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1. New Supplier Registration

1. Enter Company Details

Register Suppler: Company Details

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

Enter the complete details for your company. Please note you must have your Federal Tax ID number to
complete registration. If you are an individual, your Social Security Number (SSN) is your Federal Tax ID.
To access the Taxpayer ID or Tax Registration Number fields you must first enter your Tax Country.

ﬂ Once your company information is complete, click the Next button.
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2. Add Contacts

Regiter Suppber: Contacts = o]
itteny ® Vaw ¢ Fowe » -+ ""E-' X Cwdete [0y
-

Agmenaaraove  REquaess User
Mame Jot Trae Ereasl Contact ol dr Cwinte

- x

A contact for your company is automatically created based on the First Name, Last Name and Email
from the previous page.

IEI Click the Edit input field to add additional information.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA
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Edit Contact: AARON KELLY

Salutation | . Phone 1 v 757 345-5550 12
* First Mama  AARDN Moblle 1 - 757 268-3413
Middle Home Fax L4
* Last Mame KELLY * Emall AARONSABCCOMPANY COM
Job Titke PRESIDENT

~f Admenisirative contact

4 User Account

| Request user account

Roles
Actions w Vieww Fommwe X [ Freeze  [o' Detsch
Role Description
Suppiiar Accounts Recewable Specialist Manages imvices and payments for the supplier company. Primary 12sks include submitting invoices a3 well 88 tracking in
Supplier Bidder Sales representative from a potential supplisr responsible for responding to requasts for quote, requests for proposal. requa
Supglier Customer Senice Regrasentatve Manages inbound purchase ceders and communicates. shipment acthities for the supplier company . Primary tasks nclude

E QSWI

Enter additional information for the contact such as Job Title and Phone Numbers.

e By default, this contact will have administrative rights in the Supplier Portal. As an
Administrative contact, you will have the ability to add more contacts and specify
their roles and privileges in the portal.

e Additionally, this contact will have a user account created. A username and
password for logging into Supplier Portal.

IEI Click the OK button.

O—0 @ O & 6

Company ~ Contacts ~ Addresses  Business Productsand  Review
Details Classifications ~ Senices

Regstr Suppr: Conacts Eem

Enter at least one contact

Actions v View w Format v H Creatd : # Edit| 3 Delete Freeze [} Detach Wrap
1 ;
. Administrative Request User

Name Job Title Email Contact Account Edit Delete

KELLY, AARON PRESIDENT AARON@ABCCOMPANY.. v v s x

Columns Hidden 7

hitps://ejbs-dev2.fa.usb.oraclecloud.com/fscmUl/faces/PrcPosRegisterSupplier?prcBul d=3000000032557448._adf. ctrl-state=ks...=11778._afMFH=8758_afrMFDW=19208_afrMFDH= 10808_afrMFC=88:_aftMFCl=08L_afrMFM=08,_aftMFR=968._afMFG=08&,_afMFS=08_affMFO=0%

Iﬂl Click the + Create button to add additional contacts.
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Create Contact

Salutation ~ v 345-5550
* First Name JENNIFER v 342-2323

Middle Name Fax -

* Last Name  KELLY * Email  JEN@ABCOMPANY.COM

Job Title VICE PRESIDENT

4 User Account

+/| Request user account

Actions v View v Formatv X B Freeze [ Detach
Role Description
Supplier Self Senice Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and re..
Supplier Customer Senice Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include

Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote. requests for propusal, reque

Create Another

Complete the fields for this contact. In this example, we are making them an Administrative contact and
requesting a user account by selecting the checkboxes.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

IEI Click the OK button.

O—0—© O 6 6

Company ~ Contacts  Addresses ~ Business Productsand  Review
Details Classifications ~ Senvices

Register Supplier: Contacts ¢ e ]

Enter at least one contact

Actions v View w Format v < Create # Edit 3¢ Delete Wrap
Administrative Request User »
Name Job Title Email Contact Account Edit Delete
KELLY, JENNIFER VICE PRESIDENT JEN@ABCOMPANY COM v v ‘/\ x
KELLY, AARON PRESIDENT AARON@ABCCOMPANY. v v ’I‘ x

Columns Hidden 7

IEI Click the Next button.
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3. Add Addresses

Régutar Supplsd: Addoestis

Ao w Vs w l-\v—i
Likterns

Arehann Baemn
[P

oy Huless ]

o o n * i &
] Comacn Aomwwass  Base Pracian. and e
Cean L ——
Dwicy
[T ey —

=
IHI Click the + Create button to add an address.
PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

Create Address

i o il i —

* ity
Address Line 1
Address Line 2

city
State
Postal Code

County

4 Address Contacts

* Address Purpose Ordering

Remit to

United States
/| RFQ or Bidding

400 LIGHTHOUSE WAY

Phone 1 v | 757 345-5500

SUITE 100 Fax |1 =

VIRGINIA BEACH

Email | INFO@ABCOMPANY.COM
VA
23450

Virginia Beach (Ind City)

Select the contacts that are associated with this address

Actions w View v Format v

Name

No data to display.
Columns Hidden 4

E Freeze o Detach Wrap

Administrative
Contact User Account

Job Title

Create Another OK  Cancel

IEI For your primary or main address, enter MAIN in the Address Name field.
Complete all the fields on the page
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Select and Add: Contacts

4 Search

Name Job Title

View ¥ Format w Wrap
Name Job Title Email Phone

KELLY, AARON PRESIDENT AARON@ABCC +1 (757) 345-55

KELLY, JENNIFER VICE PRESIDENT JEN@ABCOMP... +1 (757) 345-65.. I

Rows Selected 1 Columns Hidden 1

P

In the Address Contact section, you will connect a contact with this address. Click the Select and Add
button. Select the row of the contact you want to add so it is highlighted in blue.

IEI Click the OK button.

Create Address

* Address Purpose | | Ordering

* Address Name  MAIN
Remit to

* Country United States .
+ RFQ or Bidding

Address Line 1 400 LIGHTHOUSE WAY
Phone 1 v 757 345-5550

Address Line 2 SUITE 100
Fax 1 v

City VIRGINIA BEACH "
Email INFO@ABCOMPANY.COM

State  Virginia
Postal Code 23450
County  Virginia Beach (Ind City)
4 Address Contacts
Select the contacts that are associated with this address
Actions w View v Format v Freeze || Detach

. Administrative
Name Job Title Email Contact User Account

KELLY, JENMIFER VICE PRESIDENT JEN@ABCOMP.. v v

ﬁm [5] conce

Columns Hidden 4

hitps:// ejbs-dev2.fa.usb.oraclecloud.com/fsemuUl/faces/Pr Tpr 557448_adf.ctrl-state=ks...= 11778,_afrMFH=875&_afrMFDW=19208_afrMFDH= 10808 _afriFC=88:_afrMFCl=0&_afrMFM=08_afrMFR=96&_afrMFG=0&._afrMFS=0&_afrMFO=0%

Iﬂ*: Click the OK button.
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OU—00—0 O © ©

Company  Contacts  Addresses  Business Productsand  Review
Details Classifications ~ Senvices

Regiser Suppler: Addresses it ] e
Actions v View v me # Edit X Delete |« Detach

Address Name Address Phone Address Purpose Edit Delete

MAIN 400 LIGHTHOUSE WAY,SUITE 100,VIRGINIA BEACH, VIRGINIA 23450, Virginia Beach (Ind City) +1(757) 345-5550 RFQ or Bidding 4 x

Columns Hidden 3

hitps://ejbs-dev2.fa.usb.oraclecloud.com/fscmUl/faces/PrePosRegisterSupplier?prcBuld: 574481 adf.ctrl-state=ks...= 11778, afrMFH=8758_afrFDW=19208_afrMFDH=10808_afrMFC=88:_afhMFCI=08L afrMFM=08._afMFR=968. afMFG=08_sfrMFS=08_afMFO=0%

ﬂﬂ Click the + Create button to add an add another address.
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Create Address

* Address Purpose | | Ordering

* Address Name  VIRGI-220

Remit to
* Country  United States
| RFQ or Bidding

Address Line 1 2200 PARKS AVENUE
Phone 1 v 757 345-5500

Address Line 2
Fax 1 v

ci
ity [MRGRIBESCH Email INFO@ABCOMPANY.COM

State  Virginia
Postal Code 23451

County  Virginia Beach (Ind City)

4 Address Contacts

Select the contacts that are associated with this address

Administrative
Name Job Title Contact User Account

No data to display.
Columns Hidden 4

Create Another OK  Cancel

A primary physical address is required plus any other addresses as applicable. The “Address Name” field
for your primary address should be listed as “MAIN”. For additional addresses please use a five (5) letter
abbreviation of the City and the street number. For example 123 Main Street Orlando FL would have an
address name of ORLAN-123. Please note that each location must have a different “Address Name”

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA
IE Click the Select and Add button to connect a contact with this address.

Select and Add: Contacts
4 Search

Name Job Title

View ¥ Format w Wrap
Name Job Title Email Phone

KELLY, AARON PRESIDENT AARON@ABCC +1 (757) 345-55

l KELLY. JENNIFER VICE PRESIDENT JEN@ABCOMP._.  +1 (757) 345-65 ]

Rows Selected 1 Columns Hidden 1

"l Ay . Cancel

IE Select the contact to connect with this address.
|ﬂ! Click the OK button.
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hitp:

Create Address

* Address Name  VIRGI-220

* Country  United States

Address Line 1 2200 PARKS AVENUE

Address Line 2
City VIRGINIA BEACH
State | Virginia

Postal Code 23451

County  Virginia Beach (Ind City)

4 Address Contacts

Select the contacts that are associated with this address.

Actions w View v Format w

Name

KELLY, JENNIFER

Columns Hidden 4

IE Click the OK button.

Address Name

VIRGI-220

MAIN

Columns Hidden 3

Register Supplier: Addresses

Actions v View w Format v | < Create | 4 Edit 3¢ Delete

jos-deva.fa.usé.oraclecloud.com/fsemUl/faces/PrePosRegisterSupplier?prcBuld=3000000032557448,_adf.ctri-state=|

©—O

Company  Contacts
Details

* Address Purpose | | Ordering

Remit to

RFQ or Bidding

v 757 345-5500

INFO@ABCOMPANY COM

. Administrative
Job Title Email Contact User Account

VICE PRESIDENT JEN@ABCOMP._. v v

Cancel

0 © 6 ©

Addresses Business  Products and Review
Classifications ~ Services

Wrap
Address Phone Address Purpose Edit Delete
2200 PARKS AVENUE VIRGINIA BEACH. VIRGINIA 23451 Virginia Beach (Ind City) +1(757) 345-585__  RFQ or Bidding e x
400 LIGHTHOUSE WAY SUITE 100.VIRGINIA BEACH. VIRGINIA 23450 Virginia Beach (Ind City) +1(757) 345-5550  RFQ or Bidding rd X

I Click the Next button.

hitps://ejbs-dev2.fa.usb.oraclecloud.com/fscmUl/faces/PrcPosRegisterSupplier?prcBul d=3000000032557448._adf. ctrl-state=|

=11778_afMFH=8758_afrMFDW=19208_afrMFDH=10808_afrhFC=88: afrMFCl=08. afrMFM=08_sfrMFR=968 sfrMFG=08L_afrMFS=D&_afrMFO=0%

=11778_aftMFH=875& _afrMFDW=19208_afrMFDH= 10808 _afriIFC=88:_afrMFCl=08&_afrMFM=08_afrMFR=96&_afrMFG=0&L_afrMFS=0&_afrMFO=0%

[ o e e

Virginia Beach City Public Schools Supplier Portal User Guide

Page 11 of 104



4. Add Business Classifications
O—0—0—0@ © ©

Company  Contacts  Addresses  Business  Productsand  Review
Details Classificati... ~ Senices
Register Supplier: Business Classifications
None of the classffications are applicable |
Actions v View mrﬂat v 17 Detach
* Glassification Subclassification  Gertifying Agency g:;f";:e"'w'"g Gertificate Start Date :’;f:'a""" Attachments Notes

No data to display.

177&_afrMFH=8758_afrMFDW=1920&_afrMFDH=1080&_afrMFC=88_afrVFC=08,_afrMFM=08_afrMFR=968._afrMFG=0&L_afrMFS=08_afrMFO=0%

&1_adf.ctrl-state=ks

hittps:// ejbs-dev2.fa.ust.oraclecloud.com/fsemUl/faces/PrePosRegisterSupplierZpreBul

Examples of business classifications are Small, Woman, Minority or Service-disabled Veteran owned

business.
e Please add all applicable classifications and provide any certifications, if available.

o Self-certification is acceptable.
¢ If your company does not meet any of the business classifications, please select the checkbox

for None.
This data is mandatory, and you cannot complete registration without completing this information.

Im Click the + icon to add a Business Classification or select the None of the classifications are
applicable checkbox.
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OO0 O 6

Company  Contacts  Addresses  Business Productsand  Review
Details Classificati... ~ Senices

Register Supplier: Business Classifications hg

None of the classffications are applicable

Actions w View w Format w = 3 =" Detach
* Classification Subclassification  Certifying Agency Other Certifying Certificate Start Date Expiration Attachments Notes
Agency Date
Small Business |v SBSD v 0101206 1231r20:fe  SBSD Certifica B2

|E Click the Next button.

5. Add Products and Services

0000 O

Company ~ Comtacts  Addresses  Business  Productsand  Review
Details Classifications ~ Services

Register Supplier: Products and Services

Category Name Description Remove

No data to display.

https:// ejbs-dev2.fa.usb.oraclecloud. com/fscmUl/faces/PrcPosRegisterSupplier?prcBuld 5TA48!_adf. ctrl-state=ks...=11778,_afMFH=8758_afrMFDW=19208_afrMFDH= 10808_afrMFC=88:_aftMFCI=08L_afrMFM=08,_aftMFR=968._afrMFG=08&,_afrMFS=08/_afMFO=0%

Optional: Select and add the products or services that your company provides. The products and services
are based on the National Institute of Governmental Purchasing (NIGP) codes.

IE Click the Select and Add button.
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Select and Add: Products and Services
4 Search

Category Name

Description  MARINE%

View w Format w Freeze o] Detach

Search | Reset
=
-

wrap @
Select Category Name Description

E 959 - MARINE CONSTRUCTION AND RELATED SERVIC MARINE COMSTRUCTION AND RELATED SERVICES; MARINE EQUIPMENT MAINTENANGE AND RE.
‘Columns Hidden 1

0K Cancel

Enter a keyword in the Description field.
A
Eﬁl Click the Search button.
EEI Review and select the checkbox with the Category Name and Description of Products or Services
that apply to your company.
EEI Click the Apply button.
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Select and Add: Products and Services

4 Search

Category Name Description  EQUIP%

By (=]~
4
-

View v Format v Freeze [g} Wrap @
Select Category Name Description
v E 959 - MARINE CONSTRUCTION AND RELATED SERVIC MARINE CONSTRUCTION AND RELATED SERVICES: MARINE EQUIPMENT MAINTENANCE AMD RE..

Columns Hidden 1

Apply OK Cancel

To select another Product and/or Service, enter another keyword in the Description field.
EEI Click the Search button.

Select and Add: Products and Services

4 Search
Category Name Description EQUIP%

Search  Reset

View v Format v Freeze g} Wrap @
Select Category Name Description

» B 928 - EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR AUTOMOBILES, TRUCKS, TRAILERS, TR...

» B 929 - EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVIGES FOR AGRICULTURAL, CONSTRUGTION, HEAV..

» B 931- EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR APPLIANCE, ATHLETIC, CAFETERIA, FU

» B 934 - EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR LAUNDRY, LAWN, PAINTING, PLUMBING..

» B 936 - EQUIPMENT MAINTENANCE AND REPAIR SERV  EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIPMENT

» B 938 - EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVIGES FOR HOSPITAL, LABORATORY, AND TESTIN

» B 939 - EQUIPMENT MAINTENANCE AND REPAIR SERV EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR COMPUTERS, OFFICE, PHOTOGRAPHI..

» B 940 - EQUIPMENT MAINTENANCE, REPAIR, CONSTRL EQUIPMENT MAINTENANCE, REPAIR, CONSTRUCTION, AND RELATED SERVICES FOR RAILROADS

» B 941-EQUIPMENT MAINT, REPAIR, AND RELATED SEI EQUIPMENT MAINT, REPAIR, AND RELATED SERVICES FOR POWER GENERATION AND TRANSHMI..

Columns Hidden 1

PR oot [o5] conce

E!I Once again, review and select the checkbox with the Category Name and Description of Products or
Services that apply to your company.

