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Muhtasari

Utaanzia kwa mchakato wa hatua mbili ili kufungua wasifu wako wa Tovuti ya Wauzaji (Vendor Portal).
Tafadhali rejelea kurasa zinazofuata za hati hii upate hatua za kina zaidi za kila mchakato.

Hatua ya 1. Anza kwa kujiandikisha kwa kuweka jina lako la kwanza na jina la mwisho la kisheria,
Kitambulisho cha Ushuru cha Shirikisho, na anwani ya barua pepe kwenye Tovuti ya Wauzaji (Vendor
Portal). Utapokea barua pepe ya mwaliko wa kukubali kufunguliwa kwa wasifu wako kwenye Tovuti ya
Wauzaji (Vendor Portal) ambayo pia itakuwa na msimbo wa tarakimu 8 wa kutumia mara moja ili
kukamilisha usajili wako. Ukiingia kwa kutumia msimbo huo, utasasisha jina la biashara yako na pia
taarifa za mawasiliano pamoja na kupakia W-8 au W-9 yako (rejelea ukurasa wa 1-16).

Hatua ya 2. Wafanyakazi wa Huduma kwa Wauzaji (Vendor Services) kisha wataidhinisha uundaji
wako wa wasifu ndani ya siku 2-5 za kazi. Baada ya kuidhinishwa, utaweza kurudi kwenye Huduma
kwa Wauzaji (Vendor Portal) ili kukamilisha usajili wako kwa kuweka maelezo yako ya benki ili kupokea
malipo kupitia ACH, kupakia hati zako za usajili za Jiji la Portland (City of Portland) na Katibu wa Jimbo
la Oregon (Oregon Secretary of State) (rejelea kurasa za 16-24).

Hongera! Umekamilisha usajili wako wa Tovuti ya Wauzaji (Vendor Portal) na kusanidi wasifu wako.
Utatumiwa barua pepe ya kukukaribisha kutoka Huduma kwa Wauzaji wa Prosper Portland (Prosper
Portland Vendor Services) hivi punde. Kazi ikianza, unaweza kufikia Tovuti (Portal) ili kutafuta na
kukagua maagizo ya ununuzi na ankara zako zozote zinazohusiana (rejelea ukurasa wa 26-30).

Kumbuka: Prosper Portland itathibitisha Kitambulisho cha Kodi cha Kitaifa (Federal Tax ID) kupitia
Huduma ya Kodi ya Kitaifa (Internal Revenue Service (IRS ). Ikiwa Kitambulisho cha Kodi cha Kitaifa
(Federal Tax ID) hakitalingana na jina la biashara yako, mchakato wa kusajili wa muuzaji unaweza
kuchelewa.

Unaweza kukipata Kitambulisho cha Kodi cha Kitaifa (Federal Tax ID) (, pia kinachojulikana kama
Nambari ya Kitambulisho ya Mwajiri (Employer Identification Number, EIN) kwa njia kadhaa: angalia
barua yako ya uthibitishaji wa EIN, kagua hati za biashara yako (k.m., Ripoti za malipo ya kodi, leseni
na vibali au hati za malipo kama 1099) au uwasiliane na Huduma ya IRS ya Biashara na Kodi Maalum
(IRS Business and Specialty Tax Line) kwa 1-800-829-4933.

Usaidizi wa Tafsiri ya Lugha

Kumbuka: Programu ya usaidizi wa tafsiri inapatikana na kulingana na upendeleo wako wa lugha
utaweza kufanya chaguo lako kwenye ukurasa wako wa kwanza wa Tovuti ya Wauzaji (Vendor Portal)
na ndani ya wasifu wako wa Huduma za Prosper Portland.

Hatua ya 1. Ingia katika Vendor Portal (Tovuti ya Wauzaji) ya Prosper Portland au uweke anwani
ifuatayo katika kivinjari chako: https://prosperportlandvendorservices.powerappsportals.us/
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Hatua ya 2. Bofya kitufe cha mipangilio kwenye utepe mweusi wa juu

User options

Hatua ya 3. Teua Machaguo ya Watumiaji > Mapendeleo (User options > Preferences)

User options

IVisuaI

Preferences j

Account

Workflow

Hatua ya 4. Teua menyu kunjuzi ya Lugha (Language) kwenye sehemu ya mapendeleo ya Lugha na
nchi/eneo



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 A Spanish
es-AR Spanish (Argentina)
es-BO Spanish (Bolivia)
es-CL Spanish (Chile)

(D You have changed your language preferences. Refresh your browser to apply this change.

< | C () https

Finance and Operations

{1 Home

Akaunti Zinazotumika ili Kuingia katika Huduma za Wauzaji (Vendor

Services)

Huduma kwa Wauzaji za Prosper Portland (Prosper Portland Vendor Services) zinawapendekezea
wauzaji kujisajili kwa kutumia barua pepe zao za biashara/kazi.

