ISupplier Portal

Updated 6/24/2021

AN

MLGW



Training Guide

MLGW
Table of Contents
RegIStEring @S @ SUPPIIET ....c.veeiiie s 2
Registering as @ MLGW SUPPIIET ....cvciiiieiiece et 3
Managing SUPPHEr Profile ... e 9
Managing AdAreSS BOOK........c..ciruiiiiiiiiiiiiteeei ittt bbb b et b e b nn s 10
Adding BuSIiNess ClasSifiCALIONS ........c.cceiiriiiiiiiiiesieeieeiese sttt e e e e e e eesresresneeneas 16
Adding Products (NIGP) COUES........ccueverierieiesieseseeieesiesesteste e sresee e e sae e s e stessaesseseessesseseessessessens 23
Managing Banking DEtailS..........ccviiiiiieiieiiie ettt e et e ereens 28
Submitting a Quote & PO Change REQUEST ............coveiiiiiiiieecce s 34
Viewing & Submitting a Request for QUOtES "RFQ" ........ooiiiiiiire e 35
SUBMIttING @ ChaNge REGUEST .........oviiiiiiieiite ettt ettt st 54

Page ii



Training Guide

AA

MLGW

AL

Memphis Light Gas and Water Division’s iSupplier User Guide

In order to conduct business with Memphis Light Gas and Water Division, a user guide has been
developed to outline steps for suppliers to utilize throughout the eProcurement system. The
eProcurement system allows suppliers to have access to two (2) applications: iSupplier Portal
Full Access and Sourcing Supplier. The training guide will cover how to engage with both
applications.

The iSupplier Portal Full Access application allows suppliers to access purchase order,
shipment, receipt, invoice (for Purchasing area purchase orders only), and payment history.
Additionally, it allows suppliers to manage their supplier record with pertinent business
information, such as address and contact information.

The Sourcing Supplier application allows suppliers to respond to open requests for quotations
and view the status of past request for quotation responses. Accessing the iSupplier Portal: In
order to access the MLGW iSupplier Portal system, you must have an internet account and be
logged on to the internet in order to access the iSupplier Portal Full Access or Sourcing Supplier.
Note: Using Internet Explorer version 10 or newer is the minimum requirement.

Logging into the Supplier portal

There are two (2) log-in options:

1. Existing Supplier Registration (currently have an existing account assigned for the
iSupplier Portal. Suppliers will have a log-in and password)

o Enter the following link into an open web browser in the address field:
https://suppliers.mlgw.org/. Enter your account log-in and password and select
Login.

2. New Supplier Registration (currently do not have an existing account assigned for the
iSupplier Portal.)

e Click the attached link to be directed to the registration web browser: New
Supplier Registration. This link can also be found on the MLGW Procurement
and Contracts Management website located at www.mlgw.com/bids. Complete
the requested information to receive an account log-in and password.

Within the module, you will learn how to

e Register as a Supplier
e Manage Supplier Profile
e Submitting a Qutoe & PO Change Request
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Registering as a Supplier

In this section you will learn:

e How to register as a supplier
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Registering as a MLGW Supplier
Procedure
Suppliers needing access to MLGW's iSupplier Portal must register. Registration can be done

through https://www.mlgw.com/ or MLGW personnel will send prospective suppliers an
invitation.

EMP
ek i

e taagy & W

Give the “Gift of Comfort” for Father's Day. This #MLGW program enables you to make a payment towards someone else’...
hitpsii/t.cofwCOhudnEoLi... — Sunday Jun 20 - 7:58am

‘ P e T |

Good day! What can | do for you today? X

Step Action

1. On https://www.mlgw.com/, scroll down to the bottom of the page,

Click the scrollbar.

2. Click the Purchasing/Contracting link.

Purchasing/Contracting

3. On this page, scroll down to the bottom of the page.

Click the scrollbar.

4. Click the MLGW iSupplier Portal - (New Supplier) link.
IMLGW iSupplier Portal - (New Suppliers)|

5. On this page, suppliers will have to provide company and contact details.
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TST39 ISupplier EBS 12.2.9 e

Basic Information Company Details

Prospective Supplier Registration Continue

* Indicates required field
Blank label for instruction text

Company Details
Atleast one tax id is required to be able to complete the registration request
* Company Name

Tax Country Q
VWhere provided, the tax country will be used to validate the format of the Tax Regisirafion Number and/or Taxpayer ID.
Tax Registration Number

Taxpayer ID
DUNS Number
Contact Information
Blank label for instruction text

* Email

First Name

* Last Name
Phone Area Code
Phone Number
Phone Extension

Copyright (c) 1998, 2020, Oracle and/or its affiliates. All rights reserved. Privacy Statement

Action
Click in the Company Name field.
|* Company Name | ”

Enter the desired information into the Company Name field. Enter "EK Media
Firm".
[

Company Name [ |

Click in the Search and Select: Tax Country field.

Enter the desired information into the Search and Select: Tax Country field. Enter
"United States".

10.

Click the United States cell.
United States us

11.

Enter the desired information into the Taxpayer ID field. Enter "45-123456".
[Taxpayer ID ||
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TST39 ISupplier EBS 12.

Basic Information

Prospective Supplier Registration

* Indicates required field

Blank label for instruction text

Company Details
At least one tax id is required to be able to complete the registration request

* Company Name  EK Media Firm

Tax Country  United States

Wihere provided. the t

Tax Registration Number
Taxpayer ID  45-123456

DUNS Number
Contact Information
Blank label for instruction text

* Email

First Name

* Last Name
Phone Area Code
Phone Number
Phone Extension

Copyright (c) 1998, 2020, Oracle and/or its affiliates. All rights reserved.

iSupplier Portal

o validste the format of the Tax Registration Number sndlor Taxpayer ID.

Company Details

Training Guide

Continue

Privacy Statement

Step

Action

12.

Click in the E-mail field.

|* Email |

TST39 ISupplier EBS 12.2.9

Basic Information
Prospective Supplier Registration

* Indicates required field

Blank label for instruction text

Company Details
At least one tax id is required to be able to complete the registration request

* Company Name  EK Media Firm

Tax Country | United States
Where providsd. tne
Tax Registration Number
Taxpayer ID  45-123456

DUNS Number
Contact Information
Blank label for instruction text

* Email

First Name

* Last Name
Phone Area Code
Phone Number
Phone Extension

Copyright (c) 1998, 2020, Oracle and/or its affiliates. All rights reserved.

iSupplier Portal

to validste the format of the Tax Regist

Company Details

Continue

Privacy Statement
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Step Action
13. Enter the desired information into the Email field. Enter "contact@company.com".
[ Email ] |
14. Click in the First Name field.
[First Name | |
15. Enter the desired information into the First Name field. Enter "Sales".
[First Name || |
16. Click in the Last Name field.
|* Last Name | |
17. Enter the desired information into the Last Name field. Enter "Consulate".
|* Last Name | |
18. Click in the Phone Area Code field.
IPhone Area Code | |
19. Enter the desired information into the Phone Area Code field. Enter "901".
[Phone Area Code || |
20. Click in the Phone Number field.
[Phone Number | |
21. Enter the desired information into the Phone Number field. Enter "555-8971".
[Phone Number | |
22. Click the Continue button.
23. On this page, address information can be added for the supplier.
24. Within the Address Book section,
Click the Create button.
25. Provide a name for the address.
Click in the Address Name field.
[ Address Name | |
26. Enter the desired information into the Address Name field. Enter "Memphis".
[ Address Name | |
27. Click in the Address Line 1 field.
|’r Address Line 1 | |
28. Enter the desired information into the Address Line 1 field. Enter "4567 Company
Way".
|’r Address Line 1 || |
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Step Action
29. Click in the City/Town/Locality field.
[* CityTown/Locality [ I
30. Enter the desired information into the City/Town/Locality field. Enter "Memphis".

[* CityTown/Locality [

31. Click in the State/Region field.
I* State/Region | |
32. Enter the desired information into the State/Region field. Enter "TN".
[ state/Region [] |
33. Click in the Postal Code field.
[* Postal Code | |
34, Enter the desired information into the Postal Code field. Enter *38127".
[ Postal Code | |
35. Click in the Phone Area Code field.
IPhone Area Code | |
36. Enter the desired information into the Phone Area Code field. Enter "901".
[Phone Area Code || |
37. Click in the Phone Number field.
[Phone Number | |
38. Enter the desired information into the Phone Number field. Enter "555-7841".
[Phone Number | |
39. Click in the Fax Area Code field.
[Fax Area Code | |
40. Enter the desired information into the Fax Area Code field. Enter *901".
[Fax Area Code || |
41, Click in the Fax Number field.
[Fax Number | |
42. Enter the desired information into the Fax Number field. Enter "555-7845",
[Fax Number | |
43. Click the Purchasing Address option.
] Purchasing Address|
44, Click the Payment Address option.
[J Payment Address]|
45, Click the Apply button.
46. Additional contacts can be added by click on the Create button within the Contact

Directory section.
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Step Action

47, Click the Submit button.

48. The registration has been sent and must be approved by MLGW personnel.

49. You have successfully completed the Registering as a MLGW Supplier topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@ MLGW.org.
End of Procedure.
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Managing Supplier Profile

In the section, you will learn how to

Manage Address Book

Add Contacts

Add Business Classifications

Add Products and Services (NIGP Codes)
Add Banking Details

Training Guide
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Supplier can add addresses for each company location if needed.

In this topic, you will manage/update the address book.

AN

MLGW

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at

ServiceDesk@MMLGW.org.

Procedure

The purpose of this topic is to show you how to manage address books.

