HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

The ACH and/or W9 forms can be found at http://www.nashville.gov/Finance/Procurement/Purchasing.aspx. This is also the same location that
needs to be used when logging into iSupplier.
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Nashville.gov *» Finance ® Procurement » Purchasing

Finance

Business Opportunities Bulletin (BOB)

Finance Director

Financial Accountability View Invitations to Bid, Requests for Proposal, or Requests for Qualification (and their amendments / attachments, if applicable).

Financial Operations + Bidding Opportunities inside iSupplier (4

Management and Budget + Bidding Opportunities outside iSupplier

Office of the Treasurer . . R

Payroll ORACLE Supplier Registration

Procurement Metro Nashville has selected Oracle Procurement Software as its iProcurement selution.
About Us Suppliers wishing to do business with Metro Nashville Government are required to register as a supplier on Oracle iSupplier
i Registration. If you have not registered or need to update your supplier profile please review the User Productivity Kit for tips to assist

you in registration, then visit our iSupplier Registration site. [

How To Do Business With + iSupplier Login (%

Metro
BOB OQutside iSupplier ¢ ACH Credit Form A
Protest and Appeals + W-9 Form With Signature M
Minority and Women * iSupplier Online Training Tool - User Productivity Kit

Business Assistance (BAO)

For questions about supplier registration e-mail iSupplier@nashville. gov =
iProcurement and iSupplier q PP 9 pplier@ g

Hegiie Adobe Reader
FAQ
If you do not have the latest version of Adobe Reader, you may obtain a Free copy by following this link.
Public Property Administration Get Adobe Reader [7

Reports
Unclaimed Property

You will need download the PDF of the forms, print and completed the forms, then scan as pdf.

Login to iSupplier by using link provide in the website & sxern | Make sure you are using internet explorer.


http://www.nashville.gov/Finance/Procurement/Purchasing.aspx

HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE

(EXAMPLE ACH AND/OR W9)
The login screen should appear like the below
/€ Login - Windows Internet Explorer BEX
@ ;: - |gi https:,l’,l’isupplier.nashville.gov,l’OA_HTML,I’RF.jsp?Function_id=28?16&resp_id=-1&resp_appl_id=-1&security_gr0up_id=D&Iang_c0de=US&params=KQDueFd3h5ncJDQD.532|rVJ Qﬂi-ﬂ_i _X§ E_\_ao.:._:lg | 2 |
File Edit ‘iew Favortes Tools Help & -
W |@Login [_| 5o~ = v [ Pags - (O Tadk -

' Metro Nashville
’ro

A At e

“User Name |

*Password
:'axsn'\p-s-h.? __2-;, B
Login || Cancel

Login Assistance

Accessibility| None |ll

Select a Language:
English

Privacy Statement Copyright (c) 2006, Cracle. All rights reserved,

Type in your username which is the email address of the user account and password you created
Remember that the password must meet the following qualifications:

e Must be nine characters
e Must contain at least one number or special character
e Cannot contain back to back letters, number or characters (for example you cannot use “progress”).
e Password is Case Sensitive
If you do not remember your password or need to reset your password you can do so by going to login assistance




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE

(EXAMPLE ACH AND/OR W9)
@7 Login - Windows Internet Explorer T H ﬂ-]ﬁ

@\:ﬂ hd |g, https:,l’,l’isupplier.nashville.gov,l’OA_HTML,l’RF.jsp?Function_id=28?16&resp_id=-1&resp_appl_id=-1&security_group_id=D&Iang_code=US&params=KQDueFd3h5ncJDQD.532[:] 5 i"ﬁ! x| | Google !|P A
File Edit View Favorites Tools Help @ >
= = : = s »

v e |§Login [ | f-} = '; = |5sr Page .{3- Tools =

'?Metro Nashville
rocurement

-

I
I
i

7
/ |

- . - !__ |

48 s {Exemple: michasl jemes smith)

*Password I

[Login ]| cancel

Accessihility| Nane |Z

Select a Language:
English

Privacy Statement Copyright (c) 2006, Cracle. All rights reserved,

See how to reset your password guide for additional instructions.



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Once you log into the system your screen should look like below.

@ Oracle Applications Home Page - Windows Internet Explorer = I
@‘:—;r - |g, https:fisupplier . nashwville, gowfoa_HTMLOA, jspPOAFUNCc=C0AHOMEPAGE&Das=zNWNEd-R4TxIIs20W 2430, . # M & X |G00g\e ||4‘J 1
File Edit ‘iew Favoribes Tools  Help @ g
e [@Oracle Applications Home Page l l @ - B @ * |k Page ~ -@' Tools =

' Metro Nashville [T Srur sy
Al

ocurement

B2 Favorites ¥ Logout Preferences

Enterprise Search |AII M | | lEI Search Results Display Preference .

