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I

eSupplier Connection Overview

eSupplier Connection is a tool for suppliers to manage their accounts such as change of address and add
new users, and to view their PO’s, receipts, invoices, and payments in real time. Through the online portal,
suppliers can view purchase order details, receiving information, and research outstanding payments

without having to contact someone directly.

Work Instructions

A. Getting Started

1.

LogIn

a) Go to www.Icra.org

b) Click on the About tab at the top

) In the navigation to the left, click Business Opportunities with LCRA.
d) Click Supplier Connection
e) Click Manage Your Account button

NOTE: If you are experiencing issues getting to the log in site, you can go directly to

https://esupplier.lcra.org.
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Business opportunities with LCRA

LCRA's Supply Management team manages the procurement of goods
and services to fulfill LCRA's business needs.

Engagement of small and diverse suppliers

LCRA recognizes the importance of small and diverse business
enterprises, including minerity- and women-owned, service-disabled
wveteran-owned and HUBZone businesses in the communities it
serves. LCRA encourages small and diverse businesses to respond to
LCRA's business opportunity solicitations.

Environmentally friendly procurement

LCRA is committed to the stewardship of water, land, air and energy
resources of the Colorado River basin. LCRA conducts its business
with a commitment to envirenmental leadership and excellence by
fostering innovative, cost-effective environmental solutions.

Business opportunity postings

LCRA regularly posts information about business opportunities. These
postings include information about the opportunity, the response
process and deadlines.
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CONNECT WITH LCRA

search [N »

Contact information
LCRA's Supply Management
department:

3700 Lake Austin Blvd.
Shapiro Bldg., 2nd Floor (5-213)
Austin, TX 78703-3504

Phone: 512-473-3200 or
B800-776-5272

Fax: 512-473-4094
Email: Supply Management

Helpful Information

* LCRA agents with
purchasing authority
Financial information
Supplier direct deposit form
W9 form
Board Policy - LCRA Code of
Ethics
Iszue resolution procedures
Small and diverse supplier
program summary
Tobacco-free workplace
information

Purchasing | Open Records | Ask LCRA | Sitemap | Privacy Policy | Sign In
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f) The Supplier Connection login page will open.
g) Enter your username and password and click Sign In

NOTE: If you forgot your username and password, click on the link Forgot your password?
and follow the process.
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Welcome to the LCRA
Supplier Connection

Username This system is for the use of authorized users only. Individuals using this computer system without
authority, or In excess of their authority, are subject to having all of their activities on this system
monitored and recorded by systems personnel. In the course of monitoring individuals improperly using this
system, or In the course of system maintenance, the activities of authorized users may also be monitored.
o Anyone using this system expressly consents to such monitoring and is advised that if such monitoring
Signin ] Forgot vour password? reveals possible criminal activity, system personnel may provide the evidence of such monitoring to law
enforcement officials.

Password

LCRA's Privacy Policy

Navigating Through eSupplier Connection
Navigation for eSupplier can be accessed from two locations:

e Navigation panel (Enterprise Menu) to the left, or,
e Main Menu drop down in the top left corner

These provide the same options for suppliers to maintain their accounts (upper section), and
options to search information about their accounts (lower section).

Main Menu

Return t0 eSupplier Home
-

Maintain Supp Diversity Info
Enterprise Menu - ov

Return to eSupplier Home

LCRA Category Codes

——| Maintain

Maintain Supp Diversity Infol Supplier New User

LCRA Category Codes Addresses
Supplier New User Maintain Contacts -
Addresses Invoices —
Contacts

Payments
Invoices
Payments Account Balances

Purchase Orders —— Search
View Order Summary

Account Balances

Purchase Orders Search

View Order Summary

View Receipts
View Receipts

Respond to Quote
Respond to Quote

Change Password Change Password

Password Help Password Help

I [ D 0D O D D D D D D D D D D

Sign Out of eSupplier Sign Out of eSupplier




Breadcrumbs appear across the top of the page for navigation. Use these to return to the previous
area or Main Menu rather than using the back-button.

Main Menu ¥ Payments

.

