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- o] In this Course you will learn how to
update your organizations details for the
City of Chicago.
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Step 1

OAHTMLRFjsptfunc D ~ B & X

From the login page, click in the User
Name field.
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Step 2

NI R T T

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

-m- Click in the Password field.

* usermame doe@upksupplier.com
mEluEa
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SAPPHIRE . . . .
-Wh- Enter the desired information into

“rrtame. rdoo@upksppiarcon the Password field. Enter "oracle123".

* Password
{eampie $u9PvI3)

cancel |
. You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
Enter the desired information into

the (example: 4u99v23) field.

Enter "oracle123".
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Login Assctance
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Step 5

Click the Login button.
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Logout Preferences Help

Enterprise Search  All - IE' Search Results Display Freference  Standard
Logged In As JOHHDOESUPKSUPPLIER.COM
Oracle Applications Home Page

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

[ itp /71 fmpsS0. cityofchicago orgR075/OA_HTML/OA jsplOAFunc=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

R T E o OANTMURRjspthune 2= B & X | & isupplier Postat Home Page > [N

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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CITYor CHICAGO  jSupplier Portal

Click the Organization link on the left

Organization Name  UPK Supplier DUNS Number 1
: : %’E Suppber Humber 10185347 FEIN 30-30000000 an SI e 0 e pag e .
o Allas Country of Tax Registration
Address Book Farent Supplier Name
= Contact Parent Supplier Numbier
Directory
©  Banking Details AL
o Bunveys
Search
Note that the search is case Insensitive
Twe | (=]
[+ Show More Search Options
Add Altachment.... |
Tithe Ty i gory Last By last Usage  Update Dedete  Publish Lo Catalkog

Mo results found.

Home Cwders Shipments Admin Finance Assessmeniz Home Logout Preferences

| [ttps/dc01fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/armcie/a.. |
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Home | Orders | Shipments | Admin | Finance | Assessments

Profile Management
« General Organization
«  Company Profile
- Organkzation D-U-N-5 Number Cheef Executive Hame
Address Book i .
L Brincipal Hama chefpeomveTie [
Elm"‘m“‘ Year Extablished
=  Banl Detaiis Incorpor;
q::_ S peron YN Principal Title ’—
: e Control Year
Miszsion Statement t 5
Total Employees .
Organization Tolal Corporate Total
Organization Total Type - Corporate Total Type o
Tax and Fnancial Information
FEIN 30000000000 Analysis Year
Fiscal i - .
tacal Yeer £nd Currency Preference a4
Federal Agency

Annual Revenue

Potential Revenue

in Finance Assessments Home Logout Preferences

-m e
| Bitp://dcdl fmps30.cityofchicage.org:2075/0A_ HTML/OA jsplpage=//omcle/a..
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Step 9

The Organization window now appears.

Make any changes to your organization
details as necessary. None of the fields
are required to be updated by your
company.

If you need to make a change to your
FEIN number, you will need to contact
the City of Chicago.

Click the Save button once you make
your changes.
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Step 10

CITYor CHICAGO  jSupplier Portal

Click the Home link to return to the
B | e ISupplier Portal Home page.

3 Address Book Organization

o Contact Save
Diractory [save ]

- Banking Detalls D-U-N-5 Number Chiel Executive Name
o Surveys Principal Harie. Chief Cxacutive Title ’—
| Year Established
| Incorporation Year Frincipal ke [ E
Combrol Yiar
Mission Statement E
Total
Organization Total Corporate Total
Organization Total Type - Corporate Total Type -
Tax and
FEIN 200 2000000¢ Analyas Year
Fiscal Year End ”

Currency Preference Q,
[Tl Federal Age:

SERderslagency Annual Revenue
Potential Revenue

Far ract fiacal yaar.

| [imascript: “DefaultFo “ hitp A/ _cityofchic... |
IF it . hatp pis50.city: )
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Pre— Step 11
Logout Preferences Help
n—_ - R e You have just finished updating your
organizational details on the City of
- Worklist . f . .
—| Chicago's iSupplier Portal.
;::"I'I‘dli' no notificatios ', S i R

= TIP Worklist Access users can view and act upon your notifications.

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.

Logout Preferences
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