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Polk County iSupplier Registration Process  
 

Introduction:  
 
Welcome to the Polk County Board of County Commissioners iSupplier portal network. You now have the ability and 
responsibility of updating your company information:  including, but not limited to address(es); contact names; phone 
numbers; fax numbers; email addresses; banking information; and products and services (Commodity Codes)your 
organization offers. This will allow Polk County to invite you to participate in their electronic bidding process.  
 

Registration Approval Notification:  
 
Please check your inbox for the email address that was provided during the registration process to find a 
notification. The subject will be: Polk County Procurement: Registration Approval.  
 
A sample approval notification is shown below.  
 
“Your request to register with Polk County Procurement for access to our iSupplier portal has been approved. 
You may now log on to our iSupplier portal with the username (PCVENDOR204@YAHOO.COM) and the 
temporary password: Rv6%9B. When you log on for the first time, you will be required to change your 
password for security purposes.  
 
You must complete your Products and Services (Commodity Codes); these codes will be used for inviting you to 
participate in future solicitations. Upon approval of your required profile information you will be given full 
access to the iSupplier portal, which allows you to view the status of purchase orders and payments.  
 
If you have any questions or require additional information, contact procurment@polk-county.net or 863-534-
6757.  
 
Thank you for your interest in doing business with Polk County. 
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Logging in to Polk County’s iSupplier Portal Network: 
 
Open Browser: 

 
Click on Internet Explorer to open the browser. 
 
 
The browser opens up: 

 
 
Type URL: www.polk-county.net 
 
Polk County website opens up (Click on the link “Procurement”): 

 

http://www.polk-county.net/


5 
 

The link opens up the procurement page: 

 
Click on “How to Become a Vendor” for the vendor registration page. 
 
If you have not provided goods and/or services within the past five (5) years (2006 to current) for the Polk County Board 
of County Commissioners you will need to follow the instructions for New Suppliers. If you have provided goods and/or 
services to Polk County Board of County Commissioners within the past five years and have not already created a user 
logon, you will need to follow the instructions for an Existing Supplier. 
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New Suppliers 
 
1. Select the Registration link on the Vendor Registration web page. 

 
 
2. Complete the Company Details and Contact Information Section 

a. Company Name 

 
• Turn on Caps Lock and enter all information in UPPERCASE 
• Type in the company name as it should appear on checks or 1099 tax reporting forms (if applicable) 
• Provide your FEIN/EIN or SSN, whichever is applicable(You must provide one tax id #) 

NOTE: If supplying a SSN, you must provide your full name in the Company Name 
• The maximum number of characters allowed is 35. If you company name is longer than 35 characters 

you will need to complete the company name on the Address Line 1 on the following screen 
• Do NOT use punctuations (periods, commas, etc.) 

• To use the search function to find your Tax Country select the  button. Type in a portion of the 

Country and select . Select the  button next to the appropriate Country Name. 

 
b. Contact Information:  
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• The email address provided will be your User ID and the email address that notifications will be sent to 
for solicitations. 

• The Contacts first name, last name, phone area code and phone number are required fields. 
• Additional User ID’s for additional company contacts may be obtained later on in the registration 

process. 

 c. Select the  button to proceed to the next page. 
 
3. Create your Address Book by selecting the Create button. 

 
 
4. Complete your company address information and select Apply. You may add as many addresses as needed. 

 
• Remember to turn on your Caps Lock and do NOT use any punctuation (periods, commas, etc.). 
• Each address must be given an Address Name, such as REMIT TO, HEADQUARTERS, CORPORATE, or you may use 

the city name. Each address name must be unique, the system will not allow you to duplicate. 
• If your company name is longer than 35 characters, you may continue the name in the Address Line 1 field 
• Please enter suite #’s, unit #’s, apt #’s, etc. on a separate address line 
• Please add the County not Country your company is located in below the City. 
• Select what this Address is used for (select all applicable options): 

 Purchasing Address=Purchase Orders, Solicitations 
 Payment Address=Address that checks should be mailed to 
 RFQ Only Address=Address is only used for solicitations 

 
5. Select Create again to add each additional address needed. 
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6. To update an existing address, select the  update button on the appropriate address. Make the changes and 
select Apply. 

