Suppliers - Add or Update Contact
Details for Supplier

O Timeto Completion: 6 minutes

You will learn to make changes to the contact details of a supplier.
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Step1

Select Supplier Portal.

Good afternoon, David Welc

Supplier Portal Procurement Tools Others

=N

Supplier Portal Timecard

Things to Finish

7 hours ago

Assigned to Me ACTION REQUIRED

You Are Invited to
7 Nenaotiatinon
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Step 2

Select Manage Profile.

Manage Profile
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Step 3

Select Edit.

vid

Tax Organization Type

Status

Attachments

Jational Insurance Number

Corporate Web Site

Chief Executive Title

Chief Executive Name

Berinsim=] Tikla

Corporation

Active

None

Cancel Change Request m m

Change Description
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Step 4

In the Change Description field, type Updating contact details.

Change Description

Idresses Contacts Payments Business Classifications Products and Services

e ‘ Gas Material Supplier ‘ Tax Orga
er 201013

3 .

er ‘ ‘ National Insur
er ‘ ‘ Corpo
ic | |

d | | Chief E

| | -
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Step 5

Select Contacts.

Edit Profile Change Request: ...

Change Description | Updating contact details

Organization Details Tax Identifiers Addresses Payments Business Classifications Products and Services

4 Genera

* supplier Name | Gas Material Supplier |

Supplier Number 201013

Supplier Type | V|

4 |dentificatic

D-U-N-S Number | |

Customer Number | |

sicC | |

4 Corporate Profi

Year Established | |

nar e aao |
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Step 6

Select Create.

Edit Profile Change Request: ...

Change Description | Updating contact details

Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

Actions * View v Forn u Vi Status | Active Freeze !m| Detach Wraj|

Name & Job
Smith, Chad Offii
Welch, David CSR

Columns Hidden 7
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Step 7

In the First Name field, type John.

Salutation Phone [:I

* First Name Mobile [:l

Middle Name ‘ | Fax [:l
* Last Name ‘ | Email

Job Tiﬂn‘ | Status | Active w

[ | Administrative contact

4 Contact Addresse

Actions * View~ Forn =~ [E | Freeze [g| Detach | wrap

Address Name Address Phone Ad

No data to disnlawv.
Columns Hidden 5

4 User Accour

D Bequest user account

Roles Data Access

Actions v View~ Forn = [ Freeze g Detach . Wrap

Role & 7 Description
No data to display.
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Step 8
In the Last Name field, type Barry.

Lredie Lontacc

salutation phone [ |

* First Name | john ] Mobile [:l
Middle Name | ] Fax [:l
* Last Name Email :
Job Title | ] Status @

[ | Administrative contact

4 Contact Addresst

Actions ¥ View~ Forn =~ [E [ Freeze [5! Detach .| Wrap

Address Name Address Phone Ad

No data to disnlaw.
Columns Hidden 5

4 User Accour

D Request user account

Roles Data Access

Actions * View~ Forn =~ | | Freeze g Detach | Wrap

Role & <7 Description
No data to display.
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Step 9

In the Job Title field, type Invoicing Manager - Purchasing.

Salutation Phone [:l

* First Name ‘ John | Mobile [:l

Middle Name ‘ | Fax [:l
* Last Name ‘ Barry | Email

Job Title Status | Active w

[ | Administrative contact

4 Contact Addresst

Actions v View~ Forn =~ [E [l Freeze [ Detach . Wrap

Address Name Address Phone Ad

Mo data to disnlav.
Columns Hidden 5

4 User Accour

D Request user account

Roles Data Access

Actions v View~ Forn =~ = || Freeze [u| Detach . Wrap

Role & 7 Description
No data to display.
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Step 10

Select the Administrative contact checkbox.

Create Contact

salutation Phone E

* First Name ljohn l Mobile [:
Middle Name | ]

* Last Name l Barry l Email E
|

Job Title l Invoicing Manager - Purchasing

| | Administrative contact

4 Contact Addresst

Actions v View~ Forn =~ E [l Freeze [g] Detach . Wrap

Address Name Address Phone

No data to disnlawv.
Columns Hidden 5

4 User Accour

D Bequest user account

Roles Data Access

Actions v View~ Forn =~ = | Freeze g Detach . Wrap

Role & 57 Description
No data to display.
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Step 11
In the Phone field, type 800 123 1234.

