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Overview

Oracle iSupplier Portal is a communication tool that enables Visa and its suppliers to
communicate with each other throughout the procure-to-pay process. It allows suppliers to view
and manage purchase orders, receipts, invoices and delivery schedules in a real-time system that
is available 24 hours a day, 7 days a week (24x7).

Benefits associated with using iSupplier include:

o Offers suppliers an integrated experience by providing access to purchase orders (POSs),
invoices and payments in one location.

e Improved efficiency by decreasing the number of calls between suppliers and Accounts
Payable.

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

e Increases on-time payment by using web invoicing which reduces time spent tracking
down delayed or held payments.

e Eliminates mail float. When invoices are entered online, Visa receives them immediately.

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

Help and Support

The Supplier User Guide and Frequently Asked Questions (FAQ) documents are available at:
www.visa.com/suppliers. For problems related to using iSupplier or logging into the portal, please
email StrategicSourcing@visa.com or call (650)-432-7867.

User Registration

To use iSupplier, users must first be registered with Visa. The Visa Buyer can invite a supplier
user to register. They can also register the users directly.

Invited suppliers will receive an email notification from Visa.

From:  Oracle Workflow - CTRL [vFssupportservices@visa,com] Sent: Wed 10/24/2007 5:53 P
To: POS_REG_66

o

Subject:  FYI: "Visa” Isupplier Portal: Invitation to Register

Attachments: & hotification Detall html (452 )

To  POS_REG_66
Sent  25.0CT-7 00:52:22
D 033897

You have been invited to register with "Viza" for access to the pplier collaboration network,

You can access the registration page by clicking the follging v\u will be asked to provide additional contact information hefore submitting your registration reguast
If necessary, vou can forward this invitation to a colleague Worder 174t they can complete the registration process.
Test in control - invite supplier

Far additional information regarding the Visa iSupplier portal, please visit Wisa iSupplier YWweb Page

Thank you

To respond to the invitation, click on the link in the body of the email. Read the notice on the
registration page. If this is acceptable, provide all the information requested on the form and click
on Submit.


http://www.visa.com/suppliers
mailto:USAStrategicSourcing@visa.com

V’SA iSupplier Portal

Respond to Invitation

You have been invited to register. Please complete the registration fram and then click the submit button (Cancel ) ( Submit )
# Indicates required field

Close

My Company Details
Cormpany Narms |

By registering and accessing any services on Visa's iSuppli ortal you are representing that: (i) you are an authorized representative of the company set forth above and authorized to register
and access Visa's iSupplier Portal on your company’s behal ) you will comply with the terms and conditions established by Visa governing use and access, as established by Visa from time
to time: {iii) you will not attempt to exceed your scope of permitted access; {iv) you will not share your account name or password with any person. If you are not willing or able to acknowledge
the foregoing, please do not register to access this Portal.

The information furnished herein is CONFIDENTIAL and is to be used solely to suppert Visa programs. This information shall not be published or disclosed in whole or in pant, without the prior
written permission of Visa.

(e}Copyright 2007, Visa U.S.A. All rights reserved.

My Profile
Enter your information. Your email addregs will be your Username for the system.
* Email Address  |ccarlson@visa. com #.Job Title
Email address will be used as the Usermame. « Phane
Contact Title 3
Extension
= First Name
Fax
Iiddle Name
*Last Name
((Cancel ) (Submit)
Close
Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

After you submit your information, you will receive a confirmation message.

v’SA iSupplier Portal

Close
Confirmation
Thank you for registering with VWisa for access to the iSupplier Portal. Your request has been submitted for review and approval
Close
Close
Copyright (c) 2006, Oracle. Al vights reserved. Privacy Statemert

Once the registration request is approved, the user will receive an encrypted message containing
the username and password.

@ securedoc, hitml (154 KB)

You have received a secure message

Tou have received a secure email message that is encrypted using Postx technology.
To open the message, open the attachment securedoc.html,

First time users; If this is the first secure email message you have received, vou will be prompted to register to create an account and
establish your password. vour password will be used to open this email and all other secure email sent from the same company.

Mobile device users: Forward this message to mobile@pxmail.com, You will receive an email containing a link to a page where you can
enter your password and view the secure message.

Questions? If you have questions about this email or the registration process, contact the sender.

Click on the attachment to retrieve the username and password. For more information on PostX,
please visit the supplier website at www.visa.com/suppliers. You can also contact your Visa
buyer or Strategic Sourcing for questions regarding the registration process.

Login to iSupplier

Once registered, users can log on to iSupplier and view transactions which occur between the


http://www.visa.com/suppliers

supplier and Visa.

To login to iSupplier, go to URL: https://procurement.visaonline.com.
Please add this link to your Favorites for easy access in the future.

V,SAE-Business Suite

Login
Usemame ||

Password

.Lagm'

Copyright (c) 2006, Oracle. Al rights reserved.

Type in your Username and Password then click on the Login button. Passwords are case
sensitive. You will be prompted to change your password the first time you log in to the system.

ISupplier and Sourcing Responsibility Matrix

There are 7 different responsibilities in iSupplier and Sourcing that can be assigned to external
users.

a. Visa iSupplier Inquiry

b. Visa iSupplier Contact Directory
c. Visa iSupplier Classifications

d. Visa iSupplier Invoicing

e. Visa iSupplier Address Book

f. Visa iSupplier Bank Accounts

g. Visa Sourcing Supplier

The Home Page lists the various responsibilities that have been assigned to you. If you do not

see the responsibility, you were not given the access. Please email StrategicSourcing@visa.com
to inquire about additional access.

V,SA E-Business Suite

Digonostics Logout Preferences Help

Logged In As STEEL

Worklist Favorites
Full List ) (_Edit Favorites )
From Subject Sent You have not selected any favorites. Please use the "Edit Favorites”
There are no notifications in this view. button to set up your favarites,
@ TIP Yacation Rules - Redirect or auto-respand ta natifications
MNavigator
( Edit Navigator )

[ ¥ISA iSupplier Address Boak Please select a responsibity

[0 IS4 iSupplier Bank Accounts
(2 124 iSupplier Classifications
[0 I2A iSupplier Contact Directory
[ 1S4 iSupplier Inguiry

[ ¥I8A iSupplier Invoicing

[ ¥ISA Sourcing Supplier

Diagnostics | Logout | P | Helg

Copyright (c) 2008, Oracle. Al rights reserved
o Privacy Statement
About this Page: Privacy Statement


https://procurement.visaonline.com/
mailto:StrategicSourcing@visa.com

Visa iSupplier Inquiry

Most users will have inquiry access to iSupplier. This responsibility provides users view only
access to the supplier information, the ability to add and edit attachments to the supplier details
and add contacts to the contact directory.

Click on the Visa iSupplier Inquiry responsibility.

v,s E-Business Suite

Logout Preferences Help

Logged In As HELLER

Worklist Favorites
Full List | (_Edit Favorites
From Subject Sent You have not selected any favarites. Please use the "Edit

There are no notifications in this view

Favorites” button to set up your favarites.
@ TIP Wacation Rules - Redirect or auto-respond ta natifications

Navigator
(_Edit Navigater )
[ w124 iSupplier Address Book Flease selsct a responzibilty.

3 wISA iSupplier Bank Accounts
[0 VISA iSupplier Classifications
[ wISA iSupplier Cantact Directary
[ vISA iSunplier Inguiry

23 wISA iSupplier Invaicing

Logout | Preferences | Help
Copyright () 2006, Oracle. All vights reserved. Privacy Statemnent

Visa iSupplier Inquiry Home Page

Once you click on Visa iSupplier Inquiry, the Inquiry Home Page is presented.

v’SAiSUPP"Er Portal Home Logout Preferences Help
Orders \| Shipments \| Accournt \| Admin \|

@Search PO Mumber 1 | B
| Notifications@ @ Orders

; QrulEE . Purchase Orders
Subject Date = R
. Purchase History
Mo results found "
Receipts
@ = Receigts
; - Returns
I_L Orders At A Glanc : Invoices
|_Full List |
PO Number Description Order Date Pn:UI:znt'
EPSO0ET 10-Jul-2007 14:23:54 B v :
EP4£539 0B-Jun-2007 14:45:15 EBayments
EP45510 0B-Jun-2007 13:53:43
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2006, Cracle. All rights reserved Privacy Statemert

(A) Global Links: Noted as A above, are available on all Oracle iSupplier pages.
Home: Returns users to the Visa E-Business Suite Navigator page where you can select
another responsibility or application.
Logout: Logs you out of the Visa E-Business Suite. You will be automatically logged out
of iSupplier if you are inactive for 60 minutes
Preferences: Allows you to set user preferences, including selecting a start page to
automatically open when you log into the portal.



Help: Opens the Oracle iSupplier Portal Help.

(B) Tabs: Noted as B above, are used to organize pages by category. When you click on a tab,
related page links are displayed on the blue taskbar that appears directly below the tab.

(C) Search: Noted as C above, enables you to jump directly to a specific purchase order,
shipment, invoice or payment. To search;
1. Select a document type (purchase order, shipment, invoice or payment) from the drop-
down list.
2. Enter the document number.
3. Click Go.

(D) Notifications: Noted as D above, displays the 5 most recent open natifications. Notifications
are copies of the e-mail messages that users receive regarding the transactions that have
occurred. Some notifications are view only, while others require action.

Click on a subject line to view the notification.

Click the Full List button to access the navigation page. A list of the user’s notifications is

displayed. Some notifications do not require action and are for your information only.

You must select View All on this page to view these notifications.

(E) Orders At a Glance: Noted as E above, displays the five most recent purchase orders.
Click on a PO number link to view the purchase order details.
Click the <Full List> button to view the Purchase Orders page.

(F) Quick Links: Noted as F above, displays the procure-to-pay flow through the iSupplier
Application. Selected pages appear here for easy access. Click on any link to go directly to the
corresponding page.

Orders

Purchase Orders

To search for purchase orders, click on the Orders tab. The Views page is displayed and the
Last 25 purchase orders are listed. Another way to open this page is to click on Purchase Orders
under the Quick Links.

v’sAiSuppliEI Fortal Home Logou Preferences teip

Home Orders Shipments |~ Account |~ Admin
Purchase Orders | Purchase History | RFQ

Home >

Purchase Orders
@ Export

Views

“iew | Last 25 Purchase Orders ¥ (G Advanced Search @
Last 25 Purchase Orders
cription Order Date Buyer Currency Amount  Status @

Selact OrdAll Purchase Orders

py |Purchase Oiders 10 Acknowledge
. Purchase Orders Pending Supplier Change
Select Nuites 5

O EPSE7 0 Inovant LLC  Standard PO 10-Jul-2007 14:23:54 % USD 180000 Frozen

O EP48939 0 InovantLLC Standard PO 08-Jun-2007 14:46:15 Atha usD 450,00 Frozen
Jser

O EP4E810 © IhovantLLC Standard PO 06-Jun-2007 13:53:43 Anba usD 24 B00.00 Frozen

e

®

(A) To view all purchase orders, pull the drop down list, select All Purchase Orders, and click on
Go. The two other options “Purchase Orders to Acknowledge” and “Purchase Orders Pending
Supplier Change” are currently not in use.