C. Maintain Information

1. Maintain Supplier Diversity Info
a) Click Maintain Supp Diversity Info link in the Navigation to the left.
b) Update your settings related to diversity and click Save.

Supplier Diversity Information
Update/Display Diversity Information

o update your settings, make the changes below and then click Save

Is company a small business? ® Yes O No
Is company a woman owned business? ) Yes ® No
Is company a minority owned business? Yes ® No
Is company certified as a HUB Zone Business? D Yes ® No
Is company a veteran owned business? ) Yes ® No
Is company a Service Disabled Veteran Owned? ) Yes ® No
ajority Owner/Stockholder Gender Male V| Majority Owner/Stockholder Ethnicity |Native American v

Save



2. LCRA Category Codes
a) Select LCRA Category Codes link from the navigation to the left
b) Click Categorization

) Review My Categories (1) to the right for categories associated with your business

d) Select next to the appropriate folder to the left to expand options (2)
e) Select the appropriate options - they appear in your My Categories list.

f) Click OK (scroll to bottom of page) and Save (on the next page) to save changes.

Main Menu ~ » LCRA Category Codes

Vendor Logged in: ssass s e

Supplier Categorization

SetlD 1LCRA Supplier Short Name Tree SetiD 1LCRA
Supplier ID Supplier Name Tree ID

For best performance, please pause briefly after checking each selection box.

Un Select All
LCRA Categorization Tree My Categories | & Fist 4 1600760 () Last
= Sourcing - Sourcing Categories Category Description
+
i 9? Buy Categories ) )
[ Sell Categories 1010201 Constr & Maint/ Constr Materials/ Concrete A
2 G00DS - Goods 1010202 Constr & Maint/ Constr Materials/ Construction Metals
1 . 1020405 Corp/ Facility Sves & Supplies/ Fencing & Gates
+
EE 1020405 - Corp/ Facility Sves & Supplies! Fencing & Gates 1030403 Electrical Equip/ Motors & Motor Control/ Motors
+
O E? 1020406 - Corp/ Facility Svcs & Supplies! Fire Protection System 1030705 Electrical Equip/ Telecom/ Telecom Radios
+
D:DE 1020409 - Corp/ Facility Svcs & Supplies/ HVAC Equipment & Maintenance q 2 1050601 Industrial Parts & Supplies/ Industriall Abrasives
O E? 1020412 - Corp/ Facility Svcs & Supplies/ Janitorial Supplies
y X
] E? 1020901 - Corp/ Office Supplies & Equip (Non-Tech)/ Office Equipment 1050602 Industrial Parts & Supplies/ Industriall Bearings
+ . -
D:“? 1020904 - Corp/ Office Supplies & Equip (Non-Tech)/ Office Furniture 1050603 Industrial Parts & Supplies/ Industrialf Coatings
Df? 1020805 - Corp/ Office Supplies & Equip (Non-Tech)/ Office Supplies 1050604 Industrial Parts & Supplies/ Industrial/ Conduit, Pipes, Valves, & Fittings
O E? 1020906 - Corp/ Office Supplies & Equip (Non-Tech)/ Paper - (Non-Mechanical)
O “EE 1020907 - Corp/ Office Supplies & Equip (Non-Tech)/ Toner
1050605 Industrial Parts & Supplies/ Industriall Drums & Containers
—
04 - Flest 1050606 Industrial Parts & Supplies/ Industrial/ Electrical Supplies
5 - Industrial Parts & Supplies
06 - Information Technology 1050607 Industrial Paris & Supplies/ Industrial/ Hose
7 - Instr & Control
5 ndustrial Parts & Supplies/ Industriall Laboratory Supplies
8 - Mechanical Equip 1050608 Industrial Parts & Supplies/ Industrial/ Laboratory Suppli
9 - Power Plant Equi
auip 1050609 Industrial Parts & Supplies/ Industrial/ Mechanical Supplies

11 - Uncategorized Spend
(2 SERVICES - Services 1050610 Industrial Parts & Supplies/ Industrialf Other Industrial Parts & Supplies v
01 - Constr & Maint ——




Supplier New User

This allows adding additional users to supplier accounts. Requirements: Suppliers need to
know their LCRA Supplier ID and Tax ID to create a new user; limit ten characters on User
ID; an error will occur if this information is already in the system.

a)
b)
<)
d)

Select Supplier New Users link from the navigation to the left
Type the Supplier ID and ID Number (tax ID);
Click Add

Type the Requested User ID (limit 10 characters), Description and Email ID
(email for the requested user)

Read the Terms of Agreement and select the check box to accept the terms;

Click Submit. The password and login instructions will be sent to the Email ID,
which takes approximately 5-10 minutes.