 
 

7.  To delete an existing address, select the  button. 
 
8. Adding additional Contacts. Select Create under Contact Directory section. 

 
 
9. Complete the required information; select Create user Account for the Contact if the contact will need a User ID and 
password to access iSupplier/Sourcing; and select Apply. 

 
• The contact email will be the contacts User ID and cannot be a duplicate. Ensure that the spelling is correct for 

selecting Apply. This will also be the email address that notifications will be sent to. 
• If the Contact is for informational purposes only and the contact does not need access to change company 

information or submit bids for solicitations do not check off the “Create User Account for the Contact”. 
 
10. To update the contact information, select the update button for the appropriate contact. 

 
 
11. Make the changes needed and select Apply. 
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12. Select all of the Business Classifications that apply to your company. 

 
a. What is the Gender of the company owner? When selecting Women, the woman owner must have 51% or more 

ownership and manage the day to day operations. 
b. What is the Owner’s Ethnicity? When selecting the Minority Type, the owner must have 51% or more ownership 

and manage the day to day operations. You must select the box in the Applicable column and select a Minority 
Type from the list. If you do not select both the system will not keep your selection. 

   
c. Is your company classified as a DBE or Service Disabled Veteran? Select all that apply. 
d. What is your Business Type? Corporation, LLC, LLP, etc. Select one Business Type only. 
e. What is the Size of your business? Small Business, Small Medium Business, etc. Select one Size only. 
f. Shelter Market Eligible? This is for internal use only, do not select. 
g. Shelter Market Local Vendor? This is for internal use only, do not select. 

 
13. Select the Products and Services (Commodity Codes) that your company provides. Select Create. 

 
a. Select Browse All Products & Services (Commodity Codes) to view all of the codes. Select Next 10 to continue 

viewing the list. Select the Applicable box next to the appropriate Commodity Codes. You may select as many 
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Commodity Codes as needed. Select Apply when you have completed your Commodity Code Selections.

 
b. Select Search for Specific Product or Service Code (Commodity Code)

 
• You may search by Commodity Code if you know the NIGP Commodity Code or you may search by the 

NIGP Commodity Code Description. 
• When searching you may use the “%” sign as a wild card 

c. In this example we’re searching by the Code number. We know that the Code begins with 98 but aren’t sure of 
the last three digits, so we used % as part of the search criteria. Select Go and a list of all Commodity Codes 
beginning with 98 is created. 

 
• Check all that are applicable and Apply 

d. In this example we’re searching by the Description of the Commodity Code. We provide Auditing services, but 
aren’t sure of the exact description so we used %consult% as our search criteria. Select Go and a list of all 
Commodity Codes containing “consult” is created. 
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• Check all that are applicable and Apply 
e. You may add additional codes by selecting Create or you may delete codes by selecting delete. 

 
 
NOTE: All Commodity Codes beginning with “9” are for providing services, all Commodity Codes beginning with 
any number other than “9” are for providing goods. 

14. If you have completed your registration, select the  button. 
 
15. You will receive a Confirmation that you have completed your registration. 

 
 
16.  You may close your web browser now and wait for your approval notification to take further actions. The 
Procurement Division will review and approve your registration. 
 
17. The approval notification will provide you with a web address (link) to the iSupplier log on screen; your User ID 
(email address provided at registration); and your temporary password. The User ID and password is case sensitive. 
 
 
NOTE: Remember to provide your W-9 Form to the Finance Department. You may fax the completed W-9 Form to 863-
534-6521 or email to procurement@polk-county.net . 
  

mailto:procurement@polk-county.net
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Existing Suppliers 
 
Existing suppliers are defined as those suppliers who have done business with the Polk County Board of County 
Commissioners and have received a payment via check in the past five (5) years (effective from October 1, 2006). 
 