Logged In As METRO.TESTSUPPLIER@GMAIL.COM

Oracle Applications Home Page

Main Menu Worklist

Rssmates -
Full List
B metro iSupplier Portal Access Switch User

From ~ |Tvpe |Su bject Sent |Due
BROWMN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183214 (May 2010 Flood Home 16-0ct-2012 19-Oct-2012

CHARLES Publish Abatement - Miami A }

BROWMN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183229 (May 2010 Flood Home 16-0ct-2012 19-Oct-2012
CHARLES Publish Abatement - 2209 & 2319 Pennington Bend Road)

BROWMN, Sourcing You are invited: RFQ 183215 (Construction for 2011 Collection System Structural Defect 17-Oct-2012 09-Nov-2012
CHARLES Publish Repairs)

BROWMN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183228 (May 2010 Flood Home 16-0ct-2012 19-Oct-2012
CHARLES Publish Abatement - 2673 Miami Avenue)

ALLEN, Sourcing You are invited: RFQ 160152 (Library Projector,Lens and Mount purchased and installed.) 25-Sep-2012

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

Privacy Statement Copyright {c) 2008, Oradle. All rights reserved.




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

If the screen does not show the two boxes (Main Menu and Worklist); then click on Home in the upper right corner as shown below

@ Oracle Workflow: Motifications - Windows Internet Explorer .=
@;{ - |g, https:,l’,l’isupplier.nashville.gov,l’OP._HTML,I’OP..jsp?page=,l’orac|e,l’apps,ffnd,l’wf,l’worklist,l’webui,l’AdvancWorHistPG&addBreadCrumb=Y&ebizHomeList=Y&_ti=866344654&0apc=M & || X jGoogle Pl
File Edit ‘“iew Favorites Tools  Help ﬁ &
‘i:f e [@Oracle ‘Workflow: Notifications l_l @ 18 g:&; = @Page - ,g} Toals =
Metro Nashville Nusingss
' srocurement
aviga d 0qo = elp
Oracle Applications Home Page = Worklist for METRO SUPPLIER

Worklist

Our screen should have a main menu and worklist section. Worklist is just a notification list concerning negotiations.

Oracle Applications Home Page

Main Menu Worklist

Full List
Metro iSupplier Portal Access Switch User

From + |Type |Su bject Sent |Due
BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183214 (May 2010 Flood Home 16-0ct-2012 [19-0ct-2012
CHARLES Publish Abatement - Miami A

BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183229 (May 2010 Flood Home 16-0ct-2012 |19-0ct-2012
CHARLES Publish Abatement - 2209 & 2319 Pennington Bend Road)

BROWN, Sourcing You are invited: RFQ 183215 (Construction for 2011 Collection System Structural Defect 17-0ct-2012 09-Nov-2012
CHARLES Publish Repairs)

BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183228 (May 2010 Flood Home 16-Oct-2012 |19-0ct-2012
CHARLES Publish Abatement - 2673 Miami Avenue)

ALLEN, Sourcing ‘You are invited: RFQ 160152 (library Projector,lens and Mount purchased and installed. ) 25-Sep-2012

MICHAEL Publish

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

Click on the Plus (+) sign next to Metro iSupplier Portal Access. Oracle Applications Home Page

Three additional options will drop down




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Click on Home Page

E Oracle Applications Home Page - Windows Internet Explorer o = i
@‘:—-;r - |g, https: fisupplier. naslville gow/Oa_HTMLIOA, jspPOAFunc=0AHOMEPAGE &nas=zMNWnSd-R4 TxIIs20Wy24 30, . # M & 4| X |G00gle ||4‘J

File Edit View Favorites Toolsf Help

ﬁ ﬁ'ﬁ [@Oracle Applications Honle Page l_l @ i E @ " IﬂvPage i '@ b <

' Metro Nashyille = 2 -
srocurement

Enterprise Search |AII M | | IE' Search Results Display Preference

Logged In As METRO.TESTSUPPLIER@GMAIL.COM

Oracle Applications HomejPage

Main Menu Worklist

= St mmmier Portal Access
From + |Type |Su bject Sent |Due

S U Home Pa BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183214 (May 2010 Flood Home 16-0ct-2012 19-Oct-2012

B workist CHARLES Publish Abatement - Miami Avenu
BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183229 (May 2010 Flood Home 16-Oct-2012 [19-Oct-2012
CHARLES Publish Abatement - 2209 & 2319 Pennington Bend Road)
BROWN, Sourcing You are invited: RFQ 183215 (Construction for 2011 Collection System Structural Defect 17-Oct-2012 09-Mov-2012
CHARLES Publish Repairs)
BROWN, Sourcing Reminder: Please acknowledge intent to participate in RFQ 183228 (May 2010 Flood Home 16-Oct-2012 [19-Oct-2012
CHARLES Publish Abatement - 2673 Miami Avenue)
ALLEN, Sourcing You are invited: RFQ 160152 (Library Projector.,Lens and Mount purchased and installed. ) 25-Sep-2012
MICHAEL Publish

=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

Privacy Statement Copyright {c) 2008, Oracle. All rights reserved.




