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CHAPTER 1: Introduction

Chapter Objectives:

e Understand how you can use iSupplier Portal to manage your business transactions with Arlington
County

Chapter Tasks:

e Learn how to log in to iSupplier Portal
e Learn how to navigate and search within the application

Estimated Lesson Time: 10 minutes

Oracle iSupplier Portal enables web-based communication between Arlington County and its suppliers. As a
supplier using Oracle iSupplier Portal, you can:

view purchase orders

view receipts

view invoices

view payments

view notifications

update contacts

update addresses

update bank accounts

update business classifications

© Arlington County Government Last Updated: 17-Jun-2010



4 iSupplier Portal Training

Lesson 1-1: Overview of iSupplier Portal

Oracle iSupplier Portal is a communication tool that enables Arlington County and its suppliers to communicate
with each other throughout the procure-to-pay process. It allows suppliers to view and manage purchase orders,
receipts, invoices and company profiles in a real-time system that is available 24 hours a day, 7 days a week
(24xT7).

Benefits associated with using iSupplier include:

e Provides suppliers full access to their purchase orders (POs), which improves efficiency by decreasing
the number of calls between suppliers and Arlington County.

e Provides 24x7 access.

e Provides a central location for all PO information, and gives suppliers access to historical PO
information.

e E-mails notification of pending orders to suppliers and provides them inbox functionality to help them
manage their orders from Arlington County.

e Reduces paperwork, fax, and e-mail communications.

e Enhances the visibility of the transactions that occur between Arlington County and its suppliers.

e Provides a central location for all account information, including contacts, bank accounts and addresses
and provides suppliers with the functionality to maintain their own account.

© Arlington County Government Last Updated: 29-Jun-2010
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Lesson 1-2: Help and Support

If you have problems logging in to iSupplier Portal or if you have questions related to using iSupplier Portal or
cannot log into the system, email isupplier@arlingtonva.us and include iSupplier Portal Question or
Password Reset in the Subject field.

Forget your password but remember your Username? If you cannot remember your password but do remember
your Username, you can reset your password by following the Password Reset steps below.

Password Reset

1. Toreset your password navigate to the iSupplier Portal login page, go to
https://eprism.arlingtonva.us.
You can add this link to your internet browser Favorites for easy access in the future.

Note: Access to this link is also available through the main county website by clicking on
“Suppliers” under the “Businesses” section.

ORACL E' E-Business Suite

Login

Username |

Password |

(Login )
& TIP’ Forgot your password? ]

Copyright (c) 2008, Oracle. All rights reserved. o

e Select the Forgot your password? Link, see 1 above.

w dy

_— —
B e, O PRISM

Diagnostics
Reset Password 3
Enter your user name and a new password will be emailed to you. | Cancel ) I|
= |ndicates required field e
* User Mame ||

e Enter your User Name, see 2 above.
Note: Your User Name should be your company email address you used to register.
e Select the Submit button, see 3 above.

© Arlington County Government Last Updated: 17-Jun-2010
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2. You will receive and need to respond to an email from wfpcoari@AtOracle.com with the
subject "Action Required: Password reset requires approval.”

From: Workflow Mailer [wfpcoari@AtCrade. com] Sent: Thu 06/24/2010 9:14 |
To: 5 e Sl

Co

Subject: Action Required: Password reset requires approval.

| Message | & | Motification Detail.html 447 B}

Tol ®mws-T% &1 . .18
Sent(Z‘l-Jun-Zm 0 09:12:47
Due| 24-Jun-2010 13:12:47

ID(1 8628860

A request has been received to reset your password. If you have requested your password to be reset, please approve this notification. If you do not
wish to have your password reset, please reject or ignore this notification and it will expire in 4 hours.

Action History
=

Num |Action Date Action From To
1 24-Jun-2010 09:12:47 Submit GLEST

Copyright (c) 2008, Oracle. Al rights reserved.

Details

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification
ensure all response prompts include a desired re 4 e value within quotes.

User's Response to Password reset request: AEQTOVG Reiect

e Selectthe Approve link, see 4 above.

wapcoari @AtOrade. com

| Action Required: Password reset requires approval.

Subject:

|User's Response to Password reset request: "Approve’

NID[18628860/12985703105727953253044831711887897087 @WFMAIL]

e Your default email application will automatically create a reply email; select the Send option
from your email application, see 5 above.

3. After a few minutes, you will receive your temporary password by way of email from
wfpcoari@AtOracle.com with the subject "FYI: Your password has been reset.”

At this time you can return to the iSupplier Portal login screen and log into the application. You will be
required to change your password. Please see Lesson 1-3 below for information on how to log into the

application.

From: Workflow Mailer [wipcoari@AtOradle.com] Sent:  Thu 06,
To: i iz e

Cc

Subject: FYL: Your password has been reset,

| Message | & | Notification Detail.html [447 B}

To L TT W e TE
Sent  24-JUN-10 09:17:34
D 18628863

Your password has been reset to the temporary password of "DO3U5F1L". Please log in and change your password as soon as possible

© Arlington County Government Last Updated: 29-Jun-2010
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Lesson 1-3: Log into iSupplier Portal

To use iSupplier Portal, you must be registered with Arlington County. When you are logged into iSupplier
Portal, you are only able to view transactions which occur between your company and Arlington County.

1. To login to iSupplier Portal, go to https://eprism.arlingtonva.us.
You can add this link to your internet browser Favorites for easy access in the future.

Note: Access to the link is also available through the main county website by clicking on
“Suppliers” under the “Businesses” section.

ORACLE E-Business Suite

Login

Username I

Password |

('Login )
@ TIP Forgot your password?

2. Type the Username and Password which were provided to you and click Login; refer to
the above screenshot.
Note: Your password is case sensitive.

3. You will be prompted to change your password before continuing the first time you log
into the application and every 90 days.

ORACLE
E-Business Suite

Change Password

Change Password
*Indicates Required Field
*Current Passwaord I

*MNew Password
*Re-enter Mew Password

& TIP Password must be at least 8 characters long.

Cancel |

4. Complete all required information to change your password.
Password must be at least 8 characters long.

Password must contain at least one number and one letter.
Password must not contain repeating characters.

