 225000 | |RINVOICE DESCRIPTION # 3
Tax 000 | ||780141
Freight 0.00 Price (USD) Amount (USD)
Miscellaneous 0.00 10.00 2250.00
Total (USD) 225000 1) Subtatal 2,250.00
Corwrinkd (e) 08 Oracle 1 rinkls resered Tax 0.00
Closes the window, Freight 0.00
Miscellaneous 0.00
Total (USO) 2,250.00

Printakle Page Create Another

Privacy Stetement

€] hitp: jditcats30. atlanka.local:8005/08_HTML/OA. jsp7page={oraclefapps/ap/invoiceisppages /ApInySubmitPGé:_ri=20080ASF=AP_POS_INV

# Internet

Step

Action

19.

Click the Create Another button.

Close the printable page window after printing the document.

Create Another |
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File Edit View Favorites Tools  Help

{ Qe - O[5 [F] (b Oseacn Glpraones €5 - & <«LE 3

E]
iy
J

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp?page=farade/apps/ap/invaice/isp/pages/ApInvSuUbmitPGs, rim20080ASF=AP_POS_INY_SUBMITEinvStep=4eDranConfimatio| v | [£] 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' iSupplier Portal

Home | QOrders | Shipments

Create Invoices | Viev

Invoices

Home Logout Preferences Help

Find saved, unsubmitted invoices so you can update and submit them. Select Wiew Invoices from the Account ( Create Credit Memo Inwoice ) | Create Standard Invoice )

Account [Nl

tab to review processed invoices

Search

Seatch By

Saved Invoices
Supplier
Mo search conducted,

Go

Invoice Number Date Currency Invoice Amount Purchase Order

View Attachments

Create Credit Memo Invoice | (_Create Standard Imwoice J

Update Delete

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, &l rights reserver.

Privacy Stetement

&) Done

4 Internet

Step Action

20. Click the Create Standard Invoice button.

amount based and not quantity based.
| Create Standard Invaice )|

In this exercise, we are now going to learn how to submit an invoice that is

21.
COMPANY™.

associated purchase order for this amount based invoice.

retrieve all of the supplier's POs.

Date as the search criteria and then click on the Go Button.

Enter the desired information into the Supplier Name field. Enter "YOUR

As we did for submitting quantity based invoice, we are going to retrieve the

In this example, we are searching by the supplier name and the application will

You may narrow down the search result by providing the actual PO number or PO

22. Click the Search for Organization button.

Click on the Go Button to retrieve the supplier POs.

Remember, You will not be able to submit your invoice without a proper PO.
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File Edit View Favorites Tools  Help

Qe - O[5 [F] (0 Oseacn Slpraones €5 - & L E S

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp?page=farade/apps/ap/invaice/isp/pages/ApInPoPGe:_Ti=200B0ASF=AP_POS_INV_POBInvStep=1asearchType=searchafuie v | [£] 6o

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

E]

ORACLE isupplier Portal Home Logout Preferences  Heln
Hame Qroders Shipments Account Admin

Create Invoices |

) )

e Ay
Purchase Orders  Linesto Invoice  General Infarmation  Review and Submit

Create Invoice: Purchase Orders
Cancel | Step 1 of4 Next )
Search

Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive
Supplier |¥YOUR COMPANY

Purchase Order Number

Purchase Order Date
(example: 15-War-2008)

Buyer ,,5?

Organization ,,¥
Go ) | Clear

Select Hems: (_Add Items to Imamice List |

Select All | Select Mone

Supplier
Quick Item Item  ltem Unit
Select Invoice Supplier [P0 Number i |Line|Shipment|Description Number Number Ordered Received Invoiced UOM Price Curr|Ship To Orge
O YOUR BO02E22 11 NalOH 2500 1966 0 LoT 1.00 USD Watershed  City
= COMPANY related Management- [V]
< Im I E
&) Done 4 Internet

Step

Action

23.

Click the Quick Invoice option.

8002822.

In this example, we are going to submit our amount based invoice for the PO #

24,

Click the Next button.

the Next Button.

YOU ARE RESTRICTED TO SUBMIT DIFFERENT INVOICES FOR
DIFFERENT PURCHASE ORDERS.

In other words, each supplier invoice may only contain one PO.

After selecting the PO line(s), you may then proceed to the next step by clicking
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File Edit View Favorites Tools  Help

{ Q- O 5[ & ) search 5o Fevertes () - &

LUEd 3

E]

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp?page=farade/apps/ap/invaice/isp/pages/ApInPoPGe:_Ti=200B0ASF=AP_POS_INV_POBInvStep=1asearchType=searchafuie v | [£] 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' iSupplier Portal

Create Invoices | Viev

)

Home Logout Preferences Help

Home | Qrders | Shipments  GELCGTTTTEN . Acdmin

Create Invoice: Lines to Invoice
* Indicates required field

USD = U3 Daollar

Supplier Name YOUR COMPANY

Purchase Order ltems Selected

Ay
Purchase Orders  Linestolnvoice  General Information  Rewiew and Submit

Cance| Back | Step 2 of 4 | Next )

Supplier
PO Item ltem  Hem Quantity Quantity Quantity  Quantity to Unit
Humber Line Shipment Description Number Number Ship To Ordered Received Invoiced Invoice UOM Price Amount Taxable MarsG PO#
s002Ez21 MELCI alizhed 600 1966 i 2500/L0T 100250000 D
related Management-
Services D 48D
Other Charges
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract # Remove
Tax Ll
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract # Remove
Freight m
Add Anather Row
Line Charge Type Amount (USD) Description MarsG PO# MarsG Contract #
< i | >
&) Done 4 Internet
Step Action

25. Enter the desired information into the 1500 field. Enter "1500".

In this step, you will include the amount invoiced in the "Quantity to Invoice"
field.

In this example, our Invoice amount is 1500.

26.

Click the Next button.

As in the case of submitting quantity based invoices, you may use the Other
Charges section to include your taxes and freights.

You may click on the Next Button to proceed.

27.

Enter the desired information into the Invoice Number field. Enter "YOUR
INVOICE #4".

In this step, we are required to enter Invoice details including Invoice Number,
Invoice Date and Invoice Description.

You may add any other supporting documents as a file attachment. Please click on
the "Add" button on the Attachments field and then follow the prompts to uplaod
your attachment.

28.

Enter the desired information into the Invoice Description field. Enter "YOUR
INVOICE DESCRIPTION # 4".
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: File Edit  VYiew Favorites Tools  Help

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links @] Free Hotmall &) Windows &% Windows Marketplace @] Windows Media

eaack ) Iﬂ IEL‘ ;\J /-‘;Eear(h ‘S‘E{Favnntes [ 2] - i _J @!S b

Address [ @] htp:ffcltcatsa0. atlanta.doc el 005/ 0f_HTMLIOA. jsp7page=foradefappsiap/invoiceispipages AplrvLinesPG,_ri=200BOASF=AP_POS_INY_LINESGinvStep=28_ti=125276965erel v | [ Go

ORACLE isupplier Portal Home Logout Preferences Help

Home Orolers Shipments Account Addmin

Create Invoices | Y

Purchase Orders  Linestolmvoice  General Information  Rewiew and Submit
Create Invoice: General Information
* Indicates required field Cancel ) (Save) (Back| Step3of4 [Next) ((Finish)
* Imwoice Number | VOUR INVOICE # 4

*Imoice Date [19-Mar2008 | [E]
(example; 19-hlar-2008)
Invaice Description | yQUR INVOICE DESCRIPTION #4|

Hold Code r 4
Attachment None (_Add
Remit To

Mame YOUR COMPANY
Address 123 YOUR STREET
YOUR CITY YOUR STATE YOUR ZIP
Bank Account

Cance|) (gave) (Back|Step3of4 [Next) [Finish)
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserver. Privacy Stalement
&) & Intermet

Step

Action

29.

Click the Next button.

proceed.

After entering all the invoicing details, you may click on the Next Button to

30.

Click the Finish button.
In this page, you will have the opportunity to review the created invoice.
If you are not satisifed with the invoice, you may click on the Back button

you to the previous steps for re-editing the invoice.

submission of the invoice.

to take

Once the invoice is reviewed, you may click on the Finish button to complete the
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31. Click the Logout link.

Please read the confirmation message carefully.

It may be noted that your invoice may not be available for viewing immediately
until the City processes this invoice. Please allow 2-3 business days for the City to
process your invoice.

After processing the invoice, the invoice may be available for viewing and other
status inquiry purposes.

You may be able to print the submitted invoice by clicking the Printable Page
Button.

32.

Click on the Logout link to sign-out of the application.
End of Procedure.

View Invoices

View Invoices

In the last chapter, we learned how to submit an invoice online. In this chapter, we are going to
learn how to view an already submitted invoice.

Your authorized user can then login to City's website to review an invoice.

Procedure

At the end of this exercise, you will be able to review your invioces online.

Enter your credentials and click Login.
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{ Qe - O[5 [F] (b Oseaen lpraones €5 - & JEE S

iy
U

¢ ctress | €] https/fdteats30. atlanta Jocal: 800504 _HTHLjippsLacallogin.jsp?cancellri={OA_HTMLjAppsLacalogi,jspelangCode=L Sausername=YOLRMAILIDA0EMAILPROVIDER, COM

M

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE E-Business Suite

Login
Username | YOURMAILID@EMAILPROYIDER.C

Password | eeeeeses

Login

Copyright (c) 2008, Oracle. Al rights reserver

&) Done 4 Internet

Step Action

1. Click the Login button.
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File Edit View Favortes Tools Help w
Qe - Q[ @ D search 57 Favores 62) - @ - <«LE 3
§ Address ‘@ http: iditcats30.atlanta Jocal: 300508 _HTMLIOA, jsp?OAFUNC=0RHOMEPAGE [VI Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
ORACLE' E-Business Suite
Looout Frefersnces Help
Logged In As YOURMAILID@EMAILPROVIDER.COM
Navigator Favorites
Edit Namgatnr' Edit Faworites |
[ COA iSupplier 3-Way Yendors Please select & responsibilty You have not selected any favarites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.
Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved Brivacy Statement
€] hitp: fjditcats30. atlanka.local:B005/08,_HTMLOA, jsp?0AFUNC=0AHOMEPAGE Ak egionApplicationld=0&navRespld=50691 &navRespAppld=1778n & Internet

Step

Action

2.

Click the COA iSupplier 3-Way Vendors link.

If your Home Page has "COA iSupplier 2-Way Vendors" instead of "COA
iSupplier 3-Way Vendors" then you are considered to be a Construction Service
providing vendor and you may not be able to submit your invoices online, but you
will be able to view your invoices online. You may continue to proceed with this
tutorial.

[CoA iSupnlier 3-Way Vendars]
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File  Edit

: Q@ bk -

View Favorites Tools Hslp

D [= B O s @)

T & ﬂ'J@Jﬁﬁ

r

¢ actress | €) https/fteats30. atlanta Jocal: 800504 _HTHLIOA.j5p? OAFUNc=0AHOMEP AGEBaIR egionapplicationl d=D8navR espld=S0691EnayRespippld=1 77navSecGrpld=Détransactionid=7 | v | [ 6o

43

Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links @] Oracle New Instances €] Customize Links (&) Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

~
Home Logout Preferences Help
m Qrders | Shipments Arcount Admin
| Notifications Orders
Full List Agreements 3
Subject Date Purchase Orders
City of Atlanta - Standard PO B002752, 1 18-Mar- 2009 15.25.00 Eurchase Histar
Response to your change request for Standard PO 8002732 from Cit: 18-Mar-2008 15:24:39 Receipts
Response to your Il 1 request for Standard PO SOMP751 fro 18-Mar-2008 13:54:46 Fleefivie
City of Atlanta - Standard PO G002781 0 18- Mar2008 10-24-15 e
City of Alanta - Standard PO 8002778 0 18-Mar-2008 10.20:31 Invoices
Invoices
I_L Payments
— Orders At A Glance [ ——
Full List )
PO
Number  Description Order Date
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #30607 18
8002778 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Mar-2008 10:20:11 ["]

&)

4 Internet

Action

Click the Account tab.

Click the View Invoices link.

Click the Go button.

To bring all your invoices, click Go without entering any search criteria.

You can narrow down your search by providing any of the information in the
Simple Search area and then Click Go button.
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@ iSupplier Portal: ¥iew Invoices - Microsoft Internet Explorer Q
File Edit View Favorites Tools  Help >
: ) Al @ 0y ; 3 B
Q- Q- [¢ @G ) search ¢ Favortes ) - - LRE 3
§ Address ‘a http:fﬂd\tcatsﬁU.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.]sp7DagE=ﬂUracle;’appsﬂpDsﬂaz:Uurvtﬂwebu\ﬂPUsAplnvMa\nPG&_r\=177&addErEadCrumb=V&SearchTypE=Slmp\E&OASF=POS_INVOkl Go
Y- Search wab || | | ...attempting to retrieve buttons from Yahoot...
 Links @] Oracle New Instances €] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
AtlarltaisL.pp"er Portal Home Logout Preferences Help
Home | Orders | Shiprments )Y Account WSlilomn
| View Invoices
Invoice Summary
(Expor)
Simple Search A
(_Advanced Search ] |~
Inwaice Mumber PO Number
Payment Number Payment Status _
Gross Amount From Invoice Date From
Gross Amount To Invoice Date To
Amount Due From Due Date From
Armount Due To Due Date To
(Go ) Clear (A
Invoice PO Gross  Amount Payment Discount Available Packing
Number |Description | Invoice Date = |Number Currency Amount Due Due Date |Status [Number Date Discount Slip Attachments Type
YOUR
YOUR  \wOlcE 18-Mar2008 8002781 USD 10000 100.00 17-Apr2008 In- Standard
IMNYOICE necrpipTioN Process
i #2 m
& 4 Internet

Click the Invoice Number link.
We are going to review the invoice that we just entered in our previous exercise.

NOTE: Online submitted invoices must have been processed by the City in order
for them to appear in this search results.

1
-
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File Edt View Favorites Tools  Help ;,l

{ A @ ve
Q- Q- [ @ ) search 50 Favortes ) - w-LNE S
£ Address |&] hitps/fditcatsaD. atlantaocal: B9050A_HTML{OA.jsp?calType=We:_ri=177,rc=POSINQUIRIESPLfowApplicationld=1778flonCade=POS_SUPPLIER_INQUIRIESEpagepplcatiord | [EJ o

YT - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE isupplier Portal Home Logout Preferences  Heln
Home | Orcers | shipments  dlEGeR GOl Admin |

| View Invoices
Account View Invaices >
Associated POs
Irwvoice YOUR INVOICE NUMBER
Inwoice Date  18-Mar-2008
Currency USD
Gross Amount  2,500.00
Arount Due  2,500.00
Due Date  17-Apr-2008
Payment
Discount Date
Ayailable Discount

PO Number Currency Total Buyer Supplier Supplier Site
8002782 uso 25,000.00 Cannady-Lowe, Patricia & YOUR COMPANY PAYSITE
| Expont
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. &l rights reserved. Privacy Stetement

&) Done 4 Internet

Step Action

7. Click the 8002782 link.
By clicking the PO Number link, you may be able to review the Purchase Order
on the invoice.
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File Edit View Favorites Tools  Help

iy
4

{ Q- O €A & O search 5o Favertes () e m- L RE 3

¢ actiress | €) https/dteats30. atlanta Jocal: 800504 _HTHLIOA.jsp? OAFUN=FOS_VIEW_ORDER&PoHeaderld="%7B!1L]1f 4PoawyaWansmo77QQ% DEPoReleaseld=retanaN=8addereadcr | v | [£] 6o

| View Invoices
Account View Inwaices > [Supnlier Portal Assaciated POs >
Standard PO : 8002782 Revision 1 {Total USD 25,000.00)

¥ Order Information
General Information
Standard PO 8002782
Total 23,000.00 {USD)

Y- Searchweb || | | ...attempting to ratrisvs buttons from Yahoo!...
 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
ORACLE' isupplier Portal Home Logout Preferences Helo —
Home orders shipments Account Ardmin ’

(Request Cancellation ) ( Request Changes ) ( Printable View ) (View Change History ) ( Export )

Terms and Conditions
Payment Terms  Net30 Receipts
Carrier Invoices

(@) Related Information

Supplier YOUR COMPANY FOB ORG FRT PRE Payments
Supplier Site  PAYSITE Freight Terms  Best Way
Address 123 YOUR STREET Shipping Contral
YOUR CITY, YOUR Bill-To Address
STATE YOUR 4P Bill-To Address  Accounts Payable Division
Buyer Cannady-Lowe, Patricia B 68 Mitchell Street
Order Date  18-Mar-2008 15:24:39 Room 600 n
Description  Sodium Hydroxide Atlanta, GA 30303
Alkali Solutions ’
Status  Open Ship-To Address
Nate ta Supglier Ship-To Address :J"Z'llilla)[-:l‘)is:%li)‘:‘wlldmg
Qrganization City of Atlanta 55 Trinity Ave., S.W
Snursing Dacument Suite 3960/South
Supplier Qrder Number Atlanta, GA 303030309
Attachments None ’
PN Nataile v
|&] pane 4 Internet
Step Action
8. Click the Account: View Invoices link.
ccount Yiew Invoices|
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File Edit View Favorites Tools  Help -
: A @ A 24
Qe - () |ﬂ @ p) | ) seach 7 Favartes €2 cdg B - JEE 3
§ Address ‘@ http:fﬂdwtcatsau.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.1sp?page=ﬂuraclefappsﬂpusﬂac:ountﬂwebuwﬂPusAplnvMamPG&_n=177&5ear:hType=swmple&oA5F=POS_INVOICES&_U=71968501[VI Go
LYt - Searchweb || | | ...attempting to ratrisvs buttons from Yahoo!...
 Links ] Oracle New Instances €] Customize Links &) Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media
~
%\ AtlarltaisL.pp"er Portal Home Logout Preferences Help
Home | Orders | Shipments Account [Tl
Invoice Summary
Export
Simple Search
Achvanced Search |
Inwaice Mumber PO Number 3
Payment Number Payment Status _
Gross Amount From Invoice Date From @
Gross Amount To Invoice Date To @
Amount Due From Due Date From
Armount Due To Due Date To
Go ) Clear
Invoice Invoice PO Gross Amount Due Payment  Discount Available Packing
Number Description Date Humber Currency Amount Due Date Status Humber Date Discount Slip Attachments Type
Mo search
conducted
| Export [ ]
v
|&] pane 4 Internet

Step Action

9. Click the scrollbar.

oot

10. End of Procedure.

View Payments
View Payments

In the last chapter, we learned how to submit and view an invoice online. In this chapter, we are
going to learn how to view the payment details for the submitted invoice.

Your authorized user can then login to City's website to review an invoice.

Procedure

At the end of this exercise, you will learn to review payment details of your invoices.
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File Edit View Favorites Tools  Help

: - 7 O y e - 4 &

Qe - () |ﬂ @ (p) | J) seach 7 Favartes €2 = LE 3
¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLjippsLacal.ogin.jsp?cancellr={OA_HTMLjApps acal.ogi.jspenglode=L5ausermame=YOLRMAILIDYA0EMAILPROVIDER, CoM || [E] 60
i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE E-Business Suite

Login
Usemame | YOURMAILID@EMAILPROVIDER.C
Password
(Logi)

Copyright (c) 2008, Oracle. Al rights reserver

&) Done

4 Internet

Step Action

1. Enter the desired information into the Password field. Enter "welcomel".

2. Click the Login button.
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File Edit View Favorites Tools  Help w

Qe - Q[ @ ) search 7 Favortes ) - @ - <«LE 3

§ Address ‘@ http: iditcats30.atlanta Jocal: 300508 _HTMLIOA, jsp?OAFUNC=0RHOMEPAGE [VI Go

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall &) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites

Edit Namgatnr' Edit Faworites |
[0 COA iBupplier 3-Yay Yendors Please select a responsinilty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.

Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

&) Done 4 Internet

Step Action

3. Click the COA iSupplier 3-Way Vendors link.

If you are seeing "COA iSupplier 2-Way Vendors" instead of "COA iSupplier 3-
Way Vendors" then you may be a construction service provider and you may not
be able to submit an invoice online, but you will be able to view the payments
online. You may proceed with this exercise.

[COA iSupplier 3-Way Vendors]
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E]

File Edit View Favorites Tools  Help
: Al @ b
Q- Q- [¢ @ ) search 0 Favortes ) e WL RE 3
§ Address ‘@ http:/{ditcats30. atlanta.local: 300504 _HTHL{OA. jsp?OAFUNc=0AHOMEPAGESakRegionApplication]c Respld=50691&navRespAppld=177&navSecGrpld tlun\d=l[”’] Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links @] Oracle New Instances €] Customize Links (&) Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
Home Logout Preferences Help
m Orders Shiprments Account Addmin
Search | PO Number Co
1 Notifications Orders
Full List ) . Agreements E
Subject Date Purchase Orders
City of Atlanta - Standard PO B002752, 1 18-Mar- 2009 15.25.00 Eurchase Histar
Eesponge to your change request for Standard PO 8002782 from Cit 18-Mar-2008 15:24:39 Receipts
Response to your llation request for Standard PO SO02781 fro 18-Mar-2008 13:54:46 Fleefivie
City of Atlanta - Standard PO G002781 0 18- Mar2008 10-24-15 e
City of Alanta - Standard PO 8002778 0 18-Mar-2008 10.20:31 Invoices
Invoices
I_ - Payments
1= Orders At A Glance [ ——
(_Full List )
PO
Humber  Description Order Date
8002782 Sodium Hydroxide Alkali Solutions 18-Mar-2008 15:24:39
8002781  Sodium Hydroxide Solutions 18-Mar-2008 10:23:58
8002779 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-War-2008 10:20:16
CONTRACT #30607 18
8002778 PER RESOLUTION #07-R-0725 - PER STATE OF GEORGIA 18-Mar-2008 10:20:11 [“’]
&) Done 4 Internet

Step Action

4, Click the Account tab.

5. Click the View Payments link.

6. Click the Go button.

7. Click the 2003420 link.
Click on the Payment Number to review the payment details.

payment number may be different.

In our example, we have chosen, 2003420 Payment number to review. Your
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@ iSupplier Portal: Payment Detail - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

{ Q- O €A & D search e Favores 469)

E]
o @-JYE S

¢ acress | €) https/iteats30. atlanta Jocal: 800504 _HTHLIOA,jsp7cal Type=Le,_i=1778,_re=POSINQUIRIESPLElowipplcationld=1778flowCode=POS_SUPPLIER_INQUIRIESEpageApplicationtd| v | [ 6o

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' iSupplier Portal

s | View Payments

Account View Pavments >
Payment Detail
Payrent Mumber 2003420
Payment Date  18-Mar-2008
Future Pay Due Date
Currency USD
Armount  2,600.00
Stopped At
Released At
Woid Date
Bank Account Name AP DISB (1739)
Supplier Address  YOUR CITY YOUR STATE
123 YOUR STREET
City YOUR CITY
State  YOUR STATE
Zip YOURZIP
Country US
Invoice Number

Home Logout Preferences Help

Home | Qrders | Shipments  GELCGTTTTEN . Acdmin

YOUR INVOICE #2
YOUR INVOICE MUMBER

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

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Expant

Privacy Stalement
]

&) Done

4 Internet

Step Action

8.

Click the YOUR INVOICE # 2 link.

were paid in that payment batch.

You may click on the Invoice number to review that invoice.

