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In this Course you will learn how to
create a new address for the City of
Chicago.
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Step 1

[ =8
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CITYor CHICAGO

SAPPHIRE

From the login page, click in the User
Name field.
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Step 2

NI R T T

Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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* usermame doe@upksupplier.com
e

)
[rogin || cancel |

Login Asstance

Create New Address

Step 3

Click in the Password field.
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Step 4

Enter the desired information into
the Password field. Enter "oracle123".

= Usermame doe@upksupplier.com

* Password
{earmgia Su9vad)
cance |
Logn Assstance

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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= Usermame doe@upksupplier.com
(e el parrn anidhs ]
S Password  ypewwswes
s3]

Login Assctance

| [ttp e frmps50.cityofchicage.orgB0T5/ 0A_HTML A jspTpage=/orack/a. |

Create New Address

Step 5

Click the Login button.
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Enterprise Search  All - = Search Results Display Freference  Standard
Logged In As JOHRDOESUPKSUPPLIER.COM

Full List
From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
*TIP Worlkdist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

| [ttps/7ded1imps30.cityofchicagn-orgE075/ OA_HTML/OA jspiOAFunc=0AHO | =

Create New Address

Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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Step 7

v L]
.(_ e fihi OAHTMURFjspifunc O = 2 & X | & iSupplier Portal Home Page

CITYor CHICAGO  jSupplier Portal

The iSupplier Portal Home Page window
now appears.

Search  FO Number

| Motificatons e Orders

I o Click the Admin link at the top of the
Ll_-mm- — + Bubirng .
s _m- e page to access your company details.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

| [ttpe/ded1 fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/amcie/a.. |
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CITYo CHICAGO  jSupplier Portal

Organization Name  UPK Supplier
Supplier Number 10185347
Alias
Farent Supplier Name
Parent Supplier Humber

DUNS Number
FEIN 00-20000000
Country of Tax Registration

Note that the search is case Insensitive

Tue | [=]

[+ Show More Search Options

Ackd Altachment

Tithe Typez L
Mo results found.

gory  Last By lLast

Usage  Update Dedete  Publish Lo Catalkog

Home Cwders Shipments Admin Finance Assessmeniz Home Logout Preferences

ii http:/fdellfmpsSi.citynfchicago-orgB075/0A_HTML/OA ispTpages /nrcle/a... |

Create New Address

Step 8

Click the Address Book link on the left

hand side of the page.
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Step 9

QA HTMLOAjspipag 2 = B € X | & Address Book ®

or CHICAGO  iSupplier Portal

The Address Book window now
appears.

o Organization  pddress Name ~ Address Detalls |Country Update Remove
©  Address Book & 123 Main St. United States > 8

o Contact Chicago, 1L 60602 -

Directary

it Click the Create button.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

| [ttp/ded1fmps30.cityofchicage.org075/ OA_HTML/OA jsplpage=/ormcie/a.. |
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Step 10

SO s R - B o] 8 cunrsien <

i Nevigator B Favoriles

CITYo CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address

e - The Create Address window now
= Address Namae EM&W“WT lem-ﬁ::-p::;::mhlw—mm” ap pea’rs "

Country  United States . Phone Humbers

* Address Line 1 Thia ia the phana number for this speciic
address

Address Line 2 Fax Area Code 1 H 1
O — Fachentm Click in the Address Name field.
Address Line 4 Emall Address
i [Tl Purchasing Address
Counity [l Payment Address

State

Province

" Postal Code

- Hote

HNote

trchide army addtonal detad shout the scddren aich an the e of addres. Tha wil ba vinkle 1 cthar buysrs wihn prur argarsaton s wel s 10 the wppber. A, mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve
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R © ot 5 co o argrs /oA UOA v © = B 6 % | @ comsmaarn x| Step 11

CITYo CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >

§ Give your address a name.
Indicates required field ﬁ

Supplier Name  UPK Supplier Supplier Humber 10185347
S Pem— | s 1

i — S T T Enter the desired information into

* Address Line 1

Aty e ——— the Address Name field. In this

Address Line 4 Emall Address
[Tl Purchasing Address

example, enter "Headquarters".
county [ [ Payment Address

HNote

trchide army addtonal detad shout the scddren aich an the e of addres. Tha wil ba vinkle 1 cthar buysrs wihn prur argarsaton s wel s 10 the wppber. A, mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve
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CITYo CHICAGO  iSupplier Portal

B Favoriles

| Admin: Profile Hanagement Address Book >
Create Address

= Indicates required field - ...5.“"‘.

