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During the Presentation, phones will be muted. To ask a question, please type it in
the Chat Box. If you cannot use the Chat function, email your questions to:
cecp@dcwater.com.

After the Training, for Help or Questions concerning the Vendor Portal, contact DC
Wat er 060s Procurement Department.

Contact Telephone: 202/ 787- 2020
Contact Email: Procurementinguiry@dcwater.com



mailto:cecp@dcwater.com
mailto:ProcurementInquiry@dcwater.com
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& DC Water ERP Overview
¢ Part 1: Vendor Registration
¢ Part 2: Manage Profiles

U Profile Addresses

U Products and Services

& Part 3: Viewing and Responding To Solicitations

& Part 4: Submitting and Viewing Purchase Orders
U Acknowledging Purchase Orders

& Part5: Submitting and Viewing Invoices
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DC Water ERP Overview



dC‘ waterislife  New ERP System: Oracle

Progress

Budgeting & Management Capture

Planning & Forecasting
Scheduling

Project
Creation

P Talent

Billing

Analysis and
Reporting

R

DI A aE——

o Do I Do Do

Integrated system:

i Financial, HCM, and
Procurement on a single
enterprise-wide system.

I Seamless way of working,
increasing productivity, efficiency,
improved quality and reduced
lead-time.

Built-in industry best
practice

Automated dashboard and
reporting
Automated workflow

Increased transparency,
auditability & compliance

Mobility:
I 10S and Android compatible
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Key Benefits for Suppliers

Requirement

A Automatic invitation to new
solicitation (for registered products b 1. Solicitation Terms and Conditions

and services
) » 2. Required Consent

A News, Events, Reminders

B 3. Scope of Work and Requirements

To

Current solicitation dashboard

kb 4. Qualification Responses

-
-
-
-
-

A Online Solicitation and Proposal ,
System (paperless)

5. Technical Responses

. .. . » 6. Add other Required Responses
A View all activities in Dashboard,

iﬂCluding POs and payment status b 7. Statement of Work

» 8. Safety and Insurance Requirements

Requiring Attention Recent Activity Transaction Reports

" e AT 3 9. Compliance Requirements
‘ 13 5 ' | _ » 10. Procurement Forms

2 11. DCW Contract Terms
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dcé

Good morning, TOM HELLEN!

Supplier Portal Tools

Things to Finish

12 hours ago ’ 12 hours ago X 2 days ago

ACTION REQUIRED ACTION REQUIRED

Web Services Application Identit Reginald Scott Web Services Applicatig

Show More
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dcé

Supplier Portal

Search Orders w Order Number
Tasks
Orders . . - .
Requiring Attention Recent Activity Transaction Reports
* Manage Orders Last 30 Days Last 30 Days
* Manage Schedules Negotiation invitations 2 Invoice Amount 12716 uUsD
*  Acknowledge Schedules in Spreadshest Negetiation responses awarded or rejected 4 Irmvoice Price Vanance Amount uso
Agreements Agreements changed or canceled 3
Agresments opened 1
* Manage Agreements
- »
. LA
Shipments

Manage Shipments

Create ASN

Create ASBN

Upload ASM or ASBN
W Schedules Overdue or Due Today
W Questionnaires
Negotiations Closing Soon
W Negotiation Messages

= \iew Receipts

= View Returns
Deliverables

* Manage Deliverables

. Supplier News
This is the Supplier Mews !!

Consigned Inventory
* Review Consumption Advices
* Review Consigned Inventory
* Review Consigned Inventory Transactions
Invoices and Payments
* Create Invoice
= \iew Invoices
= \iew Payments
Solicitations
* \View Active Solicitations
* Manage Responses
Qualifications
= Manage Questionnaires

= View Qualifications

Company Profile

* Manage Profile
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Helpful Hints and Tools
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When stopping in the middl aveddrlLatere g i
not Cancel (will not save information entered)

10



d( :‘ . lf- District of Columbia Water and Sewer Authority
Water 1S 111€e David L. Gadis, CEO and General Manage

Part 1. Vendor Registration

11
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Part 1. Vendor Registration - Scenario

Company Profile

Firm Name: XYZ Corporation Address:

