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RIFANS Supplier Portal User’s Guide

Introduction

The State of Rhode Island has upgraded its RIFANS Purchasing system by implementing a new
RIFANS Supplier Portal. This User's Guide is intended to help suppliers understand and use this
new on-line tool.

The RIFANS Supplier Portal is the internet interface by which suppliers can view their purchase
orders, deliveries, invoices, and payment status. Suppliers can also maintain their account
information such as address changes and maintain their contacts. This system also allows the
State of Rhode Island to send suppliers electronic notification of bid opportunities for the
commodity categories the suppliers have indicated on their supplier profiles.

The RIFANS Supplier Portal is a completely electronic interface. No special software, aside from
an up-to-date web browser such as Microsoft's Internet Explorer, is required to access this
system.

You must be logged on to the internet in order to access the RIFANS Supplier Portal. If you do
not have internet access of your own, our site can be accessed using any public computer such
as at your public library or one of the computers available in the Purchasing Department at the
Department of Administration.

The following conventions are used in this Guide:

Links Clicking a link will take you to another location or drill
down to other information.
[Buttons] Clicking a button will perform an operation.
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Registering in the Portal
New Suppliers

A link to the URL for new suppliers can be found by going to http://www.purchasing.ri.gov.

1. Click on the RIFANS Portal link which will bring you to the proper page.

2. Enter your company details. Field names that have an asterisk (“*”) are mandatory fields
and must be completed in order to register.

3. Please be sure to enter your business name in capital letters.

2 Supplier Registration - Microsoft Internet Explorer

File Edit View Favorites Tooks Help

QBatk > ] Iﬂ IEL‘ N /'3 Search ‘j‘\?FavnntEs [2) i [ - 3

=

Address @1httDs:ffdevl.I’\Far\SDtha\.I’\.QDVﬂOA,HTMLﬂOA‘iSD?Dage=ﬂDVaC|EJ'EDDSJ'DDSﬂS\.IDDVEGfWebU\fPDSSRegPG&OAHP=POS,GUEST,REG,HP&OASF=POS,SUPPREG ~ | zd Go Lirks

~
Supplier Registration

Flease entar the details for your company and then prass Register to submityour request At least one tax id is requirad to complete the registration Register
* Indicates raquired fisld

@ TIP PLEASE ENTER ALL INFORMATION IN CAPITAL LETTERS. THANK YOU
Company Details
Personalize "Company Details”
Enter the details for your company and provide an address thatis suitable for receiving RFQ documents,
= Compary Name
Taxpayet ID
Tax Registration Number
DUNS Mumber

* Address Mame = GityTowniLocality
PLEASE NOTE: If you are making  shangs to wour primary ste 01), yeu Caunty
st SUbME 30 Updatad UL form 35 your pAMry $e 3nd your WA o
St mateh i order T oUr IN0Ies 3nd PIYMents o be processed  StateRegion
Country | United States -

« Address Province
* Postal Code

Note
Personalize "Note"
Mote to Approver

Include any additional details about the address (such as the type of address)that wil be useTul to the registration approver.

User Details

Personalize "User Details’

Enter user's personal information,
* Email Address * Phone Number

Vour email address wil be your Userl Dl for the system.

Phane Extension
*First Name

* Last Mame

Business Classifications

Personalize "Business C| ons”

To gualify as a Minority Owned Business, a business is at lease 51% owned and controlled by one or mare minoritiesfwvomen. The State of Rhode Island
cerifies businesses for the abowe Minority Business Enterprises (MBE), Women Business Enterprise (WBE), and/or Disadvantaged Business Enterprise
NRF arnsrams T nhtain cedification infarmatinn nlease contart the State of Rhnde Island MEFE Administratnr for details and cerification farms orontn Y

&) S @ Inkernet

4. Click [Register] after completing all fields. Your company’s detailed information will be
submitted to the RIFANS Supplier Administrator for approval.
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Registering in the Portal
New Suppliers

5. Before the State of Rhode Island can approve your supplier registration, your company
must fill in and submit by fax, email or mail the following form:

e Form W-9 Request for Taxpayer Identification Number and Certification can be found by
going to http://www.purchasing.ri.gov>Vendor Information>General Information>Standard
Forms>IRS W9

When approved, you will receive an email confirmation with your RIFANS Supplier Portal
username and password.

Future changes to your business’s profile will require approval by the State of Rhode Island. You
will receive an email confirmation of such approvals.



RIFANS Supplier Portal User’s Guide

Regqgistering in the Portal
Existing Suppliers

If you are already a supplier with the State of Rhode Island, you will need to contact the
Department of Accounts & Control at Help_State Portal@admin.ri.gov or 401-222-1888, and
they will send you a username and password to begin using the Supplier Portal.
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Password Maintenance

You will be required to change your password the first time you log in. The password
requirements are:

- Password must be at least 8 characters long.

« Password must contain at least one letter and at least one number.
« Password cannot contain the username.

« Password cannot contain consecutively repeating characters.

» Password is case sensitive.

The password is set to expire every 90 days. The same password cannot be used for another 20
times once changed.

ORACLE
E-Business Suite

Change Password

Change Password
#ncicetes Required Field

@ TIP Passward must be at least 1 charasters long.

To change the password, do the following:
1. Enter old password.
2. Enter new password.
3. Repeat new password entry.
4. Click [Apply] to save your changes.

*Important Note: Your account will be locked after 4 failed tries to log in. If this happens, please
email the RIFANS Supplier Portal Administrator at Help_State Portal@admin.ri.gov to have your
account unlocked.
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How to Navigate
Login

1. Click on the link provided in the registration email.

2. You may also gain access to the portal login page by typing https://rifansportal.ri.gov
directly into your Internet Explorer or web browser address field.

The first time you log in, you will need the username and password that was sent to you by the
State of Rhode Island in the email confirming your registration.

Worklist Favorites

Full List ) Edit Favarites
From Subject Sent I You have not selected any favorites. Please use the "Edit
Altocreate, © State of Rhode [sland - Standard PO 3207972, 0 27-0ct-2010 Favorites” button to set up your favorites.

