0 Click the ‘ Manage Profile | hyperlink.

Manage Profile

’Important

Information!

Navigation: Oracle
Home > **need nav
from user**

NOTES:

 Example data

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

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

Turn on Caps Lock.
All input to this form
must be in all caps.

@ Click the | Edit | button. EQ

Company Profile @

Organization Dotalls T ont

4 Gene

4 |dentificat
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@ Click the | Yes | button. ||

QCIick in the | Change Description | text box.

Edit Profile Change Request: 29004

4 Financial Profile

Delte Change Request | Review Chonges  Save  SaveandClose | Concel

more. )4

@ Enter a summary of the change. Type The
company name and remittance address
have changed. I've added an additional
contact. in the | Change Description | text

The company name and remitiance address
have changed. I've added an additional

box. |e ntact

Edit Profile Change Request: 29004

Organiza

4 General

4 Financial Profile

Delte Change Request | Review Changes  Save  SaveandClose | Concel

@ Click in the \ Supplier Name | field.

[SF’RING HILL FARNMS ]

Important

Information!

The following steps
outline the process for
submitting a company
name change or Tax ID
change.

Edit Profile Change Request: 29004

su
4 Identification

DAUN-S Number

4 Financial Profile

Delte Change Request | Review Changes  Save  SaveandClose | Cancel
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Edit Profile Change Request: 29004 Delete Change Request  Review Changes  Save  Saveand Close  Cancel

aChange the | Supplier Name | field to
SPRING HILL FARMS, INC.

[SPRING HILL FARMS, INC| ]

'Important

Information!

Enter the new
company name. This is
the name Williams will
remit payment to.

Edit Profile Change Request: 29004 Delete Change Request  ReviewChanges  Save  Saveand Close  Cancel

@ ciick the‘Add Attachment | icon. +

o000
Suppllr Type [MATERIALS PROVIDER |

4 Identification

4 Financial Profile

@ Click the | Choose File | button. s’

Important

Information!

Use the Choose File ; - e —

button to browse

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

Add the updated W-9.
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@Click the m button. [EH

x

Important

Tite Description Auached By Atached Ds

Information!

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

Edit Profile Change Request: 29004 Delete Change Request  ReviewChanges  Save  Saveand Close  Cancel

@D Ciick the | Tax Identifiers | hyperiink.

Tax dentifiers

4 General

* supplor Namo | SPRING HILL FARMS, INC Tex Organization Type | Parnersnip <]
s

4 Financial Profile

Edit Profile Change Request: 20004 Deen Goange Roquest| | RevowGranges | [ Save | saveana cise | [ Gorcmt |~

@ Ciick in the | Taxpayer ID | field and update .
if applicable. (oo00123404 ] e e iy v S

‘Taxpayer 1D | 00-0012349¢
Pr—

Edit Profile Change Request: 29004 Delete Change Request  Review Changes  Save SaveandClose  Cancel

@Click in the ‘ Tax Reporting Name | field e
and update if company receives a 1099 at e s e o s s 13

4 Income Tax
year-end. [serinGHiLL FaRu ] it

e Vrtcston o [3721 B
w5 L
S g

4 Transaction Tax
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Edit Profile Change Request: 29004 Delete Change Request  Review Changes  Save  Saveand Close  Cancel

@Change the | Tax Reporting Name | field to
SPRING HILL FARMS, INC. i i o oy S i 14

4 Income Tax

[ SPRING HILL FARMS, INC| ] B I S—

@ Click the | Addresses | hyperlink. e

Important

4 Income Tax

Information!

The following steps
outline the processto | i — e I—
add or inactivate an

address.

Edit Profile Change Request: 29004 Delete Change Request  ReviewChanges  Save  SaveandClose  Cancel

@ Click the | Create | icon. EJ

@D Tyve 3 DALLAS in the | Address Name

field. | 3 DALLAY| |

Important

Information!

The address numbers
are sequential. In this
example, there are 2
existing addresses.
The next one is 3
{space} city.
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field. After

@ ciick in the -

entering the 5 digit zip code, press the Tab

key. |rs04d |

Important
Information!

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

field and

@ Click in the

enter the street address.

@ Select Ordering or Remit to, as

appropriate. Click the -

checkbox.