Tax Organization: Corporation City:
Supplier Type: Construction Service State:
Website: www.xyz.com Zip:

Duns Number: 555555555 AddressPurpose:
Tax Country: United States of America Firm Phone:

Tax ID: 26-4563123 Firm Email:

DC Tax Registration N/A Certification:
First Name: George Certified By:

Last Name Washington Cert Date:
Email: jamal.jones@dcwater.com ReviewDate:
Tel: 2025555555 Products/Services:

David L. Gadis, CEO and General Manage

555 Anywherest

Oxon Hill

MD

20745

Ordering/Remit To/RFQ or Building
202-555-5555
procurements@xyzcorp.com

DBE

MDOT

1/1/2020
12/31/2022

Chemical

12
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Stepl:@ G2 5/ 2FGSNQR& t N2OdNBYSyi

a)
b)
C)

d)

Open yournternet Browser CHROME is the preferred web browser for the DC Water application.
Go to theDC Watemebsite:https://www.dcwater.com.

Click orWork with Uson themenu options then click therocurementlink followed by theDC Water
Supplier Registration link The page also includes a link for DC Water Supplier PoHal émgl DC
Water Solicitation Abstracts (Solicitation Listing).

ClickDC Water Supplier Registration lii& register as a new supplier.
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0O ®© 66 ®© 6 © O

Company Contacts Addresses Business Products and Quesfionnaire Review
Details Classifications ~ Services

Register Supplier: Company Details @ Back

Enter a value for at least one of the fields: D-U-N-S Number or US Tax-Payer 1D or Foreign Tax Number. Tax number should be entered as XX-X3000(
Supplier Type — Choose Supplier Type that closely reflects the Products/Services you provide to DC Water. It does not prevent DC Water or Supplier to do Business in other areas.
* Company D-U-N-S Number

* Tax Organization Type Tax Country -

Supplier Type

K3

US Tax Payer 1D or Foreign Tax Number
Corporate Web Site Note to Approver
Attachments None ==
Additional Information

DC Tax Registration Number

Your Contact Information
Enter the contact ion for i ing this regi

* First Name
™ Last Name
* Email

* Confirm Email

v

Stepl:@ (2 5/ 2 0GSNXQR& t NPOdzNBYSYy i

1) When you click register, you will be taken to the screen above (Company Details).
There are seven (7) sections related to vendor registration:
Section 1¢ Company Details Section 4 Business Qualifications  Section7- Review
Section ; Contacts Section 5 Products and Services
Section 3 Addresses Section 6 Questionnaire
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Register Supplier: Company Details &

Enter a value for at least one of these fields: D-U-N-5 Number, Taxpayer ID, or Tax Reqgistration Number.

Step2

* Tax Organization Type -

Corporation

Foreign Corporation
Foreign Individual
Foreign Partnership
Government Agency
Individual
Partnership

Supplier Type w
Corporate Web Site

Attachments None ==

[ - et et en-RN et et e

Step 2:Enter Company Information

2) O1 Ay GKS { L)} OS bSEI
3) GKS 5NRLI ! NN g AY

15
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Register Supplier: Company Details &

Enter a value for at least one of these fields: D-U-N-5 Number, Taxpayer ID, or Tax Reqgistration Number.

* Company

U Automotive Service and Parts

i Construction Service = .

U Construction Materials and Tax Organization Type h
Supplies

(i Distribution and Logistics Supplier Type '”"
Service

U Educational Institute mcﬂmnmm Web Site

U Education or Training Service

U Engineering Service

U Equipment Manufacturers &
Suppliers

a X

FASER {7z

02 a/ 2NLI2NJ GS 3
7 G2 al GidFr OKYSy
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Register Supplier: Company Details @ EHES m

D-U-N-S Number Y Step7
Tax Country A4 Step 8
US Tax Payer ID or Foreign Tax Number m

Mote to Approver | w
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Additional Information

DC Tax Registration Number

Step 2:Enter Company Information

11) LT &2dzNJ FANXY A& | A& /| 2 dzYo A |
Ay (GKS CANXQa 5/
blank.

18
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Your Contact Information

Enter the contact information for communications regarding this registration.

