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Step 1 of 4 | Mext

Flease complete the basic information section and click on Mext to proceed.

Datalls

Flease ensura correct spelkng of company name and T axpayer Id to prevent delays in the suppler registration process.
= FIRM NAME (Enter in ALL CAFS) |

Tax Country Q
Wiverw proviched, B Las country yill L cod b vadate fhe format of B Tax Regists stion N sodor Tasgave 10,
Tax Registration Numbar
= Taspayer i |

DUNS Mumber |

= Email |

= First Name |

* Last Name |

Fhone Area Code

Phane Number |
Fhone Extension

== Click Here for Supplier Registration Training Materials

Step 1 of 4 | Hext

Close Preferences [hagnostics

GEORGIA

In this course you will learn how to
Register as a Supplier with DeKalb
County.
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Hasic Information Company Detals Addibonal Information

= indicates required field Step 1 of 4 | Mext

Flease complete the basic information section and click on Mext to proceed.

Datalls

Flease ensura correct spelling of company name and T axpayer Id to prevent delays in the suppler regstration process.
= FIRM NAME (Enter in ALL CAFS) |

Tax Country Q,
Whars provided, e tas country vl b e b vaidale fhe hormat of B Tex Regisirstion Rumber sndlor Taspuver 10,
Tax Registration Numbar
= Taxpayer 0 |
DUNS Mumber |

= Email |

= First Name |

Step 1 of 4 | Hegt

GEORGIA

Step 1

DeKalb County has developed Training
Materials to assist you with the
transition to iSupplier. This link will take
you to the website where all of our
training material is stored.
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Jekalblo s % || @ prospective Suppiicr Registr.. i {n} n2isd Step 2

m‘*"""“““ it depduch “ox|@
In the FIRM NAME field, enter the name

ORACLE ISuppliar Portal
T — of the business you are
registering. PLEASE NOTE: You MUST

enter the business name in ALL CAPS

W e ey
e e to comply with our naming standard.
Taxrteglsr.unon Rumber =— -
Here we will enter HEMINGWAY'S

DUNS Mumber |
BOOKS.

* Emall |

= First Name |

Step 1 of 4 | Hegt
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3
Hasic Inlormation Company Detals Addibsonal Information Allachments
ive Suppliee i
= Indicates required field 5 I
Step 1 of 4 | Mext

Flease complete the basic information section and click on Mext to proceed.

Detalls

Flease ensura correct spelling of company name and T axpayer Id to prevent delays in the suppler registration process.
* FIRM RAME (Enter in ALL CAFS) iHI:HJ.NlaW'J\Y'S BUUKS
Tax Country
Wihare proviched, Bra Las gty ol e smemd s ooty fo bt f B Ties st sticn Nesrogr sl Tasgsnws 10,
Tax Reglstration Number e e
= Taxpayer ID |
DUNS Mumber |

= Email |

= First Name |

= Last Hame |

Fhone Area Code |

Pione Nurmber [
Fhone Extenson |

== Click Here for Supplier Registration Training Materials

Step 1 of 4 | Hext

Close Preferences [hagnostics

GEORGIA

Step 3

Next you will need to select a Tax
Country. Click on the Magnifying Glass
Icon to search.
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Step 4

In the Search by field, enter the name of
the Tax Country in which your business
IS registered.
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- - - N o |l 2 | Step5

e(ﬁ : 41 & hups/supplierdey.dekalbe.. = B & X !I (& Prospective Supplier Registr... L.J‘\- -— — bl
File i 3 5 Hel

Edil View iles  Tuoli  Help

Here we will enter United States and
click on Go.

Search and Select: Tax Country

- search tep 1 }
To find your item, select a filter itemn in the pulldown list and enter & value in the text field, then seled the "Go” button.
] s— ,
Rasulta.
Sehect Quick Sebest Country Mme Country Code

No search oondumed

About this Page

| About this Page  Privacy Statement Copmiit (< 2002, Drach. Al iaahis reverved. [
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Fide Edit  View Favorites Tools Help

25 Scarch onel Select Ust of Valoe: - Windows Internet Biplorer provaed by Dkalb County

& htspe//itr] 2tstap.deg dekalb locB002/0A MTML/cabo/jsps/ajspl t=fredRC&enc- S ASCIIE minWidth=7508 minHeight=5508configh Pl Disgnostics

Search and Select: Tax Country
| Canced | | Select | el '
| -
Learch Step L of 4 | Mext
k To find your item, select a filter item In the pulldown list and enter a value In the text field, then select the “Go" button.
|
Search gy C© ¥ M
- Results
Selact Quick Country Name Country Code
o =) unea d States us L
(&) United States Minor Outlying Edands UM
Abous this Page
. I
Cance] Sedect
I
! B
|| ittt fotel 2tstap deg.dekalb.loc 8002/ 0A_HTMLIOA pEslp triesl _ode=TaaRegCount ¥, 100% = |

Fhone Extensson |

== Clhick Here for Supplier Registration Training Materiats

Step 1.0f 4 | Megt |

GEORGIA

Step 6

The system will return all countries
matching your search criteria.

Locate the appropriate country and click
on the Quick Select icon.
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ORACLE ISupplier Portal

-
Hasic Inlormation Company Detals Addibonal Information Altachments
e Supplier i
= Indicates required field Step 1 of 4 | Hext
Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
= FIRM NAME (Enter in ALL CAFS) [HEMINGWAY'S BOOKS

Tax Country  Lnited States Q
Wharw rovive, e e country vl be v b vailate S formet of S Tex Ragstssion Numd dfor Taspavw 10,
Tax Reglstration Numbar

= Taxpayer I | ]

DUNS Number |

| Lontact Information

= Email |

= First Name |

* Lost tiame |

Fhaone Area Code |

Phone Number |
Fhone Extensson |

== Click Here for Supplicr Registration Training Materials

Step 1 of 4 | Mext

GEORGIA

Step 7

Next, enter your MANDATORY
Taxpayer ID. Here we will enter 999-99-
99909.
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Step 1 of 4 | Hext

Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
* FIRM NRAME (Enter in ALL CAFS) !HI:MJ.NBW’AY'S BOUKS

Tax Country  |United States Q
w provided, e tex country will be vsed o valkdste the fommet of Bhe Tex Regetrsfion Number eodion Texpeyw 1D,

Wi ey i
Tax Reglstration Numbar I .

= Taxpayer I [999-99-099

DUNS Number |

= gmail | | |

= First Name |

= Last Hame |

Fhaone Area Code |

Phone Number |

Fhone Extensson i

== Click Hera for Suppher Regestration Training Materials

Step 1 of 4 | Hegt

GEORGIA

Step 8

Next, enter an email address for your
primary contact for your

business. Hint: you will have an
opportunity to add other contacts as
needed.

Here we will enter
hemingwaybooks@gmail.com
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ORACLE ISupplier Portal

Hasic Inlormation Company Detals Addibonal Information Altachments
e Supplier i
= Indicates required field Step 1 of 4 | Mext
Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
= FIRM NAME (Enter in ALL CAFS) [HEMINGWAY'S BOOKS

Tax Country |United States Q
Wiarw provie, e e country vl b v b vaiclate S formet of e Tex Ragstssbon N dfor Taspavw 10,
Tax Reglstration Numbar

= Taxpayer I [999-99-099

DUNS Number |

= Emall {hemingwaysbooks@gmall.com|

= First Name |

* Lost tiame |

Fhaone Area Code |

Phone Number |

Fhone Extensson |
o

Sign Trami

Step 1 of 4 | Mext

GEORGIA

Step 9

Enter the First Name of the contact.

Here we will enter Joanna.
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Fide Edil  View Favorites Tool Help

ORACLE ISupplier Portal

-
Hasic Inlormation Company Detals Addibonal Information Allachmenls
e Supplier istrati
Step L of 4 | MHext

= Indicates required field
Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
= FIRM NAME (Enter in ALL CAFS) [HEMINGWAY'S BOOKS

Tax Country |United States Q
Where providhed, $he e country will be vased b valdate e fonmet of She Tex Regatrstion Number sodion Tagpeyw 1D,
E

Tax Reglstration Numbar
= Taxpayer I [999-99-099

DUNS Number |

| tontact Information

= Email ihemmywarsboaics@gmarl.:om

= First Name [ loanna

= Last Name | |
Fhaone Area Code
Phone Number |
Fhone Extensson |
== Click Here {or Supplier Regisdration Traning Malerisl:
Step 1 of 4 | Mext

Close Preferences Diagnostics

Step 10

Enter the Last Name of the contact.

