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First Time Access

Procedure

This document provides step by step instruction on how to log into iSupplier Portal and change
your password.

Before you begin:

These steps can be completed only when you have received an email approving your iSupplier
registration. The approval email contains your iSupplier User Name and Password.
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FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
From: Workflow Mailer —- DHCT2I [maitto:wfdhct2i@DR.AtOracle.com]

Sent: Tuesday, August 09, 2016 1:18 PM

To: BIG ORANGE <big@orange.com>

Subject: FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Registration Approval

Ta BIG ORANGE
Sent  09-AUG-2016 13:16:42
pi) 3687615

Your request to register with Hillsborough County and the City of Tampa for access to their supplier collaboration network has been approved. You can now log on to your
Orade Applications system using your userame (BIG@ORANGE.COM) and the temporary password Vi8~6010B. Instead of typing in your temporary password it is

recommended that you copy and paste it into the password field. When you logon for the first time, you will be required to change your password for security purposes.
Please wait 15 minutes after recelving this email to log in to your account.

1f you have any further questions or require additional information then contact Nilesh

ounty.orq).
Thank you.
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Step Action

After registering on Hillsborough County's iSupplier site, you will receive a

confirmation email with a log-in link, your username and your temporary
password.

Click the log on link to launch the iSupplier Portal.

Oracle Applications system
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*Password

“UserName |

(Gity: "First NameLast Name" County: "CNTYxco00c" so0c0c is Empumber)

(sxample: 4u33v23)

Forgot Password.Click Here to Reset

Accessibility None -
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Step

Action

Once the application log-in page opens. You will need to go back to your email to
retrieve your username.

Open your Email by clicking back on your email application.

Page 2



H'Ehﬁmuﬂm
o Lawriada

. Training Guide
iSupplier — First Time Access

=\ FYL Hillsboraugh Cous mpa Supj irmation of - Wi {0l
@ nttps://webmail hillsclerk.com/0VA Tae-T pen&it=[PM Note&id=RgAAAADKjd]YINCRZHNSGZWMnZEBuwCighDQW JWitiyAABFUGHAACFGhDQW2MIRGKMUWT @

ChReply | ClReplytodl | GhForward ¥ - [l & @B X B e+ @ )

FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration

From: Workflow Mailer -- DHCT2I [mailto:wfdhct2i@DR.AtOracle.com]
Sent: Tuesday, August 09, 2016 1:18 PM
To: BIG ORANGE <big@orange.com>

Subject: FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Registration Approval

To BIG ORANGE
Sent  09-AUG-2016 13:16:42
D 3687615

Your request to register with Hillsborough County and the City of Tampa for access to their supplier collaboration network has been approved. You can now log on to your
Orade Applications system using your usermame ot password Vis~6010B. Instead of typing in your temporary password it is
recommended that you copy and paste it into the password field B2 Copy first time, you will be required to change your password for security purposes.
Please wait 15 minutes after receiving this email to log in to you

Select Hyperlink

If you have any further questions or require additional informatic Open Hyperlink ounty.org)

Thank you, Copy Hyperlink
Whok...

Action

When back in your email, highlight your Username, right-click and choose Copy.

You can also use the [CtrI+C] to copy the username.
ER Copy

Return to the Login by clicking on the internet browser in which the application
is open.
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“User Name

(City: *First Name.Last Name’ Unde
*Password

Cut

Copy
Paste

(sxample: 4u35v23)

Forgot Password, Click Here|

Delete
Accessibility None
Send to OneNote

Select all
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Step

Action

When you are back in the application log-in screen, right-click in the User
Name field, click Paste.