Under the Invoice Number section, you may find all the supplier invoices that

number may be different.
Y OUR IN'YOICE #2

In this example, we review "YOUR INVOICE # 2" invoice and your invoice
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File  Edit

{ Q) Bk

View Favorites  Tools  Help

Q- RRAG ) search S revortes ) O 0- :;’, = JE 3

i

LY -

¢ acress | €) https/dteats30. atlanta Jocal: 800504 _HTHLIOA.jsp? _re=POS _IN_MAIN_PAGER: ri=1778addBreadCrumb=8lnvaiceld=390468_ti=163561405080apc=stoas=TLNamatzLInDt v | [ 6o

 Links ] Oracle New Instances {&] Customize Links (€] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

| Searchweb || | | ...attempting b retrieve buttons from fahoo!...

Account View Pavrments > [Supplier Podal: Payment Detail >

Atlarltaisum’"er Portal Home Logout Preferences Help
7

Home | Orders | Shiprments )Y Account WSlilomn

| View Invoices |

Inveice Summary

| Export
Invoice PO Gross  Amount Payment Discount Available Packing
Number |Description Invoice Date T |Numhber Currency Amount Due Due Date |Status |Number Date Discount Slip Attachments Type

YOUR

YOUR  wwolcE 18-Mar-2008 6002781 USD 100.00 0.00 17-Apr-2008 Approved 2003420 - Standard
INVOICE mEceRpTION Check
£2 32

| Export

Copytight (c) 2006, Oracle. All rights reserved.

Home | Qrders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Privacy Statement

|&] pane

4 Internet

Step

Action

9.

Click the YOUR INVOICE # 2 link.
You may click on the Invoice Number to get the invoice details.

In this example, we click "YOUR INVOICE #2" invoice to review the details.
Y OUR
I OICE
)
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File Edit View Favorites Tools  Help

/ - A @ o . a
Qe - () |ﬂ @ (0| ) search i Favartes ) sz @ LJe#E s
£ Address |&] hitps/fditcatsaD. atlantaocal: B9050A_HTML{OA.jsp?calType=We:_ri=177,rc=POSINQUIRIESPLfowApplicationld=1778flonCade=POS_SUPPLIER_INQUIRIESEpagepplcatiord | [EJ o

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

@ iSupplier Portal: Associated POs - Microsoft Internet Explorer E]
w

ORACLE isupplier Portal Home Logout Preferences  Heln
Hame Qroders Shipments Account Admin

| View Invoices | 8
Account View Pavments > [Supplier Podal: Payment Detail > lnwoice Sumrmary =
Associated POs
Invoice  YOUR INVOICE # 2
Invoice Date  18-Mar-2008
Currency  USD
Gross Amount  100.00
Amount Due  0.00
Due Date  17-Apr-2008
Payment 2003420 - Check
Discount Date
Ayailable Discount

PO Number Currency Total Buyer Supplier Supplier Site
8002781 UsD 3,000.00 Cannady-Lowe, Patricia B YOUR COMPANY PAYSITE
Expant
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. &l rights reserved. Privacy Stetement
&) Done 4 Internet

Step Action

10.

Click the 8002781 link.

that Invoice.

open the PO Details. Your PO Number may be different.

From the Invoice, you may be able to drill down to the City's Purchase Order on

In our example, our invoice was for the PO # 8002781 and clicking which will
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@ iSupplier Portal: ¥iew Order Details - Microsoft Internet Explorer

BE=
File Edit View Favorites Tools  Help "
Qe - O [F] B G0 O Slpreones €5 - & LE 3
¢ actiress | €) https/dteats30. atlanta Jocal: 800504 _HTHLIOA,jsp? OAFUN=FOS_VIEW_ORDER@PoHeaderld="7B!lbmalkw1rI2uptadg Wit TDEPaR eleaseld=gretaniM=vaaddbreadrrum v | [£] 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

Home Logout Preferences Help

ORACLE' iSupplier Portal

Home | Qrders | Shipments  JELCGTTTTEN . Acdmin

s | View Invoices | yments
Account View Pavments > [Supplier Podal: Payment Detail > lnvoice Summary > iSupplier Portal Associated POs >
Standard PO : 8002781 Revision 0 (Total USD 3,000.00)

Request Cancellation ) Request Changes ) Printable View | | ¥iew Change History | | Export )

¥ Order Information

General Information Terms and Conditions © Related Information

Standard PO 8002781 Payment Terms  Met30 Receipts
Total 3,000.00 {(USD) Carrier |nvoices
Supplier YOUR COMPANY FOB ORG FRT PRE Payments
Supplier Site  PAYSITE Freight Terms  Best Way
Address 123 YOUR STREET Shipping Contral
YOUR CITY, YOUR Bill-To Address
STATE YOUR ZIP Bill-To Address  Accounts Payable Division
Buyer Cannady-Lowe, Patricia B 68 Mitchell Street
Order Date  18-Mar-2008 10:23:58 Room 600
Description  Sodium Hydroxide Atlanta, GA 30303
Solutions
Status  Open Ship-To Address -
Note to Supplier Ship-To Address :J"Z'llilla)[-:l‘)is:%li)‘:‘wlldmg
Qrganization City of Atlanta 55 Trinity Ave., S.W.
Sourcing Document Suite 3950/South
Supplier Order Number Atlanta, GA 30303.0309
Aftachments  None
PN Nataile v
&) Done 4 Internet
Step Action

11.

Click the iSupplier Portal: Associated POs link.

Having drilled-down from a Check to Invoice Summary to Invoice Details to the
PO, we are now going to learn to go back to the payment details.

By clicking "Supplier Portal: Associated POs" will take you a page back.

Please refrain from using Internet Browser buttons like Back and Forward as the
application does not support it.

But for every page you navigate to, the previous page's link will be available as

lisupplier Poral Associated POS

shown here and you may use these links to go back.
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@ iSupplier Portal: Associated POs - Microsoft Internet Explorer

BEx|

File Edit View Favorites Tools  Help

{ Q- O €A O search 5o Favertes () - m- L RNE 3

a*

¢ actress | €) https/teats30. atlanta Jocal 800504 _HTHLIOA.jsp7cal Type=iw_ri=1776,_ro=POSINQUIRIESPLElowdpplcationlc=1778lonCade=POS_SUPPLIER_INQUIRIESEpageapplicationt v | [£] 6o

L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' iSupplier Portal

Home | Qrders

| View Invoices |

Account View Pavments > [Supplier Podal: Payment Detail > lnwoice Sumrmary =
Associated POs
Invoice  YOUR INVOICE # 2
Invoice Date  18-Mar-2008
Currency  USD
Gross Amount  100.00
Amount Due  0.00
Due Date  17-Apr-2008
Payment 2003420 - Check
Discount Date
Ayailable Discount

PO Number Currency Total Buyer Supplier
8002781 usD 3,000.00 Cannady-Lowe, Patricia B YOUR COMPANY

Capyright (c) 2008, Oracle. &l rights reserved.

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Home Logout Preferences Help

Shipments  JECSTTTEN Acmin

Supplier Site
PAYSITE

Expant

Privacy Stetement

ejhttu:ﬂﬂdltcatsfﬁﬂ‘at\anta‘IDEaI:BUUwOA HTMLOA jsp?_rc=POs_INY_MAIN_PAGES: ri=177&addBread Crumb=V&Invoiceld=39046&_ti=1635814050

4 Internet

Step Action

12.

Click the Invoice Summary link.

Imvaice Surmmaty

Clicking Invoice Summary will take you another page back.
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@ iSupplier Portal: ¥iew Invoices - Microsoft Internet Explorer Q
Fle Edt View Favorites Tools  Help

] ) A n .| 2 =
H - N ) - " - " b
Qe - © - [x] & € ) search 7 Favertes €2 & M «LE 3
{ Address |&] hitps/fditcatsa0. atlanta.Jocal: B9050A_HTML{OA.jsp?_r=POS_INY_MAIN_PAGES: ri=1778adEr adCrumb=\dnvoiceld=390468 ti=163581 40502berunb=v&oape=122nas=dfva] v | [EJ &0

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (€] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

i

AtlarltaiSupplier Portal Home Logout Freferences Help

Home | Orders | Shiprments )Y Account WSlilomn

| View Invoices
Account View Pavrments > [Supplier Podal: Payment Detail >

Inveice Summary

| Export
Invoice PO Gross  Amount Payment Discount Available Packing
Number |Description Invoice Date T |Numhber Currency Amount Due Due Date |Status |Number Date Discount Slip Attachments Type

YOUR
YOUR  wwolcE 18-Mar-2008 8002781 USD 100.00 0.00 17-Apr-2008 Approved 2003420 - Standard
INYOICE megenipTioN Check

#2

| Export

Home | Qrders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copytight (c) 2006, Oracle. All rights reserved. Privacy Staterment

|&] pane 4 Internet

Step Action

13. Click the iSupplier Portal: Payment Detail link.

Clicking "Supplier Portal: Payment Detail™ will take you another page back.

iSupplier Podal Payviment Detail
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BEx|

File Edit  View

Favorites  Tools  Help

{ Qe - O [# B b O seaen

iy
4

S
.7 Favares 7] -

@ s

¢ acress | €) https/iteats30. atlanta Jocal: 800504 _HTHLIOA,jsp7cal Type=Le,_i=1778,_re=POSINQUIRIESPLElowipplcationld=1778flowCode=POS_SUPPLIER_INQUIRIESEpageApplicationtd| v | [ 6o

43

Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

Payment Detail
Payrent Murmber
Payment Date
Future Pay Due Date
Currency
Armnount
Stopped At
Released At
Woid Date
Bank Account Mame
Supplier Address

City
State
Zip
Country
Invoice Number

ORACLE' iSupplier Portal

| View Invoices |
Account View Pavments >

2003420
18-Mar-2008

usp
2,600.00

AP DISB (1759)
YOUR CITY YOUR STATE
123 YOUR STREET
YOUR CITY

YOUR STATE

YOUR ZIP

us

Home Logout Preferences Help

Home | Qrders | Shipments  GELCGTTTTEN . Acdmin

YOUR INVOICE #2

YOUR INVOICE MUMBER

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, &l rights reserverd.

Expant

Privacy Stalement
]

foracle/apps/pos/rov/webui/PosRcvReptsPGE:ri=1778menu=\8_ti=16358140508

Internet

Action

Click the Logout link.

Now we are back to the Payment Details page.
ooout

15.

End of Procedure.
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Monitor City's Open Solicitations

A list of City's current solicitations are available for anyone to preview. You do not have to be a
registered supplier to view the list of current solicitations. However, if you want to participate in
any of the solicitations, then you will have to register your company with the City, if you have not
already done so.

View City's open solicitation abstracts
View City's open solicitation abstracts

Submit quotes online
Submit Quotes On-line

Suppliers invited for a solicitation, will receive an e-mail notification from the Sourcing
application about their invitation.

If you are a registered supplier with the City already, then you can login to the application and
view the solicitation and proceed to acknowledge/respond to the sourcing event.

As a registered supplier, you can respond to any of the City's open solicitation through internet
(with or without an invitation from the City for a solicitation). Suppliers can view the list of
current solicitations from the "City's open solicitations abstracts™ page and can choose the
solicitation that fits their company's profile to resond to.

How to acknowledge participation?
How to acknowledge participation?

By the end of this exercise, you will learn to let the City know your intent to participate for a
sourcing event..

Procedure

By the end of this exercise, you will learn two different ways of acknowledging a solicitation.
Everytime when the City invites you for its solicitation, you will be sent an automated email
message from the application titled:

"You are invited".

You may then proceed to acknolwedge your intent to participate.
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T ;'l

© File Edit  Miew Favorites  Tools  Help

Qe O [H] [F] (0 Do Slpreones € -8 L E S

=

{ dldress | €] hitpiditcats30. atlanta.ocal:8005{0_HTMLfuppsLocallogin.jspPcancelrl=/0f_HTMLjAppsLocal.ogin jspélangCode=Ustusername=YOURMAILID%ADEMAILPROVIDER. oM || (£ 6o

g Searchweb || | | ...attempting ko retrizve buttons from Yahoo!.
 Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail (&) Windaws %5 Windows Marketplace &) Windows Media
ORACLE E-Business Suite
Login

Copyright (c) 2006, Oracle. Allrights reserved

Username | YOURMAILID@EMAILPROYIDER.C
Passwor] |eeeeeed| |

Login

&) Done

0 Internet

Step

Action

1.

Click the Login button.

Please refer to "Login to iSupplier Portal" topic for detailed instructions on how to
login to the application.
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File Edit View Favorites Tools  Help w

{ Q- O A& ) search 5o Fevertes () - # - <«LE 3

¢ actress | €) https/fdteats30. atlanta Jocal: 800504 _HTHLIOA,jsp? OAFUNC=0AHOMEPAGE B> E
i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
Edit Namgatnr' Edit Faworites |
You have not selected any favorites. Please use the

[ COA iSupplier 3-Way Vendars Please select a responsibility.
"Edit Favorites” button to set up your favorites.

[0 COA Sourcing Supplier

Logout | Prefersnces | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statemert
&) Done 4 Internet

Step Action
2. Point to the COA Sourcing Supplier object.

This is your Homepage.

If your homepage looks totally different, then you may not have completed your
Phase - 11 registration process. Please refer to the previous chapters for detailed
instructions regarding Phase - |1 registration.

We are now going to click "COA Sourcing Supplier"
[c0& Sourcing Supplied

3. Click the COA Sourcing Supplier link.
COA Sourcing Supplie
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@ Oracle Applications Home Page - Microsoft Internet Explorer E]
w

{ . SANG) % . a4
Q- O (¢ [A & ) search 57 Favartes 2 - iz @ LE 3
: Address ‘@ hittp: {ditcats30. atlanta.local:8005{04_HTML{OA.jsp?OAFUNc=0AHOMEPAGEEakRegionapplicationl: Respld=5034

L Yer - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

1dk Grpld numd=z[~'] Go

Locout Preferences Help

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
Edlit Mavigatar Edlit Faworites
[ COA iSupplier 3-Waw Vendors Sourcing You have not selected any favarites. Please use the
[WJCOA Sourcing Supplie! B Sourcing Home Page "Edit Favorites" button to set up your favorites
& waorklist
Logout | Preferences | Help
Copyright (c) 2006, Cracle. Al rights reserved Privacy Statement

| i slock Lrru = B o .y

Step Action

4. Point to the Worklist object.
We are going to learn to acknoweldge participation through worklist.

Worklist - This is your City's email inbox. In this you may find all the
notifications sent to you by the application.

In this inbox, you will find the "You are invited:" email as well.

[

5. Click the Worklist link.

Let us click on the Worklist to see what it contains.

v
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@ Oracle Workflow: Notifications - Microsoft Internet Explorer
File Edit View Favorites Tools Help -
Q- Q- [¢ @B D search e Favores 46) - # - «LE 3
{ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂRF.]sp7Functlun_\d=8264&resp_\d=50343&:’&5u_app\_\d=396&secunty_grDup_\d=U&lang_:0dE=U5&uarams=UrBBUZbbquMRmSSV‘BC[V] Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media
~
Atlangg e
Home Locout Preferences Helo
Worklist
Yiew | Open MNotifications Go )
Select Notifications: | Open | ( Delegate
Select All | Select Mone 3
Select Fram |Type Subject Sent |Due|
gamnqderDWe‘ Sourcing Publish You are invited: RFQ 4310 {Sadium Hydroxide (Caustic Sodal) 19-har-2008
atricia
[] Cannady-Lows, CATS PO Approval Process City of Atlanta - Standard PO 8002822, 0 19-Mar-2008
Patricia [User from wharn notification was received|
[0 Gannady-Lowe, CATS PO Approval Process City of Atlanta - Standard PO 8002752, 1 18-Mar-2008
Patricia
(il gEH“B_E‘Y'LDWE‘ PO Supplier Change Response to your change request for Standard PO 8002782 from City of Atlanta 18-Mviar-2008
atricia
[] Cannady-Lowe, PO Supplier Change Besponse to your cancellation request for Standard PO 8002781 from City of 18-Mar-2008
Patricia Atlanta
[J Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002781, 0 18-Mar-2008
[ Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002779, 0 18-Mar-2008
[ Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002778, 1 18-Mar-2008
[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002760, 0 18-Mar-2008
O Supplier User Registration City of Atlanta Supplier Collahoration Network: Confirmation of Registration 18-Mar-2008
Workflow [w]
& 4 Internet

Step Action

Point to the Open object.

to you are stored in this inbox.

that you are trying to open and click on the Open Button on the top of the

You may also click the Subject to open the message directly.

As you may have observed, all emails generated by the application and addressed

In order for you to open a message, you must check the select box of the message

page.

Click the Open button.

Page 119




Training Guide ORACLE
|Supp||er User Gu|de User Preductivity Kit
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D OFle Edit View Favorbes  Tools  Help o
i A @ A
N E LR |ﬂ |§" (p) | ) seaeh 57 Favertes ) - & LJEE 3
{ Address ‘@ http:fﬂd\tzatsﬁu.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7_n=EU1&_rc=WFNTFWORKLISTFNPAGE&OAFun:=WF_WORKLIST&_U=67l?92527&Janguage_cude=US&&OAFMID=?BUEZ&O[V] GO
Y- searchweb || | | ...attempting ta retrieve buttens from Yahaal...
 Links @] Oracle New Instances (@] Customize Links (&) Free Hotmall (&) Windows 5 Windows Marketplace @] Windows Media
~
Atlanga e
Home Locout Preferences Helo
You are invited: RFQ 4310 (Sodium Hydroxide {Caustic Soda))
Mo ) [ Yes
From  Cannady-Lowe, Patricia Corpany  City Of Atlanta
To YOUR FIRST NAME YOUR LAST NAME Title Sodium Hydroxide (Caustic Soda) 3
Sent 19-Mar-2008 15:33:49 Mumber 4310
ID 1487751
Megotiation Preview March 19, 2008 03:33 pm Eastern Time
Megotiation Open March 19, 2008 03:33 pm Eastern Time
Megotiation Close March 31, 2008 11:49 am Eastern Time
Supplier YOUR COMPANY
Supplier Site PAYSITE
To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the No button. You may enter a note to the buyer in the
space below before acknowledging or declining
Click here if you want to view the document before acknowledging intent to participate and/or to enter a response. If you are not already logged in, you will first be
taken to a page where you will need to enter your user narme and password
Action History
Hum  Action Date Action From To Details
1 19-MAR-2008 15:33:49 Submit Cannady-Lowe, Patricia YOUR FIRST NAME
YOUR LAST NAME
Response 2
&) Done ® Intermet

Step

Action

8.

Release the mouse button.
You may have received this exact same delivered to your email.
Here you have the option of letting the City know about yourintent to participate.

Please read the email carefully before proceeding to acknowledge.

Click the Yes button.

In this example, we are going to indicate that we are going to participate.
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@ Oracle Workflow: Notifications - Microsoft Internet Explorer E].
D OFle Edit View Favorbes  Tools  Help o

{ Al @ Iy
F Qe O [H] [F] 0 Do Spreones €5 o om- L e 8
Address ‘@ http:Hd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7_n=EU1&_rc=WFNTFWORKLISTFNPAGE&OAFun:=WF_WORKLIST&_U=67l7925Z?&Janguage_cude=US&&OAFMID=?BUEZ&O[V] G

Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...

i Links @] Oracle New Instances (@] Customize Links (&) Free Hotmall (&) Windows 5 Windows Marketplace (@] Windows Media

~
Home Locout Preferences Helo
Worklist
View | Open Notifications o)
Select Notifications: | Open ) ( Delegate )
Select All | Select Mone
Select From |Type Subject SentT |Due| =
¥ ga”"E_dY'LDWE‘ CATS PO Approval Process City of Atlanta - Standard PO 8002822, 0 19-Mar-2008
atricia
[ CGannady-Lowe, CATS PO Approval Process City of Atlanta - Standard PO 8002752, 1 18-Mar-2008
Patricia
(il gEH“B_E‘Y'LDWE‘ PO Supplier Change Response to your change request for Standard PO 8002782 from City of Atlanta 18-Mviar-2008
atricia
[] Cannady-Lowe, PO Supplier Change Besponse to your cancellation request for Standard PO 8002781 from City of 18-Mar-2008
Patricia Atlanta
[ Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002781, 0 18-Mar-2008
[ Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002779, 0 18-Mar-2008
[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002778, 1 18-Mar-2008
[[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002760, 0 18-Mar-2008
O Supplier User Registration City of Atlanta Supplier Collahoration Metwork: Canfirmation of Registration 18-Mar-2008
Workflow
@ TIP Yacation Rules - Redirect or auto-respond to natifications
@ TIP Worklist Access - Specify which users can wiew and act upon your notifications. [v]
&) Done ® Intermet

Step

Action

10.

Click the Home link.

From anywhere in the application, you may click on the Home button to take you

to the Homepage.

QI
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a Oracle Applications Home Page - Microsoft Internet Explorer Q

{ Fle Edb View Favortes Tools Help

] A o r 5 B
Q- Q- [¥ B ) search 57 Favortes 2) o om- L E 3
{ icrass [ €] httpfditcats30. atlanta Jocal:B0050A_HTMLIOR,. jsp?0APUNC=0AHOMEP#GEBaas=xy! QaFSKbmCNDFWinsBULG. BI=E

Y- search ek || | | ..attempting to retrieve buttons from vahoot...

i Links @] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace (&) Windows Media

.!.'

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
| Edit Mavigator |_Edit Faworites
Sourcing You hawe not selected any favarites. Please use the
B Sourcing Home Page "Edit Faworites” buttan to set up your favorites
B waorklist

Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&) Done ® Intermet

Step Action

11. Click the Sourcing Home Page link.

We are now going to learn the second way of acknowledging the solicitation.

[Sourcing Home Pags]
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@ Megotiations Home - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help "
Qe - () |ﬂ E" ,;\J /'7 Search ‘:‘};'Favor\tes [ 2] - B - «LE 3
{ fiddress | @] hitp: fditcats30.atlanta Jocal B00S/0A_HTHLIRF jsprfunction_jd=175738esp_id=503438resp_appl_id=3958se0urity_group _\d=U&Iang_\:udE=US&uarams=UrBBUbequJ4RmS5V9:V Eso
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace (&) Windows Media
.A.
o
Ve Lo
o 1 rﬁ A[laﬂ[aswmi"g Home Logout Freterences Help
;&f
Search Open Negotiations | Title v Go )
YWelcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses IEmeden
Press Full List to view all your company's responses Full List )
4 heny " —— e B A . This container can hald
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages i e 66 l
Mo results faund bidding procedures to 1
o help vendors
Your Company's Open Invitations
Full List )
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodium Hydroxide (Caustic Soda RFQ 11 days 19 hours
Quick Links
Manage View Responses
o Drafts o Active
e Deliverables e Dizsgualified
o Personal Information o Awarded
e Rejected
Nanntistinne | Hama | 1 amar t+ | Prafarancas | Hal L
&) Done 4 Internet

Step Action

12. Point to the 4310 object.

Let us take a brief moment to explore this Sourcing Home Page.

The first section is "Your Active and Draft responses”. In this section you may
find all your responses that are active or in progress. Currently this section is
empty.

Under this section, we have "Your Company's Open invitation. In this section you
may find the current Solicitation that we are trying to acknowledge.

In the bottom of the page, you will find the "Quick Links" section. In this section
you will have shortcuts to many of the often used features.

13.

Click the 4310 link.

You can click on the Negotiation Number to open.

14.

Click the Go button.
You may click on any of the links to get more details.

But for now we are going to let the City know of our Intent to Participate.
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Step Action

15.

TO BUYER ON THE ACKNOWLEDGEMENT".

On the top of the page, you may notice the warning suggesting that we had
already acknowledged this.

