Suppliers -Update Profile

O Time to Completion: 14 minutes

You will learn how to update a supplier profile.
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Step1

Select Supplier Portal.

Good afternoon, David Welc

Supplier Portal Procurement Tools Others

= I

Supplier Portal Timecard

Things to Finish

3 days ago
Assigned to Me FYl
Document
1 (Purchase Order)
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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 mm

Change Description
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Step 4

In the Change Description field, type Change Supplier Portal.

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

View Organization Details.
Review the Organization Details tab, and confirm that no changes are required.

| 4

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

4 Genera

* supplier Name |Gas Material Supplier |

Supplier Number 201013

Supplier Type | v|

4 |dentificatic

D-U-N-5 Number | |

Customer Number | |

5IC| |

4 Corporate Profi

Year Established | |

Mission Statement

Year Incorporated |

4 Financial Profil

Fiscal Year End Month

Current Fiscal Year's Potential Revenue |
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Step 6

Select Tax Identifiers.

Edit Profile Change Request: ...

Change Description | Change Supplier Profile

Organization Details |Tax ldentifiers]| Addresses Contacts 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 7

View Tax Identifiers.

Review the Tax Identifiers tab, and confirm that no changes are required.

4 Income Ta

Taxpayer Country IUnited States | - ]

Taxpayer ID l 221556442 l

[ ] Federal reportable
Federal Income Tax Type -
[ | State reportable

4 Transaction Ta

Tax Country I

Tax Registration Number l
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Step 8

Select Addresses.

Edit Profile Change Request: ...

Change Description | Change Supplier Profile

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

4 Income Ta

Taxpayer Country | United States | - ]

Taxpayer ID | 221556442 |

[ ] Federal repaortable
Federal Income Tax Type A

[ ] state reportable

4 Transaction Ta

Tax Country | | v ]

Tax Registration Number | |
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Step 9

Select Create.

Edit Profile Change Request: ...

Change Description | Change Supplier Profile

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

Actions  View  Forn = I‘ Status | Active w Freeze Wrap
Address Name & Address

DOKALAUPAPA - ERS 123 GMS Lane,HI KalawaoKalaupapa, 96742

Columns Hidden 3
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Step 10

In the Address Name field, type Address 1.

Create Address

* Address Name * Address [ | Ordering

* Country ‘ United States ‘ v l e || e

[ ] RFQ or Bidding

* Address Line 1 ‘ ‘

‘ S T
‘ S T 3 B [

Address Line 2 ‘

Address Line 3 ‘

* Stat ‘ ‘ l Email ‘
e v
Inactive Date ‘ m/d/yy E"'g
* County ‘ ‘ v l .
Status Active
“aiy| -
* Postal Code ‘ ‘ v l

Postal Code+4 ‘ ‘

Language ‘ V|

Creati
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Step 11

In the Address Line 1 field, type 123 Main Street.

Create Address

* Address Name ‘Address 1 | * Address [ ] Ordering

* Country ‘United States ‘ v l e | ] e i

[ ] RFQ or Bidding

| hone [T ][
‘ ST

* Address Line 1

Address Line 2 ‘

Address Line 3 ‘

. ‘ ‘ l Email ‘
Stat
. . ’ Inactive Date ‘ m/d/yy
County ‘ ‘ M l Status Active
*city | v
* Postal Code ‘ ‘ v l

Postal Code+4 ‘ ‘

Language ‘ v|
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Step 12

Select State.

Create Address

* Address Name |Address 1 ‘ * Address [ | Ordering

* Country | United States | v ] s || e

[ ] RFQ or Bidding

* Address Line 1 | 123 Main Street |

Phone ‘ 1 | A H
Address Line 2 | |
Fax ‘ 1 | v H
Address Line 3 | |
Email ‘
* State | v
Inactive Date ‘ mfd/yy
* County | | v ]
Status Active
* City | | v ]
* Postal Code | | 7 ]

Postal Code+4 | |

Language | v‘
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Step 13

In the State drop-down list, select AK.

Create Address

* Address Name [Address 1 l * Address [ | Ordering

* Country [United States ‘ v ] ST || e i

[ ] RFQ or Bidding

1 Phone
|
|

* Address Line 1 [ 123 Main Street

Address Line 2 [

el

Email |

Address Line 3 [

* state [ v
Inactive Date [ m/d/yy
* County -
Status Active
* city | A%
AL
* pPostal Code
AR

Postal Code+4

Language
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Step 14

Select County.

