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PROVIDE PERSONALLY IDENTIFIABLE INFORMATION (EXTERNAL REGISTRATION -
PROCESS FOR SOLE PROPRIETORS)

These instructions demonstrate how a supplier submits personally identifiable information,
such as their Form W-9, banking details and supporting documents, starting after they submit
the Ariba registration questionnaire.

Procedure

1. When the questionnaire is fully completed, click the Submit Entire Response button.
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= We cannot accept Personally Identifiable Information from individuals/sole proprietors
on the Ariba registration questionnaire. After submitting your registration, you'll receive a

secure link from support@relishig.com to collect your tax and banking information.

These instructions demonstrate how a supplier submits personally identifiable information,
such as their Form W-9, banking details and supporting documents, starting after they
submit the Ariba registration questionnaire.



2. Click the OK button.
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' Submit this response?

Click OK to submit.

@




3. The Supplier Registration Questionnaire status will update to Pending Approval status and

has been sent to the City of Portland Supplier Management Lead for review and approval.

Click to continue instruction.
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Doc1266206816 - Supplier Registration Questionnaire

You have submitied a response to the questionnaire.
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6.1 Is your organization a for-profit business?

6.2 Does your business have an active certification from the Oregon
Certification Office for Business Inclusien and Diversity (COBID) in ane
or more of the following categories?

Minority Business Enterprise (MBE)

Women Business Enterprise (WEBE)

service Disabled Veteran Business Enterprise (SDVBE)
Disadvantaged Business Enterprise (DBE)

Emerging Small Business (ESE)

For more information refer to: www.oregon.govibiz/programs/cobid/
6.3 Select all active applicable COBID certifications and enter the
COBID certification ID (OR CERT ID)

6.5 MBE - Enter COBID certification ID (OR GERT ID)

6.6 WBE - Enter COBID certification ID (OR CERT ID)
6.9 Is your business owned or controlled by a single party with
519 or more ownership?

6.10 What describes the gender identity of the owner/controller
or more ownership?

t describes the racial or ethnic identity of the ownerfcontroller
or more ownership? (You may select a second and/or a third
option below if that best describes the owner/controller's racial or ethnic
identity.)

Desktop File Sync

EI Pending Approval
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with spouses and its employees with domestic partners. o

Yes

[¥] - Yes

Minority Business Enterprise (MBE)
Women Business Enterprise (WBE)

96541
96541
Yes

woman

American Indian or Alaska Native

= Please note that the Supplier Management Lead may reach out for additional

information before approving the registration questionnaire.

When it is approved, an email notification will be sent to the Main Contact Email address.

L As mentioned earlier in this demonstration, we must collect Personally Identifiable

Information (including social security number, banking details and supporting

documents) for Individuals/Sole Proprietors in a separate secure application.

In the next steps, we will demonstrate how to complete that process.



4. Click the Go To PIl Form link.
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Secure Segsion Request: Pl
Information

Hello: cityofportiandtest1@gmail.com

You recently registered as a supplier for City of Portland Test and indicated that you had
Personally Identifiable Information (Pl) as part of your registration.

The link below will take you to a secure session in which we can take your information
validate it and encrypt it to complete your registration process.

Go To Pl Form
L -
ith your account, please don't hesitate to

= If you are an individual/sole proprietor, please navigate to your email inbox to find an

email from support@relishiq.com.

We will start this part of the instruction from this "Relish - Pll Invitation" email.

5. Click the NEXT button.

to the supplier portal. To
, click on the Next button

| NEXT




6. Click the email browswer tab or navigate to your email application (in this example we use

a web-based email).

v |™4 Relish - Pl Invitation - cityofpe. % | & Relish App Center x  + - X
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An e-mail has been sent to you with an

access code. Please enter it below

= Navigate back to your email to retreive the access code.



7. Click your browser tab to return to the Relish web app.
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support@relishig.com
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Hi cityofportlandtest1@gmail.com

Please use the access code below on PII Portal to confirm
your identity.