EEI Click the OK button. Repeat steps 19 — 24 as necessary.
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0000 ©

Company ~ Comacts  Addresses  Business  Productsand  Review

Details Classifications ~ Services
AP ] e

v

=l

Register Supplier: Products and Services

Actions v View v Format v | I Selectand Add | % Remove i Detach
CatEgﬂry Name DESE”P“E" Remove
Product Categories > 936 - EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIPMENT EQUIPMENT MAINTENANCE AND REPAIR SERVIC. xX

MARINE CONSTRUCTION AND RELATED SERVICE x

Product Categories > 959 - MARINE CONSTRUCTION AND RELATED SERVICES; MARINE EQUIPMENT MAINTENANCE AND REPAIR

&L_aftMFDH=1080&_afrMFC=88_afrVFC=08,_afrMFM=08L_afrMFR=968._afrMFG=0&L_afrMFS=08_afrMFO=0#

32557448 _adf. ctrl-state=ks...=1177&L_afrMFH=8758_afrMFDW=1920¢

hittps://ejbs-dev2.fa.ust.oraclecloud.com/fsemUl/faces/PrePosRegisterSupplierZpreBuld=

EEI Click the Next button.

6. Review Supplier Registration Information

[=) supplier Registration

<« ¢ @

- @ n@oe& =

=300000003255744& adf.ctrl- 10%

@ & °5 B9 hitps;//ejbs-dev2.fa.usé.oradedoud.com/fscm Ul faces/PrcPosRegisterSupplier?preBuld

Review Supplier Registration: A&AB COMPANY

Columns Hiaden 1

Addresses
View v Format w lw’] Detach
Address Name Address Phone Address Purpose Details
VIRGI-220 2200 PARKS AVENUE.VIRGINIA BEACH, VIRGINIA 23451, Virginia Beach (Ind City) +1(767) 346-55 RFQ or Bidding =]
MAIN 400 LIGHTHOUSE WAY,SUITE 100,VIRGINIA BEACH, VIRGINIA 23450, Virginia Beach (Ind City) +1(767) 3465650 RFQ or Bidding =]
Columns Hidden 3
Business Classifications
__ None of the classifications are applicable
View v Format w lw'| Detach
Classification Subclassification Certifying Agency ‘l:;I’:‘I;;?emfvmg Certificate Start Date ::?;ratinn Attachments Notes
Small Business $SBSD 01/01/2019 12/31/2020 SBSD Certifica
Products and Services
View v Format v lw’] Detach
Category Name Description
EQUIPMENT MAINTENANCE AND REPAIR SERVIC.

Product Categories > 936 - EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIPMENT
MARINE CONSTRUCTION AND RELATED SERVICE

Product Categories > 959 - MARINE CONSTRUCTION AMD RELATED SERVICES: MARINE EQUIPMENT MAINTENANCE AND REPAIR

I Review the information you have entered is accurate. If not, click the Back button at the top to make

any changes.
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[=) supplier Registration
<« ¢ o 0] https://ejbs-dev2.fa.usé.oraclecloud.comfscmUl faces Prc 3 57448 _adf.ctrl- M0% e o In@oe& =

sRegisterSupplier?prcBuld=3
m - ey

Review Supplier Registration: A&B COMPANY

Columns Hiaden ¢

Addresses
View v Format w lw'| Detach
Address Name Address Phone Address Purpose Details
VIRGH220 2200 PARKS AVENUE.VIRGINIA BEACH, VIRGINIA 23451 Virginia Beach (ind City) +1(767) 34555, RFQ or Bidding =
MAIN 400 LIGHTHOUSE WAY,SUITE 100,VIRGINIA BEACH, VIRGINIA 23450, Virginia Beach (Ind City) +1(767) 3455550  RFQ or Bidding =

Columns Hidden 3

Business Classifications

 None of the classifications are applicable

View ¥ Format v [ Detach
Classification Subclassification  Certifying Agency g;gi';;m'm"g Certificate start Date :’;f;'a""" Attachments Notes
Small Business s8SD 01012019 123112020 SBSD Certiica
Products and Services
View v Format w lw'| Detach
Destrlptiﬂn

Category Name

Product Categories > 936 - EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIPMENT EQUIPMENT MAINTENANCE AND REPAIR SERVIC.

Product Categories > 969 - MARINE CONSTRUCTION AMD RELATED SERVICES; MARINE EQUIPMEMT MAINTENANCE AND RERPAIR MARINE CONSTRUCTION AND RELATED SERVICE.

EEI If the information you have entered is accurate and complete, click the Register button.

« Confirmation

Your registration request was submitted. You will receive an e-mail after your registration request is reviewed

e

_afrMFC=88 _afvFCl=0&L_afrhFM=08,_afMFR=968._afrMFG=08&_afrMFS=08_afrMFO=0%

2.fa.usé.oraclecloud.com/fsemUl/faces/PrePosRegisterSupplier?preBuld= 32557448 _adf.ctrl

A confirmation window will appear.

L]
EI.:I Click the OK button.
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Supplier Portal Support

We are available if you need additional assistance. For faster service email us at

Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call
(757) 263-1175.
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2. Manage Supplier Profile

1. Sign into Supplier Portal

ry%3DkMmK7J0reUkqSd8B%2FWKZIWeOINNrAL2dRIWDAY! === @ ¢

SIGN IN
ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

nl I johndoe@xyzcompany.com |

Forgot Password

2| o |

[English ~]

ORACLE’

Copyright(C) 2011, 2016, Oracle andior its affiiates. Al rights reserved.

HI Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.
EI Click the Sign In button.
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2. Your Home Page

Good afternoon, John Doel

Supplier Portal

Things to Finish

0 1N

You have no open notifications

¢ Notice the City of Virginia Beach and Virginia Beach City Public Schools logos in the top left corner
and the Home icon on the top right. If you are on any other page and want to return to this Home
page, click the COVB/VBCPS logo or the Home icon.

¢ Notice the Bell icon at the top of the page. The Bell icon will alert you to recent notifications on your
account.

e The Setting & Actions menu, indicated by your initials in the top right corner, will enable you to
personalize your account and access help resources.

¢ These icons at the top of the page will always be visible no matter what page you are on.
IEI Click the Supplier Portal icon.
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3. Supplier Portal Dashboard

[Supplier Portal H
.

Search Orders ~ | Order Number

Tasks

Orders
Requiring Attention Recent Activity
» Manage Orders 30 Day
Agreements Orders opened

« Manage Agresments
Invoices and Payments

*» Create Invoice

* View ces
* View Payments No data available

Negotiations

Supplier News

Transaction Reports

No data available

https://ejbs-dev2.fa.usé.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctrl-state=14fgcaaudb_73&fnd=;;:false256;; 8 _afrLoop=6880784177114442¢

Iﬂl You are now viewing the Supplier Portal dashboard.

¢ Notice the Home, Bell, and Settings & Actions icons at the top of the page are still visible.

e The Tasks menu is located on the left-hand side.
In the middle are 3 infolets: Requiring Attention, Recent Activity and Transaction Reports. Currently,
there is no data available because the Supplier account is new. As activity occurs, these fields will

update with important information.

EI Click the Manage Profile hyperlink.

Finally, Supplier News is located at the bottom of the page. This is where Virginia Beach City Public
Schools will communicate news and updates to Suppliers.
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4. Company Profile

Company Profilei:

Organization Details ~ Tax Identifiers

4 General
Company
Supplier Number

supplier Type

4 |dentification
D-U-N-S Number
Customer Number

siC

4 Corporate Profile

Year Established
Mission Statement

Year Incorporated

4 Financial Profile

Current Fiscal Year's Potential
Revenue

Preferred Functional Currency

Fiscal Year End Month

Last Change Request 3007

Reguest Status  Draft

Addresses  Contacls  Payments

XYZ Company
10006

Supplier

2001

© Tnere are profile changes that are not submitted. You must edit the changes ta continue.

Reguested By Doe, John
Request Date  4/24/2020

Business Classifications ~ Products and Senices

Tax Organization Type

Status

Attachments

National Insurance Number

Corporate Web Site

Chief Executive Title
Chief Executive Name
Principal Title

Principal Name

Corporation

Active

None

WWWXYZCOmMPpany.com

Delete CI -, 0e Request I Edit I Done

Change Description

You are now viewing your Company Profile.
¢ Notice there are 7 groupings of information: Organization Details, Tax Identifiers, Addresses,

Contacts, Business Classifications, and Products and Services.

¢ The Organization Details tab is currently displayed, as indicated by the underline found under
Organization Details.

o After clicking Edit, a warning will appear. “Making edits will create a change request for the
profile. Do you want to continue?” Click Yes.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

Click the Edit button to update Company Profile information.
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5. Organization Details
Edit Profile Change Request: 3007

Change DesEllon Updating Supplier Portal information.

E

Dmanzationnermid Taxidenters  Addresses  Contacts  Payments  Business Classifications  Products and Senvices

4 General

* Supplier Name  XYZ Company Tax Organization Type Corporation v
Supplier Number 10006 Status  Active
Supplier Type ~ Supplier ~ Attachments None =

4 |dentification

D-U-H-S Number National Insurance Number
Customer Number Corporate Web Site  www.xzcompany.com
sic

4 Corporate Profile

Year Established 2001 Chief Executive Title
Mission Statement Chief Executive Name
Principal Title

Principal Name
‘Year Incorporated
4 Financial Profile
Fiscal Year End Month ~

Current Fiscal Year's Potential
Revenue

I
IF.II Click the Change Description input field.

Insert a description of the updates you are making to your Company Profile. It can be general such as
"Updating profile information" or a more detailed description. For example, "Updating address, contact
phone number and business classification" or similar.

I!I Notice which tab you are viewing. In this example, we are looking at Organization Details.

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA
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[E] Manage Profile - Supplier Pert- X

< ¢ o © @ https://ejbs-dev2.fa.usé.oradedoud.com/fscmUl faces FuseWelcome?_adf.ctrl-state=14fgcaaudb_73&Md=%38%3B%3B%3Bfalse%38256° *»+ ©@ ¥ n o e =

Edit ol Chango Roguost: 3007

Change Description Updating Supplier Portal infermation

Organization Details ~ Taxldentifiers  Addresses  Contacts Payments Business Classifications  Products and Senvices

El General
&
“ Supplier Name  XYZ Company Tax Organization Type Corporation v
Supplier Number 10006 Status  Active
Supplier Type ~ Supplier ~ Attachments None o=
Identification
D-U-N-S Number National Insurance Number
Customer Number Corporate Web Site  www.xyzcompany. com
SIC

ICorporate Profile

Year Established 2001 Chief Executive Title
Mission Statement Chief Executive Name
Principal Title

Principal Name

Year Incorporated

Financial Profile

Fiscal Year End Month v

Current Fiscal Year's Potential
Revenue

Preferred Functional Currency v

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

a : o :
Ihl Update the information in the General section.
IE Update the information in the Identification section.
m Update the information in the Corporate Profile section.

IE Update the information in the Financial Profile section.
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6. Tax ldentifiers

Edit Profile Change Request: 3007

Delete Change Request | Review Changes Save and Close

Change Deseription  Updating Supplier Portal information

Crgamzaﬁange:a\\s Tax Identifiers| Addresses Contacls Payments Business Classifications  Producls and Services

E Tax Country United States -
ml

Tax Registration Number 81-1123456

4 Income Tax
m Taxpayer Country United States v Tax Reporting Name
: TaxpayerID §1-3376818 Name Control
/| Federal reportable Verification Date  m/dlyyyy fe
* Federal Income Tax Type  MISCQ v Use withholding tax
/| State reportable ‘Withholding Tax Group v
4 Transaction Tax
Tax Registration Type  Tax identification number v

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

IE Click the Tax Identifiers tab.

Im Update the information in the Income Tax section.

IE Update the information in the Transaction Tax section.
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Edit Profile Change Request: 3007

Change Description Updating Supplier Portal information.

Organization Details ~ Tax \dmra Contacts Payments Business Classifications  Products and Services
——
Adions w View v Formlﬂ P Status Acive |
Address Name ress Country Phone

MAIN 123 Company Street VIRGINIA BEACH, VA 23456,Virginia Beach (Ind City) United States.

Columns Hidden 1

https:// ejbs-deva.fa.usé.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctri-state=14fgcaaudb_73&fnd=:false:256;;&_afrLoop=68897841771144425

Address Purpose

Ordering; Remit te; RFQ or Bidding

Email

haemail@xyzco.

Status

Active

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

A primary physical address is required plus any other addresses as applicable. The “Address Name” field
for your primary address should be listed as “MAIN”. For additional addresses please use a five (5) letter
abbreviation of the City and the street number. For example, 123 Main Street Orlando FL would have an

address name of ORLAN-123. Please note that each location must have a different “Address Name”

IE Click the Addresses tab. In this example, you can see there is an address that is already on file.

|[E To create a new Address, click the + icon (create).
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7. Address

Create Address

* Address Name Warehouse * Address Purpose || Ordering

* Country United States [ Remitto

["] RFQ or Bidding
Address Line 1 123 Warehouse Address

Phone 1 v 123 4567890 123
Address Line 2

Fax 1 v
City  virginia Beach

Email | warehouse@#yzcompany.com
State Virginia

Inactive Date | m/diyyyy e
Postal Code 23456
Status  Active

County  Virginia Beach (Ind City)

Language American English

Another Cancel

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

The Create Address window will appear.
Im Insert all pertinent Address information.

IE Click the OK button.
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Edit Profic Change Roguest 3007

Change Deseription  Updating Supplier Portal information

Organization Details ~ Tax|dentifiers ~Addresses Contacts Payments Business Classifications ~ Products and Semvices

Actions w View w Form + D ¢ status  Active Freeze Wrap

Address Name 4 ¥ Address Country Phone Address Purpose Fax Email Status

MAIN 123 Company Street VIRGINIA BEACH, VA 23456 Virginia Beach (Ind City) United States Qrdering; Remitto; RFQ or Bidding hqemail@xzco..  Active

l Warehouse 123 Warehouse Address, VIRGINIA BEACH, VIRGINIA 23456 Virginia Beach (Ind City)  United States +1(123)456-78... Ordering warehouse@y...  Active
Eh‘i Columns Hidden 1

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

EEI You can now see a second address has been added.
To edit an address, click the address line so it is highlighted in blue.

Eﬂ Click the Edit button.

Edit Address: Warehouse

* Address Name Warehouse * Address Purpose (/| Ordering

{¥ Remitto
|| RFQ ar Bidding

* Country United States

Address Line 1 789 Warehouse Street

Phone 1 v 123 4567890
Address Line 2
Fax v
City  virginia Beach

Email | warehouse@#yzcompany.com
State  Virginia

Inactive Date  m/iyyyy e
Postal Cote 23456
Status  Active

County  Virginia Beach (Ind City)

Language American English

Make any desired edits to the Address. Be sure to update the Address Purpose(s): Orders, Remit to
and RFQ or Bidding, by clicking the appropriate checkbox(es).

EEI Click the OK button.

Virginia Beach City Public Schools Supplier Portal User Guide

Page 28 of 104



8. Contacts
Edit Profie Change Request: 3007

Change Deseription  Updating Supplier Portal information

Organization Details ~ Tax Identifiers  Add L zym-lma Business Classifications  Products and Services
me =
4

Adlions w View v ForE\H E] Status  Aclive | Freeze [’ Detach
]
= Administrative
Name A ¥ Job Title A ¥ Email 4 ¥ Phone User Account  Status
Contact
Doe, Jane Admin janedoe@xyzcompany.com (123)4567890 x (] [ Active
Doe, John Johndoe@xyzcompany.com (] [] Active

Columns Hidden 7

https://ejbs-dev2.fa.usé.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctrl-state=14fgcaaudb_73&fnd=;;:false256;; 8 _afrLoop=6880784177114442¢

EEI Click the Contacts tab.

In this example, there are already two contacts on the account.

Eﬂl To create a new Contact, click the + icon (create).
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Create Contact

E Salutation Phone
2
|

*FirstName  James Mobile

Middle Name Fax

*LastName Doe Email jamesdoe@xyzcompany.com

Job Title  Warehouse Manager Status  Active

H ATmITISTaNve Conta
4 Contact it SSES

Actions w View w Format E. @ Freeze g
A
|

Address Name n Address
No data to display.
Columns Hidden 5

4 User Account

Roles Daa Access

Actions w View v Format v

Role

No data to display.

Create Another O Cancel

PLEASE USE ONLY UPPER-CASE LETTERS WHEN ENTERING THE DATA

The Create Contact window will appear.

EEI Enter the Contact details, such as First Name, Last Name, Job Title, Phone Numbers, and Email
Address.

EEI If this Contact is an administrative contact, a person who maintains the company profile and requests
user accounts for their fellow employees, then click the administrative contact checkbox. You must

identify at least one contact as an administrative contact. You may have more than one administrative
contact.

