Supplier Portal Guide:
How to Update Your
Supplier Profile



Log into the Supplier
Portal using Google

Chrome or Mozilla Firefox
as your web browser. Use
the username and
password you created
when you registered as a
supplier.

(If you have not yet
registered, start here.)

Sign In
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Click the Supplier Portal
icon.

Good afternoon, Cedric McCree
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Scroll down and click on
the Manage Profile linkin
the left-hand column.

Channel Programs
« Manage Programs
Shipments

« View Receipts
« View Retums,

Contracts and Deliverables

« Manage

« Manage Deliverables

Invoices and Payments

« View Payments

Negotiations

« Search or Vie:

nt Bid Opportunities

« Manage Responses

Qualifications

« Manage Questionnaires

« View Quali
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Supplier News

ATTENTION SUPPLIERS!
Invoices On Hold

There are different types of “On Hold" conditions. However, should
your invoice go *On Hold” with the message:

“Amount billed exceeds amount received", do not panic. It means
Oracle is “waiting” for a matching receipt to be entered. When the
receipt is entered, your invoice will validate as Oracle matches your
invoice to the receipt and the Identifying PO. No action is needed

from you.
So, “On Hold" is not an error message. It's just “waiting” on a receipt.

Posted: 2/24/23

Invoice Price Variance Amount 0 usD

Click on the Edit button.

Company Profile @

ATTENTION!

The City will bear no liability for any error in the information provided by the Contractor.

Request Status  Canceled

The City has no obligation to independently investigate the information provided by the Contractor.

Organizaton Details Tax detiers  Adcesses  Contcts
General
Company TEST SUPPLER
Suppler Number 2038371
Suppier Typo
Identification
DUNS Number
sic
Corporate Profile
Yoar Esablished
Mission Statement

Year Incorporated

https://ebkk-dev2.fa.us8.oraclecloud.com/fscmUI/f.

P Type here to search

Payments fons  Producs and Senices

Tax Organization Typo

Atiachmens None
Mational Insurance Number
Corporato Wab Sita
Chief Executive Title
Chiet Exacutive Name
Principal Tie
4 Principal tamo

MFM=08._affMFR=1518_afMFG=08_afiMFS=08._afMFO=0

Requested By

Request Date &

Change
Doscrlption

827 M

<& 53°F Partly doudy o

Respond Yes to the pop-
up message confirming
that you are submitting a
request to change your
information.

Company Profile

ATTENTION!

The City will bear no liability for any error in the

information provided by the C

The City has no obligation to independent

Last Change
Requany 1672034
Request Request Date  7/2023
] Stews.
Warning x

the inf i by the C B
Organization Details  Tax dentifiers Addresses Contacts  Payments  Business Classifications  Progucts and Services
4 General
Company TEST SUPPLIER Tax Organization Type  Corporation
Supplier Number 2038371 Status  Active
Supplier Type Attachments. None

4 |dentification
'D-U-N-S Number

National Insurance Number

Change
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Edit Profile Change Request: 1673034 Delete Change Request | Review Changes | | ‘EH Save and Close [ Gancel |

Change Description

Type a brief description of )
t h ec h an g e (S) t h at yO uare _OrgenizationDefalls Taxdertfles  Addresses  Contacts  Payments  Business Glassfcaions  Products and Services

making in the Chan e * s lier N: TEST SUPPLIER Tax O t C 1 v
Description box. o I

Supplier Type v Attachments None

General

Identification
D-U-N-S Number National Insurance Number
Customer Number Corporate Web Site

sic

Organization Details
general information

Tax Identifiers
tax-specific information

Addresses

Use the links to the right : .
locations where your business operates

to navigate to instructions
about updating each of
the seven sections of
information in the
Supplier Portal. You can
access the sections using
the horizontal menu
under the Change

Description box.

organizational representatives with access to the
Supplier Portal

Payments
banking information

Business Classifications
certifications and other special qualifications; allows
you to upload supporting documents

goods and services provided; helps the City contact
you with relevant opportunities
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Organization Details

Here, you can update
general information
about your organization.
Please note that you
cannot change your
Supplier Name, Supplier
Number, Supplier Type,
or Status. Other
information can be
changed, but you may be
asked to provide updated
documentation before
certain changes (e.g,,

updating your Supplier
Type) are finalized.

Back to Section Headings

=N -

Edit Profile Change Request: 1673034

Change Description

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

General

* Supplier Name | P — Tax Of
Supplier Number S —

rganization Type | Corporation v
Status R ——
Supplier Type | Attachments None
Identification
D-U-N-S Number National Insurance Number

Customer Number

sic

Delete Change Request || Review Changes } | [ Save || Save and Close ‘ Cancel
N D o 1
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Tax ldentifiers

Here, you can update your
taxpayer information.
Please note that you
cannot change your
Taxpayer |D.