[ )
)
[ )
e Password must not contain the username.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 1-4: iSupplier Portal Home Page

After you log into iSupplier Portal, the iSupplier Home page displays as shown below.

w d

iSupplier Portal

o [Hnms Logout Preferences HElQI

ARLINGTON S S,
YVIRGINIA pRESM
m Orders | Account | Admin | L
6 Search |PO Mumber = Go |
1 Notifications e _ Orders
| Full List ) Agreements
Subject Date Purchase Orders e

Arington County Gowvernment - Standard PO 171035 0

Arlington County Government - Standard PO 171034, 0

Supplier Profile Management: Rejection of Bank Account

Supplier Profile Management: Approval of Bank Account

Arlington County Government Supplier Collaboration Metwork: Confirmation of
Regqistration

LL Orders At A Glance e

PO

Number Description

171035  ADOBE CREATIVE SUITE 3 DESIGN SOFTWARE

171034

170962  DES-TYH-Citizen refufor Residential Parking Permit Program for Iris
Furrow # A10-11988 (Y.G) REFUNDS

04-Jun-2010 17:05:38
04-Jun-2010 17:04:24
28-Apr-2010 12:25:42
28-Apr-2010 11:45:07
27-Apr-2010 16:15:13

Full List )
Order Date
04-Jun-2010 17:05:28

04-Jun-2010 17:03:48
21-May-2010 11:18:30

19-May-2010 17:45:18
12-Mar-2010 11:14:00

Purchase History
Invoices
Invoices
Payments

Payments

1. Global Links: Global links, see 1 above, are available on all Oracle iSupplier Portal

pages.

e Home: Returns you to the Arlington County E-Business Suite Navigator page where you can

select another application or action.

e Logout: Logs you out of the Arlington County E-Business Suite.

o Preferences: Allows you to set user preferences, including selecting a start page to
automatically open when you log into the portal.

e Help: Opens the Oracle iSupplier Portal Help.

2. Tabs: Tabs, see 2 above, are used to organize pages by category. When you click a tab,
related page links display on the blue taskbar that appears directly below the tab.

3. Quick Links: This section, see 3 above, displays the procure-to-pay flow through the
iSupplier Portal application. Selected pages appear here for easy access. Click any link

to go directly to the corresponding page.

4. Search: The search field, see 4 above, enables you to jump directly to a specific
purchase order, shipment, invoice or payment. To search:

e Select a document type (purchase order, shipment, invoice or payment) from the drop-down list.

© Arlington County Government
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e Enter the document number.
e Click Go.

5. Notifications: The Notifications section, see 5 above, displays your five most recent
open notifications.

6. Orders at a Glance: This section, see 6 above, displays your five most recent purchase
orders.

e Click a PO number link to view the purchase order details.
e Click the Full List button to view the Purchase Orders page.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 1-5: Notifications Page

You receive e-mail natifications for various events that occur throughout the procure-to-pay process. The
Notifications page provides access to the notifications that you have received. You can review the notifications
which have been sent or view notifications which you have accidentally deleted from your inbox.

1. Click the Home tab and then click the Full List button in the Notifications section to
open the Notifications page.

o A

= : iSupplier Portal
ARLvlmlﬁﬁnl ON PPR[S—-‘M

Home Logout Preferences Help

Orders Account Admin

View |AII Motifications j Co
Select Motifications: | Open | [ Reassign "J

Select 0
Select] From |Type ISubjec‘l ISent |Due|5|atu5|
r E?”Ef- PQ Approval Arlington County Government - Standard PO 171035, 0 04-Jun-2010 Open
irsten
[~ Keller, PO Approval Arlington County Government - Standard PO 171034, 0 04-Jun-2010 Open
Kirsten
- POS Supplier Registration and Profile Supplier Profile Management: Rejection of Bank Account 28-Apr-2010 Open
Management
I POS Supplier Registration and Profile Supplier Profile Management: Approval of Bank Account 28-Apr-2010 Open
Management
| Supplier User Registration Warkflow Arlington County Government Supplier Collaboration Network: 27-Apr-2010 Open

Confirmation of Registration
@ TIP Vacation Rules - Redirect or auto-respond ta notifications
& TIP Warklist Access - Specify which users can view and act upon your notifications

2. If necessary, select a notification type from the drop-down list and click the Go button,
see 2 above.

Available notification types are:

Open Notifications: A list of notifications which you have not yet viewed or responded to.
All Notifications: A complete list of all notifications that have been sent.

FYI Notifications: A list of the notifications that do not require a response.

Notification From Me: A list of any notifications that you have sent.

To Do Notifications: A list of notifications which require your response.

3. If you want to sort the list, click a raised column heading, see 3 above. Click the same
column heading again to reverse the sort order, for example from A-Z order to Z-A
order.

By default, the results list is sorted by date sent from most recent to oldest. Column headings include:

Type: The notification type.
Sent: Date when the notification was sent to you.
Due: If entered, date by which the notification should be completed.

Status (All Notifications view only): Open (needs a response), Closed (response was entered),
Canceled (response no longer required).

© Arlington County Government Last Updated: 29-Jun-2010
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4. To view a notification, click a Subject link.

5. For notifications that do not require aresponse, click OK to indicate that you have
viewed the link.
After you click OK to indicate that you have read the message, the notification status will change to
closed and the notification will no longer appear in your Open notifications list.

6. For notifications that require a response, for example, to accept a PO, refer to the
appropriate lesson in this manual for detailed instructions.
After you have taken an action, for example accepted or rejected a PO, the notification status will
change to closed, and the notification will no longer appear in your Open notifications list.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 1-6: Searching

Most pages in iSupplier Portal provide search capabilities to help you retrieve information. The search results
have many columns that allow you to sort your data.

Simple Search

(4] | (Exgort)]

Simple Search

o o)
Invoice Number I PO Mumber | e

Payment Number I Payment Status -
Gross Amount From I Invoice Date From 0
Gross Amount To I Invoice Date To I |

[ Go ) Clear )

Note: The % sign can be used as a wildcard when searching for items. The placement of the wildcard
determines the search results returned.

e If you type 12%, your results will display all matches beginning with 12.

e If you type %12, your results will display all matches ending with 12.

o If you type %12%, your results will display all matches containing 12.

e If you type 12, your results will display exact matches of 12.

