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New Vendor Registration

Version No: 1.0
Date: 08/09/2023

Overview
This document provides you the steps to register a new vendor.
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New Vendor Registration

As a new vendor for Metrolinx, you will receive an iSupplier registration invite from
Metrolinx.

Follow the steps below to register a new vendor:

1. Click the Oracle Applications system link to navigate to the iSupplier registration
section.

For Your Information: Invitation to register As a new vendor for Metrolinx, you will receive

an iSupplier registration invite from Metrolinx.
erpdev02
Tue 8/24/2022 4:32 AM

To: lisal@invalidemail.com

To lisal@invalidemail.com
Sent 24-JUL-2023 04:30:44
D 2121988

Metrolinx has invited you to register as supplier at| Oracle Applicatifns system.

Reply Forward

Click the Oracle Applications system link to
navigate to the iSupplier registration section.

2. The Prospective Supplier Registration: Current Status page displays. Click the
Respond button.

ORACLE isupplier Portal

Prospective Supplier Registration: Current Status Resqgnd
Thank you for registering with us. Here's the current status of your registration request, s
Registration Detalls and Status " i 5 3
The Prospective Supplier Registration: Current Status

page displays. Click the Respond button.

Company Name  ACME Holdings

Contact Information

Emall lisal@invalidemail com
First Name |isa
Last Name L arsan

Phone Arsa Code
Phone Number
Phone Extension

Status History

Date Status

Note
24-AUG-2023 Invitation Sent

Page 2 of 43



New Vendor Registration

2X= METROLINX

3. The Prospective Supplier Registration page displays. Scroll down to view the

complete list of fields.
ORACLE iSupplier Portal

Baslc Information
Prospective Supplier Registration

*
Indicates requires field

c
Supplier Registration - How te Doc/FAQ
Metrolin - Privacy Policy
Blank label for instruction text

Company Detalls

* Gompany Name
Tax Country

Tax Registration Number
Taxpayer ID

DUNS Number
SIN

Contact Information

@ TIP By reglstering In ISupplier, you agree to accept the following terms and conditlons found at the link below.
T&

Al least one tax id is required 1o be able lo complete Ihe regisiration request

PBCiose ﬁ}

Company Detalls Attachments

Step 10f 3 Next

ACME Haldings:

Wihere pravicied, the tax country will be used toj

The Prospective Supplier Registration page displays.
Scroll down to view the complete list of fields.

Svaal Insurance Number (SIN) cellection i uobenal for mdependent conliaclors engaged by Melraling and 1s enly used for lax reparing purpeses i you have elecled 1o have
Metrolirx withhold and submi e 12 e

By using this porlal, you represent and warranl U il e your own and liue and accurale mformiabon. Mol uses Uis mnfarmatan o lax (eparing
P Wetroling is ro valid informatinn that may be pravided by yau Metrolink manages your persona!infarmation in
accordance with our privacy policy

Validate the information that Metrolinx has entered in the Company Details and
Contact Information sections. You can update the details, as needed.

Note that you have received the invitation email because Metrolinx has identified

you as a primary contact for your organization.

TRetranmn - P Fi

¥
Blank label for ins! n lext

Company Details

* Company Name
Tax Country

Tax Reglstration Number
Taxpayer ID

DUNS Number

SIN
Contact Information
Blank label for Instruction text
* Emall
First Name
* LastName

Phone Area Code
Phane Number
Phone Extension

At least one tax Id Is required to be able to complete the registration reguest.

ACME Holdings

Wihiere provided, the tax country wil be used Lo validate the formal of e Tax Regestration Number andior Taxpayer 10

Validate the information that Metrolinx has entered in
the Company Details and Contact Information
sections. You can update the details, as needed.

Note that you have received the invitation email
because Metrolinx has identified you as a primary
contact for your organization.

with our privacy

ginvalidemail.com

Lisa

Larson

Step 10f3 | Next
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Enter the relevant details in the Tax Country field and in at least one of the
following fields, such as Tax Registration Number, Taxpayer ID or DUNS Number.

Also, enter the relevant Social Insurance Number (SIN) in the SIN field. An error
message will be displayed if the relevant SIN is not entered.

Please note that the Social Insurance Number (SIN) collection is not required for
Trade Vendors and is optional for independent contractors engaged by Metrolinx.
This information is only used for tax reporting purposes.

Titoln - Privacy Policy
Blank label for instruction text

Company Details

At least one tax Id Is required to be able to complete the registration request

* Company Name  ACME Hoidings

Tax Country
T country will i Regrstralion Number andior Taxpayes 10
Tax Registration Number
Taxpayer ID
DUNS Number
SIN
Social Insurance NUmE Tion Is optonal for independent contractors engaged by Matrolin and is only used for tax reparting PUrpases if you have elected 1o have
Mclroln whbold and taaees il source

Enter the relevant details in the Tax Country field and in at least one of the following
Contact Informat fields, such as Tax Registration Number, Taxpayer ID or DUNS Number.
Blank label for Instructi
Also, enter the relevant Social Insurance Number (SIN) in the SIN field. An error
message will be displayed if the relevant SIN is not entered.

Please note that the Social Insurance Number (SIN) collection is not required for
Trade Vendors and is optional for independent contractors engaged by Metrolinx.

This information is only used for tax reporting purposes.
Step 10f3 | Next

In this demonstration, the relevant fields are populated for you.

Weiroling - Privacy Polcy =
Blank label for instruction text

Company Details

At least one tax Id Is required to be able to complete the registration reguest.

Scroll up.

* Company Name  ACME Hoidings
Tax Country Canada

Whire prowne
Tax Registration Number 4020440810
Taxpayer ID

DUNS Number
SIN__D4845:

n. Metol s mation for tax repartiny
ou. MEULINX ARG Your personal mioimabin in

Contact Information P - <
In this demonstration, the relevant fields are populated for you.

Blank label for Instruction text

*LastName  Larson
Phone Area Code
Phone Number
Phone Extension

Step 10of3 | Next
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Basle \n:ormadﬂn
Prospective Supplier Registration

field

g 1 ISupplier, you agre
Jegistration - How lo Coct AQ
el for instruction text
Company Detalls

Alleasl une lax i 18 reoured Lo be eble (o complele e registalon request
* company Name

Tax Country

Tax Registration Number

Taxpayer ID
DUNS Number
SIN
Contact Information
Blank label for instruction text
* Email
First Name

Company Datails

o sccept the lollowing lerms and conditions found al the bnk below.

ACME Holdings

Canada aQ

isal@invalidemail com

Lisa

the tax country will be used 1 valldats the format of the Tax Registration Number andor Texpayer ID

Attachmants

Step1of 3

Click the Next button.

 and is only used for tax reps

The Prospective Supplier Registration: Additional Details page displays.

Take a moment to read the Note to Supplier text which provides relevant
information regarding the iSupplier registration process.

Basic Information
Prospective Supplier Registratio

Blank label for mslruction lext

Alisiiae suppiier maie

Note to Buyer

Address Book

At laast cna antry is required
Create

Address Name Address Detalls

Home Base
Contact Directory

At least one entry is required

Create || By ¢ ==
First Name Last Name . Phone
Lisa Larson

432 Clover Street, Toronto M5 2N5

Company Details

The Prospective Supplier Registration: Additional Details page displays.

o Take a moment to read the Note to Supplier text which provides relevant
information regarding the iSupplier registration process.

V73

Note to Supplier Please review and update any delails entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metrolink comviSupplier

lisal@invalidemail.com

Attachments

ok SlepZol 3 Next

Purpose Update Delete
Payment, Purchasing » ]
Requires User Account Update Delete

v
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5. Enter any relevant messaging to Metrolinx in the Note to Buyer field.

Ba Information

Blank label lor nstruction lext

Company Name
Tax Country

Tax Registration Number
Taxpayer ID

DUNS Number

Alternate Supplier Name
Note to Buyer

Note to Supplier

Address Book

At loast ana entry is required

Contact Directory

Atloast one entry is required.

Create || By &
Flrst Name Last Name - Phone
Lisa Larson

Create
Address Name Address Detalls
Home Base 432 Claver Street, Taronto M5C 2M5 Canada

Company Details

Prospective Supplier Registration: Additional Details

Enter any relevant messaging to Metrolinx in
the Note to Buyer field.

