Supplier Registration Process

Step 1: Open your web browser and navigate to DEW Supplier Registration Link



https://fa-evkv-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000005615084

Step 2: Enter your Company Details and Click “Next”

ORACLE

Company  Coniects  Addresses  Business  Bank Accounts Products and Questionnaire  Review
Details Classifications Services

Register Supplier: Company Details ¢) ‘E‘ ‘ | et HE‘ H G|

Enter 3 value for Taxpayer [D.

* Company ‘ ‘ Tax Country :E|
* Tax Organization Type E Taxpayer D

Supplier Type Note to Approver

Corparate Web Sits

Aftachments Hore

Your Coniact Information

Entr the oontact infarmeation for communicafions regarding this registration.

* First Name ‘

* Last Name ‘

* Ep ‘

* Confirm Emil ‘
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**NOTE**

If you get this error, don’t worry! This means your company already has a profile set up. Please provide
your current tax id number and company name to DEWFusion@dfwairport.com and our team will
contact you.

€ Error 4

This company is already our supplier. Contact us for information on your existing profile. (POZ-2130557)
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mailto:DFWFusion@dfwairport.com

Step 3: You will automatically be set up as the Administrative Contact.
If you would like to add additional contacts, Click the “+ Create” Icon

ORACLE

O—2—90—-0-90-0-90-0
Company  Contacts  Addresses  Business Bank Accounts Producis and Questionnaire  Review
Details Classifications Services

Register Supplier: Contacts (9 E ‘E‘ ‘ sovetoLaer | Register| ‘ EQ

Enter at least one contact.

Actions v View v Format v / Edit ¥ Delete | Detach /

. Administrative | Request User .
Name Job Title Email Contact Account Edit Delete
Sample, DFW Supplier dfwtestsupplier sk@gmail... v v/ V4 X

Columns Hidden 7
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Step 3.1: Enter the contact information and add the respective roles. Ensure to read the
Role Description before assigning them to the contacts.

Creating a User Account will provide the user access to “DFW International Airport’s Supplier Portal”. Specify role for
each contact based on the tasks performed by them within the Supplier Portal. Example: DFW PROC Supplier Accounts
Receivable Specialist if their role is to Submit and Track Invoices.

Create Contact

satutation

erone [ = I I
womie [ [ || I |
Fax 3| | |

* Email | david.scott@dfwsupplier.com |

* First Name | David

Middle Name | |

* Last Name | Scott

Job Title | Senior Accounts Receivables Manager |

4&«— Check to make an Admin Contact

[w#| Administrative contact

4 User Account
Check to Request for User Account

||Z| Request user account I/

Click to Add User Roles

Actions - View w Format - IEI /Fre-eze i=| Detach Wrap

RolesClick to Remove User Roles

Role Description

DFW PROC Supplier Sales Representative
DFW PROC Supplier Customer Service Representative

DFW PROC Supplier Accounts Receivable Specialist

Primary tasks include acknowledging or requesting changes to agreements in addition to adding catalog linei... -
Communicates order schedules that are ready to be shipped by submitting advance shipment notices. and m...

Tracking invoice and payment status. Copy of seeded Supplier Accounts Receivable Specialist. Copy option -...

Create Anocther H oK H Cancel ]
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Step 3.2: Once the Contact has been added, Click “Next”

ORACLE

O—2—0-0-0-0-0-0

Company  Contacts  Addresses  Business Bank Accounts Productsand Questionnaire  Review

Details Classifications Senvices
Register Supplier: Contacts ) (ot | e ]| savetor Lt | Reiser] | camcn
Enter at least one contact.
Acions v Viewv Fomatw o Create /' Edit ) Delets =" Detach
. Administrative ~ Request User .

Name Job Title Email Contact Account Edit Delete

Scott, David Senior Accounts Recelv... - david scott@dfwsupplier. .. v v / X

Sample, DFW Supplier dfwtestsupplier sk@gmail... v v 7/ X
Columns Hidden 7
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Step 4: To enter an Address, Click the “+ Create” Icon

ORACLE

00 00000

Company ~ Conacts  Addresses  Business Bank Accounts Products and Questionnaie  Review
Details Classifications Senvices

Register Supplier: Addresses ‘E‘ ‘E‘ ‘ | svorLtr | R ‘ |

Enter at least one address for remit-o and ordering address purposes.
2

Aclons w View v Format v | o Create = Detach
Address Name Address Phone Address Purpose Edit Delete «
b
Columns Hidden 3
MIEAA/
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Step 4.1: Enter the address and Click “OK”

Enter the Address details and address purpose. Assign Supplier Contacts to each address. At least one
contact is required for each Address.