Here we will enter Hemingway.
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Fide Edil  View Favorites Tool Help

ORACLE ISupplier Portal

-
Hasic Inlormation Company Detals Addibonal Information
e Supplier i
= Indicates required field

Step L of 4 | MHext

Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
* FIRM NRAME (Enter in ALL CAFS) IHI:MJ.N[:WAY'S BOOKS

Tax Country  |United States Q
Whare provided, e Lex country will be used o valdete e fommet of Se Tex Registrsicn Nomber endfon Taxpayw ID.

Tax Reglstration Numbar I .

= Taxpayer I [999-99-099

DUNS Number |

| tontact Information

= Email ihemmywarsboaics@gmarl.:om

= First Name  [loanna

= Last Hame  [Hemingwan|

I
Fhone Area Code
Phaone Humber

Fhone Extensson |

== Click Here for Supplier Registration Training Materials

Step 1 of 4 | Mext

GEORGIA

Step 11

You can optionally enter a phone
number for your contact. First, enter a
Phone Area Code.

Here we will enter 404.
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Fide Exht View Favorites Tools Help

ORACLE ISupplier Portal

-

Hasic Inlormation Company Detals Addibonal Information Altachments

e Supplier i

= Indicates required field

Step L of 4 | MHext

Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
= FIRM NAME (Enter in ALL CAFS) [HEMINGWAY'S BOOKS

Tax Country |United States Q
Where providhed, $he e country will be vased b valdate e fonmet of She Tex Regatrstion Number sodion Tagpeyw 1D,

Tax Reglstration Numbar I .

= Taxpayer I [999-99-099

DUNS Number |

| tontact Information

= Email ihemmywarsboaics@gmarl.:om

= First Name  [loanna

* Last Hame [Hemingway
Fhone Area Code  |404]
Phane Number | |
Fhone Extension

== Click Here for Supplier Registration Training Materials

Step 1of 4 [ Mext

GEORGIA

Step 12

Continue entering your contact's phone
number.

Here we will enter 222-1212.
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Step 13

Fide Edil  View Favorites Tools Help

ORACLE ISupplier Portal

E e - To continue, click on the Next button.

Hasic Inlormation Addibonal Information Allachmenls

Suppliv
= Indicates required field Step 1 of 4 | Mext
Flease complete the basic infarmation section and click on Next to proceed.

Detalls

Flease ensure correct spelling of company name and Taxpayer Id to prevent delays in the supplier registration process.
= FIRM NAME (Enter in ALL CAFS) [HEMINGWAY'S BOOKS

Tax Country |United States Q
Wiarw provie, e e country vl b v b vailate S formet of S Tex Regstssbon Numd dfor Taspavw 10,
Tax Reglstration Numbar

= Taxpayer I [999-99-099

DUNS Number |

= Email ihemlngwarsboalrs@gmarl.:om

= First Name  [loanna

* Last Hame [Hemingway

Fhaone Area Code Fu-i

Phone Number  [222-1212]

Fhone Extensson |
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Step 14

ORACI-E. 1SURBISEET Close Prefarences Disgnostics 3

' : Next, you will add address information
for your business. Click on the Create
button to continue.

Please click the Create button below to enter your corm pany address, I you have separate sddresces for Purchasing, Payments and Solicitations, you will need to enter
each address separately.
Address Details Purpose

Add additional contacts as needed.
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- ol
OE (8 i minanp.ccs duamises - & X | B crese adoes * |l o ey Step 15

Fde Edit  View Favontes Tooks Help

ORAC LE' ISuppliar Portal

In the Create Address page, you will enter
the details about your business' various
addresses. Note: if you have separate
addresses for your Purchase Orders,
Payments and RFQ/ Solicitations, you may
create multiple addresses and indicate their
respective site purposes.

If you have a single location, you can
create a single address and indicate that it
is a purchasing and payables site. Note: If
you leave RFQ Only Site checked, it will
override your settings for Purchasing Site
and the system will not allow purchase
orders to be issued to this site. Please only
leave this box checked if it is a true RFQ
Only site, and not a combination of RFQ
Only and Purchasing site.

For this demo, we will create separate
Purchasing and Payment Addresses.

When you create an address, you MUST

enter the Address Name in ALL
CAPS. Here we will enter ATLANTA.

iSupplier Portal ~ Vendor Training
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Fide Edit  View Favorites Took Help

ORAC LE ISuppliar Portal

Create Address

= Indicates required field | Apah |
DURESS NAME (Enter in ALL CAPS) [ATLANT e Reqgion |
Province I
Postal Code I

gy Fhone Number
Country s % [
* address Line 1 = Emall Address |

Address Line 2
Address Line 3

GEORGIA

Step 16

Since this is a Purchasing Address only,
we will uncheck the Payment Address
flag.
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Fide Edit  View Favorites Took Help

C)RAC |_€ ISuppliar Portal

Create Address
= Indicates required field
Cance] Apply |
* ADDRESS MAME (Enter in ALL CAPS)  |aTvanT 8] - state/Reqion |
¥ Purchasing Address Province I
: Payment Address ~Postaicode |
.-' kg Onty Address
Unchack this bow § you receve both Purchase Orders and Fhone Area Code I

By o this ket i
Country  United States - Phona Member

- addressune1 | = emall Address |
Address Line 2 ,7
addressomes [
Addeesstmed [
- CtyTewnflocality [
county [

“TIP Sebeect on or more address types from the 1 below

GEORGIA

Step 17

Next we will uncheck the RFQ Only
Address box.
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Fde Edit  View Favorites Tool Help

C)RAC LE ISuppliar Portal

Create Address

= Indicates required field Apply |
* ADDRESS MAME (Enter In ALL CAPS) iﬂTLANT& * State/Reqon I
[ Purchasing Address
[Fl Payment Address

* Address Line 1 I = Emall Address |
Address Line 2
Address Line 3

Address Line 4 '

“ 1IP Select on or more address types from the list balow

GEORGIA

Step 18

Enter your address information starting
with Address Line 1. You can provide
additional information in Address Lines
2-4.

Here we will enter 123 Peachtree Road.
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Step 19

C)RAC LE ISuppliar Portal

Next, click in the City/Town/Locality
field. Enter the name of the city where
you are located.

Here we will enter Atlanta.

iSupplier Portal ~ Vendor Training
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e e s Step 20
; e Next, click in the State/ Region
M Snchas o g oen, field. Enter the name of the State where

___ Payment mmi - ..,.-.,-P::M :::. yO u are I ocate d .

Here we will enter GA.

iSupplier Portal ~ Vendor Training
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Step 21

C)RAC LE ISuppliar Portal

Next, click in the Postal Code field to
enter the zip code where you are
located.

Here we will enter 30306.

iSupplier Portal ~ Vendor Training
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OE [ e minanpscs duamiocs - & X | B creme adaess [l o e

Fde Edit  View Favorites Tool Help

C)RAC LE ISuppliar Portal

ME (Fntes APS ateReqgion [GA
Province I

= Emall Address | |

“ Address Line 1 [123 Peachtree Road

Address Line 2
Addressimes [
Addrossimed [
= cyTownfloealty [
county [

#TIP Seliect on or mare address types: from the s beloe
[.concel | [Awply |
| Close Preferences stic:

GEORGIA

Step 22

Next, click in the Email Address field to
enter an email address for this location.