M * First Name
m * Last Name
Step14 2 * Email
M" Confirm Email

Step 2:Enter Contact Information

{ LIk

{ LIk
{ LIk
{ LIk
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C

0@@@@@@

Company Contacts Addres Eness Pdtsth
Details Classificatiol Services

Register Supplier: Company Details @ Back m

Step 3:Click Next

16) ! FGSNI GKS t NAYOALIE t2AyaG 2F /2yalo0odQa 9YIFAfE KI

continue the registration process.

20
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Company Contacts Addresses Business  Products and Questionnaire Review

Details Classifications ~ Services
Register Supplier: Contacts @

[ovs [ [ e
You must have at least 1 Contact as Administrative Contact. This contact will be responsible to manage all access to DC Water Portal for its users.

Click either of the Edit pencils to complete your contact information (row highlighted in Blue).

Phone —you must enter a country code number prior to your phone number “1” is used for the United States.
Roles — registered users will automatically be assigned all Roles

Click the + Create button to add an additional contacts.

Actions v View v Format wv == Create I‘ Edit 3¢ Delete Freeze m" Detach Wrap

Name

Job Title Email Administrative  Request User Edit Delete
Contact Account
‘Washington, George

Columns Hidden 7

jamal jones@dcwater.com v v

g x

Step 18

Contacts Screen

17) This screen identifies the points of contacts of the firm.
18) The Name and Email of the Principal Point of Contract is carried over from the previous screen.

/ 2y Gl OO0 Aa RSTldzZ G§SR (2 KI

19) ¢ KS t NAYOALIf t2Ay0 27

20) The contact information for the Principal Point of contact is still incomplete (missing telephone number, job title
etc. and/or can be edited from this screen.
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Company Contacts Addresses
Details
Register Supplier: Contacts @

Business  Products and Questionnaire
Classifications ~ Services

[ovs [ [ e
You must have at least 1 Contact as Administrative Contact. This contact will be responsible to manage all access to DC Water Portal for its users.

Click either of the Edit pencils to complete your contact information (row highlighted in Blue).

Review

Phone —you must enter a country code number prior to your phone number “1” is used for the United States.

Roles — registered users will automatically be assigned all Roles

Click the + Create button to add an additional contacts.

Actions v View v Format wv == Create I‘ Edit 3¢ Delete Freeze m" Detach Wrap

Name

Job Title
‘Washington, George

" Administrative  Request User .
Email Contact Account Edit Delete
jamal jones@dcwater.com v v
Columns Hidden 7

Contacts Screen

21) ¢2 dzZLJRFGS GKS

t NAYOALI f t2AyG 27F
blue ribbon.

2y i0FOGa LINRPTFATLS




Edit Contact: George Washington

Salutation . Phone = _
ver Authority

* First Name George Mobile v

_ eneral Manage
Middle Name Fax v
* Last Name Washington * Email jamal jones@dcwater.com

Job Title

+/| Administrative contact

4 User Account

| Request user account

Roles
Actions v View v Fomatwy X EL Freeze  |m| Detach Wrap
Role Description
Supplier Accounts Receivable Specialist Manages inveices and paymenis for the supplier company. Primary tasks include submiiting inveices as well as tracking in... A
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requ...
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include...
OK  Cancel

Edit Contacts Screen

22) 2 KSy @2dz / tA0]1 aSRAGE GKAa LIL) dzLJ AaONBSY | LIISI NE @
Point of contact can be filled in.
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Edit Contact: George Washington

Salutation .E}m

* First Name George m Mobile v
Middle Name w Fax v
Last MName Washington w * Email jamal jones@dcwater.com

' Administrative contact

Phone v

Step 28

Edit Contacts Screen

23) | NN g6 Ay GKS a{lftdzil GA2yé FASER (2
24) { LI O 8pddieSi KB A NBGA ME v Sb I2¥S & KiB2 CA N Qa
25) { LI OS bSEG G2 aaARRtS bl YSé G2 ¢eéLlS
26) { LI OGpdate8@ K& 2 adi[ bda ¥SbR2F¥S& KE2 CANYQa
27) LI OS bSEG (2 awz2o ¢AilftSeE (2 ¢elIS GKS
28) t NAYOALI t t2AyaG 2F /2ydFO0d Aa (GKS a!
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Edit Contact: George Washington Enter country Enter phone Enter Enter
code area code phone extension
samtation [V | Step20 o LIRS v
* First Name George W Mobile v

Middle Name W Fax v
Last Name Washington M*Emﬂil jamal jones@dcwater.com

Job Title

' Administrative contact

Edit Contacts Screen

29) / £t A0l Ay GKS { LI OS bSEG G2 atK2ySé G2 dzLRIFIGS GKS
y20S GKS FANBRG FASER A& F2N) 0KS O2dzyiNE O2RS o6dawmé
is for the number. The Fourth Field is for any extension.