Access Code:
939971
This token will expire in 10 minutes

support@relishig.com

= This access code will be entered into Relish.

Note the limited expiration time.



8. Type the access code.
In this example, type "939971".

Press Enter to continue instruction.
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An e-mail has been sent to you with an
access code. Please enter it below

9. Click Login.

An e-mail has been sent to you with an
access code. Please enter it below
Acoess Codet

939971

LOGIN
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10. After reading this page, click | have read and | acknowledge the Relish Policy Statements

check box.
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12. Click the "Drag and drop your form here or click" box.

Sensitive Data Entry and Verification Form

For Supplier: RELISH TEST 2 9-3 (568935739)

RESET

Personal Tax ID Info
Tax Count
United States

«

X Please selecta file

Drag and drop your form here or
click.

CLICKTO PROCESS FILE

Banking Details



13. Click the W-9 file you wish to submit.

In this example, Click Test W-9.

@ Open X
T » ThisPC » Desktop » Ariba Work Instructions v O Search Ariba Work Instructions 0

Organize New folder =~ [ @

~ 5 ifi i
@, OneDrive - CITY OF PORTLAND, BUREAU OF TECH. SERVICES Name Status Date modified Type

Apps Test PDF ®
Attachments I Test W-9 @ 8:12 AM Adobe Acol

@,
[ Desktop

ﬁ Documents

1:42 PM Adobe Acro

g
g

Microsoft Teams Chat Files
Microsoft Teams Data

&=/ Pictures
Recordings

2 SRP Test 3 30008675
Whiteboards

[ This PC
) 3D Objects
[ Desktop v < >

File name: || w | Adobe Acrobat Document ~

/5 IMPORTANT:

» File type must be PDF (.pdf)
o Maximum allowed size: 5 MB (5,242,880 bytes)

« Only one file can be uploaded



14. Click the Open button.

@ Open *
» Is » Desktop » Anba Work Instructions v Search Ariba Work Instructions
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[ Desktop
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&=/ Pictures
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File name: |Test W-9 ~ | Adobe Acrobat Document ~

14,

15. Press the CLICK TO PROCESS FILE button.

For Supplier: RELISH TEST 2 9-3 (S68935739)

RESET

Personal Tax ID Info
Tax Country*
United States -

«©
@J Test W-a pdf
Drag and drop your form here or
click.
r N
Q CLICKTO PROCESS FILE |
Banking Details

@ File Test W-9.pdf successfully added. X

= Relish reads the Form W-9 for name and social security number. The file may take a
moment to process.



16. Press the CLICK TO VALIDATE button.

Sensitive Data Entry and Verification Form

For Supplier: RELISH TEST 2 9-3 (568935739)

Personal Tax ID Info

United States

Click To show other fields found

Banking Details

= Next, Relish validates the name and social security number. This may take a moment

to process.

17. If applicable, add bank details and update the Account Holder Legal Name.
For this example, type "BRUCE TOMLINSON CONSULTING".

Press Enter to continue instruction.

= If applicable, enter the bank details.

Bank details must be provided if the requested payment method in your supplier
regisration questionnaire was ACH.

Bank details are not required if you requested to be paid by check.

= The Account Holder Legal Name field will populate to match your W-9 Name.

If the name on your bank account is different, you should update the Account Holder

Legal Name to match the name on your bank account.



18. For this example, type "55555" in the Account Number field.

Press Enter to continue instruction.

Sensitive Data Entry and Verification Form
For Supplier: RELISH TEST 2 9-3 (S68935739)

Personal Tax ID Info

BRUCE TOMLINSON

(N NG

Banking Details

BRUCE TOMLINSON CONSULTING @

3

19. For this example, type "123000220" in the Account Number field.

Press Enter to continue instruction.

Sensitive Data Entry and Verification Form
For Supplier: RELISH TEST 2 9-3 (S68935739)

Personal Tax ID Info

--------- ®Q

Banking Details

BRUGE TOMLINSON CONSULTING @

155555| %
19




20. For this example, type "US Bank National Association" in the Bank Name field.

Press Enter to continue instruction.

