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Welcome to iSupplier

iSupplier Portal can help you reduce the time and energy you put into your telephone and
email inquiries with TJX. It can also put information about your purchase orders, deliveries,
and invoices right at your fingertips. We hope you find iSupplier an easy and convenient tool

to use.

Here’s a view of what you can expect with iSupplier:

Immediate Transmission!

Round the Clock Access!

Set Up :> Manage l:> Manage
Portal Orders Invoices

- Keep company
information up-to-date

- Give TJX visibility to
your products and
services.

- Make additions and
changes to your
company contact
information.

- Access the latest purchase

order information—needed
actions, acknowledgements,
promise dates, and more.

- View purchase order and

shipment history.

- Submit change order requests

and split shipments
instantaneously.

- Streamline your invoice

creation process—create
and submit directly to TIX
Accounts Payable.

- View invoice status and

check history.

- Track payments —status,

dates and check numbers.




Overview

Once you have completed your registration in Oracle, your company information will reside
in Oracle iSupplier. You will be able to access the following iSupplier responsibilities:

Portal Setup—View your company information, add and change your company
contacts, make changes to the way your business is classified, and make changes to
the products and services associated with your company.

Manage Orders—View and print your current purchase orders and purchase order

history.

Manage Invoices—View and print your current invoice and payment history, and
review payment status. Create and submit invoices from purchase orders.

Sourcing—Participate in an RFI, RFQ, or Auction when invited to do so.

Getting Assistance

Problem Type:

Contact:

You forgot your password, or your
password is not working and a reset is
needed

o North America—866-573-3233, Option
1 (Oracle), Option 1 (Password)

o International—(1+)508-390-2052

Other technical questions, such as
supplier registration issues, random
errors, worksheet uploads, attachment
uploads and navigation, etc.

Please contact the TJX Supplier Help Desk
at:

Supplier Helpdesk@tjx.com
North America—888-450-1524
International UK +44 (0) 1746 335002

Help Desk Hours:

US / CAN (3AM - 7PM)
UK (8AM - 12AM)
PL (9AM — 1AM)

In Scope

TIX Supplier Oracle Help Desk will provide training, assistance and clarify queries on TJX's

Oracle iSupplier Application functional usage.

Out of Scope

Providing answers and solutions on Business related / eRFX business requirement queries to

Suppliers is out of scope.
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Logging on to Oracle iSupplier

1. Access the TIX Oracle iSupplier login screen.

Note: You can also access the Login screen from the TJX home page (www.
tjx.com). Click the “Not for Resale Suppliers” link; then look for the link "“If you have
already registered with TJX, please click here.”

The login screen displays:

u
Click here if you — * user Name | |
have forgotten o I/I,»//f (exsmple: jsmith, joe12345
‘ *
your password P | |
\ (Passwords shouid be 8 charscters in length. Should ¢

Login  Cancel

Login Assistance

Accessibility l None v

Select a Language:

English

Tip: Save this URL in your Browser Favorites for easier access going forward.

2. Enter your User Name and Password. Then click the Login button or press “Enter”
on your keyboard.

The Oracle Applications Home Page displays.

Home
Navigator Worklist
Personalize
s
N ACE A v
[ =] X f e
From .. Type Subject
o k UMX Password Your passwoed has been reset
» Bl Tux R] POR Suppher User Regstration The TJX Co s Inc. Suppher
Workflow Version 2 Network: Confumation of Registrs
& <
» B TIX ISUPPUER PORTAL SETUF & TP Vacaton Rules - Redrect of auto-respond 10
» BE Tux ¥ TIP Privacy Statement for TJ siied 10 protect

ntemational and EU legal rules as

ssociated pavacy practees. In o



https://www.mytjx.com/OA_HTML/RF.jsp?function_id=28636&amp;resp_id=-1&amp;resp_appl_id=-1&amp;security_group_id=0&amp;lang_code=US&amp;params=KQ0ueFd3h5ncJDQ0.532EQ&amp;oas=g808XcuwpkLTRHPVO_qG6w
http://www/
http://www/

Portal Setup

To access your company information, you will access the Portal Setup
responsibility. Follow these steps:
1. From the Oracle Home Page; click TIX ISUPPLIER PORTAL SETUP.

The General tab of the Supplier Administration page displays.

Sypplier Administration

This menu
provides
access to the
different
pages in the
Portal Setup

. General DUNS Number is
eneral
Organization Name Test Supplier US and CA only DUNS Number gggeggegs
Company Profile Supplier Number 7464 EU uses Tax ax Registration Number
Organization Alias i . Taxpayer ID'2314
Parent Supplier Name Reglstratlon # Country of Tax Registration
] Address Book Parent Supplier Number .
for their VAT#
Contact Directory Attachments

Business Classifications

Search

Product & Services

Note that the search is case insensitive

Surv Title

) Show More Search Options

an attachment

.
sections to Title == Type -~ Description < Category - Last Updated By -~ Last Updated - Usage -~ Update Delete

search for or add INVOICE 0253021  File From Supplier ~ JONSMITH@COMPANY.COM 17-Jan-2018 Standard p @

Note US SUPPLIER ONLY: If you need to change company
information, such as Taxpayer ID or DUNS Number, you must send an
email to the Supplier Helpdesk@tjx.com with your W-9 form.

Note EU and CA SUPPLIERS ONLY: If you need to change any
company information, you will need to obtain a ‘New Vendor Form’ from
your business contact and submit that form into TIX.

Adding or Searching for an Attachment

The General tab has an Attachments section where you can:

Add a new attachment—click the Add Attachment button to
browse for the attachment you wish to add.

Please Note: attachments are viewable, but are not monitored by
TIX. Based on this, documents of a confidential nature should not
be attached.

Search for an attachment that you have added to your record—enter a
search string or click the Show More Search Options link to search by
other criteria. Then click the Go button to display the results.

Publi
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Making Changes to Your Organization

Any time you make changes to your organization, you should be sure to
make those updates in iSupplier. This includes the number of employees,
the chief executive’s name, the annual revenue, and more.