Supplier Name  UPK Supplier Supplier Humber 10185347
= Address Name  [Headgual Phone Arca Code
Country _United States - Phone Number
* Address Line 1 This i the phona number for this speciic
address
Address Line 2 Fax Area Code

Address Line 3 Fan Humber
Address Line 4 Emall Address
- City

[Tl Purchasing Address

County [l Payment Address
State
Provinoe
= Postal Code
Hote
Hote .

trchide ary addtonal detad shout the scddren mich an the tye of addres Tha wil ba vinkle tn cthar buysrs whn prus crgarsaton s wel
abouit tha charge when chargng addrem informaton

s sipplar. Ah, mchids bref ot 10 by

Create New Address

Step 12

Click in the Address Line 1 field.
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SO s R - B o] 8 cunrsien <

n Mordgator v B Fovorites Home Logout Preferences

CITYo CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address

= Indicates required field [ 's'um'

Supplier Name  UPK Supplier Supplier Humber 10185347
* Address Name  [Headguaters Phone Arca Code
Country _United States s Phone Number

This i the phona number for this speciic

* Address Line 1 aiddiress

Address Line 2 Fax Area Code
Address Line 3 Fan Humber
Address Line 4 Emall Address
i [Tl Purchasing Address
conty [ £l Payment Address
state [
provinee [
" pustal Code [

- Hote

HNote

trchide army addtonal detad shout the scddren sich an the type of addres. Tha wil ba vinkle tn thar buyers withn pos s sipplar. Ah, mchids bref ot 10 by

abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 13

Enter the desired information into
the Address Line 1 field. In this
example, enter "123 Michigan Ave.".
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CITYor CHICAGO  iSupplier Portal

| Admin; Profile Maﬁagement Address Book >
Create Address
= Indicates required field - ...5.“"‘.

Supplier Name  UPK Supplier Supplier Humber 10185347

= Address Name  [Headqual Phone Area Code

Country  United States - Phone Number

= Address Line 1 [123 Michigan Ave. This i the phona number for this speciic

e address
Address Line 2 Fax Area Code
Address Line 3 Fan Number

Address Line 4 Emall Address

P
“q I -
Y [Tl Purchasing Address

County [l Payment Address
State

Province

* Postal Code

HNote -

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr

abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 14

Click in the City field.
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i Nevigator B Favoriles

CITYor CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address
= Indicates required field

Supplier Name  UPK Supplier Supplier Humber 10185347

= Address Hame  [Hesdquaters Phane Area Code
Country  United States - Phone Number

- Adress Une 1 [123 Vichigan Ave T o ha shons e e s e
Address Line 2 Fax Area Code
Address Line 3 Fan Number
Address Line 4 | Emall Address

Ry 127 [Tl Purchasing Address
County [l Payment Address

State
Province
" Postal Code

- Hote

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 15

Enter the desired information into
the City field. In this example,
enter "Chicago".
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CITYor CHICAGO  iSupplier Portal

| Admin: Profile Maﬁagement Address Book >
Create Address
= Indicates required field "'5'“""
Supplier Name  UPK Supplier Supplier Humber 10185347
Phone Arca Code

= Address Name  [Headqual

Country  United States - Phone Number
= Address Line 1 [123 Michigan Ave. ‘:;LIN phona numbar for this specfic
Address Line 2 Fax Area Code
Address Line 3 Fan Number
Address Line 4 Emall Address
= Chica: -
b (chiogdl | ™l Purchasing Address
Counity p [l Payment Address
State I
C——
Province
= Pystal Code
Mot
HNote -

trchide ary addtonal detad shou the scddren auch an the tye of addrer. Tha wil ba vinkle 1 cthar bupens withn yor agansaton s wel
abouit tha charge when chargng addrem informaton

the wppler. Al inchids bref notes 16 bipes

Canced Hawve

Create New Address

Step 16

Click in the State field.
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i Nevigator B Favoriles

CITYor CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address
= Indicates required field

Supplier Name  UPK Supplier Supplier Humber 10185347
= Address Hame  [Hesdquaters Phane Area Code [
Country  United States - Phone Number [
« AddressUne 1 [123 Michigan Ave. Thz s the phans numbsr for ths mectc
Address Line 2 Fax Area Code

Address Line 3 Faoe Number

Address Line 4 Emall Address
oy [

ey o R [Tl Purchasing Address

County [l Payment Address

Province

" Pustal Code
- Hote

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 17

Enter the desired information into
the State field. In this example,
enter "IL".
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CITYor CHICAGO  iSupplier Portal
B Favoriles

| Admin: Profile Management Address Book >
Create Address

= Indicates required field - ...5.“"‘.

