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Accounts Used to Login to Vendor Services

City of Columbus 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 Edge, Safari, and Google
Chrome for access full functionalities. We do not advise using Internet Explorer.

Register New Vendor
City of Columbus vendors may register as a new vendor with the documented steps below in the
City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Sign Up

Step 1. Log into the City of Columbus Vendor Portal

Step 2. Click the Sign Up button in the top black ribbon

Step 3. Complete the requested registration information fields including your work email address
and Federal Tax ID, then select Register

Home | Login | Help | Signup | Q

City of Columbus Vend... > Sign Up

Name *

First Name Last Name

Email *

Business Email

Business Line *

--Select Business Line-- v

Company Name * Federal Tax ID *

Company Name Federal Tax ID

Register

Already registered? Click here to login.

Page 3 of 68


https://columbusvendorservicedev.powerappsportals.com/

Step 4. An e-mail including a registration link will be sent to the work email address entered
during registration.

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

City of Columbus OH invited you to access applications within their organization
Microsoft Invitations on behalf of City of Columbus OH Sat, Dec 19,2020,11:03AM Yy €

© 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: City of Columbus OH
Domain: cityofcolumbusoh.onmicrosoft.com

If you accept this invitation, you'll be sent to https:// operations.dynamics.com.

Accept invitation

Step 6. Sign In to your existing Microsoft Account using your work email address used during
registration or create a new Microsoft account for that email address.

Step 7. Validate your account using the confirmation code sent to your provided email address.

B Microsoft

<« coctesterb15@gmail.com

Verify email

Enter the code we sent to
coctester615@gmail.com. If you didn't get the

email, check your junk folder or try again.

0993

D | would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreament and privacy and cookies statement.

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.
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B® Microsoft

coctesterd 18@gmail.com

Review permissions

C

City of Columbus OH cityofeolumbusoh.onmicrosaft.com

This resource is not shared by Microsoft.

The organization City of Calumbus OH would like
to:

~ Sign you in
~ Read your name, email address, and photo

You should only accept if you trust City of Celumbus OH. By
accepting, you 2llow this organization to access and process
your data to create, control, and administer an account
sccording to their policies. City of Columbus OH has not
provided a link to their privacy statement for you to review.
City of Columbus OH may log information about your access.
You can remove these permissions at
https://myapps.microsoft.com/cityofcolumbusch.onmicrosoft.c

om
.

Step 10. Select Accept to link your Microsoft Account with Vendor Services.

Company information

Vandor registration | Standard view v

Company information

GEMERAL INFORMATION

Coamparny name Doing business a3 Ciganization type
CoCTesters15 Col Tester Inc Organization Upload W9 form

Registeation Ermail Telephone Fax " Webmite
CoClestert15@gmald.com S140000000 ColCTester@gmail.com CoCTesterb15.com

Step 11. Under the General Information section, complete the following fields:

Doing business as
Telephone
Email (Company/Business Email)
Address (Select “Add” to create new)
a. Vendors must add a primary and remit address using the Purpose and Primary
fields

o 0o T
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ADDRESS INFORMATION

90 W. Broad Street Busaness:Remit-to Yes
Columbus, OH 43215
UsA

Step 12. Click the Upload W9 form button to upload a W9 form for the company

a. AW9is required before a Purchase Order can be issued by the City or work can be
performed by a vendor

Upload document

Contact Information
Step 13. Enter contact information fields for the primary contact on the vendor account

First name, Middle name (optional), Last name
E-mail address

Telephone

Address (add if different than Business address)

o o oTw

Business Information

Step 14. Enter all relevant information regarding Ownership Profile, Business Profile, and Terms of
Payment

Procurement categories

Step 15. Select “Add category”. Search for applicable categories, and add categories to vendor
profile

a. Vendors should register for all applicable Procurement Categories (UNSPSC) for their
business operations during vendor registration. Vendors are auto-notified procurement
opportunities based on registered procurement categories.
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b. Multiple categories can be selected. Selecting a Segment or Family of procurement
categories will include all categories listed under the primary category

c. Vendors can add additional categories after registration- see View/Update/Remove
Business Procurement Categories

Procurement categories

Select procurement categories for the products or services that your company requests to provide
Add category [l Remove

~ | Procurement category
Building and Facility Constructio...

Education and Training Services

Contract compliance

Step 16. Review Questions for Contract Compliance Questionnaire. If information is available
Select “Complete questionnaire” to answer questions

a. Vendors can fill out contract compliance questionnaire at a later date if information is not

available — see Contract Compliance Questionnaire
b. Vendors will need to complete contract compliance questionnaire to be eligible to perform

work for the City of Columbus

c. The Status will show as Finished when questionnaire is completed
Step 17. When you have completed all registration information, click Finish

a. Itisimportant to submit registration as accurate and complete as possible
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Submit registration

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

Step 18. The registered vendor will receive an email confirming registration was successful, if the
vendor does not receive this email the registration is not yet complete.

Existing Vendors: Register as a User for Existing Vendor Account in Vendor Portal /
Add Additional Users to Vendor Account

Existing City of Columbus vendors may register as a user and be associated with their existing
account with the documented steps below in the City of Columbus D365 Vendor Portal.

- Existing vendors do not need to create a new vendor account
Menu Path: Homepage > Sign Up

Step 1. Log into the City of Columbus Vendor Portal

Step 2. Click the Sign Up button in the top black ribbon

Step 3. Complete the requested registration information fields

First Name

Last Name

Business Email (Please Use Your Work Email Address)

Business Line

Company Name

Federal Tax ID

a. Use the Federal Tax ID # that is associated with your business and previous vendor

account

S0 a0 T W

Step 4. Click Register
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Home Login | Help | signup | Q

CoLUMB!

City of Columbus Vend... > SignUp

Name *

First Name Last Name
Email *
Business Email
Business Line *
--Select Business Line-- v

Company Name * Federal Tax ID *

Company Name Federal Tax ID

Register

Already registered? Click here to login

Step 5. A message will appear stating that the Federal Tax ID already exists. Select Add as contact

Federal Tax ID already exists

<

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

(L | Add as contact

Step 6. Validate your primary e-mail address and phone number. Select Add as contact

Please provide details

Primary Email* |CoC‘este'61?@gmaif.ccr"

Primary Phone Number® |'—‘|'-n*.'—.|';.- Phone Number

Cancel Add as contact

E-mail Confirmation, Account Creation and Activation

Step 7. Check your work e-mail address for a Microsoft e-mail for account activation. Click the
Accept Invitation link
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0 Please only act an 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: City of Columbus OH
Domain: cityefoelumbusoh onmicrasaft com

If you accept this invitation, you'll be sent to hitps.//colsuat sandbox operations. dvnamics com.