TST39 ISupplier EBS 12.2.9
e B  [oF

Logged In As

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

@ TIP Delegation Rules - Redirect or auto-respond to nofifications
Table Diagnostics

Navigator

J iSupplier Portal Full Access Please select a responsibility
7] Sourcing Supplier
AventX Print Xpress: 1.1.0 / Licensed for Print: False / Licensed for Preview: False / Enabled: False

Copyright (c) 1998, 2020, Oracle andor its affiiates. Allrights reserved

Worklist

Full List (1)

= - Rows 110 11

From Subject v Sent
Ky, Elenzar =t e RS T ot TS Y 1, 2021
Moors. Te' L:Jezrggglf Lu.gm Gas and Water Division - Standard Purchase Order 10-Jun2021
Mitchell Memphis Light Gas and Water Division - Standard Purchase Order
Camela 7025210, 0 2T-May-2001 »
Eslick, Memphis Light Gas and Water Division - Standard Purchase Order ——

Favorites

You have not selected any favorites. Please set up
your favorites by clicking on Manage Favorites under
the Favorites button on top.

MLGW Intranet Links

MLGW Human Resources Policy Manual

Labor Relations Bulletin

Memorandum of Understanding

MLGW Data Warehouse

MLGW Intranet Home Page

Oracle Data Owners Responsibility Report

MLGW Employee Separation Protocol

Diagnostic Console

About this Page Privacy Statement
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Step Action

1. Begin by navigating to the iSupplier Home page.

Click the iSupplier Portal Full Access link.
| | {Supplier Portal Full Ac.:»}gs”

2. Use the iSupplier Home page to review and drill down to your notifcations,
purchase orders, and/or PO shipment information.

TST39 ISupplier EBS 12.2.9

iSupplier Portal ‘0

Logged In As

Reminder: Pl

fedge intent to participate in RFI 113

11-Jun-2021 13:41:00

Supplier Home = Orders Shipments Finance Administration
Search PO Number - Go
Notifications TR
Full List « Agreements
Subject Date -~

« Purchase Orders

« Purchase History

Memphis Lig Division - Standard Purchase O 10-Jun-2021 11:43:-44 §
Closed Early: RF SURFP) 10-Jun-2021 10:18:45 Elipaents
Acknowles mendment 1 to RFI 113223 08-Jun-2021 15:21:45 « Overdue Receipts
Memphis Division - Contract Purcha 170252130 01-Jun-2021 11:04:26 Receipts
Table Diagnostics « Receipts.

* Returns

« On-Time Performance

I_L Orders At A Glance

Invoices
Full List
« Invoices
PO Number Description Order Date P ;
7025221 10-Jun-2021 11:43:33 ayments
7025213 C1230 - Chiller 01-Jun-2021 11:03:58 + Payments
7025212 Blanket PO 27-May-2021 11:07:05
7025210 Unassigned PO 27-May-2021 10:16:17
7025209 Non catalog for WO 26-May-2021 14:01:58

Table Diagnostics

Diagnostic Console

Action

3. Click the Administration tab.

Administration

4, Use the Admin tab to manage supplier business profile information such as
addresses/locations, contacts, business classifications, products and services,
banking information, and payment and invoicing options.
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Supplier Home  Orders

Finance

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

Seq . Title Type . Description .. Category .~. Last Updated By Last Updated .. Usage .. Update Del
o ; Fi
1 w9 File SL‘;J';‘M DLSINCLAIR@BDNLLC.COM 14-Sep-2017 One-Time B
2 Certifications File EL;';‘"E[ DLSINCLAIR@BONLLC.COM 08-Nov-2017 One-Time E
3 WBE File From DLSINCLAIR@BDNLLC COM 14-Sep-2017 One-Time
Supplier i
4 TMSDC  File g:l‘;';‘"m DLSINCLAIR@BONLLC.COM 14-Sep-2017 One-Time
Table Diagnostics
v
Diagnostic Consc
< >

General

Organization Name
Supplier Number

Alias

Parent Supplier Name
Parent Supplier Number

Attachments

Search

Note that the search is case insensitive
Title

} Show More Search Options

Add Attachment... | e

COMPANY PROFILE

12345

DUNS Number
Tax Registration Number
Taxpayer ID

Country of Tax Registration

12-3456789

AN

MLGW

Step

Action

Click the Organization link.

Use the Organization page to define general supplier organization information.

Click the Address Book link.

Use the Address Book page to manage supplier addresses/locations.

Page 12
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Supplier Home  Orders Finance

Profile Management

Address Book

General

Company Profile Create | =+

Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

Copyright (c} 1

Address Name 4 Address Details Country Update Remove
Organization MEMPHIS 'ZJEGS‘QEIOSY.IE_E ?ngLi.aad‘] United States y, j Table Diagnostics
Ll RJE Testing r‘;;“[‘:;:g?;DL;ne United States 7 @
Contact Directory Diagnostic Console

2020, Oracle and/or its affiistes. Al rights reserved. | About this Page | Privacy Stalement

Training Guide

iSupplier Portal

Action

Click the Create button to add locations, addresses, branches, etc.

TST39 ISupplier EBS 12.2.9

Administration: Profile Management Address Book >

Create Address

* Indicates required field

BRIGHTER DAYS AND
Supplier Name NITES

* Address Name

Country United States
* Address Line 1
Address Line 2
Address Line 3
Address Line 4
* City/Town/Locality
County
State/Region
Province
* Postal Code

Address Purpose
+
Purpose

No results found.
Table Diagnostics

Note

Note

details about the address
out the change when changing address infon

Remove

iSupplier Portal mp LoggedIn As
Cance] Save
Supplier Number 14638
Phone Area Code
3| Phone Number
Fax Area Code
Fax Number
Email Address
4 Purchasing Address
4 Payment Address
RFQ Only Address
address. This. will be visible to ofher buye zation as well as o the supplier. Also, inciude brief
L v
Diaanostic Console
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Step

Action

10.

Click in the Address Name field.
|1'r Address Name |

11.

The Address Name defines the name of the ""City"" in which the Purchasing
Address or Payment Address corresponds.

Examples: If doing business with MLGW's Purchasing Department, an Address
Name will need to be entered. The Address Name in the example is Nashville.

Purchasing Address is the name of the city in which the business is physically
located.

Payment Address is the name of the city in which ""Payment™ for goods/services
should be sent.

If the Address Name (Name of City) is different for the purchasing address or
payment address, there should be an additional Address Name applied to the
record/account.

NOTE: If doing business with MLGW's Contract Department, the Address
Name will always be POR (Pay On Receipt). This enables faster payment of
invoices for contracts.

| * Address Name | |

12.

If needed, click the drop down and select the country of the address provided.

For this example, United States will be used.

13.

Click in the Address Line 1 field.
* Address Line 1 | ||

14.

Enter the desired information into the Address Line 1 field.
For this example, enter "6785 Royalty Way".

Enter additional information in the remaining Address Line fields 2-4.
|*Addre55 Line 1 | |

15.

Click in the City/Town/Locality field.
[* City/Town/Locality | |

16.

Enter the desired information into the City/Town/Locality field.

For this example, enter "Nashville".
|* City/Town/Locality | I

Page 14



Training Guide

AA

MLGW

Step Action

17. Click in the Postal Code field.
* Postal Code | ||

18. Enter the desired information into the Postal Code field.

For this example, enter "37865".

* N
Postal Code I |

19. You can enter additional address information, phone numbers, and/or fax numbers if
desired.

Click the Save button.
[Sove ]

20. Several addresses can be created as need by clicking the Create button again.

21. You have successfully completed the Managing Address Book topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@ MLGW.org.
End of Procedure.
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Adding Business Classifications

Suppliers can update and modify their business classification certifications.

In this topic, you will add business classifications to the supplier profile.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at
ServiceDesk@MLGW.org.

Procedure

The purpose of this topic is to show you how to add business classifications.

TST39 ISupplier EBS 12.2.9 Fo) mn Loggedin e

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

Worklist B
Favorites
Full List (11)
= R 11011 You have not selected any favorites. Please set up
T & owe 110 your favorites by clicking on Manage Favorites under
From Subject ¥ sent the Favorites button on top.
Kirby, Eleazar a:\‘\;m\,m FIASE QL IUWIEUYE IS W PaIICpaLs B RS 11OZ200 (UBIIU 49 40 o000
. Memphis Light Gas and Water Division - Standard Purchase Order MLGW Intranet Links
Moore, Te' 7025221 0 10-Jun-2021 .
MLGW Human Resources Policy Manual
Mitchell, Memphis Light Gas and Water Division - Standard Purchase Order
Camela 7026910 0° ’ e 27-May-2021 Labor Relations Bulletin
- v
Eslick, Memphis Light Gas and Water Division - Standard Purchase Order 26-Mav-2021 Memorandum of Understanding
MLGW Data Warehouse
& TIP Delegation Rules - Redirect or auto-respond to notifications
Table Diag: = MLGW Intranet Home Page
Oracle Data Owners Responsibility Report
Navigator MLGW Employee Separation Protocol

] iSupplier Portal Full Access Please select a responsibility
) Sourcing Supplier
AventX Print Xpress: 1.1.0/ Licensed for Print: False | Licensed for Preview: False / Enabled: False

Diagnostic Console

Copyright (c) 1998, 2020, Oracle andor its affiiates. All rights reserved

About this Page Privacy Statement

Step Action

1. Begin by navigating to the iSupplier Home page.

Click the iSupplier Portal Full Access link.
| ] Bupplier Portal Full -‘«cc-:—ss”

2. Use the iSupplier Home page to review and drill down to your notifcations,
purchase orders, and/or PO shipment information.
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TST39 ISupplier EBS 12.2.9 ‘0

iSupplier Portal Loggedn As

SupplierHome = Orders  Shipments Finance Administration
Search PO Number - Go
| Notifications TR
Full List « Agreements
Subject Date -~