1. Entering information in free form text fields, refer to 1 above.
e Type a complete or partial value in the field.
e For example, in the PO Number field you can enter 112% to return all POs that begin with 112,
like 112637 and 112985.

2. Entering information in drop-down list fields, refer to 2 above.
e Select the drop-down list arrow and select the value.
e For example, in the Payment Status field you can select Paid to return all Invoices that are in
paid status.

3. Entering information in date fields, refer to 3 above.
e Type a date directly in the Date field. The date must be in DD-MON-YY format, for example 10-
APR-09.
e Select a date from the calendar.
1) Click the Calendar icon to open the calendar.
2) Select a Month and Year from the drop-down lists.
3) Click a date on the calendar to select it.

4. Exporting data to Excel, refer to 4 above.
Only the information that is currently displayed on the page is exported to the spreadsheet. The
spreadsheet data can then be formatted or printed. This feature also provides the possibility for your
company to upload spreadsheet data into other programs that your company uses.

e Click the Export button.
e Select Open to view the data in Excel; select Save to save the file in .csv format.

5. Entering advance search information, refer to 5 above.

© Arlington County Government Last Updated: 29-Jun-2010
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Select the Advanced Search button to build and narrow searches with the available search operators.

Advanced Search

Advanced Search

¥ Show table data when all conditions are met.
" Show table data when any condition is met.

Invoice Number is -
Invoice Date |i5 j |
PO Mumber |i5 =l |
Payment Number |i5 j I

[ Go ) ( Clear | Add Another

Using Advanced Search, you can build and narrow searches by the list of available fields and search operators.
Search operators enable you to specify the matching conditions for a search.

Available search operators:

is Use this operator for an exact match

is not Use this operator to exclude a specific match

contains Use this operator to find a partial match

starts with Use this operator to find a partial match that only starts with the criteria
ends with Use this operator to find a partial match that only ends with the criteria
greater than Use this operator to include results greater in value than a value specified
less than Use this operator to include results lower in value than a value specified
after Use this operator to include results with a date after the specified date
before Use this operator to include results with a date before the specified date

1. Entering a search operator, refer to 1 above.
Pick the operator from the drop-down list for the search field

2. Adding another field to the search, refer to 2 above.
Add another field to your search by selecting the Add button.

© Arlington County Government Last Updated: 17-Jun-2010
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CHAPTER 2: Purchase Orders

Chapter Objectives:
e Learn how to view POs and blanket agreements including their associated releases.

Chapter Tasks:

e View and print purchase orders
e View agreements

Estimated Lesson Time: 15 minutes

When Arlington County enters a purchase order for your company, you receive an e-mail notification and the
purchase order details are available to you in iSupplier Portal.

If applicable, you can view supplier blanket agreements and the releases that have been made against the
agreement. You can also view the revision history of a purchasing document and print copies of the purchase
order associated with each revision.

© Arlington County Government Last Updated: 29-Jun-2010
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Lesson 2-1: Purchase Orders Page

The Purchase Orders page allows you to view details associated with purchase orders, contracts, blanket
agreements and blanket releases. You can view details such as terms and conditions, lines, shipments, and
attachments. This lesson explains the features that are available on this page.

e R\ P_)f.;

" —_—
ARLIRISII;\?“TON PRISM

isupp"er Portal Home Logout Preferences Hel

Orders Accaunt Agmin

Purchase Orders  Agreements | Purchase History

Purchase Orders

[ Export )
Views
Wiew |AII Purchase Orders | (Go) l e [ Advanced Search |
Select Order:[ [ Wiew Change Histary | ] e |1—25 'I Mext 25 &
Document Acknowledge
Select|Number |Rev Type Description Order Date Buyer Currency Amount Status By Attachments
LIB-SDE-BOOKS AND
& Standard  pRoCESSING-01-DEC-2009- 08-Dec-2009 12:26:59 Eason. USD 269,429.90 Open
— 30-JUN-2010-436-09 B
Standard  LIB-SDE-Books and Materials- . |Eason. Finally
© 188624 1 pg BPA-8/20-11/30/2009-353-08 22-0ct-2009 03:00:04 g5, pUSD  80.000.00 (5504
LIB-SDE- '
164531 0 Standard BAKER&ETAYLORBK- 30-Jul-2009 08:09:43 Eason. USD 250,000.00 Finally
PO MATERIALS-353-08 Susan D Closed e
Standard  LIB-SDE-BAKER&TAYLOR- op.nn @500 Finally
164525 0 PO 353-08 29-Jul-2009 16:25:02 g pUSD 10,000.00 osed
Standard  LIB-SDE-B&T-FRIENDS-353- on . EAsON. Finally
161661 0 PO 08 01-Jun-2009 16:39:56 SUSEHDUSD 25.,000.00 Closed
Standard Eason,
160133 1 PO LIB-SDE-B&T -353-08 10-Apr-2009 15:10:51 g - " USD 37440 Closed

1. Click the Orders tab and then click Purchase Orders in the blue taskbar below the tabs,
see 1 above.
The Purchase Orders page displays the most recent 25 purchase orders.

Note: Another way to open this page is to click the Purchase Orders quick link on the Home tab.

2. To view adifferent group of purchase orders, select the View from the drop-down list
and click Go, see 2 above.
Available view options are: All Purchase Orders, Purchase Orders to Acknowledge and Purchase
Orders Pending Supplier Change.

3. After selecting a PO, you can click an action button, see 3 above.
Action buttons are also available on the PO information and details page. Valid actions are dependent
on the associated PO’s Document Type and Status.
e View Change History: Valid for all statuses.

4. To change the way that the information is sorted, click araised column heading, see 4
above.
Click the column heading again to reverse the sort order, (from A-Z to Z-A).

