Oracle Fusion:
Manage Profile

Supplier Standard Operating Guide

Comprehensive step-by-step instructions designed to support accurate and efficient task
completion within Oracle Fusion Cloud Application Software.
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Step 1

From the Oracle homepage, click Supplier Portal.
If the Oracle homepage isn't displayed, click the home icon on the top-right corner.
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Step 2

From the tasks list, click on “Manage Profile”.

Supplier Portal
Tasks

Supplier News
Orders Welcome to Gwinnett County Supplier Portall This application wil allow you to view invoices, payments,
purchase orders, solicitations, respond to solicitalions, and manage your company profile.

« Manage Orders For Purchasing information: wuiw, gwinnettcounty, com

Shipments

« View Receipts

Invoices and Payments Requiring Attention Recent Activity Transaction Reports
Last 30 Days Last 30 Days
« Create Invoice 2 Orders opened 10 PO Purchase Amount 949K USD
« View Invoices Receipts 5 Invoice Amount 37 UsD
« View Payments H 4 Payments 3 Invoics Price Variance Amount 0 UsD

Negotiations

« View Active Negoliations 25 . ”
« Manage Responses

Company Profile

M Schedules Overdue or Due Today
 Negotiation Messages
Invgices Overdue




Step 3

In the Company Profile, view the profile information within the
“Organization Details” tab.

If any changes to the company profile are needed, click edit in the upper right-hand corner to
modify or update information.

Company Profile @ m

Change Description  Bank account change
Lt Change Rogest 7005 Requesied By  MITCHELL, RYAN
Request Status  Canceled RequestDale 032112025
o e | s s o s s s s s
4 General
Company ADVANCED COVERT TECHNOLOGY Tax Organization Type ~ Corporation
Supplier Number 133535 Status  Active
Suppher Type  Supplier Attachments
4 |dentification

D-U-N-S Number National Insurance Number

Customer Number Corporaie Web Site
SIc
4 Corporate Profile

‘ear Established
Mission Statement

Chiet Executive Title
‘Chier Executive Name
Principsl Title
# Principal Name
Year Incorporated

4 Financial Profile

Step 4
Review the company address in the “Addresses” tab.

If any changes are needed, click on the address to review the information and make any
changes in the form. Click OK to save your changes and close the form.

Edit Address: EVANS

* Address Name | EVANS  Address |v| Ordering
* Country | United States n Purpose || Remit to
|| RFQ or Bidding
Address Line 1 | PO Box 1518

Phone ‘1 ‘ v ”705 Hagsaz?s

Address Line 2

[l
Address Line 3

Email
* City ‘EVANS
Inactive Date | mmidayyyy )
* state ‘GA

status  Active

* Postal Code ‘ 30209

Language




Step 5

Review the payment method in the “Payments” tab.
To change the default payment method, select/highlight the payment method that should be
the default method and select the checkmark in the Default column.

Edit Profile Change Request: 8005 e Cancel

O uu dorrl have permissin fo updsle conlacs. Cuntael vour proflie sdminislistor Lo obisn

tbors
% Detach
From Date To Date
(] Elecrenic oma00E g | mo e
206CHECK vwowest Bg | o e
2[0ACH 1 | | sty Fo
20CHECK i G )
2SMANUALCHECK e |  mmaey b
251ACH 0011351 Bg [ | mmiadyyyy B

If adding or changing an electronic payment method, select the “Bank Accounts” tab. To add an
account, select the plus sign.

Edit Profile Change Request: 8005 Bave  Soewand Cose  Canes

¥ s st v perERSiaN i UNSat COMACIE. CaMC VoUr RO SAMIRIEN0ND GSGN A e panTiSsion

gy Dawcition | A Tty il
Oegnianion Oslaky  Atéiusces Paymmily  Chssnsss: Clssloalions  Mosutls s Sevess
PR
Artianz w View v Fomat v & (-]
Pinmary Arzone Humsbar IHAN Cisrrancy Hank Homa
Ry as CHASE BANK USA NA

Columns Hisden 8

Review and edit the fields as needed. For the “Bank Branch” field, please enter in your routing
number. Press OK once information has been entered.

Edit Bank Account XX3456

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

“ Country ‘ From Date 0212512025
* Account Number Inactive On | mmvddryyyy
T oo

Attachments  None =

[] Allow international payments

4 Additional Information

Atemate Acsount oo | \ Assount e




Step 6

To review your business classification, select the “Business

Classifications” tab.

If changes are needed, select the correct classification from the dropdown menu.

Selections will be noted in the classification box. Select which classification to view different
categories.

© vou con't have permession 1 update comtscts. Contact your Brofile SOMUSITBLOT 12 GOl te rEquired PEMMission.

Change Description | Address needs to be updated

Organization Datails ~ Addrssses

| Nane of the clas:

Actions ¥ View v Fomatw 4 X Detach

Classification Status Certiying A iber Cortibion  corifcats Start Date Expiration Date  Antachments Notes  ProvidedBy  gonhmed

) - None 4

Step /

To review category names, select the “Products and Services” tab.

To add a category, click on the Select and Add icon. A list of values will display and select from
there.

To delete a category, highlight a category row and click the “X” icon.

Edit Profils Change Request: 8005 Save Lansel

Dezcriptic

After pressing the Select and Add icon, a new screen will appear. Select the appropriate category
pertaining to the product or service. Press “Apply” first followed by “OK".

Select and Add: Products and Services Categories x

4 Search

| search | Reset |

View v Format v Freeze  [z] Detach

Select Category Name Description

[] ¥ fm Supplier Products and Services

Columns Hidden 1

ESE




Step 8

Once all edits have been made in the previous steps, detail those

changes in the Change Description box in the top center of the page.
Once the changes have been entered, click “Review Changes” in the top right corner.

Edit Prafila Change Request: 8005

Save. Lancel
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A new screen will appear. Verify that all changes are listed and click “Submit”.
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Raview Changes

Charge Dascription  fd3iss resds 12 ba updaied

Ja Aodresses
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A confirmation statement will appear to confirm your changes were submitted for approval.

Company Profile @ Cancel Change Request  Edit  Dgne.

10 There s a profie change request pending appeoval You may et 1o make addiionsl changes.

. Change Description  Address newds {0 be updated.
Last Change Request 8005 Requested By MITCHELL RYAN

Request Status  Penaing Approval

Organization Detalls  Tax Identers  Adresses

4 General
Company
Supplier Number
Supplier Type
4 |dentification
D-UL-N-S Number

Customer humbar
sic
4 Corporate Profile

‘ear Established
Mission Statement

ear Incorporated

4 Financial Profile
Carrent Fiscal Year's Potoniial Revenuo
Preferred Functional Currency

Fiscal Yoar End Month

Contacts Payments Busiess Classifcations  Products and Services

ADVANCED COVERT TECHNOLOGY
128585

Suppier

Request Date 132772025

Tax Organization Typs  Corparation

Staws  Acwve

@ Confirmation x Amachments None
Your profils change request 808 was submited for approval

0 | [pfrance Number

rate Web Site

Chief Executive Title
Chif Exscutive Noms
Principal Tite

Principal Name




