iSupplier Oracle Portal is a supplier managed system. iSupplier Oracle Portal works with both Chrome (Chrome 80 preferred) and
Internet Explorer. Some vendors have reported issues attempting to access the portal through other browsers. To access the login
webpage using Chrome or Internet Explorer via https://mndcebs-prd.opc.oracleoutsourcing.com/OA HTML/AppsLocallLogin.jsp or
go to https://www.nashville.gov/Finance/Procurement.aspx . Copy and paste either link into the browser you are using. Itis

recommended that you do not save the direct links to the login screen to your favorites.

Click on “update my information in iSupplier”
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Finance Procurement Division

The division of purchases is the central point of contact for buying goods and securing
services on behalf of the 55 departments and agencies that comprise the Metropolitan
Government of Nashville and Davidson County.

| want to...

« do business with Metro.

« register my information in iSupplier [%

L’\.

- report or verify subcontractor payments [.

update my information in iSupplier [“.

- search Metro's directory of small, minority, and women-owned businesses [.
- find an existing or expired contract.

- find information related to a contract award.
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News

6/9/2020

Metro Announces Architect and
Engineering (A&E) Services
Contract Award Process Change

6/3/2020
Guidance for Purchases
Through Amazon Business

4/20/2020
Procurement Standards Board
May Meeting Cancelled

Visit the Newsroom


https://mndcebs-prd.opc.oracleoutsourcing.com/OA_HTML/AppsLocalLogin.jsp
https://www.nashville.gov/Finance/Procurement.aspx
https://mndcebs-prd.opc.oracleoutsourcing.com/OA_HTML/AppsLocalLogin.jsp

UPDATING SUPPLIER SITE

Type in your username and password and click log-in

% @ City of Nashville Employe... [ google - Bing &7 Inside Metro & Login [[f] Nashville Human Resour...

ORACLE

User Name

METROPROCUREMENTTEST@G|

Not

METROPROCUREMENTTE ST@GMAIL.COM?
Log Out

Password

oo [l e

Login Assistance

Register Here

Accessibility
vore________ "]

Language

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All rights reserved.
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UPDATING SUPPLIER SITE

If you do not remember your password or need to reset your password you can do so by going to login assistance

% @ City of Nashville Employe... [ google - Bing &7 Inside Metro & Login [[f] Nashville Human Resour...

ORACLE

User Name

METROPROCUREMENTTEST@G|

Not

METROPROCUREMENTTE ST@GMAIL.COM?
Log Out

Password

oo [l e

e Click on Login Assistance

Register Here

Accessibility
—

Language

Copyright (c) 1998, 2017, Oracle and/or its affiliates. All rights reserved.

You will be prompted to enter your user name which is the email address of the user account. Click Forgot Password

You will receive a confirmation message stating that your password reset has went through and you should receive an email with instructions on
how to reset within 10-15 minutes.

Please make sure you check your junk and/or spam folder if you do not receive the email in your inbox.

Also, some email security settings will not allow emails with certain subjects or email address to come through the company firewall. The email

account these messages are being sent from is actually eml-ebswfprod@nashville.gov. Any suggestion to whitelist an address should use that

one.
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UPDATING SUPPLIER SITE

HOW TO RESET YOUR

Your password reset email should look like the following

From: Workflow Mailer [mailto:eml-ebswiprod@nashville.gov]
Sent: DATE AND TIME

To: USER NAME

Subject: FYT: Password Reset

To  USER NAME
Sent  DATE AND TIME

jin

@Wﬂmﬁm& This email can be ignored in case you didn't request a password reset, the link is only available for a

This is the only ime the link in email notifications work. . Click the hyperlink and you will prompted to enter a new password.

Your password must meet the following qualifications:
= Must be nine characters
= Must contain at least one number or special character
= Cannot contain back to back letters, number or characters (for example you cannot use “progress”).
= Password is Case Sensitive

Remember that you can only use Internet Explorer 9 (or earlier versions) or Firefox.

If you need additional assistances or have other questions, please email isupplier@nashville.gov.