Autocreate, * State of Rhode lsland - Standard PO 3207471, 0 27-0ct-2010
& TIP Wacation Rules - Redirect or auto-respond to notifications.
& TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

Edit Mavigator )

[ RIFAMS Sourcing Supplier Pleaze select 3 responsibility
3 RIFARS Supplier Portal A

Logout | Preferences | Help
Copyright (53 2006, Dracle. Al rights reserved Privacy Statement

Click RIFANS Supplier Portal link to open the Home Page (Shown on next page)
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How to Navigate
Portal Home Page

The RIFANS Supplier Portal Home Page is the central repository for all supplier related data and
functions. You can click on the information displayed on the Home Page to drill down to recent
data and information related to Orders, Shipments, Receipts, and Payments. The percent sign
(%) is used as the wildcard character in any search field within this application.

iSupplier Portal Home Logout Prefersnces Help

momrs Shipments | Account | Admin

Search | PO Number v Go A
? Notifications Orders
B Full List ) Adgreements
Subject Date Purchase Orde] D
State of Rhode |sland - Blanket Aqreerment 3203443, 0 10-Now-2010 09:28:58 Receints
State of Rhode |sland - Alanket Aqreement 3205283, 0 08-Now-201017:52:15 ;
State of Rhode Island - Standard PO 3207972 0 27-0ck-201009:35:45 Re—c_e‘m—s
State of Rhade Island - Standard PO 3207971, 0 27-0c-2010 09:34:48 (ool
Invoices
Payments
LL Orders At A Glance Eaymerts
Full List )
PO
Number Description C Order Date
3208443 DEL-9486 DOT 2010-CB- j(002) 80% FEDERAL/ 20% STATE  10-MNov-2010 09:28:21
MATCH AND DOT 2010-CB-090 BRM-BCDR(008) 80% FEDERAL f20% STATE
MATCH
3200283 DEL-0483 5P-0008 DOT. 2009-CT-082 STPG-8888(183) 100% ARRA FUNDS - 08-Mov-201017.491:45
TOTAL DELEGATED AWARD §42,028
3207972 27-0ct-201009:39:31
3207971 27-0ct-201009:34:32
32089883 DEL-9381U2010-CH-044NEC COMST STP - 0003(010) AND U2010-CH- 12-Qct-201009:33:58
044NEC PE GRP-FY31(008)
Home | Crders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright () 200%, Dracls, A rghts reserved Privacy Statement

A

Quick Search at Top of Page
Use this field to directly view a specific purchase order, invoice, receipt or payment.

Notifications | B

Notifications are messages waiting for your review. Some notifications are view-only, while other
notifications require action. To view your notifications, click the linked subject to open the
Notification Details Page. To see the complete list, click on the [Full List] button for each
section.

At A Glance C

This section lists the most recent items for each of those categories.

Quick Links D

Use the Quick Links in the box at the right of the screen to link directly to desired functions.
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How to Navigate
Using RIFANS Supplier Portal Tabs

The RIFANS Supplier Portal tabs are available on every screen and help you navigate to the
various data screens. The relevant information from each tab is explained in detail later in this

Guide.
« Home: Takes you back to the Home Page.
« Orders: Takes you to your POs and agreements.
« Shipments: View a summary of your receipts.
« Account: Enter invoices and credit memos and view the status of invoices and payments.

« Admin: Update your supplier and contact information. (**This tab is very important and
should be setup first.)

: iSupplier Portal Home Logout Prefersnoes  Help

Im Orders Shipments Account Admin I

Search | PO Number - Ga |
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Admin Tab
Supplier Details

. Home Logowt Preferences  Hel
Supplier Portal Home Logowt Prefersnces Help

= = = =
Home: Orders Shipment= Accourt Admin

Profile Management

Supplier Details Supplier Details

Supplier Name NARR ELECTRIC CONATIONAL GRID
Address Book

Supplier Mumber 1056

ssses
O W i ile Manz 7
T Taxpayer D 050187805 .* MNew to Supplier Profile Management
ontact Lireciory Tax Registration Nurnber Using the profile management features, you can
Business DUMS Mumber

manage key information ahout your company.
Learn more ...

Classifications

Products and

Services A

User Accounts

Attachments

Search

Flease enteryour search criteria and selectthe "Go" button to see the result. Mote that the search is case insensitive

vae | &)

B Chow More Search Options

B Add Attachments )

File Name Type Description Category Last Updated By Last Updated
Mo results found.

Usage Update  Delete

Home | Orders | Shipments | Account | Admin | Horme | Logout | Preferences | Help
Copyright () 2006, Oracle. Al right= reserved.

Privacy Statement

A

Attachments

This page is used to upload documents pertinent to your business with the State of Rhode Island,
such as the W-9 Form, price lists, a link to your website, etc. Both the Supplier Administrator and

suppliers can attach documents, spreadsheets, pdfs, diagrams, internet links (url), or text notes
in this section.

B

Click on the [Add Attachment] Button to open the Add Attachment Page.
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Admin Tab
Supplier Details

iSupplier Portal Home Logout  Preferences  Help

Home Orders Shipments Account Admin
Profile Management
Lddmin: Profile Management: Supplier Details =
Add Attachment

Cancel ) (_Add Another ) (Apply )

Attachment Summary Information
* Indicates reguired field
= Description

Category  From Supplier

Define Attachment

Tyee ©File
D O uURL
O Text
Narne E
{Optional: provide 3 name to Text attachment)

Cancel ) (_Add Another ) (_Apply )

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (2) 2006, Oracle. A rights reserved Privacy Statement

C | Enter a Description of the type of attachment being added, i.e. Company Website,
Price List, etc. Please use all caps when typing in the portal.

Select the type of attachment being added. For a file (Word document, spreadsheet,

D
PDF, etc), click on the [Browse] Button to select the file being attached. To attach a
link, key the web address for the site in the URL field. To type the information into the
form directly, select Text and key the information in the Text Box.

C When finished, click the [Apply] Button, or if you have another attachment to add,
click on the [Add Another] Button.

10
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Admin Tab
Address Book

Supplier Portal Home Logout Preferences  Help

Home | Orders | Shiprnents | Account @GTHTTE
Profile Management

Supplier Details Admin: Profile Management. Supplier Details =
Address Book

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

Contact Directory (Add )

Business Address Name / Address Details Remove Edit

Clagsifications o1 280 MELROSE 5T m /
PROVIDEMCE,RI 02901

Prod_ucts and United States

Seimczs 0z CUSTOMER SERYICE DEPT m /

e ARG STATE OF RI ACCOUNTS
85 BEARFOOT RD

NORTHEOROUGH,MA 01632

To change your company address, do the following:

1. Review your company address information by clicking on the Address Book link.
2. If needed, click on the Editicon. | A

Supplier Portal Home Logout Preferences Help

=

Hame' Orders ’ Shipments ’ Account ] Admin
Profile Management
Supplier Details Ldmin: Profile Managemert: Supplier Detsils = Address Boak =
Edit Address
#* Indicates required field

Address Book —————
(Cancel ] [ Apply

LConiact Direciol @ TIP PLEASE ENTER ALL INFORMATION IN CAPITAL LETTERS. THANK YOLL.
Business & TIP FLEASE MOTE: Ifyou are making a change to your prirnary site {013, you must submit an updated YW-3 farm as your primary site and your Wi-3 farm
Clemehimeiamns must match in order for your invoices and payments to be processed

B — e
Eroducts and

Provide a suitable nickname for the address.