This invitation email is from City of Columbus OH (cityofoolumbusoh. onmicrosoft.com) and may include
advertising content. City of Columbus OH has not provided a link to their privacy statement for you to review
Microsaft Corporation facilitated sending this email bt did not validate the sender or the message

e e

Step 8. Sign In to your existing Microsoft Account using your work email address used during
registration or create a new Microsoft account for that email address.

BS Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using coctester618@gmail.com.
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Step 9. Create a password and click the Next button

B® Microsoft
€« coctester618@gmail.com

Create a password

Enter the password you would like to use with your
account.

[ ] show password

Step 10. Select a Country/region and Birthdate and click the Next button

B® Microsoft
& coctesterg18@gmail.com

Create account

We need just a little more info to set up your
account.

Country/region

United States ~

Birthdate

January v 1 v 1980 v
Next

Step 11. Enter in the Security Code e-mailed by Microsoft when prompted

Microsoft account
Verify your email address

To finish setting up your Microsoft account, we just need to make sure this email address is yours.

To verify your email address use this security code] 8325

If you didn't request this code, you can safely ignore this email. Someone else might have typed your email address by mistake.

Step 12. Review permissions and select Accept
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B Microsoft

coctester6 18@gmail.com

Review permissions

C

City of Columbus OH cityofcolumbusoh.onmicrosoft.com

This resource is not shared by Microsoft.

The organization City of Columbus OH would like
to:

“/ Signyou in
» Read your name, email address, and photo

You should only accept if you trust City of Columbus OH. By
accepting, you allow this organization to access and process
your data to create, control, and administer an account
sccording to their policies. City of Columbus OH has not
provided a link to their privacy statement for you to review.
City of Columbus OH may log information about your access.
You can remove these permissions at
https://myapps.microsoftcom/cityofcolumbusoh.onmicrosoft.c

om
.

Step 13. The user will receive an e-mail from City of Columbus confirming they have been added
as a vendor

a. The User Registration Process is complete and the user is linked to an existing vendor
account

THE CITY OF *

COLUMBU

AMNDREW J. GINTHER, MAYOR

City of Columbus Vendor Services

WWelcome. You have been added as a vendor user to City of Columbus Vendor Services, Please click on the link below 12 start. Once at the portal, you will have access to all you nee
[oing business with the City of Columbus

Please bookmark the City of Columbus Vendor Services link:
hitps-icolumbusvendorsenvices powerappsportals comd

WIWE Submission:

The IRS requires that the City of Columbus has an updated W9'WE an file. If the City does not already have a copy of your W-9 (December 2014 revised form) or W-8 (June 2014), y
delays in the event a Purchase Order/Contract is issued to your company or payments are due fo your company. Please refer to the section "Attach W-9 to Vendor Record” in the City
need technical assistance attaching your W9 or W3, please contact vendorsenvices@columbus gov. Should you have additional W9 or W3 related questions, please contact w3@col

Questions about WEW3:
hitps: v irs govivacabout-form-w3 or
hitp: W irs. g /e bout-fo

Contract Compliance:
Vendors, subcontractors and suppliers who desire o be a party to a City of Columbus contract, as defined by Section 3901.01 of the Columbus City Code, must hold a valid contract
To receive this free two-year certification, you must complete the Contract Compliance Questionnaire. The process helps us verify if your company is an Equal Opportunity Employer

Sincerely,

City of Columbus Vendor Services

Email: vendorsenices@columbus gov

About Vendor Services: hitps Vcolsmbus govivendorservices/

Phone: 614-645-8315

Help Guide: hiips./'columbusvendorservices powerappsportals com/helpd
Tutorials/\Videos: https /icolumbusvendorservices powerappsportals. com/help!
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Logging into City of Columbus Vendor Services
City of Columbus vendors may log into Vendor Services with the documented steps below in the
City of Columbus D365 Vendor Portal.

Step 1. Log into the City of Columbus Vendor Portal

Step 2. Click the Login button

Login Help Sign Up Q |

Step 3. Enter login credentials

B Microsoft

€ chelsey.gao@avaap.com

Enter password

Forgot my password

Step 4. Click the Sign in button

Vendor Maintenance

Uploading Attachments to Vendor Record (W9)
City of Columbus vendors may add attachments to their Vendor Profile with the documented
steps below in the City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Login to the City of Columbus Vendor Services Site (See Logging into City of Columbus
Vendor Services for additional Assistance.)
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Finance and Operations

R N 4
—_ T e— R
City of Columbus

< December 2020 > Contract Compliance @ Purchase order confirmation RE Endo«inﬁwmaﬁoa‘

6 7 8 9 10 N 12

E:lj Invoicing Vendor bidding @ Vendor payments
13 uﬂ‘s ” o1’ ow®

2 21 2 23 24 25 26

Finance and Operations

< December 2020 > Contract Compliance @ Purchase order confirmation R= NVendor information

6 7 8 9 10 m n

_E]j Invoicing Vendor bidding @ Vendor payments
3 “ n % ” 8 "

20 21 2 23 24 25 26

Step 3. Select the Upload attachments tile

Vendor information

032205 N

Summary

Address
Sample Address
Columbus, OH 45419 User requests
USA
Email address
sample@gmail.com Upload attachments

Telephone
1234567890

3 More details v

2 All contacts
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Step 4. Select the New button

\ Save |+ New |v Delete  /"Open ¢33 Settings L References Y Created by v Options £

Step 5. Select desired field from drop down menu

a. Note: Vendors can submit W9/WS8 forms from this area

—|—NewV

BWC
col
Note
Other

W9/W8

Step 6. Click the Browse button

Upload document

Browse

Step 7. Select desired document to upload
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Step 8. Document details will appear on screen

Finance and Operations

Blsave -+ Newv /'Open @ Settings O References Y Created by v  Options

Attachments for Unlinked

0

= Description Type Attached
— coi
CardBackSide copy 2 Other Yes
BWC Sample General
BWC
DETAILS OTHER INFORMATION
Other Test Form Notes s default attachment
Other
COl Test Form
col
Restriction
BWC Test Form
External
BWC
Attachment
Other Test Form
Other FILE INFORMATION File type
File name png
Other Test Form CardBackSide copy 2 Original file name
Other CardBackSide copv 2.0na

cou!

