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Tom Tat
Quy vi s& bat dau vdi quy trinh hai budc dé thiét 1ap Cong Thong Tin Nha Cung Cap cla minh. Vui long
xem c&c trang tiép theo cla tai liéu nay dé cé hudng dan chi tiét hon vé tirng budc clia quy trinh.

Budc 1. Bat dau bang viéc tu ding ky bang cach nhap tén va ho hop phap, ID Thué Lién Bang va dia chi
email clia quy vi vao Cong Thong Tin Nha Cung Cap. Quy vi s& nhan duwgc mdt email mai dé chdp nhan
viéc tao Céng Thdng Tin Nha Cung Cap, trong dé s& bao gdm m3 dung mot [an gdm 8 cht s6 dé hoan
tat dang ky. Khi dang nhap bang m3 dd, quy vi s& cap nhat tén doanh nghiép va thdng tin lién hé cling
nhu tai lén W-8 hodc W-9 (xem trang 1-16).

Buwdc 2. Nhan vién Dich Vu Nha Cung Cap sau d6 s& phé duyét viéc tao tai khodn ddng ky ctia quy vi
trong vong 2-5 ngay lam viéc. Khi d3 dugc phé duyét, quy vi s& cd thé truy cap lai Cdng Théng Tin Nha
Cung Cp dé hoan tat viéc thiét |ap bang cach nhap théng tin ngan hang dé nhan thanh toan qua ACH
va tai |&n céc tai liéu dang ky clia Thanh Phé Portland va Tdng Trudng cla Tiéu Bang Oregon (xem
trang 16-24).

Xin chic mirng! Quy vi d3 hoan tit ddng ky Cdng Théng Tin Nha Cung Cép va thiét 1ap hd so clia minh.
M6t email chao mirng tir Dich Vu Nha Cung Cap clia Prosper Portland s& sém duwaoc glri dén. Khi cdng
viéc bt dau, quy vi cé thé truy cap Céng thong tin dé tra clru va xem lai cac don d&t hang va bat ky
hda don lién quan nao cla quy vi (xem trang 26-30).

Luu y: Prosper Portland s& xac nhan ID Thué Lién Bang ca quy vi v8i S8 Thué Vu (IRS). Néu ID Thué
Lién Bang cla quy vi khong khdp véi tén doanh nghiép, qua trinh thiét Iap nha cung cip cla quy vi cé
thé bj tri hoan.

Quy vi c6 thé tim ID Thué Lién Bang, con duaoc goi la Ma S6 Binh Danh Chi Lao Ddng (EIN), theo mot
vai cach: kiém tra thu xac nhan EIN cla quy vi, xem lai céc tai liéu kinh doanh cla quy vi (vi du: To khai
thué, gidy phép va céc gidy to hodc tai liéu lién quan dén luvong bdng nhu 1099) hodc lién hé vai
Pudng Day Thué Doanh Nghiép va Chuyén Médn cla IRS theo sb 1-800-829-4933.

H6 Tro Dich Ngbén Ngit

Luu y: Phdn mém hd trg dich thuét cé sdn va dua trén tly chon ngdn ngit cta quy vi, quy vi s& cé thé
thuc hién lwa chon cGa minh trén trang chi Céng Théng Tin Nha Cung Cip va trong hd so Dich Vu Nha
Cung Cap cla Prosper Portland.

Budc 1. Bang nhap vao Cong Thong Tin Nha Cung Cip cla Prosper Portland hodc nhap dia chisau vao
trinh duyét cla quy vi: https://prosperportlandvendorservices.powerappsportals.us/

Budc 2. Nhdp vao nut cai dat hinh banh réng trén thanh mau den & trén clung.


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

User options

Budc 3. Chon Tuy chon ngudi dung (User options) > Tuy chon (Preferences).

User options

IVisuaI

Preferences j

Account

Workflow

Budc 4. Chon danh sach thd xubng Ngén ngit (Language) tir phan Tuy chon ngén ngit va qudc gia/khu
vuc (Language and country/region preferences).



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)

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

< | C () https

Finance and Operations

{1 Home

Céc Tai Khodn Dung dé Bang Nhap Dich Vu Nha Cung Cép
Dich Vu Nha Cung Cap cla Prosper Portland khuyén nghi cac nha cung cip nén ding ky bang dia chi
email doanh nghiép/céng viéc cla ho.

Cac Trinh Duyét Web Buoc Khuyén Nghi dung vai Cong Thong Tin Nha Cung
Cap



Céng thong tin Nha cung cap hoat déng vdi hau hét cac trinh duyét web chinh nhu Chrome,
Edge va Safari. Chung t6i khong khuyén dung Internet Explorer.