Senices FPhane Mumber |:|
Country | United States v‘

User Accounts

x*Address |ZEIII MELROSE ST Fax Area Code I:l
| e

|
| _

| | Ernail Address
|

* CityTowniLocalty [PROVIDENCE |

County | |
* StatefRegion |HI |
Province | | B
= Postal Code
Mote

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

(_Cancel | | Apply
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Helg C
Privacy Statement

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

3. Make applicable edits.
4. Click [Apply]. | C
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Admin Tab
Address Book

5. Receive confirmation that your address has been changed.

£ iSupplier Portal Home Logout Preferences Help

Home | Orders Shipments O account TN
Profile Management
Supplier Details Confirmation
Address Book Details for your 01 address have heen modified.
Contact Directory

Business
Classifications

Products and
Services

User Accounts Return to Address Book

Home | ©rders | Shipments | Account | Admin | Home | Logoui | Preferences | Help

Copyright () 2006, Oracle. Al nghts resenved. Privacy Statement
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Admin Tab

Contact Directory

View your contact information and make updates if needed.

. .
B iSupplier Portal Home Logout Preferences Help

Home Orders Shipments Account LG
Profile Management

Supplier Details Contact Directory
address Boak Details of changes you make to your Contact Directory will be routed to a buyer for review.Learn mare

| Add
[BEnER Mt Hame Email Phone Remove Manage Address Details Edit
Business RACHEL HEMSCHEL RACHEL.HENSCHEL@US.HGRID.COM 781-907-1555 i / A
Classifications

Products and
Senices

User Accounts

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

Copyright () 2008, Dracle. Al rights reserved Privacy Statement

To change your contact information, do the following:

1. Review your contact information by clicking on the Contact Directory link.
2. If needed, click on the Edit icon.| A

&8 iSupplier Portal Home Logout Preferences Help

Home | Orders | Shipments L Admin
Profile Management

Supplier Details Admin; Profile Management. Contact Directory =

Address Book Edit (;onmct . Y (Ao
* |ndicates reguired field | Cancel ) [ Apply )

Contact Directory

Business Contact Title b Fhone Area Code  |781

Classifications FirstMame |RACHEL Phone Murnber |907-1555

Products and Middle Name Phone Extension

Services #* LastMame |HEWNSCHEL Fax Area Code (781

User Accounts

Joh Title  |ANALYST Fax Mumber |907-5705 B

Ernail Address |RACHEL HENSCHEL@US. HG|

e
| Cancel | | Apply

Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (21 2006, Oracle. Al rights reserved. Privacy Statemert

3. Make applicable edits.
4. Click [Apply]. B

13
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Admin Tab

Contact Directory

5. Receive confirmation that your contact information has been changed.

B iSupplier Portal

Profile Management

Home | Orders

Supnlier Details Confirmation

Address Book
Contact Directory

Business
Classifications

Products and
Senices

Contact details for RACHEL HENSCHEL have been saved

UserAccounts Return to Contact Directory

Copyright (z) 2006, Oracle. Al ights reserved.

Home | Grders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Home

Shipments

Logout Preferences Help

Account

Admin

Privacy Statemert

14
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Admin Tab

Business Classification

This section displays the supplier’'s business classification information. The State of Rhode Island
certifies businesses for Minority Business Enterprises (MBE), Women Business Enterprise (WBE),
and/or Disadvantaged Business Enterprise (DBE) programs. To obtain certification information,
please contact the State of Rhode Island MBE Administrator for details and certification forms or go to

www.mbe.ri.gov. Identify the classifications that apply to your company.

To add or update your Business Classification, do the following:

upplier Portal

Profile Management
Supplier Details
Address Book

Contact Directory

Business
Classifications

Products and
Senices

Certification

User Accounts

Business Classifications
Identify those classifications that apply to your caompany.

Haome

11 certify that | have reviewed the classification below and they are current and accurate.

Last Certified

Classification

I Applicable Minority Type Certificate Number

Construction and Engineering to DOT

Disabled Owned Business Enterptise

Hub Zone

Minority Business Enterprise-Asian

Minority Business Enterprise-Black

Minority Business Enterprise-Hispanic
Minaority Business Enterprise-MNative Armetican

Minority Business Enterprise-Poruguese

Minority Cwhned

Rehab Facility Disabled Products

Semrice-disahled Veteran Owned

Small Business
Weteran Owned

Warmen Cwned

Qrders

Home

Shipments

Certifying Agency

Logout  Preferences

Help

Account Admin

Revert | Save |

Expiration Date

@& TIP To gualify as a Minority Cwned Business, a business is at least 51% owned and controlled by one ar maore minaritiesiyamen. The State of
Rhode Island certifies businesses for the above Minority Business Enterprises (MBE), Wormen Business Enterprise (WBE), and/or
Dizadvantaged Business Enterprise (DBE) programs. To obtain cerdification information, please contact the State of Rhode Island MBE
Administrator for details and certification forms or go to wwww mbe.ri.goy

A

1

Home | Orders | Shipments | Account | Admin | Home | Lodgout | Preferences | Help

1. Click on the Business Classification link.

2. Check the Applicable Box after the Classification that applies to your business. Complete

all applicable fields.

3.Click [Save].| B

A

15
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Admin Tab

Business Classification

4. Receive a confirmation message.

Supplier Portal

Profile Management

Home | Orders

Supplier Details Confirmation

Address Book

Contact Directary

Business
Classifications

Products and
Services

Your classifications have been saved.

User Accounts Eeturn to Business Classifications

Copyright () 2006, Oracle. Al rights reserved.

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

Home

Shipments '

Logowt Prefersnces Help

Account

Admin

Privacy Statement

16
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Admin Tab

Products and Services

This section displays the supplier's commodity codes that are registered in the RIFANS Supplier
Portal. By registering the commodity codes for the goods and services your business provides,
your company will be electronically notified when the State of Rhode Island is in need of those
products or services; and you will have an opportunity to submit a bid or proposal as required.

Supplier Portal Home Logout Pretersnces reip

Home COrders Shipments Account Admin
Profile Management
Supplier Details Products and Services
Address Book & TIP Commodity Code Additions: Your Commodity Codes selections are particularly important. These are used for a variety of functions including

autornatically sending e-mails to registered suppliers regarding new RFQs. YWhen completing the Commodity Code section itis bestto choose

Contact Directony A the parent code (thatis, codes ending in .00) rather than a sub-code. [fyou only select the sub-codes you will not receive automatic notifications for

- RFQs based on related sub-codes. Choosing the parent code will insure that you will receive all notifications that may be related to your business.
usiness

= ons “vou can still respond to or ignore any notification concerning an RF Q@ that you receive

Add )

Products and Select Code Products and Services Effective Date View Sub_Category
S Mo results found.

