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ISupplier - Creating a New Address

Procedure

To create a new address for your company, complete the steps below.
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Step Action

1. Log into the iSupplier Portal with your User Name and Password.
Login
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E-Business Suite

B Favorites ¥ Logout Preferences Help

Logged In As USER1@TRATNINGCOMPANY.COM
Oracle Applications Home Page

Main Menu

Workdist
S
3 poing Business with City of Tampa From(Type |subject [sent~  [pue
Eal poing Business with Hilsborough Goun POS Supplier Registration  Hillsborough County and the City of Tampa Supplier |12-Mar-2014
[ S onier Profic. User ond Task Manace, and Profile Collaboration Network: Regisiration Approval
Supplier User Registration | Hillsborough County and the City of Tampa Supplier [12-Mar-2014
Workflow Version 2 Collaboration Network: Confirmation of Registration

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

Logout Preferences Help
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Step

Action

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

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

Click the Supplier Profile, User and Task Manager link to access your profile.

Su wplier Profile, User and Task Manage |
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‘Supplier Administration

«  General General

s Company Profile Organization Name Training Company
. Supplier Number 1064658
Organization

Taxpayer D 12-0101011
ook Country of Tax Registration

rectary Att

Product &
Services
o Payment &
Invoicing

*  Tasks

Search

MNote that the search is case insensitive

Title [6o]
[+ 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
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Step Action

3. The General Profile window opens.

Click the Address Book link on the left side toolbar.
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‘Supplier Administration
o ErE] Address Book
+  Company Profile
© Organization Address Name - Address Details |Country Remove
> | Address Book | Headg rutev?rl 123 Main St. United States 7
o Contact Tampa, FL 33602
Directory Please contact Supplier Administration if you have any questions regarding your business addresses
o Product &
Services
o Payment &
Invoicing
+ Tasks

Supplier Administration Home Logout Preferences Help
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Step Action
4, The Address Book window opens.

Click Create to create a new address.

Crea

L

5. The Create Address window opens.
All required fields are denoted by an asterisk (*).

Use the Address Name field to give your address a name such as Headquarters,
Main Office, XXXX Division, etc.
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I Supplier Name Traininglcompany Supplier Number 1064658
Country  United States ~ FaxAreacCode |
* Address Line 1 Fax Number
Address Line 2 Email Address
Address Line 3 [l purchssing Address
= City/Town/Locality [C1Payment Address
County [C1send Bids to this Address
* State/Region gt o1 choose Payments 2 W9 Form
Phun:j::a deZ ]—
Cancel %
Step Action
6. Enter the Address Name (i.e., Headquarters, Remit to, Payment, etc.) in
the Address Name field.
Enter the address into the Address Line 1 field.
Enter the city/town into the City/Town/Locality field.
Enter the State into the State/Region field.
10. Enter the zip code into the Postal Code field.
11. Enter the area code into the Phone Area Code field.
12. Enter the phone number into the Phone Number field (include the dash).
13. If this is a Purchasing Address, click the Purchasing Address option.
14. If this is a Payment Address, click the Payment Address option.
*Important* If this is a payment address, a substitute W-9 must be submitted to
Hillsborough County and the City of Tampa. Substitute W-9s are located on the
Procurement website.
15. Enter any notes you have for the approver into the Note field.
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Step

Action

16.

Click the Save button.
This address will be submitted for approval.

Save

.

N Navigator v B Favorites ¥ ome Logout Preferences Help
Supplier Administration

* General

= Company Profile
- Organization Enter Address Name Here has been added to your Address Boak.
-  Address Book | Address Book

- Contact

Directory Address Name ~ Address Details |country

[Z4 Confirmation

Product & Remove
o Produ
Services Enter Address Name Here 098 1st Ave. United States m
Boston, MA 12345
5 Payment &
Invoicing Headquaters 123 Main St. United States B
Tampa, FL 33602
e« Tasks

Please contact Supplier Administration if you have any questions regarding your business addresses

Supplier Administration Home Logout Preferences Help
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Step

Action

17.

Confirmation is given that the Address has been created. Click the Home link to
return to the Home Page.

Home

18.

You have successfully added a new address to your company profile.
End of Process.
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