5. Summary information is displayed for each result, see 5 above.

© Arlington County Government Last Updated: 17-Jun-2010
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e The Document Type and Status determine the actions that are available to you.
= Standard Purchase Order: Standard purchase orders specify the goods or services
being purchased, and include costs, quantities and accounting. Standard POs which
reference contracts are referred to as Release POs. Standard POs are also created for
one-time purchases.
= Blanket Agreement: Arlington County uses Blanket Purchase Agreements (BPAS) to
purchase materials at an agreed upon rate for a specific time period. A blanket
agreement specifies the pricing for the materials should they be purchased.
= Blanket Release: Arlington County creates a Blanket Release purchase order to order
items that are contained in a blanket purchase agreement (BPA).
e Available Status types are:
= Open: Displays for purchase orders that do not require acknowledgement.
= Closed/Finally Closed: Displays for purchase orders that have been closed.
e Linked information includes:
= PO Number: Click this link to view the PO header information and details. The
information displayed varies based on the PO type. A summary of the amount received
and invoiced is shown.
= Revision: Indicates the current PO revision number. Click this link to access the
Purchase History page which displays details related to the changes that have been
made to the PO.
= Buyer: Click this link to view the Arlington County buyer’s email address and other
information.

© Arlington County Government Last Updated: 29-Jun-2010
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Lesson 2-2: View Purchase Orders

Home SOTGETEEN Account Admin

Purchase Orders | Agreements | Purchase Histary

Orders: Purchase Orders >

Standard PO : 171035 Revision 0 (Total USD 1,205.00)

G. Printable View ) ( ¥iew Change Histary | | Export _]]

©

¥ Order Information
General Information Terms and Conditions (© Related Information
Standard PO 171035 Payment Terms IMMEDIATE Invoices
Total 1,205.00 (USD) Carrier Payments
Supplier * Tt A N FOB FOB Destination
Supplier Site TN Freight Terms Due
Address TV ETWET AW T DM LT el Shipping Cantrol
LA LW 1 Bill To Address
Buyer Keller. Kirsten L Bill-To Address 2100 Clarendon Blvd
Order Date  04-Jun-2010 17:05:28 Suite 610
Description ADOBE CREATIVE SUITE 3 Arlington, VA 22201
DESIGN SOFTWARE )
Status  Open Ship-To Address
p Ship-To Address 3033 Wilson Blvd
Note to Supplier Suite 7004
Organization  Arlington County Government Arlington, VA 22201
Sourcing Document
Supplier Order Number
Attachments MNone ¥¥
PO Details
@ TIP Click on the Show link to view shipment details of a line
dicates new values
Hicates cancellation request
Show AlllHide All
Supplier Price  Amount Contractor Global Price
Details Line 7 [Type Item Job Item Description UOM Quantity (USD) (USD) Name Status R Agr Attach Differentials
. ADOBE CREATIVE SUITE 3
¥ Hide 1 Goods DESIGN SOFTWARE 5US 11180 1,180.00 Open ﬁ
Shipments

Shipmeni Quantity Ordered Quantity Received Amount{USD) Promised Date Need-By Date Status|Reason Split Attachments

1 1 01,180.00 09-Oct-2007 23:59:00

Supplier Order Line Ship-To Location
Stambaugh HSC 700A Open

You can view and print purchase order details on the purchase order and details page shown above.

1. Click the Orders tab and then click Purchase Orders in the blue taskbar below the tabs.
The Purchase Orders page displays.

2. Locate and click the PO Number link for the purchase order that you want to view.
The PO information and details page displays as shown above.

Note: You can also open a Purchase Order or Blanket Release Purchase Order from the Search text
box on the Home tab. To do this enter the PO number or Blanket Release PO number (for example,
292584-989) in the Search text box and click Go.

3. The Order Information area displays selected PO header information, see 3 above.
e Sourcing Document: If a number link appears here (see below), it indicates that the document
is a result of a sourcing event. Click the link to view the related sourcing document.
¢ Attachments: If a View link appears here, click the link to view the attached document.

4. To view Shipments and PO Line level details, click the Show All link, see 4 above.
The information that is displayed in the PO Details section varies based on the Document Type
(Standard PO, Contract, Blanket Agreement, Blanket Release), the Status and the type of items on the
PO. Items to note:

Note: Received amounts are not always available.

© Arlington County Government Last Updated: 17-Jun-2010



18 iSupplier Portal Training

e Shipments Section: Displays current applicable shipment line information, such as Quantity
Ordered and Quantity Received (goods) or Amount Received (services), Need-By Dates and
Amounts and status (accepted or rejected).

0 Click the Ship-To Location link to view address details.
0 Attachments: If a View link appears here, click the link to view the attached document.

5. Purchase Order Action Buttons, see 5 above.

e To view a copy of the Purchase Order document, select the Printable View button.
A PDF version of your purchase order opens in a new window. You may print or save the PDF
document from that window.

e To view PO change history, select the View Change History button.
Note: Change History may not always be available.

e To export the PO header information to Excel, select the Export button.

6. Click Invoices or Payments links in the Summary section, see 6 above, to view invoices
and payment details for the selected PO.

© Arlington County Government Last Updated: 29-Jun-2010
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CHAPTER 3: Invoices and Payments

Chapter Objectives:
e Learn how to track invoice and payment information

Chapter Tasks:

e View invoices
e View payments

Estimated Lesson Time: 10 minutes

You can access invoice and payment information as well as review invoice status online using iSupplier Portal.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 3-1: View Invoices

Use the View Invoices feature to view your company’s invoice information that has been entered into Arlington
County’s Accounts Payable system as of April 6, 2006.