]
EIII In the Contact Addresses section, you can associate a Contact with a specific Company Addresses,
depending on their location or role. Click the Select and Add button.
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Select and Add: Addresses

4 Search

Address

view v Format v Wrap

Address & 4 Address
Name Purpose

MAIN 123 Company Street VIRGINIABEACH, VA2... Ordering; Remit.

E 789 Warehouse Street VIRGINIABEACH, VI... ~ Ordering; Remitto

‘Rows Selected 1

EEI The Select and Add: Addresses window will appear. Select the desired location to associate with this
Contact. In this example, we are selecting the “Warehouse” address name as indicated by the
blue highlight.

EEI Click the Apply button.

Select and Add: Addresses
4 Search
Address
| smga: Reset
View w Format v Wrap

Address = ¥ Address
Address
Name Purpose

AN 123 Company StreetVIRGINIABEACH, VAZ2... Ordering; Remit

Warehouse 789 Warehouse Street VIRGINIA BEACH, VI Ordering; Remitto

B e

EEI Click the OK button.
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Create Contact

Salutation Phone 1

“FirstName James Mobile
Middle Name Fax

* LastName Doe Email jamesdoe@xyzcompany.com

JobTitle  Warehouse Manager Status  Active
[ Administrative contact
4 Contact Addresses
Adions v Vieww Formaty X |EL| Freeze (] Detach Wrap
Address Name Address Phone Address Purpose Status

Warehouse 789 Warehouse Street VIRGINIA BEACH, VIRGINIA 23456, .. +1(123)456-78... Ordering; Remitto Active

Columns Hidden 5

4 User Account

Roles DataAccess

Actions w View w Format w Freeze  [w| Detach Wrap

Role . Vv Description
No data to display.

Create Another OK

hitps://ejbs-dev2.fa.us.oraclecloud.com/fsemUl/faces/ FuseWelcome?_adf.cirl-state=14fgcasudb_738nd=;;; false; 2568 _afrloop=6B30784177114442%

IEE If this Contact requires a Supplier Portal user account, select the Request user account

checkbox. A user ID and password reset link will be sent to them using the  email address
indicated.

If this contact does not need a Supplier Portal user account do not check the Request user
account checkbox.
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Create Contact
Salutation Phone 1
* First Name Mobile
Middle Name Fax

* Last Name Email jamesdoe@xyzcompany.com

Job Title Warehouse Manager Status  Active

[v| Administrative contact
4 Contact Addresses
Actions w View v Formatw X B Freeze  m! Detach Wrap
Address Name Address Phone Address Purpose Status
Warehouse 789 Warehouse Street VIRGINIA BEACH, VIRGINIA 23456, .. +1(123) 456-78 Ordering; Remit to Active

Columns Hidden 5

4 User Account

|v Requestuser account

Roles DataAccess

Actions w  View v FanwE E] E Freeze [ Detach Wrap

i Role & ¥ Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as trackin...
2 Supplier Biddel Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, r..

Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks incl..

Create Another OK  Cancel

By default, there are four roles automatically added to a user account: Supplier Accounts Receivable
Specialist, Supplier Bidder, Supplier Customer Service Representative and Supplier Inventory
Manager. You can remove any of these roles. Select the role you would like to remove by clicking on it
so it turns blue.

In this example, we are deleting the Supplier Bidder role.

EEI Click the Supplier Bidder role.

EEI Click the Remove button.

Repeat, as necessary.
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Create Contact x

Salutation

Phone 1 v 87 6543 21
*FirstName James Mobile v

Middle Name Fax -

*LastName Doe Email jamesdoe@xyzcompany.com

Job Title  Warehouse Manager Status  Active
v Administrative contact
4 Contact Addresses
Acions w View v Formatw 3% B Freeze Detach Wrap
Address Name Address Phone Address Purpose Status
I Warehouse 789 Warehouse Street VIRGINIA BEACH, VIRGINIA 23456, .. +1(123)456-78... Ordering; Remitto Active

Columns Hidden 5

4 User Account

|+ Request user account

Roles Data Access
Adions w View v Format EB‘ Freeze Detach Wrap
L]
Role 4 ¥ Description

I Supplier Accounts Receivable Specialist HManages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in...

Supplier Customer Service Representative  Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks includ

Supplier Self Senvice Administrator Wanages the profile information for the supplier company. Primary tasks include updating supplier profile information and r.

Create Another OK  Cancel

https:// ejbs-deva.fa.usé.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctri-state=14fgcaaudb_73&fnd=:false:256;;&_afrLoop=68897841771144425

E!I Add roles to a Contact by clicking the Select and Add icon.

Select and Add: Reles

4 Search

Role

View w Format v

Role

Supplier Accounts Receivable Specialist
Supplier Bidder

Supplier Customer Service Repres entative

pRNTer Inventory Manage

Supplier Sales Representative

Supplier Seif Service Administrator

Manager is selected.
|@| Click Apply. Repeat, as necessary.

E ICIick the OK button.

Virginia Beach City Public Schools Supplier Portal User Guide

Description

Manages invoices and payments for the supplie..
Sales representative from a potential supplierr.
Manages inbound purchase orders and commu
Individual in a supplier organization responsible

Manages agreements and deliverables for the 5

Manages the profile information for the sﬁu

The Select and Add: Roles window will appear. Review the various roles. Select the role you
would like to add by clicking on it, so it turns blue, if applicable. In this example, Supplier Inventory
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Create Contact

Salutation Phone 1 v 987 6543 21
“FirstName James Mobile v
Middle Name Fax v
* LastName Doe Email jamesdoe@xyzcompany.com
JobTitle  Warehouse Manager Status  Active
[v| Adminisirative contact
4 Contact Addresses
Acions w View v Formatw 3% B Freeze Wrap
Address Name Address Phone Address Purpose Status
Warehouse 789 Warehouse Street VIRGINIA BEACH, VIRGINIA 23456, . +1(123)456-78... Ordering; Remitto Active
Columns Hidden 5
4 User Account
|v Requestuser account
Roles  DataAccess
Actions w View w Formatw 3¢ E_,,‘ Freeze Wrap
Role A ¥ Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submiting inveices as well as trackin.

Supplier Customer Service Representative  Manages inbound purchase orders and communicates shipment activties for the supplier company . Primary tasks incl.

Supplier Inventary Manager Ingividual in a supplier organization responsible for managing inventory process control from beginning to end. Monitor.

_afrLoop=6889784177114442%

hitps:// ejbs-dev2.fa.usb.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=14fgcaaudb_73&

EEI When you've finished editing this Contact, click the OK button.

Edit Proie Change Request: 3007

Change Deseription  Updating Supplier Portal information

Organization Details ~ Tax |dentifiers ~Addresses Contacts FPayments Business Classifications  Products and Services

Actions v View v Format E" Status  Active Freeze Wrap
il Administrati
Name & Job Title A Email 4 ¥ Phone MINISrSNVE  User Account  Status
Contact
Doe, James WManager +1(987)6543 x21 ] Active
Doe, Jane Admin Janedoe@xyzcompany.com (123)4567890 x (] [] Active
E! I Doe, Jofini Johndoe@xyzcompany.com (-] (-] Active I

Columns Hidden 7

hitps://ejbs-dev2.fa.us.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.cirl-state=14fgcasudb_738nd=;;; false; 2568 _afrloop=6B30784177114442%

If you have one contact in your profile it will be highlighted in blue. If you have multiple contacts, select
the one you would like to update so it is highlighted in blue.

EEI Click the row with the Contact you wish to update.
!EI Click the Edit button.
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Edit Contact: John Doe

Salutation
* First Name
Middle Name
* Last Name

Doe

Job Title  President

Fax
Email johndoe@xzeompany.com

Status

[v/| Administrative contact

4 Contact Addresses
Actions w  View w Format v

B

Address Name
No data to display.
Columns Hidden 5

4 User Account

Account Status  Active

Freeze Detach Wrap

Address Purpose Status

UserName  johndoe@xzcompany.com

Roles Daa Access

Actions w View w Format v

X E
Role -v
Supplier Accounts Receivable Specialist

Supplier Bidder

Supplier Customer Service Representative

Freeze

i’ Detach Wrap
Description

Manages invoices and payments for the supplier company. Primary tasks include submiting inveices as well as trackin.
Sales representative from a potential supplier responsiole for responding to requests for quote, requests for proposal, ..

Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks incl..

Update the Contact by adding or removing roles as desired. Refer to steps 32 - 40.

|..ﬂ Click the OK button.

Edit Profile Change Request: 3007

Change Description

Organization Details ~ TaxIdentifiers ~Addresses Contacts Payments

Business Classifications

L]

Updating Supplier Portal information.

Products and Services

Save and Close

Acions v View v Formatw 4 4 X Status Active Freeze Detach Wrap

Name & JobTitle A~ Email & Phone Administrative . pccount  Status
Contact

Doe, James Manager +1(987)6543 x21 ] Active
Doe, Jane Admin Janedoe@xyzcompany.com (123)4567890 x (] [] Active
Doe, John President Johndoe@xyzeompany.com (234)5678 x90 [] [] Active

Columns Hidden 7

hittps://ejbs-dev2.fa.us.oraclecloud.com/fsemUl/faces/ FuseWel come?_ad.ctrl-state=14fgcaaudb_ _afrLoop 177114442%

!EI Click the Save button.
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9. Business Classifications

Change Deseription  Updating Supplier Portal information

Organization Details ~ Tax Identifiers ~ Addresses  Contacts PEH& Business Classificalions] Products and Services
[ 1]

Payment Methods ~ Bank Accounts

Adtions v View v Fomatvy 4 & X @ Freeze
Primary  Account Number 1BAN Currency
(] 000007890 usD

Columns Hidden 8

hitps://cjbs-dev2.fa.usb.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctrl-state=14fgcasudb_738nd=:;; false; 2568 _afrloop=6889784177114442%

Edit Profile Change Request: 3007 [ “sove [ soveand cose | canca|

Last Saved 412712020 6:18 PM

Bank Name

BoA

!EI Click the Save button.

ﬂ!l Click the Business Classifications tab.
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Edit Profile Change Request: 3007

Change Description Updating Supplier Portal information

Organization Details ~ Tax|dentifiers ~Addresses Contacts Payments  Business Classifications  Products and Semvices

- | i None of the dassifications are appn:amel
bl Actions w view v Foﬁm!v

[ b Subclassification

i Detach

Classification Status Centifying Agency ﬂl‘;’;"““’i“g Centficate Start Date

Small Business Current

<

Expiration Date  Attachments

midly

Last Saved 4/27/2020 6:18 PM

Confirmed
On

Notes  Provided By

fis  None =]

Examples of business classifications include: Small, Woman, Minority and/or Service-disabled Veteran-
owned. If your company does not meet any of the business classifications, please select the box for None.
This data is mandatory, and you cannot complete registration without completing.

!EI If none of these classifications are applicable to your company, select the None of the classifications

are applicable checkbox.

!EI To add your company’s business classifications, click the + icon.
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Edit Profile Change Request: 3007

‘Change Description Updating Supplier Portal information.

Organization Details ~ Tax Identifiers

None of the classifications are applicable

Actions w View v Formatw o= 3¢ iw’ Detach
T T - Other Certifying
c
Status Certifying Agency Agancy
Veteran Owned v Future Dated  Other ¥ | Certifying Agency
Current

Small Business

<

Addresses  Contacts Payments  Business Classifications ~ Products and Senices

Certificate

Certificate

Delete Change Request | Review Changes Save and Close | €ancel

iu LastSaved 412712020 6:20 PM

Start Date Expiration Date Attachments Notes  Provided By gﬁ“""“e“
612020 g 612021 G Nonede =}
midyyyy G None =k

Please add all applicable classifications and provide any certifications, if available.
Self-certification is also acceptable. If you are self-certifying, select Other in the Certifying Agency field.

In the Other Certifying Agency field enter “Self”.

PLEASE USE UPPER CASE LETTERS ONLY WHEN ENTERING THE DATA.

H"'I :
sl Click the Save button.
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Confirm Business Classification Updates x

| confirm the accuracy of the new or updated business classifications

PR ==

hitps://ejbs-dev2.fa.us.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctrl-state=14fgcasudb_738nd=;;; false; 256;;8_afrloop=6B30784177114442%

A pop-up will appear asking you to confirm the Business Classification.
ﬂgl Click the Confirm button.
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10.Products and Services (Optional)

Edit Profile Change Request: 3007

Change Description  Updating Supplier Portal information

Organization Details ~ TaxIdentifiers Addresses Contacts Payments Business Classifi .S F
—I.[r'_
.

None of the classifications are applicable

Actions w View v Formatw o iw! Detach

Other Certifying

Certifying Agency Agency

Classificati ificati Status

Small Business Current

Veteran Owned ~ Future Dated  Other ¥ Ceriifying Agency

<

]
ﬂﬁ-l Click the Products and Services tab.

Certificate

Certificate

hitps://ejbs-dev2.fa.us.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.cirl-state=14fgcasudb_738nd=;;; false; 2568 _afrloop=6B30784177114442%

Last Saved 4/27/2020 6:20 PM

Start Date Expiration Date Attachments Notes  Provided By g"““'"‘*d
midyyy @ None =k B
61/2020 [fig 612021 [ig None B John Do 412712020

>

An updated and accurate list of Products and Services is critical information. The products and services
are National Institute of Governmental Purchasing (NIGP) codes. Please select all products and services

that your company may provide.

Edit Profile Change Request: 3007

Change Deseription  Updating Supplier Portal information

Organization Details ~ Tax Identifiers

sctons v View v Format .gg
il

im! Detach

Category Name

]
Eﬁl Click the Select and Add button.

Addresses Contacts Payments Business Classifications  Products and Services

Product Categories > 203 - COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMENTALLY CERTIFIED BY AN AGENCY ACCEPTED CERTIFICATION ENTITY.

https://ejbs-dev2.fa.usé.oraclecloud.com/fsemUl/faces/FuseWelcome?_adf.ctrl-state=14fgcaaudb_73&fnd=;;:false256;; 8 _afrLoop=6880784177114442¢

Delete Change Request | Review Changes Save and Close

Last Saved 412712020 6:20 PM

Description

COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMENTA.
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Select and Add: Products and Services Categories

4 Search

Category Name

View v Format v Freeze [} Detach Wrap

Select Category Name Description

(] b Bl 175- CHEMICAL LABORATORY EQUIPMENT AND ¢ CHEMICAL LABORATORY EQUIPMENT AND SUPPLIES

» B 180- CHEMICAL RAW MATERIALS (IN LARGE QUAI  CHEMICAL RAW MATERIALS (IN LARGE QUANTITIES PRIMARILY FOR MANUFACTURING JANITO.
» B 190- CHEMICALS AND SOLVENTS, COMMERCIAL  CHEMICALS AND SOLVENTS, COMMERCIAL (IN BULK)

» B 192- CLEANING COMPOSITIONS, DETERGENTS,  CLEANING COMPOSITIONS, DETERGENTS, SOLVENTS, AND STRIPPERS - PREPACKAGED

» B 193- CLINICAL LABORATORY REAGENTS AND TE - CLINICAL LABORATORY REAGENTS AND TESTS (BLOOD GROUPING, DIAGNOSTIC, DRUG MON..
» B 195- CLOCKS, WATCHES, TIMEPIECES, JEWELRY CLOCKS, WATCHES, TIMEPIECES, JEWELRY AND PRECIOUS STONES

» B 200- CLOTHING: ATHLETIC, CASUAL, DRESS, UN  CLOTHING: ATHLETIC, CASUAL, DRESS, UNIFORM, WEATHER AND WORK RELATED

» B 201- CLOTHING ACCESSORIES (SEE CLASS 800 CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BOOTS)

» [E 203 - COMPUTER ACCESSORIES AND SUPPLIES, COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMENTALLY CERTIFIED BY AN AGENCY AC..

» [E 204 - COMPUTER HARDWARE AND PERIPHERAL! COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS

o v
‘Columns Hidden 1
A
A

Search for the types of Products and Services your Company provides by entering keywords in the
Description field. When results appear, you may select the relevant item(s) by adding a checkbox next
to the Category Name and Description.

Eﬂ Click the checkboxes next to the desired Product and Services categoryl/ies.
EEI Click the Apply button.
EEI Click the OK button.

Edit Profile Change Request: 3007
=

HHLan Saved 42712020 6:22 PM
i)
-1

Change Description  Updating Supplier Portal information

Organization Details ~ TaxIdentifiers ~Addresses Contacts Payments Business Classifications ~ Products and Services

Actions w View v Formatw 3 B Freeze Wrap
Category Name Description
Product Categories > 195 - CLOCKS, WATCHES, TIMEPIECES, JEWELRY AND PRECIOUS STONES CLOCKS, WATCHES, TIMEPIECES, JEWELRY AND PRECIOUS..
Product Categories > 200 - CLOTHING: ATHLETIC, CASUAL, DRESS, UNIFORM, WEATHER AND WORK RELATED CLOTHING: ATHLETIC, CASUAL, DRESS, UNIFORM, WEATHE.
Product Categories > 201- CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BOOTS) CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AN
Product Categories > 203 - COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMENTALLY CERTIFIED BY AN AGENCY ACCEPTED CERTIFICATION ENTITY COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMENTA.

