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Introduction

Oracle iSupplier

Oracle iSupplier Portal is being deployed at NEORSD to enable district suppliers to efficiently manage
interaction and communication with the district for all purchasing activity. The portal provides a secure,
Internet-based access point that enables direct and real-time access to purchasing and invoicing activity with
NEORSD.

Suppliers access the latest information for their individual accounts, including:

e Purchase Orders

e Shipments and Shipment Notices
e Receipt information

e Delivery information

e Invoice and Payment status

The two-way collaboration enables suppliers to:

e  Submit change requests

e Process shipment notices
e (Create and submit invoices
e Update profile data

Sourcing Supplier Portal

Registered suppliers will also have access to the Sourcing Supplier portal. This portal also provides a secure,
Internet-based access point that enables direct and real-time access for responding to bid invitations and
communicating directly with the NEORSD purchasing administration.

The Sourcing Supplier Portal enables suppliers to:

e Receive immediate notification of bid request invitations from NEORSD

e Complete and submit complete bid responses online

e Communicate through messaging directly with NEORSD purchasing administrators for any questions
or information requests related to bid invitations and responses
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Objectives

During this training course, supplier users will learn how to:

e Access the iSupplier portal and Home Page

e Use the Orders tab and related functions

e Use the Shipments tab and related functions

e Use the Finance tab and related functions

e Create and submit invoices

e Create and submit Advanced Shipment Notices

e Perform profile updates through the Admin tab

e Use the Sourcing responsibility to respond to bid requests and communicate directly with NEORSD
purchasing administrators
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Topic 1: iSupplier Portal and Home Page Review

Supplier Access and Account Setup

Approved supplier users to will be registered at NEORSD for access to the iSupplier portal.

Registered suppliers will receive valid UserlD and Password login credentials via email from designated
NEORSD administrators. The email information will also include the appropriate link to the iSupplier login
page for access.

This topic covers:

e Navigation to the iSupplier Home Page
e Review of Home Page elements

iSupplier Login

== Northeast Ohio
Regional Sewer District

T2 et

> “User lame mcastro@indsaf.com

(example: michas!,james.smith)

Accessibility None -

Select a Language:
English

About this Page  Privacy Statement

The Login screen is displayed.
1- Enter assigned valuein the User Name field.
2- Enter assigned value in the Password field.
3- Click the Login button.
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=== Northeast Ohi. 2 -
B5 Reglonal Sewer DistrictE-BuUsiness Suite

B Favorites ¥

Enterprise Search | Al E] I Go Search Results Display Preference I-
| Logged In As A

Oracle Applications Home Page

Personalize |
—E iSupplier Portal Full Access [sent~  [subject [From
& U3 sourcing Supplier 02/13/2015 You are nvi ER SINGLE LOOP FISCHER PORTER) Brooks, Antv
10/01/2014 NEORSD L Brooks, Anty

The Oracle Applications Home Page is displayed.
4- Click the Supplier Portal Full Access link.

B Regional Sewes Districei SUpplier Portal

N Navgator v @ Favorites ¥

Home | Orders | Shipments | Finance | Admin
Search | PO Number (=] Go |

7 ] ® Agreements
L w7 [Due { ® purchase Orders
02/13/2015 09:46:06 ® Pyrchase History
4 r »
10/01/2014 13:55:08 e
©® Delvery Schedules
® Overdue Receipts
® Advance Shoment Notices
| Full List | Receipts
Description Order Date ® Receipts
06/27/2016 09:34:35 : &‘ﬁ%‘ig e
On-Time Performance
BPO 16001958 06/23/2016 15:19:34 E .
06/23/2016 13:51:55 Invoices
BPO 16001958 06/22/2016 10:40:49 ¢ Invoces
06/18/2016 10:43:38 Payments
® Payments

I—L . Shipments At A Glance

Full List |
~ Views
View [ASNs in Last 180 Days |» Go || Personalize
Shipment Number Packing Ship Shipment Date

11/25/2013 13:00:59

Home Orders Shipments Finance Admin Home Logout Preferences Help

The iSupplier Portal Home Page is displayed.
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5- Note the Notifications region of the screen. Notifications from NEORSD purchasing personnel will

be received in this section.

6- Note the Orders At A Glance region of the screen. This region will always contain the five most
recent purchase orders for immediate review, showing PO Number, Description, and Order Date.

LIL. Orders At A Glance

Full List

PO Number Description Order Date
%130\]0334 10/09/2013 08:42:37
13000332 10/08/2013 20:52:06
13000326 10/08/2013 14:19:30
13000290 10/07/2013 12:52:12
13000289 10/07/2013 12:51:44

All purchase orders can be reviewed in detail from this region of the screen.

7- Click the link for the PO Number as indicated to drill down to the additional summary information.

T T T T
Purchase Orders | Work Orders | Agreements | Purchase History | Work Confirmations | Deliverables | RFQ
Home >
Standard Purchase Order: 13000334, 0 (Total USD 200.00)
Currency=Usb Adtions  Request Changes Export
Order Information
General Terms and Conditions —> Summary
Total 200.00
Total 200.00 Payment Terms NET 30 DAYS Received 0.00
Supplier INDUSTRIAL SAFETY PRODUCTS Carrier Invoiced 0.00
mc FOB DESTINATION Payment Status  Not Paid
Supplier Site 01 Freight Terms DELIVERED
Address 6091 CAREY DR Shipping Control
VALLEY VIEW, OH 44125
———————3p-Buyer Shomon, Linda E Ship-To Address
Order Date  10/09/2013 08:42:37
Py Address 60DO Canal Rd
e Cuyahoga Heights, OH 44125
Note to Supplier Bill-To Address
Operating Unit NEORSD LE
Sourcing Document Address 3900 Euclid Ave
Supplier Order Number Cleveland, OH 44115
Attachments None
PO Details
Show All Details | Hide All Details
Details [Line - Type Ttem/Job Supplier Trem Description oM Qty  Price Amount Status Attachments Reason
@ Show1 00DS TEST TO SEE FF WILL GO OVER TO EBS B 1 200 200.00 Open
The Order Information window is displayed.
8- Note the Summary information for the order.
9- Note the additional information shown, including Buyer and Order Status.
PO Details €
Showe All Details | Hide All Details
Details Line ~ Type Item/Job supplier Item Description uoM Qty  Price Amount Status Attachments Reason
[ Show 1 GOODS TEST TO SEE IF WILL GO OVER TO EBS EA 1 200 200.00 Open

Return to Home Actions  Request Changes  ~ | Go Export

Home Orders Shipments Finance Admin Home Logout Preferences Help Diagnostics

The PO Details region of the window shows summary information for each line of the order.

10- Click the Show link to view additional shipment details for the order line.
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PO Details
uomMm Qty Price Amount Status Attachments Reason

Show All Details | Hide All Details
Description
EA 1 200 200.00 Open

Details|Line - Type Ttem/Job Supplier Ttem
[ Hide 1 GOODS TEST TO SEE IF WILL GO OVER TO EBS
Shipments €
Qty Amount
Shipment  Ship-To Location Ordered Received Invoiced Ordered Received Invoiced Promised Date Need-By Date Payment Status  Status Supplier Line  Split Reason  Attachments
1 Southerly Internal Location 1 200.00 10/30/2013 00:00:00 10/30/2013 00:00:00 Open
Actions  Request Changes = | Go Export

Return to Home €=
Home Orders Shipments Finance Admin Home Logout Preferences Help Diagnostics

The Shipments detail is shown, including the Ship-To Location, Ordered Quantity, Promised Date, Need-By

Date, and Status.
11- Click the Return to Home link to return to the main page.
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Topic 2: iSupplier Home Page — Orders Tab

iSupplier portal users will have direct access to summary and detail information related to orders through
the Orders tab. This tab also provides links to additional information pertaining to orders, including PO
Changes and Agreements.

This topic covers:
e Overview of the Orders tab and summary information
e Review of views related to Purchase Orders

e Access to Purchase Agreements information

Orders Tab — Summary Information

I'l‘eoglonal Sower District iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search PO Number - E

The Home Page is displayed.
1- Click on the Orders tab.

Regs o owirtes  iSupplier Portal

Mome Logod Preferences Hop

Purchase Ordors — Agrevenents | View Requests  Puschase History

Purchase Orders
Multigle PO Change
Views.
View  All Purchase Crders - \Mvumm Search
Seloct Order: | Ackmowledge | | Request Cancellation | Request Changes | | View Change History 15 © Ned25 &
Seloct PO Numbes  Rev Supplier  Document Type Description Order Date Buyer Amount  Status  Attachments

REXEL, INC  Standrd PO 06/27/2016 09.A45:17 . 0.00 Closed

REXEL, INC  Standerd PO 764028  Open

REXEL, INC  Standard PO BPO 16001958 89.40 Open
REEL, INC  Standerd PO 209300 Open
REXEL, INC  Stndard PO BPO 16001958 254.04 Open
REXEL, INC  Standerd PO 06/18/2016 10:43:38 507840  Open
REXEL, INC Sndard PO 06/17/2016 05:35:29 . 49038 Open
REXEL, INC  Standwrd PO 06/06/2016 13:28:24 277.19 Open
REXEL, INC  Stnderd PO BP0 16001558 06/02/2016 10.09:51 80.64 Cosed
REXEL, INC Stnderd PO 05/31/2016 11:29:52 Y 16,634 Cosed
REXEL, INC  Standerd PO Increase purchase order per Brian Porwick 082472016 17:25:09 Closed
REEL INC  Standerd PO 24/2016 10:02:59 Closed
REXEL, INC  Standerd PO quote 25113878990 2016 18:06:56 Closed

REXEL, INC  Standerd PO 2016 11:52:47
REXEL, INC Standerd PO 20/2016 17:58:01
REXEL, INC  Standerd PO 05202016 17:57:58

Closed

Cosed

Closed

The Purchase Orders window is displayed. This window contains all purchase orders. Note the links for
drilldown to each PO Number listed. The window displays 25 order listings at a time.

2- Use the vertical scroll bar to scroll down the list.

3- Click on the Next 25 link to view the additional listings.
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S Regional Sewer Districel SUpplier Portal

m Nawgator ¥ B Faworites ¥ Home Logout Prefe

Home | Orders | Shipments

REXEL, INC Standard PO 04/15/2016 08:56:31 Gant, Chervll (35980  Closed

REXEL, INC Standard PO 04/12/2016 14:16:22 Ga 84.78 Closed

146 REXEL, INC Standard PO 04/11/2016 13:32:48 & ang 398.84  Closed

1447 REXEL, INC Standard PO 04/07/2016 13:34:03 Brooks, Antwane 3,350.00 Cosad
REXEL, INC Standard PO 04/07/2016 09:21:55 B A ng 1,554.80 Closad

REXEL, INC Standard PO 04/05/2016 09:54:08 Gant, Chenll 444,81  Closed

i REXEL, INC Standard PO 03/24/2016 09:07:31 Brooks, Antwane 241.96  Closed

Purchase Orders | | View | Purchase Hstory
Purchase Orders
. Muiltiple PO Change |
Views
View |:'.I Purchase Orders El Go \“ Advanced Search | |,
Select Order: | Acknowledge Request Cancellation | | Request Changes | View Change History < Previous 25 | 26-50 |m| Next 25 &

Select PO Hl.l'nberlﬁel- Supplier Document Type Description (Order Date |BU'HB' Amount Status Attachments

The window is refreshed to display the next 25 records.
4- Click on the Previous 25 link to view the previous listings.

= ::ﬂon-l smomiSupplier Portal

N Nawgatory @ Favontes v Home Logout Preferences Help
| Home | Orders | Shipments | Finance | Admin
urchase Orders ~ Ag | View Requests | Purchase Hstory
Purchase Orders
Multiple PO Change |
- Views
view | At Purchase Orders =zl | 6o | _Advanced Search | |-
Select Order: | Acknowledge | | Request Cancellation | | Request Changes | | View Change History | l 51125 |w| Next 25
Select Number  |Rev I Dy Type Description L"‘l’,k!@l,,,,im Status Attach
16002482 2 REXEL, Standard PO 06/27/2016 09:45:17 Shomon, Lnda 0,00 Cosed
INC E
REXEL, Standard PO 06/27/2016 09:34:35 Struhar, Donna 7,640.28 Open
INC
REXEL, Standard PO BPO 16001958 06/23/2016 15:19:34 Shomon, Lindy  89.40 Open
INC ;
REXEL, Standard PO 06/23/2016 13:51:55 Strubiar, Donna 2,093.00 Open
INC
ocves Coandasd DA onn 1RARIACO ARIVAINIE 1AARAR Chmrnnn |idn €A DA Aman

The order information is listed in sequence by the latest Order Date.
5- Click the indicator next to Order Date to reverse the sequence.

The order information is now listed in sequence by the earliest Order Date.
6- Click the indicator next to Order Date again to return to the original sequence.
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Utilizing Purchase Order View

Myl P00 oo | | Lrgmen

——— e

Use the View function to narrow the order search.
1- Click the Advanced Search button.

Advanced Search

Specify parameters and values to filter the data that is displayed in your results set.
@ Show table data when all conditions are met.
) Show table data when any condition is met.

