cClick the Sign In button.

Sign In

Important
Information!

Navigation: Oracle
Sign In page

NOTES:

* Example data
provided for this
simulation is for
demonstration
purposes only.
Please enter your
appropriate data as
needed in the
Production
environment.

e For all Simulation
Modes, all example
data must be typed
exactly as noted in
the blue step
bubble.

Sign In

Oracle Applications Cloud

nnnnnn

ORACLE

Q Click the ‘ Supplier Portal | button.
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@ Click the _ hyperlink.

IManage Profile

‘Supplier Portal

uuuuuuuuuuuuu

..............

.............

Important
Information!

Be sure to turn on
Caps Lock. All input to
this form must be in
ALL CAPS.

@ Ciick the | Yes | button.

@ Click in the field.

SPRING HILL FARMS, INQ

lliams. & F O e
e °Ff

Edit Profile Change Request: 51002

ot hanga auest | RovewChangss || Swve | Smvoana Glose | Gancl

Page 2 of 18



6 Change the ‘ Supplier Name ’ field to
SPRING HILL FARMS, LLC.

[ SPRING HILL FARMS, LLQ ]

'Important
Information!

Update if your
company name is
different from what is
shown. This is the
name Williams will
remit payment to.

Dokt Change Reuest | Roviw s | Save

@ ®

soveanaciose | Cance

@ Click the \ Add Attachment | icon. +

4 dentification

@ Click the | Choose File | button. crserie’

Important
Information!

¢ Use the Choose

File button to
browse Windows
File Explorer and
select the
appropriate file for
this entry.

o Attach a current W-
9 and remittance
information.
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@ ciick the . button.

Important

Information!

After selecting the
appropriate file, the
name will be displayed
in the File Name or
URL field.

JI e 0 i
e

m Update any incorrect information. ey T ———
Click the hyperlink. - -

Tax [dentifiers

@ CliCk the _ hyperlink. Addresses Edl(Pmﬁ\e%mlﬁwussl 51002 DoteCronpe Reuent | Revewchanas | | save e anaclose Caner

@ Click the - icon to add a new address.
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@ Type 4 DALLAS in the _

feld.

Important
Information!

Use the next sequential
number followed by the
city (i.e. 4 {space}
City).

@ Ciick in the [ Postal Code | field.

@ Enter the 5-digit zip code
Type 75043 in the field.
[0
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@ Click the item for Dallas, Dallas,
TX. |75043 Dallas, Dallas, TX
Important
Information!

A dialog box appears if
a zip code spans
multiple cities or
counties. Select the
appropriate option.

@ Click the . button.

@ Type PO BOX 789 in the
field then indicate whether this is an
Ordering or Remit to address.

[P0 Box 724 |
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@ Ciick the (0K button. 2

@D Ciick the [2 BIXBY | hyperiink. -

Important

& s

Information!

To inactivate an
address, select and
open the address to be
inactivated.

@ Cick the [Inactive Date Calendar| icon.

@ Click the [24] item. @
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@ Ciick the [0K| button. 2

@ Click the - hyperlink to review the

contracts for the company. conscs

Edit Profile Changé Request: 51002

et Change Request | Revi Chages |

="

[swe | soemacion | concel

@ Click the - icon to add a contact. |

Edit Profile Change Request: 51002

26

ot pcases Conscs  pamans

sciors v veu v foma v [ £ soue

Dot rangeRoauest

o oscrpton

Administie

Ronawchans |

"

[swe Smoanacios | carcsl

uuuuuuuuuuu

@D Type AMANDA in the - field.

[A.M.ANDA] ]
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@ Type EVERS in the field.

[EvERa

@) Type AMANDA@NOEMAIL.COM in the

field. [amanpagnoemai cou ]

Important

Information!

The system will not
accept duplicate email
addresses. —

@ Click the [ Select and Add| icon. =

=

@ Select the address for this contact.
Click the item. 4palas
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@ ciick the [ Apply | button.

@ Ciick the [OK| button.

checkbox. ]

Important

Information!

Selecting the Request
user account checkbox
gives the contact the
ability to access the
portal.

=i
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@ Highlight and delete any permissions the
contact does not need.
Gick e | Supplier Bidder] item.

Supplier Bidder

@ Click the - icon.

(== (|

@) Ciick the [OK] button.

@ Click the [Payments | hyperiink. cse
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@ Click the ‘ Business Classifications ’

hyperlin K. Business Ciassifications

’Important ‘
Information!

Do not enter
information on the
Payments tab. Attach
remittance information
on the Organizational
Details tab.

Edit Profile Change Request: 51002

D) Click the | Add | icon. E3

Important
Information!