UserAccounts

Home | Orders | Shipments | sccount | Admin | Home | Logout | Freferences | Help

Copyright (o) T006, Oracle. Al Aghts reservad

Privacy statemant
m ' i he following:
To add your company’s products and services, do the following:
iSupplier Portal Home Logou Prsterences Help
Home Orders Shipments Account Admin
Profile Management
Supplier Details Acdmin; Profile Manacement: Products and Services =
[ ] Add Products and Services: : (NARR ELECTRIC CO/NATIONAL GRID)
Address Bog . .
B Cancel ) (_Apply )
Zontact Direy @ Browse All Products & Services
Business O Search for Specific Products & Services
(o i io
= 1-10 (| Mext10 &
Products and View Sub-
Services Code Products and Services Categories  Applicable
UserAccounts 271 DRUGS, PHARMACEUTICALS, AMD SETS (FOR LARGE-VOLUME PAREMNTERAL ADMINISTRATION, INFLUSIOM, 1
IRRIGATION, AMD TUBE FEEDING)
280 ELECTRICAL CABLES AND WIRES (MOT ELECTROMIC) (]
165 CAFETERIA AND KITCHEMN EQUIPMEMNT, COMMERCLAL =
210 CONCRETE AND METAL CULVERTS, PILINGS, SEPTIC TAMNKS, AGCESSORIES AND SUPPLIES [
305 EMGINEERING EQUIPMENT, SURVEYING EQUIPMEMT, DRAWING INSTRUMEMTS, AND SUPPLIES (]
315 EPOXY BASED FORMULATIONS FOR ADHESIVES, COATINGS, AND RELATED AGENTS ]
650 PARK, FLAYGROUND, RECREATIONAL AREA AND SWIMMING POOL EQUIFMENT (]
652 PERSOMNAL HYGIEME AND GROCMING EQUIPMENT AND SUPPLIES [}
290 EMERGY COLLECTIMNG EQUIPMENT AMND ACCESSORIES: SOLAR AND WIND ]
405 FUEL, OIL, GREASE AND LUBRIGANTS (] C
= 1-10 (| Mext10 &

Cancel Apply
Home | ©rders | Shipments | Account | Admin | Home | Logout | Breferences | Helo

Copyright (=3 2008, Oracle. Al rights reserved Privacy Statement

3. Find the Commodity Code(s) that relate to your business:

To Browse the Full List: B

1. Select Browse All Products and Services.

2. Click on the Next 10 Link to see additional pages. C

17
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Products and Services

Profile Management

Supplier Details
Address Book
Contact Directory

Businesg
Classifications

Froducis and
Services

User Accounts

- 7

: Supplier Portal

Admin: Profile Managemert: Products and Services =

Home Logout Preferences Help
Home: Orolers Shipments Accournt Admin

Add Products and Services: : (NARR ELECTRIC CO/NATIONAL GRIDY

O Browse All Products & Services
&) Search for Specific Products & Services

D

Search

Cancel ) [ Apply )

Please enter your search criteria and select the "Go" button to see the resulis. MNote that the search is not case sensitive

Code

Description | %APPLIANCEY
Go ) [_Clear )

Code F

Mo search conduc

E

Description Applicable

Cancel ) [ Apply )

Home | Qrders | Shipments | Account | Admin | Home | Logout | BPreferences | Help

Copyright (63 2006, Oracle. Al rghts reserved

To Look for a Specific Commodity Code:

1.
2.

cl

Select Search for Specific Products and Services.

Enter the name of the service or product. You can also enter a partial name of
the service or product using the % wildcard character (i.e. %APPLIANCE %).| E

Privacy Statement

D

Click [Go] and review the results.

assifications

Products and

Services

User Accounts

918 COMSULTING SERVICES

080 BADGES, EMBLEMS, MAME TAGS AND PLATES, JEVVELRY, ETC

095 BARBER AND BEAUTY SHOF EQUIPMENT AND SUPPLIES

005 ABRASIVES

018 AGRICULTURAL CROFS AND GRAIMNS INCLUDING FRUITS, MELONS, MUTS, AND YEGETABLES
037 AMUSEMEMNT, DECORATIONS, ENTERTAINMENT, TOYS, ETC.

045 APFLIANCES AND EQUIFMENT, HOUSEHOLD TYFE

265 DRAPERIES, CURTAINS, AMD UPHOLSTERY MATERIAL (INCLUDING AUTOMOBILE)

285 ELECTRICAL EQUIPMENT AND SUPPLIES (EXCEPT CABLE AND WIRE)

Code Products anid Services
941 EQUIPMENT MAINTEMNANMCE, RECONDITIOMIMNG, REPAIR, AMD RELATED SERVICES - POWWER GEMNERATIOMN

F

=! Previous 10 | 161-170 » | Mext 10 &=
View Sub-Categories Applicable

O

G

Ooooooo

ad

= Previous 10 | 161-170 ~  Mext10 &=

H Aoply )

4. Select the proper service or product by clicking on the Applicable box for all items that you
want to add. Choose the main code (codes ending in .00) rather than the sub-category

code.

5. Click [Apply]. | M

G

18
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RIFANS Supplier Portal User’s Guide

Products and Services

6. You will receive a confirmation message that the service or product has been added to your

profile.

Profile Management
Supplier Details
Address Book
Contact Directory

Business
Classifications

Products and
Seriices

UserAccounts

Copyright (=) 2006, Oracle. Al rights reserved

£ iSupplier Portal Home Logout  Prefersnces  Help

Horme Orders Shipments Account Admin

Confirmation
The following Product and Service categories have been added to your profile.
» APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE

Eeturn to Products and Services

Home | Orders | Shiprments | Account | Adimin | Home | Logout | Preferences | Help

Privacy Statermert

19
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Admin Tab

User Accounts

This section displays users from your company that have access to the RIFANS Supplier Portal.
If you need to add or delete a user, contact the Department of Accounts & Control at
Help State Portal@admin.ri.gov or 401-222-1888.

- . Home Logowt Preferences Hel
#4 iSupplier Portal Home  Logout Help.

~ ~ ~ ~
Home Orders Shipments Account Admin
Profile Management

Supnplier Details Admin: Profile Mansgement: Products and Services =
Address Book

User Accounts

Contact Directory The following people have active accounts and can access the portal on behalf of your company.
B User Name Email First Mame Middle Name Last Name Phone Number Job Title
USINess

Classifications RACHEL HEMSCHEL@US HGRID.COM  RACHELHEMSCHEL@US. HGRID.COM  Rachel Henschel 222-222-2222

Products and
Services

Copyright () 2006, Oracle. Al rights reserved

Home | Crders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Privacy Statemert
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Orders Tab

This section displays the most recent purchase orders the State of Rhode Island has issued to
your company. Automatic retrieval of the most recent 25 purchase orders, in summary form, is
shown if they exist.