If your company is an existing supplier in our Oracle database you will need to send an email to procurement@polk-
county.net to request a User ID and password to access your company information in iSupplier. You must provide the 
email address to be used as your User ID, First Name, Last Name, and Phone Number. You will receive an email 
invitation with your User ID and temporary password to access your supplier portfolio. 
  

mailto:procurement@polk-county.net
mailto:procurement@polk-county.net
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iSupplier Login 
 

Introduction:  
Congratulations on successfully registering your company with Polk County and welcome to our iSupplier portal 
network. You now have the ability and responsibility of updating your information by providing the products and 
services your organization offers. This will allow Polk County to invite you to participate in their electronic bidding 
process. 
 
Registration Approval Notification:  
Please check your inbox for the email address that was provided during the registration process to find a notification. 
The subject will be: Polk County Procurement: Registration Approval. 
 
A sample approval notification is shown below. 
 
“Your request to register with Polk County Procurement for access to our iSupplier portal has been approved. You may 
now log on to our iSupplier portal with the username (PCVENDOR204@YAHOO.COM) and the temporary password: 
Rv6%9B. When you log on for the first time, you will be required to change your password for security purposes. 
 
You must complete your Products and Services (Commodity Codes), these codes will be used for inviting you to 
participate in future solicitations. 
 
If you have any questions or require additional information, contact procurment@polk-county.net or 863-534-6757. 
 
Thank you for your interest in doing business with Polk County. “ 
 
Logging in to Polk County’s iSupplier:  
1. Open Browser by selecting Internet Explorer. 

 
 
2. Type URL (web address): www.polk-county.net 

 
 
3. Select the link for Procurement 
  

http://www.polk-county.net/
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4. Select “Learn More” on How to Become a Vendor: 

 
 
5. Select Registered Users Login to open the Login screen. 
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6. Type in your User Name (User ID/email address) and Password and select Login. If you are logging on for the first 
time you will be prompted to type in your Current (temporary) Password, create a New Password and Re-enter New 
Password before completing Login. 

 
a. Upon successful Login the following page will be displayed: 

 
b. Select Polk County iSupplier from the Main Menu to access iSupplier 

 
 
  



16 
 

Home Page 
 
The Home Page displays your Notifications that have been sent to the email address you provided at registration. The 
five most recent Notifications will appear on the page, to see the full list, select the Full List button. You may open a 
Notification by selecting the underlined Subject. 

 
 
View your companies Purchase Orders by selecting Agreements; Purchase Orders; and/or Purchase History from the 
menu located on the right side of the screen. 

 
• Agreements are Contract Purchase Orders and Blanket Purchase Orders. These orders are used for 

reference and terms and conditions only. 
• Purchase Orders are purchase orders issued for the purchase of goods and/or services. 
• Purchase History is a search tool to search for a specific purchase order and review the change history of 

that purchase order. 
 
View your companies Shipments by selecting Delivery Schedules; and Overdue Receipts from the menu located on the 
right side of the screen. 

 
• Delivery Schedules are used to view the Need-By Dates of purchases orders issued to your company. 
• Overdue Receipts are used to view if the product or service has been delivered to the County. The User 

Division will electronically receive a purchase order when the product and/or services have been 
provided and a correct invoice has been received. 

 
View your companies Receipts by selecting Receipts; or Returns. 
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• Receipts provide the details of when the User Division electronically received the purchase order 
authorizing Accounts Payable (A/P) to pay the invoice. 

• Returns provide information for products that have been returned to the supplier. This function is only 
used for our Fire Rescue and Utilities warehouses. 

 
View your company’s invoices by selecting Invoices.

 
 
NOTE: Currently Polk County does not utilize the electronic invoice submittal feature. 
 
View your company’s payments by selecting Payments. 

 
• Search for payment status of invoices, date check was written, check number, and check amount. 

