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* Last Name
* Email

* Confirm Email



Supplier Registration Instructions

Step 1

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an

Click in the Supplier/Company
email soon with your credentials. For any registration issues contact the suppliers help desk at (904) 2558800 or send an email to supplierregistration@coj.net. .
e — . Name field.

* Tax Organization Type J Taxpayer ID

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email
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0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

. O

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

sumtercampamyane [ * Tax Country S

* Tax Organization Type j Taxpayer ID

Register Supplier: Company Details

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email

Supplier Registration Instructions

Step 2

Enter the desired information into
the Supplier/Company Name field.
Enter "ABC Company".



Supplier Registration Instructions

Step 3

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

resmerSuppler Sompany ekle m. Click the Tax Organization Type list.

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

* Supplier/Company Name | ABC Company X * Tax Country -
* Tax Organization Type Taxpayer ID
Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email



EITY DFJACKSONVI Sign In
Company ~ Confacls Addresses  Bank  Products andQuestionna. . Review
Details Accounts  Senvices
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Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country -
* Tax Organization Type Taxpayer ID
Corporate Web Site | niauar Note to Approver
Limited Liability
Government Agency
Limited Partnership

Foreign Corporation
Your Contact Information
Enter the contact information for communicationd Foreign Partnership

* First Name

* Last Name.

* Email

* Confirm Email

Supplier Registration Instructions

Step 4

From the drop down list, pick your tax
organization type.

As an example, click
the Corporation list item.



Supplier Registration Instructions

Step 5

0 ® 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ] C||Ck |n the Ta)( Country f|e|d_

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (904) 255.8800 or send an email to Supplierregistration@co.net.

* Supplier/Company Name  ABC Company * Tax Country : -

Corporate Web Site Note to Approver

Taxpayer ID

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email
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Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services
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Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

* Tax Organization Type Corporation j Taxpayer ID

Register Supplier: Company Details

* Supplier/Company Name  ABC Company

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email

Supplier Registration Instructions

Step 6

Enter the desired information into
the Tax Country field.

The United States is your tax country.
Enter "united".



Supplier Registration Instructions

EITY OFJACKSONVILLE @ s Step 7
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Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

resmerSuppler Sompany ekle m. Click the United States US list item.

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

* Tax Country | united X v

* Supplier/Company Name  ABC Company

* Tax Organization Type Corporation J Taxpayer 1D | United Arab Emirates AE
Corporate Web Site Note to Approver | Uniied Kngdom GE
United States US
United States Minor Outlying Islands UM
Your Contact Information ”
ore..

Enter the contact information for communications regarding this registration.

* First Name

* Last Name.

* Email

* Confirm Email



Supplier Registration Instructions

Step 8

0 & 6 ® 6 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

Click in the Taxpayer ID field.

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

* Supplier/Company Name  ABC Company * Tax Country ; United States X w
* Tax Organization Type Corporation J * Taxpayer ID :
Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name.
* Email

* Confirm Email



EITY DF JACKSONVILLE (@ signhn
Company  Confacts  Addresses  Bank  Products andQuestionna... ~ Review
Details Accounts  Senvices

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -
* Tax Onganization Type. Gorporaton V] wemen[
Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.
* First Name
* Last Name
* Email

* Confirm Email

Supplier Registration Instructions

Step 9

Enter the desired information into

the Taxpayer ID field. If you are an
individual, your Social Security Number
may be used.

For this example, we will enter "10-
1234567".
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0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -

* Tax Organization Type Corporation j * Taxpayer ID ; 10-1234567 X

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.

st tame :

* Last Name
* Email

* Confirm Email

Supplier Registration Instructions

Step 10

Now you will enter contact information.
We will use the name "John Doe" in this
example.

Click in the First Name field.



Supplier Registration Instructions

Step 11

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

) Enter the desired information into

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an

‘email soon with your credentials. For any registration issues contact the suppliers help desk at (904) 255-8800 or send an email to supplierregistration@coj.net. . . n n
e comey [T the First Name field. Enter "John".

* Supplier/Company Name  ABC Company v
* Tax Organization Type Corporation J * TaxpayerID | 10-1234567
Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.

" prstame E

* Last Name.
* Email

* Confirm Email



Sign In

EITY DFJACKSONVILLE

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

. O

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -
* Tax Organization Type Corporation J * TaxpayerID | 10-1234567
Note to Approver

Corporate Web Site

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name | John| X
Lasthame :
* Email

* Confirm Email

Supplier Registration Instructions

Step 12

Click in the Last Name field.



Supplier Registration Instructions

Step 13

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

) Enter the desired information into

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an

‘email soon with your credentials. For any registration issues contact the suppliers help desk at (904) 255-8800 or send an email to supplierregistration@coj.net. - n n
e comey [T the Last Name field. Enter "Doe".