Vivinjari Vinavyopendekezwa kwa Tovuti ya Wauzaji (Vendor Portal)



Tovuti ya Wauzaji (Vendor Portal) hushirikiana na vivinjari vingi vikuu vya mtandao kama vile
Chrome, Edge na Safari. Hatushauri kutumia Internet Explorer

Kusajili Muuzaji Mpya au Muuzaji Uliopo

Wauzaji wa Prosper Portland wanaweza kusajili kama muuzaji mpya kwa hatua zinazorekodiwa
hapo chini katika Tovuti ya Wauzaji (Vendor Portal)) ya Prosper Portland D365. Wauzaji waliopo
wa Prosper Portland wanaweza kusajili kama mtumiaji na kuunganisha na akaunti yao ya muuzaji
ya awali, wanaweza kufuata hatua sawa isipokuwa inaelezwa.

Kusajili

Hatua ya 1. Tembelea Tovuti ya Wauzaji (Vendor Portal) ya Prosper Portland au uingize Anwani
ifuatayo katika kivinjari chako: https://prosperportlandvendorservices.powerappsportals.us/

Hatua ya 2. Bofya kitufe cha Sajili (Register) kilicho kwenye utepe mweusi wa juu

@PROSPER Home | Login
PORTLAND

Hatua ya 3. Jaza sehemu zote za taarifa zinazohitajiwa kwa usajili ikiwemo anwani ya barua
pepe ya kazi/biashara yako na Nambari yako ya Kitambulisho cha Kodi cha Kitaifa (Federal Tax
ID), kisha uchague Sajili. Hatua ya 3 kwa Muuzaji Aliyepo kwa maelekezo zaidi:

PROSPER Home Register Login
@33?_“1[2 ‘ ¢ | Log

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 bs@pyz com, quotes@xyz com where more than one individual accesses 2 mailbox.
Registration will not complete if a group email address is used. Please register using your reqular user email address to gain access to Vendor Services, You will be sble to enter the "Group” email address under Vender Contact information and City
communications for RFQs, POs, etc, will be delivered 1o this address.

INDEPENDENT CONTRACTORS (INSTRUCTORS, ARTISTS, REFEREES, etc...):
Are you offering individual private contractor services to the Prosper Partland (for example as an Art Teacher or Referee)? If so, please enter your SSN in the Federal TAX 1D field below. for Business Line, if you don't see a relevant category, select Specialty Trade
Contractors.

| First Name ‘ Last Name

Select Business Line

Company Name * Federal Tax ID/SSN *
| company Mame Federal Tax ID
[—

Already registered? Click here to login
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Ujumbe wakati unachakatwa

Please wait while we
process your request...

Ujumbe wakati unakamilika

Name *

| First Name ‘ | Last Name

Email *

| Business Email ‘

Business Line *

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

ReQIStratlon detalls | Company Name ‘ | Federal Tax ID
submitted.

Register

Already registered? Click here to login.

Nenda kwenye hatua ya 4.

Hatua ya 3. Wauzaji Waliopo

Jaza sehemu za taarifa zinazohitajiwa kwa usajili isipokuwa sehemu zifuatazo
a. Barua Pepe ya Biashara (Tumia Anwani ya Barua Pepe ya Kazi ya Mtu Binafsi — (yaani
mtu@company.com)
b. Kitambulisho cha Kodi cha Kitaifa
a. Tumia Nambari ya Kitambulisho cha Kodi ya Kitaifa kinachohusiana na
akaunti ya biashara yako na ya muuzaji wa awali.
Kisha bonyeza Sajili (Register).

Akaunti ya Muuzaji ikipatikana, ujumbe utaonekana ukisema kwamba Kitambulisho cha Kodi cha
Kitaifa (Federal Tax ID) tayari kipo. Chagua Ongeza kama mwasiliani (Add as contact).

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?

Add as contact

Thibitisha anwani yako ya msingi ya barua pepe na nambari yako ya simu. Chagua Add as contact



mailto:person@company.com

(Ongeza kama mwasiliani).

Primary
Email*
Primary
Phone
Number*

Please provide details

|Primary Email |

|Primary Phone Number |

Add as contact

Registration successful!

Status:

Nenda kwenye Hatua ya 4.

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.

Hatua ya 4. Kiungo cha usajili kitatumwa kwa anwani ya barua pepe uliyoingiza wakati wa kusajili.

Kumbuka: Tafadhali subiri hadi dakika 15 ili barua pepe ifike. Hakikisha unaangalia folda ya (za)
BARUA TAKA (SPAM/JUNK) uone barua pepe itakayotumwa kutoka invites@microsoft.com. Ikiwa
hujapokea barua pepe hii, sitisha shughuli na uwasiliane na Huduma kwa Wauzaji wa Prosper
Portland (Prosper Portland Vendor Services) kupitia VendorServices@ProsperPortland.us upate

usaidizi zaidi.

Hatua ya 5. Chagua kitufe/kiungo cha Kubali Mwaliko (Accept Invitation) katika barua pepe ya kusajili.


mailto:VendorServices@ProsperPortland.us

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 frust 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 ta https://prosper.operations.gov.microsoftdynamics.us

Accept invitation J

Hatua ya 6. Ingia (Sign In) kwenye Akaunti yako iliyoko ya Microsoft kwa kutumia anwani ya
barua pepe uliyotumia wakati wa kusajili, au uunde akaunti mpya ya Microsoft kwa anwani hiyo
ya barua pepe ikiwa utaombwa.