 
You may also access all of the above sections by selecting the appropriate tab on this screen. 
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Admin Page 
 
The Admin page contains all of your company profile information. You may edit, add, and/or delete the information that 
was provided during the registration process. 
 

General 
 
The information contained on the General page can only be edited by Procurement. You must contact Procurement at 
863-534-6757 or via email procurement@polk-county.net to request changes to be made to this information. 
 

Company Profile 

Organization 
 
The Organization information is not required information. Any information provided may be used for reporting 
purposes. 
 

 
• Select the  button to search for the Legal Structure. You may type in criteria and select Go to search for a 

specific structure; or leave the criteria blank and select Go to view the entire list. 

 
 The list shows ten items, to see additional items select Next 10 
 Select the radio button next to the appropriate Meaning and then the Select button. 

mailto:procurement@polk-county.net


19 
 

 Or you may select the  (Quick Select) button next to the appropriate Meaning 
• When you see a field with a down arrow, select the arrow and choose an item from the list 

 
• Always select Save before you leave the page or your information will not be saved. 

 
• You will receive the following message if you did not select save. Select OK to continue without saving the 

information; or select Cancel and then select Save to save the information. 

 
• A Confirmation will be displayed. 

 
 

Address Book 
 
The Address Book is where you maintain your company’s addresses; only add those addresses that are necessary for 
doing business with Polk County. 
 
1. Create additional address(es) by selecting Create 

 
• Remember to turn on your Caps Lock and do NOT use any punctuation (periods, commas, etc.). 
• Each address must be given an Address Name, such as REMIT TO, HEADQUARTERS, CORPORATE, or you may use 

the city name. Each address name must be unique, the system will not allow you to duplicate. 
• If your company name is longer than 35 characters, you may continue the name in the Address Line 1 field 
• Please enter suite #’s, unit #’s, apt #’s, etc. on a separate address line 
• Please add the County not Country your company is located in below the City. 
• Select what this Address is used for (select all applicable options): 

 Purchasing Address=Purchase Orders, Solicitations 
 Payment Address=Address that checks should be mailed to 
 RFQ Only Address=Address is only used for solicitations 
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2. Update and existing address by selecting the  (Update) button. Make the changes and select Apply 

 
 

3.  To delete an existing address, select the  button. 
 

Contact Directory 
 
The Contact Directory is a list of contacts for your company. You may add new contacts; update existing contacts; or 
delete existing contacts. 

 
 
1. To Create a new Contact Select the Create button, complete the contacts information and select Save. 

 
• A Confirmation will be displayed that the contact was added. Notice the contact now appears in the list with a 

status of pending. The Procurement office must approve all changes to the supplier records. 

 
 

2. Update an existing Contact by selecting the  button next to the appropriate name. Make the necessary 
changes and select Save. 
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• The Status has now been changed to “Change Pending”. Upon approval of the changes from Procurement the 

status will change to “Current”. 

 
 

3. To associate a contact with an address or location, select the  button under Addresses for the appropriate 
contact. 

 
• Select Add Another Row 

 
• Select the magnifying glass to search the list of addresses available 

 
• Select search criteria from list: Address Name or Address Details; enter information and select Go. Or you may 

leave blank and select Go to bring up everything. 

 

• Select the radio button next to the appropriate Address Name and the  button. Or select the  button 
next to the appropriate Address Name 

 
• Delete any addresses that are not associated to the contact by selecting the  button next to the appropriate 

Address Name. 
• Select OK to continue with the action 
• Select Save, to save your changes 
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4. To remove a contact from the list select the  (Remove) button next to the appropriate contact. 
• A Confirmation is displayed and the contact has now been moved from the Active Contacts list to the Inactive 

Contacts list. 

 
 

Business Classifications 
 
Select all of the Business Classifications that apply to your company and select the box next to I certify that I have 
reviewed the classification below and they are current and accurate. Select Save after completing all of the information. 