(B)To export the information to a spreadsheet, click on the Export button.



(C) To change the way that the information is sorted, click a raised column heading. Click the
column heading again to reverse the sort order. For this page, you can sort by PO Number or
Order Date.

(D)The status column shows the current PO status. Only purchase orders with the status of
Open or Frozen are available for invoices. Please note that the POs with Frozen status are NOT
in a suspended status as the names implies. Purchase orders with the status of Closed, Finally
Closed, or Cancelled are no longer available for invoices.

(E) Click on the PO Number to get more detailed information about a specific order.
(F) The Rev column shows the number of revisions associated with the purchase order. If the
value under the Rev column is not 0, click on the revision number and the system will list all the

revisions for that particular PO.

(G) Use the Advanced Search button to add other search criteria. When you click on this button,
the following page is presented:

V,SAlﬁuppllerPortai Hoe Lok Pt L

Hoime: Orders Shipments. Account | Admin

Purchase Orders | Purchase Hestory | RFGQ

Purchase Orders

Expad
Advanced Search
(@ Search resulls where each must confain all values entered Nigws |
1 Seanch resulls where each may comain any valué entensd
PO Number
Docurment Type & @
Duder Date
Buyer 'QV
3o | | Ckear |add Ancther | Business Unit | _Add
Select Gpder: | View Changs Histasy
Solect PO Humbe IRmr Business Unit Dacument Typo Description  Oider Date Buysr Currency  Amsunt Snatus
O EP4BTO0 0 VisaUSA Standard PO 01-Jun-2007 14:40:16 Adiba Uggr, USD 12000000  Frozen
O EPSGI00 0 Viza USA Standard PO 14-Mar-2007 15:24:23 Arbg Uszer,  USD 5700000  Finally Closed
O EP3sa 0 VisaUSa Standard PO 10-Ausge 2006 15:02:26 Auiba Uger, USD 27563850  Frozen
O EP3ctEs 1] Wiza USA Standard PO 08-Jun-2006 16:16:10 s UsD 5,000.00 Fmally Closed
Export
Home | Cuders | Shiprents | Account | Admin | Home | Logout | Prefersnces | Help
Cogryright iie) 2008, Oracle. Al rights reterved Pabvicy Shaledend

(A) The dropdown option next to PO Number, Document Type, Order Date and Buyer allows you
to filter the search results.

(B) For all searches, you can use the percent sign (%) as a wildcard.

(C) When you click on the flashlight, the system will present another screen where you can select
from a list of available values. Once you have identified the appropriate value, click on the icon
under Quick Select and the system will automatically populate the field with that value.

(D) Click on Go to initiate the search.

(E) For now, the change history button is not in use.



Search and Select: Buyer

Cancel Select |
Search

To find your itern, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Buyer "||':"":j |'&J
Results
£ Previous Mext 15 &
Select Quick Select Buyer Employee Number
O =y ABRAIRA, PATRICIA 09088
O = AHMED, 1QBAL P35268

In advanced search, users can also add other attributes to the search criteria.

v'sAiSuppligrPortal Home Lo Braiserces Mol

Home | fCTCTER  Shipments | Account | Admin

Puichase Diden

Purchase Orders

Expor |
Advanced Search
(= Saarch nesults whers sach must conam all values antared Vires |
) Saarth nsulls whrs each may contain any value enfired
PO Numbar ™ w
Documant Type is w .J
CrderDate |5 » -
Buyr |5 ¥ rd
B2 ) | Cwar Add Ancther | Business Unit % Add ]
Select Oydor: | View Change Hislory
- Diseairosnl Type
Salect PO Humbar [Rav  Business Unlt Order Dite Desciiption Drilor Dats IBu,.r Ciliiency At Status
O EP4ST00 o Visa USA PO Muribir O1-Jur-2007 148018 Anby Uger UsD 12000000 Frozen
O EP45I00 0 Via USA StipTo Locstion 18-Mar-2007 15.24.23 Aribs User UsD 5700000 Finally Closed
O EPEE 0 Viea USA Standard PO 108 g-2006 1502 26 Anba Lser ush I5ERE0 Frozen
O EPEEs 0 VisaUsa Standard PO B-Jun2006 161610 A User, USD #000.00 Finally Closad
Expan )
Home | Choers | Shiments | Accous | Adown | Home | Lootul | Erfstences | Helo
Coprmight (o) 2008, Gracle. Al rights ressned iy Siateners

Purchase History

The Purchase Order Revision History shows all the prior versions of the purchase orders. Similar
to purchase orders, you can also create an advanced search with Purchase History.

v’sAiSupplier Portal Home Logout Preferences Help

SR Orders Sh\pments\ Account | Admin |

| Purchase History | RFQ

Purchase Order Revision History

(Ezport )
Simple Search
Please enter your search criteria and select the "Go" hutton to see the result. Note that the search is case insensitive _Advanced Search )
PO Number
Release Mumber
Rev
Document Type ,,’f

Creation Date @
Revised Date
Business Unit ,,,3?
) E=m)
PO Number Rev Business Unit Description Buyer Creation Date Revised Date Currency Total Ship-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
Mo search conducted.

Export
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved Privacy Statement



RFQ

The RFQ page will show all the RFQs where the supplier was a participant. Similar to purchase
orders, you can also create an advanced search with RFQ.

v’sAiSupplier Portal Home Logout Prefersnces Help

SEU-MF Orders Sh\pmems‘ Account | Admin

Purc

RFQ Summary
Simple Search
[ Advanced Seamch

RFOQ Number | |
Response Due By ‘ ‘ @
(Ge ) | Clear
RFQ Number Description Creation Date Response Due By Contact  Quote Effectivity Start Date Quote Effectivity End Date Ship-To Location
Mo search conducted
(“Export
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (5) 2006, Oracle. Al rights reserved Privacy Statement

Shipments

The Shipments shows Receipts and Returns transactions.

Receipts

Under Receipts, users can view items received by Visa that was processed through the Oracle
Purchasing application. Both simple and advanced search can be performed for Receipt
transactions.

v’sAiSupplier Portal Home Logout Preferences Help

Home |/ Orders | Shipments Account | Admin |

Receipts | Returns

Receipt Transactions

Simple Search
Please enter your search criteria and select the "Go” button to see the result. Mote that the search is case insensitive (_Advanced Search

Organization

Receipt Number l:l
Receipt Date l:l
I
Supplier ltem l:l ,,,{
Receipt Location l:l ,,'{

(@0 ) (Clear

Organization Receipt Number Receipt Date PO Number Item Supplier tem [tem Description UOM Quantity Received Receipt Location View Attachments Supplier Organization ID
Mo search conducted
(“Export
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

Returns

Under Returns, users can view returned items that were processed through the Oracle
application. Both simple and advanced search can be performed for Return transactions.

10



v’SAiSupplier Portal Home Logout Preferences Help

Home | Orcers | Shipments Account | Admin |

Returns Summary

Simple Search

| Advanced Search

Organization | ‘ "5,?
Receipt Number | ‘
PO Number | ‘
Shipment Nurmnber | ‘
RMA Nurnber | |
Iterm | ‘ ,,’f
Supplier ltern | ‘ .,’f
ltern Description | ‘
B0 )| Clear
Receipt PO Shipment RMA Receipt Creation Supplier Item Quantity Quantity Return Supplier
Organization Number Number  Number Number Date Item Item Description UOM Received Returned Date Reason Config 1D
Mo search
conducted
(Export
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2006, Oracls. Al rights reserved. Privacy Statement

Account
The Account tab shows supplier invoices and payments.

Invoices

Under Invoices, users can view invoices that have been processed by Accounts Payable through
the Oracle application. This will not include any transactions paid by a Purchasing or Corporate
Card. Both simple and advanced search can be performed for Invoice transactions.

V,SAiSupplier Portal Home Locout Preferences Help

Home |/ Orders |/ shipments | AT | Admin |

View Invoices |

Invoice Summary
(Export
Simple Search

(Advanced Search )
Irwoice Number _ ‘ PO Number l:l
Payment Number l:l Payment Status
Gross Amount From l:l Invoice Date From l:l @
Gross Amount To l:l Imvoice Date To l:| @
Amount Due From l:l Due Date From l:l
Amount Due To l:l Due Date To l:l

(30 ) Clear
Invoice PO Gross Amount Payment Discount  Available Packing
Number Description Invoice Date . |Number Currency Amount Due Due Date [Status |Number Date Discount Slip Attachments Type
T1733 EP48700 14-May-2007  EP48700 USD 1050000 10,500.00 13-Jun-2007 On Hold Standard
T1E46 EP38880 23-Mar-2007 EP38880 USD 6300000 0.00 22-Apr-2007 Approved % Standard
216979 -
T1641 EP33330 21-Mar2007  EP38880 USD 3316000 0.00 20-Apr-2007 Approved ¢y o o Standard

(A) The page will list the invoices that meet the search criteria. In this instance, the % sign was
used so the page lists all invoices associated with this supplier.

For invoice search, you can sort by invoice number, invoice date, due date and status.

You can also drilldown on any of the values that are in red. In the screen above, you can drill
down on the invoice number, status or payment number to get additional information. You can
also export this information into excel using the export button in the right corner of the page.

(B) When you drill down on an invoice that is On Hold status, the system will open up a page that

shows the Hold Reason. Listed below are the definitions of the different Hold Reason and the
next steps for the supplier.

11



Hold Reason

Definition

Next Steps

Pending Sig Approval

Invoice requires Visa internal
approval

All invoices over $2500 with PO require
approval from the business unit making
the purchase. This means the approvals
are not yet complete for this invoice. If the
invoice is past due, please contact your
business unit or Visa AP to inquire.

