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—— . In this course you will learn how to
o T Maintain Your Solicitation Contact in
R —— iSupplier. Each supplier should
— designate one primary contact to receive

notifications for solicitations. This
information will be used once the
Sourcing functionality of iSupplier is
deployed.
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Step 1

From the login page, click in the User
Name field and enter the User Name
provided during the registration process.
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Click in the Password field and enter
the password you created during the
registration process.
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Step 4

Click the DeKalb County Supplier
Collaboration link.
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Favorites

e e Click the Home Page link.

Navigator Personalize
You have not selected any favorites, Please use the
" button to set up your favorites.

Personalze

("] DeKalb County Supplier Collaboration | DeKalb County Supplier Collaboration
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Logout Preferences Help
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Home | Orders | Finance | Inteligence | Assessments | Admid

Search PO Number

it Date

Subject
No results found.
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Orders

 Agreements
® Purchase Orders

 Purchase History

Full List

Order Date
08-Nov-2016 13:53:47
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M Navigator v B2 Favorites ¥ Home Logout Preferences

Home | Orders | Finance | Inteligence | Assessments | Admin
Profile Management

Click the Organization hyperlink.

General
- General
Organization Name  ATLANTA ARBORETUM DUNS Number
* Supplier Number 177718 Tax Registration Number
Alias Taxpayer ID
T e B Parent Supplier Name Country of Tax Registration
- Parent Supplier Number
o Contact Directory
o Banking Details Attachments
o Surveys
Search

MNote that the search is case insensitive

Toe | [e=]
[# show More Search Options

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

Home Orders Finance Intelli
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Step 8

Scroll to the right and click the
Solicitation Contact** New
registrants: skip this step and
complete tab.
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o e ——— Only one solicitation contact can be
Do created for a supplier. This does not

«  Company Frofile
o Drganization Overview Supplier Registration Information (Form #16) MNIGP Code List Remittance Address ** New registrants: skip this step and complete afte

e — mean that when the Sourcing
s L functionality is available that only one

person can access the solicitations; this
IS just the person who will receive the
notification when a new solicitation is
published.

rders Finance Inteligence Assessmenis Admin Home Logout Preferences

Solicitation contacts can only be created
| for contacts with an approved iSupplier
e e e e [T T e 5 account ; if you need to update your
contact, you simply delete the existing
value, select a new value and save your
record.
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N Click in the Search By field and delete

| E—— the value in the Display Name field.
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Step 10

The system is configured so your search
will only retrieve your approved
contacts. Click on Go to search all of
your approved contacts to select a new
Solicitation Contact.
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Search
To find your item, select a fiter item in the pulldown lst and enter 2 value in the text field, then select the “Go” button
SearchB Go il
Results
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Click on the Quick Select button next to
the contact who will receive the
solicitation notices.

iSupplier Portal ~ Vendor Training



Maintaining Your Solicitation Contact

DeKalb County

— " X [E=Riaq > |
ew\_,)kg https://isupplicrtest deka... ~ @ B & X |J@ Organization x .
i

File Edit View F: es  Tools Help

Supplier Registration Information (Form #16) NIGP Code List | Remittance Address ** Hew registrants: skip this step and complete afte

Solicitation Contact Email Address [EIONES @ATLTREES, COM Q
[Ty

hich) of your cortacts sheadd be the primany cortect for Saicitetion otices. Fesse rot: you can oy asiect o3

inance Inteligence Assessments Admin Home Logout Preferences

< (i ] r

File Find Disable View Images Cache Tools Validate | Browser Mode: IE9 Document Mode: Quirks

GEORGIA

Step 12

With a value in the Solicitation Contact
Email Address, scroll to the right of the
screen.
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Click on the Save button.
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You have just finished Maintaining Your
Solicitation Contact for your company on
the DeKalb County iSupplier Portal.

Click on the Home hyperlink to return to
the iSupplier Portal Home Page.
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