&7 Acknowledge Participation - Microsoft Internet Explorer

EX]

i File Edt View Favortes Tools  Help

§ @Batk ) Iﬂ IEL‘ ;\J /.-‘;Eear(h \;.E(Favnntes £ 2] - & _J @!Sﬁ b 3

=

;'l

Address | @] http:fcltcatsa0. atlanta.doc el 005/ 0 _HTMLIOA. jsp7page=foradefappsipeninegatiation/inquiryfwebuifporbisgSunP e._ri=3968 ri=3966new=trustaddereadcrumb=Vesstainatt: v | [ Go

e Searchweb || | | ...sttempting to retrisve buttons from Yahaal..,

Lnks @] Oracle New Instances &) Custarize Links @] Fres Hotmail 48] Windows %2 Windows Markstplace @] Windows Media

ORACLE Sourcing Home Lonout Preferences Help
Megotiations > RFG: 4310 =
A\ Warning

Your company has already acknowledged participation for 4310, Either make modifications and press the Apply button, or press the Cancel button

Acknowledge Participation (RFQ 4310)

Cancel ) [ Agpby
Supplier Site  PAYSITE
Wil your company participate? @) yes
ONo
Mote to Buyer | vQUR NOTE TO BUYER ON THE
ACKNOWLEDGEMENT‘

Cance| Apply
Megotiations | Home | Logout | Preferences | Help

Copyriht (c) 2006, Oracle. Al rights reserved Privacy Statsment

(€] hitpzjjiitcatsan, atlanta local: 5005[0A_HTML[OA, jsp?page=[orat

neqotiation]inguiry /webulfponnenSumpPes, ri=3968, r=396e: ® Intermet

Step

Action

16.

Click the Apply button.

17.

End of Procedure.
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How to view an RFQ/RFI
How to view an RFQ/RFI?

By the end of this exercise, you will learn to review a negotiation document.
The following topics are covered:

. Review Headers

. Download File Attachments.
. Print RFQ

. Review Lines

. Review Controls

. Review Contract Terms.

. Review Amendments

. Acknowledge Amendments

ONO O WDN -

Everytime when the City invites you for its solicitation, you will be sent an automated email
message from the application titled:

"You are invited".

You may then proceed to login to City's application and review the RFQ.

RFQ - Request for Quotations

RFI - Request for Information.
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Procedure

&1 Login - Microsoft Internet Explorer E]
;'l

: File Edit VYiew Favorites Tools  Help

Qe - © - [x] @] €| O seach §lpFavartes €3 - «LE 3

=

Adress 4] http iditcats30.atlanta.locsl:3005/0_HTML fappsLocallogin.isp?cancelri={0A_HTMLjAppsLocalLogin jspblangCode=USausername=1OLRMAILIDW4DEMAILPROVIDER CoM | [ a0
Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE E-Business Suite

Login
Usermame | ¥OURMAILID@EMAILPROVIDER.C

Password | sesssses|

Login )

Copyright (c) 2008, Oracle. A1l rights reserved.

&

# Internet

Step Action

1. Click the Login button.

Please refer to "Login to iSupplier Portal" topic for detailed instructions on how to
login to the application.
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@ Oracle Applications Home Page - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help w
{ Q- O A& ) search 5o Fevertes () - # - <«LE 3
§ Address ‘@ http: iditcats30.atlanta Jocal: 300508 _HTMLIOA, jsp?OAFUNC=0RHOMEPAGE [VI Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites

Edit Namgatnr' Edit Faworites |
[0 COA iBupplier 3-Yay Yendors Please select a responsinilty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.

Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

&) Done 4 Internet

Step Action

2. Click the COA Sourcing Supplier link.

This is your Homepage.

If your homepage looks totally different, then you may not have completed your
Phase - 11 registration process. Please refer to the previous chapters for detailed

instructions regarding Phase - |1 registration.

We are now going to click "COA Sourcing Supplier"
[c0& Sourcing Supplied

3. Click the Sourcing Home Page link.
|S|:|ur|:ing Haome Paie
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@ Negotiations Home - Microsoft Internet Explorer E]
D OFle Edit View Favorbes  Tools  Help o
i A @ u
N E LR |ﬂ |§" (p) | ) seaeh 57 Favertes ) -da @ - JEE 3
{ Address ‘@ http: /iditcats30.atlanta Jocal 800508 _HTMLIRF jsprfunction_id=175738resp_id=503+38resp_appl_d=3958security_group. _\d=U&Iang_:udE=US&uarams=UrBBUbequJ4RmS5V9[V] Go
Y- searchweb || | | ...attempting ta retrieve buttens from Yahaal...
 Links @] Oracle New Instances (@] Customize Links (&) Free Hotmall (&) Windows 5 Windows Marketplace (@] Windows Media

~
£
Aﬂﬂ_ﬂtaswmi"g Home Logout Freterences Help
£
=
Search Open Megotiations Go
Welcome, YOUR FIRST NAME YOUR LAST MAME.
Your Active and Draft Responses (Ermeien
Prees Full List to view all your company's responses. Full List
y Rty " R n e A R n This container can hald
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages s e o 3
No results found bidding procedures to 1
o help vendors
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodiurn Hydroxide (Caustic Soda... RFG 11 days 18 hours
Quick Links
Manage View Responses
o Drafts o Active
o Deliverables o Disgualified
o Personal Information o Awarded
e Rejected
Manntistinne | Hama || nson ¢ | Dvofarameas | Hal v
&) Done ® Intermet

Step Action

4. Click the 4310 link.
Let us take a brief moment to explore this Sourcing Home Page.

The first section is "Your Active and Draft responses”. In this section you may
find all your responses that are active or in progress. Currently this section is
empty.

Under this section, we have "Your Company's Open invitation. In this section you
may find the current Solicitation that we are trying to acknowledge.

In the bottom of the page, you will find the "Quick Links" section. In this section
you will have shortcuts to many of the often used features.
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@ RFQ: 4310 - Microsoft Internet Explorer

© Flle Edit View Favorites  Taols  Help

Qe - () |ﬂ é" ()| ) seaeh 57 Favertes ) -da @ - «LE 3
: Address \@ http:fﬂd\tzatsﬁu.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7OAFunc=PON_NEG_SUMMARV&_n=:1‘96&nEw=truE&addBreadCrumb=\‘&Ieta\nAM=N&Au:tlunld=%?B‘!MOszUSEth\Wu‘?D?uS[V] Go

Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...

 Links @] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace &) Windows Media

u@l’bﬁ

Details Attribute Group
Mo results found

Notes and Attachments

Mate tn Cunnliors

ORACLE' sourcing Home Logout Preferences Help
Meqotiations =
RFQ: 4310
Actions | Acknowledge Participation Go
Title  Sodium Hydroxide (Caustic Soda)
Status  Active (Locked) Open Date  19-Mar-2008 15:33:41
Time Left 11 days 18 hours Cloge Date  31-Mar-2008 11:49:49 L
| Header | Lines  Controls  Contract Terms 1
Buyer Cannady-Lowe, Patricia Outcome  Blanket Purchase Agreement
Style Sealed Event ITB For Goods
Description  This specification describes 50% Sodium Hydroxide (caustic soda).
Terms
Effective Start Date Total Agreement Arnount
Effective End Date  31-May-2009 Minimurm Release Amount
Bil-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
Attributes

&) Done

® Internet

Step

Action

5.

Click the Actions list.

|Acknnwledge Participation .Vll

Upon clicking the RFQ Number, the application takes you to the details of the
RFQ. An RFQ consists of Header, Lines, Controls & Contract Terms sections.

You may review the Header details including, the Title, Buyer, Style, Description,
Bill and Ship Tos, any attributes (if defined) and other notes and file attachments.
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{ File Edb View Favortes Tools Help

&1 RFO: 4310 - Microsoft Internet Explorer M@ﬂ
;'r

] o A © ’; o A 3

e LS P N A P SE I o o) & AH 3

{ dlhess | €] hitpiditcats30. atlanta.ocal:8005{0_HTMLIA.jsppage=oracle/appspon/negotiationjinguirywebuifponhiegsmPGe, ri=3968:_ri=396anew=truedaddsreadCrumb="eretanat: v | [£3 6o
Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...

 Links ] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace &) Windows Media

g
Effective End Date  31-May-2009 Minimum Release Amount [A]
BillTo Address  COA Dept of Finance Payment Terms  Met30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any

Attributes

Details Attribute Group
Mo results found

Notes and Attachments
Mote to Suppliers

| Last Updated |Last Publish to
File Name [Type|Description Category |By Updated Usage [Update Delete Catalog
Federal Y3 Form.pdf File W-9 FORM - Submittal 'gn \ 1845 29-Jan-2008 COne- rr@g
upplier e
Wendor Reference Form File ‘endor Reference Form Submittal.  To 1845 2 lr’@;
Submittal pdf Supplier Time
Contract Employment Report File  Contract Employment Report (CER) Ta 1845 29-Jan-2008 One- rr@g =
Eotm.pdf Form Supplier Tirme

Header Lines  Controls  Contract Terms

Return to MNegatistions Actions | Acknowledge Participation Go

Megotiations | Horme | Logout | Preferences | Help

Copyriht (c) 2006, Oracle. Al rights reserved Privacy Statsment

&) ® Intermet

Step

Action

Scroll the object with the mouse wheel.

At the bottom of the page, you may find a few file attachments to the RFQ. These
are necessary files for the RFQ and without them, the RFQ will be considered
incomplete.

You may be required to download these files for further review and in some cases,
you may have to fill those forms and upload them back as a part of your response.

Now, let us learn to download the files from the RFQ.
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&1 RFO: 4310 - Microsoft Internet Explorer M@ﬂ
;'r

{ File Edb View Favortes Tools Help

Q- Q- [¥ B ) search S Favortes () - & «LE 3

{ dldhess | €] hitpiditcats30. atlanta.ocal:8005{0_HTMLIOR.jsppage=oracle/appspon/negotiatianjinguiry/webuifpenhiegsmPGe, ri=3968:_ri=396anew=truedaddsreadCrumb="eretanat: v | [£3 6o

Y- Searchweb || | | ...attempting to retrieve buttons from Yahoo!.
 Links (] Oracle New Instances {&] Customize Links &] Free Hotmail (&) Windaws %5 Windows Marketplace €] Windows Media
CmeCTrE e T TUTET P GTEETTETT T
Effective End Date  31-May-2009 Minimum Release Amount [A]
Bill-To Address COA Dept of Finance Payrment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision Any
Attributes
Details Attribute Group
Mo results faund
Notes and Attachments
Mote to Suppliers
Last Updated |Last Publish to

File Name [Type|Description Category |By Updated Usage |Update Delete Catalog

Eederal Y3 Form. pdf File W-9 FORM - Submittal To 1845 289-Jan-2008 One- rr@g
Supplier Tirne

Wendor Re File ‘endor Reference Farm Submittal  To 1845 29-Jan-2008 One- T@g

Submittal pdf Supplier Time

Contract Employment Report File Contract Employment Report (CER) To 1845 29-Jan-2008 One- rr@g =3

Eatrn.pdf Farm Supplier Tirne

Header Lines Cantrals Cantract Terms

Return to Megotiations Actions | Acknowledge Participatio |

Megotiations | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserved. Privecy Stetement
v
€] hitp: ffditcats30. atlanka.local:8005/0A_HTMLJOA. jsp?page={araclefapps/ponfnegotiation/inguiry/webuijponhegSumPas: ri=3958 ri=3958 D Internet

Step Action

7. Click the Federal W-9 Form.pdf link.
You may click the file name to open the attached file.
Please be sure to read the description of the file and sometimes that may give you

a clue about what the file attachment is about.
[Federal WS Form. pdi

Page 131




Training Guide ORACLE
|Supp||er User Gu|de User Preductivity Kit

&

-
il >

Q- Q- [ @ ) search 0 Favortes ) - & LE 3
{ Address | ] hitp fuliats30. atkanta.Joral: 005/ 0 _HTHL{.jspPpage=forade/appsfponnegatiationnguiry fwebuijponkiegsumPiGe: 1=3968,_ri=3968new=trustaddgreadrumb=yretanart v | [£3 6o
L Yr - Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (& Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

g
Effective End Date  31-May-2009 Minimum Release Amount =)
BillTo Address  COA Dept of Finance Payment Terms  Met30
Ship-To Address 001 Carrier
FOE FOBDSTBEN Ecaicht Terms  Best Way
Currency File Download
RFQ Currency recision Any

Do you want to open or save this file?
Attributes

Details Attribute Group
Mo results found

I, MName: Federal W9 Form.pdf
Type: Adobe Acrobat Documert,, 70.2 KE
From: ditcats30.atlanta.local

Notes and Attachments ] [

Open Save | [ Cancal |
Mote to Suppliers
Publish to
File Name | Type|Descr| SR S —— q N Usage [Update Delete Catalog
ile:fles from the Internet can be useful, some files can potentially
Fedoral W3 Forr Fle W] 1) oo canpus 1y ot o e o oo 10 e &y
save this file. What's the rsk? Time
Wendor Reference Form File ‘endo) P& One- rr@g
Submittal. pdf Supplier Tirne
Contract Ermplovment Report File  Contract Employment Report (CER) To 1845 29-Jan-2008 One- lr’@; E
Form pdf Form Supplier Time

Header Lines Cantrals Cantract Terms

Retumn to Megotiations Actions | Acknowledge Participation :V &;l

Megotiations | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserverd. Privacy Stalement

=% Start downloading from site: http:/fditcats30. atlanta. local:3005/0A_HTMLIOADownlbad. jsp?transactionid=13742357 1 33retainAM=Y 4 Internet

Step Action

8. Click the Open button.
Click the Open button on the dialog box to open the file attachment.

You may require Adobe Reader to view these files.

or
Press [Alt+O].
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&l

Fil
! fl Federal W9 Form[1].pdf - Adobe Acrobat Professional

‘F\\e Edit Yiew Document Comments Forms Tools  Advanced  window  Help

A=/

=0 X

4

: ME‘ ﬁ Creste PDF + ,@ Combine Flles + @ Export © I@ - - A Forms +

:'_? Revisw & Comment *

enen=truesaddBreadCrumb=eretanatt: v | [ 6o

1 |

Yo uDiew Rleo~]

o)

send it b your recipients,

Please fil aut the following Form. IF wou are a Form author, chase Distribute Form in the Forms menu to

Highlight Fields

= W-9
. Hormmbor 2209
ospatnem

Request for Taxpayer
Identification Number and Certification

Give form to the
requaster. Do not
send to the IRS.

e Fean i
S| Mere o o s s oy
i
& [ S e T o
E2 | chonk prepriss o 1 ety O Corprsion (1 Pormarip (T ctbr & oo ‘ O gt sk
§§ “Ereas furrbar, sk, and 3pt or avke 7] ‘ = o
&
B Er—yer=n ‘
&
O | o ascoum b et
i

ELI] Taxpayer Identification Number (TIN)

Entar your TIN In IN provided must mach
Basup wAINoKIrg For oues, e yuu oot secuny nurtr (SN e,
& Part |

Page 5. Fof oTer Snthiss, 1L 1S
o e e Mo ENE 1 vod s ek D e, oo 5 ot o T o s,

o Une 1 to avold | Social sscuty numbar
for a resigent

or

unt
rms - Met30
rrier
—Prms  Best Way
~
ision  Any

Publish to

Usage [Update Delete

Catalog

NOte. If T BCDOUNT 5 N More ha ON& NAIS, 562 T CHAIT on Page & Tor GUIINGS on whass
TS 10 S,

Under penaltisa of paqury, | cerlity that:
1. The NUMCST oW ON IS M 1% My COTaCt 1EXpaYEF KEANCHNCN NUITEST (07 | AM WAIING for & PUMDSN 10 b2 1E3USd 1o Me), ana

2.1 am ot subjest to baskup withoking becauss: (3) | am asempt from baskup withhclding. or [ | have by the ntemal
Fevonas Saicn (18, I S e Do i o e 1 & e 10 oport o et ck sl o ) e RS ha
NS M that | M 1 1oNGEF SUDJEt 10 BACKLED WtNNITIng, and

3 1'amalLa. person fnoluding a U, mmmmbﬂ]

Employer Hontification ket

[

Gertification INstrugtons. ¥ou MUt cros:

pro

ortgage hterset pakd, o

s your oormact TIN. (826 the Instnuctions on

itam 2 s IT
Uiang oscass you ha ke to Taport ol Msree and VRS o your T3 T, Fo 2 318 Tansact

ithon or abandonment of 2s
aTageIrER [FA) i gonotaly, payments ciner then Infrect and dIanc, you are o requirs 1 sign the Gartfcanon

the 1RS that you
ured property, cancellation of dsbi,

8 )

contoulions 1o n incletiaa redrem

o a2 dote mappiy

Sig

| IE—

One-
T\:nee / L rr@g
One-
T\:e ‘j o rr@g
One-
T\:nee ‘f m T@J

Privacy Stetement

[E3]

|&] pane

4 Internet

Step Action

9. Click the File menu.

You can use File>Print to print your d

them.

ocument.

Once opened, you can print them from your computer like any other document.

After sucessful printing you may close the window and go back to the application.

You may repeat this process by clicking other file attachment names and printing

or
Press [Alt+F].

10. Point to the menu.

| Exit

Chrl+)
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&) RFQ: 4310 - Microsoft Internet Explorer u@ﬁ
Fie Edt View Favortes Tools Help "

Q- Q- [¥ @ D search 57 Favortes 46) - B - LE 3

{ Address | ] hitp fulicats30. atkanta.Joral: 005/ 08 _HTHL{DA.JspPOAFUNC=PON_NEG_SUMMARYE: ri=3368new—tructaddBreadCrumb="Yeretanam=eAuctionld="7E IMOBpelzathiwuoras v | (£ 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

: Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws 5 Windows Marketplace €] Windows Media

ORACLE Sourcing Home Looout Preferences Help

Meqotiations =

RFQ: 4310
Actions | Acknowledge Participation |v | [ Ga
Title Sodium Hydroxide (Caustic Soda) Acknowledie Participation
Status  Active (Locked) Open Date 19| Create Quote
Time Left 11 days 18 hours Close Date 31—

Online Discussions

Header Lines  Controls  Contract Terms

Wiew Quote History

Buyer Cannady-Lowe, Patricia Outcome Bl .
Style Sealed Event ITI Mnnj}ErE\tejt
Description  This specification describes 50% Sodium Hydroxide (caustic soda). Bl BE
Terms T ——
Effective Start Date Total Agreement Amaount
Effective End Date  31-May-2009 Minimum Release Amount
Bill-To Address  COA Dept of Finance Payment Terms  Met 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
Attributes
Details Attribute Group
Mo results found
Notes and Attachments
HNata tn Sonnliars )
&) Done 4 Internet

Step Action

11. Click the Print RFQ list item.
Now, let us learn to print the RFQ document itself.

NOTE:

The Print document will print all the file attachments as well and you do not need
to print the file attachments individually.
tPrint RFQ {
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@ RFQ: 4310 - Microsoft Internet Explorer
Edit

File View Favorites  Tools  Help

{ Q-9 €A% ) search 5o Fevortes () e w- L RE 3

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp? OAFunc=PON_NEG_SUMMARYS: ri=3988new=truetaddBreadCrumb="grot anAM=EAuctionl="7B!IMOBpa03athiwuwioras v | [ 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

: Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws 5 Windows Marketplace €] Windows Media

u@l:ﬁ

ORACLE' sourcing Home Logout Preferences Help
Meqotiations =
RFQ: 4310
Actions  [Frint RF [v] (Ga
Title Sodium Hydroxide (Caustic Soda)
Status  Active (Locked) Open Date  19-Mar-2008 15:33:41
Time Left 11 days 18 hours Close Date  31-Mar-2008 11:49:49 L
Header Lines  Controls  Contract Terms 1
Buyer Cannady-Lowe, Patricia Outcome  Blanket Purchase Agreement
Style Sealed Event ITB For Goods
Description  This specification describes 50% Sodium Hydroxide (caustic soda).
Terms
Effective Start Date Total Agreement Amaount
Effective End Date  31-May-2009 Minimum Release Amount
Bill-To Address  COA Dept of Finance Payment Terms  Met 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
Attributes

Details Attribute Group
Mo results found

Notes and Attachments

Rlata tn Sunnliare

uedaddBreadCrumb=V&retainAM=MN&Auctionld Internet

Action

Click the Go button.

&

v

7

=
A

*] /-‘;Eear(h ‘S‘E{Favnntes [ 2]

OO HE ¢ NS T E

Address | @] htp:fcltcatsa0. atlanta.doc el 005/ 0f_HTMLIOA jsp?0AFunc=FON_NEG_SUMMARYE ri=3968new—trustiaddBreadCrumb=YaretainAM=Kiuctionld=47B11MOBpz03ethiudoras v | [ Go

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoiizs Links ] Free Hotmall ] Windows &8 Windows Marketplace @] Windows Media

ORACLE' Sourcing Home Logout Preferences Help
Megotiations = —
File Download - Security Warnin, X
RFQ: 4310 e X]
Do you want to open or save this file? Actions | Print RFQ [
Title Sodi
Status  Activ Mame: 4310_U5.pdf Date  19-Mar-2008 15:33:41
Time Left 11 da Type: Adobe Acrobat Document b Date  31-Mar-2008 11:49:49 1
Header MEa  Commls e From: ditcabs30. atlanta.local b
Buyer Cann Open ] [ Save ] [ Cancel tcome Blanket Purchase Agreement
Style Seald Event ITB For Goods
Description  This
Terms ‘whill: files from the Intemet can be useful, this file type can
Effective Stant Date @ potentially harm your computer If you do not st the souce, donat (oo -0
Y 7]
octhe Fod Dt 31 open or save this softwars. /bt s e sk Lnount
Bill- To Address CO! = T Terms Het30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision Any
Attributes

Details Attribute Group
Mo results found

Notes and Attachments

Rlata tn Sunnliare
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Step Action

13. Point to the Open object.
Click the Open button to print the RFQ.

You will require Adobe Reader to open the document.

14. Click the Open button.

or
Press [Alt+O].

(3| NE=
{ il
[ 714310 US[1].pdf - Adobe Acrobat Professional -JoEd i
[Fle Edit Visw Document Comments Forms Tools Advanced Window Help x

? Creats FDF = ,@ Gombine Fles @ Expuit = @ - - A Forms + 7 Review & Commert ST ———r 5 I
OB BE) e % l’ﬁé\ﬁ_‘T & &8 7| . il

-~
Home Logout Preferences Help ral

Negulialinns

tions | Print RFQ | Go

ate  19-Mar-2008 15:33:41
ate  31-Mar-2008 11:49:49

rme Blanket Purchase Agreement
ent  ITB For Goods

Bid # - 4310 Sodium Hydroxide (Caustic Soda) unt
unt

rms  Met30 R |
Atlanta, Georgia rrier

rms  Best Way

Shirley Franklin ision  Any
Mayor
City of Atlanta

&) non, M 1oternet

Step Action

15. Click the File menu.

You can print this, like you print any other document from your computer through
File> Print.

After printing, you can close the browser.
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Step

Action

or
Press [Alt+F].

16.

Point to the menu.
| Exit Chrl4+3 |

17.