Follow these steps:

1. From the Supplier Administration menu, click Organization in the ‘Company
Profile’ group.

The Organization page displays:

General Organlzatlon Cancel Save
Company Profile D-U-N-§ Number Chief Executive Name
Legal Structure Q Chief Executive Title
QOrganization N
Principal Name
Address Book Year Established Principal Title
Incorporation Year
Contact Directory Control Year
Business Classifications Mission Statement
Product & Services
Surveys Total Employees % ()
Organization Total Corporate Total
Organization Total Type ﬂ Corporate Total Type ﬂ
Tax and Financial Information ()
Taxpayer ID Analysis Year
Please contsct S _Registration@tjx.com to request a change to your Tax ID with sn sttached W0 Currency Preference
Tax Registration Num Annual Revenue
VAT Number. "
Fiscal Year End v Potential Revenue

[] Federal Agency

2. Make any needed changes to the Organization and Total Employees information.
3. In the Tax and Financial Information section, please note:

= US use the Taxpayer ID number, but you cannot change it here. To
change your Taxpayer ID, you must send an email to the
Supplier Helpdesk@tjx.com with an updated W-9 form.

Europe and Canada uses the Tax Registration Number field for entering
the VAT (e.g. GST, HST, QST). Note: Suppliers must submit their VAT
number on a New Vendor Form. Contact your Business Partner for the *‘New
Vendor Form’ template.

4. Click Save when your entry is complete.
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Adding to or Modifying Your Company Address Book

If there are any changes, additions, or deletions to the addresses that TJX has on file
for you, it is important that you make those updates in iSupplier.

Follow these steps:

1. From the Supplier Administration menu, click Address Book in the ‘Company

Profile’ group.

The Address Book displays:

Supplier Administration

Address Book

General

L=

Create | 37 = (& &t w v
Address Name a

Company Profile
Organization

MA-FRAMI-100
Address Book PA-WILLO-2410
Contact Directory <

Business Classifications

Product & Services

Surveys

Address Details Country -~

100 MAIN STREET
FRAMINGHAM 11111
2410 MARYLAND RD
Willow Grove, PA 19090

United States

United States

Update Remove

&

}

2. To modify an address, click the pencil icon .- . The Update Address page will
display for you to make changes. Note: Modifications to the address should be for
non-mailing address changes, such as phone number, fax, or email address. If you
need to make any changes to the mailing address (street, city, etc), you must
create a new address.

3. To remove an address, please make your request through your TJX representative.

Do not use the Remove icon jdisplayed in your Address Book.

4. To add a new address, click the Create button.

The Create Address screen displays:

Supplier Administration: Address Book >
Create Address

* Indicates required field

Supplier Name TEST COMPANY

* Address Name
Country Afghanistan

* Address Line 1

Address Line 2

Address Line 3

Address Line 4

* City/Town/Locality

County

State/Region

Province

* Postal Code

Note

Note

Supplier Number

Phone Area Code

[v] Phone Number
Fax Area Code

Fax Number

Email Address

7464

[] Purchasing Address
[[] Payment Address
[] RFQ Only Address

Cancel  Save

Include any additonal details about the address such as the type of address. This will be visible to other buyers within your organization as well as to the supplier. Also, include brief notes to buyer about the change when changing address information




5. Provide the following:
Suppliers Invoicing for CA ONLY:
Address Name—the format must be as follows:

[2 characters currency code]-[2 characters Province Code]-[1* 3 characters of the city]-[1"'5
characters of the location #]

CA-ON-TOR-125DU
US-MB-WIN-28STRE
US-FL-ORL-1234M

Note: For the 6-digit location #, please use the following hierarchy to determine
which number to use: (1) P.O. Box, (2) Building #, (3) Suite or Room #, (4) Floor
#.

Address Line 1—must be the “payment remit to” address
City/Town/Locality
Postal Code

Suppliers Invoicing for US ONLY:

Address Name—the format must be as follows:

[2 character state code] - [1%t 5 characters of the city] - [location #], for
example:

MA-BOSTO-1250

Note: For the 6-digit location #, please use the following hierarchy to determine
which number to use: (1) P.O. Box, (2) Building #, (3) Suite or Room #, (4) Floor
#.

Address Line 1—must be the “payment remit to” address
City/Town/Locality
Postal Code

Suppliers Invoicing for EU SUPPLIERS ONLY:

Address Name—the format must be as follows:

[2 digit country code] - [1t 5 letters of town based in] — [1%t 5 characters of
postcode], for example:

GB-WATFO-WD171
Address Line 1—must be the “payment remit to” address

City/Town/Locality
Postal Code

6. Click Save when your entry is complete.




Note: Once submitted, the address change goes to TJX Expenses Payable for approval. You will
not receive a communication about whether the change was accepted, however you can verify
the update(s) by querying your supplier address book (please allow 48 hours).

Note - EU Supplier Only: Please attach, on letter-headed paper, a document signed by your
financial controller confirming your change of address, when attaching the document clearly
define the intent of the document. Please note, you should also email the document to the
Expense Payable team.

Adding or Modifying a Company Contact

The person who registered your company in Oracle is automatically set up as a contact. However,
if there are other individuals who should have access to TJX events, you want to be sure to set
them up as additional contacts. Doing so will allow their participation in events, visibility to
purchase orders and invoices, and other types of access.

To add an additional person or make changes to contact information, follow these steps:

1. From the Supplier Administration menu, click Contact Directory in the ‘Company
Profile’ group.The Contact Directory — Active Contacts page displays:

Click this
button to
add a new
contact

First Name -

Leanne

Winnie

Create | I & 6 £ v [

. . Do n
\G{mtact Directory : Active Contacts 0 not use
Last Name = Phone Number 2 Email = Status = User Account Remove Addresses Update
Bardsley leanne_bardsley@txaustralia.com.au Current v [im} B 7
Deng Winnie_Deng@tixaustralia.com.au Current v [im} B 7

To edit an existing contact, go to the row containing that contact’s information, and
proceed as follows:

Click the Remove ¥ icon if this contact should no longer be associated with your
company.

Click the Addresses icon ' to associate an address with the specified contact.

You will be prompted to select from the current addresses that the company
currently has on record.

Click the Update . icon to edit that contact’s information.
To add a new contact, click the Create button.