AUME Holdings
Cenada

4020440810

The details for ACME Heoldings are entered in the relevant
sections.

i
Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metrolinx com/iSupplier

Purpose

Payment, Furchasing

Emall Requires User Account

lisali@invalidemail com ”

Attachments
Bave For Later | Back SlepZol 3 | Next
Update Delete
4 @
Update Delete

6. Scroll down to view more

Basic Information

Blank label for mslruction lex

Company Name
Tax Country

Tax Regiatration Number
Taxpayer ID

DUNS Humber

Alternate Supplier Name
Note to Buyer

Note to Supplier

Address Book

At laast cna antry is required
Create
Address Name Address Detalls

Home Base 432 Clo

Contact Directory

At loast one entry is required

Create || B ¢ «»-
First Name Last Name . Phone
Lisa Larson

trect, Toronto M5 2N5 Canada

details.

Company Details

Prospective Supplier Registration: Additional Details

ACUME Holkdings
Canada
4020440810

The details for ACME Holdings are entered in the relevant
sections.

%
Please review and updale any defails entered, as well as enler any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx ISupplier Resources page: metrolink com/iSupplier

Purpose

Scroll down to view more details.

Emall Requires User Account

lisal

invalidemall.com ”

Attachmants
Save For Later Back Slepiol 3 Next
Update Delete
N =
Update Delete
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In the Address Book section, you can add a new address as well as update the

address that M

etrolinx has added for your organization.

Note that any changes in address will require Metrolinx's approval before you can

start using that

address in iSupplier.

Address Book

At least ang entry is required
Create

Address Name

Home Base
Contact Directory

At least one entry is required

Create || By ¢ -

First Name Last Nami
Lisa Larson
Banking Detalls

Atleast ane entry is required

Create

Bank Account Number
No results found

Tax Registrauon Number 4020440810
Taxpayer ID
DUNS Number
Alternate Supplier Name
Mote to Buyer  The details for ACME Holdings are entered in the relevant
sections,
%
Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier an the Metrolinx iSupplier Resources page: metrolink comviSupplier

Note to Supplier

Address Detalls Purpose

432 Clover Street, Toronto M5 2N35 Payment, Purchasing

In the Address Book section, you can add a new address as well as
update the address that Metrolinx has added for your organization.

Note that any changes in address will require Metrolinx's approval
before you can start using that address in iSupplier.

Currency Bank Account Name Bank Name Bank Number Branch Name

Branch Number

Update Delete
4 7]
Update Delete
Update Remove

Save For Later

Back Slep2ul?  Next

7. To update the address added by Metrolinx, click the Update icon corresponding

to the address.

Address Book

At laast cna entry is required
Create
Address Name

Home Base
Contact Directory

At least one entry is required

No results found

Tax Registraton Number
Taxpayer ID

DUNS Humber

Alternate Supplier Name
Note to Buyer

TOZOHTETD

The details for ACME Holdings are entered in the relevant
seclions.

%
Note to Supplier Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. Yol Can access resources on iSupplier on the Metrolink ISupplier Resources page: metrolink com/iSupplier

Address Detalls Purpose

432 Clover Street, Toronto M5G 2N5

Payment, Purchasing

To update the address added by Metrolinx, click

Create | | B & o
First Name Lt Nanw & Phone Emall the Update icon corresponding to the address.
Lisa Larsan lisal@invalidemail.com
Banking Detalls

Atleast one entry is required

Create

Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number

Delete

7]

Update

<iS

Update Remove

Save For Later

Back Slep2ul?  Next
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The Update Address page displays. Here, you can validate the information that
Metrolinx has added as well as enter new information in the relevant fields.

ORACLE isupplier Portal

Update Address

* Indica d field

Ratum 1o P

Supplier Registration: Atd fional Datails
Country Canade
* Address Name  lome fase
* Address Line 1 432 Clover Strast
Rddress Line 2
Address Line 3
Address Line 4
City Toronto
County
State
Province N
Postal Code  M5C 2N5

Address Purpose
+

Purpose
No results found

Phone Area Code
Phone Number
Fax Area Code

Fax Number
Email Address

Purchasing Address
Paymenti Addrass
(] RFQOnly Address.

The Update Address page displays. Here, you can
validate the information that Metrolinx has added as
well as enter new information in the relevant fields.

In this demonstration, we have added a phone number for this address in the
Phone Number field.

Update Address

* Indica d field

Ratum 1o P

Slier Ragistration Additional Details
Country Canada
* Address Name  lome Dase
* Address Line 1 432 Clover Strast
Addrass Line 2
Address Line 3
Addrass Line 4
City Toronto
County
State
Province N
Postal Code  M5G 2N5

Address Purpose

+
Purpose
N results found

Phone Area Code
Phone Number  416-555-1234
Fax Area Code

In this demonstration, we have added a phone
number for this address in the Phone Number field.

Remove
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8. Click the Return to Prospective Supplier Registration: Additional Details button to
go back.

ORACLE isupplier Portal

Update Address
* Indicata field
Rl 10 Prospactive Symplier Raqistranion” Add fional Datals
OOy L aNE0E v
* Address Name | “qe Dase Phone Area Code
* Address Line 1 quer Strael Phone Number  416-555-1234

Addrece Line 2

Fax Area Code
Ndrace Lina pa

Click the Return to Prospective Supplier Registration:
Additional Details button to go back.

Purchasing Address
Paymenti Addrass
(] RFQOnly Address
Postal Code  M5C 2N5

Address Purpose

*

Purpose Remove
No results found

The Address Book is automatically updated and reflects the phone number you
have just added.

9. To create a new address for your organization, click the Create button.

Basic Information Gompany Details Mtachments
Prospective Supplier Registration: Additional Details Save For Later | Back SlepZof 3 | Mext

Blank label lor nstruction lext

Company Name ACME Holdings
Tax Country
Tax Registration Number 4020440810
Taxpayer ID
DUNS Number
Alternate Supplier Name

Note to Buyer  The details for ACME Holdings are entered in the relevant
sections.

- . . 1ids including your banking details. If
To create a new address for your organization, click the Create button. o sang detats such s a void

burces page: metrolinx com/iSupplies

Addre Ak
At loaleBnz antry s required
C
re%
Address Name Adcdress Detalls . ) Update Delete
S e e e N The Address Book is automatically updated and , a

) reflects the phone number you have just added.
Contact Directory

Atleast one entry is required

Create || By &
First Name Last Name .. Phone Emall Requires User Account Update Delete
Lisa Larson 416-555-1234  [lisali@invalidemail com "
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10.The Create Address page displays. Enter the relevant details in the following
fields, such as Address Name, Address Line 1, City, Province, and Postal Code.

ORACLE isupplier Portal

Create Address Cancel | Apply

* Indicates required field

Country Canada 2

* Address Name
* Addrese Line 1
Address Line 2
Address Line 3
Address Line 4
City

County

State

Provines

Postal Code

Address Purpose
+

Purposa
No resulls lound

The Create Address page displays. Enter the relevant details
in the following fields, such as Address Name, Address Line 1,
City, Province, and Postal Code.

&4 KFL Oy Adorass.

Remove

racle and/or its affiliates. All rig

Create Address
* Indicates requirad field

Country

* Addrass Name

* Addrass Line 1

Rddress Line 2

Address Line 3

Address Line 4

City

County

State

Province

Pastal Code

Address Purpose
+

Purposa
No resulls lound

In this demonstration, the relevant fields are populated for you.
ORACLE iSupplier Portal

Cancel | Apply

Canada ~
Trade Building
543 Pacilic Stest

Phone Area Code
Phone Number
Fax Arsa Code

Fax Number
Emall Address

Torontn
O Purchasing Address
() Paymenl Audiess
oN RFQ Only Addrass.
M5C 906

In this demonstration, the relevant fields are populated for you.

racie and/or its affiliates. All rights
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You need to select the business purpose for which the new address will be used.

Selecting the Purchasing Address option ensures that Metrolinx can create POs
for this address. Selecting the Payment Address option ensures that the address
can be used for payment purposes as a billing address.

Note that you can select either or both the options, as needed.

ORACLE iSupplier Portal

Create Address

* Indicates raquirad field

Cancel | Apply

Country Canada bt

* Address Nams  Trade Bulding Phone Area Code
* Addrees Lins 1 543 Facilic Steel Phons Number
Address Line 2
Address Line 3

Fax Area Code

Fax Number
Address Line 4 Emall Addrass
City Toronto
County O Purchasing Address
Stats O rayment Audress
Provines N RFQ) Only Addrass.

Postal Code  M5C 906
Address Purpose

g You need to select the business purpose for which the new address will be used.

Pui
T Selecting the Purchasing Address option ensures that Metrolinx can create POs

for this address. Selecting the Payment Address option ensures that the address
can be used for payment purposes as a billing address.

