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	Supplier Portal – Quick Reference Guide

	How do I Register on Supplier Portal?


 Invitation to Register       To register with the Supplier Portal, fill the Registration Form and you will receive an Invitation to Register from the department. 
On receiving the email:


	Step
	Action

	1
	Review the email 

	
	Note: If you have not received the email it is recommended that the junk mail or spam mail folders are checked

	2
	Review the terms and conditions by selecting the link for the department’s website

	3
	Select the link for the registration page
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	4
	The Respond to Invitation window opens



	Invitation to Register
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	[bookmark: _Hlk521410625]Step
	Action

	5
	
Complete all mandatory fields:

1. Email Address will default – but can be changed/overwritten
2. First Name
3. Last Name
4. Phone Number
5. Submit
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	6
	The invitation is returned to the department to be registered

	
	



	

	Invitation to Register continued
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	NOTE: The Supplier Contact must be a specific person with a specific email address, NOT a generic email ID

NOTE: The Supplier Contact must be a specific person with a specific email address, NOT a generic email ID

	Step
	Action

	1
	Review the email 

	2
	Note that your username is your email address

	3
	Copy the Password

	4
	Select the Log On Link
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	5
	The Log In screen will display

	6
	Enter your username. Note – this is will be your email address

	7
	Copy the password into the password box. Note – the password was displayed in the email

	8
	Select the Login button


Once your individual user account is registered by the department you will receive an email to change your password and establish your account. On receiving the email:
	[bookmark: _Toc517429405]Establish the User Account
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	Step
	Action
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	9
	Paste the password into the Current Password box

	10
	Enter the New Password
Your password MUST have a minimum of ten characters – with at least one number and one letter. Your password must not contain characters that repeat next to each other OR contain your user name. It is recommended that passwords contain a mixture of upper and lowercase characters and at least one special character.
Passwords expire every 60 days.

	11
	Re-enter the New Password

	12
	Select the Submit Button
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	The Oracle Home Screen will display. You can now access the Supplier Portal



	TIP: After logging in for the first time it is recommended that you save the URL (link) to your favourites or establish a shortcut which will allow you to access the portal quickly.




Questions? Email to SupplierSupport@justice.vic.gov.au
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From: Oracle Workflow <wfamailer@mailhost.justice.vic.gov.au>

To: ary.jayne@firefly.com

Date: Mon, Mar 29, 2021 at 3:35 PM

Subject: FYI: Department of Justice and Community Safety Supplier Portal: Invitation to Register

To: ary.jayne@firefly.com
Sent: 29-MAR-2021 15:35:06
ID: 2637660

Welcome! As a supplier to the Department of Justice and Community Safety or Court Services
Victoria, you're invited to register for the Supplier Portal.

The Supplier Portal is an online collaboration tool, that will allow you to securely manage your
relationship with the department. It enables you to: supdate your company contact details and bank
account information saccess your current purchase orders, invoices and payments, including viewing

when invoices are scheduled to be, reate invoices utilising details provided on our purchase
orders for fulfilled orders. Please nd provide your contact information for the Portal.
Note: This message may be forwart someone else in your organisation to complete the

registration process. Read more about the benefits, review the terms and conditions and access
additional information on the Portal on th link.

Thank You




image5.png
ORACLE isupplier Portal

Respond to Invitation Cancel

‘You have been invited to register. Please complete the registration from and then click the submit button
~ Indicates required field

My Company Details ~FIREFLY ENTERPRISES

Company Name

My Profile

Enter your information, Your email address will be your Username for the system.
* Email Address _ arijayne@firefly.com Phone Area Code
Ermai sairess wi b2 used 52 e

fr— * Phone Number

R contact it Extension
* First Name Fax Area Code
Widdle Name Fax Number

* Last Name
Job Title

Copyright (c) 1998, 2015, Oracle andlor is affiiates. Al ights reserved. Privacy Statement





image6.png
From: Oracle Workflow <wfamailer@mailhost.justice vic.gov.au>

Sent: Monday, 29 March 2021 3:38 PM

To: Ary Jayne <ary.jayne@firefly.com>

Subject: FYI: Department of Justice and Community Safety Supplier Portal: Registration Approval

To ARY JAYNE
Sent  29-MAR-2021
15:38:06
D 2637660

Your request to register at Department of Justice and Community Safety forg to their supplier
portal has been approved. You can now log on to your|Oracle Applications system|using your
username| ARY.JAYNE@FIREFLY.COM|and the temporary password Od3*2FBIDAG]

When you logon for the first time, you will be required to change your password for security
purpose. Contact administrator for additional information.

Thank you.
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