FO Number is - 13000020 e
Document Type is - Q,
Order Date is - -
Buyer is - Q,
Acknowledgement is - -

Status

———>>| Go || Clear |Add Another Acknowledgement Status ~ | Add

The Advanced Search window is displayed. Note the multiple parameters available for search.
2- Enter a specific value in the PO Number field.
3- Click the Go button to execute the search.

Advanced Search

Specify parameters and values to filter the data that is displayed in your results set.
@ Show table data when all conditions are met.
3 Show table data when any condition is met.

PO Number is - 13000020
Document Type s - Q
Order Date s~ -
Buyer s - Q
Acknowledgement [

Status

Go || Clear |add Another  Acknowledgement Status v | Add

er: | Acknowledge | | Request Cancellation | [ Request Changes | [ View Change History |
ber Rev i

P g Unit Type ipti Order Date + Buyer Currency  Amount Status  Acknowledge By
NEORSD LE Standard PO 09/06/2013 13:54:07 fi usD 10,009.80 Open

Search results are displayed.
4- Click the link under PO Number to view additional information for the order.

Views

Attachments
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Standard Purchase Order: 13000020, 0 (Total USD 10,009.80) N
Currency=USD Actions |Request Changes = E Export
Request Changes
m Request Cancellation
OnlerIofnomation, S iew Change History
General Terms and Conditions ——> Summary
Total 10,009.80
Total 10,009.80 Payment Terms NET 30 DAYS Received 10,000.80 View Payments
Supplier INDUSTRIAL SAFETY PRODUCTS Carrier Invoiced 5.003.92 View Shipments
mc FOB DESTINATION Payment Status Not Paid
Supplier Site 01 Freight Terms DELIVERED
Address 6091 CAREY DR Shipping Contral
VALLEY VIEW, OH 44125

Buyer Demmerle, Jennifer L Ship-To Address

Order Date  09/06/2013 13:54:07

Description Address 6000 Canal R
Status Open Cuyahoga Heights, OH 44125

Note to Supplier Bill-To Address
Operating Unit NEORSD LE
Sourcing Document Address 3900 Eudlid Ave
Supplier Order Number Cleveland, OH 44115
Attachments None

PO Details

Show All Details | Hide All Details
Details Line~ Type  Item/Job
Show 1 GOODS (014455

Amount Status
10,009.80 Open

Description UOM Qty  Price Attachments Reason

BALLAST HIGH PRESSURE SODIUM FOR 150 WATT LAMPS 277 VOLT ADVANCE #71A8172001D EA 10 1000.98

Supplier Ttem

The Order Information window is displayed. Note the Actions box with multiple options for viewing
additional information related to the order.

5- Select the View Change History value.

6- Click the Go button.

Orders: Purchase Orders >  View Order Details >
Change History for Order
currency=USD

—> [o]

& Indicates new values
== Indicates cancellation

Supplier Price | Promised  Need-By Start  End  Supplier Order Supplier Order Line  Additional Cancellation
Details Request Date Li Ttem Item iption Qty UOM Rate Amount Date Date Date Date  Number Number Changes Split Request Response
No results found.
Return to View Order Details ok

Home Orders Shipmer

Finance Admin Home Logout Prefen

All Change Order history is displayed for the order.
7- Click the Ok button to close the window.

Standard Purchase Order: 13000020, 0 (Total USD 10,009.80)
Currency=UsD

Actions | Request Changes 'E Export

Request Changes
Request Cancellation

Order Information

General Terms and Conditions Sumumary,

Total 10,009.80
Total 10,000.80 Payment Terms NET 30 DAYS Received 10,008.80
Supplier INDUSTRIAL SAFETY PRODUCTS Carrier Invoiced 5,003.92
me FOB DESTINATION Payment Status Not Paid
Freight Terms DELIVERED
Shipping Control

View Shipments

[

Supplier Site 01
Address 6091 CAREY DR
VALLEY VIEW, OH 44125

Returning to the Actions box:
8- Select the View PDF value.
9- Click the Go button.
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File Download

Do you want to open or save this file?

Iﬁi: Name: PO_82_13000020_0_US.pdf
Type: Adobe Acrobat Document, 3.88KE
From: eprocapp4.neorsd.com

——9[ Open I [ Save I [ Cancel l

save this file. What's the risk:?

While files from the Intemet can be useful, some files can potentially
ham your computer. if you do not trust the source, do not open or

The File Download window is displayed.
10- Click the Open button.

Northeast Ohio

NEORSD LE
3900 Euclid Ave
Cleveland, OH 44115
(216) 881- 6600

Supplier: REXEL, INC
01

SOLON., OH 44139
Ship To:  See below

Bill To: 3900 Euclid Ave

3 Regional Sewer District

30310 EMEERALD VALLEY PKWY

Cleveland, OH 44115

Standard Purchase Order 16002627, 1

Type | Standard Purchase Order
Order | 16002627
Revision | ]
Order Date | 13_JUN-2016
RevisionDate | 23_JUN-2016
Buyer | Shomon, Linda
Buyer Email | shomonl@neorsd.org
PO Descnption | BPO 16001958

Confirming Order: Supplier No. | Payment Terms | Ereight Terms [ FOB | State Contract | Ship Via
No 01854 | NET 30 DAYS | PREPAID & ADD | DESTINATION |
Supplier Contact: [

Note to Supplier:

BATTERY, RECHARGEABLE
Need By Date: 28-JTUN-2016

Supplier Part#:

Line | Part Number [ Description | Confract - Line [ Quantity | UOM | Uit Price (USD) | Amount (USD)
1 017772 16001958 - 9 6

Requestor: Kovalchuk, Nazariy 4747 East 49th St

EA 14.9000 $89.40
12V 5 Ah SLA, POWERSONIC PS-1250 FI

Ship To EMSC Internal Location

Cuyahoga Heights, OH 44125

Total: $89.40 (USD)

Please reference the above Purchase Order Number on all Inveices

confract

Tt is hereby certified that the amount requested to meet the

for

payment or &

now outstanding.

2  oblig: - o

the above, has been lawfully appropriated or authorized or s - Y

directed for such purpose and 15 in the Treasury or in the Authorized Si e —Q"‘@.u\ \-:2-24—- gLQ__Q_,
process of collection free from any obligation or certification Authorized Signature: -

Chief Finance Officer, NEORSD

Proprietary and Confidential

10f2

A PDF copy of the order is displayed. Use this copy for printing or save to desktop.
11- Use the File>Exit command to exit from the PDF document.
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Viewing Order Agreements

Supplier purchase agreements with NEORSD can be viewed in detail through the link under the Orders tab.

= wwmiSuppller Portal

" Navgator v B Fawrites ¥ Home Logout Preferences Help

Home | Orders | Shipments | Finance | Admin
Purchase Orders | Agreements | View Requests | Purchase History
Purchase Orders

\ Multiple PO Change |

1- Click the Agreements link.

BB Regiana) Sewer Districti SUpplier Portal

N Navgator v @

Home | Orders | Shipments | Finance | Admin
'Purdmaseo:ders | Agreements | View Requests | Purchase History

| Supplier Agreements

Note that the search & case nsenstive
PO Number

Global i

Effective-From Date
Effective-To Date I

& ED

The Supplier Agreements window is displayed. Use this window to search for agreements using multiple
criteria.

2- To search for all Agreements, click the Go button.

Supplier
Export
Simple Search
Note that the search is case insensitive Advanced Search
FO Number
Global -
Effective-From Date
Effective-To Date
6o | | Clear
PO Amount  Amount Effective-From Effective-To upload
Humber Revision Global Description Buyer Order Date ~ Currency Agreed Released  Date Date Status Attachments Status
13000212 0Yes sfusv Demmerle 09/30/2013 16:48:37 USD 1,000.00 09/30/2013 10/12/2013  Open
i
13000195 Qves \visd;kvilsdv D 09/27/2013 10:13:02 USD 10,000.00 Open
i
13000192 OYes sdvsdy D 09/26/2013 16:38:44 USD 100.00 Open
X
13000029 0Yes test D 09/09/2013 13:15:23 USD 10,000.00  201.96 09/09/2013 Open
X
13013 0Yes (WAM BPO) INV CONTROL - INDUSTRIAL GLOVES TWO-YEAR REQUIREMENT OR UNTIL S Linda |09/04/2013 16:28:01USD 24,579.58 03/06/2013 03/08/2015  Open
APPROPRIATED FUNDS HAVE BEEN EXHAUSTED NO QUOTES REQUIRED E

The search results are displayed.
3- To view a specific Agreement, click the link under the PO Number column.
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- u..«o«ss.woc.umiSupplier Portal

N Nawgator v @ Favontes v Home Logout Pre

Home | Orders | Shipments | Finance | Admin

Purchase Orders | Agreements | View Requests | Purchase Hetory

Orders Agreements >
Global Blanket Agreement: 16001958 Revision: 1 (Totat: USD 11,800.00)

PO Number 16001958 Approved Date  05/06/2016 12:02:54
Revson 1 Suppher REXEL, INC
Description  One year requirement contract for batteries Buyer Shomon, Linda €
for all district locations Amount Agreed 11,800.00
Currency USD Status
Amount Released 4,893.48 Effectve Start Date  05/06/2016
Global Yes
Effective End Date  05/06/2017
 Releases
PO Number Revision Status Order Date Currency Amount Receip|
16002039 Approved 05/11/2016 11:47:26 uso 4,469.40 =
Approved 06/02/2016 10:09:51 usp 80.64 5
Approved 06/23/2016 15:19:34 usop §9.40 |
279 Approved 06/22/2016 10:40:49 uso 254.04 |

Retum to Qrders; Agreaments €

Detail information for the Agreement is displayed, including all Releases associated with the Agreement.

4- Click the Return to Orders, Agreements link.

5 Regional Sewer Districti Supplier Portal

n Nawvigator

Home | Orders | Shipments | Finance | Admin

Purchase Orders | Agreements | View Requests | Purchase History
Supplier Agreements

The Supplier Agreements window is displayed.

5- Click the Home tab to return to the main portal page.
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Topic 3: iSupplier Home Page — Shipments Tab

iSupplier portal users will have direct access to multiple levels of shipment information through the
Shipments tab. This tab also provides links to additional information pertaining to shipments, including
Receipts, Returns, and Performance.

This topic covers:

Overview of the Shipments tab and summary information
Review of Shipment Receipts details

Review of Shipment Returns details

Review of Overdue Receipts details

Review of On-Time Performance metrics

Shipments Tab — Summary Information

=== Northeast Ohi

Reglonal Sewer District i Supplier Portal

Home | Orders | Shipments | Finance | Admin

Search PO Number v IE

The Home Page is displayed.
1- Click on the Shipments tab.

Regional Sewee District  iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Noti | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Delivery Schedules

Organization Q Ttem Number | J K
PO Number Ship-To Location Q
Supplier Ttem Q Promised Date
— {example: 10/19/2013)
Item Description
Need-By Date =]

(example: 10/19/2013)

——> o] [coar]

The Delivery Schedules window is the default window displayed under this tab. Use this window to search
for delivery schedule information using multiple criteria.
2- To search for all delivery schedules, click the Go button.
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Delivery

Home | Orders | Shipments | Finance | Admin
Delivery Schedules |

" Northeast Ohio Regional

r— o Sewer District

Protectlng Your Health and Environment

Shipment Notices | Shipment Schedules | Receipts | Returns |

Overdue Receipts | On-Time Performance

NEORSD LE

NEORSD LE

NEORSD LE

NEORSD LE

NEORSD LE

NEORSD LE

NEORSD LE

Organization,

Simple Search

Organization
PO Number
Supplier Ttem

Ttem Description

PO
Number
13000008

13000008

13000334

13000289

13000235

13000234

13000217

Supplier
Item

Q@ Ttemn Number
Ship-To Location
Q Promised Date

Need-By Date

[ Go | [ clear

Item Description

ANTI-FREEZE PERMANENT IN ONE GALLON PLASTIC
CONTAINERS

ANTI-FREEZE PERMANENT IN ONE GALLON PLASTIC
CONTAINERS

TEST TO SEE IF WILL GO OVER TO EBS

hsofhoiusdhviuhsdhvi
ewippejwnwevnwbvol ol wieoif
lasnlknalkjynkjasmuwkj

sfsgfdsfsdfadfsdf

(o@mple:

(sxample: 10715/

10/13/2013)

GL

g B T BB

Quantity
UOM Ordered

5

5

1

B @»p

Quantity
Received

|Ship-To Location Carrier|iumber

EMSC Internal
Logation

Location

Ttem

010020

010020

Supplier
Config ID

Supplier
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC
INDUSTRIAL SAFETY
PRODUCTS INC

Supplier
Location
o1
o1
o1
o1
o1
o1

o1

Advanced Search 3

9 Previous 1-25 v Next25 &

Promised Date v |Need-By Date
09/24/2013 17:00:00

09/24/2013 17:00:00
10/30/2013 00:00:00 10/30/2013 00:00:00
10/12/2013 00:00:00 10/12/2013 00:00:00
10/02/2013 00:00:00 10/02/2013 00:00:00
10/02/2013 00:00:00 10/02/2013 00:00:00

10/01/2013 00:00:00 10/01/2013 00:00:00

The Delivery Schedules window shows search results in summary.
3- Note the multiple fields of information, included comparison of Promised Date and Need-By Date.
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iSupplier " Northeast Ohio Regional
Training ‘- e Sewer District
Guide Protectmg Your Health and Environment

Shipment Receipt Details

B Regiona Sewee District  iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Delivery Schedules - 4

/

1- Click the Receipts link under the Shipments tab.