Eﬂl Click the Save button.
When you are done updating your profile and ready to submit, you must review all your changes.

EEI Click the Review Changes button.
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Lo |

4 Review Changes Fm
= Change Description  Updating Supplier Prtal information =
4 Tax |dentifiers
View v Format v ap
Attribute Changed From Changed To
®  TapayerD 813376813 81-3376818 2
L] Federal reportable — v
®  Federalincome Tax Type uisce
@  Statereportable — v
®  TaxCountry United States: .
4 Addresses
View v Formatw [0l Freeze &l Wrap
Address Name 4 ¥ Address Country Phone Address Purpose Fax Email Status Details
4  Warehouse 789 Warehouse Street VIRGINIA BEACH, VIRGINIA 23456 Virginia... United States +1(123)456-78... Ordering; Remitto warehouse@sy...  Active =
Columns Hidden 1
4 Contacts
View v Format v ap
Name a7 Job Title 4~ Email &% Phone Administrative e pccount  Status Details
Contact
I Doe, James Manager m +1(387)6543 x21 (-] Active =]
@ Doe, John President m (234)5678 x00 V] [ Active

EEI Review all the changes made to the Company Profile. If any additional changes are needed, click
the Edit button.

Company Profile

When all changes are complete, click the Submit button.

CancochangoRaost ] | o |

‘Change Description Updating Supplier Portal information.

© There is a profile cnange request pending approval. You may editto make additional changes

Requested By Doe, John

Last Change Request 3007

RequestDate  4/27/2020

Request Status  Pending Approval

Organization Details ~ TaxIdentifiers ~Addresses Contacls Payments Business Classifications  Products and Senvices

4 General

Company XYZ Company Tax Organization Type  Gorporation

Supplier Number 10005 Status  Active
Supplier Type  Supplier
@ Confirmation x [ments None
4 |dentification Your profile change request 3007 was submitted for approval.
D-U-N-S Number lumber

Customer Number WWWZCOMpany.com

EE - m ‘eb Site

sic

4 Corporate Profile
Year Established 2001 Chief Executive Title

Mission Statement Chief Executive Name
Principal Title
Principal Name

Year Incorporated

4 Financial Profile

Current Fiscal Year's Potential
evenue

Preferred Functional Currency

Fiscal Year End Month

hitps://ejbs-dev2.fa.usé.oraclecloud.com/fsemU|/faces/FuseWelcome?_adf ctrl-state=14fgcaaudb_73&f:

false;2! :_afrLoop=6880784177114442¢

EEIA pop-up notification will appear to confirm the submission. Click the OK button.
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Company Profile

Organization Details  Tax Identifiers

4 General
Company
Supplier Number

supplier Type

4 |dentification
D-U-N-S Number
Customer Number

sic

4 Corporate Profile

Year Established
Mission Statement

Year Incorporated

4 Financial Profile

Current Fiscal Year's Potential
Revenue

Preferred Functional Currency

Fiscal Year End Month

Last Change Request 3007

Request Status  Pending Approval

Addresses

XYZ Company

10006

Supplier

2001

© Thereisa profile change request pending approval. You may edit to make additional changes.

Requested By Do, John

RequestDate  4/27/2020

Payments  Business Classifications  Products and Senvices

Tax Organization Type

Status

Attachments

National Insurance Number

Corporate Web Site

Chief Executive Title
Chief Executive Name
Principal Title

Principal Name

Cancel Change Request Fm

B0

Change Description  Updating Supplier F‘nr\almalmn

Corporation

Active

None

WWWXYZCOmMPpany.com

o I
wkl Click the Done button.
Upon completion, you will be redirected to your Supplier Portal dashboard.

Supplier Portal Dashboard

Supplier Portal
Search {Orders

Tasks
Orders

» Manage Orders
Agreements

» Manage

Invoices and Payments

Company Profile

« Manage Profile

~| Order Number

Recent Activity

Requiring Attention
Days

Last

No data available

supplier News

70

Transaction Reports
Last 30 Days

Ne data available

shitpsi//ejbs-dev2.fa.usb.ora

ud.com/fsemUl/faces/Fu

=;:false; 236,84 afrloop=6

EI Click the Home button.
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Good afternoon, John Doe!

Supplier Portal

Things to Finish

You have no open notifications.

10

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at

Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call
(757) 263-1175.
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3. Respond to Request for Information

1. Sign Into Supplier Portal

”\) SIGN IN
. ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

Inhmou@xyzcompany.cum

Sign In

English

Copyright(C) 2011, 2016, Oracle and/or its affiiates. AN rights reserved.

Log in to Supplier Portal by entering your user ID and password.

ORACLE’

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.

HI Click the Sign In button.
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2. View Information Request Notification

Things to Finish

INFORMATION REQUESTED

31 =

On your home page, in the Things to Finish section there is an Information Requested tile.

IEI Click on the text link to open the information request.

View Information Request Details

Supplier Profile Change Request 4004 for XYZ Company Actions ¥
4 Details
Assignee John Doe Request 4004 Supplier XYZ Company
From Michelle Bailey Pittman Request Source  Supplier Supplier Number 10006
Assigned Date 4, PM Request Date  4/30/2020 Business Relationship Spend Authorized
Task Number 209612 Requested By Doe, John

Change Description update phone numbe

4 Contacts

View w Format w Detach

Administrative

Name “ ¥ Job Title A ¥ Email 4 ¥ Phone Contact

UserAccount  Status Details.

®  Doe, Jobr johndoe@xyzcompany.com +1 (76715650 x12 ) ) Active =

Columns Hidden 7
4 Attachments +

Name Updated By Date Updated
No data to display

Z Comments

473072020 2:40 PM_ Michelle Bailey Pittman
Mr. Doe, thank you for updating your profile. On your phone number there seem to be a few missing digits
Please update the information and resubmt

4 History

Ogtions w

Section Stage or Participant

1 4 [EFirst Stage Approvals

1.1 4 LI Paraliel Approval First Responder Wins

In the Comments section, view the message that was sent to you. The date, time and person who sent
the message is visible.
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3. Respond to Information Request

IEI Click the ¥ icon (create) to respond to the message.

Create Comment

* Comment Ms. Pittman, thank you for the message. | will update the information and resubmit. Many thanks.

A Create Comment window will appear. Enter your response.

I!I Click the OK button.
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@ Supplier Profile Change Request 4004 for XYZ Company - Mozilla Firefox
© & 25 hutpsy/ejbs-dev2.faus6.oradecloud.com/fsemUl/faces/adf task-flow?tz=America%2 FNe

Supplier Profile Change Request 4004 for XYZ Company

Withdraw

Save

Active

4 Details
Assignee John Doe Request 4004 Supplier XYZ Comp:
From Michelle Bailey Pittman Request Source  Supplier Supplier Number 10006
Assigned Date  4/30/2020 2:38 PM Request Date  4/30/2020 Business Relationship Spend Authorized
Task Number 209612 Requested By Doe, John
Change Description update phone number
4 Contacts
View v Format w T | Detach
Name ¥ Job Title v Email ¥ Phone Administrative e pccount  Status
®  Doe John johndoe@xyzcompany com +1 (767)5680 x12 (]
Columns Hidden 7
4 Comments + 4 Attachments
Name Updated By Date Updated
Ms. Pittman, thank you for the message. | will update the information and resubmit. Many thanks.
Mo data to display
43072020 2:40 Michette-Beitey-Fi
Mr. Doe, thank you for updating your profile. On your phone number there seem to be a few missing digits.
Please update the information and resubmit
4 History
Options w

Section Stage or Participant

+ B Firet Stana Annewal

I
https:/feibs-dev fscmUl/faces/adf task-fl a/Mew_ ¥ = ud.comad3/1 ffaces/. -l turn?_adf.ctrl-stal

The response you entered is now visible.
IEI Click the Actions drop-down arrow.

IEI Select Submit Information from the drop-down list.

3_108&_adf.winld=

_afrLoop=T

Acliuug

Submit Information

Details

('l

"137189393715793#

- x
H.
4E 10 e gl =

v

In this example, the Virginia Beach City Public Schools is requesting the Supplier to update their phone
number. Please reference the Manage Supplier Profile user guide for these detailed steps.

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at
Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call

(757) 263-1175.
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4. Acknowledge a Purchase Order

1. Sign Into Supplier Portal

”\) SIGN IN
. ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

Inhmou@xyzcompany.cum

Sign In

English

ORACLE’

Copyright(C) 2011, 2016, Oracle and/or its affiiates. AN rights reserved.

Log in to Supplier Portal by entering your user ID and password.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.

HI Click the Sign In button.
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2a. Option A: View Bell Notification and/or Things to Finish

Notifications

FYl 1week ago

Good evening, Supplier Admin! i

Fyi
COVB EPM Others Document (Purchase Order) 3000197F Reguires Acknowledgment

Supplier Portal Payables Procurement Tools

APPS

=

Supplier Portal

Things to Finish

Document (Purchase Do
Order) 3000206P Order)

Requires Requires
Acknowledgment Acknowledgment

Carla Smith Carla Smith

On your home page, if the Bell icon is clicked and also visible in the Things to Finish section there is an
FYI Document (Purchase Order) XXXXXXXP Requires Acknowledgement.

IEI Click on the text link to open the information request.
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E Document (Purchase Order) 3000206P Requires Acknowledgment - Google Chrome

& ‘aill B s all
Document (Purchase Order) 3000206P Requires Acknowledgment

4 Details

Assignee Supplier Admin
From Carla Smith
Assigned Date  11/21/2022 7.58 AM

Due Date  11/24/2022 7:58 AM
Task Number 2633257

3

HA Recommended Actions

4 Review and Acknowledge

Sold-to Legal Entity VB SCHOOLS
Order  3000206P

Buyer Carla Smith

Ordered 4.300.00 USD

A new window will appear with the heading of Document (Purchase Order) XXXXXXXP Requires

Acknowledgement. Few details are visible.

B Click the Review and Acknowledge link to review the purchase order in its entirety and

acknowledge the order. Skip to step 4.
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2b. Option B: Acknowledge from Supplier Portal dashboard

Good morning, Admin Supplier!

Supplier Portal davables Procurement Tools COVB EPM Others
Pp )

= =

Supplier Portal

HCIick the Supplier Portal icon.

Supplier Portal

Search | Orders | Crder Number

Tasks

Orders
Recent Activity

Last 30 Day

Reg
« Manage Orgders
Agreements Recaipis 1
Faymenis 1
+ Manage Agresments

Contracts and Deliverables

+ Manage Coniracts

« Manage Deliverables
Invgices and Payments

» Croate Imvoice

« View Paymenis
SalicHatons

s WView Active Solcitabions

The Supplier Portal dashboard is now visible. In the Requiring Attention info tile notice the blue section
is for orders that need to be acknowledged.
E Click the blue portion of the circle to view the orders that need to be acknowledged.
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Purchase Order: 3000009P @

Main

4 General

Sold-to Legal Entity VB SCHOOLS
BilltoBU  VIRGINIA BEACH CITY PUBLIC SCHOOLS

Order 3000009P

Status  Pending Supplier Acknowledgment
Buyer Dane Lester

Creation Date  12/152022

Terms  Notes and Attachments

Required Acknowledgment ~ Document
Acknowledgment Due Date  12/19/2022

PaymentTerms  VESCHOOLS Net 45

The Purchase Order is now visible. Review.

B Click the Acknowledge button.

Supplier
Supplier Site
Supplier Contact

Bill-to Location

Ship-to Location

Shipping Method
Freight Terms.

FoB

MCCI LLC
IT1TAPALACHEE

Admin Supplier

S-CENTRAL INVOICING

STECHNOLOGY

Insice Delivery

Destination

Ordered
Description
Source Agreement

Supplier Order

—
Qoo ) vow v | s [ ome

86.272.51 USD

LASERFICHE ANNUAL SOFTWARE SUPPORT - BASIC

Laserfiche Rio.

— Requires signature

— Pay on receipt

— Confirming order
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Acknowledge Document (Purchase Order): 3000206P

4 General

Soid-io Legal Entity W SCHOOLS Sugmilier
COrder 30002088 Supplier Site  BOXE41IAY
Statws  Pending Sypplisr dcknowladoment Supplier Coniaci  Suppler Admin
Buyed S Cads Bll-bo Loction  S-Canb rroeng
Creaman Date 11202022 Ship-30 Location  Mussps
Terma  hcies and Altlachmeniy
e ed — e
Ak o t Diocumend Payment Terms  VESCHOOLS Mel 45
ﬁcknw-tﬂnlr\-enrl_l'il.!t T e Shuppeng Melkod
E Ackncwietgiant Mok Freight Terma  inaide Dulvery
FOB  Desfination
4 Additicnal Information

PURCHASE TYPE Schools Standasd

BOND WANERS
SURETY

ENCUMBRANCE PO

Schedules

DEPARTMENT

LTI AWARD CONTRACT
CONTRACT ADMMNIETRATOR
FiRAL CONTRACT END DATE

AcSom w View v Famdw & s Detach
Line Description
L [ =] [T5 R ]
24P Hem 3
14D M 3

The Acknowledge Document page is now visible. Review the purchase order.

Ovehisind
Descrigition
Source Agresment
Suppbier Order

Commusacation Method

INTERTIONALLY CLOSED
D UMERT

WBLPS HEPARTMENT
Fincal Yaar

Contexi Promesd

Guantity UOWM

2 EACH

1 [ e

430000 LSO

Sparts Eguigrent

Pay o insiigl

Corfrmang onder

S-Landsloian MS

Price Locabon
200000 S-Caniral Library Procs
10000 S-Landyicwm MS

19300 S-Landsiown M5

Notice the Status of the

il

purchase order is Pending Supplier Acknowledgement.

Click the Accept button.
Optional: Enter an Acknowledgement Note.

Warning *®
The document will be accepted. Do you want to cnntirmﬂ_;ﬂql-zﬂﬁﬁﬁ 13)
E 0K || Cancel
E—

A warning message will be visible to confirm you want to accept the purchase order.

Click OK.
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Purchase Order: 3000206P @ Jyr—— ﬁ

Main
4 General
y . a i =
Sold-to Legal Entity VB SCHOOCL Supplier Ordered 430000 USD
. VIRGINIA BEACH CITY PUBLIC . .
Bill-to BU SCHOOLS Supplier Site  BOX341383 Description  Sporis Equipment
Order  3000206P Supplier Contact Supplier Admin

Source Agreement

E Click Refresh

Purchase Order: 3000206P @ E

Main
4 General
B i s i 7
Sold-to Legal Entity VB SCHOOLS Supplier BSNSPORTS LLC Ordered 430000 USD
- VIRGINIA BEACH CITY PUBLIC
Bill-to BU SCHOOLS Supplier Site BOX841393 Description  Sports Equipment
Ol ONN20RD i A
H roer Supplier Contact Supplier Admin Source Agreement
H Status  Open Bill-to Location  S-Central Invoicing Supplier Order

Buyer Carla Smith Ship-to Location  Multiple

Creation Date  11/20/2022

5 Notice the purchase order is now in Open status.

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at
Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call
(757) 263-1175.
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5. View Purchase Orders

1. Sign Into Supplier Portal

loud.com/oam/server/obrareq,cgifencquery®3DlMmiT 0reUkgSd8B%2FWKZaWeO INNr4L2dRIWBAY == & ¢ mnme =

SIGN IN
ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

nl johndoe@xyzcompany.com

Sign In

[English V]

ORACLE

Copyright(C) 201, 2016, Oracle andior its affiiates. Al rights reserved.

HI Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.

IEI Click the Sign In button.
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2. Your Home Page

Good afternoon, John Doe!

Supplier Portal Toals Others

| L2 ]
m
I8

Things to Finish

o &
0 N7

You have no open natifications.

0

¢ Notice the Virginia Beach City Public Schools logo in the top left corner and the Home icon on the
top right. If you are on any other page and want to return to this Home page, click the COVB/VBCPS
logo or the Home icon.

¢ Notice the Bell icon at the top of the page. The Bell icon will alert you to recent notifications on your
account.

e The Setting & Actions menu, indicated by your initials in the top right corner, will enable you to
personalize your account and access help resources.

¢ These icons at the top of the page will always be visible no matter what page you are on.