« Purchase Orders
Reminder Ple: ige intent to participate in RFI 11 11-Jun-2021 13:41:00
Vater Division - Standard Purchase 10-Jun-2021 11.43:44

7 (TestRFP) 10-Jun-2021 10:18:48 SINPRSNES

+ Purchase History
Memphis Light

Closed Early: RFi

Acknowled Amendment 1 to RFI 1132234 08-Jun-2021 15:21:45 « Overdue Receipts r
Memphis Light r Division - Contract Purchase Receipts
Table Diagnostics « Receipts
+ Returns
+ On-Time Perfc e
({2 orders At A Glance i Perrmance
Invoices
Full List
« Invoices
PO Number Description Order Date P ;
7025221 10-Jun-2021 11:43:33 s
7025213 €1230 - Chiller 01-Jun-2021 11:03:58 « Payments
7025212 Blanket PO 27-May-2021 11:07:05
7025210 Unassigned PO 27-May-2021 10:16:17
7025209 Non catalog for WO 26-May-2021 14:01:58
Table Diagnostics

Diagnostic Console

Step Action

3. Click the Administration tab.

Administration

4, Use the Admin tab to manage supplier business profile information such as
addresses/locations, contacts, business classifications, products and services,
banking information, and payment and invoicing options.
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Supplier Home  Orders

Finance

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

General

Organization Name
Supplier Number

Alias

Parent Supplier Name
Parent Supplier Number

Attachments

Search

Note that the search is case insensitive
Title

} Show More Search Options

Add Attachment... | e

Seq Title Type . Description
1 w9 File
2 Certifications File
3 WEBE File
4 TMSDC File

Table Diagnostics

Category
From
Supplier
From
Supplier
From
Supplier
From
Supplier

DUNS Number
Tax Registration Number
TaxpayerID  45-0977974

Country of Tax Registration

Last Updated By Last Updated .. Usage .. Update Del
DLSINCLAIR@BDNLLC.COM 14-Sep-2017 One-Time B
DLSINCLAIR@BDNLLC.COM 08-Nov-2017 One-Time |
DLSINCLAIR@BONLLC.COM 14-Sep-2017 One-Time ‘
DLSINCLAIR@BONLLC.COM 14-Sep-2017 One-Time
v
Diagnostic Consc
>

AN

MLGW

Step

Action

Click the Business Classifications link.

|Business Classiﬁcalionsl

Use the Business Classification page to define any applicable business

classifications for the supplier. You should complete all certifications that apply.
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iSupplier Portal

Supplier Home  Orders Finance

Profile Management

Business Classifications

General
Cancel Sawvi
Company Profile
Organization Certification
Address Book [] 1 certify that | have reviewed the dassification below and they are current and accurate
Contact Directory Last Certified 17-Jun-2021 By Antionette McCracken
Business Classifications @ TIP Date format example: 17-Jun-2021
Pre 1-15 v} Next 15
Product & Services Classification . Applicable Minority Type Number Agency Date
Local Small a
Banking Details Business d
Payment & Invoicing Minorky Owned O ] fe
Women Owned [H] fe
Surveys 05 Alaskin Native B
Corporation O ]
Owned Firm
12 Local M
Government - -
1A Minority =
Institutions .
1B Tribally Owned .
Firm -
10 Small
Agricultural (m] ]
Cooperative v
20 Foreign Owned - =
< >
Step Action
7. Click the I certify that I have reviewed the classification below and they option
to allow Oracle to send an email to the company when certifications are about to

expire.

| certify that | have reviewed the dassification below and they are current and accurate |

8. Click the desired Classification option.

For this example, click the "Minority Owned" option.

| Minority Owned (| |
9. Click the Minority Type list.

|I\-‘iin0rity Owned ) | v| |
10. Click the desired Minority Type list item.

For this example, click "Black African American Female".
|Black African American Female |

11. Click in the Certificate Number field.
Minority Owned ] Black A American Female
12. Enter the desired information into the Certificate Number field.

For this example, enter "289876".

IMinority Owned W Black African American Female L | l
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Step

Action

13.

Tab to the Certifying Agency field.

Press [Tab].

14.

Enter the desired information into the Certifying Agency field.

For this example, enter "MMBC".

II\‘Iinority Owned M

Black African American Female L 289876 [ ] |

15.

Tab to the Expiration Date field.

Press [Tab].

16.

Click the Expiration Date LOV button.

IMinmity Ovmed &

Black African American Female [v]| 289876 MMBC

5]

TST39 ISupplier EBS 12.2.9

@ Logged In As.

iSupplier Portal

upplier Home  Orders Finance

Profile Management

Business Classifications

General

Cancel Save
Company Profile

Certification

Organization

Address Book [V 1 certify that | have reviewed the dassification below and they are current and accurate

Contact Direclory Last Certified 27-May-2021 By Antionette McCracken

@TIP le: 17-Jun-. 1
Business Clovellications | 2 1'F Date formt example: 17-Jun-202

us 1-150f75 |v| Next15 &
Product & Services

Classification .. Applicable Minority Type Number Agency Date

Local Small | =
Banking Details Business [ °
Payment & Invoicing Minority Owned 1~ Black African American Female [v] 289876 MMBC I

Women Owned O € June [v] 2021 v oy B
sy i Pk ative SUN MON TUE WED THU F: saT

Corporation O » 3

Oumed Firm N 1 2 3 4 5

12 Local s

Government - 6 7 8 9 0 1 12 .

1A Minority [

Institutions - 13 14 15 16 1% 19 P

18 Tribally Owned

Firm o 20 21 2 23 214 B » 4

10 Small 2

Agricultural (] x ® 23 X 1 2 g e

Cooperative v

20 Foreign Ovwned = i

< >

17.

Click the Year list.
2021 |

18.

Click the desired Year list item.

For this example, click "2023".
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T39 ISupplier EBS 12.2.9 isupplier Portal

m) Logged In As

Finance

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

Business Classifications

Certification

[ | certify that | have reviewed the dlassification below and they are current and accurate
Last Certified 27-May-2021 By Antionette McCracken

@ TIP Date format example: 17-Jun-2021

Training Guide

Cance] Save

vious 1-150f75 [¥] Next15 B

Classification - Applicable Minority Type Number Agency Date
Local Small 0 -
Business .
Minority Owned @  Black African American Female [v] 289876 __MMBC fo
Women Owned O < June  [v] 2023 ~ » B
05 Alaskin Native
Comporation o SUN MON TUE WED THU FRI saT £
|Owmed Fm % 2 30 3N 1 2 3
12 Local o L
Govemnment 4 5 6 7 8 9 10 I
1A Minority L
Institutions a mn o2 13 1w 15 16 7 P
1B Tribally Owned
Fim m} B 19 20 2 2 23 u P
10 Small
Agricultural o % 2% 7 8 9 3 1§
Cooperative v
20 Foreign Ovmed m Y
>

Step

Action

19.

June

Click the Month list.

v]

15

upplier Home  Orders

T39 ISupplier EBS 12.2.9

@) Logged In As

iSupplier Portal

Finance

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

Business Classifications

Cancel Save
Certification
[ | centify that | have reviewed the classification below and they are current and accurate
Last Certified 27-May-2021 By Antionette McCracken
@ TIP Date format example: 17-Jun-2021
Previous 1-150f75 [¥] Next 15 B
Classification . Applicable Minority Type Number ying Agency Date
Local Small o January =
Business February .
- - March
Minority Owned 1) Black African American Female  [v| 289876 Apiil fo
May 3
Women Ovned o < POCEEEEN 202 [v] > P
July
gi“af;}g“"“""e O SUN | August IWWED THU FRI SaT |
Owrregd Firm September o
28 |October N1 2 3
12 Local o November 3
Government 4 Decembar 7 8 9 10
1A Minority _] Choose month L
Institutions a o123 14 15 16
1B Tribally Owned
Fim (] 1B 19 20 21 2 23 24 P#
1D Small
Agricultural ] #» % a8 30 1 3
Cooperative v
20 Foreign Ovmed O -
>
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Step

Action

20.

Click the desired Month list item.

For this example, click "November".

TST39 ISupplier EBS 12.2.9

upplier Home ~ Orders

Finance

Profile Management

General

Company Profile
Organization
Address Book
Contact Directory
Business Classifications
Product & Services
Banking Details
Payment & Invoicing

Surveys

iSupplier Portal

Business Classifications

Certification

mn Logged In As

[/ 1 certify that | have reviewed the classification below and they are current and accurate

Last Certified 27-May-2021 By Antionette McCracken

@ TIP Date format example: 17-Jun-2021

Classification
Local Small
Business
Minority Owned
Women Owned

05 Alaskin Native
Corporation
Owmed Firm

12 Local
Government

14 Minority
Institutions

18 Tribally Owned
Firm

1D Small
Agricultural
Cooperative

o
i~
O

(]

Applicable Minority Type

Black African American Female

hitps://tsuppliers122.migw.org/OA_HTML/cabo/jsps/ajsp?_t=cdtdatePickerOpeninPopup=... |

Number

Cancel Save

us 1-150f75 [v] Next15 ®
Date

[~] 289876

MMBC

€ November [v] 2023

Agency

SUN MON TUE WED THU

29 30 n
5 3 7
12 13 14
19 2 2
% 21 8

1
8

2

9 10

16
23
30

Step

Action

21.

Select the desired Date link.

For the example, click "10".

22.

If there are other business classifications that apply to the company, they can be
entered as well.

23.

Save

Click the Save button.