T T T svoments T T
Delvery Schedules | Shpment Notices | Shpment Schedules | Receipts | Retums | Overdue Recepts | On-Tme Performance

View Receipts

Export |
__Advanced Search |
Recept Number Inventory Organization Q
PO Number [16002727 = Item Number Q
eample | 1204 -L
Release Number I Suppler Item
oampe | 1234 Item Descrption ]
Shipment Number
Shpped Date 3
ample: 08 $,
= | Go | Cer

The View Receipts window is displayed. Multiple search criteria are available for query.
2- Enter the PO Number value.
3- Click the Go button.
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" Northeast Ohio Regional

‘- o Sewer District

Protectmg Your Health and Environment

iSupplier
Training
Guide

Home | Orders | Shipments | Finance | Admin
Delvery Schedules | Shipment Notices | Shipment Schedules | Receipts | Retums | Overdue Receipts | On-Tme Performance
View Receipts
_Export_|
Advanced Search |
Receipt Number Inventory Organization Q
PO Number 16002727 Item Number Q
(eample : 1234 -
Release Number Suppler Item B
(example : 12242 Ttem Description |
Shipment Number
Shipped Date =
(@ample: 0822/2016)
Clear
, Shipped ‘lpadung freight  Billof PO
tion Date ‘, ion Shipment Date Slip Containers Waybill/ Airbill Carrier Lading Number Invoice Attachments
06/23/2016 Southerly 16002727
09:24:57
3647 06/27/2016 EMSC 160
14:01:17
Export

Search results are displayed.

4- Click the link for the Receipt to view detail information.

Detail information for the receipt is displayed. Note the inclusion of Performance and Net Received

information for the receipt.

5- Click the Return to Shipments: Receipts link.

Eacreseeaees |
‘omsanm Notces L : | Retums  Overdue Recepts | On-Time Performance
Shipmants: Recoipts
Receipt 8542
Export
Creavon Date  06/23/2016 09:24:57 Waybly Arbll
i Organgaton  Southerly Feeght Carmer
Suppher REXEL, INC 84 of Ladng
I Suppler Ske 01 Attachments None
Shipenent Number Recened By Wathey, Mark A
Shipment Date Racewer Comments
Pacing Sip Suppher URL
Contaners
[Receipt Date » Date Date |Perfe Number Line Sh Ttem/Job. UOM Ordered Returned Received Accepted Location Attachments Invoice Category Ttem  Notes
06/23/2016 06/29/2016 06/29/2016 Early 1 1 625904 WREBULDING FT 1500 1500 005 LT ELO1.ELO1005
09:14:44 15:13:09 1501309 STRANDED 12 iAs
AWG WHITE THHN
6oov,
S00FT/SPOCL
"MUST HAVE UL
LISTING™
06/23/2016 06/29/2016 06/29/2016 Eary 2 1 547714  STRUT POST EA 8 8 0.0 the HDO1.:001001
09:14:44 15:09:22  15:09:22 BASE. SQUARE 6L X
X 6W IN" MFR®
AP2325QEG
Be QAL RGNS e Bxport:|
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iSupplier PWWWW Northeast Ohi? Regi?nal
Training s Sewer District

Guide —]__'\ Protecting Your Health and Environment

Shipment Returns Detail

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shi Notices | Shij hedules | eip | Returns | Overdue Receipts | On-Time Performance
View Receipts
Simple Search
Receipt Humber Organization Q
PO Humber 13000326 Ttem Number Q,
Shipment Number Supplier Item Q
Shipped Date = Ttem Description
(example: 10/15/2013)
Clear
Receipt |Creaﬁon Date ‘Organization Shipment ‘Sh’lpped Date Packing Ship Containers Wayhbill/ Airbill Freight
36 10/19/2013 13:38:08 Easterly
Receipts Summary

1- Click the Returns link under the Shipments tab.

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Returns S y

Simple Search
Note that the search is case insensitive
Organization Q RMA Number
FO Number Ttem Q
Receipt Number Supplier kem Q
Shipment Number Ttem Description
—— | Go | [ Clear
Organization Receipt Number PO Number Shipment Number RMA Number Receipt Creation Date Item Supplier Item Item Description UOM Q)

No search conducted.

The Returns Summary window is displayed. Multiple search criteria are available for query.
2- Toview all returns information, click the Go button.

Returns Summary
Simple Search
Note that the search is case insensitive Advanced Search
Organization Q RMA Number
PO Number Ttem Q
Receipt Number Supplier tem Q
Shipment Number Ttem Description
6o | | clear
Receipt [P0 Shipment  [RMA Supplier Quantity Quantity Supplier
OrganizationNumber  Number |Humber Number |Receipt Creation Date ~ Ttem Item Ttem Description UOM Received Returned Return Date Reason Config ID
NEORSD LE 29 13000289 10/08/2013 09:58:11 hsofhoiusdhviuhsdhvi EA 1 1 10/08/2013 14:12:00 POST
NEORSD LE 14 13000225 10/01/2013 16:09:39 sdilpvhnsdvnksdjbnvigbsdkivbk EA 1 1 10/02/2013 10:22:02
NEORSD LE 2 13000018 546664  09/06/2013 11:28:29 491077 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT EA 3 1 09/06/2013 11:39:30 POST
MODEL CP4-01.1 CENTRIFUGE SN P205

In the search results, detail information for the return is displayed.
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iSupplier PWWWW Northeast Ohic.» Regi?nal
Training s Sewer District

Guide —45 Protecting Your Health and Environment

3- Note the inclusion of RMA Number, Quantity Returned, Return Date, and Reason information for
each return.

Simple Search
Note that the search is case insensitive Advanced Search
Organization Q RMA Number
PO Number Ttem Q
Receipt Number Supplier tem <
Shipment Number Ttem Description
60 | | Clear
Receipt PO Shipment  [RMA. Supplier Quantity Quantity Supplier
Organization Number NHumber |Number Number |Receipt Creation Date ~ Ttem Ttem Item Description UOM Received Returned Return Date Reason Config ID
MNEORSD LE 29 13000289 10/08/2013 09:58:11 hsofhoiusdhviuhsdhvi EA 1 1 10/08/2013 14:12:00 POST
MEORSD LE 14 13000225 10/01/2013 16:09:39 sdilpvhnsdvnksdjbnvijbsdkjvbkj EA 1 1 10/02/2013 10:22:02
NEORSDLE 2 13000018 546664 09/06/2013 11:28:29 491077 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT EA 3 1 09/06/2013 11:39:30 POST
&\ MODEL CP4-01.1 CENTRIFUGE SN P205

4- Click the link for any Receipt Number to view detail information.

Shipments: Retums >
Receipt Transactions

PO Net
Receipt Number |Line Shipment Description UOM Ordered Returned  Received Defects Location Receipt Date Promised Date |Need-By Date  Performance
2 13000018 1 1 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT MODEL CP4-01.1 EA 10 1.0 1 Westerly Internal 09/06/2013 09/08/2013 09/08/2013 0On-Time
CENTRIFUGE SN P205 Location 11:27:22 17:00:00 17:00:00
Return to ‘Retums <& EXport

Detail information for the return is displayed.
5- Click the Return to Shipments, Returns link.
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“ Northeast Ohio Regional

e o Sewer District

Protecting Your Health and Environment

iSupplier
Training
Guide

Overdue Receipts Detail

B5 Regional Sewer Districe i Supplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Returns Summary - 4

/

1- Click the Overdue Receipts link under the Shipments tab.

Home | Orders | Shipments | Finance | Admi

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Owerdue Receipts | On-Time Performance
Overdue Receipts

Simple Search

MNote that the search is case insensitive
Organization Q

PO Number
Item

Supplier kem

Due Date

(example: 10/15/2013)

——> (6o [ ear]

The Overdue Receipts window is displayed. Multiple search criteria are available for query.
2- Toview all overdue receipts, click the Go button.

9 Previous 1-25  ~ Next25 @
PO Supplier Quantity Quantity Supplier
Organization Number  Ttem Ttem Item Description Due Date ~ UOM Ordered Received Ship-To Location  Carrier Buyer Config ID
NEORSD LE 13000280 hsofhoiusdhviuhsdhvi 10/12/2013 00:00:00EA |1 0 v Shomon, Linda E
NEGRSD LE 13000235 ewippejwnwevnwbvoi eoi wieoif 10/02/2013 00:00:00EA |1 0 Shomon, Linda E
NEORSD LE  1300023¢ lasniknalkjunkjasnvwk] 10/02/2013 00:00:00EA |1 0 Shomon, Linda E
NEORSD LE 13000217 sfsgfdsfsdfsdfsdf 10/01/2013 00:00:00EA |1 0
NEORSD LE 13000036 Testing accounts 09/30/2013 17:00:00EA |1 0
NEORSD LE 13000210 DDDDD 09/30/2013 00:00:00EA |1 0
NEQRSD LE 13000211 test test 09/30/2013 00:00:00EA |1 0
NEORSD LE | 13000008 010020 ANTI-FREEZE PERMANENT IN ONE GALLON PLASTIC CONTAINERS 09/24/2013 17:00:00GL |5 0
NEQRSD LE 13000008 010020 ANTI-FREEZE PERMANENT IN ONE GALLON PLASTIC CONTAINERS 09/24/2013 17:00:00GL |5 0
NEORSD LE 13000083 391133 EPOXY PRIVER PART A 09/15/2013 17:00:00GL |6 0
NEGRSD LE 13000083 137031 CLOTH DROP 12' X 15' CANVAS 8-0Z HEAVY WEIGHT FOR PAINTERS, TRIMCO #58903  09/15/2013 17:00:00EA 5 0
NEORSD LE 13000086 002626 ADAPTER BRASS FIRE HOSE SWIVEL STYLE 1 1/2" FEMALE CLEVE FIRE DEFT THRD X 1 00/11/2013 17:00:00 EA 1 0
1/2" FEMALE NPT --- DIXON #DFP15F155
NEORSD LE 13000053 hlifsdghldhrigkhdfikhkdf 09/11/2013 00:00:00EA |1 0
NEQRSD LE 13000018 491077 SEAL RING WITH SPRING & PIN 94 63-0286/01 FOR HUMBOLDT MODEL CP4-01.1 09/08/2013 17:00:00EA 10 1
CENTRIFUGE SN P205
NEORSD LE 13000018 BIGMONEY- 2HP MOTOR 09/08/2013 17:00:00EA |3 0
1
NEORSD LE 13000024 edhgffd 09/08/2013 00:00:00EA |1 0 Ea
Location
NEORSD LE 13002622 Miscellaneous 08/30/2013 00:00:00EA |1 0 EMSC Internal Location Brooks, Antwane

Search results are listed by PO Number, with latest Due Date listed first.
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3- Click the indicator next to Due Date to change the sequence.

iSupplier
Training

Guide

" Northeast Ohio Regional

r—- o Sewer District

Protectmg Your Health and Environment

Organization
NEORSD LE

NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE
NEORSD LE

NEORSD LE

PO
Number
13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

13002622

Supplier
Item

Ttem

Ttem Description
Miscellaneous

Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous

Miscellaneous

08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA
08/30/2013 00:00:00 EA

08/30/2013 00:00:00 EA

The listing now displays earliest Due Date listed first.

4- Click the indicator next to Due Date to return to the original sequence.

Quantity
Due Date ~ UOM Ordered

4

6

1

Quantity
Received
0
0

0

Ship-To Location
EMSC Internal
Location

Internal

ternal

ternal

ternal

ternal

ternal

ternal

ternal

ternal
Location
Internal

ternal

ternal

ternal

ternal

Loation

2 Previous - | Next 25 &

Carrier Buyer
Brooks,

Brooks,

Brooks, A

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Brooks,

Antwi

Antw;

Antw

Antwi

Antw:

Antwi

Antw:

Antwi

Antw

Antw:

Antwi

Antw

ane

Supplier
Config ID
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iSubplier PWWWW Northeast Ohi? Regi?nal
T PP s Sewer District
raining S
Guide — Protecting Your Health and Environment

On-Time Performance Detail

=== Northeast Ohio

Regional Sewer District iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Overdue Receipts 7

/

1- Click the On-Time Performance link under the Shipments tab.

Home | Orders | Shipments | Finance | Admin

.Dahedemdulﬁ | Shipment Motices | Shipment Schedules | Receipts | Retums | Overdue Receipts | On-Time Performance
On-Time Performance

 Simple Search

Note that the search is case insensitive

Organization |NEORSD LE Q PO Number [16001937 &
Due Date I = Shipment Number |
(esample: 08/22/2016) tem "L
Recept Number | v——
Suppher Item
Delivery Status I—E

The On-Time Performance window is displayed. Multiple search criteria are available for query.
2- Enter the PO Number value.
3- Click the Go button.