The Create Contact page displays.
Create Contact v Cancel = Save

* Indicates required field

Be sure to use ALL CAPS and put no
hyphens or spaces in phone number fields

Contact Title [v] Phone Area Code
First Name Phone Number
Middle Name Phone Extension
* Last Name Alternate Phone Area Code
Alternate Name Alternate Phone Number
Job Title Fax Area Code
Department Fax Number
Contact Email
un




4. Provide the contact’s name, job title and contact information. Enter as much
information as you can and double check the correctness of your entry.

5. Click Save when your entry is complete.

Providing New Business Classification Information

If you have a new certification or a change to an existing certification, it's important that
you provide that information in iSupplier.

Follow these steps:

1. From the Supplier Administration menu, click Business Classifications in the
‘*Company Profile’ group.

The Business Classifications page displays:

General Business Classifications

Cancel Save
Company Profile

Organization Certification
Address Book [ 1 certify that | have reviewed the classification below and they are current and accurate.
Contact Directory Last Certified By
Business Classifications @ TIP Date format example: 20-Apr-2018
~
Product & Services HebSaxym %P Rows 11045
Classification .~ Applicable Minority Type Certificate Number Certifying Agency ExpiratiofrDate
Surveys
4 05 Alaskin Native Corporation Owned Firm (|

12 Local Government

1A Minority Institutions

1B Tribally Owned Firm

1D Small Agricultural Cooperative
20 Foreign Owned and Located
27 Small Disadvantaged Business
2F State Government

2R Federal Government

& & & & & & & & & &

OO0oo0Oooooao

2U Other Not for Profit Organization

2. Make sure the Applicable checkbox is selected next to any Classification that you
want to update.

3. Enter or change the following certificate information:
Certificate Number
Certifying Agency
Expiration Date

4. Click to select the "I certify...” checkbox.

The name and date of the certification displays.

5. Click Save when your entry is complete.

Updating Your Product or Service Information

When we conduct a search for a particular commodity, only suppliers whose products and
services match our criteria will come up in our supplier results. Keeping your product or
service information up-to-date in iSupplier can be very beneficial to your business with
TIX.To update your product or service information, follow these steps:




1. From the Supplier Administration menu, click Product & Services in the

‘Company Profile’ group.
The Products and Services page displays:

Supplier Administration

General Products and Services

Company Profile

Organization Remove Add | [ 2 ' £F v [0

Address Book [ Code Products and Services Date Added Approval Status View Sub-Category

Gontact Direstory [ Construction Construction 20-Apr-2018 Pending Approval ?‘13

[] Displays Displays 20-Apr-2018 Pending Approval ?gt

Business Classifications

Product & Services

Surveys

2. To remove a product or service that should no longer be associated with your
company, select the product or service, and click the Remove button.
3. To add a product or service, click the Add button.

The Add Products and Services page displays.
(@ Browse All Products & Services
() Search for Specific Product & Service
HeEy m
Code Products and Services - View Sub-Categories Applicable
Construction Construction Applicable
Displays Displays Applicable
Enterprise Support Enterprise Support 0 [] Applicable
HR HR 5 [ Applicable
IT & Communications IT & Communications b [] Applicable
Marketing and Advertising Marketing and Advertising ?;};t [0 Applicable
Non-Addressable Mon-Addressable ?g [] Applicable
Property & Facilities Mgt Property & Facilities Mgt b [ Applicable
Transportation Transportation ?gA [ Applicable
Travel & Expense Travel & Expense e [] Applicable

4. Check the Applicable checkbox next to any product or service.

Click the View Sub-Categories icon

to view sub groups (up to two levels) under the

category. You can apply (set as “Applicable”) very specific categories of products and services,

if you wish.

5. Click Apply to save your changes.




Manage Orders

When TJX has created a purchase order for your company, you will be able to view it in
iSupplier. Although TJX will attempt to send a notification to your company or communicate
with you directly, based on the email provided for your company or the spam settings that are
set, you may not receive that notification. If you are expecting a PO, it is advisable to check
iSupplier frequently.

Viewing a Purchase Order

To view your purchase orders, you will access the Manage Orders responsibility.

Follow these steps:

1. From the Oracle Home Page; click TIX ISUPPLIER PORTAL MANAGE
ORDERS/Home Page.

The Orders home page displays.

Supplier Home | Orders  Shipments
Search PO Number [+] Go
© Notifications Planning
Full List Orders
:i =2y M . Agresments
Subject Date -~ - Purchase Orders
Your password has been resst b 17-Apr-2018 11:44:18 - Purchase History
The TJX Companies Inc. Supplier Collaboration Network: Confirmation of Registration 08-Apr-2018 20:20:55 -
N = ' = s Shipments
- Delivery Schiedul

- Overdue Re
IJL_ Orders At A Glance - Advance Shipment Notices
. Full List Receipts

oo Click on the PO V\ . Receipts

PO Number number to view o Clickon Fulllist'to | .

sasnoinas ¢ [ your PO S - KAWANA SIGNS 2674 view all your . On-Time Performance
544001045 ARKETING ELEMENTS - NEW STORES %674 purchase orders

544001028 BLACKTOWN - HOARDING - NEW STORES 234

544001000 MT DRUITT - STATUTORY SIGNS - COMPLIANCE PROJECT 18-Feb-2015 23:42:50

544000968 BLACKTOWN - NEW STORE - ACM SHEETING - KAWANA SIGNS 12-Feb-2018 05:19:42




2. Click the PO Number hyperlink of the purchase order you wish to view.

The Order Information page displays.

Order Information

Genaral

Tolal 320000
Supplsl TEST COMPANY

Soppiest (

Alachmenty Norg

PO Details

Termd and Condisons

i TEST =g POT100 Freight Terms

Shipeng Contiol
Ship-To Acdress

ASdreun

Bill-Te Addnss

deirean

Requesting an Action on a Purchase Order

stal
wosived (.00
wd
.

Paymanl $lats ™

When you are viewing a purchase order, the Action menu provides a number of available

options:

Note: For any changes needed to be made on the PO please notify your Business Contact. Any
action that requires approval will not show on the purchase order until approval is granted;
in addition, no other change request is permitted during that period.

Action type

Reason to Use

Note

Request Change

If you need to modify some aspect
of the purchase order, such as the
price, quantity, or delivery date.
Refer to "Requesting a Change to a
Purchase Order” below.

This change will be
submitted for buyer
approval.

