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In this Course you will learn how to
update an existing address for the City
of Chicago.
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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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Login Asstance
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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 "oracle123".

= 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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Login Assctance

| [ttp e frmps50.cityofc hicage.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 | =
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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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CITYor CHICAGO  jSupplier Portal

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

«  General General

+  Company Profile Organization Name UPK Supplier DUNS Number
it Suppber Humber 10185347 FEIN 30-30000000
o h Allas Country of Tax Registration
. Farent Suppler Name
2 Parent Supplier Numbier
Directory
©  Banking Details AL
o Bunveys
Search

Note that the search is case Insensitive

Tue | [=]

[+ Show More Search Options

Ackd Attachment... |

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.. |
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Step 8

Click the Address Book link on the left
hand side of the page.
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Step 9

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

o Organization Address Name ~ Address Detalls |Country Update Remove
©  Address Book & 123 Main St. United States E -

N rriy Chicago, 1L 60602

Directary

o Banking Detalts

o Survoys

| [ttp/ded1fmps30.cityofchicage.org075/ OA_HTML/OA jspTpage=/ormcie/a.. |
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Step 10
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CITYor CHICAGO  jSupplier Portal

e —— _ The Update Address window now
Indicates required field _}:‘ﬂj
Supplier Name UPK Supplier Supplier Number 10185347 ap p ears .

* Address Name  [A Phone Area Code

Country _United States - Phone Number [
* address Line 1 main St I Thz s the phans numbar for ths mpectic

iy [———— St} e ——— The following is just an example of a

Address Line 4 ’7 Emaill Address - .
B — field you can update. All of the fields

g — o |
e T found on this page can be updated as

" Postal Code (60602 WeI I
.

~ Hole

HNote

Click in the Address Line 1 field.

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

(:inrHJ Have
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i Meavigator B Favoriles Home Logout Preferences

Admin: Profile Hsnagement Address Book >

Update Address
* Indicates required field [ '5'“""
Supplier Name  UPK Supplier Supplier Humber 10185347
* Address Name  |A Phone Arca Code
Country _ United States - Phone Number
* Address Line 1 This is the phona number for this specific
addrass
Address Line 2 Fax Area Code

Address Line 3 Faoe Number
Address Line 4 Emall Address
= Gty |[Chicago

[Tl Purchasing Address

County [l Payment Address

State [B
Province
" Postal Code (60602

- Hote

HNote

tnchude ary addtonsl detad sbioit the sdd.
abouit tha charge when chargeg adde

s mipplar. Ah, mchids bref ot 10 hoyer

ch an the type of addren. Thas will ba vishis o athar by withan o

Canced Hawve

Update Existing Address

Step 11

Enter the desired information into
the Address Line 1 field. In this
example, enter "234 North Ave.".
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N Merdgator v B Favorites w Home Logout Preferences

| Admin: Profile Hsnagement Address Book >

Updoto At : Once you have made all of the updates

* Indicates required field
Supplier Name  UPK Supplier Supplier Humber 10185347 to th e ad d reSS C I i C k th e S av e b u tto n .
= Address Mame [ Phane Area Code '
Country  United States - Phone Number
* Address Line 1 W b ol it
Address Line 2 ,— Fax Area Code |
Address Line 3 Fan Number
Address Line 4 Emall Address
© Gty |Chicago [ Purchasing Address
county [ [Erayment Address
state [
provinee [
- Pustal Code 60602

HNote -

trchide ary addtonal detad shout the scddren mich an the bype of addres. Tha wil ba vinkle 1 cthar burpsns wihan yeur rpansaton o wel s 10 the wppler. A, mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

| [ttpef 7t fmpsSi.cityofchicago.or T IL/GA jsplpages=/omcie/a...
| [t/ /et fmpssa hicago.orgB0T5/0A_HTMLIOA jspTpag
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of CHICAGO  jSupplier Portal

Home | Orders | Shipments | Admin | Finance | Assessments

Profile Management

« General
»  Company Profile

& Confirmation

Qrganization Details for your A address have been modified.

> Address Book = Address Book

o “l:"’ petas | Address name - Address Details |Country Update Remove

- g A 234 North Ave. United States = a
Survays Chicaga, 1L 60602 & .

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

2008, Cradie. All ights reserved

[fwmseript_submithlavi DefaultFormame, hitp 3 A/ de0l fmpss0.ciyofchic._ |

Update Existing Address

Step 13

The changes made to the address will
be submitted to the City of Chicago for
approval. Once approved all updates will
be available for use on purchasing
documents and payments.

Click the Home link to return to the
ISupplier Portal Home page.
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Step 14

Enterprise Search | All - | = Search Results Display Fraference  Standard

ey End of Procedure.

Oracle Applications Home Page

Abialoae  Worklist
Personalize ] LT
B 3 g of Chicage Supoer Porial From Type Subject Sent Due
S Homs Page There are no notifications in this view.
@ B3 cry of Chicage Onina Bidding ~TIP Vacation Rules - Redirect or autl 1 to

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