4 iSupplier Portal Home Logout Prefersnces Help

Home Orders Shipments Account Admin

Purchase Orders | Agreements

Purchase Orders A
Export )
Views B
Wiew | Purchase Orders Within Last 6 Months ha Go ) Advanced Search )

1-25 | Mext 25 =

Business Document Acknowledge
Select PO Number Rewv Unit Tvpe Description Cirder Date Currency Amount Status By Attachments

DEL-9426 DOT 2010-CB-080 BRO-

O |3z00443 0 Stateof  Blanket 097R(I02) 0% FEDERAL  20% 10-Mow-2010 08:28:21 USD 57,786.00  Open

Rhode AQreement STATE MATCH AMD DOT 2010-CB-080
C Island BRM-BCDR{00S) 80% FEDERAL /20%
STATE MATCGH

State of DEL-9483 SP-0008 DOT: 2009-CT-082 o

O |3z08283 0 Rhode Blanket STPG-8285(183) 100% ARRA FUNDS  08-Mov-201017:51:45 USD 42,028.00  Open
Island Agreement | TOTal DELEGATED AWaRD $42,028
State of

< 3207872 0 Rhode Standard 27-0ct2010 093531 USD S914.81 Cpen
Island PO
State of

3207871 0 Rhode Standard 27-0ct2010 08:34:32 USD 30.98 Cpen
Island PO
State of

& 3107017FY10 1 Ehode Standard  TECHMICAL ASSISTANCE STUDY 19-0ct-201011:08:49 USD 0.00 Closed
\sland PO FOR EMERGY COST SAVINGS
State of DEL-S93810U201 0-CH-N44MEC GONST

O 3205883 0 Rhode Blanket STP - 000301 0 AMD U201 0-CH- 12-0ct2010 093368 USD 5615400  Open
Island Agreement gaanEC PE CRP-FYE1(008)

< 2200069 1 State ol cpandard  ELECTRICAL SERVICE AT 07-0ct-2010 08:13:30 USD 5,500.00 Open @
Rhode PO EISENHOWER HOUSE - FORT ADAMS
Island

< gRAND357437AFY11 0 StAtR 0T ctondard ENERGY STUDY 30-Sep-2010 19:36:57 USD 9,350.00 Open [@j
Rhode PO
leland

To export the list into an Excel spreadsheet, click on the [Export] Button.

Open drop-down window to select from other pre-defined views of purchase order data. Select
"All Purchase Orders” from list and click [Go]. B

Click on the Purchase Order Number link to drill down to order detail from this window. C
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Orders Tab

Purchase Order Detail

iSupplier Portal

Purchase Orders |
Orders: Purchase Orders =
Standard PO : 3204086 Revi

0 (Total USD 2,000.000.00)

W Order nformation

Ganersl Information

Portal User's Guide

Home Logout Preferences Help
Home Orders Account Acimin

Printable Wiew

Export

Standard PO
Total
Supplier

Supplier Site
Address

Order Date
Description

Status
Mote to Supplier
Organization

Sourcing Document
Supplier Order Mumber
Attachments

PO Details

3204036

2,000,000.00 (USD}
NARR ELECTRIC
COMNATIONAL GRID

29

280 MELROSE ST
PROVIDENCE, RI 02901
22-Sep-2010 18:14:43
ARRA - SP0042
VWEATHERIZATION OF
DWELLING UNITS USING
DELIVERABLE FUELS (FY/11}
Open

State of Rhode Island

None

@& TIP Click on the Show link to views shipment details of a line

el

Indicates new values

Show Al Hide Al

Details e - |Type

B Show 1 Goods

- Review purchase order detail — you use Related Information links for

em Job em

=3 Indicates cancellation regquest

Supplier

ARRA - WEATHERIZATION

OF DVWELLIMNG UNITS
UgIMG DELVERABLE

and payments as applicable.

Tarrms and Conditions © Related inf
Payment Terms  IMMEDIATE Receipts
Carrier Invoices A
FOB Destination Payrments
Freight Terms  Paid

Shipping Control
Bill-To Address
Bill-To Address

Ship-To Address
Ship-To Address

Price Amount
Ouantity (USD) {USD)

uom

Each 2000000 1

DOA CONTROLLER

ONE CAPITOL HILL, 4TH FLOOR
SMITH ST

PROVIDENCE, RI 02908

DOA-CS STATE ENERGY OFFICE
ONE CAPITOL HILL, 2ND FLOOR.
SMITH ST

PROVIDENCE, RI 02908

Contractor
Name

Status

Agr

2,000,000.00 Open

receipts,

A

invoices,

« Scroll down screen to review detail PO information, and use the Details link to access and

show shipment detail information (see below).

General Infor mation

Standard PO 3204086
Total  2,000,000.00 {USD)}
Supplier NARR ELECTRIC
COMNATIONAL GRID
Supplier Site 99
Address 280 MELROSE ST
PROVIDENCE, RI 02901
Order Date  22-Sep-2010 18:14:43
Description  ARRA - SP0042
WEATHERIZATION OF
DWELLING UNITS USING
DELIWERABLE FUELS (FY/11)
Status  Open

Mote to Supplier

Organ

ization State of Rhode Island

Terms and Conditians

B

(@) Related Information

Payment Terms  IMMEDIATE Receipts
Carrier lhvoices
FOB  Destination Payments

Freight Terms  Paid
Shipping Control
Bill-To Address
Bill-To Address  DOA CONTROLLER

OME CAPITOL HILL, 4TH FLOOR
SMITH ST
PROVIDENCE. R1 02908

Ship-To Address

Ship-To Address

DOA-CS STATE ENERGY OFFICE
OME CAPITOL HILL, ZND FLOOR
SMITH ST

Sourcing Document
Supplier Order Number

Attachments  None

PO Details

PROVIDENCE. R1 02908

& TIP Click on the Show link to view shipment details of a line

(==} Indicates cancellation request
Show Al Hide All

Details Line IType hem Job tem

W Hide 1 Goods

Shiprents

Quantity
Shipment Ordered

1 2000000

Supplier

Price  Amount Contractor Global Pric:
Description UOM Guantity (USD) (USD) Name Status Agr Diffe
ARRA - WEATHERIZATION

OF DWELLING UNITS Each 2000000 1 2,000,000.00 Open

USING DELIWVERABLE
FUELS (FY/11)

Guantity Promised
Received Amount{UsD) Date Need-By Date Line Location Status Reason Split Attac
99584.1 2,000,000.00 20-Sep-2010 00:00:00 06200-026 Open
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Agreements

RIFANS Supplier Portal User’s Guide

4 iSupplier Portal Home Logout Prefsrences Help

Home @OIGEERN Shipments | Account | Adimin

| Agreements

Supplier Agreements

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

P |
Number |Revision Global Description

Effective-From Date

Effecti

3206445 0 Mo
320928 C 0 Mo
3205883 0N
3200749 0 Mo
3200916 0 Mo
3200817 0N
3200232 0 Mo
3200282 0 Mo
3185864 0 Mo

FO Mumber

Global -

B Go | [ Clear )

Effective-From Effective-To
Order Date [Currency Date Date
DEL-9486 DOT 2010-CB-090 BRO-0976(002) 30% FEDERAL Y

20% STATE MATCH AND DOT 2010-CB-090 BRM-BCDReoogy  10-Mov-201009:28:21 USD - 20-0ct-2010 - 19-0ct-2015
80% FEDERAL /20% STATE MATCH

DEL-G483 SP-0008 DOT: 2008-CT-082 STPG-2886(183) 100%

ARRAFUNDS - TOTAL DELEGATED MAaRD $42,028 08-Mow-2010 17:51:45 USD 08-0ct-2010  30-Sep-20148
DEL-9391U2010-CH-044MNEC CONST STP - 0003(010) AND

U2010-CH-044MNEC PE CRP-FY81(005)