Populate the Business
Classifications section
if the company is a
small business,

minority owned, etc.

Edit Profile Change Request: 51002

mmmmmmmmmmmm

R Changes | Swe | sevesndClose | Cance

o

m Click the ‘ Classification ’ dropdown.

N v

Edit Profile Change Request: 51002

AAAAA

.........................
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item.

vt Crage e | rovmwChonges | e sesnocine | Goce

| Hons ot ssvstns s gpcsbie
[

Classcaton

oty IO s SanOne Eimiondete Aachnens N ety Cormed
oy

@B Ciick the
[

dropdown.

= S
Williams. 0 )
=

Edit Profile Change Request: 51002 Delete Chunge Request | Review Chinges || S Savesnd Close | Canel |

S

Ouncaion i T Acgessos Coracs aments_ BusiessCuasliatons i andsovias
R T e—

Aorsw Vewy Faraly 4 X Fee 5

Clnsiicaion

Sobcorsifcaion S Coriying Agoncy

e Coniting
gency SHEH

P —p— Noos Pty e
ey a E |

o] oo

@ Click the

Willzms. o ||
[—
Edit Profile Change Request: 51002 Delets Crange Request  Kamaw Changes  Save  Savaand Close _ Gancel
item. us smallBusiness Administration S

OgmzsinDesls Tasens Ackesses Conas o DusinessClasiiations _ Proaics ndSevis
ST —
s v Veny Fomste b X e v

Cussaion Sumaiion Suw Cotyoghames QSISO  Cufrs SanOae Epeaton Do Atacimors Vo ooty Gt
o = N 720 7 B

w.,44 P

b ——

@ Type 123 in the - field.

Williams. P}

[

Edit Profile Change Request: 51002 ‘Delete Change Request  Revlew Changes \I SaveandClose  Cancel
Mﬁmw:’

Certfying Agency G COtNS o StOme  Expiraton Dot Atachments.

s oty Cormed
e |z [ =
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@ Cick the Start Date Calendar| icon. =

@D Ciick the

icon. fa

Edit Profile Change Request: 51002

ST m—

Ao v Veu romsiy 4+ X T
J—

Compagrey RIS o Suime  Expmiondie Amchmens N rowseaty  Gortmed
i | CEN| G| Y &

(i e e ][] [ ] )

@ Gick the| Add Attachments|

= z
Willizms. o I
[

Edit Profile Change Request: 51002

Dol Chnge Request  Review Changes || Save  Savend Close  Cancel
m.m.w_;I:

Ogsncsion i TG Acyesios Coacs Pamens BusiessCiasiications_ProsucsandSevias
] e st

s v o

Cuntiton Sbaitcon Su Cotogtoey USSR oo St o Arschens
T g (e T

Noos Pty e

— ar o] [mow o

icon. +

Edit Profile Change Request: 51002

OgmzsinDesls Tasens Ackesses Conas o DusinessClasiiations _ Proaics ndSevis
ST —

scxe v vany oy X

Clnitcaton

D o el () (i) e (S|

]

Frs & oo wap

48

Expiraton Dat - Aeachmenss

st suns Coyghn SUETY s sanows

o Pteaty S04
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@ Click the _ button.

Important

Information!

Use the Choose File
button to browse
Windows File Explorer
and select the
appropriate file for this
entry.

Edit Profile Change Request: 51002

@ Click the _ [ =

Products and Services hyperllnk

et Chage Reuest | ReviChanges || Save | Sovesnd Close | Canc

=
@D Click the _ icon. [H —

Dot range eauest | Roewchongss | | Swe | SmvoanaGlose | Sancl

Descrpion
ICONERESSION EQUPMATERIALS
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@ ciick the

icon for Choose the appropriate from the
list below. »

@ Click the - checkbox for M-EHS
EQUIPMENT/MATERIALS. [

Important

Information!

Select up to 3 products
or services the
company performs.

@ Ciick the [OK] button.

@ Click in the text
box and enter a short summary of the

changes entered.
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@ Click the button. |

Edit Profile Change Request: 51002 oot s roues: [ | save smesnaciose Conce

Review Changes

@ Ciick the [ Submit | button.

one diross Pupose o owwi
Ramt " =

av b At av Phom TS o pccount Staus ouis
nseagrosALCon = s

Oump iny Profile @ once cramgs Reqest | | con | oane

@ Click the [0K| button. [ et
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@ Click the |OK | button. [ ox]

@D Click the | Done | button.

OC - Suppliers - Supplier Portal - Supplier - Initial Information Review
by Existing Supplier
Last changed on: 06/29/2021 07:34 PM

Version: 1.0
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