Request
Cancellation

If you need to cancel the purchase
order entirely.

The cancellation will be
submitted for buyer
approval.

View Change
History

If you want to view any changes
that were requested and approved.

View PDF

If you want to see a fully formatted
(pdf) Purchase Order, which you
can print, send, or save a copy of.

The pdf form contains a
“Signature” area with a
column for the Buyer.
Please keep in mind that
the generation of the
purchase order through the
TIX system is a legal
commitment to the
Supplier, and a Buyer
signature is not required.




Manage (not currently in use)
Deliverables

View Receipts If the item you shipped is one that | Information available also
gets “receipted” in Oracle, such as | includes quantities not
TIX inventory items, you can view received, returns, and

that receipt here. overdue receipts.

View Shipments If you want to see the delivery Shipment notices are also
schedules associated with the viewable here as well as
purchase order. the option to create an

Advanced Shipping Notice.

Requesting a Change to a Purchase Order
To request a change to a purchase order, follow these steps:
1. Select ‘Request Change’ from the Action menu, and click Go.

The purchase order displays with editable fields in the PO Details area.

Note: Click the + Show link next to a line item to view further details for editing
(shown in the screenshot below).

The details for

the line foidch B S bem  Descrption  UOM Oty Prce At 900 L St Gt e SRS et Bnson
PR A Test
‘"""--.* oo G402 ltem
ety
Lo Saarn (1]
Spmant (W10 (o e AT AU o rosist D By 7P O SO0 e g St st S Bhwion eion
Date A Date Date
. hdditional Change Requests
Use this
pd o subend mooe Changet i acdiion 1o Bove Tl Ruve Bien submified sbove., you oo specily S bare
area for _—
additional
changes
Comell | Siw tobma Epont Actoni Caron [rmOnw (V)G9

2. Edit any of the following information (all subject to buyer approval):

Supplier Item
Price

Quantity Ordered
Promised Date

A
=)

Note: If you wish to specify more than one delivery date, click the splitline icon
This will create a new line for you to specify two Quantities/Promised Dates.




1.

3. Use the Additional Change Requests text box to specify any other type of change
request, such as adding a new line or new item.

4. Specify a Reason for your change. You cannot submit a change request without a reason.

5. When your change request is complete, click Submit.

The Buyer will be notified of your change request, and you will receive a notification in
Oracle that states whether the change request was approved or rejected.

Manage Invoices

In the Manage Invoices responsibility, you can access all your current invoices as well as
view the history and status of your payments. In addition, you can create and submit an
invoice based on an existing purchase order.

Viewing an Invoice

To view an invoice, follow these steps:

From the Oracle Home Page; click TIX ISUPPLIER PORTAL MANAGE
INVOICES/Home Page. Invoice responsibilities vary by region, please select the
TIX ISUPPLIER PORTAL MANAGE INVOICE responsibility that you will be invoicing.

The home page for invoices and payments displays.

Supplier Home | Finance

Search PO Number v] Go

1 Notifications Invoices
Full List - Invoices
He G~ m Payments.
Subject Date =~ - Payments
Your password has been reset 17-Apr-2018 11:44:16
The TJX Companies Inc. Supplier Collaboration Netwark: Confirmation of Registration 08-Apr-2018 20:20:55




2. Click the Finance tab.

The Invoice Actions page displays:

" 4—| Click ‘View Invoices’

Invoice Actions Crestelwolos W aPO[w] | G0

Cawaie nsoioes

Search
Mcts Tt 1 BAANCY 18 B8 PRETISEN

E TEST COMPANY

Purchans Order Nemier

Ierwgich Asainsril

b

tmwsice Date To
rrees -
-
Ha W -
Ifravice Kumber Iveoicn Date lerwoice Currancy Code Ivoicn Amoust Perchase Crder Seatus  Wishdonw Cancel  Update View Allachmaents
e s concl

Comcel Saw Seb Expot Achomi Cieeal i Ot (V] G

3. Search for the invoice(s) you wish to display.

You can search by numerous criteria (invoice number, status, amount, etc.) or enter
no criteria to view all your currentinvoices.

Note: You can search by Purchase Order Number here, but only if an associated
invoice has already been created. Please see Creating an Invoice for more
information.

4. Click Go.

The View Invoices page displays your search results.

Supplier Home | Finance

Create Invoices View Invoices View Payments

View Invoices

Simple Search

Invoice Number Payment Status ﬂ
PO Number Invoice Amount From To
(example - 1234} Amount Due From To
Release Number Invoice Date From fg To Y
{example : 1234-2)
Payment Number Due Date From (23-4pr-2018) fg To Y
Invoice Status [+
Go  Clear %
H=
Invoice I[;:;rt(;ice Type Currency Amount Due Status Sgld :::;T:m Eﬁg};:l:: 2::'"'(0 Supplier D:ee Payment :Smher Receipt Attachments B:;st(e:oun(
No search

conducted.

Export

Advanced Search

Available
Discount




5. Click the Invoice number hyperlink to view a selected invoice:

Standard Invoice: 0254350IN (Total USD 25.88) Expon
Cumency= USD
P it information
Gereral Amount Summary e ";u..l a.-
Dutcount Taken 000
woice Daie 07

Szatus

Dwe 000
Stabus 3

O Hold MiscElansHIS
: . Paymant Ciate
Baich Tax 182 [B Payme:
Amschmants Hons Prepayment 000

SuppiMr T oct Company
Sepplier Site  BAY

Address

iervoice Lisas  Seh +—————__

- The default tab view is “Invoice Lines.”
“Scheduled Payments” and “Hold Reasons” shipTo ¥
- - Tax Amsoun) Magoiling: Emphoyes el
os = S paceees 2 WO PES included can also be viewed. Ftogory  Mumber L7450 1]
A

Test ltem 2 Exh 115 EEREEIE Smith
Tax Tax
Concel tiw  Sobaa Expont Achoei vl [rtee v (V] 08

6. On the Invoice Lines page, you can:
Click the Scheduled Payments tab to view payments in process.

Click the Hold Reasons tab to see detail about why an invoice has a “Hold”
status.

Viewing a Payment

To view a payment, follow these steps:
1. From the Invoice page, click View Payments.

The View Payments page displays.