DEL-9252 DOT 2010-CH-083 VER 3RD PARTY (203) - TOTAL

12-0ct-2010 08:33:58 USD 10-5ep-2010  08-Sep-2015

DELEGATED AWARD $85,934.40 31-Aug-2010 15:47:16 USD 05-Aug-2010  04-Aug-2015
DEL-9267 2010-CH-0832 NEC TRAMSMISSION 3RD PARTY

(203) - TOTAL DELEGATED AWARD $250,000 31-Aug-2010 15:47:12 USD 04-Aug-2010  03-Aug-2015
DEL-9268 2010 CH-083 NEC DISTRIBUTION 3RD PTRY (203) -

TOTAL DELEGATED AWARD $390,204 31-Aug-2010 15:47:07 USD 04-Aug-2010  03-Aug-2015
DEL-9229 7142010 - 943042015 DOT 2010-CH-021 STP-RESF e

(157) 100% ARRA - TOTAL DELEGATED AWARD $4.140 27-Aug-2010 09:12:57 USD 01-Jul-2010  30-Sep-2015
DEL-9245 7f26/2010- 7/25/2015 DOT - 2010-CH-047 BRO-19450

(068) GARVEE - TOTAL DELEGATED AWARD $65,810 27-Aug-2010 09:12:33 USD 26-Jul-2010  25-Jul-2015
DEL-8961 2009-CH-081 STP-RESF(175) 100% ARRA - TOTAL

DELEGATED AwARD $3,140.00 12-May-2010 15:00:46 USD 26-Apr-2010  30-Sep-2014

FEl 0040 MAT- 2040 A0 A6 ODE ARSAMA04% 4 ARG ADDA

| Expart )

| _Advanced Search

Status Attachments

« Use the Agreements section_on the Orders Page to access agreement information. Enter

Agreement (PO) number. | A

» Click [Go] to retrieve record. | B

« Note the summary information related to agreement listed. To view detail, click on the

Agreement (PO Number) link. | =
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Shipments Tab

Utilize the Shipments Page to access all receipt information. Under receipts, users can view
items received by the State of Rhode Island. Both simple and advanced searches can be
performed for receipt transactions.

. . H: Logout  Pref. Help
iSupplier Portal Home Logouwt Prefersnces Hel

- ~. [ -~ -
Horme Orders Shipments Accourt Acdmin

Receipts

Receipt Transactions

IF ¥ 0OU HAWE QUESTIONS REGARDING THE RECEIPT INFORMATION BELOWY, PLEASE CONTACT THE INDINVIDUAL NAMED OM THE RELATED PURCHASE
ORDER. THAMK YOLU

Simple Search
Flease enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive. Advanced Search ",|
2rganization | A

Receipt Mumber | |

PO NMumber |

|
tem | | '-5?
Supplier ltem | | ,,5?
Receipt | | | '-5?
B _Go ) (_Clear

Supplier
Receipt PO Quantity Receipt View Crrgamzation
o N her |Receipt Date Number |item Supplier kem  Hem Description UOM Received Location Attachments 18]
ARRA - WEATHERIZATION OF
Stat C 165371 19-0ct-2010 12:06:25 3204026 DWELLIMNG UNITS USING Each £2376.02 06800~ 597
Fho DELIVERABLE FUELS (Fv711) 026
F11 -- ELECTRIC SERVICE AT
State of 165117 18-0ct-201012:02:38 3200089 ELECTRIC EISENHOWER HOUSE, 1 LINCoOLM DR, Each 325.56 02700- 597

- Enter search criteria. Use [Advanced Search] for additional query fields. | A

» Click [Go] to execute search. B

« To view detail, click on the Receipt Number link. C
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Account Tab

Summary

This page is where invoices and credit memos are created and where invoices and payments are

displayed. Please note: DOT invoices and credit memos may NOT be entered through the
RIFANS Supplier Portal. Please submit invoices to RIDOT, 2 Capitol Hill, Providence, RI
02908.

Invoices and credit memos entered into the RIFANS Supplier Portal are electronically

submitted to Accounts Payable and follow the same processing and approval steps as those

entered manually. An invoice must be entered against an open purchase order.

Create Invoices

iSupplier Portal Home  Logout  Prefersnoes Help
Home Orders Shipmeris Account drmin

Create Invoices

wiew Payments

| Wiew Invoices |

Invoices

Find saved, unsubmitted invoices soyou can update and submittherm. Select View Invaices from the Account tab to
review processed invoices

Create Credit Memo Invoice ) Create Standard Invoice )

Search

Search By | Invoice Mumber ~| |

| (ea

Saved invoices
Supplier
Mo search conducted.

Imvoice Number Date Currency hwoice Amount Purchase Order View Attachments Update Delete

Create Credit Memao Invoice Create Standard Invoice )
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help

Copyright (=) 2006, Oracle. Al fghts reserved. Privasy Statement

Click on the [Create Standard Invoice] Button. A

Home Logout Preferences Help

Home Crders Shipments Account Admin

wiew Invoices | Wiew Pavrments

Rewview and Submit

Create Invoice: Purchase Orders

(_Cancel ) Step1 of4 [MNext)

FLEAZE MOTE: Department of Transportation Inwoices may MOT be entered in this portal. Please submit invoices to RIDOT, 2 Capitol Hill, Providence, Rl 025905

Search
Flease enter vour search criteria and select the "Go" button to

Supplier | E

Furchase Order Murmber | |

Furchase Order Date
fexample: 15-Now-20100

Buyer |

n

Go | (_Clear )

roanizati
Cuick |
Mo s

conducted
@F TIP For one itermn select Quick Invoice. Quantities or amour

Select [Supplier Number  Line Shipment

Home | Orders | S

It. Mote thatthe search is case insensitive

Item Item Supplier Kem Unit Ship
Description Number Number Price Curr To

Ordered Received Inwvoiced LIOM Organization

ts weill e specified later.

( Cancel ) Step 1 of 4 [Mext )

hiprents | Account | Admin | Home | Logout | Breferences | Help

Copyright (=) 2006, Oracle. Al nghts reserved.

¢ Enter the first few letters of the supplier name.

C

e Click [Go].