CREATE
Created by
euocflan@gmail.com

Created date and time

12/15/2020 11:31:02 AM

FILE LOCATION

File location

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

Step 10. Select the X button to close the window

S Save + New Vv /"Open 33 Settings O References Y Createdby Options ©

Update your Vendor Profile
Update Address

Vendors may update their address with the documented steps below in the City of Columbus

D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Select the Vendor information tile from the homepage

Contract Compliance

_Ia Invoicing Vendor bidding

ﬁ'l\/l Purchase order confirmation

: Vendor information

)

Vendor payments
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Step 2. Select More Details > Addresses from the dropdown

Vendor information

032222 kS
Summary

Sample Vendor
Address

123 Peachtree St
Do adae Ll 200037

General
Addresses |
Contact information
Business
) lorsite.com
Categories b

State tax |D

Certifications

3 More details v

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

032222 : SAMPLE VENDOR
My company information

General Addresses Contact information
Map .
escription Address
Edit
endor 123 Peachtree

Decatur, GA 3(

Step 4. Select the Purpose of the address.
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Step 5. Enter an address for your business using the Country, Street, Zip Code, City, and State
fields.

New address

o I

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 |
Sample Vendor 123 Peachtree St
Decatur, GA 30032

USA

Business;Remit-to Yes

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

Genera Addresses ct information
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Step 3. From the Purpose dropdown list, select Remit to

Purpose
Business;Remit-to v|
v FRole T Description
Invaice Invoice
Lading Lading
Other Other
Payment Payment
Real location Real location
Recruit Recruit
Remit to Remit-to |

a. Update the Company Contact Information as necessary:

a.

ol R

Country/region
Zip/postal code
Street

City

State

Leave County blank

Edit address
Location ID
000230822

Name or description

Sample Vendor

Purpose

Business;Remit-to

Country/region

USA

ZIP/postal code
30032

Street

123 Peachtree St

City

Decatur

State
GA

County
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Step 4. Click OK

Update Contact Information

Vendors may update contact information in the Vendor Portal with the documented below in
the City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Access the Vendor Portal

< December 2020 > Contract Compliance E’\j Purchase order confirmation RE Vendor information

| Su Mo Tu We Th Fr Sa
1 2 3 4 5
‘ 6 7 8 9 1 n = . A o —
_[a Invoicing Vendor bidding @ Vendor payments
3 " 5 n ” L L]

20 21 22 23 24 25 26

27 282 29 30

Step 2. Click the Vendor information tile

Contract Compliance @ Purchase order confirmation RE Vendor information

_Ia Invoicing Vendor bidding @ Vendor payments

Step 3. Click the Users button

0 User requests

Categories

0 Upload attachments
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Step 4. Click the blue hyperlink for the desired profile

Vendor collaboration users
AR Filter
v/ Name Alias Vendor account
Jane Doe euocflan@gmail.com 032205

Name

Flanagan's Pub

Step 5. Click to expand the Contact information section

Contacts | JANE DOt

Jane Doe

Contact person details

Contact information

Legal entities the person is a contact for

Step 6. Select field under desired column to edit

Contact information

-+ Add [i] Remove

Description Type Contact number/address Extension Primary |
Email address euocflan@gmail.com v =
Phone Number Phone 1234567891 v (S
Step 7. Click in cell block to edit desired field information
Description Type Contact number/address Extension Primary |
Email address Update field here| D =2
Phone Number Phone 1234567891 (Y

a. If multiple contacts are provided, select the Primary checkbox for the vendor contact that

will be listed as the primary contact.

a. The email that is marked as Primary will receive notifications regarding RFQs,

purchase orders, and assorted City of Columbus notifications
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Step 8. Click the X button to save information and close the Vendor information screen.

9 @O o |x

View/Update/Remove Registered Business Procurement Categories
City of Columbus vendors may view, update, and remove registered business procurement
categories with the documented steps below in the City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor Information
Add Registered Business Procurement Categories

Step 1. Click the Vendor information tile

Finance and Operations

- R — -‘9"
City of Columbus

mH e % 2 | mEd

¢ November 2020

Contract Compliance @ Purchass order confinmation A= vendor information

Su Mo Tu We Th Fr S

1 2 3 4 5 6 7

s 9 oo ow o womow - ) A » =
Ejj lewoicing Vendor bidding E—.j Vandor paymants

s 7w o® ow oa

2 23 24 25 2 2T B

=

Step 2. Click the Categories tile

All contacts

0 User requests

Categories

Upload attachments
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Step 3. Click the Add category button

Procurement

Expire category |-+ Add category

Step 4. View and select a category from the list of Available categories

Procurement category selection

Select one or more procurement categories
PARAMETERS
Vendor account
032205
Vendor name

Flanagan's Pub

Include sub-categories

[ o Ii™

Available categories

4 City of Columbus - UNSPSC

Apparel and Luggage and Personal Care Products

Building and Construction Machinery and Accessories

v v v

Building and Facility Construction and Maintenance Services
P Chemicals including Bio Chemicals and Gas Materials

P Cleaning Equipment and Supplies

Step 5. Click the Add button

Step 6. Click the OK button

- ==

Step 7. Click Save

|| & save Options b
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Remove Registered Business Procurement Categories

Step 1. Click the Vendor information tile

Finance and Operations

~ e —————

f City of Columbus
u
c]
8
=
¢ MNovember 2020 > Contract Compliance B Purchass order confinmation RS Vendor infonmation
Su Mo Tu We Th Fr Sa
1 2 3 4 5 e 7
AR = ; =
E;,J Mwoicing Vendor bidding E—.j Vindor payments
1% 7 B ¥ 20

2 2 4 35 8 7 B

=

Step 2. Click the Categories tile

All contacts

Upload attachments

Step 3. Mark all desired categories to remove using the left-hand checkbox

Show as of date Expiry date

Show only cumrently active Include sub-categories
+ Categary hiera C

chy

Procurement category ... | Air transport of letters and parc...  Approved 12/972020 Mawver
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Step 4. Select an Expiry date for the category

Expiry date
es E
atus

< Dec ¥ 2020 v >

Su Mo Tu We Th Fr Sa

20 n 22 23 24 25 26

27 28 29 30 AN

Clear  Today

Step 5. Click Expire Category

Procurement

Expire category | -+ Add category

Contract Compliance Questionnaire
All new City of Columbus vendors are required to complete a questionnaire about their business
during the registration process and must complete the questionnaire for contract compliance

every two years. Documented below are the steps required in the City of Columbus D365 Vendor
Portal.