Create Address

Search | Address |

‘ * Address Purpose Ordering
Remit to

* Address Name ‘ 23220

Postal Code ‘ 23220

* Country l United States v o
[ | RFQ or Bidding
* Address Line 1 ‘ 950 W Franklin St ‘
rove [t [w] ] | |
Address Line 2 ‘ ‘
Fx (1 [ v ] |
Ci ‘ Richmond ‘
ty Email ‘ |
State ‘ WA ‘

County ‘ Richmond City

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

Actions w View w Format w Freeze || Detach Wrap

Name Job Title Email Administrative User Accouni
Contact hd

« ———. >

Columns Hidden 4

l Create Another ” OK ” Cancel l

M\IZ\A/J
L1 VYV



Step 4.2: Add the address contact

Select the Contact for the address and Click “Apply”. You can add more than one contact for each
address, once done Click “OK”.

Select and Add: Contacts

4 Search

Name Job Title ‘

View w Format - Wrap

Name Job Title Email

I Sample, DFW Supplier dfwtestsupplier....

Scott, David Senior Accounts...  david.scott@df. ..

Rows Selected 1 Columns Hidden 1

o | o

M\IZ\A/J
L1 VYV



Step 4.3: Once the Address has been added, Click “Next”

ORACLE

0 000900

Company  Contacts  Addresses  Business Bank Accounts Products and Questionnaire  Review
Detaits Classffications Senvices

Register Supplier: Addresses \E\ ‘E‘ ‘ savetoratr | e | ‘ ‘E\

Enter at least one address for remit-o and ordering address purposes.

Actons v Vieww Fomatv o Create / Edit ) Delete 5 Detach
Address Name Address Phone Address Purpose Edit Delete
23220 950 W Frankiin St RICHMOND, VA 23220 RICHMOND CITY Ordering; Remit to / X

Columns Hidden 3
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Step 5: Add the Business Classifications if applicable

ORACLE

0000000

Company  Confacts  Addresses  Business BankAccounts Productsand Questionnaire  Review
Details Classification: Senvices

Register Supplir: Business Classifications ) ‘E ‘E‘ ‘ Sweirla H@ ‘E‘

Enter at least one business classification or select none applicable.

<4—— Check if Not Applicable

[ ] N ofhe cassiicaions are appicabe

Add as many rows as required

Acions w View v Fomatw | o < Detach

* laceifinat — . Other Certifying .. o

Classification Subclassification ~ Certifying Agency geney Certificate ~ StartDate  Expiraion Date Attachme Notes
S v DTt v | L T YR T
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Step 6: To add the Bank Account, Click “+ Create” to add the bank
account detalls.

ORACLE

0000 +:--0-0-0

Company  Confacts  Addesses  Busiess  Bank  Produclsend Questonnaie  Review
Defails Classfieations  Accounts  Senvices

Register Supplier: Bank Aceomms ) ok e H s | “‘-‘ﬂi"“m G|
Betions w View v Fomat v {5 Detach

Account Number IBAN Currency Bank Edit Delete

o data to display.

Columns Hidden
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Step 6.1: Click “OK” once complete.

If you would like to add another Bank Account, Click “Create Another”

Create Bank Account

Enter account number or [BAN wnless account numbsr is marked as required.

* Country | United States - | IBAN

Bank | BANK OF NEW YORK MELLOM - | Currency -

Branch | BANK OF NEW YORK MELLOM-0210000 *r|

* fccount Mumber | 123455788

Additional Information

Account Mame Agency Location Code
Alternate Account Mame Account Type W
Account Suffix Crescription
Check Digits
Comments
Hote to Approver

.