PO is overfilled, not enough

Funds need to be added to the PO before
the invoice can be paid. If the invoice is
past-due, please inquire with your Visa

QTY ORD funds to pay the invoice Business contact for status.
Funds need to be added to that particular
line of the PO before the invoice can be
PO line is overfilled, not paid. If the invoice is past-due, please
enough funds to pay the inquire with your Visa Business contact fol
Max Ship Amt invoice status.
Payment cannot go out until the goods are
Goods need to be received in | received. If goods were shipped and
the system before payment payment is past-due, please contact Visa
QTY REC can be made. AP.

Research in Progress

Invoice issues requiring
further research

If Visa AP or business unit has not
contacted the vendor, please inquire with
Visa AP. This could be an internal PO
issue that we will work to resolve as
quickly as possible.

Invoice requires a valid PO

Issue may be resolved internally, if
payment is past-due, please inquire with

PO Required for payment VISA AP.

Please do not contact Visa AP; issue will
Invalid CC Internal accounting issue on be resolved internally before invoice is
Number/Account invoice due for payment.

Final Matching

Internal accounting issue on
invoice

Please do not contact Visa AP; issue will
be resolved internally before invoice is
due for payment.

DIST ACCT INVALID

Internal accounting issue on
invoice

Please do not contact Visa AP; issue will
be resolved internally before invoice is
due for payment.

Tax Variance

Internal accounting issue on
invoice

Please do not contact Visa AP; issue will
be resolved internally before invoice is
due for payment.

12



Payments
Under Payments, users can view payments made to the supplier. Both simple and advanced
search can be performed for Payment transactions.

To see the invoice information associated with a specific payment, click on the payment number
under the payment column. This view will give you a remittance look at the payment breakdown
when multiple invoices and/or POs are included in one payment.

V’SAiSupplier Portal Home Logot Preferences Help

Home | Orders | Shipments ¥ Account JAN

nvoices | View Payments

Payment Summary

—
|_Export |
Simple Search

FPayment Date From |01-Jan-2007 Payment Amount From l:l
Payment Date To | 31-Dec-2007 FPayment Amount To l:l

—

E—
| Advanced Search

150 )| Clear
Payment Invoice IP() Number Payment Date ICurrency Amount Voided  Supplier Site Supplier Address
216979 Ti1641 EF385830 19-Apr-2007 usoD 33,160.00 LANAL LAWAL CANADA
2185950 T1646 EP385880 19-Apr-2007 usD B3,000.00 PASADENA PASADENA Ca
216806 T1634 EP4E100 1B-Apr-2007 UsD 57 000.00 PASADENA, PASADENA CA
213366 TES148, TES163 EF385880 17-Jar-2007 UsD 2,100.88 PASADENA, PASADENA CA

—
|_Export |

Admin

Under the Admin tab, the user can view general information relating to the supplier.

VISAiSupplier Portal Home Logout Preterences Help

Home |/ Orders |/ Shipments |~ Account | AT Tald

Profile Management

Supplier Details

B o Supplier Name Oy
b P SUPPT“ET Numhﬂ *** %" New to Supplier Profile Management ?
axpayer .

Contact Director Tax Registration Number Lsing the profile management features, you can
Business DUNS MNurnber ranage key information about your company.
Classifications Learn mare ..
User Accounts Attachments

Search

Pleaze enter your search criteria and select the "Go" button to see the result. Mote that the search is case ingensitive.

Marne | |' Go )

B Show Mare Search Options

Please submit supplier forms, insurance and tax centificates and other Strategic Seurcing related documents by clicking on the "Add
Achments™ butfmmwBlank forms are available at www.visa.com/suppliers

Add Attachments

ype Description Category Last Updated By Last Updated Usage Update  Delete

Home | Orders | Shipmente | Account | Admin | Home | Logout | Preferences | Help

Copyright () 2006, Oracle. Al rights reserved Privacy Ststement

Supplier Details

This page is used to add attachments to the supplier profile. Adding attachments allows the
supplier to upload documents pertinent to the purchasing relationship or upload documents

13



specifically requested by Visa. Both buyer and supplier users can attach documents, text or files
in this section.

Click on Add attachments to open up the page. Once you are done, click on the Apply button to
save the attachment. Users have the option to Add, Edit or Delete an attachment.

v,SAiSupplier Portal

Supplier Details =
Add Attachment

Home Logout Preferences Help

(Cancel ) (_Add Another | (_Apply )

Attachment Summary Information

= |ndicates reguired field
* Description

Category  To Supplier

Define Attachment

Ty @File |[ Browse... |
OURL
O Text

Mame

(Optional: provide a name to Text sttachmert)

(Cancel ) (_Add Another ) [ Apply |

Hore | Logout | Preferences | Help

Copytight (c) 2006, Oracle. All rights reserved Privacy Statement

When you delete an attachment, the system will request for confirmation before the attachment is
deleted.

V'SAiSupplier Portal

Home Looout Preferences

s Profile A\ Warning
Management
< Supplier

Are you sure you want to delete the attachment “396661.pdf” of attachment type File for this
record?

Details
o Address Book
o Contact
Directory
o Business

Clazsifications I No | [ Yes

Home | Logout | Preferences

Copeyright () 2008, Cracle. &l rights reserved. Privacy Statement

Address Book

Address book shows the various sites associated with the supplier.
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V’SAiSupplier Portal Home Locout Preferences Help

Home |/ Orders |/ Shipments |/ Account | AEE L

Profile Management

Address Book

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

Supplier Details

[Address Book

) Address Name IA(I(Iress Details
Contact Directory LAVAL 600 BLYD ARMAND-FRAPPIER
Business LAVAL CANADA QUEBEC,H7Y 484
Classifications Canada
PASADEMA 3452 EAST FOOTHILL #720
User Accounts PASADENA, CAS1107

United States

Hore | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved Privacy Statement

Contact Directory
Contact Directory shows all contacts associated with the supplier.

V’SAiSupplier Portal Home Louout Freferences Hels

Home | Orders | Shipments\ Account | AT TN G

Profile Management

Supplier Details ContactDirectory
Address Book Detail ges you make to your Contact Directory will be routed t@rfor review. Learn rore. @
_Add

Contaclliiuctoy Name IEmaiI Phone Remaove Manage Address Details Edit

Business KEWIN SMITH m /
Classifications.

User Accounts

Home | Orders | Shiprents | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2008, Oracle. Al rights reserved. Privacy Staterment

(A) To remove a supplier contact, click on the Garbage Can under Remove.

(B) To edit the information for an existing contact, click on the Pencil under Edit.

(C) To link the contact to a specific address on the address book, click on the icon under Manage
Address Details.

(D) Users with Inquiry responsibility can add contacts information in iSupplier. To add, click on
the Add button.

V’SAiSupplier Portal Home Logout Preferences Helo

Hore |/ Orders |/ Shipments |~ Account | E

Profile Management
Adtmin: Profile Management: Cantact Directory =

Add Contact
= |ndicates required fisld |_Cancel ) (Apply
Contact Dirsctory

Business Contact Title W Phone Area Code

Classifications First Name Phane Number
User Accounts Middle Mame Phone Extension

Supplier Details
Address Book

* Last Name Fax Area Code

Job Title Fax Number

Email Address

[ Cancel | | Apply

Horme | Orders | Shipments | Account | Adenin | Home | Logout | Preferences | Help
Copryright (c) 2006, Oracle. All rights reserved. Privacy Staterment

Provide the information requested and click on the Apply button to save.

Business Classifications

Business classifications are used to identify attributes associated with the suppliers. It is also
used to track documents that suppliers are required to provide to Visa.
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VISA iSupplier Portal

Home Logout Preferences Help

+ Profile
Management
o Supplier Details

o Business
Classifications

Business Classifications
Identify those classifications that apply to your company

Certificate #/ §
Coverage

Certifying

| Minority N
gency

Classification Applicable Type

—_—
|_Revert | | Save

& Previous Mext 15 &

Start Date Expiration Date Status

101. Minority Owned |YES V| ‘5554 |MBE

D1-Jan2007 | ] [12:31-2007

102, Small Business

103, Warnen Owned

104. Hub Zone

105, Sewice-disabled Veteran

Owined

106. “Yeteran Chwned

200. Future Use

301. Requalification

302, Access to cardholder

data

303, IRS Form W8

Ooo|oooEo oo oo

304. Less than 3 employees

401, Commercial General

aH1273 | [Zurich

&

03-Mar-2007

Liability Insurance

402, Warkers Cornpensation

aH1273 | [Zurich

&

| [o3-marz007

Insurance

403. Employer's Liability

Insurance

o O

404. Automobile Liability

Insurance

Hore | Logout | Preferences | Help
Copyright () 2008, Oracle. Al rights reserved.

Click on next 15 classifications

v,SAiSupplier Portal

2 Previous MNext 15 &

—
(_Rewert | [ Save

Privacy Statemert

Home Logoul Preferences Help

Home |/ Orders |/ Shipments |/ Account | AT

Profile Management

Admin: Profile Managernent Contact Directary =
Business Classifications

Identify those classifications that apply to your company

Supplier Details
Address Book

Contact Directory

Business
Classifications

User Accounts

Certificate # /
Coverage

Minority
Classification [Applicable Type
405, Crirne Fidelity Bond Insurance
406. Professional Liability Insurance
407 Media Liability Insurance

408, Technology Errors and Omissions Liability
Insurance

409, Cyber-Risk Liability Insurance
410. Umbrella Liability Insurance
411, Other Insurance

Oooo oooo

= Previous 15 | 16-22 of 22 % | Mext O

Certifying Start Expiration

Agency Date Date Status

Hore | Orders | Shiprments | Account | Admin | Home | Logout | Preferences | Help

Copyright () 2008, Oracle. &l rights reserved

Privacy Statemert

The business classification information can be updated by the Visa Buyer or the supplier with

Visa iSupplier Classifications responsibility.

User Accounts

User Accounts lists all the supplier contacts that have access to the iSupplier portal.
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VISAiSupplier Portal Home Logout Preferences el

Home |/ Orders | Shipments |~ Account | ATCTe

Profile Management

Supplier Details
Address Book

User Accounts
The following people have active accounts and can access the portal on behalf of your company
User Name Email First Name Middle Name Last Name Phone Number Job Title

Contact Ditectory
i Pl TOM@ISA.COM tom@nisa. com Tom Thomas 5555551212 Sales

Business
Clagsifications

Home | Crders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 2006, Cracle. All rights reserved Privacy Statement

Supplier's access to the system is managed by Visa Buyer. Please send an e-mail to
USAStrategicSourcing@visa.com if you need to add a new user; remove or terminate an existing
user’s access or if you need to reset your password.

