DeKalb County

GEORGIA

Responding to an Invitation to Register
for the iSupplier Portal

A clean, green, safe, and thriving community!



Responding to Invitation to Register

DeKalb County

From: Workflow Mailer [wimailer-itfmisapl@dekalbcountyga.gov]

Sent: Thursday, November 10, 2016 3:04 PM

To: ELLEN JONES

Subject: FYT: Dekalb County, GA Supplier Collaboration Metwork: Invitation to Register

You have been invited to register with DekKalb County, GA for access to their supplier
collaboration network.

%ou can access the registration page by clicking the following link . %ou will be asked to provide
additional contact information before submitting vour registration request.

If necessary, you can forward this invitation to a colleague in order that they can complete the
registration process.

Thank you.

GEORGIA

In this course you will learn how to
respond to a registration invitation from
DeKalb County. You will need to
respond to the invitation to obtain
access to the iSupplier Portal.
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Responding to Invitation to Register

DeKalb County

From: Workflow Mailer [wimailer-itfmisapl@dekalbcountyga.gov]

Sent: Thursday, November 10, 2016 3:04 PM

To: ELLEN JONES

Subject: FYT: Dekalb County, GA Supplier Collaboration Metwork: Invitation to Register

You have been invited to register with DekKalb County, GA for access to their supplier
collaboration network.

%ou can access the registration page by clicking thefullnwing “ou will be asked to provide
additional contact information before submitting vour registration request.

If necessary, you can forward this invitation to a colleague in order that they can complete the
registration process.

Thank you.

GEORGIA

Step 1

You will receive an email notification
from DeKalb County. The subject will
be: DeKalb County, GA Supplier
Collaboration Network: Invitation to
Reqister.

To complete the registration process,
click on the link in the email.
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—— — Ty Step 2

| e ,,:__Z__;)l;s https/upplietestdeks.. -~ @ 2 C X ]i {2 Respond to Invitation = | I {2 o ots)
de  Edit View Favortes Tools Help

RACL.E 1Suppilier Fortal

o D —— After clicking on the link, the My

it recred fiekd

— Company Details page will open in

Company Mame  ARM CONTRACTING LLC

— ; your browser. Begin by clicking in

"Ord s et bt P sen e | the First Name field. You will need to

e — ro e enter the first name of the contact being

L registered.
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Fide Edit  View Favorites Tool Help

RAC[_E' iSupplier Portal o
| e — e Click in the Last Name field and enter
T—— the last name of the contact.

Company Mame  ARM CONTRACTING LLC

Emad Address  |amdemnltion §helsouth.net Phaone Area Code |
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ORACLE"  1suppiitreons:
e —— e Click in the Phone Number field and
s omones et enter the phone number of the contact.

Company Mame  ARM CONTRACTING LLC

.

i Step 4

i
o e

Enter your information. Your emal sddress vl be your Username for the system.
= Emad Address  [amdemalion helsouth. nes Phaone Area Code |
s e i e ]
Contact Tite
" Fust Mame |Alwer 2
=
ax Area Code
Miciche Name i,
“Lastiame [Mocre
Job Titke
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¢ 1_;I._;i__-l,)1|:9 hitps.//supplieestdek.. - @ 2 & X || @ Respond o Invitstion = | - {nt e =t

Fde Edit  View Favorites Took Help

RAC[_E' iSupplier Portal

Reapand to lnvimntion

Tou have been mted to regster, Fease complets th aibon from and hen chck the submet button -
* Ibeates recure fiek! Cance] | LSyl )

- My Lompany Details " l Sutimat

Company Mame  ARM CONTRACTING LLC

Enter your informatbon. Your emad address vl be your Username for the system.
= Emad Address  amdemalition helscath.net Phone Area Code |
e i ol b Gt W i e =
Contact Title
" Fust Name  |Aberl
o Fax Area Code:
Sl Pnemn - humer
“Lasthame oore
Job Tite

GEORGIA

Step 5

Enter any additional information you
would like to include in your contact
details and click the Submit button.
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DeKalb County

EORGIA

Step 6

From: Workflow Mailer [wfmailer-itfmisap @dekalbcountyga.gov]
Sent: Thurzday, November 10, 2016 6}04 PM
To: ELLEN JONES

Subject: FYT: Dekalb County, GA Supplier Collaboration Netwark: Notification of Approval You will receive a second email when
your registration has been approved.

Your request to register at DeKalb County, GA for access to their supplier collaboration netwark The SUbJeCt WI” be DeKaIb County’ Ga
has been approved. You can noy Jog onjwith the username AMDEMOLITION@BELLSOUTHNET ~ Supplier Collaboration

and fhe passward AT Network: Notification of Approval. This

When you first log on, you will be required to change your password for security purpose. W||| Contain your username and |n|t|a|
Contact administrator for additional information.
password.

Thank you.

Once you log in to the system, you will
be asked to change your password.

Click on the logon hyperlink to continue.
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S oo ]

e_ | @ bt ——— iacx—]i 2 Login Y- e . o Step 7

I . - - From the login page, click in the User

— - Name field and enter the user name that
el was provided in your confirmation email.

..........
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T s Step 8

Enter the password that was provided
In your confirmation email.

..........
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Step 9

Click the Login button.
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ei.-_f,l|;3 https/supplietestdeks.. -~ @ B¢ X ]i D Change Password -,-] I - o L1

Fide Edit  View Favorites Tool Help

| ORACLE

Change Passward

* Indcates required field

File Find Disable View Images Cache Tools Validate | Browser Mode: B3 Document Mode: Quirks - H X

GEORGIA

Step 10

You will now be prompted to change
your password.

Click in the Current Password field and
enter the password provided in your
confirmation email.
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Fide Edit  View Favorites Tool Help

| ORACLE

Change Passward

* Indcates required field

File Find Disable View Images Cache Tools Validate | Browser Mode: B3 Document Mode: Quirks - H X
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Step 11

Click in the New Password field and
enter a password that is specific to you
and your company. This will be your
permanent iSupplier password.
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N—— 1 b
G':Crll;ah“” ‘.w;_pii(l‘.e:l.mt-: aBc x-]i G Changs Passwo — = 1_] S : e o Step 12
Fel F.

e Edit View avortes  Tooks Help

ORACLE

T Click in the Re-enter New

i e Password field. Retype your new
N S  conn | password exactly as you entered it in

the New Password field.
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e W Y 1 A e ELINEN Step 13

Fide Edit View Favorites Tool Help

ORACLE

—— — Click the Submit button.

* Indcates requaed field
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G{_a_i'a){;a hetps. supplietest deka.. ~ & B & X || & oracte Applications Home .. *

Fide Edht  View Favorites Tools Help

ORACLE  E&-Business suite

e T You have now completed the registration
— y f— —| process and can access DeKalb
S B i o R e e County’s iSupplier Portal.

To perform additional maintenance on
your account, or to view transactional

information, please use the materials

provided that are specific to the action
you wish to complete.

Thank you for registering.
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