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ISupplier - Updating Contacts

Procedure

To update contacts, complete the steps below.

-
Userllame i ryaseasy
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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

Oracle Applications Home Page

Main Menu Workiist
e
3 poing Business with Cty of Tampz From(Type |subject |[sent~  Due
[ poing Business with Hilhorough Co POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Reqistration Approval
Supplier User Registration | Hillshorough 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 notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

m

Logout Preferences Help

Copyright (c) 2006, Oracle. Al rights reserved

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.
KX |M|S,pplier Profile, User and Task Manage
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N Navigatorv B Favorites v

‘Supplier Administration
«  General General
s Company Profile Organization Name Training Company
Organization Supplier Number 1064658

Taxpayer D 12-0101011

Address Book Country of Tax Registration

ole o

Contact
Director Att
S Prg Contact Directory I
Services search
© Payment &
DT Note that the search is case insensitive

o Tesks S —

[# show More Search Options

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

Supplier Administration Home Logout Preferences

hitps://projectlappshtftestdmal oracleoutsourcing.com/OA_HTML/QAdjsp... |

Step Action

3. The General Profile window opens.

Click the Contact Directory link on the left side toolbar.
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N Navigator v B Favorites ¥ Home Logout Preferences
‘Supplier Administration
«  General Contact Directory : Active Contacts
+ Company Frofie
©  Organization First Name [Last Name |Supplier Name = [Phone Number  [Email Status User Account Addresses Update
pp!
©  Address Book John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current v ya
o  Contact
2 ] Chris Doe Training Company 813 029-1021 user3@trainingcompany.com  Current v 7
o Producti Bob Doe Training Company 813 231-1234 user2@trainingcompany.com  Current
Services
o Payment & |+ Contact Directory : Inactive Update
Invoicing
+ Tasks

Supplier Administration Home Logout Preferences

Privacy Statement Copyright () 2008, Orscle. All rights reserved
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Step Action

4, Click the Update (Pencil Icon) button for the contact being updated.
Note: This contact does NOT have a User Account.

4

5. The Update Contact window opens. Here you will make any necessary updates to
the contact profile.

In this example, we are going to update the Department for the contact and give
this contact a User Account.

Important! If the contact being updated already has a user account, the
bottom half of this page will look different. These instructions will first
explain how to create a User Account, then explain how to update the User
Account.
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Home Logout Preferences Help

* Indicates required field

Contact Title

* First Name
Middle Name

* Last Name
Alternate Name
Job Title
Department
Email Address
url

Bob

Doe

user2@trainingcompany.
Department

Create User Account for this Contact [

Privacy Statement

* Phone Area Code

* Phane Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Inactive Date

Home Logout Preferences Help

oo
813
231-1234

=

(eemple: 25-Feb-2014 15:45:00)

cancel Apply

Copyright (c) 2005, Oracle. Al rights reserved

Step Action

6. Enter the department into the Department field.

7. Click the Create User Account for this Contact option.

8. Highlight the Email Address for this contact.
Press [Ctrl+C] or right click and select Copy.

9. In the Username field, press [Ctrl+V] or right click and select Paste.

10. Enter your company's name in the Supplier Name field, or use the search option
to complete the field.

11. Check the Certification Reminders option only if you want this user to receive
notifications about expiring certifications.

12. You will need to add the appropriate responsibilities to the contact.
Check the Doing Business with City of Tampa option to select it.
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Step

Action

13.

=l

Check the Doing Business with Hillsborough County option to select it.

14.

Apply

Click Apply to save changes to this contact.

Supplier Administration

. General Contact Directory : Active Contacts

1 Navigatorw B Favorites v

Home Logout

+ Company Profl

¢ CpgEn First Name |Last Name |Supplier Name - |Phone Number [Email
> Contact Points Tim Potter That was Easy, Inc 813 555-1001  P2Psolution@ESQA.com Current
o Address Book
Gillian Granger That was Easy, Inc 813 555-1002  GrangerG@THATWASEASY.COM Current

© Contact
Directory Ginny Weasely That was Easy, Inc 813 555-1006 Current
o Produet & Joe Weasely That was Easy, Inc 813 555-1004  weaselyj@thatwaseasy.com Current
Services

. Tasks Mike Granger That was Easy, Inc 813 555-1003  grangerm@thatwaseasy.com Current

Nadine Grubbly-Plank That was Easy, Inc 813 555-1005

+| Contact Directory : Inactive Contacts

grubblyplankn@thatwaseasy.com Current

Supplier Administration Home Logout

Privacy Statement

'Status User Account Addresses Update

i o g R

hitps://projectlappshctfnonprod2dma2.oracleoutsourcing.com/0A HTML/OA jsplpag

+ Trusted sites | Protected Mode: Off
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Step

Action

15.

the contact being updated.

7

We will now update a contact with an existing User Account. Click Update on

16.

In this example, we will update the contact's Job Title.

Enter the person's Job Title into the Job Title field.
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1 Navigatorv B Favorites ¥ Home Logout Help

Supplier Administration: Contact Directory >
Update Contact

= Indicates required field

Contact Tide Mr. ~ * Phone Area Code |813

*FirstName [Mike * Phone Number [555-1003
Middle Name [ Phane Extension
= lastName [Granger Alternate Phone Area Code
Alternate Name Alternate Phane Mumber

JobTitle [Manager FaxAreaCode |
Department [IT Department Fax Number
Email Address |grangerm@thatwaseasy. Inactive Date
url (example: 31-Aug-2015 19:45:00)

1=l User Account i |
—_———

‘ :
!

Home Logout Help

Privacy Statement
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Step Action

17. To see the contact's user account settings, expand the User Account Information.

18. Select the appropriate Responsibility options. Select Doing Business with
Hillsborough County.

19. Check the Certification Reminders option only if you want this user to receive
notifications about expiring certifications.

S

20. Click the Apply button.

Apply
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@ https://projectlappsh.. O ~ @ B € X | @ Contact Directory

9% £]MNon-Prod4 2] ASTRALogin £]Non-Prod1 £ TestUAT £]Non-Prod2 [ Clerk's VPN - SignIn [7] PROJECT 1 - ERP Program... £ ]PRODUCTION

1 Navigatorv B Favorites v

‘Supplier Administration

- e Contact Directory : Active Contacts

+ Company Frofie
©  Organization First Name [Last Name |Supplier Name = |Phone Number  [Email |Status User Account Addresses Update
o Address Book John Doe Training Company 813 092-1234 123 |userl@trainingcompany.com  Current v ya
o  Contact

Chris Doe Training Company 813 029-1021 user3@trainingcompany.com  Current v 7

Directory
o Producti Bob Doe Training Company 813 231-1234 user2@trainingcompany.com  Current v 7
Services
o Payment & |+ Contact Directory : Inactive
Invoicing

+ Tasks

Supplier Administration Home Logout Preferences

1. All rights reserved

hitps://projectlappshctftestdmzl oracleoutsourcing.com/OA_ HTML/OAdjsp... |

Step Action

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

22. You have successfully updated an existing contact.
End of Process.
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