IEI Click the Supplier Portal icon.
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3. Supplier Portal Dashboard

Supplier Portal

Search Orders ~| Order Number

Tasks e
Orders
H Requiring Attention Recent Activity
o | | Manage Orders Last 30 Days
Hg Agreements changed or canceled 1
Agreements opened 1
* Manage Agreements
2
Deliverables

* Manage Deliverables

Transaction Reports
Last30 Days

No data available
M Negotiations Closing Soon

Supplier News

» Manage Profile Test Supplier News Content

You are now viewing the Supplier Portal dashboard.

¢ Notice the Home, Bell, and Settings & Actions icons at the top of the page are still visible.
e The Tasks menu is located on the left-hand side.

¢ Inthe middle are 3 infolets: Requiring Attention, Recent Activity and Transaction Reports. Currently,
there is no data available because the Supplier account is new. As activity occurs, these fields will
update with important information.

o Finally, Supplier News is located at the bottom of the page. This is where Virginia Beach City Public
Schools will communicate news and updates to Suppliers.

I!I Click the Manage Orders link in the Tasks menu. Alternatively, you can click Opened Orders in the
Recent Activity infolet.
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4. Search for and View Orders

Manage Orders m

Headers  Schedules
e
-

4 Search Advanced  Manage Watchlist Saved SEﬁrchIAHOrderE vl
Sold-to Legal Entity v Order
Bill-to BU ~ Status -
Supplier Site v Include Closed Documents No |~

Search |~ Reset = Save.

Search Results

View v Formatw T B {5’ Detach
Sold-to Legal - i . Life Change Change
Entity Order Order Date Description Supplier Site Supplier Contact ~ Buyer Ordered Currency Status Cycle Order  Order Date

No search conducted.
< >

https://ejbs-testfa.usb.oraclecloud.com/fscmUl ffaces/FuseWelcome?_afrloop=70607936270882828&. afrWindowMeode=08_afrWi...088_afrMFH=2758&_afrMFDW=1920& _afrMFDH=10808&_afrMFC=28_afrMFC|=08&_afrMFM=08 _afrMFR=06&_afrMFG=084_afrMF5=08_afrtMFO=0¢ w

There are various ways to search for orders. By clicking the Saved Search drop-down arrow,

the ability to search by:
e All Orders
¢ Changed or Cancelled in the last 30 days
e Changed or Cancelled in the last 7 days
e Opened in the last 30 days
e Opened in the last 7 days
¢ Pending Acknowledgement

IEI For this example, we are selecting All Orders from the drop-down list.
By not entering information in the other search fields it will search for all possible purchase o
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Manage Orders m

Headers  Schedules

4 Search Advanced Manage Watchlist Saved Search Al Orders
Sold-to Legal Entity - Order
Bill-to BU v Status -
Supplier Site v Include Closed Documents No |
E Reset | Save..
Search Results
View v Fomaty B
g:"id‘;" Legal  order Order Date Description Supplier Site Supplier Contact ~ Buyer Ordered Currency Status CLJ:E g:';:f‘e (C):‘::fgate
No search conducted.
< >

v
Elci
=8 Click the Search button.
Manage Orders @ @
Headers ~ Schedules
» Search [ Advanced || Manage Watchiis | savea earch | Al Orcers v
Search Results
View v Formatw §1  [F [ Detach
Sogo Leaal Orde Order Date Description Supplier Site Buyer Ordered Currency  Status CLyI::!Ie Creation
VﬂHOOLS 000t 10/31/2022  HYDRO CLEAN GLASS CLNR 2004003G 1 GALLON MIX 256:1 .. VABCH Kinnear, Kelly 22260 USD Pending Supplier Acknowl 10/312022
101312022 Cleaning and Disinfecting Supplies VABCH Kinnear, Kelly 9387.00 USD Pending Supplier Acknowl 10/312022
I___\mmms_l le"'mP—I 1011812022 Cleaning and Disinfecting Supplies VABCH Kinnear, Kelly 9.387.00 USD Open o 08022
VB SCHOOLS 3000134P 10662022 LOD NEUTRALIGLASS CLEANER VABCH Kinnear, Kelly 2226.00 USD Closed for Invoicing o 1062022
VB SCHOOLS 3000132P 10/6/2022 Supplies VABCH Kinnear, Kelly 54,339.00 USD Closed for Invoicing o 10/6/2022
VB SCHOOLS 3000125P 100612022 Birch Order 10.5.2022 VABCH Kinnear, Kelly 9.387.00 USD Closed for Receving T 062022
VB SCHOOLS 3000111P 101772022 LOD NEUTRALIGLASS CLEANER VABCH Kinnear, Kelly 2226.00 USD Closed for Invoicing T 052022
VB SCHOOLS 3000110P 101102022 Supplies VABCH Kinnear, Kelly 5433900 USD Open o 1052022
VB SCHOOLS 3000108P 101712022 Birch Order 10.5.2022 VABCH Kinnear, Kelly 9.387.00 USD Open T 052022
VB SCHOOLS 3000096P 101712022 Gojo Hand Soap #5165-04 4" 1250mllcase VABCH Kinnear, Kelly 9562 USD Open 101412022
A\ VBSCHOOLS 3000088P 1012412022 Gojo Hand Soap #5165-04 4" 1250milcase VABCH Zadai, Theresa 515263 USD Pending Supplier Acknowl 101412022
VB SCHOOLS 3000076P 1012412022 Gojo Hand Soap #5165-04 4" 1250ml/case VABCH Kinnear, Kelly 2443 USD Open o 9/30/2022
VB SCHOOLS 3000072P 10242022 test VABCH Duplain, Sara 2443 USD Open o 02022
VB SCHOOLS 3000036P 1012012022 PO for Invoice testing VABCH Undenwood, Carey 20000 USD Pending Supplier Acknowl 912712022
CITY OF VIRGINI...  P147747 632022 BIRSCH-747 BATTERY OPERATED WIDE AREACARPETVAC...  VABCHIVIKING-3 Gray, Amy 463229 USD Open o em2022 .

In this example, there are two Purchase Orders to choose from. The blue highlight indicates which item
is selected.

]
IF.II Select the row of the order you would like to review. The blue highlight indicates which items is
selected.

I-I Click the Order number link of the Purchase Order you would like to review.
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Purchase Order: 3000181P &

4 General

Sold.to Legal Entity VB SCHOOLS
Bill-to BU  VIRGINIA BEACH CITY PUBLIC SCHOOLS

Order  JD0D1B1P

Statws  Pending Supplier Acknowledgmant
Buyer Kally Kinnear

Creation Date  10/31/2022

Terms  Notes and Attachments

Required Acknowladgment  Dacument
Acknowledgment Dus Date  11/412022

Payment Terms  VBSCHOOLS Net 45

4 Additional Information

PURCHASE TYPE  Schools: Standard

Lines  Schedules
-

Vieww Fomatw = [F Froeze ' Detach w

Line Deseription

1 HYDRO CLEAN GLASS CLNR 20040036 1 GALLON MIX 256:1 (0. 502/GAL)

2 LOD NEUTRAL 256 (DISINF) 1455093 1 GALLON 2561 (0 50Z/GAL) 4 GALICASE

Columns Hidden 15

Iul You can now view the details of the Purchase Order.

Supplier
Supplier Site

Supplier Contact
Bill-to Location

Ship-to Location

Mothod

ight Terms

FOB

VBCPS DEPARTMENT

BIRSCH INDUSTRIES

VABCH

S-VIRGINIA BEACH SCHOOLS

S-Alanton ES

S-Alanton ES

= = ] =]

Ordered
Description
Source Agreement

Suppliar Order

Context Prompt

22260 USD

HYDRO CLEAN GLASS CLNR 2004003G 1
GALLON MIX 256.1 (0.50Z...

10000054

—_ Requires signature

Payonrecsit i

Confirming order

Requested  Promised uom
Location  b.jivery Date Delivery Date U3 pName Staws
SalntonES #2022 1 casE
SamntonEs T1@2022 1 GAsE

Purchase Order: 3000181P (3

4 General

Sold.to Legal Entity VB SCHOOLS
Bill-to BU  VIRGINIA BEACH CITY PUBLIC SCHOOLS

Order  JD0D1B1P

Staws  Pending Supplier Acknowledgmant
Buyer  Kelly Kinnear

Creq

nDate  10/3172022

Terms  Notes and Attachments

Required Acknowladgment  Dacument
Acknowledgment Dus Date  11/412022

Paymont Tenms  VBSCHOOLS Net 45

4 Additional Information

PURCHASE TYPE  Schools: Standard

Linss  Schedules
-

View v Formatw [ Freeze o Detach w

Line Deseription

1 HYDRO CLEAN GLASS CLNR 20040036 1 GALLON MIX 256:1 (0. 502/GAL)

2 LOD NEUTRAL 256 (DISINF) 1455093 1 GALLON 2561 (0 50Z/GAL) 4 GALICASE

Columns Hidden 15

Supplier
Supplier Site

Supplier Contact
Bill-to Location

Ship-to Location

Shipy

ng Mothod
Freight Terms

FOB

VBCPS DEPARTMENT

BIRSCH INDUSTRIES

VABCH

SVIRGINIA

SCHOOLS

S-Alanton ES

S-Alanton ES

= e

Ordered
Description
Source Agreement

Suppliar Order

Context Prompt

Location

S-Alanton ES  11/812022

S-Alanton ES  11/812022

HE To view a PDF of the purchase order by click the View PDF button.

Hﬂ The PDF will be saved in you Downloads folder.

HE Open the Downloaded PDF.

Requested
Delivery Date el

0

22260 USD

HYDRO CLEAN GLASS CLNR 2004003G 1
GALLON MIX 256.1 (0.50Z...

10000054

—_ Requires signature

Payonrecsit i

Confirming order

Promised uoMm
ivery Dage QUAMttY Nonl. Status
1 CASE
1 CASE
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5. View/Save PDF of Purchase Order

(I Pageview | A Readaloud | (D Addtest | 7 Draw

Order 3000181P
Order Date 01-NOV-2022
Change Order

0
Change Order Date 01-NOV-2022

> Revision 0
VIRGINIA BEACH Ordered $222.60
CITY PUBLIC SCHOOLS

CHARTING THE COURSE

Sold Ta VIRGINIA BEACH CITY PUBLIC SCHOOLS Supplier  ESERCE STEPTELY
2512 GEORGE MASON DRIVE o1 108 ITE H]
VIRGINIA BEACH, VA 23456 il Rlacr ra (lallTH]
in e

Vendor, by acceplance of this purchase order, hereby
certified the same 1o be in full compliance with and not
in violation of Chapter 40, Comprehensive Conflict of
Interest Acts, Gode of Virginia, Sections 2.2-4367
through 2.2-4377

8ill To VIRGINIA BEACH CITY PUBLIC SCHOOLS Ship To  Alanton ES
s,
VIRGINIA BEACH, VA 23456 UNITED SeATES
UNITED STATES VA
Virginia Beach (Ind City)

Notes

|EE You can scroll through the document by scrolling up and down.

1P_0.pdf

Vendor, by acceplance of this purchase arder, hereby
certified the same lo be in full compliance with and not
in violation of Chapter 40, Comprehensive Conflict of
interest Acts, Code of Virginia, Sections ? 2-4367
through 2.2.4377

Bill To VIRGINIA BEACH CITY PUBLIC SCHOOLS Ship To  Alanton ES

SHIP-TO-LOCATION 1441 Stephens Road
VIRGINIA BEACH, VA 23456 VIRGINIA BEACH, 23454

UNITED STATES \l-,l:lTED STATES
Virginia Beach (Ind City)

Notes

‘Bwer . DeiverTeContact
Kelly Kinnear Nancy Fogelgren
Kelly.Kinnear@vbschools.com Nancy.Fogelgren@vbschools.com

Type  File Name or URL Description

Line Item Price Quantity

1 HYDRO CLEAN GLASS CLNR 109.20
2004003G 1 GALLON MIX 256:1
(0.50Z/GAL)
This line references Document (Blanket Purchase Agreement) 1000005A.

2 LOD NEUTRAL 256 (DISINF) 113.40
1455083 1 GALLON 256:1 (0.5
OZ/GAL) 4 GALICASE
This line references Document (Blanket Purchase Agreement) 1000005A.

When you are done viewing the PDF you can close the document.
Im Click the Close button.
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6. Purchase Order Detail

Purchase Order: 3000181P @

4 General

Sold-to Legal Entity VB SCHOOLS

Bill-to BU  VIRGINIA BEACH CITY PUBLIC SCHOOLS

Order  JD0D1B1P

Supplier  BIRSCH INDUSTRIES
Supplier Site  VABCH

Supplier Contact

Source Agreement

== = ]

Ordered 22260 USD

sscriotion  HYDRO CLEAN GLASS CLNR 20040036 1
Doscription G| G Wi 256.1 (0.50Z...

Statws  Pending Supplier Acknowledgmant Billto Location  S-VIRGINIA CHOOLS Supplier Order
Buyer  Kally Kinnoar Ship-to Location  S-Alanton ES
Croation Date  10/31/2022
Terms  Notes and Attachmens
Required Acknowladgment  Dacument Shipping Method —_ Requires signature
Acknowledgment Due Date  11/412022 Freight Terms
Paymont Terms  VBSCHOOLS Net 45 FoB Pay on receipt
Confirming order
4 Additional Information
PURCHASE TYPE  Schools: Standard VBCPS DEPARTMENT  S-Alanton ES Context Prompt
Lines  Schedules
Vieww Fomatw = [F =" Detach
. Requested  Promised uom
Line Deseription Losation gl e Defivery Date QUAMUY yam,  Status
1 HYDRO CLEAN GLASS CLNR 20040036 1 GALLON MIX 286:1 (0 502/GAL) SAlantonES 11812022 1 CASE
2 LODNEUTRAL 256 (DISINF) 1455093 1 GALLON 256:1 (0 50Z/GAL) & GALICASE S-Alanon ES 1182022 1 CASE

Columns Hidden 15

IHEI Click the Done button.

Manage Orders m Done

Headers  Schedules

4 Search Advanced Manage Watchlist Saved Search All Orders ~
Sold-to Legal Entity - Order
Bill-to BU ~ Status v
Supplier Site - Include Closed Documents Ne |

Search Reset  Save..

Search Results

view v Formatw F B

Life  Change Change

Sold-to Legal
i Cycle Order  Order Date

Enity Order Order Date Description Supplier Site Supplier Contact ~ Buyer

Ordered Currency Status

Na search conducted.
<

https:// ejbs-testfa.us6.oraclecloud.com/fscmul/faces/FuseWelcome?_afrLoop=70607956270882828_afrWindowMode=08(_afrWi...98&._afrMFH=8758_afrMFDW=1920&_afrMFDH=10808_afrMFC=88,_afrMF Cl=08(_afrMFM=0&:_afriIFR=968._afrMFG=08,_afrMF5=08_affMFO=0¢ v

IHEI Click the Done button.

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at
Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call
(757) 263-1175.
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6. View Receipts

1. Sign into Supplier Portal

Sign In x
g
< G @ ejbs-devilogin.usb.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DHYO3eBBmytVLY2BhJsd3XShigdclbGAEIatVg T oofcF2jEdgBxThduuZu 4L8%2B0IDDASGRzS TDigMIgl.. & % @ O @ | @

21 Apps ) Home K Sharepoint E COVE @ OneDrive <O PractiTest EJp AST Portsl K Test Script Repository Oracle

SIGN IN
ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

[ johndoe@xyzcompany.com| 4

Forgot Password

Sign In |

[English v

ORACLE

Copyright(G) 2011, 2016, Oracle andlor its affliates All ights reserved

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.

| Click the Sign In button.
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2. Your Home Page

Good morning, John Doel!

+

Supplier Portal

Things to Finish

3 days ago
signed 1o Me o
Supplier Profile
2 Cha equest

IEI Click the Supplier Portal icon.

Rejected by

4days ago

m

Supplier Profile
Change Request 17001
was Approved by City

of Virginia Beach
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3. Supplier Portal Dashboard

Supplier Portal

Search | Ordars ~ | Order Number

Requiring Attention Transaction Reports
Last 30 D

48 USD
617K USD

Supplier News

Welcome to the City of Virginia Beach Supplier Portal!

Now that your business is registered in the Supplier Portal, find out what's next by
Joining the SWAM Business Office for a variety of informational workshops!

Click here to register!
New Field In Supplier Profile

Please update your supplier profile by selecting the Industry Type that best fits
your business. Industry Type identifies the type of service your business provides,

There are 2 ways to view your receipts.

IEI The first is in the Recent Activity infolet which shows any activity in the last 30 days
not processed in the last 30 days the Receipts link will not appear.

I!I The second way is to go to Manage Orders in the Tasks menu.

We will review both methods.

. If receipts were
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4. Method 1

Supplier Portal

Search | Ordars ~ | Order Number

Requiring Attention

Recent Activity

Transaction Reports

Supplier News

Welcome to the City of Virginia Beach Supplier Portal!