Here we will
enter hemingwaypo@gmail.com.

iSupplier Portal ~ Vendor Training
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Fide Edit  View Favorites Took Help

C)RAC |_€ ISuppliar Portal

Create Address
= Indicates required field

* ADDRESS NAME (Enter in ALL CAPS) [ATLANTA = State/Reqon i[i&

¥ Furchasing Address Province I

] Payment Address * Pusdal Code [30306

FIRFQ Only Address

Unchack i bax f you receve both furchass Ordersand  P1IMe Area Code [
I a thin locaten Fhone Number Ii
Country  United States -
* Emaill Address |hemingwaypoggmail.com
= address Line 1 [123 Peachtree Road [hemingwaypozg
Address Line 2

Addres ine 3

Address tne s |
= CityTowenflocalty [
county [
#TIP Solect o address types from the st below

cancel | [ Apply

GEORGIA

Step 23

Click on Apply when you have entered
all of your address information.
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- ORACLE ISupplier Portal

Hasme Information Company Details
ive: Supplier Registration: Additional Details

Back | Step 2 of 4 | Mext
Company Name HEMINGWAY'S BOUKS
Tax Country  Unitesd States;
Tax Registration Number
Tapayer [ 999-09-999
DUNS Number

Alternate Supplios Name

Hote to Buyer

Hote to Supplier

Bouk.
Please click the Create button below to enter your company address, T you have separste addresses for Purchasing, Payments and Solicitations, you will need to ente
each address separately.

ddi Hame Details Purpose update Dedate
ATLANTA 123 Peachtree Road, Atlanta GA 30306 United States RFQ Only, Purchasing 2 ﬁ
- Contact Directory

Add additional contacts as needed.
Create

First Name Last Name Phone Emall Requires User Account Update Delete
Joanna Hemingway 404-232-1212 hemingwaysbocks@gmail.com ) g
~ Banking Detalls

Step 24

Next, we will enter another address for
our Payables site. Click on the Create
button to proceed.

iSupplier Portal ~ Vendor Training
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a‘(—;.|9 it/ ftrl Bstap.deg dekalbloct - © "qiECMeMd«m ” u Gy i
TPl Ed0 Veew Fovorles foos Hep
ORACLE‘ ISuppliar Portal A

¥ Pa
" i tha b £ e recwive hoth Surchass (rdars and hone Area Coc
g a -
= Fhone Number I

Country  United States
* Emall Address |

= Address Line 1
Address Line 2

Address Ling 3

Address Line 4
= City/Towm/Locality
County

*TIP Select on or more address types from the list below
Cancel Apply

Step 25

Here we will create a separate Payment
Address.

When you create an address, you MUST
enter the Address Name in ALL
CAPS. Here we will enter AP-
ATLANTA.

iSupplier Portal ~ Vendor Training
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Fde Edit  View Favorites Tool Help

ORAC |_€ ISuppliar Portal

| Create Address
= Indicates required field | Apah |

= ADDRESS NAME (Enter in ALL C y)

dlelee
Addressi o2 [
Addressine3 [
Address Line 4 i
* City/Town/Locality |
coumty [
“TIP Select on or more address types from the list below =
[cancel] [Apply |
1 Close Preferences Diagnostics

GEORGIA

Step 26

Next we will uncheck the Purchasing
Address box.
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Fde Edit  View Favorites Tool Help

C)RAC |_€ ISuppliar Portal

| Create Address
= Indicates required field | Apah |

= ADIRESS NAME (Enfor in ALL CAPS) ATLANTA
__I_Purd‘mslng Address Pronvinee Ii
ér:\m\ent Address = Pustal Code [
R O NS oot st [
Country A - Fhone Humber |
- addressuner | = Emall Address |
Address Line 2

Arddres Line 3

|

Address Line 4

= City/Towen/Locality
County
TP Select on or more address types from the fist below

—
—
—
—

GEORGIA

Step 27

Next we will uncheck the RFQ Only
Address box.
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a‘(— |ah g itrl Bstap.deg. dekalblocs - (Hqi_c;m Address -,:l_l

s~ -~

Fl: Edt  View Favontes Tools Hdp

C)RAC LE ISuppliar Portal

arcp =
Country  Unite

= Address Line 1 = * £mall Address |
Address Line 2 [7
addressumes [
Addressitned [
- CityTownflocalty [

“TIP Sedeect on or more address bypes from the st below
[cancel | [ Al |
| Close Preference: stic

Step 28

Enter your address information starting
with Address Line 1. You can provide
additional information in Address Lines

2-4.

Here we will enter 599 Dunwoody
Road.
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Step 29

C)RAC LE ISuppliar Portal

Next, click in the City/Town/Locality
field. Enter the name of the city where
you are located.

Here we will enter Dunwoody.

iSupplier Portal ~ Vendor Training
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Step 30

C)RAC LE ISuppliar Portal

Next, click in the State/ Region field to
enter the name of the State where your
business is located.

Here we will enter GA.

iSupplier Portal ~ Vendor Training
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Step 31

C)RAC LE ISuppliar Portal

Next, click in the Postal Code field to
enter the zip code where you are
located.

Here we will enter 30001.

iSupplier Portal ~ Vendor Training
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Step 32

ORACLE' isuppierronai

Next, click in the Email Address field to
enter an email address for this location.

Here we will
enter hemingwayap@gmail.com.

iSupplier Portal ~ Vendor Training
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af‘:_,’|9h5F |:r]2\s!ap.dcg.d-d-snb.|9€3: -e x?igam—em ® i_] o1 gy Step 33

Fde Edit  View Favorites Tool Help

C)RAC |_€ ISuppliar Portal

| oo s Click on Apply when you have entered
Indicates required field . .
= ADDRESS NAME fkﬂm in ALL (A.P"‘} Aﬁ.“-ﬂl LANT A = State/Reqon i[-'& "PP'& b al I Of yO u r ad d reSS I nform atl 0 n .
e | Purchasing Address Pronvinee I
:{:F‘a\ﬂ"em J\f;ﬂ:eii. = Pustal Code [30001
= b ———_ UL

o S Fhone Number |
Country  Uni =

. * £mall Add hemi L.
* Address Line 1 [599 Dunwoody Road e g I mingwarspesmal.com
Address Line 2

[cancel | [ Aol |
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(8 o o sy dabics - @ x| @ rspecive snptr g * ) G 20D
ORACLE iSupplier Portal =

Hasme Informatic
i Supplier i i Additional Details

Rk | tep 2o+
Company Name HEMINGWAY'S BOOKS
Tax Courtry  Unitesd States
Tax Registration Number
Taxpayer [ 99G-U9-000
DUNS Number
Alternate Supplies Name =

Hote to Buyer

Hote to Supplier

Please click the Creaty button below to enter your company address, I you have separste addresses for Purchasing, Payments and Solicitations, you will need to enter
each address separately.
Create

Address Name Address Details Purpose update Delate

ATLANTA 123 Peachtree Road, Atlanta GA 30306 United States RFQ Only, Purchasing ra 5
AP-ATLANTA 599 Dunwoody Road, Dumwoody GA 30001 United States Foyment o =]
. Contact Directory

Add additional contadts as needed.

| Create

First Name Last Hame Phone Emall Requires User Account Update Delete
Jeanna Hemingway 404-222-1212 hemingwaysbooksgmail.com - - d
_ Banking Detalls

GEORGIA

Step 34

Once you have completed your address
set up, you can proceed to create
additional Contacts and add Banking
details.

Here we will scroll down to proceed.
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| Step 35

[« Sl

File Edit View Favortes Took Help
PR R

i L
Hote to Buyer

— e o g ) To add Banking Details, click on the
Create button to continue.

for F g. Payments and you will need to enter

Please click the Create button below to enter your company address. I you have separate
each address separately.

| create
Address Name Address Details Purpose update  Delete
ATLANTA 123 Peachiree Road, Atlanta GA 30306 United States RFQ Only, Purchasing ¥
AP-ATLANTA 599 Dunwoody Road, Dunwoody GA 30001 United States Payment g =1
 Lontact Directory

Add additional contacts as needod.

[create |

First Name ‘Last Hame Phone £mail Requires User Account Update Delete
loanna qesny rrz-1212 com i >

~ Banking Detalls

At laast one bank account must be entered to complete registration.

Bank Account Humber Yy Bank Hame Bank Number Branch Name Branch Number Update Remove

Ho resul 22 fouan .

Sawe For Later | | Back | Step 2 of 4 | Weat |
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. — . _ i
[« e Y T P Step 36

ORAC LE ISupplier Portal

re—y : In this example, we will select a Bank
2sgiacusrefor riwed marucions o0 sk Accoum creason that is already set up in the system. .

* Country  United States =

~ Bank Branch

' S o 4 Click on the Information (i) bubble to
e ——————— read the tip on using a New or EXxisting

(2 Showe Bank Details ec [

2400 Branch Type ABA - Ban k_

(@ Show Branch Details
—— i WAEsnZ |‘ Bank Mumber 2
v
Sasinor 5 ]
ooLLAn
ron

ink2ZiDs 2780 E72L30a0EA™ eLo0w

T T
Routing Number Account Number
* TIP For verification purposes, please include a copy of & blank check or bank lettér that contains your accoun! 13
details with your ather attachments prios to sabmitting your registration

Bank
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o. [ E wrpsspplierdey dekalbe.. = @ G X I1 (=1

|| = |
ive Supplier Registr... w]

| = Step 37

r@ Tip - Windaws Intemnet Explorer provded by MM‘-"_“H

& hrp /i 2eetap.deg dekalb.loc:S002/0A_HTML <

abo/pipe/frameRedirect jspTredirect |

MNOTE: Before creating a new Bank, search Lo see i your bank s aleady set
up In our system by selecting the "Existing Bank" radio button and cheking
th

; - The tip provides details about searching

o e 1 P e to see if your bank is already set up in

[ R = P the system. When you have finished
R reading the Tip, Click the OK button.