Main Menu ~ » Supplier New User

Register New User Accounts

Authentication

Supplier List

=Supplier 1D ID Number

Add

User Account Information |7

* Requested User ID
Description

* Email ID

Terms and Conditions

IMake sure you read terms of agreement fully before submitting your registration.

[Iciick to accept the Terms of Agreement below.
Terms of Agreement

Submit Cancel

* Required field




4. Addresses
Allows the ability to add new addresses, but not to edit an existing address. NOTE: To edit
or to remove an existing address, email vendor@Icra.org with request.

To add a new address or additional address(es):
a) Click Addresses link from the navigation to the left

b) Click Add a New Address

Main Menu ¥ Addresses

Vendor Logged in

Maintain Addresses
Current Addresses

Address List Personalize | Find | 2| B First ¢ 170f7 b Last
Addresses || Address Use

Description Address Type
i Business
REMIT - ACH PAYMENTS Business
ORDER - Business
ORDER - HOUSTON, TX Business
ORDER - 7 Business
Business
Business
I Add a New Address I
) Input the description

d) Input the Country code - type U to find USA or look up by clicking the magnifying
glass; select USA and hit Tab

Main Menu = Addresses. -
Supplier Address
Vendor Logged i
Maintain Addresses

Supplier Address Address Information
Maintain Addresses
Address Information MOTION INDUSTRIES ING
MOTION INDUSTRIES INC Deseription [Description hers
Description

Address Type Busines:s
Address Type Business

¢ n e
Country =\ P  Country (U s
Address 1 Count Description
Address 1 o s
Address 2 UGA Uganda
Address 3 Address 2 UKR Ukraine
Address 3 UMI US Minor Crutlying Islands
City URY Uruguay
County Postal uUsa United States
State City uzZe Uzbekistan
*Email ID
County
Telephone Information Personalize | Find [ | B First 4 10f1 @ Last
“Type Branx “enane Ext
Bdd Delets]
Date Change Will Take Effect: [1018/2016 |5 (axampia: 123172008
Reaturn to Current Addrasses Future Address

Save

- Requirea Fiela

e) The Address fields open that require the following: Address line 1, City, County,
State and Postal. It is not mandatory to enter the Email ID or the phone number.

f) Input the specific date to take affect

g) Click Save


mailto:vendor@lcra.org

Contacts: To update contact information for suppliers
a) Click Contacts link from the navigation

b) Click Edit next to the item to be changed

Maintain Contacts

Current Contacts

Current Contacts Personalize | Find | 2 | = First ‘4 1-Tof 7 '® Last

Dsacription Nama

Order From

Order From Edit

EMIT TO Edit

TEST CONTACT CHANGE Edit

TEST NEW CONTACT Edit

NEW HEAD HONCHO ] Edit

PHASE Il Edit
Add a New Contact

) Make necessary changes; click Save

Contacts: To add a new contact for suppliers
Requirements: email and phone number

a) Click Contacts link from the navigation
b) Click Add a New Contact button

) Input the description and name; select drop down next to Location, Role and
Status to select the appropriate options.



Vendor Logged

Supplier Contacts

Maintain Contacis
Contact Information

MOTION INDUSTRIES INC

Description
*Hame

*Email ID
URLID

*Lacation [ |

Role [ |

N T—

Telephone Information Personalize | Find | X | E First ‘4 1o0f1 &

Last
“Type Prefix “Phions Ext
[Business Phone v #dd Delate
Return to Contact List Future Contacts
Save
~ Requirad Fleid
d) To input the phone number, select the drop down under Type to select the

appropriate information; in the Phone field, enter the area code and number.