Back to Section Headings

orF ¢ @

Edit Profile Change Request: 1673034 ‘ Delete Change Request ‘ Review Changes ‘ | ‘Ee” Save and Close ‘

N ead

Change Description

4

Organization Detailq] Tax Identifiers J§ Addresses Contacts ~ Payments  Business Classifications ~ Products and Services

Income Tax
Taxpayer Country ' United States v Tax Reporting Name
Taxpayer ID | i — Name Control
Federal reportable Verification Date
Federal Income Tax Type

State reportable Withholding Tax Group

Transaction Tax
Tax Countrv. v Tax Reaistration Tvoe

Use withholding tax

|[Page
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Addresses

Here, you can add new
business addresses.
Please create a new

address (by clicking the +
icon) any time your
address changes. Do not
edit existing addresses
unless you are correcting
a typographical error;
editing an old address
rather than creating a
new one will cause issues
with previous purchase
orders.

Each new address must
have new Address Name.
Please use call capital
letters when entering this
name (e.g., “DETROIT-1"
rather than “Detroit-1").

Address fields marked
with an asterisk (*) are
required. To save time
when filling in your
address, enter the Postal
Code before the City and
State; the City and State
will auto-populate.

Always check all three
Address Purpose boxes at
the top right to give your
organization more
flexibility.

Click OK to save your
information.

Back to Section Headings

e =Rsl |

Edit Profile Change Request: 1673034

Delete Change RowustJ Review Changes ‘H save ‘ Save and Close || Cancel ‘
~ P

Organization Details ~ Tax Identifierd] Addresses [Fontac

Actions v View v Format v .

& Address Phone Address Purpose Fax Status

Status | Active v
Address Name
DETROIT

1234 NO WHERE ST.DETROIT, MI 48207 Ordering; Remit to Active

SOMEWHERE 32 OVER THE RAINBOW,DETROIT, MI 48221 Ordering; Remit to; RFQ or Bidding Active

Columns Hidden 3

Create Address

Edit Profile Chang

* Address Name * Address

* Country | United States v Purpose

* Address Line 1

Phon v
Address Line 2
Organization Detalls ~ Tax Id¢ Fax |1 v
Address Line 3
Email
Actions w View v Formy * City v
Inactive Date | m
Address Name * Status
State v
Status  Active
l DETROIT Active
I' Postal Code v I
SOMEWHERE Active

Language v
Columns Hidden 3

Create Another | OK =~ Cancel
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ORACLE A=

Edit Profile Change Request: 1551032 Delete Change Request || Review Changes ‘ save H Save and Close ” Gancel

Contacts

Change Description

Here, you can edit contact /
information by Clicking ON | s s s T Jomes samsamsnaon s sssoves
the blue, hyperlinked Actions w View w Fomat w ;‘ Status ‘Apll\'e @ Freeze " Detach  Wrap

names in the left-hand av bt av Emi P e T ——
column. Do not change cansosozsganaon o
the name or email == .
address of an existing P— ° & o
contact to avoid s e

problems logging in;

create a new contact . e e

using the + icon instead. g 1 B —

Fax

Contact information fields
marked with an asterisk
(*) are required, and an
email address is required
to create a user account
for accessing the Supplier e e
Portal. Check the e

Role.

Administrative contact s S s
and Request user account
boxes to give the user full
access to the Supplier
Portal.

4 User Account

To add an address to a
contact, click on the
Actions dropdown under
Contact Addresses and
then Select and Add. —
Click to the left of the S

appropriate address in the v e o KB o

list that appears, click O S
Apply,and then click OK.

After adding the address,

Select and Add: Add

click OK on the Create

Contact pop-up to save e —
your contact. v e

Address AT
Name.

Address Address

DETROIT 1234 NO WHERE ST, DETROIT, M| 48207 Ordering

Back to Section Headings lonemee _ mommnermaompemonn o




Payments

Here, you can click on the
Bank Accounts menu to
update your banking
information. You should
always create a new

account (using the + icon)
before inactivating your
existing account.

On the pop-up, you need
only to complete the six
(6) fields indicated by the
black boxes to the right.
Be advised that Bank
Branch is the field that
contains your bank’'s ABA
routing number. Select
the option with the
correct routing number,
regardless of the city
associated with it. If you
do not see your routing
number listed under Bank
Branch or if you want to
have multiple active bank
accounts listed at the
same time, please email
procurementinthecloud@
detroitmi.gov for
assistance.