Click the menu.
| Exit Chrl+Q |

&7 RFQ: 4310 - Microsoft Internet Explorer

: @ eck -

: File Edit VYiew Favorites Tools  Help

O (¥ (& €| O s §lpFavartes €3 - & «LE 3

Address | ] http ffditcats30. tlanta Jocal 8005104 _HTHL /O, jsp?page=joradle/sppsipon/negatistionfinguiry fwebuijponleqsumPaas ri=3965 ri=396anew—trustaddBreadCrumb=yarstainat- v | [ Go

4

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE' Sourcing Home Logout Preferences Help

Negotiations

Megotiations >

RFQ: 4310
Actians | Print RFQ v: Go )
Title Sodium Hydroxide (Caustic Soda)
Status  Active (Locked) Open Date  19-Mar-2008 15:33:41
Tirne Left 11 days 18 hours Close Date 31-Mar-2008 11:49:49
Header | Lines | Controls Contract Terms
Display Rank As  No indicator displayed Price Factors None
Ranking Price Only
Line Item, Rev  Category Unit Estimated Quantity ~ Best Quote Price (USD) Active Responses  Time Left
1 Intrenchment Creek 1803080 POUND 10,000 Sealed Sealed 11 days 18 hours
2 Utoy Creek 1803080 POUND 1,200,000 Sealed Sealed 11 days 18 hours
FRM. Clayton W.R.C. - In 1803080 EACH 9,700,000 Sealed Sealed 11 days 18 hours
4 Flint River pumping Stat 1803080 EACH 300,000 Sealed Sealed 11 days 18 hours
Header Lines Controls  Cantract Terms
Return to Hegotiations Actions | Acknowledge Participation [v] (Ga)
Megotiations | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle, Al rights reserverd. Privacy Stalement

&) o,

Step

Action

18.

Click the object.
Now, let us learn to review the line items on the solicitation.

You can click on the Lines as shown to review the lines.

Lines
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@ RFQ: 4310 - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

: Qe - © - [x @ €| O searen 5

Favorites

) o)

-

TR

u@g

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfnegnnatmnnnquwrytwehmtpnnweqsumPG&J:395&Jw:ags&new:true&addBread(rumh:v&rataumm:[v] Go

4

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE' sourcing

Home Logout Preferences Help

Negotiations

Megotiations >

Header | Lines | Contrals  Contract Terms

Return to MNegatistions

Copytight (c) 2006, Oracle. All rights reserved.

RFQ: 4310
Title Sodium Hydroxide (Caustic Soda)
Status  Active (Locked)
Time Left 11 days 18 hours
Header | Lines | Controls Contract Terms
Display Rank A= No indicator displayed

Ranking Price Only
Line Item, Rev  Category Unit Estimated Quantity
1 Intrenchrent Creek 1803080 POUND 10,000
2Utay Creek 1803080 POUND 1,200,000
IBM. Clayton W.R.C. - In.. 1803080 EACH 9,700,000
4 Flint River purnping Stat 1803080 EACH 300,000

Best Quote Price {USD)

Sealed
Sealed
Sealed
Sealed

Megotiations | Horme | Logout | Preferences | Help

Actions | Print RFQ Go

Open Date  19-Mar-2008 15:
Close Date  31-Mar-2008 11:49:49

Price Factors  None

Active Responses  Time Left

Sealed 11 days 18 hours
Sealed 11 days 18 hours
Sealed 11 days 18 hours
Sealed 11 days 18 hours

Actions | Acknowledge Pam:matmn Go

Privacy Statement

&1

80 [nfermet

Step Action

19.

Intrenchment Creek

Point to the Intrenchment Creek object.

In this example, there are 4 line items the City is soliciting for.

You may get the line details by clicking on the Line as shown.

20.

Intrenchrment Creek

Click the Intrenchment Creek link.
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File Edt View Favortes Tods Help "
Qe - () |ﬂ @ (0| ) search 7 Favoriies ) -dz B - L E s

 Address ‘@ http:fﬂd\ttatsﬁﬂ.atlar\ta.lncal:SDDE#DAiHTMUOA.]sp?DAFunc:PONJ‘\IEGJTEM7DETAlLS&OAHP:FONjR[75LIPPLIER7USER7H0ME&OASF:PONjOLIR[lNGjUPPLIER&dncType]E[V] Go

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
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ORACLE Sourcing Home Logout Preferences Help

Negotiations

Megotiations > RFQ: 4310 »
Line: 1 (RFQ 4310)

ltem Currency USD

Rev Price Precision  Any
Description  Intrenchment Creek Start Price
Category  180.3080 Target Price
Unit of Measure  POUND Minimum Release Amount

Estirmated Quantity 10,000

Notes and Attachments

Mote to Suppliers
File Name Type Description Category  Last Updated By Last Updated Usage Update Delete Publish to Catalog
Mo results found,

Attachments of associated record

Return to RFQ: 4310

Megatiations | Home | Logowt | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserver Privacy Statement
&1Doe 80 [niemet

Step Action

21. Point to the Return to RFQ: 4310 object.

compile your pricing sheet.
Feturn to RFGE 4310

22. Click the Return to RFQ: 4310 link.

You may click on the "Return to RFQ" link to go back to the previous page.
[Returm to RFQ: 4310]

23. Point to the Controls object.
Let us now review the governing rules of this RFQ.

You may begin this by clicking the Controls link as shown.
Caontrols

24, Click the Controls link.

Controls

Please carefully review the all the line items as illustrated before beginning to
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Step Action

25. Point to the Contract Terms object.
In the Controls section, you get to review all the dates and response rules.

If the box for suppliers are allowed to respond to selected lines is checked, then
you may pick and choose your lines while responding, if not, then you are forced
to respond to all the requested line items of the RFQ.

If the checkbox Suppliers are allowed to provide multiple responses is checked,
then the application will allow you to submit more than one response. However,
the latest response alone will be considered by the City and all prior responses will
be neglected for awarding considerations.

If the box Negotiation is restricted to invited suppliers only is checked, then unless
you are a invited supplier for the soliciting event, you will not be able to submit
your responses.

26. Click the Contract Terms link.

Let us now review the Contract Terms of this sourcing event.

2] RFQ: 4310 - Microsoft Internet Explorer E]
: Fle Edit View Favorites Tools  Help i
Qe - © - [x] @] €| O seach ¢ Favartes €3 - & «L'E B
¢ address [ @) httpe/fditcats30. stants Jocal:B0050#_HTMLIOR.jspPpage=forace/apps/pan/neqotiationfinguirywebuijponhegs mPGE: ri=3968: ri=3968new=—trustaddbreadcrumb=varetainatt v | [ 6o
Nt - Search wab || | | ...attempting to retrisve buttons from Yahool...
Links &) Oracle New Instances &) Customize Links &) Free Hotmail &) Windows % Windows Marketplace &] Windows Media
ORACLE' sourcing Home Logout Preferences Help

Negotiations

Megotiations »
RFQ: 4310
Actions | Acknowledge Participation |v | [ Go
Title  Sodium Hydroxide (Caustic Soda)
Status  Active (Locked) Open Date  19-Mar-2008 15:33:41
Time Left 11 days 18 hours Close Date  31-Mar-2008 11:49:49
Header  Lines Contrals Contract Terms

Preview Contract Terms )

This negotiation includes Contract Terms. View the terms by clicking on the Preview Contract Terms button,

Deliverables

Deliverable Name Deliverable Type Responsible Party Party Name Contact

Mo deliverables exist

Header Lines Caontrols Contract Terms
Retum to Negotiations Actions | Acknowledge Participation |v| (_Go
Megatiations | Home | Logowt | Preferences | Help
Copyright (c) 2006, Oracle. &l rights reserved Privacy Stalement
|&] pone B Internet
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Step Action

27.

applicable to this

Point to the Preview Contract Terms object.

Sourcing event.

You may click on the Contract Terms to review the Terms and Conditions that are

NOTE: When you print this sourcing document all the Terms and Conditions
would have also got printed as a part of the document. Therefore, there is no
necessary for you to print this document again.
|_Preview Cantract Terms ||

28.

Terms" button.

Click the Preview Contract Terms button.

| Preview Cantract Terms Jl

You may begin previewing the contract terms by clicking the "Preview Contract

&)

: Back ~ ) - [ (@] @S| D search
{ > 0|/

:\7' Favarites {£4) 9;5 ﬁ b §

e

Acddress [ @] http:feltcats30. atlanta.doc el 005/ 0 _HTMLIOA. jsp7page=foradefappsipeninegatiation/inquiryfwebuifporbiegSunP Ge._ri=3968_ri=3966new=trustaddereadcrumb=Vesstainatt: v | B Go

e Search wet || |

|| .. attempting ko rekrisve butkons from Yahoa...

Lnks @) Oracle New Instances &) Custarize Links @] Fres Hotmail @8] Windows %8 Windows Markstplace @] Windows Media

=i X

%
i

ORACLE sourcing

Home Logout Prefersnces Help

Negotiations

Megotiations >

File Download - Security Warning

RFQ: 4310
Title  Sodi
Status  Activ
Time Left 11 da
Header  Lines  Conirals | Contract ]

Do you want to open or save this file?

s, Name: 4310_US_CONTRACT pdf
= Type: Adobe Acrobat Document:

From: ditcats30.atlanta.local

Actions | Acknowledge Participation [v] (Go

Date 19-Mar-2008 15:33:41
E Date 31-Mar-2008 11:49:49

Return to Negatiations

Copyriht (c) 2006, Oracle. Al rights reserved

Megatiations | Home | Logowt | Preferences | Help

Dpen ] [ Save ] [ Cancel ] Preview Contract Terms
This negatiation includes Contract Terms. View the
Deliverables @ “while: files from the Internet can be ussful, this file type can
= | potentially harm your computer, If you do hot trust the sourcs, da not
Deliverable Name Deli A | g (AT Party Name Contact
Mo deliverables exist
Header Lines Caontrols Contract Terms

Actions | Acknowledge F‘am:ipaliun Go

Privacy Statement

dlirn Feomn b brbry {lcflbraboan sHanks lnesl

C1A HTMLiCA &

M Trternet

Step Action

29.

Click the Open button.

or
Press [Alt+0O].
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X

@ RFQ: 4310 - Microsoft Internet Explorer =\ B3
Fil

= |

310_US_CONTRACT[1].pdf - Adabe Acrabat Professianal ===
®

‘F\\E Edt View Document Comments Forms Tools Adwanced  Window Help

,ﬁ Creste PDF + ,@ Combine Fles ~ @ Export v @ - ﬁ - / - Forms <7 Review & Commert ~ cnnen—trusnaddoreadcrumb—vasetsinar v | 3 Go

m{? q = & 571%-55 E::'

aod
q;;@ ) i o[

Home Logout Preferences Help

Nm]ulialinns

tions | Acknowledge Participation [] ((Ga

ate  19-Mar-2008 15:33:41
ate  31-Mar-2008 11:49:49

| _Preview Contract Terms

Bid # - 4310 Sodium Hydroxide (Caustic Soda) Party Name Contact

Atlanta, Georgia

Shirley Franklin tions | Acknowledge Participation _ | Go
Mayor

City of Atlanta Privacy Statemert

&1 Done 80 [ntemet

Step Action

30. Click the File menu.

or
Press [Alt+F].
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&

f|431 0_US_CONTRACT[1].pdf - Adobe Acrobat Professional

JoE

[ open..

Grganizer

: (] Fle Edt View Document Comments Forms Tools Advanced window Help

x

»

. Cr0

a - Iﬁ - / = Forms = :_?Rewew&cummeﬂt Z
3

eanen—trustaddBreadcrumb=veretanatt v | [ o

o

Lol @ reate

) Combine Files. .

PDE 3

£ ’f‘ = & e v

=

5] Start Meeting. .

=0 X

& Export.

Save fs...

@ Save as Certifisd Document. ..

Shift+Ctr+5

Attach

Close:

to Emall..

Chrl+Hw

Properties... uHD

= print .

Thil|  Print Setup...

Shift+Ctri+F
Ctrhp

[ History

LC\...14310_UIS_CONTRACT[1] pf
2 C:\Documents and Settingst...\#310_US[1]. pdf

" Hydroxide (Caustic Soda)

nta, Georgia

Home Logout Preferences Help

Neqnlialinns

tions | Acknowledge Participation [] ((Ga

ate  19-Mar-2008 15:33:41
ate  31-Mar-2008 11:49:49

| _Preview Contract Terms

Party Name Contact

] TREATMENTS[1].pdf
Rel . 4PO_106_8002782_0_Us[1]pdf lev Franklin tions | Acknawledge Participation _ (Go
Ext CrHQ Mayor
Co - T Privacy Stetement
& City of Atlanta
&
&) Done 0 [ntemet

Step

Action

31.

Click the Header link.

32.

Click the PON_SOURCING_TAB_S tab.

r Megot
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@ Oracle Workflow: Notifications - Microsoft Internet Explorer E]
File Edit View Favorites Tools Help "

: Qe - () |ﬂ E" )| O seach S Faveries ) -dz B - «LE 3
: Address @http:ftmt:atsau.atlanta.lncal:snustDA,HTMURF.|sp?FuncnnnJd:ﬁzm&raspJd:sn343&resp,app\Jd:sq5&secunty,grnupJd:umanq;nda:u5&params:uvaauzhhxunwmssvgc:v B
YT - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances ] Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media
~
@ Atlana o
S 2
Home Logout Preferences Help
Worklist
Yiew | Open MNotifications v| Go)
Select Notifications: | Open | ( Delegate
Select All | Select Mone b
Select From |Ty'pe |Subjec| Sent |Due|
[ Cannady-Lowe, Sourcing Publish Ackno 1t Required: Amendment 1 to RFQ 4114 (Sodium Hydroxide (Caustic  20-Mar-2008
Patricia Soda) - AP
[ Gannady-Lowe, CATS PO Approval Process City of Atlanta - Standard PO 8002822, 0 19-Mar-2008
Patricia
(il gEH“B_E‘Y'LDWE‘ CATS PO Approval Process City of Atlanta - Standard PO G002782, 1 18-Mar-2008
atricia
[ Cannady-Lowe, PO Supplier Change Response to your change request for Standard PO 8002782 from City of Atlanta 18-Mar-2008
Patricia
(il ganngdernwe‘ PO Supplier Change Besponse to your cancellation request for Standard PO 8002781 from City of Atlanta 18-Mar-2008
atricia
[0 Mo Person, Setup CATS PO Approval Process City of Atlanta - Standard PO B002781, 0 18-Mar-2008
[0 Mo Person, Setup CATS PO Approval Process City of Atlanta - Standard PO 002779, 0 18-Mar-2008
[0 Mo Person, Setup CATS PO Approval Process City of Atlanta - Standard PO BO02778, 1 18-Mar-2008
[ Mo Person, Setup  CATS PO Approval Process City of Atlanta - Standard PO 8002780, 0 18-Mar-2008 [
&) 0 [ntemet

Step

Action

33.

Click the Cannady-Lowe, Patricia option.
Let us now learn, how to review an amended solicitation document.

Everytime an amendment is made to a sourcing document, if you are an invited
supplier or if you had any participation (like acknowleding and or submitting your
quote and or getting a manual copy from DOP etc), you will be sent an electronic
email from the application.

The email titled "Acknowledgement Required: Amendment to " (as shown here)
will be your cue for logging into the application.

In our example, we have RFQ 4114 amended and now we are going to review the
changes.

34.

Click the Shows details of all selected notifications button.

Let us open the notification and see what the email says.
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File Edit View Favorites Tools  Help

Qe - © (%] [@] T O seach g Favartes €3 - & «LE 3
¢ Address @] htep: fditcatsa0. atlanta.Jocsl:B005(0A_HTHLIOR.jsp?_ri=6018_re=WFNTFWORKLISTFNPAGEROAFUNC=WF_WORKLISTE: ti=134456301 68langusge_cods=USaa0AFMID=780628 | [£] Go

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances @] Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media

@ Motification Details - Microsoft Internet Explorer E]
"

Sy

V:gﬁé A[lan[awwkﬂgw

Vi
(3

&
\ \_
Homs Locowt Frefersnces Helo

(1) Information

This notification does not require a response

Acknowledgement Required: Amendment 1 to RFQ 4114 (Sodium Hydroxide {Caustic Soda) - AP)

From  Cannady-Lowe, Patricia Cornpany  City of Atlanta

To YOURMAILID@EMAILPROVIDER.COM Title Sodium Hydroxide (Caustic Soda) - AP
Sent 20-Mar-2008 09:48:34 Mumber 4114,1

ID 1487770

Megotiation Open March 20, 2008 09:48 am Eastern Time
Megotiation Close April 30, 2008 02:39 pm Eastern Time
Supplier YOUR COMPANY

Supplier Site PAYSITE

This auction has been amended. To be considered for award you must acknowledge each amendrent and resubrmit your response to ensure your response corpliss
with the changes

Click here to review the changes for this armendraent. If you are not already logged in, you will first be taken to a page where you will need to enter your user nare and
password

Return to Worklist

[ Display next notification after my response

QK

100 80 [niemet

Step Action

35.

Click the Close all selected notifications button.

amendments that the document went through.

Let us note down the RFQ number (4114, 1) and proceed with the next step.

NOTE: The "," in the RFQ numbe indicates that the document is amended and the
number of after the comma (number one (1) in this case) indicates the number of
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@ Oracle Workflow: Notifications - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

; ) A @ vy ; 5 R
- )| O - i - Al
Qe - () |ﬂ E" p) | ) search ¢ Favonites {4 @ L
i Address ‘@ http1fﬂd\ttatsﬁﬂ.at|al'\ta.|DCE|ISDD510A7HTMUOA.]SD7J’I:5D1&j(:WFNTFWORKLISTFNPF\GE&OAFUI’\E:WFinRKLIST&it\:1344553DlEu&lal'\guquitndé:US&&OAFM]D:?EDEZ&(M G0

4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances ] Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media

>

Home Logout Prefersnces Helo

Worklist

Yiew | Open MNotifications Go
Select Notifications: (_Open ) ( Delegate

Select All | Select Mone

Select From |Type Subject Sent’ |Due| =
(il ga”"E_dY'LDWE‘ CATS PO Approval Process City of Atlanta - Standard PO 8002822, 0 19-Mar-2008
atricia
[ Gannady-Lowe, CATS PO Approval Process City of Atlanta - Standard PO 8002752, 1 18-Mar-2008
Patricia
(il gEH“B_E‘Y'LDWE‘ PO Supplier Change Response to your change request for Standard PO 8002782 from City of Atlanta 18-Mviar-2008
atricia
[] Cannady-Lowe, PO Supplier Change R to your cancellation request for Standard PO 8002781 from City of 18-Mar-2008
Patricia Atlanta
[ Mo Persan, Setup Only CATS PO Approval Process City of Atlanta - Standard PO 8002761, 0 18-Mar-2008
[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002779, 0 18-Mar-2008
[[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002778, 1 18-Mar-2008
[J Mo Persan, Setup Only CATS PO Approval Pracess City of Atlanta - Standard PO 8002780, 0 18-Mar-2008 n
(4] Supplier User Registration City of Atlanta Supplier Collahoration MNetwork: Confirmation of Registration 18-Mar-2008
Wyorkflow

@ TIP Yacation Rules - Redirect or auto-respond to notifications
@ TIP Worklist Access - Specify which users can wiew and act upon your notifications

100 80 [niemet

Step Action

36. Click the Home link.

QI

&7 Oracle Applications Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

| = e N T
: eaack ] |ﬂ @ 0] ) search ¢ Favanites e} - & ] - _J @!S ﬂ 2
Address | @] hitp:feltcats30. atlanta.Jocal BO05/0A_HTMLIOA, jsp?O0ARunc=ORHOMER AGEEoas=tHKLUGS n3bpasLReug. ¥ B

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links 4] Free Hotmall &) Windows &2 Windows Marketplace @] Windows Media

ORACLE' E-Business Suite

Logout  Preferences  Help

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
(_Edit Navigator ( Edit Faworites
[ CoA S Sourcing ‘ou have not selected any favorites. Please use the
[@]coa s [E Sourcing Home Page "Edit Faworites” buttan to set up your favorites
B waorklist

Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&) http:iiditcabsa0, atanka Jocal 800508 HIMUIRE sprfunction id=175738resn jd apol id=306: writy group id=08Jang co 80 [nrermet
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Step Action

37.

Click the Sourcing Home Page link.

Let us go to the Sourcing Homepage to review the amendments.

[Sourcing Home Pagsl

@ Negotiations Home - Microsoft Internet Explorer E]
: Fle Edit View Favortes Tools  Help o
i ) A @ A 3
Qe O [H] [F] 0 O Spreones € S oEm- L RE 3
} Address ‘@ http:fiditcats30.atlanta Jocal: B00S/0A_HTHLIOA.jspi le/appsipon/h givebuifpongeliHom ru&,rw=396&0AHP=PONjRc,suPPLIER,USER,HOME&0ASF=H Go
f Y-' 'I Search Web \ | | «..attempting to retrieve buttons from Yahoo!...
Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace @] Windows Media
~
Atlarltasourcing Home Logoul Preferences Helo
/
Search Open MNegotiations | Title b | Go
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses Infotat on
Press Full List to view all your company's responses. | Full'List Th - hold
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages |nf‘n€;rgzgnar:n:|jccha25 ” 3
Mo results found. bidding procedures to
o help vendors
Your Company's Open Invitations
(_Full List
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodium Hydroxide (Caustic Soda... RFQ 11 days 2 hours
PAYSITE 41141 Sodium Hydroxide (Caustic Soda... RFQ 41 days 5 hours
Quick Links
Manage View Responses
o Drafts o Active m
o Deliverables o Disgualified
o Personal Information o Awarded
» Rejected M
v
&) B Internet
m 5] tmbox - Microse... ‘ 8 Untited - Notepad H (I3 ines[1] H 5] Micrasoft Excel - 1 H @) Moaila Firefax 3., |@ 9:45 M

Step Action

38.

Release the mouse button.

Let us open the document by clicking it.

39.

Click the 4114,1 link.
41141
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@ RFQ: 41141 - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i
OO [ @G| O LoE-LJed s
: Address | €] http:nmt:atsau.atlanta.lncal:snustmﬁmuon.1sp?DAFunc:PoN,NEGjuMMARv&,n:a95&new:trua&addBreadcrumh:v&retawnAM:N&Auctmnm:%?BwIlekquJaRvmeﬂQp(:v ==
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations >
/N Warning
RFQ 4114 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that
they comply with the changes: A
View Amendment History
RFQ: 41141
Actions | Acknowledge Participation || (_Go
Title Sodium Hydroxide (Caustic Soda) -
AP Cpen Date  20-Mar-2008 09:48:31
Status  Active (Locked) Close Date  30-Apr-2008 14:39:00
Tirne Left 41 days 5 hours
Header | Lines  Confrols  Contract Terms
Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Descrigtion THIS IS AN AMENDED DOCUMENT.
Outcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO
LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Wastewater Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CS0, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.’s and for odor control at the CSO's.
Terms
Effective Start Date Total Agreement Armount -
&1Dome 0 [ntemet

Step Action

40. Point to the View Amendment History object.

Let us review the changes to the document by clicking the View Amendment
History.

|¥iew Amendment Histugd

41. Click the View Amendment History link.
|!iew Amendment Histugd
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File Edit View Favorites Tools  Help

@ Amendment History (RFQ @Number) - Microsoft Internet Explorer E]
,9,1

Qe - () |ﬂ E" ',;\J ) search ‘Sn'\}’FavuntEs 2 -dz B - <LE 3

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?DAFunc:PomINQ,AMEND,H15T,SELLER&dncTypem:saaddﬁraad(rumh:v&aucmn,headar,ud:walwmvkvumﬂRvmaane[v] Go

4

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 4] Windows &8 Windows Marketplace @] Windows Media

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

ORACLE Sourcing Home Logout Preferences Help

Negotiations

Negotiations > RFQ: 41141 >
Amendment History (RFQ &Number)

To be considerad for award you must acknowledge each amendment and subrmit (or resubmit) all your responses to ensure that they Acknowledge Amendments |
comply with the changes

Show All Details | Hide All Details

Details Document Number Title |S|a|us |Acknnw|edgemenl Date | Review Changes
P>Show 4114,1 Sodiurn Hydroxide (Caustic Soda) - AP Active (Locked) oo

P-Show 4114 Sodium Hydroxide (Caustic Soda) - AP Amended (Locked)

Returnto RFQ: 4114,1 Acknowledge Amendments )

Copyright (c) 2006, Oracle. Allrights reserved Privacy Statsment

Megotiations | Horme | Logout | Preferences | Help

& hitp:iiditeat:

0, atlanka,10cal: B00S/04 HTMLIOA js070AFUNC=PONING AMEND HIST SELLEREdocC dEreadCrumb=Y2&auction header | & Internet

Step

Action

42.