 
• What is the Gender of the company owner? When selecting Women, the woman owner must have 51% or more 

ownership and manage the day to day operations. 
• What is the Owner’s Ethnicity? When selecting the Minority Type, the owner must have 51% or more ownership 

and manage the day to day operations. You must select the box in the Applicable column and select a Minority 
Type from the list. If you do not select both the system will not keep your selection. 

• Certificates may be emailed to procurement@polk-county.net to be added/attached to your company profile 

mailto:procurement@polk-county.net
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• Is your company classified as a DBE or Service Disabled Veteran? Select all that apply. 
• What is your Business Type? Corporation, LLC, LLP, etc. Select one Business Type only. 
• What is the Size of your business? Small Business, Small Medium Business, etc. Select one Size only. 
• Shelter Market Eligible? This is for internal use only, do not select. 
• Shelter Market Local Vendor? This is for internal use only, do not select. 

 

Products & Services (Commodity Codes) 
 
Remove or Add Products & Services (Commodity Codes) that you provide. You will be notified of solicitations advertised 
for the Commodity Codes you have selected. You do not have to receive an invitation in order to participate in a 
solicitation. 
 
1. Select the box next to the Codes to be removed and select the button. 

 
 
A Confirmation will display. Select Return to Products and Services to return to the previous page. 

 
 
2. Select the  button to add additional Commodity Codes. 

a. Select Browse All Products & Services (Commodity Codes) to view all of the codes. Select Next 10 to continue 
viewing the list. Select the Applicable box next to the appropriate Commodity Codes. You may select as many 
Commodity Codes as needed. Select Apply when you have completed your Commodity Code Selections.
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b. Select Search for Specific Product or Service Code (Commodity Code)

 
• You may search by Commodity Code if you know the NIGP Commodity Code or you may search by the 

NIGP Commodity Code Description. 
• When searching you may use the “%” sign as a wild card 

c. In this example we’re searching by the Code number. We know that the Code begins with 98 but aren’t sure of 
the last three digits, so we used % as part of the search criteria. Select Go and a list of all Commodity Codes 
beginning with 98 is created. 

 
• Select all that are applicable and Apply 

d. In this example we’re searching by the Description of the Commodity Code. We provide Auditing services, but 
aren’t sure of the exact description so we used %consult% as our search criteria. Select Go and a list of all 
Commodity Codes containing “consult” is created. 

 
• Select all that are applicable and Apply 

e. You may add additional codes by selecting Create or you may delete codes by selecting delete. 

 
 

NOTE: All Commodity Codes beginning with “9” are for providing services; all Commodity Codes beginning with any 
number other than “9” are for providing goods.  
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Banking Details 
 
Polk County does not currently make ACH payments. We are in the process of implementing this service. Those suppliers 
interested in receiving ACH payments in the future will need to provide their ACH bank account information including a 
routing number. Polk County will notify all suppliers when the ACH payment process is put in place. 

 
 
1. Select the  button to create an account. 

a. Select the Country where the bank is located by selecting the down arrow and More 

 
Type in the name of the Country and select Go to search for a specific Country or leave the criteria blank and 
select Go to view the list of Countries available. 

 
• Select the radio button for the appropriate Country and Select; or 
• Select the Quick Select button next to the appropriate Country 

b. Unselect “Account is used for foreign payments, if applicable 

 
 
2. Complete the Bank and Branch information 

 
a. Select New Bank or Existing Bank 

 
b. Type in the Bank Name and Bank Number 
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c. Select to expand the Bank Details

 
d. Select New Branch or Existing Branch 

 
e. Complete the Branch information 

 
f. Select to expand the Branch Details 

 
 

3. Complete your Bank Account information 

 
• Select Show Account Details for additional information 

 
 
4. Add Comments, if applicable 

 
 
5. Select the  button to save your information. 
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Orders Page 
 
Select the Orders tab and then select the appropriate button to view Blanket PO’s; Purchase Orders; and Purchase 
History. 