Back to Section Headings

ORACLE

Edit Profile Change Request: 1551032

Primary
o

Account Number

XXXX4736

Additional Information

IBAN

Currency
usD

usD

O R
[ Detete Change Request { Review Changes ‘ | ‘ save ‘ Save and Close { Cancel
~ P

Bank Name

JP MORGAN CHASE BANK NA

JP MORGAN CHASE BANK NA

Creste Ancther | OK | Camcel

|[Page
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Business Classifications

Here, you can add
information about
licenses and certifications
that your business has.
Not all suppliers will have
information to list here,

but you can click the +
icon and look at the
dropdown menu to see if
any apply to you. If your
business has, for example,
a Detroit Business
Opportunity Program
certification from the
City's Civil Rights &
Inclusion Office, you can
add it to this page and
upload a copy of the
certificate. Requests to
add certifications without
valid certificates will not
be approved.

Back to Section Headings

ORACLE

Edit Profile Change Request: 1551032

Classif i ificati Status

es  Contacts Payment:

Other Certifying

Certifying Agency Agency

Gity of Detroit Human Rights

Gity of Detroit Human Rights

Business Classifications [{Products and Services

aRP &
Delete Change Request H Review Changes H save ‘ Cancel ‘
T ——

Certificate Start Date Expiration Date ~ Attachments N
INur\e I
12337 22 10126123 MissionLift IRS-EIN.pdf
254 10/26/22 012712 N
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Products and Services

Here, you can update the
list of goods and services
you provide. Maintaining
an accurate list in this
section allows the City to
alert you when bid
opportunities that may be
of interest arise.

To add a commodity area
to your list, click on the
Actions dropdown and
then Select and Add.
Most users find it easiest
to start with this PDF of all
commodity codes and
then search for browsing
categories by letter in the
Category Name field. For
example, if your business
is in the health sector, you
could search for “DD" in
Category Name. Select
the checkboxes next to all
the commodities you
wish to add to your profile,
click Apply, and then click
OK.

Back to Section Headings

Select and Add: Products and Services Categories

Search

Delete Change Request H Review Changes ‘ H Save ‘ ‘Save and Close J Cancel
= e

Select Category Name

uuuuu

[ =R ]
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https://detroitmi.gov/sites/detroitmi.localhost/files/2023-12/City%20of%20Detroit%20Commodity%20Code%20Table%20of%20Contents.pdf

Once you have entered all
the changes that you
need to make, click
Review Changes tosee a
summary of what you
have altered. If any
information is incorrect,
click Edit to adjust it.

Edit Profile Change Request: 1801035

Change Description | Updates|

v,
Organization Detalls Taxldentfers  Addresses Contacts  Payments  Business Classifications  Products and Services.
General
* Supplier Name | TEST SUPPLER Tax Organization Type [Corporat
Supplier Number 2038371 saws Actve
Supplier Type v Attachments N
Identification
D-U-N-S Number National Insura

Customer Number

Once the summary is
completely accurate, click
Submit. You will see a
Confirmation pop-up
window validating the
submission of your
change request. Please
note that clicking other
buttons (e.g., Save or Save
and Close) will NOT
submit your change
request. You must click
Submit for the City to
review and respond to
your request.

Review Changes

4
Contact
View Detach
Administrative
A JobTite av Email av Phon IDrewratve user A stat Detal
hompsontr@detrotmi gov (391585 A

tho

3

efault From D To D Detal

L]
Bank Account:

ORACLE

Company Profile ®

‘Can:nlchﬂnguRoquesi | Edit || Done

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

McCree, Change ~ adding commodity codes
Requested BY  Gegric Description

ATTENTION!

The City will bear no liability for any error in the
information provided by the Contractor.

LastChange oo
Request

Pending Request Date 7/25/23

@ Confirmation X
The City has no obligation to independently invest

. - re e file ch t 1551032 bmitted for a val.
the information provided by the Contractor. our profile change request 1551032 was submitted for approval

OK

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

General

Company TEST SUPPLIER Tax Organization Type  Corporation

Supplier Number 2038371 Status  Active

Supplier Type Attachments None

Identification

AALNSNumber ______________________ Natinnallnsuranca Numhar

|[Page 12




Contact the E-Procurement Team

Supplier Procurement Support Hotline (Technical Assistance)

(313) 670-6604

E-Procurement Open Assistance Sessions:

Learning How to Navigate Oracle
Click the links at the indicated times to join E-Procurement experts for Oracle demonstrations and Q&A.

Supplier Registration Mondays, 10:30a Thursdays, 1:00p
Supplier Profile Updates Mondays, 11:30a Thursdays, 1.:30p
Responding to Bids Mondays, 9:30a Fridays, 9:30a
Invoicing Tuesdays, 1:30p Fridays, 11:30a
Online Office Hours (Ceneral) Tuesdays, 3:00p Wednesdays, 9:30a

We value your feedback!

We would love to hear how this document has help you and

where we can improve on relaying this information.
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