30) / t A0 AYy GKS { LI OS bSEG (2 aazoAtS¢ (2
note numbering convention is the same as the primary number.

3) / t A0l Ay GKS {LIOS bSEG G2 acClE¢ G2 dzLRIGS

32) / t A0 Ay GUKS { LI OS bSEG G2 a9YlFAfté G2 dzLIRI
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4 User Account

' Request user account

Edit Contacts Screen

33) / 2YFANY GKS tNAYOALIEt t2AydG 2F [/ 2yal Od A& NBIljdzSai

active account.

26
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Roles
Actions w View v Formatw 3 El Freeze i@ Detach Wrap
Role Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in... o
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, regu. ..
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include. .. v
OK Cancel

ORAUG [/ 2yldlkOta {ONBSYY daw2z2f Saté

34) wSOASE GKS aNBfSaé¢d ARSYUIUAFTASR F2N) 6KS t NAY OALJ f

button and make the necessary selectiong&ch person who is registered will be assigned all roles.
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Roles
Actions w View v Formatw 3 [El Freeze i@ Detach Wrap
Role Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in... o
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, regu. ..
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include. .. v
OK Cancel

Step 4:.Click OK

35) ! TUOSNI GKS tNAYOALIE t2Ayld 2F [/ 2yal OGQa
the registration process.

28
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Company Contacts Addresses

Details
Register Supplier: Contacts @

Business  Products and Questionnaire

Review
Classifications ~ Services

You must have at least 1 Contact as Administrative Contact. This contact will be responsible to manage all access to the DC Water Portal for its users.

Click either of the Edit pencils to complete your contact information (row highlighted in Blue).

Phone —you must enter a country code number prior to your phone number “1” is used for the United States.

Roles — registered users will automatically be assigned all Roles.

Click the + Create button to add an additional contacts.

Actions v View v Format w == Create f Edit 3¢ Delete Freeze m" Detach Wrap

Name

Job Title
‘Washington, George

o Administrative  Request User .
Email Contact Account Edit Delete
CEO jamal jones@dowater.com ' v Vs b4
Columns Hidden 7

Step 5:Click Next
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AMustos and Tips

¢ Enter at leasP Contacts. 1 eaclor:
w Supplier Bidder role (person who receives invitation to solicitations)
w Administrator (person who can manage accounts)
(can be the same persapentered twice).

¢ Entertel and email addresto receive news, invitation to solicitation, and POs
¢ Contact vs. Address

w Address is the mailing address of contact

w News, invitation to solicitation, and POs a&nt to the email address entered in
Contacts not to the email address included in Address

30
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Company Contacts Addresses Business Products and Questionnaire Review
Details. Classifications enm:e
Register Supplier: Addresses
Enter atleast one Address

Click the + Create button to add an addres:

I Y

Actions v View v Format wv == Create Edit Delete Freeze g
Address Name
Mo data to display.

Columns Hidden 3

Addre

Phone Address Purpose

Edit Delete

Addresses Screen

38) This screen identifies the address) of the firm
39) ¢2 0S3IAY

I RRAY 3k dzLIRI G Ay 3

i KS




Create Address

Please check Address Purpose as "‘Ordering if Address is used for Ordering Materials/Services, Remit to- if used as pay Site and RFQ or Bidding- If
used for Bidding purpose

. * Address Purpose Orderin
Address Name | e 9

Remit to
* Country United States o
RFQ or Bidding
Address Line 1
Phone 1 -

Address Line 2

Fax 1 v
Ci v
ty Email
State v
Postal Code -

Location Building

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

Actions w View w Format w =3 Freeze  im | Detach Wrap

. Administrative
Name Job Title Email Contact User Account
Mo data to display.