Priwacy Statement
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Account Tab

Create Invoices

The system will automatically list all of the purchase orders. If you know the purchase order
number, enter that number directly in the Purchase Order Number field and click the [Go] Button.

iSupplier Portal

Create Invoices | i

Create Invoice: Purchase Orders

Home Srders

— —
p— p——
Purchass Ordars Lires ta Inwaice Sansra | infarmation Rawvisw and Submit

Horme Logewr  Prefersness Heip

Shipmerts Aucimin

Cancel J Step 1 of 4 [ MNext )

PLEASE MOTE: Departrment of Transportation Invoices may MOT be entered in this portal. Please submit invoices to RIDOT, 2 Capitol Hill, Providence, RI 02905

Search

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

Supplier
Furchase Order Mumber

Furchase Order Date

(example: 20-0ct-2010)

Buyer
Grganization

Go ) [_Clear )

MNARR ELECTRIC COSMAT| s

‘\h ‘\h

Select tems: | Add ltemns to Invoice List

Select All | Select Mone

O

Quick I
Select ol PO Line | em Description
(L] B MNARR BEANNZSZAZTAFTI 1 1 ENERGY STUDY
== ELecTRIC FOR & POTEMNTIAL
COMATIONAL DESIGN 2000
GRID CUSTOM
PROJECT.
(al ==y (NARR 3207972 1 1 DOT: U2003-CB-
=== ELECTRIC 063MES
COMATIONAL FEDERAL PE
GRID
_ ==y (NARR 3207972 z 1 DOT: UZ003-CB-
== ELECTRIC 063NEC STATE
COMATIONAL MATCH PE
GRID
= ==y (NARR 3207971 2 1 DOT; U2003-CH-

ELECTRIC
COMATIONAL

005MEC STATE
MATCH PE

Hem

Supplier
Hem
ordered R

1 o o
731.85 0 o
182.96 0 o
6.19 a o

Unit Ship
Price Curr|To

1 Uom Organization
Total 9,350.00 USD 0S600- State of
016 Rhoaode

Island

Each 1.00 USD 07000- State of
oog Rhode
Island

Each 1.00 USD 07000- State of
009 Rhode
Island

Each 1.00 USD 07000- State of
009 Rhode
Island

Select the purchase order line(s) to be invoiced by clicking the Select Box at the beginning of the

line. You may select more than one line as long as all lines are on the same purchase order. If

you have selected by purchase order number, then you can click on the Select All link to invoice
for all lines on that purchase order. Each invoice can only have one purchase order number.

Once you have identified all of the lines to be included, click on the [Add Items to Invoice List]

Button.

DEL-8za5

=] =y NaRR azoozaza 1 1 s5810 O o Each
== EleoTRIC Ti26/2010 -
C OMATIO AL TI25/201 5 DOT -
SRID 2010 CH-Da7
BRO-1950(063)
SARVEE - TOTAL
DELEGATED
AviARD $65,810
=] =y NaRR azoozzz1 1 1 DEL-9229 4140 o o Each
== ELEcTRIC 7102010 -
C OMATIO AL 2/30/2015 DOT
SRID Z010-CH-D21
STP-RESF(157)
100% ARRA -
ToTaL
DELEGATED
AviARD 4,140
Select kems: | Add Items to Invoice List
& TIP For one itern select Quick Invoice. Quantilies or amounts will be specined later
Purchase Order ems Added to lnvoice
Select wems: [ Remove ltems from Invoice List 1
Select al | Select one
Supplier
PO rem nem
Setect i Line Iem Description Number Number Ordered Recefved linvoiced UOM
[0 MNARRELECTRIC zzn4n0s6 1 1 ARRA - WWEATHERIZATION OF 2000000 99584.1 299584.1 Each
COMATIONAL DWELLING UNITS USI
SRID

Home | Orders |

Click on the [Next] Button to continue.

DELIVERABLE FIUELS (Fvi113

Shipments

E

| Account | Admin | Home |

Logout | Preferences | Help

1.00 USD 07000- State of
ooa ode
Island

1.00 USD 07000- State of
ooa Rhode
Island

~ | rext 10 =

Unit
Price Curr Ship To Organization
1.00 USD 06800- State of
oze Rhode Island

Gancel ) Step 1 of4 [Mext )
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Account Tab

Create Invoices

Iy
Furchase Orders  Linesto Inwvoice  General Information  Review and Submit

Create Invoice: Lines to Invoice
= |ndicates required field Cancel | | Back| Step 2 of 4 [ Mext )

LSO = US Dallar

Supplier Mame NARR ELECTRIC COMNATIONAL GRID F

Purchase Order ftems Selected

Supplier
PO Item Item Quantity OQuantity Ouantity Cuantity to Unit
Number Line Shipment ltem Description Number Number Ship To Ordered Received Iwvoiced Ivoice UOM Price Amount Taxable Remove
ARRA - WEATHERIZATION OF ~ 1
3204086 1 1 DWELLIMNG UNITS USING 06300- 2000000 995841 995841 Each 1.00 100 [0 ]Im

DELIWERABLE FUELS (FYf11) WA

Other Charges
PLEASE do not enter in the fields below. Additional freight, taxes, and for miscellaneous are NOT allowed. Entry into these fields will result in your invoice being

rejected.

Line Charge Type Amount {USD) Description Remove

Tax L

Line Charge Type Amount (USD) Description Remove

Freight m
Add Another Row )

Line Charge Type Amount {USD) Description Remove

Miscellaneous m
Add Another Row

Ivoice Summary

Subtatal 1.00

Tax 0.00

Freight 0.00

G Miscellaneous 0.00
Calculate Total (LSO 1.00

Cancel ) | Back| Step 2 of 4 [Mext |

F

Review the Quantity to Invoice. You can enter an amount equal to or less than the
difference between the Quantity Ordered and the Quantity Invoiced. All other information will
default from the purchase order. If the purchase order did not have lines for Taxes, Freight or

Miscellaneous charges, DO NOT add them here or your invoice will be rejected.
Click the [Calculate] Button at the bottom of the page to update the invoice total.
Click on the [Next] Button to proceed. H

G
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Account Tab

Create Invoices

Home Logoust  Preferences  Help

-~ = = =
Home Orilers Shipments Account Addmin

Create Invoices |

Purchasze Orders Linesto Inwoice General Irfor rmation Rewiew and Submit

Create Invoice: General Information

s Indicates required field Cancel ] (Save ) (Back| Step3of4 [MNext) (Finish )

@ TIP Please attach all pertinent backup including progress pavment documentation, signed delivery slips, andior receipt documentation.

nvoice Number |INY MO,
J *Irvoice Date  |28-Cet-2010

*

{example: 20-Oct-2010)
mwnice Descripion | app |aNCE K
L Attachment  None [ Add )
Remit To
Mame MARR ELECTRIC CONATIONAL GRID Change |
Address POBOX 1049 M
WOBURN MA 01807-1049
Bank Account
((Cancel ) (ave ) (Back|Step 304 [Neg) (Finish)
Home | Orders | Shipments | Account | Admin | Home | Logout | Preferences | Help
Copyright (¢) 2006, Oracle. Al rights reserved. Privacy Statement

Enter your invoice number. The system will reject duplicate invoice numbers, so this number
must be unique each time. |

Enter the invoice date. J

Enter a description for your invoice. K

Attach any required back-up documentation for your invoice such as delivery confirmation, time
sheets, progress payment documentation, etc.

