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City of Memphis Supplier Training Guide
Introduction

This users’ guide is intended to help suppliers understand and use the City of
Memphis eProcurement system.

The eProcurement system consists of two applications; Supplier Portal and
Sourcing.

Supplier Portal is the internet interface by which suppliers to the City of Memphis
will retrieve their Oracle purchase orders, requests for quotation, view their account
information, and update their address and contact information.

Sourcing is the internet interface by which suppliers to the City of Memphis will
submit their quotes for City of Memphis’s requests for quotations (RFQs).

Accessing the Supplier Portal

Supplier portal is the internet interface by which suppliers to the City of Memphis will
retrieve their Oracle purchase orders, requests for quotation, view their account
information, and update their address and contact information.

You must have an internet account and be logged on to the internet in order to
access Supplier Portal.

1. Open your web browser. Microsoft’s Internet Explorer is the most common
browsers. You can also use Mozilla Firefox.

2. At the top of the screen, below the menus and icons, you will find a field labeled
Address.

Please note that AOL browser is not supported.

Log-in into the Supplier portal

There are three different types of log-in options:

1. For Existing Supplier (registered in the purchasing system)

A. Open your web browser and enter the following in to the field for
Address/Location: http://www.memphistn.gov/

Click on “BUSINESS”.

Click on “DOING BUSINESS WITH THE CITY”.

On the top right hand side under the section “USEFUL LINKS”, click on “City’s
eProcurement System?”.
This opens the Oracle log in screen.
OR



B. Enter the following into the box for the URL:
https://ebusiness.memphistn.gov/OA HTML/RF.jsp?function_id=31986&resp_id=-
1&resp_appl_id=-

1&security group_id=0&lang code=US&params=PNwzRmyVCUgU6PXkQUOrAwfX5k
hjUEffbtl9cl1Co-yPkiyBhW6ewraTXf3PxvCo4&oas=v_XV30WhHsSFNOe9SGImx5Q..

2. For Supplier Registration (New suppliers to the City of Memphis)

A. Open your web browser and enter the following in to the field for
Address/Location: http://www.memphistn.gov/

Click on “BUSINESS”.
Click on “Supplier Registration”.

This takes you to the Oracle Supplier Registration screen.

OR
B. Enter the following into the box for the URL:

https://ebusiness.memphistn.qgov/OA HTML/jsp/pos/supprea/SupplierReqister.jsp?o
uid=5055E79729E7A9FD

3. For Viewing the Abstract Page (for viewing existing RFX’s)

A. Open your web browser and enter the following in to the field for
Address/Location: http://www.memphistn.gov/

Click on “BUSINESS”.

Click on “DOING BUSINESS WITH THE CITY”.

On the top right hand side under the section “USEFUL LINKS”, click on
“Current Solicitations”.
This opens the Abstract page.

OR

B. Enter the following into the box for the URL:

https://ebusiness.memphistn.gov/0OA_ HTML/OA.jsp?OAFunc=PON_ABSTR
ACT PAGE




TABLE OF CONTENTS

ISUPPLIER PORTAL

1.1 EXISTING SUPPLIER LOGIN ...ccuiiiiiiititnnnnnnnisinnnttenennssssssinitttsssssssssssttatssssssssssssssaasssssssssssssans 1
1.2 USING ISUPPLIER TABS .....ccittttttmnnnniiiininttnnnnnniiiinimtemnnnnsssiistttssmmassssiietttsssssssssssstssssssssses 4
1.3 HOME PAGE FEATURES......ccittttttiiiinnitntnniiiinniieamneanssiisitemmseasssietttasssasssssssssssnsassses 5
1.3.2 CHANGING YOUR PASSWORD.......cctuuuuutnieiinntnnnnnnnsssennnniisannsssssiinnnttssssssssssssitassssssssssssnne 6
1.4 VIEW WINDOWS......iiiiiitinnnnnnniiiiiiiimmmnnesiiiiiiiiimsmmsessiiiiiiissssssssiitiiitssssssssitttasssssssssssnne 9
1.4.1 NOTIFICATIONS.....ccitittttnnnniiiinittttnnnnesiiiiititsennsessiiititttmsnnsssseitttttssassssstttttasssnssssssssnan 9
1.4.2 CHANGING NOTIFICATION STYLES.....cccciiiiiiiimmnnnnniiennniinnmnnneeiiiiniiimmmsessiiassamsessn. 10
2.1 ADMINISTRATION TAB .ccuuiiitttniiinteniiintenniitntensitttenssisttssssestesssssstsssssestsssssesssssssssssnssssses 12
T R o ] B ] 1 12
2.1.2 ADDRESS BOOK DETAILLS .....cciittttmuiiiiniiinnnnaeeiiniiiaimnnneeiiniesmmmass ssteammaassssssssean 13
2.1.3 CONTACT DIRECTORY ..cuuuiiiiiiinnmnnnnneiiinnitammnnneeeiiiniimmmnssessiietstasmmmassssiisstassnmasssssssssaans 17
2.1.4 BUSINESS CLASSIFICATIONS .....ccuuciiiiiiiinntnnnnnnnsisinnnesnsnsssssssesttessssssssssssssssssssssssssssssseans 24
2.1.5 PRODUCTS AND SERVICES.......ccctuuuiiiiinntnnnnnnnssisinnnessnnsssssssesttesssssssssssssssessssssssssssssssans 25
3.1 ORDERS TAB ..cuuiiiiiiitttttnnnniiiiiittttsensiiittttttsssssssiiitttttmsssssssisetttesssssssssssssssesssssssssssssssaans 28
3.1.1 PURCHASE ORDER DETAILS.....ccctttttiiiiiinntnnnnnnnsiiinnneennnnssssssisntessssssssssssssssssssssssssssssscans 29
3.1.2 USING ORDERS PAGE FOR REVIEWING PO DETAILS .....ccccciiiinnnnnnnnnnnnsiinnnennnnnsssssssnnecens 30
3.1.3 SEARCH OPTIONS....ccctuitiiiienntennnnnnnsssinnttttnnnssssssesnnetnsssssssssesttesssssssssssssssessssssssssssssasans 32
3.1.4 PURCHASE ORDER DETAILS AND RELATED INFORMATION .....cccuuennnniiinnnennnnnnnnssennnneens 33

3.1.4.1 PURCHASE ORDER INFORMATION .....cccuuuuuunennnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnsssnssssssssssssnsnnnnnnns 34



TABLE OF CONTENTS (CONT.)

3.1.5 PURCHASE ORDER REVISIONS.........ccuuuuuutunnnnnnnnnnnnnnnsnnssssssssmsssmsssssssssssssssssssssssssssssssnnnns 37
3.1.6 PO COMPARISON RESULTS ...ccuuuuuuuununnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnsnnnsnnnnsnssssssssssnssnssssnssnnsnnnnnns 38
4.1 USING SHIPMENTS TAB FOR REVIEWING SHIPMENT RELATED DETAILS........ccccovnnnnnnnnnnns 39
4.1.1 VIEW RECEIPTS «.iiiiiiiiiiiiiiiiiiiniiiniiiiiiisiinsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnns 39
L2 30 20V | T 1 I 41
4.1.3 VIEWING ON-TIME DELIVERY PERFORMANCE ......ccccciiiiiinnnnnnnnnnnniiinninesnnansssssssesnsaas 42
4.1.4 VIEWING OVERDUE RECEIPTS .....cciiiimimmmnniiiiniiinnmeiiiiiimmmeeiiiissmasissmas 44
5.1 USING FINANCE TAB FOR REVIEWING INVOICE AND PAYMENT DETAILS ......cccccceeiiinnnnann 46
5.1.1 VIEW INVOICES.....iittttuiiiinntitnnnnneeiinnitaimmmneeeiiiimieammmmssssietttesmmmassssissstassnaasssssssssasns 46

5.1.2 VIEW PAYMENTS ...ccittuuiiiiinnininnnneiiiiiiiiimmnneeiiiiismmmaseesiieestasmmmass siettsessnsasssssssssasns 49



TABLE OF CONTENTS (CONT.)

SOURCING
1.0 ACCESSING SOURCING ....ccciiiiiiiiissnisssissssssssssssssssssssssssssssssssssssssssssssssssssssssnssnsssssssssssnss 52
1.1 HOW TO LOGIN....cciiiiiiiiiiiiiniinniisiiisssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssnns 52
2.0 SEARCHING FOR PREVIOUS NEGOTIATIONS PARTICIPATED IN ......ccceetiiiiinnnnnnnnnnnnnnnnnnn 54
3.0 HOW TO VIEW AND RFQ.....cctttiiiiniiiiiiiniiiniiineiiinienesssesssesssessssssssssssssssssssssssssssssssssssssseee 55

4.0 INVITATIONS FROM CITY OF MEMPHIS & ACKNOWLEDGEMENT OF PARTICIPATION... 61

4.1 HOW TO ACKNOWLEDGE PARTICIPATION .....cccuuuiiiiinninnnnnnnnesiinnininnnnnnessiinniisnsansessn, 62
4.2 HOW TO CREATE AN RFQ RESPONSE........cccccciiiiimmnnmmnnniiinniiimmneiiissmesssmas 64
4.3 HOW TO SEND QUESTIONS/COMMENTS TO BUYER — ONLINE DISCUSSIONS.........ccccerene 70
4.4 HOW TO VIEW A RESPONSE/MESSAGE FROM BUYER — ONLINE DISCUSSIONS ..........c.... 73
5.0 RFQ AWARD NOTIFICATIONS. .....ccuuuiiiiiinnntnnnnnnneiiinnttnmmnnneesiienmieammmassssissstassmsasssssssssaans 75
5.1 SEARCHING FOR AWARDED NEGOTIATIONS PARTICIPATED IN.....ccccccciiiiinnnnnnnnnnnnsscnnnecans 76

6.0 SIGNING CONTRACTS..... . uuuununnnnnnnnnnnnnnnnnnnnnnnsnnnsnsssssssssssssssssssssssssssssssssssssssssssssssnnnnnsnnns 46



SUPPLIER
PORTAL
USER GUIDE



1.1 Existing Supplier Log-in
The Oracle E-Business Suite login screen will display.

1. Enter the user name and password that you were provided.

.- —— S W — e D
& Login = {1 3¢ 2

k;.g\ @ hitps://ebusinessmemphistn.gov/OA_ HTML/RFjspi 2 ~ B & X ||| 3 AmazoncomShopping e
x @ Convert v [ Select

95 2] Oracle Enterprise Perform

Y liv B - = v Pagew Ssfetyv Toolsw @+

2] CRP I Login || Home - Rt2-Hyperion Up... £ iSupport Login [ Support Portal

21 UAT Login @1 https--www.testeacherso...

| 2 e

*User lame

(xample: michaslames.smith)

*Password
(example: 4u33v23)
Lo |_cance
Login Assistance
Accessibility None -

Select a Language:
English

Copyright 2013 Gity of Memphis

Privacy Statement
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2. If you are logging in for the first time, the Change Password screen is displayed.
You will need to change your password by entering the current and new passwords
then click the “Submit” button. You will need to do this only once.
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Logout

£ Warning
Lowi-level Dingrastic Logging i turned on. This may tempararily reduce performance.

* Current Passwaord
= e Prssward [

“ Re-ed ew Password
2 _Canest |

Change Password

= Indicates required fiekd
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3. City eProcurement system responsibility screen is displayed.

E-Business Suite

B Favorites ¥ g Logout Preferences Help

Enterprise Search Al - [so] Search Results Display Freference  Standard +
Logged In As Q01PATIERSON@GMAIL.COM
Oracle Applications Home Page

Main Menu
| Personalize

2 £ cMEM Sourcng Suppler From [Type Subject Sent~  |Due

[® 3 cMEM Supolier Portal Scott-Bruton, Lisa Sourcing Publish You are invited: RFQ 13034 (Complete carpet cleaning at sixieen (16) Memphis Public Library locations) 28-Mar-2013/11-Apr-2013
Broadnax, LaToya Sourcing Publish You ar: d: RFQ 12815 (Interior Painting for the Ruth Tate Senior Center) 30-0ct-2012 06-Nov-2012
Hamilton, Cedric Sourcing Publish You are ited: RFQ 12616 (Lawn e for 3 ance Business Center) 06-Sep-2012/
Broadnax, LaToya Sourcing Publish You are invited: RFQ 12650 (Lendscape M. ance for the Lichterman Nature Center) 05-Sep-2012/18-Sep-2012
Setterlund, Donna Sourcing Publish You are invited: RFQ 12607 (LFGAI MOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar) 28-Aug-2012 14-Sep-2012

erstats

&

Setterlund, Donna Sourcing Publish You are invited: RFQ 12531 (LEGAL MOTK BIDDER for Mowing Services on the s m) 01-Aug-2012 17-Aug-2012
Williams, Gary  Sourcing Publish You are invited: RFQ 12468 (LEGAL NOTICE TO BIDDERS for the M g of (5) Retention Basins for Flood Control} 03-Jul-2012 |20-Jul-2012

Setterlund, Donna Sourcing Publish You are invited: RFQ 12193 (REQUEST FOR QUALIFICATIONS FOR BOARD UP SERVICES) 21-Mar-2012/13-Apr-2012
14-Feb-2012 14-Feb-2012

UMX Password Password reset requires approval.
#TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Page  Priva

4. Click on the CMEM Supplier Portal link to enter the City of Memphis Supplier
Portal.

5. The iSupplier Home Page will display. This page is the central repository for
all supplier-related data and functions.



1.2 Using iSupplier Tabs

The tabs are available on every screen, and help you navigate to the various data
screens.
We will cover the relevant information from each tab in detail later on in this manual.

e Home: Takes you back to the homepage

= Orders: Takes you to your POs and RFQs

= Shipments: View a summary of your delivery schedules, past receipts, returns,
historical delivery performance, and create Advanced Shipping Notices (ASNs)

= Finance: View the status of invoices and payments

e Intelligence: A Supplier Management Dashboard to assist the supplier in
managing all of their contracts

< Admin: Update your supplier and contact information

Each of these links is also repeated at the bottom of every page.

Search
A method to quickly find a PO, invoice, shipment, or payment

Links on the right side of the screen
Another method to go to specific information as described.

Notifications and Orders at a Glance

These areas summarizes the most recent entries for each of the categories. To see
the complete list, click on the Full List button.



1.3 Home Page Features

1.3.1 Global button links at top right of screen display on Home Page and all
portal pages:

Home Logout Preferences Help Diagnostics

Home - Returns you to the main portal page
Logout — Exit iSupplier
Preferences - Displays the Preferences page.

Help - Accesses the help index page.

N Navigator v BF Favorites v Home Logout Preferences Help Diagnostics

Search PO Number * El

7 | notifications - — d Orders
| Full List » Purchsse Orders
= pate = Purchase History

You are invited: RFQ 13034 (Complete carpet cleaning at sixteen {16) Memphis Public Library locations) 28-Mar-2013 11:14:50 Shipments
You are invited: REQ 12815 (Interior Painting for the Ruth Tate Senior Center) 30-Oct-2012 13:53:38

* Overdue Receipts

You are invited: RFQ 12616 (Lawn Maintenance for e Bu ter) 06-Sep-2012 14:19:07 =
[You are invited: RFQ 12650 (Landscap e for the Lichterman Center) 05-Sep-2012 10:54:00 Recelp -
You are invited: RFQ 12607 {LEGAL NOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar) 28-Aug-2012 09:55:22 e %ﬂ
« Refurns
o On-Time Performance
E—, Orders At A Glance - o minm
o o Invaices
| Full List
PO Humber Description Order Date Payments
Mo resutts found. * Poyments

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page Statement Copyright 2013 City of Memphis.

Diagnostics — Not accessible.



iSupplier Portal

. Navigator ¥ avorites Home Logout Preferences Helg Diagnosti

Search PO Number T EI

Notificati
| Full tist + Purchsse Orders
Subject Ipate « Purchase Histo
\You are invited: RFQ 13034 (Complete carpet cleaning at sixteen (16) Memphis Public Library locations) 28-Mar-2013 11:14:50 m
\You are invited: REQ 12815 (Inferior Painting for the Ruth Tate Senior Center) 30-Oct-2012 13:53:38 « Overdue Receipts
You are invited: REQ 12616 (Lawn Maintenance for & Business Center} 06-Sep-2012 14:19:07 =
You are invited: RFQ 12650 (Landscape e for the Lichterman Nature Center) 05-Sep-2012 10:54:00 m
You are invited: REQ 12607 (LEGAL NOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar) 28-Aug-2012 09:55:22 2 %ﬁ
* Returns
e On-Time Performance
Ig‘l—_ Orders At A Glance . Inyvoices,
— e Invoices
Full List
PO Number Description Order Date Eayments
No results found. s Lmemi

Finance Inteligence Admin Home Logout Preferenc

1.3.2 Changing your password

1. If you want to change your password, click Preferences link at top right hand
corner or bottom of the screen.

Note that you can do this from any screen.



iSupplier Portal

n Navigator v B Favorites Home Logout Preferences Helg Diagnosti

Search PO Number T EI

. Notifications. S | Orders

e Purchase Orders
Subject Ipate « Purchase Histo
You are invited: REQ 13034 (Complete carpet cleaning at sixteen (16) Memphis Public Library locations) 28-Mar-2013 11:14:50 Shipments
\You are invited: REQ 12815 (Inferior Painting for the Ruth Tate Senior Center) 30-0ct-2012 13:53:38 « Overdue Receipts
You sre invited: RFQ 12616 (Lawn Maintenance for & Business Center} 06-Sep-2012 14:19:07 =
You are invited: RFQ 12650 (Landscape e for the Lichterman Nature Center) 05-Sep-2012 10:54:00 Receipts
You are invited: REQ 12607 (LEGAL NOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar) 28-Aug-2012 09:55:22 2 %ﬁ

* Returns

e On-Time Performance
L orders At A Glance meioes

Erokiak e Invoices
ul

PO Number Description Order Date Eayments
No results found. * Payments

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright 2013 City of Memphis.