PROSPER
PORTLAND
Sign in

Email, phone, or Skype

Can't access your account?

Kumbuka: Ikiwa barua pepe yako ya kazi/biashara imeunginishwa na Microsoft, nenosiri la
akaunti yako linaweza kuwa nenosiri la barua pepe/kazi/mtandao kwa biashara yako. Kwa sababu
za usalama, HATUNA ufikiaji kwa manenosiri yoyote. Manenosiri hudhibitiwa kati yako na
Microsoft na/au biashara yako. Hatuwezi kuweka upya manenosiri yoyote. Ukiunda akaunti mpya
ya Microsoft, hakikisha kwamba unaweka machaguo ya kurejesha akaunti wakati wa usajili ili
uweze kuweka upya nenosiri ikiwa inahitajika.

Hatua ya 7. Baada ya kuweka nenosiri lako lililoko au kuunda nenosiri jipya uliloombwa, thibitisha
akaunti yako kwa kutumia msimbo wa uthibitisho utakaotumwa kwa anwani ya barua pepe yako
iliyotolewa.



Your single-use code ¢ e @

< B= Microsoft
Microsoft account team <account-securit.. 5:57PM (16 minutes ago) @ “
to
Hi Your email appears here Your email appears here
We received your request for a single-use code to use with your Microsoft account. Enter you r Code

Your single-use code is: 901537 e 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 platform. 9 0 1 5 3 7
Thanks,
The Microsoft account team Didn't get a code?

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

Hatua ya 8. Ukidokezwa, chagua Nchi/Mkoa ambapo unafanyia biashara.

Hatua ya 9. Soma na ukubali Sheria na Masharti yoyote na ukamilishe masharti yoyote ya usalama
yanayoombwa.

Hatua ya 10. Chagua Kubali (Accept) ili kuunganisha Akaunti yako ya Microsoft na Huduma za Muuzaji.

PROSPER
PORTLAND

Permissions requested by:

Prosper Portland
=zes pdxdevelopment.onmicrosoft.com
By accepting, you allow this organization to:
~ Receive your profile data
v 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://myaccountmicrosoft.com/organizations.
Learn more

This resource is not shared by Microsoft.

10



Usajili wa Muuzaji
Hatua ya 11. Chagua Mbele (NextMbele) ili kuanza kujaza usajili.

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

=

Nchi/mkoa

Hatua ya 12. Chagua Nchi/mkoa unaofaa au uandike ufupisho wake kwenye sehemu ya kichujio.
Kwa mfano, USA ikifuatwa na Enter (Weka) kwenye kibodi italeta Marekani.

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

[ ] Country/region

| 2 usa -
O Country/region Long name

URY Oriental Republic of Uruguay
| USA United States of America

11



Sheria na Masharti ya Matumizi

Hatua ya 13. Soma Sheria na Masharti ya Matumizi Baada ya kupatana nayo, bonyeza/washa
kitufe chini ya Kubali Sheria na Masharti (Accept Terms and Conditions) ili kuendelea.

| Terms of Use, “you" or "your" refers to each pelsoﬂ(s}/subscribing o, 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 ——

cal - I3

Taarifa za kampuni

Hatua ya 14. Chini ya sehemu ya Taarifa za Jumla (General Information), jaza sehemu zifuatazo:

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. Kufanya biashara kama

b. Simu
Barua Pepe (Barua Pepe ya Kampuni/Biashara) - Barua pepe ni ya arifa za biashara na
inaweza kuwa tofauti na Anwani ya Anwani ya barua pepe ya usajili.

d. Anwani (Chagua Ongeza (“Add”) ili kuunda mpya

i Finance and Operations 2 Search fora

Standard view

Standard view
Vendor registration New address

Location 1D
000024529

GENERAL INFORMATION [N"m‘\ or description ]

[ Business ~]

Country/region

—

ZIPfpostal code

street

Street number

Building complement

[

Post box

I
[my

C- e
- JER o

12



Weka sehemu ya Jina au maelezo (“Name or description”): (mifano: Kuu, Mahali, Malipo,
Biashara, Mmiliki...)

Wauzaji wanapaswa kuongeza anwani ya msingi na ya malipo ikionyeshwa kwa
kutumia sehemu za Madhumuni na sehemu za Msingi.
Bonyeza Sawa (“OK”)

Location ID

[ 000024529 ]

Name or description -

[ Business ]

Purpose A

[ Business;Remit-to ~ ]

Country,/region
[ USA e ]

ZIP/postal code
[ 97209 e ]

Street

220 NW 2nd Ave

City
[PORTLAND v]

State

[ox V]

Primary At least one address must

D Yes e be pnmary

Primary for country/region

@ ) No g [caveasNo"

13



Hatua ya 15. Bonyeza kitufe cha Upload W9 form (Pakia fomu ya W9) ili kupakia fomu ya W9 au W8
kwa kampuni.

