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Summary

You will begin with a two-step process to set-up your Vendor Portal. Please see subsequent pages of
this document for a more detailed walk through of each step of the process.

Step 1. Start by registering yourself by entering your legal first name and last name, Federal Tax ID,

and email address into the Vendor Portal. You will receive an invitation email to accept your Vendor
Portal creation that will include an 8-digit single-use code to complete your registration. When you

login with that code, you will update your business name and contact information as well as upload
your W-8 or W-9 (see pages 1-16).

Step 2. Vendor Services staff will then approve your registration creation within 2-5 business days.
Once you have been approved, you will be able to enter back into your Vendor Portal to finalize your
setup by entering your banking information to receive payments via ACH and to upload your City of
Portland and Oregon Secretary of State registration documents (see pages 16-24).

Congratulations! You have completed your Vendor Portal registration and set-up your profile. A
welcome email from Prosper Portland Vendor Services will be forthcoming shortly after. Once work
begins, you can access the Portal to look up and review purchase orders and any of your related
invoices (see pages 26-30).

Note: Prosper Portland will confirm your Federal Tax ID with the Internal Revenue Service (IRS). If your
Federal Tax ID does not match the business name, your vendor setup process could be delayed.

You may locate your Federal Tax ID, also known as your Employer Identification Number (EIN) in a few
ways: check your EIN confirmation letter, review your business documents (e.g., Tax returns, licenses
and permits or payroll paperwork like 1099s) or contact the IRS Business and Specialty Tax Line at 1-
800-829-4933.

Language Translation Assistance

Note: Translation support software is available and based on your language preference you will be
able to make your selection on your Vendor Portal homepage and within your Prosper Portland
Vendor Services profile.

Step 1. Login to the Prosper Portland Vendor Portal or enter the following address in your browser:
https://prosperportlandvendorservices.powerappsportals.us/

Step 2. Click the gear setting button on the top black ribbon


https://prosperportlandvendorservices.powerappsportals.us/
https://prosperportlandvendorservices.powerappsportals.us/

User options

Step 3. Select User options > Preferences

User options

IVisuaI

Preferences x

Account

Workflow

Step 4. Select Language dropdown from the Language and country/region preferences section



btandard view ™

User options

Visual Set up default preference
I Preferences
Startup
Account
Company
A
Workflow pdc

Language and country/region preferer

Language
[en—US V]
Set up default preference
Language Language name
en-ZA English (South Africa) '
€s x Spanish
es-AR Spanish (Argentina)
es-BO Spanish (Bolivia)
es-CL Spanish (Chile)

g I () You have changed your language preferences. Refresh your browser to apply this change. |

< | C (3) https

Finance and Operations

{1 Home

Accounts Used to Login to Vendor Services

Prosper Portland Vendor Services recommends vendors register with their business/work email
address.

Recommended Browsers with Vendor Portal

The Vendor Portal works with most major web browsers such as Chrome, Edge, and Safari. We
do not advise using Internet Explorer.



Registering A New Vendor or Existing Vendor

Prosper Portland vendors may register as a new vendor with the documented steps below in the
Prosper Portland D365 Vendor Portal. Existing Prosper Portland vendors may register as a user
and be associated with their existing vendor account, may follow the same steps except where
indicated.

Registering

Step 1. Navigate to the Prosper Portland Vendor Portal or enter the following address in your
browser: https://prosperportlandvendorservices.powerappsportals.us/

Step 2. Click the Register button on the top black ribbon
EBmsomss ) o

Step 3. Complete the requested registration information fields including your work/business
email address and Federal Tax ID, then select Register. Step 3 for Existing Vendor for additional
instruction:

@ggg}?sg Home | Register | Login

Home / Register

PLEASE NOTE: Prosper Portland Vendor Services does not allow user registration with a “Group” email address in compliance with security standards. Examples may include bids@xyz com, quotes@xyz com where more than one individual accesses a mailbox.
Registration will not complete if a group email address is used. Please register using your regular user email address to gain access to Vendor Services. You will be able to enter the “Group” email address under Vendor Contact information and City
communications for RFQs, POs, etc. will be delivered to this address.