General Preferences screen is displayed
2. Enter your old password, new password, repeat new password
3. Click “Apply” to save your changes.

4. Click “Home” tab to return to the home page.



Shipments | Finance | Intelligence | Admin

General Preferences

Home Logout Preferences Help Diagnostics

©  General
» Display | Cancel [ Reset ko Dehllltl | Apply
Preferences

Current Session Language  American Engl\éh - .b'

Default Application Language  American Er-|ghsh -

Accessibility
Accessibility Features I“d‘une ~ i
Regional
Territory Umted Stabes b4
Date Format  dd-MMM-yyyy (29-Oct-2013)
Timezone  (GMT -06:00) Central Time -

Number Format
Currency
Client Character Encoding

10,000.00 ~

-

Western European (Windows) « ji

Known As [PATTERSON SR, TOMMIE

0Old Password |
New Passward |

Repeat Password |

«TIP Please enter your old and new passwords, Passwords are case sensitive,

Responsibility - bl
Page -
Notificati
Email Style  HTML mail with attachments 3

Notify

cations will be sent in your cument default lang;

Home Orders Shipments Fin

Cance_l- [ Reset to Default | | Agplv.




1.4 View Windows

Use view windows on the iSupplier Home Page to drill down on recent data and
information related to Orders, Shipments, Receipts, and Payments. Use the Quick-
Links at right of screen to link directly to desired functions.

1.4.1 Notifications
1. Notifications are messages waiting for your review. Some notifications are view-

only, while other notifications require action. To view your notifications, click the
linked subject to open the Notification Details page.

2. When you click the linked subject, the Notification Details page opens up.
Here you will find the details of the notifications from the City of Memphis.

iSupplier Portal

n Navigator v B2 Favorites v Home Logout Preferences Help Diagnostics

Home | Orders | Shipments | Finance | Inteligence | Admin

Search PO Number - EI

! | notifications : ‘ Orders.
Full Lis| » Purchase Orders

Subject

You are in Complete carpet cleaning at

phis Public Library locations)

You are in erior Painting for the Ruth

1 Maintenance fo

You ar

|pate

28-Mar-2013 11:14:50
30-Oct-2012 13:53:38
06-Sep-2012 14:19:07

= Purchase History
{Shigments:

* Overdue Receipts

Receipts

You are d: andscape I e for the Lich r) 05-5ep-2012 10:54:00

You are invited: RFQ (LEGAL NOTICE TO BIDDERS to Repair C alls, Replace Missing Rebar) 28-Aug-2012 09:55:22 e %‘Lﬁ
- eturns

* On-Time Performance

= » Invoices
| Full List

PO Number Description Order Date Eayments
No results found. ® Payments

L‘l’ Orders At A Glance

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright 2013 City of Memphis.




| iSupplier Portal

1 Navigator v B} Favorites ¥ Home Logout Preferences Help Diagnostics

[ves | [mo
From Scott-Bruton, Lisa Company City of Memphis
To 901PATTERSON@GMAIL.COM Title Complete carpet cleaning at sixteen (16) Memphis Public Library locations
Sent 28-Mar-2013 11:14:50 Number 13034
Due 11-Apr-2013 11:00:00
D 5463409
&PON_INVITE_RESPONSE_BODY
Action History

[num  [Action pate Action From To Details

. Response

Note to Buyer

Return to Worklist Yes | [ o | [ Reassign_

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright 2013 Gity of Mempnis

1.4.2 Changing Notification Style

As noted earlier, Notifications are messages waiting for your review. Some
notifications are view-only, while other notifications require action. To view your
notifications, click the linked subject to open the Notification Details page.

Notifications can also be sent as emails to your email address. This is in
addition to the notifications that you receive in the system.

1. If you want to change your notification method click Preferences link at top right
hand corner or bottom of the screen.

Note that you can do this from any screen.

10



iSupplier Portal

1 Navigator v

B Favorites ¥

Search PO Number

E _ Notifications

3 =

Home Logout Preferences Helg Diagnostics

= Orders.
Full List e Purchase Orders
Subject \Date s Purchase History
You are invited: REQ 13034 (Complete carpet cleaning at sixteen (16) Memphis Public Library locations) 28-Mar-2013 11:14:50 Shipments
You are invited: RFQ 1 Interior Painting for the Ruth Tate Senior 30-0ct-2012 13:53:38 « Overdus Receipts
You are invited: REQ 12616 (Lawn Maintenance for Renaisssance Busin 06-Sep-2012 14:19:07 =
You are invited: RFQ 12650 (Landscape e for the Lichterman N enter) 05-Sep-2012 10:54:00 Receips
'You are invited: RFQ 12607 {I EGAL NOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar) 28-Aug-2012 09:55:22 : ﬁf
* On-Time Performance
h, Orders At A Glance . Inyoues
g = e Invoices
Full List
PO Number Description Order Date Eayments
No results found. * Payments

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page

Privacy Statement Copyright 2013 City of Memphis.

General Preferences screen is displayed

Start Page  [Disabled 3
Do not send me mail
Responsibility |HTML mail

Page HTML mail with attachments
|HTML summary mail
Plain text mail |
Notifications. | Plain text mail with HTML attachments |
|Piain test summary mail
Email Style Do not send me mail |'.

Netdfcations w

be sent i your current defauk lanGusge, American Englsh a

cancel | | Reset to Default | | Apply |

2. If you DO NOT want to receive emails in addition to the notifications: In
“Notifications” section, for field Email Style choose “Do not send me Email”

or

If you want to receive emails in addition to the notifications: In “Notifications”
section, for field Email Style choose “HTML Mail” or “HTML Mail with attachments”

3. Click “Apply” to save your changes.

4. Click “Home” to return to the home page.

11



2.1 Administration Tab Details
2.1.1 Supplier Details

1. Click on the Admin tab to open up the Supplier Profile Administration screen. In
this screen you can view your company information.

iSupplier Portal

 Navigator v B Favorites ¥ Home Logout Preferences Diag

| Home | Orders i Finance
Profile Management

+ General

General

Organization Name PATTERSON CONSTRUCTION OF TH, INC. DUNS Number
o izati Supplier Number 808585 Tax Registration Number
roanenen Alios Taxpayer D 02-0591786

G Aiduyess: Book Parent Supplier Name Country of Tax Registration
o Contact Parent Supplier Number
Directory
©  Business
Classifications
o Product & Search
Services

Payment & MNote that the search is case insensitive

Invaicing Title E

Surveys [ Show Mare Search Options

L ) [ Add Attachment...
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.

+  Company Profile

hipments Finance Intelligence Admin Home Logout Preferen

12



2.1.2 Address Book

1. Click on Address Book link to display all your contact addresses.

iSupplier Portal

i Navigator v B2 Favorites ¥

Home Logout Preferences Help Diagnostics
| Home | Orders i Finance i

Profile Management

= General Address Book

+ Company Profie
Organization P E e I s i

- Address Book  P1 605 E. FRANK

© Contact MEMPHIS, TN 38106
Directory RL 1088 DEUMAINE PLACE
= Business MEMPHIS, TH 38106
Classifications R2 P.0. BOX 1042 United States

o Product & MEMPHIS, TH 38101 7 w
Services

|country
United States

United States

© Payment &
Invaicing

o Surveys

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics
About this Page  Privacy Statement

Copyright 2013 City of Memphis.

2. In this screen you can view your address information and make updates if needed.

3. Review your company address information.

4. If you need to change the address information, click on the Update icon. The
“Update Address” screen is displayed.

13



iSupplier Portal

™ Navigator v B Favorites w e Logout Preferences Diagnos

Admin: Profile Management: Address Book >
Update Address
* Indicates required field

Cancel | | Save

Supplier Name PATTERSON CONSTRUCTION OF TH, THC. Supplier Number 808585
= Address Name  |PL Phone Area Code
Country  United States - Phone Number
* Addressline 1 [605E. FRANK FaxareaCode |
Address Line 2 ,— Fax Number Ii
Addresstine3 | Email Address [
Addresstines [
Purchasing Address
* City/Town/Locality W Payment Address
County ,— [CIRFQ Only Address
State/Region [TN
povince |
* Postal Code |38106

Note

Include any additansl details sbout the address such as the type of address. This wil be visible to cther buyers within your organization as well as to the supplier. Also, include brief notes to buyer sbout the change when changing address informatin.

5. Make applicable changes
6. Click the “Save” button

7. A confirmation that a change has been made is displayed

iSupplier Portal

# Navigator+ B2 Favorites v Home Logout Preferences Help Diagnostics

|
- General

£ Confirmation

= Company Profile
Details far your P1 address have been modified.

© Organization |

= Address Book Address Book

e
Directory Lroate

o Business Address Hame -« Address Details |country update Remove
Classifications P1 605 E. FRANK United States ») @

=  Product & MEMPHIS, TN 38106

Services R1 1088 DEUMAINE PLACE united States » &

- Payment & MEMPHIS, TN 28106 &

Invoicing R2 F.O. BOX 1042 United States a m

o Surveys MEMPHIS, TH 38101

14



8. If you need to add additional addresses, click on the Create button

iSupplier Portal

M Navigator v B Favorites

Home Logout Preferences Help Diagnostics

| Home | orders | shi Finance
_ Profile Management
[ — | Address Book
« Company Profile
°  Organization e M Adkdress Detais |Country Update
o  AddressBook = F1 605 E. FRANK United States p @
o Contact MEMPHIS, TH 38106
Directory RL 1088 DEUMAINE PLACE United States 2 i
©  Business MEMPHIS, TH 38106
Classifications R2 P.0. BOX 1042 United States 2 T
o Product & MEMPHIS, TN 38101
Services
o Payment &
Invoicing
o Surveys

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

Copyright 2013 Gity of Memphis.

9. Add Address screen opens up. Complete all the details like Address name, Address
Details including Street, City, State, Country, Contact numbers and email address.
Enter a brief description about this Address in the notes field.

10. Click the Save button

15



iSupplier Portal

™ Navigator v B Favorites w Home Logout Preferences Diagnostics

Admin: Profile Management: Address Book >
Create Address
* Indicates required field i el

Supplier Name PATTERSON CONSTRUCTION OF TH, INC. Supplier Number 808585

= Address Name |TEST Phone Area Code [901
Country  United States ¥ Phone Number |[555-1313
* Address Line 1 |20090 Front Street Fax Area Code 901
Address Line 2 Fax Number |555-3131
Address Line 3 Email Address
Address Line 4
* City/Town/Locality [Memphis it Ao
[C]Payment Address
County [CIRFQ Only Address
State/Region [TN
Province
* Postal Code |38103

Note  |we will be using this news address for shipping our goods| -

Include any sdditons| details sbout the sddress =

& type of address. This wil be visible to other buyers within your arganization as el as to the supplier. Also, inciude brisf notes to buyer sbout the change when changing address information.

11. You will receive a confirmation message stating that your address has been
created.

1 Navigator v B Favori Home Logout Preferences Help Diagn:

Finance

+ General = .
[ Confirmation
«  Company Profile
Organization “TEST has been added to your Address Boak.

~  Address Book | Address Book

. conaa
',m:iow Address Name - Address Details |country Updata
Classfeations i 605 E. FRANK United States 7 =
5 Product & MEMPHIS, TH 38106
Services RL 1088 DEUMAINE PLACE United States 2 T
MEMPHIS, TN 38106
©  Payment &
Invaicing R2 P.0. BOX 1042 United States P a
o Surveys MEMPHIS, TH 38101
TEST 200900 Front Street United States » ik
| | Memphis, TN 38103 i

Home Order: Finance Intelligence Admin Home Logout

16



2.1.3 Contact Directory

1. Click on Contact Directory link to display details of all you contact persons.

iSupplier Portal

™ Mavigator v B Favorites w Home Logout Preferences Diagnostics

| Home | Orders i Finance
Profile Management

= cansral Contact Directory : Active Contacts

«  Company Profile
- Organization First Name |Last name Phone Number |Email |status User Account Remove Addresses Update
©  Address Book TOMMIE PATTERSON 901 870-3960 901PATTERSON@GMAILL. COM Current m =
o hontact TOMMIE PATTERSON SR 901-870-3960 901PATTERSON@GMAIL.COM Current - Il =
Directory
© Business = = =
Hoteddins {11 Contact Directory : Inactive Contacts.
o Product &
Services

Payment &

Invoicing
5 Surveys

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright 2013 City of Memphis.

2. In this screen you can view your contact people’s information and make updates if
needed.

3. Review your company’ contact persons’ information.

4. If you need to change the contact persons’ information, click on the Update icon.
The “Update Contact” screen opens up.

17



iSupplier Portal

™ Navigator v B Favorites w Home Logout Preferences Diag

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field ———

Contact Title b Phone Area Code 901
First Name W Phone Number W
middie Name [ Phone Bxension |
* Last Name W rnate Phone Area Code l—
Alternate Name I— Iternate Phone Number l—
sbTitle [ FaxAreacode |
Department l— Fax Number li

Contact Email |901PATTERSON@GMAIL.COM
url l—

Home Logout Preferences Diagr

5. Make applicable edits

6. Click on “Save” button

7. You will receive a confirmation that the contact details have been changed.
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iSupplier Portal

™ Mavigator v B Favorites w Home Logout Preferences Diagnostics
| Home | Orders

Profile Management
= General |
[y Confirmation

«  Company Profile
5 Organization Contact details for TOMMY PATTERSON have been saved
9 Att}dress Sk Contact Directory : Active Contacts
- Contact
Directory
o B First Name |Last Hame |Phone Number |Email |status User Account Remove Addresses Update
Classifications TOMMY PATTERSON 901 870-3960 Q01PATTERSON@GMAIL.COM Change Pending m P
o Product & =
Chpioes TOMMIE PATTERSON SR 901-870-3960 901PATTERSON@GMAIL.COM Current v m = 2

Payment & - -

Invoicing /il Contact Directory : Inactive
5 Surveys

Home Finance Intelligence Admin Home Logout Preferen

8. If you need to create additional contact persons, click on the Create button

iSupplier Portal
T Navigator ¥ Home Logout Preferences Diagnostics
| Home | Orders Finance
Profile Management
| s General Contact Directol
+  Company Profile
gaigrREaton First Name Phone Humber Email status User Account Remove Addresses Update
©  Address Book TOMMY 901 870-3960 901PATTERSON@GMAIL.COM Change Pending B Z
el TOMMIE PATTERSON SR 901-870-3960 901PATTERSON@GMAIL.COM Current v i} 2
Directory &
©  Business
Classifications
o Product &
Services
Payment &
icing
Surveys

Home Orders Shipments Finance Intelligence Admin Home L
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9. The Create Contact screen is displayed. Complete all the details like Contact Title,
First Name, Last Name, Job Title, Email Address, Phone and Fax numbers details.

10. Click on the Save button.

iSupplier Portal

 Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Admin: Profile Management: Contact Directory >
Create Contact

= Indicates required field Ccancel | | save

Contact Title G Phone Area Code |901
First Name jAndersen Phone Number |555-3232
Middle Name '7 Phone Extension '—
= Last Name [Howard fternate Phone Area Code |
Alternate Name Alternate Phane Number l-—
Job Title !W Fax Area Code {901

Department Fax Number [555-3131
Contact Email |a.howard@gmail.com

url

Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright 2013 Gity of Mempnis.

11. You will receive a confirmation message stating that your Contact has been
created.
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™ Mavigator v B Favorites w Home Logout Preferences Diagnostics

| Home | Orders

Profile Management
= General |
[y Confirmation

«  Company Profile B
o Orgamization | Andersen Howard has been added to your Contact Directary.
o Address Book Contact Directory : Active Contacts
- Contact Create

irst Name Last Name Phone r Ei Status User Account Remove Uy te
m“:l"_" Fi hone Numbe mail
©  Business =
Classifications Andersan Howard 901 555-3232 a.howard@gmail.com Pending o P
o Product & TOMMY PATTERSON 901 870-3960 901PATTERSON@GMAIL.COM Change Pending m 4
Services
Payment & TOMMIE PATTERSON SR 901-870-3960 901PATTERSON@GMAILL.COM Current v m s

Invoicing
-~ Surveys 1/ Contact Directory : Inactive

Home Finance Intelligence Admin Home Logout Preferen

12. Newly added Contact persons must be associated to one of your site addresses.

iSupplier Portal
T Navigator ¥ Home Logout Preferences Diagnostics
| Home | Orders Finance
Profile Management
e cansral Contact Directory : Active Contacts
o e
o Organization First Name |Last Name |Phone Humber Email |status User Account Remove Update
©  Address Book Andersan Howard 901 555-3232 a.howard@gmail.com Current i} b
) TOMMY PATTERSON 901 870-3960 901PATTERSON@GMAIL.COM Change Pending m P
Directory
o Biarcis TOMMIE PATTERSON SR 901-870-3960 901PATTERSON@GMAILL.COM Current v m E 4
Classifications
Froduct & 4 Contact Directory : Inactive Contacts
Services
Payment &
icing
Surveys

Home Orders Shipments Finance Intelligence Admin Home L
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13. Click on the Addresses icon for the newly added contact. The Address Association
for Contact screen is displayed. Click on the Add another Row button.