Hwh - |

Commreals
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"Counbry  Uniled States =

Save

 Bank. Branch
& rew Dank & New branch
c:_,mmﬂ Exsting branch )
Bank Name: Branch Name:
Bark Mumber Routing Number
) how Dark Detads Al
2400 = gt 24
;s |—|\nnk
rar .
Bllon L i
vowLans
o
Hi22105278" G72L30DM0BA" 2LOO"
Mmu} Nausminer Mmun:l Nausmibor
[y p—
Smahs New

uuuuuu

GEORGIA

Step 38

In this example, we will follow the
suggestion in the tip and search for our
bank by clicking on the Existing

Bank option.
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GEORGIA

Supplier Self Registration

Step 39

Click the Search for Bank
Name button.

—

nhf2i0DSevAs EB7¢L30L0EA*" 2LOO®

T T
Figuting Number Account Numiber

Aot Name:
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-

GEORGIA

i Step 40

Click in the Search By field.

nnnnn tem, select a fiter them in the puldown kst and enter a vakue in the teit Aekd, then seiect the "6a” button,
SearchBy ek i [ ) co |
Select Bank Name Uank Bumber

| cancel | | sebect |

neo

Cnmments
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[N

DeKalb County

GEORGIA

- - - |=&| 28 1
a'-'—_ﬂg hittps. upplierder dekalbt., - aoxﬁec“ mmmmmmmm ni | T e LT
[@_mﬂlndmunoﬂfm-_': Internet Explorer provided by DeXalb County ek

e dcg dekalb.loc802/04 HTML cab. o/fspa/a 3pT 1= fredRC&enc=US. ASCHE: minWidth=7508 minHeight =5508:c0 2|
Swarch and Select: Bank Narme f
[ cance] | [Seleet | ||
search d

To find your item, select a fitter item in the pulldown st and enter 3 value in the tewt feld, then select the "Ga” button.
| m——

Se.
Results
ebect

| cancef | [ setect |

0% v

Bank Account

nnnnnnnnn

Step 41

Enter the Bank Name into the Search
By field. Here we will enter "bank of

america".
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- —

=
s Help
B g 2 _HTRAL ek 7_1=1,

dekaibc... ~ @ © % || @ Creste Bonk Account

i@ ;1

cheleall

Search

e

and Select Bank Name

om——

Hiright =540 e El

| Cance] | | Select “ i
i

o fired your item, select & fiber item in Be pulldonn st and enter a value in the Lext fiekl, then select the "Go™ button,
Sesrch By Bank Name  lbank of smencal [ o ]
Select Quick Select Bank Hame Bank Humber
Mo search conducted. S
[| Sey—.
[Cance] | [Select
| -
|
finch e tod:
||
% v
Bank Account

Camments

iSupplier Portal ~ Vendor Training
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Click on the Go button.

[N

DeKalb County

GEORGIA



Supplier Self Registration m:
DeKalb County

GEORGIA

- - - i@ ;1
a{-_'_ﬂg hitps:/supplierdev.dekalbe.. ~ ﬁok“@cm‘ kkkkkkkk -
Fle  Edd  View Favonles Tool  Help

e e Step 43

| & Search and Select List of Values - Windows Intemet Explorer provided by DeKalh
BB e Betap deg dekalb.boc B OA_HTML cabso/jrpela.popl = fredRC 8, U5 ASCHE:

Search and Select: Bank Name

- | Click the Select button next to BANK
—— - _ : : . OF AMERICA.
:::Hd;n;::(a fiter Ib: nﬁi:::';ﬂ"%"""" I;% the text s then select the "Go” button,
o ANK OF AMERICA f
pupey
18
woeow, - Ei

Camments
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- - -
Q‘F 9| @ hutpsssuppii
File  Ed  View  Favonles

be.. = @ © 3 || @ Creste Bonk Account

"L_J S —
=lp
Sﬂmhuﬁk_hﬂuﬂ 55 - b etk ey g ' m =

i@ ;1

T

tagrcdc g dekalbloc SORMN_HTIL st/ redRC Bene SCRE_rinh TS0R,
Search and Select: Ban e
| Cance] | | Sebect |
0 i yous e, select s fiber ibem in e pldovm st and enler & vahe in the bext fiekl, then ssiect the “Go” button,
Searchiy Bark Mame = beank of amenca G
Select Quick Seleet Bank Hame Bank Humber
» EIANK OF AMERICA
—
wo0N -
Bank Account

e

Camments
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Click the Select button.
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Step 45
Click on the Information (i) bubble to
s read tip on using a New or Existing
s PR Branch.
- - u
9:;::th-| Bank Hame  BANK OF AMERICA a, ix%EMNE
— 2400 St &ﬁ!“"‘"“!!‘ ;‘i;; S l
E’m — .. ‘‘‘‘‘‘‘ |— Bank Numbe: '
'I?IEELDSZ?EI: BE72L3I0A0EE" 2L00=
G |
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DeKalb County

GEORGIA
. - - - i@ = )
Gi .a|9nn|n. upplierder dekalbe... ﬁok]!@cmehnkkcwm nl_, — — 0 g LT Step 46
?g_._p wmmmwom' o

(| &8 htrp-iinrd Zestap. deg dekalb, locaoo_rm HTML cabo/Frpalire mngdlmn_,sp redicect B
Tip

After reading the Tip, Click
NOTE: Before creating a new Bank Branch, search to see f your branch 5 = e
| already set up in our system by selecting the "Existing Branch” radio button e Save
and dicking on the magnifying ghass icon. This wil open the Search and
Sedect screen where you con enter your bank branch name and dick on Go,

_ the OK button.
mr:ar::?hﬁle results, cick on Next 10 untl you see your bank
=

=S |

22052780 B72L30L0GE 2LO0O=

Bank Account
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— T e— || 1 ]
a_ -|@ httpi A stap.degdekal., -~ B R “ E Create Bank Account ® |>— — — (o] g o
File Edd View Favontes Tools Help
ORALCLE" isuppiier Portal 1
1 Marvigan voriles Home Logout Preferences
-
2
- [ Cancel | | Save |
o 0 it C)
==l 1l Croat
| " Country | Usited States
Bank Branch
Mew Bank & New Dranch
& Existing Dank L Dmnnq Branch L&
Bark Name  BANK OF AMERICA 3, tranch Name
ark Murmbes Routng Number
) shom ank Detals oL
Branch Type  AR&
2400 St B arch D il
- 1 Sakin2at |— fBanik Number
Bllfer sl
oiam
ron
niZZiD5E7AN B72LIDMOEE" 2L00=
1 |
Rnuting Nurber Account Number
e Accoamt Status  New
Account Name
i) 5 A

GEORGIA

Step 47

In this example, we will follow the
suggestion in the tip and search for our
branch by clicking the In this example,
we will follow the suggestion in the tip
and search for our branch by clicking
the Existing Branch option.
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m - T -
G__- @ g fidunp digdeial.. ~ B € x] & Create Bank Account

File Edit  WView Favortes Tools Help

ORACLE  isuppiierFortal

1 Admin. Profie Management. Banking Delais >
(| =

==Click Here for Printed Instructions on Bank Account Craation
jere for Video Insdructions on Bank Account Creation

"Counbry  United States =

[(Cancel ] [[Save

1
Raontireg Murmber

T
Acxount Number

- Bank  Branch
0 Mew Dok T ew Beanch
& Existing Bank LU & Eastng tranch L4
Barik Name  BANK OF AMERICA a tranch Name:

Bk Mumber Routng Number
show sk Detads o oIc .
B ARE v

2400 o W

(&) Ehmpw Brgrch Detals

e A |— Bank Mumber
Bllfer 5 1
povLams
ron
ni22i052788 B72L3I0L0GE* 2LOO

Bank Account.
Account Mumber Acceamt Status  New
Account Mame
Currency Sall

Step 48

[N

DeKalb County

GEORGIA

Click the Search for Branch

Name button.
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To firsd yous item, select s filer item in the pulldonn kst and enter a value in the text fiekl, then select the "Go™ button,
Search By Branch Name -