Phone|

[~]

wosie | | v || | |
| [+ | |
Email| ‘

Wrap

Phone Address Purpose Status
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Step 12

In the Email field, type johnbarry@GMS.com.

Phone [ | v ] l 800 l [ 123 ] l 1234 ]

woie | | |

]
] e |
— e

Phone Address Purpose Status

account

Freeze Iz Detach ) Wrap

:scription
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Step 13

Select the Request user account checkbox.

® Note
Selecting the Request user account checkbox will auto-populate the User
Account section with the relevant roles.

Create Contact

Salutation Phone

* First Name ‘ John Mobile

* Last Name ‘ Barry Email | johnbarry@cC

Middle Name ‘ ‘ Fax
‘ Status | Active w

ekl

Job Title ‘ Invoicing Manager - Purchasing

[ ] Administrative contact
4 Contact Addresse
Actions* Viewv Forn =~ E I Freeze [z Detach . Wrap

Address Name Address Phone Add

No data to disnlaw.
Columns Hidden 5

4 User Accour

| | Request user account]

Roles Data Access

Actions v View~v Forn = ||| Freeze g Detach . Wrap

Role & <7 Description
No data to display.
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Step 14

Select OK.

® Note
If necessary, you can select the Create Another button to add another new
contact.

L J

Phone Address Purpose Status

rap

ices - Manage Payments - Tracking invoice and payment status Mote- This...
|uote - Requests for proposal - Requests for information and reverse aucti...

ars - Manage Schedules - Acknowledge Schedules in Spreadsheet - Manag...

Create Another | OK || Cancel
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Step 15

Select Smith, Chad.

Be sure to select the row and not the name link.
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Step 16

Select Edit.

Edit Profile Change Request: ...

Change Description

Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

Actions * View * Forn = Status | Active Freeze !m| Detach Wraj|

Name & Job
Barry. John Inwvc
Smith, Chad Offii
Welch, David CSR

Columns Hidden 7
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Step 17

Select the Administrative contact checkbox.

Edit Contact: Chad Smith

Salutation Phone

* First Name ‘ Chad Mobile

* Last Name \ Smiith Email | CSMITHG@

Status | Active

HE

Middle Name ‘ ‘ Fax

Job Title ‘ Office Manager

| | Administrative contact]

4 Contact Addresse

Actions v View~v Forn ¥ E Freeze |m| Detach Wrap
Address Name Address Phone A
I DOKALAUPAPA - ERS 123 GMS Lane,HI Kalawaol(alaupapa. 96742 o]

Columns Hidden 5

4 User Accour

Account Status

User Name CSMITH@GMS.COM

Roles Data Access
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Step 18

Select OK.
rap

Phone Address Purpose Status
12 Ordering; Remit to Active
Wrap

iwoices - Manage Payments - Tracking invoice and payment status Note- This...
ir quote - Requests for proposal - Requests for information and reverse aucti...

rders - Manage Schedules - Acknowledge Schedules in Spreadsheet - Manag...
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Step 19

Select Review Changes.

AN ELE WL 8| Review Changes Save and Close

& <7 Phone Adrgci’r::::tati\u User Account Status
PGMS.com (800)123 1234 (] (] Active
3MS.COM (314)2222222 (] (] Active
5M5.com (] Active
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Step 20

View Changes.

The new contact will be indicated by the green plus icon, while the edited contact
will be indicated by the blue dot icon.

If something is incorrect, select the Edit button to return and make the change.

Review Chan...

Change Description Updating contact details

4 Contact:
View + Formai Freeze im| Detach Wrap
Name &7 Job Title
gk Barry, John Invoicing Mz
® Smith, Chad Office Manai

Columns Hidden 7
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Step 21

Select Submit.

COCCDER

Administrative

&7 Phone Contact User Account Status Details
m (800)123 1234 (/] (] Active =]
L (314)2222222 Q s Active _.ﬁ
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Step 22

Select OK.
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Step 23

Select Done.

Cancel Change Request Done

-~ Change Description Updating contact details

Tax Organization Type Corporation

Status Active

Attachments None

Jational Insurance Number

Corporate Web Site

Chief Executive Title

Chief Executive Name

Berinsim=] Tikla
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Step 24

Select Home.

Transaction Reports
Last 30 Days

PO Purchase Amount

(o T

30K UsD
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