14. Click on the magnifying glass. The Search screen for Address Name is displayed.

15. Click on Go to display all the Address Names available for the supplier.

iSupplier Portal

i Mavigator v B Favorites

Adrmin: Profile Management: Contact Directory >
AddresgA iations for Contact
associated with the contact can be maintained in this page.

Cancel | [ Save |
adiiess Dalale Remove
(& Search and Select List of Values - Windows Intemet Explorer 1 [P ) i}

[© hitpy/sebstest memphis.ad/OA_HTML/cabo/jsps/ajsp?_t=fredRCBienc=UTF-86L 508 ght=5508config oaCor B

Search and Select:

ERES Cancel | | save |

[P i
Sl e i ! l
Idowen list and lue in the text field, then select the "Go” button,

To find your item, select a filter em in the pulk

Search by [Address tame [=] | Leb
. Results ]
Select Quick Select |Idd.e§ll-‘ Address Details

@ B PL 605 E. FRANK, MEMPHIS, TN, TN, US

o BN R 1085 DEUMAINE PLACE, MEMPHIS, Th, TH, US

o % R2 P.O. BOX 1042, MEMPHIS, TN, TN, US

® . TEST 200300 Front Strest, Memphis, TH, TN, US

About this Page

Bl o € el®wx]e] X Ew

16. Select the site for which this new person is going to be the contact of.

17. Click on Select.

18. Click Save.
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iSupplier Portal

™ Navigator v B Favorites ¥ Home Logout Preferences Diagno:

Admin: Profile Management: Contact Directory >
Address A iations for Contact
The addresses associated with the contact can be maintained in this page. e [l o—

Address Name Address Details
Pl 605 E. FRANK, MEMPHIS, TN, TN, US m

Add Another Row

ut Preferences Diagnostics

About this Page  Privacy Statement

19. The Status of the Contact is now Change Pending. The Analyst must approve the

change. Once the Analyst has approved the change, the status will then show as
Current.

™ Navigator v B Favorites w Home Logout Preferences Diag

Finance

| + General | Contact Directory : Active Contacts
+  Company Profile

©  Organization First Name [Last Hame |Phone Number [Email status User Account Remove Update
Address Book Andersen Howard 901 555-3232 a.howard@gmail.com Change Pending i} 2

o lOontact TOMMY PATTERSON 901 870-3960 901PATTERSON@GMAILL.COM change glNing I

o i TOMMIE PATTERSON SR 901-870-3960 S01PATTERSON@GMAIL.COM cur, v i) =

Classifications

o Product & ] Contact Directory : Inactive Contacts

Services
Payment &

Invoicing

5 Surveys

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Diagno

y of Memphis.

hitpi//ebstest.memphis.ad/OA_HTML/OAjsp?page=/oracle/apps/pos/supplicr/webui/SuppCntctAddiPGEPos.. |
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2.1.4 Business Classifications

This information cannot be viewed online. Suppliers must contact the City of
Memphis Office of Contract Compliance to have this information updated.

. Navigator v B Favorites w Home Logout Preferences Help

Finance

S emen | Business Classifications
+  Company Profile -Cance! [save

©  Organization Hote:
0 AddressBook | Please Contact Office of Contract Compliance to update information related to Business Classifications (WBE, SBE or Minority) certifications.

o Contact - S
Directory | cancel | | Save
- Business

Classifications

o Product &

Services

o Payment &

Tnvaicing

o surveys

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help

Privacy Statement

javascript: D ', hitp%3A//ebstest memphis ad/OA_HTML/OA jsp3Fpage%3Dior...|
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2.1.5 Products and Services

This section displays the supplier’s Products and Services that are registered in the
iSupplier system. By registering Products and Services your company will be invited
to quote when there is a city request for those products or services. You will receive
an electronic notification via email inviting you to submit your quote(s).

1. To access the products and services screen, click on the “Products and Services”
link.

2. To add your company’s products and services click on <Add>

iSupplier Portal

T Navigator v B® Favorites v Home Logout Preferences Help Personalize Page

| Home | orders | shi Finance
Profile Management
= General

*  Company Profile Personalize "Products and Service

Remove || Add

© Address Book [.zemore [l 2dd ]

o) Cohtact Select All | Select None

Directory Select Code Products and Sices Date Added Approval Status View Sub-Category

o Business [ |o1o0s Acoustical Tile, All Types 16-Jun-2014 Pending Approval
Classifications

= Product &
Services

o Payment &
Invoicing
o Surveys

Products and Services

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright 2013 Gity of Mempnis.

3. Browse for a required product or service. Select the product/service by clicking
the Applicable checkbox. The Applicable checkbox is grayed out for any
product/service you already have selected.
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iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences Help Personalize Page

Admin: Profile Management: Product & Services >
Add Products and Services: : (PATTERSON CONSTRUCTION OF TN, INC.)

L
Personalize "NewPSTableLayout”
Browse All Products & Services

© Search for Specific Product & Service
Personalize "Products and Services Categories T..."

<) Previous 1-10 v Next10 @&

View Sub-

code [Products and Services categories Applicable

01005 Acoustical Tile, All Types Applicable
02000 AGRICULTURAL EQUIPMENT, IMPLEMENTS & ACCESSORIES [T] Applicable
02046 Herbicide, Insecticide & Fungicide Applicators & Distributors [T Applicable
02089 Tractors, Farm, Wheel Type [T] Applicable
02200 AGRICULTURAL IMPLEMENT & ACCESSORY PARTS [C] Applicable
02204 Brush Chipper, Cutter and Saw Parts [Z Applicable
02249 Implement Parts for John Deere [Z] Applicable
02253 Implement Parts for International Harvester [T] Applicable
02280 Tractor (Farm and Garden) Parts [Tl Applicable
02543 Compressors, High Pressure, All Sizes [T] Applicable

<) Previous 1-10 v Next10 &

| cancel | [ Apply

Home Logaut Preferenc

4. Click on Apply after selecting all the applicable products and services.
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5. You will receive a confirmation message stating that Product and Services
information has been added to your profile.

iSupplier Portal

1 Navigator v B® Favorites v Home Logout Preferences Help Personalize Page

B |
Personalize "Confirmation”
The following Product and Service categories have been added to your profile.

« Brush Chipper, Cutter and Saw Parts

Return to Products and Services
Home Logout Preferences Help Personalize Page
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3.1 Orders Tab

This section displays the most recent Purchase Orders issued by the City of Memphis.
PO Summary information is shown in this screen.

1. Narrow down your summary of Purchase Orders by selecting a View option or by
clicking on the Advanced Search button.

2. To view detailed information on a Purchase Order, click on the PO number link.

iSupplier Portal

T Navigator v BF Favorites » Home Logout Preferences Help Personalize Page

| Home | orders | shi Finance
Purchase Orders | Purchase History | Waork Confirmations | Deliverables | RFQ

Purchase Orders

Personalize Stack Layout: (SupplierRN) 1

Personalize "Views"

View  All Purchase Orders - | Go

Advanced Search

Personalize Stack Layout

Personalize "PO Summary”

Select Order: | Acknowledge | | View Change History |
PO Document Acknowledge

[Humber Rev Operating Unit Type Description Order Date Buyer Currency Amount Status By Attachments

29582 1 City of Memphis, Standard PO Extension #1 of Contract 29582 for Board Up Services - Term: July  07-Oct-2013 17:51:22 Boyles, Timothy R~ USD 75,000.00 Open
3 Tennessee 1, 2013 to June 30, 2014.
) |28190 1 [City of Memphis, Standard PO To provide Weed Cutting Services 18-Oct-2011 10:57:11 Donaldson, usD 588.00  Finally
- Tennessee Gwendolyn D. Closed

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page
About this Page  Privacy Statement Copyright 2013 City of Memphis.
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Orders: Purchase Orders >

3.1.1 Purchase Order Detail

™ Nevigator ™ B Fovortes ™

Standard Purchase Order: 29582, 1 (Total USD 75 000.00]

Home Logout Preferences Help Pemonalize Page

Currency=USD

Personalize

Order Detil Container’

Order Information.

Personal;

*Order Information®
Personalize Table Lavout: [OrderHeaderDetsis)

Supplier
Supplier Site
Address

Buysr

Personsliz= Stack Lavout: (termsstack1)

75,000.00
PATTERSON CONSTRUCTION OF TH, INC.
P1

605 E. FRANK

MEMPHIS, TH 38106

Boyles, Timothy R

Freight Terms
Shipping Control

Order Date  07-Oct-2013 17:51:22
Descripbon  Extension #1 of Contract 29582 for Board Up Services - Term:
July 1, 2013 to June 30, 2014.
5"““': Opex, Addresz 110301-FIN Purchasing
Hoistastpeess W . 125 N. Main Suite 354
Operating Unit ity of Memphis, Tennessee e
Sourcing Document )
Supplier Order Number Personaliza "Bil-To Address”
Attachments  None Bill-To Address
Address  171111-PW Administration
125 N. Main Ste. 608
Memphis, TN 28103
Show All Detsils | Hide All Datsils
Details [Line Type Item/Job  Supplier Item Description uoM
Good/Services Oty Based Board Lip Services per RFQ 12183 Exch
Gooxd{Sarvices Oty Bassd Extension #1 of Contract 29582 for Board Up Sarvices - Tarm; July 1, 2013 to Juns 30, 2014, Each

Return to Orders: Purch:

ders Shipments Finance Intelligence Admin Home Logout Preferences

Actions  View Changs Histary El [Export

" Personaiize Defaut Single Column: [HesderSummaryCol)
Tot=l 75,000.00

Received
Invioiced
Payment Status

34.960.00

Qty Price  AmountStatus Attachments  Reason
T5000. 1 7500000 Open
1 [ 0,00 0pen

(& [Ewort]

Actions | View Change History ™

0

Click on the Home tab to return to the iSupplier Home Page.
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3.1.2 Using Orders Page for reviewing purchase order details.

Clicking on the <Orders> tab brings you to the Orders Page. Use this page to access
all City of Memphis purchase order data.

iSupplier Portal

T Navigator v B2 Favorites w

Home Logout Preferences Help Personalize Page

| Home | Orders

Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ
Purchase Orders

Export
Personalize Stack Layout: (SupplierRN)

Personalize "Views"
View Al Purchase Orders - | Go

| Advanced Search

Personalize Stack Layout
Personalize "PO Summary"

Select Order: | Acknowledge | | view change History |

PO Document Acknowledge
SelectNumber  Rev Operating Unit Type Description Order Date Buyer Currency Amount Status By Attachments
@ |29582 1 [City of Memphis, Standard po  Extension #1 of Contract 29582 for Board Up Services - Term: July 07-0ct-2013 17:51:22 Boyles, Timothy R~ USD 75,000.00 Open
- Tennessee 1, 2013 to June 30, 2014.
. |28190 1 [City of Memphis, Standard PO To provide Weed Cutting Services 18-0ct-2011 10:57:11 Ronaldson, usD ssg.00  Finally
Tennessee Gwendolyn D. Closed

Export

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement

Copyright 2013 City of Memphis.

1. All Purchase Orders are shown in summary form on the screen.

2. Click on the <Export> button to (optionally) export Purchase Order summary
information into Excel for printing and review if needed.
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1 Navigator v B? Favorites ¥ Home Logout Preferences Help Personalize Page

Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ
Purchase Orders

| Export |
Personalize Stack Layout: (SupplierRN)

| Views

Personalize "Views"

View  All Purchase Orders =

Advanced Search

Personalize Stack Layout
Personalize "PO Summary"

Select Order: Ackm;arledge ] ‘ View Change H'story'
PO Document Acknowledge
SelectNumber  Rev Operating Unit Type Description Order Date Buyer Currency Amount Status By Attachments
29582 |1 |City of Memphis, Standard po  Extension #1 of Contract 29582 for Board Up Services - Term: July 07-0ct-2013 17:51:22 Boyles, Timothy R~ USD 75,000.00 Open
Tennessee 1, 2013 to June 30, 2014.
@ 28190 1 Gity of Memphis, Standard PO To provide Weed Cutting Services 18-0ct-2011 10:57:11 Ronaldson, usD ssg.00  Finally
Tennessee Gwendolyn D. Closed

Home Orders Shipments Finance Intelligence Admin Home Logout onalize Page

Do you want to open or save export.tsv from ebstest.memphis.ad? Open Save |*| Cancel | x

3. Click on Open

A B D E F G H | J K L
PQ Number Rev Operating Uni Document Type Description Order Date Buyer Currency Amount Status Acknowledge By
29582 1 City of Memphis, Tennessee Standard PO Extension #1 of Contract 29582 for Board U 10/7/2013 17:51 Boyles, Timothy R usp 75,000.00 Open
28190 1 City of Memphis, Tennessee  Standard PO To provide Weed Cutting Services 10/18/2011 10:57 Donaldson, Gwendolyn D. USD 588 Finally Closed
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4. Review spreadsheet information as needed. Return to iSupplier Orders page by
minimizing/closing excel window.
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3.1.3 Search Options

1. Open the View Drop-Down window to select from other pre-defined views of
Purchase Order data.

iSupplier Portal

T Navigator v B® Favorites v Home Logout Preferences Help Personalize Page

i Finance
Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ

Purchase Orders

Export
Personalize Stack Lavout: (SupplierRN)
Views

Personalize "Views"

View  All Purchase Orders »| | Go Advanced Search

All Purchase Orders
Purchase Orders to Acknowledge
Furchase Orders Pending Supplier Change

Personaliz

Select Order: | Acknowledge | | View Change History |

PO Document Acknowledge

Select lumber  Rev Operating Unit Type Description Order Date Buyer Currency Amount Status By Attachments
7 29587 1 |City of Memphis, Standard P0  Extension #1 of Contract 29582 for Board Up Services - Term: July 07-0ct-2013 17:51:22 Boyles, Timothy B~ USD 75,000.00 Open
- Tennessee 1, 2013 to June 30, 2014.
@ 28190 1 City of Memphis, Standard PO To provide Weed Cutting Services 18-0ct-2011 10:57:11|Donaldson, usD ssg.op  Finally
- Tennessee Gwendolyn D. Closed

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright 2013 Gity of Mempnis.

2. Note that the predefined options are as follows:
All Purchase Orders
Purchase Orders to Acknowledge
Purchase Orders Pending Supplier Change

3. You can select any of the above options and click on <Go> to view those Purchase
Orders.
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3.1.4 Purchase Order Details and Related Information

1. Search for your Purchase Orders using the search options explained above.

iSupplier Portal

1 Navigator v B? Favorites ¥ Home Logout Preferences Help Personalize Page

Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ
Purchase Orders

Export
Bersonalize Stack Lavout: (SupplierRIN)

. Views

Personalize "Views"
View Al Purchase Orders - | Go Advanced Search

Personalize Stack Layout
Personalize "PO Summary"

Select Order: {'A';:knowled e

\ View Change History ‘
Document Acki

ge
Select Number Unit Type Description |order Date Buyer Currency Amount Status Attachments
@ 29582 emphis, Standard po  Extension #1 of Contract 29582 for Board Up Services - Term: July 07-0ct-2013 17:51:22 Boyles, Timothy R~ USD 75,000.00 Open
1, 2013 to June 30, 2014.
@ 28190 il lemphis, Standard PO To provide Weed Cutting Services 18-0ct-2011 10:57:11 Ronaldson, usD ssg.00  Finally
- Gwendolyn D. Closed

Home Orders Shipments Finance Intelligence Admin Home Logout Preferen

About this Page  Privacy Statement Copyright 20

2. Note the summary information provided for each Purchase Order.

3. Click on PO Number link to access purchase order information.
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3.1.4.1 Purchase Order Information

iSupplier Portal

A Navigstor ¥ B Favorites ¥ Home Logou. Personalize Page

Home | Orders | Shipments | Finance | Intelligence | Admin
¥y | WorkC ) | RFQ

Orders: Purchase Orders >
standard Purchase Order: 20582, 1 (Total USD 75,000.00)

Currency=UsD Actions | View Change History ~ Export

Personalize "View Order Detal Container”

Order Information

E: = "Order Information®
E: Table Layout: (OrderHeaderDetails]
E: e "General Personalize Flow Lavout; (PosShipBilCont)

Personalize *Terms and Conditions” Personalize Stack Lavout: (termsstadet)
General
Terms and Conditions
Totsl 75,000.00 Received  34.960.00
Supplier PATTERSON CONSTRUCTION OF TN, INC. PaymentTerms  Net 30 Invoiced 34,960.00
Suppler Site P1 Carrier  Best Way Payment Status Paid
Address 605 E. FRANK FOB  Delivered Price
MEMPHIS, TH 38106 Freight Terms  Prepaid & Allowed
Buyer Bovles, Tmothy R Shipping Control
Order Date  07-Oct-2013 17:51:22 Personalize “Ship-To Address™

Desaription  Extension #1 of Contract 29582 for Board Up Services -

Term: July 1, 2013 to June 30, 2014. Ship-To Address

Status  Open Address  110301-FIN Purchasing
Note to gunpher § i 125 N. Main Suite 354
Operating Unit ~ City of Memphis, Tennessee Memphis, TN 38103

Sourcing Document
Supplier Order Number
Attachments None Bill-To Address

Personalize "Bill-To Address™

Address  171111-PW Administration
125 N. Main Ste. 608
Memphis, TN 38103

PO Details

Personslize PO Details”
Personalize PO Details™
show All Details | Hide Al Details

Details|Line  Type Item/lob  Supplierltem  Description UOM  Qty Price  AmountStatus  Attachments Reason
@Show1  Good/Services Qty Based Board Up Services per RFQ 12193 Each | 75000 1) 75,000.00 Open

[@Show?2  Good/Services Qty Based Extension 1 of Contract 29582 for Board Up Services - Term: July 1, 2013 to June 30, 2014, Each 1 0 0.00 Open

Return to Orders: Purchase Orders Actions | View Change History *| [ Go | [ Export

Home Orders Shipments Finance Inteligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement ‘Copprige 3013 Cly of el

1. Review Purchase Order Details

2. Optionally, use the Actions drop down list to View PO Change History, View a PDF
version of the PO, View Receipts, View Invoices, View Payments, or View Shipments.