Create Address

* pddress Name |Address 1 ‘ * Address [ | Ordering

| a ] Purpose [ | Remit to

* Country |United States
[ ] RFQ or Bid

* Address Line 1 | 123 Main Street

‘ o[
Address Line 2 | ‘
Address Line 3 | ‘
* State |nK ‘ v ] ; smat ‘:
Inactive Date | m/d/yy
* County | v -
Status Active
| B
* Postal Code | ‘ v ]

Postal Code+4 | ‘

Language | v‘
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Step 15

In the Country drop-down list, select Anchorage.

* Country lUnited States | v ] s BEarie

[ | RFQ or Bidding
* Address Line 1 l 123 Main Street

|
Phone |1 -
MdressLinezl l FuL :'H “
Address Line 3 l l [ ]
Email
*
T IAK | = ] Inactive Date [mfdfyy E".]
* County I | v ] . -
* City
* postal Code Aleutians East AK
Aleutians West AK
Postal Code+4
Anchorage AK
Language Bethel AK
Bristol Bay AK

Create Another

Chugach

Copper River
Denali

Dillingham

Search...
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Step 16

Select City.

Create Address

* Address Name ‘Address 1 | * Address [ | Ordering

* Country ‘ United States ‘ v l SR [

[ ] RFQ er Bidding

* address Line 1 ‘ 123 Main Street

} Phone‘l ‘v”

Address Line 2 ‘
Fax ‘ 1 ‘ v ”
Address Line 3 ‘ ‘
Email ‘

* state ‘AK ‘ i l
Inactive Date ‘ m/d/yy
* County ‘Anchorage ‘ v l
Status Active
* City ‘ v
* postal Code ‘ ‘ v l

Postal Code+4 ‘ ‘

Language ‘
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Step 17

In the City drop-down list, select Anchorage.

™ Address Name IAddress 1

J T Address | | Ordering

* Country IUnited States

* address Line 1 l 123 Main Street

Address Line 2 l

Address Line 3 l

* state IAK

* County I Anchorage

| ot ]I e g :::i::[;idding
l mone [T [
| rxt ]| |
E Email | |
| 8 Inactive Date [mfdfw ]

Status Active

* City I

[+]

* postal Code

Postal Code+4 | A"chorage

Anchorage, AK

Bird Creek
Language
Chugiak

Eagle River

Elmendorf Afb

Fort Richardson

Anchorage,
Anchorage,

Anchorage,

Anchorage,

* 2 R R %

Anchorage,
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Step 18

Select Postal Code.

Create Address

* Address Name | Address 1

* Country | United States

* Address [ | Ordering
Purpose [ | Remit to

[ ] RFQ or Bidding

* Address Line 1 | 123 Main Street

Address Line 2 |

Address Line 3 |

* state |AK

* County | Anchorage

* City | Anchorage

* postal Code |

| Phone ‘ 1 | - ”
| Fax ‘ 1 | v H
Email ‘
]
Inactive Date ‘ myd/yy

v
| ] Status Active
-]

v

Postal Code+4 |

Language |
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Step 19
In the Postal Code drop-down list, select 99502.

T Country |Un'|ted States | - J L
[ ] RFQ or Bidding

* pddress Line 1 l 123 Main Street

|
Address Line 2 l l Fhone [1 | h } l l [
rxt [v]| |
Address Line 3 l l
Email [ ]
* State IAK | 4 }
Inactive Date [ m/d/yy e ]
* County IAnchurage | v ] ctatus Active
* City IAnchurage | v ]
* Postal Code I | 4 ]
Postal Code+4
Language 99502 Anchorage, Anchorage, AK
99503 Anchorage, Anchorage, AK
99504 Anchorage, Anchorage, AK Create Another

Anchorage, Anchorage, AK
Anchorage, Anchorage, AK
Anchorage, Anchorage, AK
Anchorage, Anchorage, AK

Anchorage, Anchorage, AK

Anchorage, Anchorage, AK
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Step 20

Select the Ordering checkbox.

Select the Address Purpose checkboxes that apply to the address being added. Add
additional addresses for additional address purposes, if needed.

Make sure you have, at least, one Ordering address and one Remit to address. This
can be the same address.