This page displays only the invoices which have been processed by Arlington County. If you have submitted
invoices which are not displayed on this page, they are probably still being processed.

iSupplier Portal Home Logout Preferences Help

o R

ARLv!nE:&:.TON PRISM

1 _ Home | Orders SRUECIIIEH Admin |

View Invoices | View Payments
e

Invoice Summary

) Export )
Simple Search
e (Advanced Search )
Invoice Number | PO Number |
Payment Number I Payment Status I vI
Gross Amount From | Invoice Date From |
Gross Amount To I Invoice Date To |
(Go ) Clear )
|1—25 'I Next 25 =
Invoice
Invoice PO Gross Amount Approval |Payment Discount Available Packing
Number |Description | Invoice Date " |Number Currency Amount Due Due Date |Status Number Date Discount Slip Type
Test123 Test123 11-May-2010 168367 USD 10,000.00 10,000.00 11-May-2010 Approved Standard
5010670393 [BROCESSING 02-Mar-2010 168367 USD E643 5643 18-Mar-2010 Approved Standard
501063013 K5 24-Feb-2010 168367 USD 111815 0.00 24-Feb-2010 Approved 1716771 B Standard
Check
5010624848 |BOOKS 24-Feb-2010 168367 USD 8258 0.00 24-Feb-2010 Approved 1716771 - Standard
Check |

1. Click the Account tab and then click View Invoices on the blue taskbar, see 1 above.

2. Enter your search criteria and click Go, see 2 above. Leave the fields blank if you want to

view all invoices.
For more detailed information on how to search, please see Lesson 1-6.

3. To export the results to Excel, click the Export button, see 3 above.
For more information on exporting to Excel, please see Lesson 1-6.

4. To view additional details for the invoice, click an Invoice Number link, see 4 above.
The Invoice Details page displays PO and payment details, as shown on the next page.
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™

ARLINGTON

VIROINIA

Home Logout

iSupplier Portal Preferences Help

\ orders YFTERTTOON Admin |

View 8 sices | View Payments
Account View Invoices =
Associated POs
Invoice

Invoice Date
Currency
Gross Amount
Tax

Freight
Miscellaneous

Amount Due  0.00 :
Due Date 24-Fel 5 0
Payment {1716771 - Check

Discount Date
Available Discount
PO Number

Buyer Supplier
I16836T | Eason. Susan D Tz 4 T2 e m

5. If present, click a Payment Number link on any page, see 5, to drill down to the payment
details.

If more the invoice was paid by more than one payment, you may see multiple payment numbers listed.

5010630139
24 Feb 2010
usp

1,118.15

Payment Ests type
of check or
electronic.

|Tota|
269,429 50

|[lurrent:1|r

Supplier Site
UsD

PO BOX 277330

“Export )

Home | Orders yltaedigs Admin |

View Invoices | View Payments

Account: View Invoices > jSupplier Portal: Associated POs >

Payments
Invoice Payment Accounting Date Currency Amount Discount Taken
5010630139 [A716771( A 25Feb-2010 uso 1.118.15 0.00

| Export |
To view a list of all invoices included in the payment, select the Payment link, see a above.

Home | Orders TS

View Invoices | View F'aym»:-nt:s@
Account: View Invoices = [iSupplier Portal: Associated POs | = iSupplier Portal: Payments =
Payment Detail

Payment Mumber 1716771
Payment Date 25-Feb-2010
Future Pay Due Date
Currency USD
Amount  2,965.60

Stopped At

Released At

Void Date

Bank Account Mame &t mec-om ©onmor 4 e
Supplier Address 17 AWTR TR
My TEER FT UM
City ATLANTA
State GA
Zip 30384-7930
Country US
Invoice Number Payment Number

5010617923 1716771
5010630139 1716771
5010624548 1716771
5010624549 1716771
5010620822 1716771

PR ATE T

Accounting Date
25-Feb-2010
25-Feb-2010
25-Feb-2010
25-Feb-2010
25-Feb-2010

Amount
1,121.66
1,118.15
§2.58
4.95
638.26

Click the iSupplier Portal: Associated POs link, see b above, to return.

Discount
0.00
0.00
0.00
0.00
0.00

| Export )

© Arlington County Government
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6. Select the PO Number link to view purchase order details, see 6 above.
See Lesson 2-2 for more information about this page.

7. Select the Buyer link to view Arlington County buyer information, including name,
location and email address, see 7 above.

8. Select the Account: View Invoices link, see 8 above, to return to the View Invoices page.
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Lesson 3-2: View Payments

Use the View Payments feature to view the history of all the payments that Arlington County has made for
your invoices. Use this feature to view the details associated with the payment, including the invoices which
were included in the payment. Payment information is only available for invoices that were entered into the
system beginning April 3, 2006.

iSuppIier Portal Home Logout Preferences Help

o A

A
ARLvlmlcqunTON PRISM

Home | Orders SEUETNIEN Admin |

View Invoices | View Payments

Payment Summary

(_LAdvanced Search

Simple Search

PO Number |
Payment Date From I
Payment Date To |

Payment Mumber I
Payment Amount From I
Payment Amount To I

((Go J Clear )
IS |1-25 'I Next 25 &
PO Supplier Supplier
Payment{Invoice Number Payment Date © |Currency Amount  Stopped Cleared Voided Site Address
11717486 |5010634434_ 5010621415, 5010641544, 168367 09-Mar-2010 UsD 6,515.10 PO BOX ATLANTA GA
5010656502, 5010648156, 5010645266 277930
1 4 5010630194, 5010620823, 5010593130, 168367  04-Mar-2010 usD T79.55 PO BOX ATLANTA GA
5010617924, 5010611630, 5010606598, 277930
5010597381, 5010594373 5010583445
5010588842
1717058 5010622137, 5010622136, 5010622154, 168367  02-Mar-2010 Ush 72225 PO BOX ATLANTA GA
5010595227, 5010595226, 5010602863, 277930

5010602864, 5010602865, 5010595223
5010595225, 5010558980, 5010535224

1. Click the Account tab and then click View Payments in the blue taskbar, see 1 above.
The Payment Summary search page displays as shown above.

2. Enter your search criteria and click Go, see 2 above.
Do not enter any search criteria if you want to view all payments. The results list displays the payment
data that matches the criteria entered.

3. To export the results to Excel, click the Export button, see 3 above.
For more information on exporting to Excel, please see Lesson 1-6.