 Simphy Saarch
Mote that the search & case nsenstive Advanced Sean
Organiation  WEGRSD LE 3, PO Number 16001837
Due Date ] Shipment Hurmber
wamgia: DAL 20K Eam a,
Recopt Number
Warb W Arbdl Humbar
Suppler em A
Debvery Status =
6o | | Okar
PO NEORSD  [Suppher | Fepaantity |petsvery
Organication Number  |Due Date =~ Mumber Rceipt Date Item Item |Description Recenved |Status
MEORSD LE 16001937 OR/30/2016 16:D0:59 H255 0527/2016 12:37:56 1 7ES-LADE/E Frmwarg upgrade to "K Expadited Repar $1,371 Est. 1-2 wewls lead time, 18 month EA 1 Eary

WaTENty

Performance information for the specific PO is displayed. Note the inclusion of Delivery Status.
4- Click the Clear button to perform another search.
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iSupplier PWWWW Northeast Ohic: Regi?nal
Training s Sewer District

Guide ﬁ Protecting Your Health and Environment

On-Time Performance

Simple Search
MNote that the search is case insensitive
Organization Q PO Number
Due Date Shipment Number
( le: 10/19/2013)
{example: 10/12/201 Ttem Q\

Receipt Number
Waybill/&irbill Number
Supplier Item Q y

Delivery Status - ‘é_
——eyp GO | | Clear

5- Select the Late value in the Delivery Status field.
6- Click the Go button.

=% PO tumber |

Due Date 3 Shioment tumber

Rem 4

Receot Nember |

Wb Al Humder |

Suppher Item ~
Debvery Status | Late -
Go Cloar
s =

I e [ e
Organization Number  Due Date ~ Number Suppler Item Description
NEORSD LE 0s/1 08y, BOX QUTLE ADALET MO FS2C-3 3/4 IN TY "MUST HAVE UL L EA 2
NEORSD LE Y-RAP 5.5 LOCKING DEVICE 1,125” BUNDLE MAX DIMI

0.1 WX MU v PAN TBT1S

NEORSD LE 04/28/2016 08:54:49 05/1872016 14:08:16 250963201 £95-300 34 TUBING MEAT SHRINK ASSORTED PACK OF 6 LENGTHS 1/8” TO 1™ THIOC ALPHA WIRE FIT 221 M5 1 PK 2

(5% rienstive Advanced Search

Debvery
Status
Late
Late

Search results are displayed for all late shipment deliveries.
7- Note the inclusion of Due Date and Receipt Date for comparison purposes.
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isuoblier PWWWW Northeast Ohi? Regi?nal
PP et Sewer District

Training 5
Guide —’ Protecting Your Health and Environment

Topic 4: iSupplier Home Page — Finance Tab

iSupplier portal users will have direct access to multiple levels of financial information through the Finance
tab. This tab provides links to invoice and payment information.

This topic covers:

e Qverview of the Finance tab and summary information
e Review of Invoice details
e Review of Payments details

R s owee Districei Supplier Portal

Orders | Shipments | Finance | Admin
| Create Invoices | View Invoices | View Payments

| View Invoices A

The Home Page is displayed.
1- Click on the Finance tab.
2- Click the View Invoices link.

Invoice Information

o T orders T stments | ance | e
Create Invoices | View Invoices | View Payments
View Invoices

Simple Search
Invoice Number | Payment Status :
PO Number [16002313 h Invoice Amount From To
(el | 1234 Amount Due From To
Release Number | . - "
s Invoice Date From E To @
Payment Humber Due Date From [ & 1o | =]
Invoice Status : (esample: 08/22/2018)
—> | Go || Clear |

The View Invoices window is displayed. Note the multiple criteria available for query.
3- Enter the value in the PO Number field.
4- Click the Go button.
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PWWWW Northeast Ohio Regional
e Sewer District

Training

Guide —’_—\ Protecting Your Health and Environment

Invoice Number I Payment Status |

PO Number |:60El2313 Invoice Amount From

To

wamale : 1234

To

Amount Due From
Release Number I

ecamgle : 1234 Invoice Date From

e

Invoice Status

[+
Clear |

On Payment Remit-to

$113965076.00) 06/06/2016  Standard 921.83 921.83 Approved Not Paid

Remit-to

Type L\nom‘ Due Status Hold Status Supplier  Suppber Site Due Date

= To |

Payment Number I Due Date From = Yo =

migles 00/22/2016;

5

PO
Payment Number Receipt

,rD\soount
oate

__Advanced Search |

Available
Discount Attachment

|

Search results are displayed in summary for all invoices related to the PO.

5- Click the link under Invoice to view details.

i T oo T T

Create Invoices | View Invoices | View Payments
Finance: View woices >
Standard Invoice: $113965078.001 (Total USD 921.83) I
Curency=USD v Export
Payment Information
 General ‘ Amount Summary pPad 0.00
Decount Taken 0.00
Invoice Date  06/06/2016 Item 921.83 Due 921.83
Status Approved Freght 0.00 Status Mot Paid
On Hold Mscelaneous 0.00 Payment Date
Batch  GMO60716-1 Tax .00 & Payment
Attachments View Prepayment  0.00 Term NET 30 DAYS
Suppler  REXEL, INC Retanage 0.00
Suppler Ske 02 Wihholdng Tax  0.00
Address 02 Total 921.83
PO BOX 742384
ATLANA, GA 30374-2103
Invoice Lines heduled Pay Hold
[ (| [ o PO
[Inv Line ~ .T!pioesab Qty vOM m"“V*, | i b Line Buyer Receipt
1 Itemn Explosion PRof LED Drop Light/ Trouble Light Larson Electronics EHL-LED-7W-120XLV- 1EA 92183 921.83 0.00 Approved 1€ 1
C1d1-50-1523
Be Epance: Vi _Export_|
Detail information for the invoice is displayed.
6- Note the Payment Information summary box.
7- Click the Scheduled Payments tab.
P A ol Y21.83
PO BOX 742384
ATLANA, GA 30374-2103
Invoice Lings  Scheduled Payments  Hold Reasons
Due Date Amount Remaining Amount Remit-to Supplier Remit-to Supplier Site Status Methoed
07/06f2016 4921.83 §21.83 Mot Paid Check
Retum to Fognee; View [nvpices Export

Payment Schedule information for the invoice is displayed.

8- Click the Hold Reasons tab.
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PO BOX 742384
ATLANA, GA 30374-2103

Invoice Lines  Scheduled Payments | Hold Reasons

Hold Name Hold Reason Hold Date Release Name Release Reason Release Date
Mo results found.

o Erance: View Invoicas & Export

Hold and Release information for the invoice is displayed.
9- Click the Return to Finance: View Invoices link.
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Guide —’_—\ Protecting Your Health and Environment

Payments Information

3¢ Favorites : i3 g Suggested Sites v & Web Slice Gallery v

58|~ | @ NEORSD

& iSupplier Portal: View In... ‘

J

=== Northeast Ohi = :
Regional Sewer District i Supplier Portal

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments
View Invoices \

1- Click the View Payments link under the Finance tab.

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

View Payments

Simple Search

Mote that the search is case insensitive

Payment Number

Status Q
Invoice Number 35662 <— Payment Amount From To
PO Number Payment Date From To
(example: 10/13/2013)
ﬁ Go Clear |

The View Payments window is displayed. Note the multiple criteria available for query.
2- Enter the value in the Invoice Number field.
3- Click the Go button.

Home | Orders | Shipments | Finance | Admin

Create Invoices | View Invoices | View Payments

View Payments

Simple Search

MNote that the search is case insensitive Advanced Search

Payment Number Status Q

Invoice Number 35662 Payment Amount From To
FO Number Payment Date From B
(example: 10/13/2013)
Go | | Clear

Payment |Payment Date + Currency Amount Method |status Status Date Bank Account Invoice PO Number
1123 10/08/2013 UsD 100.00 Check Negotiable 10/08/2013 KEY CONTROLLED DISBURSEMENT

35662 13000332

Search results are displayed.
4- Click the link under the Payment to view detail information.
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T Navgalor ¥ % Favoriies ¥ Home Logout Prefer

Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments
Finance: View Payments >

Payment: 1123 (Total USD 100.00)

Payment Date  10/08/2013 Supplier INDUSTRIAL SAFETY PRODUCTS TNC
Method Check Supplier Site 01
Status Negotiable Address 6091 CAREY DR

Status Date  10/08/2013
VALLEY VIEW OH 44125
Bank Account KEY CONTROLLED DISBURSEMENT

Indluded Invoices o

Invoice |mnvoice pate Type Currency Amount Status Payment Status Payment PO Number Receipt Attachments
35662 10/08/2013 Standard usp 100.00 Approved Paid 100.00 13000332
Return to Finance: View Fayments —fmm— Export

Detail information for the payment is displayed. If desired, user can drill down on details for all Included
Invoices associated with the payment.
5- Click the Return to Finance, View Payments link.
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Topic 5: Create Invoices

Registered iSupplier users can create and submit invoices directly through the portal. Once submitted, the
invoice status can be viewed online through standard inquiry screens.

This topic covers:

e Invoice creation and submission
e Confirmation of invoice submission status

Invoice Creation

=== Northeast Ohi . -
Reglonal Sewer District i Supplier Portal

Home | Orders

Search PO Number

The Home tab is displayed.
1- Click on the Finance tab.

B Rt e biserice  iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences Help Personali. Page

Create Invoices | View Invoices | View Payments
Invoice Actions

Create Invoice  With a PO
“TIP This search is case sensitive and will only render invoices that have been created within the iSupplier Portal. To search all invoices entered in our payable system, click the "View Invoices” submenu above.
Personalize "Invoices Query Region"
Search

Personalize "Search"
Note that the search is case insensitive

Supplier INDUSTRIAL SAFETY PRODUCTS INC Purchase Order Number
Invoice Number I
Invoice Amount
Invoice Date To E]
Currency

Invoice Date From

(example: 01/17/2019]
Invoice Status v
Go | [ clear

The Invoice Actions window is displayed.
2- Using the Create Invoice with a PO action box, click the Go button.

Home | Orders | Shipments | Finance | Admin

Create Invoices | View Iwoices | View Payments

Gt Details Manage Tax Review and Submit
Create Invoice: Purchase Orders
Step 1 0f 4 | Mext
Search
Hote thet the search is case insensitive Advanced Search
Purchase Order Number 13000326 |
Purchase Order Date =
S———
Buyer q
Organization aQ
Advances and Finsncing  Excluded ~
Go | | clear |
Select PO Number line Shipment  Advances orFinancing  Tlem Description  Supplier TiemMumber  Ordered Received Invoiced UOM UnitPrice Curr ShipTo Organization  Packing Sip  Waybil
No search conducted.
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The Create Invoice: Purchase Orders window is displayed.
3- Using the Search window, enter the value in the Purchase Order Number field.
4- Click the Go button.

Select Items: | Add to Invoice e

Select All | Select None

Advances or Supplier Ttem it Packing
Gelect PO Number ~ |Line/Shipment  Financding  Item Description Number Ordered Received Invoiced UOM Price  (Curr Ship To Organization Slip Waybill
11 GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUME 4.5" UNKNOWN 2 2 0 PR 8.7767 USD Easterly NEORSD LE
[m] GAUNTLET SPLIT COW CUFF, MCR MUSTANG 4950L *NO SUBSTITUTION OF Internal
SPECIFICATIONS™ Location

Cancel | Step1of4 | Hext

Search results are displayed, showing all eligible PO lines.
5- Click the Select button next to line for PO Number.
6- Click the Add to Invoice button.

Select Ttems: | Add to Invoice

Select All | Select None

PO Advances or Supplier Ttem unit Packing
Select [Number |Line/Shipment  Financing  Item Description Humber Ordered Received Invoiced UOM Price  |Curr Ship To Organization Slip Waybil
1 6 1 1 GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUMB 4.5" UNKNOWN 2 2 o PR 8.7767 UsD Easterly NEORSD LE
[m} GAUNTLET SPLIT COW CUFF, MCR MUSTANG 4850L *NO SUBSTITUTION OF SPECIFICATIONS™ Internal
Location

Purchase Order Items Added to Invoice

Select Ttems: | Remove from Invoice

Select All | Select None

PO Ttem Supplier Ttem unit
Select Number Line Shipment Ttem Description Number  Number Ordered Received Invoiced UOM Price  Curr Ship To Organization
[ 13000326 1 1 GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUMB 4.5 GAUNTLET SPLIT COW CUFF, 278802  UNKNOWN 2 2 o PR 8.7767 USD Easterly Internal |NEQRSD LE
MCR MUSTANG 4950L *NO SUBSTITUTION OF SPECIFICATIONS™® Location

Cancel | Step1of4 | Next

The line is now included in the Purchase Order Items Added to Invoice window.
7- Click the Next button.

Create Invoices | View Invoices | View Payments
& > > D
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details

* Indicates required field Back | Step2 of 4 | Mext

Supplier Invoice

= Supplier INDUSTRIAL SAFETY PRODUCTS INC
Tax Payer D 34-1792160

= Invoice Number

= RemitTo | O\@ Invoice Date  10/19/2013 J
(sampl:
Address Invoice Type  Invoice -
Remit To Bank Account Q Currency uSD
Unique Remittance Identifier Invoice Description
Remittance Check Digit
Test

Attachment o [ add...