Menu Path: Homepage > Contract Compliance

Step 1. Access the Vendor Portal

Finance and Operations

< December 2020 > Contract Compliance| @ Purchase order confirmation RE Vendor information
st o v
Su Mo T We Th Fi Sa
1 2 3 4 5
6 7 8 9 W M n — A =
_Ia Invoicing Vendor bidding @ Vendor payments
3 u n 6 7 18 1B
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Step 2. Click the Contract Compliance tile

Contract Compliance Ejj Purchase order confirmation
_,a Invoicing Vendor bidding

Invoicing

: Vendor information

Vendor payments

Step 3. Click the Complete Questionnaire button

Contract Compliance

032205 v

Summary

+

Complete Submitted
questionnaire Answers

Step 4. Click the Start button in the upper left-hand corner

Finance and Operations

Start | Options L

p r

EBO QUEST

EBOCO CERTIFICATION QUESTIONS

EBOCO FORM
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Step 5. Proceed through the Questionnaire answering each question and selecting Forward to
continue

Overview Add comment <] Back ||‘ End | | Cancel ’

Step 6. Once you have reached and answered the last question, click the End button

Overview Add comment <] Back End ‘ Cancel |

Step 7. The status of the questionnaire will be updated to Finished.

status
Finished

View Vendor Certifications
City of Columbus vendors may view vendor certifications with the documented steps below in
the City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor information

Step 1. Click the Vendor bidding tile

Finance and Operations

City of Columbus

¢ December 2020 i Contract Compliance @ Purchase order confirmation A= vVendor information
S Mo U We Th S

1 2 3 4 H
6 T 8 El 0 n 12 - h - -

E]j Invoicing endor bidding] EJ Vendor payments

R O
0 n on 2
2 23 . o:

Step 2. Click the Request for Quotation column dropdown button to filter the list displayed.
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Bids

New bid invitations

Request for qu.| Request for quotatio... ' Qocument title

Returned bids

T SortAtoZ

l SortZtoA
Bids in progress

Request for quotation case
begins with v

|| :

Closed RFQs

Submitted bids

Suggested RFQs

Step 3. Click the More details tab underneath the Vendor information Summary area

Vendor information

00TI70
SuUmmany

Grainger

AddreoL
Dept B35 74748
Faluties, IL S0038-0001
Uk

vl adbieesa
pencesl 1 S8 gmulesem

Tebrphone

(614 309-8228
Mceg datial J{b
Cmrgrai

RSdreinen
Comact rformation
Buriearid

Canegoe

Step 4. Select Certifications from the dropdown menu

Step 5. View Certifications
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se  Optioes

My company information

View Bids in Progress

City of Columbus vendors may view bids in progress with the documented steps below in the
City of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor bidding

Step 1. Click on the Vendor bidding tile

S ———

City of Columbus

< Nowmber 2000 > Comtract Comphance 5D Archase onder confmation RE Vendor information

~ ] %) Vendor bidding T Lo anan

Work tems assigned 10 me

Step 2. Click on the Bids in progress tile

Vendor bidding
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Step 3. View the Bids in Progress information displayed

a. Toview additional information for the bid, click the RFQ link

b e gty Bt st o BEC) gt o e ant

View All Open RFQs

City of Columbus vendors may view all open RFQs with the documented steps below in the City
of Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor bidding

Step 1. Click the Vendor bidding tile on the homepage

e ——— T
City of Columbus

Contract Comphance % Purchase crder confemation RE  vendor information

EN A =
5 ‘ewvoiing 17 Vendor biddng 7, Vendor payments
- - S = = ~ -
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Step 2. Click the Open RFQs tile

a. From the Open Bids page, view list of Open Bids

Vendor bidding

032205

Summary

3969

New bid invitations Open RFQs Closed RFQs

0

Suggested
Returned bids RFQs

Bids in progress

0

Accepted bids Lost bids

Open bids

Request for quotation header

Audttor’s Office Arvmal collars and harnesses NE 12/3/20200

Rec and Parks Gym Floor Refinishing 2020 -5 &% 11/13/2020 0700:00 AM

Request for quotation lines

10 Category Animal collars Remote Training Dog Collar 500 PAR

uso

12/3/2020 01:00:00 PM
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View Closed RFQs

City of Columbus vendors may view closed RFQ with the documented steps below in the City of
Columbus D365 Vendor Portal.

Menu Path: Homepage > Vendor bidding

Step 1. Click the Vendor bidding tile

Step 2. Click the Closed RFQs tile

Vendor bidding

032205
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Step 3. From the Closed Bids page, view list of Closed Bids

Closed bids

Procurement category

| I

Request for quotation header

v Solicitation ... T Requesting department Document title Solicitation type Expiration date and time Y
RFQO003353 DOP/Locksmith Services INF 12/17/2018 02:58:50 PM
RFQO008405 DOW/WQAL - Salt INF 12/17/2018 03:04:21 PM
RFQ008426 DOW/WQAL - ECD Radiological ... INF 12/18/2018 02:00:20 PM
RFQ008435 EH-POOL CHEMICALS INF 12/27/2018 01:55:08 PM
RFQ008447 DOW/WQAL - Kimax glass drain... INF 12/18/2018 02:01:44 PM

| RFQO008696 DOSD-Surveillance Lab Purge &... INF 12/27/2018 02:15:25 PM

‘ REONNRT711 FILECTRICITY DOP - 2018 - MFTAI CARINFT F INF 12172018 02:27:3A PM

Enter and Submit Bid

Businesses will be notified via email of new request for quotations matching categories they
have registered for. Upon receipt of the email, follow the instructions below to enter and submit
a bid in the City of Columbus D365 Vendor Portal.

Access Via Menu Path: Homepage > Vendor bidding > Open RFQs

Step 1. Click the Vendor bidding tile

........
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Step 2. Click the New Bid Invitations for RFQs that you have been matched with or select the
Open RFQs tab to see all RFQs currently available for consideration.