Point to the Show All Details object.

Please read the message on the top of the page, urging the suppliers to
acknowledge all the amendments and resubmit their responses.

Let us click on the Show All Details to review the changes.
Show All Details|

43.

Click the Show All Details link.
Show Al Details

44,

Point to the Active (Locked) object.

Here we have a summary of the changes made to the document and by clicking
Review Changes we will be able to review the exact changes to the document.

45,

Click the Active (Locked) button.
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&7 Review Changes (RFQ 4114 RFQ 4114,1) - Microsoft Internet Explorer BEE
Fle Edt View Favorites Tools Help w
Qe - () |ﬂ E" ',;\J ) search ¢ Favories 44) -dz B - <LE s
 Address ‘@ http:fjdlitcatsa0, atlanta Jocal: B005/0A_HTMLIOA. jSp?OAFUNRC=PONING_YIEW_MET_CHNGR:addBreadCrumb=\aretainaM=NEcurrent_suction Jd:%?ﬁ"IDVkVIJBJBRY]AeSQDGFDkA[V] Go
PYr - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 4] Windows &8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations > RFG: 41141 > Amendment Histary (RFQ &humber) >
Review Changes (RFQ 4114 RFQ 4114,1)
view RFQ 4114 ) | ¥iew RFQ 4114,1 )
Header 3
RFQ
Label 4114 RFQ 41141
Amendment THIS IS AN AMENDED DOCUMENT. THIS DOCUMENT IS AMENDED TO LET THE BIDDERS KNOW OF THE EVALUATION
Description CRITERIA,
Attributes
Action Attribute Group Attribute Type Value Type Target Value Display Target
Updated Responsiveness to Bid Buyer Evaluated Display Only Text a Yes
Updated Responsible Bidder Buyer Evaluated Display Only Text a Yes
Updated Lowest Bidder Buyer Evaluated Display Only Text a Yes
Notes and Attachments
RFQ 4114
Last Updated [Last Publish to
File Name Type|Description Category |By Updated Usage |Update Delete Catalog
Eederal W9 Form.pdf File -9 FORM - Submittal To 1845 08-Jan-2008 One- rr@g
Supplier Time
CER Widoc13 pdf File Contract Employment Report To 1845 08-Jan-2008 One- rr@g
Submittal Supplier Tirne
“endar Reference Form File ‘Vendor Reference Form To 1845 08-Jan-2008 One- rr@g
Zihrnittal Cihmittal Sunnliar Tirma v
&1Doe 0 [ntemet
Step Action

46.

Release the mouse button.

The application explains all the changes made to the original document in a more
detailed fashion here.

47.

Release the mouse button.

When you review the RFQ, you may now notice that the suppliers are let known
of the evaluation criteria.

48.

Click the RFQ: 41141 link.

Page 150




ORACLE’

User Productivity Kit

Training Guide
iISupplier User Guide

@ RFQ: 41141 - Microsoft Internet Explorer

=

File Edit View Favorites Tools  Help
Qe - () Iﬂ IEL‘ ,;\J ) search Favories {64} -dz B - «LE 3
: Address | €] http:nmt:atsam.atlanta.lncal:snmstmﬁmuon.1sp?paqa:tnraclefappstpnnfnegnnatmntwnquwrytwehuwtpnnweqsumPG&Jw:395&Jw:ags&new:true&addBread(rumh:v&rataumm::v ==
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations >
/N Warning
RFQ 4114 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that
they comply with the changes: A
View Amendment History
RFQ: 41141
Actions | Acknowledge Participation || (_Go
Title Sodium Hydroxide (Caustic Soda) -
AP Cpen Date  20-Mar-2008 09:48:31
Status  Active (Locked) Close Date  30-Apr-2008 14:39:00
Tirne Left 41 days 5 hours
Header Lines  Controls  Contract Terms
Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Descrigtion THIS IS AN AMENDED DOCUMENT.
Outcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO
LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Wastewater Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CS0, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.’s and for odor control at the CSO's.
Terms
Effective Start Date Total Agreement Armount -
&1Dome 0 [ntemet

Step

Action

49.

Release the mouse button.

@ RFQ: 4114,1 - Microsoft Internet Explorer

File Edit View Favorites Tools  Help
Q@ () Iﬂ IEL‘ (0| O ssarch Sl Favortes 2) - ® - <L E 3
§ Address | €] hitp fditcats30.atlanta.local:B005/0f_HTMLIOA, jspPOAFUNc=PON_NEG_SUMMARYE, ri=3958new=tr uetaddBreadCrumb="gretanAM=HaAuctionld="7B1 [DvkVUBJBR Y JAeCRE ¥ ﬂ Go
Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...
 Links @] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace €] Windows Media
Effective End Date Minimum Release Amount ]
Bill-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
Attributes
Show All Details | Hide All Details
Details Attribute Group
¥ Hide Buyer Evaluated
Attribute Attribute Type Value Type Target Value
Responsiveness to Bid Display Only Text 5
Responsible Bidder Display Only Text 5
Lowest Bidder Display Only Text 5
Notes and Attachments
Mote to Suppliers =
Last Updated [Last Publish to
File Name Type|Description Category |By Updated Usage [Update Delete Catalog
Federal W3 Form.pdf File %3 FORM - Submittal To 1845 20-Mar-2008 One- r@b
Supplier Time
CER W3doc13. pdf File Contract Employment Report To 1845 20-Mar-2008 One- rr@g
Submittal Supplier Time
Wendor Reference Form File “endor Reference Form Submittal.  To 1845 20-Mar-2008 One- rr@g
Submittal pdf Supplier Time
Header Lines  Controls  Contract Terms gl
&1 Done B Intermet

Page 151




Training Guide
iISupplier User Guide

ORACLE’

User Productivity Kit

Step

Action

50.

Point to the object.

You may now notice the evaluation criteria being displayed under the Attributes
Section.

| Responsible Bidder |

@ RFQ: 41141 - Microsoft Internet Explorer

File

: Qe - () Iﬂ IEL‘ )| ) search ¢ Favoriies

Edit View Favorites  Tools

MBI
",l

Help

<3

¢ Address @) htep: fditcatsa0. atlants.Jacsl:B005(0A_HTHLIOA.jsp?OAFURC=PON_NEG_SUMMARYVE:_i=3368new—trustaddBresdCrumb="aratainAM=hesAuctionld="67BIIDvkvUBIBR Y Jnea0pe v | [£] Go

"¢

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE Sourcing

Home Logout Preferences Help

Neg
Megatiations >
RFQ: 4114,1
Actions
Title Sodium Hydroxide (Caustic Soda) -
AP Open Date  20-Mar-2008 09:48:31
Status  Active (Locked) Close Date  30-Apr-2008 14:59:00
Time Left 41 days 4 hours
Header | Lines  Controls  Contract Terms
Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Description THIS IS AN AMENDED DOCUMENT.
Qutcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO
LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CSO, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.'s and for odor control at the CS0's.
Terms
Effective Start Date Total Agreement Arnount
Effective End Date Minimum Release Amount
Bil-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency

RFQ Currency USD Price Precision  Any

) http:jiditcats30, atlanta Jocal:Z005/0A  HIMI QA isp?0AFNC=PON WEG SUMMAR

ri= =" ctionld

80 [nfermet

Step

Action

51.

Click the Go button.
Let us now learn to acknowledge amendments.

It is mandatory that suppliers acknolwedge all the amendments made to a sourcing
document by the City.

Chose "Acknowledge Amendments" from the Actions list and click Go button.
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@ Acknowledge Amendment (RFQ 4114,1) - Microsoft Internet Explorer
File Edit View Favorites Tools Help i
Qe - © (¥ [@ @0 O s g Favartes €3 - & <LE s
: Address ‘@ http:nmt:atsan.atlanta.lncal:snmstmﬁmuon.1sp>paqe:tnraclefappstpnnfnegnnannntwnquwrytwehuupnnweqsumpa&mzs%&,vw:ags&new:nue&addaread(rumb:v&rataumm:[v] Go
PYr - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 4] Windows &8 Windows Marketplace @] Windows Media
ORACLE' Sourcing Home Logout Preferences Help C
Menotiations > RF@ 41141 >
Acknowledge Amendment (RFQ 4114,1)
To be considerad for award you must acknowledge each amendment and subrmit (or resubrmit) your response to ensure your response Cance| ) (Acknowlecge )
complies with the changes E
Acknawledge |
[J1 have read the terms and conditions below and acknowledge amendment RFQ 4114 1,
Header
RFQ
Label 4114 RFQ 41141
Amendment THIS IS AN AMENDED DOCUMENT. THIS DOCUMENT IS AMENDED TO LET THE BIDDERS KNOW OF THE EVALUATION
Description CRITERIA,
Attributes
Action Attribute Group Attribute Type Value Type Target Value Display Target
Updated Responsiveness to Bid Buyer Evaluated Display Only Text a Yes
Updatad Responsible Bidder Buyer Evaluatad Display Only Text a Yas
Updatad Lowest Bidder Buyer Evaluatad Display Only Text a Yas
Notes and Attachments
RFQ 4114
Last Updated [Last Publish to
File Name Type|Description Category |By Updated Usage |Update Delete Catalog
Federal W3 Form.pdf File 'W-9 FORM - Submittal To 1845 08-Jan-2008  One- T@g
Supplier Time
CER WOdoc13 pdi File Contract Employment Report To 1845 08-Jan-2008  One- =8 [w]
&) htto: difiteats 0 atlanta Jocal: B00S/08 HTMLIOA jso70aoe=lora: neqotiation/inauire/webuifnoneaSumPGE: r=3968, ri=395 80 [nternet

Step Action

52.
option.

acknowledge the amendments.

Click the I have read the terms and conditions below and acknowledge amend

After careful review of the amendments, you are required to check the box and

53. Click the Acknowledge button.

Acknowledge )
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@ Confirmation - Microsoft Internet Explorer E]
,9,1

File Edit View Favorites Tools  Help

Qe - © - [x] @] €| O seach g Fevartes €3 - & «LE 3

 Address ‘@ hittp: fjditcatsa0. atlanta bocal:B005/0A_HTMLIOA, jspepage=forade anps ponfresponse facknovledgefwebuifponamendacksPGe:_ri=396eauction Jd:“ﬂnﬂﬁ"hzl“fnleDVkVLlBJBRVJF\E["] Go

LY -

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

ORACLE Sourcing Home Logout Preferences

Negotiations

Confirmation
All amendments of Negotiation 4114 have been acknowledged successfully. You may now
respond to the negotiation. Do you want to proceed?

If a response has been submitted previously, resubmission is required to ensure the response
cornplies with the changes.

Mo [es)
Megotiations | Home | Logout | Preferences
Copyright (c) 2006, Oracle, Al rights reserverd. Privacy Stalement
&) pone 0 [ntemet

Step

Action

54.

Click the No button.

The confirmation message indicates that you had acknowledged the amendments
sucessfully and if you would like to continue submitting a response, you may click
on "Yes".

In our example, we are now going to click "No".
b

55.

Congratulations.

You have now sucessfully learned how to review a sourcing document using this
application.
End of Procedure.
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How to view RFQ lines?
In this exercise, let us learn to review the line items on an RFQ.

In the previous exercise, we learnt how to review the lines. That was good enough if you have
only a few lines like the one we had in our example.

But typically, City solicits a lot of products in a single sourcing event and they usually result in a
contract (over a finite period of time) with the suppliers.

Let us now learn to review such solicitations with larger number of items being solicited for.
The application allows suppliers to download the pricing sheet to a spreadsheet. It allows you to
work on the spreadsheet independently and once you compile your responses and pricing, you
can upload your pricing sheet from your spreadsheet. In this exercise, you will be learning to
download the line items to a spreadsheet and as a part of "How to import a response from a
spreadsheet?", you will be learning how to upload your spreadsheet back as your pricing sheet.
CAUTION:

If you are planning to import the spreadsheet as your response then:

1. DO NOT ALTER the order of the columns (if you are planning to import the spreadsheet
back).

2. DO NOT ALTER contents of the colunm titled "* End of line delimiter".

3. DO NOT ALTER the header row.
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@ Oracle Applications Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

: Al @ N 3 R
Q- Q[ @ ) search 7 Favortes ) - w-LJYNE S
{ Addrass |&] hitps/fditcatsa0. atlantaocal: B9050A_HTMLOA. jsp? OAPUNE=0AHOMEP AGER pas=tHKAgUGE nTbpasLiReLy.. B> E

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
(_Edit Navigator ( Edit Faworites
[ COA iSupplier 3-Way Yendors Sourcing You have not selected any favarites. Please use the
[W]COA Sourcing Suppliel B Sourcing Home Page "Edit Favorites” buttan to set up your favorites.
& warklist

Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al righls reserved. Privacy Statement
|&] pane 4 Internet

Step Action

1. Click the Sourcing Home Page link.
|S|:|ur|:ing Home Paie
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@ Negotiations Home - Microsoft Internet Explorer E]
Fle Edt View Favorites Tools Help o
: Qe - () |ﬂ E" (f) | J) search 7 Favertes 4 -dz B - «LE 3
 Address ‘@ hittp:fjditcatsa0, atlanta Jocal: 6005/0A_HTMLIRF jspefunction_id=175736resp_id=503436resn_appl_id=396asecurity_group Jd:D&Iang;nda:IJS&params:ﬂrEBUZthu]MRmSSVE[V] Go
PN - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances @] Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media
A
Home Logout Preferences Help
Search Open Megotiations Go )
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses (e
Press Full List to view all your company's responses Full List )
! hany " Frere G e B A . This container can hald
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages it e 66 =
No results found ctive and Draft Responses Table bidding procedures to
help vendors
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodium Hydroxide (Caustic Soda... RFQ 11 days 1 hour
PAYSITE 4141 Sodium Hydroxide (Caustic Soda... RFQ 41 days 4 hours
Quick Links
Manage View Responses
o Drafts o Active
® Deliverables o Disgualified
o Personal Information o Awarded
* Rejected
[ea]
&1Doe 80 [niemet

Step

Action

2.

Point to the 4114,1 object.

Click the 4114,1 link.
Let us take a brief moment to explore this Sourcing Home Page.

The first section is "Your Active and Draft responses”. In this section you may
find all your responses that are active or in progress. Currently this section is
empty.

Under this section, we have "Your Company's Open invitation. In this section you
may find the current Solicitation that we are trying to acknowledge.

In the bottom of the page, you will find the "Quick Links" section. In this section
you will have shortcuts to many of the often used features.

Point to the Lines object.

Let us review the line items of this RFQ.

Lines

Click the Lines link.

Lines
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@ RFQ: 41141 - Microsoft Internet Explorer u@ﬁ
File Edit View Favortes Tools  Help i

: Qe - © (%] @] €| O seach g Favartes € - & «LE 3
{ Address | @] hiepu/jditcats30. atlanta JocaliB005/OA_HTMLIOA, j5p?page=jorade/apps/pon/neqotiation inquiryjwebUljponhieSUMP e ri=3966_ri=396Anew=trusadderadCrumb=Varetainabt: ¥ ==
¢ 2 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 4] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations >
RFQ: 4114,1
Actions | Acknowledge Participation [v] (Go
Title Sodium Hydroxide (Caustic Soda) -
AP Open Date  20-Mar-2008 09:48:31
Status  Active (Locked) Close Date  30-Apr-2008 14:59:00
Time Left 41 days 4 hours
| Lines | Controls Cantract Terms
Display Rank As  No indicator displayed Price Factors None
Ranking Price Only
Line Item, Rev Category Unit Estimated Quantity  Best Quote Price (USD) Active Responses  Time Left
1 [3 Sodium Hydroxide - (PER EACH Sealed Sealed 41 days 4 hours
1.1 Intrenchiment Creek 180.3080 POUND 10000 Sealed Sealed 41 days 4 hours
1.2 oy Creek 180.3080 POUND 1,200,000 Sealed Sealed 41 days 4 hours
1.3R.M. Clayton W.R.C. incl... 180.3080 POUND 9,700,000 Sealed Sealed 41 days 4 hours
1.4 Elint River purnping Stat... 180.3080 POUND 300,000 Sealed Sealed 41 days 4 hours
2 [§ Sodium Hydroxide - (PER .. Sealed Sealed 41 days 4 hours
2.1 Intrenchment Creek 180.3030 POUND 10,000 Sealed Sealed 41 days 4 hours
2.2 Utoy Creek 180.3030 POUND 1,200,000 Sealed Sealed 41 days 4 hours
JR.N. Clayton W.R.C. incl.. 9925349 POUND 9,700,000 Sealed Sealed 41 days 4 hours
4 Flint River purmping Stat 9925349 POUND 300,000 Sealed Sealed 41 days 4 hours
5 [} Sodium Hydroxide Caustic Sealed Sealed 41 days 4 hours
5.1 Intrenchment Creek 932 5343  POUND 10,000 Sealed Sealed 41 days 4 hours
5.2 Utoy Creek 932 5343  POUND 1,200,000 Sealed Sealed 41 days 4 hours e
&1 0 [ntemet

Step

Action

Click the Actions list.

As you may have noticed, that this RFQ has a larger number of items than the one
that we saw in the previous exercise. (Usually the number of items would be a lot
more than this example as well).

Let us learn to browse these lines in a much easier format.
IAcknanedge Participation 7'

Click the Export to Spreadsheet list item.

The application allows suppliers to export the line items to a spreadsheet making it
easier for the suppliers to work with the requested items.

Suppliers can work on the spreadsheet independently and once they are done
creating the responses and pricing sheet, the application will then allow them to
upload their spreadsheet as responses to the RFQ.

[Export to Spreadsheet {
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Step

Action

8.

Click the Go button.
CAUTION:
If you are planning to import the spreadsheet as your response then:

1. DO NOT ALTER the order of the columns (if you are planning to import the
spreadsheet back).

2. DO NOT ALTER contents of the colunm titled "* End of line delimiter".

3. DO NOT ALTER the header row.

&1 Export To Spreadsheet (RFQ 4114,1) - Microsoft Internet Explorer E]
:,l

File Edit View Favorites Tools  Help

Qe - ©  [x] B €| O scach g Favartes & = LE 3

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfnegnnatmnnnquwrytwehmtpnnweqsumPG&J:395&Jw:ags&new:true&addBread(rumh:v&rataumm:[v] Go

LY -

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

ORACLE Sourcing Home Lonout Preferences Help

Negotiations

Negotiations > RFQ: 41141 >
Export To Spreadsheet (RFQ 4114,1)

RFQ Currency USD
Quote Currency  USD

Export Spreadsheet
Export )
Return to RFQ: 4114 1

Megatiations | Home | Logowt | Preferences | Help

Copyright (c) 2006, Oracle. Al rights ressrved Privacy Statemert
&) Done 8 Infermet
Step Action

9.

Click the object.

Lines v

Page 159




Training Guide ORACLE
|Supp||er User Gu|de User Preductivity Kit

@ Export To Spreadsheet (RFQ 4114,1) - Microsoft Internet Explorer Q
Fle Edt View Favorites Tools  Help 5
: Qe - © ¥ B €| Osearh Siprenes @ (-1 W [ E

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfnegnnatmnnnquwrytwehmtpnnweqsumPG&J:395&Jw:ags&new:true&addBread(rumh:v&rataumm:kl B

¥ - Search wab || | | ...attempting to retrisve buttons from ahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE Sourcing Home Logout Preferences Help

Negof

ns

Negotiations > RFQ: 41141 >
Export To Spreadsheet (RFQ 4114,1)

RFQ Currency USD
Quote Currency  USD

Export Spreadsheet
| Export
Return to RFQ: M!

Megatiations | Home | Logowt | Preferences | Help

Copyriht (c) 2006, Oracle. Al rights reserved Privacy Statsment
&) hitp:iiditeats30. atlanta ocal: B00S/0A  HTMLIOA, isn7page=/orac negotiation/inguiryfwebui/ooneaSumPGa, ri=3968 =395 & Internet

Step Action

10. Click the Export button.

&) BE=
7y

File Edit View Favorites Tools  Help [

NG A . B
Q- © [ [& @) Pooorer Poramnes @ (-1 W [JYK 3
Address \@ http:nmt:atsan.atlanta.lncal:snnston,HTMuon.;sp?page:tnraclefappstpnnfnegntiatinnnnqumwehu\tpnnNegsumPGegw:395&Jw:3Qs&new:true&addﬂread(rumn:v&ratainAM:M Go

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links @] Free Hotmall ] Windows &8 Windows Marketplace @] Windows Media

ORACLE Sourcing Home Logout Preferences Help
Negof

Megotiations > RFQ 41181 >
Export To Spreadsheet (RFQ 4114,1)

E

File Download - Security Warning

RFQ Currency  USD Do pou want to open or save this file?
Quate Currency  USD
Export Spreadsheet @ Name: responselines.zip

Topes (G essar) (il ey
Type Fiom: ditcats30.atlanta.locsl
| Export

Return to RFQ- 41141

[ open | [ sae [ camel

Copytight (c) 2006, Oracle. All rights reserved. Privacy Staterment

patentially harm your computer, If you do not trust the sawrce, do not

@ “hile files from the Internet can be useful, this file type can
open of save this softwane L/hats the risk?

Y

tart downloading From site: htto: fiditcats30, atlanta.|ocal:B005/0A HIMLIOA ispPoage={oraclefapps/oar reation/webuiln &8 Internet
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Step

Action

11.

Click the Open button.
You may require an unzip software for this.

If you are using Microsoft XP and above, then this is a built-in capability.

or
Press [Alt+0O].

3|

i
(A
X

: Gﬁack ) |ﬂ @ ;‘J /.j“Search \;'E(Favnr\tes L %) - i _J %s il 3

{ address [ €] hitp/iditcats30. atlants.ocl:B0050A_HTMLIOR.jsp?pags=joracle/apps{ponregotistionjinguiry)webuifponhiegSUmPGes, =398 ti=396anew=trusiaddareadCrumb=Yeretainam: v | [£Y Go

e - [search web ]| | | ..attempting to retrieve buttons from fahoo!...
i Lk ] Oracls bew Ind (1] raspanseL ines[1] 9=/
RACI_E File Edit  Wiew Favorites Tools  Help :" Help
¢ D - ¥ | Osearch [ roders | [ m_
Megofiations > BFG: sirecs L] C:\Documents and Settings|swoodiLocal SettingsiTemparary Intermet FilesiContent. IE5\2615vG30iresponseL nes(1].2ip B E
Export To Spreq @
]
[ Yot S 11| Folder Tasks (2} i 6
Quote Currency  U§ ] Extrsct al Fles ExportedLines  Quote-RF..,
-RFQ4114,1
Expert Spreaq
Type IE Other Places £
Export
| & zesveo

Return to RFQ: 4114 () My Documents
Wty Network Places
Capyright (c) 2008, Orac [——

Details ¥

&) Dane

2 objects

Step

Action

12.

Click the ExportedLines-RFQ4114,1 list item.

13.

Press [Enter].
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& - R
Fle £dt View Favortes Tods  Help -
{ Qe - () |ﬂ E" ;‘J /:]Search \:.E(Favuntes o K- :; b JEE 3

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfnegnnatmnnnquwrytwehmtpnnweqsumPG&J:395&Jw:ags&new:true&addBread(rumh:v&rataumm:kl Go

PYr - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

i Links €] Oracle New In< (1 =1

ORACLE

File Edit Wiew Favorites Tools  Help b

) ®)
Qe - © - & D) search ([ Folders

Megotiations > BFQI: ajyess (T3 c\pacuments and S

Export To Sprez File Download

RFQ Currency  USD

Quote Curency US| E oo brtract ol Fies

orseLines[1].2ip Go

Da you want ta open this file?