3. Use Summary area to view, the PO total, Receiving, Invoices and Payment
Status in summary and click on the links to drill down to the detailed information.

4. Scroll down screen to review detail PO information shown; use the Show All
Details and Hide All Details links to access and show shipment detail information
and return to a summary view.

5. Drilldown and review additional shipment detail information by clicking on the
Ship-to-Location link.

6. City of Memphis Buyers may attach specifications or any additional information to

the lines of the Purchase Orders. You can access these by clicking the Attachments
icon.
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Personalize "PO Details”

Show Al Details | Hide All Details

Details|Line Type Tte pplier Item Description uoM Qty Price Amount Status Attad nts Reason
D Hide 1 Good/Services Qty Based Board Up Services per RFQ 12193 Each 75000 1 75,000.00 Open j,j
Shipments

Qty Amount
Shipment  Ship-To Location Ordered Received Tnvoiced Ordered Received Invoiced Promised Date  Need-By Date  Payment Status  Status Supplier Line  Sphit Reason  Attachments
1 110301-FIN Purchasing 75000 34960 34960, 75,000.00 34,960.00 34,960.00 Paid Open
= Hide 2 Good/Servi Based Extension #1 of Contract 29582 for Board Up Services - Term: July 1, 2013 to June 30, 2014. Each 1 0 0.00 Open
Shipments

Qty Amount
shipment  Ship-To Location Ordered Received Tnvoiced Ordered Received Tnvoiced Promised Date  Need-By Date  Payment Status  Status Supplier Line  Split Reason  Attachments
1 11030 Purchasing 25 0.00 Open

Return to Purchase Orders

Actions  View Change History ~ Go | B(port'

Shipments

Logout Preferenc:

7. You can print out a copy of your purchase order along with the contract terms by
choosing View PDF from the Actions drop down menu and clicking Go.

iSupplier Portal

N Navigator v B2 Favorites ¥ Home Logout Preferences Help Personalize Page Diagnostics

| Home | Orders
Purchase Orders |
Orders: Purchase Orders >
Standard Purchase Order: 29582, 1 (Total USD 75,000.00)

Purchase History | Work Confirmations | Deliverables | RFQ

Currency=USD

Actions  View FDF - Export
Personalize "View Order Detail Container"
- Order Information
Personalize "Order Information”
Personalize Table Layout: {OrderHeaderDetails)
Personalize "General” Personalize Flow Layout: (PosShipBillCont) Summary

Personalize "Terms and Conditions”

Personalize Stack Layout: | Personalize Default Single Colymn:

el = (termsstack1)
Terms and Conditions M SctE (HeaderSummaryCol) |
Total 75,000.00 ) Total  75,000.00 L
Supplier PATTERSON CONSTRUCTION OF TH, INC. Payment Terms Net 30 Received 34,960.00
Supplier Site PL Carrier Best Way Invoiced 34.960.00
Address 605 E. FRANK FOB Delivered Price Payment Status  Paid
MEMPHIS, TH 38106 Freight Terms Prepaid &
Buyer Boyles, Timothy R Allowed
Order Date  07-Oct-2013 17:51:22 Shipping Control

Description

Status
MNote to Supplier
Operating Unit

Extension #1 of Contract 29582 for Board Up
Services - Term: July 1, 2013 to June 30,
2014

Open

City of Memphis, Tennessee

Personalize "Ship-To Address"
Ship-To Address

Address  110301-FIN Purchasing
125 N. Main Suite 354
Memphis, TH 38103

Soureing Document
Supplier Order Number
Attachments

Personalize "8ill- To Address"
Bill-To Address
Address 171111-PW Administration

125 . Main Ste. 608
Memphis, TH 38103

PO Details

Personalize "PO Details"

Personalize "PO Detail
Shows All Details | Hide All Details
Type

GondiQenvirac O Race,

Do you want to open or save PO_84_29582_1_US.pdf (5.18 KE) from ebstest.memphis.ad? Open Save - Cancel }Stahﬁ Attachments Reason

e

Onen

8. Click on Open to view the Purchase Order or Save to save the Purchase Order to
your computer.
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City of Memphis,
Tennessee

Standard Purchase Order 29582,

City of Memphis, Tennessee Type

Standard Purchase Order

City of Memphis Order

29582

125 North Main Street Revision

1

Memphis, TN 38103 Order Date

14-AUG-2012

United States Created By

Boyles, Timothy

Revision Date

05-AUG-2013

Current Buyer

Boyles, Timothy

PATTERSON CONSTRUCTION OF TN, INC.
605 E. FRANK

MEMPHIS, TN 38106

United States

Supplier:

Ship To:  110301-FIN Purchasing
125 N. Main Suite 354
Memphis, TN 38103
United States

Bill To:  171111-PW Administration
125 N. Main Ste. 608
Memphis, TN 38103
United States

Customer Account No. | Supplier No. | Payment Terms Freight Terms |FOB

Transportation

Ship Via

808585 Net 30 Prepaid & |Delivered Price

Allowed

Best
Way

Confirm To/Telephone I Requester/Deliver To

PATTERSON, TOMMIE 901870-3960 | Boyles, Timothy

Notes: All prices and amounts on this order are expressed in USD

Line Descaription Delivery Date/Time l Quantily IUDM ]

Extended Price
(UsD)

Unit Price
(USD)

=]

1 75000 Each
Board Up Services per RFQ 12193

Ship To:
Use the ship-to address at the top of page 1
Deliver To:  Boyles, Timothy (75000)

tim.boyles@memphistn.gov

L&

1 Each

Ship To:
Use the ship-to address at the top of page 1

Deliver To:  Boyles, Timothy (1)

tim . boyles(@memphisin.gov

Extension #1 of Contract 29582 for Board Up Services - Term: July 1, 2013 to June 30, 2014,

1N 75,000.00

0N 0,00

Proprietary and Confidential
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3.1.5 Purchase Order Revisions

Use this screen to view all revisions for purchase orders.

1. Click on “Purchase History” to access all revisions to purchase orders.
2. Enter PO Number or any other search criteria and click on Go

3. Note summary information for PO retrieved. Links are available to PO Number,
Buyer, and Ship-To Information.

4. Click on <Show all PO Changes> to review all revisions to purchase order.
= |
iSupplier Portal

wome | Orders | Shipments | Fnance | nteligence | Admin

Hate: that the search is case insersitive Advanced Search
PO humber |
fietense Humber [
Ry
Document Type Q
crosponpate [ M
RevisedDate [
Operating Uit Q,
6o | | chear
Personglizs "Purchase Order Revision Wisorv Be..”
PO Humber Rev Operating Unit  Description  Duyer Crealion Date  Revised Date  Currency Total Ship-To Location  Compare bo Original PO Compare bo Previous PO Show all PO Changes
i search conducted.
Fxport |

Home Orders Stepments Fmance Inteligence Admin Home Logout Preferences Help Personsize Page Lhagnostics

nonmigsor v B Favories

Hate thet the search is cose insensithe Advanced Search |
PO Number [29582
Release Number
R
Document Type aQ
Creation Date =
Revised Date =
Operating Unit Q
Go | | clear |
Perzonalize “Purchase Order Revision History Re,..°
PO Compare to  Compare to  Show all PO
Number RevOperating Unlt  Description Baryer Creation Date Revised Date = Currency Total  Ship-To Location Original PO Previous PO
19362 1 Crty of Memphis,  Extension #1 of Contract 29582 for Board Up Bovies, 14-Aug-2012 13:31:15 05-Aug-2013 16:25:13 USD 75,000.00 17111 1-FW 1 — 1 =
Tennesses Services - Term: July 1, 2013 to June 30, 2014, Timoshy Adminisiratio — = —

Home Owders Shipments Finance Intalligence Admin Home Logout Prefarences Help Personakze Page Diagnostics
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3.1.6 PO Comparison Results

5. Use this window to view all PO revisions by Revision Number and lines. Note detail
on fields altered, including Changed From / Changed To values.

6. Optionally, use buttons to compare revisions to Original PO or Previous PO if more

than one revision PO exists by clicking on Compare to Original PO and Compare
to Previous PO.

7. Optionally, you can export all the results to excel by using the Export button.

iSupplier Portal

1 Navigator v B Favorites

Home Logout Preferences Personalize Page Diagnostics

Finance

Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ
Home > Purchase Order Revision History >

PO Comparison Result

‘Compare to Original PO | Compare to Previous PO ‘ Export I
Personalize Stack Layout: (ViewCompareStackRN)

PO Mumber 29582 Ship-To Location 171111-PW Administration Bill-To n  171111-PW Administration
Revision 1 Ship Via Best Way Paym Net 30
Type Standard PO FOB DELIVERED PRICE PREPAID & ALLOWED
Currency USD Total 75,000.00 oyles, Timathy R

Personalize "Compare to Original PO"
Comparisons are sorted by Revision, Line and Shipment.

Show All PO Changes

Personalize "Comparisan Table"

Revision Line Ttem/Job Shipment Price Differential
1 2

1 2 1

Enabled Organization Field Altered Changed From Changed To
New
New

Comparison Table

Print Document Revisions

Personalize "Print Document Revisions"

Revision Number Q | 6o

Return to Purchase Order Revision History ‘Compare to Original PO Compare to Previous PO Export

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Personalize Page Diagnostics

About this Page  Privacy Statement

Copyright 21 / of Memphis.
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4.1 Using Shipments tab for reviewing shipment related details.

Use this tab to view shipment related information like Receipts, Returns from the
City back to the suppliers, Suppliers Overdue Shipments and Suppliers' On-Time
Performance information.

4.1.1 View Receipts

Use this tab to explore a historical view of all receipts that have been recorded for
your shipped goods. Click Receipt Number and PO Number to view further detail.

1. The Receipt Transactions screen is displayed once you click on the Shipments
tab.

n Navigator v B Favorites v Home Logout Preferences Help Personalize Page Diagnostics

| Home | Orders i Finance
Receipts | Returns | Overdue Receipts | On-Time Performance

View Receipts

Personalize Query: (RovSearchRI)

Personalize "Simple Search”

Receipt Number Organization
PO Number Ttem Number

{example : 1234) Supplier Ttem
Release Number
Ttem Description

(example 1 1234.2)

Advanced Search

ppp

Shipment Number

Shipped Date =]

(example: 18-Sep-2014)
Go Clear

tion Date Organization  Shipment  Shipped Date Packing Slip  Containers  Waybill/ Airbill Freight Carrier Bill of Lading PO Humber  Invoice Attachments
No search conducted.

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page Diagnostics
About this Page  Privacy Statement Copyright 2013 City of Memphis.

2. Enter search criteria like Purchase Order number, etc.
3. Click “GO” button

Receipt Transactions results screen is displayed
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N Neigae v B 1

Persomuiize "Sample SEarch”

Receipt Numbar
PO Number ll‘ia

{amarsgin 4 LI4)
Relense Number
(wmar 1 L4-3)
Shipment Number

Shipped Date

(mcarmpien Li-Sag-2044

Go || Clear

mmary™

Creation Date
03-5ep-2011 00:49:38
15-Dct-3013 11:

09-Jul-2013 10
09-Jul-2013 10
05 Jun-2013 08
02-May-2013 17:55:
13-Apr-2013 10:45:25
28-Mar-2013 11:53:04
07-Mar-2013 11:50:16

Organization
Mamphis Traneaction Inventary
Mamphis Traneaction Inventary
Mamphis Traneaction Inventary
Memphis Transaction Inventory
Memphis Transaction Inventory
Memphis Transaction Inventory
Memphis Transaction Inventory
Memphis Transaction Inventory
Memphis Transaction Inventory
Memphis Transaction Inventory

Organization
e Nurnber
Supplier Rem

Rom Descripbon

Shipment Shipped Date  Packing SBp  Containers  Waybil] Alrbill

s Fnance Inteligence

dmin  Home

»

Freight Carrier Bl of Lading

4. Click “PO Number” to view the details of the Purchase Order

Advanced Search |

110 v el @

Export

5. Click “Receipt Number” to view the details of the receipt. Receipt History screen
is displayed.

Home

Parsenalize Paga Diagn

Creaton Date 02 Sep- 2011 09:49:38

Grganation

Supplier Sae R1
Shipment Number
Shipment Date

Transaction Inventory

PATIERSON CONSTRUCTION OF TH, IHC.

Packing Slp

Cantainars

eyl Airbill

Carrigt

Bill of Lading
Amachments  Mone

 Receipt
Transnons’
£ Lines”
Promised
Date
02-Sep-2011
09:49:15

Datn

On-Time 2819

Ttom, Job

1 To provide weed cutting Eath
services

Shipmenls Finance inlelgence

Adman Home Logoul Preferen

25000 sa

6. You can export the details to excel by clicking “Export” button.
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4.1.2 View Returns

The Returns Summary page enables you to view the return history and the causes
for goods returned by the buying company. The search summary results include
basic information along with details about the return, such as quantities and a reason
for return. Click Receipt Number and PO Number to view further detail.

1. Clicking on the <Shipments> tab brings you to the Receipt Transactions screen.

2. Click on “Returns” tab. Returns Summary search page is displayed.

. Navigator v B2 Favorites v Home Logout Preferences Help Personalize Page

| Home | Orders i Finance
Receipts | Returns | Overdue Receipts | On-Time Performance

Ay Warning
Low-leve stic Logging is turned on. This may temporarily reduce performance.
Returns §,

Personalize Query: (QueryRN)
Simple Search

Export

Personalize "Simple Search”

Note that the search is case insensitive Advanced Search

Organization a RMA Number
PO Number Ttem Q
Receipt Number Supplier tem aQ
Shipment Number Ttem Description
Go Clear
Personalize "Return Results”
Shipment RMA Receipt Creation Supplier Item Quantity Quantity Return ‘Supplier Config
‘Organization Hun PO Number Number Number Date Item Item Dx iptie uom i Date Reason ID
No search
conducted.

Export

About this Page  Privacy Statement Copyright 2013 City of Memphis.

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

3. Enter search criteria and click “GO” button
4. Returns details screen is displayed.

5. Click Receipt Number and PO Number to view further detail.
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4.1.3 Viewing On-Time Delivery Performance

The On-Time Performance page provides the delivery status of shipments you made
against purchase orders. You can view your performance for timeliness of deliveries.
Click the PO Number and Receipt Number to view further details

1. Clicking on the <Shipments> tab brings you to the Receipt Transactions screen.

2. Click on “On-Time Performance” tab. On-Time Performance search page is
displayed.

1 Navigator v B? Favorites ¥ Home Logout Preferences Help Personalize Page

| Home | Orders i Finance
Receipts | Returns | Owverdue Receipts | On-Time Performance

1y Warning
Low-level Diagnostic Logging is turned on, This m rily reduce performance.

On-Time Performance

Export

Personalize "Simple Search”
Personalize Query: (OnTimeRarfiruRN)

Personalize "Simple Searct] Personalize /oracle/apps/ pos/ship/webui/ ]
Note that the search is casi-bomemimir o c-OnTimePedQuHdr [ Advanced Search

Organization o KR PO Number
Due Date =] Shipment Number
{example: 23-0ct-2014)
Receipt Number - - ftem Q
a Wayhill/Airbill Number

Supplier Ttem

Delivery Status -
Go | | clear
Personalize "On-Time Performance

‘Organization PO Hum| ue Date Shipment Number Receipt Number Receipt Date Item Supplier Item Description UOM Quantity Received Waybill/ Airbill lumber Carrier Delivery Status Configuration Id
No search conducted.

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page
About this Page  Privacy Statement Copyright 2013 City of Memphis.

a hanges(%220Asp%3F page%3D3e2Foracle3i2Fappsti2Find%2FrameworkieaF... |

3. Enter search criteria and click “GO” button
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Home Logout Preferences Help Personalize Page

iSupplier Portal
T Navigator v B2 Favorites w

Receipts | Returns | Owverdue Receipts | On-Time Performance
Export

On-Time Performance

 Simple Search
Personalize "Simple Search”
E ize Query: (OnTimePerfOryRN)
Personalize "Simple Search”
Note that the search is case insensitive | Advanced Search
Organization 5 PO Mumber [28190
Due Date = Shipment Number
(example: 23-Oct-2014]
it ) Ttem | | &
irbill Number

Receipt Mumber
Supplier Ttem | & =
Delivery Status -
Personalize "On-Time Performance”
PO Shipment Receipt Supplier Quantity Wayhbill/ Airbill Delivery Configuration
Number Receipt Date Item Item I ived Number Carrier Status d
To provide weed cutting  Each 588 0on-Time

Number |Due Date ~ Number

‘Organization

City of Memphis, 28190 84186 02-Sep-2011 09:49:15
Tennessee services

Copyright 2013 City of Memphis.

rs Shipments Finance Inteligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privs

4. On-Time Performance results screen is displayed.

5. Click Receipt Number and PO Number to view further detail.
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4.1.4 Viewing Overdue Receipts

The Overdue Receipts Results page enables you to view the details of past due
purchase order shipments. Click the PO number, Ship-To Location, and Buyer to view
further detail.