Pang Ky Nha Cung Cap Mdi hodc Nha Cung Cap Hién Co

Céc nha cung cap cla Prosper Portland c6 thé déng ky lam nha cung cdp mdi vdi cac budce duoc
ghi lai dudi day trong Cong Théng Tin Nha Cung Cap D365 cla Prosper Portland. Cac Nha Cung
Cap Hién Co cla Prosper Portland c6 thé d&ng ky lam ngudi dung va lién két vdi tai khoan nha
cung cap hién cé cla ho, va cd thé lam theo cac budc tuong tu ngoai trir nhitng diém duoc chi
dinh.

Dang ky

Budc 1. Biéu hudng dén Cong Thong Tin Nha Cung Cap cla Prosper Portland hodc nhap dia chi
sau vao trinh duyét clia quy vi: https://prosperportlandvendorservices.powerappsportals.us/

Budc 2. Nhdp vao nut Dang ky (Register) trén thanh mau den & trén clng.

PROSPER Home M Login
Brsoses pesse] Lo

Budc 3. Dién day dl cac trudng thong tin ddng ky duoc yéu cau, bao gdm dia chi email cdng
viéc/doanh nghiép va ID Thué Lién Bang, sau dé chon Dang ky (Register). Budc 3 danh cho Nha
Cung C4p Hién Cé dé biét thém hudng dan:

@?BRQS?F{S Home | Register | Login
PORTLAN

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 bias@x«yz 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 Referee)? 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.

Name *

First Name | tastName

Email *

Business Email |

Business Line *

Select Business Line-

Company Name * _ Federal Tax ID/SSN *

Company Name Federal Tax ID

Already registered? Click here ta login.



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

Thong bdo trong khi dang xtr ly

Please wait while we
process your request...

Théng bao khi hoan tat

Name *

| First Name ‘ | Last Name

Email *

| Business Email ‘

Business Line *

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

Reg|Strat|0n detalls | Company Name ‘ | Federal Tax ID
submitted.

Register

Already registered? Click here to login.

Tiép tuc dén budc 4.

Budc 3. Cac Nha Cung Cap Hién C6

Dién day du cac trudng thong tin ddng ky duoc yéu cau vai cac trudng ngoai lé sau
a. Email Doanh Nghiép (S Dung M6t Bia Chi Email Cong Viéc Ca Nhan — (vi du
person@company.com)
b. ID Thué Lién Bang
a. SU dung S6 Thué Lién Bang lién két vai doanh nghiép va tai khoan nha
cung cap trudc day cta quy vi.
Sau do nhip vao Bing ky (Register).

Néu Tai Khodn Nha Cung Cap duac tim thay, mot thdng bdo s& xuat hién cho biét ID Thué Lién
Bang d3 ton tai. Chon Thém lam lién hé (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

Xac thuc dia chi email chinh va sé dién thoai cla quy vi. Chon Thém lam lién hé (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.

Tiép tuc dén Budc 4.

Budc 4. M6t lién két ding ky sé duoc glri dén dia chi email d3 nhap trong qué trinh dang ky.

Luu y: Vui long doi tdi da 15 phut dé email dén. Hay nhd kiém tra thu muc Thu rac (SPAM/Junk
Folder) dé tim email dén tir dia chi invites@microsoft.com. Néu quy vi khéng nhan duoc email
nay, hay dirng lai va lién hé vai Dich Vu Nha Cung Cap cla Prosper Portland tai dia chi
VendorServices@ProsperPortland.us dé& duoc hd tro thém.

Budc 5. Chon nut/lién két Chap Nhan Loi Mdi (Accept Invitation) trong email dang ky.

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



mailto:VendorServices@ProsperPortland.us

Budc 6. Dang nhap vao Tai khoan Microsoft hién cé clia quy vi bang dia chi email d3 st dung
trong quad trinh d&ng ky hodc tao mot tai khodn Microsoft mdi cho dia chi email d6 néu duoc
yéu cau.

o
Signin

Email, phone, or Skype

Can't access your account?

Next

Luu y: Néu email cong viéc/doanh nghiép clia quy vi duoc thiét 1ap vdi Microsoft, mat khau tai
khodn ctia quy vi c6 thé 1a mat khau email/cong viéc/mang cla quy vi cho doanh nghiép. Vi muc
dich bdo mat, ching t6i KHONG cé quyén truy cap vao bat ky mat khau ndo. Mat khau duoc
quan ly gitta quy vi va Microsoft va/hodc doanh nghiép clia quy vi. Chung toi khdng thé dat lai bat
ky mat khau nao. Néu quy vi tao mot tai khodn Microsoft mdi, hdy ddm bao thiét 1ap cac tuy
chon khéi phuc tai khoan khi dang ky dé quy vi cé thé dat lai mat khau néu can.

