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Inactivate Existing Contact

In this Course you will learn how to
Inactivate an existing contact for the City
of Chicago.
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Inactivate Existing Contact

Step 1

From the login page, click in the User
Name field.



ORACLE Inactivate Existing Contact
USER PRODUCTIVITY KIT

Step 2

Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

Login Assistance

[EXEmpIE: MIChae]james.smit

You will need to use your current login
for the City of Chicago's iSupplier Portal.

Copyright (<) 2008, Oracle. Al rights reserved.




ORACLE Inactivate Existing Contact
USER PRODUCTIVITY KIT

. : - Step 3
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Click in the Password field.
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Inactivate Existing Contact

Step 4

Enter the desired information into
the Password field. Enter "oraclel123".

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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Click the Login button.

Login Assistance

Copyright 8. Oracle. Al rights reserved.
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CITYor CHICAGO  E-Business Suite: SAPPHIRE

B Favorites ¥ Logout Preferences Help

Enterprise Search  All - [so] Search Results Display Preference  Standard
Logged In As JOHNDOE@UPKSUPPLIER.COM
Oracle Applications Home Page

‘Main Menu Worklist

Full List

M ity of Chicaao iSunolier Porta From Type Subject Sent Due
T3 city of Chicago Online Bidding There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

. Oracle. Al rights reserved
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Inactivate Existing Contact

Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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Step 7

o [ The iSupplier Portal Home Page window

E notcatons v Nnow appears.
o Agreements

Subject Date e Purchase Orders
® Purchase History

= s Click the Admin link at the top of the

Mo results found.

h:. Orders At A Glance * Returns
— — S o page to access your company details.
No results found. Payments

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

adle. All rights reserved.
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CITYor CHICAGO  iSupplier Portal

Home | Orders | Shipments | Admin | Finance | Assessments

Profile Management
s General

= Company Profile
Organization
Address Book

Banking Details

Surveys

N Navigator v B2 Favorites ¥ Home Logout Preferences

General
Organization Name UPK Supplier DUNS Number
Supplier Number 10185347 FEIN  XX-X0000X
Alias Country of Tax Registration
Parent Supplier Name
Parent Supplier Number
Att:
Search

Note that the search is case insensitive
Title |

Show More Search Options

Add Attachment...
Title
Mo results found.

Home Orders Shipments Admin Finance Assessments

=

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Home Logout Preferences

Copyright (<) 2008, Oracle. Al rights reserved.
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Inactivate Existing Contact

Step 8

The iSupplier Portal Home Page window
now appears.

Click the Admin link at the top of the
page to access your company details.
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M Navigator v B2 Favorites v

Home | Orders | Shipments | Admin

Home Logout Preferences

Profile
- Emre Contact Directory : Active Contacts
= Company Profile
©  Organization First Name |Last Name |Supplier Hame -  |[Phone Number [Email Status User Account Addresses Update
©  Address Book Steve Kelly UPK Supplier 312 302-3020  skelly@upksupplier.com Current .
- John Doe UPK Supplier 312123-4567  johndoe@upksupplier.com  Current -
-  Contact & I hnd ksuppl &
Directory
© BankingDetalls . congact Directory :
o Surveys

Home Orders Shipments Admin Finance Assessments Home Logout Preferences

http://dc01fmps50.cityofchicago.org:8075/0A_HTML/OA jsplpage=/oracle/a... |

(c) 2008, Oracle. Al rights reserved

Inactivate Existing Contact

Step 9

Click the Update button for the contact
in which you want to inactivate.
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Step 10

5/0A_HTML/OAjsp?pag O ~ B & X | & Add Contact

CITYosCHICAGO iSupplier Portal

T Navigator v B2 Favorites ¥ Home Logout Preferences Help

Admin: Profile Management: Contact Directory >

The Update Contact window now

* Indicates required field
Contact Title ~ * Phone Area Code [312 ap pears .
* First Name  |Steve = Phone Number [302-3020

Middle Name Format 000005
Phone Extension

= Last Name  [Kelly
Alternate Name Alternate Phone Area Code

e [—————— Atarnae ehone umser [ Click the Inactive Date button.

Fax Area Cod
Department ox Area Lode

Email Address |skelly@upksupplier.com Fax Humber —_— (Calendar Icon)

url Inactive Date

(example: 28-Dec-2015 19:45:00)

7l User Account Information

Home Logout Preference

http://dc1fmps50.cityofchicago.org:8075/0A_HTML/OA jsplpage=/oracle/a... |
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L B G all © nitp://dc01mpss0 cityofchicago.org 8075/ 04_HTML/OA jspTpag S ~ B

M Navigator v B2 Favorites v Home Logout Preferences Help

© December ~ 2015

MiE]
Sun Mon Tue Wed Thu Fri Sat
29 30 1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24
27 28§ 29 30 31

= Indicat

Anply
= Phone Area Code [312
= Phone Number [302-3020

Format: 300¢30000

Phone Extension
Alternate Phone Area Code

Alternate Phone Number

Fax Area Code

Fax Number

o l— Inactive Date =]

(=xample: 26-Dec-2015 19:45:00)

Home Logout Preferences Help

. Oracle. Al rights reserved

Inactivate Existing Contact

Step 11

The Pick a Date window now appears.

Choose the date that you want to
inactivate this contact on.

In this example, click the 28 link.
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- = —— Step 12
-
L Bl & htp://dc01fmpsS0.cityofchicago.org:8075/0A_HTML/OA jspTpag 2 - B & X | @ Add Contect te p

CITYosCHICAGO iSupplier Portal

™ Navigator v B2 Favorites ¥

Admin: Profile Management: Contact Directory >

\poine Corar Click the Apply button.

