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Introduction to Supplier  Portal  
 
Hillsborough County Aviation Authority (Authority) has transitioned to an internet based 
Procure-to-Pay environment via Oracle®, an Enterprise Resource Planning (ERP) software 
package. 
 
All Suppliers doing business with the Authority must register via the Supplier Portal (Portal).  
The Portal allows the Supplier to gain instant visibility to standard purchase orders, blanket 
purchase agreements, contract purchase agreements, blanket releases, receipts, invoices, 
payments and other administrative information.  This allows for an increased level of 
communication between suppliers and the Authority, thereby ensuring success for everyone. 
 
While navigation and access to data is intended to be easy within the Portal, questions on how 
to access certain data and screens may arise.  This training manual was created to provide our 
Suppliers with general instructions about how the Portal works and how to navigate the various 
pages.  By reading and following the step-by-step instructions, the Supplier will be better 
prepared to accomplish commonly used tasks. 
 
The following Authority personnel are available for assistance, should it be necessary.   
 

General Inquiries  

 

¶ Procurement Helpline  (813) 870-8796 
 

Supplier  Portal Administration, Navigation, Registration  
 

¶ Kathleen Fisher  (813) 870-8732 

¶ Chris Rewis   (813) 870-8768 
 

Products and Services, Sourcing 
 

¶ Chris Rewis   (813) 870-8768 

¶ Tim Shoby   (813) 870-8730 
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Definition of Terms  
 

1. Addresses:  address(es) associated with the Supplier.  Examples of these are Company 
headquarters, Company remit-to address, Local office, etc. 
 

2. Administrator: employee of a Supplier that has been assigned the responsibility to 
ƳŀƴŀƎŜ ŀƴŘ Ƴŀƛƴǘŀƛƴ ǘƘŜ {ǳǇǇƭƛŜǊΩǎ tǊƻŦƛƭŜΦ  ¢ƘŜ {ǳǇǇƭƛŜǊΩǎ tǊƻŦƛƭŜ ƛƴŎƭǳŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ 
about the Supplier such as:  General Organization, Contact Directory, Addresses, 
Business Classifications, Products and Services, and Payment and Invoicing. 

 
3. Agreement: a purchase order created from an executed contract between the Supplier 

and the Authority.  This is either issued as a Global Blanket Purchase Agreement or a 
Contract Purchase Agreement. 
 

4. Business Classifications:  categories that define minority status, licensure, bonding 
capabilities, etc. 
 

5. Buyer: Authority employee issuing the purchase order or Negotiation. 
 

6. /ƻƴǘŀŎǘ 5ƛǊŜŎǘƻǊȅΥ  ƭƛǎǘǎ ŀƭƭ ŜƳǇƭƻȅŜŜǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǎŜǘ ǳǇ ƛƴ ǘƘŜ {ǳǇǇƭƛŜǊΩǎ tǊƻŦƛƭŜΦ  
Employee(s) may or may not have assigned responsibilities that allows them to access 
Supplier information housed in the assigned responsibilities. 
 

7. Contract Purchase Agreement (CPA): a purchase order created from an executed 
contract between the Supplier and the Authority whereby various items are purchased 
at different prices on an as-needed basis.  Purchases are tracked by total amount of 
funds expended. 

 
8. Deliverable: actions or information required of the Supplier that are made a part of the 

purchase order, GBPA or CPA.  Examples are:  insurance certificate, Material Safety Data 
Sheet (MSDS), specifications or other documentation necessary for the completion of 
the purchase order. 

 
9. Enterprise Resource Program (ERP): financial system with multiple modules that 

combines various functionalities ŦƻǊ ǘƘŜ !ǳǘƘƻǊƛǘȅΩǎ 5ŜǇŀǊǘƳŜƴǘǎ ƛƴǘƻ ƻƴŜ ǎƻŦǘǿŀǊŜ 
platform. 

 
10. Global Blanket Purchase Agreement (GBPA): a purchase order created from an executed 

contract between the Supplier and the Authority whereby repetitive purchases are 
made at the same cost each time. 
 