Enter an Extension if applicable. Click Add to input additional phone numbers if
needed.

e) Click Save

Searching Information

Searches can be performed on invoices, payments, account balances, purchase orders, view order
summary, view receipts and respond to quote.

1. Invoices
a) Click on the Invoices link from the navigation
b) Enter your search criteria (invoice number, date range, [tem number, etc.)

) Click Search

Main Menu ~ > Invoices

Vendor Logged in: DA

Review Invoices

Filter Options

Enter search criteria and click on Search. Leave blank for all values_

Search Criteria

From Invoice Number
To Invoice Number
item ID [s%
Supplier Item 1D a
From Date [09/1872016 | (example: 01/31/2000)
ToDate[10/1822016  |H  (example: 01r31/2000)
From Amount
To Amount

Search

10



d) A new page will appear with the results from your search criteria.

Main Menu ¥ > Invoices

Vendor Logged in: S s

Review Invoices
Invoice List

Invoice List Personalize | Find | | E First ‘A 1-4 of 4 b/ Last

Invaice Number Invoice Date Gross Amt ;&':E"al Due Date Voucher
D8/25/2016 USD  Approved 0972412016
0812212016 USD  Approved 0972172016
02/18/2016 USD  Approved  D9M7R2016
0/16/2016 USD  Approved  D9/15/2016
e) Click on the Invoice Number that you wish to view.
f) Invoice details will appear.

g) You can find the payment 1) Due Date in the header section, and associated
information at the bottom of the screen for 2) payment schedule, 3) payments
made, 4) purchase orders, and 5) receipts.

Main Menu Invoices

Review Invoices
Invoice Details

Invoice Total
Invoice Number
Gross Amount uso
SRS Discount usg
/ Approval Status Matching Excaption
Payment Status To be Faid
1 Tems
Invoice Line Details Personalize | Find [View 2l | 3] B Fist 4 1808 * Last
Itom 1D Desription Statistic Amount UOM Unit Prica Merchandiss Amt
REPAIR : MOD HAND PUMP
(ENERPA [EA =D
REPAIR : MOD HAND PUMP
(ENERPA, [EA =D
REPAIR 1D TON SiA
CYLINGER [EA =
REPAIR : 5 TON SiA.
CYLINDER [EA e
REPAIR 10 TON SiA
CYLINGER [EA =
REPAIR : 10 TON S/A
CYLINDER [EA L
Payment Schedule Personalize | Find | View Al | (2| B Fist (4 1081 @ Last
pay T Payment Number Gross amt Dicount Wetnoa statun On Mol wing Hol
2 uso 'USD  Check  Unssied  No Mo

Payments Made Farsonlize | Find |Viewal | 2] B} First 4 f1of1 & Last
— Amaunt

3 50.000

Mo Payments Made
_ - Personalize | Find [Viewan | 2] B Fist 4 10f1 2 Lasmt
Purchase Order FODats status

4 Dispatched

Receipts Personalize | Find |Viewal | ) B} Frst 4 101 & Last
/ i Recelpl Number  BIll of Lading PaCKing sip

Mo Recsipts Found

Return to Invaioe List




2. Payments

a) Click on the Payments link from the navigation

b) Enter your search criteria (Invoice number, date range, etc.)

) Click Search

Main Menu -

Review Payments

Filter Options

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

Invoice Number

Payment Reference
From Payment Date [07/05/2016 (& (=xa=mple: 1231/2000)
To Payment Date 10132016 [+ (example: 12/31/2000)

Search

d) A new page will appear with the results from your search criteria.

