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In this course you will learn how to
update a contact in iSupplier.
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Step 1

From the login page, click in the User
Name field and enter the User Name
provided during the registration process.
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Step 2

Click in the Password field and enter
the password you created during the
registration process.
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Click the Login button.
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Step 4

Click the DeKalb County Supplier
Collaboration link.
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Click the Home Page link.
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Step 7

T Click the Contact Directory hyperlink.

Organization Name ATLANTA ARBORETUM DUNS Number
Supplier Number 177718 Tax Registration Number

Alias Taxpayer ID

Parent Supplier Name Country of Tax Registration
Parent Supplier Number

Hoto that the search is case insensitive

e | (o]
|t Show More Search Options

Add Attachment...

Title: Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
Ko results found.
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Step 8

Locate the contact you wish to update

. Generl Contact Direciury : Active Conlacls . .
 Sen _ and click the Update icon.

- Drponizption First Hame  Last Harve  |[Supplier Name ~ Phone Number  Email |Status  User Accounl  Addresses e

o Address Book Darryl Dertan ATLANTA ARBORETLIM T 4845626 arborservi@yahoo.com. Carrent i

= Contact

- Diecons | oy, Jones ATLANTA ARBORETUM rjones@atrees.com Current - ] A Update

o Surveys ALBERTUS BENEDICT ATLANTA ARBORETLM EENEDICT@PATLTREES.COM  Current =

1+ Contact Di
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Step 9

In this example, we will create an
ISupplier user account for the contact.
Click the Create User Account for this

Contact checkbox.
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Step 10

Click in the Supplier Name field.
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Search and Select: Supplier Name

Search

[ cancel | [ select |

Srarch By Suppler Name

To find your item, select a filter item in the pulldown kst and enter a value in the text fleld, then select the "Go” button.
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Results.
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Step 13

Enter part or all of your supplier name in
the Search By field and click on Go.

Here we will enter Atlanta Ar%.

Note: % is the wildcard search in
Oracle.
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Step 14

Click on the Select radio button next to
the appropriate company name.
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Step 15

Click the Select button.

iSupplier Portal ~ Vendor Training

DeKalb County

GEORGIA



Updating a Contact
DeKalb County

GEORGIA

anannass - . ot ]
e@@ Mlps:-‘.-isu;pliem;%ﬂ_e-ﬂ = 1' & Add Contact ® li 1- L. : = _ : (ot s {':’ Ste p 16

Fde Edit  View Favorites Tool Help

ORACLE" isupplier Fortal
| Adinin, Profie Managarmel Contact Diectary = | CI 1 k 1 th f' Id
Upaes Commis Ick in the Username field.
= Inbcales requred fiekl o] [
Crantimct Tithe - U
“Frsthiame [Darrd Bhone fvea Code 770
e Name (4 Phore Number [484-5626
* Last Name D\xl.u) Phane Evtensian
Alternate Name Alternate Phane Area Code |
b Tite [Owner Aternate Phone Hurber i
Departrent . Inective Date ~ |
™ Emal Adkess arborserv Byahos.com g M-8 1341 0
Creatr User Arcount for thi Contact (4]
= Suppher Mame  RTLANTA ARBORETLM | 2,
User Notificatinns
[Flcertification Reminders B
Resgonsibilities
Scect Al | Soicxt Hone
Select Hesponsibility Applcation
1 Dekab Coamty Supplier Collabaration fearcing
Liser Acorss Restrictions
1Fro Suppler Sites or Contacts are spectfied, the user wil be able i acess ol the data for this suppler.
Supplier Restriction
M AMTA ADRODETI 8 iy
P i ]+
File Find Disable View Images Cache Took Validate | Browser Made: B9 Document Modes Guirks -

iSupplier Portal ~ Vendor Training



Updating a Contact

DeKalb County

- —

- S - .
Giii-b'l_s hitps:/isupplienestdeka.. - @ B C X ]I & Add Contact

Fde Edit  View Favorites Tool Help

ORACLE  isupplierPonal

| A Profie Managereal Conac Dreclory =
Update Contact

e ]

" Irabcates regured fiskl

]
Crantimct Tithe - U
“Frsthiame [Darrd Phure Area Code 770
e Name (4 Phone Number  484-5626
" Last Mame Do lon Phone Extensian
Alternate Name Alernate Phane Arca Cod
Job Title .Un\\’\e Alternate Phore Number
Department ] Insctive Date =
™ Emal Adkess arborserv Byahos.com e B4 18 1T
Create Liser Arcount for this Contact  [#]
= Suppher Mame  [ATLANTA ARBCRETLM | 9,
= Username
User Notificatinns
[Flcertification Reminders
Resgonsibilities
Seicet AX | Scicet None
Select Responsibility Application

0 Dekab County Suppler Callabaration

Used 58162 [nesirictions

Seareing

1Fro Suppler Sites or Contacts are spectfied, the user wil be able o acess ol the data for this suppler.

Supplier Restriction

Sappliers

4T AMTA ADRADETISM

File Find Disable View Images Cache Tooks Validate | Browser Mode: I3 Document Mode: Quirks

— o x

GEORGIA
Step 17
Enter the desired Username.

Note: the username must be an email
address.
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Step 18

Click the checkbox next to DeKalb
County Supplier

Collaboration Responsibility.
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Step 19

Click the Apply button.

iSupplier Portal ~ Vendor Training

DeKalb County

GEORGIA



Updating a Contact

[N

DeKalb County

S oo 5 ]

e\_)|a Mtpesnpplisnerdake.. - h'écx_“eamn Directory * ‘_J D e

Fde Edt  View Favontes Tools Help

ORACLE  isupplierPonal

« General Countact Dirmetory : Active Conlacts
»  Company Profie
i) FirstName  [Last Hame  |Supplier Hame - Phone Number  Email [Status  User Accounl  Addresses  Update
Addees Bonk Darryl Dertan ATLANTA ARBORETLM TI0 445526 aehoeserudryahan. com Current % & »
- Contacl
Flen lanes ATLANTA ARBORETLM ejonesatrees.com Current = &
- Banking Detal MBERTUS  EENEDICT  ATLANTA ARBORETUM BENEDICT @ATLTREES, COM Current - =
Surveys
1+ Contact D

File Find Disable View Images Cache Took Validate | Browser Mode: B9 Document Mede: Guirks - H X

GEORGIA

You have just finished updating a
contact for your company on the DeKalb
County iSupplier Portal.

If you have created a new user account,
the contact will receive an email to
complete their contact registration
process. Please advise your new user
to access the training materials for
Accessing iSupplier after Account
Creation.
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