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iISupplier - Updating Company Details

Procedure

After completing this exercise, you will be able to update company details for your organization.

-
Userllame i ryaseasy
(Gity: “First Name.Last Name" County:"CNTYiooooe" scoocc is EmpHumber)
.

*Passwol

(example: v23)

Forgot Password. Click Here to Reset
Accessibility None =
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Step Action

1. Log into the iSupplier Portal with your User Name and Password.
Login
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B Favorites v Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM

Main Menu

Personalize

& [ poing Business with Cv of Tampa
= D Doing Business with Hilsborough County
L 1M Supplier Profile, User and Task Manage!

Privacy Statement

Workdist
Full List (2)
From[Type |subject |[sent~  |pue

POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Reqistration Approval

Hillsborough Co! and the City of Tampa Supplier {12-Mar-2014
Collaboration Network: Confirmation of Registration

Supplier User Registration
Workflow Version 2

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help
Gopyright (c) 2006, Oracle. Allrights reserved

hitps://projectlappshctftestdmal oracleoutsourcing.com/OA_HTML/OA,jsp?.. |

Details

Step Action

choices:

2. The Oracle Applications Home Page opens. On the Main Menu, you have three

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

C|ICk the Suppller Proflle User and Task Manager link to access your profile.
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i Navigator v B Favorites ¥ Home Logout

Supplier Administration

« General
«  Company Profile Organization Name

That was Easy, Inc

Supplier Number 1114614
5> Organization Topayer D
2 Contact Points Country of Tax Registration

o Address Book
o Contact
Directory

o Product &
Services

Attachments

Search

Note that the search is case insensitive
Title

[ee]

[ Show More Search Options

‘Add Attachment... || &
Title

Type Description Category Last Updated By LastUpdated Usage Update Delete Publish to Catalog
Mo results found.

Supplier Administration Home Logout

Privacy Statement

Done + Trusted sites | Protected Mode: Off v H10% ~

Step Action

3. The General Profile window opens. On the left side of the window is the
Supplier Administration Menu.

1. General -- Default page. You can use this page to add attachments needed to
do business with Hillsborough County and the City of Tampa.

2. Company Profile -- with sub-menus that allow you to add organizational
details, additional addresses, contacts, and change your Product & Services.

3. Tasks -- currently not used.

4. Add Attachment -- if a representative from Hillsborough County or the City of
Tampa requests certifications, insurance, etc., you may add those things here.
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 Navigator v BF Favorites ¥ Home Logout Preferences

‘Supplier Administration

«  General General
Company Profile Organization Name Training Company

> Organizatio Supplier Number 1064658
3 Taxpayer D 12-0101011

I

o Addre Country of Tax Registration
o Contact

Directory Attachments

o Product &

Services ey

o Payment &

Invoicing

HNote that the search is case insensitive

o Tesks e [ [w]

[+ Show More Search Options

Add Attachment...

Title Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
No results found.

Supplier Administration Home Logout Preferences

Privacy Statement Gopyright () 2006, Orscle. Al rights reserved
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Step

Action

Click the Organization link on the left side toolbar.

The Organization window opens.

This page will be mostly blank the first time you log-in. You can update any of
these fields.

Note: These are all optional fields and do not require data.
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H'Ehﬁmuﬂm
o Lawriada .

& Organization
+ General Organization -

«  Company Profile Save
2 CrErEim Click here for County Certifications

o Address Book Overview | City of Tampa Certifications
> Contact

Directory Organization
S:emPcr::uct & Legal Structure aQ Chief Exacutive Name B
5 Payment & Principal Name Chief Executive Title
Invoicing
B Year Established
Incorporation Year Principal Title

Control Year

Mission Statement -

Total Employees
Organization Total Corporate Total
Organization Total Type ~ Corporate Total Type - E

Tax and Finandial Information

Taxpayer D 12-0101011
Fiscal Year End -

Analysis Year
Currency Preference @
[C] Federal Agency
Annual Revenue

Potential Revenue
For next fiscal year.

Cancel | || save

Supplier Administration Home Logout Preferences Help

Privacy Statement ‘Copyright (c) 2006, Oradle. All rights reserved
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Step Action
6. Once you have made all of your changes, click Save.

Save

7. Click the Home link to return to the Home Page.

‘ Home

8. You now can successfully update your company organization details.
End of Process.
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