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Introduction to Supplier Portal

Hillsborough County Aviation Authority (Authority) has transitioned to an internet based
Procureto-Pay environment via Orade an Enterprise Resource Planning (ERP) software
package.

All Supplies doing business with theughority must register via theSupplierPortal (Portal)

The Portalallows the Supplierto gain instant visibility to standard purchase orders, blanket
purchase agreements, contract purchase agreements, blanket releases, seceipoices,
payments and other administrative information. This allows for an increased level of
communication betweemsuppliersand the Authority thereby ensuring success for everyone.

While navigation and access to data is intended to be easy wthtkifPortal] questions on how

to access certain data and screens may arise. This training manual was created to provide our
Supplies with general instructions about hotlie Portalworks and how to navigate the various
pages. By reading and following tlséep-by-step instructions, theSupplierwill be better
prepared to accomplish commonly used tasks.

The followingAuthority personnel are available for assistance, should it be necessary.

General Inquiries

1 Procurement Helpline (813) 8708796

Supplier Portal Administration, Navigation, Registration

1 Kathleen Fisher (813) 8768732
1 Chris Rewis (813) 8768768

Products and Services, Sourcing

 Chris Rewis (813) 8768768
1 Tim Shoby (813) 8768730
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Definition of Terms

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

2. Administrator: employee of &upplierthat has beenassigned the responsibility to
YEYF3AS YR YFAYGFAYy GKS {dzZLJLJd ASNRA t NPTFAES
about the Supplier such as: General Organization, Contact Directory, Addresses,
Business Classificatigiroducts and Servicegnd Payment and Invoicing

3. Agreement a purchase order created from an executed contract betweenStpplier
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 stdicesasure, bonding
capabilities, etc.

5. Buyer: Authority employee issuing the purchase ordeegotiation

6. / 2y il OG0 5ANBOI2NRY tfAada Iff SyLiz2eSSa f
Employee(s) may or may not have assignesponsibilities 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 theSupplierand the Authority whereby various itemseapurchased
at different prices on an aseeded basis. Purchases are tracked by total amount of
funds expended.

8. Deliverable actions or information required of thBupplierthat are made a part of the
purchase order, GBPA or CH&amples 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): finangiatem with multiple modules tha
combines veous functionalitiesF 2 NJ G KS | dzi K2NRAG&@Qa 5SLI NI Y!
platform.

10. Global Blanket Purchase Agreement (GBPA): a purchase order created from an executed
contract between theSupplierand the Authority whereby repetitive purchases are
made atthe 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 lscated in the Sourcing
responsibility.
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12.iSupplierPortal Full Accessectionof the Suppier Portal that allows theSupplierto
managepurchase orders, receipts, deliverables, invoices, payments and other financial
transactions.

13.Line(s): section of theRFQthat 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 elopun lists provided throughout the
Portal.

15. Negotiation (RFQ) electronicrequest 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 befpamed by the user within the
Supplier Portal.

17.0rganization: section of the Supplier Profile and User Manager responsibility that
houses general company information such as headquagsd local offices, number of
employees companwide, 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 addre&ss si
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
NBLINSASYyGa | GKNBS RAIAG a LI NByigond os KA OK
ASNIAOS Aa 2016 0SR gAGKAY FTYR | Gg2 RAIAA
service. This code is based on the NIGP code. For additional information, visit NIGP
Code atttp://www .nigp.com/whythecode.php

20. Receipt document that confirmgood(s) or services(s)ere received byhe 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 { dzLJudfque $esidarise to aRFQ.

23.Responsibility access to Oracle which allows ti&ipplierto perform the functions
found in that particular section of Oracle.

24. SourcingSupplier sectionof the Portal thatprovides electronisourcing
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25.Supplier Portat section2 ¥ G KS | dziSygenihit H@vides Recess to the
Supplief) &rofile  The Profile houses standard purchase orders, blanket purchase
agreements, contract purchase agreements, blanket releasesegipts, invoices,
payments and other administrative information and allows tBepplier reattime
interaction with the Authority.

26.Supplier Profile: Company information housed within iSupplier Portal Full Access
responsibility. The Profile containsrggal Company informationAddresses, Contact
Directory, Business Classifications, Products and Seraimmg$ayment and Invoicing.

27.SupplierProfile & User Managersectionof the Portal that only Administrators have
access to; this allows the Administratorf@nagethe SupplierProfileas necessary.

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

29.Vacation Rules: locatechahe Oracle Applications Home Page, this action allows a user
to temporarily transfer their Portal rights to another user within tGempany

30.Work Confirmation Suppliergenerated 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 R2y Qi NBYSYOSNI Ye LI ad&862NRT Oly &2dz NBaSa Ad

Yes. Ask yourCompanyAdministrator to check the box in your Contact Directory file that says
GwSasSi tlFhaag2NRED h yysSemiau wik leceiveaySeyhgeNdmated & o &
email with your new temporary password. You will be required to change it when you log

into the Systemfor the first time after reset.