Create Address

* Address Name ‘ Address 1 ‘ * Address
* Country ‘ United States ‘ v l zes || BEma

[ ] RFQ or Bidding

* Address Line 1 ‘ 123 Main Street ‘

| ot Y | [

Address Line 2 ‘

Fax[1 v | |
Address Line 3 ‘ ‘

Email | |

* State ‘AK ‘ v l

Inactive Date | m/d/yy e |
* County ‘Anchorage ‘ v l -
Status Active
* City ‘Anchorage ‘ v l
* Postal Code ‘99502 ‘ v l

Postal Code+4 ‘ ‘

Language ‘ v|

Create Another “ oK ]
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Step 21
In the Phone field, type 800 123 1234.

* Address Ordering
Purpose | | Remit to

[ ] RFQ or Bidding

Pone 1 | v I I |
Fx[1 [ I |
Email ‘ |
Inactive Date ‘ midiyy g
Status  Active

HHHHHHHHE

Create Another “ OK “ Cancel ]
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Step 22

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

* Address || Ordering

Purpose [ | Remit to

[ ] RFQ or Bidding

Phone [1 | v ”BD[} Hua H1234 ]
ol O [ | |
Inactive Date l mfdyyy E‘.l

Status Active
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Step 23

Select OK.

* Address [y| Ordering

Purpose [_| Remit to
[ ] RFQ or Bidding

Phone [ 1 ‘ v J [ 800 l l 123 l [ 1234 l

=i @ | |

Email [gmsak@GMS.cc—m ]

Inactive Date [ m/d/yy ) ]

Status Active
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Step 24

View Edit.

On the Contacts tab, you can edit a contact by selecting the Edit icon.

Edit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Actions + View~ Forn ==  # Status | Active w Freeze Wrap

Address Name & <7 Address
OOKALAUPAPA - ERS 123 GMS Lane,HI KalawaoKalaupapa, 96742
Address 1 123 Main Street, AK AnchorageAnchorage, 99502

Columns Hidden 3

© Copyrighted material; Intended only for licensed users.



Step 25

Select Contacts.

Edit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Actions + View  Forn == I‘ Status | Active w Freeze Wrap

Address Name & <7 Address
DOKALAUPAPA - ERS 123 GMS Lane,HI KalawaoKalaupapa, 96742
Address 1 123 Main Street, AK AnchorageAnchorage, 99502

Columns Hidden 3
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Step 26

Select Create.

Edit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Actions v View~ Forn || # 3 Status |Active ~ Freeze !m| Detach Wraj|

Name & Job
Doe, John CEC
Smith, Chad Offii
Welch, David CSR

Columns Hidden 7
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Step 27

In the First Name field, type Jane.

Create Contact

Salutation Phone I:

* First Name Mobile I:
Middle Name | | Fax I:
* Last Name | | Email I:

Job Title | | Status E

[ ] Administrative contact
4 Contact Addresse
Actions + View * Forn E Freeze |m| Detach Wrap

Address Name Address Phone

No data to disnlawv.
Columns Hidden 5

4 User Accour

|:| Request user account

Roles Data Access

Artinne = Viow = FAarn Eroara = Datach Wran
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Step 28

In the Last Name field, type Doe.

Create Contact

No data to disnlav.
Columns Hidden 5

4 User Accour

Roles Data Access

Salutation Phone E
* First Name |jane ‘ Mabile E
Middle Name | ‘ Fax m
* Last Name Email
Job Title | ‘ Status
[ ] Administrative contact
4 Contact Addresse¢
Actions v View v Forn E Freeze [z, Detach Wrap
Address Name Address Phone Addre:

D Request user account

© Copyrighted material; Intended only for licensed users.



Step 29

In the Phone field, type 800 123 1234.

Email ‘

Wrap

Phone Address Purpose Status
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Step 30

In the Email field, type jane.doe@test.com.

itive contact

= Freeze || Detach

ddress

'guest user account

Phone ‘ ‘ v ” 800 ||123 H 1234 |
woste [ =] | |

[ 0] ] |

Email

Wrap

Phone Address Purpose Status
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Step 31

In the Job Title field, type Invoicing Manager - Purchasing.
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Step 32

Select OK.

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

contact.

icing Manager - Purchasing Status

iministrative contact

1 % B il Freeze g} Detach ! Wrap

Address Phone Address Purpose Status

D Request user account

am X E. [l Freeze i Detach  Wrap

&4, %7 Description

Create Another | OK || Cancel
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Step 33

View Edit.