Bids
New bid invitations
Returned bids
Bids in progress

Submitted bids

Open RFQs

Closed RFQs

Suggested RFQs

Step 3. View the list of open RFQs and click the desired RFQ link to view details

Open bids

Prom s eoment < stenpery

Request for quotation header
v Selonation T Reparst vy Seypartieent Onm ettt Sda Cotam Vyye Caperation date and Wme V
RFQOISIITY ‘ Audnor's Otice Anemal colars and hamesses "~ 12/3/2020 01,0000 PM
FQOISI4E  Awdinors OMce RecalBTest n 12/38/2020 01,0000 PM
cse 12/3/2020 01,0000 PM
s 12/4/2020 010000 PM

Step 4. Click the Bid button on the RFQ details page

Bid | Bidsin progress  Options £

Page options

Goto

Request for quotation case

_  RFQO15143

Request for quotation header

Request for quotation lines

Related information v

v Line number Line type Procurement catego

10 Category Building and Facil
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Step 5. Confirm all the RFQ details displayed are correct to vendor preference

a.

Sm o o0 T

Status

Requestor

Delivery Name

Delivery Address
Address

Requested Delivery Date
Expiration Date

Vendor Account

Vendor Name

Step 6. Re-click the Bid button

Finance and Operations Vendor collaboration ) Workspaces ) Vendor bidding

Decline  RFQ attachment Bid tabulation report  Activit Options

Step 7. In the Lines section, select the line for which you would like to enter a new bid

Lines

w

10 Category Aaticulating boom [t test

Step 8. In the bid row selected, enter a bid amount in the Unit Price field
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Step 9. Enter the desired quantity in the Quantity field

T e Cusaniity | ki i price el amaum  Commeni Wierrae

il ) w 5 000y 15000 Ma

Step 10. Now that you have started a new bid, click Bid line attachments to upload supporting
documentation

Lines

Reoet from RFQ Add altemate = BFQ hne sttachments | Bud line attachments

o Line namber  Line type Proturement category Product name Mem number
n 10 Category Articulating boom kift test

Step 11. Click New

+ Mew | ¥ Delete Options °

Step 12. Enter a description in the Text box

Upload document

Mty

TEST

Step 13. Click Browse to attach a document from the user desktop
a. The document must be in PDF format

Browse |

Step 14. Once you have successfully uploading supporting bid documentation, click X button to
exit

thew B Delste  Options a D
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Step 15. Expand the Line details section and ensure all details are correct

Line details
IDENTRFICATION REPLY AMOUNTS EIPLY DETARS
Achvertising
1500000 TEST-1
o0
Mew CLOCO00

Step 16. Click the Submit button

Finance and Operations

H save Reset from RFQ  RFQ attachments  Bid attachments  Questions and answers  Activity  Options

Step 17. Click the Yes button

Do you want to submit your bid? Until the
expiration date, you can use the Recall
action to update the bid that you submit.

Click Yes to submit the bid.

e Py

Step 18. The “You have successfully submitted your bid” confirmation screen is displayed. Click
the Close button.

You have successfully submitted your bid.

Closa
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View Amendments
City of Columbus vendors may view amendments or changes made to an amended RFQ and its
line items with the documented steps below in the City of Columbus D365 Vendor Portal.

Access Via Menu Path: Homepage > Vendor bidding

Step 1. Click the Vendor bidding tile

W s ansiyd 1

Step 2. Click the New bid invitations tile

Bids

New bid invitations

Returned bids

Bids in progress

Submitted bids

Open RFQs

Closed RFQs

Suggested RFQs
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Step 3. In the New bid invitations grid, select the desired RFQ by clicking the blue hyperlink RFQ
number

Bids

Mew bid invitations.

Request for qu.. equest for quotation case
Batiamied bk BID1041967 FQO15153

Bids in progress

Submitted bids

Open RFQs

Closed RFQs

Suggested RFQs

Step 4. Click the downward arrow to expand the Amendments section

Amendments

Step 5. Click Amendment attachments

Amendments

' Amendment

Hame Ceacription Documents
1 View Amendment Test Test

Step 6. Expand the preview section on the desired attachment and validate the correct file is
displayed within the window

| Preview

=]

Step 7. Click Open on the top ribbon

& Edit 4 & Settings .~ Relerences Y Created by
Attachments for Nami: View Amendment Test, Tes
=, Dewcription Type
ey floor description Document
Gym floor description S .
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Step 8. Validate the file opens and downloads

Gy floor description

e

General

e omary

Step 9. Click the X button to close the window

[ Gym floor description

Step 10. Expand the Line Details section

a. Verify any changes in Quantity, Unit Price, etc.

Line details
IDENTIFICATION REGUESTED AMOUMTS EECAUPESTED DETAILS
Recall Bid TEST PAIR
City of Columibys - UNSPSC 5.00 117242020
1t pr St
000000 Recall Bid TEST

10 il i)

N QU000

Step 11. To be considered for the Amended RFQ, you must follow the steps outlined above on
placing a Bid

Add Alternate Bid on an Item

City of Columbus vendors may add an alternative bid with the documented steps below from the
City of Columbus D365 Vendor Portal. Most requests for quotations allow vendors to submit
alternate bids.

Access Via Menu Path: Home page > Vendor bidding
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Step 1. Click the Vendor bidding tile

Step 2. Click the Open RFQs or New Bids Invitations tile

Vendor bidding

032205 v

Summary

3963

New bid invitations Open RFQs Closed RFQs

0

Suggested
Retumed bids RFQs

Bids in progress

Accepted bids Lost bids

Step 3. Select the desired RFQ you would like to open by clicking the blue hyperlink RFQ number

Open bids

Procurement category

Request for quotation header

+/  Solicitatio... T ¥ [Requesting department

RFQO015157 Auditor's Office
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Step 4. Click the Bid button to add an alternative bid

Finance and Operations Vendor collaboration » Workspaces » Vendor bidding

Bids in progress  Options

Page options

Goto

Step 5. A confirmation screen for “Bid for Vendor # created” is displayed. Click the Close button.

