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Introduction

The Contact Directory allows you to associate your employees who function as contacts for CPS

supplier portal. You are allowed to create multiple contacts in the Contact Directory. Contacts that are
obsolete can be end dated.

The contacts are provided with two different kinds of roles called “Business Administrator” and

“Regular”. Both Business Administrator and Regular users are allowed to add new contact information
in the Contact Directory.

Prerequisites

e Supplier user should have access to the portal

Navigation
CPS Supplier Portal (Supplier Access) > Home Page = Admin (Tab)
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Contact Directory

The Contact Directory page in Admin tab contains contact and user related information for your
supplier account. This page displays the below information:

Contact Directory functionality allows the users to perform the below actions:
e Create a new contact (optionally request Portal access for the new contact)
e Update an existing contact

e |nactivate a contact

The below screen will be displayed when clicked on contact directory.

ORACLE’ isupplier Portal

™ Navigator v B2 Favorites ¥ Home Logout Preferences Diagnostics
Home | Orders | Shipments | Accounts | Admin
Profile Management
+ General Contact Directory : Active Contacts
- company profite | ||[Create |
o Organization First Name  |LastName |Supplier Name ~ Phone Number |Email Status User Account  Primary Contact User Roles Update
o Contact John Smith XYZ Corp 878-1112222 aab@xyz.com Current v Yes Business Administrator P
. ¥ Peter James XYZ Corp 111-2223333 pj@xyz.com Current v Business Administrator s
O Product &
Services Smith John XYZ Corp 222-1112222 js@xyz.com Current v v
‘Contact Directory : Inactive Contacts

Home Orders Shipments Accounts Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright {) 2008, Oracle. All rights reserved.
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Create a New Contact

As a supplier user, you can create new contacts using the self-service functionality. Follow the
below steps to add a new contact:

Step Action

1. Click the Create Button.

Create

You'll be redirected to the “Add Contact” page

4, Enter all applicable information into the applicable fields (see screen below).

Note: Check ‘Create User Account’ if you wish to create a login username for an
individual in your organization

An auto generated message will be sent to your email as well as the newly
requested user’s account with a randomly generated password.

The following fields must be entered for new contacts:
e First Name / Last Name
Job Title (i.e., Director, Vice President, Principal, Manager, Supervisor, etc.)
Email Address
Phone Area Code
Phone Number

ORACLE" isupplier Portal

i Navigatorv B Favorites v Home Logout Preferences Help Diagnostics
Home | Orders | Shipments | Accounts | Admin
Profile Management

Admin: Profile Management: Contact Directory >

: (G:::‘er:l Profile Add Contact
® DrZan‘i’zalion * Indicates required field M
o  Contact Contact Title . * Phone Area Code |312
Directory * First Name  |Qwe = Phone Number [999-9999 X
o Product & Middle Name Phone Extension
Services —_—
* Last Name |Tyu Alternate Phone Area Code
Alternate Name Alternate Phone Number
*Job Title |Manager Fax Area Code
Department Fax Number l—
* Email Address |qt@gmailcom Inactive Date
url (exmmple: 24-Feb-2020 15:45:00)

User Account

Create User Account for this Contact@

Cancel Apply

Home Orders Shipments Accounts Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright {c) 2008, Oracle. All rights rasarved.
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User Account: If the new contact is a person in your organization who needs access to the
Supplier Portal, you can request to create a Supplier Portal account for this user by selecting
the “Create User Account for this Contact” checkbox.