On the Contacts tab, you can edit a contact by selecting the Edit icon.

Edit Profile Change Request: ...

Organization Details  Tax Identifiers

Addresses

Change Description | Change Supplier Portal

Contacts Payments Business Classifications Products and Services

Actions * View v Forn = | # | 3 Status |Active ~ Freeze [m| Detach Wraj|

Name

Doe, Jane
Doe, John
Smith, Chad
Welch, David

Columns Hidden 7

&7 Job
Inve
CEC
Offil

CSR
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Step 34

Select Payments.

A\ /2

“aAn

dit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Actions * View ¥ Forn == # ¥ Status |Active ~ Freeze !m| Detach Wra|

Name &< Job Ti
Doe, |ane Invoici
Doe, John CEO
Smith, Chad Office
Welch, David CSR

Columns Hidden 7
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Step 35

Select Add Row.

Edit Profile Change Request: ...

Organization Details Tax |dentifiers  Addresses

Payment Methods Bank Accounts

Actions + View * Forn =4 »

Default Payment Method

Check

FWT

Manual Wire

Other Payments

SGHOSTCARD

SH Check

Change Description | Change Supplier Portal

Contacts Payments Business Classifications Products and Services

Freeze |m| Detach Wrap
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Step 36

In the Payment Method field, type ACH.
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Step 37

Select Bank Accounts.

Edit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Payment Methods |Bank Accounts

Actions v+ View~ Forn 4+ X & Freeze |z Detach Wrap

Default Payment Method

ACH |vl

Check

FWT

Manual Wire
Other Payments

SGHOSTCARD
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Step 38

Select Create.

AV
“Amerer

Edit Profile Change Request: ...

Change Description | Change Supplier Portal

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

Payment Methods Bank Accounts

Actions ¥ View~ Forn |4 # ¥ @ Freeze Wrap
Primary Account Number
o XXKX1234

Columns Hidden 8
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Step 39

Select Search: Country.

® Note
In the live environment, depending on which Country you select, the IBAN field

may also be required.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country ‘ i From Date 5/11,
Account Number ‘ Inactive On | m/d/y)

Bank Name - IBAN
Bank Branch - Currency

[ ] Allow international payments
4 Additional Informat

Account Name ‘ ‘ Check Digits

Alternate Account Name ‘ ‘ Account Type

Account Suffix ‘ ‘ Description
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Step 40

In the Country drop-down list, select Aland Islands.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country

‘ - l From Date 5/]11

Account Number

Afghanistan

AF Inactive On | m/d/yy

Bank Name

Aland Islands

AX IBAN

Bank Branch

4 Additional Inforn

Account Name

Alternate Account Name

Account Suffix

Albania

Algeria

American Samoa
Andorra

Angola

Anguilla
Antarctica

Antigua and Barbuda

AL Currency

A0 Check Digits
Al
Account Type
AQ
Description
N L

Search...
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Step 41
In the Account Number field, type 123456789.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country ‘Aland Islands | v l o R S0
* Account Number L L ‘E
Bank Name | [] man |
Bank Branch ‘ | v l Currency |:

[ | Allow international payments

4 Additional Informat

Account Name ‘ ‘ Check Digits ‘:
Alternate Account Name ‘ ‘ Account Type ‘:
Account Suffix ‘ | Description ‘:
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Step 42

In the IBAN field, type AL29NWBK60161331926819.

~marked as reguired.

From Date 5/11/23

Inactive On ‘ m/d/yy E.'fg

IBAN

cumene | 7]

] Check Digits | |

Tyee

Description ‘ ‘

Create Another || OK || cancel |
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Step 43

In the Account Name field, type Business Account 1221.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country |Aland Islands | v ]

* Account Number | 123456789 |

Bank Name | []

Bank Branch | | \d ]

[ ] Allow international payments

4 Additional Informat

Account Name Cc

Alternate Account Name | ‘ Ac

Account Suffix |
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Step 44

In the Account Type drop-down list, select Checking.

N unless account number is marked as required.

From Date 5/11/23

Islands ‘ v l
— Inactive On ‘ m/djyy Ty
‘ - l IBAN ‘ALZQNWBKEOIEBBIQEEBIQ

= corency [ i

w international payments

55 Account 1221 ‘ Check Digits ‘

‘ Account Type ~

‘ Description ‘

|
|
Create Another
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Step 45

Select OK.

is marked as required.