Export Spread = Mame: Exportedlines-RFQ4114,1.xls
HH Type: Microsoft Excel worksheet
Tyze [Lines File and Folder Tasks

Lrpont (3 Move this fle [

Return to RFQ: 4114 [ Copy this file
X Delsts this fils

Copyright (c) 2006, Orac @ ‘while files from the Intemet can be ussful, some filss can potentiall oy Stetement

harm your computer. If you do not rust the source, da not open this

Other Places file. What's the risk?

= 2615¥630
() My Documents
W My Netwark Places

Details ¥

Elome 1 objects selected

Step Action

14. Click the Open button.

or
Press [Alt+O].

15. End of Procedure.
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How to create an RFQ/RFI response
How to create and RFQ/RFI response?

Procedure

By the end of this exercise, you will be able to submit a response to a City's solicitation online.

In this exercise, we are going to learn the following:

1. Create quote

2. Manage Draft Quote
3. Add Attachments
4. Submit Quote

&7 Login - Microsoft Internet Explorer

i File Edt View Favortes Tools  Help

: Qﬁack ) Iﬂ IEL‘ (0 | f search .7 Favortes 2 - i @._5 ol ¥
i Address | €] http/jditeats30. atlanta.Jocal:B005/0A_HTHLjAppsLocallogin. jsp?cancelUrl=jOA_HTML{AppsLocalLogn. jspiangCode=Lstuserame=YOLRMAILIDY40EMAILPROVIDER. COM

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

Links 48] Oracle New Instances &) Custarize Links 4] Fres Hotmail ] Windows %2 Windows Markstplace @] Windows Media

MEX]
;,!

v| B so

ORACLE E-Business Suite

Login
Username | YOURMAILID@EMAILPROYIDER.C

Password | sesesses|

Login )

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

&) Dane B Internet

Step Action

Click the Login button.
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@ Oracle Applications Home Page - Microsoft Internet Explorer E]
Fle Edt View Favorites Tools  Help

Q- Q- [¥ @A ) search 5o Fevertes () -2 m- L JE S
 Address ‘@ http:/fditcats30. atlanta.Jocal: S005/08_HTMLIOA. jsp?OAFUNC=0AHOMEPAGE k] Go

Y- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace €] Windows Media

ORACLE' E-Business Suite

F.'

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites

(_Edit Navigator ( Edit Faworites
[0 COA iBupplier 3-Yay Yendors Please select a responsinilty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.

Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

|&] pane

4 Internet

Step Action

2. Point to the COA Sourcing Supplier object.
[c0& Sourcing Supplied

3. Click the COA Sourcing Supplier link.
COA Sourcing Supplie

Page 164



ORACLE Training Guide
Usor Productiviy i iISupplier User Guide

@ Oracle Applications Home Page - Microsoft Internet Explorer

©OFle Edit View Favorbes  Tools  Help L
Q- Q- [¥ B ) search Soraote: &) (-0 B - | S EH B
§ dlhess | €] Pitpiditcats30. atlantalocal:8005{0_HTMLIOR.jsp7OAFUNc=0RHOMEP AGER:aIR egicnApplicationls Respld=503438navRespAppld Grpld tionid=1)v | [£ Go

Y- search ek || | | ..attempting to retrieve buttons from vahoot...

 Links @] Oracle New Instances (&) Customize Links (&) Free Hotmall (&) Windows %5 Windows Marketplace &) Windows Media

ORACLE' E-Business Suite

Looout Preferences Helo

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
| Edit Mavigator |_Edit Faworites
K Sourcing You have not selected any favarites. Please use the
[E]C0A Sourcing Supplie = Sourcing Home Page "Edit Favorites” button to set up your favorites
B warklist

Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

&) ® Intermet

Step Action

4. Point to the Sourcing Home Page object.

|S|:|ur|:ing Home Page

5. Click the Sourcing Home Page link.

[Sourcing Home Pags]
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@ Megotiations Home - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help o
Q- Q- [¢ @ ) search 5o Fevertes () - @ - LE 3
{ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.IucaI:SUUSﬂOA_HTMLﬂRF.]sp7Functlun_\d=l7573&rEsp_\d=50343&resp_app\_\d=396&secunty_gruup_\d=U&.|ang_EudE=US&uarams=UrBBUbequJ4Rm55V9[V] Go
i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...
 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media
~
55
Aﬂﬂ_ﬂtaswmi"g Home Logout Freterences Help
4
4
Search Open Megotiations Go )
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses IEmeden
Press Full List to view all your company's responses Full List )
4 heny " —— e B A . This container can hald
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages i e 66 =
Mo results faund bidding procedures to
o help vendors
Your Company's Open Invitations
Full List )
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodium Hydroxide (Caustic Soda RFQ 10 days 22 hours
PAYSITE 41141 Sodium Hydroxide (Caustic Soda RFQ 41 daye 1 hour
Quick Links
Manage View Responses
o Drafts o Active
o Deliverables o Disgualified
o Personal Information o Awarded
e Rejected
[ea]
|&] pane 4 Internet

Step Action

6. Point to the 4310 object.
Let us take a brief moment to explore this Sourcing Home Page.

The first section is "Your Active and Draft responses”. In this section you may
find all your responses that are active or in progress. Currently this section is
empty.

Under this section, we have "Your Company's Open invitation. In this section you
may find the current Solicitation that have not been acknowledged/resopnded yet.

In the bottom of the page, you will find the "Quick Links" section. In this section
you will have shortcuts to many of the often used features.
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@ Megotiations Home - Microsoft Internet Explorer

Fle Edt ‘iew Favortes Tods  Help o
: A o Y a
H - " ) " - - " by

Q- O ¢ [A & ) seareh 7 Faverkes 2) 2 E-LJYE 3
¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIRF jsp?function_id=175736resp_id=503438resp_app|_id=3968sesurity_group_jd=D8lang_code=UStparams=0rgslizbbru ) Rmssval v | [ 6o

" Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

Home Logout Preferences  Help

Search Open Negotiations

Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses
Press Full List to view all your company's responses Full List )

Information

This container can hald
information such as
bidding procedures to
help vendors

Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
Nao results faund

Your Company's Open Invitations

Full List )
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 4310 Sodium Hydroxide (Caustic Soda RFQ 10 days 22 hours
PAYSITE 41 Sodium Hydroxide (Caustic Soda RFQ 41 daye 1 hour

Quick Links

Manage View Responses
o Drafts
e Deliverables
o Personal Information

Active

Disqualified
Awarded

Rejected

LE]httu:#dltcatswat\anra local:B00S/0A_HTMLOA jsprOAFuNc=PON_NES_SUMMARYE: ri=3968new=truefaddBreadCrumb=y8retainAt=reAuctionld 4 Internet

Step Action

7.

Click the 4310 link.
Let us respond to RFQ 4310.

Click the RFQ number to open the document.
B |

Click the Create Quote list item.

Choose Create Quote from the Actions list.
ICreate Quote {

Click the Go button.
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@ Terms and Conditions - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i
Qe - © - [x] @] €| O seach g Favartes €3 - & <LE s
¢ Address @http:fﬂd\ttatsaﬂ.atlar\ta.Incal:BDDEtD,{HTMUOA.]sp?paqe:tnraclefappstnnnfnegntlatlnr\l\nqu\rytwehu\tnnnNeqSumPG&J:SQE&J\:BBE&new:true&addBread(rumh:v&ratalnAM::V ﬂ G
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcin Home Logout Preferences Help L
Negaotiations > RFG: 4310 =
Terms and Conditions
The following terms and conditions rmust be accepted before a quote is placed in this RFGL Cancel ) (_Accept )
) http:iiditcatsa0, atlanta Jocal:3005/04 HTMLIOA, jsp?nage=jorar negotition/inguiry/webui/oonNeoSumPGe, r=3968 =39 &0 Internet .
Step Action
10. Click the Accept button.
You have to accept the City's Terms & Conditions before responding to the RFQ.
This Terms & Conditions are in addition to the Terms & Conditions specified in
the solicitation document.
11. Point to the (example: 20-Mar-2008) object.
You may let the City know how long this response is valid.
While the execution of a contract will hold the Contractual price for the contract's
duration, this date is to let the City know, how long you will hold this price before
the City makes a decision. In some solicitations, the City might dictate the
minimum number of days that you might require to hold the Quote.
Nevertheless, it will be a good practice for you to let the City know this
information.
12. Click the (example: 20-Mar-2008) button.

Please make sure that your Popup blocker is turned off.
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&) Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer o=
¢ File View Favortes  Tools  Help o
Qs © [ @ G Lo foromm @ -5 W LJHE B
: Address ‘@ http:nmt:atsam.atlanta.Incal:snmstmﬁmuon.|sp>page:tnraclefappstpnnfrespnnsetcreatmnfwenuu‘pnnAccTarms(nnanG&,n:aes&mdNumher:%?B%z1%2maskmuemzonkl Go
Yt - Search web || | | ...attempting to retrisve buttons from Yahoo!...
Links @&] Oracle New Instances &) Customize Links &) Free Hotmail &) Windows &2 Windows Marketplace &] Windows Media
Home Logout Preferences Help “
o
|
Megotiations > RFG: 4310 = A
@ http: ffditcats 30.atlanta. loc. .. Q@
=) 2008 =] Cance| Wiew RFQ) Quote By Spreadsheet Sawe Draft Continue
v Sun Mon Tue Wed Thu Fri Sat
Title Sodiofl 24 25 25 2F 28 29 1 Time Left 10 days 22 hours E
Supplier Site . PAYS| 5 5 4 s c 7 @ Close Date 31-Mar-2008 11:49:49
RFQ Currency USD Quate Valid Until |
Quote Currency  USD g9 m 1 12 13 14 15
Frice Precision A
feefennt AW g a7 e o9 B 21 2 Reference Number
23 24 28 X% 27 B M Mote to Buyer
30 31 1 2 3 4 &
Add Attachments @ .
Mo results found. & © Internet
Mo search conducted
Preview Contract Terms
Mo variables found. M
|&] pone B Internet

Step

Action

13.

Click the 26 link.

Choose the quote date from the popup window.
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@ Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help "

7 e A

Q- Q[ B ) seareh 7 Favertes 2 - & JEE 3

§ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.lucal:SUUSﬂOA_HTMLﬂOA.]sp7Dage=ﬂuraclefappsﬂuun;’respunseﬂ\:reat\unfwebulfpunAccTermsCDnanG&_n=396&}:\dNumber=%78%ZI%ZIOaSMGuEWZOn[V] Go

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links &] Free Hotmall (&) Windaws &5 Windows Marketplace €] Windows Media

ORACLE Sourcing Home Looout Preferences Help

Negotiations

Megotiations > RFG: 4310 >
Create Quote: 5005 (RFQ 4310)
Cance| Wiew RFQ ) | Quote By Spreacisheet Sawe Draft ) ( Continue

¥ Header
Title  Sodium Hydroxide (Caustic Soda) Time Left 10 days 22 hours E
Supplier Site  PAYSITE Close Date  31-Mar-2008 11:49:49
RFQ Currency  USD Quote Yalid Until  EIEEDNE | [E

Quote Currency  USD
Price Precision  Any

Reference Mumber
Mote to Buyer
Attachments

Add artachments
File Hame Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo results found

Attributes
Group Attribute Attribute Type Target Value Quote Value
Mo search conducted,
Contract Terms
Preview Contract Terms |

Variables
Details Section Clause Variable Description Value
Mo variahles found v]
&) Done 4 Internet

Step Action

14.

INTERNAL REFERENCE NUMBE#".

If you are tracking it by any internal reference number, you may input that for
your reference.

15.

TO BUYER".

you may do so here.
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@ Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer E].
File Edit View Favorites Tools Help o
Qe - () |ﬂ @ ',;\J D search ¢ Favories 44) -dz B - <«LE 3
: Address ‘@ http:nmt:atsam.atlanta.IncalzsnnstDA,Hmqu.|sp>paqe:tnraclefappstpnnfrespnnsetcreatmnfwenuufpnnRespnnsePG&,n:aes&app:%?a“fnz1%21A5E.wr]?HtuRGKxByeq?tDA%i[v] Go
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
Attributes [a]
Group Attribute Attribute Type Target Value Quote Value
Mo search conducted,
Contract Terms
Preview Contract Terms )
Variables
Details Section Clause Variable Description Value
Mo variables found.
Deliverables
& Indicates deliverable is averdue X Indicates responsible party failed to perform the deliverable
Deliverable Name Due Date Status Alert Update
Mo deliverables found
Lines
© Indicates more information requested. Click on the Update icon
Start Target Quote Estimated Target Minimum Release Quote Minimum Release
Line Update Price Price Price Unit Quantity Amount Amount
1 Intrenchment Cree / POUND 10,000 3
2Utoy Crask glLines table POUND 1,200,000
IR, Clayton W.R.... / EACH 9,700,000
4 Flint River purmpi / EACH 300,000
Cancel iew RFQ Quote By Spreadsheet Save Draft | | Continue
Megotiations | Home | Logout | Preferences | Help [ ]
v
&) htto: it ats 30, atlanta Jocal: B00S/08 HTMLIOA iso70aoe=lora: onse/creation/webu/oonR esponsePGE: 1i=3968300="5 7" 80 [nternet

Step Action

16. Click the Update button.

You may click on the Update pencil icon to view the line details before quoting.
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@ Create Quote 5005: Line 1 (RFQ 4310) - Microsoft Internet Explorer E]

{ File Edb View Favortes Tools Help

: ; " | oo i .

H > N ) - o

H e tsck - () - (%] [&] €| O search g Favortes & & M % ﬁ 3

{ dlhess | €] hitpiditcats30. atlanta.ocal:8005{0_HTMLIA.jsppage=oracle/apps{ponjrespansejcreation/webui/ponResponseP Gt ri=3968app="76%21%21AS6wr7HURGKxByed7t0A% . v | [£J 6o

Y- search ek || | | ..attempting to retrieve buttons from vahoot...

 Links ] Oracle New Instances (@] Customize Links (&) Free Hotmall (&) Windows %5 Windows Marketplace (@] Windows Media

a

ORACLE Sourcing Home Looout Preferences Help

Negotiations

Create Quote 5005: Line 1 (RFQ 4310) Line |2 UtoyGreek  [v|Go)

(Cancel) (Save Draft) (Agpply

Description  Intrenchment Creek Close Date  31-Mar-2008 11:49:49
Unit POUND Quate Currency USD
Start Price Target Minimum Release Amount
Target Price

Quote Minirmum Release Amount
Quate Price 12099

Estirated Quantity 10,000
Notes and Attachments
Mote to Buyer

|Add Attachments
File Name Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo results found

|_Cancel ) | Save Draft ) | Apply

Megatiations | Home | Logowt | Preferences | Help

&) Done.

® Internet

Step

Action

17.

Point to the object.

You may enter the quote price in this page by entering your value in the Quote
Price field.

You may quote for the other lines by choosing other lines from the box shown.
2 Utoy Creek [V]
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@ Create Quote 5005: Line 1 (RFQ 4310) - Microsoft Internet Explorer E]
w

File Edit View Favorites Tools  Help

{ Q- O €A ) search 5o Favertes () - & LE 3

{ Address | ] hitp fulicats30. atkanta.Joral: 005/ 0 _HTHL{.jspPpage=forade/appsfponresponsecreation/webuifpon RespunseP Ge,_ri=3368app="7B%21 %21 ASSwrTHIURGK Byed DA% ¥ | (£ G0

LY -

 Links ] Oracle New Instances {&] Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

Searchweb || | | ...attempting b retrieve buttons from fahoo!...

ORACLE' sourcing Home Logout Preferences Help
Create Quote 5005: Line 1 (RFQ 4310) Line |2: Utoy Creek | Co
Cancel Sawe Draft Apphy
Description  Intrenchment Creek Close Date  31-Mar-2008 11:49:49
Unit POUND Quote Currency  USD
Start Price Target Minimum Release Amount
Target Price Quate Minimum Release Amount
Quote Price 12093

Notes and Attachments
Mote to Buyer

Add Aftachments
File Name Type  Description Cateyory Last Updated By Last Updated Usage Update Delate
Mo results found

Estimated Quantity 10,000

Cance| Save Draft Apply

Megotiations | Home | Logout | Preferences | Help

€] http:/jditcats30. atlanta local: B005/CA_HTMLIOA. jsp?page=/oraclejapps/ponjresponse/creationwebuifponResponsePGe, ri=3968app=":7E% Internet

Step

Action

18.

Click the Apply button.

Agply )

19.

Enter the desired information into the EACH field. Enter "22.99".

You can submit your price in this page itself as shown here.

20.

Enter the desired information into the EACH field. Enter "18.99".

21.

Point to the Save Draft object.

Usually, we may not be able to finish responding to a solicitation in one sitting. It
is threfore necessary for us to have the ability to save our work as a draft and
continue later from where we left off.

We are now going to demonstrate that.

Let us first save our work by clicking Save as Draft button.

22.

Click the Save Draft button.
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@ Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help "

i . Al D A 3
Q- O €A ) seareh 7 Favertes 2 - & L E S

§ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7page=ﬂ0raclefaup5ﬂpunfrespunseﬂ\:reat\unfwEbulfpunRespunsePG&_n=396&app=%78%21%21A56wr]7HtuRGKxBye‘ﬂtDA%?[V] Go

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links (&] Free Hotmall (&) Windaws &5 Windows Marketplace &) Windows Media

ORACLE Sourcing Home Looout Preferences Help

Negotiations

Megotiations > RFG: 4310 >
[E. Confirmation
Quate 5005 for RFQ 4310 (Sodium Hydroxide (Caustic Soda)) has been saved as a draft

Create Quote: 5005 (RFQ 4310)

Cance| Wiew RFQ | | Quote By Spreadsheet ) | Sawe Draft ) | Continue )

¥ Header
Title  Sodium Hydroxide (Caustic Soda) Tirne Left 10 days 22 hours
Supplier Site  PAYSITE Close Date  31-Mar-2008 11:49:49
RFQ Currency  USD Quate Valid Until |26-Mar-2009

Quote Currency  USD

- - example: 20-Mar-2006
Price Precision  Any ¢ © )

Reference Mumber | VOUR INTERMAL REFER
Mote to Buyer | YOUR NOTE TO BUYER

Attachments

Add Attachments
File Name Type  Description Category Last Updated By Last Updated Usage Update Delete
M results found.

Attributes
Group Attribute Attribute Type Target Value Quote Value
No search conducted
Contract Terms
Preview Contract Terms )

[ea]

&) 4 Internet

Step Action

23. Point to the Confirmation object.

Make sure you get this confirmation message before proceeding.

It is also a good habit to save our work periodically, just in case.
Let us take a break from responding by going away from this page.

Let us click on the Negotiations Tab to go to the Sourcing Home Page.

onfirmation
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@ Negotiations Home - Microsoft Internet Explorer E]
D OFle Edit View Favorbes  Tools  Help o
] A @ A
N E RS |ﬂ @ ()| JO ssarch g Favortes E) - B - JEE 3
{ Address ‘@ http:/{ditcats30. atlanta local: 3005/ 04 _HTHLIOA. jspep: le/appsipan/h g/webuijponSelHam: ru&_n=396&0AHP=PON_5RC_SUPPLIER_USER_HOME&OASF=[V] Go
Y- Searchweb || | | ...attempting to retrieve buttons from Yahoo!.
 Links (] Oracle New Instances {&] Customize Links & Free Hotmail (&) Windaws %5 Windows Marketplace &) Windows Media
~
B
Aﬂaﬂtasw"i"g Home Logoul Preferences Helo
Search Open Negotiations Go
Welcome, YOUR FIRST NAME YOUR LAST MAME.
Your Active and Draft Responses Information
Press Full List to view all your company's responses Full List
v " .y P — A This container can hold
Response Response Supplier Negotiation Unread D SIEh 5 E
Number Status Site Humber Title Type Time Left Monitor Messages bidding pracedures ta
5005 Draft PAYSITE 4310 Sndlun_'v Hydroxide RFQ 10 days 22 hours a help vendars.
(Caustic Soda)
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 41141 Sodiurn Hydroxide (Caustic Soda RFQ 41 days 1 hour
Quick Links
Manage View Responses
o Drafts o Active
® Deliverables o Disgualified
o Personal Information o Awarded
« Rejected [w]
&) Done D Internet

Step Action

24. Point to the Negotiations object.

We are now back to the Sourcing Home Page.

Draft Resopnses”.

If you now notice, our draft resopnse is on under the section "Your Active and

You may also notice that the RFQ 4310 is moved out of "Your Company's Open
Invitations" section. This is because, we are currently drafting a resopnse for this
RFQ and therefore it is no longer considered Open invitation.

L)
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@ Negotiations Home - Microsoft Internet Explorer Q
Fle Edt View Favorites Tools  Help

; ) A @ Y ; » B - a4
Qui- O HRE G| O oo @ 35 5 - JWEH B

 Address ‘@ hittp: fjditcatsa0, atlanta Jocal: 6005/ 0A_HTMLIOA. jspep lefappsiponih givebuijponselHarmepe ,rw:395&oAHP:PoNjR(,suPPuER,USER,HOME&OASF:BI Go

PN - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances ] Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media

w

>

Atlarltasourcing Home Logout Preferences Help

Search Open Megotiations | Title 7 | Go
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses

Press Full List to view all your company's responses | _Full List

Y " .y " oo This container can hald
Response Response Supplier HNegotiation Unread it e 66
Number Status Site Humber Title Type Time Left Monitor Messages bilding procedures to
5005 Draft PAYSITE 4310 Sodium Hydroxide RFQ 10 days 22 hours F’E a

= help vendors
(Caustic Soda)
Active and Draft Responses Table|
Your Company's Upen Invitations
(_Full List

Supplier Site Negotiation Number Title Type Time Left
PAYSITE 41141 Sodiurn Hydroxide (Caustic Soda... RFQ 41 days 1 hour

Information

Quick Links

Manage View Responses

o Drafte
o Deliverables
e Pergonal Information

Active

Disgualified
Awarded

Rejected [w]
&) 0 [ntemet

Step Action

25. Click the 5005 link.
Let us pickup our response from where we left off.

Click on the Response Number to open.
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@ Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i

Q- Q- [¥ @ D search 57 Favores 46) - B o- LE 3

{ Address | hitp fuliats30. atkanta.Joral: 005/ 08 _HTHL{DA.jspPOAFUNC=PON_CREATE_RESSaddBreadCrumb="8retanabl=NEaudtion_Id=%7E! 5Ly CpanFETyK voSulasnarDesteld=w7 v | [ 6o

i Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances (€] Customize Links &] Free Hotmall (&) Windaws &5 Windows Marketplace €] Windows Media

ORACLE Sourcing Home Looout Preferences Help

Negotiations

Megotiations =
Create Quote: 5005 (RFQ 4310)
Cance| Wiew RFQ ) | Quote By Spreacisheet Sawe Draft ) ( Continue

¥ Header
Title  Sodium Hydroxide (Caustic Soda) Time Left 10 days 22 hours E
Supplier Site  PAYSITE Close Date  31-Mar-2008 11:49:49

RFQ Currency USD Cluote Yalid Until | 26-Mar-2009
Quote Currency  USD (example: 20-Mar-2008]

Price Prcision  Any Reference Number | YOUR INTERNAL REFER
Mote to Buyer | YOUR NOTE TO BUYER
Attachments

Add artachments
File Hame Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo results found

Attributes

Group Attribute Attribute Type Target Value Quote Value
Mo results found.