Results

Selrct Quick Select Branchhame  BranchWumber  BankMame  BankHumber  BIC Branch Type
o search conducted.

e S

0% -

GEORGIA

Step 49

To retrieve all branches for the bank
selected, click the Go button. You can
also search by the Branch Name,
Number and other fields.
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-

a{. E ._a| B hupssuppliedesdekalbe., ~ @ © X “ (¥ Creste Bank Account
File B View Favoolss  Tooli  Help

T firnd yona ftem, select a fler ibem in te puldown ksl ard enter & value in the Leal fiekl, Usen seect the "Go” bulton,

Search By - franch Name [ Ga ]
e
Freviots 1-10 Hext 10
Select  Quick Select  Branch Name Branch Humber Bank Name Bank Number BIC Branch Type
- ACHDG100005 061000052 BANK OF AMERICA ABA
e ACH 121000358 122000358 BANK, OF AMERICA AL
iy ACHOEINOZIT 063100277 AN OF AMERICA A
R ACH 26117025 1170250 LIARE, OF AMERICA Aua
) ACHOZEOUISES 026009593 AN OF AMERICA AnA
C ACH 071000039 071000039 RANK OF AMERTCA ARA
. ACH 111000012 111000012 BANK OF AMERICA ABA
m J
wo0m -

Bank Account.

GEORGIA

Step 50

Locate and select the correct branch by
clicking on the Select button.
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- -

—

a‘? % 41 B hupssuppliedesdekalbe., ~ @ © X !! &5 Creats Bank Account

=L = Step 51

Mg CH

File  Edhl View Tl

g/ ) bstap. che Mh@ﬂm}mn HTMU cabro/epalin.pp T = liedRE Bierve = L5~ ASCRE_manWaelth=T508_minHeght =558 co
= Ap-chi g L b i = i)

|

Search and Select: Branch Name

Capve]

To firnd your e, select & fler item in e puldown st ard enter & value in the teal fiekd, Uwen select the "Bo® butlon,

Sesrchfly Branch Mame - [ Ga ]
[
I¥reviols 1110 T MKt
Select  Quick Select  Branch Name Branch Bumber Bank Name Bank Number BIC Branch Type
- b -] ACH 061000052 061000052 BANK OF AMERICA ABA
o b ALH 12100058 12200005 BANK OF AMLRICA. AL
o i ACH 06300277 V63100277 AN OF AMERICA ABA
o | IU'K!“JUEJ. 211090 DANK OF AMLRICA Aua
(=] i ALH 020095593 V200958 BANK OF AMERICA. AL
L) el ACH 071000033 071000035 BANK OF AMERITCA ABA
5] ] ACH 111000012 111000012 BANK OF AMERTCA ABA
o ]
Hoow -
Bank Account.

Lageut Freferences

Save

iSupplier Portal

~Vendor Training

DeKalb County

GEOQORG

Click the Select button.



Supplier Self Registration

Step 52

L 3
Bank Number
L&) ghew Bank Detads
2400
e SR
Enr.. ™ —
o
—
ni22i0s5278e EB72LIDMORA™ 2L00=

1
Rontireg Murmber

T
Acxount Number

——— S field.

S ACCDMOE:
Account Humber
Aeount Name |
Curency
b=l e Aot Dty
Nate to Buyer

iSupplier Portal ~ Vendor Training
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GEORGIA

Scroll down to the Account Number



[N

DeKalb County

GEORGIA

Supplier Self Registration

Step 53

Next we will enter a dummy account
number, 122105278672
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Supplier Self Registration

Step 54
|+ e Chomead After you have added any additional
smmiois e — information you would like DeKalb
e | [ St | County to know about your bank, scroll
s T up to the top of the page.
?i?EIDSZ?EI: E72L30M0EA" 2L00=

= Account Mumber (122105278674 Accant Staks e
Account Name
Currency -
(5 chew Accoont Detalls
. Lomments
Hate tn Buyer
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Step 55

3 e e e
G—' @ tepnzsepdogdetal., - B2 J-q'l & Create Bonk Account = u——. —
Fie Edd View Favontes Tools Help

ORACLE  isuppiierFortal

= ekl
==Click Here for Printed Instructions on Bank Account Creation In IS e
2 for nedructions on Bank Account Creation .

e for Video In:

= Country | Urited States = '
Rank Branch
) Mew Dank . O Mew Branch
& Existng Bank (D & Existing tranch (&) !
BarkName [BANK OF AMERICA Q, Branch Mame  [ACH 061000052 a,
Bark Nurmber Routing Mumber (061000052
) show Sk Dateds BIC
2400 : el
(8 how Branch Delais
— S, |— Bank Mumber 1
-  E————|
Bllfer (  E—

nwi22i052788 B72L30L0RE" 2LOO™

T T
Risusting Nuember Aceount Numier

P AT ——— Acctunt Status  New i
Account Name

L = bl | |

iSupplier Portal ~ Vendor Training
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e — | Click on the Save button when you are



Supplier Self Registration

DeKalb County

| 3 (I [ T————g e,

Fde Edit  View Favorites Tools Help

_ORAC |_€ ISupplier Portal

o
Company Details Adidibiesald Tnformation Astachments

ack | step 2 of« [eai]

Hasac Inf il
Supplier i i Additional Details

Company Hame HEMINGWAY'S BOUKS
Tax Country  United States
Tax Registration Number
Taspayer [ U9G-U0-U0U
DUNS Number

Alternate Supplics Name

tiote to Buyer

Hote to Supplier
Book

Please click the Creaty button below to enter your company address, I you have separste addresses for Purchasing, Payments and Solicitations, you will need to enter
each address separately.

Create
Address Name Address Details Purpose update Delate
ATLANTA 123 Peachtree Road, Atlanta GA 30306 United States RF() Only, Purchasing > a =
AP-ATLANTA 599 Dunwoody Road, Dumwoody GA 30001 United States Foyment Ve =]
 Contact Directory

Add additional contacs as needed.
First Name Last Hame Phone Emall Requires User Account Update Delete
Jeanna Hemingway A04-222-1212 hemingwaysbooksgmail.com - &

 panking Detalls

GEORGIA

Step 56

With the Bank Details populated, click
on Next to proceed.
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- - — ———— O — [ESRE™ ]
eﬁ.‘ 1| @ brtpe vt 2erspdeg dekalbidacs - € % || @ suppier Profite _-'l_J {z} 5.24=1 Ste p 57

ORAC LE' ISuppliar Portal

1 - On this page, we need to collect various

Additional Inlormation

T pieces of information about your

n rom #16) business, including your 1099 category,
Suppher Nepttration inormedon (rotmets) organization type and whether your

e —————3 g organization has officers who were

If Incorporated, which state? = ~ Primary 8

[m— : formerly employed by DeKalb County.

BF you have a business boense, you must subme 2
o

copy of & with your other attachments. FProfessional License

Business License Esuing City, County or State | ST e g
I Business License is NOT required, provide City, County or State | f Professional Licanse I NOT raquired, plasse provide
DeKalb County Employees - Current or Past E - L S TO SeleCt an Org an I Zatl 0 n Typ e ClICk on

-y - = Are you submitting Con

the drop down arrow.

Enter Emplayes Narmi

I
: Last Date of employment with Dekalb County Governmant:

iSupplier Portal ~ Vendor Training



Supplier Self Registration

[N

DeKalb County

B - — —— o ) ]
m,;]lguhitp: trlstap.deg dekalbdecs - & x_li_é.ﬁpplh Profite » ] o rds®

Fie Edht  View Favorites Tools Help

C)RAC |_€ ISuppliar Portal

Additional Inlormation

Rack | Step 3 of 4 | Mexd

Supplicr K
Entér Farant Firm's Name, (F | * Select your Organize|
* Your Organlz.aﬁnn W is: -
I Incorporated, which state? Q  Primary 8]
Business License Number (LR | L
ner fnbmta
prictarship | Professional Licerrse
Ausiness Licenss lssuing City, County o State e T
3SHONa| nse |S9|I|Hg
1 Business Licenss is NOT required, provide City, County or State |

If Professional License s NOT required, please provide
* Dekalb County Employees - Currant or Fast S

rrrrrr

= Are you submitting Con

| miGP Codes

GEORGIA

Step 58

Select the Corporation (LLC/LLP/INC)
option from the drop down.

iSupplier Portal ~ Vendor Training



Supplier Self Registration
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- -
mﬂg btpe/ /it Dtetap.deg dekalblacs - G X “ & supplier Profile » ] {nf =¥