INDEPENDENT CONTRACTORS (INSTRUCTORS, ARTISTS, REFEREES, etc...):
Are you offering individual private contractor services to the Prosper Portland (for example as an Art Teacher or Refere)? If so, please enter your SSN in the Federal TAX ID field below. For Business Line, if you don't see a relevant category, select Specialty Trade
Contractors.

| First Name | LastName

Email *

| Business Email |

Business Line *

Select Business Line-

Company Name * - Federal Tax ID/SSN *
| Company Name Federal Tax ID

Already registered? Click here to login.

Message while processing


https://prosperportlandvendorservices.powerappsportals.us/
https://prosperportlandvendorservices.powerappsportals.us/

Please wait while we
process your request...

Message when complete

Name *

| First Name ‘ | Last Name

Email *

| Business Email ‘

Business Line *

--Select Business Line--
. N . Company Name * Federal Tax ID/SSN *

Reg|Strat|O n deta I |S | Company Name ‘ | Federal Tax ID
submitted.

Register

Already registered? Click here to login.

Continue to step 4.

Step 3. Existing Vendors

Complete the requested registration information fields with the following field exceptions
a. Business Email (Use an Individual Work Email Address — (i.e. person@company.com)
b. Federal TaxID
a. Use the Federal Tax ID # that is associated with your business and previous
vendor account
Then click Register.

If the Vendor Account is located, a message will appear stating that the Federal Tax ID already
exists. Select Add as contact.

F

Federal Tax ID already exists

Message: The Federal Tax ID you entered is already
registered with Prosper Portland. You will be
added as a contact for this Vendor. Do you want
to continue?

Validate your primary e-mail address and phone number. Select Add as contact



mailto:person@company.com

Please provide details

Primary |Primary Email |
Email*

Primary |Primary Phone Number |
Phone

Number*

Registration successful!

Status: Thank you for submitting your registration
details. You will receive an email shortly on the
email ID provided for further instructions on
completing the registration process.

Continue to Step 4.

Step 4. Aregistration link will be sent to the e-mail address entered during registration.

Note: Please allow up to 15 minutes for the email to arrive. Be sure to check SPAM/Junk Folder(s)
for the email that which will arrive from invites@microsoft.com. If you do not receive this email,
stop and contact Prosper Portland Vendor Services at VendorServices@ProsperPortland.us for
further assistance.

Step 5. Select the Accept Invitation button/link in the registration email

Prosper Portland invited you to access applications within their organization

Microsoft Invitations on behalf of Prosper Portland <invites@microsoft.coms

O Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this invitation, proceed
with caution.

Organization: Prosper Portland

Domain: pdxdevelopment.onmicrosoft.com

If you accept this invitation, you'll be sent to https://prosper.operations.gov.microsoftdynamics.us

Accept invitation J

Step 6. Sign In to your existing Microsoft Account using the email address used during



mailto:VendorServices@ProsperPortland.us

registration or create a new Microsoft account for that email address if prompted.

(% PROSPER
PORTLAND
Signin

Email, phone, or Skype

Can't access your account?

Note: If your work/business email is set up with Microsoft, your account password may be your
email/work/network password for your business. For security purposes, we do NOT have access
to any passwords. Passwords are managed between you and Microsoft and/or your business. We
are unable to reset any passwords. If you create a new Microsoft account, be sure to setup
account recovery options when registering so you can reset the password if needed.

Step 7. After entering your existing password or creating a password if prompted, validate your

account using the confirmation code sent to your provided email address.

Your single-use code ¢ a o

« B& Microsoft
Microsoft account team <account-securit.. 5:57FM (16 minutes ago) ¥y @ “
to1
Hi  Your email appears here Your email appears here
We recelved your request for a single-use code to use with your Microsoft account. Enter you r Code
Your single-use code is: 901537 st Enter the code we sent to prepdx@gmail.com.
Only enter this code on an official website or app. Don't share it with anyone. We'll never ask for it
outside an official platiorm. 9 0 1 5 3
Thanks,
The Microseft account team Didn't get a code?

