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1. Home page
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{Legacy Health website
Reptrax Login
Dun & Bradstreet

Announcements

« Welcome to the Legacy Health
Supplier Portal. We are excited about the
inaugural launch of this new software tool
and your participation in it. We trust this will
enhance the communication and interaction

between Leﬁaci Health and our business
partners. Thank you for registering!

* Registration set-up instructions can be
located at www.LegacyHealth.org.

Update Account Infarmation

Change Password registration.

Search on "Supplier Registration™. It is
recommended you download or print the
instructions before proceeding with

» For technical issues call Legacy IS Help:
(503) 415-5888

» For all other issues ca\l Legacy Supply
Chain: (503) 415-593

s Click on Contact Us or Help above for
additional information.
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Once you've logged in, you’re at your Home page.

Near upper right, on the header bar, you should see “Welcome” plus
Your Name.

From here, you can view unread messages andand Legacy bid events;
update your company’s basic information; add or update the commodity
codes that you represent; and add or delete additional contacts for your
company.

Once you navigate away from this page, you’ll see a Home option on the
header bar at upper left. Click that option at any time to return to this
page from anywhere else in the portal.



2. Unread Messages

On the Home page, you can view e-notifications sent to your company
by Legacy. These will appear under the Unread Messages section in the
middle of the page at the top.

Welcome Jonathon Doe Logout Contact Us Help [

Messages Unread Messages View All Links

Inbox (1)

Events Bk e Priority (Legacy Health website

Browse Open Events 01/21/2014 Bulletin to Legacy Suppliers H High Reptrax Login

Search Events Dun & Bradstreet

My Responses

Bid Tabulations

Contracts

Active Announcements

In Negotiation

Using Subcontractors e Welcome to the Legacy Health

Subcontractor List Supplier Portal. We are excited about the

ubcontractor Lis inaugural launch of this new software tool

and your participation in it. We trust this will 4

Performance enhance the communication and interaction F
between Legacy Health and our business

Event Metrics partners. Thank you for registering!

Mv Account 2 Rz (e Sabulp (i s cn

To view, click either the Title of the unread message, or your Inbox at
upper left.




Welcome, Jonathon Doe [Logout] * .

Bl sc-c Supplier Portal

£ Home Messages Events Contracts Performance My Account Contact Us Help User Preferences

Messages
m\\ Trash
Ipbao
Actions i Mark As Read IR
Statuss __ITite _______Atecwent Y [N
I 01/21/2014 01:01:06 PM [T] High Unread Bulletin to Legacy Suppliers

Page size: 10 «

Message Details

Message Details EView as pdf

To view the message details, click the Actions button for the selected
message, or the Message Details link toward the bottom of the page.

The Message should then display.

Welcome, Jonathon Doe [Logout] = .

ﬂ tecacy Supplier Portal

HEALTH

{3 Home Messages Events Contracts Performance My Account Contact Us Help User Preferences

Back

Message Details BView as pdf

Mark As Read Mark As Deleted

Title: Bulletin to Legacy Suppliers
Message: PLEASE READ THIS

Priority: High Status: Unread
Creation Date/ Time: 01/21/2014 01:01:06 PM




3. Bid events

Bid events can be viewed from the Home Page.

e p »
@ supplier Portal ‘ - ~ [=] d#h v Page~ sSafety~ Tools~ @@~

Messages Unread Messages Links

Events pate Jute ; Sdodty (Legacy Health website
Reptrax Login
Browse Open Events
Dun & Bradstreet
Search Events
My Responses
id Tabulatio
Contracts
Active Announcements
In Negotiation
u Sub. +« Welcome to the Legacy Health
sing Subcontractors Supplier Portal. We are excited about the E
Subcontractor List inaugural launch of this new software tool

and your participation in it. We trust this will
enhance the communication and interaction
Performance between Legacy Health and our business
1
Fuent Metrics partners. Thank you for registering!
s Registration set-up instructions can be
located at www.lLegacyHealth.org.

My Account Search on "Supplier Registration™. It is

Update Account Information recommended you download or print the
instructions before proceeding with
Change Password registration.

e For technical issues call Legacy IS Help:
(503) 415-5888

e For all other issues call Legacy Supply
Chain: (503) 415-5931

s Click on Contact Us or Help above for
additional information
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To view Bid events, use the link options in the Events section along the left.