Visa iSupplier Contact Directory

The users with Contact Directory responsibility are able to add, edit, delete and manage the
supplier contact information. The functionality is the same as discussed in Contact Directory
under the Visa iSupplier Inquiry responsibility.

Visa iSupplier Address Book

The Visa iSupplier Address Book responsibility allows users to add addresses to the supplier
record.

v,s iSupplier Portal

Home Logowt Preferences Help

 Profile Address Book
Managernent ememt Details o™shanges you make to your Address Book will be routed to a buyer for review. Learn more
& Supplier
Details

Aiddress Name Address Details
Book LAWAL 600 BLYD ARMAND-FRAPFIER
LAVAL CANADA QUEBEC HFY 4B4
Canada
PASADEMA 3452 EAST FOOTHILL #720
PASADEMA,CA 21107

United States

Home | Logout | Preferences | Help
Copyright () 2006, Qracle. Al rights reserved Privacy Statetnent

To add a new address, click on the Add button.
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mailto:USAStrategicSourcing@visa.com

V’S iSupplier Portal

Address Book >
Add Address

= |ndicates required field

= Address Mame Phone Area Code 800

Provide a suitable nickname for the address

- Phene Nurer
Country | United States V|
Fax Area Code I:I
* Address 123 Mission St. |
| ‘ L

Home Logout Preferences Help

[ Cancel | (_Apply |

| Email Address ‘ ‘

* City/Town/Locality |San Diego |

County | |

= State/Region |CA ‘

Province | ‘
* Pogtal Code (20000
Note

Please add this new address to our supplier record |

Include any sddtional details about the address such as the type of the address

e R
| Cancel | [ Apply )

Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved Privacy Statemert

Provide all the information requested. Those fields marked with an * are required fields. Click
Apply to save and submit the information. You will get the confirmation message below:

v,SA iSupplier Portal

Confirmation

Home Logout Preferences Help

SAN DIEGO has been saved and will be submitted for review and approval.

Eeturn to Address Book

Home | Logout | Preferences | Help

Copyright () 2006, Oracle. Al vights reserved Privacy Staterment

If the new address is approved, the new address will show up on the list of address book. If it
was rejected, supplier will NOT be notified and the address will not be listed on the address book.

v,SAiSupplier Portal

Home Logout Preferences Help

+ Profile Address Book
OM—g—aS”j Ehn;rem Details of changes you make to your Address Book will be routed to a buyer for review. Learn rmore...
Details (Add
o Address Address Name [Address Details
LAVAL 600 BLWD ARMAND-FRAPPIER
LAWVAL CANADA QUEBEC HTY 4B4
Canada
PASADENA 3452 EAST FOOTHILL #5720
PASADENA CA 91107
United States
SAN DIEGO 123 Migsion St

San Diego,CA 50000
United States

Home | Logout | Preferences | Help

Copyright () 2008, Oracle. Al rights reserved Privacy Statemernt

Visa iSupplier Bank Account
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Users with Visa iSupplier Bank Accounts responsibility can add delete and edit bank
account information.

The Supplier Details page is where you can add attachments as explained above.

The Address Book allows you to navigate to the page below. This list includes the site
names and address details for you as a supplier. From here you can manage the bank
accounts assigned to particular sites.

v,s iSupplier Portal

Home Logout Preferences Heln

» Prafile Address Book

Ma_snagelm_em Details of changes you make to your Address Book will be routed to a buyer for review. Learn more...
o Supplier ———
Details \Add )
o Address Address Name [Address Details Manage Bank Account Assignments
Book LAWVAL BO0 BLYD ARMAMD-FRAPPIER
o Bank LAVAL CANADA QUEBEC HMY 4B4 -
Accounts Canada
S/  PASADENA 3452 EAST FOOTHILL #20
PASADENA,CAS1107 -
United States
SAN DIEGO 123 MissionSt. =
San Diego,CA,S0000
United States
Home | Logout | Prefersnces | Help
Copyright () 2008, Oracle. Al rights reserved Privacy Statement

To edit bank account assignment, click on the box under Manage Bank Account Assignments
next to the site you would like to modify. You will be able to designate the primary bank account
for a site. This is useful for when a new site is added but an existing bank account is to be used.
You can also remove a bank account assignment from an address.

V,SA iSupplier Portal

Address Book =
Manage Bank Account Assignments

Home Logout Preferences Help

| Cancel | |_Apply
Address MNarme  SAN DIEGO
Address Details 123 Mission St.
San Diego, CA, 90000
United States
Bank Account Number Currency Bank Account Name Bank Number Branch Number Used By Address Primary Account

71746 USD - US Dallar TENROX 122000851 122000661 O O

[ Cancel | _Apply |

Home | Logout | Prefersnces | Help
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statemert

The supplier will receive a confirmation for the change in bank account assignment.

V,SA iSupplier Portal

Confirmation

Home Logout Preferences Help

Bank account assignments for SAN DIEGO have been updated.

Return to Address Book

Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved Privacy Statement

To add, delete or edit a bank account, click on Bank Accounts from the menu. This page should
list all of the active bank accounts Visa has on file for you.
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NOTE: If this is your first time logging on to this system, please take a moment to review the
information here. If the information we have is inaccurate or there is no current bank information
listed, please follow the below steps to ensure timely payment by Visa.

You can sort the list based on the bank account number, currency, bank account name, bank
name, and branch name or status columns.

V’SAiSupplier Portal

Home Logout Preferences Help

« Profile Bank Accounts
_q_MaSna elmem Details of changes you make to your accounts will be routed to a buyer for review. Learn more
o Supplier y
Details (dd )
o Address Book Bank Account Bank Branch Branch
o Bank Details Bank Account Number/ |Currency  |Remove Name Bank Name Number Name Number Status Edit
b= Show 71746 USD-Us Supplier T BAMK OF 122000661 122000561 122000861  Change /
f Dallar AMERICA Pending

i
Horne | Logout | Preferences | Help

Privacy Statemert

Copyright () 2008, Oracle. Al rights reserved.

Edit Bank Account

To make an update to an existing bank account, click on the Edit Pencil under the far right
column. The bank account information and you can edit the account details and the address

assignments.

The Copy from Another Account button allows you to copy the address assignments from another
bank account.
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VISA iSupplier Portal

Bank Atcounts
Edit Bank Account
* |ndicates required field
Country  United States
Bank Mame BANK OF AMERICA Bank Mumber 122000661

Branch Marme 122000661 Branch Mumber 122000661
Bank Account Mumber 71746 Currency  USD - US Dollar

Home Logout Preferences Help

|_Cancel ) (_Apply )|

Account Details

+ Bank Account Name | Supplier T Account Type

Description Check Digits

Inactive Date | 20-Sep-2007
(example: 23-4ug-2007)
Bank Account Holder

Address Assignments
All Addresses

You can designate that the bank account is available for use at all company addresses.
[#IThe account is used by all addresses

[1The account is the primary account for all addresses
Specific Addresses

[ Copy from Another Account ]

Address Name Address Details Used by Address Primary Account
LANAL 600 BLWD ARMAMD-FRAPPIER LAVAL CANADA QUEBEC H7Y 484 Canada O O
PASADENA, 3452 EAST FOOTHILL #20, PASADENA CA 31107 United States O O

SAMN DIEGO 123 Misgion St San Diego,CA,90000 United States

Comments
Comments from Administrator  Nene
Motes to Administrator

[ Cancel ] [ Apply
Home | Logout | Preferences | Help

Copyright () 2006, Oracle. All rights reserved. Privacy Statement

Once changes are applied, you should receive the following Confirmation,

V,SA iSupplier Portal

Confirmation

Home Logout Preferences Help

Bank account 71746 at the 122000661 branch of BANK OF AMERICA and its related address assignments have been modified. These changes will be routed to an
administrater for approval.

Beturn to Bank Accounts

Home | Logout | Preferences | Help

Copyright () 2006, Oracle. All rights reserved Privacy Statement

Add Bank Account

To add a Bank Account, click Add above the list of current bank accounts. Complete all the
required fields which are identified with an *. The address assignments are completed as above.
You can also provide a note to Visa in the box at the bottom of the page if necessary.

NOTE: Be sure to change the currency to USD if the account resides in the United States.
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v,SAiSupplier Portal

Bank Accounts =
Add Bank Account

* Indicates required field | Cance| Apply
Country | United States M

* Bank Number 123456789 ‘ * Branch Mumber 123456789 |
* Bank Account Number |5842 ‘ Currency | USD - US Dallar v‘

Home Logout Preferences Help

Account Details

* Bank Account Mame |Supp|ierT | Account Type | |

Description |Main Disbursement Account | Check Digits | |

Inactive Date

[example: 23-Aug-2007)

Bank Account Halder

Address Assignments

All Addresses

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

[JThe account is the primary account for all addresses

Specific Addresses

You can also link the account to specific locations for your cormpany.

| Copy from Another Account |

Address Name Address Details Used by Address Primary Account
LAWVAL 600 BLYD ARMAMND-FRAPPIER LAVAL CANADA QUEBEC HFY 4B4 Canada O
PASADENA 3452 EAST FOOTHILL #720 PASADENA, CA 31107 United States O
SAN DIEGO 123 Mission St.,San Diego,GA,90000 United States F

Comments
MNotes to Administratar

| Cancel Apply |

Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved. Privacy Statemert

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

v,s iSupplier Portal

BankAccounts > Add BankAccount =
(i) Information

Home Logout Preferences Help

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

Bank and Branch Details

#* |ndicates reguired field [ Cancel

Country  United States
Bank Mumber 123456789

* Bank Mame |Baﬂk of America

Branch Details Branch Address
Branch Number 123456789 Address Line 1 [585 California St
Type | ABA hd

|
Address Line 2 | ‘
e Address Line 3 | ‘
Description Address Line 4 | |

City/Locality

County |

* Branch Mame 123456789 |

|San Francisco

State/Region

Pravince |

Pogtal Code |3411]

Home | Logout | Preferences | Help

Copyright () 2006, Oracle. Al rights reserved Privacy Statemert
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For the branch name, key in the bank routing number as well.

Confirmation of Change

V’SAiSupplier Portal

Confirmation

Home Logout Preferences Help

Bank account 02700055523 at the San Francisco branch of Bank of America has been added to your company profile. The account information will be routed to an
administrator who will review the details and cary out any account verification that is required. You will be notified once the review is complete,

Return to Bank Accounts

Home | Logout | Preferences | Help
Copyright () 2006, Oracle. All vights reserved. Privacy Statemnent

If you have recently submitted a change, you will see a status of Change Pending until Visa has
approved or rejected your edits. The status will then change to approved until and further updates
are made. A status of New appears after a bank account has been added but not assigned to an
address.