Customer
* Customer Tax Payer ID Q
Customer Name
Address
Items
PO Supplier Ttem Available Unit
Number  Line Shipment Item Description Number Ship To Quantity “Quantity Price  UOM Amount
fEmERs m |k GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUMB 4.5" GAUNTLET SPLIT COW CUFF, MCR UNKNOWN Easterly Internal |, 2l7767 PR |75
MUSTANG 4950L *NO SUBSTITUTION OF SPECIFICATIONS™ Location

The Create Invoice: Details window is displayed. Use this window to complete detail information for the
invoice.
Note: Required fields are indicated with * and must be completed to proceed from this window.

8- If not defaulted, use the Search (magnifying glass) icon to find the appropriate Remit To value.
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Search and Select: Remit To

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By RemitTo ~ Go h

Results
Select Quick Select Supplier Remit To Address Organization

No search conducted.
About this Page

Cancel Select

The Search and Select window is displayed.
9- Click the Go button.

Search and Select: Remit To

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By RemitTo = Go
Results
Select Quick Sel Supplier Remit To Address Organization
. z INDUSTRIAL SAFETY PRODUCTS INC 01 6091 CAREY DR VALLEY VIEW OH 44125 NEORSD LE

About this Page

Cancel Select

The Results window is displayed.
10- Use the Quick Select button to select the appropriate Remit To value.

Create Invoices | View Invoices | View Payments

€ G ¢ 5]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
Indicates required field Back | Sten 2 of 4 [ Neat
Supplier Invoice
* Supplier INDUSTRIAL SAFETY PRODUCTS INC ———3  pwcice urber 15557212
Tax Payer D 34-1792160
5 =
SR | Q — ¢ InoiceDae  10/19/2013 @

(example: 10/13/2013)
4dress 6091 CAREY DR VALLEY VIEW OH 44125

Invice Type  Invoice v
Rermit Ta Bark Account Currency UsD
Unique Rermittance Idertifisr Invoice Description -

Remittance Check Digit
Test

Attachment o Cadd...

The Remit To value is entered into the field.
11- Enter the appropriate value in the Invoice Number field.
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12- Enter the appropriate value in the Invoice Date field. (Use the Calendar icon or enter date manually

into field).
Customer
* Custorner Tax Payer ID Q ‘e_
Customer Mame
Address

In the Customer section of the window:

13- If not defaulted, use the Search (magnifying glass) icon to find the appropriate Customer Tax Payer
ID value.

Search and Select: Customer Tax Payer ID

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Registration Number - Go &

Results

Select Quick Select Registration Number Legal Entity Legislative Category Country Of Registration Legal Address
Mo search conducted.

About this Page

The Search and Select window is displayed.
14- Click the Go button.

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Registration Mumber - Go
Results
Quick Legal Legislative Country Of
Select Sel egistration Number ~ Entity Category Registration Legal Address
: % SYS11976 NEQRSD LE Income Tax us 3900 Euclid Ave Cleveland

Cuyahoga 44115
About this Page

Cancel Select

The Results window is displayed.
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o 1]
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details

Indicates required field Back | Step 2 of 4 | Newt

Supplier Invoice

* Supplier  INDUSTRIAL SAFETY PRODUCTS ING * Twoice Number 15567212
Tax Payer D 34-1792160 . =
P 1 Q Invoice Date [1D/19‘f2$‘3mm)
example:
Acdress 6091 CAREY DR VALLEY VIEW OH 44125 Inwoics Typs | Invoics -
Remit Ta Bark Account Curency USD
Unique: Rermittarce Idertifier Invoice Description
Rerittance Check Digit
Test
atachment o[ add...
Customer
* Cugtomer Tax Payer ID |SYS11976 Q
Customer Mame NEORSD LE
Address 3900 Euclid Ave Cleveland Cuyahoga 44115

Items
) Supplier Ttem Available Unit
Number  Line Shipment Item Description Number Ship To Quantity *Quantity Price  UOM Amount
——— GLOVES WELDERS, PREMIUM GRADE COW LEATHER, LARGE MIG/TIG WING THUME 4,5 GAUNTLET SPLIT COW CLIFF, MCR UNKHOWN Easterly Internal 2larrer R |l

MUSTANG 4950L *NO SUBSTITUTION OF SPECIFICATIONS* Location

All required fields have now been entered for the invoice. Additional changes can be made if necessary.

16- Click the Next

button.

Shipping and Handling

Charge Type

Amount

Freight =] €&— | 14.25 =

Description

UPS Ground -

Cancel |

Back | Step 2 of 4

|

Next

At the bottom of the page, Shipping and Handling or other miscellaneous charges can be added to the

invoice.

17- Click the Add Row button and select the Charge Type. Add Amount and Description.
18- Click Next button.
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ems
PO Supplier Item Available Quantity To Unit:
Number  Line Shipment Item Description Number Ship To Qty Invoice UOM Price Amount
16002831 1 1 SIGNAL CONDITIONER, BULLETIN 931, ACITIVE CONVETER, 3 WAY, UNIVERISAL, ALLEN EMSC Intemal 5 S.00EA 418.60 2,093.00
BRADLEY 931U-C9C7C-BC Location
Shipping and Handling
Charge Type Amount Description
Freight 14.25 UPS Ground
Invoice Summary
tems 2,093.00
Less Retainage 0.00
Freight 14.25
Miscelaneous 0.00
Tax 0.00
Recakulate Total | Total (USD) 2,107.25
Cancel | | Save | | Back |Step3ofa | mext Submit

Review the invoice information.
19- Click the Submit button.

Regiama SowecDistrice  iSupplier Portal

=
 Navigator v B Favorites ¥ Home Logout Preferences H
Home | Orders | Shipments | Finance | Admin
Create Invoices | View Invoices | View Payments
@ @ ©
Purchase Orders Details Manage Tax Review and Submit

[l Confirmation G

Invoice 15567212 was submitted to our Accounts Payable department on 10/19/2013. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the Home page.

Invoice: 15567212

The Confirmation window is displayed. The invoice has now been submitted to the NEORISD AP
Department.

Confirmation of Invoice Submission Status

188 = \ & NEORSD 1 (& iSupplier Portal: Create ... X ii

— rtheast Ohi - 2
Reglonal Sewer District i Supplier Portal

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

© &)
Purchase Orders Details

Da Confirmation
Invoice 1S567212 was submitted to our Accounts Payable department on 10/19/2013. The confirmation ny

To confirm the status of the submitted invoice:
1- Click the View Invoices link.
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Fome T e T spmenta | nance 1 dvin I

Create Invoices | View Invoices | View Payments

View Invoices

Simple Search
Invoice Number 15567212 é— Invoice Amount From To
PO Number Amount Due From To
Payment Number Invoice Date From To
CLire) SFirs h Due Date From : & To
Payment Status - (example: 10/15/2013)

——> (o] [

The View Invoices window is displayed.
2- Enter the value in the Invoice Number field.
3- Click the Go button.

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

View Invoices

Simple Search

Advanced Search
15567212

Invoice Number

Invoice Amount From To
PO Number Amount Due From To
Payment Number Invoice Date From @ To =]
Invoice Status - D Date From 8 =5
Payment Status - (example: 10/13/2013)
Go | [ Clear
Invoice |mvoice pate ~ Type currency |  Amount  Duestatus on Hold Payment Status Due Date Payment PO Number Recaipt Attachments
IS567212 10/19/2013 standard usp 17.55  17.55 In-Process Not Paid 111172013 13000326

Search results are displayed.
4- Note the summary information for the invoice, including the Status of In-Process.
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Topic 6: Create Advance Shipment Notices

Registered iSupplier users can create and submit Advance Shipment Notices (ASN) directly through the
portal. Once submitted, the status of the ASN can be viewed online through standard inquiry screens.

This topic covers:

e Creation steps for Advance Shipment Notices
e Steps for viewing submitted Advance Shipment Notices
e Steps for cancelling submitted Advance Shipment Notices

Advance Shipment Notice (ASN) Creation

B Regional SewerDistrice  iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search PO Number

The Home tab is displayed.
1- Click on the Shipments tab.

=== Northeast Ohi - =
B3 Reglonal Sewer District  iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Delivery Schedules \

™~

The Shipments window is displayed.
2- Click the Shipment Notices link.

=== Northeast Chi - -
B Regional Sewer District 1 Supplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Shipment Notices

Create Advance Shipment Notices é_

Create Advance Shipment Billing Notices

Upload Advance Shipment and Billing Motices

View [ Cancel Advance Shipment and Billing Notices
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The Shipment Notices window is displayed.
3- Click the Create Advance Shipment Notices link.

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices =
Create Advance Shipment Notice

Views

View | Shipments Due This Week Go
Shipments Due Any Time
Select bh es Due ThlsWee i}
No results found.

t Supplier Item Item Description Due Date Quantity Ordered Quantity Received UOM Ship-To Location Org

Return to Shipments: Shipment Notices

The Create Advance Shipment Notice window is displayed. To search for shipments, use the Views window.
4- Select the Shipments Due Any Time value in the View field.
5- Click the Go button.

Create Advance Shipment Notice
Views
———> [(Advanced search
View  Shipments Due Any Tme | Go |
Select PO Shipments: | Add to Shipment Notice 3 Previous 125 - Next25 ®)
Select All | Select None
PO Supplier Quantity Quantity Organization  [Ship-To Supplier
Select Number  Line Shi Item Ttem Descripti Due Date ~ Ordered  Received UOM|Ship-To Location Name Organization |Currency Site
[ 13002622 3 1 Miscellaneous 08/30/2013 1 0ea E ternal NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 4 1 Miscellaneous 08/30/2013 2 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 2 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 1 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 19 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 18 1 Miscellaneous 08/30/2013 4 NEORSD LE EMSC UsD 01
00:00:00
F 13002622 | 17 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 16 1 Miscellaneous 08/30/2013 6 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 15 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 14 1 Miscellaneous 08/30/2013 1 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 13 1 Miscellaneous 08/30/2013 6 NEORSD LE EMSC UsD 01
00:00:00
[ 13002622 | 12 1 Miscellaneous 08/30/2013 6 NEORSD LE EMSC UsD 01

Eligible shipment lines are displayed as a result of the query.
6- Click the Advanced Search button.
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Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >

Create Advance Shipment Notice

Home | Orders | Shipments | Finance | Admin

Advanced Search

To search, please enter at least one search criteria.

Specify parameters and values to filter the data that is displayed in your results set.
@ Show table data when all conditions are met.

© Shows table data when any condition is met.

PO Number is - 13000083 <

Ship-To Location

is - Q
Supplier Site i - Q
Tem s - Q,

——{ 6o | [ Clear |add Another Tiem - [Add |

Select PO Number

Line Shipment Supplier Item Item Description Due Date Quantity Ordered Quantity Received UOM Ship-To Location
No search conducted.

The Advanced Search window is displayed. Use this window to narrow the search.
7- Enter the value in the PO Number field.
8- Click the Go button.

To ization Currency Supplier Site

Select PO Shipments: | Add to Shipment Notice | < mm——

Select All | Select Mone

Supplier Quantity Quantit Organization  [Ship-To
Line Shipment Item Ttem Description Due Date Ordered Received UOM Ship-To Location  Name Organization
3 2 1 EPOXY PRIMER PART A 09/15/2013 6 0GL Administration Euclid \NEQRSD LE NEO_ITM_MST
17:00:00
1 1 CLOTH DROP 12' X 15' CANVAS 8-0Z HEAVY WEIGHT FOR 09/15/2013 5 0EA Administration Euclid |NEQRSD LE NEQ_ITM_MST
PAINTERS, TRIMCO #58303 1 A

Home Orders Shipments

Finance Admin Home Logout Preferences Diagnostics

Supplier
Currency Site
uso 01

usp 01

Search results are displayed for eligible shipment lines.

9- Click the Select button for each shipment line to be added.
10- Click the Add to Shipment Notice button.

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >

Create Advance Shipment Notice

Add shipments | | Preview | | Submit

shipment Header | Shipment Lines

Shipment Line: Defaults

Enter Shipment Line Defaults and click Defaulf to All Lines to copy to all shipment lines.

Packing Slip Container Number
Country Of Origin Q Truck Number
Bar Code Label Comments
Default to Al Lines
Shipments in Advance Shipment lotice:
Show All Details | Hide All Details
o Supplier Quantity  Quantity Quanti
Details Number ~ Line Shipment Item Ttem Description Due Date Ordered Received uomM Shipped Ship-To Location LPN/Lot/Serial Attachments Spiit Remove
3 EPOXY PRIMER PART A 09/15/2013 17:00:00 6 0 GL Q =] 43 B o
CLOTH DROP 12' X 15' CANVAS 8-0Z HEAVY WEIGHT
09/15/2013 17:00:00 5 0 EA = 2
FOR PAINTERS, TRIMCO #58003 e s g b & m

The lines are added in the Shipments In Advanced Shipment Notice section of the window.