24,

You have successfully completed the Adding Business Classifications topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@MLGW.org.
End of Procedure.
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Adding Products (NIGP) Codes

Supplier can add and remove NIGP codes within their supplier profile.

In this topic, you will add a product code to a supplier.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at
ServiceDesk@mlgw.org (mailto:ServiceDesk@mlgw.org).

Procedure

The purpose of this topic is to show you how to add product codes.

Copyright (c) 1998, 2020, Oracle andor its affiiates. All rights reserved

TST39 ISupplier EBS 12.2.9 Foy ED T o [0}

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

Worklist

Favorites
Full List (11)
= R 11011 You have not selected any favorites. Please set up
T & owe 110 your favorites by clicking on Manage Favorites under
From Subject ¥ sent the Favorites button on top.
Kirby, Eleazar a:\‘\;m\,m FIASE QL IUWIEUYE IS W PaIICpaLs B RS 11OZ200 (UBIIU 49 40 o000
. Memphis Light Gas and Water Division - Standard Purchase Order MLGW Intranet Links
Moore, Te' 7025221 0 10-Jun-2021 .
MLGW Human Resources Policy Manual
Mitchell, Memphis Light Gas and Water Division - Standard Purchase Order
Camela 7026910 0° ’ e 27-May-2021 Labor Relations Bulletin
- v
Eslick, Memphis Light Gas and Water Division - Standard Purchase Order 26-Mav-2021 Memorandum of Understanding

~ MLGW Data Warehouse
& TIP Delegation Rules - Redirect or auto-respond to notifications

MLGW
Table Diagnostics ALGW Intranet Home Page

Oracle Data Ovmers Responsibility Report

R MLGW Employee Separation Protocol
Navigator ' e ?

] iSupplier Portal Full Access Please select a responsibility
) Sourcing Supplier
AventX Print Xpress: 1.1.0/ Licensed for Print: False | Licensed for Preview: False / Enabled: False

Diagnostic Console

About this Page

Privacy Statement

Step

Action

Begin by navigating to the iSupplier Home page.

Click the iSupplier Portal Full Access link.
| ] Bupplier Portal Full -‘«cc-:—ss”

Use the iSupplier Home page to review and drill down to your notifcations,
purchase orders, and/or PO shipment information.
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TST39 ISupplier EBS 12.2.9

Supplier Home = Orders Shipments Finance Administration

Search PO Number = Go

| Notifications

Subject
Reminder: Plea

edge intent to participate in RFI 1132
ater Division - Standard Purchase Or
Test RFP)

mendment 1 10 RFI 1132234 (Test R

Memphis Light
Closed Early: Ri
Acknowled
Memphis L
Table Diagnostics

Division - Contract Purchase Agrs

1 orders At A Glance

PO Number Description
7025221

7025213 C1230-Chiller
7025212 Blanket PO
7025210 Unassigned PO
7025209 Non catalog for WO
Table Diagnostics

iSupplier Portal

Full List
Date -
11-Jun-2021 13:41:00
10-Jun-2021 11:43:44
10-Jun-2021 10:18:45
08-Jun-2021 15:21:45
01-Jun-2021 11:04:26

Full List

Order Date

10-Jun-2021 11:43:33
01-Jun-2021 11:03:58
27-May-2021 11:07:05
27-May-2021 10:16:17
26-May-2021 14:01:58

(1]
I Loggedin As

Orders

« Agreements

« Purchase Orders
« Purchase History
Shipments

« Overdue Receipts
Receipts

+ Receipts

* Retumns

« On-Time Performance
Invoices

« Invoices
Payments

« Payments

Diagnostic Console

AN

MLGW

Action

3. Click the Administration tab.

Administration

4, Use the Admin tab to manage supplier business profile information such as
addresses/locations, contacts, business classifications, products and services,
banking information, and payment and invoicing options.
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Supplier Home  Orders Finance

Profile Management

General General
Organization Name DUNS Number
Company Profie Supplier Number Tax Registration Number
Organization Alias TaxpayerID  45-0977974
Parent Supplier Name Country of Tax Registration
Address Book Parent Supplier Number
Contact Directory Attachments
Business Classifications  Sgarch
Product & Services Note that the search is case insensitive
Title Go

Banking Detai
NG Beas } Show More Search Options

Payment & Invoicing
Add Attachment... | s

S
e Seq . Title Type - Description . Category .~ Last Updated By Last Updated . Usage - Update Del
v ; Fi ’

1 w9 File SL‘;J';‘M DLSINCLAIR@BDNLLC.COM 14-Sep-2017 One-Time B

2 Certifications File EL;';‘"E[ DLSINCLAIR@BONLLC.COM 08-Nov-2017 OneTime

3 WBE File From DLSINCLAIR@BDNLLC COM 14-Sep-2017 One-Time 4 i

Supplier - i

4 TMSDC  File g:l‘;';‘"m DLSINCLAIR@BDNLLC.COM 14-Sep-2017 OneTime »

Table Diagnostics

v
Diagnostic Consc
>

Step Action

5. Click the Product & Services link.

Fr v

6. Use the Products and Services page to define specific products and services that
the supplier can supply.

Page 25



Training Guide

-~

MI_GW

TST39 ISupplier EBS 12.2.9

iSupplier Portal

@) Logged In As

AN

MLGW

Copyright (c) 1998, 2020, Oracle andior its affiiates. All ights reserved. | About this Page | Privacy Stalement

Supplier Home  Orders Finance
Profile Management
General Products and Services
Company Profile
Organization Remove Add Previous 1-10 [v] Next 10 B
[] Code Products and Services Date Added Approval Status View Sub-Category
Address Book
[ 91468 PLUMBING 15-Sep-2017 Approved
Contact Directory [ 91461 PAINTING AND WALLPAPERING 15-Sep-2017 Approved
Business Classifications ] 91479  STRUCTURAL AND REINFORCEMENT STEEL 15-Sep-2017 Approved

[[] 40034 CASTINGS, FERROUS AND NON-FERROUS ALLOY 15-Sep-2017 Approved

Product & Services
[] 15000 BUILDER'S SUPPLIES 15-Sep-2017 Approved
Banking Details [] 91438 ELECTRICAL

[ 20400 COMPUTER HARDWARE AND PERIPHERALS FOR
MICROCOMPUTERS

[ 20600 COMPUTER HARDWARE AND PERIPHERALS FOR MINI AND
MAIN FRAME COMPUTERS

22FO0T

] 28500 ELECTRICAL EQUIPMENT AND SUPPLIES (EXCEPT CABLE
AND WIRE)

Remove  Add

15-Sep-2017 Approved

Payment & Invoicing 15-Sep-2017 Approved

Surveys 15-Sep-2017 Approved

O for 15-Sep-2017 Approved
15-Sep-2017 Approved
us 1-10 [v] Next 10 B
Table Diagnostics
Diagnostic Console

Step

Action

To add a new product code,

Click the Add button.
Add

You can search through the available product and services by using the navigation
links or you can use the search option to narrow your results.

Click the Search for Specific Product & Service option.
I:I Search for Specific Product & Service

10.

On this page, search by the desired product and/or service option(s). Search can be
done by code or description.

11.

Click in the Description field.
Description I I

12.

Enter the desired information into the Description field.

For this example, enter "Furniture".
|Des::riptjnn I |

13.

Click the Go button.
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Step Action

14. Multiple options can be selected if applicable.

For this example,click the FURNITURE, LIBRARY option.

[ o Ueany ]

15. Click the Apply button.
16. Click the Return to Products and Services link.
Ehlrn io Products and i:’
17. You have successfully completed the Adding Products (NIGP) Codes topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@MLGW.org.
End of Procedure.
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Managing Banking Details

Suppliers can add and modify bank account details within the iSupplier Portal to receive payment
via ACH.

In the topic, you will add bank account information.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at
ServiceDesk@MLGW.org (mailto:ServiceDesk@ MLGW.org).

Procedure

The purpose of this topic is to show you how to add bank account information.

TST39 ISupplier EBS 12.2.9 Fo) mn Loggedin e

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

Worklist B
Favorites
Full List (11)
= R 11011 You have not selected any favorites. Please set up
T & owe 110 your favorites by clicking on Manage Favorites under
From Subject ¥ sent the Favorites button on top.
Kirby, Eleazar a:\‘\;m\,m FIASE QL IUWIEUYE IS W PaIICpaLs B RS 11OZ200 (UBIIU 49 40 o000
. Memphis Light Gas and Water Division - Standard Purchase Order MLGW Intranet Links
Moore, Te' 7025221 0 10-Jun-2021 .
MLGW Human Resources Policy Manual
Mitchell, Memphis Light Gas and Water Division - Standard Purchase Order
Camela 7026910 0° ’ e 27-May-2021 Labor Relations Bulletin
- v
Eslick, Memphis Light Gas and Water Division - Standard Purchase Order 26-Mav-2021 Memorandum of Understanding

~ MLGW Data Warehouse
& TIP Delegation Rules - Redirect or auto-respond to notifications

MLGW
Table Diagnostics ALGW Intranet Home Page
Oracle Data Owners Responsibility Report
i MLGW Employee Separation Protocol
Navigator v ploye pi
] iSupplier Portal Full Access Please select a responsibility

) Sourcing Supplier
AventX Print Xpress: 1.1.0/ Licensed for Print: False / Licensed for Preview: False / Enabled: False

Diagnostic Console

Copyright (c) 1998, 2020, Oracle andor its affiiates. All rights reserved About this Page

Privacy Statement

Step Action

1. Begin by navigating to the iSupplier Home page.

Click the iSupplier Portal Full Access link.
[ 1 Bupplier Portal Full Access”
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Step Action

2. Use the iSupplier Home page to review and drill down to your notifcations,
purchase orders, and/or PO shipment information.

