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Procedure

To add Products and Services to your business profile, complete the steps below.

=
Userllame i ryaseasy
“f me.Last Name” County:"CNTY:oeoo:™ xooccs is EmpNumber)

(c
Password o

o
v23)

‘assword. Click Here to Reset

Privacy Statement Copyright (<) 2006, Cracie. Al rights ressrved

psi//pr 2dmz2 utsourcing.com/QA_ HTML/OA jsp?pag  Trusted sites | Protected Mode: Off fa v H100% -

Step Action

1. Log into the iSupplier Portal with your User Name and Password.
Login
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Oracle Applications Home Page

B Favorites v
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Services

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Personalize

53 poing Business with City of Tamps
3 poing Business with Hilshorough Coun

B [ [5 ppler Profie, User and Task Manage

Worklist
Full List (2)
From[‘rype |a| bject |sent v \Due
POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Reqistration Approval
Supplier User Registration | Hillshorough County and the City of Tampa Supplier [12-Mar-2014
Workflow Version 2 Collaboration Network: Confirmation of Registration

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

m

Copyright (c) 2005, Oracle. Al rights reserved

Step

Action

choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

The Oracle Applications Home Page opens. On the Main Menu you have three

Click the Supplier Profile, User and Task Manager link.

Su plier Profile, User and Task Manage |
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»  General

+  Company Profile
Organization
Address Book

o Contact
Director
S

Product &
ervices

o Payment &
Invoicing
*  Tasks

N Navigator v B2 Favorites v Home

‘Supplier Administration

General

Organization Name Training Company
Supplier Number 1064658
Taxpayer D 12-0101011
Country of Tax Registration

Att.

Search

HNote that the search is case insensitive

e [ [6o]

[# show More Search Options

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
No results found.

Supplier Administration Home Logout Preferences

dle. All rights reserved
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Services

Step

Action

The General Profile window opens.

Click the Product & Services link on the left side toolbar.
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‘Supplier Administration

= General
+  Company Profile
o Organizati

N Navigator v B Favorites »

Products and Services

Training Guide
iSupplier — Adding Products and

Remove || Add

o Address Book
o Contact
Directary
o Product 8&
Services
o Payment &
Invoicing

+  Tasks

Select All | Select Add i

Select Code Products and Services
& 072.01 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE
FUEL UNITS).Class 1 Trucks (6,000 Ib. GVWR or less)
& 072.02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE
FUEL UNITS).Class 2 Trucks (6,001 - 10,000 Ib. GVWR)
(] 072.03 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE
FUEL UNITS).Class 3 Trucks (10,001 - 14,000 Ib. GWWR)

Supplier Administration Home Logout Preferences Help

hitps://projectlappshctftestdmal oracleoutsourcing.com/OA_ HTML/OAdjsp... |

Date
Added
12-Mar-
2014
12-Mar-
2014
12-Mar-
2014

Approval
Status
Approved
Approved

Approved

View Sub-
Category

acle. All rights reserved

Step

Action

The Prod

“naa |

ucts and Services window opens.

Click the Add button to add new Products and Services to your profile.

Services
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Supplier Administration: Product & Senices >
Add Products and Services: : (Training Compan

Training Guide
iSupplier — Adding Products and

Preferences Help

“TIP Please Do Not Select the XXX.00 Category Cade as these will not be used
@ Browse All Products & Services (NIGP Codes)

oo

© Search for Specific (NIGP) Code and Product - To narrow down results for specific codes ar descriptions use the "%" as wildcard

Code Products and Services
005 ABRASIVES
010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.

019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUTTS, MELONS, NUTS, AND VEGETABLES
020 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)
022 AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS

025 AIR COMPRESSORS AND ACCESSORIES

031 AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE CLASS 740 ALSO)
035 AIRCRAFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES

037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.

040 AMIMALS, BIRDS, MARINE LIFE, AND POULTRY, LIVE, (INCLUDING ACCESSORY ITEMS)

045 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE

050 ART EQUIPMENT AND SUPPLIES

052 ART OBJECTS

055 AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRUCKS, ETC.

060 AUTOMOTIVE AND TRAILER EQUIPMENT AND PARTS

065 AUTOMOTIVE AND TRAILER BODIES. BODY ACCESSORIES. AND PARTS

<) Previous 1-20
View Sub-

Categories Applicable

caEemE e g e e e e R e e e N

v Next20 ®

I

[T Applicable
[0 Applicable
[T Applicable
[0 Applicable
[T Applicable
[T Applicable
[0 Applicable
[T Applicable
[T Applicable
[ Applicable
[T Applicable
[0 Applicable
[T Applicable
[T Applicable
[0 Applicable
[T Applicable
[Tl Apolicable  ~

Services

Step

Action

Categories.