Privacy Statement: https://go.microsoft. com/fwlink/?Linkld=521839
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

Step 8. If prompted, select the Country/region where you conduct business.
Step 9. Read and accept any Terms and conditions and complete any security prompts.

Step 10. Select Accept to link your Microsoft Account with Vendor Services.
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Permissions requested by:

Prosper Portland
=7xs pdxdevelopment.onmicrosoft.com
By accepting, you allow this crganization to:
v Receive your profile data
~ Collect and log your activity

~ Use your profile data and activity data

You should only accept if you trust Prosper Portland. Prosper
Portland has not provided links to their terms for you to
review. You can update these permissions at
https://myaccount.microsoft.com/organizations.

Learn more

This resource is not shared by Microsoft.




Vendor Registration
Step 11. Select Next to begin populating registration.

Finance and Operations O Search for a page

Standard view

Vendor registration @~ «~——

Complete the registration process. Click Next to continue. «—

e * ®

Country/region

Terms and conditions

en
Tl

Company information
Contact information
Business information
Procurement categories
Questionnaires

Submit registration I

(|

Country/region

Step 12. Select the applicable Country/region or enter an abbreviation in the filter field. For
example, USA followed by enter on the keyboard will bring up United States.

o
Select the country or region from where you conduct business, and then click Next

o Country/region

| 2 usa -
O Country/region Long name
URY Oriental Republic of Uruguay

| USA United States of America



Terms and Conditions of Use

Step 13. Read the Terms and Conditions of Use. Upon your agreement, click/switch the button
under Accept Terms and Conditions to continue.

| Terms of Use, "you" or "your" refers to each pelsoﬂ(s}/subscribing 0, using or accessing Vendor

. Terms and conditions B B R
Use of the Vendor Services application and its contained pages and forms is gaverned by the a1

In addition to these Terms of Use, you agree to comply with all applicable City Charter, City Cod
Accept Terms & Conditions

@ e —

ol - B

Company information

Step 14. Under the General Information section, complete the following fields:

GENERAL INFORMATION

Company name Doing business as

I ABC Company I [ ABC Co LLC ] [ Upload W9 form l

Registration Email Telephone Fax Email Website
defaults to your email from

[ registration ] [ 555-555-5555 ] l ] l If different from registration l [

a. Doing business as
Telephone
Email (Company/Business Email) - This email is for business notifications and can be
different from the registration email address.

d. Address (Select “Add” to create new)

Finance and Operations P Search fora

Standard view
Standard view

. : New address
Vendor registration

i Location 1D

[] 000024529

| GENERAL INFORMATION " eription

@ co ']
= | Pupose

L [ pusiness ~]

L ]

=

ZIPspostal code

street

- Neorma iription ddress e
Business information aapd.s

Procurement eategori

Questionnaires

Street number

Building complement

Post box

ar
o
- I

e. Enter a “Name or description” field (examples: Main, Location, Payment, Business, Owner...)



f.  Vendors must add a primary and remit address indicated using the Purpose and
Primary fields.
g. Click “OK”

Location ID

[ 000024529 ]

Name or description -

[ Business ]

Purpose —

[ Business;Remit-to ~ ]

Country,/region
[ USA W ]

ZIP/postal code
[ 97209 e ]

Street

220 NW 2nd Ave

City

[PORTLAND V]

State

(0% V]

Primary At least one address must

t) Yes e be primary

Primary for country/region

@ NO g | cave as"No"

Step 15. Click the Upload W9 form button to upload a W9 or W8 form for the company.