Supplier Name  UPK Supplier Supplier Humber 10185347

Phone Area Code

= Address Name  [Headgual
Country  United States - Phone Number [
= Address Line L ,W Tho s the phane numbsar for this spectic
Address Line 2 ,— Fax Area Code |
Address Line 3 Fan Number
Address Line 4 Emall Address
= Gty |[Chicago

[Tl Purchasing Address

County [l Payment Address
State 8]
Provinoe
I
= Postal Code | l
Hote
Hote .

trchide ary addtonal detad shout the scddren mich an the type of addrer. Tha wil ba vinkle tn cthar burpsrs whn yor arparsaton s wel
abouit tha charge when chargng addrem informaton

s mipplar. Ah, mchids bref ot 10 hoyer

Create New Address

Step 18

Click in the Postal Code field.
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i Nevigator B Favoriles

CITYor CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address
= Indicates required field

Supplier Name  UPK Supplier Supplier Humber 10185347
* Address Name  [Headgquaters Phone Arca Code

Country  United States - Phone Number

= Address Line 1 [123 Michigan Ave. :;l:n phana number for this specific
Address Line 2 Fax Area Code
Address Line 3 Faoe Number
Address Line 4 Emall Address

= Chica:
Y e [Tl Purchasing Address

County — ”
[Z] Payment Address
State I

Province
" Postal Code

- Hote

HNote ‘

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 19

Enter the desired information into
the Postal Code field. In this example,
enter "60602".
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Bl © b /ccditons S0 coyofchicago.org 4075 OA T TMUOASspTpas B - BE X | @ cromenaaees < [ Step 20

CITYor CHICAGO  iSupplier Portal

Admin: Profile Management: Address Book >

Greem Ao : Determine what this address can be
Qpivad flald Cancel | | Sawe
Supplier Name  UPK Supplier Supplier Number 10185347 u Se d fo r-

* Address Name  [Headquaters Phone Area Code

Country  United States - Phone Mumber

1
P e If this is a purchasing address, click
B — O Do s the Purchasing Address option.

county [ [ Fayment Address
o — (Checkbox)
- Pustal Code [60802

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers wihan yeur arpansaton o wel s 10 the wppler. Al mckids href rotes 16 bipss
abouit tha charge when chargng addrem informaton

(:inrHJ Have
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Step 21

oy
€ |5 EE ey T [T —

CITYor CHICAGO  jSupplier Portal

i Neavdgator B Favoriles

Admin: Profile Hsnagement Address Book >
Create Address

Coome e If this is a payment address as well or
SN i S e only, click the Payment Address option.

= Address Hame  [Headquaters Phane Area Code
Country  United States - Phone Number [ (C h ec kbox)
* AddressLine 1 [123 Michigan Ave. Thi e o s oo e S il
Address Line 2 Fax Area Code
Address Line 3 Faoe Number
Address Line 4 Emall Address
" ity [Chicago [Flrurchasing Address
cownty [ myment Address
state @
provinee [ ——
- Pustal Code [60802

- Hote

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers wihan yeur arpansaton o wel s 10 the wppler. Al mckids href rotes 16 bipss

abouit tha charge when chargng addrem informaton

Canced Have
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CITYor CHICAGO  iSupplier Portal

Admin: Profile Management: Address Book >

Create Address

= Indicates required field Canced 'sum
Supplier Name  UPK Supplier

* Address Name  [Headgquaters
Country  United States

* AddressLine 1 [123 Michigan Ave. machic
Address Line 2 Fax Area Code
Address Line 3 Fan Number
Address Line 4 Emall Address
= Chica: o
B ,%7 [# Purchasing Address
County | EPayment Address
State I
Province
" Pystal Code  [60602
- Hole
HNote
Techcda arvy acidtnnal detaly shioit tha scidram mich a1 tha by of sddran. Thas will ba vishis b0 Sthas Buipers within peur Seganeation o vl a8 52 tha wpplar. Als, inchids braf rotes 18 buyer
kit tha changs whan changig addrem infrmaten

(:inrHJ Have

Create New Address

Step 22

Click in the Phone Area Code field.

This is a phone number for this address.
This is NOT a phone number for a
specific contact.
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i Nevigator B Favoriles

CITYor CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address
= Indicates required field

Supplier Name  UPK Supplier Supplier Humber 10185347
* Address Name  [Headgquaters Phone Arca Code

Country  United States - Phone Number
P T T o ha shons e e s e
Address Line 2 ,— Fax Area Code |
Address Line 3 Faoe Number
Address Line 4 Emall Address
© Gty |Chicago [l Purchasing Address
county [ [# Fayment Address
state L
provinee [
- Pustal Code [60802

- Hote

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 23

Enter the desired information into
the Phone Area Code field. In this
example, enter "312".
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Step 24

€ 15 FIE e S/0AHTMUOAjsineg £ ~ B & X sowes > [
CITYor CHICAGO  iSupplier Portal
B Favoriles

| Admin: Profile Management Address Book >

— Click in the Phone Number field.
Indicates required field ﬁ

Supplier Name  UPK Supplier Supplier Humber 10185347
= Addriss Name  [Headqual Phone Area Code  [312]
Country  United States - Phone Number