Now that your business is registered in the Supplier Portal, find out what's next by
Jjoining the SWAM Business Office for a variety of informational workshops!

Click here to register!

New Field In Supplier Profile

Please update your supplier profile by selecting the Industry Type that best fits
your business. Industry Type identifies the type of service your business provides,

IEI Click the Receipt link in the Recent Activity infolet.

Note: The Recent Activity infolet only shows activity in the last 30 days. If receipts were not processed
in the last 30 days the Receipts link will not appear.
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View Receipts | one |

b Search Advanced  Saved Search | All Receipts v

Search Results

Receipt A% ReceiptDats  Organization  Shipment Ship Dats Purchase Order  Invoice Packing Siip Bill of Lading Supplier Site
| 101172022 8:00... VIRGINIA BEA. VABCH
1001 VIRGINIA BE. VABCH
10017,202; VIRGINIA BEA VABCH
101172022800 VIRGINIA BEA VABCH

The View Receipts page is now visible. Notice column headers: Receipt, Receipt Date, Organization,
Purchase Order number, etc. By clicking the View drop-down arrow, you can customize the columns
that are visible.

Note in this example, there are 4 receipts for 4 Purchase Orders

IEI Remember that the receipts displayed were processed in the last 30 days only.

View Receipts m

b Search Advanced | Saved Search | All Receipts ~

Search Results

gt A% ReceiptDate  Organization  Shipment Ship Date Purchase Order Invoice Packing Slip 8ill of Laging Supplier Site
101772022 800 VIRGINIA BEA 30001080 VABCH
101772022800 VIRGINIA BEA 300011P

VABCH

10M7/2022 800 VIRGINIA BEA

10117/20228.00...  VIRGINIA BEA

=
IHI To view receipt details, click the receipt number.

Receipt: 1000070 i
Summary EI
Supple Packing i

Shipment Waybill
Shipped Date Billof Lading
Shipping Method Note

Number of Supplier Attachments None

» Additional Information

Lines
Actions w Vieww §F

Quantity
e Document
Item Description Document Type

UOMMName  Currency  Receipt Date

Number Ordered Returned Rejected
LOD NEUTRAL .. Purchase order 30001089 20 of 0 CASE 101872022 12:2
ALLCLEAN(N.. Puichassorder 30001089 100 0 0 CASE 101872022 12:2

You are now viewing the summary of the receipt that was selected. In this example, note that 120 items
in total were ordered and 110 are shown as net received.

IEI Click Done.
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g o>
=

10

4 Search

Search Results

View v
Receipt
1000070
1000068
1000066

1000060

View Receipts

4 Search

 Raca

Organization |

Supplier ltem |
ReceiptDate  Organization
101712022 600 VIRGINIA BEA

101712022 8:00

101712022 .00

101772022 800

VIRGINIA BEA

VIRGINIA BEA.

VIRGINIA BEA...

shipment

Ship Date

Purchase Order Invoice Packing Slip
3000108P
3000111P
3000172P

3000125P

Dane

Advanced | Saved Search |AHRE:;\;15 -

“* Atleast one Is required

** Shipment -
** itom -
= Receipt Date | 10/182022 G |- [1mmnze [
Search " Reset | Save...
Bill of Lading Supplier Site

VABCH
\ABCH
VABCH
VABCH

IYou have now returned to the View Receipts page.

** Roceipt | | = Shipment v
Organization | - ‘ * liom -
** Purchase nmu‘ T‘ == Recelpt Date | 1011872022 o |-[ 1117022 [y
Supplior Htom |
Search H Reset ‘ Save...
Search Results
View w
Receipt RecelptDate  Organization  Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site
1000070 1011712022800 VIRGINIA BEA 3000108P VABCH
1000066 101772022 8.00... VIRGINIA BEA 3000172p VABCH
1000060 10/17/2022 8:00. VIRGINIA BEA. VABCH

m In this example, we will view the 2nd receipt. Again, click the receipt number of the receipt you would
like to view.
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Receipt: 1000068 LR e Transaction History E
Summary m

Supplier Packing Stip
Shipment Wayhill
Shipped Date Bill of Lading
Shipping Method Note

Number of Supplier Packing Units Attachments. None
Supplier Site VABCH

P Additional Information

ines
Actons v Vieww B
Quantty
tem Document
item Demrpon | Document Typs focume UOM Name  Currency  Recaipt Date

Ordered Returned /"Nt Received Rejected

HYDRO CLEAN... Purchassordsr  3000111P 0 CASE 10182022 122

LODMEUTRAL ... Purchaseorder  3000111P 0 GASE 101812022 122

|ﬂ You are now viewing the summary of the receipt that was selected. In this example, note that total
20 items were ordered and 19 is shown as net received. As such, items ordered on purchase order
3000111P have all been received.
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5. Method 2

Supplier Portal

Search | Orders ~ | Order Number

Tasks e

R Attentis R it Acti
A o

Last 30 Days
g P ' Ondr 6 PO Putchase Amount 4 usD
“ Receipts 1 Invoice Amount 637K USD
+ Manage Agreemants
Invoice Price Variance Amount o usp
Contracts and Deliverables
+ Manage Contracts 42 - .
« Manage Deliverables

Invoices and Payments

a7

v Payments

Solicitations i

Invaices Overdue

+ View Active Solications
+ Manage Responses
Company Profile Supplier News

* Manage Profile

Welcome to the City of Virginia Beach Supplier Portal!

Now that your business is registered in the Supplier Portal, find out what's next by
joining the SWAM Business Office for a variety of informational workshops!

Click here to registes

New Field In Supplier Profile

Please update your supplier profile by selecting the Industry Type that best fits
your business. Industry Type identifies the type of service your business provides,

IE Click the Manage Order link from the Tasks menu.

anage Ordemsyg

Headers  Scnedules

4 Search

Advanced ~Manage Watchlist Saved Search Al Orders
Sold-to Legal Entity

Order
Bill-to BU v Status v
Supplier Site v Include Closed Documents No w
Search Reset  Save..
Search Results
view w Formatv 7 By Freeze Wrap
Order Order Date Description Supplier Site Buyer Ordered Currency Status Life  Creation

No search conducted.

Cycle Date
Columns Hidden 25

IEI The Manage Orders search page is now visible.
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Manage Orders [ one |

Headefs  Schedules

4 Search Advanced = Manage Watchlist Saved Search All Schedules v
Sold-to Legal Entity - Supplier ltem
Supplier Site v Ship-to Location Q
Order Status v

Line Description
Search Reset Save...
Search Results
View v Fomatv BB i’ Detach
Order Supplier Site Supplier ltem Ordered Currency Status Requested Date  Promised Date LifeCycle  Creation Date

No search conducted.
Columns Hidden 49

|E| Notice there are 2 tabs: Header and Schedules. Click the Schedules link.
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Manage Orders

Headers  Schedules

No search conducted.

Columns Hidden 49

4 Search Advanced = Manage Watchlist Saved Search All Schedules v
Sold-to Legal Entity - Supplier ltem
Supplier Site - Ship-to Location Q
Line Description
Search Reset  Save..
Search Results
View v Fomstw B B {a’ Detach
Order Supplier Site Supplier ltem Ordered Currency Status Requested Date  Promised Date LifeCycle  Creation Date

IEI Use the search fields to search for the desired receipt(s).

At the top right notice the Saved Search drop-down field. The default option is All Schedules. You may
also choose Overdue and Due Today or you may personalize the search. Alternatively, to find the receipt
you are looking for you may populate the other search fields: Sold to Legal Entity, Supplier Site, Order
number, Line Description, Supplier Item, Ship-to Location and Status.

Manage Orders @

feaders  Schedules

4 Search

Search Results

View v Formatw %

order

Columns Hidden 47

Sold-to Legal Enti

woplier

ty

i

I

=

Order

 —

VABCH

VABCHIVIKING-8
n

Search.

supplier site

Detacl

Line

h

Line Description

supplier
em

schedule

Advanced | Manage Watchist | Saved Search | AllSchedules ~
Supplier lem |
Ship-to Location
Status Ad

Search | Reset | Save..

Ordered Pricing
uom

g Requested Promised Life
quantity VoM Price Ordered Currency Status. shipto Location 2 Dpate

cycle .

IE In this example we will search by Supplier Site. One of the two options provided in the drop-down
menu is VABCH.
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Manage Orders @

Headors  Schedules
4 Search Advanced | Manage Watchlist | Saved Search | All Schedules v
Sold-to Legal Entity - Supplier tem |
Supplier Site | VABCH Ship.ta Location | Q
Order status |
Line Description
Search | Rpset || Save.
Search Results ]
View ¥ Format % 4 + Detach u
Supplier Ordered Pricing y Requested FPromised Life
Supplier Site Line Description el Schedule  CUNE vom (ot Price Ordered Currency Status shiptoLocation R o e
v
Columns Hidden 47
Manage Orders @ @
aders  Schedules
r -
» Search Manage Watchlist | Saved Search | All Schedules v
Search Results
Vieww Formatv [ [F [2” Detach
Supplier Ordered Pricing o Requested Promised  Life
order Supplier Site Line Line Description P Schedule oIty UOM uom Price Ordered Currency Status ship-to Location  pol Date cycle
3000134P 2 HYDRO CLEAN GLASS CLNR 1 10 CASE CASE 109.20 1,092.00 USD Closed S-Alanton ES 10/13/2022 10/13/2022 ‘;' -
A - 3000132P 1 'ORCA GLOVES INDUSTRIAL 1 150 CASE CASE 248.00 37,200.00 USD Closed for. S-F W CoxHS 10/6/2022 10/6/2022
A - 3000132P 2 'W18634 1040 VACUUM BAGS 1 100 CASE CASE 17139 17,139.00 USD Closed for. S-F W CoxHS 10/13/2022 10/13/2022 o
3000125P 1 /ALL CLEAN (NEUTRAL FLOO 1 100 CASE CASE 7119 7.119.00 USD Closed Fo. S-Holland ES 10/6/2022 10/6/2022 ‘;'
3000125P 2 LOD NEUTRAL 256 (DISINF) * 1 20 CASE CASE 113.40 2268.00 USD Closed Fo. S-Advanced Techno. 10/13/2022 10/13/2022 ‘;'
A - 3000111P 1 LOD NEUTRAL 256 (DISINF) * 1 10 CASE CASE 113.40 1,13400 USD Closed for. S-Alanton ES 1001212022 10/12/2022
3000111P 2 HYDRO CLEAN GLASS CLNR 1 10 CASE CASE 109.20 1,092.00 USD Closed S-Alanton ES 1001212022 10/12/2022
3000110P 1 'ORCA GLOVES INDUSTRIAL 1 150 CASE CASE 248.00 37,200.00 USD Open S-F W CoxHS 1001212022 10/12/2022 ‘;'
A - 3000110P 2 'W18634 1040 VACUUM BAGS 1 100 CASE CASE 17139 17,139.00 USD Open S-F W CoxHS 1001212022 10/12/2022 ':'
A - 3000108P 1 /ALL CLEAN (NEUTRAL FLOO 1 100 CASE CASE 7119 7.119.00 USD Open S-Holland ES 1001212022 10/12/2022 o
3000108P 2 LOD NEUTRAL 256 (DISINF) * 1 20 CASE CASE 113.40 2,268.00 USD Closed Fo. S-Advanced Techno. 1001212022 10/12/2022 o

The search results show All Schedules for the Supplier Site selected. In this example, we are looking
for the receipt(s) for order 3000111P.

- Lifecycle icon on the row of the desired order for which you would like to view the

18 Click the °
Receipt.
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Schedule Life Cycle: 1

Schadule Life Cycle

Sold-to Legal |, -
Entiy B SCHOOLS Ordered 10 CASE

Order  3000111P

/

Pending Fulfilment Action 1 GASE
Supplier

Supplier Site  VABCH s nTransit @ EASE
Line 1 ) In Receiving 0 CASE
Line Descripion  LOD NEUTRAL 255 (DISINF) 1455093 1 GALLON 2661 (050Z/GAL) 4 =
SALICAS 4 Delivered 9 CASE
Ship-to Lo
2 Involced 10 CASE

Ordered 10 CASE

4 In-Transit Shipments

Acions w View v Fomatw 71§ Detach

A7 Expected Receipt Date Shipped Carrier Bill of Lading

Ship Date  Tracking Number

/ " Detach P

ReceiptDate  Shipment shipDate  Packing Slip

Shipment Packing Slip

N results found
Columns Hidden 4

4 Recelpts

Adtions w View w Format w

Receives  Delvered  Returned Invoiced Open to Invoice.

Receipt

1000068 1011812022 12 ! ! ! !

Columns Hidden 3

The Schedule Life Cycle page for the Order is now visible. Notice:

e Purchase Order details
e Bar graph visually identifying order, fulfilment, delivery and invoice actions
¢ Receipts associated with the Purchase Order

IE Click the Receipt number to view the receipt.

Receipt: 1000068

Summary

Shipping Method
Number of Supplier Packing Units

Supplier Sits VABCH

P Additional Information

Lines

Actions ¥ View w

7 Social [ ey — m

[ b3 |

=1

Packing Slip
Waybill

Bill of Lading
Note

Attachments None

Document Quantiy
Item Description Document Type | % e omeres e Mot Racenea — UOM Name Currency  Receipt Date
HYDROCLEAN... Purchaseorder  3000111P 1 0 1 0 CASE 101872022 122...
LODNEUTRAL . Purchase order  3000111F 0 0 o case 101182022 122

Review the Receipt details.

]
Eul When finished click Done. You will return to the Schedule Life Cycle page.
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Schedule Life Cycle: 1

Sold.to Legal -
Eniny VBSCHOOLS Scheduls Life Cycle Ordered

Order  3000111P

Pending Fulfillment Action
Supplier . 10

Supplier Site VABCH @ In Transit D CASE

Line 1

ion LOD NEUTRAL 256 (DISINF) 1455093 1 GALLON 256:1 (0.50ZIGAL) 4
Line Deseription i AEcT L =

In Receiving 0 CASE

Delivered 9 CASE

Ship-to Lacation

Involced 10 CASE
Ordered 10 CASE

4 In-Transit Shipments

Actions w View v Fomatw §2  F o Detach Wrap
Shipment Ship Date  Tracking Number Packing Slip &7 Expected Receipt Date Shipped Carrier Bill of Lading
No results found.
Columns Hidden 4
4 Receipts
Acions w View v Fomatw F9 [ . Detach Wrap
Recaipt RecelptDats  Shipment SnipDate  Packing SHp Recaived  Delversd  Returned  Invoicad Openta Invoice
1000068 1041872022 12 L] 9 0 0

Columns Hidden 3

The Schedule Life Cycle Page is now visible.

Eﬂ Click Done. You will return to the Manage Orders page.

Manage Orders

Headers  Schedules

4 Search Advanced = Manage Watchlist Saved Search All Schedules v
Sold-to Legal Entity - Supplier ftem
Supplier Site v $Ship-to Location Q
Order Status v

Line Description
Search Reset  Save...
Search Results

view w Formatv 7 By Free Detach Wrap

Order Supplier Site Supplier ltem Ordered Currency Status Requested Date  Promised Date LifeCycle  Creation Date
No search conducted.
Columns Hidden 49

EEI Click Done to return to your Supplier Portal Dashboard.
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Supplier Portal

Search | Ordars ~ | Order Number

Tasks
Orders
Requiring Attention Recent Activity
+ Manage Orders Las

Agreements 4

Company Profile Supplier News

« Manage Profle Welcome to the City of Virginia Beach Supplier Portal!

Now that your business is registered in the Supplier Portal, find out what's next by
Joining the SWAM Business Office for a variety of informational workshops!

Click here to register!

New Field In Supplier Profile

Please update your supplier profile by selecting the Industry Type that best fits
your business. Industry Type identifies the type of service your business provides,

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at

Transaction Reports
Last 30 Day

48 UsD
637K USD
ount 0 uso

Procurement@vbschools.com responses will be sent within 1 business day (include a callback number)

or call (757) 263-1175.
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7. View Invoices

1. Sign Into Supplier Portal

loud.com/oam/server/obrareq.cgitencauery%3DxsiF7ch406nFZ39KEG tskMazWRihdCL96etdlm0: B+ @ 1

SIGN IN
ORACLE APPLICATIONS CLOUD

or

u' SignIn

|English -]

ORACLE"

Copyright(C) 2011, 2016, Oracle andior s affiiates. Al rights reserved.

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.
|ﬂ Click the Sign In button.
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»d afterncon, John Doel

On the Home page, click the Supplier Portal icon.