* Supplier/Company Name  ABC Company v
* Tax Organization Type Corporation J * TaxpayerID | 10-1234567
Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name John

Lasthame :

* Email

* Confirm Email
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Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -

* Tax Organization Type Corporation j * TaxpayerID  10-1234567

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name John

* Last Name | Doe x

* Confirm Email

Supplier Registration Instructions

Step 14

Note: Your e-mail will become the user
ID you will use to log into the Portal on
October 1, 20109.

Click in the Email field.



Supplier Registration Instructions

Step 15

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an

Enter the desired information into
ey e B et e the Email field. Enter "joe@abc.com”.

* Tax Organization Type Corporation J * TaxpayerID | 10-1234567

Corporate Web Site Note to Approver

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name John

* Last Name Doe

* Confirm Email



EITY DF JACKSONVILLE Sign In

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services
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Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -
* Tax Organization Type Corporation J * TaxpayerID | 10-1234567
Corporate Web Site Note to Approver

Your Contact Information

Enter the contact information for communications regarding this registration.
* First Name John
* Last Name Doe

* Email ; jdoe@abc.com X

—

* Confirm Emai

Supplier Registration Instructions

Step 16

Click in the Confirm Email field.



Supplier Registration Instructions

Step 17

0 & 6 ® 606 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Register Supplier: Company Details [Back [ ]

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an

Enter the desired information into
ey e B et e the Confirm Email field.
* Tax Organization Type  Corporation J * TaxpayerID | 10-1234567 E nter "j d O e @ab C . C O m n .

Corporate Web Site Note to Approver

Your Contact Information

Enter the contact information for communications regarding this registration.
* First Name John
* Last Name Doe

* Email jdoe@abc.com



Sign In

EITY DFJACKSONVILLE

0 & 6 ® 6 6 6

Company Contacts Addresses  Bank  Producis andQuestionna...  Review
Details Accounts  Services

Please complete the required fields below to become a supplier with the City of Jacksonville. Your registration request will be processed and you will receive an
‘email Soon with your credentials. For any registration issues contact the suppliers help desk at (304) 255-8300 or send an email to Supplierregistration@col.net.

Register Supplier: Company Details

* Supplier/Company Name  ABC Company * Tax Country  United States -

* Tax Organization Type Corporation J * TaxpayerID | 10-1234567

Corporate Web Site Note to Approver

Your Contact Information

Enter the contact information for communications regarding this registration.
* First Name John
* Last Name Doe

* Email jdoe@abc.com

* Confirm Email | jdoe@abc.cor x

la2kbdlg_38tprcBul...

https://eims-devd.fa.us2.oraclecloud.com/fsemUl/faces/PrcPosRegisterSupplier?_adf ctrl-state:

Supplier Registration Instructions

Step 18

Click the Next button.



Supplier Registration Instructions

ENTY IF ADKSONVILLE @O somn Step 19
0 ©®© 0O 60 6 0

Company  Contacts Addresses  Bank  Products andQuestionn...  Review
Details. Accounts  Services

- Click the Edit button on the right side of

Click the Edit button to enter a phone number. Enter any additional contacts as needed below.

Actions w View v Fomaty o= Create 4 Edit 3¢ Delete " Detach th e SC ree n
.

y _ Administrative  Request User
Name Job Title Email Contact ‘Account Delete
Doe, John jdoe@abc.com v v u *x

Columns Hidden 7



Supplier Registration Instructions

Step 20

Edit Contact: John Doe

- There is no need to use the large field
e 7 with the drop down box. This is the
. country field. The field immediately to
" the right of the country field is the area
code field.

/| Administrative contact

Additional Information

Emergency Contact

4 User Acoount Click in the Phone Area Code field.




Supplier Registration Instructions

Step 21

Edit Contact: John Doe

- Enter the desired information into
7 the Phone Area Code field. Enter "904",

Middle Name
* Last Name Doe
Job Title

/| Administrative contact

Additional Information

Emergency Contact

4 User Account




Edit Contact: John Doe

Salutation

* First Name  John

Middle Name

* Last Name Doe
Job Title

/| Administrative contact

* Email  jdoe@abe.com

Additional Information

Emergency Contact

4 User Account

/| Request user account

Enter phone area

Step 22

Supplier Registration Instructions

Click in the Phone field.



Supplier Registration Instructions

Step 23

Edit Contact: John Doe

o - Enter the desired information into
7 the Phone field. Enter "444".

Middle Name
* Last Name Doe
Job Title

/| Administrative contact

Additional Information

Emergency Contact

4 User Account




Supplier Registration Instructions

Step 24

Edit Contact: John Doe

o . Click in the Phone Extension field.