You can also use the [Ctrl+V] to paste the username.
Paste
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“Userlame  p1G@ORANGE.COM

(City: "First Name. Last Name" County: "CNTY:oceo" soecce is EmpNumber)
*Password

(example: 4u58v23)
canc
Forgot Password.Click Here to Reset

Accessibility None -
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Step Action

6. Open your Email again by clicking on your email application.
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FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
Worlkflow Mailer - THCTFI [withctfi@AtOracle.com]

Sent: Tuesday, August 09, 2016 1:18 PM

Ts  BIG ORANGE
Sent  09-AUG-2016 13:16:42 Tahoma o cla oA As
D 3687615 <
B I UW-A-~:iZ-3iS- shles
Your request to register with Hillsborough County and the City of Tampa for access to their supplier collaboration NETWorK as DEE approved. You can fiow log on to your
Oracle Applications system using your usemname (BIG@ORANGE.COM) and the temporary password ViB~601~7, e
recommended that you copy and paste it into the password field. When you logon for the first time, you will &

aur temporary password it is
Cut ur password for security purposes.
Please wait 15 minutes after receiving this email to log in to your account. By Copy
If you have any further questions or require additional information then contact Nilesh Rameshkumar Goyal( (s Paste Options: y.om).
a
Thank you. 0O
A Font..

=% Paragraph.

Synonyms >
Eg Translate

Search with Bing

Hyperlink.

Step Action

When back in your email, highlight your temporary password.
Right-click the highlighted Temporary Password, select Copy.

You can also use the [Ctrl+C] to copy the username.
Emy Copy
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FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Confirmation of Registration
From: Workflow Mailer - DHCT2! [mailto:wfdhct2i@DR.AtOracle.com]

Sent: Tuesday, August 0, 2016 1:18 PM

To: BIG ORANGE <big@orange.com:

Subject: FYI: Hillsborough County and the City of Tampa Supplier Collaboration Network: Registration

Ta BIG ORANGE
Sent  09-AUG-2016 13:16:42
o 3687615

Your request to register with Hillsborough County and the City of Tampa for access to their supplier collaboration network has been approved. You can now log on to your
Oracle Applications system using your username (BIG@ORANGE.COM) and the temporary password Vig”*6010B. Instead of typing in your temporary password it is

recommended that you copy and paste it into the password field. When you logon for the first time, you will be required to change your password for security purposes.
Please wait 15 minutes after receiving this email to log in to your account.

1f you have any further questions or require additional information then contact Nilesh

ounty.org).

Thank you.

Step Action

8. Return to the Login screen by clicking on the internet browser in which the
application is open.
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“Userliame 2aININGCOMPANY.COM

(Gity: "First NameLast Name" County: "CNTYxco00c" so0c0c is Emphumber)
*Password

(example: ausgv2: Undo

Cut

Forgot Password, Copy
Accessibility None Paste

Delete

Send to OneMote

About this Page  Privacy Statement Copyright (c) 2006, Oradle. Al rights reserved
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Step

Action

When you are back in the application log-in screen, right-click in
the Password field, select Paste.

You can also use the [Ctrl+V] to paste the username.
Paste
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*Password

About this Page

“Userllame 2 |NINGCOMPANY COM

(Gity: "First Name.Last Name” County:"CNTYacooo:" soococ is EmpNumber)

Forgot. - . Click Here to Reset

Accessibility None

Privacy Statement
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Step
10.

Action

Click Login.

Login

You will be asked to change your password the first time you log-in.
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Logout

Change Password

* Current Password

Undo

* New Password
Cut

* Re-enter New Password Copy
Paste

Delete

* Indicates required field Send to OneNote

Selectall

About this Page  Privacy Statement
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Step

Action

11.

The Change Password window opens. Right-click in the Current Password
field, select Paste.

Your current password should still be stored in your background. If it is not, go
back to the email and copy the temporary password again.

You can also use the [Ctrl+V] to paste the username.
Paste
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Step Action
12. This is where you will enter your own personal password.
Enter a new password into the New Password field.
*Important™* Passwords must be at least eight (8) characters, and contain NO
repeating characters. For example, welcomel2 is acceptable; however,
welcome22 is not.
13. Re-enter the new password into the Re-enter New Password field.
14. Click the Submit button.
Submit
15. Your iSupplier Portal Home Page will open. Here you can access both City of
Tampa and Hillsborough County information. You also can update or change your
profile.
See the additional iSupplier Navigation documents for instructions on navigating
the iSupplier Portal.
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Step Action
16. You have successfully logged into the iSupplier Portal for the first time.

You can manage your company's profile by clicking the Supplier Profile, User
and Task Manager link.

To search bids, look at invoices, etc., click Doing Business with Hillsborough
County.

End of Process.
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