= Address Line 1 [123 Michigan Ave. ek o il o B Pl
address
Address Line 2 Fax Area Code
Address Line 3 Fan Number
Address Line 4 Emall Address
= Gty |[Chicago

County

[l Purchasing Address
Fayment Address

State

Province

* Postal Code  [60602

HNote -

trchide ary addtonal detad shout the scddren mich an the type of addrer. Tha wil ba vinkle tn cthar burpsrs whn yor arparsaton s wel
abouit tha charge when chargng addrem informaton

s mipplar. Ah, mchids bref ot 10 hoyer




OoORrRACLE

USER PRODUCTIVITY KIT

SO s R - B o] 8 cunrsien <

i Nevigator B Favoriles

CITYor CHICAGO  iSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address
= Indicates required field

Supplier Name  UPK Supplier Supplier Humber 10185347
* Address Name  [Headgquaters Phone Arca Code  |312
Country  United States - Phone Number

P T T o e e i e
Address Line 2 ,— Fax Area Code |
Address Line 3 Faoe Number
Address Line 4 Emall Address

© Gty |Chicago [l Purchasing Address
county [ [# Fayment Address
state L
provinee [
- Pustal Code [60802

- Hote

HNote

trchide ary addtonal detad shout the scddren aich an the bype of addrer. Tha wil ba vinkle 1 cthar burpers withn yer arparsaton o wel st 10 the wppler. Al mckids href rotes 16 bipsr
abouit tha charge when chargng addrem informaton

Canced Hawve

Create New Address

Step 25

Enter the desired information into
the Phone Number field. In this
example, enter "029-2019".
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CITYor CHICAGO  jSupplier Portal

Admin: Profile Hsnagement Address Book >
Create Address

- -~
<> Exom g rgb OISy D B & %

M Nandg

dor v B Favoriles w Home Logout Preferences

= Indicates required field

Supplier Name  UPK Supplier

* Address Name  [Headquaters

Country  United States -
* Address Line 1 ,W
Address Line 2 ,—
Address Line 3
Address Line 4
= Gty |[Chicago
county [

[t ] [ Sawe ]

Supplier Humber 10185347

Phone Area Code

Phone Humbers

Fax Area Code
Fan Number
Emall Address

312
029-2015

This is the phone number for this speciic
address

[l Purchasing Address

& Payment Address
State [B
Province
" Postal Code (60602
- Mot
HNote
Inchicis amy addtional detads shout th addoen mich ax the type of addrers. Tha vl ba visbis 10 othar By wihin oo crpansaton s wel a8 55 tha wppler. Ak, nchude bref rotes 15 biyer

abouit tha charge when chargng addrem informaton

Homa

| [ttp/ded1fmps30.cityofchicage.org 075/ OA_HTML/OA jspTpage=/armcie/a... |

Logout Preferences

(:inrHJ Have

Create New Address

Step 26

You can also enter any of the other
fields as appropriate for your company's
address.

Once finished with this address, click
the Save button.
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all B hitpe//ac01fmps50.cityofchicago.org 8075/ 0A HTML/ DA plpeg O - B C X

CITYo CHICAGO  jSupplier Portal

Home | Orders | Shipments | Admin | FAinance | Assessments
Profile Management

« General
»  Company Profile

& Conflrmation

-  AddressBook ~Address Book

has been added to your Address Book.

=
& Address Bock -

Directary
Address Rame -~
o Banking Details A
Survirys

Headquaters

Address Details
123 Main St.

Chicaga, IL 60602
123 Michigan Awe.
Chicage, IL 60602

dame’, hitp 34/,

p35l.cityofehic. |

Create New Address

Step 27

The Address will now be added to the
address book. This address will need to
be approved by the City of Chicago
before it can be used for purchasing
documents or payments.

Click the Home link to return to the
ISupplier Portal Home page.
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r— Step 28
S = N You have just finished creating a new
address for your company on the City of
 Worklist . f . .
—| Chicago's iSupplier Portal.
;::-'l'l-au- no notificatios ', S i R

= TIP Worklist Access users can view and act upon your notifications.

To submit a response to a solicitation or
view other organizational details, please
use the provided training materials for
the action you wish to complete.

End of Procedure.

Logout Preferences
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Create New Contact
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In this Course you will learn how to
create a new contact for the City of
Chicago.
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Step 1

[ =8
€% Fm N R ) T

CITYor CHICAGO

SAPPHIRE

From the login page, click in the User
Name field.
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Step 2

NI R T T

Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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USER PRODUCTIVITY KIT

Step 3

Click in the Password field.

* usermame doe@upksupplier.com
e

{ e Su%vad)
[[togin || cancel

Login Asstance
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USER PRODUCTIVITY KIT

Step 4

Enter the desired information into
the Password field. Enter "oraclel123".