‘GENERAL INFORMATION

Company name Doing business as
| ABC Company | ‘ ABC Co LLC | | Upload W9 form ‘ S
Registration Email Telephone Fax Email Website

| defaults to your email from | ‘

registration ‘ ‘ If different from registration | |

555-555-5555 ‘

ADDRESS INFORMATION

+ Add & Edit
Name or description Address Purpose Primary
Business 220 NW 2nd Ave Remit-to Yes

PORTLAND, OR 97209

a. AW9isrequired before a Purchase Order can be issued by the City or work can be
performed by a vendor.

Standard view

Upload document

‘% @  File uploaded as 'fw9.pdf’
p

H Browse ||

Notes

‘ W9 for my business |

Name
‘ fw9 |
Document Type

| wo/ws v

‘ Upload |

Contact Information

Step 16. Enter contact information fields for the primary contact on the vendor account

a. First name, Middle name (optional), Last name

Telephone
Address (If the address is the same as the business address, click/switch Address
same as Business. Otherwise, select Add to add the separate address for the Contact.

Address same as Business

@Nn

Business Information

Step 17. Enter all relevant information regarding Ownership Profile, City Registration number



under City ID, Select Name to use on 1099 and State tax ID and State.

©

|

[] Country/region

@ Terms and conditions
(] Company information

@ Contact information

@ Business information s

'OWNERSHIP PROFILE

MBE (Minority Business Enterprise)
® ne

'WBE (Women Business Enterprise)
@ v

ESB (Emerging Small Business)

o Yes

DBE (
i
C

=]

No

o

EEO (Equal Employment Opportunity)

isadvantaged Business Enterpri...

City ID
Federal tax ID type

| Unknown v‘

Federal tax ID
200301218

Name to use on the 1099

| Vendor name ~ ‘

1099 box

@No

State tax ID type

Procurement categories | Unknown V_‘
State tax ID

Questionnaires | 30030128 |
Tax state

Submit registration | OR ~ |

Procurement categories
Step 18. No longer used, you will automatically move to next step.

Questionnaires

Step 19. Review Information and helpful links about the Questionnaire. When you are ready to,
select “Complete questionnaire” to answer questions.

Standard view v

Vendor registration

I Questionnaire 1 of 1

© Country/region
Thank you for successfully registering yourself and/or your business with Prosper Portiand via our Vendor Portal. You are nearly complete with your setup process. We have some final questions

@ Terms and conditions to ensure accuracy of your business.

Registr

Your vendor account will be activated after City of Portland Registration or State of Oregon Busin:

n occurs and is verified by Prosper Portland staff. Exceptions may occur in some

@ Company information instances. If you are unsure if you should have a registration or have questions, please contact Ve
© Contact information
@ Business information
@ Procurement categories
Status

@ Questionnaires Not started

Submit registration \
9 Complete questionnaire |

a. An “End” button will appear on the last question, when complete, click End and the
guestionnaire Status will show “Finished” click next to go to final registration step.

Status

| Back ‘ m ‘ Cancel |

Submit registration

Step 20. When you have completed all registration information, click Finish

a. ltisimportant to submit registration as accurate and complete as possible



@ submit registration

When you have submitted your registration, you cannot modify the information. Click Finish to submit.

‘. Back ‘ m ‘ Cancel ‘

Step 21. The registered vendor will receive an email confirming registration once Prosper Portland’s
review is complete. This can take 2 — 5 business days.

Vendor registration

Congratulations! You have completed your registration. Your application is currently being reviewed. Upon approval you will receive a welcome letter by email within 2-5
business days. For any questions, please contact us at VendorServices@ProsperPortland.us.



Logging into Prosper Portland Vendor Services

Prosper Portland vendors may log into Vendor Services with the documented steps below in the
Prosper Portland D365 Vendor Portal.

Step 1. Navigate to the Prosper Portland Vendor Portal or enter the following address in your
browser: https://prospertestvendorportal.powerappsportals.us/

Step 2. Click the Login button

@ PROSPER Home | Register || Login
PORTLAND

Welcome to Prosper Portland Vendor Services. Our goal is to make it easy for vendors to locate and participate in procurement opportunities
while ensuring that the City receives high-quality goods and services at the best price and quality. Vendor Services will help you find procurement

Step 3. Enter login credentials used during registration.