‘GENERAL INFORMATION

Company name Doing business as

| ABC Company || ABC Co LLC | | upload o form | g

Registration Email Telephone Fax Email Website
defaults to your email from [ [ 1 [

| registration | ‘ 555-555-5555 ‘ ‘ ‘ ‘ If different from registration | |

ADDRESS INFORMATION

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

PORTLAND, OR 97209

a. Fomuya W9 inahitajika kabla Agizo la Ununuzi kuweza kutolewa au kabla ya kazi
kutendwa na muuzaji.

Standard view

Upload document

fetowplosd @  File uploaded as ‘fw9.pdf’
| fwd.par

H Browse ||

Notes

‘ W9 for my business |
Name

| w0 |
Document Type

| wo/ws |

‘ Upload |

Taarifa za Mawasiliano

Hatua ya 16. Weka maelezo ya taarifa za mawasiliano kwa mwasiliani wa msingi kwenye akaunti ya
muuzaji

a. lJinala Kwanza, Jina la Kati (ukipenda), Jina la Mwisho
b. Simu

c. Annani (Ikiwa Anwani ni sawa na ya biashara, bofya/washa chaguo la Anwani ni sawa
na ya Biashara (Address same as Business). Vinginevyo, chagua Ongeza (Add) ili

Address same as Business

@Nu

kuongeza anwani tofauti ya Mwasiliani.

14



Taarifa za Biashara

Hatua ya 17. Weka taarifa zote muhimu kuhusu Umiliki wa Biashara, Namba ya Usajili wa Jiji ya
sehemu ya Kitambulisho cha Jiji, Chagua Jina la kutumia kwenye 1099 na Kitambulisho cha kodi

ya Jimbo na Jimbo.

Aina za ununuzi

Hatua ya 18. Haifanyi kazi tena, utahamia kiotomatiki kwenye hatua inayofuata.

Dodoso

Hatua ya 19. Kagua Taarifa na viungo muhimu kuhusu Dodoso Utakapokuwa tayari, chagua "Jaza

©

|

] Country/region

@ Terms and conditions

(] Company information

@ Contact information

@ Business information s
Procurement categories

Questionnaires

Submit registration

'OWNERSHIP PROFILE

MBE (Minority Business Enterprise)
® Do

'WBE (Women Business Enterprise)

@ v

ESB (Emerging Small Business)

e Yes

DBE (Disadvantaged Business Enterpri..

)
@® ) No

EEO (Equal Employment Opportunity)
® e

dodoso" (“Complete questionnaire”) ili kujibu maswali.

Standard view
Vendor registration

(]
I
©

Country/region

@ Terms and conditions
I

@ Company information
I

@ Contact information
I

@ Business information
I
@ Procurement categories
I
[ ]

Questionnaires

Submit registration

a. Kitufe cha Maliza (“End”) (Maliza) kitaonekana kwenye swali la mwisho, litakapokamilika,

Questionnaire 10f 1

City ID

Federal tax ID type

| Unknown VI

Federal tax ID
200301218

Name to use on the 1099

|Vendor name VI

1099 box

State tax ID type

| Unknown ~ I

State tax ID
[20030128 |

Tax state

|ox V]

to ensure accuracy of your business.

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

instances. If you are unsure if you should have a registration or have questions, please contact VendorServices@ProsperPortland.us

Status
[Not started |

I Complete questionnaire I

bofya End (Kamilisha) na Hali ya dodoso itaonyesha Umekamilisha (Finished) bofya Mbele
(Next) ili kwenda kwenye hatua ya mwisho ya usajili.

15



Status
| Finished |

| Back ‘ m ‘ Cancel ‘

Wasilisha usajili

Hatua ya 20. Ukimaliza kujaza taarifa zote za usajili, bofya Kamilisha
(Finish)

a. Ni muhimu kuwasilisha usajili ulio sahihi na kamili kadiri inavyowezekana.

@ submit registration

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

‘. Back ‘ m ‘ Cancel ‘

Hatua ya 21. Muuzaji aliyesajiliwa atapokea barua pepe inayothibitisha usajili baada ya ukaguzi wa
Prosper Portland kukamilika. Hii inaweza kuchukua siku 2 — 5 za kazi.

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.

16



Kuingia kwenye Huduma kwa Wauzaji za Prosper Portland

Wauzaji wa Prosper Portland wanaweza kuingia katika Huduma kwa Wauzaji kwa hatua
zinazorekodiwa hapo chini katika Tovuti ya Wauzaji (Vendor Portal) ya Prosper Portland D365.

Hatua ya 1. Tembelea Tovuti ya Wauzaji (Vendor Portal) ya Prosper Portland au uingize Anwani
ifuatayo katika kivinjari chako: https://prospertestvendorportal.powerappsportals.us/

Hatua ya 2. Bofya kitufe cha Ingia (Login)

&

PROSPER
PORTLAND

Home | Register |

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

Hatua ya 3. Weka taarifa za kuingia zilizotumiwa wakati wa usajili.

%} PROSPER
PORTLAND
S
Sign in

Email, phone, or Skype

Can't access your account?

Hatua ya 4. Thibitisha kwa kuweka msimbo uliotumwa kwenye barua pepe yako. Bofya kitufe cha Ingia

(Sign inlngia).