E=Srie
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@ Ciick the[0K| button. [

....... [ orsens
Purpose v Remitto
| Re0or pang

I o

Edit Profile Change Request: 29004 Delete Change Request  ReviewChanges  Save  Saveand Close  Cancel
@ Click the - hyperlink. e ——

Organzaton Datals_TaRIGENes  Addresses  C: ontacts Paymerts

+

Important e PRl o

. " P— " o

| n fo rm at ion | B o e
. 74008,PO BOX 123 BIXBY. TULSAOK Remitto Active

e pasraaeae - . e

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

@ ot e nacive Dat Seect D] cn. [N
fa " frosniz o
il Ce 74008 g e :I
=

@ Click the - dropdown to select the

inactivation date. - 5 =i

me Tl )]
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@ Ciick the [0K| button.

Ealt Address: 2 BIXBY

v
o
5]

Address Line 2

* Address [ ] Ordating

Pupose (V] Renitto
[ RFQor Bing

mee ]
1

@ Click the - dropdown to view all

addresses, both Active and Inactive.

Active

Edit Profile Change Request: 29004

| 1wouncs 74047, 123 MAIN STREETMOUNDS, TULSAOK
30ALLAS 75043,P0 BOX 123455 DALLAS. DALLASTX

nnnnnnnnnnn

=) =
wams. : ° I

Delete Change Reauest | Review Changes | Save | Save and Close || Cancel

Ph Address Purpose. Fo» Status
orsering Actve
Remito Actve

@Click the - item. [

= z
Williams. 5§ o I

Edit Profile Change Request: 29004

GhangeDesciton [T cmpny

Delete Change Reauest | Review Changes | Sove | Save and Close || Cancel

Phor Address Purpose F Status
Orderng Adve
Romitto Actve

@ Click the [ Contacts | hyperlink. e

Important

Information!

The following steps
demonstrate how to
add or inactivate a
contact.

- ]

Edit Profile Change Request: 20004

29~

Organzation Detals  Tax/deniiers  Addresses CABER| Payments Busihess Classicatons  Products and Sen

Acionsw voww romaty ¢ saws[ v] T e

zzzzz

mmmmmmmmmmmm

DeiteCrange Request | Revew Chonges || Sove Saveand Close | Gancel

Phons Addross Purposo Fax Staus
Orgerng Acve
Remito nactvs
Remitto s
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. . @
€D Ciick the | Create | icon. ’ "

A9 Phone Administraive User Account  Status
° © e
° ©  ame

x

@Click in the | First Name | field and enter the

first name. || |

] Adiistatie conact
4 Contact Addresses
Actons v View v Fomat v B oo 3ostach o W

Address. Phone Addross Purpose Status

Hiaden §

4 User Account

nnnnnnnnnnnnnn

[ e

Greate Contact x

@Click in the | Last Name | field and enter the

last name. || |

] Adminsttive conoct
4 Contact Addresses

Actons w View v Fomat v B e [Fioetacn o wep

Address. Phone Address Purpose Status

uuuuuuuuuuuu

@Cllck in the | Email | field and enter the new ggﬁﬁ
contacts email. || ] o —
sssss [reme ]
Important i

Information!

uuuuuuuuuuuuuuu

NOTE: The system will
not accept duplicate
email addresses.

aaaaaaaaaaaaaaa
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Create Contact

checkbox. [

.

O —
34..... BENNETT Email | DBENNETT@NOEMAIL COM
] o i 9

[T pamnistatve cortact
4 Contact Addresses
Actons v View v Fomat v B e [F0stach o Wap

Addross Name Addross.

-
‘Colurnns Hidden 5

4 User Account

Phone Address Purpose status

e I 2 I ——

[ e |

mmmmm

checkbox. ]

v Administaie contct
4 Contact Addresses

Address Purpose Status

[ e |

€D Click the vertical scroll bar to view and
additional permissions. Remove any
permissions this contact should not have.

Phone Address Purpose Status

4 User Account

v/ Request user accourt
Roles  Dsta Access

Adtons v Vew v Fomatw X B Free psen i 36

Role a9 Description

Supper idder

@) Click the [OK| button.

V) Administtive contact
4 Contact Addresses

B e ¥ Do en e
Addres: Pho Address Purpose Stats
aden 5
4 User Account
21 Roauestusoraccou
x B Detscn 1 i
Rol a9 Descripii
ciastng crar

i ()}
:
24

i

]
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Edit Profile Change Request: 29004 Delete Change Request  Review Changes  Save  Saveand Close  Cancel
Click the hyperlmk to —
inactivate the contact. revuoios esn ot ot v ot P S et
Actors v View-w: Foff V% sos [rove v] prene 5O W
Nama 3 8 av T av o 4 Pone L ———
BENNETT, DAVID DBENNETT@NOEMAIL COM ] Actve
A O
— [ T——
Edit Contact: EARL REYNOLDS x &
Click the dropdown. | cive —— g 3 N —
“ Lastiame e [exvugrommmicon |
) Adminisaive cortact
4 Contact Addresses
Adions v Vieww Fomatv X B Frocze [ Detach ! Wrap.
e o i o
] womos 0123 A STREETIHOUDS TS AOK s e

Colurnns Hidden 5

4 User Account
Accoun s [ <]
Usortame  EARLENOEIALCOM

Roles  Daia Access

Actons v View v Fomat v

x B

av

Freeze ] Detach

1 Opus Web Recorder

sharing your sreen.

wrap

Edit Contact: EARL REYNOLDS.