Note that you can select either or both the options, as needed.

Copyright (c) 1998, 2020, Oracle andfor ts affiliates. All rights reserved.

Privacy Statement

11.Clear the RFQ Only Address check box since your organization has already been
selected as a vendor.

ORACLE isupplier Portal

Create Address

* Indicates reguired field

Cancel | Apply

Country Canada bt
* Addrees Name  Trade Bulding Phone Area Code
* Addrees Lins 1 543 Facilic Steel Phone Number
Address Line 2 Fax Area Coda

Address Line 3 Fax Number
Address Line 4 Emall Addrass
city  Toronto
Caunty O Purchasing Address
(] Payment Audress

4 Clear the RFQ Only Address check box L RFQ Only Adross
" since your organization has already been

Address Purpose selected as a vendor.

+

Purposa Remova
N results lound
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Create Address

* Indicates requirad field

Country

* Addrass Name
* Address Line 1
Address Line 2
Address Line 3
Address Line 4

Canada v
Trade Bulding
543 Pacihc Steel

Phone Area Code
Phone Number
Fax Arsa Code

Fax Number
Emall Address

£ibe Taronia

Select the Payment Address check box.
P

Postal CE88 RS0 U0E

Address Purpose

+
Purposa Remova

No resulls lound,

cle andfor its affil

Cancel | Apply

[ Purchasing Address

) Paymenl Address
MRFQ Only Addrass.

Create Address

* Indicates required field

Country Canaca =
* Addrass Name
* Address Line 1
Address Line 2
Rddress Line 3

Addresg.linad -.

I1ade Bulding
543 Paalic Streel

Select the Purchasing Address check box.

Province
Postal Code

07}
M5C 9C6

Address Purpose

+
Purposa
No resulls lound

Remove

Phone Area Code
Phona Numbar
Fax Area Code

Fax Number
-tddress

Cancel | Apply

E:L*J Uichasing Address
5

Paymenl Addiess
O RFQ Only Addrass
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Selecting an option in the Address Purpose section is not a mandatory
requirement. You may choose to add a purpose if you wish to provide more
details about an address or to make a distinction between multiple addresses for
the benefit of your organization's contacts and Metrolinx employees.

ORACLE isupplier Portal

Create Address Cancel | Apply

* Indicates reguired field

Country Canada
Tiade Buldng
543 Pacihc Steel

* Addraes Name
* Address Line 1
Address Line 2
Address Line 3
Address Line 4
city

County

Stats

Province

Pastal Code

Selecting an option in the Address Purpose section is not a mandatory
requirement. You may choose to add a purpose if you wish to provide more
details about an address or to make a distinction between multiple addresses for
the benefit of your organization's contacts and Metrolinx employees.

Toranta

oN
M5C 9C6

Address Purpose
+

Purpose
No resulls lound

Remove

Privacy Statement

Oracle and/or its affiiates. All rights reserved.

14.Click the Apply button.

ORACLE isupplier Portal

Create Address Cancel

* Indicates requirad field
Country
* Addrass Nams
* Addrecs Line 1
Address Line 2
Address Line 3
Address Line 4

Canada v
Phone Area Code
Phone Number
Fax Area Code
Fax Number
Emall Address

I1ade Bulding
543 P Sesl

Click the Apply button.

City Toronto
County Purchasing Address
State Paymenl Addiess
Province N [ RFQ Only Addrass
Postal Code  M5C 956

Address Purpose

+
Purposa Remove

No resulls lound

le andior its affiiates. All rights
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The new address is saved in the Address Book section.

Basic Information
Prospective Supplier Registration: Additional Details

Blarik label lor inslucton et
Tax Country

Taxpayer ID
DUNS Number
Alternate Supplier Name

Address Book

Atleast ana entry is required
Create

Address Detalls

2et, Toronto MSC 2N5 C:

Address Name

Home Baze 432 Claver S

Trade Building 523 Pacific Street. Toronto M3G
Contact Directory
At least one entry is required

Create || By &
First Name Last Name . Phone

Tax Registration Number 4020440810

anada

Company Name ACME Holdings

Company Details

The new address is saved in the Address Book section.

Purpose
Payment Purchasing

Payment. Purchasing

Requires User Account

2X= METROLINX

Attachments

Save For Later | Back SlepZof 3 Next

Update Delete
4 ]
¢ 7]

Update Delete

Basic Information
Prospective Supplier Registration: Additional Details

Blank label for instruction lext
Tax Country

Taxpayer ID
DUNS Humber
Alternate Supplier Name

seclions.

Address Book

At laast cna antry is required
Create
Address Name Address Detalls

Home Base 432 Clover Stroet, Toronto M5C 2NS Can

Trade Suilding 543 Pacific Street. Toronto M35
Contact Directory
Atloast one entry s required

Create || By ¢ oo
Flrst Name Last Name . Phone

Tax Repistration Number 4020440810

anada

15.Scroll down to view more details.

Company Name ACME Haldings

Emall

Company Details

Note to Buyer  The details for ACME Holdings are entered in the relevant

%

Note to Supplier Please review and update any details entered, as well as enler any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metrolink com/iSupplier

Purpose Update Delete
Paymy —
Paym Scroll down to view more details.

Requim User Account Updﬂte Delete

Attachments

Save For Later Back Slepiol 3 Next
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In the Contact Directory section, you can update your contact details and you can

also add new Profile Administrators for your organization.

Once the registration is approved, Profile Administrators can add additional
contacts as PO Invoice Administrators, who will be able to submit invoices for your
organization. To learn more about this process, please see the video titled

“Managing Profile and Account Settings”.

DUNS Number
Alternate Supplier Name
Mote to Buyer  The details for ACME Holdings are entered in the relevant

In the Contact Directory section, you can update your contact details and
you can also add new Profile Administrators for your organization.

Address Book

Once the registration is approved, Profile Administrators can add additional

Atleast ane entry is required
contacts as PO Invoice Administrators, who will be able to submit invoices

Create
Address Name
Home Base

titled “Managing Profile and Account Settings”.

Trade Building
Contact Directory

At loast one entry is required

Create | 5 & o
First Name Last Name . Phone Emall Requires User Account
Lisa Larson lisal@invalidemail.com 5
Banking Detalls
At least one entry is required.
Create
Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number

No results found,

16.To update your contact details, click the Update icon.

for your organization. To learn more about this process, please see the video Update

Save ForLater Back SlepZol3 Next

Delete
7]
]
Update Delete
Update Remove

Privacy Statement

DUNS Number
Alternate Supplier Name

Note to Buyer  The details for ACME Holdings are entered in the relevant
sections.

Z

Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metroling comiSupplier

Note to Supplier

Address Book

Atleast ana entry 's required
Create
Address Detalls Purpose

432 Clover Street, Toronto M5C 2N5 Ganada

Address Name

Home Base Fayment. Purchasing

Fayment Purchasing

Trade Building 543 Pacific Street, Taronto M. nada
Contact Directory

Atloast one entry s required.

Create || By ¢ o
Flrst Name Last Name - Phone Emall Requires User Account
Lisa Larson lisali@invalidomail.com v

Banking Detalls

Atleast ane entry s required
Create

Bank Account Number

No results found

Currency Bank Account Name Bank Name Bank NUmoer Brancn Name Brancn NUmper

To update your contact details, click the Update icon.

SaveForlLater Back SlepZol3  Next

Update Delete
3 @
r]
Update Delete
Gy
18
Remove

Upaate
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The Update Contact page displays. Here, you can validate the information
populated by Metrolinx and update the fields, as needed.

ORACLE isupplier Portal

Update Contact

* Indicatas raquirad field

Contact Title v
FirstName  Lisa
Middle Name
* LastName  Larson
Alternate Name

Phone Area Code

Phona Number

Phona Extansion

Altsrnate Phone Area Code
Alternats Phone Number

The Update Contact page displays. Here, you can
validate the information populated by Metrolinx and

update the fields, as needed.

Job Title Fax Arsa Code
Department Fax Number
* Contact Emall  lsaig@invalidemail com
URL

Contact Purpose

+

Purpose Remove
No results found

Supplier User Account

B3 Create User Account For The Gontact

Addresses For the Contact

+F¢

Address Name Address Datails Remova =

In this demonstration, we have added a phone number in the Phone Number

field.

Update Contact Cancel  Apply

* Indicatas raquirad fiskd

Contact Title ~ Phone Area Code
FirstMame  Lisa Phone Number 115 553 7080

Middle Name Phane Extansian
* LastName  Larson ittt P i ok
Alternate Name
Job Title
Department

N In this demonstration, we have added a phone number in
URL the Phone Number field.