Bid for Vendor 032205 created

Step 6. Click the Bid button

Finance and Operations Vendor collaboration » Workspaces  Vendor bidding

Bids in progress  Options

Page options

Gote

Step 7. To look at previous bid info, click the RFQ attachments button in the top ribbon

Finance and Operations Vendor collaboration ) Workspaces > Vender bidding

Submit  Decline Reset from RFQ | RFQ attachments | Bid attachments Questions and answers  Options
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Step 8. Expand the Preview section to preview the attachment

Preview

Step 9. Click the X button to close window

Step 10. Click the Bid button

Finance and Operations Vendor collaboration ) Workspaces ) Vendor bidding

Bid | Bids in progress  Options

Page options

Goto

Step 11. Click to select the desired line number in the Lines section to enter a new bid
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Step 12. Click the Add alternate button
a. Anew row will be created

Lines
Reset from RFQ RFQ line attachments  Bid line att:
Lin e type Procurement category Product name ffem number Quantity | Unit Unit price et amount
- 10 | Category Trees and shrubs oak trees. 25.00 EA b 0.00000 0.00
20 | Category Trees and shrubs Rose Bushes 50.00 | EA 0.00000 0.00

Step 13. In the Unit price column, enter a new unit price

Pre Them number Quantity | Unit Unit price Met amount

Trees and shrubs oak trees 25.00 | EA 0.00000 .00

I 10 Category Trees and shrubs Insert name here 25.00 EA ~ 10.00000 250.00
20 Category Trees and shrubs Rose Bushes 50.00 | EA 0.00000 0.00

Step 14. In the Product name column, update field to desired text

Lines
Reset from RFQ Remon na
L miber P tem number Quantity Unit Unit price Met amount | Comment
10| Category Trees and shrubs oak trees 2500 EA 000000 000
I 10 Category Trees and shrubs Insert name here 2500 EA W 10.00000 250,00
20 Category Trees and shrubs Rose Bushes 50.00 EA 0.00000 0.00

Step 15. Click the Save button in the top ribbon to save changes

Complete RFQ Bid Questionnaire
RFQs may require a vendor to complete questionnaires as part of the bid process with the
documented steps below in the City of Columbus D365 Vendor Portal.

Access Via Menu Path: Home page > Vendor bidding

Step 1. Click the Vendor bidding tile

WP s iyt 1
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Step 2. Click the Open RFQs or New bid invitations tab

Bids

New bid invitations

Step 3. Select the desired RFQ you would like by clicking the blue hyperlink RFQ number

Bids

Mew bid invitations

BID1041967 FQO015153

Step 4. Click the Bid button in the top ribbon

Finance and Operations

0w 2 Vendor biddeng
Decline RFQ attachments Bid tabulation report Activity Options

Page 45 of 68



Step 5. Click Questionnaire to expand the section

IQuestionnaire I

Complete questionnaire  View answers
~ | Name T Description

Compliance Contract Compliance

Step 6. Click the Complete questionnaire button

Questionnaire

ICCmciete questionnaire | View answers

" | Name 1 Description

Compliance Contract Compliance

Step 7. Answer each question, select the Forward button to proceed through the questions

Step 8. After answering the last question, click the End button

Page 46 of 68



Submit Vendor Question Regarding RFQ
Access Via Menu Path: Home page > Vendor bidding

Step 1. Click the Vendor bidding tile

L ]

Step 2. Select the Open RFQs or New Bid invitations tab

Bids

New bid invitations

Returned bids

Bids in progress

Submitted bids

Open RFQs

Closed RFQs

Suggested RFQs
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Step 3. Select the desired RFQ you would like to open by clicking the blue hyperlink RFQ number

Bids
Procurement categary

Returned bids RFOD16753 Auditor's Office TEST - Scoring test INF 12/30/2020 01:00:00 P
RFOQO16761 test registration email IFE 1012021 01:00:00 PM
RFCO16762 Procurement Vendor Questions and Scoring INF 12/30/2020 05:00:00 PM
RFQD16763 Vendor Questions Test IFE 17272021 0100:00 PM

ibenitted bid!
Open RFOs

Step 4. Click the Bid button in the top ribbon

Finance and Operations

Decline RFQ attachments Bid tabulation report Actrty Options

Step 5. Click the Question and answers button top ribbon

H Recall RFQattachments Bid attachments | Questions and answers | Activity

Step 6. Click the Ask a question button

Step 7. Click the Save button

View Vendor Questions and Answers
Access Via Menu Path: Home page > Vendor bidding

Step 1. Click the Vendor bidding tile
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Step 2. Click the Submitted Bids tab

Step 3. In the Submitted bids grid, select the desired RFQ you would like by clicking the blue
hyperlink RFQ number

Bids
New bid invitations ‘ - |
Request for qu... | Request for quotation case
$2Iet s BID1041789 | RFQO15116

Bids in progress

Submitted bids

Step 4. Click Questions and answers button in the top ribbon

‘%Ecal RFQ attachments  Bid attachments | Questions and answers | Activity

Step 5. View vendor questions and answers

Recall a Bid

Bids may be recalled prior to the bid expiration date as necessary to make corrections or updates.
A vendor may recall their bid in order to update their bid, add attachments, add alterative bids,
etc. with the documented steps below in the City of Columbus D365 Vendor Portal. A bid cannot
be recalled after the bid expiration date.
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Access Via Menu Path: Home page > Vendor bidding

Step 1. Click the Vendor bidding tile

Vs s st

Step 2. Click the Submitted Bids tab

Bids
New bid invitations
Returned bids

Bids in progress

Submitted bids

Open RFQs

Closed RFQs

Step 3. In the Submitted bids grid, select the desired RFQ you would like to recall by clicking the
blue hyperlink RFQ number

Bids

BID1041788 Animal collars and hamesses. ‘Submitted by vendor Sealed
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Step 4. Click the Recall button

| Recal RFQ attachments  Bid attachments  Activity

To make changes to submitted bid values, you must first recall your bid.

BID1041790 : FLANAGAN'S PUB

Request for quotation sealed bid

RecallBidTest

Step 5. Click the Yes button to recall the vendor bid. Reminder:

Note: Recalling your Bid removes your submission from consideration. To be considered for the
RFQ, you must follow the steps above to submit a new bid.

View or Add Attachments

Vendors may attach appropriate documentation to each bid line in an RFQ and view any relevant
attachments regarding an RFQ with the documented steps below in the City of Columbus D365
Vendor Portal.