Remove Bank Account

The ability to remove an account (trash can under the remove column) is only available for
accounts in the NEW or Rejected status. If you believe a bank account should be de-activated,
please contact USAStrategicSourcing@visa.com.

V’s iSupplier Portal

Home Logout Preferences Help

« Profile Bank Accounts
Ma‘Snage‘.m;em Details of changes you make to your accounts will be routed to a buyer for review. Learn more
o Supplier —_—
Details (Add )
o Address Book Bank Account Bank Branch Branch
o Bank Details Bank Account Number / |Currency  [Remove Name Bank Name  |Number Name Number Status Edit
Accounts B Show 02700055523 UsSD - U3 i Supplier T Bank of 121100000 San 127100000 MNew /
/ Daollar Armerica Francisco
B Show 71746 LUSD - Us Supplier T BANK OF 1220006861 122000661 122000861  Change /
Daollar AMERICA Pending
Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved. Privacy Statement

Once Visa reviews the changes you will receive one of the following notifications:

Notification to Supplier of Approval

VISA E-Business Suite

Wintkist >
(i) Information

This notification has been closed and did not require a response

Home Logout Preferences Help

Supplier Profile Management: Approval of Bank Account

To TOM THOMAS
Sent 07-Sep-2007 21:15:04
Closed  07-Sep-2007 21:15:57
D 895551
Responder
Your reguest to create BANK OF AMERICA account 71746 has been approved.

Wisit Yisa iSupplier Portal Page for more information about the Visa iSupplier portal.

Thank you

Return to Worklist
[ Display next notification after my response

Home | Logout | Preferences | Help
Copyright () 2006, Oracle. &l rights reserved Privacy Statemert
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Notification to Supplier of Rejection

V’SA E-Business Suite

Home Logout Preferences Help

Warklist =
(D Information

Thig notification has been closed and did not require a response.

Supplier Profile Management: Rejection of Bank Account

To TOM THOMAS
Sent  07-Sep-2007 21:17:00
Closed 07-Sep-2007 21:17:52
ID 895552
Respondear

Your request to create Bank of America account 027000558523 has been declined

isit Yisa iSupplier Portal Page for more information about the Yisa iSupplier portal.

Thank you.

Feturn to Worklist
[CIDisplay next notification after my response

Copyright (c) 2006, Orscle. All rights reserved

Home | Logout | Prefersnces | Help

Privacy Statement

The bank account status changes after the Visa Buyer approves or rejects the request.

v,SAiSupplier Portal

Home Logout Preferences Heln

Manage
Address
[Approve Assignments Edit

» Profile Bank Accounts: TENROX
Idanagement Account details provided by the supplier must be approved in order to use them in the Accounts Payable system. Learn mare...
< Supplier
Details View |AII Bank Accounts "‘ -_m
o Addrass Buok | Deaetated Accounts )
o Contact
Directory Bank
o Bank Account [Bank Bank Branch  [Branch
Details Bank Account Number/ |Currency|Remove Name  [Name Number [Name Number |Status
B Show 02700055523 UsD- us i Supplier Bank of 121100000 Szn 121100000 Rejected
Dallar T America Francisco
B-Show 71746 UsD- U3 i Supplier BANK OF 122000661 122000661 122000661 Approved

Return to Supplier Search

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

Dallar T AMERICA

Hel

Home | Logout | Preferences | I

Visa iSupplier Classifications

The Visa iSupplier Classifications responsibility allows the user to update supplier qualification

and insurance related information.

Privacy Statement
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V,SAiSupplier Portal

Home Logout Preferences Heln

s Profile Business Classifications
Management

@ o Sunslier Details Identify those classifications thatu your company. @ @ (Revert) (Save) @

Classifications

1-18 % | Mext 15 &

i Minority  Certificate & / § Certifying
Classification Applicable Type Coverage Agency Start Date Expiration Date Status

101. Minority Cwned ‘Yfes v | 6564 MBE 01-Jan-2007 31-Dec-2007 APPROVED

102, Small Business

103, Wormen Owned

0= |O

104. Hub Zone

105. Senice-disabled
Weteran Owned

10B. Yeteran Owned

956 WA 01-Jan-2007

|

200, Future Use

301, Requalification

302, Access to cardholder
data

303. IRS Faorm 'W-8

304, Less than 3
employees

401, Commercial General
Liability Insurance

402, Workers
Compensation Insurance
403. Employer's Liability
Insurance

404. Automobile Liability
Insurance

i

|

AHTZE79 Zurich 01-Jan-2007 0Z2-tlar-2007

E

AHT2879 Zurich 01-Jan-2007 02-Mar-2007

oo

[Revert | | Gave

Home | Logout | Preferences | Help
Copryright (c) 2006, Oracle. All rights reserved. Privacy Staterment

(A) Supplier must submit all documentation like insurance certificates to support updates made
on the Classification page. Click on Supplier Details and the Add Attachment button to attach the
documents.

(B) Click on the box under the applicable column for the line that you are updating and provide
the necessary information.

(C) For the two columns, Certificate #/$Coverage and Certifying Agency, the information
requested is different depending on the classification type:

#101-106, provide the Certificate number and the Certifying Agency Name

#200-304, no information is required

#401-411, provide the coverage amount in US dollar equivalent and the name of the insurance
company.

(D) Click on revert to return to the page prior to your changes. You can only revert to the
previous values if you have not yet saved the information.

(D) Click on Save to submit your updates. If a specific classification is no longer applicable,
uncheck the box under Applicable column and click on the Save button. The system will remove
all the information associated with that classification. Once you hit save, you will receive the
confirmation message below and the classification status will change to Pending.

V’SA iSupplier Portal

Confirmation

Home Logoul Preferences Help

Your request has been saved and will be submitted for review and approval.

Return to Business Classifications

Home | Logout | Preferences | Help
Copyright () 2006, Cracle. Al vights reserved Privacy Statement
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The Visa Buyer will be notified of your changes. They can approve, reject or update your
changes after they review the documentation you submitted.

Visa iSupplier Invoicing

The Visa iSupplier Invoicing functionality allows suppliers to create Standard invoices and Credit
Memos on iSupplier and electronically submit those invoices to Visa Accounts Payable for
processing. Currently, this feature is only available to suppliers who have Purchase Orders that
are either in Open or Frozen status.

When you click on this responsibility, the PO search screen is presented. Click on the Invoices
quick link.

V’SAiSupplier Portal Home Logout Preferences Help
Order5\| Accuunt\‘

Search ‘PO MNumber Vl " Go
[ Notifications Orders
[Full List ) = Purchase History
Subject Date H
Mo results found. ©
Payments

Home | Crders | Account | Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved. Privacy Statement

The Invoices page is presented.

VISAiSupplier Portal Home Logout Preferences Hel
e Home |/ Orders | AT
4

Home =

iew Invoices |

Invoice Summary

—
| Export

Simple Search

Invoice Murnber l:l PO Mumber l:l
Payrnent Number l:l Payrment Status
Gross Amount From l:l Invoice Date Fram
Gross Amount Ta |:| Imvoice Date To
Amount Due From l:l Due Date From
Amount Due To l:l Due Date To

_—
| Adwvanced Search

|_Go )i Clear |
Invoice Invoice PO Gross Amount Due Payment Discount  Available Packing
Number Description Date Number Currency Amount  Due Date Status Number Date Discount Slip Attachments Type
Mo search
conducted

—_—
|_Export |

Click on Create Invoices in the blue menu bar.
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V’SAiSupplier Portal Home Logout Proterences  Hel

Home | Orders | TG

Create Invoices |

Invoices
Find saved, unsubmitted invoices so you can update and submit them. Select View Invoices fign | Create Credit Mermao Invoice | | Create Standard Invoice |
the Account tab to review processed invaices.

Search
Search By | Invoice Number V| | | =D

Saved Invoices
Supplier Invoice Number Date Currency Inveice Amount Purchase Order View Attachments Update Delete
Mo search conducted.

[ Create Credit Memo Invoice ] [ Create Standard Invoice ]

Home | Orders | Account | Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. All rights reserved Privacy Statemert

The system gives you the option to create a Standard Invoice or Credit Memo. Click on the
Create Standard Invoice button.

VISAiSupplier Portal Home Logout Preferences Help

Home | Orders | AT

Create Invoices | Yie

g )

S o
Purchase Orders  Linesto Invoice  General Information  Review and Subrmit
Create Invoice: Purchase Orders
(Cancel | Step 1 of 4 |Mext ) @
Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.

Supplier 5

I

Purchase Order Mumber

Purchase Order Date l:l

(example: 23-Aug-2007)

N
.\5%

Buyer

Organization

|

—_

A [Go ) | Clear
Select ltems: [ Add Items to Irvoice List @

Sielect All | Select Mone

Supplier
Quick Item Item Unit Ship
Select Invoice SunnlierlPO Numl Line|Shiy tlitem Nascription Number Number Ordered Received Invoiced uom Price CurtTo  Organizatic
O = EP48700 2 | -hange 73500 0 0 EACH 1.00 USD Visa Visa USA
== | Add HQ
feweeek)|
O = EP43700 1 1 )‘hange 46500 O 10500 EACH 1.00 USD Ega Visa USA

©,

(A) Enter the first few letters of the supplier name and click Go. The system will automatically list
all the purchase orders associated with active sites. You can also search by clicking on the
flashlight.

(B) Select the correct purchase order by clicking on the box under the select column.

(C) You may select more than one line to add to the invoice as long as they are have the same
purchase order number. Each invoice can only have one purchase order number. You must
create a separate invoice if you have more than one purchase order. Once you have identified all
the lines, click on the Add Items to Invoice List.