From there, the screen will update as below:

ORACLE" isupplier Portal

1 Navigatory  ® Favorites ¥ Home Logout Preferences Help Diagnostics

Home | Orders | Shipments | Accounts | Admin

Profile Management
. General Admin: Profile Management: Contact Directory >
= Company Profile Add Contact
o Organization * Indicates required field M
- Contact Contact Title . * Phone Area Code [222
Directory * First Name  |Parker = Phone Number (2221111
o Product & Middle Name Phone Extension
Services —_—
* Last Name  |Peter Alternate Phone Area Code ,7
Alternate Name Alternate Phone Number
= Job Title |Supervisor Fax Area Code
Department Fax Number
* Email Address ,pp@xyT Inactive Date ,—
ud I— (example: 28-Feb-2020 19:45:00)
User Account

Create User Account for this Contact

* Username XyzZ.com

User Notifications
[ Certification Reminders
Responsibilities

Select All | Select None
Select Responsibility Application
CPS Supplier Portal (Supplier Access) iSupplier Portal

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.

Supplier Restriction

Suppliers
XYZ Corp

Cancel Apply

Home Orders Shipments Accounts Admin Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Orade. All rights reserved.

The “Username” field will be filled with the email address for the contact entered above.

Once the new contact is added, the new contact will receive login credentials and a temporary
password for the Supplier Portal via email.
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Update an Existing Contact — Contact Information

Follow the below steps to update an existing contact:

Step Action

1.
Click on the Contact Directory hyperlink.

o

Click the Update icon. &

3. You'll be redirected to the “Update Contact” page

ORACLE" isupplier Portal

' Navigator v B Favorites v

Home Logout Preferences Diagnostics
Home | Orders | Shipments | Accounts | Admin

Profile Management

- @ Contact Directory : Active Contacts

= Company Profile Create
©  Organization First Name  [LastName  |Supplier Name = |Phone Number [Email Status User Account  Primary Contact User Roles Update
©  Contact John Smith XYZ Corp 878-1112222 aab@xyz.com Current v Yes Business Administrator v
L ¥ Parker Peter XYZ Corp 222-2221111 pp@xyz.com Current v 4
o Product &
Services Peter James XYZ Corp 111-2223333 pj@xyz.com Current v Business Administrator

Smith John XYZ Corp 222-1112222 Jjs@xyz.com Current v 4

‘Contact Directory : Inactive Contacts

Home Orders Shipments Accounts Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright (c) 2008, Oracle- Al rights reserved
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ACLE" isupplier Portal

N Navigatorv B Favorites v Home Logout Preferences Help Diagnostics
Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

Apply
Contact Title I~ = Phone Area Code  [222
* First Name  |Smith

Middle Name Phone Extension
* Last Name [John Alternate Phone Area Code

Alternate Name

* Phone Number [1112222

Alternate Phone Number

*Job Title |Manager Fax Area Code

Department Fax Number
* Email Address  [js@xyz.com Inactive Date

url (example: 28-Fab-2020 19:45:00)

-I User Account Information

Usemame JS@XYZ.COM Inactive Date & [ Reset Password

(example: 28-Feb-2020)
User Notifications

[ Certification Reminders
Responsibilities
Select All | Select None
Select Responsibility Application
CPS Supplier Portal (Supplier Access) iSupplier Portal
User Access Restrictions
If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
XYZ Corp

Cancel Apply

Gopyright (c) 2008, Oracke. Al rights reserved.

Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

Step Action

4, Enter all applicable updates into the applicable fields.

An auto generated message will be sent to the updated address you provided.
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ORACLE’ isupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help Diagnostics

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

Apply

Contact Title [~ = Phone Area Code 888

* First Name  [Abc * Phone Number [888-8888

Middle Name Phone Extension |

* Last Name  [Def Alternate Phone Area Code
Alternate Name Alternate Phone Number

* Job Title |PO Admin Fax Area Code

Department Fax Number l—

* Email Address  Jabc@xoo.com Inactive Date
ud (example: 24-Fab-2020 19:45:00)

-l User Account Information

Username  ABC@XXX.COM Inactive Date & [] Reset Password
(example: 24-Feb-2020)
User Notifications

[ Certification Reminders
Responsibilities
Select All | Select None
Select Responsibility Application
CPS Supplier Portal (Supplier Access) iSupplier Portal
User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
Success Inc

Cancel Apply

Danc  Drivacy Sialamant Cinrurinit () 2008 Orasia Al rinht= racarsd

Home Logout Preferences Help Diagnostics

Note: If you wish to update the Username, you will need to create a new account with the new
email address.
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Update an Existing Contact - Add Business Administrator Access

When a new user is added through ‘Contact Directory’, the user will have “Regular” access by
default. If the user needs “Business Administrator” access in order to maintain and update your

organization’s details, you will need to add the “Business Administrator” role to the Contact’s
User Account.