Supplier Home | Finance

Create Invoices | View Invoices View Payments

View Payments Export

Simple Search Advanced Search

Note that the search is case insensitive

Payment Number Status
Invoice Number Payment Amount From To
PO Number Payment Date From (23-Apr-2018) fs To Y

example - 1234)
Release Number

example © 1234-2)

Go  Clear
He=
Payment Remit-to Supplier Remit-to Supplier Site Payment Date Currency Amount Method Status Status Date Invoice PO Number

No search conducted.

2. Search for the payment(s) you wish to display.

You can search by numerous criteria (payment number, status, amount, etc.) or
enter no criteria to view all your current payments.

Note: You can search by Invoice or PO Number here, but only if an associated
payment has already been made.




3. Click Go.

The View Payments page displays your search results.

Simple Search

Note that the search is case insensitive

Payment Number
Invoice Number
PO Number
fexample - 1234)
Release Number
fexample : 1224-2)

Go  Clear

=

~
oy
Payment -~ Remit-to Supplier
4626153

sota0r TEST COMPANY
sataro TEST COMPANY
150552 TEST COMPANY
4503500 TEST COMPANY
meiiis TEST COMPANY
1543574 TEST COMPANY
4642012 TEST COMPANY
4540684 TEST CONMDANYV

Status

Payment Amount From

Payment Date From  (23-Apr-2018)

Remit-to Supplier Site
PA-WILLO-2425
PA-WILLO-2425
PA-WILLO-2425
PA-WILLO-2425
PA-WILLO-2425
PA-WILLO-2425
PA-WILLO-2425
PAWILLO-2425
PA-WILLO-2425

Payment Date ¥
27-Mar-2018
23-Feb-2018
22-Feb-2018
19-Feb-2018
16-Feb-2018
09-Feb-2018
19-Jan-2018
17-Jan-2018
16-Jan-2018

About payment “Status”:

I https://ieonline.microsoft.com/#ieslice i

To

e To )
Currency Amount <. Method Status -
ush 10,111.92 Electronic  Negotiable
usD 47505 Electronic  Negotiable
usD 15.78 Electronic  Negotiable
uso 101.10 Electronic ~ Negotiable
usD 3,598 21 Electronic  Negotiable
usD 11.34 Electronic  Negotiable
usp 210.43 Electronic  Negotiable
usD 344.96 Electronic  Negotiable
ush 6,124.46 Electronic  Negotiable

Status Date
27-Mar-2018
23-Feb-2018
22-Feb-2018
19-Feb-2013
16-Feb-2018
09-Feb-2018
19-Jan-2018
17-Jan-2018
16-Jan-2018

Invoice
Multiple
0253967IN
0253430IN
0253123IN
Multiple
0252455IN
0251157IN
Multiple
Multiple

Advanced Search

Rows 110 75
PO Number
Multiple
576426
573977
571442
Multtiple
571442
568363
Multiple
Multiple

On a check, the status may be either ‘Negotiable’ (outstanding),'Reconciled’

(cashed) or ‘Void'. (see below)

US & CA SUPPLIERS ONLY: On an electronic payment, the status will always
be *Negotiable.” Funds will be available within 2-3 business days of the
payment date, depending on the process of your financial institution. *Void’
the payment is either reissued or cancelled in the same day.

EU SUPPLIERS ONLY: On an electronic payment, the status will be
‘Negotiable’ while payment is being cleared, it will go to ‘Reconciled’ once the
bank statement has been reconciled. Funds will be available within 2-3
business days of the payment date, depending on the process of your
financial institution. *Void’ where we have had a return payment.

4. Click the Payment number hyperlink to view the selected payment.

Supplier Home = Fin,

Search PO Number

anc

8

w

- Notifications

Haoafdbg+m

Subject

Your password has been resel
The TJX Companies Inc. Supplier Collaboration Network: Confirmation of Registration

Click on the

Finance tab

Go

Full List

Date .~

17-Apr-2018 11:44:16
08-Apr-2018 20:20:55

Invaices

Payments




The Payment page displays the invoice details associated with the payment.

Creating an Invoice from One or More Purchase Orders

When you have fulfilled a TIX purchase order, you can create the corresponding invoice in
iSupplier. There must be a purchase order in the system to create an invoice. This process

also allows you to add multiple purchase orders to an invoice.

2. Note: Your Manage Invoice responsibility will be one of the following, Invoice
responsibilities vary by region, please select the TIX ISUPPLIER PORTAL

MANAGE INVOICE responsibility that you will be invoicing:

TIX ISUPPLIER PORTAL MANAGE INVOICES
TIX ISUPPLIER PORTAL MANAGE INVOICES - ALL REQUIRMENTS

For the All Requirements responsibility you will be required to attach your invoice.

With the purchase order #(s) in hand, follow these steps:

1. From the Oracle Home Page; click TIX ISUPPLIER PORTAL MANAGE
INVOICES/Home Page.

The Invoices home page displays.

2. Click the Finance tab.

The Invoice Actions page displays.

—_—— Click here

Invoice Actions

Search
Hote thal fhe searth s Case insensive Create Invoice with L

a PO and Click ‘Go’

HeF &
Invasica Cumvency Coda Ienvice Aumount Puichais Ofdid States  Withdiew  Cancel  Update Visrw Allachimists




3. Next to the “Create Invoice (With a PO)” label, click the Go button.

Note: Although there is a down-arrow in this field, *(With a PO)’ is the only

option.