Vendor Logg

Review Paymenis
Pa}fments Made

Payments Made Personalize | Find | £ | [ First ‘4 1-Zof3 '
Ratarence Imyaice Humber Faymant Date Amount
2018 UsD
2018 USD
2018 UsD
2018 usD
2018 UsD
2018 UsD
2014 UsD
2018 USD

Last

12



e) Click on the Payment Reference Number that you wish to view
f) Payment details will appear

g) You can view associated invoices at the bottom

Vendor Logged in:

Review Payments
Payment Details

Invoice Number Payment Date 07/03/2016
Method Check Pay Status Paid
Amount Currency USD
Paid To

Country USA United States

Address 1
Address 2
Address 3
City
County Postal
State TX Texas
Emm guer Q‘iﬁ'ﬂ‘i E‘]ﬁ‘ﬁFmOHW
Payment Advice Personalize | Find | X [:# First ‘4 130of3 '* Last
Invoics Gross Amount Discount Discount Taken Pald Amount
usD usb UsD usb
usD usb UsD usD
uUsD ust uUsD usb
Return to Payments Made
3. Account balances
a) Click on the Account Balances link on the navigation to the left.
b) A new page will appear with all your invoices that have not been paid.
) Click on any invoice number for invoice details.

Vendor Logged in: DAVID'

Account Balances
Invoice List
Amount - uso
Invoice List Personalize | Find | & | EX First ‘4 1.300f30 * Last
Iavoice Number Amount Due Date Status Vouches
sl 09 016 HProves
usD 1 Approved N
usD 06/21/2016
)SD
USD
JSD
1D
1SD
USD
S0
JSD
JSD Approved
usD Approved
JSD
ISD
usD N

13



4, Purchase Orders

a)
b)
<)
d)
e)
f)

g)

Purchase Orders

Purchase Orders
Purchase Qrder List

POs Returned

et filter options

Purchase Order List
PO Details Header Detais

Purchasa Onder Status

{x} noooosee Change Order -1
[ canAsaRnw Compgl
O i Comg
O i Comgd
[ rectiibivice Dispaiched
¥ ot Al Clear &

Click on the Purchase Orders link on the navigation to the left.

Enter your search criteria (PO number, date range, ltem number, etc.)

Click Search

A new page will appear with the results from your search criteria.

Click on the PO number in the Purchase Order column that you wish to view.

Purchase Order List will appear.

To see details about a particular PO, click on the Purchase Order number.

Laet Dispatched DataMime
08/16/2016 6:57:58AM
08/15/2016 8:13:084M
02/09:20158 &:19:22AM
08/02r20156 1:18:56PM

OB02/2018 1:00:42FM

‘iew Selected POs in Downloadable Format

Vendor Logged in:

Default View for Change Crders [Al lines |
Orders Per Page First 1 to 570 of 570 Last

Personalize | Find | View 100 | 2] Q

Linasz Total Amount Acknowiedge Status
5] USD  Mew

2 usD

2 usD

2 usD

18 USD  Mew

The \iew FOF bation aliows you to generate 3 pintable verslon of the purchase arder. Using
e Default iew for Change Orders optione you can control If the repart generated showe all
n&s of only he IS1est changes. (THhiE S3me option & 210 US20 10 control the onling wiaw of
me PO

14



a) Purchase Order Details page appears.

b) Purchase Order date (1) and header comments (2)

) Extension, Line Details and Contact Info (3) can be found in tabs.

d) Purchase Order Line Information can be viewed by clicking the line number. (4)
e) Comments can be viewed by clicking on the comments icon. (5)

f) Invoices against this PO will show in the Invoice List at the bottom. (6)

Main Menu ¥ Purchase Orders

Vendor Logg

Purchase Orders
Purchase Order Details

PO Number I Purchase Order Date I\ 1

PO Status Dispatched Last Dispatch -

Buyer Purchase Order Total

Billing Location 01 Merchandise Amount

Payment Terms Freight/Tax/Misc. 0.00
Total Amount
&Header Comments Find | View All First ‘&' 10of1 ‘» Last
Purchase Order Lines Personalize | Find | View All | 2 | E First ‘4’ 1-40f4 ) Last
/ Line Information Extension Line Details Contract Info
m M 10 m Quantity Merchandise Amt Comments
/ 1 Active : : KT usD I &)
2 Active | EA : ) USD Q\ 5
3 Active EA uUsD @
4 Active EA ) USD @
Invoice List Personalize | Find | View All | &) B First ‘& 10of1 ' Last
/ Invoice Invoice Date Amount Due Date Appr Stat Voucher
0.000
No Invoices Found
Return to Purchase Order List




5. View Order Summary
a) Click on the View Order Summary link on the navigation to the left.
b) Enter your search criteria (date range, Item ID, Supplier Item ID, etc.)
) Select the check box Include PO Data.

d) Click Search.