Fie Edht  View Favorites Tools Help

ORACLE iSupplier Portal

Conmpany Details Additional Infermation Attachmants

Indicates required field Sawve For Later Back | Step 3 of 4 | Next

Suppler L

Enter Farent Firm's Name, If applicable | = Select your Organize

* Your Organization Type is: DRSNS ~

* Fimary B

T Tncorporated, which state?
r

Business Liconse Number |
I you have 2 business loense. you must submt a
‘capy of & vith your other sttachments. Professional License

Business License Esuing City, County or State | i e
S50N nse Issuing

If Business License is NOT required, provide City, County or State
® by iif i I If Professional License 5 NOT required, please provide
= DeKalh County Emplayees - Currend or Past
= Are you
= Are you submitting Con

Enter Emplayee Name

tf you anseured yes to the question above. plesse
Drovide the name of the empizyee,

: Last Date of employment with Dekalb County Government:

{mensaple: sy 207 )

- MIG Codes.

i

GEORGIA

Step 59

To select the State where your company
Is incorporated, click on the magnifying
glass icon.
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- -5 S — . |l=i@| = |
a{-:-ﬂs hittps:upplierdey dekalbc.,. = ﬁoxl (2 supplier Profile "L_, - — P ke LT Step 60

e kb View Favonies Tool Help
Search and Select List of Vahses - Windows Internet Explorer provded by Defiall County --—-u om0
B et /trl 2tstap deg dekslb.locB002/0A HTML cabo/jspe/a il tfredRTienc - US-ASCEA minWidth - 7508, minHeight- S50&configName:- OaConfi | JRRRSSIES

Search and Select: I which state?

Click in the Search By field and enter

Cancel Select .
-- Georgia.

Fo find your item, select a filter tem in the pulldown list and enter a value in the text field, then select the "Go™ button.
i rrr——— l—l =
s | Search Ter m
Rtz
f
S Quick Select Dleplay N J
Ko search conducted. Iption
About this Page i
[ s —
k.
'
Fe=
i * l
Mok - |
mplayme
HIGP Codes
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Supplier Self Registration
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a" 419" ttps:/ mupplierder dekalbe.. ﬁﬂx! () Supplier Profils %I r" - .
Help

it = Step 61
e p
Search and Setect List af Vahues - Win: mmmwwwmm e 0.
_ h
{8 it/ ited Btstap de, Selblb b BOND/OA. HTML cabolispsfa Hp? b fredRBienc - Uis-ASCHEL minWidth= 7508 minHeight=550&configheme=OACe nf| \agnastica
Search and Select: I which state

Cancel | | Select

find your item, select a filter tem in the pulldown list and enter a value in the text field, then salect the "Go™ button.
Search By .IEI“ Hame -

|Georgia i o I
Na search conductid
About this Page
ren
"R
0% -
alb Ci
D MIGP Codes

iSupplier Portal

~Vendor Training

Click on the Go button.
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DeKalb County

(o | B mups s uppliendey. dekalbe.. ~ @ & %[ @ suppiier Profite = | it 1T
E p B Supel | g e

(2 Search and Select List of Vahues - Wandows Internet Explorer provided by DeKaib County - e
8 hep:/fitrl 2tstap deg dekalblocB002/0A HTML/cabo/jspafaisp? o fredfCaenc- US-ASCT& minWidth - 7508 minHeight= 5508 confighsme - OAConf |

| Search and Sebect: 1t which state?

To find your tem, salect a fifter tem in the pulidown list and enter a value in the teoxt fiedd, then select the "Go® button.

Search By Display Name = [Georgia o |

cancel | | select |

GEORGIA

Step 62

When the system returns results
meeting your seach criteria, locate the
desired State and click on the Quick
Select icon.
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- ——— [l el

°C| & bt Srlitstap deg dekalbulocs - & X “ & supplier Profile * | () gics

Fde Edt  View Favortes Tooks Help

ORAC LE' ISupplier Portal

@
Basi i Comgany Dotals Additional Information
Supplier Profile Atiil
= Indicates required field Back |
k | Step 3 of 4 | Mext
Supplicr Rogistrat { )
Enter Farent Firm's Name, if applicable i = Select your Organizt
= Your Type is:  Corporation (LLC/LLP/INC) -
I Incorporated, which state?  [zeorgia = = Primary B

Dusiness License Number | C
o

B s v & bssrans boanse, you s shme
copy of & wih your cthar stachmacts.

Business License Issuing City, County or State |

If Business License is NOT required, provide City, County or State e e
* DeKalb County Employees - Current or Fast

= Are you submilting Con

Enter Employee Name

& Last Date of employment with Dekalb County Government:

GEORGIA

Step 63

The next several questions pertain to
whether or not any officers in your
company are former employees for
DeKalb County. To participate in
business with DeKalb County, you
cannot be employed by the county
within the last two years.

Click on the DeKalb County
Employees - Current or Past drop
down to proceed.
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Step 64

ORACLE ISupplier Portal
Here we will select Yes from the drop
= Pecare e e = down list.
suppher Ko ( )
Enter Farent Firm's Name, (F applicable | = Select your Organize|
* Your Typeis: Corp (LLC/LLPYING) =
I Incorporated, which state? | Georgla Q@ = Primary B

Business License Humber

Business License lsuing City, County or State

If Business License ks NOT required. provide City, County or State
= Dekalb County Employees - Current or Past

Enter Employee Hame

: Last Date of employment with DeKalb County Government:

- MIGP Codes.

1F you have a business tcense. you must subma a
comy of & with vour other attachmants.

[ Dwitalls Counby Former Employ
m. within) your crganization = boen

[T participate in deig busnes rrilh
| lunty, yeui have 1o be a former emaloyee
‘Scual b3 o greater than b years)

[

1F you answered ves & the question above, plsase
provide the name of the empioyee.

{mcaenpiac 78 Hiowr- 2017 }

Professional License

Frofessional License Essuing

If Professonal License 15 NOT required, please provide
* Are you

* Are you submitting Con
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Eani L nents

Supplite Profi i

= Indicates required field Back | Step 3 of 4 | Hext

- Supplier Registration Information (Form #16) E

Supplier Resj

Enter Farent Firm's Name, if applicable | = Select your Organizt
= Your Type is:  Corporation {LLC/LLF/INC) =

I Incorporated, which state? | Georgla = * Primary B

Business License Number | L

o barve & busriass boseie, you must bt 8
<oy of & wih your cbher asachmarts.
Dusiness License Issuing City, County ar State |

If Business License is NUT required, provide City, County or State I

* Dpekalb County Employees - Currant or Past

Frofessional | License
Professional License b=asing

W Professional Licens: i NOT required, pleass provide

= Are you
= Are you submitting Con

Enter Employee Name [
-

privide tha rame of the ampicyss,
: Lagt Date of employment with Dexalb County Governmen & =3

{wmrrpste: 20-Men-2017 }

GEORGIA

Step 65

Since we indicated that one of our
officers is a former Dekalb County
Employee, we must provide the
employee's name. Here we will enter
Martin Jones.
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Supplier Profile

= Indicates required field Back | Step 3 of 4 | Hext

Supplier Resj

Enter Farent Firm's Name, if applicable | = Select your Organizt
* Your Organization Type is:  Corporation (LLC/LLP/ING) =
I Incorporated, which state? | Georgla Q * Primary B
Business License Number | L
1F you havve a business bcsnse. you must submit 2
ot st W —— Professional Licensa

ey of t with vour other
Business License Issuing Clty, County or State |

Professonal Liconse B=uing
If Business License s NOT required, provide City, County or State |
I Professional Licenss i NOT required, pleass provide
= pexalb County Employeas - Current or Past  Yes -
* Are you
= Are: you subimitting Con

GEORGIA

Step 66

Next, we need to provide the last date of
employment for the individual we named
above. Here we will click on the
Calendar Icon to proceed.
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hi, -a'm.:. lierdh ‘.|. — : x | — heimLE ) Step 67

- npRy €23

To select the month of our employee's
last date of employment with the County,
click on the Month drop down.

with Dexalb Cow

File Find Dicable View Images Cache Tool Validste | Browser Mode B9 Compat View Document Mode Quirks -7 %
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Step 68

Mg CH

Edd  View Favonles  Tools

Pick s Date - Windows Intemel Explor.

