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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

e Procurement Helpline (813) 870-8796

Supplier Portal Administration, Navigation, Registration

e Kathleen Fisher (813) 870-8732
e Chris Rewis (813) 870-8768

Products and Services, Sourcing

e Chris Rewis (813) 870-8768
e 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
manage and maintain the Supplier’s Profile. The Supplier’s Profile includes information
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. Contact Directory: lists all employees that have been set up in the Supplier’s Profile.
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 for the Authority’s Departments into one software
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.

Page 4 of 79 Revised May 5, 2015
August 18, 2014 First Edition




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
represents a three digit “parent”, which defines the category the particular good or
service is located within and a two digit “child”, which identifies the particular good or
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 a Supplier’s 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.
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25. Supplier Portal: section of the Authority’s ERP System that provides access to the
Supplier’s 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 Asked Questions
1. ldon’t remember my password; can you reset it?

Yes. Ask your Company Administrator to check the box in your Contact Directory file that says
“Reset Password”. Once it has been reset by the 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. Whycan’t|loginto the System?
Contact your Company’s IT Department. This may be due to firewall issues, internet browser
issues, or your system may be delivering email notifications from the Portal into your “spam”
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 employees with access to the Portal leaves our Company?

The Administrator can go into that employee’s Contact Directory file and inactivate the
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.
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9. How long does it take to get a request approved?

Depending on the request, please allow 24 — 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 Suppliers

Welcome to Hillsborough County Aviation Authority, also known as Tampa International
Airport, Procurement Department! Our mission is “to create value for the Authority and the
Tampa Bay region with timely procurement and efficient management of goods and services, in
a professional and transparent manner.” We can only do 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.com, click on “Learn about TPA” then “Business
Opportunities” to access the Airport Business page. Click on “Register as a Supplier” located in
the “More Information” list to be directed to the Supplier Portal Registration Process webpage.

O Languages N Search O\
S Inte?:atlonal X
V A|rp0rt FLY GO RELAX LEARN FLIGHT STATU

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

nlw‘

o
—GateWd &8"‘

i [WEST, COAST OF

a Son

)

Alrport Business More Information @
Tampa International Airport is one of the region’s most significant § 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
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 Concessions

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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To begin the registration process, click on the “Supplier Registration Request.”

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 request access 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 Profile. The System will confirm your request at
this point and send a 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 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.

Chasge Passwoed
= Qurrpst Pakiwrd

= Mew Possveord |

* Rar-wnber M Fassveord
Cmmeord raat be o wet § chee
Cae

]

" Indcnies reguared Teld

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

ORAC LG' E-Business Suite

B Favorites ¥

Enterprise Search |AI! E] | E Search Results Display Preference IStandard v
Oracle Applicati: Home Page
Main Menu Worklist
VT e
| Personalize Full List
B B3 isupplier Portal Full Access From Type Subject Sent Due
BE'iome Page There are no notifications in this view.
® (3 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 your Supplier Profile. This takes you to the
Supplier Administration page which is where Company information is stored.

ORACLE’  supplier Profile & User Manager

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 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.

RACLE” 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.

i Navgatorv B2 Favorites ¥
Supplier Administration
« General Address Book
+ companyprofie
°  Organization Address Name - Address Details |country uUpdate Remove
o  AddressBook Lakeland-Pay 100 First Street United States p) &
o Gonlagt Lakeland, FL 33333
Directory TAMPA 2 1307 N ALBANY AVE United States P @
o Business TAMPA, FL 33607
Classifications
o Product &
Services
o Payment &
Invoicing

Step Action

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

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. —-Payment) to the end of the
2. address name. All fields with an asterisk (*) are required. Click Apply.

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
3. awarded an RFQ.

4, When all information is entered, click Save.

ORACLE"

i Navigator ¥
Supplier Administration: Address Book >

Create Address

* Indicates required field

Supplier Name B & E ELECTRICAL SUPPLY CO Supplier Number 5556
= Address Name  |Sebring-HQ Phone Area Code [863

Phone Number [998-1111

SUPPLIER_ADDRESS_PHONE_NUM_TIP
Fax Area Code

H
Country [United States

* Address Line 1 m P SUPPLIER_ADDRESS_FAX_NUM_TIP
Addresstine2 [ Emall Address 3 777
Address Line 3 SUPPLIER_ACDRESS_ 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.
Cance| 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

Update
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.

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
2. with an asterisk (*) are required.

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.
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 on the
appropriate Modify button. You will need to modify a site first, log out of the System
4. 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.

2 Contact Directory,: Inacth

First Name Last Name Supplier Name Phone Number Email Status User Account
No results found.
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Business Classifications

The Business Classifications section provides the Authority with important information concerning
licensure, bonding capabilities, minority status and whether you are a prime Supplier, a sub or both.
This information aids us in meeting our diversity requirements as well as being able to continue to assist
the minority community in business opportunities with the Authority.

Generally, this information will be completed during the initial set up of your Profile. Updates to all
relevant certifications are to be made here annually. Copies of the certificates can be scanned and
uploaded to the General page.

Business Classifications

Certification Cancel || save

* (1 certify that T have reviewed the classification below and they are current and accurate.

Last Certified 14-Jul-2014 By Abby Rewis

“TIP Please Select All Values That Apply to Your Organization /Date format example: 14-Jul-2014
Classification Applicable  Minority Type Certificate Number/ Dollar Value Certifying Agency Expiration Date
Minority Owned [NATIVE AMERICAN [7s [FmspC [31-Dec-2020
PERF/Pay Business Bonding Capacity/Limit (Enter Dollar Value) O [ [
Prime & Sub Contractor O | |
Prime Contractor Only ] | |
Small Business O (] | |
State of Florida License s [state of Fiorid [p1Dec2020 B

Sub Contractor Only O [ | |
UCP-ACDBE Certification In Florida O | |
UCP-ACDBE Certification Outside Florida O l— | |

UCP-DBE Certification In Florida [} (] [ [
UCP-DBE Certification Outside Florida [} [ [
W/MBE Cartification O | [ [
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Products and Services

The Products and Services section provides you specific codes that indicate the good(s) and/or service(s)
that you will be providing to the Authority. The code numbers have a three digit “parent” code which
identifies the group. The two digit “child” code, which is found after the hyphen, actually identifies a
particular good or service. The Authority asks that you do NOT select a three digit parent code; always
click on the icon under “View Sub-Categories” to pull up the list of two digit child codes.

ORACLE’

B Fayorites ¥ Home Logout Preferences Help

Supplier Administration: Product & Senices >
Add Products and Services: : (B & E ELECTRICAL SUPPLY CO)

Apply

® Browese All Products & Services

O search for Specific Product & Service
View Sub-
Code Products and Services 3 digit parent code Categories Applicable
» i

005 ABRASK [ applicable
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES @ |[appiicable

Cancel | | Apply

Step Action

To search the list of codes by browsing, click the radio button next to Browse All
1. Products & Services. Click on the icon.

Select the appropriate “child” code(s) by checking the box next to Applicable. If you
need to continue searching this “parent” code, click Next 10. Once all codes ar¢
2. selected, click Apply.

[ Supplier Administration: Proguct & Semices =

Add Products and Services: 010 :ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES (B & E ELECTRICAL SUPPLY CO)
cancel | | Apply
3 digit parent
9 Previous [1-10 ] Next 10

View Sub-

Oode‘l'mducm and Services

17  ALUMINUM FOIL, ETC.

30 BANDS, CLIPS, AND WIRES (FOR FIPE INSULATION)
38  CLIPS, PINS, ETC. (FOR DUCT INSULATION)

41  CORK: BLOCKS, BOARDS, SHEETS, ETC.

45  EXTERIOR INSULATION AND FINISH SYSTEMS

Categories Applicable
05  ACOUSTICAL TILE, ALL TYPES (INCLUDING RECYCLED TYPES) [ Applicable
08 ACOUSTICAL TILE ACCESSORIES: CHANNELS, GRIDS, MOUNTING HARDWARE, RODS, RUNNERS, SUSPENSION BRACKETS, TEES, WALL ANGLES, AND WIRES [ Applicable
09 ACOUSTICAL TILE INSULATION [ Applicable
11 ADHES [ Applicable
14  ADHESIVES AND CEMENTS, INSULATION [ Applicable

[ Applicable
[ Applicable
[ Applicable
)] Applicable

<) Previous [1-10 || Next 10 &
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Payment and Invoicing

The Payment and Invoicing section will allow you to select payment method(s) by address (site). It also
allows you to set up the method of notification when a payment has been made.

Suppher Admistration

- General Payn
» Company Profile Cancel | [ save
> Organzation

Address Baok

O Hald all Payments.
O Hald Unmatched Invaices

Product & adsressvame [ [ 60| [clear
E5ED Preferences.
- Payment & Address Hame Address Details Payment Method Payment Currency Invoice Currency Hotification Method
Invoicing Mo search conducted.
Cancel save
Step Action
1. To get a list of your Company addresses, click Go in the Search section.
For each address, click on the Payment Method list of values then click on the
Notification Method to choose how you would like to be contacted when payment ig
2. made. Once all selections are made, click Save.

i Navgator v 88 Favorites v

Suppler Administration

- Genesal Payment and Invoicing
- Company Profile Cance Save
Organization 1 bl all paymes Inweice AMoUNt Limit
Address Baok ] Hold Unmatched Tw Payment Hold Reason
Contact
Directory search
Susiness
Classficatons Note that the se ive
Product & 55 Name Go Clear
Senvices o
IRy & Address Hame. Address Details Payment Method Payment Currency Invoice Currency Motification Method
Invoicing Sebring-HQ 111 Kenilviorth Bivd, Sebring,FL 33670, United States [EPAVABLES ~ v 2 Erel
Lakeland-Fay 100 First Street,Lakeland,FL, 33333, United States [cneck ~] ~ v Email ]
TAMPA 2 1307 N ALBANY AVE,TAMPA,FL33607 United States [Eiectronic ~] = 2 Ermoi [
cancel | | Saw

You have now completed set up of your Supplier Profile in the Portal.

All changes to the Supplier Profile require Authority approval; please allow 24 — 48 hours for
the approval process to be completed. The System will not allow any additional changes to any
record(s) with pending changes within your Profile until the preceding change has been
approved or rejected by Authority staff.
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Existing Suppliers

Existing Suppliers are required to register in the Portal with a valid email address for their
Company. This email represents your Company’s user identification so it is very important that
this address be an actively monitored email address as it is the means by which communication
will transpire between your Company and the Authority. Courtesy notification of active
solicitations will be delivered via these means and you will be required to respond
electronically. We recommend that this email address be the primary Administrator’s email
address.

To begin the process, visit www.tampaairport.com, click on “Learn about TPA” then “Business
Opportunities” to access the Airport Business page. Click on “Register as a Supplier” located in
the “More Information” list to be directed to the Supplier Portal Registration Process webpage.

@ Languages v Search O\
22 Tampa X
a7 International
R Airport FLY Go RELAX LEARN FLIGHT STATU
flights & airlines parking & maps shops & restaurants / about TPA

n.‘d‘ .‘&-

aN

=G ateWd &o th»u

S
= "" WEST, COAST OF'

" ‘o' ‘

VNI
FLORIDA
Airport Business

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
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 Concessions

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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http://www.tampaairport.com/

To begin the registration process, click on the “Supplier Registration Request.”

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 request access 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 Profile. The System will confirm your request at
this point and send a 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 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.

Chasge Passwoed
= Qurrpst Pakiwrd

= Mew Possveord |

* Rar-wnber M Fassveord
Cmmeord raat be o wet § chee
Cae

]

" Indcnies reguared Teld

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

ORAC LG' E-Business Suite

B Favorites ¥

Enterprise Search |AI! E] | E Search Results Display Preference IStandard v
Oracle Applicati: Home Page
Main Menu Worklist
VT e
| Personalize Full List
B B3 isupplier Portal Full Access From Type Subject Sent Due
BE'iome Page There are no notifications in this view.
® (3 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 your Supplier Profile. This takes you to the
Supplier Administration page which is where Company information is stored.

ORACLE’  supplier Profile & User Manager

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 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.

RACLE” 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.

i Navgatorv B2 Favorites ¥
Supplier Administration
« General Address Book
+ companyprofie
°  Organization Address Name - Address Details |country uUpdate Remove
o  AddressBook Lakeland-Pay 100 First Street United States p) &
o Gonlagt Lakeland, FL 33333
Directory TAMPA 2 1307 N ALBANY AVE United States P @
o Business TAMPA, FL 33607
Classifications
o Product &
Services
o Payment &
Invoicing

Step Action

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

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. —-Payment) to the end of the
2. address name. All fields with an asterisk (*) are required. Click Apply.

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 i
3. awarded an RFQ.

4, When all information is entered, click Save.

ORACLE"

Supplier Administration: Address Book >
Create Address
* Indicates required field

Supplier Name B & E ELECTRICAL SUPPLY CO Supplier Number 5556
* Address Name  [Sebring-HQ Phone Area Code 863

Phane Number [999-1111
SUPPLIER_ADDRESS_PHONE_HUM_TIP
Fax Area Code

Country [United S
= Address Line 1 [111 Kenilworth Bivd
Address Line 2

Fax Number
SUPPLIER_ADDRESS_FAX_NUM_TIR
Email Address

Addresstne3 | SUPPLIER_ABDRESS_EMAIL_TIP
Addresstnea [ Purchasing Address
= City/Town/Locality [Sebring [] Payment Address
comy [ [IrFQ Only Address

State/Region [FL
Province

= Postal Code [33870

Note
Note
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 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.
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
2. with an asterisk (*) are required.
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 i
not an Administrator. We recommend only 2 users 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 on the|
appropriate Modify button. You will need to modify a site first, log out of the System
4. 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.

2 Contact Directory,: Inacth

First Name
No results found.

Last Name Supplier Name Phone Number Email Status User Account
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Business Classifications

The Business Classifications section provides the Authority with important information concerning
licensure, bonding capabilities, minority status and whether you are a prime Supplier, a sub or both.
This information aids us in meeting our diversity requirements as well as being able to continue to assist
the minority community in business opportunities with the Authority.

Generally, this information will be completed during the initial set up of your Profile. Updates to all
relevant certifications are to be made here annually. Copies of the certificates can be scanned and
uploaded to the General page.

Business Classifications

Certification Cancel || save

* (1 certify that T have reviewed the classification below and they are current and accurate.