* First Name  John

Middle Name

* Last Name Doe
Job Title

/| Administrative contact

Additional Information

Emergency Contact

4 User Account




Supplier Registration Instructions

Step 25

Edit Contact: John Doe

sousen Enter the desired information into
e 7 the Phone Extension field.
* Last Name Doe Enter "1212"-

Job Title

/| Administrative contact

Additional Information

Emergency Contact

4 User Account




Supplier Registration Instructions

Step 26

Edit Contact: John Doe

o Click the OK button at the bottom of the

Middle Name | p ag €.

* Last Name Doe

Job Title

/| Administrative contact

Additional Information

Emergency Contact

4 User Account

https://eims-devd.fa.us2.oraclecloud.com/fsemU|/faces/Pr




Supplier Registration Instructions

ENTY OFJACKSONVILLE m @O s Step 27
OO0 O O 6 6 O

Company  Contacts Addresses  Bank  Products andQuestionn...  Review
Details. Accounts  Services

e S e - You can create as many contacts as

Click the Edit button to enter a phons nier any additional contacts as needed below.

Actions v View v Format v # Edit ¥ Delete o'} Detach yo u Id I I ke
.

N . Administrative  Request User
Name Job Title Email Contact ‘Account

Edit Delete

Doe, Jon jdoeg@abe.com v v Vs x

Click the Create button.



Supplier Registration Instructions

Step 28
- The same form that was used for John
S 7 Doe is displayed. If needed for your
registration, add more contacts here. On

Job Title

this form, you must click "Request user
— account" for additional contacts. For this
example, we will not add more contacts.

Administrative contact

4 User Account

Click the Cancel button to return to the
previous screen.

Create Another  OK

https://eims-devd.fa.us2.oraclecloud.com/fsemU|/faces/Pr




Supplier Registration Instructions

Step 29

@ O O® 6 6 0

Company  Contacts Addresses  Bank  Products andQuestionn...  Review
Details. Accounts  Services

Register Supplier: Contacts - Cl | Ck the N eXt b utto n.

Click the Edit button to enter a phone number. Enter any additional contacts as needed below.

Actions w View v Format v == Create " Edit 3¢ Delete Freeze [ Detach Wrap
y _ Administrative  Request User "
Name Job Title Email Contact ‘Account Edit Delete
Doe, Jon jdoeg@abe.com v v x

Columns Hidden 7

https://eims-devd.fa.us2.eraclecloud.com/fscmll/faces/ PrePosRegisterSupplier?_ad ctl-state=eyki2kbdg_3&tprcBul..




Supplier Registration Instructions

Step 30

EITY DFJACKSONVILLE

000 O© 6 6 O

- You are now ready to add addresses.

Register Supplier: Addresses

Enter at least one address for remit-lo al

i Detach
Click the Create button.

Actions v View v Format v

Address Name
No data to display.
Columns Hidden 3



Supplier Registration Instructions

Step 31

Create Address

* Address || Ordering

o e In the Create Address window, you can

* Country United States RFQ or Bidding

create different addresses for ordering
and remitting. Most suppliers will use the
same address for both ordering and
remittance.

Additional Information
In this example, we will

4 Address Contacts

Select the contacts that are associated with this address. e nte r " O r d e r/ R e m i t " .

Actions v View w Format v B Freeze [} Detacl

Name

No data to display.
Columns Hidden 4

Create Another OK  Cancel




Supplier Registration Instructions

Step 32

Create Address

* “Address Name
(use Ordering or
it To or

| =l To enter your address, click in

* Country United States v RFQ or Bidding

S — the Address Line 1 field.

Address Line 2

* Address || Ordering

city
State
Postal Code
County

Additional Information

Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v B Freeze (] Detach Wrap

Administrative

Contact User Account

Name

No data to display.
Columns Hidden 4

Create Another OK  Cancel




Supplier Registration Instructions

Step 33

Create Address

* “Address Name
(use Ordering or
it To or

o e Enter your address into the Address

* Country United States v RFQ or Bidding

S — Line 1 field.

Address Line 2

Order/Remit * Address || Ordering

city

For this example, we will enter "12 Elm
Street".

County
Additional Information
Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v B Freeze (] Detach Wrap

Administrative

Name Contact

User Account

No data to display.
Columns Hidden 4

Create Another OK  Cancel




Create Address

ss Name
Ordering or Order/Remit

OrderiRemit)

* Country ' United States
* Address Line 1 | 12 Elm Streef

Address Line 2

ate
Postal Coae :

County

Additional Information

Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View w Format v B Freeze [z} Detacl

Name

No data to display.
Columns Hidden 4

* Address || Ordering
Purpose | | Remitto

RFQ or Bidding

Create Another OK  Cancel

Supplier Registration Instructions

Step 34

Do not enter the city and state. Once
you have entered your address in line 1,
simply enter your postal (zip) code next.
The Portal will automatically populate
the city and state.

Click in the Postal Code field.



Supplier Registration Instructions

Step 35

Create Address

* “Address Name
(use Ordering or
it To or

Puse [ Rentio Enter the desired information into

* Country United States RFQ or Bidding

S the Postal Code field. Enter "32207".