= Usermame doe@upksupplier.com

* Password
{earmgia Su9vad)
cance |
Logn Assstance

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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Step 5

Eialay Ca i Click the Login button.

 UserMame  sdoe@upksupplier.com
(g e e e it |
S Password geseeewws

a3}
G conen |
.,,J Logn Joce

| [ttp i frmps50.cityofchicage.orgB0T5/ 0A_HTML A jspTpage=/orack/a.— |
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Enterprise Search  All - = Search Results Display Freference  Standard
Logged In As JOHRDOESUPKSUPPLIER.COM

Full List
From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
*TIP Worlkdist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

| [ttps/7ded1imps30.cityofchicagn-orgB075/0A_HTML/OA jspi0AFunc=0AHO | =

Create New Contact

Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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Step 7

v L]
.(_ e fihi OAHTMURFjspifunc O = 2 & X | & iSupplier Portal Home Page

CITYor CHICAGO  jSupplier Portal

The iSupplier Portal Home Page window
now appears.

Search  FO Number

| Motificatons e Orders

I o Click the Admin link at the top of the
Ll_-mm- — + Bubirng .
s _m- e page to access your company details.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

| [ttpe/ded1 fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/amcie/a.. |
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€ e Y S ] [T
CITYor CHICAGO

iSupplier Portal

«  General General

+  Company Profile QOrganization Name  UPK St!mhr DUNS Number
Supplier Humber 10185347 FEIN 304300000
© Organization Alias
5 Address Book

Country of Tax Registration
Farent Supplier Name
Parent Suppler Humbser

= Ranking Details | AL

5 Search

Note that the search is case Insensitive

Tue | [=]

[+ Show More Search Options

Ackd Attachment... |

Tithe Ty
Mo results found.

gory Last By last Usage  Update Dedete  Publish Lo Catalkog

Home Cwders Shipments Admin Finance Assessmeniz Home Logout Preferences

| [ttps/dc01fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/armcie/a.. |

Create New Contact

Step 8

Click the Contact Directory link on the
left hand side of the page.



ORACLE" Create New Contact

USER PRODUCTIVITY KIT

b ] S o405 iyofehicage.org 075 OANTMUOAsopos © = B C X | & comscebivctory | a Step 9

CITYor CHICAGO  jSupplier Portal

goment _ The Contact Directory : Active Contacts
+  General Contact Directory : Active Contacts )
b e —— window now appears.

£ : !:zsulamei |status User Account Addresses Update
o Address Book Tohn Do UPK Supplicr 312 1734567  johndoc@upksupplier.com  Current s & 7
- Contact

anking Detalls

i Click the Create button to create a new
contact for your company.

| [ttps/de01fmps30.cityofchicage-org 075/ OA_HTML/OA jspipage=/oracie/a.. |
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USER PRODUCTIVITY KIT

T Y T [T — Step 10

CITYor CHICAGO  jSupplier Portal

Admin: Profile Management: Contact Directory >

_ The Create Contact window now
Indicates required field Canced | | Apply

Contact Title - = phone AreacCode [ appearS .

“rrstame [ B
Middle Name Froxt ol 3000-H000C
* Last Name Fhone Extension !
Alternal te Marmae Altarnate Fhone Area Code ! . . . )
e ————— U — Click in the First Name field.
Fax Arca Code
Department [
Fax Number !

Ernail Auddresss »
urd ,— Inactive Date I ) i
(wencrpies 20 Ciae 2005 13:4%000)

Croate User Account for this Contact  [0]

cancel | | Apply |
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USER PRODUCTIVITY KIT

T R T T — Step 11

CITYor CHICAGO  jSupplier Portal

Enter the desired information into

Cancel | | Apply . . -
S — « none wen cose [ the First Name field. In this example,

’ ] Pl KKK t M
U o enter "Mary".
Altprnate Name 1 alternats Fhone Ares Cade |
werwe [ Altornate Brone Bumber [
Department [ Faxreacote [
Email Addricss  — Eax Mumber [ =
i Inactive Date [7 7]
{ecasiplas 20, tiac- 2015 3:atamm)

Admin: Profile Management: Contact Directory >
Create Contact
= Indicates required field

Croate User Account for this Contact  [0]

cancel | | Apply |
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USER PRODUCTIVITY KIT

Step 12

) e IV YR [ ] ™

CITYor CHICAGO  jSupplier Portal

f Nadgator ™ B2 Favorites Home Logout

| Admin: Profile Management: Contact Directory >

[ere— = Click in the Last Name field.
indicates required fiel | Apply
Contact Title - * Phone Area Code I
= First Name  [Mary = Fhone Humber

Middle Name

* Last Hame | I Fhone Extension !