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Screen should appear like below

E iSupplier Portal: Home Page - Windows Internet Explorer - || O
@z—-_}r - |g, https:,l’,l’isupplier.nashville.go\-',l’OA_HTML,l’RF.jsp?Function_id=12344&resp_id=5065?&resp_appl_id=1??&security_group_id=D&Iang_code=US&params=NQ\"29hIBLSMk\"bth % || % |G00gle | pelis
File Edit Wiew Favorites  Tools  Help @ @
w4 [@iSupplier Partal: Home Page l_l - B sl ~ |-k Page ~ () Todls -

Metro Nashville JEETIRENIE R

sfrocurement

N Navigator v B2 Favorites w Home Logout Preferences Help

Notifications orders
Full List e Agreements

Subject Date e Purchase Orders

You are invited: RFQ 183215 (Fonstruction for 2011 Collection System Structural Defect Repairs) 17-0ct-2012 03:49:08 + Purchase Histo

Reminder: Please acl:nc-.n-‘ledulintent to participate in RFQ 183214 (May 2010 Flood Home Abatement - Miami  |16-Oct-2012 11:25:11

Reminder: Please acknowledge Wntent to participate in RFQ 183229 (May 2010 Flood Home Abatement - 2209 & |16-0ct-2012 11:25:08

2319 Pennington Bend Road)

Reminder: Please acknowledge iffent to participate in RFQ 183228 (May 2010 Flood Home Abatement - 2673 |16-0ct-2012 09:55:13

Miami nue)

You are invited: RFQ 160152 (Libr,

ry Projector,lens and Mount purchased and installed.) 25-Sep-2012 10:49:25

1  orders At A Glance

PO Number Description Order Date
Mo results found.

Home Orders Admin Home Logout Preferences
Copyright {c) 20086, Oracle. All rights reserved.

Privacy Statement

Click on the ADMIN Tab




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Once you click on the Admin Tab, your screen should appear like below

FE General - Windows Internet Explorer =
@:}.‘ - |g, https:,l’,l'isupplier.nashville.gov,l'OA_HTML,l'OA.jsp?page=,|'0racIe,l'apps,l’pos,l'supplier,l'webui,l’SupthPG&OASF=POS_HT_SP_S_SUP_DET&retainAM=\"&_ti=95311343?&oapc=3M & 4| X Google £~
File Edit Wiew Favorites Tools  Help @ -
o [@General l_l - B s v |:bPage - {CF Taks -

' Metro Nashville iSupplier Portal
-

ocurement

M Mavigator v B2 Favorites v Home Logout Preferences

Home Orders Admin Home Logout Preferences

Home | Orders

Profile Management | Concurrent Requests

« General General

« Company Profile Organizgtion Name Metro Test Supplier . DU.NS Number
— izati Supplier Number 15033 Tax Registration Number
R Alias Taxpayer 0 999999999
o Address Book Parent Supplier Name Country of Tax Registration
o Contact Parent Supplier Number
Directory
o [ramss Attachments
Classifications
o Product & Search
Services
o Banking Details | Mote that the search is case insensitive
o Payment & Title
RIS [# Show More Search Options
o Surveys

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

Privacy Statement

THIS IS WHERE YOU NEED TO BE IN ORDER TO ADD THE APPROPRIATE DOCUMENTS.

Copyright () 2008, Oracle. All rights reserved.



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Click on Add Attachment Button

E General - Windows Internet Explorer - &
@;: - |g, https:)fisupplier.nashville. gow/ 0B _HTMLIOA, jsp?pa e=,|’0racIe,l'apps,l'pos,l'supplier,l’webui,l’SupthPG&OASF=POS_HT_SP_S_SUP_DET&retainAM=\"&_ti=95311343?&oapc=3M & 4| X Google £~
File Edit Wiew Favorites Tools  Help @ -
o [@General l_l - B s v |:bPage - {CF Taks -

-

rocurement

M Mavigator v B2 Favorites v Home Logout Preferences

Home | Orders
Profile Management | Concurrent Requests
« General General
« Company Profile 0 ganizgtion Name Metro Test Supplier . DU.NS Number

— izati Supplier Number 15033 Tax Registration Number

R Alias Taxpayer 0 999999999

o Address Book Pargnt Supplier Name Country of Tax Registration

o Contact Farenf Supplier Number

Directory

o Business Attachments

Classifications

o Product & Search

Services

o Banking Details | Mote that the search is case ijsensitive

o Payment & Title

RIS [# Show More Search Optionf

o Surveys

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

Home Orders Admin Home Logout Preferences

Privacy Statement Copyright {c) 2008, Oracle. All rights reserved.