1. Clicking on the <Shipments> tab brings you to the Receipt Transactions screen.

2. Click on “Overdue Receipts” tab. Overdue Receipts search page is displayed.

iSu, 1 Portal

T Navigator v BF Favorites » Home Logout Preferences Help Personalize Page

[ Home | orders | shi Finance

Recsipts | Returns | Overdue Receipts | On-Time Performance

iy Warning
Low-level Diagnostic Log; ied on. This may temporarily reduce performance.

Overdue Receipts

Export
Personalize Query: (PosOverdueRcptQueryRN})
Personalize "Simple Search”
Note that the search is case insensitive | Advanced search
Organization J &
PoNumber [
Tem Q
Supplier tem Q
Due Date l—
(example: 23-0ct-2014)
[ Go |[ Clear
Personalize "Overdu; eipts"
Organization PO Number Ttem Supplier tem  Ttem Description Due Date UOM Quantity Ordered Quantity Received Ship-To Location Carrier Buyer Supplier Config ID

No search condu;

Export

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright 2013 City of Memphis.

3. Enter search criteria and click “GO” button
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Organization
PO Murmber
Item
Supplier tem

Due Date

City of
Memphis,
Tennessee
City of
Mernphis,
Tennessee
City of
Mernphis,
Tennessee
City of
Memphis,
Tennessee

4. Overdue Receipts results screen is displayed.

ORACLE iSupplier Portal

Qverdue Receipts

Simple Search
Please enter your search criteria and select the "5o" button to see the result. Mote that the search is case insensitive

s
5

&

N

22783

22783

22764

770

Item Description
sewer extension

retainage

Motorala Parts

Motarala Parts

Harme

| Owverdue Receipts | On-Tir

Due Date oM
03-Jul-2007 00:00:00 Each

03-Jul-2007 00:00:00  Each

25-Jun-2007 00:00:00 Each

23-Jun-2007 00:00:00 Each

5. Click on PO Number to view further detail.
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Quantity CQuantity

Ordered Received
674000 0O
57400 0
95000 0
95000 0

Orders

|
|
|
|
|

PO Supplier
Organization Number {ltem ltem

& Previous

Ship-To
Location
110201-FI
Accounting

100301-EXEC

CAQ Office

110301-FI
Purchasing

110201-FIM
Accounting

Home Logout Preferences Help

Shipments

Carrier Buyer

Best
Way

Eest
Way

Best
Way

Eest
Way

accoum | Admin

Farvmpmpee
Expart |

|_Adhvanced Search

Mext 25 &
Supplier
Config ID

>

[



5.1 Using Finance tab for reviewing invoice and payment details.

Use this tab to explore a historical view of all invoice and payment information as
well as review invoice status online.

5.1.1 View Invoices

1. Clicking on the <Finance> tab brings you to the Invoice Summary screen.

iSupplier Portal

. Navigator v B2 Favorites v Home Logout Preferences Help Personalize Page

| Home | Orders

View Invoices | View Payments
Ay Warning
Low-level Diagnostic Logging his may temporarily reduce performance.

View Invoices

Export
Personalize Query: (InvoiceSearchRH)

Personalize "Simple Search”

Invoice Number Payment Status A
PO Number Invoice Amount From | To |

(sample + 1734) Amount Due From | To [

| Advanced Search

Release Number

— Invoice Date From | & To |
Payment Number Due Date From &
Tnvoica Status . (example: 23-Oct-2014)
Go | | Clear
Personalize "Invoice Results"
Payment Remit-to Remit-to Supplier Available

Tnvoice T e Type Currency Amount Due Status On Hold Status Supplier Site Due Date Payment PO Number Receipt Discount Date Discount Attachments
No search
conducted.

Export

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright 2013 City of Memphis.

2. Enter search criteria like PO number, Invoice Number, Invoice date, Due date,
Payment status, etc and click “Go” button.

3. Invoice Summary results screen is displayed.
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1 Navigator v B? Favorites ¥ Home Logout Preferences Help Personalize Page

View Invoices
View Invoices

View Payments

Export
Bersonalize Query: (InvoiceSearchRl)

 Simple Search

Personalize "Simple Search"

| Advanced Search
Invoice Number Payment Status v

PO Number 28180 Invoice Amount From | To |
Lol Amount Due From | To |
Release Number I = I =
(example : 1234-7) Tnvoice Date From & To B

Payment Number Due Date From B ., =)

(example: 23-Oct-2014)
Invoice Status °

Go | | Clear
Personalize "Invoice Results"

InvoiceInvoice Date - Type  Currency/Amount Due Status  On Hold Payment Status Remit-to Supplier Remit-to Supplier Site Due Date  Payment PO Number Receipt Di Date Discount
001 04-Aug-2011 Standard USD 588.00 0.00 Approved Paid UG-2011{705910 28190

4 Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Help Personalize Page
3Page  Privacy Statement

Copyright 21

[httpi//ebsdev.memphis.ad/0A_HTML/OAjsplpage=/aracle/apps/posia i/Posdnvoi

4. Click on invoice number to view the invoice details.

™ Navigator ¥ s Home Logout Preferences Personalize P

Finance: View Invoices >

i Warning

Low-level Diagnostic Logging is turned on. This may temporarily reduce performance.

Standard Invoice: 001 (Total USD 588.00)
Currency=USD

Export
Personalize Stack Layout: (InvoiceDetailsContainer)
Personalize Table Layout: (InvoiceHeaderRM)
Personalize "General” Personalize "Amount Summary” Payment Information
personalize Defoult Single Column: (Paymentinfa)
Amount Summary
Paid 588.00
Tnvoice Date  04-Aug-2011 Tem 588.00 Discaunt Taken  0.00
Status Approved Freight 0.00 Due “"?"
on Hold Miscellaneous  0.00 Status Paid
Batch 090211DTOHA Tex pop @ Payment Date @2-SEP-2011
Aftachments None Prepayment 0.00 Payment 705910
Supplier PATTERSON CONSTRUCTION OF TH, INC. Retainage 0.00 Term Het 30
Supplier Site R1 Withholding Tax 0.00
Address 1088 DEUMAINE PLACE Total 588.00
MEMPHIS, TH 38106
Invoice Lines Scheduled Payments = Hold Reasons
Personalize "Invoice Lines"
Line « \Iype Description Qty uom Price Tax Irk:lnded| Amount Retainage|stat|s PO Number PO Line PO Shipment Buyer Receipt
1 Item  To provide weed cutting services 588 Each 1.00 588.00 0.00 Approved 28190 1 1 Donaldson, Gwendolyn D.
Return to Finance: View Invoices

Home Orders Shipments Finance Intelligence Admin Home Logout P sonalize Page

About this Page  Privacy Statement Copyright 201

5. The system displays a list of all purchase orders that are included on the invoice
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6. If the invoice has been paid, click on the linked Payment number to view the
payment details on the View Invoices screen.

iSupplier Portal

1 Navigator v P Favorites Home Logout Preferences Help Personalize Page
View Invoices | View Payments

View Invoices

Personalize Query: (InvoiceSearchRI)

- Simple Search

Personalize "Simple Search”

Invoice Number

| Advanced search
Payment Status -
PO Number [28180 Tnvoice Amount From | o |
{eomple 1) Amount Due From |
Release Number

To |
e Tnvoice Date From | B 1o [
Payment Number

Invoice Status

Due Date From &
= (example: 23-Oct-2014)
Go | | Clear

Personalize "Invoice Results"

Invoice/Invoice Date ~ Type  Currency/Amount Due Status  On Hold Payment Status Remit-to Supplier Remit-to Supplier Site Due Date  Payment PO Number Receipt/
001  04-Aug2011  StandardUSD 588,00 0.00 Approved Paid

G-2011{705910 28190

About this Page

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences He
Privacy Statement

6 lize Page

Copyright 2013 City of Memphis.

[ ttpi/febsdev.memphis.ad/0A_HTML/O.

le/apps/pos/acc ii=... )

7. Click Finance View Invoices to return to the Invoices Summary search screen.
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5.1.2 View Payments
1. Clicking on the <Finance> tab brings you to the Invoice Summary screen.

2. Click “View Payments” tab. Payment Summary screen is displayed.

n Navigator ™ B Favorites Home Logout Preferences Personalize Page

| Home | Orders i
View Invoices | View Payments

Ay Warning
Low-level Diagnostic is turned on. This may temporarily reduce perfarmance.
View Payments

Personalize Query: (PaymentSearchRN)

Export

Personalize "Simple Search” .
Note that the search is case insensitive | Advanced search
Payment Number Status | &
Invoice Number Payment Amount From | To |
PO Number Payment Date From B &
(xample : 1234) (sxample: 23-Oct-2014)
Relaase Number
(example : 1734-2)
Go | | Clear
Personalize "Payment Results"
Payment Remit-to Supplier Remit-to Supplier Site Payment Date Currency Amount Method  Status  Status Date Bank Account Invoice PO Number
No search conducted.

3 Export

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Personalize Page

About this Page  Privacy Statement Copyright 2013 City of Memphis.

3. Enter search criteria like PO number, Payment Number, Payment Date, etc and
click “Go” button.

4. Payment Summary results screen is displayed.
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N Navigator v B2 Favarites v Home Logout Preferences Personalize Page

| Home | Orders
View Invoices | View Payments
View Payments

Export

Personalize Query: (PaymentSearchRN)
 Simple Search

Personalize "Simple Search"
| Advanced Search

Note that the search is case insensitive

Payment Number Status | &

Invoice Number Payment Amount From | To |
FO Number |28190 Payment Date From B 1, =

(example 1 1234) (example: 23-0ct-2014)

Relaase Number
{eample : 1234-2)
oo | [ coar]
Personalize "Payment Results"
Payment Remit-to Supplier Remit-to Supplier Site \Payment Date
705910 PATTERSON CONSTRUCTION OF TN, INC. P1 02-Sep-2011

Currency \ Amount Method |5tat|s Status Date  Bank Account  Invoice PO Number
usD 588.00 Check Reconciled Unaccounted 09-Sep-2011 Payables 001 28190

5

weyaragine <13 City of Memphis.

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Personalize Page

Dage  Privacy Statement

5. The system displays a list of all payments and all invoices on the payment.

6. Click on the payment number to view the details of the payment.
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N Navigator v B2 Favarites v

Home Logout Preferences Personalize Page

| Home | Orders
View Invoices | View Payments
View Payments

Export
Bersonalize Query: (PaymentSearchRN)

 Simple Search

Personalize "Simple Search"
Note that the search is case insensitive

e
—
fsro0

(=xample  1234)

| Advanced Search

Payment Number

Status | &

Payment Amount From | To |

B 1, =

(example: 23-0ct-2014)

Invoice Number

P13 Hiries: Payment Date From
Relaase Number

{eample : 1234-2)
[0 ] [ctear ]
Personalize "Payment Results"
Payment Remit-to Supplier
705910

Remit-to Supplier Site

|Payment Date
PATTERSON CONSTRUCTION OF TN, INC. P

02-Sep-2011

Currency \ Amount Method |5tat|s
usD 588.00 Check

Status Date
09-Sep-2011

Bank Account
Payables

Invoice
001

PO Number

Reconciled Unaccounted 28190

Home Orders Shipments Finance Intelligence Admin Home Logout Preferences Personalize Page

About this Page  Privacy Statement

*013 City of Memphis.

7. Click on the invoice numbers to view the details of the invoices.

wes Petyonalie |

4Py 2011

Porsonaliee Delault Single Cokumn (Faymentinio)
Paid S88.00

. Discount Teken 0,00
Siatus Approved Freight 0.00 Iy DN
On Hald Miscelaneous 0,00 Stotus  Paid
Daich 0D0211DTONA Tex p.o0 & eymiaus: Gt (L#;5% ALLL
Attachments  Hone FPrepayment 0.00 Prymest 205010
Supplier PATTERSON CONSTRUCTION OF TH, INC. Retainage 0.00 Tem Het 3
Supplier Site R1 ‘Withholding Tax  0.00
Address 1088 DEUMAINE PLACE Total S8R.00

MEMPHIS, TH 38106

Involce Lines  Scheduled Payments  Hold Reasons

Personakze “Invoice Lines™
Une -~ [Typa QtyUoM  Price Tax Included  Amount Status PO Mumber PO Line PO Shipment Buyer Receipt
1 Rem  To provide weed cutting services 588 Each 1.00 588.00 0.00 Approved 26190 1 1 engdo
Jr te Finance: View Paymernts . ]

8. Click Finance View Payments to return
screen
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SOURCING
USER GUIDE



1. Accessing Sourcing System
1.1. How to log in
Enter the following into the box for the URL:

https://oracle.memphistn.gov/oa_servlets/AppsLogin

The Oracle E-Business Suite login screen will display.

1. Enter the user name and password that you were provided. Click Login button

'y Warning

Login gsistance
Accessibility 1 -
Select a Language:

English

Gopyright 2013 Gity of Memphis

Privacy Statement

City eProcurement system responsibility screen is displayed.

2. Click on the CMEM Sourcing Supplier link to enter the City of Memphis Sourcing
module
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E-Business Suite

Favorites ¥ Logout

Enterprise Search Al

/% Warning
1. Low-level Diagnostic Logging is turned on. This may temporarily reduce performance.
2. Low-level Diagnostic Logging is turned on. This may temporarily reduce perfarmance.

Oracle Applications Home Page

[ee]

Search Results Display Preference  Standard ~

Logged In As 901PATTERSON@GMAITL.COM

Personalize Table Layout: (menuTable)

- Main Menu

Personall

Personalize Table Layout: (headerTable)

(=]=]
=

ize "Main Menu"

CMEM Sourcing Supplier
O sourcing
Sourcing Home Page

Worklst

£ cMEM suppler Portal

| Personalize

Personalize "Worklist"

Workiist

Personalize "Notifications Worklist Function”

Personalize "Notification List"

From Type |subject

Boyles, Timothy Sourcing Publish You are invited: RFQ 26829 (Mowing of Sam Cooper Blvd.)
Angus, James Sourcing Publish You are invited: RFQ 26810 (REBID - LEGAL NOTICE TO BIDDERS for Lawn e Services)
Hamilton, Cedric |Sourcing Publish You are invited: RFQ 26795 (LEGAL NOTICE TO BIDDERS - Gym Floor Re-coating, Sanding and Painting)
Boyles, Timothy  Sourcing Publish You are invited: RFQ 26660 (. of Approximately 36,000 Sg Ft of HeatlLok So or Equal)
Boyles, Timothy |Sourcing Publish|You are invited: RFQ 26593 (Repair of Interior and Exterior Wall at McWherter Senior Center)

Boyles, Timothy |Sourcing Publish You are invited: RFQ 26582 (LEGAL NOTICE TO BIDDERS for Mowing & Trimming / Spraying on Interstate)
Boyles, Timothy |Sourcing Publish You are invited: RFQ 26341 (Specialty e Work at T.E. Maxson WWTF)
Scott-Bruton, Lisa Sourcing Publish You are invited: RFQ 13034 (Complete carpet cleaning at sixteen (16) Memphis Public Libra

locations)

| Full List

Sent |pue

08-Jul-2014 25-ul-2014
25-Jun-2014 11-Jul-2014
16-Jun-2014 11-Jul-2014
31-Mar-2014 14-Apr-2014
20-Feb-2014 06-Mar-2014
11-Feb-2014 28-Feb-2014
01-Oct-2013 15-Oct-2013
28-Mar-2013 11-Apr-2013

Broadnax, LaToya Sourcing Publish You are invited: RFQ 12815 (Interior Painting for the Ruth Tate Senior Center)

Hamilton, Cedric |Sourcing Publish You are invited: RFQ 12616 (Lawn e for e Business Center)

Broadnax, LaToya Sourcing Publish You are invited: RFQ 12650 (Landscape e for the Lichterman Nature Center)

Setterlund, Donna Sourcing Publish You are invited: RFQ 12607 (LEGAL NOTICE TO BIDDERS to Repair Concrete Walls, Replace Missing Rebar)
Setterlund, Donna Sourcing Publish You are invited: RFQ 12531 (LEGAL NOTICE TO BIDDER for Mowing Services on the Interstate System) 01-Aug-2012 17-Aug-2012
\Williams, Gary  Sourcing PublishYou are invited: RFQ 12468 (LEGAL NOTICE TO BIDDERS for the Mowing of (5) Retention Basins for Flood Control)/03-Jul-2012 |20-Jul-2012
Setterlund, Donna Sourcing Publish You are invited: RFQ 12193 (REQUEST FOR QUALIFICATIONS FOR BOARD UP SERVICES) 21-Mar-2012 13-Apr-2012
14-Feb-2012 14-Feb-2012

30-0ct-2012 06-Nov-2012
06-Sep-2012

05-Sep-2012 18-Sep-2012
28-Aug-2012 14-Sep-2012

UMX Password |Password reset requires approval.
“TIP Vacation Rules - Redirect or aute-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

3. Click on the Sourcing Home Page link to proceed to your company home
page.

Sourcing

ome, TOMMIE PATTERSON SR,

Your Active and Diaft Responses.
Pres ol Lt 20 vew al yo Full Lt |
‘Response Raspanss Supplier  Negatmtion unraa
Humber Status Site Humber Title Type Time Left Monitor Messages
154354 Actwe LEGAL NOTICE TO BIDDERS for ammunion for the Divexen of Pokce RFQ 21 days 21 hours ]
Sansces
Your Company's Open Invitatsons
tull st |
Stpplier Site Megotition Humbar Title Type Tiene Left
No resuls found,

4. You will see all your Active and Draft Responses and

5. You can see all your open invitations from the City of Memphis.
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2.0 Searching for previous negotiations you have participated in

1. Any negotiations you have previously participated in can be viewed by clicking on
one of the links (Active, Disqualified, Awarded, and Rejected) in the View Responses
area of your home page.