Note: “Business Administrator” access can only be assigned to a contact by other “Business

Administrator” users. “Regular” users cannot add “Business Administrator” access to another
user.

If you would like to add “Business Administrator” access to an existing contact, you can do so
using the following steps:

Step Action

1. Click on the Update icon on the “Contact Directory” page (see screen below).

ORACLE" isupplier Portal

1 Navigator v B2 Favorites v Home Logout Preferences Diagnostics
Home | Orders | Shipments | Accounts | Admin

Profile Management

«  General Contact Directory : Acfive Contacts

+ Company Profile | Create |
o Organization First Name |Last Name: |Supplier Name ~ |Phone Number |Email Status User Account  Primary Contact User Roles Update
- Contact John Smith X¥Z Corp B878-1112222 aab@xyz.com Current “ Yes Business Administrator »
L] Peter James XYZ Corp 111-2223333 pid@xyz.com Current v Business Administrator W
;—emﬁgg k& Smith John X¥Z Corp 2221110222 js@xyz.com Current p

- Contact Directory : Inactive Contacts

Home Orders Shipments Accounis Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright (¢) 2008, Oracle. Al rights reserved

Step Action

2. On the “Update Contact” page, click the + sign to expand the User Account section
(see screen below).

3. Once there, click on the Add Role button. You will see the “Business Administrator”
role getting added.

4. Click on the Apply button to save the change.

Revised on 2/11/2020 Page | 9
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ORACLE" isupplierPortal

‘Admin: Profile Management: Contact Direclory =
Update Contact

™ Navigator ¥ B Favorites ¥ Home Logout Preferences Help Diagnostics

* Indicates required field

Contact Title .
* First Name Emllh

Middle Name

* Last Name  [John
Alternate Name
*Job Tile  Manager

Department
* Email Address ﬁs@xyz.:om
url

=1 User Account Information

Username JS@XYZ.COM

User Roles

‘Contact Role Role iption Delete

[Business Administrator| v | ]
User Notifications

[ Certification Reminders
Responsibilities
Select All | Select None
Select Responsibility

CPS Supplier Portal (Supplier Access)

User Access Restrictions

1f no Supplier Sites or Contacts are spedified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
XYZ Corp

* Phone Arez Code  [222
*phone Number [1112222
phone Extension | |
Altenate Phone Area Code
Alternate Phone Number
Fax Area Code
Fax Number
Inactive Date

(example: 26-Feb-2020 13:45:00)

TInactive Date B [JReset Password
(example: 26-Feb-2020)

Application
iSupplier Portal

Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

Aoply |

Cancel Apply

Capyright {c) 2008, Gracle. Al ights reserved.

Update an Existing Contact — Remove Business Admin Access

If the user needs to be removed from “Business Administrator” privileges from your supplier
account, you will be able to remove it by following below steps.

Note: “Admin” access for a user can only be removed by other “Business Administrator” or

“Billing Administrator” users.

ORAC Le‘ iSupplier Portal

Profile Management
« General Contact Directory : Active Contacts
+ Company Profile Create
o Organization First Name |Last Name: |Supplier Name ~
= Contact John Smith X¥Z Corp
Directoey Peter James XYZ Corp
o Product &
Services Smith John XYZ Corp
- Contact Directory : Inactive Contacts

T Navigator v B2 Favorites ¥

|Phone Number |Email |status User Account  Primary Contact
878-1112222 aab@xyz.com Current v Yes

111-2223333 pi@xyz.com Current v

222-1112222 Js@xyz.com Current v

Home Orders Shipmenis Accounis Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Home Logout Preferences Diagnostics