4. Click a Payment link, see 4 above, to view payment details and a list of the invoices
which were included in the payment.
This link displays the Payment Details page, as shown on the next page. There can be one or more
invoice lines in the Payments list depending on how many invoices were included in the payment. If you
select a specific invoice, the Invoice Details page displays the details for the invoice.
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I Account

Horme |

View Invoices | View Payments
Account: View Payments =
Payment Detail
Payment Number 1717486
Payment Date  09-Mar-2010
Future Pay Due Date
Currency USD
Amount  6,515.10

Stopped At
Released At
Void Date
Bank Account Mame &6 me_- m (L Tk g = ML PATATE T
Supplier Address &~ . AW~ & i
M THER X7 R
City ATLANTA
State GA
Zip 303847930
Country US
Invoice Number Payment Number Accounting Date Amount Discount
5010634434 1717486 09-Mar-2010 2,309.82 0.00
M e 1717486 09-Mar-2010 610.11 0.00
5010641544 1717486 09-Mar-2010 486.73 0.00
5010656502 1717486 09-Mar-2010 622.26 0.00
5010648156 1717486 09-Mar-2010 1,142.90 0.00
5010645266 1717486 09-Mar-2010 1,343.28 0.00

| Export )

5. Click an Invoice Number link on any page, see 5, to view an Invoice Summary, as shown
below.
The invoice summary page displays invoice and payment details.

w A,

ARLvaI;]ISaTON PRISM

=

isupplier Portal ome Logout Preferences Help

Hotne | Orders SETGTTS

View Invoices | View Payments
Account View Payments =|iSupplier Portal: Payment Detail| =
Invoice Summary

| Export )
Invoice
Invoice PO Gross  Amount Approval |Payment Discount Available Packing
Number Description Invoice Date © |Number Currency Amount Due Due Date |Status Number Date Discount  Slip Type
5010621415 BOOKS 04-Feb-2010 168367 USD 61011 0.00 08-Mar-2010 Approved 1717486 - Standard

Check
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CHAPTER 4. Profile Management

Chapter Objectives:

e Learn how to manage key profile details used to maintain a business relationship with Arlington County,
such as: contacts, addresses and payment information.

Chapter Tasks:

View supplier details and add attachments, such as W-9 documents.

View, edit and add address information.

View, edit and add contact information.

View, edit and update bank account information for electronic payments.

View a list of individuals from your company who have access to Arlington County’s iSupplier Portal
application.

Estimated Lesson Time: 20 minutes

Profile Management enables you to manage key profile details used to establish or maintain a business
relationship with Arlington County. This information includes address information, names of main contacts,
business classifications, banking details, and category information about the goods and services you are able to
provide to the buyer.

Arlington County will review the details you provide and will update the records accordingly. Profile
Management enables you to effectively represent yourself to Arlington County and update your company
information as necessary, making important information accurate.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 4-1: Supplier Details

The Supplier Details is an introductory page to Profile Management. From this page you can add to or change

certain profile information. You can also Add Attachments which enables you to upload documents pertinent to
your relationship with Arlington County or to upload documents requested by Arlington County, for example, the
IRS W-9 form.

w .

A
ARLv!nEiEaTON PRISM

iSupplier Portal Home Logout Preferences Help

Arcount ' Admin I

Ordars

Profile Management

Supplier Details

Supplier Name MY COMPANY *, New to Supplier Profile

Address Book Supplier Number 110731 ***%* Management ?

i Tax IDITIN/SSH 123456789 .
Contact Directory Using the profile management features, you can
Business manage key information about your company.
Classifications Learn more ...
Bank Accounts Attachments
User Accounts Search

Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive.

MName | [ Go

Ardd Artachments

File Name Type |Descri|}ti0n Category Last Updated By Last Updated |Usage Update Delete
Form w9.pdf File W-9 Form From Supplier MYCOMPANY_EV 15-Jun-2010 Cne-Tim / i}

1. Click the Admin tab to open the Supplier Details page, see 1 above.
The Supplier Details page displays as shown above. Here you can view your company name on record
with Arlington County, a designated Supplier Number, Tax ID/TIN/SSN and pertinent documents.

2. Click on any File Name link to view a document, see 2 above.

3. Select the Update pencil icon to make modifications to the selected attachment, see 3
above.
Home | orders | Account YT
Profile Management
Admin: Profile Management: Supplier Details >
Update Attachment: Form w9.pdf o
(Cancel) (Aaply )

Attachment Summary Information

* |ndicates required field N\
= Description  [yw.9 Form \3/ =]
Category From Supplier
Define Attachment .
File I (b! Browse... I

e Update the document Description, see a above.
e Update the File by clicking the Browse button and selecting a new file, see b above.
e Click the Cancel button to return or select the Apply button to save your changes, see C above.
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4. Click the Add Attachments button to browse for and upload a new document to your
profile, see 4 above.

Home | Orders | Account RO

Profile Management

Add Attachment
| Cancel ) [ Add Another | || Apply
Attachment Summary Information @
* Indicates required field =\
= Description \i_l/ B
[
Category From Supplier
Define Attachment
Type & File | | Browse.. I@
® cuRe ||
© Text =]
=
Name

(Optional: provide a name to Text attachment)

To Add an Attachment:
e Enter a short Description to help you identify the attachment/document, see a above.

e Select the Type of attachment: File, URL or Text. See b above.
e To upload a file click the Browse button and select the file, see C above.
e Click the Apply button to save the changes, see d above.

© Arlington County Government Last Updated: 17-Jun-2010



28 iSupplier Portal Training

Lesson 4-2: Address Book

You can enter profile details such as address book information online. You can create and modify the multiple
addresses used in transactions with Arlington County, for example, purchasing locations and payment sites.
You can inactivate addresses that are obsolete, as well as view and update bank account details associated
with each address.

After you enter address information, Arlington County administrators are notified of the changes and must
review and approve the updates. Therefore, any changes you make may not be promoted to the system for a
few days.

