’\.R“EUU Quick Reference Guide: Manage Supplier Contacts

This training will walk through the steps for updating your supplier profile in the Oracle Procurement Cloud System,
specifically focusing on how to update the supplier contacts. Contacts need to be setup for a variety of activities within
Oracle Procurement Cloud, for example in order to receive PQO’s, submit invoices, or bid on an RFQ. It is the
responsibility of each supplier to maintain the appropriate contacts to ensure only users authorized by each
supplier can access the system.

Managing Supplier Contacts

e Go to the Supplier Portal URL
e Sign in with your credentials
e If you do not know your password:
o Select the “Forgot Password” link
o Enter your email address as the user
ID, select “Forgot password” radio o
button, and press the Submit button
o You will receive an email from which
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you can re-set your password Forgot Paseward
Signin \
If you have any further questions regarding
managing supplier contacts, please email Note: Oracle supported browsers are Microsoft Edge, Google Chrome,
gsp@arrow.com. Mozilla Firefox, and Apple Safari.
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) Good afternoon, Rob K Peters!
From the landing
screen, select the ares
Supplier Portal icon
00|
E +
Supplier Portal
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Supplier Portal
search  Orders v Order Number Q
Tasks e
Orders
+ Manage Orders Requiring Attention E:f;?;;:?ivny
© Manage Schedules Negotiation invitations 1
= Acknowledge Schedules in Spreadsheet Negotiation respenses awarded or rejected 1
Invoices and Payments Orders changed or canceled 8
= Create Invoice Orders opened .
« Create Invoice Without PO Pl
Select Manage « Viw Payments i Transaction Reports
Last 30 Days
Profile link Negotiations Invoice Amount s o
« View Active Negetiations Invoice Amount 2327242 usD
N. Wanage Resporses - Invoice Pice Variance Amourt o
Invoice Price Variance Amount 8 usD
Company Profile M Schedules Overdue or Due Today i
* Manage Profile “

ARGV @ ® & «s| Selectthe
Company Profile @ m; Edit button

Change Description

Last Change Request 18003 Requested By  Peters, Rob

Request Status  Canceled RequestDate  &7120

Organization Details ~ Tax ldentifiers  Addresses  Contacts  Business Classfications  Products and Sarvices
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https://ebub.fa.us2.oraclecloud.com/supplierPortal/faces/FndOverview?fndGlobalItemNodeId=itemNode_supplier_portal_supplier_portal
mailto:gsp@arrow.com
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After selecting Edit a warning
pop-up window is displayed;
select the Yes button to

A Warning x )
POZ-2130390Making edits will create a change request for the profie. Do you want to confinue? continue
Enter the o P O ke
Descri ptl on of the 232002 Delete Change Request | Review Changes | [ Save and Close ]
change
Change Descriptiol
4
ontacts  Business Classifications  Products and Services
Select the
Contacts link
NA\NOW n ¢ 9
Eoit Proffo Chango Roauost: 83002 £
Change Description
4
Organization Details  Tax Identifiers  Addresses Contacts Paymenis Business Classifications  Products and Services
Click the Create > + 7 Status  Active ~ Freeze  z| Detach Wrap
button to add a new inistrati
Name a v  Job Title &%  Email 4% Phone Adrg'"":’";"ve User Account
contact ontal
Matt, Damon damon.matt123433@gmail com (]
Create Contact x
Salutation -v Phone
Enter the contact - E]
information * First Name Mobile E]
including Email Middle Name Fax E]
* Last Name Email
Job Title Status Active
Administrative contact
4 Contact Addresses
Select Actions to ctions v View v Format v B Freeze  ly'| Detach Wrap
add an address
Address Name Address Phone Address Purpose Status
for the contact i
o data to display.

Columns Hidden 5

4 User Account

Roles Data Access

Aclions w View w Formal w

Role
No data to display.

Check the Request

user account box
Reguest user account

This must be checked
to setup an account

Freeze

4 v  Description

Click the OK
button

.

Create Another J OK l LCancel J
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Delets Change Request | Review Changes | [ Save and Close |

Last Saved 9/16/20 4:22 PW|

Edit Profile Change Request: 32002

Change Description

Organization Details  Tax Identifiers ~ Addresses Contacts  Business Classifications  Products and Services SEIeCt the Rev' eW
— Changes button
4 General
* Supplier Name _ Advantek Consuling LLC Tax Organization Type  Partnership v Please note that in order
Supplier Number 10010 Status  Active:
to completely save and
Supplier Type  Supplier v Attachments None = " "
4 ldentification supmlt your updates, this
D-U-N-S Number 121212129 National Insurance Number rev I eW Step m u St be taken
Customer Number Corporate Web Site
siC
4 Corporate Profile
N\ROW w
Review and verify Review Changes
the changes that Change Description
were made
Click the Submit
4 Organization Details button tO Submit
View w Format w Freeze Wrap
the change request
Attribute Changed From Changed To
L] Supplier Name Advantek LLC ‘Advantek Consulting LLC
L] Supplier Type Supplier
N\NOW o T @
Company Profle & I
© Thereis & profile change request pending approval. You may edit to make addtional changes
Last Change Request 32002 Requested By Peters, Rob change pescripion A Confirmation message
Request Status ~ Pending Approval RequestDate  9/16:20

will be displayed once the
supplier updates have
been submitted

Organization Details  Tax Identifiers ~ Addresses  Contacts  Business Classifications  Products and Services
4 General

Company Advantek LLC @ Confirmation X e Partnership
Supplier Number 10010

The changes may be
Your proiile change request 32002 was submitted for approval._IS rOUted tO AI’I’OW fOI’ fu I’thel’
OK s None
4 |dentification

I review and approval
D-U.N-S Number 121212129

National Insurance Number

Supplier Type
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