Contact Purpose

+

Purpose Remove
No results found

Supplier User Account

B Create User Account For The Contact

Addresses For the Contact

+EFe

Address Name Address Datails Remova =)
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17.Click the Apply button to save your updates.

Update Contact

Cancel A@
g™
* Indicates requirad field

Click the Apply button to save your updates.

Contact Title ~ Phone Area Code
FirstName Lisa Phone Number 418 355 7080

Middle Name Phone Extantion
¥ LastNama | Larson Alternate Phone Area Cods
Alternste Name Altsrnats Phone Number
Job Title Fax Area Code
Department Fax Number
* contact Emall  Isaiginvalidemail com
URL

Contact Purpose

+
Purpose
Na results found

Remove

Supplier User Account

B Creste User Account For The Contact

Addresses For the Contact

+ 5 ¢

Address Name

Address Datails

18.The Prospective Supplier Registration: Additional Details page displays. Scroll
down to view the Contact Directory section.

Basic Information

Prospective Supplier Registration: Additional Details

Blank label lor mslruction lext

Company Details Attachmeo

Save For Later Back SlepZol 3 Next

Company Name  ACME Hoklings
Tax Country
Tax Registration Number 4020440810
Taxpayer ID
DUNS Number
Alternate Supplier Name

Note to Buyer  he allachments and delails lor AGME Holdings are.
entarad in the relavant sections

oo uniere angetms et ase 1 NE Prospective Supplier Registration: Additional

Note to Suppller
ap|

2, you will also b required to attach you ¥ H i
ol g s e ol Details page displays. Scroll down to view the

— Contact Directory section.

At laast ana antry is required

Create
Address Name Address Detalls Purpose Update Delete
Home Base 432 Clover Street, Toronto MSC 2N5 Payment. Purchasing P 7|
Trade Building 543 Pacific Street. Toronto M5 Payment Purchasing 4 7]
Contact Directory

At least one entry is required

Create | +e
First Name Last Nama Phone Emall Requires User Account Update Delete
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19.To create an additional contact, click the Create button.

2X= METROLINX

Company Name

Tax Country

Tax Registration Humber
Taxpayer ID

DUNS Humber

Alternate Supplier Name
Note to Buyer

Note to Supplier

Address Book

Al leas! one enlry s required.
Creats

Address Name Address Details

Banking Details

At least ana entry is required
Create

Bank Account Number Currency

To create an additional contact, click the Create button.

Cont, ectory
Atlod2na entry s raquired
Fcreatl] | ses
g
First Name Last Name .. Phone
lisa Larson 416.555.7890

Bank Account Name

ACME Holdings.

4020440810

The detai's for ACME Hldings are entered in the relevant
sections.

Z
Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriale, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access rescurces on iSupplier on the Metrolinx iSupplier Resources page: metroiinx comviSupplier

Purpose
Payment Purchasing

Fayment Purchasing

Email Requires User Account

Iisal @invalidemail com G

Bank Name Bank Number Branch Nama

Branch Number

Update Delata
E 7]
3 7]
Update  Delets
Updata Remove

The Create Contact page displays. Enter the relevant details in the following
fields, such as First Name, Last Name, and Contact Email.

Create Contact

* Indicate ad field

Contact Title ~
First Name
Middie Name
* Last Nama
Alternate Name
Job Title
Department
Contact Email
URL

Contact Purpose

+
Furpose
No results found

Supplier User Account

O Ciesle User Account For The Conlact

Addresses For the Contact

+EF ¢
Aridrass Name

The Create Contact page displays. Enter the relevant details in
the following fields, such as First Name, Last Name, and
Contact Email.

Phone Araa Cods
Phone Number
Phone Extension

Alternate Phone Area Code
Alternats Phone Numbar

Fax Araa Coda
Fax Number

Remove

Addrass Natails.

Cancel  Apply

Ramava
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2X= METROLINX

In this demonstration, the relevant fields are populated for you.

Create Contact Cancel  Apply
* Indicates requirad fisld
In this demonstration, the relevant fields are populated for you.
Contact Title ~ Phone Area Code
FirstName  Bob Phone Number
Middle Name Phone Extension
* Last Name  Bums Alternats Phons Araa Coda
Alternate Name Altarnats Phane Numbsr
Job Title Fax Area Code
Department Fax Numbar
URL
Contact Purpose
+
Furpose Remove
No results found
Supplier User Account
O Cieele User Account For The Contaet
Addresses For the Contact
+5¢
Aridrass Nama Adrdrass Natails: Famnua &

20.Select the Create User Account For The Contact check box.

Create Contact

Cancel  Apply
* Indicatas raquirad fisld

Contact Title v Phone Area Code
FirstName Bob Phone Number
Middle Name Phone Extension
*LastName  Bums Alternats Phone Area Cods
Alternate Hame Altarnate Phone Number
Job Title Fax Arsa Coda
Department Fax Number
Contact Email  bobbggnvalidemarl com
URL

Contact Purpose

+
Purpose
N results found

Select the Create User Account For The Contact check box.

Supplier User Account

(E Cregle User Account For The Contacl
-

Addresses For the Contact

+5F o

Adidress Name Address Datail Remous d
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2= METROLINX

Once you select the checkbox, a username is generated for the user account.

Note that the username defaults from the email address entered in the Contact
Email field. This username is not editable. You need to contact Metrolix to change

the default username.

21.Scroll down to view more details.

ORACLE iSupplier Portal

Create Contact

Alternate Name
Job Title
Department

* Contact Emall

bobb@invalidemail.com

* Indicates raquirad field
Contact Title o Phone Area Code
First Name Sob Phone Number
Middle Name Phone Extansion
* LastName  Sums Alternats Phons Area Code

Alternats Phone Number
Fax Arsa Code
Fax Number

Scroll down to view more details.

Cancel  Apply

URL

Contact Purpose

+ Once you select the checkbox, a username is generated for the
Purpose user account.

No results found,
Supplier User Account Note that the username defaults from the email address entered in

the Contact Email field. This username is not editable. You need to
contact Metrolix to change the defaulted username.

Creale User Account For The Gonlact

Addresses For the Contact

+EF¢

Ardrace Nams Addrocs Nataile. Romoua ]

In the Addresses For the Contact section, you can add the relevant addresses for
a particular contact.

22.By adding an address for a contact, you can categorize your contacts as per their
work location. Note that it is not mandatory to add addresses for a contact, nor will
it restrict the contact to view information only for that address.

Contact Title ~
FirstName  fob
Middle Name
" LastName  Bums
Alternate Name
Job Title
Department
* Contact Email | bobb@invalidemail.com
URL

Contact Purpose

+
Purpose
N results found

Supplier User Account

| &

.‘\

Address Name
No results found

racle andor ts affiliates. Al rights

Phene Ares Code
Phone Number

Phone Extension

Rlternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Remove

To add an address, click the Plus icon.

Address Detalls Remove

Page 20 of 43
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23.To add an

New Vendor Registration

address,

2X= METROLINX

click the Plus icon.

Contact Title
First Name
Middle Name

¥ Last Neme
Alternate Name
Job Title
Department

* Contact Email
URL

Contact Purpose

+
Purpose
Na results found

o
N
Address Name
N rasults found

Bums

bobb@invalidemail.com

Supplier User Account

To add an address, click the Plus icon.

Phone Area Code

Phone Number

Phene Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Remove

Address Detalls Remove

Cence| | Apply

24 .Enter the name of the address in the Address Name field. The Address Details

field is automatically populated based on the address name entered.

Contact Title v FPhone Area Code
First Nama  Bob Phone Number
Middle Nama Phone Extension
* LastName  Gums Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number
* Contact Email | bobb@invalidemail.com
URL
Contact Purpose
+
Purpose Remove
No results found
Supplier User Account 2 “
Enter the name of the address in the Address Name field.
Greate User Account For The Contact The Address Details field is automatically populated based
Addresses For the Contact on the address name entered.
o+ B @ oo
Address Name .. Address Detalls Remove
C___ Ja W
Cancel  Apply
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2X= METROLINX

25.In this demonstration, the relevant field are populated for you.

Contact Title - Fhone Area Cade
FirstMame  Bob Phone Number
Middle Name Fhone Extension
* LastName  Bums Alternate Phone Area Gode
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number

* Contact Email | bobo@invalidemai.c

URL
Contact Purpose
+*

Purpose Remove
No results found

Supplier User Account

Create User Account For The Contact

Addresses For the Contact

& Br & oo
Address Name - Address Detalls
Trade Building 343 Pacific Street, Toronto M5C 9C6 CA

26.Click the Apply button.