Note: User can change quantities, remove lines, or split lines as needed from this window.
11- Click the Shipment Header tab.
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Home I Orders I Shipments I Finance I Admin
Delivery Schedules | Shipment Notices | ShipmentSchedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Create Advance Shipment Notice

Shipment Header | Shipment Lines

Shipment Information

* Indicates required field

* Shipment Number 101 &'_ * Shipment Date =] &

* Expected Recaipt Date B Mote: Shipment Date cannot be later than

today
Example: 10/19/2013 16:34:44

Freight Information

Freight Terms Q Freight Carrier Q
Nurnber of Containers Bill of Lading
Wayhill fAirhill Nurnber ] Packing Slip
Packaging Code Special Handling Code
Tar \eight Tar Weight LOM
Met Wheight Net Yieight Lo
Comments

The Shipment Header window is displayed. Use this window to complete header information for the ASN.

Note: Required fields are indicated with * and must be completed to proceed from this window.
12- Enter the value in the Shipment Number field.
13- Click the Calendar icon for the Shipment Date field.

% Pick a Date WLEI&IQ

& | http://eprocappd.neorsd.com:8020/0A_HTML/cabo,

£ October v 2013 v @

Sun Mon Tue Wed Thu Fri Sat

29 30 1 2 3 4 5
6 7 8 9 0 11

13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2

Cancel

€D Internet | Protected Mode: On ¥ ~  #100% -

The calendar is displayed.
14- Click the appropriate day value.

Page 39



iSupplier PWWWW Northeast Ohi? Regi?nal
Training s Sewer District

Guide —]_—\ Protecting Your Health and Environment

Delivery Scheckles | Shipment Notices | ShipmentSchedules | Recepts | Retums | Overdue Receipls | On-Time Performance

Croata Advanca Shipment Hotics \\

Home | Orders | Shipments | Finance | Admin

Shipment Information

* Indicates required field

= Shipment Number 101

* Shipment Date  10/18/2013

—> ¢ Eupected RecoiptDate  10/21/2013 1

El

rnot be later thar
Example: 10/ 34:44
Freight Information
Freight Terms a, Freiht Carrier Q
Murrber of Containers Bill of Lading

waybil/Arbill Rumber Packing Slip

Packaging Code Special Handling Code
Tar Weight

Net Weight

Tar Weight LOM

Het Weight UOM
Comments

Cancel | | Add Shipments | | Preview | | Submit

Add Shipments | | Preview | | Submit
shipment Hearer  shipment Lines

15- Repeat the process to enter the value for the Expected Receipt Date field.

Create Advance Shipment Notice

>
Add Shipments | Preview | | Submit |
Shipment Header Shipment Lines

Shipment Information

= Indicates required field

* Shipment Number

101

* Expected Receipt Date

1/2013 16:42:28

Exsmple: 10/19/2013 16:41:19

freight Information
Freight Terms 4 Freight Carrier 3
Number of Containers Bl of Lading
Waybil/Airbill Number FX-3456 G Packing Slip

Packaging Code Special Handiing Code

Tar Weight Tar Weight UOM
Net Weight Net Weight UOM
Comments

Cancel | | Add Shipments | Preview Submit |

Use the Freight Information section to add additional information if desired:
16- Enter value in the Waybill/Airbill Number field.
17- Click the Preview button.

Home | Orders | Shipments [ Finance | Admin

Delvery Schedules | Shipment Notices | Shipment Schedules | Receipts | Retums = Overdus Recsipts | On-Time Performance
Advance Shipment Notice Information

Cancel | | Back | Submit

‘shipment Information.
Shipment Number 101 Shipment Date 10/ 18/ 2013 16:42:20
Expected Receipt Dote  10/21/2013 16:42:28
Freight Information
Fresght Terms Comments
Ship-From Location Code Freight Carrier
Humber of Containers 8l of Lading
Waybill/Airbill Number FX-3456 Packing Slip
Packing Code speaal Handing Code
Tor Weight Tar Weight UOM
Net Weight Net Weight UOM
o
Show All Details | Hide All Details
Fo
Details Number  Line Shi Item Item Due Date Quantity Received ity Shi ip-To Lacation Attachments
[ Show 13000083 2 1 EPOXY PRIMER PART A -

08/15/2013 17:00:00 & 0 GL 6

@ sh 11 CLOTH DROP 12' X 15' CANVAS 8-OZ HEAVY WEIGHT FOR PAINTERS, TRIMCO #58903 08/15/2013 17:00:00 5

Review the completed ASN information.
18- Click the Submit button.
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& R, Reglonal Sewer District iSupplier Portal

Home | Orders | Shipments | Finance
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Your Advance Shipment Notice 101 has been submitted.

Return to Advance Shipment Notices <

The Confirmation window is displayed.
19- Click the Return to Advance Shipment Notices link.
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View Advance Shipment Notices

3 Regional Sewer Districe  iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance

Shipment Notices

Create Advance Shipment Notices

Create Advance Shipment Billing Notices
Upload Advance Shipment and Billing Notices

View / Cancel Advance Shipment and Billing Motices ‘e'_—

The Shipment Notices window is displayed.
1- Click on the View / Cancel Advance Shipment and Billing Notices link.

Home | Orders | Shipments | Finance | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >

View / Cancel Advance Shipment Notice

Export
Views

View  Last 25 Shipment Notices = | Go Advanced Search
D Once a shipment notice is cancelled it cannot be undone
Select Advance Shipment Notice | Cancel Shipment lofice
Select Shi Number  [Shi Date Expected Receipt Date Freight Carrier  Waybill/ Airbill Humber Supplier Site  Tnvoice Number  Packing Sip  Processing Status Code Cancellation Status
© 10/18/2013 16:42:20  |10/21/2013 16:42:28 Fx-3456 01 pending
Return to Shipments: Shipment Nofices — mmm— Export

The Views window is displayed. Note the default view showing the Last 25 Shipment Notices now includes
the created ASN.

2- Note the Processing Status Code of Pending for the newly created ASN.

3- Click the Return to Shipments: Shipments Notices link.
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Cancel Advance Shipment Notices

E= Regionat Sewecpissrice  iSupplier Portal

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Ship t Schedul Receipts | Returns | Overdue Receipts | On-Time Performance

Shipment Notices

Create Advance Shipment Motices

Create Advance Shipment Billing Notices

Upload Advance Shipment and Billing Motices

View [ Cancel Advance Shipment and Billing Motices e'_'_

The Shipment Notices window is displayed.
1- Click on the View / Cancel Advance Shipment and Billing Notices link.

Home | Orders | Shipments | Finance | Admin
Delivery Schedules | Shipment Notices | Shipment Schedules | Recelpts | Returns | Overdue Receipts | On-Time Performance
Shipments: Shipment Notices >
View / Cancel Advance Shipment Notice
Views
View  Last 25 Shipment Notices ~ | GO Advanced Search
@ once a shipment notice is cancelled it cannot be undone
Select Advance Shipment Notice | Cancel Shipment Notice | 4€———
lect|Shipment Number  |Shipment Date Expected Receipt Date Freight Carrier  Waybill/ Airbill Number Supplier Site  Invoice Number  Packing Slip  Processing Status Code Cancellation Status
® |11 10/18/2013 16:42:20 10/21/2013 16:42:28 FX-3456 0 Pending
Return to Shipments: Shipment Notices Export

Home Orders Shipments Finance Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

The Views window is displayed. Note the default view showing the Last 25 Shipment Notices now includes
the created ASN.

2- Note the Processing Status Code of Pending for the newly created ASN.

3- Click the Select button next to the Shipment Number to be cancelled.

4- Click the Cancel Shipment Notice button.

Home | Orders | Shipments | Finance

Delivery Schedules | Shipment Notices | Shi t Schedul Receipts | Returns | Overdue Receipts | On-Time Performance

Your request to cancel Advance Shipment Notice 101 has been submitted. A notification will be sent to the buyer(s) informing them of the cancellation.

Return to View Advance Shipment and Billing Motices

The Confirmation window is displayed.
Note: Once a shipment notice is cancelled, it cannot be undone.
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Topic 7: iSupplier Administrative Updates

Registered iSupplier users can maintain updated profile information directly through the portal. Changes to
address, contact, product, and business classification information can be submitted for review and approval
by NEORSD purchasing administration.

This topic covers:

Access to the Admin tab for viewing and updating profile information
Updating supplier address information

Updating supplier contact information

Updating supplier product information

Updating supplier business classification information

Access the Admin Tab

::glonaISmrDlmict iSupplier Portal

Home | Orders | Shipments | Finance | Admin

Search PO Number v IE

The Home Page is displayed.
1- Click the Admin tab.

Organization Hame  INDUSTRIAL SAFETY PRODUCTS INC DUKS Humber
Supplier Number 01676 Tax Regestration Humbser
Alios Twgayer I 34-1792160
Parent Supplier Name Country of Tax Regissratien
Facent Supplier Humber
e
Add Attachment...
Titke Type Description Category Last Updated By Last Updated Usage update Dealate Publish
No results found.

The Profile Management window is displayed. Use this window to update all profile information.
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Update Supplier Address

Home | Orders | Shipments
Profile Management

Finance | Admin

+ General General

© ErmEm AT Organization Name THDUSTRIAL SAFETY PRODUCTS THC
Supplier Number 01676
Organization

- Alias
> Address Book €E—— Parent Supplier Name

o Contaet Parent Supplier Number
Directory
Business
Classifications
Product &
Services
Banking Details | MNote that the search is case insensitive

Payment & Title IE'

Invoicing [ show More Search Options

Surveys
Add Attachment...

Title Type
No results found.

DUNS Number

Tax Registration Number
Taxpayer 0 34-1792160

Country of Tax Registration

Attachments

Search

Description Category Last Updated By Last Updated Update Delete Publish

1- Click the Address Book link.

Profile Management

+ General
«  Company Profile
> Organization

Address Book

Address Name -~

> Address Book 01
> Contact
Directory

> Business
Classifications

> Product &
Services

> Banking Details
> Payment &
Invoicing

5 Surveys

Address Details
6091 CAREY DR
VALLEY VIEW, OH 44125

|country
United States

\Updale

7 i}

Remove

The Address Book window is displayed. All current addresses for the supplier are listed here.
2- Click the Update icon.

Admin: Profils Management: Address Book >
Update Address

* Indicates required field

* Address Name
Country

* Address Line 1
Address Line 2
Address Line 3
Address Line 4
* City/Town/Locality
County
State/Region
Frovince

* Postal Code

Hote

Include any addtonal details about the sddre

01
United States
6091 CAREY DR

VALLEY VIEW

Cuyahoge g

OH

44125

Supplier Name INDUSTRIAL SAFETY PRODUCTS INC

Supplier Number
Phone Area Code
Phone Number
Fax Area Code
Fax Number

Email Address

01676
216
5240360
216
5242567

Purchasing Address
Payment Address
[FIRFQ Only Address

is vl be visible to other buyers within your organization as well 2 to the supplier. Also, includs brief notes to buyer about the changs uhen changing address information

Cancel Save

The Update Address window is displayed. Use this window to make any changes or additions to address

information.

3- Enter the value in the County field.
4- Click the Save button.
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Ey Confirmation 46—

Details for your 01 address have been modified.

Address Book

Address Name ~ Address Details \Conntrv Update Remove
01 6091 CAREY DR United States pd m
VALLEY VIEW, OH 44125

The Confirmation window is displayed.
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Update Supplier Contact Information

Home | Orders | Shipments | Finance | Admin
Profile Management

« General General
+ Company Profile Organization Name INDUSTRIAL SAFETY PRODUCTS INC DUNS Humber
Supplier Number 01676 Tax Registration Number

Alias Taxpayer D 34-1792160
Parent Supplier Name Country of Tax Registration

5 Organization
> Address Book

5 Contsct Parent Supplier Number
Ty g

5 Business Attachments

Clsssfications

o Product& Search

Services

5 Banking Details | Note that the search is case insensitive

o Payment & Title [so]

ITETE ) Show More Search Options
5 Sunveys

1- Click the Contact Directory link.

Home | Orders | Shipments | Finance | Admin
Profile Management
- Gem Contact Directory : Active Contacts N
+  Company Profile \
©  EREE First Name |Last name Phone Number Email |status User Account Remove Addresses Update
o Address Book MARK CASTRO 216 5240360 mcastro@indsaf.com Change Pending v @ =] P
| Contact
Directory Contact Directory : Inactive Contacts
o Business
Classifications
o Product &
Services
©  Banking Details
o Payment &
Invoicing
o Surveys

The Contact Directory: Active Contacts window is displayed. All active contacts for the supplier are listed
here.

2- Click the Update icon.

Rogmar s ewee Districe  iSUpPlier Portal

T Navigatorv B Favorites v Home Logout Prefere

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

Contact Title - Contact Email mcastro@indsaf.com
First Name MARK Phone Area Code 216
Middle Name Phone Number 5242567
* Last Name CASTRO
Job Title

Phone Extension

FaxArea Code 216
Department  Shipping e | Fax Number 5242567

The Update Contact window is displayed. Use this window to make any changes or additions to contact
information.

3- Enter the value in the Department field.

4- Click the Save button.