Now you should be able to login to the iSupplier system using the password you set.
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UPDATING SUPPLIER SITE

Click * - Metro iSupplier Portal to expand

ORACL € E-Business Suite

Enterprise Search Contract Documents

Home

Navigator

Personalize

I b Em Metro iSupplier Portal Access I

Click here
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UPDATING SUPPLIER SITE

Click “Home Page”

Enterprise Search Contract Documents

Home
Navigator Worklist
Personalize
Helba
d ) i
Em metro iSupplier Portal Access From
I Home Page Ih Click here There are no no
Sourcing Home Page
f -
Workiist & TIP Vacation
Inspect MDS (
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UPDATING SUPPLIER SITE

Click “Administration” Tab to update profile

— 5 0]
= ORACLE isupplier Portal A X £ B | Loggedin AsMETROPROCUREMENTTEST@GMAILCOM (@)
Supplier Home | Orders  Finance IAdministration Assessments
Search PO Mumber [v] Go
= Notifications Click here Orders
Full List - Agreements
Heaeb94y m - Purchase Orders
Subject Date - Purchase History
No results found. Invoices
- Invoices
Payments
Inspect MDS Contents
- Payments
I_'L. Orders At A Glance
Full List
He=
PO Number Description Order Date
No results found.
Inspect MDS Contents
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UPDATING SUPPLIER SITE

To make changes to your profile use “Profile Management “

= ORACLE isupplier Portal

Supplier Home Orders Finance = Administration | Assessments

Profile Management

Profile Management

Business Classifications}  geareh

Mo results found.

Inspect MDS Contents
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General General
Organization Name Metro Procurement GG Test Supplier
Company Profile Supplier Number 15033
Organization Alias
Parent Supplier Name
Address Book Parent Supplier Number
Contact Directory Attachments

Product & Services Note that the search is case insensitive
Title Go
Banking Details
g p Show More Search Options
Payment & Invoicing
Add Attachment...
Surveys . .
Title Type Description Category Last Updated By

Logged In As METROPROCUREMENTTEST@GMAIL.COM

DUNS Number

Tax Registration Number
Taxpayer ID 4125819183

Country of Tax Registration

Usage Update Delete Publish to Catalog



UPDATING SUPPLIER SITE

Click “Address Book” to update address

= ORACLE isupplier Portal

Supplier Home Orders Finance | Administration = Assess

Profile Management

General General

Company Profile Click Here
Organization

I Addrezz Book
Contact Directory Attachments

Business Classifications Search

Product & Services Maote that the search is case in:
Title

Banking Details
° p Show More Search Option

Fayment & Invoicing
Add Attachment...

Title
Mo results found.

Sunveys

Inspect MDS Contents
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UPDATING SUPPLIER SITE

Click “Create” under “Address Book” tab to add a new address site. You can click on the pencil to edit an address.

isupplier Porta

o

Supplier Home Orders Finance  Administration | Assessments

Profile Management

General Address Book Click Here to edit an address_
pppy—
Company Profile ereale IIEI <[5 & v [ -
Address N s Address Details Country - Update Remove
Organization 5678 Wherever ]
CHEATHAM Pegram, SD 37143 United States I [
Address Book 730 2nd Ave South -
OFFICE Nashville, TN 37210 United States P i)
Contact Directory
Business Classifications
Product & Services CI ICk Here

Banking Details
Payment & Invoicing

Surveys
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UPDATING SUPPLIER SITE

Complete ALL fields marked with an * (indicates required field), enter the County & select Purchase Address and / or Payment Address
Click: “Apply”

ORACLE isupplier Portal

Create Address Cancel Apply

* Indicates required field

Personalize Stack Layout

* Address Name Phone Area Code
Country United States Phone Number

* Address Line 1 Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address

Address Line 4

* CityTown/Locality
County

* State/Region

[] Purchasing Address
[[] Payment Address
[] RFQ Only Address

Province
* postal Code

CRACLE isu pplier Portal

Create Address Cancel | Apply
indicates required Seld
Update:
* Address Name W3 Phone Area Code 615
Country  United States [~] Phone Number | 3434343
Address Name ;' Address Line 1 1234 Any Straet Fax Area Code Click Apply
Address Line 2 Fan Number
Address Address Line 3 Email Address
Address Line 4
. Purchasing Address
City CitvTownilLocality ~ Anyiown Select address H L] Purchasing Addres
; [ 1 Pavment Address
Caunty
RFC Onily Acdrass
Add County State/Region TH
Province
" Postal Code | 44444
State
Zip Code
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