17
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@ PROSPER
PORTLAND

€ YourEmail@mail.co
Enter code

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

Enter code

Kupakia Viambatisho na Taarifa za Benki kwenye Rekodi ya Muuzaji
Wauzaji wa Prosper Portland wanaweza kuongeza viambatisho kwenye Wasifu wao wa Muuzaji

kwa kutumia hatua hizi zilizo hapo chini katika Tovuti ya Wauzaji (Vendor Portal) ya Prosper
Portland D365.

Njia ya Menyu: Mwanzo > Taarifa za muuzaji

Hatua ya 1. Ingia kwenye Tovuti ya Huduma za Wauzaji wa Prosper Portland (AngaliaKuingia
kwenye Huduma za Wauzaji za Prosper Portland upate Msaada zaidi.)

Hatua ya 2. Bofya kipengele cha Taarifa za muuzaji (“Vendor information”)

i Finance and Operaticns K Search fora page

AFFS
. PORTLAND i saarem==
analytics
*
Building an Equitsble Econamy
& WORKSPACES
€ June 2025 >
E - z -
l:;j Hnicng [{5 Vendor bidding T1L vendor payments
E
1 2 3 4 5 & 71
8 3 n noR B W
=h  Purchase order = . :
B W 7 W 8% N H E, et K= Vendor information

n B M B N
H» » A

-

Work items assigned to me L

Hatua ya 3. Chagua kipengele cha Pakia viambatisho (“Upload attachments”)

18



Finance and Operations A Search for a page

&« Options P O

Vendor information

09697 R

7~ Summary

All contacts
Gakoosuol e e

~ Vendor details

B & % ©

Hatua ya 4. Chagua kitufe cha Kipya (“New”’)

Finance and Operations L Search for a page

-+ New v | Delete /7 Open G Settings L References

I
0
m
>

Hatua ya 5. Chagua Hati

a. Kwa kuchagua Hati utakayokuwa ukipakia hati zako za benki, W-9, usajili wa lJiji la Portland, na
usajili wa Katibu wa Jimbo la Oregon. Rudia mchakato huu kwa kila hati inayopakiwa.

Hatua ya 6. Bofya kituo cha Vinjari (Browse)

Standard view ?

Upload document

|
.

Hatua ya 7. Chagua hatua inayotakiwa ili
kupakia Hatua ya 8 Maelezo ya Hati

yataonekana kwenye skrini
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Finance and Operations cou

B save -+ New 7 Open D Settings S W Created by~  Options c

i, Descip Type Attached
= |
CardBaccSide copy 2 Other Yes
BWC Sample General
Bwe
ETALS OTHER INFORMATION eneate
Other Test Form Nates Is default attachment Created by
Other No tuodflan@gmail.com

COI Test Form 12/15/2020 11:31:02 AM
<o

BWC Test Form

External
Bwc
Attachment
Other Test Form
Other FILE INFORMATION FILE LOCATION
Other Test Form CardBackSide copy 2

Ongi a
Oter
CardBackSide copv 2.ona

Hatua ya 9. Utaona kiambatisho kilichoorodheshwa kwenye skrini.

Rudia Hatua 3 — 9 kwa kila kiambatisho kingine cha ziada.

Hatua ya 10. Ukimaliza, chagua kitufe cha kurudi nyuma) ili kufunga dirisha

Finance and Operations

O Search for a page

o

E Bl Save —+ New v 1Open €2 Settings  © References W Created by v Options

Sasisha Wasifu wako wa Muuzaji
Sasisha Anwani

Wauzaji wanaweza kusasisha anwani yao kwa kutumia hatua zilizoandikwa hapo chini katika Tovuti ya
Wauzaji wa

Tovuti ya Wauzaji (Vendor Portal) ya D365.

Njia ya Menyu: Mwanzo > Taarifa za muuzaji

Hatua ya 1. Chagua kipengele cha Taarifa za muuzaji (Vendor information)) kutoka ukurasa wa
mwanzo

Finance and Operations

£ Search for a page

N P R 0 s P E R e B e
PORTLAND ===

Building an Equitable Economy

WORKSPACES
- < June 2025 >
- = - =
b T WL R R L] I—\%‘ Vendor bidding E Vendor payments
!Z: e i -

- Purchase order =
A= vendar information

B W 1T oW W W n ~  confirmations

2 B oM B DB

m w A
Work items assigned to me -~
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Hatua ya 2. Chagua Maelezo Zaidi > Anwani (More Details > Addresses) kutoka menyu inayoshuka

~ Vendor details

Vendor Name

Address

General
209

Contact information
Business

Categories

State tax ID
Certifications

Bank information

5 More details Vv

A

Hatua ya 3. Bofya alama ya nukta tatu upande wa kushoto ili kuchagua Ongeza (Add) kutoka menyu
kunjuzi

My company information

General Addresses Contact information  Business !

Address

220 NW 2nd Ave
PORTLAND, OR. 97209

21



Hatua ya 4. Chagua Madhumuni (Purpose) ya anwani

Hatua ya 5. Weka Anwani ya biashara yako kwa kutumia sehemu za Nchi (Country), Mtaa
(Street), Msimbo wa Posta (Zip Code), City (Jiji) na State (Jimbo).