It
ARL III{] GTON ;\"’i\ iSupplier Portal Home Logout: Prelerences Help

YIRGINIA PRISM

Home | Orders | Account  @EUGTHTH

Profile Management

Supplly Pletails Address Book
Details of changes you make to your Address Book will be routed to a buyer for review. Learn more. ..
@ TIP If ggaddress listed is no longer valid, please sent an email to isupplier@arlingtonva us orfclick herel e
1= ——
Contact Directory
Elonkc A coibnts Address Name / [Address Details Manage Bank Account Assignments Edit

STLOUIS 8800 PAGE AVE
User Accounts ST LOUIS MO 63114
United States

e[/]

1. From the Admin tab, click the Address Book link, see 1 above.

2. To enter a new address, click the Add button, see 2 above.

Home | orders | accoum YT
Profile Management

Supplier Details Admin: Profile Management > Address Book =
Address Book Add_Address_ -
* |ndicates required field | Cancel | || Apply
Contact Directory
s x Address Name [HOME OFFICE Phone Area Code |
BL.ISIH!E.‘EE ; Provide a suitable nickname for the address Phone Mumber I
Classifications Country |United States =

Fax Area Code I
Fax Number I

Email Address I

s = Address |123 Main Street

|ste 610

* City/Town/Locality |Anytown

User Accounts

County I
* State/Region |VA

Province I

* Postal Code |12345

* Note [payaples and Purchasing address =]

[
Include any additienal details about the address such as the type
of the address (Payment, Purchasing, RFQ).

Complete the required fields and select Apply.

Note: If you add a Payables address and you are paid via EFT, remember to link a bank account by
selecting the Return to Address Book link and then the Manage Bank Account Assignments icon.
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3. To update which bank account can be used for an existing address, select the Manage
Bank Account (Notepad) icon, see 4 above.

Home | Orders | Account @SEGITT

Profile Management
Supplier Details Admin: Profile Management > Address Book >

Manage Bank Account Assignments
Address ?ook R -
Slide e Address Name HOME OFFICE
Business Address Details 123 Main Street, Ste 610
Classifications Anytown, VA, 12345
Haile Accoufits United States

Bank Account Number / |[Zurrency Bank Account Name Bank Number|Branch Number |Used By Address Primary Account
User Accounts

0102030405 USD - US Daollar MY COMPAMY 101000019 v v |

Check the Used by Address and Primary Account checkboxes and select Apply.

4. To edit an existing address, click the Edit (Pencil) icon, see 3 above.
Update the address fields and select Apply.

5. To inactivate an existing address, please email isupplier@arlingtonva.us. You can
select the click here link, see 5 above, to generate an email from your default email
application.

© Arlington County Government Last Updated: 17-Jun-2010
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Lesson 4-3: Contact Directory

Through Profile Management you can enter contact information online. You can create and modify information
about various individuals in your organization who interact with Arlington County, for example people who collect
payments, issue invoices or respond to solicitations. You can also link the contacts to the appropriate address

on record in your Address Book.

After you enter the information, Arlington County administrators will be notified for review and approval.
Therefore, your changes may not be promoted to the system for a few days.

Profile Management

Supplier Details Contact Directory

Addre: 1 ok Wofanges you make to your Contact Directory will be routed to a buyer for review. Learn more. ..

Contact Directory e |Emai| Phone Remove Manage Address Details
Business John Smith
Classifications John Wayne m 4

Bank Accounts

User Accounts

1. From the Admin tab click the Contact Directory link, see 1 above.

2. To enter a new contact, click the Add button, see 2 above.
Complete the required information and select Apply to save.

3. To edit a contact, click the Edit (Pencil) icon, see 3 above.
Update the information and select Apply to save your changes.

4. To associate a contact with an address from your address book, click the Manage
Address Details (Notepad) icon, see 4 above.

Manage Address Details: John Smith

Link the contact to the appropriate addresses for your company.

Search
Address Type |Addresses available to be linked to the contactj State/Region |
Address Pravince |
City/Town/Locality | Postal Code |
County I Country |

Select Addresses: ||_Add Link to Contact )

Select All | Select None

Select Address Name Address Details
" |HOME OFFICE 123 Main Strest
Ste 610
Anytown, VA 12345
(@ United States
[C |sTLouIS 8800 PAGE AVE
ST LOUIS,MO.63114
United States

e Select the checkbox for one or more addresses, see a above.
e Click the Add Link to Contact button, see b above.

5. Toremove a contact, click the Remove (Trash Can) icon, see 5 above.

Home Orders Account ..=\dmin I
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Lesson 4-4: Banking Details

You can add, edit or update bank account details that you want Arlington County to use when issuing payments
to you. When you enter the bank account details, the system validate for duplicate entries.

After you enter the information, Arlington County administrators will be notified for review and approval.
Therefore, your changes may not be promoted to the system for a few days.

Note: If this is your first time logging on to this system, please take a moment to review the information
here. If the information we have is inaccurate or there is no current bank information listed, please follow

the below steps to ensure timely payment by Arlington County.

fli \"’
a4 Home Logout Preferences Help
i —

ARLINGTON il

iSupplier Portal

Home | Orders | Account

Profile Management

Supplier Details Admin: Profile Management >

Bank Accounts

Address Book - - -
Details of ghanges you make to your accounts will be routed to a buyer for review. Learn more. .

Contact Directory m 3

Business Bank

Classifications Account

Bank Branch Branch
Number Name Number Status |Edit

Bank A s 1 Details Bank Account Number © |[Currency |Remove Name Bank Name
SR DEECINE, &> Show 0102030405 UsD-US g MY COMMERCE 123456789 101000019 Approved
Dollar ' COMPANY  BANK. N.A.

User Accounts

1. Click the Admin tab to open the Bank Accounts page, see 1 above.
2. To edit existing bank account details, click the Edit (Pencil) icon, see 2 above.

3. To add a bank account, click the Add button, see 3 above.
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Edit a Bank Account

You can make changes to the Bank Account Name, Address Assignments or request to inactivate the bank
account.