Budc 7. Sau khi nhap mat khau hién cé cla quy vi hodc tao mat khdu néu duoc yéu cau, hdy xac
thuc tai khodn cla quy vi bdng m3 xac nhan duoc gtti dén dia chi email d3 cung cap.

Your single-use code R = B U
¢« BS Microsoft
Microsoft account team <account-securit.. 5:57FM (16 minutes ago) @ “
to
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 your code
Your single-use code is: 901537 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: https://go.microsoft. com/fwlink/?Linkld=521839
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

Budc 8. Néu duac yéu cau, hiy chon Québc gia/khu vue (Country/region) nai quy vi tién hanh kinh
doanh.



Budc 9. Doc va chdp nhan bat ky Biéu khodn va diéu kién nao va hoan thanh bat ky 1&i nhic bdo mat
nao.

Budc 10. Chon Chap nhan (Accept) dé lién két Tai Khoan Microsoft ctia quy vi vai Dich Vu Nha Cung
Cap.

PROSPER
PORTLAND

Permissions requested by:

Prosper Portland
=7xs pdxdevelopment.onmicrosoft.com
By accepting, you allow this crganization to:
~ 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.

10



Dang ky Nha Cung Cép
Budc 11. Chon Tiép theo (Next) dé bat dau dién thong tin dang ky.

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

(|

Qubc gia/khu vuc

Budc 12. Chon Qubc gia/khu vuc (Country/region) hién hanh hodc nhap mot tur viét tit vao
truong loc. Vi du: g8 USA sau dé nhan enter trén ban phim sé hién thi Hop chiing quéc Hoa Ky
(United States).

o
| Select the country or region from where you conduct business, and then click Next
o Country/region ]
| 2 USA -
C Country/region Long name
URY Qriental Republic of Uruguay
| USA United States of America

11



Cac Diéu Khoan va Piéu Kién S Dung

Budc 13. Doc Cac Diéu Khodn va Diéu Kién St Dung (Terms and Conditions of Use). Sau khi quy vi
déng y, nhap/chuyén nut dudi Chap Nhan Diéu Khoan va Diéu Kién (Accept Terms and
Conditions) dé tiép tuc

| Terms of Use, “you” or "your" refers to each person(s) subscribing to, using or accessing Vandor

. 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

@Ves —

el - B2

Thong tin cong ty

Budc 14. Trong phan Thong tin Chung (General Information) hoan thanh cac trudng sau:

GENERAL INFORMATION

Company name Doing business as

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

Registration Email Telephone Fax Email Website

defaults to your email from
registration

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

a. Ténkinh doanh
Dién thoai

c. Email (Email Cong ty/Doanh nghiép) - Email nay danh cho cac thong bao kinh doanh va cé
thé khac véi dia chi email dang ky.

d. Dia chi (Chon “Thém” (Add) dé tao mdi)

nce and Operations P Search fora

Standard view

New address

Vendor registration

i Location 1D

000024529

L]
© Termsand [ pusiness ~]
@ Company informati * v

ZIP/postal code

-

Street number

Building complement

Post box

[UW




Nhap trudng “Tén hodc mé td” (Name or description) (vi du: Chinh, Bia diém, Thanh toan,
Doanh nghiép, Cha s& hitu...)

Cac nha cung cap phai thém dia chi chinh va dia chi thanh todn dwoc chi dinh bing

cach sr dung céc truong (Muc dich) va Chinh (Primary).

Nhap vao “OK”

Location ID

[ 000024529 ]

Name or description -

[ Business ]

Purpose A

[ Business;Remit-to v ]

Country,/region
[ USA e ]

ZIP/postal code
[ 97209 e ]

Street

220 NW 2nd Ave

City
[PORTLAND v]

State

(0% V]

Primary At least one address must

@ v 4. be primary

Primary for country/region

@ ) No e [caveas"No"




Budc 15. Nhap vao ndt Tai Ién mau W9 (Upload W9 form) dé tai l1én biéu mau W9 hodc W8 cho cong

ty.

‘GENERAL INFORMATION

Company name

Doing business as

| ABC Company

| ‘ ABC Co LLC

| | upload W9 form \4—-

Registration Email

Telephone Fax

Email Website

defaults to your email from
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. Yéu cau phai cd mau WO trudce khi Thanh Phé cé thé phat hanh Don Dt Hang
hodc nha cung cap cd thé thuc hién cong viéc.