11. Header:  section of the Request for Quote (RFQ; Negotiation) that contains general and 
required information about the quote.  This page is located in the Sourcing 
responsibility. 
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12. iSupplier Portal Full Access: section of the Supplier Portal that allows the Supplier to 

manage purchase orders, receipts, deliverables, invoices, payments and other financial 
transactions. 

 
13. Line(s):  section of the RFQ that allows the Supplier to provide pricing for each line 

within the RFQ.  This page is located in the Sourcing responsibility. 
 

14. List of Values:  actions that can be taken via drop-down lists provided throughout the 
Portal.  
 

15. Negotiation (RFQ): electronic request for quote.  Procurement method that requests 
pricing for the good(s) and/or service(s) being sourced. 
 

16. Notifications:  electronic messages from the System that notifies the user an action has 
been taken by the Authority or an action needs to be performed by the user within the 
Supplier Portal. 
 

17. Organization:  section of the Supplier Profile and User Manager responsibility that 
houses general company information such as headquarters and local offices, number of 
employees company-wide, and taxpayer identification. 
 

18. Payment and Invoicing:  section of the Supplier Profile and User Manager responsibility 
that provides the Administrator the ability to choose a payment method by address site.  
It also allows for a choice of notification of method of payment, i.e., email, fax, etc. 
 

19. Products and Services: codes that represent a particular good or service.  Each code 
ǊŜǇǊŜǎŜƴǘǎ ŀ ǘƘǊŜŜ ŘƛƎƛǘ άǇŀǊŜƴǘέΣ ǿƘƛŎƘ ŘŜŦƛƴŜǎ ǘƘŜ ŎŀǘŜƎƻǊȅ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ good or 
ǎŜǊǾƛŎŜ ƛǎ ƭƻŎŀǘŜŘ ǿƛǘƘƛƴ ŀƴŘ ŀ ǘǿƻ ŘƛƎƛǘ άŎƘƛƭŘέΣ ǿƘƛŎƘ ƛŘŜƴǘƛŦƛŜǎ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ ƎƻƻŘ ƻǊ 
service.  This code is based on the NIGP code.  For additional information, visit NIGP 
Code at http://www .nigp.com/whythecode.php.  

 
20. Receipt: document that confirms good(s) or services(s) were received by the Authority. 

 
21. Request for Quote (RFQ, Negotiation):  Procurement method that requests pricing for 

the good(s) and/or service(s) being sourced. 
 

22. Response Number: number that identifies ŀ {ǳǇǇƭƛŜǊΩǎ unique response to an RFQ. 
 

23. Responsibility: access to Oracle which allows the Supplier to perform the functions 
found in that particular section of Oracle. 
 

24. Sourcing Supplier: section of the Portal that provides electronic sourcing. 
 

http://www.nigp.com/whythecode.php
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25. Supplier Portal: section ƻŦ ǘƘŜ !ǳǘƘƻǊƛǘȅΩǎ 9wt System that provides access to the 
SupplierΩǎ Profile.  The Profile houses standard purchase orders, blanket purchase 
agreements, contract purchase agreements, blanket releases, receipts, invoices, 
payments and other administrative information and allows the Supplier real-time 
interaction with the Authority. 
 

26. Supplier Profile:  Company information housed within iSupplier Portal Full Access 
responsibility.  The Profile contains general Company information, Addresses, Contact 
Directory, Business Classifications, Products and Services, and Payment and Invoicing. 
 

27. Supplier Profile & User Manager: section of the Portal that only Administrators have 
access to; this allows the Administrator to manage the Supplier Profile as necessary. 
 

28. User:  a contact of the Company that has assigned responsibility(ies) within the Supplier 
Portal. 
 

29. Vacation Rules: located on the Oracle Applications Home Page, this action allows a user 
to temporarily transfer their Portal rights to another user within the Company. 

 
30. Work Confirmation: Supplier generated record that provides current work information 

for construction projects.  Supplier progress invoices are created from Work 
Confirmations. 
 