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Screen should appear like below

|_’§ iSupplier Portal: Add Attachment - Windows Internet Explorer

= || w
5@." |g, https:Hisupplier.nashville.gnw’OA_HTML,l’OA.jsp?page=,|’nracle,l’apps,l’pns,l’supplier)’wehui,|’SuppDtPG&OASF=POS_HT_SP_S_SLIP_DET&ratainAM:\"&_ti:QSS11343?&OAMC=M Q *4|| X | |Goagle

File Edit View Favorites Tools  Help

% - |
* *‘1'% [@isupp\ier Portal: add Attachment lil

@' B @'@Pagev-@ho\sv ~l

"PMetrc Nashville TS|
rocurement

-

" Navigator v B Favorites v

Home Logout Preferences Help
Home | Orders
Profile Management | Concurrent Requests

Add Attachment

| Cancel | | Add Another | | Apply |
Add | Desktop File/ Text/ URL [w|

Attachment Summary Information

Title
Description

Category |From Supplier

Define Attachment

Type @ File
O URL
OText

Browse...

Add Another | | Apply |

Home Orders Admin Home Logout Preferences Help
Pnvacy Statement

‘Copyright (¢} 2008, (..~e. All rights reserved

Type in title of documents and provide a description of the document. Click Browse to find the document




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

When you clock browse then another window will appear wanting you to go find the appropriate file you want to attach

qu

Choose file

2

Loak in:

o

My Recent
Documents

=
[
Deskiop

%

by Documents

by Cormputer

——

by M etwark,
Flaces

2% Home [H:)

x| e B E-

FE ky Recent Documents
Desklop
@ My Documents
¢ My Computer
aee Local Digk [C]
ity DVDACD-RYW Drivee (D)
2% ForPro [F)

.........................

) =# Public [P
. My Metwark Places
I Groupon
File name: I j | Open I
Files of type: I,-i'-.ll Files [*%] LI Cancel |
g

Select the file and click open



HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

The screen should appear with Title, description, and File type fields completed. Once you have completed these steps, you do one
of two things (1) can click Add another if you have other documents to attached, or (2) click apply if you do not have any additional
documents to attach

i:f ﬁ'ﬁ [@iSupplier Portal: Add Attachment l_l @ < m géa < j Page - _‘g} Tools = g

"Pl\ﬂetro DERGUNE  isupplier Portal
rocurement

-

n Navigator v B2 Favorites v Home Logout Preferences Help

Home | Orders
Profile Management | Concurrent Requests
Add Attachment

Cancel | Add Another | Apply |

Add | Desktop File/ Text/ URL [v]

Attachment Summary Information

Title |ACH Form

Description | completed ACH Form

Category |From Supplier

Define Attachment
Type @File  |H\General\Notes\ACHForm_pdf
OUurL
OText

Cancel Add Another | Apply |

Home Orders Admin Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.




HOW TO ATTACH DOCUMENTS TO SUPPLIER PROFILE
(EXAMPLE ACH AND/OR W9)

Screen should appear as below which shows you a list of the attached documents

i:f ke [@General ]_l @ . EQA - [:2; Page ~ -9} Tl <

' Metro Nashville ST vs

rocurement

m Navigator v B Favorites v Home Logout Preferences

Home | Orders
Profile Management | Concurrent Requests

* General 2, Confi .
+ Company Profile T AT

Organization ACH Form attachment has been added successfully.

o Address Book General

o Contact Organization Name Metro Test Supplier DUNS Number
Directory Supplier Number 15033 Tax Registration Number
o Business ~ Alias Taxpayer I 999999999
Classifications Farent Supplier Name Country of Tax Registration
o Erodlct B Parent Supplier Number

Services A I -

o Banking Details

o Payment &

Tnvoicing Search

o Surveys

Note that the search is case insensitive

Title

Show More Search Options

Title [Type |Description Category |Last updated By |Last updated |usage | update Delete Publish to Catalog
ACH Form  File  Completed ACH Form From Supplier  METRO.TESTSUPPLIER@GMAIL.COM 17-Oct-2012 One-Time s Eﬁ‘ﬂ‘ @}

Home Orders Admin Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

If the file shows in the list then it properly attached.




	Login to iSupplier by using link provide in the website.  Make sure you are using internet explorer.