Access Via Menu Path: Home page > Vendor bidding
View Attachments

Step 1. Click the Vendor Bidding tile
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Step 2. Click the Bids in progress tab

Bids

Badls in progress

Step 3. In the Bids in progress grid, select the desired RFQ you would like to open by clicking the
blue hyperlink RFQ number

| Bids in progress

Step 4. Click RFQ Line attachments in the Lines section

W' Maward TEST

Step 5. Click Preview to expand the section and validate that the file is displayed within the
window

Page 52 of 68



Step 6. Click Open on the top ribbon to validate file can be downloaded and viewed properly on
vendor device

a. The attachment will be displayed

Finance and Operations

Vendor collaboration ) Workspaces  » Vendor badding
& Edt Settings References ' Created by

Step 7. Once you have viewed the attachment, click the X button to close the attachment

Add Attachments
Step 1. Click the Vendor bidding tile

Step 2. Click New bid invitations

Step 3. Click the desired Request for quotation ID link to view RFQ details
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Vendor bidding

032173

Summary

Step 4. Click Bid

Bids

RFQO15148 1

Decline  RFQ attachments

Bid tabulation report  Activity = Options pe

Step 5. In the Lines section, click Bid line attachments

Lines

Reset from RFQ  Add alternate

RFQ line attachments | Bid line attachments

Step 6. Click New

Finance and Operations

[ Delete  Options

Step 7. Click Browse and select a file from your desktop to attach

a. Note: Only PDF documents can be uploaded and accepted for bids

Upload document

Notes

Browse
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Step 8. View the attached file is correct

tNew [0 Delete

Optins -
Bid attachments | 1.0000000000 ; BID1046346

— e Attached

Test Gym Floor Description.p...

Test Gym Floor Description pelf es

General

DETARS

Nate

Created by
Vendor2Contact2@g
Created date and time

12/10/2020 02:23:58 PM

Attachment

FILE INFORMATION
Hame

Test Gym Floor Description pdf

File Ty

PDF .

Step 9. Click X to exit

| t Mew [ Delete  Options

XxI0
Step 1. Open or create the desired Word or Excel document to save as a PDF

File  Home Insert Design Layout References Mailings Review View Help O Search & Share  § Comments

ﬁj [x Calibri Body)  ~[11 v A" A" Aav A *[A] 2L 9| naBbceDd| AsBbCcod AaBbC( AaBbCcl AQ B assbced aasbccod = (::’J:::Iac; LQJ

Paste SF ot BIU-&x X A2 -A-KNO Ti o Normal | TNoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... [z [;Selm Dictate

~ -ormat inter - N — - h ~

Clipboard [} Font [} Paragraph [} Styles [} Editing Voice ~
5 N N R RN RS EEER R FEERRREE RN Ry, B

sample document
B 1
2.

3.

AutoSave Sample Data.xlsx - Saved
File Home Insert Page Layout Formulas Data Review View Developer Help O Search
& cut Calibri it VA A | === 2 3B, Wrap Text General v @ @ Ej
[Bcopy ~ o
Paste === = = Conditional Formatas Cell
I U = = = || & 0, <0 .00
" gFDrmat Painter = v - - —I— Merge&Center v $ M B Formatting ¥ Table ¥ Styles ¥
Clipboard [ Font N Alignment N Mumber N Styles
124 - e
A | B | C | D | E | F | G | H | | | J K L M N 0
1 |Sample
2] 1 2 3
3_
4_
57
A

Step 2. Click File > Save As
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— oSave (@
AutoSave (@ off) L~ = AutoSave
Home Insert Design Layout Home Insert Page Layout Formulas Data
% & Cut : a av
EHD A Calibri (Body) ~ ~ 11 : Calibri W11 ~ A A
M Co -
Paste 3 I U~a x Paste L5) Copy . B I U-~ Moo Ao
~ <& Format Painter = 2 ~  <¥ Format Painter = —
Clipboard S Clipboard [ Font [

Info

Step 3. Select PDF from the file type dropdown

Home

Mew

Open

Info

Save

"l\ > Documents
WOExample
Word Document (*.docx)

Word Document (*.docx)
Word Macro-Enabled Document {*.docm)
Word 97-2003 Document {*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dof

XPS Document (*xps)

Single File Web Page (*.mht, * mhtml)
Web Page (*htm, *.html)

Web Page, Filtered (*.htm, *.html}
Rich Text Format {*.rtf)

Plain Text (*o)

Word XML Document (*xml}

Word 2003 XML Docume xmil)
Strict Open XML Document (*.docx)

OpenDocument Text (*.odt)

1 ¥
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I [ Documents

Sample Data
Excel Workbook (*xdsx) i)

Excel Macro-Enabled Workbook (*xism)
Excel Binary Workbook (*xlIsb}

Excel 97-2003 Workbook (*.x15)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*xml)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html) v
Excel Template ("t

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (*xlt)

Text (Tab delimited) (*.bet)

Unicode Text {*.bxd)

XML Spreadsheet 2003 (*.xml)

Microsoft Excel 5.0/95 Workboaok (*ds)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.pm)
Text (Macintosh) (*.xt)

Text (MS-DOS) (*.uat)

CSV (Macintosh) (*.csv)

CSV (M5-DOS) (*.csv)

DIF (Data Interchange Farmat) (*.dif)
SYLK (Symbolic Link) (*slk)

Excel Add-in (*xlam)

PSRN S |

Step 4. Click Save

[‘?'/ Save

a. The PDF will appear and be saved to your computer

WaExample.pdf - Adobe Acrobat Reader DC - O X
File Edit View Sign Window Help

Home  Tools W9Example.pdf ~ x @ ‘ Sign In

B &8 QOO 1+ MO Bmx- gy FT o G X I

Search 'Extract Page

[ exportPDF A

Sample document
1.

) Adobe Export PDF @

Convert PDF Files to Werd

3. or Excel Online

Select PDF File

W3Example.pdf X

Convert to

Microsoft Word (~.docx) Vv

Document Language:
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%) SampleDatal.pdf - Adobe Acrobat Reader DC

- [m) X

File Edit View Sign Window Help
Home  Tools SampleDatal.pdf x @ Sign In
w ® 8 Q R MO ® - BT B2 & D a B &

Search ‘Extract Page’

|_7~¢‘> Export PDF N
Sample
1 2 3 Adobe Export PDF L)

Convert PDF Files to Word
or Excel Online

Select PDF File

SamEIeDataW .Rdf =

View Archived Bids

Vendors may view bids that have previously been submitted after the expiration date has passed

through the Archived Bids function with the documented steps below in the City of Columbus
D365 Vendor Portal.

