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Update Existing Contact

In this Course you will learn how to
update an existing contact for the City of
Chicago.
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Step 1
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From the login page, click in the User
Name field.
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Step 2
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Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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Step 3

Click in the Password field.
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Step 4

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

= Usermame doe@upksupplier.com

* Password
{earmgia Su9vad)
cance |
Logn Assstance

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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| [ttp et frmps50.cityofchicage.orgB0T5/ 0A_HTML A jspTpage=/orack/a. |
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Step 5

Click the Login button.
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Enterprise Search  All - = Search Results Display Freference  Standard
Logged In As JOHRDOESUPKSUPPLIER.COM

Full List
From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
*TIP Worlkdist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

| [ttps/7ded1imps30.cityofchicagn-orgE075/ OA_HTML/OA jspiOAFunc=0AHO | =

Update 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
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The iSupplier Portal Home Page window
now appears.

Search  FO Number = E

5] [ictications —. e
1" Sacac Click the Admin link at the top of the
Ll_-msenm — * Boturns .
o — T page to access your company details.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

| [ttpe/ded1 fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/amcie/a.. |
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iSupplier Portal

 Neavigator B2 Favoriles

«  General General

+  Company Profile Organization Name UPK Supplier DUNS Number
it Supplier Number 10185347 FEIN 30020000000
2. Organk: Alias Country of Tax Registration
o Address Book Farent Supplier Name

Parent Supplicr Numbier

= Ranking Details | AL

5 Search

Note that the search is case Insensitive

Tue | [=]

[+ Show More Search Options

Ackd Altachment

Tithe Ty
Mo results found.

gory Last By last Usage  Update Dedete  Publish Lo Catalkog

Home Cwders Shipments Admin Finance Assessmeniz Home Logout Preferences

| [ttps/dc01fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/armcie/a.. |

Update Existing Contact

Step 8

Click the Contact Directory link on the
left hand side of the page.
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e ——— The Contact Directory : Active Contacts

e e S ————— window now appears.

Organization

Address Book Mary Allen UK Sugplier 317 123-4509 12 mallen@upksupplier.com  Current i &
» Bk Jahn Doe UPE Supplier 312 123-4567  johodoe@upksupplier.com  Current i &
Directory -

Click the Update button (Pencil Icon) for
the contact that needs to be updated.

| [ttps/ded1fmps30.cityofchicage.orgB075/ OA_HTML/OA jspTpage=/oracie/a... |
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Step 10

e r——.
§ €« > ER fchi OA_HTMUOAjplpeg O = B € X | & Add Contact ®

CITYo CHICAGO  jSupplier Portal

Admin: Profile Management: Contact Directory > .
pdae contc The Update Contact window now
* Indicates required field oy ] Apply
Contact Title - * Phone Area Code [312 ap pears .
* First Name |Mary = Fhone Humber 5123-4509
o e Pl XK-000E
P_‘ Ln; :::: ,7"“?“ Fhone Extenson EIZ

Altarnate Fhona Ares Code

Alternate Nama:
. ————— Bl — You can make changes to any of the

Department
[mallen@upksapplier.com

Fax Kumber [7 H .
———— information on the contact.

T m.,] Click the Select to show
information button to see additional
information about the contact.

[ hitp:f7dcil fmpsS0 cityofchicago-org2075/ OA_HTML/OA jspTpage=/omcic/a... |
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Step 11

& hup f fichi OAHTMLOAgspipag O = B G % | & add Contact *

CITYor CHICAGO  jSupplier Portal

B Faw

| Admin: Profile Hanagement Contact Directory >
Update Conact

“ Indicates required field

Click the scrollbar to scroll to the bottom

Contact Title * * Phone Area Code [312 r Of th e pag e.
* First Name  |Mary “ Fhone Number [123-4509
Meddle Name Fotrouals $300-3000¢
- Last Name ,F Fhone Extension [12 s
Alternate Hame ,7 Altarnate Fhone Area Code i
whThe [ Alternate Bhane Number |
——

D Fax Arva Codie
rpartment r i
Fax Rumber I

Email Address  [mallen@upksagplier. com
,— Inactive Date I |

Url

usornams  MALLENGUPKSUPPLIER.COM Inactive Date [ | | Rosot Password
(ocaenie: 70 Dac- 2015}

User Notifications

|| certfication Reminders

Russcponeiliitivs:
select All | Select Hone
Serbecl Responsibsiily Application
[¥] ity of Chicago Online Bidding Sourcing
[# City of Chicago iSupplier Portal |Supplier Fortal

Usaer Accesss Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier. 2
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Step 12
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User Notifications i

| Certification Reminders

Click the Apply button.

Select Responsbility Application
[¥] ity of Chicago Online Bidding Sourcing
[#] ity of Chicago iSupplier Portal ISupplier Portal

Useer Acorss Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

supplers
UK Supplier

Suppler Hite Opearating Unit
Acexs not icted by Supplier Site,

Contact Restriction ;
Modify Contacts

Suppler Contact Address
Access not restricted by Supplier Contact.

fo—

| hitp:/elelt fmpsS0.cityofchicago.org8075/0A_HTML/OA jsplpage:
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Step 13

s NG D 8 X]  comirern - |
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| Home | Orders | Shipments | Admin | Finance | Assessments

erofte Management You have just finished updating an

- S m;m_mwm‘ E— - existing contact for your company on the
- ne et el B2 City of Chicago's iSupplier Portal.
° ::::m"’ |21, Contact Directory : Inactive Contacts.

T —— 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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