Address Line 2

Order/Remit * Address || Ordering

city v

Postal
State 1 Code

Postal Coae : M

County v
Additional Information
Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v B Freeze (] Detach Wrap

Administrative

Contact User Account

Name

No data to display.
Columns Hidden 4

Create Another OK  Cancel




Create Address

* “Address Name
(use Ordering or
it To or
OrderiRemit)

Order/Remit

* Country ' United States

* Address Line 1 12 Elm Street
Address Line 2
city

State

Postal Code

County

Additional Information

Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions w View w Format v B

Name

No data to display.
Columns Hidden 4

Ordering
Remitto

RFQ or Bidding

Wrap

Administrative
Contact

Create Another

User Account

OK  Cancel

Supplier Registration Instructions

Step 36

Press [Tab].



Search and Select: Postal Code

| 4 Bearch

~ Geography 32207

Language

Geography
32207, Jacksonville, Duval, Florida

32207. Jacksonville, Duval, FL

Supplier Registration Instructions

Step 37

Based on your postal code, the Portal
will provide a list of any cities and the
county for that postal code.

Click the 32207, Jacksonville, Duval,
Florida cell to highlight the line.



Search and Select: Postal Code

4 Search

~ Geography 32207

Language

Geography

32207, Jacksonville, Duval, Florida

32207. Jacksonville, Duval, FL

Supplier Registration Instructions

Step 38

Click the OK button.



Supplier Registration Instructions

Step 39

Create Address

* “Address Name .
(use Ordering o O19erRemit Address
it To o
Order/Remit) Purpose Remitto

e In the "Address Purpose" section, click
* Address Line 1 12 Elm Strest Prone [1 the Ordering Option.

Address Line 2 Email
City Jacksonville
State  Florida
Postal Code 32207
County Duval
Additional Information
Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v B Freeze (] Detach Wrap

Administrative
Name

Contact User Account

No data to display.
Columns Hidden 4

Create Another OK  Cancel




Create Address

* “Address Name
(use Ordering or
it To or
OrderiRemit)

* Country

* Address Line 1
Address Line 2
city

State

Postal Code

County

Order/Remit

purvose D

United States RFQ or Bidding

12 Elm Street Prone [1

Email
Jacksomville
Florida
32207

Duval

Additional Information

Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View w Format v

Name

No data to display.
Columns Hidden 4

B Freeze [ Detach Wrap

Administrative
Contact

Create Another

User Account

OK  Cancel

Step 40

Supplier Registration Instructions

Click the Remit to option.



Create Address

* “Address Name
(use Ordering or
it To or
OrderiRemit)

* Country

* Address Line 1
Address Line 2
city

State

Postal Code

County

Order/Remit * Address v/ Ordering
Purpose 1/} Remitto
United States RFQ or Bidding

12 Elm Street

Jacksomville
Florida
32207

Duval

Additional Information

Email for PO's to be sent

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v B Freeze (] Detach Wrap

Name

No data to display.
Columns Hidden 4

https://eims-dev4 fa.us2.oraclecloud.com/fscml ffaces/Pr i ? o_5tprcBul..

Administrative

Contact User Account

Create Another Cancel

Supplier Registration Instructions

Step 41

Click the OK button.



Supplier Registration Instructions

EITY DF ADKSONVILLE @O som Step 42
0000 © 6 6 0

Company ~ Contacls Addresses  Bank  Products andQuestionna...  Review
Details Accounts  Services

Register Supplier: Addresses -
Enter at least one address for remit-to and ordering address purposes. Yo u are n OW re ady tO e nte r yo u r b an k

Actions w View v Format v ‘+ Create | /' Edit % Delete =] Detach aCCO u nt I nform atl 0 n .

Address Name Address Phone Address Purpose Edit Delete

Order/Remit 12 EIm Street JACKSONVILLE, FLORIDA 32207Duval Ordering; Remit to SS V4 X

Columns Hidden 3

Click the Next button.

https://eims-devd.fa.us2.eraclecloud.com/fscmll/faces/ PrePosRegisterSupplier?_ad ctl-state=eyki2kbdg_3&tprcBul..




ETY DFJACKSONVILLE

Register Supplier: Bank Accounts

Account

Number Bank

No data to display.

Columns Hidden 9

(@ signhn

G000 6 6 0

Company ~ Conlacls  Addresses

Details

Delete

Freeze [y Detach

Bank  Products andQuestionna...  Review

Accounts  Senvices

--

Wrap
Branch Edit Delete

>

Supplier Registration Instructions

Step 43

Click the Create button.



Create Bank Account

" County : v
oo

Branch/Routing
Number

* Account Number

Additional Information
* Account Name
Alternate Account Name
Account Suffix

Check Digits

Comments

Note to Approver

Agency Location Code
* Account Type

Description

Supplier Registration Instructions

Step 44

You must fill in the Country field.