Access Via Menu Path: Home page > Vendor bidding

Step 1. Click the Vendor bidding tile
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Step 2. Click the New bid invitations tile

3744

New bid invitations Open RFQs Closed RFQs

0

Suggested
Returned bids RFQs

Bids in progress

Accepted bids Lost bids

Step 3. Click Archived Bids in the top ribbon and view all available Archived Bids in the grid

Finance and Operations Vendor collaboration > Workspaces > Vendor bidding
Archived Bids| Bid Decline RFQ attachments Bid tabulaticn report  Activity ~ Options pel
Page options Share
Goto Geta link

Step 4. Select desired Request for quotation in the grid by clicking the blue hyperlink to view
additional details

Archived Bids | BID1041750 : FLANAGAN'S PUB

e

~  Request for qu... | Reply progress

EID1041790 Vendor is updating

Archived Bids | BID1041790 : FLANAGAN'S PUB
Reply progress
RecallBidTest Vendor is updating
General A~
Request for quotation Bids sealed
BID1041790 Yes
Document title Requested delivery date
RecallBidTest 11/24/2020
Status Expiration date and time
New: Action required 12/18/2020 01:00:00 PM
Request for quotation case Currency

Step 5. Click the X button to close the screen
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View and Print Purchase Orders
Vendors may view confirmed purchase orders, attachments, and print PO confirmations with the
documented steps below in the City of Columbus 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

, - [ e——

i
i
1
'
|
i
i
I
¥

Step 2. Click the Open confirmed purchase orders tile

Purchase order confirmation

SLFTATY Orders

Ot poarilliresanc]
purchans ondkers

PO TE DOEAH) OUATSE P

POEETT MO0 2510 P

Step 3. Validate that PO Detail Screen is displayed

g, e mere] priires v | Stardand sian
VIR IFRORASE ST T Fe—
PO P uscutns oo bt o veeers W
wri S Pareiass s st iy e =
POODGZES
0N e
Parsine -

= may 1111 £ Besed S0 Sume
POMOL AR M Cobrmbnas O 41355 LA

POOTIENE
. = nes

PO0IZEYT

POOMBRES
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Step 4. Click the desired PO in the left pane

TervmaPrict s Mofes aed sitachmarss  Opions
1 D co o purchuns ondeen | Sardend v
= oo momcul e o [l
POON006S Vet st s s Mt st i
F—— R PO ===
] e o s s oy 0
W O
POOSEL 29 —
s xuE
T hare
Sirord o oy LI ST
POOI03ZT —— iAok, OH AKD8 LA
POONIZE
Limey
POIIRZT it ]
- e R ity it e
» T e
POOEZER

Step 5. Under the Lines section, click Notes and Attachments

Step 6. Validate the PO Attachments are visible

& i Mg D fattingn S Relewncen 'V Crvated by

At bt Rl bor Guitaton BOWOTSS 13 | Stirdird virs ™

> [ i A b
Personal Safety Birder Cogy o Penonal Prosectoes Eige.  Fielll i
Lt el bk Pt BB LS T
ik s [

Copy of Personal Protective .. iy o Persoral Protecss s
Wi iy

o

Cuigenal Fie e
iy 0f Pl Pristectio e

Preview

A A L
2 Parsonal Safety Prod *|
To e Firance and Managemend Deecior of the Gy of Coly

W i) T tasiow wgrad hetetry progose 1o Bamad the ooy
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Step 7. Click the X to exit

& e " Open 15 Settings. References 7 Crosted by v g < i X |I
Atinchyments for Revpu fov quuotaion: BCHO0TS6 10 | Stardaed venw
- o e
Personal Safety Binder Sy P it e W o
e Pt mcaMATON g LoCATON
Copy of Parsonal Protective ...
Pl

Persanal Satoty Prod *
To e Finanos and Management Dinector of T Cify of Coiu

W 1), th B sigraod heebyy prepass 15 fumish the folor
subfect to all nstructions. conditions, speoficatons, and ol &
Ry

Step 8. To print the PO confirmation, click the Preview/Print button in the menu
Step 9. Select Original Preview from the dropdown

Preview/Print I Maotes and attachments  Options b
Copy pr | Open confirmed purchase orders
VENDOR: PURCH
WVendor account Purcha
007170 P1 .
Inveoice scoount Purcha
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R e e

Step 10. The PO confirmation will be displayed

Step 11. Select the Export dropdown list
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Step 12. Select a file type from the dropdown to download the PO confirmation. Once downloaded
to your local computer the PO confirmation can be printed.
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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 City of Columbus D365
Vendor Portal.

Access Via Menu Path: Home page > Vendor payments

Step 1. Click the Vendor Payments tile on the homepage

City of Columbus

Page 63 of 68



Step 2. Click on the Paid tile

pea

Transactions

Sumerary
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Step 3. The Invoices/Checks page is displayed. The following information will be listed for the

vendor:
a. Bankaccount
b. Date
c. Check number
d. Status
e. Recipient
f. Currency
g. Amount
Checks

g e gty
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Step 4. From the table, select the desired payment line

Checks
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a. Bankaccount
Check number
Currency
Amount
Recipient type
Recipient
Recipient name

Sm e oo0oT

Voucher
Reason code
Reason comment

W-h- —

Company accounts

Step 5. Click the General Tab to view payment details for the payment line selected

Checks
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Step 6. Click the Remittance Tab

Step 7. View the Vendor Remittance Location and Address for the payment line selected

Chnrvii Genera Rierrattancs

REMITTANCE

Remitlancs location

ROBERT YORK
Address

8150 CREERSTONE LN
Blackfick, OH 43004
USA

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

Checks

Step 9. Click on the Approved, not paid tile
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Step 10. The Approved, not paid transactions page is displayed. The following information will be
listed for the vendor:
a. Invoice #
Purchase order #

c. Invoice date
d. Invoice due date
e. Invoice status (paid versus unpaid)
f. Vendor account number
Agpproerd nof paed
[
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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 the City of Columbus 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 Columbus?

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

Still need help? Reach us by email or phone

Email: vendorservices@columbus.gov
Phone: 614-645-8315
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