Sauation [ ]

* FirstName

Select the item.

Inactive

ErRL
Middle Name
* Last Name.

JonTite

Il

v Adminsttie conact
4 Contact Addresses

Adtons v Veww Fomatw X B Freeze wiap
Addross Name Addross

] s a1 ANSTREETHOUNGS TUS0K
e 740080 0% 122 20BY, TULSAOK

‘Columns Hidden 5

4 User Account

Account tatus [ Act

User Nama  EARLGNOEMAILCOM

x

==

Phone Address Purposs. Status
Remilo nactve.

Roles  Data Access
Actons v Vieww Fomsty X B} e [ Detach o irap
Role AP Opus Web Recorder s shaing your screen.
- - “

button.

Edit Profile Change Request: 20004

‘Change Description | Tne company name and emtiance adcress
have changed. 1vo aoded an adatonal
contac:

OrganzationDetals  Taxdentfiels Addesses Contacts  Paymenis  Bushess Ciassiicaions

Actons v Vieww Fomatv & /X Sous [Ache v

Name

Freeze ] Detach I Wrap.

av e av
Jeoveriono
emaos ere

Columns Hidden 7

Products and Senicas

Doloto Changs Request

41

Administrative
Email a9 Phone minisae  UserAccount  Status
DBENNETT@NOEMAIL COM ] Actve
1NV SCENARIOS@GIAL COM ° ° Actve

Page 11 of 12



button.

illiante

Willianis.

(=

Review Changes

‘Change Dascription The company name and emitance
aa

4 Organization Details

Vew v Fomatw e Detach . Wiap

Aribute

©  supierame

ess have changad. 1ve 300ed an
adsiianslcontct

Changed From

SPRING HLL FARMS

4 Attacnments
Vlw v Fomatw o 7 Detach . wiap
Type Catogory File Name or URL Tio Description
+ Fie From Supplier  Secretary of Stefe and W- pdf ‘Secretary of St
4 Tax Identifiers
View Fomatw 0 Freee i Detach ol Wiop
Adribute. Changed From
®  Tagaern 000123458

o [ e

42

Changed To

SPRING HILLFARMS, INC.

AtachedBy  Atiached Date

INVSCENARIO . 511421 &41PM

Changed To

2520753

Williants.
[—

Company Profile @
°

LastChange Request 25004
Request Satus _ Pending Approva!

Organization Detals Taxldenties Addresses Contacts  Payments  Business Classifcations mmsms_v4 ;
Confirmation x

4 General
Company SPRINOHILLFARMS
Supplo e 200000
SuppllorTypo NATERIALS FROVIDER
4 1dentification
DuNS Number
Customer Number
sic
4 Corporate Profile

Year Estabishad
Mission Statement

Rogquestod By REVNOLDS, RUBYE
Request Date 571421

Your rofle change request 20004 s SuBrTed forapproval

(o] | [281] [25

Change Description  The company name and remitance
adress have changed. ve agded an
adtionalcontact

be Farnersnip
s acve

Attachments REMITTANCE INFORMATION 22421 (1 more. )

National Insurance Number

Comorate Web site

Chief Exacutve Tite

Chief Executive Name

principal Tite

Principat Namo.

Williams.
(=

Company Profile @
°

LostChange Request 25004
Request Satus  Pending Approval

Organization Detals Tox enifrs  Adcresses Contacts

4 General
Company SPRING HILLFARMS
Supplor Numbor 00000
Suppler Type  MATERIALS FROVIDER
4 Identification
DUN.S Number
Customer Number
sic
4 Corporate Profile
Year Estabished
Mission Statomant

Requested By REYNOLDS, RUBYE

Request Date 511421

Payments  Business Classfcatons  Producs and Services

Tox Organization Type

Status

Attachments

NationalInsurance Number

Corporate Web site

Chief Executive Tite
Chief Executive Name
Principa Tite

Principal Namo.

Change Description” The comgan
adiress have.

pamnersip

acve

REMITTANCE INFORMATION 2:26:21 (1 more. )
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