User Roles Update
Business Administrator

Business Administrator

Copyright (¢) 2008, Oracle. Al rights reserved

Revised on 2/11/2020
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Step Action

1. Click the Update icon on the “Contact Directory” page (see screen above).

-
#

i
-

2. On the “Update Contact” page, click the + sign to expand the User Account section.

3. Click the Delete icon next to the “Administrator” role to remove “Admin” access.

W

4. Click on ‘Apply’ button to save the change.

ORACLE" isupplier Portal

7 Mavigator ¥ Favorites ¥ Home Logout Preferences Help Diagnostics

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

ool |
Contact Title = Phone Area Code [I11

*FistName [Peter =PhoneNumber [p223333 |

MiddleName [ phone Bxtension |

*LastMame fames Alternate Phone Area Code

Alternate Name Alternate Phone Number

*Job Title JAnalyst Fax Area Code
Department Fax Number

* Email Address  [pj@xyz.com Tnactive Date |

ud (example; 28-Feb-2020 19:45:00)
{7 User Account Information
Usermame PI@XYZ.COM Inactive Date = [JReset Password

(example: 25-Feb-2020)
User Roles

Add Role
Contact Role Role Description  Delete
Business Administrator Business Administrator
User Notifications

[ Certification Reminders

Responsibilities

Select All | Select None

Select Responsibility Application
CPS Supplier Portal (Supplier Access) isupplier Portal

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
XYZ Corp

Cancel | Apply

Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracie. All rghts reserved.
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Update an Existing Contact - Add Billing Administrator Access

CPS is currently piloting a new Upload Invoice function with a select group of vendors, and for
those vendors, all "Business Administrator" users will have access to this new functionality.
However, there may be users in your organization who should only have access to upload
invoice information and not access to edit the organization's business details. For that reason, if
there is a user who only needs access to upload invoice information, you will need to add the
new "Billing Administrator" role to the Contact's User Account.

Note: "Billing Administrator" access can only be assigned to a contact by other "Billing
Administrator" or “Business Administrator” users. "Regular" users cannot add "Billing
Administrator" access to another user.

If you would like to add “Billing Administrator” access to an existing contact, you can do so using
the following steps:

Step Action

1. Click on the Update icon on the “Contact Directory” page (see screen below).

ORAC I_E' iSupplier Portal

1 Navigator ¥ B2 Favorites v Home Logout Preferences Diagnostics
Home | Orders | Shipments | Accounts | Admin

Profile Management

+ General Contact Directory : Active Contacts

+ Company Profile [ Create |
= Organization First Name |Last Name |Supplier Name ~ |Phone Number |Email Status User Account  Primary Contact User Roles Update
- Contact John Smith XYZ Corp B878-1112222 aab@xyz.com Current “ Yes Business Administrator »
L] Peter James XYZ Corp 111-2223333 pi@xyz.com Current v Business Administrator 7
;em"(';‘;' uct & Smith John XYZ Corp 2221112222 Js@xyz.com Current 9

- Contact Directory : Inactive Contacts

Home Orders Shipments Accoumts Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.

Step Action

2. On the “Update Contact” page, click the + sign to expand the User Account section
(see screen below).
3. Once there, click on the Add Role button. Select the “Billing Administrator” role

from the drop down.

4. Click on the Apply button to save the change.

Revised on 2/11/2020 Page | 12
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ORACLE" isupplier Fortal

L p—— [ S——
‘Admin. Profle Management. Conlad Direciory >
Update Contact

* Indicates required field Apply
cooct e [T * Phone Area Cade 1T
FestNome flomes * Phone Number 229998
Middie Name [ phone Extension |
* Last name [Peter ] Atermate: Phone Ares Cove |
Alternate Neme [ Atermate Phone Mumber [
*aobTite [Manager FacAreacode [
Department Faxtumber [
* Email Address |pj@xyz.com Inactive Date | -
ul (enampte: 25-Jon-2021 15:45:00

|-). User Account Information

Usermame: PIGXYZ.COM Inactve pate | [lReset Password
| E——

user Roles

Add Role
Contact Role: Role Description Delete

Business Administrator -]
Billing Administrator

User Notifications

[l Certification Reminders

Responsibilities
Select All | Select Mone
Application
i CPS Supplier Portal (Supplier Actess) isupplier Portal

User Access Restrictions.