Standard view

Upload document

File to upload @

Cewes File uploaded as 'fw9.pdf

H Browse ||

Notes

‘ W3 for my business |

Name
| wo |
Document Type

|wo/ws |

‘ Upload |

Théng Tin Lién Lac

Budc 16. Nhap cac tredng thong tin lién hé cho ngudi lién hé chinh trén tai khoan nha cung cap.

a. Tén, Tén dém (khéng bat budc), Ho
bién thoai
Dia chi (N&u dia chi giébng vdi dia chi doanh nghiép, nhap/chuyén bia Chi gibng Vi
Doanh Nghiép (Address same as Business). Néu khéng, hdy chon Thém (Add) dé

Address same as Business

@Nu

14



thém dia chi riéng cho Ngudi Lién Hé.

Thong tin Doanh nghiép

Budc 17. Nhap tat ca thong tin lién quan vé HO So Chi S& Hitu (Ownership Profile), s Béng Ky
Thanh Phé (City Registration number) trong muc ID Thanh Phé (City ID), Chon Tén dé st dung
trén 1099 (Name to use on 1099), ID thué Tiéu bang (State tax ID) va Tiéu bang (State).

©

|

[] Country/region

@ Terms and conditions

(] Company information

@ Contact information

@ Business information s
Procurement categories

Questionnaires

Submit registration

'OWNERSHIP PROFILE

MBE (Minority Business Enterprise)
® o

'WBE (Women Business Enterprise)

e Yes

ESB (Emerging Small Business)
© -

DB

m

EEO (Equal Employment Opportunity)

(Disadvantaged Business Enterpri..

City ID

Federal tax 1D type

| Unknown v‘

Federal tax ID
200301218

Name to use on the 1099

|Vendor name V‘

1099 box

State tax ID type

| Unknown ~ ‘

State tax ID
[20020128 |

Tax state

|or V]

Cac hang muc mua sdm
Budc 18. Muc nay khéng con duoc st dung, quy vi s& tu ddng chuyén sang budéc tiép theo.

Bang cau hoi

Budc 19. Xem lai Théng tin (Information) va cac lién két hitu ich vé Bang cau hoi (Questionnaire).
Khi da s3n sang, hay chon "Hoan thanh bang cau hdi" (Complete questionnaire) dé tra |di cac cau
hoi.

Vendor registration

(]

‘ Questionnaire 1of 1

@ Country/region
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

@ Terms and conditions to ensure accuracy of your business.

Your vendor account will be activated after City of Portland Registration or State of Oregon Busin
instances. If you are unsure if you should have a registration or have questions, please contact V:

Registration occurs and s verified by Prosper Portiand staff. Exceptions may occur in some
@ Company information

© Contact information

sperPortland.us

@ Business information

@ Procurement categories

‘ Status

@ Questionnaires Not started

Submit registration \
9 Complete questionnaire



a. Mot nut "Két thic" (End) s& xuat hién & cau hoi cudi cung, khi hoan tat, hdy nhap vao Két
thuc (End) va Trang thai bang cau hoi s& hién thj "D3 hoan thanh" (Finished), nhap Tiép theo
(Next) dé chuyén sang budc dang ky cubi cung.

Status
| Finished |

| Back ‘ m ‘ Cancel |

GUi Dang Ky
Budc 20. Khi d3 hoan tat tit ca thdng tin dang ky, hdy nhap vao Hoan tat
(Finish)

a. Diéu quan trong la phai glti thong tin dang ky cang chinh xéac va day dd cang tét

T
. Submit registration

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

‘ Back ‘ m ‘ Cancel ‘

Budc 21. Nha cung cap da dang ky s& nhan duoc mot email xac nhan dang ky sau khi Prosper Portland
hoan tt viéc xem xét. Qud trinh nay cé thé mat tir 2 - 5 ngay lam viéc.

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



DPang Nhap vao Dich Vu Nha Cung Cip Cla Prosper Portland
Céac nha cung cap cla Prosper Portland cé thé dang nhap vao Dich Vu Nha Cung Cap bang cac
budc duoc ghi lai dudi day trong Céng Théng Tin Nha Cung Cap D365 cla Prosper Portland.

Budc 1. Diéu hudéng dén Cong Thong Tin Nha Cung Cap cla Prosper Portland hodc nhap dia chi
sau vao trinh duyét clia quy vi: https://prospertestvendorportal.powerappsportals.us/

Budc 2. Nhap vao nut Bang nhap (Login)

PROSPER Home | Register || Login
%PORTLAND | Reg |

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

Budc 3. Nhap thong tin dang nhap da s dung trong qua trinh dang ky.

PROSPER
% PORTLAND

ORI
Sign in

Email, phone, or Skype

Can't access your account?

Budc 4. Xac thuc bang cdch nhap ma duoc glri dén email ctia quy vi. Nhdp vao nut Dang nhap (Sign in).