Supplier Portal Dashboard

Supplier Portal

Search Orders ~| order Number

Tasks e

Orders

Requiring Attention Recent Activity

« Manage Orders Last 30 Days

Agreements 1
1
» Manage Agresments
3
Deliverables
» Manage Deliveradles !
Invoices and Payments
No data available Transaction Reports
- Create Invoice Last 30 Days
E . Invoice Amount 700 usD
M, yiew Payme Invoice Price Variance Amount usD

Solicitations
» View Active Solicilations
= Manage Responses
Company Profile -
pany Supplier News
» Manage Profile Test Supplier News Content

IEI Click the View Invoices link in the Tasks menu
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2. Search for and View Invoices

View Invoices

4 Search

= Invoice Number
** Supplier
Supplier Site

** Purchase Order

Search Results
view v 7@ & Detach
Invoice . Purchase
Number Invoice Date Type Order

Na search conducted.

Supplier

Advanced = Saved Search | All Invoices
B Al Invoices

Consumption Advice
Paid Status ~

Payment Number !I

Search  Reset  Save.

Unpaid Invoice Invoice Payment

Amount Amount Status  Number Comments

Supplier Site

There are various ways to search for invoices. By clicking the Saved Search drop-down arrow, you have

the ability to search All Invoices and Overdue Invoices.

IEI Click the Saved Search drop-down arrow. In this example, the system defaulted to All Invoices from

the drop-down list.

IEI By clicking the Invoice Status drop-down arrow, you can search for invoices that are Approved,
Cancelled, In process, Incomplete, On hold, Pending import, or Rejected.
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View Invoices

4 Search

= Invoice Number
** Supplier
Supplier Site

** Purchase Order

Agvanced

Consumption Advice

Invoice Status

Payment Number
=
-

Saved Search All Invoices -

** At least one is required

Search  Reset  Save.

Search Results
view v & Detach

Invoice Purchase Unpaid Invoice Invoice Payment

Number Invoice Date Type order Supplier Supplier Site Ambunt Amoumt Statte Numbor Comments

Na search conducted.

v

IEI By clicking the Paid Status combo box, you can search for invoices that are Paid, Partially Paid or
Unpaid.

View Invoices @

4 Search

** Invoice Humber
** Supplier
Supplier Site

** Purchase Order

Search Results
vieww 72 57 Detach

Invoice

Note Invoice Date  Type

No search conducted.

Advanced | Saved Search All Invoices v

[ o |

Consumption Advice

Invoice Status v

Paid Status

Payment Number

Supplier Site

Unpaid Invoice Invoice Payment
Amount Amount Status  Number

** Atleast one is required

Search  Reset  Save.

Comments

IEI You may search by a specific site by clicking on Supplier Site drop-down arrow.
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View Invoices

4 Search

** Invoice Humber

~* Supplier u E
Supplier Site | XYZ Company 10062

‘Consumption Advice

Invoice Status

Nurmber Invoice Date Type Oretor Supplier Supplier Site

No search conducted.

)
IUI To select your Company, click the Supplier drop-down arrow.

I!I Click your Company Name so it is highlighted in blue.

View Invoices

4 Search
** Invoice Number Consumption Advice

Supplier  KYZ Company - Invoice Status

Supplier Site v Paid Status

** purchase Order Payment Number

Search Results

Na search conducted.

e
ICIick the Search button.

Paid Status
- Searcn .
Purchase Order 8 Payment Number
-l
Search Results
vieww 2
Invoice Purchase Unpaid

Amount

view v FE
Invoice ' Purchase . e Unpaid
Number Invoice Date Type Ordor Supplier Supplier Site Ambunt

Advanced | Saved Search All Invoices v

** Atleast one is required

Search  Reset Save..

Invoice Invoice Payment

Amount Status  Number Comments

Advanced | Saved Search All Invoices v

** At least one is required

Invoice Invoice Payment

Amount Status  Number Comments
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View Invoices

4 Search

** Supplier
Supplier Site

** Purchase Order

Search Results

il Detach
n A « Record Purchase
0 Daje Type Dureh, Supplier
Columns »
2| standas  3000110P
22 Sundad  3000110P
Detach
P2 Standad  3000125P
Set "22  swnded  3000125P
A I
oorder Colamns L e
KETESTS 10112022 Standard 30001328

The invoices are visible in the Search Results section.

Supplier Sits

Pay
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH

IE Click View to customize how this information is presented.

Unpaid
Amount

37 20000 USD
17,139.00 USD
7,119.00 USD
2,266 00 USD
2226.00USD

5433900 USD

Search | Reset | Save..

Invoice Invoice Payment

Amount Status  Number Cemments

37.200.00 USD

17,139.00 USD

7,119.00 USD

2.268.00 USD

222600 USD On hald

54339.00USD O hold

Hﬂ Click the Columns input field to identify what columns you want to see. You can sort the information

in different ways and reorder the columns.
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View Invoices

4 search

** Invoice Number | |

= Snppl\er" 5CH HOSTAIES :
Supplier Site ‘ :

** Purchase Order | |

Se 1 t;Results

7 7 Detach

',:‘:r:i;:, Invoice Date  Type

001 10282022 Standard
002 10282022 Standard
TEST_1 1012812022 Standard
TEST_2 10282022 Standard

Purchase  guppier
3000110P - -
3000110P
3000125P

Consumption Advice ‘
Invoice Status |
Paid Status |

Payment Number

Supplier Site
VABCH
VABCH
VABCH
VABCH

I To view the details of an invoice, click the Invoice Number link.

Invoice: 001

Business Unit

VIRGINIA BEACH CITY PUBLIC SCHOOLS ,
Invoice Amount

37,200.00 USD

Legal Entity Name VB SCHOOLS
Unpaid Amount ~ 37.200.00 USD
Supplier or Party
Payment Currency  USD
Supplier Site  VABCH
Tax Control Amount
Address
Invoice Date  10/282022
Lines  Payments
Items
View w ¥ [o7 Detach
vom Purchase Order Receipt Consumption
Line Amount Description Quantity  Unit Price \ Ot
Number  Line  Schedule  Number  Line  Number  Line
1 37,200.00 ORCA GLOVES INDUSTRI 150 248 CASE  3000110P 1 1
Summary Tax Lines
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit

No data to display.

You are now viewing the invoice details.

Ship-to Location

S-F W Cox HS

Amount

IE When finished viewing your invoice, click the Done button.

Virginia Beach City Public Schools Supplier Portal User Guide

‘ Advanced ‘ Saved Search ‘AH Invoices v‘

** Atleast one is required

Unpaid Invoice Invoice Payment
Amount Amount Status  Number Comments

37.200.00USD  37,200.00 USD

17,139.00USD  17,139.00 USD
741900 USD  7.419.00 USD

226600USD  2,268.00USD

Invoice Type ~ Standard
Description

Attachment  None

Tax Determinants

Shipping and Handling

Line  Type Amount

No shipping and handing
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View Invoices

4 Search

Search Results
Vieww @ [o] Detach

Invoice Purchase

Number Invoice Date  Type ordar Supplier
001 10282022 Standard  3000110P
002 1028/2022  Standard  3000110P
TEST_1 10/28/2022  Standard  3000125P
TEST_2 10/26/2022  Standard  3000125P

Consumption Advice

Invoice Status | ~|

Paid Status | v

Payment Number ‘

Supplier Site Al‘,':“g::“i
VABCH 37,200.00 USD
VABCH 17,139.00 USD
VABCH 7,119.00 USD
VABCH 226800 USD

Repeat steps 12-13 to view more invoices.

ﬂ When finished, click the Done button.

Supplier Portal Support

Inveice Invoice Payment
Amount Status  Number

Comments
37,200.00 USD
17,139.00 USD

7.419.00 USD

2,268.00USD

We are available if you need additional assistance. For faster service email us at
Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call

(757) 263-1175.
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8. Create Invoices

1. Sign Into Supplier Portal

gitencauery%3DMOuJIUPPUIK%2F1 AHaunY222Pp3034n2002XmE B+ @ ¥

SIGN IN
ORACLE APPLICATIONS CLOUD

or

n | SignIn

|English -]

ORACLE"

Copyright(C) 2011, 2016, Oracle andior s affiiates. Al rights reserved.

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ |f you do not have your user ID or Password, click the Forgot Password link.
|ﬂ Click the Sign In button.
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Jlohn Doe!

On the Home page, click the Supplier Portal icon.

2. View Orders for which to Create Invoices

Supplier Portal

Search Orders ~| Order Number
Tasks
Orders
Requiring Attention Recent Activity
= Manage Orders Last 30 Days
Agreements

Agreements ch
» Manage Agresments

Deliverables

» Manage Deliverables
Invoices and Payments

No data available Transaction Reports

» Creale Invoice Last 30 Days

= View Invoices Invoice Amount 580
* View Payments Invoice Price Variance Amount
Solicitations

- View iciations

* Manage Responses
Company Profile

Supplier News
« Manage Profile Test Supplier News Content

IEI Click the Orders opened link in the Recent Activity infolet.
purchase order(s) for which to create invoices.

This will enable you to identify the
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3. View Order Details

Manage Orders @

Headers  Schedules

b Search

Search Results
View w Formatw 57

Sold-to Legal
Entity

VB SCHOO!
VB scHooLy
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS

VB SCHOOLS

F [l Detach
Order Order Date Description
10/6/2022 LOD NEUTRAL/GLASS CLEANER
3000132 1062022 Supplies
3000125P 10/6/2022  Birch Order 10.5.2022
3000111 107772022 LOD NEUTRAL/GLASS CLEANER
3000110P 1011072022 Supplies
3000108 10772022 Birch Order 10.6.2022
3000096P 10712022 Gojo Hand Soap #5165-04 4* 1250mlcase

Supplier Site
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH

VABCH

Buyer
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly

Kinnear, Kelly

Manage Watchlist | Saved Search | All Orders v

Ordered Currency Status Life  Creation

Cycle Date
2226.00 USD Closed for Invoicing . 10/6/2022 -
5433900 USD Closed for Invoicing 10/6/2022
9.387.00 USD Closed for Receving 100612022
2226.00 USD Closed for Invoicing 10/5/2022
54339.00 USD Open 10/5/2022
9,387.00 USD Open 10/5/2022
9562 USD Open

IEI To view the purchase order, click on the Order number link.

= ase Order: 3000134P

Main

4 General

Sold to Legal Entity
Bill-to BU

Order

Status

Buyer

Creation Date

Torms

Notes and Attachments

Required Acknowledgment  Document

Payment Terms  VBSCHOOLS Net 45

4 Additional Information

PURCHASE TYPE

VB SCHOOLS Supplier

VIRGINIA BEACH CITY PUBLIC SCHOOLS Supplier Site

3000134P Supplier Contact
Closed for Invoicing Billto Location
Kelly Kinnear

Ship-to Location
10562022

Shipping Method
Freight Terms

FOB

Schools: Standard VBCPS DEPARTMENT

VABCH
Admin Sup
SVIRGINIA Bl

S-Alanion ES

S-Alanton ES

I T

Ordered
Description
Source Agreement

Supplier Order

Context Prompt

Order Life Cycle

222800 USD
LOD NEUTRALIGLASS CLEANER

1000

View Details

Requires signature

S p— B

— Confirming arder

¢ You are now viewing the Purchase Order page. In this example, it is the Purchase Order page for
PO 3000134P.

¢ Notice the Order Life Cycle graph in the top right corner. In this example, you can see an invoice
was already issued as indicated by the bottom blue bar on the bottom.

I!I Click Done.
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Manage Orders @

Headers  Schedules

» Search

Search Results
View v Formatw 57

Sold-to Legal
Entity

VB SCHOOLS
VB SCHOOLS
VB SCHoOf =
VB SCHOO!
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS
VB SCHOOLS

A\ VBSCHOOLS

[
Order

3000181P

3000178P

4P

3000132P

3000125P

3000111P

3000110P

3000108P

3000096P

3000088P

[« Detach
Order Date
103112022
103172022
1011812022
100612022
100612022
100612022
10712022
101102022
10712022
10712022

1072412022

Description
HYDRO CLEAN GLASS CLNR 2004003G 1 GALLON MIX 256:1
Cleaning and Disinfecting Supplies

Cleaning and Disinfecting Supplies

LOD NEUTRAL/GLASS CLEANER

Supplies

Birch Order 1052022

LOD NEUTRAL/GLASS CLEANER

Supplies

Birch Order 1052022

Gojo Hand Soap #5165-04 4* 1250mlicase

Gojo Hand Soap #5165-04 47 1250mlicase

Supplier Site
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH
VABCH

VABCH

Buyer

Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly
Kinnear, Kelly

Zadai, Theresa

n Manage Watchlist | Saved Search | All Orders v

Life  Creation

Ordered Currency Status Cycle Date
22260 USD Pending Supplier Acknow. 1013172022
9,387.00 USD Pending Supplier Acknow. 1013172022
9,387.00 USD Open 1011872022
222600 USD Closed for Invoicing 101612022
54339.00 USD Closed for Invoicing 101612022
9,387.00 USD Closed for Receiving 101612022
222600 USD Closed for Invoicing 101512022
54339.00 USD Open 101512022
9,387.00 USD Open 101512022
95.62 USD Open T 1042022
515263 USD Pending Supplier Acknow. 101412022

IEI Once again, click the Order number link to determine if this is the order for which to create an

invoice.

Frakyen Lirma

Vi Datsin

Once again, refer to the Order Life Cycle graph. In this example, an invoice has not yet been
created as indicated by the absence of an invoiced blue bar.

P
U
A Gen
Toit s Laged Frny
.
e Kt
P pat Tosinnd
=
°
L]

IEI Click Done.

Take note of the Order number. You will need it to create the invoice.
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Manage Orders @

Headers  Schedules

» Search

Search Results

Manage Watchlist | Saved Search | All Orders v

View v Formatv 52 Freeze Wrap
Sold-to Legal Life  Creation
Entity Order Order Date  Description Supplier Site Buyer Ordered Currency  Status Gyole Date
/A VB SCHOOLS 3000181P 10/31/2022  HYDRO CLEAN GLASS CLNR 2004003G 1 GALLON MIX 256:1 .. VABCH innear, Kelly 22260 USD Pending Supplier Acknowl 10312022
A\ VB SCHOOLS 3000178P 10312022 Cleaning and Disinfecting Supplies VABCH Kinnear, Kelly 9.387.00 USD Pending Supplier Acknowl 1073112022
A\ vBSCHOOLS 3000172P 1011812022 Cleaning and Disinfecting Supplies VABCH Kinnear, Kelly 9.387.00 USD Open 1011812022
VB SCHOOLS 3000134P 10662022 LOD NEUTRALIGLASS CLEANER VABCH Kinnear, Kelly 222600 USD Closed for Invoicing o 10612022
VB SCHOOLS 3000132P 10662022 Suppl VABCH Kinnear, Kelly 5433900 USD Closed for Invoicing o 1062022
VB SCHOOLS 3000125P 10062022 Birch Order 10.5.2022 VABCH Kinnear, Kelly 9.387.00 USD Closed for Receiving o 1082022
VB SCHOOLS 3000111P 10172022 LOD NEUTRALIGLASS CLEANER VABCH Kinnear, Kelly 222600 USD Closed for Invoicing o 1052022
VB SCHOOLS 3000110P 101102022 Suppli VABCH innear, Kelly 5433900 USD Open 10/512022
VB SCHOOLS 3000108P 101712022 Birch Order 10.5.2022 VABCH Kinnear, Kelly 9.387.00 USD Open 101512022
VB SCHOOLS 3000096P 101712022 Gojo Hand Soap #5165-04 4 1250mlicase VABCH Kinnear, Kelly 9562 USD Open T 1042022
A\ VB SCHOOLS 3000088P 1012412022 Gojo Hand Soap #5165-04 4 1250mlicase VABCH Zadai, Theresa 515263 USD Pending Supplier Acknowl 101412022
4. Create Invoi
. reare invoice
Supplier Portal
Search | Orders | Order Number Q
Tasks e
Orders
Requiring Attention Recent Activity Transaction Reports
« Manage Orders Last 30 Days Last 30 Days
Agreements. 4 Orders apened 6 PO Purchase Amount 48 USD
5 Racsipts 4 Invoice Amount 637K USD
- Manage Agreemants
Invoic Price Variance Amount 0 ush
Cantracts and Deliverables
- Manage Contracts 42 - -

+ Manage Deliverables

Involces and Payments

| Create Invaice
H. VW TRvarces

s

* View Adtive Solicilalions

* Manage Responses
Company Profile

- Manage Prafle

27

Orders to Acknoviedge
s B Schedules Duardus or Dus Tody
Invoices Ovardus

Supplier News

Welcome to the City of Virginia Beach Supplier Portal!

Now that your business is registered in the Supplier Portal, find out what's next by
joining the SWAM Business Office for a variety of informational workshops!