PROSPER
% PORTLAND

ORI
Sign in

Email, phone, or Skype

Can't access your account?

Step 4. Validate by entering code sent to your email. Click the Sign in button.

‘% PROSPER

PORTLAND

B o et ey

<  YourEmail@mail.co

Enter code

We just sent a code to - YourEmail@mail.co

Enter code



https://prosperportlandvendorservices.powerappsportals.us/
https://prosperportlandvendorservices.powerappsportals.us/
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Uploading Attachments and Banking Information to Vendor Record
Prosper Portland vendors may add attachments to their Vendor Profile with the documented
steps below in the Prosper Portland D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Login to the Prosper Portland Vendor Services Site (See Logging into Prosper Portland
Vendor Services for additional Assistance.)

Step 2. Click the “Vendor information” tile

Finance and Operations £ Search for a page

APPS
; PORTLAND ==
Building an Equitable Economy

® WORKSPACES
& < June 2025 >
) " To We ™ Fe < E’]D Invoicing Vendor bidding E"‘J Vendor payments
- CHRRSF TR VY WOl TR S

8 9 n n 2 B oW

gy, Purchase order A= vendor information

L2 R A I B ] v confirmations

2 D M B 6 0 n

Al "N

v

agrwd t

Step 3. Select the “Upload attachments” tile

Finance and Operations L Search for a page

< Options pel O

Vendor information

09697 v

< Summary

All contacts
Category requests

“~ Vendor details

@ * 2

Categories Upload attachments
3

Step 4. Select the “New” button

Finance and Operations L Search for a page

= eafEdit +va_| Delete

A Open £ Settings L References  °




Step 5. Select Document

a. Be selecting Document you will be uploading your banking documents, W-9, City of Portland

registration, and Oregon Secretary of State registration. Repeat this same process for each
document uploaded.

Step 6. Click the Browse button

Standard view 7

Upload document

“ B rowse_]-‘

| Cancel ‘
Step 7. Select desired document to upload
Step 8. Document details will appear on screen
Finance and Operations o
Blsave + New Aopen @s Y C d by Option: x
a CardBackSide copy 2 Other Yes
BWC Sample Genvaral
Other No gmail.com
COI Test Form 12/15/2020 11:31:02 AM
BWC Test Form External
Attachment
Other Test Form
Other Test Form CardBackSide copy 2

Oter CardBackSide copy 2.0na

Step 9. You will see the attachment listed on the screen.

Repeat Step 3 — 9 for each additional attachment.

Step 10. When done, select the arrow back button to close the window

Finance and Operations

L Search for a page

EE E save + New v 1Oopen 2 Settings ,© References v Created by >  Options

Ctman A



Update your Vendor Profile
Update Address

Vendors may update their address with the documented steps below in the Prosper Portland
D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Select the Vendor information tile from the homepage

i Finance and Operations

£ Search for a page
APPS
; PORTLAND =z
analytics
*
Building an Equitable Economy
> WORKSPACES
< June 2025 >
o T 3 =
By iy B vedortidang - Y
&
1 2 3 4 s 6 7
L] 9 n n 2 Lt "
—h  Purchase order -
B % U oW oW xon MY confirmations A= Vendor information
2 B M B % N
23 % AG
-
Work items assigned to me A

sgrwd 4

Step 2. Select More Details > Addresses from the dropdown

-~ Vendor details

Vendor Name

Address

General
209

Contact information
Business

Categories

State tax ID
Certifications

Bank information

’a> More details v

R

Step 3. Click the three dots in the left-hand corner to select Add from the dropdown
My company information

General Addresses Contact information Business

Address

220 NW 2nd Ave
PORTLAND, OR 97209




Step 4. Select the Purpose of the address.

Step 5. Enter an address for your business using the Country, Street, Zip Code, City, and State
fields.