Last Certified 14-Jul-2014 By Abby Rewis

“TIP Please Select All Values That Apply to Your Organization /Date format example: 14-Jul-2014
Classification Applicable  Minority Type Certificate Number/ Dollar Value Certifying Agency Expiration Date
Minority Owned [NATIVE AMERICAN [7s [FmspC [31-Dec-2020
PERF/Pay Business Bonding Capacity/Limit (Enter Dollar Value) O [ [
Prime & Sub Contractor O | |
Prime Contractor Only ] | |
Small Business O (] | |
State of Florida License s [state of Fiorid [p1Dec2020 B

Sub Contractor Only O [ | |
UCP-ACDBE Certification In Florida O | |
UCP-ACDBE Certification Outside Florida O l— | |

UCP-DBE Certification In Florida [} (] [ [
UCP-DBE Certification Outside Florida [} [ [
W/MBE Cartification O | [ [
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Products and Services

The Products and Services section provides you specific codes that indicate the good(s) and/or service(s)
that you will be providing to the Authority. The code numbers have a three digit “parent” code which
identifies the group. The two digit “child” code, which is found after the hyphen, actually identifies a
particular good or service. The Authority asks that you do NOT select a three digit parent code; always
click on the icon under “View Sub-Categories” to pull up the list of two digit child codes.

ORACLE’

B Fayorites ¥ Home Logout Preferences Help

Supplier Administration: Product & Senices >
Add Products and Services: : (B & E ELECTRICAL SUPPLY CO)

Apply

® Browese All Products & Services

O search for Specific Product & Service
View Sub-
Code Products and Services 3 digit parent code Categories Applicable
» i

005 ABRASK [ applicable
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES @ |[appiicable

Cancel | | Apply

Step Action

To search the list of codes by browsing, click the radio button next to Browse All
1. Products & Services. Click on the icon.

Select the appropriate “child” code(s) by checking the box next to Applicable. If you
need to continue searching this “parent” code, click Next 10. Once all codes ar¢
2. selected, click Apply.

[ Supplier Administration: Proguct & Semices =

Add Products and Services: 010 :ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES (B & E ELECTRICAL SUPPLY CO)
cancel | | Apply
3 digit parent
9 Previous [1-10 ] Next 10

View Sub-

Oode‘l'mducm and Services

17  ALUMINUM FOIL, ETC.

30 BANDS, CLIPS, AND WIRES (FOR FIPE INSULATION)
38  CLIPS, PINS, ETC. (FOR DUCT INSULATION)

41  CORK: BLOCKS, BOARDS, SHEETS, ETC.

45  EXTERIOR INSULATION AND FINISH SYSTEMS

Categories Applicable
05  ACOUSTICAL TILE, ALL TYPES (INCLUDING RECYCLED TYPES) [ Applicable
08 ACOUSTICAL TILE ACCESSORIES: CHANNELS, GRIDS, MOUNTING HARDWARE, RODS, RUNNERS, SUSPENSION BRACKETS, TEES, WALL ANGLES, AND WIRES [ Applicable
09 ACOUSTICAL TILE INSULATION [ Applicable
11 ADHES [ Applicable
14  ADHESIVES AND CEMENTS, INSULATION [ Applicable

[ Applicable
[ Applicable
[ Applicable
)] Applicable

<) Previous [1-10 || Next 10 &
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Payment and Invoicing

The Payment and Invoicing section will allow you to select payment method(s) by address (site). It also
allows you to set up the method of notification when a payment has been made.

Suppher Admistration

- General Payn
» Company Profile Cancel | [ save
> Organzation

Address Baok

O Hald all Payments.
O Hald Unmatched Invaices

Product & adsressvame [ [ 60| [clear
E5ED Preferences.
- Payment & Address Hame Address Details Payment Method Payment Currency Invoice Currency Hotification Method
Invoicing Mo search conducted.
Cancel save
Step Action
1. To get a list of your Company addresses, click Go.
For each address, click on the Payment Method list of values then click on the
Notification Method to choose how you would like to be contacted when payment is
2. made. Once all selections are made, click Save.

i Navgator v 88 Favorites v

Suppler Administration

- Genesal Payment and Invoicing
- Company Profile Cance Save
Organization 1 bl all paymes Inweice AMoUNt Limit
Address Baok ] Hold Unmatched Tw Payment Hold Reason
Contact
Directory search
Susiness
Classficatons Note that the se ive
Product & 55 Name Go Clear
Senvices o
IRy & Address Hame. Address Details Payment Method Payment Currency Invoice Currency Motification Method
Invoicing Sebring-HQ 111 Kenilviorth Bivd, Sebring,FL 33670, United States [EPAVABLES ~ v 2 Erel
Lakeland-Fay 100 First Street,Lakeland,FL, 33333, United States [cneck ~] ~ v Email ]
TAMPA 2 1307 N ALBANY AVE,TAMPA,FL33607 United States [Eiectronic ~] = 2 Ermoi [
cancel | | Saw

You have now completed set up of your Supplier Profile in the Portal.

All changes to the Supplier Profile require Authority approval; please allow 24 — 48 hours for
the approval process to be completed. The System will not allow any additional changes to any
record(s) with pending changes within your Profile until the preceding change has been
approved or rejected by Authority staff.
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iSupplier Portal Full Access

Once the Company has completed set-up of the Supplier Profile, user(s) will have access to
Company records via iSupplier Portal Full Access. This is known as a “responsibility” as it grants
the user the ability to view and manage a multitude of information concerning interactions
between the Company and the Authority.

On the Oracle Applications Home Page, a list of your responsibility(ies) appear(s) in the Main
Menu.

ORACLE" EBusiness Suite

Enterprise Search IAH I Go Search Results Display Preference IStandard .

Oracle Applications Home Page

ain ben Worklist

Personalize Full List
D isupplier Portal Full Access From Type Subject Sent Due
r:‘Snu[(ing Supplier There are no notifications in this view.
Ca Supplier Profile & User Manager “TIP Vacation Rules - Redirect or auto-respond to notifications.

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

To view, click on iSupplier Portal Full Access. The following page appears:

ORACLE" isupplier Portal

Home | Orders | Shipments | Finance

Search [PO Humber V! Go |

Full List |

Subject Date
No resu

Full List
PO Number Description Order Date

This is the Home Tab. The tabs across the top of the page are the same as the list on the right
side of the page. Clicking on the links on the right side of the page will take you to the same
place in the Portal that you would go to if you selected one of the tabs at the top and then
picked the hyperlink below the tabs.

Example: under Orders on the right is the hyperlink for Purchasing History.

Orders

« Agreements
s Purchase Orders

+ Purchase Histo
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Clicking on the Orders Tab pulls up the page; all hyperlinks are listed just below the tabs.

Orders | Shipments | Finance

Purchase Orders

Work Confirmations | Deliverables

You are able to view any pending Notifications and Purchase Orders from your Home Page.

ORACLE iSupplier Portal

Home | Orders | Shipments | Finance

Search |PU Number | IEI

Subject Date
< No results found.

Ii; Orders At A Glance
PO lumber Description

Order Date

44789 Global Blanket Purchase Agreement for CRP Testing not CPR 03-Jun-2014 13:36:28

44786 34333-BLAST-M] 03-Jun-2014 10:13:52

44780 Waork Order No. 14-03 Runway 18-36 Taxiway A Hangar Project 6205 Req# 32583 (M. Grief) 02-Jun-2014 14:30:52

44768 34122-BALLAST-M] 02-Jun-2014 14:23:23

44767 RELAY FOR DAVID DAHL 27-May-2014 09:13:12
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Orders Tab

On the Orders tab, you will have access to the following:

Purchase Orders — this page shows all purchase orders that have been issued to your Company
e To filter POs, click on the View List of Values then «click Go

LUT (Al Purchase Orders s Go

e Click on the PO Number to view an individual PO; Rev will reflect how many times
|P{} Number Rev

the PO has been revised e -

Agreements — this page lists all “Agreements” created. There are two types:

e Global Blanket Purchase Agreement: this is a purchase order created from an
Authority executed Agreement that is for a specific item at a specific price; these are
repetitious purchases, made on a regular basis.

e Contract Purchase Agreement: this is a purchase order created from an Authority
executed Agreement that is for a set dollar amount with different items at
established prices.

PO Number Revision Global Description Document Type Buyer [order Date + Currency Amount Agreed Amount Released Effective-From Date Effective-To Date Status

44789 0Yes Global Blanket Purchase Agreement for CRP Testing not CPR _ Blanket Purchase Agreement | SHOBY, TIM 03-1un-2014 13:36:28 USD 10,000.00 04-Dec-2013 03-Dec-2014 Open

44746 1Yes Global Blanket Purchase Agreement based on WSCA Pricing  Blanket Purchase Agreement  SHOBY, TIM 19-May-2014 09:42:38 USD 10,000.00 04-Dec-2013 03-Dec-2014 Supplier Change Pending
44755 0Yes  Global Blanket Purchase Agreement based on WSCA Pricing  Blanket Purchase Agreement  SHOBY, TIM 14-May-2014 08:52:41 USD 10,000.00 04-Dec-2013 03-Dec-2014 Accepted

44699 2Yes BPA Blanket Purchase Agreement  JOHNS, MARSHALL D 08-May-2014 10:42:19 USD 5,500.00 05-May-2014 04-May-2015 Closed

44698 0¥es |MRO State of Florida/WSCA Contract Contract Purchase Agreement |SHOBY, TTM 06-May-2014 14:30:45 USD 9,500.24 01-May-2014 30-Apr-2015 Open

Purchase History — this page allows you to search for specific POs in order to view the history
of all changes made to the specific PO.

POMumber  RevOperating Unit  Description Buyer Creation Date Revised Date - Currency Total  Ship-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
2HCAA 5

CR1-24330-STOCK 19-N0v-2010 10:13:45  20-Dec-201013:56:05  USD 239,10 ] 3 ]

Work Confirmations — this page lists all completed work on a project purchase order. A project
PO is created for all projects; a work confirmation reflects the work completed for the current
period.

e To review a work confirmation, click on the Work Confirmation number.

Work Confirmation
44780-5
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= On this screen, the information for the particular Work Confirmation is shown.

Wor 5 (HCAA Retainage: 44780)

Ordered 9,175.15 1 Work Order No. 14-03 Runway 18-36 Taxiway A Hangar
Approved 1,276.10 Project 6205 Req# 32583 (M. Grief)
T 11-May-2014

VoM Price Ordered Amount. Progress (%) Status Comments.
DOUAR 100 4504 0 252 2520 2520 50 v
DOLLAR | 1.00 788 0 30 394.00 304.00 0 -
DOUAR | 1.00 7314 0 3657 36570 365.70 50 v
DOUAR 100 26225 0 655625 65.56 196.69 25 v
DOUAR 100 493 0 12325 123.25 36875 5 v
Project 6205 14, Continung Consuiting Engne oy A" DOUAR | 1.00 15155 0 37.8875 3789 113.66 2 v
Project 6205 14, Continuing Consy o s Taway "A" 02-0un-2014 14:26:09 DOUAR 100 258 0 65 64.50 192.50 » v

e To Update or Cancel an existing Work Confirmation, click on the radio button next to the
specific Work Confirmation then click Update or Cancel. NOTE: Once the Update or Cancel
has been submitted, the Work Confirmation cannot be opened until the Authority approves

or rejects it.
ORACLE’ isupplier Portal

Advanced search

Previous Current Total
Request Date - Poriod from Period To PO Number Currency Ordered Requested Delvered Requested Dolivered Progress (%) Status.
® 03-1un-2014 10:19:06 11-May-2014 30-Jun-2014 uso 917515 0.00 0.00 1276.10 0.00 12.91 Processed

Deliverables — this page allows you to manage all deliverables attached to all purchase orders.
e To filter deliverables, click on the Status List of Values and select a type then click
Go.

ORACLE’ isupplier Portal

Home | Orders | Shipments | Finance
| Agresments |
Manage Doliverables
Search
Oaiverable Nome | Document Type v
status [Open ~l Doeument Number
Due Date From =
Due Date To =
Iy Indicates deliverable i overdue X Indicates responsible party failed to perform the delwerabie
Defiverable Rame Defiverable Type Document Type Document tumber Party Name Contact Due Date Status Aert update
Contracual Standard Furchase Order 47861 8 8 E ELECTRICAL SUPPLY CO Abby Rews 05 Jun-2014 Open A ,
Contractial Blonket Purchase Agresment 7 # & E ELECTRICAL SUPPLY CO Abby Rews 1132014 Open B
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Purchase Orders

Each time a purchase order is issued, you will need to acknowledge the PO. This can be
accomplished in one of two ways; directly within the Notifications section or via the Orders Tab.

ORACLE’ iSupplier Portal

Home | Orders | Shipments | Finance
Search IF‘O Number I EI
*  hotifications
Full List
Subject Date
No results found.
I:L Orders At A Glance
Full List
PO Number Description Order Date
44789 Global Blanket Purchase Agreement for CRP Testing not CFR 03-Jun-2014 13:36:28
44786 34333-BLAST-M] 03-Jun-2014 10:13:52
44780 Work Order No. 14-03 Runway 18-36 Taxiway A Hangar Project 6205 Req# 32583 (M. Grief) 02-Jun-2014 14:30:52
44768 34122-BALLAST-M) 02-Jun-2014 14:23:23
44767 RELAY FOR DAVID DAHL 27-May-2014 09:13:12
Step Action
1. On the Home Page, find the pending PO under Notifications.

2. Open the PO or Agreement by clicking on the PO number link.

3. Open the PDF document to review the order.

4, Click Accept or Reject as appropriate. These are located on the right side of the page.

OR

ORACLE" isupplier Portal

Select Order: | Acknowledge | | Request Cancellation || Request Changes | | View Change History \ evious [1-25 | V] Next 25
(Ol b o e | e e e e

Step Action

1. On the Orders Tab, find the PO requiring acknowledgement under Status.

2. Click the radio button under Select.

3. Click on the Acknowledge button.
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4, Click Accept Entire Order or Reject Entire Order as appropriate.

5. Enter Note to Buyer.

6. Click Submit.

Commmycns s
a Reject Eatire Order | Accept Entiro Order | | it | | Wi G bery | | St |

Orders | Agresments | Furchase istory | Work Confirmations | Deliverables

Orders: Purchase Orders >  Acknowledge for Standard Purchase Order >
Acknowledge Purdhase Order 45952
Submit
Description

Curency  USD
Amount 100.00

Order Date  20-Aug-2014 15:15:53
Acion  Refect

* hota to Buyer ’—

Cancel | | Submit

ORACLE" isupplier Portal

Purchase Orders | Agreements | Purchase History | Work Confirmations | Deliverabld
Orders: Purchase Orders > Acknowledge for Standard Purchase Order >

Acknowledge Purchase Order 45952

Description
Currency  USD
Ameunt  100.00
OrderDate  20-Aug-2014 15:15:53

Adion  Accept

Note to Buyer ’—
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Request Changes to Purchase Orders

Occasionally, you may find a need to request a change to an existing purchase order. From the
Orders Tab, click on the Purchase Orders link to take you to the Purchase Orders page.