In this demonstration, the relevant field are
populated for you.

Remove

7]

Cance| Apply

Contact Title v Phone Area Code
FirstName  Tiob Phone Number
Micdis Nama Phone Extension
" LastName Sums Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number

* Contact Email  bobo@invalidemail.com

URL

Contact Purpose

+
Purpose Remove
No rasults found

Supplier User Account
GCrosle User Account For The Gontact

Addresses For the Contact

& B & o
Address Name . Address Detalls
Trade Building 543 Pacific Street, Toronto M5C 9C6 CA

Click the Apply button.

]

Cancel Appq‘)
\
M
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27.Scroll down to view the Contact Directory section.

Attachments

Basic Information Company Details

Pr ive lier Regi ion: Additienal Details

P PP g

Save For Later Back Slep2ol3  Mext

Blank label for instruction lext
Company Name  ACME Holdings
Tax Country
Tax Registration Number 4020440810
Taxpayer ID
DUNS Number
Alternate Supplier Name
Note to Buyer  The details for ACME Holdings are entered in the relevant

sections.
z

Note to Supplier  Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metroline com/iSupplier

Address Book

At loast ena antry is requirad

Create
Address Name Address Detalls Purpose Update Delete
Home Base 432 Clover Street, Toronto M5C 2N5 Can
Trade Suiking 543 Pacifc Street. Toronto M5G 965 Ganada Scroll down to view the Contact Directory section.

Contact Directory

At loast one entry is required

Create | ses
Requires User Account Update Delete

First Name Last Name - Phone Email

The new contact is saved in the Contact Directory section. The check mark in the
Requires User Account column corresponding to a contact indicates that the
contact requires an iSupplier user account.

Alternate Supplier Name
Mote to Buyer  The details for ACME Holdings are entered in the relevant
sections.

4

Note to Supplier ~ Please review and updale any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metroling comviSupplier

Address Book

At least ana entry is required

Create
Address Name Addi Delete
Home Base 4320 . . . . a 7]
The new contact is saved in the Contact Directory section. The check mark in
Trade Building 543 F : . . . D
the Requires User Account column corresponding to a contact indicates that
Contact Directory the contact requires an iSupplier user account.
At loast one entry is required.
Create | «e
First Name Last Name . Phone Emall Requires User Account Update Delete
Lisa Larson 416-355-7800 lisal@invalidemail.com v 4
Bob Bums bobbd@invalidemail com v 7 W
Banking Detalls
Atleast one entry is required.
Create
Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number Update Remove

No results found

Save ForLater Back Step20f3  Next
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In the Banking Details section, you need to add the banking details for your
organization.

Note that banking details are mandatory to complete the registration. If you prefer
alternate payment methods, such as Wire Transfer, Automated Clearing House
(ACH), or Cheque payment, refer to the “Payment Method"” user guide.

Alternate Supplier Name A
Mote to Buyer  The details for ACME Holdings are entered in the relevant
sections.
4
Note to Supplier Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metrolinx comiiSupplier

Address Book

At laast onz entry Is required

Create
Address Name Addre== Potsts Mrmess '*-date Delete
Home Dare 921 In the Banking Details section, you need to add the banking details of i @
et R your organization for Electronic Fund Transfer (EFT) payment method. i @

Contact Directory
Note that the banking details are mandatory to complete the

At least one entry is required.

Create | +ee registration. If you prefer alternate payment methods, such as Wire

First Name Last Name . transfer, Automated Clearing House (ACH) or Cheque payment, referto  Jpdate  Delete
1= etz the "Payment Methods" user guide. :

Bt Bums 4 ®

Banking Detalls

At least ene entry is required.

Create
Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number Update Remove
No results found

SavaForlLater Back Step?ofl Next

28.Click the Create button.

Alternate Supplier Name -
Note to Buyer  The details for ACME Holdings are entered in the relevant

i

Note to Supplier  Please review and updale any details entered, as well as enter any required fields including your banking details. If
appropriale, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolink iSupplier Resources page: metrolink com/iSupplier

Address Book

Atleast ans entry is required
Create
Address Name Address Detalls Purpose Update Delete

Home Base 432 Clover Street, Toronto M5C 2N5 Ca

Payment Purchasing

Trade Suilding Payment Purchasing 4 7}

Contact Directory

Atleast ane entry is required
Create er

Flrst Name Last Name Phone Emall Requires User Account Update  Delete

Lisa Larson

lisal @invalidemail com ”
Bob Bums bobb@invalisemail com v 7 W
Banking Detalls

Atloast one entry < 1 Click the Create button.

Cr

-
s

Bank Account Number Currency Bank Account Name Bank Name Bank Number Branch Name Branch Number Update Remove

No results found,

Save ForLater Back Step ?0fl  Next
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The Create Bank Account page displays. Select a new or existing bank and
branch. If the bank/branch you want to add is not mentioned in the list of existing

banks/branches, you can select the New Bank or New Branch option and add the
bank/branch.

ORACLE isupplier Portal

Create Bank Account 2
* Indicates required field

*country  Canada

Account is uss

Account defino

or forsign payments
ude bank and branch information

Bank Branch

@ New Bank
O Faisting Bank

® New Eranch

© Fxisting Branch

Bank Name Branch Name
Bank Number Branch Number
Tax Payer ID

BIC

P Show Bank Delails Branch Type ABA v

P Show Branch Details

The Create Bank Account page displays. Select a new or existing bank and branch. If the bank/
branch you want to add is not mentioned in the list of existing banks/branches, you can select the pigaced
New Bank or New Branch option and add the bank/branch.

Comments

Note to Buyer

0, Oracle and/or its affiliates Al ights reserved

Privacy Statemant

In this demonstration, we have selected the Existing Bank and Existing Branch
options.

Next, enter the basic details in the Bank Name and Branch Name fields.

ORACLE isupplier Portal

Create Bank Account Gancel | Apply
* Indicates requirad field
* Country Canada ~
Account is usad for foreign payments
Acsount definion must nciuda bank and branch informaton

Bank Branch

O_New Bank
@ Fisting Bank

O New Branch
@ Fisting Branch

Bank Name Branch Name
Bank Number Branch Number
Tax Payer ID

Bic
} Show Bank Details Branch Type ABA v

Bank Account

Account Number
Check Digits

IBAN Next, enter the basic details in the Bank Name and Branch Name fields. i

P Show Account Details

In this demonstration, we have selected the Existing Bank and Existing Branch options.

@ TIP "Please upload Attavinient. muacinnieny is manuawny

Comments

Note to Buver
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In this demonstration, the relevant fields are populated for you.

Note that when you select the Existing Bank and Existing Branch radio buttons,
the Bank Number and Branch Number fields are auto-populated based on the
options selected in the Bank Name and Branch Name fields.

* Indicates required field

* Country Canada v
Account Is used for forelgn payments

aunt definition must include hank and branch information

Bank Branch
O New Bank O New Branch
@ _Existing Bank @ _Existing Branch
Bank Name  Bank of Montrea L Branch Name  Maln Branch
Bank Number Branch Number
Tax Payer ID BIC
P Show Bank Details Branch Type

P _Shaw Branch Details

Bank Account

In this demonstration, the relevant fields are populated for you.

Note that when you select the Existing Bank and Existing Branch radio buttons, the Bank Number and Branch
Number fields are auto-populated based on the options selected in the Bank Name and Branch Name fields.

Counnnen =

Note to Buyer

29.Enter the relevant details in the Account Number, Account Name and Currency
fields.

* Indicates required field

* Country Canada v

Actol
Accol
Bank Branch
(O New Bank O New Branch
@ Existing Bank @ Existing Branch
Bank Name  Bank of Montreal A Branch Name  Main Branch
Bank Number Branch Number
Tax Payer ID BIc
P Show Bank Details Eranch Type

P Show Branch Delails
Bank Account

Acsount Number Accounthame [ ] Enter the relevant details in the Account Number,
Chack Digitx Currency 7 Account Name and Currency fields.
IBAN

P Show Account Detalls

# TIP "Please upload Attachment. Attachment is mandatory™
Comments

Note to Buyer
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30.In this demonstration, the relevant fields are populated for you.
ORACLE isupplier Portal Pciose fol

Create Bank Account Cancel Apply
* Indicates required field

* Country Canada v
Account Is used for forelgn payments

Aczount defintion must include hank and branch information
Bank Branch
O New Bank ) New Branch
@ Existing Bank @ Existing Branch
Bank Name  Bank of Montreal Q Branch Name Maln Branch
Bank Number Branch Mimbar
Tax Payer ID
P Show Bank Delails % Inthis demonstration, the relevant fields are

populated for you.
Bank Account

b 01069845467
Account Number 0106984545678 Account Name ACME Holdings Attachments ==
Chack Digits Currency _Canadian Dollar v [ 1 confirm that the attachments have been uploaded
IBAN

P Show Account Detalls

@ TIP "Please upload Attachment. Attachment is mandatory™

Comments

Note to Buyer

Once you add a new bank account, you must attach the relevant supporting
documents such as void cheques, etc.