Create Another || OK | Cancel |
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Step 6.2: Once the Bank Account has been added, Click “Next”

ORACLE

000 ——0-0-0
Compary  Conlacls  Adbesses  Business  Bank  Prodwsand Queshonnaie  Review
Detail Classifications Accounts  Senvices

bk e m Sl Registﬂm G

beios v Ve v Fomziy b s /Edt ) Delee & Detaeh
Aecount Number [BAN Currency Bank Edlit Delete
HNXKHETE BANK.OF NEW YCRK MELLON / X
Columns Hidden 8
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Step 7: Add Products and Services

0 AR
¥ ¥ ¥ ¥ ¥ §
g e
D ( ifi
Actors v View v Fomgtw | [ Selectand Add i Detach
Category Name Description Remove

o datz to display.
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Step 7.1: Click the small arrow to expand the available categories and sub-categories.

Check the applicable values. Click “Apply” and then “Ok”.

Select and Add: Products and Services x
4 Search
Category Mame Description |
View w Format w Freeze iz Detach Wrap
Select Category Mame Description
.
O b 212 Mining {excapt O and Gas)
I:‘ [ 3 '- 213 Suppont Activities for Mining I
0 »m2 Utilties
D 236 Construction of Buldings
O » B 238115 Mew Single-Family Housing Construction (except For-Sale Builders)
O » B 236118 Mew Multifamily Housing Construction {excegt For-Sale Builders)
O v B 236117 Mew Housing For-3ale Builders
\\ ] » B 236113 FResidential Remodslers
}21 13 = 238210 Industrial Buiding Construction
O » B 238220 Commercial and Inssitutional Building Construction j -
Columns Hidden 1
| Apply || oK || cancel
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ORACLE

Register Supplier: Products and Services
Enter at least one products and seviees category.
Retars v Veww Fomaty [ SelectandAdd 3 Remove

Category Name

2 = 20418

7 Detach

Step 7.2: Click "Next” to continue

0000 "—0-0
Company  Contees  Addresses  Business  Bank Accounts Produets and Questionnaire — Review
Detais Classifications Services

‘I_ladt H uqtm SavefurLiIerH Regish!lw gannel‘

Description Remaove
Residenial Remodekers X
Induzirial Building Canstruction X
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Step 8. Complete the Questionnaire

ORACLE

O—0 0 0 0 0 "—0

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

Register Supplier: Questionnaire ‘E‘ E‘ H save or Later | Register || [ cancel |

Attachments None

Questions
DFW Supplier Registration Questions (Section 1 of 1) ®
Section .
1. | Are you a Domestic or Foreign Supplier? | S
% 1. DFW Supplier Registration Questions (") a. Domestic
() b Foreign

*2 Do you own an Interlocal Agreement?
% Attach your Interlocal Agreement Copy

() aNo
() b.ves
* 3. Select the COUNTY applicable for your Organization?
( a. Dallas
(") b.Denton
(7) c. Other Non-TX
(7) d. Other TX

() e. Tamant

End of Section 1 of 1 n ‘ A l
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Step 9: Review and Submit

Review your Registration and Click “Register”

Bank Accounts Products and Questionnaire  Review

‘ ‘ ‘Save for Later H Registe«] H Caneel ‘

Company Details

Company DFWS

Tax Country United S

Tax Organization Type  Corporation Taxpayer ID 12345678

Supplier Type Notz to Approver

Corporate Web Site

Attachments
Actions v Misw w

Type Category * File Name or URL Title

Deseription Attached By Attached Date
Ko data to disglay.

Contacts
Vigw w Format v = Detach

Name

N . Administrative  Request User .
Job Title Email Account Details

Contact
Sample. DFW Supplier

uppliersk@gmail. v v =
Columns Hidden 7

Addresses

View w Format w =" Detach

Address Name Address

Phone Address Purpose Details
050 W Frankiin St.RICHMOND. 20,RICHMOND CITY

Ordering: Remitto
Columns Hidden 3

a

Business Classifications

None of the elassifications are applica

View w Format v = Detach

Classification

Subclassification  Certifying Agency ;’;i’;e"'f‘""g Certificate Start Date g:z’a"“" Attachments Notes
Small Businass

(MCTRCA) Nerth Cent. 1234567 1172122001 11/30:2026 None
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Step 10: Submission Confirmation

Click “Ok” and Monitor your email for Supplier Registration Approval by DFW Suppliers Management Team

|% Confirmation *

Your registration reguest was submitted. We'll send you email afier your registration regquest is reviswed.

E3p
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Thank You
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