Update an Existing Contact — Remove Billing Admin Access

If a user needs to be removed from his or her current “Billing Administrator” privileges from
your supplier account, you will be able to remove it by following below steps.

Note: The Billing access for a user can only be removed by other “Business Administrator” or
“Billing Administrator” users.

N Navigator v B Favontes v Home Logout Preferences
Home | Orders | Shipments | Accounts | Admin

+ Genenal Contact Directory : Active Contacts
" Conyery Pt
Organizalion  First Name Last Name: Supplier Name - Phone Number [Email Status User Account  Primary Contact User Roles Update
Address Book Bill will XYZ Corp AH444-4444 buwill@xyz.com Current “ Billing Administrator
R James Poter XVZ Corp 111-222-8888 Ippdxyz.com Current o Yes Business Adminestrator
Directory
& ".“ﬁ"“.e“ | Contact Directory : Inactive Contacts
Product &
[ First Name Last Name: Supplier Name Phone Number Email Status User Account
Mo results found.

Home Orders Shipments Accounts Admin Home Logoul Preferences

Privacy Statement Copyrght (c) 2006, Oracle. A ighis reservect

Step Action
1. Click the Update icon on the “Contact Directory” page (see screen above).
___J'
2. On the “Update Contact” page, click the + sign to expand the User Account section.
3. Click the Delete icon next to the “Billing Administrator” role.

Revised on 2/11/2020 Page | 13
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Click on ‘Apply’ button to save the change.

ORACLE’

isupplier Portal

A Navigator v Favortes v

Home Logout Pre

‘Admin: Profile Management. Contact Diectory >
Update Contact

* Indicates required field

Cancel Apply
Contact Titie v *Phone Area Code fi44
* First Name [Bdll * phone Number fi44-4444
Middle Name [ Phone Extension |
* Last Name  [Wall Atemate Phone Area Code [
Ahernate Name | Aemate Phone Number |
* Job Tite [Finance Admin FaxAreaCode [
Department [ FaxNumber |
* Email Address  [bwill@xyz.com Inactive Date
ud /7 (@ample: 18-Jan-2021 19:45:00)
/. User Account Information
Usermame BWILL@XYZ.COM Inactive Date. -] [IReset Password
(eangie: 15.a0-2021)
User Roles
Add Role

Contact Role  Role Description
Billing Administrator Access to upload Invoxcd

User Notifications
[l Certification Reminders
Responsibilities.
Select Al | Select Nooe
¥ CPS Supplier Portal (Supplier Access)

Llser Accees

Application
iSuppler Portal

Revised on 2/11/2020
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Inactivate a Contact

If a contact no longer works for your organization or otherwise needs their account inactivated,
you can inactive their account through the following steps:

ORACLE’

isupplier Portal

1 Navigator ¥ B Fayorites ¥ Home Logout Preferences Diagnostics

Home | Orders | Shipments | Accounts | Admin

Profile Management

+ General

s Company Profile
= Organization
= Contact
Directory
o Product &
Services.

Contact Directory : Active Contacts

Create
First Name |Last Name |Supplier Name ~ |Phone Number |Email Status User Account  Primary Contact User Roles Update
John Smith XYZ Corp 878-1112222 aab@xyz.com Current v Yes Business Administrator
Peter James XYZ Corp 111-2223333 pi@xyz.com Current v Business Administrator »
Smith John XYZ Corp 2221112222 s@xyz.com Current v

- Contact Directory

: Inactive Contacts

Home Orders Shipments Accounts Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright (c) 2008, Oracla. All rights rasarved.