Note that Metrolinx requires the supporting documents to be uploaded in order
to review the newly added bank account.

31.Click the Plus icon to upload the relevant document for the banking details.
ORACLE isupplier Portal PcCiose fcl

Create Bank Account Cancel  Apply
* Indicates required field
: Once you add a new bank account, you must attach the relevant
supporting documents such as void cheques, etc.

Bank Note that Metrolinx requires the supporting documents to be
ST uploaded in order to review the newly added bank account.
@ Existing Bank @ TS DI

Bank Name Bank of Montreal Q Branch Name Maln Branch Q
Bank Number Branch Number
Tax Payer ID BIC
P Show Bank Details Branch Type

P Shaw Branch Details

Bank Account

Account Number 010698454678 Account Name ACME Holdings
Check Digits Currency Canadian Dellar v
IBAN
p Show Account Detalls

Attachments #-
o [ 1 confirm that the attachments have been uploaded.

Click the Plus icon to upload the relevant

@ TIP “Please upload Attachment. Attachment is mandatory™ 5 :
document for the banking details.

Comments

Note to Buyer
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32.Click the Choose File button to upload the bank document.

Create Bank Account Cancel  Apply

* Indicates required field

* Country | Canada v
Account s used for forelgn paymeants
Aecaunt definition mist include bank ant branch information

Bank Branch
(O New Bank ()_New Branch
® Existing Bank Add Attachment X
Bank Name  Bank of Mont Q
Bank Number 001 Attachment Type | Flle 3
Tax Payer ID Title

Deseription
p Show Bank Details =

Catsgory  From Supplier

*Fi cr ¥il dhicen
Bank Account File | VDHSEL\\E No flle chose:

e Cancel  Add Another  Apply
\CCOU umber

Check Digits . .
= Click the Choose File button to upload [ 1 confirm that the attachments have been uploaded.
P Show Account Detalls the bank document.
@ TIP "Please upload 1E A 5 '
Comments
Note to Buyer

In this demonstration, the relevant document is selected for you.

Create Bank Account Cancel  Apply
* Indicates required field

* Country | Canada v
Account Is used for forelgn payments
Aecaunt definition mist include bank ant branch information

Bank Branch
(O New Bank QO _hew Branch
® Existing Bank Add Attachment X
Bank Name  Bank of Mont Q
Bank Number 001 Attachment Type  Flle ko

Title 2023-08-28 06:46:48 Cancelled Cheque.d
Deseription

Tax Payer ID

P} Show Bank Delails
y

Category

* o o
Gt File | Can: Cheque.doc:
Bank Account File | Ghoose File | Cancelled Cheque.docx

Cancel  Add Another  Apply
Account Number 010698454678
Chack Digits
IBAN
P Show Account Detalls

attachments have been uploaded.

In this demonstration, the relevant document is selected for you.
@ TIP "Please upload Attachmer

Comments

Note to Buyer
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33.Click the Apply button.

Create Bank Account

* Indicates required field

Bank

(O New Bank
@ Existing Bank
Bank Name  Bznk of Monts
Bank Number 001
Tax Payer ID
p Show Bank Details

Bank Account
Account Number 010698454678
Chack Digits
IBAN
P Show Account Detalls

Cancel Apply

* Country | Canada v
Account s used for forelgn paymeants
Aecaunt definition mist include bank ant branch information

. Eurrem:y Canadian Dollar ~

Branch
O_New Branch
Add Attachment X
Q
Attachment Type  Flle ¥
Title 2023-08-28 06:46:48 Cancelled Cheque.d

Deseription

2023-07-11 06:25:15 Cancelled Cheque.dacx (Slze
:11305) 5
lier

Catsgory From Su;

*File

| Ghoose File | cancelled Cheque.docx

Cancel  Add Another quﬁy
g
s

+

O 1 confirm that the attachments have been uploaded.

Click the Apply button.

@ TIP "Please upload

Comments

Note to Buyer

tis Y

34.The Confirmation box displays. Click the OK button to proceed.

Create Bank Account

* Indicates required field

Bank Branch
(O New Bank ) New Branch
@ Existing Bank @ Existing Branch
Bank Name Bank of Montreal Q Branch Name  Main Branch Q
Bank Number 001 Branch Number 00022
Tax Payer ID BIC
P} Show Bank Delails Branch Type
P Show Branch Details
Bank Account
The Confirmation box displays. Click the
Account Nunjlhar 010688454678 AccountName ACME Holdings P & OK bUttO nto proceed.
Check Digits Currency Canadian Dollar « -
IBAN P ——
e on e Kt Eetie Attachment 2023-08-28 06: has been added successfully b
. committed; it would be committed when you commit the rest of tf ent
@ TIP "Please upload it Al itis y" transaction.

Cancel Apply

* Country Canada v
Account s used for forelgn payments

Account definition must include hank and hranch informaticn

Comments

Note to Buyer
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35.Select the checkbox to confirm that the attachments have been uploaded.

Create Bank Account

* Indicates required field

* Country Canada v
Account Is used for forelgn payments

Aczount definitan must include hark and branch i
Bank Branch
(O New Bank ) New Branch
@ Existing Bank @ Existing Branch
Bank Name Bank of Montreal Q Branch Name
Bank Number Branch Number
Tax Payer ID BIC
P Show Bank Details Branch Type,

P Show Branch Delails

Bank Account

AccountName ACME Holdings
Currency Canadian Dollar v

Account Number 010688454678

Check Digits
IBAN
P Show Account Detalls

@ TIP "Please upload Attachment. Attachment is mandatory™
Comments

Note to Buyer

Main Branch

Cancel Apply

o

Select the checkbox to confirm that the
attachments have been uploaded.

Attachments  H/8F -

(FJ | confirm that the attachments have been uploaded.
g™

36.Enter any notes to Metrolinx in the Note to Buyer field, if necessary.

* Indicates required fieid

* Country Canada v

Account Is used for foreign payments
Aczount definitan must include hank and branch informatian
Bank Branch

) New Branch
@® Existing Branch
Branch Name

O New Bank

@ Existing Bank

Bank Name Bank of Montreal Q
Bank Number Branch Number
Tax Payer ID BiC
P Show Bank Details Branch Type

P Show Branch Details

Bank Account

Account Name ACME Holdings
Currency  Ganadian Dollar v

Account Number 010698454678
Check Digits
IBAN

P Show Account Detalls

#TIP “Please upload Attachment. Attachment is mandatory™
Comments

Note to Buyer  This bank account is io be linked to both our Home Base and Trade Building addresses.

Main Branch

Jr—— L

| confirm that the attachments have been uploaded,

Enter any notes to Metrolinx in the
Note to Buyer field, if necessary.
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37.Scroll Up.

2= METROLINX

* |ndicates required field

Bank

New Bank
@ Existing Bank
Bank Name Bank of
Bank Number

Tax Payer ID

Bank Account

Check Digits
IBAN

p Show Account Detalls

Comments

Account Number 010698454678

Note to Buyer This bank account is 10,58 linked to both ou

* Country Gan

ed for foreign payments
Branch

O New Branch
® Existng Branch

Montreal Branch Name
Branch Number
BIC

Branch Type

B Show Branch Delaiis

Account Name ACME Holdings
Currency  Canadian Dollar v

¥ TIP "Please upload Attachment. Attachment is mandatory™

=1 inchude hank and branch inforraion

Main Branch

Attachmants S0 4

confirm that the atta:

Scroll Up

chments have been uploaded.

As part of the process of adding a new bank account, please ensure that you enter
a note to the buyer specifying to which address(es) the banking information

should be appl

ied.

Note that every time your banking details are updated or created, it will go
through two levels of approval at Metrolinx. At the first level, the banking details
are verified manually and approved, and you will receive a notification that the
banking detail change is in process. At the second level, Metrolinx will deposit a
nominal amount into your bank account to verify the account. On successful
receipt of payment, Metrolinx will send an email to you to inform about the
approval of bank details.
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38.Click the Apply button.