@ Open Events ‘ ‘ [ - [=) deh v Page~ Safety~ Tools~ @~

Welcome, Jonathon Doe [Logout] = .
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Open Events

Search
Keyword
Event # » Name Category + Sub Category »
Type » Reference Commodity Search

- RESEE (EEVEREETel

[ Fuene s~ Verson Name Categoy ub Cotegory Types [Refarence OpenDote ____—Close Dotes e
_> 1 TEST1 RFP 01/20/2014 12:00:00 AM 01/24/2014 12:00:00 AM Open

Page size: 20 ~
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\ Back

Once you've opened an Event, click the Tabs to view further details.

‘eEvent Summary ‘ | - > [ Eéa ~ Page~ Safety v Tools~ @' i

Welcome, Jonathon Doe [Logout] =

ﬂmmcv Supplier Portal

HEALTH

£ Home Messages Events Contracts Performance My Account Contact Us Help User Preferences

Event Summary

Respond Now Ask A Question

Event # 1- Event Name TEST1

Summary Questions Lines Q And A Forum

n

Event Summary — Collapse Al
© Dates
Preview: 01/10/2014 04:00:00 PM Q And A Open: 01/10/2014 04:00:00 PM
Open: 01/20/2014 12:00:00 AM Q And A Close: 01/21/2014 12:00:00 AM
Close: 01/24/2014 12:00:00 AM Dispute Close:

© Description
Bidding event for elevator maintenance at Legacy Emanuel Medical Center.

© Rules

Type: RFP Currency: USD L
Sealed Bid: No All Lines Required: Yes
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For example, a question posed to bidders:

‘fe Event Summary ‘ ‘ Ko~ ~ = gég ~ Page~ Safety~ Tools~ @v

Welcome, Jonathon Doe [Logout] =
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£ Home Messages Events Contracts Performance My Account Contact Us User Preferences

Event Summary
Respond Now Ask A Question

Event # 1-0 Event Name TEST1
Summary Questions Lines Q And A Forum
Event Questions —Collapse All

© * Questions That Require A Response

P How many different brands of elevators are you certified to service?




Or, the actual |tem(s) belng bid:

| @ Event Summary ‘ ‘
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Event Summary

Event # 1-0 Event Name TE

Summary Questions I Lines 4¢ Q And A Forum

Help

Welcome, Jonathon Doe [Logout] = ]

User Preferences

Event Lines

Show Search

Otis 72-10-15-06  Elevator maintenance 3.0000 EA  Contract

elevators services
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4. Update Account Info
In the My Account Section, you can
e reset your password

e update your contact information

e view your company’s tax ID & Remit To address for accuracy

e add or edit commodity codes add or edit proxy notifications



From the Home page, the My Account section is at bottom left. To
Change Password, click that link. For all other changes, click the Update
Account Information link.
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View All

Welcome Test Supplier

Links

Date Title |

Priority

[Legacy Health website
Reptrax Login
Dun & Bradstreet

Announcements

e Welcome to the Legacy Health
Supplier Portal. We are excited about the
inaugural launch of this new software tool

and your participation in it. We trust this will

enhance the communication and interaction
between Legacy Health and our business
partners. Thank you for registering!

e Registration set-up instructions can be
located at www.LegacyHealth.org.
Search on "Supplier Registration". It is
recommended you download or print the
instructions before proceeding witl
registration.

e For technical issues call Legacy IS Help:
(503) 415-5888

e For all other issues call Legacy Supply
Chain: (503) 415-5931

e Click on Contact Us or Help above for
additional information.
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a. Change your password

Clicking on the Change Password link brings up the opportunity to enter
a new password.

(e Change My Password - Enter New Pas... ‘ |

- ~ [ gég ~ Page v Safety v Tools ~ @' ”

-
HLEGACY
HEALTH

Supplier Portal

Current Password

New Password

Confirm New Password

Change My Password - Enter New Password

Please verify your current password:

Enter new password and confirm:

Continue Cancel

A

Once you've completed the fields (all required), click Continue.

8

-

C



b. View your company’s info & edit your own contact info

88 -| @ Infor Login Page @ https://hstsupqa...