2. Our Administrator is out of town and we need to make changes taCmmpanyProfile can you
help me?

Yes. The Authority is suggesting that eacBompanyidentify two Administrators; one that
handles the day to day operations and one that is a backup. If neither is available, call or
email Procurementelpline 813870-87960r procurementhelpline @tampaairport.com

z

3. 2K OlyQi Systa23 Ayid2 GKS

[ 2y Gl OG @ 2dzNJ / 2 Y LITHiSSngag be lduke toSirSviall idsliek)Bryfedi browser
issues, or your system may be delivering email notificatioch&N2 ¥ G KS t 2NIFf Ay (2
folder.
4. How do | create an invoice?
Creating invoices are fully explained beginning on page 46 of this manual.

5. What do we do if one of our employeesth access to the Port&aves ouiCompan$g

The Administrator can gaA y i1 2 G KI G0 SYLX 2e8SSQa /2yidlF Od 5ANB
employee.

6. What is my user name?

YourUser names 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 | find out if an invoice has been paid?

Navigate to the Finance Tab then click on the View Invoices hyperlink. Additiorformation
is providedin the Finance Tab section of this manual
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9. How long does it take to get a request approved?

Depending on the request, please allow 2448 hours for approval. If you need further
assistance, please call Procuremeteélplineat 813870-8796

10. How will I know when m$upplierProfileis set up?

The Systemwill send you a notification that provides a hyperlink and your temporary
password. Log into theSystemvia 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 yourProfile.

Revised May 5, 201t
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New Supplier s

Welcome to Hillsborough County Aviation Authority, also known asmph International

Airport, Procurement Departmenth dzZNJ YA &da A2y A& adG2 ONBFGS g fd
Tampa Bay region with timely procurement and efficient management of goods and services, in

I LINRPFSaaAzylft | yR NI y anishvitghy assisiahcy of &Bupplier 2 S O
community.

As you navigate through these instructions to become a regist8uguplierfor the Authority,
please let us know how we caretter assist you. General TIPs are provided throughout the
process to help gde you through the various steps.

To begin the process, visitww.tampaairport.cont ~ Of A€xin ayf TRANI KSy & . dzaAy S
h LILJ2 NJi doyakcéskh® Aigport Businesspage / £ A 01 2y awNSEHABZGING $R
GKS aa2NB LYyT2N¥YI (A2 guppliér Ragital RegiftrationProtessbidBg@ it SR G 2

Pa @ Languages v Search O\

,v" Internatlonal

AITPOrt FLY GO RELAX LEARN

flights & airlines parking & maps shops & restaurants / about TPA

EST COAST OF FLORIDK

.r!v" Bl ‘

Alrport Business More Information @
Tampa International Airport is one of the region’s most significant N Airport Business
economic engines, with a total economic output of more than $7 billion. N Airport Operations

The airport and its tenants employ more than 7,500 people on the s 'Concessions

airport campus and support more than 81,000 jobs in the community.
Whether you're interested in becoming an airport vendor, real estate
development or joining the airport team, you'll find the information you
need here.

N Procurement

N Register as a supplier
N Noise Abatement

N Height Zoning

N Minority and Disadvantaged
Business Contracting

N Master Plan

N Capital Development

N Employment

N Financials & Activity Reports
N Real Estate

N More Business Links

Procurement Concessions Employment
Supplier information Food, beverage, stores & Job opportunities &
services openings
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Supplier Portal Registration Process

The first step in doing business with the Hillsborough County Aviation ority is to register
as a supplier by completing the online Supplier Registration Reqguest.

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

Supplier Registration Request
" Required

Company Name *

Name *

Email *

| ex: user@domain.com |

Phone *

By submitting this form, you agree to the terms outlined by our legal disclaimer.

This will allow the Authority to create the Supplier Profildie System will comfn your request at
this point and sen@ System generated email with your user name and temporary password:

From: CRP3-Tampa International Airport ERP System (Oracle) [SMTP:ORACLECRPIR12@TAMPAAIRPORT.COM]
Sent: Thursday, August 07, 2014 10:00:01 AM

To: JANE WILLIAMS

Subject: FY1: Supplier Collaboration Network: Confirmation of Registration

Auto forwarded by a Rule

To JANE WILLIAMS
Sent 07-AUG-2014 09:59:56
D 7167465

You have been registered at Hillsborough County Aviation Seesiaefor access to their supplier collaboration network. You@ g on with the
username ANIMALS@SAFARILAND.COM and the password SI2Z(D1EBA

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

Thank you.
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You can now log into the Portal via tlug onlink 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 passwordfrom the emailthen paste it into theCurrent Password field. Enter a new
password thawill be easy to remember but difficult for others to guess then click Submit.

