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In this course you will learn how to
Maintain NIGP Codes in iSupplier.

NIGP Codes will be used to notify
suppliers when solicitations have been
published — if you are registered with a
NIGP code that pertains to the
solicitation, your primary contact will be
notified.
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From the login page, click in the User
Name field and enter the User Name
o provided during the registration process.
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Click in the Password field and enter
the password you created during the
registration process.
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Step 3

Click the Login button.

iSupplier Portal ~ Vendor Training

[N

DeKalb County

GEORGIA



Maintaining NIGP Codes

[N

DeKalb County

——R R B E e
Gl;gﬂ@ https/upplietestdeks. -~ & B G X ]I & Oracle Applicstions Home .. xi - o
File Edt View Favortes Took Help

ORACLE  E&-susiness suite

ingged In As FIONFSGATL TREFS.COM
| Oracie Applications Home Page

Frrsanalioe

ppppp Yous haver nat selected any favorites. Please use the
it d Personshze” button to 262D your favontes.

OAjspT0AFunc=0AHOM, . P Document Mode: Quirks - X

GEORGIA

Step 4

Click the DeKalb County Supplier
Collaboration link.
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Click the Admin tab.
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DRACLE iSupplier Portal

1 Navigalor »

Click the NIGP Code List link.

Organization
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o Address Book
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Step 9

If you want to remove an NIGP code,
you MUST NOT DELETE any of your
codes. We will be unable to track

changes when codes are deleted and
your NIGP codes will not be updated.

Instead, please use the End Date to
indicate that we should remove this
NIGP code from your supplier record.

Scroll to the right for the end date field.
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In the row that needs to be end dated,
click on the the Calendar icon to open

s o5 s ettty | the Pick a Date window.
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Step 12

Enter a partial value for the NIGP code
you want to add and click on Go.

Tip: use the % as a wildcard to search
for a partial match.

H105% -
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Search and Select: NIGF Code List

Search

To find your item, select a filter item in the pulldoven list and enter a valoe in the text field, then seled the *Go” button.

e e The system will retrieve all NIGP Codes
— : that matched the value entered. Locate
coce K ciptaymana escripio o [P0 <40 the NIGP code you want to add and click
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B o an- o o S e S on the Quick Select button.

®  588-88 - Tree Trimming and Pruning Senvices

il 9EE-02 - Tree Trimming Services

= | 020-82 - Spade, Tree (Truck or Trailer Mounted, or Three-Point Hook-Up for Tractar Mounting) and athor Tree
= . Transplanting and Diggers

o) 595-33 - Grates, Guards, and Other Protective Devices For Trees and Shrubs

i~ 515-63 - Tree Trimming and Pruning Equipment (Portable, Power Operated - Not Saws)
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Step 14

A Start date is required for any new
NIGP Code.

Scroll to the right to enter a date.
Click on the Calendar icon to open the
Pick a Date window.
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Step 15

Select the current Date from the Pick A
Date window. By default, the system will
highlight the current date for you.

~Financo Intoligence  Adssessmonts  Aduan Home Logoul Prolomneies
oy {<) 3000, Seaclm. Al rights rewwrsd,

File Fnd Disable View Images Cache Tools Validate | Browser Mode B9 Document Mode Quirks =

iSupplier Portal ~ Vendor Training



Maintaining NIGP Codes

[N

DeKalb County

I

&3 Search and Select List of Vahues - Windows Intemet Explorer provided by DeXal County Y

Search and Select: Supplier Name

| Cancel | [ select |

i
To find your item, select a filter item in the pulldown kst and enter a value in the text fleld, then select the 50" button.
Srarch By Suppiem Name tiamt]
Results
Sebect Quink Select Supplier Hame
Ma search concucted,
e ||
[cancel ] [select] (B sscoc:
|
i
|
"X -
— —
R

nnnnnnnnnnn

File Find Disable View Images Cache Tooks Validate | Browser Mode: 18 Document Mode: Guirks

GEORGIA

Step 16

Enter part or all of your supplier name in
the Search By field and click on Go.
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Click on the Save button to submit your
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Step 21

You have just finished Maintaining NIGP
Codes for your company on the DeKalb
County iSupplier Portal.

Click on the Home hyperlink to return to
the iSupplier Home Page.
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