L

Click on the [Next] Button to review your invoice.| M
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Account Tab

Create Invoices

Home Logout Preferences Help

B ~ B ~
Home Orders Shipments Account Adrmin
Create Invoices | \/

Furchaze Orders Lines to Invoice Zeneral Information Review and Submit

Create Invoice: Review and Submit

| Cancel | [ Save | | ElacL(l Step 4 of 4 | Finish )

Supplier Mame NARR ELECTRIC CO/NATIONAL GRID Inwoice Mumber  INV HO.
Supplier Mumber 1056 Invoice Date 29-0ct-2010
Remit To PO BOX 1049 Invoice Description

WOBURN MA 01807-1049 FO-Line-Shipment  3204086-1-1
ltem Supplier lkem Unit of Unit Price Amount
Item Description Humber Number Quantity Measure {USD} {USD}
ARRA - WEATHERIZATION OF DWELLIMNG UNITS USING DELIWERABLE FUELS 1 Each 1.00 1.00

(FYH 13
Subtotal 1.00
Tax 0.00
N Freight 0.00
Miscellaneous 0.00
Total (USD) 1.00 0

Cancel | | Gawve | | Back|Step 4 ar4 | Finish )

Click on the [Save] Button if you are not ready to submit the invoice. It will be available for later
submission.

N

If you are satisfied with your invoice, click on the [Finish] Button to submit. O
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Account Tab
Create Invoices

Receive Confirmation

§ iSupplier Portal

-~ -~
Home Qrders

Home Logmut Preferences

Account

Help

Confirmation

Invoice IR MO, was submitted to our Accounts Fayable department on 29-0ct-2010. The confirmation number for this inveice is the invoice number. After the invoice has

been processed, you can query its status by using the Account tab

Invoice: INV NO.

Supplier Marme MNARR ELECTRIC CO/NATIONAL GRID

Supplier Mumber 1056
RemitTo PO BOX 1049
VWOBURN MA 01807-1049

em Description

ARRA - WEATHERIZATION OF DWELLING UNITS USING DELIWERABLE FUELS
(Fri1 1y

Return to Invoices

Item
Number

Home | Orders | Shipments | Account | Admin |

Printable Page Create Another

Invaice Murnber 1NV NO.
Invoice Date 29-0ct-2010
Invaice Description
PO-Line-Shipment 3204086-1-1
Unit of Unit Price
Cuantity Measure {USD)
1 Each 1.00
Subtotal
Tax
Freight

Home | Logout | Preferences | Help

Miscellaneous

Total (USO)

Amount
{USD)
1.00

1.00
0.00
0.00
0.00

1.00

Frintable Page ) Create Another
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Account Tab
Update Saved Invoices

Home Logout Preferences Help

.
Admin

.
Shipments:

Create Imvoices |

nvoices
Find saved, unsubmitted invoices so you can update and submit them. Select View Invoices [ Create Credit Memo Invoice ] [ Create Standard Imoice ]
from the Account tah to review processed invoices.
Search B
Search By | Invoice Number w | |SAVE [NY (Go) C
Saved Invoices
Supplier IIwoice Number IDate Currency Invoice Amount|Purchase Order View Attachments  Update Delete
MNARR ELECTRIC CO/MATIOMNAL GRID SAVE [N 29-0ct-2010  USD 1 3204086 f IT[ﬂI

[ Create Credit Mermo Invoice ] [ Create Standard Invoice ]

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

To find a saved invoice, click on Create Invoices. A

Search for the invoice by entering the invoice number, or click on the [Go] Button to see all
saved invoices. B

Click on the Update Icon to complete and submit the invoice.

Invoices created in the RIFANS Supplier Portal are automatically uploaded to RIFANS on a
periodic basis. Invoices will not be visible in the View Invoices Page until the upload process is
complete. If an invoice fails validation or is rejected, it will not be visible in the Portal. You will be
contacted by a member of the Accounts & Control team if an invoice cannot be processed. If you
have any invoicing questions, please contact Accounts & Control at
Help State Portal@admin.ri.gov.
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Account Tab
View Invoices
Use the View Invoices search screen to find invoice information for processed invoices.

§iSupplier Portal Home Logout Preferences  Help

Home | Orders | Shipments JCEITHEN Adimin

| View Immices

Inveice Summary

Export
Simple Search
Advanced Search
Invaice Mumber PO Hurmber
Payment Mumher Payment Status ¥
Gross Amount Fram Invaice Date From
Gross Amount To Invaice Date To
Amount Due Fram Due Date From
Amount Due To A Due Date To
Go )( Clear ) C
B 1-25 | RMext 25 =
PO Gross Amount Payment Discount Available Packing
Invoice Number Description Invoice Date © |MNumber Currency Amount Due Due Date Status  |Number Date Discount Slip Type
11 405 092410 10 014 14 Accl#a07170107 SMF05051900 09-Mow-2010 usD 503.32 0.00 09-Mow-2010 Approved 982846 - Standard
0B1710 10 Check
09161 0AccHa0717010100000
11 427 110510 10 014 02 Meter04206613 Acctd0893- 08-Mow-2010 usD 20,153.52 28,153.52 08-Mav-2010 In- Standard
82001 Guonset Oct Process
Electricheter04206613 00000
11 408 110810 10 014 5 AchH2904413003 28 Sept10to  09-Mow-2010 usD 7,001.34 0.00 09-Mow-2010 Approved 882846 - Standard
27 Oct 1 0Act#290441 300300000 Check
11 404 102810 10 014 1 AcH¥2812888003 23 Sept10to 09-Mow-2010 usD 27 .69 0.00 08-Mov-2010 Approved B8284F - Standard

Invoice Search
- Enter search criteria using listed fields. Use [Advanced Search] for additional query fields.

- Click [Go] to execute search. | A

Invoice Summary 5

« Review summary invoice information by clicking on Invoice Number link. Note Status
column for invoices On Hold. Note Payment Number column for paid invoice information.

« To review invoice with Status of “On Hold” click on the On Hold link to drill down to hold
detail information (see Page 33 for descriptions).

Invoice Payment Information
« Review invoice payment information by clicking on Payment Number link. C

« Review payment information — note Invoice Number cross-reference link at bottom of
screen.
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Account Tab
View Payments

Use the View Payments search screen to find payment information related to invoices.

iSupplier Portal Home Logout  Prefersnces  Help

Home Crders Shipments Account Admin

View Payments

Payment Summary
| Export |

Simple Search

© Prownus [125 9] Nat2s

PO I Supplier
aymemlllmice |Numl)er Payment Date * [Currency Amount Stopped Cleared Voided Site Supplier Address

82846 11 405 092410 10 014 14 12-Mov-2010 usoD 8,058.94 03 MNEWARK M
11 405 102810 10 014 1,11 405 110910 10 014 &
11 973 110510 10 081 045
11 873 110510 10 081 09
877083 F3427-85000,5EPT3,2010 3200069  05-Mov-2010 UsD 3246 56 na WOBLURM hA
875749 11 873 102710 10 081 11 03-Mov-2010 usoD 1,012.94 03 MEWARK M
11 873 102710 10 081 123

Al Advanced Search |

Payment Search

» Search criteria are used for payment queries.

e Click [Advanced Search] to search by invoice number.

Query by Invoice Number
« Enter invoice number.

« Click [Go] to execute search.

Query Results and Payment Detail

 Review results of query - summary payment information. Click on Payment link to access
payment detail information.

B

« Review payment information — note Invoice Number cross-reference at bottom of screen.
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