31. Worklist Access:  located on the Oracle Applications Home Page, this action allows a 
user to temporarily grant access to their notifications to another user within the 
Company. 
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Frequently A sked Questions 
 

1. L ŘƻƴΩǘ ǊŜƳŜƳōŜǊ Ƴȅ ǇŀǎǎǿƻǊŘΤ Ŏŀƴ ȅƻǳ ǊŜǎŜǘ ƛǘΚ   
 
Yes.  Ask your Company Administrator to check the box in your Contact Directory file that says 
άwŜǎŜǘ tŀǎǎǿƻǊŘέΦ  hƴŎŜ ƛǘ Ƙŀǎ ōŜŜƴ ǊŜǎŜǘ ōȅ ǘƘŜ System, you will receive a System generated 
email with your new temporary password.  You will be required to change it when you log 
into the System for the first time after reset. 
 

2. Our Administrator is out of town and we need to make changes to our Company Profile; can you 
help me? 
 
Yes.  The Authority is suggesting that each Company identify two Administrators; one that 
handles the day to day operations and one that is a backup.  If neither is available, call or 
email Procurement Helpline.  813-870-8796 or procurementhelpline@tampaairport.com  

 
3.  ²Ƙȅ ŎŀƴΩǘ L ƭƻƎ ƛƴǘƻ ǘƘŜ System? 

 
/ƻƴǘŀŎǘ ȅƻǳǊ /ƻƳǇŀƴȅΩǎ L¢ 5ŜǇŀǊǘƳŜƴǘ.  This may be due to firewall issues, internet browser 
issues, or your system may be delivering email notifications ŦǊƻƳ ǘƘŜ tƻǊǘŀƭ ƛƴǘƻ ȅƻǳǊ άǎǇŀƳέ 
folder. 
 

4. How do I create an invoice? 
 
Creating invoices are fully explained beginning on page 46 of this manual. 
 

5. What do we do if one of our employees with access to the Portal leaves our Company? 
 
The Administrator can go ƛƴǘƻ ǘƘŀǘ ŜƳǇƭƻȅŜŜΩǎ /ƻƴǘŀŎǘ 5ƛǊŜŎǘƻǊȅ ŦƛƭŜ ŀƴŘ ƛƴŀŎǘƛǾŀǘŜ ǘƘŜ 
employee. 
 

6. What is my user name? 
 
Your User name is the email address you provided to the Authority at the time you requested 
access to the Portal. 
 

7. What if my email address changes? 
 
If your email address changes, ask your Administrator to deactivate your current file and set 
up a new one with the new email address. 
 

8. How do I find out if an invoice has been paid? 
 
Navigate to the Finance Tab then click on the View Invoices hyperlink.  Additional information 
is provided in the Finance Tab section of this manual. 
  

mailto:procurementhelpline@tampaairport.com
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9. How long does it take to get a request approved? 

 
Depending on the request, please allow 24 ς 48 hours for approval.  If you need further 
assistance, please call Procurement Helpline at 813-870-8796. 
 

10. How will I know when my Supplier Profile is set up? 
 
The System will send you a notification that provides a hyperlink and your temporary 
password.  Log into the System via the hyperlink, change your password to something that 
you can easily remember then follow the directions provided in this manual to complete the 
setup of your Profile. 
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New Supplier s 
 

Welcome to Hillsborough County Aviation Authority, also known as Tampa International 
Airport, Procurement Department! hǳǊ Ƴƛǎǎƛƻƴ ƛǎ άǘƻ ŎǊŜŀǘŜ ǾŀƭǳŜ ŦƻǊ ǘƘŜ !ǳǘƘƻǊƛǘȅ ŀƴŘ ǘƘŜ 
Tampa Bay region with timely procurement and efficient management of goods and services, in 
ŀ ǇǊƻŦŜǎǎƛƻƴŀƭ ŀƴŘ ǘǊŀƴǎǇŀǊŜƴǘ ƳŀƴƴŜǊΦέ ²Ŝ Ŏŀƴ ƻƴƭȅ Řƻ this with the assistance of our Supplier 
community. 
 
As you navigate through these instructions to become a registered Supplier for the Authority, 
please let us know how we can better assist you. General TIPs are provided throughout the 
process to help guide you through the various steps.  
 