Step Action

1. Click the Update icon on the “Contact Directory” page (see screen above).

2. On the “Update Contact” page, click the + sign to expand the User Account section.

3. In the “Update Contact” section, click the Calendar icon to select an “Inactive
Date” (see screen below).

4 In the “User Account Information” section, click the Calendar icon to select
an “Inactive Date” (see screen below).

5. Click on the Apply button to save the change.

6. A “Warning” message will appear at the top of the screen. Click the Confirm button
if you want to proceed with Inactivating the contact and their User Account (see

Revised on 2/11/2020 Page | 15
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ORACLE' isupplier Portal

N Navigatorv B Favorites v Home Logout Preferences Help Diagnostics

Admin: Profile Management: Contact Directory >
Update Contact
* Indicates required field

Cancel Apply l

Contact Title I~ * Phone Area Code  [888
“ First Name  [Tsu * Phone Number |666-4444
Middle Name

Phone Extension

* Last Name  [Poi Alternate Phone Area Code

Alternate Name Alternate Phone Number

* Job Title |Director Fax Area Code

Fax Number
Inactive Date  |24-Feb-2020 10:41:35

ud (example: 24-Fab-2020 19:45:00)

Department
* Email Address  [tp@yyy.com

-| User Account Information

Username TP@YYY.COM Inactive Date [24-Feb-2020 & [ Reset Password
(example: 24-Feb-2020)
User Notifications

[ Certification Reminders
Responsibilities

Select All | Select None
Select Responsibility Application
CPS Supplier Portal (Supplier Access) iSupplier Portal

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.
Supplier Restriction

Suppliers
Success Inc

Cancel Apply
jout Preferences Help

Page  Privacy Statement Oracle. All rights reserve

ORACLE" isupplier Portal

N Navigatorv  B® Favorites v Home Logout Preferences Help Diagnostics
Orders | Shipments | Accounts | Admin
Profile Management
= General = =
= Company Profile A ATy
o Organization If you inactivate the contact then all the supplier site contacts linked to this contact will also be inactivated. In addition, inactivation of this contact may affect other applications that are using the
contact for non-purchasing related activities, Are vou sure vou want to remaove the contact?
o Contact
= Update Contact
Y a—— -
Indicates required field
o Froducta ¢
Services Contact Title * Phone Area Code 888

* First Name  |Tsu * Phone Number W
Middle Name Phone Extension l—
= Last Name  |Poi Alternate Phone Area Code
Alternate Name Alternate Phone Number l—
= Job Title |Director Fax Area Code l—
Department — Fax Number li
* Email Address tp@yny Inactive Date lm &

url (example: 24-Feb-2020 19:45:00)

=] User Account Information

Username TP@YYY.COM Inactive Date [24-Feb-2020 & [ Reset Password
(example: 24-Feb-2020)

Revised on 2/11/2020 Page | 16
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Note: You can view all your inactivated contacts on the “Contact Directory” page, under the
“Contact Directory: Inactive Contacts” section.

ORACLE" isupplier Portal

N Navigator v B Favorites ¥ Home Logout Preferences Diagnostics
Home | Orders | Shipments | Accounts | Admin
Profile Management
o EraE Contact Directory : Active Contacts
= Company Profile Create
©  Organization First Name  [LastName  Supplier Name ~ |Phone Number [Email |status User Account  Primary Contact User Roles Update
© Contact Abc Def Success Inc B888-888-8888 abc@oox.com Current v 4
B Y Nit Achu Success Inc 444-4443333 NSA@GMAIL.COM Current v Yes Administrator 4
o Product &
Services = B
EE; Contact Directory : Inactive Contacts
First Name |lmt Name ‘Sllpplier Name Phone Number |Email Status User Account
Tsu Poi Success Inc 888 666-4444 tp@yyy.com Inactive v

Home Orders Shipmenis Accounts Admin Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copynight () 2008. Oracle. All rights reserved
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