[ EMWmeﬂlmv.dcg.waﬁh‘lTW“hO.-'iirlF Close Preferances DHagnostics
@ |y - 7 -@ B [ >
ed Thu Fri Sat Additional Infonmation
February .
Lmarch @ 0 3 1 d d I t
2l Col R E Saver For Later | | Back | step 30f 4 | text rop Own IS .
May £
A june 12 13 14 15 | L
1ty 1w 2 2 2
e 21 2
2 september 26 27 B B
3{October 2 3 4 5
Hovember o .
December = 2 npplicable | * Salect your Organizy
Ri0n - iz —
Type is: poration {LLC/LLP/ING) =
¥ Incorporated, which state? Prinary B
Dusiness License Number L

ounty or State

Profi

If Business License § nty o State |

¥ Professional Licenss: & ROT required, pheas
Yes =
= Are you
= Are you submitting Con
Enter Employee Nome  [Mart
: Last Date of employmant with Dexalb County Government: |

HIGP Codess =

£ il | "
File Find Dizable View Images Cache Tools Vahdate | Browser Mode: 19 Compat View  Document Mode: Quiks = (w2l 5
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https./ 'em:n lierd ..I‘ B il n. j- = - = = l Step 69
| RS ez To select the year of our employee's last
b 5 date of employment with the County,
e click on the Year drop down.
I-ile Find Disable Veew Images Cache Tools Valdale | Browser Mode B9 Compat View Document Mode: Quiks I - 7 %
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File Bl View Fav Tools Hslp
Mam-mmmiw g
&8 hrpu/fitrd Frstap deg dekalbllocB002/ 04 PTFML/CIHDFJ’PF Close Preferences [Hagnostics
' H Il select 2012 from the d
: . ere we will selec ro e dro
Sun Mon Tue v;m ~ Rt Additional Informatio
1 2 3 |2008 7 d I t
a 9 10 |[2008 4 Saver For Later | | Back | step 30f 4 | text own lIst.
2007
15 16 17 |z008 1 E
2009
33 2 q (2
22 3 2 2010 L
28 3 3 Z ol
] .
npplicable | = Select your Organizd
H10% - i
n Type is: -
IF Incorporated, which state? = Primary B
= Dusiness License Number 1 1

Frofessional License

City, County or Stata

Professional Lice

a1 Teiing

City, County o te

T Professional Licens: is NOT requi s prervice
@3- Current or Fast
Enter Employes Name
Last Dal (2031
After 2031~
with Dexalb County Governm
HIGP Codes
o[ i l (3
File Find Dizable View Images Cache Tools Vlunle| Browser Mode: IE9 Compat View  Document Mode: Quiks = (wrfk o
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Step 71

e Crrm—T To select the date of our employee's last
R date of employment with the County,
ek k click on the date from the

e calendar. Here we will select 23.

LHT R 100% -

HIGP Cosleess

File Find Dicable View Images Cache Tool Validste | Browser Mode B9 Compat View Document Mode Quirks -7 %
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Step 72

Edit View Favortes  Tools Help

_ORACLE ISupplier Portal

B

Supplit P
= Indicates required field

Supplicr

Back | Step 3 of 4 | Mext

Enter Farent Firm's Name, if applicable

Corp (LLCALLP/ING) =

* Your Type is:
I Incorporated, which state?

Business License Number

s Essuing City, County or State

Barsing
If Business License is NOT required, provide City, County or State
= DeXalb County Emplayees - Current or Past

Enter Emplayee Hame

Last Date of employment with DeXelb County Government:

Georgia Q

1 you have 3 business foense. you must submit 3
copy of & with your other sttachments.

Yoo =

Asw you 8 Dwkals County Formes Employwe o are
wery clficars within your organizetion a §
e [To partepate o dorr busenes with
Derals County. you have 1o be a former employes
equal i3 or graster than s ears)

[Mastin Jones:

1 you snswered yes 1o the question above. please
provide the name of the employes.

- |

ar )

T Professional Lice

= Select your Organizi

= Primary B
L

Frofessional License

Professional License F=uing

5 NOT required, please provide

= Are you
= Are you submitting Con

. MIGP Codes

DeKalb County

GEORGIA

Scroll to the right to proceed.
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. > To select a Primary Business

Additional Information Altachmonts

| = P Classification click on the drop down
5 arrow.

el = Select your Organization's 1098 Cotegory  [EEENET T SR -

Salect apnroprate vakue  your Crganiation & 15
'

} Corporation (LLC/LLP/ING) = i mbmnbergare fneiey
[? [Georgia Q = Primary Business Classification
| -
|| Date Business Started =
| 8 e v o airmes T, s et st » [wrarnply: 3-Jurr-3017 )
seoy of & wih vour ofer tachments. Professional License City, County or State |
El Professional Licenss suing City, County or State |
el W Profossional Liconse is NOT required, pleass provide City, County or State |
Boves ~ = Are you submitting W9 form? -
| Are you a Dekalh County Formar Empioyes or are
any sficers wibin your crganisaton 2 formar = Are you submilting Conflict of Tnterest form? -
( e

Comgleted Can ’-nnflmumf:msrﬂl ired ta

process your applcation, If you da not subma 2

completed form with your apphcation. asproval of
your regisiration mary be deiryed.

T
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Additional Information Altachmonts

Back | step > of+ ot |

Corporation (LLC/LLP/ING) -

! it
of
= -Jnn—zul e

[scarch: 27-Jurr-2017

= Select your Organization's 1099 Category Mot Applicable

= Primary Business Classification

Date Business Startad

Salect appropriate vaiue F your Organizstion & 098
riarrm

|Court Supplier

Profassional License City, County or State | 0/otributor [
|Freight Carrier
Professional Licensa: Esuing Cily, County or State | Government Agancy |
i |Manufacturer
fe City, County or State
provicie e SRUIY OF 5 pion-protit

= Are you submitting W9 form? |Professional Association

pu submitting Conflict of Interest form?

Service Frovider

Comgleted Confict of Imerest farm s required to
process your apolcaton, 1F you da not submt 3
completed form with your appbcation. approval of
Your registration mary be delaved.

GEORGIA

Step 74

Select the appropriate value from the
drop down for your Primary Business
Classification from the drop

down. Here we will select Service
Provider.
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Additional Intormation Altachmonts
Bk | tep 3o + et
| = Select your Organization's 1099 Category Mot Applicable -

WOW W S w0

Corporation (LLC/LLP/ING) -
Georgla X

Yes =

Are you a Dekalb Courty Former Emaloyee or are
vvnﬂmnd'ﬂrourwaﬁml rmes
smpioyss? (To participate in daing busiress with
Dekal County. you hav eubuf:m«mmn
acguaal 4 e grestar than tor y

[Martin Jones

IF s mvmbrnd o

816 the cumiton abave, plass

sl the ams of the spicyes.
bk [235an2012 @

(mxampie: 172017 )

= Primary Business Classification

Date Business Startad

Frofessional License City, County or State

Professional Licens: Fsuing Cily, County or State

W Professional Liconse is NOT required, pleass provide City, County or State
= Are you submitting W9 form?

= Are you submitting Conflict of Interest form?

Select approprate vae § your Organistion & 1058
mwnbi- odumu seiect Hat Appicable’

i
'3
[wxmmnply: 27-3urr2017 )

Comgleted Can &ndw:m{:msrn ired ta

proces your applcation. If you da not submit 3

completed form with your apphcaton. aoproval of
your regisiration mary be deiryed.

iSupplier Portal

GEORGIA

Step 75

Next we must indicate whether we are
including a W-9 form. Click on the drop
down arrow.
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@
Additional Information Altachmonts

Back | step > of+ ot |

e | = Select your Organization's 1099 Category Mot Applicable -
‘ Corporation (LLC/LLP/ING) = m"ﬂ:’"ﬂ;“ﬁ;""‘j mc"m L
[* Georgia Q = Primary Business Classification  Service Provides -

I Date Business Started =

& [wrmenple: 27-Jurr2017 )

| Frofassional License City, County or State |

; suing Cily, County or State |

wvide Cily, County or State |
you submitting W9 form?

submitting Conflict of Interest form?
Confict of Trie: m{-—m required ta
bur apolcation,

I you da not subma 3
et o it yeur. npkmr amprova of
Your registration mary be delaved.

iSupplier Portal

GEORGIA

Step 76

Here we will select Yes from the drop
down list. A W-9 form must be provided
to register with the county.
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Fde Edit  View Favontes Tools Help

Additional Information

| Back | step 30f 4 | Next

£ = Select your Organization's 1099 Category Mot Applicable -
ect 3 Crganizstion s

i Corporation (LLC/LLP/ING) =

? |Georgia Q = Primary Business Classification  Service Provide
el Date Businees Started
B o have & busnas keanss, you s subme 8 [wnmrnple: 27-Jur-2017 )
copy of 2 veth your cehar smachmacts. Frafessional Licanse City, County or State
el Professional Licenss suing City, County or State |
el U Professional Liconse is NOT required, pleass provide Cily, County or State |
4 v

= Are you submitting W9 form? ves -
= Are you submitting Conflict of Interest form?