Admin: Profile Management Bank Accounts = Bank Accounts =

Edit Bank Account
* |ndicates required field | Cancel )
Country United States
Bank Mame COMMERCE BANK, N.A. Bank Routing Mumber
Branch Mame 123456789 Branch Mumber (Routing Mumber) 101000019
Bank Account Number 0102030405 Currency USD - US Dollar

Account Details

@ TIP Please enter the name on record with your financial institution.
* Bank Account Name  |MY COMPANY — Inactive Date
&)

(example: 17-Jun-2010)

Address Assignments

All Addresses

You can designate that the bank account is available for use at all company addresses.
¥ The account is used by all addresses

¥ The account is the primary account for all addresses

Specific Addresses

Address Name  Address Details Used by Address Primary Account
HOME OFFICE 123 Main Street,Ste 610, Anytown VA, 12345 United States v v
ST LoUIS 8800 PAGE AVE.ST LOUIS MO.63114 United States @) r r I
Comments
Comments from Administrator HNone l(‘a‘\
MNotes to Administrator "y [« |

1. The Bank Account Name should be the name on record with your financial institution, see a above.

2. Toinactivate a bank account, enter a date in the Inactive Date field, see b above.

3. Manage bank account address assignments by selecting the Used by Address and Primary Account
checkboxes, see C above.

4. Send comments to the Arlington County administrator in the Notes to Administrator field, see d above.
5. Select the Apply button to save your changes.
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Add a Bank Account

Add a new bank account to receive payments electronically or if different locations use different banks.
Admin: Profile Management > Bank Accounts =

Add Bank Account
= |Indicates required field { @ (Cancel ) 'W
Country |United States j
+* Bank Routing Number |123455T89 # Branch Mumber (Routing Mumber) |123455T89

= Bank Account Number |1U1U101[]1[J Currency IUSD - US Dollar 'l

Account Details
@ TIP Please enter the name on record with your financial institution

= Bank Account Mame |MY COMPAMNY Inactive Date I

(example: 17-Jun-2010)

Address Assignments

All Addresses

ou can designate that the bank account i
¥ The account is used by all addresses
¥ The account is the primary account for all addresses

e at all company addresses.

Specific Addresses
You can also link the account to specific locations for your company.
Address Name Address Details Used by Address Primary Account
HOME OFFICE 123 Main Street,Ste 610, Anytown, VA, 12345 United States v v
ST LOUIS 8800 PAGE AVE.ST LOUIS MO .63114 United States r r
Comments ™
Notes to Administrator \gj [=]
=

1. Complete all required information indicated by the * symbol, see a above.

e For the bank number and branch number fields, provide the bank routing number. If the bank
routing number has never been used before, the following screen will appear:

Admin: Profile r\-lanagernent: Bank Accounts > Add Bank Account =
(D) Information

There are no details in the system for the bank and branch you have defined for the new account. Please enter details for both and
press Confirm.

Bank and Branch Detajls
* Indicates required field | Cancel )

Country United States
Bank Routing Mumber 123456789

* Bank Name  [MY BANK

Branch Details Branch Address @
Branch Number 123456789 Address Line 1 [123 Main Street |
Type ABA .
Address Line 2 |
= Branch Name [123456789
@ TIP Enter the Bank Routing Number in the Branch Name field Address Line 3 I

Address Line 4 |

City/Locality [Anyt own ]

County |
State/Region VA |

Province I

Postal Code 22201

o Enter the required information including the Bank Name. For the Branch Name, enter the Bank
Routing Number; see € above.

e If known, enter the bank address, see f above.
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e Select the Confirm button to continue.

Confirmation

Bank account 10101010101 at the 123456789 branch of MY BANK has been added to your company profile. The account
information will be routed to an administrator who will review the details and carry out any account verification that is required.
You will be notified once the review is complete.

N

If the bank account is used by all addresses then select the All Addresses checkboxes, see b above.

3. If the bank account is used by only specific addresses then select the Specific Addresses checkboxes

accordingly, see C above.

4. Send comments to the administrator by completing the Notes to Administrator field, see d above.
5. Click the Apply button to save your changes.

Remove a Bank Account

The ability to remove a bank account exists only for accounts in New or Reject status. If you believe a bank
account should be de-activated please contact isupplier@arlingtonva.us.

Admin: Profile Management =
Bank Accounts

(Add )

Details of changes you make to your accounts will be routed to a buyer for review. Learn more...
Bank Account
Details Bank Account Number/ |Currency |Remove Name Bank Name
B> Show 0102030405 UsD - US i} MY COMPANY COMMERCE
Dollar BANK, 2 BANK. N.A.
B> Show 10101010101 UsSD - Us i} MY COMPANY MY BANK
Dollar

Bank
Number

123456789

To delete a bank account select the Remove (Trashcan) icon.

Bank Account Notifications

Branch Branch
Name Number Status Edit
123456789 101000019  Change /

Pending
123456789 123456789  New /’

Once Arlington County reviews and takes action on your bank account request, you will receive one of the

following notifications:

APPROVAL Notification

() Information

This notification does not require a response.

[Supplier Profile Management: Approval of Bank Account

To FDEN W& DoK=&
Sent 17-Jun-2010 17:10:54
ID 18585484

Your request to create/update MY BANK account 10101010101 has been approved.

Thank you.

REJECTION Notification

(D) Information

0K ) (Reassign ) [ Request Information )

This notification does not require a response.

[Supplier Profile Management: Rejection of Bank Account

To TEEN WEDENR
Sent  17-Jun-2010 16:58:25
ID 18585480

Your request to create/update MY BANK account 10101010101 has been declined.

MNotes from Administrator:

We could not confirm this bank routing number. Please check and update accordingly.

Thank you.

OK J [ Reassign ) [ Reguest Inforration |

© Arlington County Government
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Lesson 4-5: User Accounts

You can view who from your organization has an iSupplier Portal account with Arlington County through the
User Accounts form.

i d

—
AR L O PRISM

isupp"er Portal Homs Logout Preferences Help

Home | Orders | Account YT

Profile Management

Supplier Details User Accounts
Address Book The following people have active accounts and can access the portal on behalf of your company.
@ TIP If a user listed is no longer active with your company or should no longer have access to iSupplier Portal, please send an email ta
Contact Directory isupplier@arlingtonva.us or Elick here_ |
Bank A 1 o User Name Email First Name  Middle Name Last N\ame  Phone Number Job Title
MYCOMPANY_EV kirstenlkellSR@gmail.com Eddie Vedder 703-228-5028

User Accounts

1. Click the Admin tab and select the User Accounts to open the User Accounts page, see
1 above.

2. If auser should no longer have access to iSupplier Portal, please send an email to
isupplier@arlingonva.us to request that the account be terminated. Select the click
here link, see 2 above, to generate an email from your default email account.
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