Alternate Mamae Altarnate Fhone Area Code
werwe [ Altornate Brone Bumber [
Department | Eax Area Code [
Email Address [ Eax Mumber [
wi [ Inactive Date [7 &
{ecasiplas 20, thac- 2015 9:atamm)

Croate User Account for this Contact  [0]




ORACLE" Create New Contact

USER PRODUCTIVITY KIT

T T T [T — Step 13

CITYor CHICAGO  jSupplier Portal

Admin: Profile Management: Contact Directory >

Casom Comec : Enter the desired information into
quired field Toncel | [ Aaply ] .
i et [ thet LasAtI IName field. In this example,
l\:bddle Hame D ] !M en er n er]II.
T '¥I Altarnata Fhane Area Code [7

Alternate Hame:
whTHe [ Altgrenatee Phone Rumber |
Fax Area Code [

Department e
Fax Number |

Ernail Auddress »
e Inoctive Date Ii i
(wencrpia: 20 Ciae 2005 13:4%000)

Croate User Account for this Contact  [0]

cancel | | Apply |
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Step 14

e N Y D [T ]

CITYor CHICAGO  jSupplier Portal

P Nadgator ™ B2 Favorites Home Logout

Admin: Profile Manageament Contact Directory >

Gemecown — Click in the Email Address field.
[Ginced ] [ Ansly
Contact Title - = Phone Area Code I_
R e ALy “ phone Number |
Meddle Name Pt S04
= Lagt Name ,F Fhone Extension !
AtormateWame [ | alternats Fhone Ares Cade |
werwe [ Altornate Brone Bumber [
e Fax Area Code |
Emall Addross ': Eax Humber [
1 mocveDate [ W

url

Croate User Account for this Contact  [0]
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Step 15

oy
“«

> EXm o g oA oA P B K] & rorcoins < [

ITYo CHICAGO  iSupplier Portal

P ——— Enter the desired information into

Create Contact

= indicates required field Canced | | Anply . . .
e  on e o :— the Email Address field. In this
e —— e — example,
S E— Allnrn?alﬂ H:mnn A.rwn (-mln ] n | I k I - "
e e enter "mallen@upksupplier.com”.
e
Inactive Date !_...- B ] F~

20 e 2075 19:a%a00)

cancel | | Apply |
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D o oo oA s P B S X 8 s i

CITYo CHICAGO  jSupplier Portal

- Adman: Prafils Mar

Add C

Grganization = Indicates required field

Contact Tithe i

* First Name |Mary

Directory Middle Name ,—
:: Bonkllg.beb!lb “Lasthame [allen
Alternate Hame ,7

ebre [

Department |

Email Address [mallon@upkeagplior-com

E—

* Phone Area Code
* Fhone Number

Fhone Extension
Alternate Fhone Area Code I
Alternate Fhone Number I
Faxares Code |
Faxbumber [

Inactive Date | =
(eampled 26-Gue-2015 15145150)

Create User Account for this Contact  [7]

[ cancel | [ Apply |

Step 16

Create New Contact

Click in the Phone Area Code field.



OoORrRACLE
USER PRODUCTIVITY KIT

OA_HTMLIOAjpTpag O = B C X | @& add Contact *

o- CHICAGO  iSupplier Portal

Srafile Managerment. Contact Dieclory >

Add Contact

«  Company Profile :
B Cioaricaiion “ Indicates required field Apply |
3 mressm Contact Title - * Phone Area Code
o Contact * First Name |Mary = phone Number

Middle Name Feret: TN KOXR
= ﬂank‘llg. d = Last Name |Allen Phane Exension |
| DS Suceays Altermate Fhone Area Code |
Alternate Name

wbtwe [ Alternate Fhone Number |

Fax Area Code I
Department
Fax Number |
Email Address [mallen@upkagslior.com s

Inactive Date | =

Ul
(eampled 26-Gue-2015 15145150)

Create User Account for this Contact  [7]

w Ordors Shipments Admen Finance Assessments. Home Logoul Proferences Hel

Create New Contact

Step 17

Enter the desired information into
the Phone Area Code field. In this
example, enter "312".
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D o oo oA s P B S X 8 s i

CITYo CHICAGO  jSupplier Portal

- Adman: Prafils Mar

Add C

Grganization = Indicates required field

Contact Tithe i

* First Name |Mary

Directory Middle Name ,—
:: Bonkllg.beb!lb “Lasthame [allen
Alternate Hame ,7

ebre [

Department |

Email Address [mallon@upkeagplior-com

E—

* Phone Area Code |
* Fhone Number

Fhone Extension
Alternate Fhone Area Code
Alternate Fhone Number

Fax Area Code

Fax Number I

Inactive Date | =
(eampled 26-Gue-2015 15145150)

Create User Account for this Contact  [7]

[ cancel | [ Apply |

Step 18

Create New Contact

Click in the Phone Number field.



