’\.R“EUU Quick Reference Guide: Supplier Registration (Prospective)

This training will walk through the steps for registering as a prospective non-trade (indirect) supplier in the Oracle
Procurement Cloud System. These steps are needed for companies invited to participate in a bidding process and/or
companies interested in becoming an indirect (non-trade) supplier for Arrow. Registering as a prospective supplier is a
good first step to provide Arrow with information needed for future consideration but does not guarantee that your company
will be awarded business with Arrow. Once you have successfully registered, your company information will be added to
Arrow’s database of potential suppliers and routed for review, evaluation, and consideration.

Please note: This registration process is not applicable to trade suppliers.

To get started, please go to the Supplier Reqistration Prospective URL

Supplier Registration: Company Details

Upon accessing the URL, you will be brought to the Supplier Registration: Company Details page. This is the start of the
registration process.

Once the Company

Navigation icons highlight Details are entered, select
where you are in each step of the Next button to

the registration process; you co_ntinu_e with the
may navigate to a specific step registration process

of the process at any time
using the navigation icons

O(® © ©®© 66 66 0 o

Company | Contacts  Addresses  Business Bank Accounts Products and Questionnaire  Review
Details Classifications

Register Supplier: Company Details @

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number

* Company D-U-N-§ Number

The first page is where basic Company
Details are provided. Please note:
- All fields marked with an asterisk (*)

* Tax Organization Type v * Tax Country

* Supplier Type ~ Taxpayer ID

are mandato ry Corporate Web Site Tax Registration Number - )

- Provide the full legal name in the | e e o Approver At any time in the
Company field fiach W tone process, it is

- Attach your W9/W8 (required) and Additional Information possible to click
COl (if applicable); do not change the e * Primary Category Offeing Save for Later
Type or Category When attaChing Your Contact Information
documents Enter the contact information for com ding this regi

- Populate D-U-N-S Number, if N
applicable

* Last Name

- Provide your Taxpayer ID or Tax
Registration Number

- Primary Category Offering should be
the primary type of goods/services that
your company could provide to Arrow

~ Email

™ Confirm Email

Note: Oracle supported browsers are Microsoft Edge, Google Chrome,
Mozilla Firefox, and Apple Safari.
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Supplier Registration: Contacts

Next, you will be brought to the Register Supplier: Contacts page. The contacts page is used to capture the contact
information for the individuals at your company assigned to support Arrow.

N\N\GW @ @©  sem
10| © 6 ©® O
The COntaCt entered On the nggﬁgy Contacts Addresses C‘;ESUQ‘S%Z:ZSMSBEHKACCQMHLS Pr;zxﬁ;znﬂ Questionnaire Review
Company Details screen will Register Supplier: Contacts @ @ m
be visible nter at least one contact
ions w View w Format v < Create Edit 3¢ Delete ap
P Edt ministrative  Request Use
If additional contacts need to Name (] JobTide Email Aomaa e oot Delete
be created, select the Wisa, Rahu raulsmiivz2020@gmal . v v
Create selection from the Columns Hidden 7
Actions drop do;/vntto add a Once the Contacts are
new contac entered, select the Next
v dd button to continue with
Ou may add one or more the registration process
contacts, as needed
-
Create Contact
If the contact will need Salutation . Phone .
access to Oracle (ex. to i
bid on an event), select First Name Mobile v
the Request user Middle Name Fax -
account checkbox X
Last Name * Email
Job Title
Administrative contact
You will also need to
select the appropriate +| Request user account
Roles when creating
contacts |
Actions w View v Formatw 3 B {= Detach
‘ Role Description
upplier Portal Administrator Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, request..
Supplier Invoice Submission User Self Service Payables Invoice Entry Role Name changed from ARW Supplier Portal Receivable Analyst
Supplier Bidding User Sales representative from a potential supplier respensible for responding to requests for quote, requests for proposal, request...
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Supplier Registration: Addresses

Next, you will be brought to the Register Supplier: Addresses page. The address page is used to capture additional
information, including your companies address and bank account information. Please note the majority of the information is
optional at this stage, but will become required if you are awarded business with Arrow.

