ORAU
Supplier Registration Using External Link

1. Registration

1.1 Access the link below (Link to be added)

1.2 Enter your Company Name (should be legal name from W-9). Please do not use any

punctuation marks except an apostrophe.
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1.3 Enter your Taxpayer ID (do not include dashes) and enter your ‘SAM UEID’, if
applicable
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1.4 Enter your preferred Email address
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1.5 Enter the primary contact’s First and Last Name
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1.6 Click Next
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1.7 Under the Address Book section, click ‘Create’, which you’ll create 3 address sites:
‘W-9’ (address should be where you would prefer your 1099s mailed, if applicable)

‘SITE1’ (Main Business location)

‘ISUPPLIER’ (should be same as SITE1)

Company Detaits
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Address Book
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iSupplier Portal
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Address Purpese

o You will need to repeat this step to set up 3 sites:

Purposs Removs
Mo tasusts Toung

‘W-9’ for 1099 reporting

‘SITE1’ for Purchase Orders

1.9 Enter the Street Address ISUPPLIER’ for payments.

Create Address Cance] | Agpiy

Address Purpose
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1.10 Enter the City

ISuppiler Penal

Create Address il

Address Purpose

o+
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1.11 Enter the State abbreviation.

iSuppler Portal
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1.12 Enter the Postal Code
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1.13 Make the appropriate selections based on the entered address
‘W-9’ (check only ‘Payment Address’)
‘SITE1” (check ‘Purchasing and Payment Address’)

‘ISUPPLIER’ (check ‘Payment Address’)

** Always uncheck ‘RFQ Only Address’ on all created address sites.

Greate Address

1.14 Click Apply

Create Address =T

Address Purpose

e
Purposs Remave

1.15 Scroll to Address Book to confirm the newly created address

Address Book

Addeess Namo Addrass Detaits. Purpose Update Deletn

1.16 On the Contact you created, click the Pencil icon to Update.

Contact Directory
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1.17 Enter in a primary contact phone number.

iSupplier Portal

Update Contact
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Contact Purpose
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Supplier User Account
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Addresses For the Contact
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1.18 Click on the “+’ under ‘Addresses For the Contact’.

Contact Title =] Phone Area Code
First Name  John Phone Mumber
Middie Name Phone Extension

* Last Name Doe Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fat Mumber

* Contact Email 123Company@test.com
URL

Contact Purpose

+ sse

Purpose Remove
No results found.

Supplier User Account

Create User Account For The Contact

Addresses For the Contact

Address Name Address Details Remove

No results found
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1.19 Click the magnifying glass

Administration: Profile Management: Contact Directory >

Address Associations for Contact Cance|l Save
The addresses associated with the contact can be maintained in this page.

e ene

Address Name / Address Details Remove
&

1.20 A box will open and you’ll click ‘Go’
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iSupplier Portal Home Favorite Worklist jec s ISUPPUAT18@GMAIL.COM

Administration: Profile Management: Contact Directory >
Address Associations for Contact

Cancel Save
The addresses associated with the contact can be maintained in this page.
L
Address Name Address Details Remove
a 8
x
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the “Go" button.
SearchBy Address Name ¢ Go
Results
Select Quick Select Address Name Address Details
* TSUPPLIER 520 First St, Chillicothe, OH, OH, US
$ 1 SITE1 123 Third St, Knoxville, TN, TN, AF
1 w-9 320 Second St, Chillicothe, OH, OH, US

Cancel Select
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1.22 Click Apply

iSupplier Portal

Update Contact

* Indicates tecuired ek

1.23 Scroll down to Business Classifications and add any appropriate Classifications by

clicking on the appropriate box under ‘Applicable’.

Business Classifications

Chassification Applicabls  Minociny Typs. Certificate Numbsr Cartifying Agency Expiration Date

—

1.24 Enter the relative information to the Business Classification

Business Classifications

Classification Applicable __ Minority Type Cenficate Number Centifying Agency Expiration Date
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1.25 Under the Products and Services section, click Create

1.26 Select the appropriate Product or Service from the list

Add Products and Services: : {123 Company)

1.27 Click Apply

Add Products and Services: : (123 Company)

1.28 Click Next
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Products and Services
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Code

Products and Services

1.29 Click the Add Attachment button

TEST iSupplier Portal
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1.30 Enter a Title for the attachment (ex: W-9 Form) *W-9 form is required to be

uploaded to verify Tax status.

iSupplier Portal

Add Attachment Cance | AdaAncther | Acply
Attachment Summary Information

Define Attachment
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1.31 Click Choose File

iSupplier Portal

Add Attachment Cancel  AsdAnoter | Aughy

Attachment Summary Information

Define Attachment

1.32 Select the Attachment from your files

Organize »  New folder

5> ~J 30 Objects " —

» [l Desktop ‘

» [ Documents — 4
& Downloads
D Music
& Pictures

B Videos

Attachment Test

File name: v| | Alfiles »

Upload frem mobile Cancel
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1.33 Click the Open button

Organize ~ New folder =~ M @
_J 3D Objects -
I Desktop

| Documents

‘ Downloads

b Music Attachment Test

&= Pictures

B videos

<«

File name: | Attachment Test v | All files v

Upload from mobile el

1.34 Scroll down and click Apply

Add Attachment Cance | A s | Aty
PR ——— /

Define Attachment

s @ P Chisesa Pl | Atischmane Tast 41

1.35 Click Submit

acrmen 192 tosn added succaz o et - -
Submit Back | Twp a1

Attachments

Ko st

seq Tite Tipe Description Coiegory Lt Updsted 8y Lasi Updsied Usage Updste Deless

1.36 Supplier Registration has been submitted

iSupplier Portal

_u Confirmation

Thank you for registaring your company. Your regisiration has been submitted for approval and you will be notified of your registration status via email in due course
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