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SUPPLIER PORTAL
REGISTRATION GUIDE -
PROSPECTIVE

Introduction to Supplier Portal

Register for Supplier Portal

Introduction to Supplier Portal

Purpose: Thisjob aid is designed to
provide an overview of self-service
registration for prospective suppliersvia
the Supplier Portal.

The Supplier Portalis a no cost toolthat allows Suppliers to easily do business with Republic Services. Itis a
comprehensive way for Suppliers to manage their interactions with Republic Services via Oracle.

Within the Supplier Portal, Suppliers can manage profiles, content, and settings, such as the following:

e View and Update Company Profile
e View Purchase Orders

e Maintain Blanket Purchase Agreements (BPAs)

e Submitan Invoice
e Review Payment Information
¢ View and Respondtoa Negotiation

e Check Statusof a Purchase Order, Invoice, or Payment

e MakeBlanket Purchase Agreement Changesin Supplier Portal

e Receiveand Makes Changesto a Purchase Order

Supplier News
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Register for Supplier Portal

Suppliers canregister for the Supplier Portalvia an Invitationfrom Republic Services. Suppliers receive a
custom invitation with specificinstructions and a message from Republic Services. When the Supplier acceptsthe
invitation and creates an account, they are automatically linked to Republic Services.

1. Navigateto the Supplier Portal Registration Page from theinvitation email.

ORACLE

Save for Later || Register ||| Cancet

Artachmants. None

* Email

* Confirm Emall

2. Enterthe values for the attributes on the Company Details page. Click Next to progress to the Contacts page.

Note: You mustenteryour D-U-N-S Number to continue.

ORACLE

I —0—09—0—90—0—90

Wost | | Sawe tor Later | regiter

D-UN-S Number

Tax Country

* Supplier Type Taxpayer ID

Carperate Web Site Tax Regisiration Number

Nota ta Approver

Your Contact Information
Enfer the cortact information for cammunications regarding th registration
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3. Validatethe created Contactinformation forthe current user by selecting the account.To add another

Contact, click Create.

ORACLE

(o] [ | [ o [ | [t

Administrative  Request User
Job Title Email Contact Acsount Edit Delete

TrainingTestiRSI@gmail v v 7 x

4. Inputall the desired attributes for the new contact. Select the check box beside Request User Account. You
can also add or remove desired Roles for this contact on this page. Click OK to save the contact.

Create Contact

Salutation ‘ v ‘

* First Name ‘ John

* Last Name ‘ Smith

Middle Name ‘ ‘

Job Title ‘

Administrative contact

/| Request user account

X B

Role Description

4 User Account

Roles

Actions v View w Format v =" Detach
RSI SUP Supplier Self Service Clerk
RSI SUP Supplier Self Service Administrator

RSI SUP Supplier Sales Representative

Phone ‘

Mob\le‘ ‘v” H ‘
Fox | v | |

* Email ‘ TrainingTest1RSI@gmail com ‘

| create Another . Cancel |
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5. Click Next to proceed to the Addresses page.

ORACLE O © sme

Register Supplier: Contacts &

Actons w Vieww Fomatw o Create  # Edit 3 Dalete Owtach
Administrative  Reguest User
Name Job Title Email Contact Aottt Edit Delete
Testt, Tr TrainingTestiRSIggmil v v ’ %

Columns Hidden 7

6. Click Create to create a newaddress.

ORACLE O @ sem

Addresses [ oo | [ e | saveor Laer | it

Y

Actions ¥ Vew w Fomat Detach

Address Name Address Phone Address Purpose Edit Delete
No data to display
Columns Hidden 3
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7. Enterall mandatory attributes (marked with one asterisk) and click OK.

Create Address

* * Address Purpose [v/| Ordering
Address Name ‘ Address1 ‘

+| Remit to

* Country ‘ United States ‘ v
| RFQ or Bidding

Address Line 1 [ 123 Oracle Avel

I Prore[1 [ ]| | | |
Address Line 2 ‘ ‘
S| | |
city | |
v Email | |
sute | \
Postal Code ‘ ‘
4 Address Contacts
Select the contacts that are associated with this address
Actions w View w Format v B i Detach
Name Job Title Email Administrative User Account

Contact

No data to display.
Columns Hidden 4

‘ Create Anolher. Cancl ‘

8. Click Next to proceed to the Business Classifications page.

ORACLE O @ sen

ter Supplier: Addresses Bock | Mert | [ save or Later || Register ||| Gancel

i X

Actions w View v Format v o Creats  / Edit 3 Delete Datach

Address Name Address Phone Address Purpose Edit Delets
Address1 123 Oracle Ave Ordering, Remit o; RFQ or Bidding /’ b

Columns Hidden 3
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9. Add any business classifications, if applicable. Or select the check box next to “None ofthe classifications are
applicable” toindicate none. Click Next to proceed to the Bank Accounts page.

ORACLE

Register Supplier: Business Classifications @ ( Save for Latr || Register || [ Gancel |

Actions - + Detach

* Classification Subclassification  Certifying Agency ::‘:ﬂ'c';’m'v'“ Certificate Start Dats s:“'“‘“’"

v Attachments Notes

10. Optionally, add a Bank Account by clicking Create and inputting attributes in the pop-up. Click OK toreturnto
thisscreen.

Note: The Supplier Portal is a secure portalto enter your Bank Account Information.

ORACLE

Register Supplier: Bank Accounts

Account Number IBAN Currency Bank Edit Delete.
No data to disp

Columns Hidden

Create Bank Account

IBAN
Bra
Additional Information
Comments
Creste Anot m ancel
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11. After adding a Bank Account, if applicable, click Next to proceed to the Products and Services Page.

ORACLE

Register Supplier: Bank Accounts @

Actions w View ¥ Format v e Create | Detach
Account Number IBAN Currency Bank Edit Delete.
No data to dspiay
Columns Hidden &

12. Optionally, add to thelist of Products and Services offered by the company by selecting Select and Add,
choosing fromthe list, clicking Apply, and then clicking OK.

ORACLE A Search

Category Name
[ o e R | (== e 2
13. After selecting the Products and Services from thellist, click Next to proceed to the Review Page.

ORACLE

Back | Next [ savetor Later || Register || [ Gancel

Actions v View v Format v [l SelectandAdd ) Remove Fi Detach

s 45000000-Printing and Photographic and Audio and V. x
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14. After reviewing this page, click Register to submit theregistration request forapproval.

ORACLE

D-U-N-S Number 123455758
Tax Country
sirial Cleaning Services Taxpayer ID
Cerperate Web Site Tax Registration Number
Note to Approver
Attachments
Actons w View v
Type * File Name or URL. Title Description Attached By Attached Date
Mo data to display.
Calumns Hidden 1
Contacts
View w Format ¥ Detach
Administrative  Request User .
Hame Job Title Email phrbiy oot Details
"l <

15. Click OK in the Confirmation pop-up. After your registration request is reviewed, you will receive an email to
access the system.

« Confirmation x

‘Your registration request was submitted. You will receive an email after your registration request is

reviewed.
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