ORACLE’ Create New Contact
USER PRODUCTIVITY KIT

Step 19

OA_HTMLIOAjpTpag O = B C X | @& add Contact *

o- CHICAGO  iSupplier Portal

e — Enter the desired information into
e ] the Phone Number field. In this

- comtat o RS | example, enter "123-4509".

o nl i
- Bai k‘llg.m Is = Last Nama ,F Fhone Extension
| 3 Sunveys alternate Fhone Area Code |
Alternate Name
Alternate Fhone Number I
| Job Title
o Aren Code |
Department
Email Address [mallen@upkagslior.com Fa Humber |
Inactive Date

Ul i S
(esample: 28-Dwc-2005 15145100}

Create User Account for this Contact [

w Ordors Shipments Admen Finance Assessments. Home Logoul Proferences Hel




ORACLE’ Create New Contact
USER PRODUCTIVITY KIT

Step 20

CITYo CHICAGO  jSupplier Portal

Click in the Phone Extension field.

Add C

Grganization = Indicates required field Canced Apply
S Contact Title i * Phone Area Code  [312
k : ® First Name  [Mary * Phone Number [1234509
> sanking Detals e Fhone Extension ——
Aaimais Nama ,7 Alternate Fhone Area Code T A
Alternate Fhone Number
Job Title
o Aren Code |
Department
Email Address [mallen@upkagslior.com Fa Humber |

Inactive Date | =

Ul
(eampled 26-Gue-2015 15145150)

Create User Account for this Contact  [7]

[ cancel | [ Apply |




OoORrRACLE
USER PRODUCTIVITY KIT

e
.(_ T I sFchi OA_HTMLIOAjpipag 2 = B € X | & add Contact ®

CITYo CHICAGO  jSupplier Portal

. Contact Chiectary >
«  General

+  Company Profile =
= Indicates required field Ap_plyJ

o Organization
G BOCh R P Contact Title - * Phone Area Code [312

lﬂ: — et hame | {MaTy * Fhone Number [123-4509
Middle Name |
Fhone Extension

o nking Detall
¥ By k‘llg. & = Last Name [allen
- : Alternate Fhane Area Code [ [ Ahtemate Phone Ares Code

Alternate Name
Alternate Fhone Number I

Job Title
o Aren Code |

Department
Fax Number I

Email Auddress  [mallen@upksupgplior.com
,7 Inactive Date I =

Ul ;
(example: 28-Dec- 2005 15145100}

Create User Account for this Contact  [7]

cancel | | Apply |

Create New Contact

Step 21

Enter the desired information into
the Phone Extension field. In this
example, enter "12",

If no phone extension is available, skip
this step.



OoORrRACLE
USER PRODUCTIVITY KIT

.(_ G e Fehi OA_HTMU OApsplpag 2 ~ B € X | &5 add Contact 3

CITYo CHICAGO  jSupplier Portal

" Ldann: Piokls Monagement: Gontact Ekrectony >
«  General .
Al Contact

»  Company Profile
. Organization = Indicates required field
o Address Book Contact Title -
| Contact * First Name [Mary
nn“ulmg" = Middle Name
= Banl Datal
“Lasthame [allen
1 Burveys
Alternate Name
J Job Title
Department
malleng@upksupplicr.com

rany |
* Phone Area Code I312
* Fhone Number Iiz: 4509

Ferat
Fhone Extension [14]
Alternate Fhone Area Code I
Alternate Fhone Number I
Faxares Code |
Faxbumber [
wactwoDate [ @
{eample: 2-Due-2015 15145100

Create User Account for this Contact

[ Creste User Account

t For The Contact }

cancel | [ Apply |

Create New Contact

Step 22

If an iSupplier Portal user account is
required for this contact, click the Create
User Account for this Contact option.

If no user account is required you can
skip these steps.



ORACLE’ Create New Contact
USER PRODUCTIVITY KIT

Step 23

5/0A_HTML/OAjspipag 2 = B ¢ X | & add Contact

Click the Search for Supplier

N ":ﬁﬂiin Prokile Managemani: Contact Diectory > . -
o e Name button. (Magnifying Glass)

3 mm Contact Tithe - * Fhone Area Code [312
m * First Name  [Mary * Fhone Number [123-4509 E
Directory Middle Name iw

2. Banking Detalls = Last Naima ,.‘\Heni Fhone Extension |12
)| Surveys —— Alternate Fhone Area Code |

Alternate Name
Alternate Fhone Number I
Job Title
o Area Code |
Department
Email Address  [mallen@upksupplior.com Fax Number
Inactive Date I [ |

Ul -
(esample: 28-Dwc-2005 15145100}

Create User Account for this Contact [
= Supplice Hame
= Username  [mallen@upksupplier.com
User Notifications

I"| certification Reminders
Russeponeibiitives:
Selec Al | select none
Sarkect Ressponsibility Application

M1 ity of Checago Online Bidding Sourcing

| [t c01 fmpsS0.cityofehicage.orgB0T5/0A_HTML/OA jsplpage=/omcle/a... ISupplier Portal
| Lt P 0.0 X ispTpag .
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USER PRODUCTIVITY KIT

To find your item, select a filter tem in the pulldown kst and enter a value in the tex field, then select the "Go" button.

