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LnJ' Manage Profile Information

This guide will take you through on how to completea
supplier profile on the Supplier Portal in respect of
completing the relevant fields which require
information. Below are examples of information
requiredin orderto setup the supplier profile
successfully:

e Organisation details.

e Tax Identifiers (Example VAT numberand VAT
type).

e Addresses (Site address).

e Contacts (Those potentiallywith access and how
we can contactyou —ensureyoursignatory is
included as a contact).

e Payments-Bank Accounts (Currentbank account
with the facility).

e Optional sectionsto complete are Business
Classifications and Products & Services.

e Notifications—on Oracle (via bell) and via email
Supplier Portal Home Page will show the pie chart
with anything requiring attention, recent activity
and transaction reports.

1. Fromthe Oracle Homepage, selectthe Supplie
icon.

The Supplier Portal pageis displayed.

.......

2. Clickthe Manage Profile hyperlinkunder the
Company Profile sub-section.
The Company Profile pageis displayed.

The Profile below identifies:

Company Profile &

3. Thelastchange requestreceived fromthelog-in
account.

4. Eachareaidentified above hasit’s own tab.

Note: Selectingany of these will givearead only view

of currentdetails.

5. To change/update details you needto select Edit.
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6. ClickonYes.
The Edit Profile Change Request page is displayed.
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Edit Profile Change Request: 19001

7. Whereachangeisrequired youwill be required to
complete the Change Descriptionbox priorto
submission.

The following options are provided for requests:

8 9
| Delete Change Req ] [ Reviewen g I Save I Save and Close | Ccancel
Dslste,ChangeRequest)

8. Delete ChangeRequest — This will cancel the
requestfor changeevenafterithasbeen
submitted for approval. (aslongasthe request
status is showing “Pending approval”).
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9. Save and Save and Close - Save change request but
will not submit to M&G.

10. Cancel- Cancelthe request prior to saving.

In this example, a Contact name is going to be added.

11. Click on the Contacts tab.

Existing Contactinformationis displayed.
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12. Click on the Edit button.
A Warning pop-up window is displayed.
£ Warning x

POZ-2130390Making edits will create a change request for the profile. Do you want to continue?
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The Review Changes pageis displayed.

Reme Charges
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Note: All details with a * must be completed.
Administrative Contact — If atickis entered® thenthe
contact will receive system communications.

User Account — If atickis entered® then access to the
systemhas been provided. Eachuserwill have a unique
User Name and Password.

15. Clickonthe OKbutton.

The Edit Profile Change Request page is displayed.

13. Clickonthe Yesbutton to continue.
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16. Clickinthe Change Description fieldand entera
description regardingthe change.

Change Description | Added a Supplier Contact|
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14. Clickonthe +icon.

The Create Contact pageis displayed.

17.Tosubmitthe request, select Review Changes.
Note: Atthisstage you can also editand delete if
required.

18. Click on Submit.

Note: Itisimportant to follow the above step. If the
Submit buttonis notselectedthe change will not be
sentfor approval and the record will not be updated.

A Confirmation pop-upwindow is displayed confirming
that you have submitted your request.

& Confirmation x

Your profile change request 20002 was submitted for approval.

19.Click on the OK button.

20. Click on the Done button.

All currentactions andresponses canbe found in your
Worklist.

Note: Creating a User Account for a supplier contact
cannotbe reversed. OnceaUser Accountis created it
cannotbe deleted, butit can be inactivated.

Note: Suppliercontacts can have multiple userroles
on the portal (user role definitions will be on the
external intranet page.