N\NOW ® @O son
=
Select the Create button 006 6 6 O
to add a new address Detals Senvees
Register Supplier: Addresses B3
You may add one or more s
y ormat w | < Create Edit Delete Freeze  [w'| Detach Wrap
addresses, as needed
Address Name Addre] Phone Address Purpose Edit Delete Details

Create Address

B * Address Purpose [ | Ordering
Address Name

For a Prospective .
supplier, the address is * pdirers e e Please select checkboxes
required I el next to each Address
ey mrok Purpose; for example if
- this address is only for
* Postal Code RFQ/Bidding activity or
" ) may be used for other
Fora Prospective dditional Information purposes
supplier, the additional femitancs EmalAdiress ntermedtary Bank Name

Intermediary Bank
Preferred Payment Method  AGH Routing Number

information is not required
at this time, but you may
provide if desired at this 4 Address Contacts

Select the contacts that are associated with this address.

Intermediary Bank Country Intermediary Bark

stage
Actions w View v Format v =] Freeze [ Detach
* Name Job Title A"'g‘;':j:;“"e * User Account
No data to display.
Columns Hidden 4
Creee Anotner) [0k [ Caneet
Create Address
* pddress Nam * Address Purpose Ordering
Remit to
* Country United States v REQ or Bidding
It is essential that a Address Line 1 Phone 1 |T|
co n@act is associated Addrese Line 2 ol |T|
with any address
identified as Ordering, as Gounty
PO’s will be sent to the city
contact associated with the tate
address
Postal Code
From the Actions drop onal Information
down, click on Select and
Add tO aSSOCIate a ContaCt hnce Email Address Intermediary Bank Name
with an address bd Payment Method  ACH E3 '“:;:'&?::‘mii’::
diary Bank Country v '"'e"""i;'zi:::

4 Address Contacts
lect the contacts that are associated with this address.

View w Format w E Freeze  lw Detach Wrap

Administrative .- account

Job Title Email Contact

Columns Hidden 4
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Highlight the
contact to

this address

associate with

Select and Add: Gontacts
4 Search

Name Job Title ~

Search | Reset
View v Format v

Name Email

D Mishra, Rahul

Rows Selected 1

Once the contact is
highlighted, select
the OK button

Columns Hidden 1

Create Address

 Address Purpose || Ordering
[ | Remitto

* Country  United States.
v | RFQor Bidding

* Address Line 1

Phone 1 v

Address Line 2

Fax 1 v

" city
State

* Postal Code

Additional Information

Remittance Email Address Intermediary Bank Name

Intermediary Bank

Preferred Payment Method  ACH Routing Number

Intermediary Bank

Intermediary Bank Country Address

Once all information
is entered, select
the OK button

4 Address Contacts
Select the contacts that are associated with this address.

Actions v View v Format v =3 Freeze

Administrative  ~

Name Contact

Job Title User Account

No data to display.
Columns Hidden 4

Create Another  OK Cancel

Register Supplier: Addresses

@  signm
O—C—0 O 66 6 0

Company  Contacts Business  Bank Accounts Products and Quastionnaire
Details Classifications Services

Addresses Review

Enter at least one address.

Actions w View v Format v

Address Name

Main Sj
iidden

== Create /" Edit )¢ Delete Wrap
Address Phone Address Purpose Edit Delete
ADDRESS LINE1 NEW YORK, NEW YORK 10010 Ordering; Remit to v x =

3

Address is saved; you
may add additional
addresses as needed

Once the Addresses are
entered, select the Next
button to continue with the
registration process
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Supplier Registration: Business Classifications

Next, you will be brought to the Register Supplier: Business Classifications page. Here you can identify the certification
details related to any applicable supplier diversity classifications for your company (ex. minority owned, small business, etc).

N\\OW i (@  signin
O—©—0 O © ©
Céﬂﬁa‘") Contacts Addresses CIB\.IS'I"ESS Bank Accounts F’fg:uﬂs and Questionnaire Review
etals assifcat.. enices
Register Supplier: Business Classifications @ B
If appropriate, select the Add
ROW button; thiS Wi” bring yOU tO None of the classifications are applicable
the Screen Where you Can enter Actions v View v Format v lm'| Detach
your business classifications * Classification Subclassification  Certifying Agency 2‘9’5\';9“"""9 Certificate StartDate  SXPIAION  pttachments Notes
No data to display.
If you have no certifications to
enter, you may skip this action
ARGV i} (@  signin
O—0O0—0—"=0 6 0o ©
CSI‘YDEI"‘/ Contacts Addresses a B\IS'IHEES Bank Accounts Products and Questionnaire Review
etals assiicatr.
Register Supplier: Business Classifications & =3