* Indicates required field

Contact Title - * Phone Area Code |312
* First Name |Steve * Phone Mumber |302-3020
Middle Name Formst: 0000050

= Last Name |Kelly Phone Extension

I

Alternate Name Alternate Phone Area Code

Job Title Alternate Phone Mumber

Fax Area Cod
Department axfrea Lode

Fax Number

Inactive Date |28-Dec-2015 15:30:54 (@
(=xample: 26-Dec 2015 19:45:00)

Email Address  |skelly@upksupplier.com

url
2. User Account Information

Username SKELLY@UPKSUPPLIER.COM Inactive Date

[[] Reset Password

User Notifications
[C] Certification Reminders
Responsibilities
Select All | Select None

Select Responsibility Application
City of Chicago Online Bidding Sourcing

City of Chicago iSupplier Portal iSupplier Portal

User Access Restrictions

http://dcO1fmpsS0.cityofchicago.org:8075/0A_HTML/OA jsp?page= foracle/a... jaccess all the data for this supplier.
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CITYor CHICAGO  iSupplier Portal

T Navigator v B2 Favorites ¥ Home Logout Preferences Help

Shipments | Admin | Finance
Profile Management
s General
@ A
= Company Profile % il
If you inactivate the contact then all the supplier site contacts linked to this contact will also be inactivated. In addition, inactivation of this

o O izatic
rganization contact may affect other applications that are using the contact for non-purchasing related activities. Are you sure you want to remove
Address Book the contact?

~ Contact

Update Contact

Directory =
o Gt Indicates required field
o Surveys Contact Title - ~ Phone Area Code [312 [ Canfirm
7 First Name |Steve * Phone Number [302-3020
Middle Name Farmat: 30043000

Ph Exts
* Last Name  |Kelly one Extension

Alternate Phone Area Code
Alternate Name

Alternate Phone Number

Job Title
Fax Area Cod
Department o Area tode
—_,——— Fax Numb
Email Address y@upksupplier.com x Humber .
N Inactive Date [28-Dec-2015 15:30:54
" {example: 2B-Dec-2015 18:45:00)
User Account Information
Username SKELLY@UPKSUPPLIER.COM Inactive Date |28-Dec-2015 [E  [[IRreset Password

(example: 28-Dec-2015)
User Notifications

[Tl Certification Reminders
Responsibilities

Select All | Select None
http://dcO1fmpsS0.cityofchicago.org:8075/CA_HTML/ GA jspinactiveDateW... | Application

Inactivate Existing Contact

Step 13

By inactivating a supplier, all purchasing
documents in which they are the contact
will need to be updated.

Click the Confirm button.
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CITYorCHICAGO  iSupplier Portal

Home | Orders | Shipments | Admin | Finance | Assessments

Preferences

Profile

- Emre Contact Directory : Active Contacts

= Company Profile
@ @RENELTY First Name |Last Name |Supplier Name ~ |Phone Number |Email Status User Account Addresses Update
o Address Book John Doe UPK Supplier 312123-4567  johndoe@upksupplier.com  Current o 2
5  Contact
Directory E) contact Directory :
= Banking Details
o Surveys

Home Orders Shipments Admin Finance Assessments Home Logout Preferences

http://dc0lfmps50.cityofchicago.org8075/OA_HTML/OA jspTinactiveDateW.. |

Copyright (c) 2005, Oracle. Al rights reserved

Inactivate Existing Contact

Step 14

You can see all your inactive contacts by
clicking the Select to show information
(+) button under the "Contact Directory :

Inactive Contacts" section of the page.



oRACLE’
USER PRODUCTIVITY KIT

Inactivate Existing Contact

Step 15

CITYorCHICAGO  iSupplier Portal

N Navigator v B2 Favorites ¥ Home Logout Preferences

Home | Orders | Shipments | Admin | Finance | Assessments

You will then see all of your company's

- Emre Contact Directory : Active Contacts
+ Company Profile i t' tact
@ OpFmEEDm First Name [Last Name Supplier Hame =~ |Phone Number [Email |Status  User Account Addresses Update Inactive contacts.
o Address Book John Doe UPK Supplier 312123-4567  johndoe@upksupplier.com  Current o 2
5  Contact
Directory i Contact Directory :
| e o Click the H link to return to th
o Surveys First Name Last Name |suppier Name Phone Number Email Status User Account I C e 0 m e I n 0 re u rn 0 e
Mary Allen UPK Supplier 312 123-4509 12 mallen@upksupplier.com Inactive v

Steve Kelly UPK Supplier 312 302-3020 skelly@upksupplier.com Inactive v iSu ppl Ier Portal Home page.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences

adle. All rights reserved

http://dc01fmps50.cityofchicago.org:8075/0A_HTML/OA jsp?_rc=FNDPORTA... |
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LSRGl & nhiip://dcD1impsS0.cityofchicago.org:8075/0A_HTML/OAjsp?0Al © ~ B & X | @ oracle Applications Home ... %

"' = m— Step 16

CITYor CHICAGO  E-Business Suite: SAPPHIRE

Enterprise Search  All - [0 ] Search Results Display Preference  Standard

Logsed n A< JOMNDOEEUPKSUPPLIE, con You have just finished inactivating an
. existing contact for your company on the
Lpersonatee | City of Chicago's iSupplier Portal.

= 3 ity of Chicago iSupplier Portal From Type Subject Sent Due
Homaipgon There are no notifications in this view.

#TIP Vacation Rules - Redirect or auto-respon

#TIP Worklist Access - Specify which users can view and act upon your notifications.

Oracle Applications Home Page

& B city of Chicaqo Online Biddin

To submit a response to a solicitation or
view other organizational details, please
use the provided training materials for
the action you wish to complete.

End of Procedure.
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