Chasge Passwoed
= Qurrpst Pakiwrd

= Mew Possveord |

* Rar-wnber M Fassveord
B ord raat be o et § chee
Cae

]

" Indcnies reguared Teld

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

ORAC LG' E-Business Suite

B Favorites ¥

Enterprise Search |AI! E] | IE Search Results Display Preference IStandard v
Oracle Applicati: Home Page
Main Me Worklist
I o
| Personalize Full List
B B3 isupplier Portal Full Access From Type Subject Sent Due
BE'iome Page There are no notifications in this view.
® B3 sourcing Supplier ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
@ B3 supplier Profile & User Manager ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
Supplier Profile & User Manager

N\

Click on Supplier Profile & User Manager to access $applierProfile. This takes you to the
Supplier Administration page which is where Compafgrmation is stored.

ORACLE’  supplier Profile & User Manager

B & E ELECTRICAL SUPPLY CO

59-3241569

Category Last Updated By Last Updated Usage update Delete Publish to Catalog
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General

The General section provides basic Company information. This is the best place to add attachments that
pertain to your Companguch 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 (*) areequired fields.

DRACLE” Supplier Profile & User Manager

Supplier Administration

General

Organization D-U-N-S Number = HQ Office — City & State [Lakeland
Address Book
legalstrueture || @& * Local Office City 8 State [Lakeland] x

Contact

- Office providing goods/svcs to the Authors
Directory = Year Established (2000 proving seedd v

o Business
Classifications Incorporation Year ||

o Product &
Services

o Payment &
Invoicing Total

oo o

Tax

= Taxpayer I [59-3241560 AndlysisYear [ |
Tox Registration Num Currency Preference | | @
VAT Number.
Fiscal Year End | December

Potential Revenue

[IFederal Agency =
¥ next Focal year,
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Address Book

The Address Book lists the various addresses for your Company.

ORACLE’

i Navgatorv B2 Favorites ¥ Home Logout Prefe

Supplier Administration

* General Address Book

+ Company Profle

> Organization Address Name - Address Details |country Update Remove
o  Address Book  |akeland-Pay 100 First Street United States / m

Bl Contoet Lakeland, FL 33333

Directory TAMPA 2 1307 N ALBANY AVE United States j m

o Business TAMPA, FL 33607

Classifications.

o Product &

Services

o Payment &

Tnvoicing

Step Action

1. To set up a new address, click tBeeatebutton.

The Address Name should be the City of the address. To make a specific identifi
of the address, add a hyphen and the descriptive word {Payment) to the end of th
2. address name. All fields with an asterisk (*) are requir€iickApply.

Select the option(s) that apply to this addresxurchasing Address and/or Payment
Address. Do not selecRFQ Only AddressThis option will only allow the user to
receive RFQs. It will not allow the System to create purchase orders if the Comp|
3. awarded an RFQ.

4, When all information igntered, clickSave.

Supplier Administration: Address Book >
Create Address

= Indicates required field
Cancel Save
Supplier Name B & E ELECTRICAL SUPPLY CO Supplier Number 5556
Phone Area Code  [863
Phone Number [898-1111

SUPPLIER_ADDRESS_PHONE_NUM_TIP

= Address Name |5

Fax Area Code

Country
Fax Number

Address Line 1 [111 Kenilworth Blvd CUPPLIER ACDRESS FAX HUM T

Addresstine2 | Emall Address
Addresstine3 | SUPPLIER_ADDRESS_EMAIL_TIP
Addresstined | Purchasing Address
= CityTown/Locality [Sebring [ Payment Address
comty [ [IRFQ Only Address

State/Region |FL
Province

= Fostal Code  [33870

HNote
Note
Include any additonal details sbout the address such as the type of address. This will be visible to cther buyers within your erganization as well 2s to the supplier. Alse, include brief ntes to buyer sbout the change when changing address information.
cancel | [ 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 AcceSsurcing, Supplier User & Profile Manager). To view the

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

Step Action

1. To set up a new contact, click tlreatebutton.

Fill in the relevant information. Check the box next to @reate User Account for thi
Contact. The checkbox next t6ertification Remindershould be checkedAll fields
2. with an asterisk (*) are required.

Check the box next to ea¢kesponsibiliy the user is being provided access to.
REMEMBER: do not click the box nextpplier Profile & User Managéirthe user is
not an Administrator. We recommend oriyusers be provided this responsibility.

Select Responsibility
iSupplier Portal Full Access
Sourcing Supplier

3_ [ |supplier Profile & User Manager

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

5. Once you have provided all necessary information, éljghly.

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 gasisword.

If you inactivate any of your contacts, they will be listed under Contact Directory: Inactive Contacts.
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