If appropriate, select the Add
Row selection from the Actions
drop down; this will bring you to
the screen where you can enter

your business classifications

None of the classifications are appicable

Aclions v View v Formatw =+ 3 i’ Detach

Subclassification  Certifying Agency ~ Gter Ceriving - ¢orificate Star

piration  pachments  Notes
gency ate

* Classification

None 4

If you have no certifications to
enter, you may skip this action

Once the Classifications
are entered, select the
Next button to continue

with the registration
process

Supplier Registration: Bank Accounts

Next, you will be brought to the Register Supplier: Bank Accounts page. Prospective suppliers are not expected to
provide bank information.

NGW A @ s
Company  Contacts  Adcresses  Business a Procucts ang Questomare  Review
Details Classifications ~ Accounts Services
Register Supplier: Bank Accounts =3
Actions v View v Format w 4= Create ' Edit 3 Delete i Detach
* Account Number IBAN Currency * Bank Select the Next button to

continue with the
registration process

No data to display.
Columns Hidden 8
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Supplier Registration: Products and Services

Next, you will be brought to the Register Supplier: Products and Services page. The products and services page is not
mandatory to complete but is used to capture any categories your company provides in addition to the Primary Category
Offering provided on the first screen.

A\NOW @ @ son
=
— OU—CO—O0O—00—0 O ©
To enter additional Company  Contacts  Addresses  Business Bank Accounts Products and Questionnaire  Review
. Details Classifications Services
categories, go to Select Register Supplier: Products and Services [ mocx |

Quick Reference Guide: Supplier Registration (Prospective)

and Add from the
Actions drop down; this

ctions v View w Format w [ Selectand Add 3¢ Remove i Detach

Once the Products and

Category Name Description

will bring you to the No data todispiy Services are entered,
screen where you can select the Next button to
select additional continue with the
categories registration process

Supplier Registration: Questionnaire

Next, you may be brought to the Register Supplier: Questionnaire page. Dependent on the type of product or service
provided, this questionnaire may be 1 or 2 pages in length.

A\RGOW o @©  sionm
.
O—O0O—00—00—C0—=0
Company Contacts Addresses Business  Bank Accounts Products and Questionna... Review
Dotons Crassiicatons Senices
Register Supplier: Questionnaire =3

Attachments None

Once the Questionnaire is
completed, select the OK

Questions . .
Reseaton DosametSeon 1 button on this screen; you
Secton R — will then select the Next
i I . = button to continue with the
Fill out all questions . registration process
on the questionnaire 2. owmany empioyess 2
completely and
accurately e
* 3. How many clients did your company have in the last 12 months?

" 4. Who are your top 5 clients?

" 5._Confirm you have insurance, as per the minimum reguirements below? Yes! No
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Supplier Registration: Review

ARNGW B 0
B—00—0—O0—©0 00000

signin

Company Contacts Addresses Buginess  Bank Accounts Products and Questionnaire Review
Details Classifications Services
Review Supplier Registration: Golf International ® m Next Regiv-or
Gompany Details
Company  Golf International D-U-N-S Number
Type  Gorporation Tax Country United States
. . ler Type  Supplier, Service Provider TaxpayerID 113380 i i 1
This page provides a Once the information is

orate Web Site

summary view of the . N o oo reviewed, select the
information that has been i e ek % . Register button to submit

submitted on the prior Information your registration to Arrow
screens; p|ease review for 190 DY (Enter row Primary Category Offering  Faciities Adminisiration Services & Supplies to be considered as a

completeness and
accuracy

potential supplier for
future business

iew v

* File Name or URL Title Description Attached By  Attached Date

File W file.docx W9 fle.docx anonymous 111212020 0655

Columns Hidden 1

Contacts

View v Format v Freeze

Supplier Registration: Confirmation

A Confirmation message
will be displayed once the
supplier registration has
been submitted

% Confirmation x
You may be contacted by Your regietration request was saved. An e-mail was sent to you with the URL to return to the registration. Any tax identfiers you provided weren't saved
Arrow further regarding

next steps
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