Contract Terms

Preview Contract Terms )
Variables
Details Section Clause Variable Description Value
Mo variahles found vl
&) Done 4 Internet

Step Action

26. Point to the Add Attachments object.

Once the response opens, you may notice that the response is in the same state of
where we left it.

We are now going to learn to how to upload a file attachment as a part of our
resonse.

You may remember, that as a part of the Solicitation, City has asked the suppliers
to submit their W9 forms filled.

We are now going to upload our filled W9 form as a file attachment.

Add Aftachments |

27. Click the Add Attachments button.

Click on the Add Attachments button to upload a file.

Add Aftachments |
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@ Sourcing: Add Attachment - Microsoft Internet Explorer E]

File Edit View Favorites Tools  Help

: Qe - () |ﬂ E" ',;\J ) search \:.E‘(Favuntes [ ] - & R S

*

 Address ‘@ hittp:fjditcatsa0, atlanta Jocal: 6005/0A_HTMLIOM. jsppage=orade apps{pon/response fcreation/webuifponResponseP Gi:_ri=3968addersadCrumb="YarstainAM=Nauction Jd:“ﬂ'ﬂﬂ["] Go

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

ORACLE Sourcing Home Logout Preferences Help

Negotiations

Megatiations > Create Quote: 5005 (RFQ 4310) »
Add Attachment

Attachment Summary Infermation
= Indicates reguired field

Define Attachment

Cancel) (_Add Another ) (_Apply )

= Description

i [attachment Description|
Category  From Supplier [Bttachment Descripton] A
Trhe ©File
OURL
OTexnt
Marme

(Gptioral: provide & name to Text attachment)

(Cancel) (Add Anather) (Agply) [

&1Doe

80 [nfermet

Step

Action

28.

Enter the desired information into the Description field. Enter "MY FILLED W9
FORM".

You are required to provide a brief description of what the file upload is about.

In this case we are uploading our filled W9 form and that will be our description.
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@ Sourcing: Add Attachment - Microsoft Internet Explorer E]
w

File Edit View Favorites Tools  Help

{ Qe - O[5 [B] (b Oseaer lpraones €5 - & LE 3

¢ actress | €) https/fiteats30. atlanta Jocal: 800504 _HTHLIOA.jsp?page=farade/apps/pan/respanse/creation/webui/panRespanseP 5t ri=3965addreadCrumb="aretainA=Neaution_id=71 v | [ 6o

- Searchweb || | | ...attempting b retrieve buttons from fahoo!...

 Links ] Oracle New Instances {&] Customize Links &] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

ORACLE Sourcing Home Looout Preferences Help

Negotiations

MNegatiaions > Create Quote: 5005 (RFQ 4310) >
Add Attachment

Attachment Summary Infermation
* Indicates reguired figld

Define Attachment

Cance| Add Anather Apphy

* Description [y FILLED W3 FORM

Category  From Supplier

Type @File
our
OText

Name

(Gptional: provide a name to Text attachmert)

(Cancel) (Add Anather) (Agply) [

&) Done

4 Internet

Step

Action

29.

Release the mouse button.

30.

Click the scrollbar.

Click on the Browse button to locate your file on your computer and upload.

Browse...

31.

Click the scrollbar.

Locate your filled W9 form file in your computer.

[ Browse.. ]

32.

Enter the desired information into the Name field. Enter
"W9 VENDOR_SUBMITTAL".

Select your file and click Open to upload the file.

You may also give an optional name for better clarity.

33.

Point to the Apply object.
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Step

Action

34.

Click the Apply button.

You can click "Add Another" button to add more file attachments and folllow the
same process.

Once you are done uploading all the files, you may click on the Apply button to
save the changes.

£7 Create Quote: 5005 (RFQ 4310) - Microsoft Internet Explorer E]

i File Edt View Favortes Tools  Help ar

§ @Batk ) Iﬂ IEL‘ ;\J /.-‘;Eear(h ‘iﬂ'\}"FavnntEs %) -dm M - %ﬁ 32

Address [ @] htp:feltcatsa0. atlanta.doc el 005/ _HTMLIOA. jsp7page=foradefappsipeniresponsefcreation/webuilponResponseR Gis_ri=3568setaind="eauction_id=276!xUg-CparrveTvky v | [ Go

e Searchweb || | | ...sttempting to retrisve buttons from Yahaal..,
Lnks @] Oracle New Instances &) Custarize Links @] Fres Hotmail 48] Windows %2 Windows Markstplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megotiations >
Confirmation
UPK_ATTACHMENT1. pdf attachment has been added successfully.
Create Quote: 5005 (RFQ 4310) |
Cance| ] (Wiew RFQ ) [ Quote BySpreadsheet ) (Sawe Draft) ( Continue ) |~
¥ Header Continus
Title Sodium Hydroxide (Caustic Soda) Time Left 10 days 22 hours
Supplier Site  PAYSITE Cloge Date  31-Mar-2008 11:49:49
RFQ Currency  USD Quate Yalid Until | 25-Mar-2003
Quote Currency  USD (Example: 20-Mar-2008)
Price Precision  Any

Attachments

Add Antachments
File Name |Type |Descrip|iun Category Last Updated By Last Updated |Usage |Update Delete

Reference Mumber | YOUR INTERNAL REFER|
Mote to Buyer | YOUR NOTE TO BUYER

UPK_ATTACHMENTT.pdf  File MY FILLED W9 FORM  Fram Supplier YOURMAILID@EMAILPROVIDER.COM  20-Mar-2008  One-Time / i

Attributes
Group Attribute Attribute Type Target Value Quote Value
Mo results found
Contract Terms
Preview Contract Terms [v]
(€] hittp:jfditcaks30. atlanta local:B005/0A_HTML/OA, jsprpage=]orac ponss creation webuifponR espons PR H=3966retsinM ® Intermet

35.

Click the Continue button.
You may now notice the uploaded file under Attachment Section.

If you had uploaded multiple files, all the files will be listed in this section.

Page 180




ORACLE" Training Guide
i iISupplier User Guide

Step Action

36. Point to the Submit object.
You have now completed your pricing sheet and response.

Please review your response before submitting the quote as some RFQs may not
allow you to go back and alter your quotes.

37. Click the Submit button.

@ Confirmation - Microsoft Internet Explorer E]
©OFile Edit View Favorbes  Tools  Help o
: A @ 08 3
Qe - () (2] (@ (D D s Sz ravartes €3 - & JE¥E 3
{ Adlhess €] httpiditcats30. atlanta.ocal:B005{0f_HTML{OR,. jsp7page=joracle/appsfpan/respansejcreation/webui/ponReviewResPGE, ri=3968. ainAM=Yaddereadcrunb=: v | (£ Go
Y- Searchweb || | | ...attempting to retrieve buttons from ahoo!...
 Links @] Oracle New Instances (@] Customize Links (&) Free Hotmall &) Windows % Windows Markstplace @] Windows Media

ORACI_E' SOUI’CII‘IQ Home Logout Preferences

Negotiations

Confirmation
Quate 5005 for RFQ 4310 (Sodium Hydroxide (Caustic Soda)) has been submitted

Beturn to Sourcing Home Page

Megotiations | Home | Logout | Preferences

Copyright (c) 2008, Oracle. A1l rights reserved. Privacy Stetement

&) pone B Intermet

Step Action

38. Point to the Return to Sourcing Home Page object.

Please make sure that the confirmation message stating that your quote has been
submitted is displayed.

[Return to Sourcing Horne Page|

39. Click the Return to Sourcing Home Page link.

[Return to Sourcing Home Pagel
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Step Action

40.
Contratulations.

You just learnt how to submit a quote online.
End of Procedure.

How to import a response from a spreadsheet?
How to import a response from a spreadsheet?

In many cases, the number of solicited items will be such that it will be a lot easier to work on
a spreadsheet than with going back and forth in the application.

In the "How to view RFQ Line" topic, we had already learnt how to export all the RFQ lines
from a sourcing document to a spreadsheet. After exporting the lines, you may work on the
spreadsheet independently and once you had compiled all your pricings, this exercise will teach
you how to import the spreadsheet as your response.

CAUTION:

If you are planning to import the spreadsheet as your response then:

1. DO NOT ALTER the order of the columns (if you are planning to import the spreadsheet
back).

2. DO NOT ALTER contents of the colunm titled "* End of line delimiter".

3. DO NOT ALTER the header row.

Procedure

By the end of this exercise, you will be able to submit a response to a City's solicitation online.

In this exercise, we are going to learn how to submit a quote by importing a spreadsheet.
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a Login - Microsoft Internet Explorer E]
©OFle Edit View Favorbes  Tools  Help "
Q- Q- [ A ) search S Favortes () o Mo LRE 3
§ dlhess | €] hitpiditcats30. atlantaocal:8005{0_HTMLfuppsLocallogin.jspPcancelrl=/0f_HTMLjAppsLocal.ogin jspélangCode=Ustusername=YOLRMAILID%ADEMAILPROVIDER. oM || (£ 6o
<3 searchweb || | | ...attempting ta retrieve buttens from Yahaal...
 Links @] Oracle New Instances (&) Customize Links &) Free Hotmall (&) Windows %5 Windows Marketplace &) Windows Media
ORACLE E-Business Suite
Login
Username | YOURMAILID@EMAILPROYIDER.C
Passwaord
 Login
Copyright (c) 2006, Oracle. Al rights reserved
&) Done ® Intermet
Step Action
M M H M - n, n
1. Enter the desired information into the Password field. Enter "welcomel".

2. Click the Login button.
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@ Oracle Applications Home Page - Microsoft Internet Explorer

BEX]

File Edit View Favorites Tools  Help

: Qe - © - [x] B €| O seach g Favartes € -SSR 8

*

 Address ‘@ hittp:fjditcatsa0, atlanta Jocal: 8005/ 0A_HTMLIOA, jSp?OAFUNC=0BHOMEPAGE

ME

4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media

ORACLE' E-Business Suite

Logout Prefersnces  Help

[0 COA Sourcing Supplier

Navigator
| Edit Mawvigatar
[0 COA iSupplier 3-Way Vendors Please select a responsibiity.

Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved.

Logged In As YOURMAILID@EMAILPROVIDER.COM
Favorites

| Edit Faworites

You have not selected any favorites. Please use the
"Edit Favorites” button to set up your favorites.

Privacy Stetement

&1Doe

80 [nfermet

Step Action

3. Point to the COA Sourcing Supplier object.

COA Saurcing Supplie

4. Click the COA Sourcing Supplier link.
[c0& Sourcing Supplied

5. Click the Sourcing Home Page link.

[Sourcing Home Pags]
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@ Negotiations Home - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i
Qe - ) |ﬂ E" ,;\J ) search \7 Favores {64} -dz B - «LE 3
 Address | 4] hitp/iditcats30. atlants Jocal: BO0S{OA_HTMLIRF.jsp7function_id=175738resp_id=503438vesp_appl_id=3968security_group Jd:D&Ianq;ndE:US&params:DrEBUZthu]MRmSSVE:V B
PN - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances @] Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
~
Ve L \\
G B = A[I [ Sourcing Home Logout Preferences Help
s Allanta
=
Search Open Negotiations | Title hd Go )
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses (e
Press Full List to view all your company's responses Full List )
Y P .y P — sy This container can hald
Response Response Supplier HNegotiation Unread it e 66 =
Number Status Site Humber Title Type Time Left Monitor Messages bilding procedures to
5005 Active PAYSITE 4310 Sodium Hydroxide RFQ 10 days 21 hours a help vendors
(Caustic Soda)
Your Company's Open Invitations
Full List )
Supplier Site Negotiation Number Title Type Time Left
PAYSITE 41141 Sodium Hydroxide (Caustic Soda. RFQ 41 days
Quick Links
Manage View Responses
o Active
o Deliverables o Disgualifisd
e Pergonal Information o Awarded
o Rejected v]
&1Doe 0 [ntemet

Step

Action

6.

Point to the 4114,1 object.
Let us take a brief moment to explore this Sourcing Home Page.

The first section is "Your Active and Draft responses". In this section you may
find all your responses that are active or in progress. Currently this section is
empty.

Under this section, we have "Your Company's Open invitation. In this section you
may find the current Solicitation that have not been acknowledged/responded yet..

In the bottom of the page, you will find the "Quick Links" section. In this section
you will have shortcuts to many of the often used features.

Click the 4114,1 link.
Let us resopnd to 4114, 1.
NOTE: This is an amended document as indicated by the ", 1".

Comma (,) indicates that the document is amended and the number one (1) after
the comma indicates the number of amendments that the document has gone
through.

4114,1
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@ RFQ: 41141 - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i
Qe - () Iﬂ IEL‘ ,;\J 4 O search :\7 Favories {6} & W - LE 3
{ Address |€) http:ﬁdwtzatsau.atlanta.Iu(al:snustoA,HTMqu.;sp?OAFun(=PoN,NEG,SUMMARV&J|=39s&new=true&addsreadoumh=v&retawnAM=N&Auctmnld=VJB\Iugq1sv39L¢KLthuzm:v B
N - Search web || | | ...attempting to retrisve buttons from Yahoo!...
Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace &) Windows Media
ORACLE sourcing Home Logout Preferences Help o
Megotiations >
RFQ: 41141
Actions | Acknowledge Padicipation |v | (_Go )
Title Sodium Hydroxide (Caustic Soda) -
AP Open Date  20-Mar-2008 09:48:31 =
Status  Active (Locked) Close Date  30-Apr-2008 14:39:00
Time Left 41 days
Header | Lines  Confrols  Contract Terms
Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Descrigtion THIS IS AN AMENDED DOCUMENT.
Qutcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO
LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Wastewater Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CS0O, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.'s and for odor control at the CSO's.
Terms
Effective Start Date Total Agreement Amount
Effective End Date Minimurm Release Amount
Bil-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
)
&) Done B Internet

Step

Action

8.

Click the Actions list.

Since we had already acknowledged the amendments, we need not acknowledge it
again. Otherwise, the application will force the supplier to acknolwedge before
submitting their quotes.

|Acknnwledge Participation V|
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@ RFQ: 41141 - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help
Qe - () Iﬂ IEL‘ ,;\J D search ¢ Favories 44) -dz B - <LE s
: Address | €] http:nmt:atsam.atlanta.lncal:snmstmﬁmuon.1sp?DAFunc:PoN,NEG,SUMMARv&,n:a95&new:tme&addﬁreadcmmh:v&retawnAM:N&Auctmnm:%?Bwqumsvaemwehuzm:v ==
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations >
RFQ: 4114,1
Actions | Acknowledge Participation [v] (Go
Title Sodium Hydroxide (Caustic Soda) - Acknowledge Participation
AP Open Date 20 o E
Status  Active (Locked) Close Date
Tire Left 41 days
Header | Lines Cantrals Cantract Terms \iew Quots Hlsmry
Buyer Cannady-Lowe, Patricia Event (T|Monitor Evert
Style Sealed Amendment Description  TI NT.
Qutcome  Blanket Purchase Agreement TH TO
LE HE
py Print RFQ
Description  This specification describes 5[I% Sudlum Hydroxide (caustic soda) to be used Export to Spreadshest
Services Faciliti but not limited to Intrenchment Creek, W.R. C R.M. Clayton W.R.! C
Tanyard Creek CSO, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Snda
will be used for pH control at the W.R.C.'s and for odor [:nnlml at the CS0's.
Terms
Effective Start Date Total Agreement Arnount
Effective End Date Minimum Release Amount
Bil-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
™~
&1Doe 0 [ntemet

Step Action

9.

Click the Create Quote list item.
ICreate Quote {

@ RFQ: 4114 1 - Kicrosoft Internet Explorer

File Edit View Favorites Tools  Help

1 A &) B
Qaack ] Iﬂ IEL‘ () | ) search iz @ - @’-_S ij 3
Address ] https/fditcsts30.atlants Jocal:B005/0A_HTMLIOA. jsp0RFURc=PCN_NEG_SUMMAR Y8 H=3968new—trustaddBreadCrumb=YEretsnAM=Nesuctionld=:7B!1Ugq1 sv33kL kLvshuzp] | [E] &0

e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links ] Free Hotmall &) Windows &8 Windows Marketplace @] Windows Media

Favarites {4} -

ORACLE Sourcing Home Logout Preferences Help

Negof

Meqotiations =
RFQ: 41141

Actions  |{Create Guote

Title  Sodium Hydroxide {Caustic Soda) -

AP Open Date  20-Mar-2008 09:48:31

Status  Active (Locked) Close Date  30-Apr-2008 14:59:00
Time Left 41 days

Header Lines Contrals Contract Terms

Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Description THIS IS AN AMENDED DOCUMENT.
Qutcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO

LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Wastewater Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CSO, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.’s and for odor control at the CSO'.

Terms
Effective Start Date Total Agreement Arnount
Effective End Date Minimum Release Amount
BillTo Address  COA Dept of Finance Payment Terms Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision Any
L]
&) http:iiditcabs30, atianka Jocal 800508 HIMLIOA isn?0AFUNC=POR NEG SUMMARYE: ri=: i dCrumb=" wctionld 80 [nrermet
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Step

Action

10.

Click the Go button.

@ Terms and Conditions - Microsoft Internet Explorer E]
File Edit View Favorites Tools  Help w
{ - Al © A . 4 2
Qe - O[5 [F] (b Oseacn lpraones €5 & LE 3
§ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂOA.]sp7DagE=ﬂuraclefapp5ﬂpannegDtlatlunﬂ\nqu\ryﬂWebu\ﬂpUnNegSumPG&_r\=396&_r\=396&new=true&addErEadCrumb=V&retamAM=[V] Go
LYt - Searchweb || | | ...attempting b retrieve buttons from fahoo!...
 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws 5 Windows Marketplace €] Windows Media
ORACI_E Sourcing Home Logout Preferences Help
Negotiations
Megotiations > RFG: 41141 =
Terms and Conditions
The following terms and conditions rmust be accepted before a quote is placed in this RFQ. Cance| Accept
[ea]
&) Done 4 Internet

Step

Action

11.

Point to the Accept object.
You have to accept the City's Terms & Conditions before responding to the RFQ.

This Terms & Conditions are in addition to the Terms & Conditions specified in
the solicitation document.

12.

Click the Accept button.
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@ Create Quote: 5006 (RFQ 4114,1) - Microsoft Internet Explorer E]
Fle Edt View Favorites Tools Help &
Qe - © (¥ [@ @ O s g Favertes €3 - & <«LE s
: Address ‘@ http:nmt:atsam.atlanta.Incal:snustDA,Hmqu.|sp>paga:tnraclefappstpnnfrespnnsetcreatmnfwenuu'pnnAccTarms(nnanG&,n:aesmdwumher:wnm%z1ﬂfn21yukzumr4-72ama[v] Go
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Megatiations > RFG: 41141 >
Create Quote: 5006 (RFQ 4114,1)
Cance| ] (Wiew RFQ ) [ Quote BySpreadsheet ) (Save Draft) ( Continue )
¥ Header 1
Title Sodiurm Hydroxide (Caustic Soda) - AP Time Left 41 days
Supplier Site  PAYSITE Close Date 30-Apr2008 14:59:00
RFG Currency  USD Quote Valid Until
Cllju_nte l;Iurrermy ‘I;SD (esxample: 20-Mar-2008)
nce Frecision n
v Reference Mumber
Mote to Buyer
Attachments
Add Attachments
File Name Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo results found.
Attributes
Group Attribute Attribute Type Target Value Quote Value
Buyer Evaluated Responsiveness to Bid Display Only 5
Buyer Evaluated Responsible Bidder Display Only 5
Buyer Evaluated Lowest Bidder Display Only 5
Contract Terms
Preview Contract Terms
Variables [v]
&1 0 [ntemet

Step

Action

13.

Point to the Save Draft object.

In this exercise, we are not going to show you how all the intrinsic details of
responding, as we had already seen that in the previous exercise.

We are only going to focus on brining the pricing sheet from your spreadsheet to
the application.
|_Quate By Spreadsheet )|

14.

Click the Save Draft button.
| quote By Spreadshest Jl
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@ Create Quote 5006: Quote By Spreadsheet (RFQ 4114,1) - Microsoft Internet Explorer E]

Fle Edt View Favortes Tods Help i

H 1 A =) A 2
B 2 ¢ ) < - 95 ﬁ s
: e Back >} *| @] (g ) search ¢ Favortes [ ] = _i
 Address ‘@ http:nmt:atsau.atlanta.lncal:snustmﬁmuon.|sp>paqe:tnraclefappstpnnfrespnnsetcreannnfwenuu'pnnRespnnsePG&,n:ags&app:%?B“fnz1%21DVFDQWthmeuOEw.nUQf’,[v] Go

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

ORACLE Sourcing Home Logout Preferences Help

Create Quote 5008: Quote By Spreadsheet (RFQ 4114,1)

RFQ Currency  USD
Quote Currency  USD

Step 1:Export Spreadsheet
Tew s ]

Export

Step 2:lmport Spreadsheet
File To Import

File type must be & tab-dlimite tet file
Impaort
Return to Create Quote:5006 (RFQ 41141
Megatiations | Home | Logowt | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
&1Doe 80 [niemet

Step Action

15. Point to the object.

Make sure you follow the rules mentioned as Caution on the topical essay.

[ Browse... ]

16. Click the scrollbar.
[ Browse... |

17. Click the scrollbar.

I
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&

Chaose file

My Recent
Documerts

=

Deskiop

-

My Documents
My Computer

My Netwaork
Flaces

=B
ks o
Losk i [[2F Deskiop B == | i@ 3
r DMV Documents bsant E-Mail: ulfpﬂr'\ReSpﬂr'\SePG&JI:BQE&BDD:"A?B%Z1%21DVFDQTV]Zh]lelOEW.nDQWBI GO
3 My Computer [E3JUAT - Prod.
& My Metwork Places =] 63_K_Barbe
4] Adobe Acrabat & Professianal ] ablist o @] Windows Media
] Kranos [ Reiling Term
B passport [“Heuilding Dat Home Logout Preferences Help
424 QuickTime Player [TWBuyers Dat: i
egof
BPRealPlayer Elcoa_ap_LE
18 shorteut to Firefox Y Con_Lesser
& TurboTax Deluxe 2004 Y con_Lessar
EEIURK Develaper Wcon_aT
[CYERP Information [l comm.sITe
(Cksith B cammadity
[Chkronas B camrunical
(3 Procurment Tnformakion B contract Lt
[E2 | 2]
File name: |uPk RESPONSE] =l Open |

Return to Create Quote:5006 (RFG 41141

Files of type: |AH Files ") = Cancel )
|
=

File type must be a tab-celimited text file

| Import

Megatiations | Home | Logowt | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement
100 80 [niemet

Step

Action

18.

Click the Open button.

or
Press [Alt+O].
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@ Create Quote 5006: Quote By Spreadsheet (RFQ 4114,1) - Microsoft Internet Explorer

BEX]

File Edit View Favorites Tools  Help

: Qe - () |ﬂ E" ',;\J ) search \:.E‘(Favuntes & - & JEE 3

*

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 4] Windows %8 Windows Marketplace @] Windows Media

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfrespnnsetcreannnfwenuufpnnRespnnsePG&,ru:aes&app:%?a“fnz1°/n21ﬂVFDQWthme1105w.nuqf1[v] Go

ORACLE' sourcing

Home Logout Preferences Help

Negotiations

Create Quote 5008: Quote By Spreadsheet (RFQ 4114,1)

RFQ Currency  USD
Quote Currency  USD

Step 1:Export Spreadsheet
Tew s ]

Export

Step 2:lmport Spreadsheet
File To Import |C\Documents and Seml

File type must be a tab-delimited text file
Impart
Return 0 Create Quote SlimpertFq 4114.1)

Megatiations | Home | Logowt | Preferences | Help

Copyriht (c) 2006, Oracle. Al rights reserved

Privacy Statement

&) hitp:iditeats30. atlanta ocal: B00S/0A HTMLIOA, isn7page=/orac nonseforeation/webuilonRes0onsePGE, 1i=306fa00="5% 7%

80 [nfermet

Step Action

19. Click the Import button.

any problems.