):i\ A a ~ |=] = ~ Page~ Safety~ Tools~ "9"' ”

7] Registration status: Complete

\\A © Supplier Information

© General Information

Tax ID Type: Federal Tax Id
Tax ID: 39-3939393

© Address Information
Address: 1919 Lovejoy St.
City: Portland
State: Oregon
Zip Code: 97006
Country: United States of America

\ © My Contact Information

ll

© General Information

Title: REGIONAL SALES REPRESENTATIVE
Name: BETTY BRANT

Phone: 503-415-5895

© Address Information

Email Address: noemail@lhs.org Receive Email Notification: Yes

-

Congratulations! Your account has been set up and you will now receive email notifications of events related to the commodity codes for
which you registered. You can respond to those events through this account.

<
!Copyright (c) 2014 Infor. All Rights Reserved.

Scroll up or down to view the various sections.

J/ Trusted sites | Protected Mode: Off g v ®125% ~

At the top, in the Supplier Information section, is the Tax ID & Remit-
To information that Legacy has on file for your company. If anything has

changed, please let your buyer know.

To edit your contact information, click the Edit button below the My

Contact Information section.

Scroll down to view the Commodity Codes and/or Proxy Notifications
sections. Click the Edit button to edit those sections.

More detailed instructions for Commodity Codes begin on the next page.



c. Commodity Codes

I. Add commodity code

=~ » p
@ nhttps://hstsupdev.Ihs.org/procdev/Sou... o~ EB v =] @m v Page~ Safety~ Tools~ "9"
s = cig

© Questions
Question Answer Answer Attachment
Please attach a current WO. Yes Oticon Medical W-9.pdf

© Diversity Codes

© Diversity Codes

Diversity Code Description
MNNAM NATIVE AMERICAN OWNED -
Delete

©@ My Commodity Codes

©@ My Proxy Notifications

© Additional Contacts Add

Cantact Mame Email Addracc Dorcsive Maotificatinne? Active BDanictratinn Qtatuc
< 11 »

Scroll to the Commodity Codes section in your Account Information.

(If you entered any Commodity Codes upon original registration through
the Supplier Portal, you'll see those listed already.)

Click the Edit button.

e Legacy commodity codes are up to four categories long. Each
category has a more precise level of detail. For example:

42-24 Orthopedic and prosthetic and sports medicine products
42-24-21 Orthopedic traction supplies and accessories
42-24-21-03 Head or neck traction supplies

Please choose codes of at least three levels, to ensure enough detail to
identify the specific realm of your products or services.

10



cacy Supplier Portal
f@ Home

Welcome, Jonathon Doe [Logout] = &
Events Contracts Performance My Account

Contact Us

Help User Preferences

Edit Commodity Codes

T a e a
Commodity Codes *

Selected Commodity Codes

v Commodity Code~

Description

No data available

Click the Add button, to open the list of available commodity codes

Can search by description. Type key word(s) & click the Search button

‘gEditCommodityCUdes ‘7| @ = ~ [ @ ~ Page v Safety v Tools~ @' 7

M . Welcome, Jonathon Doe [Logout] * (ElE
Bl =<2 Supplier Portal
{ Home Messages Events Contracts

Performance

My Account Contact Us

Help User Preferences

e

Available Commodity Codes
Search
Comm

Commodity Seafch paper products

Attzieq) To Copizice

_I A
Paper Materials and Products
|— 14-11 Paper products
r 14-11-17

Personal paper products

Page size: 10 ~
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A list of codes should appear shortly. You may need to page through
them, or narrow your search.

¥ B > Past
"é Edit Commodity Codes | | &~ v =] o v Pagew Safetyv Tools~ @)~ #
» Clipbe

Welcome, Jonathon Doe [Logout]

}}}}}}}

{ Home Messages Events Contracts Performance My Account Contact Us Help User Preferences

eaie cOR.

Available Commodity Codes

Search

Comm Commodity Search paper products
Seled
Ay ~\Ctch To Contact
ommodity Code escription =
Ci ity C D i
|— Paper Materials and Products
» [ 14-11 Paper products
- 14-11-17 Personal paper products
‘ \ Page size: 10 -
< 1 | v
Number of rows selected: 1/10 € Local intranet | Protected Mode: Off oy ®15% -

Once you’ve found the best code for the commodity you represent,
select it by clicking the box to the left of the code.

Once you select a code, the Attach To Contact button becomes
available.

Click the Attach To Contact button to add the selected code to your
account information.

12
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Welcome, Jonathon Doe [Logout] » St

Bl :c.c Supplier Portal

£} Home Messages Events Contracts Performance My Account Contact Us Help User Preferences

Edit Commodity Codes U Attach To Contact Completed

Commodity Codes

Selected Commodity Codes

Add
odity Co: Descrpton T

—p 14-11 Paper products

Page size: 10 «

After clicking the Attach to Contact button, the code you selected should
now appear as part of your account record under Selected Commaodity
Codes in the Commodity Codes section.