Create Bank Account Cancel | Apply

Indicates required field

* Country Canada v

Account is used for foreign payments .
Aecount defibon must incude bark snd branch mformio Click the Apply button.
Bank Branch
) Mew Bank () New Branch
@ Existing Bank @ Existing Branch
Bank Name Bank of Mantreal Q Branch Name Main Branch a
Bank Number Branch Number
Tax Payer ID BIC
P Show Bank Details Branch Type
B Show Branch Details
Bank Account
54 \Ch
Account Humber 1066815457 Account Name A {‘1E Holdings maﬁ"mms ﬂ +
Check Digits Currency  Canadian Dollar s [ 1 confirm that the attachments have been uploaded.
IBAN

b Show Account Detals

& TIP "Please upload Attachment. Attachment is mandatory”

Comments

Note to Buyer  This banl t is fo be linked to both our Home Base and Trade Building addresses

39.Scroll down to view the Banking Details section.

Basic Information Company Details Mtachments
Prospective Supplier Registration: Additional Details Save For Later | Back SlepZof 3 Mext

Blank label lor nstruction lext

Company Name ACME Holdings
Tax Country
Tax Registration Number 4020440810
Taxpayer ID
DUNS Number
Alternate Supplier Name
Note to Buyer The details for ACME Holdings are entered in the relevant
sections.
4
Note to Supplier Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier on the Metrolinx iSupplier Resources page: metrolinx com/iSupplier

Address Book

At least ons entry is required

Create
Address Name Address Detalls
Home Basa 442/Chiver Sheett Tomio MG 205, Can Scroll down to view the Banking Details section.
Trade Suilding 543 Pacific Street, Toronto M3C 9C6 Canada

Contact Directory

At least one entry is required.
Create | ==

First Name Last Name

Emall Requires User Account Update Delete

Page 32 of 43



New Vendor Registration

2= METROLINX

The banking details added are saved in the Banking Details section.

Note that a notification is sent to vendor when the banking detail change is

in process.

sections.

Address Book

Note to Buyer  The details for ACME Holdings are entered in the relevant

#~

Note to Supplier  Please review and update any details entered, as well as enter any required fields including your banking details. If
appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
chegue. You can access resources on iSupplier on the Metrolinx iSupplier Resources page. metrolinx. com/iSupplier

Alleas| one enlry s required

Creats
Address Name Address Details Purpose Update Delete
Homa Biase 432 Clovar Sirast, Toronto M5C 2N5 Canada Payment Purchasing 4 B
Trade Building 543 Pacific Street. Taronto MSC 8C8 Canada Payment Purchasing 7 7]
Contact Directory

Al least one entry is required

Creats -
First Name Last Name - Update Deleta
™ Larsan The banking details added are saved in the Banking Details section. 7
Bob Rums v 7]
Banking Details Note that a notification is sent to you when the banking detail change is in

process.

Al least one entry is required

Create
Bank Account Number Currancy Bank Account Name Bank Name Bank Numbar Branch Name Branch Number Updats Remove
010698454675 Canadian Dollas ACME Heldings: Nank of Monfreal 001 Main Branch ra Eﬂ

SavaForlLater Back Sep?of? Next
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In this demonstration, you can see a sample notification that the you will receive
when the banking detail change process is in progress. Once the change is
successful, you will receive an email from Metrolinx confirming the banking

detail change.

Now, let's go back to add the mandatory supporting documents.

= ORACLE

A O x & 2

e o

Logged In As ALANRICKMAN@INVALIDEMAIL.COM

(@ Information

This natification does net require a response.

To ALAN RICKMAN
Sent  28-Aug-2023 08:30:19
1D 2540351

Thank you.

Return to Worklist

Supplier Profile Management: Approval of Bank Account oK

Please nete that the banking information ROYAL BANK OF CANADA account X3O00COMC(XEE6TS you requested to be changed is under review.

Please let us know at iSupplierSuppori@metrolinx.com if there are any questions or Goncems.

Diagnostic Console

In this demonstration, you can see a sample notification that you will
receive when the banking detail change process is in progress. Once
the change is successful, you will receive an email from

Metrolinx confirming the banking detail change.

Now, let's go back to add the mandatory supporting documents.

40.Click the Next button.

Address Book

Alleas| one enlry s required.
Create

Mote to Buyer

Note to Supplier Please review and update any details entered, as well as enter any required fields including your banking details. If

The details for ACME Holdings are entered in the relevant
sections.
%

appropriate, you will also be required to attach your articles of incorporation and proof of banking details, such as a void
cheque. You can access resources on iSupplier an the Metrolinx iSupplier Resources page: metroling comviSupplier

Address Name Address Details

Home Base 432 Clover Streat, Toronto MSC 2N5 Canada

Trade Building 543 Parific Straet. Toronto M5C 06 Canada

Purpose Update Daleta
Payment Purchasing P4 7]

Payment Purchasing i 7|

Contact Directory

At loast ang entry is required

Creats | «=
First Name Last Name .

lisa larsan

Ro Rums
Banking Details

At least ons entry is required
Create
Bank Account Number Currancy

010090454675

Canadian Dollar

Phona Email Requires User Account Update Dalste

416 555 7000 lisal@invalidemail com v

bobbdhinvalidemail com v s 7

Click the Next button.

Bank Account Name Bank Name Bank Number Branch Name

ACMF Holdings Bank of Montreal 001 Main firanch 00022

Sava For Latar

Back | Step 2 0f 3 [ N
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The Attachments page displays. Here, you can upload the relevant mandatory
supporting documentation for your organization, such as void cheques, articles of
incorporation, etc.

ORACLE isupplier Portal

Basic Information Company Details Attachments.
Submit Back Siop3o0fd

Attachments

Add Attachment
Seq Title Type Description Category Last Updated By Last Updated Usage Update Delete

No results found

The Attachments page displays. Here, you can upload the relevant
mandatory supporting documentation for your organization, such
as void cheques, articles of incorporation, etc.

cle and/or its affiliates. All rigl

41.To add an attachment, click the Add Attachment button.

ORACLE isupplier Portal

Basic Information Company Detals Attachments.
Submit Back Siop3ofd

Attachments

Add Attachment
ke
seq

No results g

Title Type Description Category Last Updated By Last Updated Usage Update Delete

To add an attachment, click the Add Attachment button.

Oracle and/or its affiliates. All rights ved. Privacy Statement
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42.The Add Attachment pop-up window displays. Enter the name of the attachment
in the Title field.

ORACLE isupplier Portal

Basic Information Company Details Attachments

Submit Back Stp3of3

Attachments
Add
Add Attachment x | Category Last Updated By Last Updated Usage Update Delete
No
Attachment Type  Filz -
Titte [ Void Cheque | R i
Description The Add Attachment pop-up window displays. Enter
4

the name of the attachment in the Title field.

Category [ 1om Suppler v

*Fite | Gnoose File | No file chosen

Cancel  Add Another  Apply l

), Oracle andfor its affilates. Al fights resenved

ORACLE isupplier Portal

Basic Information Company Details Attachments
Submit| Back Stop3of3
Attachments

Add

Add Attachment x Category Last Updated By Last Updated Usage Update Delete
No
Attachment Type  Fil -
Title | Void Choque
Description

Category  [1om Suppler v

"File | Ghoose File | Mo fike chosen

Click the Choose File button and select the relevant
file from your local folder.

Cancel  Add Another  Apply
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Once selected, the name of the uploaded file is displayed in the File field. The
Description field is auto-populated based on the file selected. You can update the
Description field, if required.

ORACLE isupplier Portal

Basic information Company Detals Attachments

Submit  Back Stop3ofd
Attachments

Add

Add Attachment x Category Last Updated By Last Updated Usage Update Delete
No

Attachment Type ~ Fils v
Title__ Void Chogue:

Descrpion. 2022.0121 5 3 U owd G thos 520 Once selected, the name of the uploaded file is
214, ) 7~

e oo displayed in the File field. The Description field is auto-
*Fite | Choose File | void Cheque.docx populated based on the file selected. You can update
i e the Description field, if required.