PROSPER
PORTLAND
Bt eyt ey

< YourEmail@mail.co

Enter code

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

Enter code

17
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Tai Lén Tép Dinh Kém va Théng Tin Ngan Hang vao H6 So Nha Cung Cap

Céc nha cung cap cla Prosper Portland cé thé thém tép dinh kém vao H6 So Nha Cung Cép
(Vendor Profile) ctia ho bang cac budc duac ghi lai dudi day trong Cong Thong Tin Nha Cung Cap
D365 cua Prosper Portland.

Pudng DAn Menu: Trang ch (Homepage) > Théng tin nha cung cap (Vendor information)

Budc 1. Dang nhap vao Trang Dich Vu Nha Cung Cap cla Prosper Portland (Xem muc Dang nhap
vao Dich Vu Nha Cung Cap cla Prosper Portland dé dugc H6 tro thém.)

dc 2. Nhap vao 6 “Thoéng tin nha cung cip” (Vendor information)

Finance and Operations £ Search for s page

Bw

APPS
. PORTLAND ===
analytics
%
Building an Equitable Economy
O] WORKSPACES
< < June 2025 >
u Mo Tu We ™ R S @ Invoicing Vendor bidding E—*ﬁ Vendor payments
[E
DT T T Wl YRR S
8 9 n n R B oW "
= rchase order =
B % T W W o2 n @Y  confirmations R= Vendor information
2 B u B w0 Bn
23 % A '§
v
Work items assigned to me A

Work iteans will be dsplayed here after they are

sgred 10 you

N

Budc 3. Chon 0 “Tai lén tép dinh kém” (Upload attachments)

Finance and Operations L Search for a page

< Options bel O

Vendor information

09697 ~

-~ Summary

All contads
Gakoosueh e e
3

~ Vendor details

e % ©

El

Budc 4. Chon nut “Mai” (New)
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Finance and Operations L Search for a page

Budc 5. Chon Tai liéu (Document)

< = &£ Edit | T New v | /ﬂDpen G Settings

/9 References

a. Khichon Tai liéu (Document), quy vi s& tai |én cdc tai liéu ngdn hang, mau W-9, dang ky Thanh
pho Portland va dang ky Tong Trudng cla Tiéu Bang Oregon. L3p lai quy trinh nay cho méi tai liéu

duoc tai lén.

Budc 6. Nhdp vao nut Duyét (Browse).

5
Standard view ?
Upload document
“ Browse ”
| Cancel ‘
Budc 7. Chon tai liéu mong muon dé tai lén
Budc 8. Thong tin chitiet tai liéu sé xuat hién
trén man hinh
Finance and Operations o
Bsave + New v POpen (D settings O Refersnces 'V Created by~ Options O
Attachments for Unlinked
= e pres 5 v
BWC Sample General
Other Test Form Notes. Is defaut attachment Created by
Othar No euocflan®gmail.com
€O Test Form e
BWC Test Form External
Attachment
Other Test Form
Other Test Form ey

Orginal file rame
Otner
CardBackSide copy 2pna

Budc 9. Quy vi s& thiy tép dinh kém duac liét ké trén man hinh.
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L3p lai cac Budc 3 — 9 cho mbi tép dinh kém bd sung.

Budc 10. Khi hoan tat, hdy chon nut miii tén quay lai (back) dé déng cira s

Finance and Operations O Search for a page
= H Bl save | New v A Open 5 Settings SO References Y Created by~  Options

Cap Nhat H6 So Nha Cung Cap

Cap Nhat Dia Chi

Céac nha cung cap c6 thé cap nhat dia chi cla ho bang cac budc duoc ghi lai duwdi day trong Cong
Thoéng Tin
Nha Cung Cap D365 clia Prosper Portland.

Pudng Dan Menu: Trang ch (Homepage) > Théng tin nha cung cip (Vendor information)

Budc 1. Chon 6 Thdng tin Nha cung cap (Vendor information) tir trang chu

i1 Finance and Operations

: PROSPER .
PORTLAND

WORKSPACES
- < June 2025 > .
[;_’r‘b“ Invoicin 9 [_5 Vendor bidding E"./ Vendor payments
E
TR T R W S
s 0 n noeouow
[ZY  Purchase order Q=

T R= vendor information
L] % ” " " 2 a v confirmations

2 D M B 6 0B
» » A U

Work items assigned to me

Budc 2. Chon Thém Chi tiét (More Details) > Dia chi (Addresses) tir danh sach tha xubng.
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~ Vendor details

Vendor Name

Address

General
209

Contact information
Business

Categories

State tax ID
Certifications

Bank information

@ More details
X
Budc 3. Nhap vao ba dau chdm & gdc trén cling bén trai dé chon Thém (Add) tir danh sach tha xuéng.
My company information

General Addresses Contact information  Business !