 
• Blanket PO’s=Blanket purchase orders are created as a result of an electronic solicitation and are issued 

to the awarded vendors with their bid prices. 
• Purchase Orders=Standard purchase orders are created and issued to vendors after a requisition is 

created and approved by a User Division. 
• Purchase History= 
• Work Confirmations=this feature is not utilized by Polk County. 
• Deliverables=this feature is not utilized by Polk County. 

 

Blanket PO’s 
You may do a Simple Search by entering the Blanket PO number; Effective-From Date; and/or Effective-To Date 
and select Go to search for a specific Blanket PO. Or you may leave the search criteria blank and select Go to 
bring up a list of all of your company’s Blanket PO’s 

 

Purchase Orders 
a. You may scroll through the list of PO Numbers or; 

 
• If there are more than 25 PO’s the Next 25 will be underlined. Select Next to see the next 25 PO’s. 

 
• Select the radio button next to the appropriate po and select View Change History 



28 
 

 

• Or; Select the PO Number  to view the PO. 

 
• Summary in top right corner shows: 

Total=total of PO 
Received=amount User Division has authorized payment for 
Invoiced=amount paid 
Payment Status=status of the check 

• Select button to see the Shipment details for each PO line 

 
• Select an option from the Actions list and Go to view Change History; PDF of PO; Receipts; 

Invoices; Payments; and Shipments. 

 
Select Return to View Order Details from any of these screens to return to the previous screen. 
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b. Search for a particular PO by using the Advanced Search button

 
• Select Show table data when all conditions are met or Show table data when any condition is met. 
• Fill in your search criteria and select Go 

 
• In the following example we used PO Number 21100834 as our search criteria 

 
 

Purchase History 
 

a. You may select Go to pull up a list of all PO’s issued to your company; perform a Simple Search; or perform an 
Advanced Search 

 
• To Export the list, select Export 
• A dialogue box will pop up: select Open, Save, or Cancel 

 
• The list will open in an Excel spreadsheet: 

 
b. You may select Compare to Original PO; Compare to Previous PO; or Show all PO Changes to view the PO change 

history. Only those PO’s with a Rev number greater than 0 will show results. 
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 In this example we chose to Show all PO Changes for PO 21101917 with 3 revisions: 

 
-Revision 1: the quantity decreased from 2862250 to 2572782.36 
-Revision 2: the buyer was changed from Carolyn Cusano to Kari Kennedy 
-Revision 3: the PO was cancelled 
 
You may also Select Export to view the results in an Excel spreadsheet 
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Receipts Page 
 
Select the Receipts tab and then select the appropriate button to view Delivery Schedules, Receipts, Returns and 
Overdue Receipts. 

 
• Delivery Schedules Provide the Promised Date and Need-By Date 
• Receipts=User Division electronic acknowledgement for receipt of goods and/or services and approval of 

payment for goods and/or services 
• Returns=the return of goods purchased for Utilities and Fire Rescue inventory items only 
• Overdue Receipts=PO’s that have not been electronically received prior to the Due Date 

Delivery Schedule 
 
You may select Go to view a list of all open PO’s for your company; Perform a Simple Search for a specific PO; or perform 
an Advanced Search. 

 
• Follow the same instructions shown on page 23 for an Advanced Search 
• Export the information into an Excel spreadsheet by selecting the Export button 

 

Receipts 
 
You may select Go to view a list of all receipts for your company; perform a Simple Search for a specific receipt; or 
perform an Advanced Search. 
 

 
• Follow the same instructions shown on page 23 for an Advanced Search 
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• Export the information into an Excel spreadsheet by selecting the Export button 

 
• Select a Receipt from the list to view the details 

 
 

 

Returns 
 
You may select Go to view a list of all returns for your company; perform a Simple Search for a specific receipt; or 
perform an Advanced Search. 

 
• Returns only apply to goods purchased for Utilities and Fire Rescue inventory items. 
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