Enter "united".



Supplier Registration Instructions

Step 45

Click the United States US list item.

* Country | united IBAN

Bank | United Arab Emirates AE Currency

Branch/Routing | United Kingdom GB

. United States US
Account Number

\United States Minor Outlying Islands UM
Additional Inforn

More.

* Account Name Agency Location Code
Alternate Account Name * Account Type
Account Suffix Description

Check Digits

Comments

Note to Approver

Create Another 0K Cancel




Supplier Registration Instructions

Step 46

Click the Bank list.

* Country | United States| IBAN

* Bank I ‘vl Currency

Branch/Routing
Number

* Account Number

Additional Information
* Account Name Agency Location Code

Alternate Account Name * Account Type
Account Suffix Description

Check Digits

Comments

Note to Approver

Create Another 0K Cancel




Create Bank Account

* Country United States

IBAN

Branch/Routi

* Account Numy

Additional Infol

* Account

Alternate Account]

Account

Check|

Comments

Note to Approver

121 FINANCIAL CREDIT UNION
167TH TFR FEDERAL CREDIT UNION
1880 BANK

1ST ADVANTAGE FEDERAL GREDIT UNION
18T CHOICE CREDIT UNION

18T CO-OP FEDERAL CREDIT UNION
1ST FEDERAL SAVINGS BANK OF SC, INC
1ST MISSISSIPPI FEDERAL GIU

18T NATL BANK SOUTH MIAMI

18T NATL BK OF COFFEE CTY

1ST NATL BK OF GRIFFIN

1ST PROGRESSIVE BK

18T RESOURCE CREDIT UNION

18T S&L ASN

1ST ST BK RANDOLPH CTY

1ST STREET CREDIT UNION

1ST TNBK N A COOKEVILLE

1ST TN BK N A MURFREESBORO
1ST TRUST BANK INC

1ST UNITED LABOR FEDERAL CU
22ND STATE BANK

AB&W CREDIT UNION INC
ARHEMPL CU

ABBEVILLE COMMUNITY FCU
ABBEVILLE FIRST BANK
ABERDEEN PROVING GRND FCU
ABNB FEDERAL CREDIT UNION

CCESS NATIONAL RANK

Currency

ocation Code

Pccount Type

Description

Create Another

Supplier Registration Instructions

Step 47

Click the Scrollbar down arrow until you
find your bank.



Create Bank Account

* Country United States

Branch/Routi

* Account Numy

Additional Infol

* Account

Alternate Account]

Account]

Check|

Comments

Note to Approver

WALKER COUNTY EDUCATORS FCU
WALTON CTY TEACHERS FED CU
WASHINGTON CO TEACHERS FCU
WASHINGTON GAS LIGHT FCU

il WAUCHULA STATE BANK

WAYCOSE FEDERAL CREDIT UNION
WAYCROSS BANK & TRUST
WAYNE COUNTY BANK

WCU CREDIT UNION

WE FLORIDA FINANCIAL

WEEFCU

VELCOME FEDERAL CREDIT UNICN

WESBANCO BANK INC

WESBANCO BANK WHEELING
WESBANCO BANK, ING

WESBANCO BANK, ING.

WEST ALABAMA BANK & TRUST
WEST CENTRAL GEORGIA BANK.
WEST POINT BANK.

WEST UNION BANK

WEST VIRGINIA CENTRAL FCU
WEST VIRGINIA FEDERAL CU

WEST VIRGINIA STATE TREASURER
WESTSIDE BANK

WEYCO COMMUNITY CREDIT UNION
WHEELER COUNTY STATE BANK
WHETELCO FCU

WHITAKER BANK

IBAN

Currency

ocation Code

Pccount Type

Description

Create Another

OK

Supplier Registration Instructions

Step 48

Click on your bank. For this example, we
will choose the WELLS FARGO
BANK list item.



Supplier Registration Instructions

Step 49

Click the Branch/Routing Number list.

* Country United States IBAN

v
BEU WELLS FARGO BANK Currency

e
* Account Number

Additional Information
* Account Name Agency Location Code
Alternate Account Name * Account Type
Account Suffix Description

Check Digits
Comments

Note to Approver




Create Bank Account

* Country United States

101089292 - WELLS FARGO BANK
Branctireoummy —

10030 LTS FARGO BN ]
PR s TR IOREEARE

Additional Information
* Account Name
Alternate Account Name
Account Suffix

Check Digits

Comments

Note to Approver

Agency Location Code

Supplier Registration Instructions

Step 50

You must know your bank branch
routing number. This is the nine-digit
number on the bottom left corner of your
bank check. If needed, contact your
bank to learn the routing number for
your branch.

Click the 101089292 - WELLS FARGO
BANK list item.