ORACLE" isupplier Portal

Purchase Orders | Agreements | Purchase History | Work Confirmations  Delverables
Ordars. P e Order

rdars. Purchase Orders
Standard Purchase Order: 44786, 1 (Total USD §31.25)

Order Information
General Terms and Conditions -
Total
Toral 631.25 Fayment Terms  NET 30 Recened
Suppller B & E ELECTRICAL SUPPLY Carmier Invoiced 0.
co FOB RECEIVING Payment Status Mot Paid
Supplier Ste  TAMPA 2 Freight Terms  PREPAY
Address 1307 N ALBANY AVE Shipping Control
Ship-To Address

Address HILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INT'L
AIRPORT

CENTRAL WAREHOUSE
5008 N WESTSHORE BLVD

Tampa, L 33614

¥
Supplier Order Number B8-To Address
Attachments Viex
Address HILLSBOROUGH CO AVIATION AUTHORITY
PO BOX 22287
Tampa, FL 33622

PO Details.
Step Action
Click on the purchase order number to be changed under PO Number. This is a link to
|PD Humber
44789

1. the purchase order.

From the Actions List of Values, select Request Changes. Click Go.

7 Actions |Request Changes Go

Details Line ~
Shﬂ'.-'\" 1

3. Under Details, click on Show to see the details of the line.

To change the price, simply type over the number under Price and then provide the reason for
the change in the Reason field.

ORACLE' isuppliec Portal
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To change quantities or delivery information, go to the Shipments line, click on Show All then
make the appropriate corrections to any of the following fields:

Quantity Ordered
Promised Date
Reason

Action (select Change)

ORACLE" isupplier Portal

Cancel | | Printable View | | View Change History | | Bxport | | Submit

=
General Information Terms and Conditior
Manage Defiverables
Totsl 631.25 Payment Terms NET 30
Supplier B & E ELECTRICAL SUPPLY Carrier
© FOB RECEIVING
Supplier Site. TAMPA 2
Address 1307 W ALBANY AVE
TAMPA, FL 33607
Buyer JOHNS, MARSHALL D Ship-To Address
Order Date 03-Jun-2014 10:13:52 e o Tt
\ddress HILLSBOROUGH AUTHORITY / TAMP,
Description 34333-BLAST-M) e
R <€Kal(u< Open ey e
S Oocamen e
ourciny t
Tampa, FL 33614
Organization HCAA -
Supplier Order Number [ 8il-To Address

Attachments View Address HILLSBOROUGH €O AVIATION AUTHORITY
PO BOX 22287
Tampa, FL 33622

0 multiple delivery dates, chck the spit ine icon of the desired row and then make changes,

line Type  Ttem/Job Ttem Revision Supplier tem  Description voM  Qty Price Amount Delivered Biled Note to Suppller  Contractor Mame  Status Global Agreement  Supplier Config ID Attachments Reason

1 Gooos BALAST, 4F3ZT8 277V EACH 25 2525 63125 open
Shipments
Shipment Ship-To Location  Quantity Ordered A Received Date Need-ByDate  Supples (%) Start Effectiv

1

ason Action
-— > oz esl D) Bowmewon] osed ForRacating i - -

If, for some reason, the delivery has to be split into multiple shipments, you will follow the
same steps as above. Additionally, you will click on the icon under Split to create a second
shipment line. The Quantity Ordered, Promised Date and Reason fields will be updated in
accordance with the new shipment schedule.

[omcat] [ Prinkable Vo | | View Change History | | Export | | Submit

Address WILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INT'L
ATRPORT

CENTRAL WARENOUSE
5008 H WESTSHORE 8LVD
Tampa, fL 33614

8- 1o Address.

Address HILLSBOROUGH CO AVIATION AUTHORITY
PO BOX 22287
Tampa, §L 33622

Detalstine Type  Item/Job  Item Revision Suppher ltem

Status Supplier Config 1D Attachments Reason
shpments
: e : @
-
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Request a Cancellation to a Purchase Order

You will follow the same steps to cancel a purchase order as you do to request a change to a
purchase order.

ORACLE" isupplier Portal

e

Home | Orders | Shipments | Finance
| Agreements | Purchase History | Work Confirmations | Deliverobles

Order: 44786, 1 (Total USD §31.25)

Buyer O

Status Open
Note to Supplier

Sourcing Document
Supplier Order Number
Attachments  Viex

Order Information
General Terms and Conditions S
Total
Total 631.25 Fayment Terms  MET 30 Receved 63125
Supplier B & E ELECTRICAL SUPPLY Carrier Trvoiced  0.00
co FOB RECEIVING Payment Status  Not Paid

Supplier Ste  TAMPA 2
Address 1307 N ALBANY AVE
TAMPA, 1L 33607
. MARSHALL D Ship-To Address
n-2014 10:13:52

Order Date  03-Jus
Description  34333-BLAST-M)

Operating Unt HCAA

Freight Terms  PREPAY
Shipping Control

Address HILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INT'L
AIRPORT

CENTRAL WAREHOUSE
5008 N WESTSHORE BLVD
Tampa, L 33614

Bll-To Address

Address HILLSBOROUGH CO AVIATION AUTHORITY
PO BOX 22287

PO Details.
Step Action
Click on the purchase order number to be cancelled under PO Number. This is a link to
|PD Humber
44789
1. the purchase order. :
From the Actions List of Values, select Request Cancellation. Click Go.
5 Ll b hEl Request Cancellation Go
3. To cancel the entire PO, click on Cancel Entire Order. | Cancel Entire Order
* Reason for Cancellation ’
Provide a Reason for Cancellation
. . bmi
4, then click Submit. [ submit |
To cancel an individual line, click on Show under Details, to see the details of the line.
Details |Line
5. @ Show |1
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When cancelling a PO, you will need to provide the reason for the cancellation in the Reason

field.

ORACLE’ isupplier Portal

Purchase Orders | Agreer | BurchaseWistory ~ Work Confirmations | Deliverables.
Orders: Purchass Orders > View Order Details > Cancel Purchase Order >
Request Cancellation for Blanket Purchase Agreement : 44789,0 (Total USD 10,000.00)
Currency=USD Cancel | | Cancel Entire Order | | Printable View | | View Change History | | Export | | Submit
@
General Information Terms and Conditions
Manage Deliverables L
Total 10,000.00 Payment Terms  WET 30 - =~ Invosces
Supplier B & E ELECTRICAL SUPPLY CO Carmier preemEy
Suppler Site TAMPA 2 FOB RECEIVING
Address 1307 W ALBARY AVE Freight Terms PREPAY
TAMPA, FL 33607 Shipping Cotrol
Suyer SHOBY, TIM
Order Date 03-Jun-2014 13:36:28 Ship-To Address
DR Ol Chobet FARhac RS TNas S0 SN S SR L ety ot Address HILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INT'L AIRPORT
= CENTRAL WAREHOUSE
s T 5008 N WESTSHORE BLVD
Sourcing Document TESpRI So s
Organization WCAA B0 Addrase
Supplier Order Number
z Address WILLSBOROUGH CO AVIATION AUTHORITY
Attachments View
PO BOX 22287
Tampa, L 33622
PO Detais.
TP Click on the Show ink to view price break detals of a line.
Shaw Al Hide Al
Frevous [1-25 of 29 [V] et 4 @

Details Line Type Item/Job Item Revision Suppher ltem Description vom aty Price Amount Deivered Billed Note to Suppler Contractor Name Status Global Agreement ~Suppher Config ID _ Attachments
SHde 1 GOODS 445-06-00022 118116 DRILL HIGH SPEED STEEL 1/4" / LETTER E EAcH 2.66 Open
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Agreements

As explained earlier in this manual, Agreements are purchase orders that have been created
because your Company has entered into a contract with the Authority.

There are two types of Agreements:

e Global Blanket Purchase Agreement: this is a purchase order created from an Authority
executed Agreement that is for a specific item at a specific price; these are repetitious
purchases, made on a regular basis.

e Contract Purchase Agreement: this is a purchase order created from an Authority
executed Agreement that is for a set dollar amount with different items at established
prices. These are regular purchases that will vary from purchase to purchase.

Just as with a standard purchase order, you are able to request changes or request cancellation
of an Agreement. Refer to those sections if you need to request a change or a cancellation.

Under the Orders Tab, click on Agreements to see all Agreements issued to your Company. On
this page, you can type in the PO Number if you have it or you can click Go to pull all
Agreements.

ORACLE" isupplier Portal

| Puschi ¥ | Work Confirmations | Delversbles
Supplier Agreements

Export
‘simple Search
Note that the search is case insensi Advanced Search

FONmber [
clabal [ ]
Effectve-From Date |
EfectveToDate [ @
=

PO Humber RevisionGlobal  Descrighion  Document Type Buyer OrderDate  Curency  Amount Agreed Amount Released Effective-From Date Effective-To Date Status Attachments  Upload Status
Mo search conducted.

This is what you will see:

ORACLE" isuppiier Portal

Home | Orders | Shipments | Finance

Currency Amount Agreed Amount Released Effective-From Date Effective-To Date Status Attachments Upload Status
3:36:28 USD 10,000.00 04-Dec-2013 03-Dec-2014 open

9:42:38 USD 10,000.00 04-Dec-2013 03-Dec-2014 Supplier Change Pending

14-May-2014 08:52:41 USD 10,000.00 04-Dec-2013 03-Dec-2014 Accepted

2 08-May-2014 10:42:19 USD 5,500.00 05-May-2014 04-May-2015 Closed

DYes  MRO State of Florida/WSCA Contract Contract Purchase Agreement ™ 06-May-2014 14:30:45 USD 9,500.24 01-May-2014 30-Apr-2015 Open

Export

If you click on the purchase order number link under PO Number, the System takes you to the
header information.
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ORACLE" isupplier Portal

i navgator v B Favorites v

Purchase Orders | Agreements | FPurchase History | Wark Conficmations | Deliverables

Orders: Agree

Contract Purchase Agreement: 44638 Revision: 0 (Total: USD 9,500.24)

PO Numiber 44698 Approved Date D6-May-2014 14:30:45
LK

Revision 0 Supplier CTRICAL SUPPLY €O
Description MRO State of Florida/ WSCA Contract auyer
Currency USD Amaunt Agreed 8,
Amount Released Status
Global Yes Effective Start Date D1-May-2014

Effectve End Date  30-Apr-2015
Purchase Orders.

PO Humber Revision Status Order Date Currency Amount Receipts
o resuts found.

Return to Orders: Agreements

You can click on the PO Number link to view a copy of the entire purchase order.

ORACLE" isupplier Portal

i navgator v B Favorites v

Contract Purchase Agreement: 44538 Revision: 0 [Total: USD 9,500.24)
PO Hum

Approved Dote D6-May-2014 14:30:45
T Sugplier LECTRICAL SUPPLY CO
Description MR State of Florida/ WSCA Contract Buyer ™

currency usD Amaunt Agreed  9,500.24
Amount Released Status.
Global Yes Effsctve Start Date 01-May-2014
Effective End Date  30-Apr-2015
Purchase Orders.
PO Number Revision Status Order Date Currency Amount ‘Receipts

o resuts found.

Return to Orders: Agreements

General information concerning the purchase order appears. From the Actions List of Values,
click on View PDF then click Go. This will bring up the purchase order in PDF.

ORACLE’ isupplier Portal

Orders: Agreements > Blanket Agreement >
nt: 44698, 0 (Total USD 9.500.24)

~— —
[ e — f-n),“m
R i e

‘Order.
General Terms and Conditions.
Totel 9,500.24 Poyment Terms NET 30
Suppher B & E ELECTRICAL SUPPLY CO Carrier
Suppher Site TAMPA 2 F0B RECEIVING
Address 1307 N ALBANY AVE Freight Terms PREPAY
TAMPA, FL 33607 Shipping Control
Buyer SHOBY, TIM
Order Date  06-May-2014 14:30:45 Ship-To Address

DRI WG SEREROF Fiosion, pace Address WILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INT'L
i AIRPORT

Status Open
Hote to Supper

Operating Unit HCAA
Sourong Document

Suppher Order Humber 8ill-To Address.

Atachments Wone

CENTRAL WAREHOUSE
5008 N WESTSHORE BLVD
Tampa, L 33614

Address HILLSBOROUGH CO AVIATION AUTHORITY
PO BOX 22287
Tampa, FL 33622

actons [Vewror 5] e8] [
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This is what you will see:

T PA_101_44698_0_US.pdf - Adobe Acrobat EEE

Bl e view indow Help

‘@Crﬁte‘|@ﬁ@|{§}@@[@|}b@ IZ
f1|{r_"7 | o] Tools Comment Share|

b

F—% B
= nternational Contract Purchase Agreement
urport
Order No. ) Ship to
iSi ] HILLSBOROUGH CO AVIATION AUTHORITY / TAMPA INTL AIRPORT
Order Date: OE-MAY-2013 CENTRAL WAREHOUSE
Revision Date 5008 N WESTSHORE BLVD
Buyer SHOBY, TIM/ asmith@tampaairport.com Tampa, FL 32514
§13-870-5730
Supplier [ Suppiier No. [ 5558 Eill to
B & E ELECTRICAL SUPPLY CO HILLSBOROUGH CO AVIATION AUTHORITY
1307 N ALBANY AVE PO BOX 22287
TAMPA, FL 33607 Tampa, FL 33622
Email: payables@tampaaimport.com
P Terms. Freight Terms Ship Via [ Confirming Order Supplier Contact/ T 1 Email
NET 30 FREPAY | No
Effective Start Date Effective End Date Amount
01-MAY-2014 30-APR-2015 $8.500.24
MNaotes:

All prices and amounts on this order are expressed in USD

i o

HillsEarough County Awvabon Authorty

It is hereby certified that all provisions of the laws of Florida were complied

with in issuing this order, and that there are sufficient and propery "
appropriated funds to liquidate this cbligation. This purchase order is
govemned by the terms and conditions below. APPROVED BY v 74

Edward Haines, Director of Procurement
Authorized Signature

Page 10f 1
The Hilsborough County Awtation Authority (Authority) Is exempt from Federal Taves on Transportafion charges and any Federal Excdse
Taw. If you are to prepay charges do not pay tax. The Authority will not reimburse you for the tawes paid. Federal ID No. 53-5001253

Click on Return to Blanket Agreement then Return to Orders: Agreements to return to the list of
Agreements. Both links are found on the bottom left side of your screen. This will be true for
Contract Purchase Agreements as well.

Page 41 of 79 Revised May 5, 2015
August 18, 2014 First Edition




Purchase History

To view the history of a purchase order, click on the Orders Tab then on the Purchase History
link. You can type in the purchase order number in the PO Number field then click Go if you
want to view a particular PO or simply click Go to pull up all purchase orders issued to your
Company.

ORACLE" isupplier Portal

Furchase Orders | Agreements | Purchase History | Work Confirmations | Deliverables
Puschase Order Revision History
Simple Search
Hote that the search Is case insensitive Advanced Seardh |
T —
Release Humber
rev [
Document Typa 3
CreationOate [ @
RevisedDate [ @
Operating Unit Q
(& E! |
PO Number Rev Operating Unit Fption  Buyer  Creation Date Revised Date Currency  Total  Ship-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
No search conducted.
Bxport

When looking at PO history, you have the option to take one of the following actions:
e Compare to Original PO
e Compare to Previous PO

e Show all PO Changes

Simply click on the page icon below the appropriate action.