(D) Click on Next to continue.
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v,SAiSupplier Portal Home Lovout Preferences Hely

Home | Orders | ATTTTIT 0

Create Invoices |

T
S
Purchase Orders  Lines to liwvoice  General Information  Review and Submit
Create Invoice: Lines to Invoice
* |ndicates required field |_Cancel ) (Back| Step 2 of 4 |[Next
USD = Us Dall
Supplier Name
Purchase Order Items Selected @
Supplier
PO Item Item Ship Ouantity Quantity Quantity Guantity to Unit
Number Line Shipment ltem Description  Number Number To Ordered Received Invoiced Invoice UOM  Price Amount Taxable Remove
EP4E700 2 1 i Wisa 73500 0 0 73500| EACH 17350000 O il
2nd Ha
EP45700 1 1 | ?jga 46500 0 10500 36000| EACH 13600000 O i
Other Charges
Line Charge Type Amount (USD) Description Remove
Tax [ ] | | L
Line Charge Type Amount (USD) Description Remove

Frsight [ | | | L

P VTTrErYEr———
|_Add Another Row

Line Charge Type Amount (USD) Description Remove

Miscellaneaus [ ] | | L

|_Add Another Row

Invoice Summary

Subtotal 0.00

Tax 0.00
Freight 0.00

Miscellaneous 0.00
[ Caloulale ) Tatal (USD) 0.00

|_Cancel ) | Back| Siep 2 of 4 Mext )

Home | Orders | Account | Home | Logout | Preferences | Help
Copryright (c) 2008, Oracle. All rights reserved. Privacy Statemert

(A) Complete the quantity or amount to invoice. You can put an equal to or less than the
difference between Quantity Ordered and Quantity Invoiced. All other information must tie to your
purchase order. If your PO did not have any information for Taxes or Freight, do not add them
here as your invoice will be rejected. You must submit those invoices manually as you do today.
Click the Calculate button at the bottom of the page to update the invoice total.

(B) Click on Next to proceed.
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VISAiSupplier Portal Home Logoul Prefersnces Help

Home | Orders | AFTTTI

Create Invoices

Purchase Orders  Linesto Invoice  General Information  Review and Submit @
Create Invoice: General Information
* Indicates required field @ (Cancel ) [Bave ) | Bﬂc'sl Step 3 of 4 | MNext Finish J
Invaice Mumber | TEN103
* Invoice Date  |07-Sep-2007
(example: 23-Aug-2007)
MOTE: Invoice Date rust not be alder than 2 weeks from today's date. Mo future-dated invoices will be accepted

Attachment  None (_Add
Remit To
Mame Change |

Address 3452 EAST FOO THILL £/20
PASADENA CA 91107
Bank Account 71746

Invoice Description

(Cancel ) (Bave ) (Back| Step 3 of4 [Next ) ( Finish

Horne | Crders | Account | Home | Logout | Preferences | Help
Copyright () 2006, Oracle. Al rights reserved Privacy Statement

(A) Enter your own invoice number. The system will reject duplicate invoice numbers, so this
number must be unique each time.

(B) Enter invoice date. The Invoice date must not be older than 2 weeks from the date the
invoice was created. Future dated invoices will be rejected.

(C) You can enter an invoice description. This is an optional field but Visa recommends
referencing the PO number and/or dates of services rendered here.

(D) If the remit to address is different, click on the Change button to select the appropriate
address from the values listed.

(E) At this point, you have the option to click on Next or Finish. Next gives you the opportunity to
review your invoice and save for later submission. Finish will automatically submit your invoice to
Visa.

v’SAiSupplier Portal Home Logout Preferences Help

Home | Orders | T

Purchase Orders  Linestolnvoice  General Information Review and Subinit @

(Cancel ) (Bave ) |_Back]| Step 4 of 4 ( Finish )

Create Invoices |

Create Invoice: Review and Submit

Supplier Mame Invoice Mumber  TEN103
Supplier Numbe Imvoice Date  07-Sep-2007
Remit To 3452 EAST FOOTHILL #720 Invoice Description
PASADENA CA 91107 PO-Line-Shipment  EP48700-2-1, EP48700-1-1
Item Description tem Number  Supplier Item Number Quantity Unit of Measure Unit Price (USD}  Amount {USD)
Tenrox Change Order #5 (Add 2nd Workweek)| 10000 EACH 1.00 10,000.00
Tenrox Change Order #2| 2000 EACH 1.00 200000
Subtotal 12,000.00
Tax 0.00
Freight 0.00
Miscellaneous 0.00
Total (USD) 12,000.00

(Cancel ) ( Save ) (Back| Gtep 4 of4 (_Finish

Horme | Orders | Account | Hore | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved Privacy Statement

(A) Click on Save to save this invoice for later submission.
(B) If you are satisfied with your invoice, click on Finish to submit.
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V,SAiSupplier Portal Home Louout Preferences Heln

Home Orders Account

Create Invoices | *

Invoices
Find saved, unsubmitted invoices so you can update and subrmit them. Select View lrvoices fram [ Create Credit Mermo Invoice ] [ Create Standard Invoice ]
the Account tab to review processed invoices.

Search

Search By |Invoice Number v | |% 5o )

Saved Invoices

Supplier Ilnvoice Number Date |Cu||ency | Invoice AmounIIPmcImse Order View Attachments Update  Delete
TEMNROX TEM1O3 07-Sep-2007 UsD 12000 EP4G700 f m
[ Create Credit Memo Invaice | [ Create Standard Invoice |

Home | Orders | Account | Home | Logout | Preferences | Help
Copyright () 2006, Oracle. All rights reserved Privacy Statement

To find you saved invoices, go back to Create Invoices and search for your invoice by putting in
your invoice number or % for wildcard. The query will only show in-progress invoices saved as
shown above, for all other invoices, query using the View Invoices tab.

Invoices created on iSupplier are automatically placed on Hold so Accounts Payable can review
and process the invoices. It takes about 24 hours for this process to be completed. If your
invoice is approved, the invoice will show up in the View Invoices query after the processing
period. If the invoice was rejected or failed validation, the invoice will not appear on the list. If you
have any questions about invoices, please contact Accounts Payable at
USAAccountsPayable@visa.com.

Visa Sourcing Supplier

When a negotiation is published, the invited supplier user will receive an email notification to
participate in the negotiation.

From:  Oracls Workflow - GIFS (PRIT) [MoReplyTo@visa,com] Sent: Wed 9/12/2007 4:48 PM

To: TOM THOMAS
Ce:
Subject:  Action Required: You are invited: RFT 11 {wieb Consulting Services)

Attachments: 2;‘]V‘\Iutlﬁcatmn Detail.html (452 B)

From  TAN, JANNETTE Company  "Visa”
To  TOM THOMAS Title  Web Consulting Services
Sent  12.SEP07 23:46:11 Number 11
Due 14-SEPOT 23:24:04
D 896166

Megotiation Preview September 12, 2007 04:46 pm Pacific Time
Megotiation Open September 12, 2007 04:46 pm Pacific Time
Megotiation Close September 14, 2007 04:24 pm Pacific Time
Supplier TENROX
Supplier Site LOS ANGELES
To acknowledge your intent to participate, press the Yes button on this page. To decling the invitation, press the No button. You may enter a note to the buyer in the space below before acknowledging or declining
Click here if you want to view the document before acknowledging intent to participate andfor to enter a response. If you are not already logged in, you will first be taken to a page where you will need to enter your
user name and password,
Action History
Num Action Date Action From To Details
1 12-5EP-07 23:46:11 Submit TAN, JANNETTE TOM THOMAS

Please click here ta Respond

To get started,

1. Log into iSupplier and enter your user name and password.

2. Under Navigator, select the Visa Sourcing Supplier responsibility and click on the Sourcing
Home Page link. You will not be able to respond to the negotiation unless you have this
responsibility.
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mailto:USAAccountsPayable@visa.com

V,SA E-Business Suite

Diagnostics  Logout Preferences  Help

Logged In As PASTRIES

Worklist Favorites

(Full List | [ Edit Faverites )
From Subject |Se'“ | ‘You have not selected any favorites. Please use the "Edit
TAN, JANNETTE You are invited: RFI 515 (RFI Audit Services) 03-Oct-2007 Favorites” button to set up your favorites.
TAN, JAMNETTE You are invited: RFI 458 (TEST) 25-Sep-2007

Swaminathan, Shankaran Reminder: Please acknowledge intent to paricipate in RFI 492 (TEST) 25-Sep-2007
@ TIP Vacation Rules - Redirect or auto-respond to notifications

Navigator

[WJVISA Sourcing Supplie @

Diagnostics | Logout | Preferences | Help
zz;;\flﬁltgrl;‘rtstgézgoﬁ,orac\e.AII tights reserved Privacy Statemert
bout thiz Page

| Edit Navigator |

v’sA Sourcing Home Lowout Prefersnces Help Disanostics

Search Open Negotiations | Title b IS0 @

@ TIP DO NOT USE BROWSER BACK BUTTON TO NAVIGATE
“Welcome, Astries, P

Your Active and Draft Responses . Infermation

Press Full List ta view all your company's respon (Full List ) i i

R Numl R Status  Supplier Site N iation Number Title Type Time Left Monitor Unread Messages Thls cnn_tamer ean hold
I I 2 i g yi : ag informatian such as

209 Draft MINNEAPOLIS 459 TEST RFI 0 minutes o bidding procedures to
help vendors

Your Company's Open Invitations

(_Full List )
Supplier Site Negotiation Number Title Type Time Left
MINKEAPOLIS 518 RFI Audit Services RFI 9 days 22 hours
Quick Links @
Manage View Responses
e Drafts o Active
o Personal Inforrmation o Disgualified
o Awarded
» Rejected

Megotiations | Home | Logout | Preferences | Help | Diagnostics
Copyright () 2006, Oracle. All rights reserved
Brivacy statement
Apout thiz Paoe Privacy Statement

Negotiation Home Page

The Negotiations Home page is the central point of access for all your negotiations. From here,
you can respond to all public negotiations as well as those negotiations to which you have been
specifically invited. You can also monitor negotiations in which you are participating and manage
any draft responses you have.

A. You can access any open negotiation even if you were not specifically invited. This can occur
if Visa has selected the Open style of negotiation for an RFI or Auction. To find open
negotiations, use the Search Negotiations fields at the top of the page. You can search by:
e Negotiation title.
Negotiation number.
Negotiation creator (contact).
Line (negotiations for a particular item or service).
Category (negotiations with lines in this category).
Event (negotiations associated with this sourcing event).
Select a search parameter, enter a value for the parameter, and click Go.
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B. The Active and Draft section shows negotiations in which you are participating either by having
placed an active response, or by having a draft response that is in progress. Note that this section
only displays the five negotiations with the most current expiration date. To see the complete list
of invitations, click Full List.
e The Response Status column shows whether you have an active response against this
negotiation or whether you are in the process of drafting a response.
e To see information on the negotiation, click the Negotiation Number link. This takes you
to the negotiation summary page.
e To see your current response or draft information, click the Response Number link. This
takes you to the Details page.

C. Your Company's Open Invitations section on the Negotiations Home page identifies the
negotiations to which you have been invited. To access a negotiation, click its Number link. This
will take you to the negotiation summary page from which you can perform additional tasks such
as acknowledging participation, placing a response or viewing response history.