Sensitive Data Entry and Verification Form
For Supplier: RELISH TEST 2 9-3 (S68935739)

Personal Tax ID Info
Tax Count

Click To show other fields found

er Type TaxType

BRUCE TOMLINSON

(N NG

Banking Details
BRUCE TOMLINSON CONSULTING @)
55555 @

123000220 ©

21. Click to scroll down.

Sensitive Data Entry and Verification Form
For Supplier: RELISH TEST 2 9-3 (S68935739)

Personal Tax ID Info

Click To show other fields fou

BRUCE TOMLINSON

@ Q

Banking Details

BRUCE TOMLINSON CONSULTING @
55555 @)

123000220 @

Us Bank National Association @




22.

Click the CLICK TO VALIDATE button.

BRUCE TOMLINSON CONSULTING @
55555 @
123000220 @
US Bank National Association @

Bank's Count
United States

r |
© CLICKTO VALIDATE
)
Additional Attachments Click o Validate
Attach documentation of a voided check or letter from bank verifying bank account and routing numbers

Drag and drop your file here or
click.

[+

UPLOAD FILE

CLICKTO ENCRYPT AND SEND DATA

! If you receive a red error message that the bank name does not match the routing

number, confirm the bank name is correct and update it to match the bank found.

= Relish validates that the routing number matches the bank name.



23. If applicable, upload additional attachments. Click Drag and drop your file here.

waninmny v

BRUCE TOMLINSON CONSULTING @
55555 @
123000220 @
US Bank National Association @

Additional Attachments

entation of a voided check or letter from bank verifying bank account and routing numbers

Drag and drop your file here or
click.

[+

UPLOAD FILE

23,
CLICKTO ENCRYPT AND SEND DATA

= IMPORTANT: If you provide supplier bank details, you must attach bank verification
documentation: Either a voided check or letter from your bank, verifying the bank account

and routing numbers.



24. Click the Test PDF to select it as an additional attachment.

G Open
L <« Desktop » Temp » Ariba Work Instructions w @] Search Ariba Work Instructi.. 0
Organize v Mew folder =~ 10 @
A u Mame Status Date modified Type Si
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U Desktop
_vk Downloads

== mkesterS (WOMFFILEZ) (R:)
== ehs5 (Vomf) (Z:)
Operational

CATT Variant

File name: ~ | All Files -

Open Cancel

/5 IMPORTANT:

o Maximum allowed file size: 1 MB (1,000,000 bytes)

@ If you include special characters in the file name they will not be visible in the file
name received by the City.

Special characters include (comma separated): /, [, ;, /\,, \, 2 %, * [, ", <, >, 1]



25. Click the Open button.
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26. Click the UPLOAD FILE button.

wanniny weans

BRUCE TOMLINSON CONSULTING @

55555 @
123000220 @  SWIFTcode
US Bank National Association @

Bank’s Country

United States

VALIDATED

Attach documentation of a voided check or letter from bank verifying bank account and routing numbers

Additional Attachments

1. Test PDFpef

Drag and drop your file here or
click.

[+

@J

r N
UPLOAD FILE
@ File Test PDFpdf successfully added. X




27. Click the CLICK TO ENCRYPT AND SEND DATA button.

wanniny weans

BRUCE TOMLINSON CONSULTING @
55555 @
123000220 @
US Bank National Association @

Bank’s Count

Additional Attachments

Attach documentation of a voided check or letter from bank verifying bank account and fouting numbers

Drag and drop your file here or
click.

[+

FILES SUCCESSFULLY UPLOADED © UPLOAD FILE
Clck to Validate
i n nATA

28. Navigate back to your email web tab to see the email confirmation from Relish.

v | | ™4 Relish - Pll Form Submitted -¢1 X | & Relish App Center x Ariba Spend Management x |+

€ G % supplierapps.relishig.com/pii/supplier/form

Sensitive Data Entry and Verification Form

Thank you for submitting your information. You can close this window, no further
action is required.