The message “Attach to Contact Completed” should appear in upper
right.

Repeat if there are additional commodities you represent.

Once complete, you may click the Back button to return to your account
information; or the Home button at top left on the header bar to return to
the Home page.

**Note, you are attaching commodity codes to your personal contact
account. Any additional/future contacts for your company who log in with
their own user name must do the same, and will only have access to
their own.

13



ii. Delete commodity code

|re https://hstsupqa.lhs.org/procga/Sourc... | |

hd -+ [ ggg v Page » Safety~ Tools~ @v ”

ZIpLouc, 7150000

Country: United States of America

©@ My Commodity Codes

© Commodity Codes

Commodity Code
14

© My Proxy Notifications

<

Commodity Description
Paper Materials and Products

-

m

1

i}

| »

To delete a commodity code, simply click the Delete button to the right

of the code you wish to delete.
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d. Proxy Notifications

You may assign a proxy to receive any Legacy e-mail notifications
that you would (bid Event notices, etc.), which alert you to check your

Supplier Portal.

However, this person is not a bonafide contact and will not have their

own login.

@ https://hstsupga.lhs.org/procga/Sourc...

& A v [ gga v Page~ Safety~ Tools ¥ I@]v

>

@ My Commodity Codes

© Commodity Codes

Commodity Code
14

@ My Proxy Notifications

e AAdAb ] Pncndnndn

Commodity Description
Paper Materials and Products -
Delete

<|

Im | »

a

m

-

Scroll to the My Proxy Notifications section in your Account Information.

Click the Edit button (see above). Then click the Add button (see below).

@ Proxy Notifications

- - [=] M= ~ Page~ Safetyv Tools~ IZ@ZW ”

HEALTH

A Home Messages Events

Proxy Notifications

ﬂmmcv Supplier Portal

Performance

Welcome, JUDITH DOE [Logout]

My Account Contact Us Help User Preferences

s

15

Add
| Fistneme _lostName Email Addiess ____[Recelve Nofificafions? Y e
No data available
1| 1 | »
Copyright (c) 2014 Infor. All Rights Reserved. /" Trusted sites | Protected Mode: Off Foow ®125% r




@ Proxy Notification - Proxy Notifications| ‘ - v [=] d v Page~ Safety~ Tools~ (@~

»

HLEGACV Supplier Portal

HEALTH

Proxy Notification - Proxy Notifications

Enter contacts, if any, that you wish to be notified of event updates. These proxies cannot take action on those
events and will not have a separate user name and password.

Supplier Group LHS LHS VENDOR GROUP
Supplier 587 ZSPORTS INC

m

* First Name
* Last Name
* Email Address

¥ Receive Email Notification

* = Required
!
< | I | »
Copyright (c) 2014 Infor. All Rights Reserved. +/ Trusted sites | Protected Mode: Off Faov ®125% o«

Complete the required fields and click the Continue button.

.7 Favorites 9 | Home @ | HST Lawson DEV || Home - ERP Project |

@ Proxy Notifications || * B - = #0 v Page~ Safety~ Tools~ (@~
Welcome, JUDITH DOE [Logout] =

HLEGM\' Supplier Portal

HEALTH

{ Home Messages Events Performance My Account Contact Us Help User Preferences

PI'O)(V Notifications W Supplier Source Notify Group Created

Actions Dalaia W Ugdzi= Lise [l Add
Receve Nofifcations? s

- GEOFFREY DOE gdoe@testsupplier.com

Page size: 20 «
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In top right you’ll see the message “Supplier Source Notify Group
Created.” This means that your proxy is added.

Click the Back button (not the Add button) to return to your Account
Information, and you can view your proxy.

P »
@ hitps://hstsupqa.lhs.org/procqa/Sourc... &~ Ea v [=] m0 v Page~ Safety~ Tools~ ‘-@-"

-

@ My Commodity Codes

© Commodity Codes
Commodity Code Commodity Description
14 Paper Materials and Products -
Delete

©@ My Proxy Notifications

© Proxy Notifications
Name Email Address Receive Notifications?
> Geoffrey Doe gdoe@testsupplier.com Yes
P I b
Copyright (c) 2014 Infor. All Rights Reserved. / Trusted sites | Protected Mode: Off g Y R125% v

From your Account Information page, you can delete a proxy at any time
by clicking the Delete button beside their record.