If your company has multiple sites that are known to the buyer who created the negotiation, a
separate invitation might have been sent to each site. If this is the case, you may see multiple
entries having the same negotiation number but associated with different sites. You can place a
response on behalf of either or all sites.

D. The Quick Links section of the Negotiations Home page provides easy, one-step access to
your most commonly performed Oracle Sourcing tasks. The links are organized by task and
negotiation type so you can find the link for the task you wish to perform. Simply clicking the link
takes you to the page where you initiate the operation.

Negotiation Types
Request for Information

A Request for Information (RFI) sourcing document is different from other sourcing documents
such as RFQ or buyer's auction. The purpose of RFQs and buyer's auctions is to negotiate line
price and costs prior to generating a purchasing document. The purpose of an RFI is to gather
information on goods and services a supplier company provides. RFIs may or may not be
concerned with line price or costs. Buyers use responses to an RFI to qualify suppliers early in
the procurement process. RFIs can have several rounds as buyers continually refine the groups
of suppliers who can most closely supply the products and services the buyer is looking for. Once
the appropriate group of suppliers has been identified, the RFI can be converted to an RFQ or
buyer's auction, and the buyer can initiate a regular price/cost negotiation with the targeted
suppliers.

Respond to RFI:

On the Negotiations Home page, search for any open RFI to which you've been specifically
invited. RFI to which you've been invited will appear under Open Invitations. Select the RFI by
clicking on the number link.

On the Active Negotiations page, you can
e Select the negotiation and click Respond to create a response.
e Click the negotiation number link to view details of the negotiation.
e Click All Responses to view the responses to this negotiation.
e Click "Your Company's Responses" to see details of any current responses from users at
your company.

32



e Click "Unread Messages" to view any online discussion messages.

V’SA Sourcing Home Logout Preferences Help Diagnostics
Negotiations

Megotiations =

RFI: 518
Actions
Title  RFI Audit Services
 Status  Active Open Date  03-0ct-2007 14:30:47
Time Left 9 days 20 hours Close Date  13-0ct-2007 14:29:18
Header Lines Contrals
Buyer TAN, JANNETTE Ewvent
Style Blind
Description
Terms
Eill-To Address  US Bill-to Payment Terms  Net 30
Ship-To Address  Wisa USA Carrier Vendor Arranged
FOB DESTINATION Freight Terms  PAID
Currency
RFI Currency  USD Price Precizion Any
Attributes

Show All Details | Hide All Details
Details Attribute Group
B Show General

Motes and Attachments
Mote to Suppliers

File Name Type Description Category Last Updated By Last Updated Usage Update  Delete Publish to Catalog
Mo results found

Header Lines Controls

Retum to Negotiations Actions | Acknowledge Participation V|‘ Ge

Megotiations | Home | Logout | Preferences | Help | Diagnostics

Copyright () 2006, Cracle. &l rights reserved.
It Privacy Statement
Aot this Pae Privacy Statement

From the Actions dropdown list, select Acknowledge Participation and click on Go.

v’sA Sourcing Home Logout Preferences Help Diagnostics
Negotiations

Menatiations > RFL&18 >
Acknowledge Participation (RFI1518)

| Cancel | [ Apply )
Supplier Site MINNEAPOLIS

Will your company participate? @ ves
Oho

Mote to Buyer

[ Cancel | | Apply

Megotiations | Home | Logout | Preferences | Help | Diagnostics
Copyright () 2006, Cracle. All vights reserved

Ik Privacy Statement
About this Page Brivacy Statement

You can put your message to the Buyer in the Note to Buyer section and click Apply. The Buyer
will be notified by email that the supplier is interested in participating in the negotiation.

The system will take you back to the Active Negotiations Page. From the Actions dropdown list,
select Create Response and click Go.

On the Terms and Conditions page, you can either accept or reject the negotiations conditions. If
you click Cancel, you will not be able to participation in the negotiation.
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Sourcing

VISA

Home  Logout

Preferences Help Diagnostics

Negotiations

Meqaotiations » RFL&S18 >
Terms and Conditions
The following terms and conditions must be accepted before a response is placed in this RFI

CONFIDENTIALITY & DISCLAIMER

This document containg VISA U.S.A INC. proprietary information. This information is intended for use by respondents to
assist in the preparation of responses to this RFL Information contained in this document or brought to a vendarfs attention
as a result of the RFI process may not be copied, distributed or rade otherwise available to any third party, in whole or in
part without the prior written consent of WIS& LLS AL INC.. All such information may be discloged =solely to persons within
wendorys organization on a need-to-know basis. Upon completion of this quotation process, all information/exhibits are to be
destroyed or retumed to VISA US.A INC. as directed and agreed by VISA U.S.A INC.

This document is a request for information only. There is no guarantee or warranty by Yisa that a final agreement will be
executed, or that Visa will enter into negotiations with any party. Notwithstanding any provision of this RF1, Supplier is
hereby specifically advised that this request is an informal solicitation of information only. This RFlis nat intended to be {nor
ig it to be construed as) the engaging in formal cormpetitive bidding pursuant to any statute, code, ordinance, rule or
regulation. The decision to enter info negotiations with any party or not to negotiate, as the case may be, regarding this RFI
i at the sole discretion of Visa, The issuance of this RFI and any responses hereto shall not be construed as creating any
expressed or implied commitment or obligation by Yisa or any third party.

All costs associated with the preparation of your response to this RFl and other expenses incurred in connection with this
RFI shall be barne solely by the Supplier.

Megotiations | Home | Logout | Preferences | Help | Diagnostics

Copyright () 2008, Oracle. Al rights reserved
About this Pace

Respond Online

(‘Cancel ) (Accept )

(Cancel | [ Accept )

Privacy Statemert

On the Create Response page, enter the response values. Since the purpose of an RFl is to
obtain product and service related information for a negotiation line, most negotiation lines in an
RFI have attributes defined. These line attributes identify the questions the buyer has about a

particular line.

Sourcing

VISA

Home Logout Preferences Help Disgnostics

Negoti

Megotiations = RFL 518 =
Create Response: 226 (RFI1518)

Respond By Spreadsheet )

Save Draft ) | Centinus )

(Cancel ] (View RFI)
¥ Header
Title  RFI Audit Serices Tirme Left 9 days 19 hours
Supplier Site MINNEAPOLIS Close Date  13-0ct-2007 14:

RFI Currency  USD
Response Currency  USD
Price Precizion Any

Response “alid Until

Referance Number

Mote to Buyer

(example; 19-Sep-2007)

Attachments

Add Attachrments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo results found
Attributes
Group Attribute Attribute Type Target Value Response Value
General Supplier Infarmation Required

(Cancel ) (ViewRFI) | Respond By Spreadsheet ) (_Save Draft ) [ Continue )

Megotiations | Home | Logout | Preferences | Help | Diagnostics
About this Page
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The Attribute Type column shows you whether a response is required or optional. If the buyer has
chosen to display an attribute target, this value appears in the Target Value column. The
response value is limited to 4000 characters. If the response is greater than 4000 characters,
provide an executive summary in this section and provide detailed information in the Attachment.

NOTE: The Buyer will use the information provided in the Response Value field to
compare supplier responses. It is very important for suppliers to provide a summarized
response in this section. Your response may be disqualified or rated poorly if the
information is not provided in this field.

Notes and Attachments

In addition to the typical negotiation information, on occasion the buyer may need to
communicate or request additional information such as specialized requirements. The buyer can
use the note text box for short communications or use attachments for larger amounts of
information. Notes and attachments can be assigned to the negotiation header or the negotiation
lines.

To view the notes and attachments:

1. From the Negotiations Home page, click the negotiation number link under Your Company's
Open Invitations to view negotiations to which you have been invited. Alternately, search for an
open negotiation by selecting a search criterion, providing a search value and clicking Go.

2. Click the negotiation number link to display the negotiation summary page.

3. The negotiation summary page displays all the information on the negotiation broken down into
a tab-oriented form so you can easily view the information contained in the different sections of
the negotiation. By default, the page displays the negotiation header information.

4. Click the Lines subtab to see details of the negotiation lines. To see the detail information for
each line, click that line's number link. On the Line: page, you see any notes and attachments
assigned by the buyer to the line.

5. Once you have viewed all your attachments, click Return to Negotiations to return to the
negotiation summary page. From this page you can continue placing a response.

Respond by Spreadsheet

The Supplier also has the option to respond to header attributes and lines by Spreadsheet. Click
on Respond by Spreadsheet:

VISA:=-ucins

ee 2T Response By Spreadshest [RF] 1)

Create Resp

Select Header Attributes. Click on Export to launch Winzip. Click next until you see the files,
click on the spreadsheet.
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= ExportedHeader Attributes-RFT11 s
EI R espondHeader Attribukes-Help, bkm

Open the file and provide your responses in Column G, Response Value.

NOTE: Do not add or remove lines or columns on the spreadsheet as this will result in
errors when you import the file.

A B | © | n] | E | F | G | H | | |
1 |RFI Numbe Attribute | Group Attribute T %alue Type Target Yalue Response VWalue * End of line delimiter
2 11 RFx (RFI, Title Display OrText Title: EOL
| 11 RFx Date Title Display OrText RFx Date EOL
4 11 Cover Lette Cover Lette Display OrText Cover Letter EOQL
5| 11 Sourcing SVisa Inform Display Or Text Sourcing Specialist-Narme EOL
& 11 Sourcing SVisa Inform Display OrText Sourcing Specialist-Title EOQL
7 11 Sourcing SVisa Inform Display Or Text Sourcing Specialist-Phone EOL
& 11 %isa Proje Visa Inform Display OrText isa Project Cwner-Name EOQL
9] 11 Wisa Proje Visa Inform Display OrText Visa Project Owner-Title EOL
a0 11 %isa Proje Visa Inform Display Or Text “isa Project Cwner-Phone EOL
" 11 Overview oVisa Owery Display OrText Owerview of Wisa: Description of Visa and our business EOL

Once responses are completed, save the file on the desktop. Import the spreadsheet by clicking
Import.

V’S Sourcing

Create Response 27: Response By Spreadsheet (RFI 11)

RFI Currency  USD
Response Currency  USD

Home Logout Preferences  Help

Negotiations

Step 1:Export Spreadsheet
Type | Header Attributes »

[Export |

Step 2:import Spreadsheet
Type |Header Attributes »

File To Import  |CA\Documents and Seﬁmg

File type must be a tab-delimited text file.
Return to Create Quaote 27 (RFI 11

Megotiations | Hore | Logout | Preferences | Help

Copyright () 2006, Oracle. All rights reserved. Privacy Ststement

The negotiation document reflects the imported values. You can still edit the values online after
importing. After entering values as needed, click Continue. This returns you to the Create
Response: Review and Submit page.