Location 1D

[ 000024529 }

Name or description -

{ Business }

Purpose —

Business;Remit-to ~ }

Country/region

ZIP/postal code

97209 e

Street

220 NW 2nd Ave

City
[PORTLAND v}

State

OR v

Primary Atleast one address must

@ - . D€ priMary

Primary for country/region

@ No = [caveasNo'

“ cance'

Hatua ya 6. Bofya kitufe cha Sawa (OK)

a. Anwani mpya itaonekana katika sehemu ya Anwani.

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




Kusasisha taarifa za Anwani ya Malipo ya Muuzaji, fuata hatua zilizo hapo
chini: Hatua ya 1. Chagua Anwani (Addresses)

Hatua ya 2. Bofya alama ya nukta tatu upande wa kushoto ili kuchagua Hariri (Edit) kwenye menyu
kunjuzi
032222 : SAMPLE VENDOR

My company information

Addresses Contact informatior

escription Address

-J-- e s

Hatua ya 3. Kutoka orodha ya menyu inayoshuka chini ya Madhumuni (Purpose), chagua Tuma Malipo
kwa (Remit to)

_Purpose )

| Business;Remit-to ~ |
L I:' Role T Description
L4 Business Business
Historical Historical
@ Remitto Remit-to

a. Sasisha Taarifa za Mawasiliano ya Kampuni kama inavyohitajiwa:

. Edit address
Nchi/mkoa
Location ID

Posta/Msimbo wa posta 000230822
Mtaa Name or description

Sample Vendor

Jiji Purpose
Jlmbo Business;Remit-to ~
ey . Country/region
Acha sehemu ya Nchi ikiwa usa > Tupu

ZIP/postal code
30032 ~

SO0 Qo o0 T o

Street

123 Peachtree St

City
Decatur hd

State
GA ~

County

Hatua ya 4. Bofya Sawa (OK) [ ok |
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Sasisha Contact Information (Taarifa za Mawasiliano) na Banking Information (Taarifa
za Benki)
Wauzaji wanaweza kusasisha taarifa zao za mawasiliano katika Tovuti ya Wauzaji (Vendor

Portal) kwa kutumia hatua zilizo hapo chini katika Tovuti ya Wauzaji (Vendor Portal)ya Prosper
Portland D365.

Njia ya Menyu: Mwanzo > Taarifa za Muuzaj
(Homepage (Mwanzo) > Vendor information)
Hatua ya 1. Fikia Tovuti ya Wauzaji (Vendor

Portal)

Hatua ya 2. Bofya kipengele cha Taarifa za muuzaji (Vendor information)

i Finance and Operations £ Searchfor a page

=
(%) PROSPER™ .
PORTLAND ez
Building an Equitable Economy
© WORKSPACES
] £ Jure 2025 >
- E—-_“ Invoicing [{3 Vendor bidding E Vendor payments
i 1 1 3 4 5 6 T
) n o owowM
T B R

2 B M B BT B
» ® A

‘Work items assigned to me ~

Hatua ya 3. Bofya kitufe cha Watumiaji (Users)

Finance and Operations L Search for a

< Options pel

@

% Vendor information
o | 09697 v'\

-~ Summary

All contacts ‘ Users I\ ‘ m
il

-~ Vendor details

Hatua ya 4. Bofya kiungo cha bluu kwa wasifu unaotaka
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Standard view

Vendor collaboration users

P
e

':::' Name Alias
| () Jonathon Doe |
b S

Jane Doe |

Hatua ya 5. Bofya ili kupanua sehemu ya Taarifa za Mawasiliano

Lontacts | JANE DOE ol

Jane Doe

Contact person datails

Contact information

Legal entities the person is a contact for

Hatua ya 6. Tafuta sehemu chini ya safu unayotaka ya kuhariri na ubofye katika kisanduku cha seli ili
kuhariri taarifa zinazohitajika zilizo katika sehemu

Contact information

-+ Add T Remove

O |Description Type Contact number/address Extension Primary 4 |
I ‘Work Emaii Email address Update field here @ =
Cell Phone Phone 123456789 ] [

a. Ikiwa anwani nyingi zinatolewa, chagua kisanduku cha kuweka tiki cha Msingi (Primary)
kwa anwani ya muuaji ambayo itaorodheshwa kama mwasiliani wa msingi.

Hatua ya 8. Bofya kitufe kurudi nyuma ili kuhifadhi taarifa na kufunga skrini ya taarifa za Wauzaji

| = HEHsave + Ne

Wauzaji wanaweza kusasisha taarifa zao za mawasiliano katika Vendor Portal (Tovuti ya
Wauzaji) kwa kutumia hatua zilizo hapo chini katika Tovuti ya Wauzaji (Vendor Portal) ya
Prosper Portland D365.

