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ISupplier - Removing (Inactivate) Contacts

Procedure

Contacts in your iSupplier Contact Directory are not deleted, but are inactivated and removed
from the Active Contacts list. They are placed in the Inactive Contacts section of the directory,

their status is changed to inactive, and they are no longer able to log in to your company's

iSupplier account.

To remove an existing contact, complete the steps below.
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Forgot Password.Click Here to Reset
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Step

Action

Log into the iSupplier Portal with your User Name and Password.
Login
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https://project1appshctfproddmz1.oracleoutsourcing.com/

®: Favorites ¥ Logout Preferences Help

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

Main Menu

Worklist
Fall 151 (2)
me"rvpe \wbject \Sentv |Due
POS Supplier Registration Hillsborough County and the City of Tampa Supplier |12-Mar-2014
and Profile Collaboration Network: Registration 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 notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

m
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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.

Ex [Wm |5y pplier Profile, User and Task Manage

Page 2



-+

Lawriala

& https://projectlappsh.. O~ @ B & X || & General

5 £]Non-Prod4 £]ASTRA Login £ Non-Prod1 2] TestUAT £ Non-Prod2 Gl Clerk's VPN - SignIn || PROJECT 1 - ERP Program... 2] PRODUCTION

Supplier Administration

=« General

«  Company Profile
Organization
Address Book

Services

o Payment &
Invoicing
* Tasks

n Navigator v B Favorites Home
General
Organization Name Training Company
Supplier Number 1064658
Taxpayer D 12-0101011
Country of Tax Registration

Att

Search

Note that the search is case insensitive

Title [so]
Show More Search Options
Add Attachment...

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

Supplier Administration Home Logout Preferences

cle. All rights reserved.
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Step

Action

The General Profile window opens.

Click the Contact Directory link on the left side toolbar.
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N Navigator v B Favorites v Home Logout Preferences
Supplier Administration

. General Contact Directory : Active Contacts

+ Company Profile [ Create |

©  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 o 7
- Contact
Chris Doe Training Compan 813 029-1021 user3@trainingcompany.com  Current
] g Company gcompany. v
= Product & Bob Doe Training Company 813 231-1234 user2@trainingcompany.com  Current v
Services
o Payment & %l Contact Directory : Inactive
Tnvoicing
« Tasks

Supplier Administration Home Logout Preferences

ie. Al rights reserved.
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Step

Action

Click the Update button for the Contact that needs to be deleted/end dated.

rd
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* Indicates required field

Contact Title

* First Name
Middle Name

* Last Name
Alternate Name
Jab Title
Department

Email Address

Chris

* Phone Area Code

* Phone Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

user3@trainingcompany. Inactive Date

G

813
029-1021

(sample:

tatement

Home Logout Preferences Help

hitps:// projectl appshctftestdmal .oracleoutsourcing.com/QA_HTML/QA jspi... |
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Contacts

Step

Action

side of the page.

The Update Contact window opens.

Click the Inactive Date (Calendar Icon) button. This is the last field on the right
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11 Navigator v B2 Favorites v Home Logout Preferences Help

@ nitps://projectlappshctftestdmzL.oracleoutsourc... @ 2

1@ wmarcn - 2014 v @ -
Sun Mon Tue Wed Thu Fri Sat
26 27 28
5 6
12 13
19 20 21
26

cancel | [ Apply
= Phone Area Code [813
= Fhone Number [oze-1021
Phone Extension |
Alternate Phone Area Code |
Alternate Phone Number |
FaxAreaCode |
o FaxNumber [
oracleout H100% v | Tadwvedate [ @

example: 25-Feb-2014 13:45:00)

Content

i+l User Account Information

Cancel Apply

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.

Home Logout Preferences Help

Step Action

6. The Pick a Date window opens.

You can choose the date by clicking on the specific date number.
12
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* Indicates required field

Contact Title

* First Name
Middle Name

* Last Name
Alternate Name
Jab Title
Department
Email Address

url

I+l User Account Information

Chris

Doe

user3@trainingcompany.

* Phone Area Code

* Phone Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number
Fax Area Code

Fax Number

Inactive Date

813
029-1021

[12-Mar-2014 16:43:58}

(sample: 25-Feb-2014 13:45:00)

Home Logout Preferences Help

hitpsi//projectl appshctftestdmal.oracleoutsourcing.com/QA_HTML/QA jspi... |

, Oracle. All rights reserved.

Contacts

Step

Action

You are now back in the Update Contact window.

Click the Apply button.

Apply

A Warning Message will be displayed requesting confirmation that you want to

inactivate this contact.

Click the Confirm button.
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1 Navigator v B Fayorites » Home Logout Preferences
Supplier Administration
. General Contact Directory : Active Contacts
= Company Profile
- SmErE First Name |Last Name [Supplier Name ~ |Phone humber  [Email |status user Account Addresses update
©  AddressBook | gop Doe Training Company 813 231-1234 user2@trainingcompany.com | Current @ 2
- Contact
. =] John Doe Training Company 813 092-1234 123 userl@trainingcompany.com  Current v 7
o Product & = = _
Services Contact Directory : Inactive !
o Payment &
Invaicing
+ Tasks

Supplier Administration Home Logout Preferences

Privacy Statement Gopyright (<) 2008, Orscie. Al rights ressrved
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Step Action

9. Click the (+) expand button next to the "Contact Director : Inactive Contacts to
expand that section of the window.

10. You will now see that the Inactive contact appears under this section.

Note: If you entered a future date, the contact will not appear until the date has
arrived.

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

11. You have successfully inactivated a company contact.
End of Process.
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