Verify your response information for accuracy. Click Edit to update any incorrect information.

Note: If for some reason you do not wish to submit your response immediately, click Save Draft to
save your response information for a later session. Your draft will be assigned a number which
you can use later when accessing the draft for editing or completion. You can access your draft
responses by clicking the Manage Draft quick link from the Negotiations Home page. You can
access the draft for editing or for submission.
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V,SA Sourcing Home Logout Preferences
Negotiations

Confirmation
Response 26 for RFI 11 (Web Consulting Services) has been saved as a draft.

Your draft responses are always available frorm the Manage Draft Responses page

Continue editing your draft.

Megotistions | Home | Logout | Preferences
Copyright () 2006, Oracle. Al rights reserve Privacy Statement

Drafts can be used to spread the response definition over several sessions. This is common in
situations where the response is complex and requires the input of several collaborators. In this
case, the draft can be accessed and edited as needed until the final version is ready for
submission.

If multiple responses are allowed, a single supplier organization can have multiple draft
responses against the same negotiation; however, a single supplier user can only have one draft
response outstanding against a single negotiation. If a single best bid situation is in effect, a
supplier organization can have only one draft response against a particular negotiation.

When you are satisfied with your response, click Submit on the Create Response: Review and
Submit page. A Warning message appears if the Buyer restricted the negotiation to a single best
response from each supplier.

v’s Sourcing Home  Logout Preferences  Hels

Negotiations

/N Warning
Buyer has regquested for you to submit a single, best response. Multiple responses for this RF| are not allowed

Create Response 26: Review and Submit (RF111)

[ Cancel | (_Back ) Save Draft | _Submit

Header
Title Web Consulting Services Tirne Left 23 hours
Supplier Site LOS ANGELES Close Date  14-Sep-2007 16:24:04
RFI Currency  USD Response Valid Until 14 Sep-2007
Response Currency  USD Reference Nurnber
Price Precision  Any Mote to Buyer
Attachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Cataleg

Mo results found

Click on Submit.

V’SA SDurCing Home Logout Preferences
Negotiations

Confirmation
Response 26 for RF1 11 (Web Consulting Services) has been submitted.

Return to Sourcing Home Page

Megotiations | Home | Logout | Preferences
Copyright (c) 2006, Oracle. All rights reserved Privacy Statement

At this point the only option available to the supplier is Online Discussions and View Response
History.
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V,s Sourcing Home Logol Prefererces Heln

Hegoiations
Response: 26 (RF1 11)

Tale Web Conguling Secaces
Tirris Lk ?_} r.u“nf}f mfnul“ Close Date 14 Sep-200T 1622404 |View Rosponse History
Style  Blind Supphber  TENROGX
Resporse Curency  USD Suggher See  LOS ANGELES
Conlact  Thadmas, M, Tam Resporse Wald Unlil  13-Sep-2007 17:00:00
Supplary’ Redpceie Nurmbsd
Résponse Status  Active
Hole to Buger
File Maina Type Description Categery Last Updated By Last Updated Usaqe Update Delete Pubilish te Catalag
Alachmens Mo resulls fund

Arributes

mous 25 51-53 of 53

Detalls Gaaup

= Scalakaily - Samcas
= Support and Mentenance - Samices
= Warandy - Seraces

Request for Quote and Auctions

Respond to RFQ and Auctions:

Navigate to the negotiation summary page for the negotiation to which you wish to respond by
clicking its negotiation number link under the Open Invitations section of the Negotiations Home
page. Alternatively, you can enter search values into the Search Negotiations fields and click Go
to list all negotiations in the system, including ones to which you were not explicitly invited to. On
the Active Negotiations page, find your negotiation and click the negotiation number link there.
You can see details of the negotiation on the negotiation summary page. If you want to view any
responses that have already been submitted, click View Quote History/View Bid History. You can
only see the existing responses when the negotiation is open or unsealed.

To submit response online:
1. On the negotiation summary page, select Create Quote/Create Bid from the Actions menu to
create a response to the negotiation.

2. If the buyer has defined Terms and Conditions, you are asked to read and accept the
negotiation terms and conditions. After reading the terms and conditions, click Accept.
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Sourcing

VISA

Home Logout Preferences Help Diagnostics

Negotiations

Meqotiations > RFG:632 >
Create Quote: 231 (RFQ 522)

¥ Header

Title
RFQ Currency
Quote Currency

Test RFQ
usp

Tirne Left
Close Date

usp Quote Valid Until

(_Cancel View RFGQ Quote By Spreadshest Save Draft ) (_Continue |

11 days 23 hours
20-0¢t-2007 15:21:35

22-0ct-2007

Frice Precision  Any (example: 23-Sep-2007)
Reference Number |Computer Sales RFQ\
Mote to Buyer | Thank you for inviting us to participate
Attachments
Add Altachments
File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo results found.
Attributes
Group Attribute Attribute Type Target Value Quote Value
KYZ Cornpany
General Parent Company Optional
1234
General D&E Number Required
2
General Mumber of Locations in US Required
1
General Mumber of Locations Worldwide Required
500
General Mumber of Employees Required
Lines
@ TIP To respond 1o Lines, click on update pencil
Indicates more information requested. Click on the Update icon.
Line Update Ship-To Rank Start Price Target Price Quate Price Unit Target Quantity Quote Quantity Promise Date
1 Caomputer & VisaUsA  Sealed 1000] EACH 10 10 22-001-2007 15:47 56

3. On the Create Quote/Create Bid page, enter the following information.

e Quote Currency (Bid Currency).

The buyer might allow quotes/bids in currencies other than the RFQ/auction currency (the
currency used to create the RFQ or auction). If so, you can select the currency in which you will
place your quote/bid.

0 Note: Before you select a currency, all response prices (such as start price and target
price) will be listed in the RFQ/auction currency. After you select a currency, you will
see all prices listed in your chosen currency.

o If the buyer has allowed it, you can see the exchange rate for currencies other than

the response currency.
e Quote Valid Until (Bid Valid Until)
Enter the date on which your bid or quote expires. You can use the pop-up calendar to select a
date.
¢ Reference Number
A number you can assign for your own internal tracking. This is different from the quote/bid
number which is generated by the system, assigned automatically, and cannot be edited. The
buyer can view this value.
¢ Note to Buyer
You can enter a short text note to the buyer.
e Attachments
Click Add Attachments and use the Add Attachment page to supply the buyer with any additional
information on, or specifications about your response.
e Attributes
If there are any header level attributes, they are displayed in the Attributes table. See the Attribute
column for an explanation of the attribute. Enter your response in the Bid Value/Quote Value field.
e Power Bid (when rebidding in an auction only)
If you are rebidding and wish to use the Power Bid functionality, enter a number representing the
percentage by which all your bid prices should be updated. Click Recalculate to display your new
prices. Note that the buyer may have defined a minimum value by which prices must change, and
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if your new bids are not acceptable, you receive an error message. Power Bid is disabled if any of
the negotiation items contain price elements.
e Proxy Bid Decrement (auctions only)
If the buyer allowed proxy bidding, enter the value by which you wish your bid to be reduced. This
can represent either a percentage or monetary amount depending on the settings defined by the
buyer. If the buyer wants the bid to decrease by a monetary amount, the currency sign will appear
after the Proxy Bid Decrement field. If the buyer wants the bid to decrease by a percentage, a
percent sign will appear after the Proxy Bid Decrement field. Proxy bids are not applied to any
item having a price element. If all items in the auction have price elements, proxy bidding is
disabled and this box does not appear.
e Quote/Bid Price
Your price for one unit of the item or service. If a line contains price elements, this field is display
only, and you enter your price in the Bid/Quote Value field for the Line Price element.
e Bid Proxy Minimum(auctions only)
If the auction allows proxy bidding, enter your minimum bid. If the bidding drops below this
amount, automatic bidding on your behalf is discontinued, and you must enter new bids manually.
You can rebid specifying new proxy bid values.
e Quote Quantity/Bid Quantity
Number of units on which you are Quoting/Bidding. If the buyer set bid controls to allow only full
guantity bids, this field is display only and shows the quantity entered by the buyer. If Quantity
has been scored and weighted, this field is display only, and you enter your quantity value in the
Quantity attribute for the line.
e Promise Date
Use the pop-up calendar to enter the date by which you will deliver the item or service. If the
negotiation outcome is Standard Purchase Order or this attribute is weighted, Promise Date is
required.
e Attributes
If there are line attributes defined for this line, enter your responses to each attribute. The
Attribute Type column shows whether a response is required or optional.
e Price Elements
Price elements are displayed if they have been added to an item by the buyer.
o Bid Value
Enter your value for this price element. When you click Continue, the item price, the bid
value and the pricing basis are used to calculate the bid price.
o0 Pricing Basis
The method by which this price element is used to calculate the bid price:
e Per-Unit - The value is multiplied by the quantity of units bid and added to the
item price.
e Fixed Amount - The value is divided by the quantity of units bid and added to
the item price.
e 9% of Item Price - The value is divided by 100, and then multiplied by the item
price, and the result added to the item price.
e Price Breaks
If there are price breaks defined for this item, click the "Click here. » line to enter your price break
responses.
e Note to Buyer
If necessary, enter a text note to the buyer to supply additional information on your response to
this line.
¢ Add Attachments
You can attach additional line information to your bid. You might wish to do this to respond to any
attachments from the buyer or simply to include detailed information. If you have added
attachments, you see the paperclip attached to a page of paper.

After entering values as needed, click Continue. This returns you to the Create Quote/Bid:
Review and Submit page.
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Verify your response information for accuracy. Click Edit to update any incorrect information.
When you are satisfied with your bid, click Submit.

Note: If for some reason you do not wish to submit your response immediately, click Save Draft to
save your response information for a later session. Your draft will be assigned a number which
you can use later when accessing the draft for editing or completion. You can access your draft
responses by clicking the Manage Draft quick link from the Negotiations Home page. You can
access the draft for editing or for submission.

Drafts can be used to spread the response definition over several sessions. This is common in
situations where the response is complex and requires the input of several collaborators. In this
case, the draft can be accessed and edited as needed until the final version is ready for
submission.

If multiple responses are allowed, a single supplier organization can have multiple draft
responses against the same negotiation; however, a single supplier user can only have one draft
response outstanding against a single negotiation. If a single best bid situation is in effect, a
supplier organization can have only one draft response against a particular negotiation.
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