The Create Invoice: Purchase Orders page displays:

jome  Finance

Create Invoices View Invokes

Purchase Orders

Create Invoice: Purchase Orders

Search

at the search is Case insensitive

Purchase Order N er
<4 [Chase Order Date

Buyer

Enter the PO
number and
then click

‘Go’

zation
Go  Clear

[N

o o
P

a4
PO Number

No search conducted

4. Enter the purchase order numberin
Go.

The purchase order details displays

e Finance

Create Invoices  View Invokes ow Payments

Purchase Orders

Create Invoice: Purchase Orders

Detais

Search

Note that the search i case insensitve

Purchase Order Number 534230
Purchase Order Date
Buyer

Organization

Go  Clear
Al

Item

o
& v

Select tems:  Add to Invoice | }7f 2
Item

Number

Supplier Item

PO Number ¥ Line Numbér

Shipment

Purchase
Order
details

5. Click to place checkmarks next to
invoice.

Line Shipment Item Description Item Number Supplier ltem Number

Ordered Received Invoiced UOM .
Price

Manage Tax Review and Subme

Cancel Step1ofd  Next

Advanced Search

Ordered Received Invoiced UOM Unit Price Curr Ship To Organization Packing Slip Waybill

the Purchase Order Number field and click

in the lower section of the page:

Manage Tax Review and Submat

Cancel sepiofs N

Advanced Sear

Unit Boey Packing
Curr Organization - Slip Way

Ship To

each item that should be included on the

6. When your selections are complete, click the Add to Invoice button.




Supplier Home = Finance

Create Invoices View Invoices

Purchase Orders

Create Invoice: Details

* Indicates required field

Supplier

If you have additional purchase orders to add to this invoice, follow these

steps:

a. Clear the Purchase Order Number field, and enter the number of the

next PO.

b. Click Go. The PO details will display

below.

c. Select the items to include on the
invoice.

d. Click Add to Invoice.

e. Repeat steps b though e foreach P

7. Click Next.
The Create Invoice: Details page displays:

View Payments

Details Manage Tax

Invoice

* Supplier TEST COMPANY
Tax Payer ID 232791083
* Remit To PA-WILLO-2410
Address 2410 MARYLAND RD Willow Grove PA 19090

Remit To Bank Account

Unique Remittance Identifier

Remittance Check Digit

Customer

Items

HeSay@m
PO Number
584280

584280 2

Shipping and Handling
HHeGHYym

Charge Type
No results found

9.

Line Shipment  Item Number

* Customer Tax Payer ID  04-2207613
Customer Name TJX CORP LE
Address 770 Cochituate Rd. Framingham 01701 US

Item Description
CAPITAL SERVICE

Supplier Item Number Ship To
1061901 TJX Corporate Home Office

M SERVICE 1061901 TJX Corporate Home Office

Amount

An Invoice Description is required.

used, e.g. (a-z,A-Z,0-9,#()+:@%,

Suppliers must add an invoice imag

O you wish to add to this invoice.

Review and Submit

Cancel Back Step2of4 Next

* Invoice Number ~ 1212AAA
* Invoice Date  25-Apr-2013
Invoice Type  Invoice
Currency USD

)
¥
N

Invoice Description  Test Invoice

Vendor Charged Tax
FAILURE TO ATTACH YOUR INVOICE MAY DELAY PAYMENT  None | Add

Available Quantity * Quantity Unit Price UOM  Amount

5000 5000 Each 5000

5000 5000 Each 5000
Description

Special Characters cannot be

&./-)

e as an attachment or the

invoice will be rejected. Use the Attachment area to add an

invoice image.

In the Supplier section, enter the followin

Remit to Address— click the magnifying glass icon

g information:

“., and

in the Search and Select dialog box, enter *%’ in the
‘Search By’ text field and click Go. From the Search Results
that display, select the correct supplier address for sending

payment.

In the Invoice section, enter the following information:

Invoice Number—enter the number from the Supplier invoice system.




You must not leave gaps in the invoice number and capital letters must
be used if applicable. Special Characters cannot be used, e.g. (a-
z,A-Z,0-9,#()+:@%,&./-)

- Invoice Date— enter the date of the invoice.

Invoice Type—Click the down-arrow and select ‘Invoice.’
Note: Credit notes cannot be entered via iSupplier.

Attachment—All EU and CA and most US suppliers are
required to attach a copy of theirinvoice. To attach an
invoice or additional documentation, such as supporting detail
requested by the TJX Buyer, click the Add button, and
browse for the needed file.

+  “Vendor Charged Tax”—For US Suppliers only: Enter any applicable
tax for the invoice in the ” Vendor Charged Tax” field as shown above.

10.In the Customer section, enter the Customer Tax Payer ID as follows:

- EU--for suppliers in Europe, this field will default to the required number
and shouldn’t be changed.

- US--for the US this number must be set to '04-2207613.’'

- CA--for CA this number is 120573373

11.In the Items section, you can make decreases to the Quantity or Unit price,
if needed. Increases are not permitted.

12. For Suppliers providing goods to the US ONLY: In the Shipping and
Handling section, enter any applicable Freight charges:

To add freight charges, click the Add ~: button, and select ‘Freight’ from
the Charge Type drop-down menu. Then enter the Amount and Description.

13. Click Next.

The Create Invoice: Manage Tax page displays:

Supplier Home | Finance I
Create Invoices View Invoices | View Payments
FPurchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax Cancel ' Save Back Step3of4 Next —Submit
Supplier Invoice
* supplier TEST COMPANY *Invoice Number 1212444
Tax Payer ID 232791083 * Invoice Date 25-ADI-2013
* Remit To  PA-WILLO-2410 Invoice Type  Standard
Address 2410 MARYLAND RD Willow Grove PA 18080 * Currency  USD
Remit To Bank Account  X00((X2892 Invoice Description  Test Invoice
Unique Remittance Identifier Vendor Charged Tax

Remittance Check Digit Attachment None

Customer e
e — §
* Customer Tax Payer ID 04-2207613
Customer Name  TJX GORP LE
Address 770 Cochituate Rd. Framingham 01701 US

Items

HeoHem

PO Number Line  Shipment Item Description Supplier Item Number Ship To Available Qty Quantity To Invoice UOM  Unit Price Amount
584280 1 1 CAPITAL SERVICE 1061901 TUX Corporate Home Office 5000 5000 Eacn 1 5,000.00
584200 2 1 M SERVICE 1061901 TUX Corporate Home Office 5000 5000 Each 1 5,000.00
Shipping and Handling

Heba.m

Charge Type Amount Description

No resuts found

Invoice Summary




No action is needed on this page for any regions.

For European and Canadian suppliers: The system will default in the correct tax
information based on information held within the system. If the tax lines appear
incorrect, contact the supplier helpdesk for assistance. Do not attempt to alter or
add any VAT lines.

14. Click Next.

Note: If you want to interrupt your work and return to it later, click Save. Make
note of the invoice #, so that you can search for it when you want to resume
work.

The Create Invoice: Review and Submit page displays.