TST39 ISupplier EBS 12.2.9

iSupplier Portal ‘0 Loggedn As

Supplier Home = Orders Shipments Finance Administration
Search PO Number - Go
Notifications Orders
Full List « Agreements
Subject Date - « Purchase Orders
R de F111 -Jun-; 41
eminder e intent to participate in R 11-Jun-2021 13:41:00  Purchase History

Memphis ion - Standard Purchase 10-Jun-2021 11:43:44 .
ClosedE SURFP) 10-Jun-2021 10:18:45 SIpSTIte
Acknowles mendment 1 to RF 11322 08-Jun-2021 15:21:45 « Overdue Receipts
Memphis Division - Contract Purcha: nt7025213,0  01-Jun-2021 11:04:26 Receipts
Table Diagnostics Receipts

* Returns

« On-Time Perlc e
I_L Orders At A Glance friime Peromance

Invoices

Full List

« Invoices
PO Number Description Order Date B .
7025221 10-Jun-2021 11:4333 s
7025213 €1230 - Chiller 01-Jun-2021 11:03:58 + Payments
7025212 Blanket PO 27-May-2021 11:07:05
7025210 Unassigned PO 27-May-2021 10:16:17
7025209 Non catalog for WO 26-May-2021 14:01:58

Table Diagnostics

Diagnostic Console

Step Action

3. Click the Administration tab.

Administration

4, Use the Admin tab to manage supplier business profile information such as
addresses/locations, contacts, business classifications, products and services,
banking information, and payment and invoicing options.
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Supplier Home  Orders

Finance

Profile Management

General

General

Organization Name DUNS Number
Company Profie Supplier Number Tax Registration Number
Organization Alias TaxpayerID  45-0977974
Parent Supplier Name Country of Tax Registration
Address Book Parent Supplier Number
Contact Directory Attachments
Business Classifications  §earch
Product & Services Note that the search is case insensitive
Title Go
Banking Detai
aning Betars B Show More Search Options
Payment & Invoicing
Add Attachment... | s
S
e Seq . Title Type - Description . Category .~ Last Updated By Last Updated . Usage - Update Del
v ; Fi "
1 w9 File SL‘;J';‘M DLSINCLAIR@BDNLLC.COM 14-Sep-2017 One-Time i
2 Certifications File EL;';‘"E[ DLSINCLAIR@BONLLC.COM 08-Nov-2017 One-Time £
3 WBE File From DLSINCLAIR@BDNLLC COM 14-Sep-2017 One-Time £
Supplier s
4 TMSDC  File g:l‘;';‘"m DLSINCLAIR@BONLLC.COM 14-Sep-2017 One-Time
Table Diagnostics
v
Diagnostic Consc
< >

AN

MLGW

Step

Action

Click the Banking Details link.

Banking Details

Use the Banking Details page to define bank account information. More than one

bank account can be added.

Page 30



Training Guide

AA

MLGW

FYS TST39 ISupplier EBS 12.2.9

MI_GW

Supplier Home ~ Orders Finance

Profile Management

Banking Details

General
View General Accounts[v| | Go
Company Profile
o @ TIP Date format example: 17-Jun-2021
Organization Attention! By Entering Banking Details including Bank Routing and Account number you are approving MLGW to activate paying you by ACH (Aul
Banking Details have been entered you will continue to be paid by paper check
Address Book Add | [Create
Contact Directory Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Dec|

| 2 HOOOCKXXXK 1401 SunTrust 10-Feb-2021 Y g 1
Business Classifications Table Diagnostics
Product & Services Table Diagnostics
Table Diagnostics
Banking Details
Payment & Invaicing

Surveys

Copyright (c) 1998, 2020, Oracle andlor ts affiiates. All ights reserved. | About this Page | Privacy Statement

Step Action

7. Click the Create button.

8. The Create Bank Account page is where you, the supplier, will enter the banking
information.
9. If the account is not in the United States, click the Country dropdown and select

More... to search for the desired country.

10. Search for a bank using the Exisitng Bank option.

Click the Existing Bank option.

(] Esing Bk

11. Click the Search: Bank Name button.
|Bank Mame 1

12. Click the Go button.

13. This will display all banks within the system.

14. For this example, we will select US Bank.

Click the Next 10 link.

EEE |
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Step

Action

15.

Click the Quick Select button.

||z| US Bank |

16.

If your bank is not listed, select the New Bank option to manually enter the correct
information.

17.

Click the Existing Branch option.
||:| Existing Branch

18.

Click the Search for Branch Name button.

Branch Name I:I

= {:N TST39 ISupplier EBS 12.2.9  isupplier Portal @D Loggedin As

Administration: Profile Management: Banking Details >
Create Bank Account Cancel Save
* Indicates required field

* Country

[+ Account is used for foreign payments

Search and Select: Branch Name x
Bank

Search
O New
= 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.
® Bdiq
Search By Branch Name [v] Go
Results

Select Quick Select Branch Name Branch Number Bank Name Bank Number BIC Branch Type
P Show No search
conducted.
About this Page
Bank Ac Cancel Select

Check Digits Currency _
IBAN Account Status  New

P Show Account Details

Comments

Note to Buyer

Diagnostic Console

Step

Action

19.

Click the Go button to view all of the locations provided by "US Bank".
Go

20.

Click the desired Quick Select button for the location of your bank.

For this example, click the Quick Select button for "US Bank".
*

21.

The Bank Account section is where tthe bank account information is entered.
Account Number is required.
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Fvs TST39 ISupplier EBS 12.2.9  isupplier Portal mp VP

MI_GW

Administration: Profile Management: Banking Details >
Create Bank Account Cance] Save
* |ndicates required field

* Country [United States v|
¥ Account is used for foreign payments

cunt definibon must include bank and branch information

Bank Branch

O New Bank () New Branch
(@ Existing Bank @ Existing Branch
Bank Name US Bank Q Branch Name US Bank Q
Bank Number 091000022 Routing Number 091000022
Tax Payer ID BIC
B Show Bank Details Branch Type ABA v
p Show Branch Details

Account Number Account Name
Check Digits Currency

IBAN Account Status  New

Bank Account

B Show Account Details
Comments

Note to Buyer

Diagnostic Console

Step Action

22. Click in the Account Number field.
| Account Number | ||

23. Enter the desired information into the Account Number field.

For this example, enter "1234567890".
|Acc0unt Number || |

24. To prvide additional bank account information,

Click the Select to show information button.
| B Show Account Details |

25. Click the Save button.

26. Your account is sent for approval. Once the account is approved, ACH method is
select for payment.

217. You have successfully completed the Managing Banking Details topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@ MLGW.org.
End of Procedure.
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Submitting a Quote & PO Change Request

In this section you will learn:

e How to submit a quote
e Submit a PO Change request

Page 34



AN

MLGW

Viewing & Submitting a Request for Quotes "RFQ"

Training Guide

Once a supplier receives an invitation to participate in the negotiation, they can submit a

quote/bid for items listed in the Approved Product List (APL).

In this topic, you will view a RFQ and submit a quote/bid.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at

ServiceDesk@ MLGW.org.

Procedure

The purpose of this topic is to show you how to view request for quotes "RFQ" and submit a

guote/bid.

39 li 229
TST39 ISupplier EBS 12.2.€ & mn Logoedine

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

Worklist

. MLGW Data Warehouse
& TIP Delegation Rules - Redirect or auto-respond to nofifications
MLGW Intranet Home Page

| Soureing Supplier
AventX Print Xpress: 1.1.0 / Licensed for Print: False / Licensed for Preview: False / Enabled: False

Copyright (c) 1998, 2020, Oracle andor its affiiates. Allfights reserved

Favorites
Full List (1)
= Rows 110 11 You have not selected any favorites. Please set up
T & s 1ito your faverites by dicking on Manage Favorites under
From Subject ¥ Sent the Favorites button on top.
K.th Eleazar ;ﬁr"nmci'f Hiease acknowledge intent to paricipate in Rl 1132238 (Uemo 11-Jun-2021
Meanohis Light Gas and Vier D Standard Purchase Ord HLewinact tnks
. Memphis Light Gas and Water Division - Standard Purchase Order e
Moore, Te 7025221, 0 10-hun-2021 MLGW Human Resources Policy Manual
Mitchell, Memphis Light Gas and Water Division - Standard Purchase Order ) ' .
Camela 7025210, 0 27-May-2021 v Labor Relations Bulletin
Eslick. Memphis Light Gas and Water Division - Standard Purchase Order AE Mloe N1 Memorandum of Understanding

Table Diagnostics
Oracle Data Ovmers Responsibility Report
. MLGW Employee Separation Protocol
Navigator g P
] iSupplier Portal Full Access Please select a responsioility.

Diagnostic Console

About this Page Privacy Statement

Step Action

1. Begin by navigating to the Negotiations page.

Click the Sourcing Supplier link.

[Sourcing Supplicf
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Step

Action

Click the Sourcing Home Page link.
Sourcing Home Pagel

Use the Negotiations page to view your negotiation responses and respond to RFQ
invitations.

Yy TST39 ISupplier EBS 12.2.9 . mﬂ
E MLGW Sourcing Logged In As
Negotiations
Search Open Negotiations Tie  [v] Go
Welcome, Antionette McCracken.
Your Active and Draft Responses
Press Full List to view all your company’s responses. Full List
F& o
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left l
1383724 Active MEMPHIS 1132231 34-0477 RFQ 9 days 7 hours
1385723 Active 1133232 Demo RFP RFI 14 days 8 hours
1385725 (4 Draft 1132234 Test RFI RFI 45 days 3 hours.
1371721 Active MEMPHIS 1102228-2 5063299 RB/AM RFQ 0 seconds
1381726 Active MEMPHIS 1117230 Store Room Material RFQ 0 seconds
< >
2 Negotiation has been amended and requires your action to be considered for award.
Table Diagnostics
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Type Time Left
1132238 Demo RFI RFI 14 days 5 hours
11322341 Test RFI RFI 45 days 3 hours
1133236 PE PIPE RFQ 46 days 4 hours
v
< >

Click the desired Negotiation Number link under Your Company's Open
Invitations section.