To begin the process, visit www.tampaairport.comΣ ŎƭƛŎƪ ƻƴ άLearn about TPAέ ǘƘŜƴ ά.ǳǎƛƴŜǎǎ 
hǇǇƻǊǘǳƴƛǘƛŜǎέ to access the Airport Business pageΦ /ƭƛŎƪ ƻƴ άwŜƎƛǎǘŜǊ ŀǎ ŀ {ǳǇǇƭƛŜǊέ ƭƻŎŀǘŜŘ ƛƴ 
ǘƘŜ άaƻǊŜ LƴŦƻǊƳŀǘƛƻƴέ ƭƛǎǘ ǘƻ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Supplier Portal Registration Process webpage. 
 

 

 

http://www.tampaairport.com/


tŀƎŜ ДГ ƻŦ КМ Revised May 5, 2015 
 August 18, 2014 First Edition 

 

¢ƻ ōŜƎƛƴ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇǊƻŎŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ǳǇǇƭƛŜǊ wŜƎƛǎǘǊŀǘƛƻƴ wŜǉǳŜǎǘΦέ 
 

 
 
This is the form that must be filled out to request access to Oracle: 
 

 
 
This will allow the Authority to create the Supplier Profile. The System will confirm your request at 
this point and send a System generated email with your user name and temporary password: 
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You can now log into the Portal via the log on link within the email.  Make sure that you type in 
the temporary password EXACTLY as it appears in the email.  The best way to do this is to copy 
the password from the email then paste it into the Current Password field.  Enter a new 
password that will be easy to remember but difficult for others to guess then click Submit. 
 

 
 
The System takes you to the Oracle Applications Home Page.  You are now able to complete 
your Company Profile. 
 

 
 
Click on Supplier Profile & User Manager to access your Supplier Profile.  This takes you to the 
Supplier Administration page which is where Company information is stored. 
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General 
 
The General section provides basic Company information.  This is the best place to add attachments that 
pertain to your Company such as minority certificates or licenses. 
 
To add an attachment, click on the Add Attachment button. 
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Organization  
 
The Organization page provides additional general information about your Company.  The fields marked 
with an asterisk (*) are required fields. 
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Address Book  
 
The Address Book lists the various addresses for your Company.   
 

 
 

Step Action 

1. To set up a new address, click the Create button.  

2. 

The Address Name should be the City of the address.  To make a specific identification 
of the address, add a hyphen and the descriptive word (i.e. ςPayment) to the end of the 
address name.  All fields with an asterisk (*) are required.   Click Apply.  

3. 

Select the option(s) that apply to this address:  Purchasing Address and/or Payment 
Address.  Do not select RFQ Only Address.  This option will only allow the user to 
receive RFQs.  It will not allow the System to create purchase orders if the Company is 
awarded an RFQ. 

4. When all information is entered, click Save. 
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Contact Directory  
 
This section provides a list of your employee(s) that have access to the Supplier Portal.  The employee 
may just be listed as a contact, with no responsibilities, or may be a contact that has any or all of the 
three responsibilities (iSupplier Full Access, Sourcing, Supplier User & Profile Manager).  To view the 

responsibilities granted to an individual user simply click on the pencil icon below Update.   
 

Step Action 

1. To set up a new contact, click the Create button.  

2. 

Fill in the relevant information.  Check the box next to the Create User Account for this 
Contact.  The checkbox next to Certification Reminders should be checked.  All fields 
with an asterisk (*) are required.  

3. 

Check the box next to each Responsibility the user is being provided access to.  
REMEMBER: do not click the box next to Supplier Profile & User Manager if the user is 
not an Administrator.  We recommend only 2 users be provided this responsibility. 

 

4. 

If there are Supplier or contact restrictions, you are able to note these by clicking on the 
appropriate Modify button.  You will need to modify a site first, log out of the System 
then log back in to be able to modify the contact(s) associated with that site.    

5. Once you have provided all necessary information, click Apply. 

 
The new contact will receive a System generated email with their user name and temporary password.  
The first time they log into the System, they will be required to change their password. 
 
If you inactivate any of your contacts, they will be listed under Contact Directory: Inactive Contacts. 
 

 
 

  
































































































