Compare to Original PO

ORACLE" isupplier Portal

PO Number 44789 Ship-To Location  CENTRAL WARFHOUSE
Revision 0 Ship Via
Type Blanket Agroement F08 RECEIVING
Curency usD Total 10,000.00

‘Compare to Original PO.

#TIP Changes made to contract dauses and delverables are not shown below. Click Show All PO Changes to review contract changes in each revison
Comparisons are sorted by Revision, Line and Shipment.

Revision Line Item/Job Shipment Price Differential Enabled Organization Field Altered Changed from Changed To
5 No Difference
Print Document Revisions
Ravson Nambar 2 [&
Purchase History Compare to Previous PO | | Show All PO Changes | | Export
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Compare to Previous PO

| ORACLE" isupplierportal
|

Purchose Orders  Agreements | Purchase History | Work Confirmations |
Orders: Purchase History >
PO Comparison Result

PO Number 44789

Ship-To Location

AL WAREHOUSE

CENTRAL WAREHOUSE B41To Location €
Revision 0 Ship Via Payment Terms.
Type Blanket Agreement FOB RECEIVING Freight
Currency USD Total 10,000.00 Buyer S
Comparisons are sorted by Revision, Line and Shipment.
Revision tine Ttem/ Job ‘Shipment Price Differential Enabled Organization Flekd Altered Changed from Changed To
)

Mo Difference

Compare to Original PO | | Show Al PO Changes | | Export

urchase History >

PO Comparison Result

Compare to Original PO | | Compare to Previous 0 | | Export

Bill-To Location QEEICE-HCAA
Paymant Terms NET 30
Type Blanket Agrooment OB RECEIVING Froight PREPAY
Currency USD Total 10,000.00 Buyer SHoBY, T

PO Number 44789 Ship-To Location CENTRA

WAREHOUSE

Comparisons are sorted by Revision, Line and Shipment.

Revision tine Item)/Job Shipment Price Differential Enabled Organization Fiedd Altered Changed from Changed To
0 No Difference
Revision Number 4 (6o

Compare to Original PO | | Compare to Previous PO | | Export
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Work Confirmations

Work Confirmations are project submittals that detail the percentage of work and stored
materials (if applicable) for the current period on a construction contract. Creating the Work
Confirmation is done via the Purchase Orders link on the Orders Tab; viewing Work
Confirmations is done from here as well.

Create Work Confirmation

Step Action

From the Orders Tab, click on the Purchase Order link. This is a link to the list purchase
1. orders issued to the Company.

Click on the PO number under PO Number that you are creating a Work Confirmation
|POI'Iumber

2. against.

From the Actions List of Values, select Create Work Confirmation. Click Go.

3 Actions Create Work Confirmation Go

This is the screen that will allow you to create the work confirmation.

ORACLE’ isuppiier Portal

Next
Description Work Order No. 14-03 Runway 18-36 Taxiway A Hangar
Project 6205 Req# 32583 (M. Grief)

Advanced Search

Select Line Pay Ttem Description Heed-By Date vom Ordered Requested Defvered Progress(%)

Step Action

The line(s) of the purchase order are shown, with a checkbox for each line under Select.
Check each box for each line you have completed work for within the current period.
Then click Next.

SelectLine  Pay Item Description

4. O 1 1 Froject 6205 14, Continuing Consulting Engineering Services, Hangar Taxilanes

Enter the Work Confirmation Number and the Period of Performance.

Ordered 9,175.15 Description. Work Order Ho. 14-03 Runway 18-36 Taxiway A Hangar
Aporoved 1,276.10 Project 6205 Req# 32583 (M. Grief)
5  Work Confirmation Period of Performance =10 =]
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78.8
60.62

then click Submit.

Current

fequested/ Delivered Material Stored Amount
——
.24 135.

Enter the amount being requested. This is either a dollar value or progress percentage,

Total

24 |

( Progress (%) Requested/ Delivered  Progress (%) Al
30

[ 135.24 | 30

788 |
s.62 |

10 [ 78.8 [ 10

40 [ 60.62 | 40

You should attach supporting documentation to each Work Confirmation. This can be done

when you are entering the amount or percentage of current work completed.

Progress (%) Attachments

100
100

100

L 5]

45 <\

L5

Click on the + to get the Add Attachment section open. Attach a file, fill in a URL address or provide

Add Attachment

pmert [ ]

File

Add Another

Browse.

Cancel

)

text in the attachment and click Save.

View Work Confirmations

Step Action

the View List of Values you can select one of the following:
Last 25 Work Confirmations

Draft Work Confirmations

Rejected Work Confirmations

All Work Confirmations.

Click Go.

From the Purchase Orders link on the Orders Tab, click on Work Confirmations. From

The amount requested is shown, as is the progress percentage complete.

Click on the Work Confirmation Number under Work Confirmation you want to view.

This is a view of all Work Confirmations to date.

Fgreements | Furchase Fistory

Select Work Confirmation

Total
Progress (%) Status
169
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Update (Cancel) Work Confirmations

Step Action

From the Purchase Orders link on the Orders Tab, click on Work Confirmations. From
the View List of Values you can select one of the following:

e Last 25 Work Confirmations

e Draft Work Confirmations

o Rejected Work Confirmations

e All Work Confirmations.

9. Click Go.
Check the radio button under Select next to the Work Confirmation you want to
10. update. Click Go.
NOTE: you can only update or cancel Work Confirmations that are in a status of Draft
11. or Rejected.
12. You are able to change the current delivered amount or percentage only.
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Manage Deliverables
Deliverables are items that you, as the Supplier, are required to provide. Generally, these are
such things as insurance certificates, Material Safety Data Sheets, or other forms of

documentation to complete the terms of the purchase order.

Deliverables can be found either directly from the Deliverables link on the Orders Tab or
through the Actions List of Values on an individual purchase order.

Here is an example of a list of deliverables:

ORACLE’ isuppiier Portal

Purchase Orders | Agreements | Work 1
Manage Del
Search
Deliverable Name Document Type ]
Status. v Document Number
Due Date From 2
Due Date To | 2
o

B Indicates delverable ts overdue % Indicates responsile party failed to perform the deliverable

Defiverable Name Deliverable Type Document Type Document Number Party Name Contact Due Date Status Nert update
o2 Contractual Standard Purchase Order 44796, 1 8 & E ELECTRICAL SUPPLY CO Abby Rewis 05-Jun-2014 Open 2 »
Contractual Blanket Purchase Agreement 44789, ¢ 8 & E ELECTRICAL SUPPLY CO Abby Revits 11-Jun-2014 Open i
Contractual Standard Purchase Order 44666, 2 8 & E ELECTRICAL SUPPLY CO Abby Rewiis 09-May-2014 Submitted
Contractual Standard Purchase Order 44766, 0 8 & E ELECTRICAL SUPPLY CO Abby Rewits 22-May-2014 Submitted

To respond to a deliverables request from this page, click on the pencil icon below Update on
the line for the deliverable you are responding to.

ORACLE’ isupplier Portal

Purchase Orders | Agreements | Work 1
Manage
Search
Delierable Name Document Type ™l
sews [ V] Document Number
pvepaterrom [ &)
ovebateTo [ @
60
I indicates deliverajfis overdue X ndicates responsile party failed to perform the deliverable
Defiverable Name Delfiverable Type Document Type Document Number Party Name Contact Due Date Status Nert update
SPECS Contractual Standard Purchase Order 44796, 1 8 & E ELECTRICAL SUPFLY CO Abby Rewis 05-Jun-2014 Open & 2
Contractual Blanket Purchase Agreement 44789, ( 8 & E ELECTRICAL SUPRLY CO Abby Rewis 11-Jun-2014 Open i
Contractuel Standard Purchage Order 666, 2 8 & E ELECTRICAL SUPPLY CO Abby Raviis 09-May-2014 Submitted
Contractual Standard Purchase Order 44766, 8 & E ELECTRICAL SUPPLY CO Abby Rewts 22-May-2014 Submitted
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Step Action

On the Update Deliverable page, the Description field will provide the specific
information or documentation being requested.

Description | pjgase provide Insurance
1.
Click the Add Attachment box and provide the information requested. This can be a
file, a web address or text. Once you have uploaded the information, click Apply.
Attachment Summary Information
Title |
Description
Category External
Define Attachment
Type @ File Browse
Ouwr |
OText
2.

Click on the Status List of Values and change the option to Submitted. Click Apply.

3. Status | Submitted v
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Shipments Tab
The Shipments Tab will provide information regarding the goods or services provided by your Company

to the Authority. In this section of the Portal, you are able to view current receipts, returns, overdue
receipts and your Company’s on-time performance.

View Receipts

To view a list of all receipts, click on the Receipts hyperlink below the Shipments Tab then click the Go
button.

ORACLE" isupplier Portal

A Novgator @

View Receipts

Simple Search
Advanced Search |
Recepttumbee | Organization 3
FOfumber [ Rem Number Q
A— I_Z._‘_— Suppiver Rem 3

Item Description

Shipment Number
Shipped Date =

6o Clear
e 110 | V] et 10 O

Receipt = Creation Date Organization Shipment shipped Date Packing Sip Containers Waybil] Airbill Freight Carrier 8ll of Lading PO Humber Invoice Attachments
99 11-Jan-2012 10:13:40 HCAA FIFO INV ORG (IN1) 39

29-Dec2011 15:23:45 HCAA FIFO INV ORG (IN1)

21-Dec-2011 13:59:14 HCAA FIFO INV ORG (IN1)

15-Dec-2011 07:09:22 HCAA FIFO INV ORG (IN1) 11569

06-Dec-2011 13:39:55 HCAA FIFO INV ORG (IN1)

18-Nov-2011 10:21:05 HCAA FIFO INV ORG (IN1
9546 14-Nov-2011 07:15:24 HCAA FIFO INV ORG (IN1 11544

09-Nov-2011 15:02:15 HCAA FIFO TNV ORG 11542

07-Nov-2011 15:24:42 HCAA FIFO TNV ORG (IN1) 1537

20-00-2011 15:14:26 HCAA FIFO INV ORG (IN1)

Click on the Receipt Number to view individual receipts.

o] [Geer]

receipt~/ [creation bate org
9976 11-Jan-2012 10:13:40 HcA
29-Dec-2011 15:23:45 HCA

9921

19861 21-Dec-2011 13:59:14 HCA
9819 15-Dec-2011 07:09:22 HA
9731 06-Dec-2011 13:39:55 HcA
19605 18-Now-2011 10:21:05 HCA
9546 14-Nov-2011 07:15:24 HCA
9522 09-Nov-2011 15:02:15 HA
9499 07-Nov-2011 15:24:42 HeA
9327 20-0ct-2011 15:14:26 HCA

Here is an individual receipt:

Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Receipts >
Receipt: 9976
Creation Date  11-Jan-2012 10:13:40 Packing Slip
Organization HCAA FIFO INV ORG (IN1) Containers
Supplier B & E ELECTRICAL SUPPLY CO ‘WaybillfAirbill
Supplier Site ' TAMPA 2 Freight Carrier
Shipment Number Bill of Lading
Shipment Date Attachments None
Receipt Transactions
Receipt Date + Promised Date|Need-By Date /i i i I Job ipti UOM Ordered Returned Net Received i / Lot/ Serial
11-Jan-2012 10:13:01 09-Jan-2012 00:00:00 On-Time 37739 4 1 280-24-00065 WIRE, #12 THHN STRND WHITE FOOT 1000 1000 Al ]
11-Jan-2012 10:13:01 09-Jan-2012 00:00:00 On-Time 37739 1 1 280-24-00056 WIRE, #10 THHN STRND GREEN FOOT 1000 1000 @
11-Jan-2012 10:13:01 09-Jan-2012 00:00:00 On-Time 37739 2 1 280-24-00057 WIRE, #10 THHN STRND ORANGE FOOT 1000 1000 é
11-Jan-2012 10:13:01 09-Jan-2012 00:00:00 On-Time 37739 31 280-24-00076 WIRE, #10 THHN STRND BROWN FOOT 1000 1000 CENTRAL WAREHOUSE =]
Return to Shipments: Receipts
To return to the Receipts page, click the hyperlink at the bottom of the page.
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View Returns

To view a list of returns, click on the Returns hyperlink below the Shipments Tab then click the Go

button.

ORACLE" isupplier Portal

Ty Shipments
Receipts | Returns | Overdue Receipts | On-Time Ferformance

Returns Summary

Simple Search
HNote that the search is case insensitive
Organization oS
PO Number
Receipt Number

Shipment Humber
6o | Cloar |

Organization Receipt humber PO Humber
Mo search conducted.

Shipment fumber  RMA Number

RM# tumber

nem
Supplier Rem

Q
Q

Ttem Description

Receipt Creation Date

Item Supplier Item  Item Description

UOM  Quantity Received

Quantity Returned Return Date

Advanced Search

Reason  Supplier Config ID

Click on the Receipt Number to view individual returns.

Recepts | Retums | Overdue Receipts | On-Twme Performance

Returns Summary

 Simple Search

ote that the search is case insensitve
Organization Q

PO Number |

Receipt humber |

Shipment Number |

Mumber [RMA Number (Receipt Creation Date ~
21-0t-2013 08:23:55
15-Aug-2012 14:35:37
03-May-2012 15:46:13
08-Apr-2010 14:46:49
22-Mar-2010 13:12:40
08-0ct-2009 09:47:36
08-0ct-2009 09:47:36
08-0ct-2009 09:47:36
08-0ct-2009 09:47:36
08-0ct-2009 09:47:36

RMA tiumber |

|
Rem o3
Suppler Tem 3
Ttem Description |
Item Supphier Item Ttem
285-95-00086 OUPLEX RECEPTACLE, RYANT CR20-8

285-23-00148
285-11-00014
285-50-00181
285-14-00004
670-52-00013
285-95-00056
285-95-00019
285-95-00018
285-23-00007

STRAP 3/8 EMT

IGNITER ADV. L1S7135-IC/ HPS 1000W.

LAMP F72T8 OW SYL27266

CIRCUIT BREAKER, SQ D FH 26020-8C I-LINE 600V
COUPLING, EMT 1/2° STEEL COMPRESSION

COVERPLATE, DOUBLE DUPLEX RECEFTICAL STEEL CITY RS-8
CONNECTOR BOX, THINWALL 1/2° STEEL-COMP EFCOR 750
CONNECTOR BOX, THINWALL 3/4" STEEL-COMP EFCOR 751
80X 4" 5Q 1/2 & 3/4 KO 52151-1/2-3/4 STEEL CITY

UOM Quantity Received Quantity Returned Return Date

EACH 20
EACH 100
EACH 90
EACH 72
EACH 3

EACH 100
EACH 10
EACH 100
EACH 100
EACH 25

2
100
41
7
2
100
10
100
100
25

Advanced Search

o [110 V] Next 10
Reason Suppler Config 1D
13-Jan-2014 15:35:16
15-Aug-2012 14:39:37
14-Moy-2012 12:38:58
09-Apr-2010 16:32:25
26-Mar-2010 13:19:39
08-0ct-2009 13:47:16
08-Oct-2009 13:47:16
08-Oct-2009 13:47:16
08-Oct-2009 13:47:16
08-0c-2009 13:47:16

110 V] Next10 @

ORACLE"

iSupplier Portal

i Navgator v

& Favorites v

Home Logout Preferences

Shipments
| Retuns | Overdue Recelpts
Shipments: Retumns \
Recelpt
Receipt  POMumber  |line Shipment  Description vom om Date Promised Date Need-By Date Performance
1 20358 L STRAP 3/8" EMT EACH 100 1000 15-Aug-2012 14:35:19 13-Aug-2012 00:00:00 Oon-Time

Click on the hyperlink at the bottom of the page to return to the Returns page.