For this example, click "1133236".
Click the object.

1133236
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IE‘ TST39 ISupplier EBS 12.2.9 T @B ey

Negotiations

Negotiations
Terms and Conditions Cance] »

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

Please Note: The access and use of this system is proprietary to Memphis Light Gas and Water and its authorized users
The use of and information contained in this system is privileged and confidential, protected from disclosure, and /or only
for the use of the individual or entity named above. The reading or further dissemination of information contained herein
may be a violation of federal law if done by anyone other than the intended recipient. You are hereby notified that any
disclosure, copying or other dissemination of this communication is strictly prohibited. If you received this communication
in error please immediately reply to the sender, delete the message and destroy all copies of it

Thank You

Attachments

Ean Fien  muma imes §nme iimsiaens O mmeiimstmenm  bimama Bimcoen  ntsen

Step Action

5. Review the Terms and Conditions then scroll down the page.

Click the Vertical scrollbar.

6. Click the I have read and accepted the terms and conditions option.

Note: Agreeing to the Terms and Conditions, only pertains to using Oracle Sourcing
application.

"EI | have read and accepted the terms and conditions

7. Click the Accept button.

8. Use the RFQ page to review the RFQ header details, line details, controls, and
contract terms.

9. The Header tab displays various information in regards to the overall bid.

10. Scroll down to view additional RFQ header details.

Click the Vertical scrollbar.

11. Scroll back to the top the page.

Click the Vertical scrollbar.
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Step Action
12. Click the Lines tab.
13. Click the desired Line link (blue colored) to view the line details.
For this example, click "TUBING 5/8"OD POLYETHYL...".
TUBING 5/8"0D
POLYETHYL...
14. The approved products listed are the products MLGW has approved for purchase.
MLGW can only purchase what is listed as approved.
15. Click the Long Description link.
|Long Description|
16. This is the long description of the item being requested to purchase.
17. Click the Close Popup button.
18. Click the Return to RFQ: 1133236 link.
Return to RFQ: 1133236
19. In order to provide a bid, you have to Acknowledge Participation first.
Click the Go button.
20. Click in the Note to Buyer field.
21. Enter the desired information into the Note to Buyer field.
For this example, enter "I will quote.".
22. Click the Apply button.
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Negotiations

Negotiations >

RFQ: 1133236

Sourcing

Title PEPIPE
Status  Active
Time Left 46 days 4 hours

Header Lines Controls Contract Terms

Buyer
Quote Style
Description

Terms

Effective End Date
Bill-To Address

Ship-To Address

FOB

Total Agreement Amount

Currency

Kirby, Eleazar
Blind

AB01 David F Hansen Admin Bldg
NC03 SR 85 Ship Receive

RFQ Currency USD

Requirements

Details Section

Training Guide

ED Logged In As

Actions Acknowledge Participation|v |

Open Date  16-Jun-2021 07:44:17
Close Date  01-Aug-2021 12:39:32

Outcome Blanket Purchase Agreement
Event

Minimum Release Amount
Payment Terms  UPON RECEIPT

Carrier

Freight Terms

Price Precision Any

Go

Step

Action

23.

To create a quote, click on the Actions drop down menu.

Click the object.

Actions Acknowledge Participationl
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Sourcing

Negotiations

Negotiations >

RFQ: 1133236

Title PE PIPE
Status  Active
Time Left 46 days 4 hours

Header Lines Controls Contract Terms

Buyer Kirby, Eleazar
Quote Style Blind
Description

Terms

Effective End Date
Bill-To Address AB01 David F Hansen Admin Bidg
Ship-To Address NC03 SR 85 Ship Receive
FOB
Total Agreement Amount

Currency
RFQ Currency USD

Requirements

Details Section

@D Logged In As

Actions

Or
Open Date |
Close Date

Printable View

Export to Spreadsheet

Outcome Blanket Purchase Agreement
Event

Minimum Release Amount
Payment Terms  UPON RECEIPT

Carrier

Freight Terms

Price Precision Any

AN

MLGW

Step

Action

24,

Click the Create Quote list item.
| Create Uuote |

25.

Click the Go button.

26.

Use the Create Quote page to define header and line details for your quote.

27.

You can select how long the quote provided is valid.

Click the Quote Valid Until LOV button.

|Du0te Valid Until (716-Jun-2027 19:45:00) fe

28.

The Quote Valid Until date must be later than the close date. If an invalid date is

given, Oracle will prompt you to provide a correct date.

Click the Choose month list.

29.

Click the desired Month list item.

For this example, click "October™.
Click the October list item.

Page 40



AA

MLGW

Training Guide

Step

Action

30.

Click the desired Date link.

For this example, click "26".
Click the 26 link.

31.

Click in the Reference Number field.
| Reference Numberl I

32.

Enter the desired information into the Reference Number field.

For this example, enter "MLGW #2 Pipe Bid".
| Reference Numherl I

33.

Click in the Note to Buyer field.
| Note to Buyer | ”

34.

Enter the desired information into the Note to Buyer field.

For this example, enter "'l can make delivery.".
|Note to Buyer I I

35.

Click the Save Draft button.

|§| TST39 ISupplier EBS 12.2.9 o

Negotiations

Negotiations > RFQ: 1133236 >
= Confirmation

Quote 1385726 for RFQ 1133236 (PE PIPE) has been saved as a draft

Create Quote: 1385726 (RFQ 1133236) Cancel ViewRFQ Quote By Spreadsheet Save Draft Continue

TMs PEFRE Time Left 46 days 4 hours
Close Date 01-Aug-2021 12:39:32

Header  Lines

Supplier Company Name Quote Valid Until  26-Oct-2021 132053 [
RFQ Currency  USD Reference Number  MLGW #2 Pipe Bid
Quote Currency  USD Note to Buyer | can make delivery.
Price Precision  Any
Attachments
Add Attachment....
seq Title Type Description Category  Last Updated By Last Updated Usage  Update

No results found

Table Diagnostics

Diagnostic Console

Delete
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Step Action
36. Click the Lines tab.
Lines
|§| TST39 ISupplier EBS 12.2.9 e
g?t::::soug:;: |1‘:};;;726 (RFQ 1133236) Cancel ViewRFQ Quote By Spreadsheet  Save Draft Continue
Line Start Price Target Price Quote Price Unit Estimated Quantity Estimated Total Amount Target Minimum Release Amount
H:EHNE; 5/8°00 POL Foot 156,000
Table Diagnostics
<
Step Action
37. Click the desired Line link (blue colored) to see the line details.
For this example, click "TUBING 5/8"OD POL...".
[1 TUBING 5/8"0D POL _ |
38. MLGW can only purchase products that are listed on the Approved Products List
(APL). The list is found under MFG and Attachments.
39. Highlight and copy the APL product you are quoting.
For this example, press the left mouse button and drag the mouse to select "PERF
PIPE 1056745".
|PERF PIPE 1056745 |
40. Release the mouse button.

| PERF PIPE 1056744
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Step Action

41. Right-click the highlighted Text.

For this example, right-click "PERF PIPE 1056745".

PERF PIPE 105674¢|

Ig] M‘l.‘\ TST39 ISupplier EBS 12.2.9 o Iﬁ) | e

Negotiations

Line: 1 (RFQ 1133236)

Currency USD

Item 0506304 Price Precision Any

Rev

Description TUBING 5/80D POLYETHYLENE IN 500° COIL GAS ; TUBING, 172" CTS
(5/8" OD), .090" WALL, PE4710-PE100/(PE3408), POLY- ETHYLENE GAS,
TUBING TO BE FURNISHED IN 500' COILS, TUBING SHALL BE IN
ACCORDANCE WITH MLGW SPECIFICATION #50-3408 "SPECIFICATION
FOR POLYETHYLENE GAS PIPE" DATED 02/01/2019.

Category PIPE POLYETHYLENE
Shopping Category

Unit of Measure  Foot
Estimated Quantity 156,000

Start Price
Target Price

Minimum Release Amount

MFG and Attachments

MFG: DURA-LINE 10000018
DURALINE DURA-LINE, 10003391
PERF PIPE 1056748

Cut

Seq - Title - Category LastUpdated By .. Last Updated Usage Update Delete
Coy
1 Long Description . ‘:" ToSupplier  A0G5592 19-Mar-2019 One-Time
aste
Table Diagnestics Select all
Print...
" Diagnostic Console
Print preview...

Return to Previous Page
v Send to OneMote

Copyright (c) 1998, 2020, Oracle andior its affiiates. Al rights reserved. | About this Page | Privacy Stalement

Step Action

42. Click the Copy list item.
Copy
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TST39 ISupplier EB512.2.9 [ @) Y

Negotiations

Line: 1 (RFQ 1133236)

Currency USD
Price Precision Any
Start Price

Item 0506304
Rev
Description  TUBING 580D POLYETHYLENE IN 500' COIL GAS ; TUBING, 12" CTS Target Price
(5/8" OD), .090" WALL, PE4710-PE100/(PE3408), POLY- ETHYLENE GAS,
TUBING TO BE FURNISHED IN 500' COILS, TUBING SHALL BE IN
ACCORDANCE WITH MLGW SPECIFICATION #50-3408 "SPECIFICATION
FOR POLYETHYLENE GAS PIPE™ DATED 02/01/2019.