Njia ya Menyu: Mwanzo > Taarifa za muuzaji (Homepage > Vendor information)

25



Hatua ya 1. Fikia Tovuti ya Wauzaji (Vendor

Portal)

Hatua ya 2. Bofya kipengele cha Taarifa za muuzaji (Vendor information)

i Finance and Operations S Search for a page

PROSPER™ .
PORTLAND ===
Building an Equitable Economy

WORKSPACES

< June 2025 >

S Mo Tu W h RS E—E Invicing [5 Vendor bidding @ Vandor payments
v fay s R0 E el

s s n nouomow S

B % T oW W o2 oA E"‘: w:,‘,,,::::m A= Vender information

n B oMB ¥ oB»
n n LA

Work items assigned tome

assigred o you

Vendor information

| 09697 v |

Test Vendor

Address

220 NW 2nd Ave
PORTLAND, OR 97209

Email address

Telephone

555-555-5555

@ More details ~ e

General

[

™ addresses etails
Contact information
Business
Categories
State tax ID

Certifications

Bank information h—
Hatuavya 1.

Bonyeza menyu kunjuzi ya Maelezo zaidi (“More

details”) na uchague Maelezo ya benki (“Bank

26



information”)

Hatua ya 2. Bofya kitufe cha Ongeza (“Add”)
kwenye ukurasa wa Taarifa ya Kampuni

(Company Information)

My company information

) Bank account Bank name Bank account number

27



Standard view v

Bank information

Bank account

Bank name

[ *
Bank account number

[ *

Routing number

SWIFT code
[ %

Effective date

[ < g

Expiration date

| )

Comments

| oK | | Cancel |

Hatua ya 3. Weka taarifa yako ya benki kwa

malipo ya ACH

Wauzaji Waliopo: Tazama na chapisha Maagizo ya Ununuzi

Wauzaji wanaweza kutazama maagizo ya ununuzi yaliyothibitishwa, viambatanisho, na
kuchapisha uthibitisho wa PO kwa kufuata hatua zinazofuata hapo chini katika Tovuti ya Wauzaji
(Vendor Portal) Prosper Portland D365.

Wauzaji watapokea arifa ya barua pepe wakati agizo la ununuzi litakapokuwa limetumwa. Barua
pepe hii itatumwa kwenye Anwani ya barua pepe inayohusiana na akaunti ya muuzaji. Tazama
sehemu ya Sasisha Taarifa za Mawasiliano ili kubadilisha barua pepe inayohusiana na rekodi yako

ya muuzaji.
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Ufikiaji Kupitia Njia ya Menyu: Mwanzo > Uthibitisho wa agizo la

ununuzi Hatua ya 1. Bofya kipengele cha uthibitisho wa agizo la

ununuzi (purchase order confirmation)

= | APPS
o PROSPER
N PORTLAND anaiytics
RuLE P
®© e ) WORKSPACES
< June 2025 >
. Su Mo Tu We Th Fr Sa _I‘;I:jj Invoicing

8 9 10 1 n 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

Business performance

®

Purchase order
confirmations

Vendor bidding

&

Hatua ya 2. Jarida la Uthibitisho wa Agizo la Ununuzi litafunguka. Angazia Agizo la Ununuzi
unalotaka na uchague Hakiki/Chapisha (Preview/ Print). Chagua Hakiki ya Awali.

Finance and Operations

Options R

Y

Standard view

Purchase order confirmations

Overview Lines
Purchase order request
\:\ Invoice account Purchase order Purchase journal Accounting date
034412 P0O290096 PO290096-2  9/30/2021
034412 P0O290109 P0O290109-1 10/5/2021
034412 P0O290110 PO290110-1 10/6/2021

Hatua ya 3. Uthibitisho wa PO utaonyeshwa
Hatua ya 4. Chagua orodha ya menyu

inayoshuka ya Pakua

Date
9/30/2021
10/5/2021

10/6/2021

Buyer group

usD

usD

usb

Amount Order send status
10,850.00 Waiting
2,500.00

1,890.00

Hatua ya 5. Chagua aina ya faili unayotaka kwenye menyu kunjuzi ili kupakua uthibitisho Agizo la
Ununuzi (PO). Baada ya kupakuliwa kwenye kompyuta yako, unaweza kuchapisha uthibitisho wa

Agizo la Ununuzi (PO).
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Wauzaji Waliopo: Tazama Hali ya Malipo na Taarifa ya Malipo

Wauzaji wanaweza kutazama hali ya malipo yote ambayo wamefanya pamoja na maelezo kama
vile nambari ya hundi, mpokeaji, na tarehe ya kila malipo yaliyofanywa na maelezo ya Agizo la
Ununuzi malipo yaliyofanyiwa kwa hatua zilizo hapa chini katika Tovuti ya Wauzaji (Vendor
Portal) wa Prosper Portland D365.

Ufikiaji Kupitia Njia ya Menyu: Mwanzo > Malipo ya
Muuzaji (Home page > Vendor payments) Hatua ya 1.
Bofya Malipo ya Muuzaji (Vendor Payments) kwenye

ukurasa wa mwanzo.