From Date 5/11/23

Inactive On | myd/yy E"g

IBAN | AL29NWBK60161331926819

curenr [ [+]

Check Digits | |

Account Type

Description |

L
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Step 46

Select Business Classifications.

1

hange Request: ...

Change Description | Change Supplier Portal

5 Tax |dentifiers Addresses Contacts Payments |Business Classifications] Products and Services

Bank Accounts

eww Forn 4= # X & Freeze Wrap
Account Number
KHKX5678

KXKX1234

en 8
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Step 47

View Business Classfications.

Review the Business Classifications tab, and confirm that no changes are required.

[ ] Mone of the classifications are applicable

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

Classification Subclassification Status Certifying Agency Dt! h:::;:'rt'fmng

I Minority Owned African American Current Business Diversity Develo

lw:]men Owned W Current Other | v ] l National Associati
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Step 48

Select Products and Services.

Change Description | Change Supplier Portal

ses  Contacts Payments Business Classifications |Products and Services

Freeze |z Detach Wrap
- . - Other Certifying . Expiration
Subclassification Status Certifying Agency Agency Certificate Start Date Date
African American Current Business Diversity Develo m/d/yy
w Current Other | - ] | National Associati ‘ |\r'eriﬁed | ‘ mfd/yy e ‘ |mfd,’yy

© Copyrighted material; Intended only for licensed users.



Step 49

Select Select and Add.
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Step 50

Select the APPLICATION DEVELOPMENT AND MAINTENANCE SERVICES checkbox.

® Note
Select as many products and services as applicable.

4 Searcl

Category Name

View * Formal (il Freeze [ Detach | . . wr:

] b @ 3PL/4PL SERVICES 3PL/4P
] b @ ABATEMENT TESTING / OVERSIGHT ABATE
] b B AERIAL INSPECTIONS AERIAL
] b @ AERIAL TREE TRIMMING AERIAL
] b @ ANCHORS AND RODS ANCHC
ED b @ APPLICATION DEVELOPMENT AND MAINTENANCE S APPLIC
] b @ ARRESTORS ARRES
] b mm ASH SYSTEM MAINTENANCE ASH S)
] b mm BARGE AND MARINE BARGE
] } @ BOILER CLEANING BOILEF
] } @ BOILER TECHNICAL SERVICES BOILEF
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Step 51

Select Apply.
Search || Reset
Vrap
scription
fAPL SERVICES

TEMENT TESTING / OVERSIGHT

JAL INSPECTIONS

JAL TREE TRIMMING

‘HORS AND ROD5

LICATION DEVELOPMENT AND MAINTENANCE SERVICES

{ESTORS

| SYSTEM MAINTENANCE

\GE AND MARINE

LER CLEANING

Apply || OK ][ Cancel

© Copyrighted material; Intended only for licensed users.



Step 52

Select OK.

WICES

"TESTING / OVERSIGHT

'‘ECTIONS

= TRIMMING

ND RODS

4 DEVELOPMENT AND MAINTENANCE SERVICES

1 MAINTENANCE

MARINE

ANING

Apply | OK || Cancel
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Step 53

Select Review Changes.

Delete Change Request | Review Changes Save and Close

Description
3PL/4PL SERVICES
APPLICATION DEVELOPMENT AND MAINTEMANCE SERVICES

GAS POWERED GENERATION MATERIALS
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Step 54

Select Submit.

® Note
Review all of the changes marked with a green plus icon. If something is
incorrect, select the Edit button to return and make the change.

NP o @

COCCDER

Administrative

& <7 Phone Contact User Account Status Details
1 Active =]
(] Active =]
IBAN Currency Bank Name Details
UsD 15T AMER BK =]
=]
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Step 55

Select OK.

ompany Pr... @

There is a profile change request pending approval. You may edit to make additional changes.

Last Change Request 45001 Re
Request Status Pending Approval Re

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

& confirmation b 4

4
Genera Your profile change request 45001 was

Company Gas Material § submitted for approval.
Supplier Number 201013 0K

Supplier Type

4 |dentificatic
D-U-N-S Number
Customer Number
siC
4 Corporate Profi

Year Established
Mission Statement
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Step 56

Select Home.

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

Change Description Change Supplier Portal
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