Supplier Home | Finance

Create Invoices | View Invo:

ices | View Payments

Purchase Orders

Create Invoice: Review and Submit

Supplier

Customer

Items

HeSa4-m

PO Number Line
584230 1
584280 2

Shipping and Handling
Heb#ym

Charge Type
No results found.

Invoice Summary

15. Review each section of the invoice, and click Back if you need to make any

corrections.

* Supplier TEST COMPANY

Tax PayerID 232791083

Shipment
B
P

*Remit To PA'NILLO-2410

Details

Address 2410 MARYLAND RD Willow Grove PA 18090
Remit To Bank Account XXXXX2832
Unique Remittance Identifier
Remittance Check Digit

* Customer Tax Payer ID  04-2207613

Customer Name TJX CORP LE

Address 770 Cochituate Rd. Framingham 01701 US

Item Description
CAPITAL SERVICE
M SERVICE

Supplier ltem Number

Manage Tax

Invoice

Ship To
1061901 TJX Corporate Home Office
1061901 TJX Corperate Home Office

* Invoice Number 1212A%A
* Invoice Date  25-Apr-2018
Invoice Type  Standard
* cumency USD
Invoice Description  Test Invoice

Vendor Charged Tax

Review and Submit

Cance| | Save Back | Step4or4 Submit

Attachment  None

Available Qty Quantity To Invoice
5000 5000
5000 5000

Amount Description

16. Click Submit when you have confirmed all aspects of the invoice.

uom Unit Price Amount
Each 1 5,000.00
Each 1 5,000.00




Appendix

The following documents are contained in the Appendix:

Invoice Requirements — Month End Dates

Invoice Requirements CA - Expenses Payable
Invoice Requirements US - Expenses Payable
Invoice Requirements for Europe - Expenses Payable




Invoice Requirements for CA - Expenses Payable

Invoice Requirements - Canada

The following invoice requirements pertain to CDN - Expenses Payables goods and services (non-

merchandise).

Header Information Requirements

Description

Your Company Name

Company name on the invoice must match the company name
shown on your T2 (CDN Vendor)/W-9 (US Vendor) Form.

Payment Remittance Detail

Remit to information needs to include your company's
address, city, province state, and postal /zip code on all
invoices.

Your Company Contact Details

Contact details need to include phone and fax numbers,
and/or e-mail address of your company's Accounts Receivable
department.

TJX Contact Name

Name of the TJX person(s) with whom your company conducts
business.

Bill To Name and Address

All invoices must be billed to Winners Merchants International
L.P.

Ship To Name and Address

The location of shipment and/or services performed needs to
be listed on invoices (e.g. Store chain and number, Corporate
Office, Distribution Center .. .)

Invoice Type

"Invoice" or "Credit Memo" must be clearly stated. Documents
labeled differently (e.g. statement, quote, receipt, order . . .)
are not accepted and will not be processed.

Invoice Number

Invoice number needs to consist of numbers and/or letters
only. Each invoice needs to have a unique invoice number.

Invoice Date

Invoice date needs to reflect the date of order/service.

Invoice Currency

Invoice Currency needs to be clearly shown, regardless of
address. (CDN vs. EUR vs. USD)

Purchase Order (PO) Number

If applicable, full PO number needs to be listed on the
invoice.

Tax ID #

If applicable, vendors registered for GST/HST/QST/PST
must include their business GST/HST/QST/PST number.

Invoice Line Detail Requirements

Description

Item/Service Description and PO Line
Number

A brief description of the ordered items and/or services
performed needs to be listed.




Item unit price and/or cost of each service performed are used
to match the items to the purchase order, and must be at an
Unit Prices/Service Costs agreed upon price. Any unit price increase needs to be
negotiated with and approved by the TJX buyer prior to
invoice submission.

Quantity ordered, shipped and back-ordered (if applicable) of
each item needs to be listed on the invoice. Any quantity
increases need to be negotiated with and approved by the TJX
buyer / contact person prior to invoice submission.

Item Quantity

Total amount of each item/expense needs to be listed on the

Total Item Amount . .
invoice.

) Any amount for tax and/or freight needs to be separated from
Tax and/or Freight Amounts the item subtotal and labeled accordingly.

The total amount of all items/services, tax and freight on the
Total Amount invoice needs to be listed. The amounts must clearly show
which currency (CDN, USD, EUR).

Note: It is recommended that ACH/EFT information including bank name, routing number, bank account
number, or swift code are not listed on invoices. This information is considered to be proprietary and
confidential, and should only be provided to appropriate T/X contacts.

INVOICE SUBMISSION

Invoices can be submitted in the following ways:

Note: ‘

-Must choose one method. It is critical that an invoice is not submitted using more than one method.

-Payments are generated based on the Due Date.

Preferred Methods: Description

Instructions and guidelines can be found in the iSupplier User
Guide. Once converted to invoice submission via iSupplier, do
not also send invoice via email.

iSupplier Portal:

Email to EPInvoices@tjxcanada.ca

E-mail:
Alternate Methods: Description

Mail with your contact name in the mailing address.
CDN Mail: TJX Canada, Inc.

60 Standish CourtMississauga, ON, L5R 0G1



mailto:EPInvoices@tjxcanada.ca

Invoice Requirements for US - Expenses Payable

J)THE TIX COMPANIES, INC.

INVOICE REQUIREMENTS FOR US - EXPENSES PAYABLE

The following invoice requirements pertain to US - Expenses Payable goods and services (non-merchandise).

Header Information Requirements

Description

Your Company Name

If your Business Name differs from your Reporting Name, both
names need to be provided on your W9 when registering and
updating company information. Note: Your Business Name
should match the name on your invoices, and the Reporting
Name should mirror your 1099.

Payment Remittance Detail

Remit to information needs to include your company's address,
city, state, and zip code on all invoices. For companies located

outside of the US, remittance detail needs to include province,

municipality, postal code and other applicable information.

Your Company Contact Details

Contact details need to include phone and fax numbers, and/or
e-mail address of your company's Accounts Receivable
department.

TJX Contact Name

Name of the TJX person(s) with whom your company conducts
business.

Bill To Name and Address

All invoices must be billed to The TJX Companies, Inc.