Home Luogeut Prafsrences el Personakoe Page

Full Lt 70 view 3l your Company's responses. Full List
Response Response Suppler  Megotiation tnread
Humbes Status Site Humber Tithe Type Tinse Left Manitor Hessages
LHTH Actig LEGAL ROTICE TO BIDDERS for ammuntion for the Diseson of Polce BF 20 days 21 hours

Sarvcas
Vour Company's Open Initations.
Tull List.

Site Hegotiation Rumber Title Type Time Left
N ressks found.

Manage

Megobations Home Logout Freferences He

2. Click on the Response Number link to view details of the information / quote you
sent.

3. Click on the Negotiation Number link to view details of the negotiation you
participated in.

Sourcing

Home Lopot Pralsisoces el Peisonairs Page

Event tread
Created By Type Titke Time Left = Mondtor Messages
ey PATTERSON SH, o LEGAL NOTICE T0 BIDDERS for ammunton far the Divson of  geg 21 davs 21
TOMME Hokoe Sences haurs

Megusalions Homs Logoul Prfeences Halp Pesonails Page
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3.0 How to view an RFQ

1. Any negotiations you have been invited to participate in will be listed below the
“Open Invitations” header.

Tull List
Unread
Title Type Time Laft Honitor Messages
LEGAL NOTICE TO RIDDERS for ammuniion for the Dwision of Polce RFQ 20 days 22 hours
Sarvens
Full List
Title Type Time Left
Jangaral Sennces for OCL RFQ 3 s 19 houss__
[[Open lerststicers Lot Tabie

Hegesasons Homs Logout Prafersnces Help Permonaiize Pags

2. Click on the Negotiation Number link to view the negotiation.

RFQ header details screen is displayed
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Sourcing

RFCr 26065
Act

u  Adnowkdge Petcoston + [6o]

Tel  Janitoral Services for DCW
Status  Active (Locked) Open Date  24-0ct-2014 15:17:57
#lt 34 davs 19 hours Tose Date  28-Now-2014 11:00:

Maader Lines Controle  Contract Terms

Duwyer Scott-Bruton, Lisa Outeome  Standard Purchase Order
Quote Styls  Sealad Fuant ®
Descrgtion  Janitored Services for 00U

Torms
BE-To Address Payment Terms  Met 30
Ship-To Address Camer  Best Way
Fod Fraght Terms Prapakd & Allowed
Currency
RFQ Currency  USD Price Precsion  Any
- Reguirements |
o results found.

. Additional Header Attributes (Buyer & Supplier)
SHE Only : No

Motes and Attachments.

Note to Suppbers  PER TENMESSEE HOUSE BILL 10, 501 “LIVING WAGE ORDINANCE B0, 51857 15 NO LONGER IN EFFECT AS OF
APRIL 11, 2013.

3. Click Lines tab to view RFQ line details

|
g -

Hbgota
RFCr 26
Actors  Adknowledge Prticoston = [G0]
Thie Janitorial Services for OCU
Status Active (Locked) Cpen Date  24-Oct-2014 15:17:57
Tima Laft 34 days 19 hours Chse Date  2B-Now-2014 11:00:00
Meader | Lines  Controle  Contract Terme
Deply Rark A5 o indicator deplayed Cost Factors Mone
Fankng  Price Only Price Tiers  Hone
Lires
Lina Itam, Row Catagory Uit Quantity oad-By Hom Mead-By To Active Responses Tima Laft
1) I A 51039 Each 2 Sealnd 34 days 19 hours
2 ¥ 51039 Each 12 Sealnd 34 days 19 hours

Ations  Aomowledge Paticostion v | Go
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4. Click “Controls” to view details like Close Date, etc.

|
Q -

e Logoul Prefersnces Halp P

Hegotations
Hegabations
RFOr 26865
Actors  Adnowledge Prticonton = [60]
Tile Janitorisl Services for OCU

Status Active (Locked) Cpen Date  24-Oct-2014 15:17:57
Tima Laft 34 days 19 hours Chse Date  2B-Now-2014 11:00:00
Meader Lines  Controlé  Contract Terms
 Schedule
Prvvew Date  24-0c1-2014 1501757 Open Date  24-0ct-2014 131757
Close Date  20-Nov-2014 11:00:00 Award Date
 Respotea: Hiskes

) Nagatition & restricted to nvited supplan

00 Supphers are alowed to view other supplers’ contract terms, notes and attachments
DO supplers are alowed to resnond to selected ines

B Supphers are required to respond with full quantity on each ine

@ Supplars are alowed to provde Mulipls responses

B Buyer may cose the negotiaton before the Cose Date

B Buyer may manualy extend the negotition whie & & open

Betuen to Negotitions Actions  Adnovdedge Paticoston = | Go

Negolishons Home Logout Preferences Help Personalize Page

5. Click “Contract Terms” to view if any Contract documents have been added to the
RFQ.

The following Contracts Details screen is displayed.
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Sourcing

M vgase ™ B Fracies v Home Logoul Prelerences Halp Pe
Hegotiatons
Negotations
RFCr 26865
Actiory Acknowiedge Prticoston = [Go]
Thie Janitorial Services for OCU
Status Active (Locked) Open Cate  24-Oct-2014 15:17:57
T Laft 24 daye 19 hours Ciose Date  2H-How- 2014 11:00:00
Hoader  Lines  Controde | Contract Tems
_ Preview Contract Terms
I‘l-n negotiation nclades Contract Terma. View the terms by cicking on the Preview Contract. Terms button
rebrveralihe
Delverable Name Deiverable Type Responsible Party Farty Name Contact

Mo debverables tust

Actons  Admowledge Paticoaton * | G0

Bons Home Logoud Prefarences Help Pasonaize Fage

6. If there are any contracts terms associated to this RFQ, you will see the following
message

“This negotiation includes Contract Terms. View the terms by clicking on the Preview
Contract Terms button.”

7. Click “Preview Contract Terms” button to preview the contract terms.

A message asking if you want to open or save the document is displayed.

ey

Lagout Praismenc

RIC: 26845

Actons  Admowiedge Pacpaton = [ Go ]
Tein Janktorial Services for 00U
Sratus Actin (Locked) Open fate 24-Oct-2014 15:17:57
Time Left 34 days 19 howrs Closs Dats  20-Hov-2014 11:00:00

Muader  Lines  Controk | Contract Terms

[LPreveew Contrct Termms |
Thi nagetation ncldes Contract Teams, View tha tarma by cicking on the Pravesw Contract Tenms button.
Drirverabile Name Delrverable Type Responsibile Party Party Hame Contact
o deverables axat,
1Lb0L H8GOTRRens Actons  Adinowiedge Patcoaton [ Go

egotalions Home Logoul Preleiences Help Peraonsiie Fage

6855 CT ! ¢ | opon | ses =] Cexd [
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8. Click on “Open” if you want to just view it or click on “Save” if you want to save
the file on your machine.

When you open the file, contract details will be displayed.

Request for Quotation 26865

Contract Terms and Conditions

Table of Contents

Terms AN COMITIOS. .. oveiue ittt et e es ettt es sttt ees et es e s et es e e eae e annee II
RFQ TERMS & CONDITIONS ...
REQUEST FOR QUOTE TERMS /
PURCHASE ORDER .

IN ST R AN CE oottt ettt e et e e et e e eae e et e et e et e e en e et e eaaeenn e aeeennen ViI

9. Read through the entire document. Close the acrobat file.

ORACLE' Sourcing Home Logoul Preferences Heln

Negotiations

Megotiations = Active and Draft Responses > Create Quote: 418 (RFQ 630) = RFQ:AI0 >

RFQ: 691
Actions | Online Discussions | (G2 )
Title  Computer Bags
Status  Active {Locked) Open Date 10-Sep-2007 10:56:42
Time Left 17 days 18 howrs Close Date  28-Sep-2007 10:55:13
Header  Lines Contrals Contract Terms
|_Preview Contract Terms )

This negotiation includes Contract Terms. “iew the terms by clicking on the Preview Contract Terms button.

B
Deliverables
Deliverahle Name Deliverable Type Responsible Party Party Name Contact
Performange Bond Caontractual Supplier Organization
K Controls Contract Terms

Return to RFG: GO0 Actions | Online Discussions v | Go

Megotistions | Home | Logout | Preferences | Help
Copyright () 2005, Oracle. Al rights reserved. Privacy Statement

10. If there are any deliverables that you need to provide as a part of this RFQ, you
will find them in the Deliverables section.
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Note: Deliverables could be any reports, insurance or bond information that you
need to supply to the city.

11. Click on “Deliverable Name” to view the details of the deliverable. The deliverable
details screen is displayed.

ORACLE sourcing Home Logout Preferences Help

Negotiations

RFQ 691: View Deliverable

Deliverable Mame Performance Bond

Internal Organization  City of Memphis, Tennessee
Deliverable Type Contractual

Internal Contact McGaha, Gail L.

Responsible Party  Supplier Organization Requester
Description Company must provide a 26%
Performance Bond.
Due Date
Due Date Description  30-Aug-2007
Attachments
File Name Type Description Last Updated By Last Updated Update Delete

Mo data exists.

Eeturn to @€ C1. 651

Megotistions | Home | Logout | Preferences | Help

0| acle. Al rights reserved. Privacy Statement

Note down the details and the due date that you need to provide to the City.

12. Click “Return to RFQ” to return to the RFQ details screen.
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4.0 Invitations from City of Memphis and Acknowledgement of Participation

Whenever City of Memphis invites your company to take part in a negotiation, you
also receive an email. The format is as below.

------ Original message------

From: City of Memphis

Date: Fri, Oct 24, 2014 3:20 PM

To: TOMMIE PATTERSON SR;

Subject:Action Required: You are invited: RFQ 26865 (Janitorial Services for OCU)

From Scott-Bruton, Company  City of Memphis
Lisa Tite  Janitorial Services for OCU
To TOMMIE Number 26865

PATTERSON SR
Sent  24-OCT-2014
15:18:06
Due  28-NOV-2014
11:00:00
ID 14001336

Negotiation Preview October 24, 2014 03:17 pm Central Time
Negotiation Open October 24, 2014 03:17 pm Central Time
Negotiation Close November 28, 2014 11:00 am Central Time
Supplier PATTERSON CONSTRUCTION OF TN, INC.

Supplier Site 605 E. FRANK, MEMPHIS, TN 38106, US

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation,
press the No button. You may enter a note to the buyer in the space below before acknowledging or
declining.

Please go to Negotiation Details page if you want to view the document before acknowledging intent to
participate and/or to enter a response.

Action History

Num |Action Date Action From To Details
24-0CT-2014 Scott-Bruton, [TOMMIE
1 [20:18:06 Submit Lisa PATTERSON SR

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 response value
within quotes.

Does your company intend to participate?: Y&S NO
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Note: You can acknowledge your participation either from the email or from the
City's eProcurement system. But it is advised that you use the City's system to
acknowledge participation. The procedure to acknowledge participation is described
below.

4.1 How to Acknowledge Participation
1. Any negotiations you have been invited to participate in will be listed below the

“Your Company Open Invitations” header. Click on the Negotiation Number link to
enter a Negotiation

Sourcing

1 Navigator v  BE Fayorites v Home Logout Preferences Help

Search Open Negotiations  Tite = =3

Welcome, TOMMIE PATTERSON SR.

Your Active and Draft Responses
Press Full List to view all your company's responses. Full List
Response Humber Response Status Supplier Site HNegotiation Number Title Type Time Left Monitor  Unread Messages

No results found.

Full List

Supplier Site Negotiation Numl Title Type Time Left

P1 27076 Office Furniture, Cubicle Stat... RFQ 9 days 21 hours

Quick Links

- Manage View Responses

e Drafts o Active

« Deliverables « Disqualified

e Personal Information e Awarded

« Rejected

Negotiations Home Logout Preferences Help

Privacy Statement Copyright 2013 City of Memphis.

2. RFQ Details page is displayed

3. Select Acknowledge Participation from the Actions drop down menu from either
the top or the bottom of the page and click <Go>
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Sourcing

® Faoes v

T Navigater Homa  Logoe Prelarances  Help

RFQ: 27076

Title Office Furniture, Cublde Stations w/bullt in AJC
Status  Active (Locked)
Tune Left 9 days 21 hours

Meader Lines Controbs  Contract Terms
Huyer Scott-Bruton, Lisa

Quete Style  Sealed
Descripbion  Office Turniture, Cubicle Stations w/built in A/C as per

Actions  Acknawdadge Farcipation ¥ El

Op 5-Dusc- 2014 16:19:42
Close Date  22-Desc-2014 11:00:00

Outcome  Standard Purchase Order
Event

Nerme
Bil-To Address 110301-FIl Purchasng
Ship-To Address | 103 Pyrchasing
Fob Delvered Price
Currency
RFQ Currency USD

- Requircments:
Details Section

Mo results found,

SBEOnly : Mo
_ Notes and Attachments

Note to Supphers  PER TENNESSEE HOUSE BILL NO. 501 “LIVING WAGE ORDINANCE NO. S1857 1S B0 LONGER 1N EFFECT AS OF
APRIL 11, 2013,

Tithe
No results found,

Type Description Category Last Updated By

Beturn to Begaliations

Acknowledge Participation screen is displayed.

e
@ Sourcing

Tegotiations
Hegotiabans > Rf
Acknowlodge Participation (RFQ 27076)

Payment Terms Mot 30
Carrier Best Way
Freight Terms  Prepaid & Allowed

Price Precision  Any

Last Updated Update

Acions  Adnawledae Farbapation = | 6o |

Supplier 528 Pl
Will your company partcipat? @ veg

Na

Hote to Buyer

Nigatiations Home Logout Prafarences Help

cance] |

Daply

5. Check the relevant — Yes or No - radio button

6. Type a note for the buyer if required (optional)

7. Click <APPLY> to submit acknowledgement to the City of Memphis
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4.2 How to create an RFQ response

Note that you should acknowledge your participation before you can create
and submit your response.

1. Any negotiations you have been invited to participate in will be listed below the
“Your Company Open Invitations™ header. Click on the Negotiation Number link to
enter a Negotiation

RFQ Details page is displayed

2. Top right hand corner you will find “Actions” field. Click on Actions field.

3. Select Create Quote value from the Actions pull down menu and click on <Go=>

Sourcing

m Navigator v B2 Favorites ¥ Home Logout Preferences Help

Hegotiations
Negotiations >
RFQ: 27076

Actions =
Title Office Furniture, Cubicle Stations w/built in A/C
Status  Active (Locked) Open Date

Time Left 9 days 21 hours Close Date 22-Dec-2014 11:00:00
Header | Lines | Controls Contract Terms

Buyer Scott-Bruton, Lisa Qutcome Standard Purchase Order
Quote Style Sealed Event
Description Office Furniture, Cubicle Stations w/built in A/C as per specifications and insurance requirements.

Terms
Bill-To Address 110301-FIN Purchasing Payment Terms Net 30 E
Ship-To Address 110301-FIN Purchasing Carrier Best Way
FOB Delivered Price Freight Terms Prepaid & Allowed
Currency
RFQ Currency USD Price Precision Any
Requirements
Details Section

No results found.
Additional Header Attributes (Buyer & Supplier)
SBEOnly: No

Notes and Attachments

MNote to Suppliers PER TENNESSEE HOUSE BILL NO. 501 “LTVING WAGE ORDINANCE NO. 5185" IS NO LONGER TN EFFECT AS OF
APRIL 11, 2013.

Title Type Description Ccategory Last Updated By Last Updated Usage Update Delete
No results found.

Return to Negotiations Actions  Acknowledae Participation = | Go | ¥

Terms and Conditions screen is displayed.
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Sourcing

1 Navigator v  BE Fayorites v Home Logout Preferences Help

Negotiations >
Terms and Conditions

The following terms and conditions must be accepted before a quote is placed in this RFQ.

City of Memphis -
Terms & Conditions

YOU CAN INSERT ADDITIONAL TEXT HERE

(1/We) understand that any Purchase Order issued pursuant to the bids submitted herein shall by governed, construed and
enforced according to the laws of the State of Tennessee. All actions, whether sounding in Contract or in tort, relating to the
validity, construction, interpretation, and enforcement of any Purchase Order issued pursuant to this bid, shall be instituted
and litigated in the courts of the State of Tennessee located in Shelby County, Tennessee, and in no other. In accordance
wherewith, the parties to this proposal submit to the jurisdiction of the courts of the State of Tennessee, located in Shelby |2
County, Tennessee.

LOCAL COMPANIES: Note your "Memphis and Shelby County, Tennessee, Minimum County Business Licansa”

Account Number:

Terms:

(Net 30 unless otherwise indicated above. No C.0.D)

If your current address is different than the one we used to mail your bid, please CHECK HERE:
QUOTATION CONDITIONS:

1. THE CITY OF MEMPHIS EMCOURAGES THE PARTICIPATION OF SMALL AND MINORITY BUSINESSES IN THE PURCHASING
PROCESS.

2. Bids must be received at the office of the Purchasing Agent not later thi Terms and Conditions Input Field PATE” in order to

be considered

3. Only bids submitted on this form with no changes, additions ar deletions to the terms and conditions will be considered.