View Overdue Receipts

Overdue Receipts are those shipments that were not delivered on time. To view of list of Overdue
Receipts, click on the Overdue Receipts hyperlink below the Shipments Tab. Click Go to get a list.

Shipments
Facepts | Rt | Oveniue Receipts | On-Time Performanse

Simpke Search
ot that the search s cae Inssnste
Organizaton a
POMumber [
Tam
Supplec Tem

e Date

[T

0 | [ char

Organization 90 wamber em
Mo search conducted,

Suppler item

vom  quantiey Ordesed

Quantity Recehicd ‘Ship-¥o Lucation

carier  Buyer  Suppler Config I

Advancen Search

Taport
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Click on the PO Number to view an individual shipment that was not received on time.

ORACLE" isupplier Portal

Receipts | Rehwns | Overdue Recelpts ~ On-Time Ferformance
Overdue Receipts

oot e o ot Advanond search |
Orgmeztion Q L o
O
2o

q
Suppler 2om q

Organization PO Humber Ttem Suppler Item  Ttem Description Due Date UOM  Quantity Ordered  Quantity Received  Ship-To Lacation Carrier Buyer
HCAA Froject 6205 14, Continuing Consultng Engineseing Senvices Parking Lot Rehab 0232014 14:26:08  DOULAR 258 ) CENTEAL WARFHOUSE 3 i
HCAA w28 Froject 6205 14, Continuing Consuiting Engineenng Services, Parkng Lot Rehab. 02-3n-2014 14:26:09  DOLLAR 15155 o062 & use

HOA s Frogect 6205 14, Continuing Consultng Enginesring Services Rusmoy 18-36 0232014 14:26:00  DOUAR 262.25 655625 Y

o Project 6205 14, Contining Consulting Engineering Services Rummay 18-36 02312014 142609 DOLLAR 493 12325 408, T3

oA Froject 6205 14, Coninuing Consultng Enginesring Services Runway 5-23 02An2014 14:26:03  DOULAR 986 o »

HOW Froject 6205 14, Continuing Conmulting Engineering Serwices, Hangar Texlanes Xn-201414:26:00  DOLLAR 450.8 13524 :

HCAR Froject 620 14, Continuing Conuiting Enginesring Services Taxway “A" 0232014 14:26:09  DOULAR 15155 37.0875 O, T

HCAA Fropect 6205 14, Contiuing Consulting Enginesring Services Taxiway *A" Q2014 142608 DOLLAR 258 s 0

HCAA Froject 6205 14, Continuing Consulting Engineering Sendces, Hangar Taxibnes 02312014 14:26:08  DOLLAR 788 78 0 SHO8Y, T2

HOM Froject 6205 14, Continuing Consulting Engineering Services Rurmway 5-23 02302014 14:26:08  DOULAR 524 ) 2

HCAR Froject 6205 14, Continuing Conutng Enginearing Services Texway *A" 02-Xn-2014 14:26:08  DOUAR 258 o

HCAR Froject 6205 14, Confinuing Consultng Engineseing Servioes Parking Lot Rehab 0232014 14:26:08  DOUAR 258 0 2108V, T
HCAA Froject 6205 14, Continuing Consultng Engineseing Senices Rurmay 523 02An-2014 14:26:08  DOLAR 986 ) SHOSY. T

HCAA Project 6205 14, Continuing Consulting Engineering Senvies, Hangar Texilanes 02002014 14:26:08  DOLLAR 4504 252 NTRAL WAREHOUS 2%, T2

HOAA Fropect 6205 14, Continuing Conzuiting Engineering Serwces Rurmwey 23 0232014 14:26:08  DOLLAR 5238 o £H0USE »

HCAA Frogect 6205 14, Confinuing Consultng Enginesring Servioss, Forkng Lot Rehab 022014 14:76:08  DOUAR 7314 357

HCAR Froject 6205 14, Continuing Consultng Enginesring Senvices Rusmay 18-36 0202014 14:26:08  DOULAR 430 o 08,7

HOAA Froject 6205 14, Contnuing Consulting Enginesring Senices, Hangar Texlanes 0202014 14:26:08  DOULAR 788 394 SHORY. T

HOMA Propect 6205 14, Continuing Consutng Enginesring Services Rurmey 18-36 €2-Xin-2014 14:26:08  DOLLAR 264 o £ »

HeAA Frogect 6205 14, Continuing Consuiting Enginesring Services Taamay *A" 0232014 14:26:08  DOUAR 157.4 ) E REHOUSE >
HeaA G 29Mop2014 141034 BAG 10 0 £ {RISTIE
HCAA 0352600854 SHEAVE, AK2B-7/8" #249-1028010 20022014 09:49:40 EACH S o C REMOUSE 3

HCM 1 RELAY 24VAC 1O & 1 HC 15May 2014 10:43:54 EACH 10 o REHOUS 1 L
HCAA AT RELAY 24VAC 18O & 1 NG 1 Mop2014 104354 EACH S 0 ® }

HCAA Froject 6205 14, Contnuing Consultng Engineseing Servces, Hongar Taxkanes 13My2014 13:57:44  DOLLAR 788 394 g o8

The illustration below reflects the Order Date (12-May-2014), the Need-By Date (15-May-2014), and the
Received amount (0.00). To return to the list of Overdue Receipts, click on the hyperlink at the bottom
of the page.

ORACLE" isupplier Portal

Shipment
| Retuns | Overdue Receipts = On-Time Performence
Shipments. Overtua Receipls >
Standard Purchase Order: 44717, 0 (Total USD 59.50)
Currency=Ust Actions [Request changes  [v] [60] [ Bxport |
Order Information
General Terms and Conditions Bm—ary
Total 59.50
Toul 59.50 Payment Terms NET 30 Received 0.00
Supplier B & E ELECTRICAL SUPPLY Carrier Ivoiced  0.00
d FOB  RECEIVING Payment Status Mot Paid
Supplier St TAMPA 2 Freight Terms PREPAY
Address 1307 N ALBANY AVE Shipping Control
TAMPA, FL 33607
Buyer JOHNS, MARSHALL 0 ‘Ship-Te Address
oD Ll et Address HILLSBORDUGH CO AVIATION AUTHORTTY / TAMPA INT'L
Description RELAY FOR DAVID DAHL. A e !
SIS CENTRAL WAREHOUSE
(== 5008 N WESTSHORE BLVD
Note to Supplier Tampa, FL 13614
Operating Unit HCAA
Sourcing Document B-To Address
Supplier Order Number
Attachments Hone Address HILLSBOROUGH CO AVIATION AUTHORITY
PO BOX 22287
Tampa, FL 33622
PO Details
Show Al Datals | tade A1l Details
Details Line - Type Ttem/ Job Suppher Ttem Description oM aty Price Amount Status Attachments Reason
[ 1 GOODS RELAY 24VAC 1H0 &1 NC EACH 10 595 5950 Open
Shipments
aty Amount
Shipment  Ship-To Location Ordered  Received  Invoiced  Ordered  Received  Invoiced Promised Date Need-By Date Payment Status Status  Supplier Line Spit  Reason Attachments
1 G AREHO! 10 59,50 15-May-2014 10:43:54 Accepted
actions [Request Changes  |w] | 6o | [ Export
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View On-Time Performance

Click on the On-Time Performance hyperlink below the Shipments Tab to view all shipments that were
received on time.

ORACLE" isupplier Portal

Home | Orders | Shipments | Finance
Receipts | Retums | Overdue Receipts | On-Time Performance
On.Tima Performance
Simphe Search
Mote that the search Is case nssnsitve Advanced Search
Organization Q Ponumber [
buepate [ @ Shpmenthumber [
{emample 2o 2614) o a
Raceipt Humber
— a waybil/airbil bumber [
tebery s [ 2]
o [
Organization PONumber  DueDate  Shipment Number Receipt Number Receipt Date Ttem  Supplier Ttem Description ~ UOM  Quantity Recelved Waybill/ Airbill Number Carrier  Delivery Status Configuration Td
Ho search conducted.

On this page, you are able to view the Purchase Order Number, the Receipt Number, and the Delivery
Status of a particular shipment. In addition, you can view the Due Date and Receipt Date.

The PO Number and Receipt Number are hyperlinks to the individual purchase order or receipt. Click on
either to view the applicable information.

ORACLE" isuppler Portal

Shipments | Finance
Receipts | Retums  Overdue Receipts  On-Time Performance

On.Time Performance

 Simple Search
Hote that the search is case insensitive Adwnoced Seacch
Organization Q PO Number
Due Date Shipment Number
— Tem Q
Receipt Number
‘Waoybill/Airbill Number
Supplier em Q

Delivery Status v

Ttem Supplier Item Description UOM  Quantity Received y Status ]
06-Sep-2007 09:38:16 CONDUIT EMT 3/4° FOOT 200 On-Time
06-Sep-2007 09:38:16 1" STEEL EMT COMPRESSION COUPLIIG EACH 50 On-Time
06-Sep-2007 09:38:16 1" STEEL EMT COMPRESSION BISULATED CONNECTOR FAX # 813874-1680  EACH 16 on-Time
02:Mar-2012 14:23:18 BALLAST,71A7807500-08 EACH 6 on-Time
25-May-2007 10:47:24 CAT6 CABLE, 1000’ ROLL, BLUE PART #30024-008 (#H1990) EACH 4 on-Time
21-Hov-2013 11:52:39 Parts and materials for the installation of the new LED lights on the PKY BACH 1 On-Time
30-Now-2012 11:30:29 ADVANCE #IMK-175-C-8LS EACH 3 On-Time
06.56:2007 09:38:16 CoNpuIT EMT 1° FOOT 400 on-Time
03-un-2014 1 17':) BALLAST, 4F3278 277V EACH 25 951 YF On-Time
OFVE IO T BALLAST, 2F40 T12 277VAC EACH 6 456 ABF  On-Time

02:Jun-2014 14:26:09 447805 0330n-2014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services Taxiway "A" DOLLAR 64.5 on-Time
02-3un-2014 14:26:09 200-175 01-3u-2014 08:58:24 Project 6205 14, Continuing Consulting Engineering Services, Parking Lot Rehab DOLLAR 60.62 On-Time
02-Jun-2014 14:26:09 200-175 01:304-2014 08:58:24 Project 6205 14, Continuing Consulting Engineering Services, Hangar Taxianes DOLLAR 78.8 On-Time
02-Jun-2014 14:26:09 200-175 01-3u-2014 08:58:24 Project 6205 14, Continuing Consulting Engineering Services, Hangar Taxianes DOLLAR 135.24 On-Time
02-Jun-2014 14:26:09 44780-5 03-3u0-2014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services Taxiway “A" DOLLAR 37.8875 On-Time
02-Jun-2014 14:26:09 44780-5 033602014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services Runvay 1835 DOLLAR 65,5625 on-Time
02-Jun-2014 14:26:09 447805 03-301-2014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services Runvay 1836 DOLLAR 123.25 Oon-Time
02-un-2014 14:26:08 44780-5 03612014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services, Kangar Taxianes DOLLAR 225.2 On-Time
02-Jun-2014 14:26:08 447805 03-3un-2014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services, Hangar Taxianes DOLLAR 394 on-Time
02-Jun-2014 14:26:08 447805 03-3un-2014 10:31:24 Project 6205 14, Continuing Consulting Engineering Services, Parking Lot Rehab DOLLAR 365.7 On-Time
27-May-2014 09:11:00 27-May-2014 09:17:37 RELAY 24VAC 1O & 1 NC EACH 25 AARRWW YF onTime
21-May-2014 13:39:22 21-May-2014 13:54:01 035-26-00954 SHEAVE, AK28-7/8" #249-1028010 EAGH 5 FEDEXS54321 FEDEX_On-Time
13-May-2014 13:57:44 3A 13-May-2014 14:22:12 Project 6205 14, Continuing Consulting Engineering Services Runviay 5-23 DOLLAR 26.19 on-Time
13-May-2014 13:57:44 3A 13-May-2014 14:22:12 Project 6205 14, Continuing Consulting Engineering Senvices Runvaay 1836 DOULAR21.5 On-Time
13-May-2014 13:57:44 3A 13-May-2014 14:22:12 Project 6205 14, Continuing Consulting Engineering Services Runwiay 18-36  DOLLAR 1345 on-Time
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Finance Tab

The Finance Tab is where you will create invoices, view invoice status, and view payment status.

Create Invoice With a PO

To create an invoice that has an existing purchase order, make sure the Create Invoice List of Values
indicates “With a PO” then click Go.

ORACLE" isupplier Portal

Creote e [Wiaro [ [£2]

Hote that the search is case insensitive
Supplier B & E ELECTRICAL SUPPLY CO Purchase Order Number |
Tnvoice Number —
twocssafrom [ mocedateTo [ @
Invoice Status v Currency
Go | | clear
Invoice Date Tnvoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments

No search conducted.

Create noice  [Witharo V] | Go

The Portal will request that you fill in one of the Search fields:

e Purchase Order Number
e Purchase Order Date

e Buyer

e QOrganization

Most of the time you should fill in either the Purchase Order Number or the Buyer. If you choose to fill
in the Buyer’s name, click on the magnifying glass then click Go.

ORACLE" isupplier Portal

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

Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders
[cancel ] step 1 0f 2 [ mext
Search

Note that the search is case insensitive Advanced Search |

tive
Purchasa Order Humbsr
Purchase Order Date =]
(wancie: 35-Jur-2018)
Buyer |REWIS, CHRISTINE 4
Organization A

Advances and Financing [Exciuded[v]

6o | | clear
Seloct Items: | Add to Invoice /

select All | select vone

Select/PO Number ~ Line  Shipment Advances or Financing Ttem Description Suppher Ttem Number Ordered Received Invoiced UOM  Unit Price Curr  Ship To Organization Packing Slip Waybill
O 44705 1 1 a Coffee 10 [} 5 BAG 425 USD  CENTRAL WAREHOUSE HCAA
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Check the box next to the PO Number that you want to invoice. Click the Add to Invoice button.

——

Select All | Select None
Select‘P() Number +
44705 1 1

|Ijr|e |Sh'|pment

—T
an] [ieas]

Advances or Financing

O

Item Description
Coffee

If this is the incorrect PO Number, you have the opportunity to remove it. If it is correct, click Next. This

is Step 1 in the process.