Ship To Name and Address

The location of shipment and/or services performed needs to
be listed on invoices (e.g. Store chain and number, Corporate
Office, Distribution Center . . .)

Invoice Type

"Invoice" or "Credit Memo" must be clearly stated. Documents
labeled differently (e.g. statement, quote, receipt, order . . .)
are not accepted and will not be processed.

Invoice Number

Invoice number needs to consist of numbers and/or letters
only. Each invoice needs to have an unique invoice number.

Invoice Date

Invoice date needs to reflect the date of order/service.
*iSupplier invoice date will default to create date.

Purchase Order (PO) Number

Full PO number needs to be listed on the invoice, including any
suffixes (Ex. 123456-78).




Invoice Line Detail Requirements Description

A brief description of the ordered items and/or services

Item/Service Description and PO Line -
performed needs to be listed.

Number

Item unit price and/or cost of each service performed are
used to match the items to the purchase order, and must
Unit Prices/Service Costs be at an agreed upon price. Any unit price increase needs
to be negotiated with and approved by the TJX buyer
prior to invoice submission.

Quantity ordered, shipped and back-ordered (if
applicable) of each item needs to be listed on the invoice.
Any quantity increases need to be negotiated with and
approved by the TJX buyer prior to invoice submission.

Item Quantity

Total amount of each item/expense needs to be listed on

Total Item Amount AR
the invoice.

. Any amount for tax and/or freight need to be separated
Tax and/or Freight Amounts from the item subtotal and labeled accordingly.

The total amount of all items/services, tax and freight on
Total Amount the invoice needs to be listed. The amounts must be in
USD currency.

Note: It is recommended that ACH/EFT information including bank name, routing number, bank account
number, or swift code are not listed on invoices. This information is considered to be proprietary and
confidential, and should only be provided to appropriate TJX contacts.

INVOICE SUBMISSION

Invoices can be submitted in the following ways:

Note: ‘

-Must choose one method. It is critical that an invoice is not submitted using more than one method.

-Payments are generated based on the payment terms , however they are not reflective of the payment
receipt date.

Preferred Methods: Description

Invoices must be in PDF, TIFF or Word files. Attachments
must contain only one invoice per file. Multiple
attachments can be attached to an e-mail.

E-mail:
TIX_Invoices@DocumentConversion.com

Instructions and guidelines can be found in the iSupplier

iSupplier Portal: Users Guide.

Alternate Methods: Description

US Mail: The TIX Companies, Inc. PO Box 9133 Framingham, MA, 01701



mailto:TJX_Invoices@DocumentConversion.com
mailto:TJX_Invoices@DocumentConversion.com

Invoice Requirements for Europe - Expenses Payable

THE TIX COMPANIES, INC.

INVOICE REQUIREMENTS FOR EUROPE - EXPENSES PAYABLE

The following invoice requirements pertain to TIXE Europe — Expenses Payables goods and services (non-
merchandise). NB. This is not a guide of how you need to invoice us but a guide to the minimum requirements
that we expect to find on an invoice.

Header Information Requirements Description
Your Company Name ::]Isg;scee .ensure that your full company name is detailed on your
Company Registration Number If your company is registered the number should be quoted.

If you are charging VAT or TAX you must quote your
VAT or TAX registration number registration number. Invoices charging VAT for non-registered
companies will be rejected.
Remit to information needs to include your company's address,
town, city and post code on all invoices.

Contact details need to include contact phone number and e-

Payment Remittance Detail

Your Company Contact Details mail address of your company's Accounts Receivable
department.
Name of the TJXE person(s) with whom your company
TIX Contact Name conducts business.
All invoices must be billed to the applicable operating unit as
Bill To Name and Address stated on the PO that is being billed for.
The location of shipment and/or services performed needs to
. be listed on invoices (e.g. Store chain and number, Corporate
Ship To Name and Address Office, Distribution Center . . .
"Invoice" or "Credit Memo" must be clearly stated. Documents
) labeled differently (e.g. statement, quote, receipt, order. . .)
Invoice Type are not accepted and will not be processed.
'Invoice Number Each invoice needs to have a unique invoice number.
| Invoice Date Invoice date needs to reflect the date of order/service.
 Purchase Order (PO) Number Full PO number needs to be listed on the invoice.
| Invoice Line Detail Requirements Description

A brief description of the ordered items and/or services

Item/Service Description and PO line performed needs to be listed,

number

Item unit price and/or cost of each service performed are used
to match the items to the purchase order, and must be at an

Unit Prices/Service Costs agreed upon price. Any unit price increase needs to be
negotiated with and approved by the TIXE buyer prior to
invoice submission.




Item Quantity

Quantity ordered, shipped and back-ordered (if applicable) of
each item needs to be listed on the invoice. Any quantity
increases need to be negotiated with and approved by the TIX
buyer prior to invoice submission.

Total Item Amount

Total amount of each item/expense needs to be Tisted on the
invoice.

VAT, Tax or Freight Amounts

Any amount for VAT, tax or freight need to be separated from
the item subtotal and labeled accordingly.

Total Amount

The total amount of all items/services, tax and freight on the
invoice needs to be listed.

INVOICE SUBMISSION

Note:

-Payments are generated on the Due Date.

Invoices can be submitted in the following ways:

-Must choose one method. It is critical that an invoice is not submitted using more than one method.

_Preferred Methods: Description
ISupplier Portal: e e s i Inveice 25 2
attacimmcrmovwimTCrT suornoon IH yut.u TTTVUICCT,
Alternate Methods: Description

UK, Ireland and Buying Office Mail:

TIX Europe Expenses
Payable Dept. PO Box
2284
Watford WD18
1JN United
Kingdom




Month End Dates:

Note: Due to Finance Month End processes, Invoices cannot be entered into iSupplier
from

12:00 GMT / 13:00 CET /10:00 AEST on the dates below. TJX will also issue

reminders regarding these dates.

February: Friday, February 01, 2019
March: Friday, April 05, 2019

April: Friday, May 03, 2019

May: Friday, May 31, 2019

June: Friday, July 05, 2019

July: Friday, August 02, 2019
August: Friday, August 30, 2019
September: Friday, October 04, 2019
October: Friday, November 01, 2019
November: Friday, November 29, 2019
December: Friday, January 03, 2020
January: Friday January 31, 2020