Create Bank Account

* Country United States

*Bank WELLS FARGO BANK

R 0 002 e Favo el
Number | 101089292 - WELLS FARGO BANK

Additional Information

* Account Name Agency Location Code
Alternate Account Name * Account Type
Account Suffix Description

Check Digits

Comments

Note to Approver

Supplier Registration Instructions

Step 51

The account number is your bank
account number. On a check, it is the
number to the right of the bank routing
number.

Click in the Account Number field.



Supplier Registration Instructions

Step 52

Create Bank Account

Enter the desired information into
B n the Account Number field.

) BranchRoutng 101089252 - WELLS FARGO B»\NK E n te r " 1 2 345 6 7 8 90" .

Additional Information

* Account Name Agency Location Code

Alternate Account Name * Account Type

Account Suffix Description

Check Digits

Comments

Note to Approver




Create Bank Account

* Country United States IBAN

*Bank WELLS FARGO BANK Currency

* Branch/Routing
Number 101089292 - WELLS FARGO BANK

* Account Number | 1234567890| x

Additional Information

*csountame [ Aseno Locaton e

Alternate Account Name * Account Type
Account Suffix Description

Check Digits

Comments

Note to Approver

Create Another 0K

Ccancel

Supplier Registration Instructions

Step 53

Click in the Account Name field.



Supplier Registration Instructions

Step 54

Create Bank Account

the account name can be either your
o n company name or--for individual
) BranchRoutng 101089252 - WELLS FARGO B»\NK a.CCO u nts__yo u r- n am e .

* Account Number 1234567890

Additional Information

O ey (S Enter the desired information into
e —— the Account Name field. Enter "ABC

Account Suffix Description
n
Check Digits O .

Comments

Note to Approver

Create Another 0K Cancel




Supplier Registration Instructions

Step 55

Click the Account Type list.

* Country United States IBAN

*Bank WELLS FARGO BANK Currency

" Branch/Routing
Numbey 101089252 - WELLS FARGO B»\NK

* Account Number 1234567890
Additional Information

* Account Name | ABC Co x | Agency Location Code

Alternate Account Name *nccounttype | |V]

Account Suffix Description

Check Digits

Comments

Note to Approver

Create Another 0K Cancel




Create Bank Account

* Country United States

*Bank WELLS FARGO BANK

* Branch/Routing
Number 101089292 - WELLS FARGO BANK

* Account Number 1234567890
Additional Information

~ Account Name  ABC Co Agency Location Code

Alternate Account Name * Account Type

Account Suffix Description | o

Check Digits

Comments

Note to Approver

Supplier Registration Instructions

Step 56

Choose the correct account type.

For this example, click the Checking list
item.



Supplier Registration Instructions

Step 57

Click the OK button.

* Country United States IBAN

*Bank WELLS FARGO BANK Currency

* Branch/Routing .
Number 101089292 - WELLS FARGO BANK|

* Account Number 1234567890
Additional Information

* Account Name  ABC Co Agency Location Code
Alternate Account Name * Account Type ; [0
Account Suffix Description

Check Digits

Comments

Note to Approver

Create Another

https://eims-devé.fa.us2.oraclecloud.com/fsemU|/faces/Pr. i ! q_58prcBul...




Supplier Registration Instructions

CTY DFJACKSONVI Sonky Step 58
OO0 6 @

Company  Contacts Addresses  Bank  Products andQuestionna...  Review

Details Accounts  Senvices
Register Supplier: Bank Accounts Nem smlm Later Keunsﬁer gn | k h b
) Click the Next button.
Actions v View v Format v | = Create | /" Edit 3¢ Delete Freeze [y Detach Wrap
Nooqunt Bank Branch Edit Delete
XXXHXHXTE90 WELLS FARGO BANK 101089292 - WELLS FARGO BANK 4 x
<

Columns Hidden 9

https://eims-dev4 fa.us2.oraclecloud.com/fscmU|ffaces/PrePosRegisterSupplier?_ad ctrl-state=eyka2kbd




Supplier Registration Instructions

ENTY IFADKSONVILLE @O somn Step 59
O—00—00—00—0 © O

Company  Confacts ~ Addresses Bank Products Questionna.
Details Accounts  and Services

Register Supplier: Products and Services [Boo]) [ext] You must |dent|fy the types Of gOOdS or

5|Iguh pp p |NIGP code(s) to iden |fyw|| hpm ucts ul;,maypmvd e to the City. After locating the applicable NIGP codefs) SerV|CeS you Wl” Oﬁer to the Clty Of

and enter the code(s) by using the St A

e e 5 e - Jacksonville through NIGP (National

Category Name Description Remove

Institute of Governmental Purchasing)
codes.

Review

Click the Click here to search NIGP
codes link.