Category PIPE POLYETHYLENE.
Shopping Category
Unit of Measure  Foot
Estimated Quantity 156,000

Minimum Release Amount

MFG and Attachments

MFG: DURA-LINE 10000018
DURA-LINE DURA-LINE, 10003391
PERF PIPE 1056745

seq .~ Titie Type ~.  Description Category Last Updated By Last Updated . Usage . Update Delete
10 Long Description  Short Text To Supplier A065592 19-Mar-2019 One-Time
Table Diagnostics

Diagnostic Console

Retum to Previous Page

Step

Action

43.

Click the Return to Previous Page link.
Retum to Previous Page]

44,

If the Update icon is not shown, click the scrollbar to scroll right.

45.

Click the Update button for the line that you just viewed.
Click the Update button.

46.

Click in the Quote Price field.
|Qul:rte Price | ||

47.

Enter the desired information into the Quote Price field.

For this example, enter ".12".
|Qul:rte Price [

48.

Click in the Note to Buyer field.

Note to Buyer

49.

Enter the desired information into the Note to Buyer field.

For this example, enter "Quoting:".

Note to Buyer
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Step Action

50. Right-click in the Note to Buyer field.

Note to Buyer | Quoting:

FYs TST39 ISupplier EBS 12.2.9
M GW

Sourcing

Negotiations

Create Quote 1385726: Line 1 (RFQ 1133236) Cance] SaveDraft Apply

Description  TUBING 5/8°0D POLYETHYLENE IN 500° Close Date 01-Aug-202112:39:32
COIL GAS ; TUBING, 172" CTS (5/8" OD)
090" WALL, PE4T10-PE100/(PE3408), POLY- Quote Currency - USD
ETHYLENE GAS, TUBING TO BE Estimated Total Amount
FURNISHED IN 500° COILS, TUBING SHALL ini
BE IN ACCORDANCE WITH MLGW Target Minimum Release Amount
SPECIFICATION #50-3408 "SPECIFICATION Quote Minimum Release Amount
FOR POLYETHYLENE GAS PIPE” DATED
020112019

Unit Foot
Start Price
Target Price
Quote Price 0.12
Estimated Quantity 156,000

Notes
Note to Buyer Quoting:
Undo

Cut

Attachments

Copy
Add Attachment... ;““
elete
seq Title. Category  Last Updated By Last Updated Usage  Update Delete
No results found Send to OneNote
Table Diagnostics Select all

Diagnostic Console

Step Action

51. Click the Paste list item.
Paste
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Sourcing

Negotiations

Create Quote 1385726: Line 1 (RFQ 1133236)

Description TUBING 5/8"0D POLYETHYLENE IN 500°
COIL GAS ; TUBING, 172" CTS (5/8" OD)
090" WALL, PE4710-PE100/(PE3408), POLY-
ETHYLENE GAS, TUBING TO BE
FURNISHED IN 500° COILS, TUBING SHALL
BE IN ACCORDANCE WITH MLGW
SPECIFICATION #50-3408 "SPECIFICATION
FOR POLYETHYLENE GAS PIPE™ DATED

02/01/2019.
Unit  Foot
Start Price
Target Price
Quote Price 0.12

Estimated Quantity 156,000

Notes

Note to Buyer Quoting: PERF PIPE 1056745

Attachments

Add Attachment....
Seq Title Type Description
No results found.

Table Diagnostics

Category  Last Updated By

@ Logged In As

Cance|

Save Draft  Apply

Close Date 01-Aug-202112:39:32

Quote Currency USD

Estimated Total Amount
Target Minimum Release Amount
Quote Minimum Release Amount

Last Updated Usage

Update  Delete

Diagnostic Console

AN

MLGW

Step

Action

52.

Click the Add Attachment... button.
| Add Attachment... |

53.

Click the Attachment Type list.

Attachment Type _@I
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JECRE ier EBS 12.2.9
IE‘ r.f(;fv TST39 ISupplier EBS 12.2.6 e mﬂ Logged n s

Negotiations

Create Quote 1385726: Line 1 (RFQ 1133236) Cance] SaveDraft Apply

Description TUBING 5/8"0D POLYETHYLENE IN 500" Close Date 01-Aug-202112:39.32
COIL GAS ; TUBING, 112" CTS (5/8" OD),
090" WALL, PE4T10-PE100/(PE3408), POLY- LTy UEY
ETHYLENE GAS, TUBING TO BE Estimated Total Amount

FURNISHED IN 500° COILS, TUBING SHALL Gk

R GO D E T e Target H!n:mum Release Amount
SPECIFICATION #50-3408 "SPECIFICATION Quote Minimum Release Amount
FOR POLYETHYLENE GAS PIPE" DATED

02/01/2019.

Unit Foot

Add Attachment [x]

Attachment Type

Title | Short Text

Note: Description | Long Text
Note Category From Supplier
*File Browse
Atta Cancel Add Another  Apply
Add Attachment...
Seq Tite Type Description Category  Last Updated By Last Updated Usage  Update Delete
No results found.
Table Diagnostics

Step Action

54, Click the Short Text list item.

e

39 ISupplier EBS 12.2.9
39 ISupplier EBS 12.2.9 Sourcing @D Logged In As

Negotiations

Create Quote 1385726: Line 1 (RFQ 1133236) Cance] SaveDraft Apply

Description TUBING 5/8"0D POLYETHYLENE IN 500" Close Date 01-Aug-202112:39.32
COIL GAS ; TUBING, 112" CTS (5/8" OD),
1090° WALL, PE4T10-PE100/(PE3408), POLY- R

ETHYLENE GAS, TUBING TO BE
FURNISHED IN 500° COILS, TUBING SHALL
BE IN ACCORDANCE WITH MLGW

Add Attachment

Estimated Total Amount
Target Minimum Release Amount
Quote Minimum Release Amount

Attachment Type ~ Short Text[v
Title
Description

Category From Supplier
Notes *Short Text

Note

Attacl Cancel Add Another  Apply

Add Attachment...

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

Table Diagnostics

Diagnostic Console
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Step

Action

55.

Enter the desired information into the Title field.

For this example, enter "Note to Buyer".

Title

56.

Click in the Short Text field.

*Short Text

57.

For this example, enter "l can meet

Enter the desired information into the Text field.

delivery date or sooner.".

*Short Text

IE‘ TST39 ISupplier EBS 12.2.9 eng

Negotiations

Create Quote 1385726: Line 1 (RFQ 1133236)

Description TUBING 5/8"0D POLYETHYLENE IN 500°
COIL GAS ; TUBING, 1/2" CTS (5/8" OD),
090" WALL, PE4710-PE100/(PE3408), POLY-
ETHYLENE GAS, TUBING TO BE
FURNISHED IN 500° COILS, TUBING SHALL
BE IN ACCORDANCE WITH MLGW

Add Attachment

Attachment Type ~ Short Text[v]
Title Note to Buyer
Description

Category From Supplier
Notes *Short Text | can meet delivery date or sooner

Note

Attacl Cancel Add Another  Apply

mﬂ Logged In As

Cance] Save Draft Apply

Close Date 01-Aug-202112:39.32
Quote Currency USD
Estimated Total Amount
Target Minimum Release Amount
Quote Minimum Release Amount

Add Attachment...

Seq Tite Type Description
No results found.

Table Diagnostics

Category

Last Updated By

Last Updated Usage  Update Delete

Diagnostic Console

Step

Action

58.

Click the Apply button.

59.

Click the OK button.
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s TST39 ISupplier EBS 12.2.9 ) @D Loaged Infis
MLGW Sourcing oggedin
Negotiations
Create Quote 1385726: Line 1 (RFQ 1133236) Cance] SaveDraft Apply
Description  TUBING 5/8°0D POLYETHYLENE IN 500° Close Date 01-Aug-202112:39:32
COIL GAS ; TUBING, 112" CTS (5/8° OD)
090" WALL, PE4710-PE100/(PE3408), POLY- Quote Currency - USD
ETHYLENE GAS, TUBING TO BE Estimated Total Amount
FURNISHED IN 500" COILS, TUBING SHALL i
BE IN ACCORDANCE WITH MLGW Target Minimum Release Amount
SPECIFICATION #50-3408 "SPECIFICATION Quote Minimum Release Amount
FOR POLYETHYLENE GAS PIPE” DATED
020112019
Unit Foot
Start Price
Target Price
Quote Price 0.12
Estimated Quantity 156,000
Notes
Note to Buyer Quoting: PERF PIPE 1056745
Attachments
Add Attachment... | ==+
seq - Title Type Description -~  Category -~  Last Updated By LastUpdated ~.  Usage . Update Delete
10 Note to Buyer  Short Text From Supplier SALES@BDNINCORP.COM  16-Jun-2021 One-Time -]
Table Diagnostics
Diagnostic Console
v
61. Click the Save Draft button.
Save Draft
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Negotiations

Negotiations
u Confirmation
Quote 1385726 for RFQ 1133236 (PE PIPE) has been saved as a draft

Create Quote: 1385726 (RFQ 1133236) Cancel ViewRFQ Quote By Spreadsheet

Title PE PIPE Time Left 46 days 3 hours
Close Date 01-Aug-2021 12:39:32

Header | Lines

RFQ Currency USD Quote Currency USD

Price Precision Any

Save Draft Continue

Line Start Price Target Price Quote Price Unit Estimated Quantity Estimated Total Amount Target Minimum Release Amount

1 TUBING 5/8°0D POL 012 Feot 156,000
<
Table Diagnostics

>

Diagnostic Console

AN

MLGW

Step

Action

62.