Location 1D

[ 000024529 }

Name or description -

{ Business }

Purpose —

Business;Remit-to ~ }

Country/region

ZIP/postal code

97209 N4

Street

220 NW 2nd Ave

City
[PORTLAND v}
State
OR v
Primary Atleast one address must

@@ - . D€ priMary

Primary for country/region

@ No = [caveasNo"

“ c ance'

Step 6. Click the OK button

a. The new address will be displayed in the Addresses section.

032222 : SAMPLE VENDOR
My company information

General Addresses Contact information Business Categories State Tax Id Certifications
Name or description Address Purpose Primary 1
Sample Vendor 123 Peachtree St Business;Remit-to Yes

Decatur, GA 30032
USA




To update the Vendor Remit address information, follow the steps below:
Step 1. Select Addresses

Step 2. Click the three dots in the left-hand corner to select Edit button from the dropdown
032222 : SAMPLE VENDOR
My company information

General Addresses Contact information

Map

Edn

pscription Address

wilas 47 Pl

Step 3. From the Purpose dropdown list, select Remit to

Purpose

[ Business;Remit-to l]

L ':::' Role T Description k
L4 Business Business
Historical Historical
@ Remitto Remit-to

a. Update the Company Contact Information as necessary:

Edit address

a. Country/region
Location ID
b. Zip/postal code 000230822
C. Street Name or description
Sample Vendor
d. Clty Purpose
e. State Business;Remit-to ~
Country/region
f.  Leave County Blank usa ~
ZIP/postal code
30032 ~

Street

123 Peachtree St

City
Decatur ~

State
GA ~

County

Step 4. Click OK [ ok |




Update Contact Information and Banking Information
Vendors may update contact information in the Vendor Portal with the documented below in
the Prosper Portland D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Access the Vendor Portal

Step 2. Click the Vendor information tile

2 PROSPER  ,
: PORTLAND o

Building an Equitable Economy

WORKSPACES
< June 2025 >
];—?? Invoicing E Vendor bidding [T,‘ri Vendor payments

RZ Vendor information

Work items assigned tome A

Step 3. Click the Users button

Finance and Operations L Search for a

< Options P

@

N Vendor information
o | 09697 v]

-~ Summary

All contacts ‘ Users ‘ m
_ O,

~ Vendor details

Step 4. Click the blue hyperlink for the desired profile

Standard view

Vendor collaboration users

Y .
l_J) Name Alias

() Jonathon Doe |
b S

Jane Doe |



Step 5. Click to expand the Contact information section

Lontacts | JANE DUE Pr—
Jane Doe

Contact person details

Contact information

Legal entities the person is a contact for

Step 6. Find the field under desired column to edit and click in cell block to edit desired field
information

Contact information

+ Add [ Remove

O |Description Type Contact number/address Extension Primary 4 I
I ‘Work Emai‘ Email address Update field here &P =
Cell Phone Phone 123456789 ] ?,

a. If multiple contacts are provided, select the Primary checkbox for the vendor contact that
will be listed as the primary contact.

Step 8. Click the arrow back button to save information and close the Vendor information screen

&l = Esave -+ Ne

Vendors may update banking information in the Vendor Portal with the documented below in
the Prosper Portland D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Access the Vendor Portal

Step 2. Click the Vendor information tile

i Finance and Operations

PROSPER
PORTLAND ===

Building an Equitable Economy
WORKSPACES

< June 2025 >
@ Invoicing @ Vendor bidding E-J Vendor payments

s & 3 6 71

n" 2 B oM
=N Purchase order

2
s
o7 oW ow o2 n 2 contirmations
n
»

“ 3 % B
A

R= Vendor information

Work items assigned tome A~



Vendor information

[0969? V]

Test Vendor

Address

220 NW 2nd Ave
PORTLAND, OR 97209

Email address

Telephone

555-555-5555

S More details v <omm—

General

™ addresses etails

Contact information

Business

Categories

State tax ID

Certifications

Bank information .
- Step 1. Click the

“More details” drop down and select “Bank

information”

Step 2. Click the “Add” button on the Company

Information page

My company information

Genera Ad

) Bank account Bank name Bank account number




Standard view v

Bank information

Bank account

Bank name

[ *
Bank account number

[ *

Routing number

SWIFT code
[ %

Effective date

[ < g

Expiration date

| )

Comments

| oK | | Cancel |

Step 3. Input your banking information for ACH

payments

Active Vendors: View and print Purchase Orders
Vendors may view confirmed purchase orders, attachments, and print PO confirmations with the
steps documented below in the Prosper Portland D365 Vendor Portal.