Address

220 NW 2nd Ave
PORTLAND, OR. 97209
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Budc 4. Chon Muc dich (Purpose) cla dia chi.

Budc 5. Nhap dia chi cho doanh nghiép cla quy vi bdng céch st dung céc trudng Quéc gia
(Country), Budng (Street), M3 Zip (Zip Code), Thanh phd (City) va Tiéu bang (State).

Location 1D

[ 000024529 }

Name or description -

{ Business }

Purpose —

Business;Remit-to ~ }

Country/region

ZIP/postal code

97209 N4

Street

220 NW 2nd Ave

City
[PORT LAND v}

State

OR v

Primary At least one address must

Ht—‘ pr-ﬂ]ar—l'

@ o —— b
Primary for country/region

@ No = [caveasNo"

“ cance'

Budc 6. Nhap vao nut OK.
a. Dia chi mdi s& duoc hién thi trong phan Dia chi (Addresses)

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
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Dé cap nhat théng tin dia chi Thanh Toan cla Nha cung cap, hdy lam theo
cac budc dudi day: Budce 1. Chon Dia chi (Addresses)

Budc 2. Nhdp vao ba ddu chdm & gdc trén cung bén trai dé chon nut Chinh sira (Edit) tir danh sach tha
xubng
032222 : SAMPLE VENDOR

My company information

Genera Addresses Contact informatior

1 sscription Address
-J-- 479 Noo b o

Budc 3. Tl danh sach tha xuéng Muc dich (Purpose), chon Gi t&i (Remit to)

_Purpose )

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

a. Cap nhat Thong Tin Lién Lac Céng ty (Company Contact Information) néu can:

< . Edit address
Quoc gia/khu vuc
Location ID

M3 ZIP/M3 Buu dién 000230822

Dudng Name or description

. Sample Vendor

Thanh Ph6 Purpose

Tléu bang Business;Remit-to ~
2 % A Country/region

Dé trong Quan Usa -

ZIP/postal code
30032 ~

S o Qo O T w

Street

123 Peachtree St

City
Decatur ~

State
GA ~

County

Budc 4. Nhdp OK [ ok |
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Cap Nhat Thong Tin Lién Hé va Thong Tin Ngan Hang
Céc nha cung cap cé thé cap nhat thong tin lién hé trong Cdng théng tin Nha cung cap vdi cac
tai liéu dudi day trong Cdng Théng Tin Nha Cung Cap D365 cla Prosper Portland.

Pudng Dan Menu: Trang chu (Homepage) >
Théng tin nha cung cap (Vendor information)
Budc 1. Truy cap Céng Thong Tin Nha Cung Cép

Budc 2. Nhip vao 6 Thong tin Nha cung cap (Vendor information)

PROSPER . '
PORTLAND i toemretomees
Building an Equitsble Economy

WORKSPACES

< June 2025 >
l%‘: Invoiing [E Vendor bidding E-; Vendor payments

 TNEE VAR TR WO S S

) nn R B oM
[y Purchase order
fig

B Ow T oW W N n B confirmations

a
2 B M B % B
3 % A

Work items assigned tome A~

Budc 3. Nhap vao nut Nguoi dung (Users)

Finance and Operations L Search for a

< Options pel

@

% Vendor information
o | 09697 v

-~ Summary

All contacts ‘ Users ‘ m
_ O,

B,

~ Vendor details

Budc 4. Nhp vao siéu lién k&t mau xanh lam cho hd sa mong mubn



Standard view

Vendor collaboration users

P
e

" .
() Name Alias

) Jonathon Doe |
|O
b S

Jane Doe |

Budc 5. Nhdp dé mé rong phan Thong tin Lién hé (Contact information)

Lontacts | JANE DUE P
Jane Doe

Contact person datails

Contact information

Legal entities the person is a contact for

Budc 6. Tim trudng dudi cot mong mudn dé chinh stra va nhap vao & dé chinh stra thong tin trudng
mong mubdn

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. N&u cé nhidu ngudi lién hé duoc cung cdp, hay chon hdp kiém Chinh (Primary) cho ngudi
lién hé nha cung cip s& duoc liét ké dam ngudi lién hé chinh.

Budc 8. Nhdp vao nut miii tén quay lai (back) dé lvu thdng tin va dédng man hinh Théng Tin Nha Cung
Cép (Vendor information)

| = HEHsave - Ne

Céac nha cung cap co thé cap nhat théng tin ngan hang trong Cong Théng Tin Nha Cung Cap véi
cdc tai liéu dudi day trong Cdng Théng Tin Nha Cung Cap D365 cla Prosper Portland.