5. Legacy Updates/ Urgent Action message

On occasion, Legacy Health may send information update requests to
suppliers via the Supplier Portal.

These will generate an Urgent message at the top of the Home page the
next time you log in.

17



Welcome Jonathon Doe Logout Contact Us

Messages Urgent: Your account registration status is not complete. Links
Inbox Update your account information.

Events \bnread Messages View All [Legacy Health website

Reptrax Login

Browse Open Events

Date Title Priority Dun & Bradstreet

Search Events
My Responses
Bid Tabulations
Contracts
Active Announcements
In Negotiation
u Sub * Welcome to the Legacy Health

sing Subcontractors Supplier Portal. We are excted about the
Subcontractor List inaugural launch of this new software tool

and your participation in it. We trust this will
enhance the communication and interaction

m

Performance between Legacy Health and our business
Event Metrics partners. Thank you for registering!
r Regéstratian set-up instruclt\clms can be
ocated at www.LegacyHealth.org.
My Account Search on "Supplier Registration™. It is
Update Account Information recommended you download or print the
instructions before proceeding with
’Change Password registration.

e For technical issues call Legacy IS Help:
(503) 415-5888

s For all other issues call Legacy Supply
Chain: (503) 415-5931

e Click on Contact Us or Help above for
additional information

To access the update request, click the blue “Update your account
information” link within the Urgent message.

(Or, click “Update Account Information” at bottom left, under “My
Account.”)

© Questions

Answer

© Questions

Question Question Attachment Answer Answer Attachment
Please attach a current W9. Test Supplier W-9.pdf Yes Test Supplier W-9.pdf

—> H = Does your company have EDI (Electronic Data Interchange) capability?

The update item requiring attention will be highlighted with a red
exclamation point.
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6. Frequently Asked Questions

a. Where is my Logout option?

|!| Portland and Vancouver-based Hospit.. ‘ |

- ~ [ Eéa v Page~ Safety v Tools, @' 7

’3 Supplier Portal - Windows Internet Explorer

== x|

o~

%v |QJ https://hstsupdev.lhs.org/procdev/SourcingSupplier/Im?service=go&stack=1&context.data, + % ‘ 4 | X ‘ gmail

T
HE
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9= | Home @ | HST Lawson DEV ki| Home - ERP Project

. Favorites
Finda Proy 52|~ = ‘(e Supplier Portal x | |
[}
|| ]
Messages
Inbox
Date
Events

Browse Open Events
Search Events
N My Responses
Bid Tabulations
Performance

Event Metrics

My Account

Update Account Information

Change Password

Our pq
Learn

A - P »
- ~ [ 0 ~ Page~v Safety > Tools~ @V

Links

Unread Messages

Title

! HLE7 [Legacy Health website

Reptrax Login
Dun & Bradstreet

m

Announcements

e Welcome to the Legacy Health
Supplier Portal. We are excited about the
inaugural launch of this new software tool
and your participation in it. We trust this wil
enhance the communication and interaction

between Legacy Health and our business
partners. Thank you for registering!

s Registration set-up instructions can be

located at www.LegacyHealth.org.

Search on "Supplier Registration”. 1t is
recommended you download or print the iy

inctrnictinne hafara nracaadina witl

il | »

€ Local intranet | Protected Mode: Off 4

£125% v

Your Stories

(TN |

For Health Frofessionals

Upcoming Classes and Events

If no options are visible on the blue header at top, you probably need to
simply maximize your screen.

Your options should then return.
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Messages

Inbox

Events

Browse Open Events
Search Events

My Responses

Bid Tabulations

Performance

Event Metrics

My Account
Update Account Information
Change Password

Contact

Unread Messages

Links

Welcome JUDITH DOE  Logout Contect Us Help

Date Title

Priority [Legacy Health website
Reptrax Login

Dun & Bradstreet

Announcements

e Welcome to the Legacy Health
Supplier Portal. We are excited about the
inaugural launch of this new software tool
and your participation in it. We trust this will
enhance the communication and interaction

between Legac& Health and our business
partners. Thank you for registering!

If you have further questions or issues navigating the Supplier Portal,
please contact the Legacy supply chain buyer you currently work with; or
see the contact options under “Announcements.”
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