[y Confirmation M

Contact details for MARK CASTRQ have been saved

Contact Directory : Active Contacts \

Create \
First Hame |Last name Phone Number Email status User Account Remove Addresses update
MARK CASTRO 216 5240360 meastro@indsaf.com Change Pending v T =] 7

The Confirmation window is displayed. Note the Status of Change Pending as a result of the update.
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Update Products and Services Information

AT .o ]

Profile Management

« General General

+ Company Profil Organization Name INDUSTRIAL SAFETY PRODUCTS INC DUNS Number
o . Supplier Number 01676 Tax Registration Number
. UL Alias Taxpayer D 34-1702160
o  Address Book Parent Supplier Name Country of Tax Registration
> comtact Parent Supplier Number
Directory
s B Attachments
Classifications
o Product & Search
Services

o Banking Details | Note that the search is case insensitive

> Payment & Title [so]

Invoicing 3 Show More Search Options
5 Surveys

1- Click the Products & Services link.

Home Logout Preferences Help Uiagnostics

Home | Orders | Shipments | Finance | Admin
Profile Management

« General Products and Services "

= Company Profile

> organzawon | |[Remove || Add |

> Address Book Select All | Select None

5 Contact Select Code Products and Services Date Added Approval Status View Sub-Category
iy [ |avoL Automotive and other Vehicle Parts 09/09/2013 Approved n

o s O |avoz Automotive and other Vehicle Services 09/09/2013 Approved =

- Product & [ |eoor Building Materials 09/09/2013 Approved =
Services

> Banking Details

o Payment &
Tnvoicing

5 Surveys

The Products & Services window is displayed. All current approved products and services for the supplier
are listed.
2- Click the Add button.

Admin: Profile Management: Product & Senices >
Add Products and Services: : (INDUSTRIAL SAFETY PRODUCTS INC)

e
@ Browse All Products & Services

O Search for Specific Product & Service
9 Previous 1-10 v Next10 ®

View Sub-
Code|Products and Services Categories Applicable
AU01 Automotive and other Vehicle Parts Ap|
AU02 Automotive and other Vehicle Services
BDO1 Building Materials e
BLO1 Industrial Belts 7m  [Applicable
BM01 Facilities and Building Maintenance —_—i3 [ Applicable
BOO1 Boiler Parts ém  [Capplicable
BO02 Boiler Services # [Applicable
BS01 Bearings and Seals Zm  [CApplicable
CHO1 Charts im | [applicable
CNO1 |Construction Services i [Tl Applicable

2 Previous 1-10 v Next10 &

cance!\ Apply

The Add Products and Services window is displayed. Use this window to browse through the values, or
select the Search option for a specific search if desired.
Note: Only applicable values are listed or available for search for each supplier.

3- Click the checkbox for the desired Applicable value(s).

4- Click the Apply button.
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B Regionsl SewerDistrice  iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences Help Diagnostics

" | Confirmation
The following Product and Service categories have been added to your profile.
« Fadilities and Building Maintenance

Return to Products and Services <Gmmmmm——

The Confirmation window is displayed.
5- Click the Return to Products and Services link.

Profile Management

* General Products and Services

+  Company Profile

o Organization | | Remove |[ Add |

> Address Book select All | Select None

> Contact Select Code Products and Services Date Added Approval Status View Sub-Category
iz O Aun Automotive and other Vehicle Parts 09/09/2013 Approved in
e [ Avoz Automotive and other Vehicle Services 09/09/2013 Approved L

- Product & [ soo1 Building Materials 09/09/2013 Approved i
Services [ Mot Fadilities and Building Maintenance 10/19/2013 Pending Approval MG =

The Products and Services window is displayed with the added value.
6- Note the Approval Status of Pending Approval for the added value.
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Update Supplier Business Classifications

i Navigator v BF Favorites ¥ Home Logout Preferences Diagnostics

Shipments | Finance
Profile Management

+  General General
«  Company Profile Organization Name INDUSTRIAL SAFETY PRODUCTS INC DUNS Number
© . Supplier Number 01676 Tax Registration Number
e Alias Taxpayer D 34-1792160

e Farent Supplier Name Country of Tax Registration
Contact Parent Supplier Number

rectory
Business Attachments

i

Classifications

o Producta Search

Services

 Banking Detalls | Note that the ssarch is case insensitive

o Payment & Title =
involcing Show More Search Options

o Surveys

Add Attachment...
Title Type  Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
Mo results found.

1- Click on the Business Classifications link.

Home | orders | Shipments | Finance | Admin
Profile Management
« CGeneral Business C
«  Company Profile Save
> Organization
> Address Book Certificati
5 Contact
Directory
[#1 certify that I have reviewed the classification below and they are current and accurate.
- Business
Jassifications Last Certified By
53 Product & “TIP Date format example: 10/19/2013
e"’:“k betuile | Classification Applicable  Minority Type Certificate Number Certifying Agency Expiration Date
> Banking Details
 Eme Caucasian/White Owned =]
Invoicing Disadvantaged Business Enterprise il
5 Surveys
Minority Owned =) -
Service-disabled Veteran Owned =]
Small Business =]
Veteran Owned _—
Women Owned ]
Cancel Save

The Business Classifications window is displayed.
2- Select the appropriate classification. Enter additional certifiying information if known.
3- Click the Certification checkbox.
4- Click the Save button.

Business C|

Certification

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

Last Certified 10/19/2013 By MARK CASTRO <——

¥ TIP Date format example: 10/19/2013

Classification Applicable  Minority Type Certificate Number Certifying Agency Expiration Date
Caucasian/White Owned B El
Disadvantaged Business Enterprise a =]
Minority Owned a - &
Senvice-disabled Veteran Owned B =]
Small Business B =]
Vateran Owned &
Women Owned ] El

The Business Classification window is updated with Last Certified information.
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Topic 8: Sourcing Supplier Portal

Supplier Access to Sourcing Supplier Portal
Approved supplier users to will be registered at NEORSD for access to this portal.
Registered suppliers will receive valid UserlD and Password login credentials via email from designated
NEORSD administrators. The email information will also include the appropriate link to the login page for
access.
This topic covers:

e Navigation to the Sourcing Supplier Home Page and Review

e Responding to RFQ invitations through online quote creation

e Creating online discussions through portal messaging

Sourcing Supplier Home Page

Northeast Ohio 4 o
Regional Sewer District E-Business Suite

B2 Favorites ¥ Diagnostics Logout Preferences Help

Enterprise Search Al - Search Results Display Preference  Standard ~+
Logged In AS MCASTRO@INDSAF.COM
Oracle Applications Home Page
Main Menu e
Personalize Full List
P iguppier Portal Full Access From Type |subject |sent -
=3 & £ sourcing Suppler Demmerle, Jennifer Sourcing Publish You are invited: RFQ 15279 (sdvsdvsdv) 10/21/2013

The Oracle Applications Home Page is displayed.

Note the Sourcing Supplier responsibility listed. This responsibility provides access to the Home Page for
Sourcing Supplier.

Note the Worklist region of this page. All Invitations for quote responses will be listed here.
1- Click the Subject link to view the details of the invitation.
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== Northeast Ohi 3 :
Regional Sewer District  E-Business Suite

1 Navigator v B? Favorites v Diagnostics Home Logout Prefel
Oracle Applications Home Page >
You are invited: RFQ 15279 <=
Yes No
From Demmerle, Jennifer Company North East Ohio Regional Sewer District
To MCASTRO@INDSAF.COM Title  sdvsdvsdv
Sent 10/21/2013 12:14:36 Number 15279

D 4081377
Negotiation Preview October 08, 2013 08:33 pm Eastern Time
Negotiation Open Qctober 08, 2013 08:33 pm Eastern Time
Negotiation Close October 26, 2013 07:34 pm Eastern Time
Supplier INDUSTRIAL SAFETY PRODUCTS INC
Supplier Site 01
This RFQ is already in progress

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the No buttan. You may enter a note to the buyer in the space below before acknowledging or declining.

Please go to legotiation Details page if you want to view the document before acknowledging intent to participate and/ar to enter a response.

Action History
Hum |action pate |Action [From [To Details
1 10/21/2013 12:14:36 Submit Demmerle, Jennifer MCASTRO@INDSAF.COM
Response

Note to Buyer

Return to Worklist Yes | [ o

The Invitation Details are displayed. Supplier users can respond directly from this screen, or create a
separate detailed quote for response.
2- Click the Return to Worklist link.

=== Northeast Oh| - 2
Regional Sewer DistricE-Business Suite

Enterprise Search  All v

Oracle Applications Home Page

Main Menu

Personalize

® —j iSupplier Portal Full Access
=20 Sourcing Supplier
= U sourcing
— Li‘ View Negotiations
= Worklist

3- Follow the menus Sourcing Supplier / Sourcing / View Negotiations link to navigate to the
Negotiations Home Page.

Page 52



iSupplier PWWWW Northeast Ohi? Regi?nal
Training s Sewer District

Guide —]_; Protecting Your Health and Environment

== Northeast Ohio -
Reglonal Sewer District  SoUrcing

n MNavigator ¥ [ Favorites ™

Search Open Megotiations  Title - El
Welcome, MARK CASTRO.

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

Full List

P p Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
68003 Draft 01 15279 sdvsdvsdy RFQ 5 days 6 hours E& i]

Your C "s Open Invitations ¢

Full List

Supplier Site Negotiation Number Title

Type Time Left
No results found.

Quick Links A=
Manage View Responses

+ Drafts * Active

+ Personal Information e Disqualified
e Awarded
« Rejected

The Home Page is displayed.

4- Note the information contained in the Your Active and Draft Responses region of the page. You will
use this region to navigate directly to all of your quote reponses.

5- Note the information contained in the Your Company’s Open Invitations region of the page. All
new open invitations for RFQs will be listed here.

6- Note the Quick Links region of the page. You will use this region to navigate directly to view
Responses by Type (Active/Disqualified/Accepted/Rejected). Use this region to also update
Personal Information related to contact information for responses.
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Creating a quote response

Registered supplier users can immediately respond to NEORSD bid invitations through the portal.
Completed quotes can include notes to buyer, and any attachments that the supplier user wants to add as
part of the response. Prior to submission, quote responses can be validated to ensure all required
information is entered on the response.

R & v Districe SOUTCing

m Navigator ¥ @ Favorites ¥ Home Logd

Negotiations

Search Open Negotiations | Title A GO
Welcome, Kristen Lindley.
Your Active and Draft Responses

Press Full List to view all your company's responses. Full List
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
1055 Active 02 4391 Lab Supplies RFQ 0 seconds Eﬂ 0
10559 Active 0z 4393 Lab Supplies RFQ 0 seconds Eﬂ 0
10529 Active 0z 4372 Solution Buffer |RFQ 0 seconds Eﬂ o
10526 Active 02 4363 FORMALDEHYDE RFQ 0 seconds E’ﬂ a
10413 Draft 0z 4311 Lab Supplies RFQ 0 seconds Eﬂ 0

Your Company's Open Invitations

Full List

Supplier Site Negotiation Number Title Type Time Left
4427 D —— Laboratory 08/22/2014 RFQ 2 days 23 hours

Quick Links
All new quote requests are listed in the Your Company’s Open Invitations section of the Home Page.
1- Click the link under the Negotiation Number field to access the negotiation (aka RFQ).
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=== Northeast Ohi 2
B Regional Sewer Districe SOUICiNg

n Navigator ™ B Favorites ¥

Home Logout Preferences Help Diagnostics
Negotiations

Megotiations >

RFQ:4427 e

Actions | Acknowledge Particpation ¥ | | Go
Title Laboratory 08/22/2014
Status Active Open Date  08/22/2014 13:48:47
/ Time Left 2 days 23 hours Close Dete 08/25/2014 13:48:03
Header = Lin Controls
Buyer Struhar, Donna Outcome Standard Purchase Order
Requester Struhar, Donna Event
Quote Style Blind
Description
Terms
Bil- To Address Administration Euclid Ave Payment Terms UPON RECEIPT OF INVOICE
Ship-To Address Administration Euclid Ave arrier
FOI Freight Terms PREPAID & ADD
Currency
RFQ Currency USD Price Precision Any
Requirements
Details Section

No results found.

Additional Header Attributes (Buyer & Supplier)

Notes and Attach <

Note to Suppliers
Title

Type Description Category Last Updated By Last Updated
No results found.

Usage Update Delete

The Negotiations window is displayed, showing summary information for the RFQ Header. The
Header tab may contain attached documents shown at the bottom.
2- Click on the Lines tab to access the lines of the RFQ

B R e DistriceSOUICING

N Navigator ¥ Bz Favorites ¥

Home Logout Preferences Help Diagnostics
Negotiations

MNegotiations =

RFQ: 4427
Actions | Acknowledge Partidpation ¥ | | Go
Title Labpratorv 08/22/2014
Status  Active Open Date  08/22/2014 13:48:47
Time Left 2 days 23 hours Close Date  08/25/2014 13:48:03
Header | Lines ' Controls
Display Rank As  Win/Lose Cost Factors None
Ranking Price Only Price Tiers None
Lines 4_
Line Item, Rev Category Unit Quantity Need-By From Need-By To Best Price (USD) Active Responses Time Left
1AQUA 30 0.45 @M FILTER ... (994734 LB02.LB02003 PK 4 08/29/2014 17:00:00 |08/29/2014 17:00:00 Blind

2 Acefic Adid used fg.., 994792 LBO1.LBO1001 EA 12 08/29/2014 17:00:00

Blind 2 days 23 hours
08/29/2014 17:00:00  Blind Blind 2 days 23 hours

¥ TIP IMPORTANT NOTE: To view the complete RFQ containing full item descriptions download the printed version. In the above Actions box, select "Printable View” and
then click the GO button to download a pdf file copy.