Pudng Dan Menu: Trang ch (Homepage) > Théng tin nha cung cip (Vendor information)
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Budc 1. Truy cap Cong Thdng Tin Nha Cung Cap

Budc 2. Nhap vao 6 Thong tin Nha cung cap (Vendor information)

Finance and Operations

55 age
APPS
PORTLAND sz
analytics
x
Building an Equitable Economy
O) WORKSPACES
< June 2025 >
= o -
[I_'i\ towoidng Ea Vendor bidding B Vendor payments
E
¥ s s @ls ey
8 9 n nouoBow
= Purchase order =
B % 7 oW ow 2 on E/ confirmations A= vendor information
2 on ou s o0
» % AR
Work items assigned tome A

Vendor information

| 09697 v |

Test Vendor
Address

220 NW 2nd Ave
PORTLAND, OR 97209

Email address

Telephone

555-555-5555

B More details v <fmm—

General
A

Addresses etails

Contact information
Business

Categories

State tax ID

Certifications

Bank information  femm— , z
Budc 1. Nhap

vao danh sach tha xubng “Thém chi tiét” (More

details) va chon “Thong tin ngan hang” (Bank

information)



Budc 2. Nhdp vao nut “Thém” (Add) trén trang

Thoéng tin Cong ty (Company Information)

My company information

) Bank account Bank name Bank account number

Standard view

Bank information

Bank account

L)

Bank name

[ *
Bank account number

[ *

Routing number

IBAN

[ *
SWIFT code

[ %

Effective date

[ e

Expiration date

| =

Comments

l l

Budc 3. Nhap thong tin ngan hang cla quy vi cho
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cac khoan thanh toan qua ACH

Cac Nha Cung Cap Pang Hoat Ddng: Xem va In Bon Dt Hang

Céc nha cung cap cé thé xem cac don dat hang d3 duoc xac nhan, tép dinh kém va in xac nhan
Pon dat hang (PO) véi cac budc duoc ghi lai dudi day trong Cong Thdng Tin Nha Cung Cap D365
cla Prosper Portland.

Céac nha cung cap s& nhan dugc mot thdng bao qua email khi mot don dat hang d3 duoc phat
hanh. Email nay s& dugc glri dén dia chi email lién két vdi tai khodn clia nha cung cap. Xem phan
Cap Nhat Thong Tin Lién Lac (Update Contact Information) dé thay d6i dia chi email lién két vi
hd so nha cung cip cla quy vi.

Truy cap qua Pudng Dan Menu: Trang ch (Home page) > Xac nhan
don dat hang (Purchase order confirmation) Budc 1. Nhap vao & xac

nhan don dat hang (purchase order confirmation)

PROSPER

i Business performance

PORTLAND araycs
* e .

Building an Equitable Economy
® WORKSPACES
< June 2025 >
]

= L = Purchase order ™ L
@ o ™ T W & -Ia Invoicing @ confirmations Vendor bidding

§=

1 2 3 4 5 6 7 @
8 9 10 n n 13 14

13 16 7 18 19 20 21

22 23 24 25 26 27 28

Budc 2. Nhat ky Xac nhan Bon dat hang (Purchase Order Confirmations Journal) s€ m&ra. T6
sang Don dat hang mong mudn va chon In/Xem trudc (Print/Preview). Chon Xem Trudc
Nguyén Mau (Original Preview).

Finance and Operations oLy

Options

Y

Standard view v

Purchase order confirmations

Overview Lines
Purchase order request
7‘ Invoice account Purchase order Purchase journal Accounting date Date Buyer group Cur... Amount Order send status
034412 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

Budc 3. Xac nhan PO s& duoc hién thi Budc 4.



Chon danh sach tha xuéng Xuat (Export)

Budc 5. Chon loai tép tir danh sach tha xuéng dé tai xudng xac nhan PO. Sau khi d3 tai xubng may
tinh ctia quy vi, xac nhan PO cé thé duoc in.
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Cac Nha Cung Cap Pang Hoat Dong: Xem Tinh Trang Thanh Toén va Théng Tin Thanh
Toan

Cé4c nha cung cap co thé xem tinh trang cla tat ca cac khodn thanh todn da thuc hién, cling nhu
cac théng tin nhu sb séc, ngudi nhan va ngay clia mdi khodn thanh todn d3 duoc thuc hién va chi
tiét clla Don DAt Hang ma khodn thanh todn dé hudng dén vdi cac budc duac ghi lai dudi day
trong Céng Théng Tin Nha Cung Cap D365 cla Prosper Portland.