% < x 7 F\ /M1 LAINL 4 onavies
Building an Equitable Economy
® WORKSPACES
< June 2025 >
N
Sy Mo Tu We Th Fr Sa _Ia Invoicing Vendor bidding

1 2 3 4 5 6 7

g8 9 1 n 13 14
Purchase order

E'| . . RE Vendor information
15 16 17 18 19 20 21 ~ confirmations

22 23 24 25 26 27 28

29 30
Eﬂj Vendor payments

Work items assigned to me ~

Hatua ya 2. Bofya kipengele cha Yamelipwa (Paid)
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Transsctiant

OFF T L i 14
aa i
e Ad
am i
o o
- 4

Hatua ya 3. Ukurasa wa Ankara/Hundi (Invoices/Ckecks) unaonekana. Taarifa zifuatazo
zitaorodheshwa kwa muuzaji:

. . Checks

a. Akauntiya Benki oo
b. Tarehe ,
c. Nambariya hundi [ : ]
d. Hali -~ ' ~ . R B
e. Mpokeaji — i : R
f.  Sarafu . R
g' Kiasi — N R e s i
Hatua ya 4. Kutoka kwenye jedwali, chagua laini inayotakwa ya malipo

Checks

IE ': I'\: "-';2;3\'."3 & -'u’-! I Q-'H.(.‘;:I::-ltl‘l.\-ll'l‘i

Hatua ya 5. Bofya kichupo cha Jumla (General) ili kutazama maelezo ya malipo kwa msitari

uliochaguliwa
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S@ o o0 oW

Akaunti ya Benki
Nambari ya hundi
Sarafu

Kiasi

Aina ya mpokeaji
Mpokeaji

Jina la mpokeaji
Akaunti za kampuni
Vocha

Msimbo wa sababu
Maoni ya sababu

Checks

Bl gt gy

ROSUET VORK

IR

T R

1 UM

Bamesen ¢ e

s - pmamgen

e
Fasdl
[

TSR0

AP

Crnaed cate e teme
VAFVRHR0 02 LT P

Crvaed b

Dl VA
Wittty el 1
VAFIR000 0 14T P
Vot by

Do V0A
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Hatua ya 6. Bofya Kichupo cha Malipo (Remittance)

Hatua ya 7. Tazama Eneo na Anwani ya Malipo ya Muuzaji kwa msitari wa malipo uliochaguliwa

Cho P LEog o | Hefmallance

REMITTANCE

Remitiance location

ROBERT YORK
Addrews

8150 CREEKSTONE LN
Blasckdick, OH 43004
USA

Hatua ya 8. Bofya X ili kuondoka kwenye ukurasa

Checks

Hatua ya 9. Bofya kwenye kipengele cha Imeidhinishwa (Approved), sio kwenye kipengele cha
Imelipwa (Paid)
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Hatua ya 10. Ukurasa wa miamala ya Imeidhinishwa lakini haijalipwa (Approved, not paid)
utaonyeshwa. Taarifa zifuatazo zitaorodheshwa kwa muuzaji:

Nambari ya Ankara

Nambari ya agizo la ununuzi

Tarehe ya ankara

Tarehe ya mwisho ya ankara

Hali ya ankara (iliyolipwa dhidi ya haijalipwa)
Namba ya akaunti ya muuzaji

S o Qo 0O T w

Approend Nok pasd

SUEIFY  POMT El LT Fir. Bt Lrspaed
SUMATIOT  POROMLYY 100 1000 Mg
THTTE Y T T L0 L0000 e
DVTent-000T  PO212604 w2020 M 2020 Unpesd

Kumbuka: Muuzaji anaweza kuona maelezo ya agizo la Ununuzi kwa kubofya kiungo cha PO
katika msitari wa Malipo uliochaguliwa

SLMESEITS 2172000 LI000 Leginad

SRNGEHTIOT FOIDETT LEAI000 L
sareE I FO2109 )

DTt -00T PO

PO209974 : 007170 - Grainger Lines Header Invoiced Contlerned

Purchass order header

Purchase crder lines

L] L CARHARTT, J140-B88 06 TUT..  Profectis coats

-] -] CARHARTT, Ra7-B850.80 M7 Prossctive coverals




Usaidizi wa Tovuti ya Wauzaji (Vendor Portal)

Una Maswali kuhusu Usajili?

Wauzaji wa Jijini Waliopo

Je, umefanya biashara awali na Prosper Portland kwa kutumia Tovuti ya awali wa Huduma za Wauzaji?
Ikiwa ndiyo, tunaomba kwamba wauzaji wote wasajili upya kwa kutukia Anwani yako ya msingi ya kazi.
Hatuhitaji tena matumizi ya mtoa huduma mwingine wa barua pepe kama Google au Yahoo. Chagua
Jisajili (Sign Up) juu ya ukurasa ili kuanza.

Je, Wewe ni Mpya kwa Kufanya Biashara Pamoja na Prosper Portland?

Kusajili ni haraka na rahisi. Utahitaji Anwani yako ya msingi ya barua pepe ya kazi, Nambari ya
Kitambulisho cha Kodi cha Kitaifa/EIN na nakala ya W9 yako. Chagua Jisajili (Sign Up) juu ya ukurasa ili
kuanza.

Bado unahitaji msaada? Wasiliana nasi kwa barua pepe au simu:

Barua pepe: VendorServices@prosperportland.us

Simu: 503-823-3276
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