TIP:

number as criteria.

The Add Products and Services : (Company Name) window opens.
Click the Search for Specific (NIGP) Code and Product option.

You can also Browse All Products and Services and select from the Sub-

You may use the iSupplier Category Codes link on the Procurement web page to
review the list of NIGP codes and determine in advance which products and

services to add. Locate your products on the list and write down their
corresponding 5 digit numbers. You can search Products and Services using the
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http://www.hcflgov.net/library/hillsborough/media-center/documents/procurement-services/selling-to-hillsborough/isuppliercategorycodes.pdf

T Navigator v B Favorites ¥ Home Logout Preferences Help

Supplier Administration: Product & Senices >

Add Products and Services: : (Training Company)

oo

¥TIP Please Do Not Select the XXX.00 Category Cade as these will not be used
© Browse All Products & Services (NIGP Codes)
@ Search for Specific (NIGP) Code and Product - Ta narrow down results for specific codes or descriptions use the "%" as wildcard

Search

Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive.
Code

Description [ Tools%]
6o | | Clear
Code Description Applicable
No search conducted.

Cancel | | Apply

Copyright (<) 2006, Oracle. Al rights reserved

Home Logout Preferences Help

Privacy Statement

hitps://projectlappshtftestdmal oracleoutsourcing.com/OA_HTML/ QA jspT.. |

.I Training Guide
iSupplier — Adding Products and

Services

Step

Action

To search for Specific Codes, enter the NIGP code in the Code field and click
Go.

If you do not know the NIGP code, then enter key words in the description
box. To maximize results, use a wildcard (%) on either side of the keyword.

For example, search for %Tools% or %Uniforms%. By adding the wildcard (%)
to your search, the system will find all Products and Services which include the
word inserted between the wildcard (%).

Note: This search is not case sensitive.

If you do not know the NIGP code, enter a search term into the Description field.

Click the Go button to begin your search.
Go

Check the Applicable check box for any Products and Services being added.

o]
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Step Action

10. Once you have selected all of the Products and Services being added, click
the Apply button.

Apply

N Navigator ¥ B2 Favorites ¥ Home Logout Preferences Help

The following Product and Service categories have been added to your profile.

. TVE ACC FOR ES, BUSES, TRAILERS, TRUCKS, ETC..Emergency Kits for Vehicles Including First Aid Kit, Tools, etc.
« AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Air Powered Shop Tools, Regulators, and Parts
+ AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Carbon Removing Tools

¥TIP Please only click the "Return to Products and Services" Link Once
Return to Products and Services
Return to Products and Services Home Logout Preferences Help

Privacy Statement

Copyright (<) 2006, Oracle. Al rights reserved

hitps://projectlappshctftestdmzl oraclesutsourcing.com/OA_HTML/OA jspT... |

Step Action

11. Confirmation is given that the Products and Services have been added.
Click the Return to Products and Services link.

Note: Only click the "Return to Products and Services" link once.
Return to Products and Services
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= General
+  Company Profile
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Products and Services
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ogout Preferences Help

Remove || Add

Address Book
o Contact
Directary

o Product 8
Services

o Payment &
Invoicing

+  Tasks

Statement

Select All | Select None

Select Code Products and Services
072.01 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar-

B
B
B
B
m
B

UNITS).Class 1 Trucks (6,000 Ib. GVWR o less)

Date
Added

2014

072.02 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar-

UNITS).Class 2 Trucks (6,001 - 10,000 Ib. GVWR)

2014

072.03 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL 12-Mar-

UNITS).Class 3 Trucks (10,001 - 14,000 Ib. GVWR)

055.27 AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRUCKS,
ETC..Emergency Kits for Vehicles Including First Aid Kit, Taols, etc.

075.01 AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES.Air Powered Shop
Tools, Regulators, and Parts

075.12 AUTOMOTIVE SHOF AND RELATED EQUIPMENT AND SUPFLIES.Carbon Removing
Tools

Supplier Administration Home Logout Preferences Help

javascript;_submitNavi( DefaultFormName!, https%3A//projectlappshctftestd... |

2014
12-Mar-
2014
12-Mar-
2014
12-Mar-
2014

Approval
Status

Approved
Approved
Approved

Pending
Approval
Pending
Approval
Pending
Approval

View Sub-
Category

xacle. All rights reserved

Services

Step

Action

12.

profile.

Home

Click the Home link to return to the Home Page.

You will notice that the Products and Services have been added to your company's

They will be in "Pending Approval” status until they are approved by
Hillsborough County and the City of Tampa.

13.

You have successfully added NIGP category codes to your company's profile.
End of Process.

Page 8