ORA:CCé iSupleer’Por\al

Manage Tax

Review and Submit

Purchase Order Humber
Furchase Order Date 2

10 0 5

Unit
Ordered Received Invoiced UOM Price  Curr Ship To
BAG 4.25

o 201

Buyer |REWIS, CHRISTINE Q

Organzation Q

Advances and Finanaing [Excluded v]
Go | [ clear |
Select Items: | Add to Invoice |
Advances or Financing  Ttem Description Supphier Ttem Number Ordered

o Coffee 10 0

Organization
UsD CENTRAL
'WAREHOUSE

Received  Invoiced  UOM  Unit Price

5 BAG 425

> .
Purchase Orders Details
Create Invoice: Purchase Orders
Step 1 of ¢ | Mext
Hote that the search is case insensitive Advanced Search |

Curr  Ship To
USD  CENTRAL WAREHOUSE

(organization Packing Sip  Waybil

HCAA

Cancel | Step 10f 4 | Mext

All Supplier information should populate automatically; if the Remit To address is incorrect, click on the
magnifying glass to pull up a list of addresses. Click on the Quick Select button to choose the correct

address.

Finance -' E
reate Invoices View Invoices View Payments
Details Manage Tax
Create Invoice: Details
* Indicates required field
Supplier Invoice
* Supplier B & E ELECTRICAL SUPPLY CO = Tnvoice Numbe
Tax Payer D 59-3241569 N
“Remit To [TAMPA 2 el
Address 1307 N ALBANY AVE TAMPA FL 33607 T
Remit To Bank Account Currend
Unique Remittance Identifier = Search and Select List of Values - Login to DEVL (20140225) - this i project instance. Pl ==
Remittance Check Digit
Search and Select: Remit To Throug}
Search
Customer
Tofind your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
* Customer
o arch By [Remit To[v] [Tampa 2 Go
Items
Select Select [supplier Remit To  Address ©rganization
PO Number Line Shipment Ttem Descrip| O B B & E ELECTRICAL SUPPLY CO TAMPA2 1307 N ALBANY AVE TAMPA FL 33607 HCAA
44705 1 1 Coffee
Shipping and Handling Select
Charge Type Descri|
No results found.
< >
#100% v
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The following fields should be completed (if an asterisk is next to the field name, it is a required field):

e Invoice Number
e Invoice Date (may auto-populate)

e Invoice Description

e Work Performed Through

e Attachment (this is not a fillable field; you should attach documentation to support the invoice)
e Quantity

If there are additional charges that need to be added, click on “Add Row” below Charge Type.

Shipping and Handling

Charge Type
No results found.

Add Row

You can add Freight or Miscellaneous charges here. Once you have provided all the information
requested on the page, click Next. This is Step 2.

[ ORACLE’ isupplier Portal

Home | Orders | Shipments | Finance
Create Invoices | View Tnvoices | View Peyments
> ; > %)
Purchase Ordsrs Details Manags Tax Review and Submit

Cro its

ik cancel | | Back | step2 of 4 | Next

Inwoice.
* Supplier B & E ELECTRICAL SUPPLY CO = nvoice Number [17
Tox Poyer I 59-3241569 1 . e ]
T T 2 e [T
Address 1307 N ALBANY AVE TAMPA FL 33607 Invoice Type [invoice ™
Remit To Bank Account Q Currency usD
Unque Remaance identter | iveice Desergtion ’—w,“ 2
Remittance Check Digit
‘Work Performed Thraugh ]
ARBCRTIRN 5 psoch mgnt ist,. | Bl |
Customer
= Customer Tax Payer I [S¥S11976 3
Customer iame  HCAA GRE MASTER DRGANIZATION
Address HILLSBOROUGH CO AVIATION AUTHORITY Tampa 33622 US

Trems '3

PO Number Line: Shipment Ttem Description Suppher Item Number Ship To Available Quantity Quantity Unit Price uoM Amaunt

44705 1 1 Coffes CENTRAL WAREHOUSE s B 425 86 22

‘Shipping and Handling

Charge Type Amaunt Description

[Freight ~ 10.00 — 6 W [erowa

Add Row /5I 7
4 Cancel Back | Step Tof 4 | Mext

Step 3 is the “Manage Tax” page. There is nothing required on this page so click Next.

Ttems 2,575.00
Less Retainage 0.00

Freight 10.00

Miscellaneous 0.00

Tax 0.00

Recalculate Total | Total (USD) 2,585.00

Cancel | Save | Back | Step 3 of 4 | Next Submit
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Click Submit to complete the invoice.

Ttems 2,575.00
Less Retainage 0.00
Freight 10.00
Miscellaneous 0.00
Tax 0.00
| Recalculate Total | Total (USD) 2,585.00 /

| Cancel | | save | | Back | step3of 4 | Mext |

This is a completed invoice:

ORACLE" isupplier Portal

M Navigator ¥ B2 Favorites ¥ Home Logout Prefe
Home | Orders | Shipments | Finance
Create Invoices | View Invoices | View Payments
Purchase Orders Details Manage Tax Review and Submit
[ Confirmation
Tnvoice 15 was submitted to our Accounts Payable department on 08-Jul-2014. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page.
Invoice: 15
printable Page | [ Create Another |
Supplier Invoice
* Supplier B & E ELECTRICAL SUPPLY CO * Invoice Number 15
Tax Payer 1D 59-3241569 * Invoice Date  08-Jul-2014
=RemitTo TAMPA 2 Invoice Type Standard
Address * Currency USD
Remit To Bank Account Invoice Description  Coffee
Unique Remittance Tdentifier Work Performed Through 01-Jul-2014
Remittance Check Digit Attachment  Attachment List...
* Customer Tax Payer ID SYS11976
Customer Name HCAA GRE MASTER ORGANIZATION
Address HIL CO AVIATION Y PO BOX 22287
Tampa Hillsborough 33622
Items
PO Humber Line Shipment Item Description Supplier Item Number ship To Available Qty Quantity To Invoice UOM Unit Price  Amount
45836 1 1 LAMP, CF42DT/E/IN/38W/841 # 21105 CENTRAL WAREHOUSE 500 500.00 EACH 5.15 2,575.00
Invoice
Ttems 2,575.00
Less Retainage 0.00
Freight 10.00
Miscellaneous 0.00
Tax 0.00
Subtotal 2,585.00
Less Advances and Financing 0.00
Total (USD) 2,585.00
Return to Invoices printable Page | | Create Another
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View Invoices

To view the status of an invoice, click on the View Invoices hyperlink under the Finance Tab. You can
search by any of the fields listed or simply click Go to view a list of all invoices.

ORACLE" isupplier Portal

fi Navigator v B2 Favorites ¥ Home Logout Preferen

Home | orders | shipments | Finance
Create Invoices | View Invoices | View Payments

View Invoices

[Export |
Simple Search

Advanced Search
Invoice Number Payment Status

PO Number Invoice Amount From

(example : 1234) Amount Due From
Release Number

(eample : 1234-2)
Fayment Number Due Date From

Invoice Status

Invoice Invoice Date
No search conducted.

Invoice Date From

ype Currency Amount DueStatus On Hokl PaymentStatus Remit-to Supplier Remit-to Supplier Site  Due Date Payment PO Number Receipt DiscountDate  Available Discount Attachments

The list allows you to look at the following:

An individual invoice (Invoice)
Due Date

Payment (check number)

PO Number

The page also provides the date the invoice was submitted, the status of the invoice and the payment
status.

ORACLE" isupplierPortal

or v B2 Favorites ¥

Shipments | Finance

Create Invoices | View Invoices | View Payments
View Invoices
Simple Search
Advanced Search
Invoice Number Payment Status
PO Number Invoice Amount From To |
{exampe : 1234) Amount Due From To [
Release Number —
e ) Invoice Date From To B
Payment Number Due Date From To =
moigeiots [ 9] (exampi: 23-2un-2013)
& Previous |1-25 .
TInvoice] ype Currency |Amount  DudStatus__Jon Hold |Payment Status |Remit-to Supplier Remit-to Supplier Site Due Date * Payment P8 Number Receipt |Discount Date Available Discount Attachments
18 Standard Invoice Request USD 140.00  140.00 Rejected Not Paid 07-AUG-2014 ﬁ\E
15 08-Jul-2014 Standard usp 2,585.00 2,585.00 In-Process Not Paid 07-AUG-2014 145836 @\El
12416  28-May-2014 Standard usb 191.50  191.50 Approved Not Paid 27-JUN-2014 45430
12407  14-May-2014 Standard usp 446.25 0.00 Approved Paid 13-JUN-2014 |91600 45392
12397  05-May-2014 Standard usp 1,075.00 0.00 Approved Paid 45358
12396  01-May-2014 Standard usb 387.00 0.00 Approved Paid 45279
12395 30-Apr-2014 Standard usp 60.00 0.00 Approved Paid 45089
12391  24-Apr-2014 Standard usp 337.50 0.00 Approved Paid 45089
12385 21-Apr-2014 Standard usD 169.00 0.00 Approved Paid 45055
12386  21-Apr-2014 Standard usp 302.50 0.00 Approved Paid 45089
12376 11-Apr-2014 Standard usp 482.50 0.00 Approved Paid 45131
12375 09-Apr-2014 Standard usD 522.08 0.00 Approved Paid 145055
12371 07-Apr-2014 Standard usp 4,350.00 0.00 Approved Paid 45016
12363  28-Mar-2014 Standard usp 2,890.00 0.00 Approved Paid 44934
12361 27-Mar-2014 Standard usD 313.00 0.00 Approved Paid 27-MAR-2014 |90605 144543
12360 25-Mar-2014 Standard usb 234.00 0.00 Approved Paid 25-MAR-2014 (91142 44083
12348 13-Mar-2014 Standard usp 345.00 0.00 Approved Paid 144840
12340 06-Mar-2014 Standard usb 140.00 0.00 Approved Paid 144543
12333 06-Mar-2014 Standard usb 4,595.00 0.00 Approved Paid 44666
12331 03-Mar-2014 Standard usp 105.00 0.00 Approved Paid 144543
12311  18-Feb-2014 Standard usp 0.00 0.00 Cancelled Not Paid
12309  14-Feb-2014 Standard usb 140.00 0.00 Approved Paid 44543
12310 14-Feb-2014 Standard usp 1,274.00 0.00 Approved Paid 44324
12307 12-Feb-2014 Standard usp 4,635.00 0.00 Approved Paid 44422
12302  04-Feb-2014 Standard usD 1,001.00 0.00 Approved Paid 44324
S Previous |1-25 . lext 25
Page 57 of 79 Revised May 5, 2015

August 18, 2014 First Edition



View Payments

To view the status of a payment, click on the View Invoices hyperlink under the Finance Tab. You can

search by any of the fields listed or simply click Go to view a list of all payments.

ORACLE’

iSupplier Portal
M Navigator ¥

Home | Orders | Shipments | Finance

® Favorites v

Create Invoices | View Invoices | View Payments
View Payments
simple search
Note that the search is case insensitive
Payment Number Status Q
Invoice Number Payment Amount From | To |
PO Number Fayment Date From B 1 =]
(scampie  1234) {example: 23-Jure 2018)
Relaase Number
(sampls 11226.2)
[ Go Pyctear |
Payment Renit-to Supplier Remit-to Supplier Site Payment Date currency AmountMethod  Status  Status Date Bank Account Invoice PO Number
No search conducted.

You are able to view an individual Payment, the Invoice associated with that Payment and the PO

Number created for the good(s) or services(s) associated with the Payment.
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The Payment Date and Amount are provided via this page as well.

ORACLE iSupplier Portal

B2 Favori

Shipments | Finance
Create Invoices | View Invoices | View Payments
View Payments

Note that the search is case insensitive Advanced Search
Payment Number Status Q

Invoice Number Payment Amount From To |

PO Number Payment Date From = &

(example ; 1234) (example: 23-Jun-2014)

Relaase Number
(example ; 1234-2)

Prems [125 V] Next25 @

Payment  Remit-to Supplier Remit-to Supplier Site Payment Date Currency | @w |status Status Date Bank Account Tnvoice™y, PO Number
91600 B & E ELECTRICAL SUPPLY CO TAMPA 2 - usD Check Negotiable 03-Jun-2014 IMPREST ACCOUNT 12407 45392
91566 8 & E ELECTRICAL SUPPLY CO TAMPA 2 30-May-2014 usp 280.00 Check Negotiable 30-May-2014 IMPREST ACCOUNT Multple 44543
91508 8 & E ELECTRICAL SUPPLY CO TAMPA 2 28-May-2014 usp 1,075.00 Check Negotiable 268-May-2014 IMPREST ACCOUNT 12397 45358
91430 B & E ELECTRICAL SUPPLY CO TAMPA 2 22-May-2014 usp 387.00 Check Negotiable 22-May-2014 IMPREST ACCOUNT 12396 45279
91367 B & E ELECTRICAL SUPPLY CO TAMPA 2 20-May-2014 usD 397.50 Check Negotiable 20-May-2014 IMPREST ACCOUNT Multiple 45089
91239 B & E ELECTRICAL SUPFLY CO TAMFA 2 13-May-2014 usp 471.50 Check Negotiable 13-May-2014 IMPREST ACCOUNT Multiple Multiple
91142 8 & E ELECTRICAL SUPPLY CO TAMPA 2 07-May-2014 usp 756.08 Check Negotiable 07-May-2014 IMPREST ACCOUNT Multiple | Mutiple
91095 B & E ELECTRICAL SUPPLY CO TAMPA 2 02-May-2014 usp 482.50 Check Negotiable 02-May-2014 IMPREST ACCOUNT 12376 45131
91049 B & E ELECTRICAL SUPPLY CO TAMPA 2 29-Apr-2014 usD 4,350.00 Check Negotiable 29-Apr-2014 IMPREST ACCOUNT 12371 45016
190866 B & E ELECTRICAL SUPFLY CO TAMFA 2 18-Apr-2014 usp 2,800.00 Check Negotiable 18-Apr-2014 IMPREST ACCOUNT 12363 44934
90671 8 & E ELECTRICAL SUPPLY CO TAMPA 2 04-Apr-2014 usp 345.00 Check Negotiable 04-Apr-2014 IMPREST ACCOUNT 12348 44840
90605 B & E ELECTRICAL SUPPLY CO TAMPA 2 01-Apr-2014 usp 313.00 Check Negotiable 01-Apr-2014 IMPREST ACCOUNT 12361 44543
90496 8 & E ELECTRICAL SUPPLY CO TAMPA 2 26-Mar-2014 usp 4,700.00 Check Negatiable 26-Mar-2014 IMPREST ACCOUNT Multple | Muttiple
90191 B & E ELECTRICAL SUPFLY CO TAMFA 2 11-Mar-2014 usp 5,909.00 Check Negotiable 11-Mar-2014 IMPREST ACCOUNT Multiple Multiple
90140 8 & E ELECTRICAL SUPPLY CO TAMPA 2 07-Mar-2014 usp 1,001.00 Check Negotiable 07-Mar-2014 IMPREST ACCOUNT 12302 44324
90088 B & E ELECTRICAL SUPPLY CO TAMPA 2 04-Mar-2014 usp 1,205.00 Check Negotiable 04-Mar-2014 IMPREST ACCOUNT Multiple | Mutiple
89503 8 & E ELECTRICAL SUPPLY CO TAMPA 2 30-Jan-2014 usD 450.00 Check Negotiable 30-Jan-2014 IMPREST ACCOUNT 12269 44182
89443 B & E ELECTRICAL SUPFLY CO TAMFA 2 21-Jan-2014 usp 168.00 Check Negotiable 21-Jan-2014 IMPREST ACCOUNT 12268 44143
89150 8 & E ELECTRICAL SUPPLY CO TAMPA 2 31-Dec-2013 usp 534.00 Check Negotiable 31-Dec-2013 IMPREST ACCOUNT 12247 43818
89086 B & E ELECTRICAL SUPPLY CO TAMPA 2 27-Dec-2013 usp 2,310.00 Check Negotiable 27-Dec-2013 IMPREST ACCOUNT Multiple | Multiple
88939 8 & E ELECTRICAL SUPPLY CO TAMPA 2 17-Dec-2013 usD 4,518.00 Check Negotiable 17-Dec-2013 IMPREST ACCOUNT Multple | Mutiple
88843 B & E ELECTRICAL SUPFLY CO TAMFA 2 11-Dec-2013 usp 1,617.50 Check Negotiable 11-Dec-2013 IMPREST ACCOUNT Multiple Multiple
88650 8 & E ELECTRICAL SUPPLY CO TAMPA 2 26-Nov-2013 usp 126.00 Check Negotiable 26-Nov-2013 IMPREST ACCOUNT 12215 43686
88540 B & E ELECTRICAL SUPPLY CO TAMPA 2 19-Nov-2013 usD 179.50 Check Negotiable 19-Nov-2013 IMPREST ACCOUNT 12158 43253
88348 8 & E ELECTRICAL SUPPLY CO TAMPA 2 12-Nov-2013 usD 2,614.40 Check Negotiable 12-Nov-2013 IMPREST ACCOUNT Multple | Muftiple