Click here to register
New Field In Supplier Profile

Please update your supplier profile by selecting the Industry Type that best fits
your business. Industry Type identifies the type of service your business provides,

!I Click the Create Invoice link from the Tasks menu.
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Create Invoice @

* Identifying PO | 3000172P i

Supplior = SR
Taxpayer ID St

* Supplier Skke L\JABCH [+]

AT VIR T STE VL VPRI ACH
Address ' gy

Supplier Tax Registration Number -

o

tomer

N
Unique Remittance Identifier
Unique Remittance ldentifier Check Digit /—‘
Description
Cattachments  Nons L >

Tax Control Amount [ 1

* Number | 1234
* Date | 111712022 e
* Type | Invoics v

Invoice Currene y USD - US Dollar

Payment Currency  USD - US Dollar

* Customer Taxpayer ID | 880070 :

Lines l
0
view v [y q Cancel Line

* Number * Type

Purchase Order

* Number " Line * §chedule  Number

No data to display

Summary Tax Lines

View »
Line * Regime * Tax Name

No data to display.

Tax Jurisdiction * Tax Status

Name VB SCHOOLS

Address

Consumption Advice

Supplier Item Item Description Ship-to Location

* Rate Name Percentage Per Unit

Tax Classification

Available

‘Quantity Unit Price  UOM

Quantity

Amount

e Enter the purchase order Number in the Identifying PO field. Some fields will auto-fill.

¢ Fillin all applicable fields such as Remittance information, Invoice number, Date, and Invoice
Type. All fields with an asterisk * are mandatory.

e A copy of the invoice MUST be attached using the Attachments field or the invoice will be

rejected.

IEI In the Lines section, click the Select and Add icon which will pull the line information from the

purchase order.

Select and Add: Purchase Orders

4 Search

** Purchase Order | 3000172P -

[ Advanced | savod Soarch

** Consumption Advice |

** Creation Date | m/diyyyy hmm a [}

Search Results

Vo 'w E;-}o.m

e I
Purchase Order

_Numpber Line

Consumption Advice

Schedule Number

Supplier item

Nt em Description

Ship-to Location
Line

Ordered

30001729 1 1

ALLCLEAN (NEUT... S-Holland ES.

0001720 2 i [

LOD NEUTRAL 256...  S-Advancad Tachno.

D
Apply ‘.Clnul

Select the line so it is highlighted in blue and review the line detail for Ordered, Received, Invoiced, etc.
If no lines are displayed, the purchase order does not have any lines to invoice against.

|ﬂ': Select the appropriate line so it is highlighted in blue.

Hﬂ Click the OK button.
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Create Invoice &

Identifying PO
Supplier
Taxpayer ID
Supplier Ske

Address

Supplier Tax Registration Number |~

Customer

Customer Taxpayer ID

Lines

Vieww X B [ConcelLine

Purchase Order

* Number * Type

* Number * Line

1 3000172P 1

Total

Summary Tax Lines

View v

Line * Regime

* Tax Name.

* schedule

1

Tax Jurisdiction

Reitto Bank ccoun
Unique Ramitiance Identier |
Unique Remittance Identifier Check Digit |

Description |

Attachments N

ALL CLEAN (NEUTRALFL... | S-HollandES | w ‘ - 100

Namo
Address
‘Consumption Advice
Supplier ltem Item
Number Line
* Tax Status * Rate Name Percentage

E Click the Submit button.

Invoice: 1234

Identifying PO 3000172P

Supplier

Taxpayer ID

Supplier Site VABCH

Address 1R A%t

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

View v

* Purchase Order

Number  Type
Number  Line

Schedule Number

1 ITEM 3000172P 1 1
Total
Summary Tax Lines
View v
Line * Regime * Tax Name

No data to display.

Consumption

Line

Tax Jurisdiction

* Tax Status

Remito Bank Account
Unique Remittance Identifier

Unique Remittance Identifier Check Digit
Description

Attachments

Tax Control Amount

Legal Entity
Address

Supplier Item
Item

Description Ship-to Location

ALLCLEAN(N... S-Holland ES

* Rate Name

VB 5(

Description

Per Unit

None

VB SCHOOLS

Ship-from Location

Percentage Per Unit

Ship-to Location

e [ [

* Number | 1234

* Date | 111772022

Type

Invoice Currency

Payment Currency |

Available

Tax Classification ‘Quantiy

Quantity

Amount

[ e

Number
Date
Type
Invoice Currency

Payment Currency

Location of Final

Tax Classification i8S

Quantity

Amount

IE Click the Printable Page button if you wish to print a copy for your own records. The invoice will open
in a new browser tab for printing. Do not print the invoice to mail to the Virginia Beach City Public
Schools. The invoice is electronically sent to the City when the Submit button is clicked as
demonstrated in Step 12.
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Invoice: 1234

Printable Page

Identifying PO 3000172P Number 1234
Supplier ate  11/17/2022
Taxpayer ID nvoice
Supplier Site VABCH

Supplier Tax Registration Number

Customer
Customer Taxpayer ID Legal Entity VB SCHOOLS
Address
Lines
View v
* Consumption
Purchase Order
Advice Supplier item Location of Final
Number  Type e Description Ship-to Location Ship-from Location Tax Classification A0S Quantity Unit Price. UOM
Number Line  Schedule Number Line
1 ITEM 3000172P 1 1 ALLCLEAN(N.. S-Holland ES 100 7119 CASE
Total
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount
No data to display.

If you have another invoice to create, click Create Another.

E When you are finished creating invoices, click Done.

Supplier Portal Support

We are available if you need additional assistance. For faster service email us at

Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call
(757) 263-1175.
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9. View Payments

1. Sign Into Supplier Portal

- o X
& signin X+
<« G @ ejbs testlogin.usk oraclecloud.com/oam/serverfobrareq cgi?encquery%3DGyhYBS00Cpzg% 2 FDSIPKGOYyMx0cKUB3GHp 2t Qv %2BHIST Mgz R% 2Fn Y941%28PQSix3jkizheQr.. o % @ O M | @
2! apps () Home K3 Sharepaint K COVE @ OneDrive <3 Practifest EJp AST Portal K Test Script Repository Oracle

"\) SIGN IN
. ORACLE APPLICATIONS CLOUD

‘Company Single Sign-On

or

jdoe

Forgot Password

nlm Sign In

|English v

ORACLE"

Copyright(C) 2011, 2015, Oracle andor its affliates. All ights reserved

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.
ll Click the Sign In button.

Virginia Beach City Public Schools Supplier Portal User Guide

Page 95 of 104



2. Supplier Portal Dashboard

Supplier Portal

Search  Orders v Order Number o
Tasks @
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
Agresments Agreements changed or canceled 1
Agreements opened 1
« Manage Agreements
Orders opened 4
Deliverables Payments 1
« Manage Deliverables r
Invoices and Payments
Transaction Reports
» Create Invoice Last 30 Days
« View Invoices Invoice Amount 700 usb
a0 Invoice Frice Variance Amount usD
Moiicitations
B Schegules Overdue o Due Today
= View Active Solicitatiens I Hegotiations Closing Soon
+ Manage Responses o

Company Profile
Supplier News
« Manage Profile Test Supplier News Content

IE Click the View Payments link in the Tasks menu.

Alternatively, you may click Payments from the Recent Activity infolet. This infolet shows recent activity
from the last 30 days.
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3. Search for Payments

View Payments [ one |

4 Search Advanced = Saved Search All Payments
* Atleast one is required
“* Payment Number “* Supplier H E]
|
Payment Status v Supplier Site v
Payment Amount Payment Date midlyy fo

Search ~Resel Save.

Search Resulis
vieww 5 & Detach

Invoice
Number

Payment
Number

Payment Payment

Amount Status Remit-to Account

Payment Date  Payment Type Supplier Supplier Site

No search conducted

IEI Click the Supplier field drop-down arrow.

Alternatively, you may search using Payment Number, Payment Status, Payment Amount, Supplier Site
and/or Payment Date.

View Payments =

4 Search Advanced Saved Search Al Payments

** Al least one is required

** payment Number ** Supplier -
bayment Suus . supmter st Ezcazad M
Search. -
Payment Amount Payment Date wworyy -

Search Reset Save..

Search Resulis
Vieww 7 i Detach

Invoice
Number

Payment
Number

Payment Payment

Amount Status Remit-to Account

Payment Date  Payment Type Supplier Supplier Site

No search conducted

Iﬂl Select your company name from the drop-down list.

Virginia Beach City Public Schools Supplier Portal User Guide

Page 97 of 104



View Payments

4 Search

“* Payment Number
Payment Status

Payment Amount

Search Resulis

Veww 5
Payment Inveice
Ny Payment Date  Payment Type [t

No search conducted.

Supplier

Advanced

** Supplier | XYZ Company

Supplier Site

Payment Date  m/diyy Y

Payment Payment
Amount Status

Supplier Site

IEI Click Search. Review the search results.

View Payments

4 Search

“* Payment Number
Payment Status

Payment Amount

Search Results

view v 7
Payment Invoice
Nymen Payment Date  Payment Type [
1011 514120 Quick

Supplier

XYZ Company

Advanced

* Atleast one is required
** Supplier XYZ Company -
Supplier Site -

Payment Date  m/diyy e
Search | Reset  Save...
_— Payment Payment .
Supplier Site et Sie Remit-to Account

Ha

IEI Click the Invoice Number link you would like to review.

500.00 USD Negotiable

Saved Search All Payments

* Atleast one is required

Reset  Save..

B =

Remit-to Account

Saved Search All Payments

XXXX1234
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nvoice: 0137

Legal Entity Name

Business Unit

Supplier or Party

Supplier Site

VIRGINIA BEACH CITY PUBLIC SCHOOLS
VB SCHOOLS

XYZ Company

HQ

123 Main Street, Suite 100, VIRGINIA

No data to display.

Invoice Amount  500.00 USD

Unpaid Amount  0.00 USD

Payment Currency  USD

Purchase Order

Address  BEACH, VA 23450, Virginia Beach (Ind
ity)
i Invoice Date  4/29/20
Items
view v 3 o7 Detach
Budgetary Control
N o . o, UOM
Line Amount Description ‘Quantity Unit Price Name
Budget Date Funds Status Number  Line
1 500.00 HR Consulting Services 42020 @ Reserved P100128 1
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage

Invoice Type Standard
Description  Services Rendered per P100128
Funds Status @ Reserved

Attachment  None

i Consumption .
Receipt Advice Dist
Number  Line  Number  Line  Distribution Set ﬁ‘
ar
>

Shipping and Handling
Amount Line  Type Amount

No shipping and handiing.

Tntale

You are now viewing the Invoice page and can see the invoice details.

I ICIick the Payments tab to view the payment details.

Notice the payment number, payment date, paid amount, remit-to account and other details.

Invoice: 0137

Business Unit

Legal Entity Name

VIRGINIA BEACH CITY PUBLIC SCHOOLS
VB SCHOOLS

Invoice Amount

Unpaid Amount

Payment Currency

500.00 USD

0.00 USD

usD

Paid Amount  Address

500.00 USD 123 Main Sireet, Suite 100, VIRGINIA BEACH, VA 23450, Virginia Beach (Ind City)

8

Description  Services Rendered per P100128

Invoice Type  Standard

Funds Status @ Reserved

Atiachment  None

Remit-to Accoul

KAXX1234

500.00 USD

Supplier or Party  XYZ Company
Supplier Site  HQ
123 Main Street, Suite 100, VIRGINIA
Address BEACH, VA 22450, Virginia Beach (Ind
City)
Invoice Date  4/29/20
Lines  Payments
Payments
. umber Payment Document Status Reconciled Payment Date
COVB Paymode ACH Negotiable No 51420
Installments
Amount (USD)
Number  Due Date Payment Method
Gross Unpaid
1 5720120 500.00 0.00 Electronic
500.00 0.00

I!I Click Done.

Supplier Portal Support

Applied Prepayments

Number

No applied prepayments.

Purchase
Order

Applied Amount (USD)

Description
Tax Item

We are available if you need additional assistance. For faster service email us at
Procurement@vbschools.com responses will be sent within 1 hour (include a callback number) or call

(757) 263-1175.
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10. View Agreements

1. Sign Into Supplier Portal

- o X
& signin X+
<« G @ ejbs-devzloginusé.oraclecloud.com/am/server/obrareq.cgi?encquery%3DmVLGrMgWTdrShUK3 bwiobCVHBZUUTCTtr09FBCN 6% 2BxdCI% 2FBINSGUELEEXVHp2nLFiLTokweE.. o % @ O M | @
2! apps () Home K3 Sharepaint K COVE @ OneDrive <3 Practifest EJp AST Portal K Test Script Repository Oracle

"\) SIGN IN
. ORACLE APPLICATIONS CLOUD

‘Company Single Sign-On

or

Johndoe@xyzcompany.com

Forgot Password

nlm Sign In

|English v

ORACLE"

Copyright(G) 2011, 2016, Oracle andlor its affliates All ights reserved

& PA_300000003255....pdf ~ & PA_300000003255....pdf ~ [ PA_300000003255....pdf ~ Show all X

Enter your user ID in the User ID field. Enter your password in the Password field.

e Your user ID was sent to you in an email from the Virginia Beach City Public Schools when your
Supplier Portal account was created. It also included a password reset link.

¢ If you do not have your user ID or Password click the Forgot Password link.
ll Click the Sign In button.
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2. Supplier Portal Dashboard

Supplier Portal
Search Orders v Order Number Q

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports

» Manage Orders Last 30 Days Last 30 Days

Agreements Agresments changed or canceled 1

Agreements opened 3
E « [Manage Agreementq

Orders opened 1
Invoices and Payments. No data available
« Create Invoice
+ View Invoices
« View Payments
Negotiations
* View Active Negotiations

1
+ Manage Responses

Company Profile W Schedules Overdue or Due Today

+ Manage Profile

Supplier News

IEI Click the Manage Agreements link in the Tasks menu
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3. Search for and View Agreements

Manage Agreements

Headers Lines

4 Search

Advanced Manage Watchlist Saved Search All Agreements v
Procurement BU A Status
Supplier Site v Include Closed and Expired Documents No v
Agreement
B R [
Il
Search Results
View v Fomaty B ) Detach
. - Agreement  Released Change Creation Change Order
Agreement Description Supplier Site Buyer et Released Currency Status EndDate Ghonge e Ghang
No search conducted
Columns Hidden 28
@ eas000 N G ~ B e o A Showall = X

Enter search criteria such as Procurement BU, Supplier Site, Agreement, Status and/or Include
Close and Expired Documents fields. Leave the search fields blank to search all agreements.

IEI Click Search

anage Ageemens [ one |
Headers Lines

b Search Advanced Manage Watchlist Saved Search Al Agreements v
Search Results

View v Formatv F Ef iw’ Detach

L ior Si Agreement  Released Change Creatiolr Change Order
Agreement Description Supplier Site Buyer o aawer Currency Status EndDate han9® e g

H Computer Parts MAIN Frazier, Mit 10,000.00 000 USD Open 5/13/2022 5/14/2020

Columns Hidden 28
[&] paz000 - ~ [8 pas00000003255..pdF A Showall | X

Iﬂl Click the Agreement number link.
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4. View Agreement Details

B Manage Agreements - Supplier | X =+

Blanket Purchase Agreement: A100002

@ otes and Attachments

Required Acknowledgment  None

4 Additional Information

View v Formatw 2 Ef
Line ltem

1
2
3
4

Columns Hidden 13

Buyer Mitchell Frazier

Creation Date  5/14/2020

Payment Terms 2% 20 Net 30

VE @ OneDrive <O Practifest K AST Portal Ed Test Script Repository Oracle

Communication Method None

Shipping Method
Freight Terms  PP&ADD/INSIDE DELIVERY

FOB Destination

PURCHASE TYPE  General Purchase
BOND WAIVERS

Description

10ft Mini DisplayPort to DisplayPort Adapter Cable - M/M
Wireless Keyboard and Mouse- KM636 (black)
Slim Power Adapter - 130 Watt with 3 ft Power Cord

20 inch Monitor

Minimum Release Amount

SURETY

Context Prompt

Category Name

207 -

207 -

207 -

207 -

COMPU

COMPU

COMPU

COMPU

& c @ ejbs-dev2.fa.usé.oraclecloud.com/fsemUl/faces/FndOverview?fnd=%253B%253B%253B%253Bfalse%253B256%253B%253B%253B&fndGloballtemNodeld=itemNode_supplier_portal_.

5! Apps () Home K3 Sharepoint KR CO

Released Amount 000 USD

uom

EACH

KIT

EACH

EACH

Description Computer Parts

Price

10.00

1200

__ Pay on receipt

__ Confirming order

Released Expiration ¢ (o

Amount Date

0.00

0.00

0.00

0.00

Open
Open
Open

Open

o X

* @0 @ @ :

kel

Details

View the details of the agreement. Notice the Terms section. Scroll down the page to view any lines, if
applicable. You may also click the Notes and Attachments tab to view any additional information.

EI Click the Done button.
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