Attachments

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

have read and accepted the terms and conditions

Cancel Accept -

Negotiations Home Logout Preferences Help

4. Read the terms and conditions

5. Acknowledge that you have read and accept the terms and conditions by checking
the box at the lower left corner of the screen then click the <Accept> button if you
accept the terms and conditions of access to the City of Memphis Sourcing site

Create Quote screen is displayed
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ul Preferences e

gulstuns = AFQ. 27077 -
Create Guote: 2068948 (RFOQ IT0TT)
Cance] | | ViewAFQ | | QuoteBy Spreadsheel | | SaveDrait | | Continue
Tine Leit. 41 days 21 hours
Close Date  26-Jan-201% 11:00:00

Header  Lmes
Suppker  PATTLRSON CONSTRUCTEON OF TR, INC. CQuote Vakd Unti |
Suppher St P - 605 E. FRANK, HEMPHTS, TH 38106, US

un:g[_c.:::; uu:: Reference Mumber |
|

Price Precision  Any Mute (o Buyer
Addl Attachment_
Title Type Bescription Category Last Updated by Last Updated Usage Update Debete
Mo rests found
Requirements
Coparnd a8 | Coaoss A1
Targel
Tocus Title vale Quotc Value
Regunements
G 58 birders must reapond b the folowing
Bicdder, pirase erter the rumber of pmplayees that yeu vl dedicate tn fulfil the required senaces.
Bukder, i yeur compnny willing & shie in meet he inarance and hond recurements istrd in the RRG) Terma & Condmons?
Edder, the contractor vall be regquined to provade all supphe: ¥ for th b f al deaning tasks.
Plense indicate st yeu vl nderstand this recuisement.
Buddier, this RFQ contans & document caled the Bid Secton. The Dk Secton must be completed and submitted as an
attachment tn your quakation. Fakire o compietr and sbmit the Fid Secnion will cause your quatatien m he dermed
non-conforming. Bidder, plesse indicate your understanding of this reguirement.
Contract Terms
Freview Lontract Terms
vanables
Details section Uause variable Description value
N variables found.
Delverables
\ Indicates defiverable soverdoe % Indicates responsible party fsled to pesform the delverable
Delverable Name Due Date Status Alert Update
HNa delverables found.
cance] view RFQ | | quate By Spreadsheet Save Deaft | | Continue

Megotistons liome L

RFG. 27077 =

Cance] | | ViewRIQ | | Quotey Spresdsheet soveDraft | | Lontinue |

Tare Left 41 days 20 hours
Clote Date  26-Jan-201% T1:00:00

Quote Cumency  USD.

Start Price Target Price. Quute Price Unit rpel Quantity Quule Guantily Promived Date
15 Dolar 1 1 B
Cancel View RFQ Quote By Spreadsheet | | SaveDraft | | Comtinue

NegoliatunaHome Loguul eefoiences Help
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6. Attach response documents by clicking the link (optional)
7. Enter Quote Valid Until and Reference Number (this is your internal number)
8. Enter responses to each of the Attributes

9. In the Lines section, enter the Quote Price and the Promise Date for all the lines

Note: If you see © next to a line item, then it means that you need to enter
additional information for that line.

10. Click on =~ in the Update field.
Line details screen is displayed.
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(Sourcing

N Navigator v 89

L}y Confirmation
Attachment CIP Trns Listing xisx has been added would be committed when you commit the rest of the current transacton.

Create Quote 2056948: Line 1 (RFQ 27077)

Cancel Save Draft | [ Apply

ste 26-Jan-2015 11:00:00
us|

Sh
Nesd-By

Promised Date 25-Dec-2t 18

Pay Items

# TIP Total pay tem amount must add up 1o the fine smount,

Attributes
Group Attribute Attribute Type Target Value Quote Value
[Borax
Genersl Bicder, plesse snter the BRAND & MODEL NUMEER of product proposed in response to this RFQ. Requirsd
(Genersl Bidder, hava you sttached itarsture/product information an the product that you propose? Plesse attach ieraturs/prodiuct information for the procuct that you are proposing in responss fo this RFQ. Required T
Motes
Neote to Buyer [Attachments have been sdded

Attachments

Add Attachment...

Title Type Description Category Last Updated By Last Updated Usage Update Delete
Cp Trm = Fie Fram Suppler S01PATTERSON@GMAIL.COM 15-Dec-2014 One-Time » 5]
Cancel | [ Save Draft | [ Agply

Negotiations Home Logout Freferences Help

15

11. Enter Quote Price, Promise Date, Values for all Attributes.

12. Enter note to buyer (optional).

13. Attach any files (optional) by clicking on Add Attachments button.
14. Click “Save Draft” to save your entry and remain in the same screen.
15. Click “Apply” to save your entry.

Quote header screen is displayed

16. Click on <Continue>.

17. Quote Review and Submit screen is displayed.

18. If you want to make any changes, click “Back™ button and make your
changes.

19. If are not ready to submit your quote, click “Cancel” to back to the Sourcing
Home page.

20. If you are satisfied with your responses, click “Submit” to submit your quote to
the City of Memphis.
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Megotiations > RFQ; 27077 >

Create Quote 2056948: Review and Submit RF@ 27077)

B3 Favorites v

18

Home Logout Freferences Help

21. This

69

message is shown to confirm your response has been submitted.

Cancel | [ Back Validate Save Draft Printable View | | Submit
Header
e To procure janitorial services for MP
Supplier PATTERSON CONSTRUCTION OF TH, INC. Close
Suppler Ste P1
RFQ Currency  USD ence
Quots Currency USD Not= to Buyer
Price Precsion Ay
Attachments
Type Description Category Last Updated By Last Updated Usage Update Delete
No resus found.
Requirements
1D
Details Section
Al bidders must respand to the following requirements.
Contract Tarms
Variables
Details Section Clause Variable Description value
No variables found,
Deliverables
£ Indicates de) X Indicates responsible party faled to perform the defiverable
Deliverable Name Due Date Status Alert
No defiverables found,
Lines
Quote Tots! (USD) 100.00
Select Line Ship-To Start Price Target Price Quote Price (USD) Unit Target Quantity Quote Quantity Total Need-By Date Promised Date
@ |1Jankorial servic. 141111-POL Executive Administration 100 US Dolar 1 1 100,00 25-Dec-2014 14:47:55
Line 1: Janitorial services for MPD
Attributes
Group  Attribute Attribute Type  TargetValue  Quote Value
General [Bidder, please enter the BRAND & MODEL NUMBER of product proposed in response to this RFQ. Required Clorax
General Bidder, have you attached information on the pr you proposs? Pisase sttach iterature/product information for the product that you are propesng in response to this RFQ. Required Yes
Notes
Note to Buyer Attachments have been added
Attachments
Type Description Last Update Delete
Fie From Supplier FIPATTERSONEGMAIL.COM 15-Dec-2014 One-Time
Gancal Back validste | | Save Draft Printable | [ submit
Negotiations Home Logout Preferences Help




r_.‘.t‘murl:ing

M Nevigator By Favorites Home Logout Prefersnces

[ Confirmation
Quete 2056348 for RRQ 27077 {To procurs janitarial services for MPD) has been submitted.

22. Click “Return to Sourcing Home Page” to navigate to the Sourcing home page.

4.3 How to send Questions/Comments to Buyer — Online Discussions

1. After reviewing the RFQ if you have any questions you can ask the buyer online.
This process is called Online Discussions.

2. You can ask your questions until the RFQ is awarded. Buyer may choose to send
the reply to all the suppliers.

3. Click the linked RFQ number under Your Active and Draft Negotiations or under
Your Company’s Open Invitations
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@ Negetiations Home - Moxilla Firefox
°

Search Open Negotiations [Tite = Go

elcome, TOMMIE PATTERSON SR.

‘Your Active and Draft Responses
Press Full List o view all your company's responses,
Response Humber

P
results found.

Quick Links

# Personal Information

pL

b1

Hegotiation Number

Title
Office Furniture, Cubicke Stations vi/built in A/C

To procure janiorial sarvices for MPD

Title

Negotistions Home Logout Preferen:

Type Time Left

REQ
RFQ

€ days 15 hours
‘a1 days 19 hours

_[s] x|

Home Logout Prefersnces Help

Time Left

4. RFQ Details screen is displayed.

71



Sourcing

M Nevigator ¥ 89 Favorites ¥ Home Logout Preferences Help

HNegotiztions
Negotiations >
RFQ@: 27077

Acbors [orire Dacumors =] [ 6.

Tile To procure janitorial services for MPD
Status  Active (Locked) Open Dste 12-Dec-2014 16:
Tims Left 41 days 19 hours CioszDate 26-Jan-2015 11

Header Lines  Controls Contract Terms

Buyer Scott-Bruton, Lisa
Quote Sty'e Sealed
Descripton  To procure janitorial services for MPD

Outcome  Standard Purchase Order
Event

Terms
Bill-To Address 1 Payment Terms  Net 30
Cormer Best way
Froight Tarms Prapaid & Allowed
Currency
RFQ Currency USD Price Precision  Any
Requirements 3

Show Al | Hide Al Detsie

Saction
4 Shov All bidders must respond to the folloving requirements.

SBE Only : Vas
Mates and Attachments

Nete to Suppliers TN ACCORDANCE WITH ORDINANCE #5366 COMMOMNLY REFERRED TO AS THE SMALL BUSINESS ENTERPRISE PROGRAM
(SBE) DESIGNED TO PROMOTE THE ECONOMIC WELFARE OF THE SMALL BUSINESSES LOCATED WITHIN THE CITY OF
MEMPHIS THIS SOLICITATION HAS BEEN DESIGHATED AS A SHELTERED MARKET PROCUREMENT OPPORTUNITY, WHICH
WILL ONLY BE OPEN FOR COMPETITION BY AND . ONLY \TIFIED BY THE
UNIFORM CERTIFICATION AGENCY AND APPROVED BY THE CITY OF MEMPHIS AS A SMALL BUSINESS ENTERPRISE MAY
E ARE ™

BID ON THIS PROJECT. HE CITY OF MEMPHIS WEBSITE (WWW.
MEMPHISTH.GOV).

PER TENNESSEE HOUSE BILL NO. 501 "LIVING WAGE ORDINANCE NO. 5185 IS NO LONGER IH EFFECT AS OF
APRIL 11, 2013.

Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Return to s

Negofistions Home Logout Preierences Help.

5. In “Actions” field choose “Online Discussions” and click on “GO” button.

6. Online Discussions screen is displayed.

|- |
snurcmg

il Nevigator™ B3 Favorites ¥ Home Logout Prefersnces Help

ons > RFQL 27077 >

Online Di {RFG 27077}
[ Cancel | | Printable Page
Ststus Active (Locked) Open Date 12-Dec-2014 16:41:28
Time Left 41 days 13 hours Clos= Date 26-Jan-2015 11:00:00
Messages
Message Status Sender Date Reply

Cancel | [ Printable Page

Negotiations Home Logout Preferences Help

7. Click “New Message™ button to open the Create New Messages screen.

8. Enter the subject in the subject field and the detailed question in the message
field.
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A Meagaloe ™ By Fenontes Home Logoul Frefarences Help

Cancel | | Send |
provide you ssurance for @ part of the contrect tme penod end submit the
& for the remanng penod at 3 later tma?
Thariks,
Pattarson
Addd Attachmant..
Tithe Type Deariplinn Category st Upelatid By Laast Upclaabest Usasger Upelate Dt Publish to Catalkg

Mo resuks found.

*TIF Kessages with a Send Te of Al Participants will be svailable to 3 other supplers n addition to the buyng ceganzation.

Megotalions Home Logoul Preferences Hefp

Privacy Statement

9. Click on Send. Online Discussions screen is displayed.

gy,
@JSDurclng

il Nevigstor> By Favorites ¥ Home Logout Pr

Neggie G 27077 >
o (RFQ 27077)
[ Cancel | [ Printable Page _
= o Open Date 12-Dec-2014 16:41:28

Tmelsh 41 days 19 hours Giosz Dat= 26-Jan-2015 11:00:00

HMessages
_Hew Message

Subject - Message Status Sender Date Reply
Guestion Concerning Insuran.. Can vie provide vou msurance for = part of the con... Reac! PATTERSON SR, Mr. TOMMIE 15 Dec 2014 15:30:31 %

Negotistions Home Logout Preferences Help

10. Click on Negotiations to return to the sourcing home page.
4.4 How to view a Response/Message from Buyer — Online Discussions

1. City of Memphis buyers could send all suppliers a message or respond to a
question asked by a supplier

2. If you have any messages or responses from the buyer, you will see them in the
Unread Messages column in Your Active and Draft Negotiations section.
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@ Negetiations Home - Moxilla Firefox

_[s]x|

1 Navigator v @B Favorite: Home Logout Preferences Help

Search Open Negotiations | Tide  |=] | Go
Velcome, TOMMIE PATTERSON SR.
Your Active and Draft Responses

Press Ful List to view all your company's responses.

Full List

Response Number  Response Status  Supplier Site  Negotiation Number  Title

Type Time Left Monitor Unread Messages
47 Draft P1 27076 Office Furniture, Cubicle Stations w/buit in A/C RFQ |6 days 18 hours m o
Active Pl 27077 To procure janitorial services for MPD RFQ 41 days 18 hours m L

Your Company’s Open Invitations

Full List
Supplier Site Negotiation Number Title Type i
No results found.
_ Manage View Responses
® Drafts ® Active
® Deliversbles ® Disgualfied
® Personal Information  ® Awarded

® Rejected

Home Logout Preferen

3. Click the linked unread messages number.
4. Online Discussions screen is displayed.

e (SOurcing

n Navigator > B Favorits Home Logout Preferenc
Hegotations
Negotiations =
Online i (RFQ 27077)
Cancel | | Printable Page
Title To procure janitorial services for MPD
Status Active (Locked) Open Date 12-Dec-2014 16:41:28

Time Left 41 days 18 hours Close Date  26-Jan-2015 11:00:00
| New Message |
\th)enn Message |5lzl:us |sender Date \ Reply
Question & Answer Document: Suppliers, pleasa sea the attached Quastion & Unread City of Memphis 15-Dec-2014 16:03:34 I,
Question Concerning Insuran... Can we provide you insurance for a Read PATTERSON SR, Mr. TOMMIE 15-Dec-2014 15:30:31

=

[ cancel | [ printable Page

5. Messages or responses from the buyers which have not been reviewed will have a
status of “Unread”.

6. Click on the linked message name.

7. Message details screen is displayed. Review the message.
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N Navigator v @& Favorites ¥ Home Logout Preferences Help

Negotiaions > Online Discussions (RFQ 27077) =
Mess; RFQ 27077)

Reply Print

Question & Answer Document
City of Memphis
To All Participants
Date 15-Dec-2014 16:03:34
Message Suppliers, please see the attached Question & Answer Document which lists the question(s) submitted to date and answers. Thanks, Lisa

Attachments
[Title [Type [pescription lcategory [Last Updated By [Last updated [usage | update Delete Publish to Catalog
QUESTION & ANSWER DOCUMENT File Question & Answer Document To Supplier LISA.SCOTTBRUTON 15-Dec-2014 One-Time 4 il =
Return to Online Discussions (REQ 27077} .Replv Print

Megotiations Home Logout Preferences Help

Privacy Statement Copyright 2013 Gity of Memphis

8. Click on Negotiations to return to the Sourcing home page.

5.0 RFQ Award Notifications

1. When City of Memphis awards the negotiation, all suppliers will get a notification.
This notification is only for informational purposes. It is not the actual purchase order

or contract.

2. Note that all suppliers will receive mail even when City of Memphis has awarded a
negotiation. A copy of the mail is shown below.

3. For winning suppliers, the mail will read

Number of line(s) awarded from your quote: 1
Number of line(s) rejected from your quote: O

4. For other suppliers, the mail will read

Number of line(s) awarded from your quote: O
Number of line(s) rejected from your quote: 1
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From: widev

To: TOMMIE PATTERSON SR

Cec

Subject: FYE Award Decision: RFQ 27077 (To procure janitorial services for MPD]

Sent: Mon 12/15/2014 4:51 PM

] Message i @Nutﬁicatiun Detail.html (446 B}

From Scott-Bruton, Lisa Company
Tao TOMMIE PATTERSON SR Title
Sent 15-DEC-2014 16:50:02 Number

D 14157872

MNegotiation Preview December 12, 2014 04:41 pm Central Time
Negotiation Open December 12, 2014 04:41 pm Central Time
Negotiation Close December 15, 2014 04:48 pm Central Time
Supplier PATTERSON CONSTRUCTION OF TN, INC.

Supplier Site 605 E. FRANK, MEMPHIS, TN 38106, US

Award Date December 15, 2014 04:48 pm Central Time

Your Quote Number 2056948

Number of line(s) awarded from your quote: 1
Number of line(s) rejected from your guote: 0

Note to Supplier:

City of Memphis
To procure janitorial services for MPD
27077

IN ACCORDANCE WITH ORDINANCE #5266 COMMONLY REFERRED TO AS THE SMALL BUSINESS ENTERPRISE PROGRAM (SBE) DESIGNED TO PROMOTE THE ECONOMIC WELFARE OF THE SMALL BUSINESSES
LOCATED WITHIN THE CITY OF MEMPHIS THIS SOLICITATION HAS BEEN DESIGNATED AS A SHELTERED MARKET PROCUREMENT OPPORTUNITY, WHICH WILL ONLY BE OPEN FOR COMPETITION BY AND BETWEEN
SBE COMPANIES. ONLY VENDORS CERTIFIED BY THE UNIFORM CERTIFICATION AGENCY AND APPROVED BY THE CITY OF MEMPHIS AS A SMALL BUSINESS ENTERPRISE MAY BID ON THIS PROJECT. COPIES OF
THE ORDINANCE ARE POSTED ON THE CITY OF MEMPHIS WEBSITE (WWW.MEMPHISTN.GOV).