Beturn to Negotigtions

Actions | Acknowledge Participation ¥ Go

Negotiations Home Logout Preferences Help Diagnostics

About this Page Privacy Statement

Copyright {c) 2006, Cracle. All rights reserve

The RFQ Lines window is displayed, showing all detail lines information for the RFQ.
3- Click on the Controls tab to view response rules for the RFQ.
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Northeast Ohio
25 Reglonal

‘Sewer Districe SOUCING

r Navigator ¥ B Favorites v Home Logout Preferences kelp Diagnostics
Negotiations
Megotiations =
RFQ: 4427
—’ Actions | Create Quote v Go
Title Lab_oratorv 08/22/2014
Status Active Open Date  08/22/2014 13:48:47
Time Left 2 days 23 hours Close Date  08/25/2014 13:48:03
Header | Lines | Controls
Schedule
Preview Date Open Date 08/22/2014 13:48:47
Close Date 08/25/2014 13:48:03 Award Date
Response Rules

Negotiation is restricted to invited suppliers

Suppliers are allowed to respond to selected lines

Suppliers are required to respond with full quantity on each line
O Suppliers are allowed to provide multiple respanses

Buyer may close the negotiation before the Close Date

Buyer may manually extend the negotiation while it is open

¥ TIP IMPORTANT MOTE: To view the complete RFQ containing full item descriptions download the printed version. In the above Actions box, select "Printable View’ and then click the GO
button to download a pdf file copy.

The Controls window is displayed, listing the Schedule information and all valid Response Rules established
by NEORSD for the RFQ.

4- Review the information in this window.

5- Toinitiate the creation of the quote response, select the Create Quote value in the Actions box.
6- Click the Go button.

Northeast Ohio. 3
5 Regional Sewer Distriet  SoUrcing

Home Logout P

Negotiations > RFQ: 15279 >
Create Quote: 68003 (RFQ 15279)

Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue
Title - sdvsdvsdy Time Left 5 days 6 hours
Close Date  10/26/2013 19:34:20

Header  Lines
Supplier INDUSTRIAL SAFETY PRODUCTS INC = quote Valid Until
Supplier Site 01 - 6091 CAREY DR, , VALLEY VIEW, OH 44125, US )
RFQ Currency USD Reference Number ||
Quote Currency USD
Price Precision Any Note to Buyer
Attachments
Add Attachment...
Title Type Description Ccategory Last Updated By Last Updated usage uUpdate Delete

No results found.

Cancel | [ View RFQ | | Quote By Spreadsheet | [ Save Draft | [ Continue
The Create Quote window is displayed. The window defaults to the Header area of the quote.
7- Use the Calendar icon to enter the appropriate value for the Quote Valid Until date.
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© October

~ 2013 e

Sun Mon Tue Wed Thu Fri Sat

29 30 1 2 3 4 5
6 7 8 9 o 11 12
13 14 15 16 17 & 19
20 21 22 23 25 26
27 28 29 30 31 1 2

Cancel

& Internet | Protected Mode: On # 100%

v

-

The Calendar window is displayed.

8- Select the appropriate Day value.

= Northeast Ohia k
5 Roglonsl Sewer Districe  SOUIEING

Negotiations
Negotiations > RFO: 15279 >
Create Quote: 68003 (RFO 15279}
View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue
Title sebeschescy Tire Left 5 days & hours:
Closa Date  10/26/2013 19:34:20
Header  Lines
Supplier INDUSTRIAL SAFETY PRODUCTS INC Quote Valid Untl
Sipplier Site 01 - 6091 CAREY DR, , VALLEY VIEW, OH 44125, US (example: 10/21/2013)
RFQ Currency LSD =3 Reforerce Number
Cunte Currency USD
Frice Freciscn Any =2 hote 0 Busper
Attachments
Add Attachment...
Title Type Description Categary Last Updated By Last Updated Usage Update Delete
Ho resutts fourd,
Cancel | | View Rim) | | Quote By Spreadsheet | | Save braft | | Continue

9-

Enter the value for the Reference Number of the quote response.
10- If desired, enter a Note to Buyer (up to 240 characters) in the designated field.

Use this field to

advise estimated freight costs.

11- Click the Lines tab.

== Northeast Ohio o
5 Regional Sewer Districc  Sourcing

Negotiations
Negotiations >
Create Quote: 68003 (RFQ 15279)

n Navigator ¥ B Favorites v

Home Logout Prefarences Help Diagnostics

Title  sdvscvschr

Header | Lines

RFQ Currency  USD:
Price Precision Any
update  Ship-To

7

Line

1 ifohyewiuyfhiumet... Easterly Internal Location

@1ndicates more information requested. Click the Update icon,

The Lines window is displayed.

cancel | | view RFQ | | Quote By Spreadsheet | [ save Draft | | Gontinue

Time Left 5 days 6 hours
Close Date  10,/26/2013 19:34:20

Quote Currency  USD

Rank Start Price Best Price Target Price Quote Price Unit Target Quantity Quote Quantity Promised Date
Blind o Quote 31 Ea 1 1 1oze0: @3
cancel | | view RFQ | | Quote By Spreadsheet | | Save Draft | | continue |

Negotiations Home Logout Preferen

12- Enter the Quote Price and Promised Date for each line.
13- When complete, click the Continue button.

Page 57



iSupplier PWWWW Northeast Ohi? Regi?nal
Training et Sewer District

Guide —’_—\ Protecting Your Health and Environment

Hegotiations -
Negotiations >
Create Quote 68003: Review and Submit (RFQ 15279)

Cancel | | Back | | Validate | | Save Draft | [ Printable View | | Submit | B

Header
Title sdvsdvsdv Time Left 5 days 6 hours
Supplier INDUSTRIAL SAFETY PRODUCTS INC Close Date  10/26/2013 19:34:20
Supplier Site 01 Quote valid until  10/30/2013
RFQ Currency USD Reference Number ISQUOTE456
Quete Currency USD Note to Buyer
Price Precision Any
Attachments
Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

T

Lines
Quote Total (USD) 31.00
Select Line Ship-To Best Price  Start Price Target Price  Quote Price (USD) Unit  Target Quantity ~Quote Quantity Line Total Need-By Date Promised Date
@ [1ifohyewiuyfhiuweh...  Easterly Internal Location No Quote 31EA 1 1 31.00 10/30/2013 17:00:00 to 10/30/2013 17:00:00 11/02/2013 12:29:32
Line 1: i
Notes

Note to Buyer

Attachments

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

The Review and Submit window is displayed.
14- Use the Validate button to initiate pre-validation of the quote to ensure all required information has
been entered prior to submission.
Note: At any point in quote creation, the user can click the Save Draft button prior to submission, and
return to the quote to continue creation in another session.

== Northeast Ohio 5
Regional Sewer District  Sourcing

M Navigator v B2 Favorites v Home Logout Preferences Help Diagnostics

Negotiations
Negotiations >

(& Confirmation
Quote 68003 for RFQ 15279 (sdvsdvsdv) has been validated without any errors.

Create Quote 68003: Review and Submit (RFQ 15279)

> S
Cancel | [ Back | | validate | [ save Draft | | Printable View | | submit |

The Confirmation window is displayed to indicate validation with no errors.
15- Click the Submit button.

== Northeast Ohio -
Regional Sewer District  Sourcing

[ Confirmation
Quote 68003 for RFQ 15279 (sdvsdvsdv) has been submitted.

Return to Sourcing Home Page é‘—

The Confirmation window is displayed to confirm successful submission of the quote.
16- Click the Return to Sourcing Home Page link.
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Creating Online Discussions

Portal supplier users can utilize the messaging capabilities to communicate directly with NEORSD purchasing
administrators with questions or requests for more information during negotiations. Users will receive
updates when message responses are received from NEORSD personnel.

=== Northeast Ohio .
Regional Sewer District  S0Urcing

m Navigator v B2 Favorites ¥

Search Open Negotiations  Title - EI

Welcome, MARK CASTRO.
Your Active and Draft Responses

Press Full List to view all your company's responses. Full List
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages

68003 \ Active 01 15279 sdvsdvsdv RFQ 5 days 6 hours E& a

Your Company's Open Invitations

Full List
Supplier Site Negotiation Number Title Type Time Left
No results found.

Quick Links

All active quote responses are listed in the Your Active and Draft Responses section of the Home Page.
1- Click the link under the Response Number field to open the response.

Negotiations
Negotiations >
Quote: 68003 (RFQ 15279)

———— &
Actions | Online Discussions_+| | 60 |
Title sdvsdvsdy o ol !N Discussions
Time Left

5 days 5 hours Close Date  10/26/2013 19:34:20 View Quote Histery
Quote Style Blind Ranking Price Only Create Quote
Quote Currency USD Supplier INDUSTRIAL SAFETY PRODUCTS TNC Printable View
Contact CASTRO, MARK Supplier Site 01
Suppliers' Quote Number ISQUOTE456 Quote Valid until  10/30/2013

Quote Status  Active
Note to Buyer

Tite Type Description Category Last Updated Usage Update Delete
Attachments o resuts found.
Lines
“TIP All prices are in USD.
Quote Total (USD) 31.00

Show All Details | Hide All Details

Start Target Quote Target Quote Line Active
Details Line Ship-To Rank  Price Price  PriceUnit  Quantity  Quantity Need-By Date Promised Date  Total Quotes
@ Showi 1 Easterly Internal Blind 31EA 1 1/10/30/2013 17:00:00 to 11/02/2013 31.00 Blind

Location 10/20/2013 17:00:00 12:29:32

The Quote window is displayed.

2- Toinitiate the creation of a discussion, select the Create Discussion value in the Actions box.
3- Click the Go button.
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1 Navigator v B% Favorites Home Logout Preferences Help Diagnostics

Negotiations > Quote: 68003 (RFQ 15279) »

Online Discussions (RFQ 15279)
Cancel | | Printable Page

Title sdvsdvsdyv
Status  Active Open Date  10/08/2013 20:33:48
Close Date  10/26/2013 19:34:20

Time Left 5 days 5 hours
Messages

New Message
Subject Message Status Sender Date Reply
No results found.

cancel | | printable Page

The Online Discussions window is displayed. Any previous messages or replies related to this quote will be

listed in the Messages region of the window.
4- Click the New Message button.

= Northeast Ohio 4
5 Regional Sewer Distriet  SOUICINg

M Navigatorv B Favorites v Home Logout Prefer

Negatiations > Quote: 68003 (RFQ 15279) > Online Discussions (RFQ 15273) »

Create New Message (RFQ 15279)
Send

* Indicates required field

Send To North East Ohio Regional Sewer District
* Subject  Question on RFQ 15279

———p = Message i there be additional ftems added to this RFQ prior to 10/30/20137 -
Thank you in advance for your response.

cance] | | send

The Create New Message window is displayed. The Send To is pre-populated with the appropriate NEORSD

recipient address.
5- Enter the desired valuein the Subject field.
6- Enter the desired text (up to 240 characters) in the Message field (scrolling field).

7- Click the Send button.

Negotiations > Quote: 68003 (RFQ 15279) >

Online Discussions (RFQ 15279)
cancel | | Printable Page
Title  sdvsdvsdv
Status  Active Open Date  10/08/2013 20:33:48
Time Left 5 days 5 hours Close Date  10/26/2013 19:34:20
Messages @G
New Message
Subject « Message Status 'sender |pate Reply
Question on RFQ 15279 Will there be additional items added to this RFQ p Read CASTRO, MARK 10/21/2013 13:41:09 .

Cance] | | printable Page

Negotiations Home Logout Preferences Help Diagnostics

The Create New Message window is closed and user is returned to the Online Discussions window.
8- Note the inclusion of the new discussion record under the Messages region of the window.
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Search Open Negotiations  Title -
Welcome, MARK CASTRO.
Your Active and Draft Responses
Press Full List to view all your company's responses.

Response Number Response Status
68003 Active

Your Company's Open Invitations

Supplier Site
No results found.
Quick Links
Manage View Responses
« Drafts o Active
+ Personal Information e Disgualified
* Awarded
* Rejected

The message has now been sent directly to NEORSD purchasing administration.

Monitor  Unread Messages

\\M

FC

Full List

Time Left

9- Note the Unread Messages column in the Your Active and Draft Responses section of the Home
Page window — any reply to your message will display an update to the link in this column.
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Congratulations! You have now learned how to:

e Access the iSupplier portal and Home Page

Use the Orders tab and related functions

Use the Shipments tab and related functions

Use the Finance tab and related functions

Create and submit invoices

Create and submit Advanced Shipment Notices

e Perform profile updates through the Admin tab

e Use the Sourcing responsibility to respond to bid requests and communicate directly with NEORSD
purchasing administrators
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