44 Click the Add Another button to select another file to attach.

ORACLE iSupplier Portal

Basic information Company Deails Attachments

Submit  Back Siop3ofd

Attachments
Add
Add Attachment X Category Last Updated By Last Updated Usage Update Delete
No
Attachment Type ~ Filo v
Title | Void Choque:
Description -21 (%.36.05 Void Chegue dock (Size
4
Category

*File  Cnoose Filo | void Cheque.docx

Cancel Addm?hnr Apply
\
2

Click the Add Another button to select another file to attach.

affiliates. All rights
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45.You can now add another file using the Add Attachment pop-up window. Note
that for the file you just added, a confirmation message displays confirming that
the attachment has been added successfully.

ORACLE isupplier Portal

Basic Information Company Datails Attachments

Submit | Back Stop3of3

Attachments
Add Le=e

Seq| Add Attachment X Category -~ Last Updated By - Last Updated . Usage - Update Delete
10 » Confirmation From Supplier GUEST 24 JUL2023 One-Time rs 7

At 120t Void Chzque has b dded successfully but not committed; it would

Lo comiod hon Yo comh he (560l o cirent aneachons You can now add another file using the Add Attachment

Adtscnment Typs pop-up window. Note that for the file you just added, a
Dgsc,ipzfﬁ confirmation message displays confirming that the
~ attachment has been added successfully.

Category [ rom Suppler v

*File | Gaoose File | No file chosen

Cancel  Add Another  Apply

46.Enter the name of the attachment in the Title field.

ORACLE iSupplier Portal

Basic Information Company Details Attachments

Submit | Back Stop3of3

Attachments

Add Lo
Seq| Add Attachment x | Category - Last Updated By - Last Updated . Usage - Update Delete
= Conflimation From Sugplier GUEST STy . - 7 g

Atachment Void Choque has been added i
be commitled when you commil 1he resL of

essfully but not committed; it would

curtent Uansechon

Attachment Type
Title | Ani of
Description Enter the name of the attachment in the Title field.

Category [ 1om Suppler ~

*
File | Choose File | No file chosen

Cancel  Add Another  Apply

or fs affiliates. All rights reserved
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47.Click the Choose File button and select the relevant file from your local folder.

Basic Information

Attachments

Add Attachment | =+

Seq Add Attachment x
10 _ .

. Confirmation
Attachmant Voi
Le commitled v

neque has been added s
1you commit e test of

essfully but not committed; it would
cunenl ransecton

Attachment Type ~ Fila v
Tile Articlos of Incorporaton
Description
4
Cetegory From Suppler v
*File

7:1uudﬁ?‘.#\ﬁ| Wo file chosen
s

Cancel  Add Ancther  App

or its affiiatos. All ights

Company Details

Attachments
Submit | Back Stop3ofd

Category

From Supplier

Last Updated By - Last Updatad - Usage Update

24.JUL2023 e R Id &

Delete
GUEST

Click the Choose File button and select the relevant
file from your local folder.

48.0nce selected, the name of the uploaded file is displayed in the File field. The
Description field is auto-populated based on the file selected. You can update the

Description field, if required.

ORACLE isupplier Portal

@
Basic Information

Attachments

Add Attachment_| =

Seq Add Attachment X

10
% Confirmation

Attachment Veid Chegu
be commilled when ya

@ been added successfully but not committed; 1t would
il the rest of the current Lansacbon
Attachment Type
Title A
Description 222 01 licles of Incorporation dacx
(Si7e 214263}
Category F1om Supp

“File  Choose File | Articies of |... paration docx

Cancel | Add Another  Apply

andlor its affiiates All ights

Company Details Attachments

Submit | Back Siop3of3

Category -

From Sugplier

Last Updated By Last Updated . Usage - Update Delete

One-Time s o

GUEST 24-0UL-2023

Once selected, the name of the uploaded file is
displayed in the File field. The Description field is auto-
populated based on the file selected. You can update
the Description field, if required.
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49.Click the Apply button.

@
Basic Information

Attachments

Add Attachment | =+

10
. Confirmation

Attachment Void Cheque has been added successfully but not committed; it would
be commilled when y2u commil e rest ol e current bansecion

Attachment Type
Title
Description

oration

3,05 Arlickes of Incorporalion.dock

Cetegory pler v

& . s
File  Choose File | Articles of I.._poration docx

Cancel  Add Another ;q\):‘ly
s

Seq Add Attachment x | Category -~

From Supplier

2= METROLINX

Company Details

Last Updated By - Last Updatad - Usage

GUEST 24.0UL2023 One-Time

Click the Apply button.

Attachments
Submit | Back Stop3ofd

Update Delete

rd "]

50.A Confirmation pop-up box displays confirming that the attachment has been
added successfully. Click the OK button to continue.

Basic Information

Attachments

Add Attachment | ==+

& Confirmation x
fincor... has been added st <fully but not
10 i e comimilled when you cam stof the current 05 Void Che.

03 Articles of .. From Supplier

1~
Company Details

Last Updated By Last Updated -~ Usage
eL=u 240UL.2023 One-Time
(= 24UL-2023 Cne-Tima

A Confirmation pop-up box displays confirming that the attachment has
been added successfully. Click the OK button to continue.

Attachments

Submit Back Sicp3of3

Update Delete
7 r]
7 r}
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The newly attached files are now displayed in the list of attachments.

L]
Company Details Attachments
8Submit Back Stcp3of3
Attachments
Type Description - Category Last Updated By - Last Updated Update Delete
bo Avficles of Incorporation File 2022-01-21 05:36:05 Articles of . From Supplier GUEST 240UL-2023 4 @
10 Void Cheque File 2022-01-21 05:36:05 Void Che From Suppler BUEST 24-JUL-2023 Cne-Tima 7 E]

The newly attached files are now displayed in the list of attachments.

Basic Information

Company Details Attachments

Sipimit | Back Sien3ofs
5
Attachments

Click the Submit button.

Type Description - Category

Last Updated By - Last Updated - Usage . Update Delete
20 Ariicles of Incorporatan File 2022-01-21 05:36:05 Adtcles of... From Supplier GLEST 24 UL 2023 One-Time @
10 Void Cheque File 2022-01-21 05:36:05 Void Che: From Suppler GUEST 24-JUL-2023 Cne-Tima 7 [‘]
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A message displays confirming that your organization’s profile has been
submitted for approval.

ORACLE igupplier Portal

& Confirmation

Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status via emall in due course.

A message displays confirming that your organization’s
profile has been submitted for approval.

Once your organization’s profile is submitted, you will receive an email from
Metrolinx with a link to track the progress of your registration.

52.Click the Prospective Supplier Registration Status Page link.

For Your Information: Metrolinx Supplier Collaboration Network: Registration Submitted

° erpdev02
Tue /2412022 4 32 A ’ Once your organization'’s profile is submitted, you will
Yoz s lamon el Qinvaldsmad com receive an email from Metrolinx with a link to track the

progress of your registration.
To Lisa Larson

Sent 24-JUL-2023 04:30:44
D 2121988

Your registration details have been submitted. Use this URL to track progress on this request.

Prospective Sugg\le%_,keg\slranun Status Page
-

H
Click the Prospective Supplier Registration Status Page link.
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The Prospective Supplier Registration: Current Status page displays.

Note that the registration is currently in the Pending Approval status.

Prospective Supplier Registration: Current Status
Thank you for registering with us. Here's the current status of your registration request.

Reglistration Detalls and Status

Company Name  ACME Holdrgs Status  Pending Approvel
Contact Information

Emall lisal@invalidemail com

Phone Area Code
FirstName lisa

Phone Number 416 555 7060
Phone Extansion

LastName | arson

Status History

Date Status Note
24JUL2023 Submiticd

The attachments and detalls for AGME Holdings are entered in the relevant sactions
240UL-2023 Invitation Sent

The Prospective Supplier Registration: Current Status page displays.

Note that the registration is currently in the Pending Approval status.

0, Oracle and/or its affiliates. All rights reserved.

Privacy Statement

You will receive notifications via email once your profile and banking information
have been approved in the system.

Once this occurs, you will be able to add additional users, manage your

organization's profile, and submit invoices for payment.
ORACLE isupplier Portal

Prospective Supplier Registration: Current Status
Thank you for registering with us. Here's the current status of your registration request.

Registration Detalls and Status

Company Name  ACME Holdings

Status  Pending Approval

Contact Information

Emall lisal@invalidemail com
First Name lisa
LastName larson

Phone Area Cods
Phone Number 416 555 7860
Phone Extension

Status History

Date Status Note
24JUL-2023 Submiticd

The attachments and details for ACME Holdings are ontered in the relovant sections
24-JUL2023 Invitation Sent

You will receive notifications via email once your profile and
banking information have been approved in the system.

Once this occurs, you will be able to add additional users, manage
your organization's profile, and submit invoices for payment.
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