PER TENNESSEE HOUSE BILL NO. 501 “LIVING WAGE ORDINANCE NO. 5185” IS NO LONGER IN EFFECT AS OF APRIL 11, 2013.

Please go to Response Details page to view your quote.

Important Note: This award decision may or may not result in the generation of a purchase order.

5.1 Searching for Awarded negotiations you have participated in

1. Any negotiations you have previously participated in can be viewed by clicking on
the link — Awarded - in the View Responses area of your home page.
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A Newgalor ™  Bg Favoriles ™

Saach Opan Negotations [Tcle = | Go |

Wakome, TOMMIE PATTERSON SR,

 Your Active and Dralt Responses
G ul List 0 varw 3l YOUF COMOANY's responses. Full List
Response Number  Response Status  Supplier Site  Negotiation Number Tithe Type Time Left  Monitor Unresd Messages
2056047 Draft o 2707 Office Fumkure, Cublce Stations wibulk n AJC RFQ 6 days
~Your

Full List_|
Suppler Site Nagotiation Number Titka Typa Tines Laft

Ho results found,

Negohabons Home Logoul Fraluences Help

Heguua
Awarded Lmis

Specty paramaten and valses ta Atar the data that i dispbiysd i your table,
W Show table data when 3 conditions are met.
Show Table data when any candiion & met,

Megotiaton Nurmber = - [z7077
Category E, - a,
Lne Descroton [ - [
rem  [x  [=| a,
Go || Clear |add Ancther | Cazegory |= | ndd
Hurmber [Suppler Site 1 Tumbs [Type | Promised Date - [Award Quantity | Award Price|Purchase Order  |Reason

Pl FYiTES RFQ  Jantoral seraces for MPD 25-Dec-2014 14:47:58 1 (US Dolar) 100 (USD) 31827

2. Enter the Negotiation Number in the search criteria and click Go.

3. Click on the Response Number link to view details of the information / quote you
sent to.

4. Click on the Negotiation Number link to view details of the negotiation you
participated in.
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6.0 Signing Contracts

City of Memphis requires its suppliers to electronically sign some contracts. You will
use this procedure for all contracts that have been awarded to you after undergoing
a bidding process. This does not apply to Negotiated Contracts.

1. When a Contract is ready for the suppliers’ (your) signature, you will receive a
notification in iSupplier Portal and also an email.

n Navigator v @ Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Finance | Intelligence | Admin

Search [ PO Number =1 | Go

= | notfications Orders

Full ® Purchase Orders
List ® Purchase History

pate ] shipments

16-Dec-2014 12:32:36 | ® Overdue Receipts
15Dec-2014 16:50:02 Receipts
15-Dec-2014 16:48:21 ® Receipts
15-Dec-2014 16:03:35 ® Retums
26-1uk2014 14:14:15 el T S T
Invoices
* Invoices
Payments
 ral ® payments
List
PO Number Description Order Date
31877 To procure janitorial services for MPD as per specifications and insurance requirements. RFQ# 27077. 16Dec2014 12:32:06
2 Extension #2 of Contract 20582 for Board Up Services. Extension Term: July 1, 2014 to June 30, 2015. 283012014 17:41:41

Home Orders Shipments Finance intelligence Admin Home Logout Preferences Help

Privacy Statement Gopyright 2013 Gity of Memphis.

2. You will also be able to see all such contracts in iSupplier Portal as they would
have a status of “Requires Signature”.

3. While in any screen, click on Home to return to the Home Page.

Supplier Portal K

n Navigator v s Home Logout Preferences Help

Home | Orders | Shipments | Finance | Intelligence | Admin

Search | PO Number [=11 | Go

4. Click on “CMEM Supplier Portal” to open the Supplier Portal Home Page.
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|[E-Business Suite

B Favorit Logout Preference

Enterprise Search | Al =] Search Results Disply Preference | Standard |«
Logged In As 901PATTERSON@GMAIL.COM
Oracle Home Page

| personalize | Full List |

[ cMEM Sourcing Supplier [From [Type Sent=  [Due |
5 X cMEm suppier Porta| Scott-Bruton, Lisa PO Approval Standard Purchase Order 31827, 0 16-Dec-2014 L
ome Page Scott-Bruton, Lisa Sourcing Auction ard Decisian: RFQ 2 (To procure janitorial services for MPD} 15-Dec-2014 i
Awarded
Scott-Bruton, Lisa Sourcing Negotiation Closed Ear 7 (To procure janitorizl services for MPD) 15-Dec-2014

5. Click on Orders tab.

iSupplier Portal

Shipments | Finance | Inteligence | Ad
'0 Number E|

6. Purchase Orders screen is displayed.

iSupplier Portal

& Favorit Home Logout Preferencs

Purchase Orders | Purchase Hstory | Work Confrmations | Delverables | RFQ
Purchase Orders

Views

View |Purchase Orders to Acknowledge E | 6o |_Advanced Search

Select Order: | Acknowledge | | View Change History |

PO Document Acknowledge
Select|Number |Rev Operating Unit Type Description |Order Date Buyer Currency Amount  Status By Attachments
o i 0 Ciy of Memphis, Standard PO To procure janftorial services for MPD as per specfications and insurance 16-Dec-2014 12:32:06 5 . Lisa usp 100.00 Open T
Tennessee requirements. REQ# 27077. LaT: i
- 129582 3 City of Memphis, Standard PO Extension #2 of Contract 29582 for Board Up Services. Extension Term: July  28-Jul-2014 17:41:41 8 Timathy R usD 175,000.00 Open
L Tennessea 1, 2014 to June 30, 2015.
, 128180 1 (City of Memphis, Standard PO To provide Weed Cutting Services 18-0ct-2011 10:57:11 Donaldson, usD 588.00 Finally
= Tennessee Gwendolyn D Closed

Home  Ordei menls Finance Inlelligence Admin Home Logout Preferen:

7. In Views section, choose view = Purchase Orders to Acknowledge and click GO
button.
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8. All contracts that require your signature will be displayed.

[iSupplier Portal

N Navigator ¥ B Favorites ¥ Home Logaut Preferences Help

Orders | Shipments | Finance | Intelligence | Admin
Purchase Orders | Purchase History | Work Confirmations | Delverables | RFQ
Purchase Orders

Views

View [Purchase Orders to Acknowledge = [ s Advanced Search
Select Order: | Acknowledge | | View Change History |

PO Document
Select|Number |Rev Operating Unit  Type Description Order Date

3 0 Gty of Memphis,  Standard PO To procure modular cubicle systems for the Division of Police Services as per  16-Dec-2014 14:08:
Tennassee EDEUﬂGUEHEEHd insurance requiraments,

Adnowledge

Currency Amount Status By Attachments

usp 62,080.50 Requires jé
Signature %

F:xDort

Home Orders Shipments Finance Infelligence Admin Home Logout Preferences

Copyright 2013 City of Memphis.

9. Click on Purchase Order number.

10. Purchase Order details screen is displayed.

upplicr Portak: View Order Details - Mozilla Fircfox _|=] %]

E iSupplier Portal

ator v @ Favorites ¥ Home Logout Preferences Help

| Home | orders | Shipments | Finance | Intelligence | Admin

Purchase Orders | Purchase History | Work Confirmations | Deliverables | RFQ
Orders: Purchase Orders >

Standard Purchase Order: 31828, 0 (Total USD 62,080.50)

Currency=USD

Actions | View Change History [+ Go Export

Order Information
General Terms and Conditions Summay, i (e
Received 0.00
Totsl 62,080.50 PaymentTerms  Het 30 Invoiced  0.00
Suppiier  PATTERSON CONSTRUCTION OF TN, IHC. Carrier  Best Way PaymentStatus  Not Paid
Suppler Site P1 FCE Delivered Price
Address 605 E. FRANK Freight Terms  Prepaid & Allowed
MEMPHIS, TH 38106 Shipping Control
Buyer Scott-Bruton, Lisa LaTonya
OrderDate  16-Dec-2014 14:08:10 A ES
Desaription  To procure modular cubicle systems for the Division of
Police Services as per specifications and insurance Address  141111-POL Executive Administration
requirements. 201 Poplar, Room 12-00
Status Requires Signature Memphis, TH 38103

Note to Supplier
Operating Unit ity of Memphis, Tennessee Bill-To Address
Sourcing Document

Address  141111-POL Executive Administration
201 Poplar, Room 12-00

Memphis, TH 38103
Show All Details | Hide All Details
Details Line . Type Item/Job Supplier Item Description UOM Qty Price AmountStatus Attachments Reason
mshow|1 Good/Services Qty Based To procure modular cubicle systems for the Division of Police Services as per specfications and insurance requirements. Each | 30 2069.35 62,080.50 Open

Return to Orders: Purchase Orders

Home Orders Shipments Finance Inteligence Admin Home Logout Preferences Help

Privacy Statement Copyright 2013 City of Memphis.

11. Click on the Actions dropdown menu and select View PDF to view the contract
document. You can save a copy or print the file from the PDF.

13. Buyers could attach other documents to the contract like specifications, etc. Click
on the linked View Attachments field.

14. Attachments screen is displayed.
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M Navigatorv @ Favorites v Home Logout Preferences Help

Orders | Shipments | Finance | Intelligence | Admin

F se 0 | tory | Work Ce | Delive | BEQ.
Orders: Purchase Orders >  View Order Detais >
Type  Description Category Last Updated By Last Updated Usage Update Delete ‘Publish to Catalog
31828 0 US.pdf File PDF Documents Contract ERIC.MAYSE 16Dec-2014 One-Time 3 a =
File Specifications To Suppiier LISA.SCOTTBRUTON 16-Dec-2014 One-Time B

Home Orders Shipments Finance Intefigence Admin Home Logout Preferences Help

15. Click on linked file name to see the details of the attachments. You can save a
copy or print the file.

16. Click on “Return to Standard PO” link to return to the Purchase Order details
screen.

fi Navigalor» @ Home Logout Preferences Help

Orders | Shipments | Finance | Intelligence | Admin
F se 01 \ y | Work Conf I | RFQ
Orders: Purchase Orders >
Standard Purchase Order: 31828, 0 (Total USD 62,080.50)

Currency=USD 17 Actions | Sign Document - Go | | Export

General Terms and Conditions T
Received 0.00
Totsl 62,080.50 PaymentTerms et 30 Tnwoiced  0.00
Supplier  PATTERSON CONSTRUCTION OF T, THC. Carrier  Best Way PaymentStatus  Not Paid
Suppler Site P1 FOE Delivered Price
Address 605 E. FRANK Freight Terms  Prepaid & Allowed
MEMPHIS, TH 38106 Shipping Control
Buyer Scott-Bruton, Lisa LaTonya
OrderDate  16-Dec-2014 14:08:10 Ship-To Address
Description  To procure modular cubicle systems for the Division of
Police Services as per specifications and insurance Address  141111-POL Executive Administration
requirements. 201 Poplar, Room 12-00
Ststus Requires Signature Memphis, TH 38103
Note to Supplier
Operating Unit ~ City of Memphis, Tennessee Bill-To Address
Sourcing Document
Supplier Order Number Address  141111-POL Executive Administration
Attachments  View 201 Poplar, Room 12-00
Memphis, TH 38103
PO Details
Show All Details | Hide Al Details
Details Line - Type Item/Job Supplier Item Description UOM Qty Price AmountStatus Attachments Reason
[mShow 1 Good/Services Qty Based To procure modular cubicle systems for the Division of Police Services as per specifications and insurance requirements. Each | 30 2069.35 62,080.50 Open

Return to Orders: Purchase Orders Actions | Sign Document. = Go Export

Home Orders Shipments Finance Inteligence Admin Home Logout Preferences Help

Privacy Statement Copyright 2013 ¢

17. Once you have reviewed all the details, electronically sign the contract by
selecting “Sign Document” from the Actions drop down menu and clicking “Go”.

81



18. Signature page is displayed.

& Notffication Details - Maxilla Fircfox (=13

7 Navigator v g Favorites Home Logout Preferences Help

Standard Purchase Order 31828,0 requires your signature

From Scott-Bruton, Lisa Attachments PO TERMS 34 31823 0 US.pdf
To TOMMIE PATTERSON SR
Sent 17-Dec-2014 11:04:59
ID 14157886
Document - Standard Purchase Order Number 31828,0
Supplier : PATTERSON CONSTRUCTION OF TH, INC.
Contact PATTERSON, TOMMIE Buyer: Scott-Bruton, Lisa
Description : To procure modular cubicle systems for the Division of Police Services as per specifications and it

Click the attachments listed above ta review the terms and conditions of the agreement. To complete the signature process, enter your comments, and then click Accept or Reject “The Contractor agrees the electronic approvalisignature used to accept the
Agreement on the Conlractor's behalf (with the intent to bind the Contractor thereto) shall have the same force and effect as a written signature. IN WITNESS WHEREOF, the Contractor, by and through its authorized representative, accepts the agreement.”

Response

Enter comments. If you reject the agreement, enter a rejection reason

Return to Workist

Home Logout Preferences

Privacy Statement Copyright 2013 City of Memphis

19. Click Accept button.

20. Sign Notification screen is displayed.

Home Logout Preferences

ator v @ Favoriles v

sign

Standard Purchase Order 318260 requires your signature

| cancel | | sign

Subject:Standard Purchase Order 31828,0 requires your signature

To: TOMMIE PATTERSON SR

Enter comments, If you reject the agresment, enter a rejection reason.:
Results Accept

* User Name
=password
TP Enter your Username and Password here to electronically sign this document

Return to Workist [ e

Home Logout Preferences

Statement

21. Enter your username and password
22. Click on Sign button.

23. Signature Confirmation page is displayed.
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i Navigatorv @ Favorites ¥ Home: Logout Pre

Signature Confirmation

Your Signature for Purchase Order 31828 has been accepted.

Return to Purchase Order Summary

Home Logout Preferences Help

Copyright

24. Click on Return on Purchase Orders link. That is the end of the signature process
from your (supplier) side.

25. Note that once you have signed the contract, the status changes to “Pending
Buyer’'s Signature”.

i Navigator v @ Favorites ¥ Home Logout Pref
Intelligence
ders | Purchase | Work e ns | | RFQ
Purchase Orders
Export
Views
View [All Purchase Orders =] [se | advanced Search
Select Order: | Acknowledge | | View Change History |
PO Document
SelectHumber  Rev Operating Unit Type Description Order Date Buyer Attachments
. 31828 0 (GtyofMemphis, Standard PO To procure modular cubicle systems for the Division of Police Services as per specfications and  16-Dec-2014 14:08: 10 Scott-Briston, 3
o Tennessee insurance requirements. @
0 Gty of Memphis, Stendard PO To procure janitorial services fr MPD as per spedfications and insurance requirements, RFQ#  16-Dec-2014 12:32:06 Scott-Bruton, Lisa
Temnesses 27077,
= 2 (Gity of Memphis, Standard PO Extension #2 of Contract 29562 for Board Up Services, Extension Term: July 1, 2014 to June  28-Jul-2014 17:41:41 Bovles, Tmothy R USD 175,000,00Open
b Tennessee 30, 2015,
1 Gty of Memphis, Stendard PO To provide Vieed Cutting Services 18-0ct-2011 10:5711 Donaldson, Grendolyn USD 588.00  Finally Closed
b Tennessee D!

e Admn Home Logout

gator ¥ By Favorites ¥ Home Logout Prefere

Orders | Shipments | Finance | Intefigence
Purchase Orders | PurchaseHistory | Work Confirmations | Deliverables | RFQ

Purchase Orders

Views

View [All Purchase Orders

Select Order: | Acknowledge | | view Change |

Description Order Date Buyer Currency Anf Status By Attachments

PO
SelectNumber  Rev Operating Unit ype
0 Gty of Memphis, StandardPO  To procure modular cubide systems for the Division of Palice Services a5 per specfications and 16-Dec-2014 14:08: 10 Scott-Hruton, Lisa usD 62,080.50 Accepted

1828

Tennessee insurance requirements.

= 0 Gty of Memphis, Standard PO To procure janitorial services for MPD as per specifications and insurance requirements, RFQ# 27077, 16-Dec-2014 12:32:06 UsD 100-TT——OpErT Tis
- Tennessee LaTonva 4
= 3 Gty of Memphis, StendardPO Extension #2 of Contract 29582 for Board Up Services, Extension Term: July 1, 2014 to June 30, |28-1-2014 17:41:41 Bayles, Timothy R usp 175,000.00 Open

© Tennessee

~ 1 Gty of Memphis, StandardPO  To provide Weed Cutting Services 18-Oct-2011 10:57:11 Donaldson, Gwendolyn USD 588.00  Finally

e Tennessee B Closed

Admin Home Logout P
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27. Once the Contract has been signed by the City of Memphis, you will receive a
notification and an email informing you that the Contract has been signed and
accepted by the City of Memphis.

iSupplier Portal

Home | Orders | Shipments | Finance | Intelligence

Search |PO Mumber El | I_En_
|_ Full
List
Subject Date

Standard Purchase Order 31828,0 has been signed 17Dec-2014 11:16:20
16-Dec-2014 17:17:54
City of Memphis, Tennessee - Standard Purchase Order 31827, 0 16-Dec-2014 12:32:36
Award Dedsion: RFQ 27077 (To procure janitorial services for MPD) 15-Dec-2014 16:50:02
Closed Early: RFQ 37077 (To procure janitorial services for MPD) 15-Dec-2014 16:48:21
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