Truy cap qua Dudng Ddn Menu: Trang ch (Home page) >
Thanh todn ctia nha cung cap (Vendor payments) Budc 1.
Nhap vao 6 Thanh Todn ctia Nha Cung Cép (Vendor

Payments) trén trang chu.

% ( x j F\RTLAAINL g enavnes
Building an Equitable Economy
© WORKSPACES
< June 2025 >
3
Su Mo Tu We Th Fr sa _Ia Invoicing Vendor bidding
1 2 3 4 s 6 7
8 9 1 n 13 14
—| Purchase order — . .
5 16 17 18 19 20 21 @ confirmations A= Vendor information
22 23 24 25 26 27 28
29 30
@ Vendor payments
Work items assigned to me ~ @

Budc 2. Nhap vao 6 D3 thanh toan (Paid)
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CEap

Transsctant

Budc 3. Trang Hoa don/Séc (Invoices/Checks) duac hién thi. Cac théng tin sau s& duac liét ké cho

nha cung cap:

a. Taikhodn Ngan
hang

Checks

Ngay [

S6 dién thoai
Tinh trang
Nguoi nhan
Tién té

S6 tién

L

A ¥ Fud

ffiigiii

Budc 4. Tir bang, chon dong thanh toan

mong mudn

Checks

i o 1 o
ﬁ AR VR

0 (RIS TOME LM

Budc 5. Nhdp vao Thé Chung (General Tab) dé xem chi tiét thanh todn cho dong thanh todn da chon
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S@m 0 o0 T

Tai khoan Ngan
hang

Sb dién thoai
Tién té

S6 tién

Loai ngudi nhan
Ngudi nhan
Tén ngudi nhan
Cac tai khoan dang
hoat dong
Phiéu

M3 ly do

Nhan xét ly do

Checks

T R

JRELTT

Bamesen ¢ e

Baraacen, < pmemge

et
Pt
[

TSR0

mar

APFTLERAS

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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Budc 6. Nhip vao Thé Chuyén tién (Remittance Tab)

Budc 7. Xem Dia diém va Dia chi chuyén tién ctia Nha cung cap (Vendor Remittance Location and
Address) cho dong thanh toan da chon

Cho P LEog o | Hefmallance

REMITTANCE

Remitiance location

ROBERT YORK
Addrews

8150 CREEKSTONE LN
Blasckdick, OH 43004
USA

Budc 8. Nhap vao dau X dé thoat khoi trang

Checks

Budc 9. Nhap vao 6 D3 duyét, chua thanh toan (Approved, not paid)
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Budc 10. Trang Giao dich da duyét, chua thanh toan (Approved, not paid transactions) duoc
hién thi. C4c thong tin sau s& duac liét ké cho nha cung cép:

S6 hoa don

S6 don dat hang

Ngay hda don

Ngay dén han hda don

Tinh trang hda don (da thanh toan so vdéi chua thanh toan)
S6 tai khoan nha cung cap

S o Qo 0O T w

Approend Nok pasd

BlIEREIFL POETY 000 Flri ot Lnpaed
SUMATIOT  POROMLYY 100 1000 s
WM MO0 00 LM gl
DVTent-000T  PO212604 w2020 M 2020 Unpesd

Luu v: Nha cung cap cé thé xem chi tiét Don dt hang bang cach nhap vao lién két PO trong mot
dong Thanh todn da chon

sz e o

SRNGEHTIOT FOIDETT Iy R LT ¢] 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

(-] 2 CARHARTT, BA1-BR0 80 J6TIOT . Proftective covirals
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H& Tro Cdng Thong Tin Nha Cung Cap
Quy Vi C6 Cau Hai Vé Viéc Dang Ky?

Cac Nha Cung Cap Hién Cé Cta Thanh Phb Portland

Quy vi d3 tirng kinh doanh v3i Prosper Portland bang cach st dung Céng Thong Tin Dich Vu Nha Cung
Cap trudc day chua? Néu co, ching t6i yéu cau tat cd cac nha cung cip dang ky lai bang dia chi email
cong viéc chinh cla quy vi. Ching t6i khdng con yéu cau st dung nha cung cip email bén thit ba nhu
Google hodc Yahoo. Chon Béng ky (Sign Up) & dau trang dé bat dau.

Quy vi Mdi Hop Téc Kinh Doanh v&i Prosper Portland?
Viéc dang ky nhanh chéng va dé dang. Quy vi s& can dia chi email cdng viéc chinh, ID Thué Lién
Bang/EIN va mot ban sao ctia W9. Chon Dang ky (Sign Up) & dau trang dé bat dau.

Quy Vi van can giup d&? Lién hé vai ching toi qua email hodc dién thoai:

Email: VendorServices@prosperportland.us

Pién thoai: 503-823-3276
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