2 Previous [125 V] Next 25 ®
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Sourcing Supplier

Sourcing Supplier is the electronic bidding module in Oracle. This responsibility allows you to respond to
electronic Requests for Quotes (RFQ) or “Negotiations”.

To access RFQs, click on “Sourcing Supplier” on the Oracle Applications Home Page, then on “Sourcing”,
finally on “Sourcing Home Page.”

Oracle Applications Home Page

Main Menu

Personalize

D3 isuppier Portal Full Access
= Sourcing Supplier
= bSuurcing
Sourcing Home Page
El workist
B3 suppler Profie & User Manager

Here is what you will see:

ORACLE Sourcing

M Navigator v B Favorites v

Search Open Negotiations |Trt|e vl IE
Welcome, Abby Rewis.
Press Full List to view all your company's responses. Full List
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Unread Messages
4 Active 4001 Leaf Blowing Services RFQ 0 seconds (1]
1003 Active 6002 Bandaids RFQ 0 seconds g
1002 Active TAMPA 2 6001 Bottled Water RFQ 0 seconds 0
2001 Resubmission Required 6005 Coffee and Danish RFQ 0 seconds o
Full List
Supplier Site Negotiation Number Title Type Time Left
No results found.
Quick Links
- Manage . View Responses
o Drafts o Active
o Deliverables  Disqualified
o Personal Information e Awarded
o Rejected
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Active and Draft Responses

A list of all of your Company’s active Negotiation responses are provided:

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

Response Number Response Status Supplier Site HNegotiation Number Title Type Time Left Monitor Unread Messages
4 Active 4001 Leaf Blowing Services RFQ 0 seconds Eﬂ o
1003 Active 6002 Bandaids RFQ 0 seconds Eﬂ o
11002 Active TAMPA 2 16001 Bottled Water RFQ 0 seconds m 1]
12001 Resubmission Required 6005 Coffee and Danish RFQ 0 seconds Eﬂ o

Response Number

Clicking on the hyperlink under Response Number will take you to the Negotiation page. You are able to
see your Company’s entire response to the Negotiation here.

ORACI—G, Sourcing

M Navigator v B Favorites v Home Logout

Negotiations
Negotiations >
Quote: 1003 {RFQ 6002)

Actions[online Discussions [eo]

Title Bandaids

Time Left 0 seconds Close Date  10-Jul-2014 09:00:00
Quote Style  Biind Ranking Price Only
Quate Currency USD Supplier B & E ELECTRICAL SUPPLY CO
Contact Rewis, Abby Supplier Site
Suppliers' Quote Number 99-6002-1 Quote Valid Until  08-Aug-2014

Quote Status  Active
Note to Buyer
Title Type iption Category Last Upd: ge Update Delete
Attachments  No results found.

Requirements
Show All Details | Hide All Details
Details Section
Show General
Show Spedific Requirements

Contract Terms

Variables

Details Section Clause Variable Description Value
No variables found.

Deliverables

/5 Indicates deliverable is overdue X Indicates responsible party failed to perform the deliverable

Deliverable Name Due Date Status Alert Update
No Deliverables found.

Lines

“TIP Al prices are in USD.
Quote Total (USD) 1,150.00

Show All Details | Hide All Details
Details Line ship-To Rank  StartPrice TargetPrice Quote Price Unit Target Quantity  Quote Quantity Need-By Date Promised Date Line Total Active Quotes
[# Show 1Bandaids  CENTRAL WAREHOUSE 8lind 1.15 BOX 25 1,000 1,000 14-Jul-2014 08:24:07 to 31-Dec-2014 09:24:14 31-Jul-2014 09:49:49 1,150.00 Blind

Return to Negotiations Actions [Online Discussions ] | 6o |

By changing the Actions List of Values on the Negotiations page to “View Quote History”, you get a quick
view of the information:

ORACLE’ Sourcing

M Navigator v B2 Favorites ¥ Home Logout Preferences Help

Negotiations
Negotiations > Quote: 1003 (RFQ 6002) >
Quote History (RFQ 6002)

| online piscussions

Title Bandaids Status Closed
Supplier ~ |Suppiier site |contact |Quote Status Quote Total (USD)Time of Quote |Quote vakid until
B & E ELECTRICAL SUPPLY CO Rewis, Abby 1003 Active 1,150.00 09-Jul-2014 09:49:59 08-AUG-2014
Return to Quote: 1003 (REQ 6002) | online Discussions
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Negotiation Number

Clicking on the hyperlink under Negotiation Number will allow you to view the RFQ in its entirety as
issued by the Authority:

ORACLG! Sourcing

M Navigator v B2 Favorites ¥

Negotiations

Negatiations >
RFQ: 6002

rctons [T ] [Go |

Title Bandaids

Status Closed Open Date 09-Jul-2014 09:38:46
Time Left 0 seconds Close Date  10-Jul-2014 09:00:00
Header | Lines Controls | Contract Terms
Buyer REWIS, CHRISTINE Outcome Standard Purchase Order
Quote Style Blind Event

Description  Bandaids

Terms
Bill-To Address OFFICE-HCAA Payment Terms NET 30
Ship-To Address CENTRAL WAREHOUSE Carrier
FOB DESTINATION Freight Terms PAID
currency
RFQ Currency USD Price Precision 2
Requirements

Shows All Details | Hide All Details
Details Section
Showi General

Show Specific Requirements

Additional Header Attributes (Buyer & Supplier)

MNotes and Attachments

Note to Suppliers  All questions must be in writing and sent to crewis@tampaairport.com prior to 5:00 p.m., Wednesday,
July 9, 2014

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

Return to Negotiations Actions [Online Discussions  [v] | 6o |

By changing the Actions List of Values to “View Quote History”, you get a quick view of the information:

ORACLE Sourcing

N Navigator v B Favorites v Home Logout Preferences Help

Negotiations > Quote: 1003 (RFQ 6002) >
Quote History (RFQ 6002)

| onfine Discussions

Title Bandaids Status Closed

Supplier ~ |Supplier site |contact |Quote Status Quote Total (USD) Time of Quote |Quote vakid until

8 & E ELECTRICAL SUPPLY CO Rewis, Abby 1003 Active 1,150.00 09-Jul-2014 09:49:59 08-AUG-2014

Return to Quote: 1003 (RFQ 6002) | oniine iscussions

Unread Messages

All messages communicated through the Online Discussion action are available under Unread Messages.

Unread Messages

= o] ] o
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Your Company’s Open Invitations

This section shows those Negotiations that your Company has received an invitation to:

Your Company's Open Invitations
Supplier Site Negotiation Number Title Type Time Left
8001 Bandaids RFQ 8 minutes
Quick Links

To respond to the invitation, click on the hyperlink under Negotiation Number. This opens the
Negotiation (RFQ).

ORACLG’ Sourcing

N Navigator v B Favorites ¥ Home Logout Preferences Help

Negotiations
Negotiations >
RFQ: 8001

Actions [Acknowledge Particpation|v] | 6o |

Title Bandaids
Status  Active Open Date 11-Jul-2014 13:31:11
Time Left 00:06:22

Close Date  11-Jul-2014 13:40:22
Header | Lines Controls | Contract Terms

Buyer REWIS, CHRISTINE
Quote Style Blind
Description  Bandaids

Outcome Standard Purchase Order
Event

Terms
Bill-To Address OFFICE-HCAA Payment Terms HET 30
Ship-To Address CENTRAL WAREHOUSE Carrier
FOB DESTINATION Freight Terms PAID
Currency
RFQ Currency USD Price Precision 2
Requirements

Show Al Details | Hide Al Details
Details Section
General

Spedific Requirements

Additional Header Attributes (Buyer & Supplier)

Notes and Attachments
Note to Suppliers All questions must be in writing and sent to crewis@tampaairport.com prior to 5:00 p.m., Wednesday,
July 9, 2014.
Title: Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Return to Negotiations

Actions | Acknowledge Pamc\patmn. El

The invitation appears on your Oracle Applications Home Page:

Oracle Applications Home Page
¥ TIP Number of open notifications: 1. Please use the Worlkflow Worklist to view and respond to your notifications.

Main Menu

Worklist
O isuppiier Portal Full Access From [Type |subject [sent~  |Due
Dsgurcing Supplier REWIS, CHRISTIME|Sourcing Publish|You are invited: Additional round of RFQ 8001-2 (Bandaids)11-Jul-2014/11-Jul-2014
Ca Supplier Profile & User Manager ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

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

You can also access it via your Worklist:

3 isupplier Partal Full Access
=208 Sourcing Supplier
E] DSnumng
E Sourcing Home Page

Worklist

B Supplier Profile & User Manager
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Step Action

In the Actions List of Values, make sure it says Acknowledge Participation. Click Go.

1. Actions AcknnwledgeParticipatinn Go

If you are going to respond, check the Yes radio button; if not, click the No radio button
2. and provide a Note to Buyer. Click Apply.

Change the Action List of Values to Create Quote. Click Go.
3. Rty | Create Quote IEI

4, Fill in the information requested.

Header Page

ORACLGH Sourcing

7 Navigator v B Favorites ¥

ut Preferences Help

Negotiations > RFQ: 8001-2 >
Create Quote: 4002 (RFQ 8001-2)

View RFQ | | Quote By Spreadsheet | [ save Draft | | continue
Title Bandaids Time Left 00:12:05

Close Date  11-Jul-2014 14:00:00
Header Lines
Supplier B & E ELECTRICAL SUPPLY CO Quote Valid until [31-Jul-2014 &
RFQ Currency USD (example: 26-Jun-2014)
Quote Currency USD [
Price Precision 2 decimals maximum

Reference Number [1234

Note to Buyer |
Attachments

Add Attachment...
Title

Type Description Category Last Updated By
No resuits found.

Last Updated usage update Delete

Requirements

Expand All | Collapse All
&
Focus Title

Target Value  Quote Value
=) Requirements
% | = General

Supplier must be registered with the State of Florida ves[]

Supplier must be registered with the Authority ves[v]

Supplier must not appear on the State of Florida Convicted Vendor List Does not HPPW.
¢ [ Spedific Requirements

Supplier must be able to provide Minion bandaids, mutiple sizes from 1/2" x 3" through 3" x 5. Bandaids should be provided in one box, labeled as assorted sizes. [Can meet spediic requirement for sizes k|
Contract Terms

Preview Contract Terms
Variables

Details Section

Clause Variable Description
No variables found.

Value

Deliverables

/& Tndicates deliverable is overdue
Deliverable Name
No Deliverables found.

X Indicates responsible party failed to perform the deliverable

Due Date Status Alert Update
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Lines Page

There are questions that need to be answered on the Lines Page. You can see this by the red dot next to
the Line and the pencil icon under Update. Click on the pencil to update the information.

Line Update  Ship-To
1 Bandaids @ V4 CENTRAL WAREHOUSE

@ mdicates more information requested. Click the Update icon.

Fill in the information in Quote Value. You are able to fill in the Quote Price and Promised Date on this
page as well. Then click Apply.

ORACLG, Sourcing

M Navigator v B2 Favorites ¥ Home Logout Preferences Help

Create Quote 4002: Line 1 (RFQ 8001-2)

Description  Bandaids Close Date  11-Jul-2014 14:00:00
Unit BOX 25 Quote Currency USD
Start Price. Rank Biind
Target Price Ship-To CENTRAL WAREHOUSE

Quote Price 1 Need-By Date  14-Jul-2014 09:24:07 to 31-Dec-2014 09:24:14

Target Quantity 1,000 Promised Date [01-Aug-2C
Quote Quantity 1000

e

Pay Items

“TIP Total pay item amount must add up to the line amount.

Attributes
Group Attribute Attribute Type Target Value Quote Value
Each box will contain the required number and A=
assortment of sizes.
General Design Required Minion, assorted sizes
HNotes

Note to Buyer

Attachments

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

Save your quote then click Continue.

ORACLG’ Sourcing

M Navigator v B Favorites v Home Logout Preferel

Negotiations
Negotiations > RFQ: 80012 >

[k Confirmation
Quote 4002 for RFQ 8001-2 (Bandaids) has been saved as a draft.

Create Quote: 4002 (RFQ 8001-2)

View RFQ | | Quote By Spreadsheet | | Save Draft | | continue

Title Bandaids Time Left 00:02:
Close Date 11-Jul-2014 14:00:00

Header Lines

RFQ Currency USD Quote Currency USD

Price Precision 2 decimals maximum
Line Update  Ship-To Rank Start price Target Price Quote Price Unit Target Quantity Quote Quantity Promised Dat
1Bandaids @ 7 CENTRAL WAREHOUSE Blind 1 BOX 25 1,000 1000 [01-Aug-201< [

@ Indicates more information requested. Click the Update icon.

View RFQ ‘ | Quote By Spreadsheet ‘ ‘ Save Draft ‘ ‘ Continue
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You can now submit your quote.

ORACLE"

Sourcing

Negotiations

Negotiations > RFQ: 80012 >

/& Warning
Buyer has requested for you to submit a single, best quote. Multiple quotes (re-quoting) for this RFQ are not allowed.