If you had followed the directions and did not alter the column sequence or
column header or the last column, you will be able to import your quote without
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@ Create Quote: 5006 (RFQ 4114,1) - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

: Qe - © - [x] B €| O seach g Fevartes €3 - & JEE 3

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfrespnnsetcreannnfwenuu'pnnspdsheetawdPG&J:S%&dncumant,ud:“mB%z1%21ugqlsv39ku<wam[v] Go

Y- SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

iy
4

ORACLE' sourcing

Menqotiations > RF@: 41141 >
Create Quote: 5006 (RFQ 4114,1)
Cance| ] (Wiew RFQ ) [ Quote BySpreadsheet ) (Save Draft) ( Continue )

¥ Header

Title Sodium Hydroxide (Caustic Soda) - AP Time Left 41 days
Supplier Site  PAYSITE Close Date 30-Apr2008 14:59:00
RFG Currency  USD Quote Valid Until
Quote Currency USD

. example: 20-Mar-2008;
Price Precision Any ! & )

Reference Mumber

Mote to Buyer

Attachments
Add Attachments
File Name Type  Description Category Last Updated By Last Updated Usage Update
Mo results found.
Attributes
Group Attribute Attribute Type Target Value Quote Value
Buyer Evaluated Responsiveness to Bid Display Only 5
Buyer Evaluated Responsible Bidder Display Only 5
Buyer Evaluated Lowest Bidder Display Only 5

Contract Terms

Preview Contract Terms

Variables

Home Logout Preferences Help

Negotiations

Delete

[ea]

&1

80 [nfermet

Step

Action

20.

Release the mouse button.

Let us scroll down to take a look at the imported pricing sheet.

21.

Point to the Continue object.

The spreadsheet has been imported sucessfully.

22.

Click the Continue button.
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@ Create Quote 5006: Review and Submit (RFQ 4114,1) - Microsoft Internet Explorer

BEx

File

Edit

OO0 BB

View Favorites  Tools  Help

0 D searh ' Faverites ) -

=

LT B

LY -

[ SearchWeb || | | ...attempting to retrisvs buttons from Yahool...

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media

*

 Address ‘@ http:nmt:atsau.atlanta.Incal:snnstmﬁmuon.1sp?paga:tnraclefappstpnnfrespnnsetcreannnfwenuufpnnRespnnsePG&,ru:aes&app:%?a“fnz1°/n21ﬂVFDQWthme1105w.nuqf1[v] Go

ORACLE' Sourcing Home Logout Preferences Help C
Menotiations > RF@ 41141 >
Create Quote 5006: Review and Submit (RFQ 4114,1)
Cancel ) (Back) (Sawe Draft submit ) | =
Header
Title Sodium Hydroxide (Caustic Soda) - AP Time Left 41 days
Supplier Site PAYSITE Close Date  30-Apr-2008 14:59:00
RFQ Currency USD Quote Valid Until
Quote Currency  USD Reference Number
Price Precision  Any Mote to Buyer
Attachments
File Name Type Description Category  Last Updated By Last Updated Usage  Update Delete Publish to Catalog
Nao results found
Attributes
Group Attribute Attribute Type Target Value Quote Value
Buyer Evaluated Responsiveness to Bid Display Only 5
Buyer Evaluated Responsible Bidder Display Only 5
Buyer Evaluated Lowest Bidder Display Only 5
Contract Terms
| R COlGllEE TEE )
Variables
Details Section Clause Variable Description Value
Mo variables found.
Deliverables
-~ N [ea]
&) pone 0 [ntemet

Step

Action

23.

Release the mouse button.

24.

Click the scrollbar.

Let us review our pricing sheet before submitting the quote.

25.

Click the Submit button.
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@ Confirmation - Microsoft Internet Explorer u@ﬁ
File Edit View Favortes Tools  Help i
Qe - © (¥ [@ @ O s g Favertes €3 = LE s
 Address | 4] hitpyiditcats30. stlants Jocal: BO0S{OA_HTMLIOA. jsp?page=foracle/appsiponresponsejcreation/webuijpor ._ri=3968_ti=101 aretal ddBre sl rumh::" ==
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %2 Windows Marketplace @] Windows Media

ORACI_E' Sourcin Home Logout Preferences

Confirmation

Quote 5006 for RFQ 41141 (Sodium Hydroxide (Caustic Soda) - AP) has been submitted.

Return to Sourcing Home Page

Negotiations | Home | Logout | Preferences

Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statement

&1Doe 0 [ntemet

Step Action

26. Point to the Return to Sourcing Home Page object.

Make sure that you get the sucessful submission confirmation message before
proeeding.

|Return to Sourcing Harne F'age|

217. Click the Return to Sourcing Home Page link.

[Return to Sourcing Horne Page|

28. End of Procedure.

How to do Instant Messaging with the Buyers?
How to do Instant Messaging?

While working on a RFQ, you may need some additional clarity or may have a question or
concern with the document. In those cases, you may use this instant messaging feature to
communicate with the City.

All communications through this channel are recorded and are associated to the corresponding
sourcing event. The City prefers this mode of communication over telephone/fax/email for the
same reason.
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Procedure

File Edit View Favorites Tools  Help

@ Login - Microsoft Internet Explorer E]
i
: -8 Al O S ‘ o Al &
Q- O ¢ [A & ) search 57 Favorkes {2 e M «E 3
 Address ‘a http: ffditcats30.atlanta Jocal: 800508 _HTMLjAppsLocallogin. jspPcancellr={0a_HTMLjAppsLocal.ogin jspedangCode=Listusername="OURMAILID%40EMAILPROVIDER. COM kl G

g Searchweb || | | ...attempting to retrisve buttons from fahoo!...

Links 4] Oracle New Instances {&] Customize Links &] Free Hotmail &) Windaws %5 Windows Marketplace &) Windows Media

ORACLE E-Business Suite

Login
Username | YOURMAILID@EMAILPROYIDER.C

Pagsward |

{ Login

Copyriht (c) 2006, Oracle. Al rights reserved

&) Done ® Intermet

Step Action

1. Enter the desired information into the Password field. Enter "welcomel".

2. Click the Login button.
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@ Oracle Applications Home Page - Microsoft Internet Explorer
Fle Edt View Favorites Tools  Help
E A A e ~ T
O O HE G O oo @ 2% @B B
 Address ‘@ hittp:fjditcatsa0, atlanta Jocal: 8005/ 0A_HTMLIOA, jSp?OAFUNC=0BHOMEPAGE kl Go
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media
ORACLE' E-Business Suite
Logoudt Frefersnces  Help
Logged In As YOURMAILID@EMAILPROVIDER.COM
Favorites
(" Edit Navigator (Edit Faworites
[0 COA iSupplier 3-Way Vendors Please select & responsiailty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.
Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statement
&1Dome 0 [ntemet

Step Action

3. Click the COA Sourcing Supplier link.
COA Sourcing Supplie

&7 Oracle Applications Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

2| A a ~ Ty
O O HE G| O free @ 2% W - UWE S
Acddress | @] htp:feltcats30. atlanta.doc el B005/0f_HTHLIOA jsp?OARunc=ORHOMERAGEBakR egionApplicationl: pld=5034 RespAppld SecGrpld

e - Searchweb || | | ...attempting ta retrieve buttons from Yaheo!

i Links ] Oracle New Instances @] Custoiizs Links 4] Free Hotmall ] Windows %2 Windows Marketplace @] Windows Media

ORACLE' E-Business Suite

Logout  Preferences  Help

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites
(" Edit Navigator (Edit Faworites
i “endors Sourcing You have not selected any favarites. Please use the
7] E Sourcing Home Page "Edit Favorites” button to set up your favorites
B warklist
Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

&) http:iiditcabsa0, atanka Jocal 8005108 HIMLIOA, isn?OAFUNc=0AHOMEP: ationld=0f Respld=506918navRespAonld=17780 80 [nrermet
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Step Action

4. Click the Sourcing Home Page link.
|S|:|ur|:ing Home Page

@ Megotiations Home - Microsoft Internet Explorer E].
File Edit View Favorites Tools  Help o

H A 3 J

Q- O [¢ @ ) search 7 Favortes ) e w- L RE 3

{ Address ‘@ http:fﬂd\tzatsﬁU.atlanta.Iucal:SUUSﬂOA_HTMLﬂRF.]sp7Functlun_\d=l7573&rEsp_\d=50343&resp_app\_\d=396&secunty_gruup_\d=U&Iang_EudE=U5&@arams=UrBBUbequJ4RmS5V9[V] Go

i Y-' - Search Web \ | | ...attempting to retrieve buttons from Yahoo!...

 Links ] Oracle New Instances (&) Customize Links (&] Free Hotmall (&) Windaws %5 Windows Marketplace &) Windows Media

~
Home Logout Preferences Help
Search Open Megotiations Go )

YWelcome, YOUR FIRST NAME YOUR LAST NAME

Your Active and Draft Responses IEmeden

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

Y P .y P — sy This container can hald =

Response Response Supplier Megotiation Unread i e 66

Number Status Site Number Title Type Time Left Monitor Messages bidding procedures to

5005 Active PAYSITE 4310 Sodium Hydroxide RFQ 10 days 20 hours a help vendors

(Caustic Soda)
5006 Adtive PAYSITE 41141 Sodium Hydroxide RFQ 40 days 23 hours i
(Caustic Soda) - AP
Your Company's Open Invitations
Full List )

Supplier Site Negotiation Number Title Type Time Left

Mo results found.

Quick Links

Manage View Responses
o Drafts ® Active
+ Deliverables + Disqualifed v
|&] pane 4 Internet

Step Action

5. Point to the 4114,1 object.

Let us open the RFQ.

6. Click the 4114,1 link.
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@ RFQ: 41141 - Microsoft Internet Explorer E]
File Edit View Favortes Tools  Help i
Qe - © (¥ [@ @0 O s g Favertes €3 - & <LE s
: Address | ] hitpy/iditcats30. atlants Jocal:BI0S{0A_HTMLIOA. jsp?OAFUNE=PON_NEG_SUMMARYE,_r=3968new—trusBaddBreadCrumb=Yeret tionId="75!10r2as] ]thxr::v ==
4 SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
 Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows %8 Windows Marketplace @] Windows Media
ORACI_E' Sourcing Home Logout Preferences Help L
Negof
Megatiations >
RFQ: 4114,1
Actions | Create Quote v: Go
Title Sodium Hydroxide (Caustic Soda) -
AP Open Date  20-Mar-2008 09:48:31 3
Status  Active (Locked) Close Date  30-Apr-2008 14:59:00
Tire Left 40 days 23 hours
Header Lines Cantrals Cantract Terms
Buyer Cannady-Lowe, Patricia Event ITB For Goods
Style Sealed Amendment Description THIS IS AN AMENDED DOCUMENT.
Qutcome  Blanket Purchase Agreement THIS DOCUMENT IS AMENDED TO
LET THE BIDDERS KNOW OF THE
EVALUATION CRITERIA.
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CSO, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.'s and for odor control at the CS0's.
Terms
Effective Start Date Total Agreement Arnount
Effective End Date Minimum Release Amount
Bil-To Address  COA Dept of Finance Payment Terms  Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision  Any
™~
&1 0 [ntemet

Step Action

Click the Actions list.

|Create Cuote V|
@ RFQ: 4114 1 - Kicrosoft Internet Explorer
: File Edit View Favorites Tools  Help
: Qaack ) Iﬂ IEL‘ _;‘J /-‘;Eear(h 5.7 Favortes {£4) - M- @’-_Sﬁ 3B
fddress |47 htpsffditcatsa0. atlanta.local: G005(0f_HTHL{OA. jsp?0AFURc=PON_NEG_SUMMAR YA ri=3368new—trustaddBreadCrumb=Yaret tionld=>,7E1ar255] o TERIC) % E, Go
e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...
i Links ] Oracle New Instances @] Custoniizs Links 4] Free Hotmall &) Windows &8 Windows Marketplace @] Windows Media
ORACLE' Sourcing Home Logout Preferences Help ad
Negof
Meqotiations =
RFQ: 41141
Actions | Create Quote ~|( Go
Title  Sodium Hydroxide {Caustic Soda) - Create Quote
AP Open Date  20-] - =
Statuz  Active (Locked) Close Date  3040nlne Discussions |
Tire Left 40 days 23 hours -
Wiew Quote History
Header Lines Contrals Contract Terms Manitar Event
Buyer Cannady-Lowe, Patricia Event ITH
Style Sealed Amendment Description THI iew Amendment History NT.
Qutcome  Blanket Purchase Agreement THI To
LE1Pint RFQ E
EyiExport to Spreadsheet
Description  This specification describes 50% Sodium Hydroxide (caustic soda) to be used at all City of Atlanta, Bureau of
Wastewater Services Facilities, including but not limited to Intrenchment Creek, W.R.C., R.M. Clayton W.R.C.,
Tanyard Creek CSO, Greensferry CS0, and Utoy Creek W.R.C., and Flint River Pumping Station. Caustic Soda
will be used for pH control at the W.R.C.’s and for odor control at the CSO'.
Terms
Effective Start Date Total Agreement Arnount
Effective End Date Minimum Release Amount
BillTo Address  COA Dept of Finance Payment Terms Net 30
Ship-To Address 001 Carrier
FOE FOB DST PPD Freight Terms  Best Way
Currency
RFQ Currency USD Price Precision Any
L]
&) & Intermet
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Step Action

8. Click the Online Discussions list item.

tonline Discussions {

9. Click the Go button.

10. Point to the New Message object.

11. Enter the desired information into the Subject field. Enter "What Kind of

questions May | ask in this forum?".

£ Create New Message (RFQ 4114,1) - Microsoft Internet Explorer

i File Edt View Favortes Tools  Help

: eﬁack ) Iﬂ IEL‘ ;‘J /.-‘?Search \;'E‘(Favnr\tes L %) “dm M - _J %sﬁ B

E]

§ cldhess | €] Pitpiditcats30. atlanta.ocal:80050M_HTMLICH, jsp? OAFUnc=PON_NEW_MESSAGERaddBreadCrumb=18,_ti=1715509974Baapc=T60as =V 22X WS N2qWY Tg5U00. ¥ Be

CYer - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...

i Links ] Oracle New Instances @] Custoriizs Links @] Free Hotmall &) Windows &8 Windows Marketplace @] Windows Media

ORACLE sourcing

Home Logout Preferences Help

Negotiations

Megotiations = RFQ 41141 > Online Dy 15 (RFQ 4114.1) =
Create New Message (RFQ 4114,1)
# |ndicates required field

= Send To | All participants

* Subject What Kind of questions May | ask in this forum?
= Message

Capyright (c) 2008, Oracle. &l rights reserved.

Megotiations | Home | Logout | Preferences | Help

Cancel Send

Cance| Send

Privacy Stetement

&) Done

® Internet

Step Action

12. Press [Insert].

Enter your question in the message body and click the send button.
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@ Online Discussions (RFQ 4114,1) - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help w
g ) N = e . N T
O O BRG] Ome s @ 2% 0 LW B
: Address ‘@ hittp: fditcats30. atlanta local: G005/ 0A_HTHLIOA.jspep: le/appsipon/tools/discussions fwebuijpe '\AM:Y&addBrEadDumh:Y&j\:l7155D9974&55DE:M Go
PYr - SearchWeb || | | ...attempting to retrisvs buttons from Yahool...
Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media
ORACLE' Sourcing Home Logout Preferences Help
Megatiations > RFG: 41141 >
Online Discussions {(RFQ 4114,1)
(_Cancel ) (_Printable Page
Title Sodium Hydroxide (Caustic Soda) -
AP Open Date  20-Mar-2008 D9:46:31
Status  Active(Locked) Close Date  30-Apr-2008 14:59:00
Time Left 40 days 23 hours
Messages
| Mew Message
Subject/ ra Status|Sender |Da|e |Re|1|y
What Kind of questions THIS IS AMOTHER PLATFORM FOR THE SUPPLIERS TO'  Read YOUR LAST NAME, YOUR FIRST  20-Mar-2008 15:27:10 rr@!
hay .. CORM. . NAME -
| Cancel J [ Printable Page
Megotiations | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement
1 hitp: tidibeatsa0, atlanka, lncak 8005708 HIIMLIOA, 507 0AFUNC=PON PRINT DISCUSSIONRaddEreadCrumb=Y: ti=1715500074 =10803s=0G1d0 & Internet

Step Action

13.

Click the PON_SOURCING_TAB_S tab.
r Nego |

tio

&1 HNegotiations Home - Microsoft Internet Explorer uw@
File Edit View Favorites  Tools  Help >
: e Back ~ () |ﬂ lg ’ ;\J /j‘l Search H;E( Favorites &) (- ; o - _J 9;5 ﬂ 32
Address ‘@ hittp: fditeats30. atlanta local: G005/ 0A_HTHLIOA.jsp2p: le/appsipon/h lingfwebuifponselHomerG J:SQE&OAHP:PONjRCjLIPPLIERJJSERjOME&OASF:M Go
e - Searchweb || | | ...attempting ta retrieve buttens from Yahaal...
i Links ] Oracle New Instances @] Custoriizs Links 4] Free Hotmall &) Windows &2 Windows Marketplace @] Windows Media
~
Aﬂantasourcing Home Logout Preferences Help
Search Open Negotiations | Title v |Go
Welcome, YOUR FIRST NAME YOUR LAST MAME.
Your Active and Draft Responses (Ermeien
Pregs Full List to view all ' Full List
your EEIITIPEI.WE reapnms.aa . E This container can hold 3
Response Response Supplier Megotiation Unread .
Number Status Site Number Title Type Time Left Monitor Messages bilding procedures to
5005 Adtive PAYSITE 4310 Sodium Hydroxide RFQ 10 days 20 hours Eﬂ'ﬁ i help vendars.
(Caustic Soda)
5006 Active PAYSITE 41141 Sodium Hydroxide RFQ 40 days 23 hours E"ﬂ a
(Caustic Soda) - AP
Your Company's Open Invitations
(_Full List
Supplier Site Negotiation Number Title Type Time Left
No results found
Quick Links
Manage View Responses
o Drafts o Active
o Deliverables o Disgualified [w]
&1 pone & Intermet
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Step Action

14. Press [Enter].

£ Oracle Applications Home Page - Microsoft Internet Explorer

i File Edt View Favortes Tools  Help

: @Back ) Iﬂ IEL‘ ;‘J /.-‘?Search \;‘E‘(Favnr\tes L %) “dm M - _J %sﬁ B

E]

{ addhess [ €] Pitp/iditcats30. atlantsJocsl:8005{0A_HTMLIOR.jsp?OAFUne=0RHOMEPAGE

EhE

e - Search web || Uparade your Toolbar How + | Emal ~ | Help ~

Links 48] Oracle New Instances ) Custarize Links 4] Fres Hotmail ] Windows %8 Windows Markstplace @] Windows Media

ORACLE' E-Business Suite

Logout  Preferences  Help

Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved

Logged In As YOURMAILID@EMAILPROVIDER.COM

Navigator Favorites

Edit Nawigator Edit Fawarites
[0 COA iSupplier 3-Way Yendors Please select & responsiailty. You have not selected any favorites. Please use the
[ COA Sourcing Supplier "Edit Favorites” buttan to set up your favorites.

Privacy Statement

&) Dane

D Internet

Step Action

15. Click the COA Sourcing Supplier link.

Let us now learn to view the resopnse from the City.
COA Sourcing Supplie

16. Click the Sourcing Home Page link.

[Sourcing Home Pagsl
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@ Negotiations Home - Microsoft Internet Explorer
Fle Edt View Favorites Tools Help w
g ) " = i :
: Qe - © - [x] [@] €| O seach g Fevartes €3 - E-LJSEE 8
: Address ‘@ http:nmt:atsau.atlanta.Incal:snustDA,HTMLtRF.|sp?funcnnn4d:17573&raspJd:sD343&resp,appUd:a95&secunty,gmupJd:u&lang;nde:uS&params:nraauzhhxunwmssvekl Go
PN - Search Web || Uparads your Toobar How = | [ Mall ~ | Help ~
Links 48] Oracle New Instances & Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media
~
Aﬂantaswmiﬂﬂ Home Logout Preferences Help
ar
Search Open Megotiations | Title 7 | Go
Welcome, YOUR FIRST NAME YOUR LAST NAME
Your Active and Draft Responses (e
Press Full List to view all your company's responses | _Full List Th ; hold A
is container can ho B
Response Response Supplier Negotiation Unread it e 66
Number Status Site Number Title Type Time Left Monitor Messages bilding procedures to
5005 Active PAYSITE 4310 Sodium Hydroxide RFQ 10 days 19 hours Eﬂ a help vendors
(Caustic Soda)
5006 Adtive PAYSITE 41141 Sodium Hydroxide RFQ 40 days 22 hours Eﬁ i
(Caustic Soda) - AP
Your Company's Open Invitations
(_Full List
Supplier Site Hegotiation Number Title Type Time Left
Mo results found
Quick Links
Manage View Responses
o Drafts o Artive
s Deliverables s Dizgualified [w]
&) 0 [ntemet

Step Action

17. Click the 1 link.
Note that in your home page, you have 1 unread message.

Click that to open the message and read.
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@ Online Discussions (RFQ 4114,1) - Microsoft Internet Explorer
File  Edit

View Favorites  Tools

BE
Help i
¢ . Y AN G) o = . . n P
. Qe - () |ﬂ @ g | ) search 7 Favonites ) iz W <«LE 3
: Address ‘@ http:fﬂd\ttatsaﬂ.atlar\ta.Incal:SDDE#DAiHTMUOA.]sp?DAFunc:PONiDIS[USSIONjLIMMARV&addBrEad(rumh:‘(&d\scussand:%?Bl‘s?STGzEAKWDQVFDK;T]HVA%?D&;I:l5591["] Go
PYr - Search Wb || Uparade your Tookar Now = | COMsl - | Help -

Links 4] Oracle New Instances &) Custamize Links @] Free Hotmail 48] Windows &8 Windows Marketplace @] Windows Media

ORACLE' sourcing

Home Logout Preferences Help

Negotiations

Megatiations >
Online Discussions {(RFQ 4114,1)

cancel ) | Printable Fage |

Title Sodium Hydroxide (Caustic Soda) -
AP

Open Date  20-Mar-2008 09:48:31

Status  Active(Locked) Close Date  30-Apr-2008 14:59:00
Time Left 40 days 22 hours
Messages
New Message
Subject/ ra Status|Sender Date |Re|1|y
What Kind of questions If the question is more like a clarfication on a Unread Cannady-Lowe, Patricia 20-Mar-2008 15:33:64 rr@!
hay .. =
What Kind of questiong THIS IS ANOTHER PLATFORM FOR THE SUPPLIERS T Read YOUR LAST NAME, YOUR FIRST  20-Mar-2008 15:27:10 @
May COMM MNAME =

Cance| Printakle Page
Megotiations | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserver Privacy Stetement

&1Doe 80 [niemet

Step

Action

18.

Point to the If the question is more like a clarification on a ... object.
[If the gquestion is more like a clarification ona .|

19.

Click the If the question is more like a clarification on a ... link.

[if the gquestion is more like a clarification on a .|

20.

Congratulations.

buyers.
End of Procedure.

Page 204

You have just learnt to use the Instant Messaging to communicate with the City