Columns Hidden 4

Create Another OK  Cancel

Addresses Screen

)]
41)
42)
43)
44)

02@S aL}RL) dzL) &aON
G | FrRifHNES thia patiidul¥r Siddredss.?
G/ 2dzy iNRBE G2 asStSou
y G! RRNE [ AYS mé
G! RRN [ AYS HE

Q¢ Q¢ T Q¢ —2




Create Address

Please check Address Purpose as ‘Ordering if Address is used for Ordering Materials/Services, Remit to- if used as pay Site and RFQ or Bidding- I
used for Bidding purpose

. * Address Purpose Orderin
Address Name | e g

Remit to
* Country United States o
RFQ or Bidding

Address Line 1
Phone 1 v

Address Line 2
Fax 1 v

city Email

State

v
Postal Code -
Location Building ‘

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

Actions w View w Format w E Freeze g Detach Wrap

Administrative

Name Job Title Email Contact

User Account

Mo data to display.
Columns Hidden 4

Create Another OK  Cancel

Addresses Screen

y
y
y
A

SE
SE
SE
y




Create Address

Please check Address Purpose as "‘Ordenng if Address is used for Ordering Matenals/Services, Remit to- if used as pay Site and RFQ or Bidding- If
used for Bidding purpose

= Address PUIpose Gldelill!l S ep 49
Address Name |

* Country United States - o
RFQ or Bidding

Address Line 1
Address Line 2
Ci
v v Email
State L m I

Postal Code v

Location Building

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

Actions » View v Format = B Freeze |m| Detach Wrap
. Administrative
Name Job Title Email Contact User Account
Mo data to display.

Columns Hidden 4

Create Another OK  Cancel

Addresses Screen

2yS 2NJ Y2NB
0 2¢ AT

LJI

LJI
LJI




Create Address

Please check Address Purpose as ‘Ordering if Address is used for Ordering Materials/Services, Remit to- if used as pay Site and RFQ or Bidding- If

used for Bidding purpose.

If you heve only one Business Address, please check sll "Address Purpose” Boxes. If you have multiple addresses, then ensure that all the 3 Address Purposes sre covered scross your addresses.

Address Mame — Enter "Main-Purch” if only 1 address that covers Purchasing and Pay; "Main-Pay” for address that is for Payment only.

Address Contacts

Each Address MUST have 1 Contact associated with it

In the Address Gontacts section, Click the + icon to Associate Contacts with the address. All addresses must have st least one Contact associated with the address.

* Address Name Main-Purch
* Country United States v

Address Line 1 555 Anywhere St

Address Line 2
City Oxon Hill v
State MD v
Postal Code 20745 v

Location Building

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

View v Format v

Remove

Columns Hidden 4

= Freeze |im| Detach

Wrap

* Address Purpose

Phone

Job Title

Fax

Email

+" Ordering

v Remit to

v RFQ or Bidding

1 w 202 5555555
1 v
procurements@sxyzcorp.com
Email Administrative User Account

Contact

Create Another OK  Cancel

35



Create Address

Please check Address Purpose as “Ordering if Address is used for Ordering Materials/Services, Remit to- if used as pay Site and RFQ or Bidding- If
used for Bidding purpose

. * Address Purpose Orderin
Address Name main o g
Remit to
* Country  United States v o
RFQ or Bidding
Address Line1 555
Phone 1 v
Address Line 2
Fax 1 v
Ci v
v Email
State v
Postal Code v
Location Buildinp
4 Addresg
dcts that are associated with this address.
TR View w  Format w B Freeze  lm| Detach Wrap
Remove ini i
Job Tig Email Ad"e'[?rll'::;"ve User Account
b Select and Add
Columns Hidden 4
Create Another OK  Cancel

Addresses Screen

55) 2 KSy @&2dz Oft AO0O]1 a{StSOG lIyR ! 0KS | 062@S Lk2LJ

created, it has not been applied to the registration.
56) To do so, click the open space next to the firm name.
57) ¢ KSy Of AO1 a! LI ¢ o
58) ¢ KSy Of A0l ahilé¢o