Click the View RFQ button.
View RFQ

63.

Scroll down to view additional RFQ Header details.

Click the Vertical scrollbar.

64.

Scroll back to the top of the page.

Click the Vertical scrollbar.

65.

Click the Lines tab.

66.

Click the Controls tab.
[ Controls_|

67.

Click the Contract Terms link.
| Contract Terms |

68.

Return to the Quote when you have finished reviewing the RFQ information.

Press [Escape].

69.

Click the Actions list.
| Actions| Acknowledge Participation| ]

70.

Click the Create Quote list item.
[Create Quote |
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Step Action

71. Click the Go button.

72. Click the Continue button.

73. Oracle will provide a quote (bid) summary once a quote has been entered. You can
print out the quote for your records.

Click the Printable View button.
| Printable View J

FYs TST39 ISupplier EBS 12.2.9
MiGwW

Sourcing

Negotiations

Negotiations > RFQ 1133236 >
Create Quote 1385726: Review and Submit (RFQ

1133236) Cancel Back Validate Save Draft Printable View  Submit
Header
Title PE PIPE Time Left 46 days 3 hours
Supplier Company Name Close Date 01-Aug-202112:39.32
RFQ Currency USD Quote Valid Until 26-Oct-2021 13:20:53
Quote Currency USD Reference Number MLGW #2 Pipe Bid
Price Precision Any Note to Buyer | can make delivery
Attachments
Seq Title Type Description Category Last Updated By Last Updated Usage Update  Delete
No results found.
Table Diagnostics
Lines

Quote Total (USD) 18,720.00

Sel... Line Line Ship-To Start Price Target Price Quote Price (USD) Unit Estimated Quantity Line Total Estimated Total Amount Target N

® 012 Foot 156000 1872000

1
TUBING
Tty TUBING
POJ
< Do you want to open of save 1133236_1385726_RESPONSE_US.pdf from tsuppliers122.migw.org? >
Table Dia Open Save v Cancel v

Step Action

74. Click the Open button.
Open
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1133236_1385726_RESPONSE_US,pdf - Adobe Acrobat Reader DC G2-bit)
File Edit View Sign Window Help

Home  Tools 1133236 1385726.. x

v ® B Q ©@ 17+ KA DOE ==- B FT

Request for Quotation 1133236: Quote 1385726

Request for Quotation 1‘133236: Quote 1385726

Title PE PIPE
Preview Date 16-JUN-2021 07:44:17 Open Date 16-JUN-2021 07:44:17
Close Date 01-AUG-2021 12:30:32 Award Date Not Specified
3 Time Zone

Response Status Draft
Your respanse will be submitted to-

Company Memphis Light Gas and Water Division
Buyer Kirby, Eleazar
Location Memphis Light Gas and Water Division
220 South Main Street
PO Box 430
Memphis, TN
United States
Phene 901-729-8320
Fax
Email EKirby@mlgw.org

Your information is:

=

B

®

B O

Step

Action

75.

Scroll down to view the entire RFQ quote details.

Click the scrollbar.

76.

Click the Close button when you have finished reviewing your quote summary and

return to Oracle.
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IE‘ TST39 ISupplier EBS 12.2.9 T

Negotiations

Negotiations > RFQ: 1133236
Create Quote 1385726: Review and Submit (RFQ

1133236) Cancel Back Validate Save Draft Printable View ~Submit
Header
Title PE PIPE Time Left 46 days 3 hours
Supplier Company Name Close Date 01-Aug-2021 12:39:32
RFQ Currency USD Quote Valid Until 26-Oct-2021 13:20:53
Quote Currency USD Reference Number MLGW #2 Pipe Bid
Price Precision Any Note to Buyer | can make delivery
Attachments
Seq Title Type Description Category  Last Updated By Last Updated Usage  Update Delete
No results found
Table Diagnostics
Lines

Quote Total (USD) 18,720.00

Sel... Line Line Ship-To StartPrice TargetPrice Quote Price (USD) Unit Estimated Quantity Line Total Estimated Total Amount Target N

O] 012 Foot 156,000 18.720.00

1
TUBING
BING TuBING
HE00 g0p
POL
< >

Table Diagnostics v

Step Action
77. Click the Validate button to ensure there are no errors on your quote.
Validate |

78. Click the Submit button.

79. You will receive a confirmation message stating that your quote was submitted
successfully to MLGW.
Click the Return to Sourcing Home Page link to return to the Negotiations page.
|F'.eturn to Sourcing Home F‘age|

80. You have successfully completed the Viewing Request for Quotes (RFQ) topic.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@ MLGW.org.
End of Procedure.
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Submitting a Change Request

Oracle iSupplier enables you to make changes to purchase orders that still have an "Open" status.

In this topic, you will submit a change request for a PO.

For technical help, please contact the MLGW Service Desk at 901-729-8416 or by email at
ServiceDesk@MLGW.org (mailto:ServiceDesk@ MLGW.org).

Procedure

The purpose of this topic is to show you how to submit a change request.

TST39 ISupplier EBS 12.2.9 Fo) mn Loggedin e

Home
MLGW Service Desk - Submit request for assistance.

MLGW Service Desk Instructions

Worklist B
Favorites
Full List (11)
B J R 11014 You have not selected any favorites. Please set up
= ows 110 your favorites by clicking on Manage Favorites under
Erom Subject v sent - the Favorites button on top.
Kirby, Eleazar a;‘lw RS AR IUWISUGE W W ParICPets BT T ISZ200 (USINY 13 4o 9000
. Memphis Light Gas and Water Division - Standard Purchase Order MLGW Intranet Links
Moore, Te' 10-Jun-2021 . .
7025221,0 MLGW Human Resources Policy Manual
F\Cma\rcr::: !"Dezrgg:!:; Blgh\ Gas and Waler Division - Standard Purchase Order 27-May-2021 Labor Relations Bulletin
— v
Eslick, Memphis Light Gas and Water Division - Standard Purchase Order 26-Mav-2021 Memorandum of Understanding
~ MLGW Data Warehouse
& TIP Delegation Rules - Redirect or auto-respond to notifications -
Table Dragras MLGW Intranet Home Page
Oracle Data Ovmers Responsibility Report
Navigator MLGW Emplayee Separation Protocol

] iSupplier Portal Full Access Please select a responsibility
| Sourcing Supplier
AventX Print Xpress: 1.1.0/ Licensed for Print: False / Licensed for Preview: False | Enabled: False

Diagnostic Console

Copyright (c) 1998, 2020, Oracle andor its affiiates. All rights reserved

About this Page Privacy Statement

Step Action

1. Begin by navigating to the iSupplier Home page.

Click the iSupplier Portal Full Access link.
| E[iSupplier Portal Full Access]
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Step Action

2. Use the iSupplier Home page to review and drill down to your notifications,
purchase orders, and/or PO shipment information.

AA TST39 ISupplier EBS 12.2.9  isupplier Portal mﬁ Y

MiLGwW

Supplier Home = Orders Shipments Finance Administration

Search PO Number v Go
Notifications Orders
Full List - Agreements
+ Purchase Orders
Subject ety + Purchase History
Reminder: Please acknowledge intent o participate in RFI 1132238 (Demo RFI)  11-Jun-2021 13:41:00 Shipments
Memphis Light Gas and Water Division - Standard Purchase Order 7025221,0  10-Jun-2021 11:43:44
Closed Early: RF1 1132237 (Test RFP) 10-Jun-2021 10:18:45 ' O‘e"d“e Recelpts
Acknowledgement Required: Amendment 1 1o RFI 1132234 (Test RFI 08-Jun-2021 152145 Receipts
Memphis Light Gas and Water Division - Contract Purchase Agreement 7025213, 0 01-Jun-2021 11:04:26 + Receipts
+ Returns
e + On-Time Performance
Invoices
- o
L\_ Orders At A Glance oiess
Payments
Full List
- Payments
PO Number Description Order Date
7025221 10-Jun-2021 11:43:33
7025213 €1230 - Chiller 01-Jun-2021 11:03:58
7025212 Blanket PO 27-May-2021 11:07:05
7025210 Unassigned PO 27-May-2021 10:16:17 v
7025209 Non catalog for WO 26-May-2021 14:01:58
< >

Step Action

3. Click the desired PO Number link.

For this example, click "7025212".

025212

4, Use the Standard Purchase Order page to review general PO information, drill
down to order details, or make change requests.

5. Ensure "Request Change" is selected as the Action.

Click the Go button.

6. Scroll down to view the PO Details section.

Click the Vertical scrollbar.

7. Double-click the current value in the Price field.
Price
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Step Action
8. Enter the desired information into the Price field.
For this example, enter "23".
Price
9. Scroll to the right to view additional PO Line details.
Click the Horizontal scrollbar.
10. Click in the Reason field.
11. Enter the desired information into the Reason field.
For this example, enter "Quoted wrong price".
12. Click the Submit button.
13. Click the Return to Purchase Order Summary link.
[ Return to Purchase Order Summary
14. Use the Purchase Orders page to view, manage, and/or drill down to purchase
order details and confirm the change request.
15. Click the PO Number link that you just made changes to.
For this example, click "7025212",
7025212
16. Scroll down to view the PO Details section.
Click the Vertical scrollbar.
17. Click the Expand button to show additional PO line details.
1
18. The changes you made are indicated with the green star.
19. Click the Vertical scrollbar.
20. Click the Return to Orders: Purchase Orders link to return to the Purchase
Orders page.
| Return to Orders: Purchase Drder5|
21. You have successfully completed the Submitting a Change Request topic.
For technical help, please contact the MLGW Service Desk at 901-729-8416 or by
email at ServiceDesk@ MLGW.org.
End of Procedure.
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