For sitemap menu
options click on the
toptab )

&
Q]

COJnet > Departments > Finance and Administration > Procurement > Supplier Information > NIGP Code Search

NIGP Code Search

For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word
Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes™

NIGP Commodity Code Search Search

NICP Nasrrintinn Ward Qaarch Snmrab

<

Supplier Registration Instructions

Step 60

Click the Scrollbar down arrow.



Supplier Registration Instructions

Step 61

Forsitemap menu
options click on the

= -~ / COJnet > Departments > Finance and Administration > Procurement > Supplier Information > NIGP Code Search
S
NIGP Code Search Click in the NIGP Description Word
For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word Sear C h fl e I d .

Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes*

NIGP Commodity Code Search Search

NIGP Description Word Search [ ] searen
Reset

Commodity Code Description ~

005.00 ABRASIVES

005.05 Abrasive Equipment and Tools

005.14 Abrasives, Coated: Cloth, Fiber, Sandpaper, efc.

005.21 Abrasives, Sandblasting, Metal

005.28 Abrasives, Sandblasting (Other than Metal)

005.42 Abrasives, Solid: Wheels, Stones, etc.

005.56 Abrasives, Tumbling (Whee)



Supplier Registration Instructions

Step 62

Forsitemap menu
options click on the
toptab \

- COJnet > Departments > Finance and Administration > Procurement > Supplier Information > NIGP Code Search

NIGP Code Search Enter the deglred information into
For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word th e Sear C h fl e I d . E nter "C O m p u te r " .

Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes*

NIGP Commodity Code Search Search

NIGP Description Word Search [[— ] searen
Reset

Commodity Code Description ~

005.00 ABRASIVES

005.05 Abrasive Equipment and Tools

005.14 Abrasives, Coated: Cloth, Fiber, Sandpaper, efc.

005.21 Abrasives, Sandblasting, Metal

005.28 Abrasives, Sandblasting (Other than Metal)

005.42 Abrasives, Solid: Wheels, Stones, etc.

005.56 Abrasives, Tumbling (Whee)



Supplier Registration Instructions

Step 63

For sitemap menu

options click on the

toptab \

- COJnet > Departments > Finance and Administration > Procurement > Supplier Information > NIGP Code Search

NIGP Code Search Click the Search link.

For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word
Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes*

NIGP Commodity Code Search Search

NIGP Description Word Search | computer % -
Reset

Commodity Code Description o~

005.00 ABRASIVES

005.05 Abrasive Equipment and Tools

005.14 Abrasives, Coated: Cloth, Fiber, Sandpaper, efc.

005.21 Abrasives, Sandblasting, Metal

005.28 Abrasives, Sandblasting (Other than Metal)

005.42 Abrasives, Solid: Wheels, Stones, etc.

it/ 10.cojnet/dep I or fsuppl frigp-code-search?Search |




COJnet > Departments > Finance and Administration > Procurement > Supplier Information > NIGP Code Search

NIGP Code Search

For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word
Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes*
NIGP Commodity Code Search Search
NIGP Description Word Search | computer Search
Reset
Commodity Code Description
031.04 Air Conditioners: Controlled Environment (For Computer Rooms, efc.), and Parts and Accessories not Individually
Itemized)
035.11 Aircraft Master Control Systems (Computer, etc.)
055 68 Monitors, Computerized (Brakes, Lights, RPM, Temperature, etc.)
204.00 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS
204.46 Imaging Systems, Microcomputer (Including Digital Imaging Network (DIN), Technology, and Digital Imaging

Communications in Medicine (DICOM))

20447 Integrated Hardware-Software 1.T. Solution (Microcomputer)

Supplier Registration Instructions

Step 64

All commodity descriptions that contain
the word "computer"” are listed. For this
example, we will choose the Commodity
Code for Microcomputers, Handheld,
Laptop and Tablet.

Click the Scrollbar down arrow.



Supplier Registration Instructions

i Step 65
There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.
NIGP Commodity Codes* CI - k
the COJ.net - NIGP Code S h
NIGP Commodity Code Search Search I C e ) n e O e e ar C
- o .
N — — var pageTitle = "Procuremen object.
Reset
‘Commodity Code Description A
031.04 Air Conditioners: Controlled Environment (For Computer Rooms, efc.), and Parts and Accessories not Individually
ltemized)
035.11 Aircraft Master Control Systems (Computer, etc.)
05568 Monitors, Computerized (Brakes, Lights, RPM, Temperature, etc.)
204.00 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS
204.46 Imaging Systems, Microcomputer (Including Digital Imaging Network (DIN), Technology, and Digital Imaging
Communications in Medicine (DICOM))
204.47 Integrated Hardware-Software 1.T. Solution (Microcomputer)
20453 Microcomputers, Desktop or Towerbased
20454 Microcomputers, Handheld, Laptop, and Notebook
204 55 Microcomputers, Muiti-Processor
20470 Picture Archiving Computer System (PACS)
204.82 Printers, Microcomputer (Not Otherwise Classified)
204.83 Recycled Microcomputer Hardware and Peripherals
20484 Retrieval Systems, Computer Assisted: Indexing, Refrieval (CD ROM Jukebox, etc.) and Access Systems
v

20491 Servers, Microcomputer (Application, Database, File, Mail, Network, Web, etc)



Supplier Registration Instructions

R [0 e oo G nxue - o Step 66
- :

For this example, the NIGP commodity
Procurement A , code is 204.54. Jot this number down.