Vendors will receive an email notification when a purchase order has been issued. This email will
be sent to the email address associated with the vendor’s account. See the section Update
Contact Information to change the email address associated with your vendor record.

Access Via Menu Path: Home page > Purchase order confirmation

Step 1. Click the purchase order confirmation tile



APPS

PROSPER

@ Business performance
PORTLAND anaytic
* Ruildi E, *eable E
L 4 1 ¥
© WORKSPACES
_ < June 2025 >
- . — Purchase order B -
Su Mo Tu We Th Fr Sa Ejj Invoicing Y confirmations Vendor bidding
=

1 2 3 4 5 6 7 @

22 23 24 25 26 27 28

Step 2. Purchase Order Confirmations Journal will open. Highlight desired Purchase Order and
select Print/Preview. Select Original Preview.

Finance and Operations oLy
Options ~ °

Y Standard view Vv
Purchase order confirmations

Overview Lines
Purchase order request
:‘ Invoice account Purchase order Purchase journal Accounting date Date Buyer group Cur... Amount Order send status
0344W2 PO290096 PO290096-2  9/30/2021 9/30/2021 usb 10,850.00 Waiting
034412 P0O290109 P0O290109-1 10/5/2021 10/5/2021 usb 2,500.00
034412 P0O290110 P0O290110-1 10/6/2021 10/6/2021 usb 1,890.00

Step 3. The PO confirmation will be displayed
Step 4. Select the Export dropdown list

Step 5. Select a file type from the dropdown to download the PO confirmation. Once downloaded
to your local computer the PO confirmation can be printed.



Active Vendors: View Payment Status and Payment Information
Vendors may view the status of all payments they have made as well as information such as

check number, recipient, and date for each payment made and the details of the Purchase Order
the payment was made towards with the documented steps below in the Prosper Portland D365

Vendor Portal.

Access Via Menu Path: Home page > Vendor payments

Step 1. Click the Vendor Payments tile on the homepage
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Step 2. Click on the Paid tile
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Step 3. The Invoices/Checks page is displayed. The following information will be listed for the
vendor:
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Step 5. Click the General Tab to view payment details for the payment line selected
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Step 6. Click the Remittance Tab

Step 7. View the Vendor Remittance Location and Address for the payment line selected
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8150 CREEKSTONE LN
Blasckdick, OH 43004
USA

Step 8. Click the X to exit out of the page

Checks

Step 9. Click on the Approved, not paid tile




Step 10. The Approved, not paid transactions page is displayed. The following information will
be listed for the vendor:

Invoice #

Purchase order #

Invoice date

Invoice due date

Invoice status (paid versus unpaid)
Vendor account number
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Note: The vendor can view Purchase order details by clicking the PO link in a selected Payment
line
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Vendor Portal Support

Registration Questions?

Existing City Vendors

Have you previously done business with Prosper Portland using the previous Vendor Services Portal?
If so, we ask that all vendors re-register using your primary work address. We no longer require the
use of a third-party email provider like Google or Yahoo. Select Sign Up at the top of the page to get
started.

New to Doing Business with Prosper Portland?
Registering is quick and easy. You will need your primary work email address, Federal Tax ID/EIN and a
copy of your W9. Select Sign Up at the top of the page to get started.

Still need help? Connect with us by email or phone:

Email: VendorServices@prosperportland.us

Phone: 503-823-3276


mailto:VendorServices@prosperportland.us
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