Create Quote 4002: Review and Submit (RFQ 8001-2)

M Navigator v BE Favorites ¥ Home Logout Prefer:

[ vabdate | [ save praft | [ Printable View | [ submit |
i/

Title

Supplier

RFQ Currency
Quote Currency
Price Precision

Bandaids

B & E ELECTRICAL SUPPLY CO
usD

usD

2 decimals maximum

Attachments

Title
No results found.

Type Description Category Last Updated By

Requirements

Show All Details | Hide Al Details
Details Section

Shove General

Show Specific Requirements

Contract Terms

Variables

Details Section
No variables found.

Variable

Deliverables

A Tndicates deliverable is overdue

Deliverable Name
No Deliverables found.

X Indicates responsible party failed to perform the deliverable
Due Date

!
Time Left

Close Date

Quote Valid Until
Reference Number
Note to Buyer

00:00:51

11-Jul-2014 14:00:00
31-Jul-2014

1234

Last Updated Update Delete

Preview Contract Terms

Description

Status Alert

Quote Total (USD) 1,000.00
Quote Price (USD) Unit
1BOX 25

Select Line
@® 1Bandaids

ship-To Start Price

CENTRAL WAREHOUSE

Target Price Target Quantity

1,000

Quote Quantity
1000

Line Total Need-By Date
1,000.00 14-Ju-2014 09:24:07 to 31-Dec-2014 09:24:14

Promised Date
01-Aug-2014 13:54:32

The System will confirm that your quote has been submitted:

ORACLE

Sourcing

Eta Confirmation
Quote 4002 for RFQ 8001-2 (Bandaids) has been submitted.

Return to Sourcing Home Page

For specific information, you can click on any of the hyperlinks under the Quick Links.

Quick Links
Manage

View Responses

« Drafts s« Active
+ [Deliverables + Disqualified

Awarded
Rejected

« Personal Information =
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Once the Negotiation has closed, the Authority will review all quotes received and issue award. You will
receive email notification regarding the award once it is complete. A notification also appears in your
Worklist.

(i) Information
This notification has been closed and did not require a response.

Award Decision: RFQ 8001-2 (Bandaids)

From REWIS, CHRISTINE Company Hillsborough County Aviation Authority
To ABBY@BEELECTRICAL.COM Title Bandaids
Sent 11-Jul-2014 14:12:43 Number 8001-2
Closed 11-Jul-2014 14:13:36
ID 7308389
Responder

MNegotiation Preview July 11, 2014 01:41 pm Eastern Time
Megotiation Open July 11, 2014 01:41 pm Eastern Time
Megotiation Close July 11, 2014 02:00 pm Eastern Time
Supplier B & E ELECTRICAL SUPPLY CO

Supplier Site

Award Date July 11, 2014 02:12 pm Eastern Time

Your Quote Number 4002

Mumber of line(s) awarded from your quote: 1
Mumber of line(s) rejected from your quote: 0

Mote to Supplier:
All questions must be in writing and sent to crewis@tampaairport.com prior to 5:00 p.m., Wednesday, July 9, 2014.
Please go to Response Details page to view your quote.

Important Note: This award decision may or may not result in the generation of a purchase order.

Return to Worklist
[CIDisplay next notification after my response

This notification shows that the quote was awarded to your Company. You can view the quote
information by clicking on the Awarded hyperlink under View Responses.

View Responses

Active

Disgualified
Awarded

Rejected

The Awarded Lines page allows you to click on the Response Number or Negotiation Number hyperlink
to view the quote history, as shown on pages 56 and 57.

E ‘ble dot &N sy con 5 met. ‘
Vegotibon Mamber  [c ] [eworz
tegary [ ~ a
I e L B
em o a,
Go | [ Clear |add Another [Category ] | Add |
Responsa Humber Referance Number supplier Site. Nagotiation fumber Type |Description Promised Date - Award Quantity Award price Purchase Order Reason
4002 1234 Lakeland-Pay 81012 RFQ  Bandaids 01-AUg-Z014 13:54:32 1,000 (80X 25) 1.00 (usD)
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A Purchase Order will be issued at the conclusion of the Negotiation. A copy will be available in
iSupplier Portal Full Access under Orders at a Glance.

Main Menu |1_ Orders At A Glance
PO Number Description Order Date

Permna rze 45918 10-Jul-2014 06:43:20

45892 34186-ASE/ASF INVENTORY-M] 08-Jul-2014 14:42:37

=Ed isupplier Portal Full Access 45890 33800-ASC/ASE/ASF INV-M] 08-Jul-2014 14:42:33

E 45891 Project No. 8110 14, TAXIWAY J AND BRIDGE, Req#33786 (ZAFFARESE, SHERYL) 08-Jul-2014 14:08:13

Home Page 45003 Test 08-1ul-2014 12:09:28
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Supplier Profile & User Manager

The Supplier Profile & User Manager is the administrative arm of the Supplier Portal. Only
Administrators have access to this as it enables the Administrative to make changes to the Supplier
Profile. You should identify one Administrator and one back-up.

Click on Supplier Profile & User Manager then Supplier Details to access this section.

ORACLG, E-Business Suite

Enterprise Search IAH |

Oracle Applications Home Page

Main Menu

Personalize

(=] iSupplier Portal Full Access
Home Page
B (3 sourcing Supplier
(=] Sourcing
Sourcing Home Page
Workist
(=] Supplier Profile & User Manager
Supplier Details

This is what the Supplier Administration page looks like:

ORACLG’ Supplier Profile & User Manager

Supplier Administration
«  General General
« Company Profile Organization Name B & E ELECTRICAL SUPPLY CO DUNS Number
o ; Supplier Number 5556 Tax Registration Number
© Organization Alias Taxpayer D 59-3241569
o Address Book Farent Supplier Name Country of Tax Registration
o Contact Farent Supplier Number
Directory
P Attachments
Classifications
o Froduct & Search
Services
o Payment & Note that the search is case insensitive
Invoicing e [ [se]
() Show More Search Options
Add Attachment...
Title Type  Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.
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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.

RACLE” 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 v

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

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

1. Create

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. —=Payment) to the end of the
2. address name. All fields with an asterisk (*) are required. Click Apply.

Select the option(s) that apply to this address: Purchasing Address, Payment Address,
[ Purchasing Address
[|Payment Address

3. RFQ Only Address, — @ Only Address

4, When all information is completed, click Save.

ORACLE"

Supplier Administration: Address Book >
Create Address
* Indicates required field

Supplier Name B & E ELECTRICAL SUPPLY CO Supplier Number 5556
* Address Name  |Sebring-HQ Phone Area Code 863
s ‘ Phone Number [999-1111

k- SUPPLIER_ADDRESS_PHONE_NUM_TIP
Fax Area Code

Country [United States

= Address Line 1 [111 Kenilworth Bivd e | o s
Addresstine2 | Email Address 3 ---
Address Line 3 SUPPLIER_ADDRESS_EMAIL_TIP
Addresstined | Purchasing Address

= City/Town/Locality [Sebring [JPayment Address
comy [ [CIRFQ Only Address
State/Region |FL
Province

* Postal Code [33870

Note
Note
Cancel Save
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Contact Directory

The Contact Directory lists Company employees with access to the Portal.

Supplier Administration
o Comedl Contact Directory : Active Contacts
+ Company Profile

Organzation | irst Name Last Hame
AddressBook | BERNARD ALBURY

usiness

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

Update
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. ==l

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
2. with an asterisk (*) are required. Click Apply.

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.
Select Responsibility
iSupplier Portal Full Access
Sourcing Supplier
3_ [J |Supplier Profile & User Manager

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.

4 Modify Sites | | Modify Contacts |

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

First Name

Last Name ‘supplier Name ‘Phone Number ‘Email Status | User Account

No results found.
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Business Classifications

The Business Classifications section provides the Authority with important information concerning
licensure, bonding capabilities, minority status and whether you are a prime Supplier, a sub or both.
This information aids us in meeting our diversity requirements as well as being able to continue to assist
the minority community in business opportunities with the Authority.

Generally, this information will be completed during the initial set up of your Profile. However, updates
to all relevant certifications are to be made here once the certification has been renewed. Copies of the

certificates can be scanned and uploaded to the General page.

Business C
Certification. cancel Save
= 11 certify that I have reviewed the classification below and they are current and accurate.

Last Certified 14-Jul-2014 By Abby Rewis

“TIP Flease Select All Values That Apply to Your Organization /Date format example: 14-Jul-2014

Classification Applicable  Minority Type Certificate Number/ Dollar Value certifying Agency Expiration Date

Minority Owned [NATIVE AMERICAN v] [75 [FMspc [31-Dec2020 @

PERF/Pay Business Bonding Capacity/Limit (Enter Dollar Value) O | | =]

Frime & Sub Contractor O [ [ B

Prime Contractor Only [ [ =]

Small Business = [ [ B

State of Florida License 75 [state of Florid [31-Dec2020 0 E

Sub Contractor Only m} [ [ =]

UCF-ACDBE Certification In Florida O [ [ B

UCP-ACDBE Certification Outside Florida O [ [ B
UCP-DBE Certification In Florida [} [ [ =]
UCP-DBE Certification Outside Florida O [ [ B

W/MBE Certification 0 [ [ =]
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Products and Services

The Products and Services section provides specific codes that indicate the good(s) and/or service(s) that
you will be providing to the Authority.

ORACLE’

# Nagatorw B Favontes

« General L
« Cor Profile
ity Add |
Address Book Select AF | Select None
Contact SelectCode  Products and Services Date Added Approval Status View Sub-Category
Directory 010-84  ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES-RUBBER INSULATION 08-Jul-2014 Approved
L S C) 01041 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLES-CORK: BLOCKS, BOARDS, SHEETS, ETC 0Bk2014 Agproved
Services 005-14 ABRASIVES-ABRASIVES, COATED: CLOTH, FIBER, SANDPAPER, ETC, 08-Jul-2014 Approved
Payment & 005-05 R = 08-Juk-2014 Approved
Rojcg 005-63 (ING COMPOUNDS: CARBORUNDUM, DIAMOND, ETC. (FOR VALVE GRINDING COMPOUNDS SEE CLASS 075) 13-Aug-2014 Approved
010-11 PPLIES-ADHESIVES AND CEMENTS, ACOUSTICAL TRLE 13-Aug-2014 Approved
010-76  ACOUSTICAL TILE, INSULATIN SUPPLIES-PAPER TYPE INSULATION MATERIAL (CELLULOSE, ETC.) 13-Aug-2014 Approved

Products and Services codes are based upon the NIGP Living Code (for additional information, visit
www.nigp.com). The code numbers have a three digit “parent” code which identifies the group. The
two digit “child” code, which is found after the hyphen, actually identifies a particular good or service.
The Authority asks that you do NOT select a three digit parent code; always click on the icon under
“View Sub-Categories” to pull up the list of two digit child codes.

ORACLE’

M Navigator v B Favorites Home Logout Pref
Supplier Administration: Product & Senices >

Add Products and Services: : (B & E ELECTRICAL SUPPLY CO)

Apply

View Sub-
Categories Applicable
2 |Dapplicable

@@ |Oapplicable

Cancel | | Apply

® Browese All Products & Services
(O Search for Specific Product & Service

|Codelproducts and Services 3 digit parent code

e
005 ABRASA
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

Step Action

To search the list of codes by browsing, click the radio button next to Browse All

Click on the icon. ?R

Select the appropriate “child” code(s) by checking the box next to Applicable. If you
need to continue searching this “parent” code, click Next 10. Once all codes are
selected, click Apply.

N . ;
Products & Services. Browse All Products & Services

2.

[ Supplier Administration: Product & Semices =

Add Products and Services: 010 ;ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES (B & E ELECTRICAL SUPPLY CO)
3 digit parent

Cancel | | Apply
<) Previous |1-10 .V MNext 10 &

‘ View Sub-
Code|Products and Services Categories Applicable
05 ACOUSTICAL TILE, ALL TYPES (INCLUDING RECYCLED TYPES) DApphcah\e
08  ACOUSTICAL TILE ACCESSORIES: CHANNELS, GRIDS, MOUNTING HARDWARE, RODS, RUNNERS, SUSPENSION BRACKETS, TEES, WALL ANGLES, AND WIRES DApphcah\e
ACOUSTICAL TILE INSULATION DApphcah\e

ADHESIVES AND CEMENTS, INSULATION

17  ALUMINUM FOIL, ETC.

[ applicable
[ Applicable

30 BANDS, CLIPS, AND WIRES (FOR PIPE INSULATION) [l applicable
38 CLIPS, PINS, ETC. (FOR DUCT INSULATION) [l applicable
41 CORK: BLOCKS, BOARDS, SHEETS, ETC. Applicable
45  EXTERIOR INSULATION AND FINISH SYSTEMS )| Applicable
%) Previous 1-10 Next 10 &
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Payment and Invoicing

The Payment and Invoicing section will allow you to select payment method(s) by address (site). It also
allows you to set up the method of notification when a payment has been made.

00 Hald ol Bayments invoice Amourt Limd
‘Address Book O Hold Unmatched Invoices Payment Hold Reason
Contact
Directory Search
Business
Classifications Note that the search Is case insensitive
Product & Address Home 6o | | clear
Services
- Payment & Address Hame Address Details Payment Method Payment Currency Invoice Currency Hotification Method
Tnvoldng o search conducted.

Cancel | | save

Step Action

1. To get a list of your Company addresses, click Go.

For each address, click on the Payment Method list of values then click on the
Notification Method to choose how you would like to be contacted when payment is
2. made. Once all selections are made, click Save.

i Navgator v B

- Genenal Payment and Invoicing
= Company Profie cancel | | Save
Organization 0 o al Payments Tweice Amount Lt
Address Baok 1 Hald Unmatched Twakoes Payment Hold Reason
Contact
Directory search
> Business
Classfeations ol that the search is case insensiive
Product & Address Name Go Clear
Services = e
o Payment®  agdressName Address Details Payment Method Payment Currency Invoice Currency
Tvoiceg Sebring-HQ 111 Kenilwerth Sivd, Sebring,FL33670,United States EPAVABLES ] v v Bl ¥
Lakeland-Fay 100 First Street,Lakeland,FL, 33333, United States [cneck ] ~ v Emai[v]
TAMPA 2 1307 N ALBANY AVE.TAMPA,FL 33607, United States [etectronic ~] = 2 Ermoi [
cancel | | Saw
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Conclusion

Congratulations! You have successfully navigated through the Authority’s Supplier Portal and now have
the knowledge necessary to interact with us in real-time. As you become more proficient in the System,
you will find it much easier to answer those daily questions:

e “Has a purchase order been issued?”

e “What is the status of this invoice?”

e “Are all the deliverables for this purchase order completed?”
o “When was this invoice paid?”

We encourage you to explore the information you now have access to; please don’t hesitate to contact
us if you ever need assistance. procurementhelpline@tampaairport.com or (813) 870-8796.

Bon Voyage!
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