GEORGIA

Step 77

Select the appropriate value from the
drop down to indicate whether you are
submitting a Conflict of Interest

form. If you are applying for the first
time, this must be submitted for a timely
approval of your application. Click on
the drop down to proceed.
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Additional Information Altachmonts

Back | step > of+ ot |

el
I+ Corporation [LLC/LLP/ING) =
b Georgla

Ir |

a boimnam boanse, you st subme &
o O R i ot At MEAcpmbcts

= Select your Organization's 1099 Category Mot Applicable -
Select approprate vabe § your Organistion & 1058
rwe-nb- otheryvise select ot Applcable’
Primary Business Classification Ser * Prowiders L
Date Buginess Started =

[y 37-3ur-3047 §

Professional License City, County or State |

suing Cily, County or State |

wvide Cily, County or State |
you submitting W9 form?

submitting Conflict of Interest form?
Confict of Trie: m{-—m required ta
bur apolcation,

vou da not submt 3
mpﬂom wth your 8 npkmr amprova of
Your registration mary be delaved.

GEORGIA

Step 78

Here we will select Yes from the drop
down list. A Conflict of Interest form
must be provided to register with the
county.
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B o have & busnas keanss, you s subme 8 [wrmenple: 27-Jurr2017 )
Sopsy of W wath yeaie ottt seachmacts Frofassional License City, County or State |
!"‘ [ Professional Licenss suing City, County or State |
el T Prafessional Liconse is NOT roquired, pleass pravide City, County or State |
4 Yes - = 3 o
Are you # Delalls Courty Formmr Empioye of ae {refo et mmng bk fﬂrm! Tes
- rd’wl’_\;ﬁl iy yomir Crgaeization & bormer = Are you submitting Conflict of Tnterest forrm? [0 =
empioyes” (To partcipate in doing business vwith
e e e S et Complind Confict of iterst form & reied =
e compieted form wih vour apgicatan. aproval of
v [Martin Jones our regstration may be
1F you answered yes to the guestion abae. please:
el s o i
o ] |l
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T T ’)
Business Liconse Humber | C

1F o havve m buninem besne, i mant wbmd n

o Fen B
copry of 2 wwth yousr cthes wchman
e = = Frofessional License

Frofessional License kssuing

Business License Issuing City, County or State |
I Business License s NOT required, provide City, County or State |
= DeKall County Employees - Current or Past  Yos = B ycfiasbiokiOoanag s RO paulied, biokes Fioyis
= Are you
= Are you sadsmitting Conl

Enter Employee Hame

: Last Date of employment with Dekalb County Government:

- HIGP Codes
HIGP Codes- To remove a code, please enter an end date; do not delete any values

“HIGP Code List “Start Date

i T New sship Lhi

Remittance Address
Remil tance Fmail Address:

Silax Havene:

Note: Yens am oy vebect ars schirass (i s Lae approveed Ly Dutlels Ceunily. ke Pleaey provide e emed scdres wrhene o woukd B your shectionic ressttance 1o be seil.

| Add Another Row |

Step 80

Under the NIGP code list section, you
can add codes that describe the goods
and services you can provide DeKalb

County.

Click on Add Another Row to start
populating your NIGP codes.
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I Business License is NOT required, provide City, County or State
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Step 81

e Click on the Search (flashlight) icon to

I Professional License is HOT required, please provide

- aceyou search for NIGP Codes.

= Are you submitting Con/

ampicyee deng
IR, oty e havs £ b 8 formas ampicyes
sl 45 o gresthe than b yaars)
Enter Employee Name  [Don Hemingway
v i e i o, s
vt o e ol e
: Last Date of employment with Dekalb County Government:  [0G-Jan-2014 3
(i 28-Mer-2007 )
L
| MIGP Codes.
HIGP Codes- To remove a code, please enter an end date; do not delete any values
“HIGP Code List “Start Date End Date Delete
: [o7-pprzor7 _| = -]
(arampla: 23 vase- 217 {ovarmpla: 23 Mar- 3017 )
Add Another Row
Site Hame Remittance Emall Address Delete
Mot You can anky ssect an address that has baen approved by Dkl County. Note! Mazse provide the smad addres whers you wousd S your sisctron remitance 1o be sent. =
] m, ol kv
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GEORGIA

Step 82

In the Search screen, enter part of an
NIGP code in the Search by field.

Here we will enter %Consulting and
click on Go.
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Step 84

Here we will select 918-27-Community
Development Consulting by clicking on
the Quick Select icon.
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Step 85

When you have selected your code, the
system will return you to populate a
Start Date.

If the date you want to use is the current
date, accept the default in the Start
Date field.
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Step 86

You can enter as many NIGP Codes as
required.

When you have finished entering your
NIGP codes, scroll to the right to
proceed.
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Step 88

In the Attachments step, you will attach
your MANDATORY W-9 form, Conflict
of Interest Form and Copy of a Blank
Check.

There are links that will take you to the
location of our Conflict of Interest and
W-9 Forms that are required. Please
click on the links to download the
documents if you have not already done
SO.
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Click on the Add Attachment button to
start to upload your voided check,
Conflict of Interest form, W-9 Form and
business license (if required).
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Step 90

You can optionally enter a Title for your
attachment so the person processing
your application will know what the
attachment is.

Here we will enter "Voided Check'.
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Step 91

To upload a file, click on the Browse
button.
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Step 93

To add a second attachment, click on
the Add Another button.
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Step 94

The system will confirm that your
attachment has been added
succesfully. It will not be commited until
you are finished with all attachments
and click on Apply.

To proceed, optionally enter a Title for
your attachment so the person
processing your application will know
what the attachment is.

Here we will enter Conflict of Interest.
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Step 95

To upload a file, click on the Browse
button.
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Step 96

Navigate the folder where your forms
are saved and select the correct file by
clicking on the file, then Open
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Step 98

The system will confirm that your
attachment has been added
succesfully. It will not be commited until
you are finished with all attachments
and click on Apply.

To proceed, optionally enter a Title for
your attachment so the person
processing your application will know
what the attachment is.

Here we will enter Business License.
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Step 100

Navigate the folder where your forms
are saved and select the correct file by
clicking on the file, then Open.

iSupplier Portal ~ Vendor Training



[N

DeKalb County

GEORGIA

Supplier Self Registration

a@)h@ it/ fitrl Stap.deg dekalbdoct ~ :qimmml:mAmch.. x l_] {nf %2 Step 101

Fide Exht  WView Favorites Tools Help

ORAC LE ISupplier Portal

When you have finished uploading
i o o e 04 bt o A AL Y SO o i T R attachments, click on the Apply button.
(;anf&ll
Add  Desktop File/ Text/ URL = @I
 Define Att
ype @ Fle  CW Forms! [ Brawse...])

iSupplier Portal ~ Vendor Training



Supplier Self Registration

[N

DeKalb County

O [ e mincnpscs suabsocs - & X || B orac appices 5™ e

i3

Fide Edit  View Favortes Tool Help

ORAC LE ISupplier Portal

& Confirmation
Attachment Business license has been added but not it would be when you commit the rest of the current transaction.

Back | step 4 of 4

Add Attachment... |
ithe Type |Description Category ‘Last Updated By |Last updated uUsage update  Delete
Business licons: Miscollanoous GUEST 8-Now-2017  One=Time 2 =
If iscelianeous EST Now-2017  One-Time > =]
I iscellaneous EST ov-2017  One-Time 7 = |
I iscellaneous EST ov-20. One-Time r B
] s

GEORGIA

Step 102

With all of your information and
attachments complete, you may click on
the Submit button to complete your
registration.
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Upon submission, you will receive a

confirmation message stating that you
will be notified of your registration status
via email in two business days.

iSupplier Portal ~ Vendor Training



[N

DeKalb County

GEORGIA

Supplier Self Registration

Step 104
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CONGRATULATIONS! You have now
completed the training for Supplier Self
Registration.
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