Click the Close Tab button.

For sitemap menu
options click on the
top tab
d COJnet > Departments > Finance and Administrafion > Procurement > Supplier Information > NIGP Code Search

NIGP Code Search

For each SERVICE OR GOOD that a business provides enter the name of that service as listed in the NIGP Description Word
Search and then enter the NIGP code while registering as a supplier with the city of Jacksonville.

There are thousands of goods and services that carry NIGP Codes. Therefore, you should scroll through the listing, NIGP
Commodity Codes, to identify all goods and services offered by your company.

NIGP Commodity Codes™

NIGP Commodity Code Search Search

NICP Nasrrintinn Ward Qaarch | oo Snmrab



(@ signhn

ETY DFJACKSONVILLE

OO0 O 0

Company  Confacts ~ Addresses  Bank Products Questionna... Review
Details Accounts  and Services

--

Register Supplier: Products and Services

Click here to search NIGP codes;
Select the appropriate NIGP code(s) to identify which products and services you may provide to the City. After locating the applicable NIGP code(s)
navigate back to this page and enter the code(s) by using the "Select and Add" button.

Actions w View w Format v select and Add {] Detach

Category Name Description Remove

No data to dispiay.

Supplier Registration Instructions

Step 67

Now you can add your NIGP code (or
codes).

Click the Select and Add button.



Supplier Registration Instructions

selectand Add: Products and Services Ste p 6 8
4 Bearch

Categony tame : Deserption

Click in the Category Name field.

View w Format v Freeze Wrap
Select Category Name Description

» il 000.00 Select and Add codes below

005 Abrasives

5 010 Acoustical Tile, Insulating Materials, And Supplies
015 Addressing, Copying, Mimeograph, And Spirit Duplic
019 Agricultural Crops and Grains including Fruts, Melor
020 Agricultural Equipment, Implements, And Accessoric
022 Agricultural Equipment and Implement Parts
025 Air Compressors and Accessories

§5 031 Air Conditioning, Heating, And Ventilating Equipmen

» 035 Aircraft and Aiport Equipment, Parts, And Supplies

‘Columns Hidden 1

Apply | OK | Cancel




Supplier Registration Instructions

Select and Add: Products and Services Ste p 6 9

4 Search

Categony tame E Deserption

__ Enter the desired information into
o the Category Name field.
» i 000.00 Sefect and Add codes below Enter "204.54"-

) @ 005 Abrasives

» § 010 Acoustical Tile Insulating Materials, And Supplies

» [ 015 Addressing, Copying, Mimeograph, And Spirit Duplic
» @ 019 Agricultural Crops and Grains including Fruits, Meloi
» {020 Agricuttural Equipment, Implements, And Accessorie
» &5 022 Agricultural Equipment and Implement Parts

» i 025 Air Compressors and Accessories

» @ 031 Air Conditioning, Heating, And Ventilating Equipmen

» 035 Aircraft and Aiport Equipment, Parts, And Supplies

‘Columns Hidden 1

Apply | OK | Cancel




Supplier Registration Instructions

Select and Add: Products and Services Ste p 7 0

4 Search

Category Name | 204.54] Description

Click the Search button.

View w Format v Freeze Wrap
Select Category Name Description

» il 000.00 Select and Add codes below

005 Abrasives

5 010 Acoustical Tile, Insulating Materials, And Supplies
015 Addressing, Copying, Mimeograph, And Spirit Duplic
019 Agricultural Crops and Grains including Fruts, Melor
020 Agricultural Equipment, Implements, And Accessoric
022 Agricultural Equipment and Implement Parts
025 Air Compressors and Accessories

§5 031 Air Conditioning, Heating, And Ventilating Equipmen

» 035 Aircraft and Aiport Equipment, Parts, And Supplies

‘Columns Hidden 1

Apply | OK | Cancel

https://eims-devé.fa.us2.oraclecloud.com/fsemU|/faces/Pr. i ! q_58prcBul...




Select and Add: Products and Services

4 Search

Category Name 20454

View v Format w Freeze [ Detach

Select Category Name

Wrap

Description

) » B 20454 Vicrocomputers, Handheld, Laptop, and Notebot  COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS - Microcomputers, Handheld, L

‘Columns Hidden 1

Apply | OK | Cancel

Supplier Registration