Main Menu ~ > View Order Summary

View Order Summary

Filter Options

MOTION INDUSTRIES INC

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

Hinclude PO Data PO Status
From Date |D9/20/2016  |[5]] (example: 01/31/2000)

To Date [10/20/2016  |[3] (example: 01/31/2000)

Item 1D Q,
Supplier Item ID Q
a) A new page will appear with the results from your search criteria.

Main Menu ~ > View Order Summary

Vendor Logged in: Ssassiss ey

View Order Summary

Order Schedule

Schedules Personalize | Find | &7 | =2 First ‘&' 130f3 ' Last

Due Date em ID Description Quanfity Business Unit PO Number Type Status Ship To

000DEA LCRA FO Dispatched
s N 0000EA LCRA FO Dispatched
O00DEA  LCRA PO Dispatched

16



6. View Receipts
a) Click on the View Receipts link on the navigation to the left.

b) Enter your search criteria (receipt date range, PO ID, Shipment number, Item ID,
Supplier Item ID, Receipt status).

) Click Search.

Main Menu ~ »  View Heceipts

Review Receipts

Filter Options

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Receipt Date [10/06/2010] |5 (example: 12/31/2000)
To Receipt Date |10/20/2016 |[5]  (example: 12/31/2000)
From PO ID &'}
To PO ID QL
Shipment Number &)
ltem ID Q

Supplier Item ID i

Receipt Status | W

Search

17



d)

View Receipts

Review Receipts
Receipt Lines

Receipt Received
Number Date

A new page will appear with the results from your search criteria.

Vendor Logged in: ssssis

Personalize | Find | View 100 | & | =2 First ‘4’ 1-1000f2098 ‘*' Last

PO Number Ship No Item 1D Description

Received UOM  Status

EA Closed A
EA Closed
EA Closed
EA Closed
EA Closed
EA Closed
EA Closed
EA Closed
RL Closed
EA Closed
EA Closed
EA Closed
EA Closed
EA Closed
EA  Closed b

e)

Main Menu ¥

Review Receipts

Receipt Details

Click on the Receipt Number to see details.

View Receipts

Receipt Number Packing Slip Number

Receipt Datetime | Pro Number
Receipt Status
Item ID

Supplier Item 1D

Quantity Received

Quantity Inspected
Quantity Accepted
Quantity Returned
Quantity Rejected
Net Receipt Quantity

Reason for Rejection

Purchase Order Schedule

PO Number Due Date

Invoice Lines

Invoice Description

No Invoices Found

Return to Receipt List

RMA Number RMA Line

Quantity Ship To Ship Via Freight Trm

See Comments
Below

Personalize | Find | £ 2]

Statistic Amount

Personalize | Find | @1 @

Vendor Logged in: %

First ‘4’ 10f1 ‘» Last

Price Merchandise Amt

First ‘&' 10f1 ‘& Last

Unit Price Merchandise Amt

18



Respond to quote

LCRA does not issue requests for quotes through this system, but current opportunities may
be found on our website.

a) Go to www.lcra.org

b) Click on the About tab at the top
) In the navigation to the left, click Business Opportunities with LCRA.

d) Click Business Opportunity Postings to see business opportunities with LCRA.

Change Password

Requirements: The password must:
e Beatleast 8 characters in length.

e (Contain at least 3 of the 4 following character types:
a) Lowercase letters (abc)
b) Uppercase letters (ABC)
c) Numbers (123)
d) Special characters (#7*!)

To change your password:

a) Enter the Old Password
b) Enter the New Password
) Confirm the New Password

d) Click Change Password

Your password is now changed.

Change Password

User ID
Description

Old Password

New Password

Confirm Password

Change Password

Sign out of eSupplier

a) Click on the Sign Out of eSupplier link on the navigation to the left to sign out of
eSupplier.
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