Sparch By Supplier Name = -

Quick Select
Ho search conducted.

Ressponsibifitivs:
Saect &l | select Hone
Rescpansability Application
M1 ity of Chicago Online Bidding Sourang

[#  City of Chicago iSupplier Portal \Supgplier Portal

Create New Contact

Step 24

Click the Go button to see your
company's hame.



OoORrRACLE

USER PRODUCTIVITY KIT

To find your item, select a filter tem in the pulldown kst and enter a value in the tex field, then select the "Go" button.

Search By Supplier Name = | w0 |

“supplier Ramea

UPK Supplier

Saect &l | select Hone
Ressponsilility

M1 ity of Chicago Online Bidding
[ City of Chicago tSupplier Portal

Application
Sourang
ISupplier Portal

Create New Contact

Step 25

Click the Quick Select button for your
company.
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USER PRODUCTIVITY KIT

CITYor CHICAGO  jSupplier Portal

Home | Orders | Shipments | Admin | Finance | Assessments
Profile Management

= General

Admen. Profile Management. Conlact Dhreclory. >

Add Contact

N Madgador > B8 Favorites = Home Logout Preferences Help

«  Company Profile
Grgankzation = Indicates required fleld

© Address Book Contact Title -

Contact * First Name  [Mary
EREEEAEY Middle Name

o Detall
Eankng i = Last Name |.—allen

Surveys
Alternate Name

Canced Apply |
* Fhone Area Code 1312_
* Fhone Number W‘ E
et X300 0K
Fhone Extension 1T
Alternate Fhone Area Uode I
Alternate Fhone Humber I

Job Title

Duopartrment

Create User Account for this Contact  [7]

= Supplier Hame  IPE Supplier

Fax Ares Code
Eax Humber |
Inactive Date ] =

examples 28-Dec-2018 15745100)

a,

* Usernarr

User Notifications
|" ] Certification Reminders

Reseponsibiities

selectall | select nooe
Sabied Russpronibsifity
City of Chicago Online Bidding
[# City of Chicago iSupplier Portal

ie [mallen@upksupplier.com

Application
Sourang
ISupplier Portal

Create New Contact

Step 26

Determine what access you want to give
this contact.

- City of Chicago Online Bidding: This
responsibility will allow this contact to
submit responses to City of Chicago
solicitations.

- City of Chicago iSupplier Portal: This
responsibility will allow this contact to
see all the contracts and company
admin details.

Click the City of Chicago Online
Bidding option to select it in this
example.



OoORrRACLE

USER PRODUCTIVITY KIT

Sl & b fei OAHTMUOApIpss O = B & X | & Add Contect =« |

CITYor CHICAGO

iSupplier Portal

" Admun. Profle M

*  Company Profile

Organization
< Address Book
o SRS
Directory
= Danking Detalls
© Surveys

Add C

B F

= Indicates required fleld
Contact Title
* First Name
Middle Name
= Last Name
Alternate Name
Job Title

Duopartrment

Ermail Address

Ul

Mary

S
[n
r
o
o
e—"

* Fhone Area Code
* Fhone Number

Fhone Extension

Alternate Fhone Area Uode
Alternate Fhone Humber
Fae Area Code

Fax Number

Inactive Date

—

(esamples 26-Dec- 2005 15145100)

b}

Create User Account for this Contact  [7]

User Notifications
| Certification Reminders

Reseponsibiities

Select &l | select none
Sebect Ressponsibility

= Supplice Hame  |[UPK Supplier

T Username  |malle

ﬁ‘ City of Chicago Online Bidding
[#]  city of Chicago iSupplier Portal

Application
Sourang
ISupplier Portal

Step 27

Create New Contact

Click the scrollbar to scroll to the bottom

of the window.
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GATMUOAjspipse 2 = B G X | @ add Contact : ; Step 28

[Zl certification Reminders

Responsibilities

] Click the Apply button.
“&T City of Chicago Online Bidding i

Sourcing
[# ity of Chicago iSupplics Partal iSupglior Portal

User Access Restrictions

If o Supplicr St or Contacts are specfied, the user will be able to access all the data for i

Supplier Restriction

SuppBers

UFK Suppliar

Slte Restriction

Site  Operating Unit
Accass not restricted by Supplier Site.

Contact Restriction
Muodily Contacts F

Suppher

Comtact Ao
Access not restricted by Supplier Contact.

Cancel |
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Create New Contact

il - _ - = - Step 29
s .
CITYor CHICAGO  jSupplier Portal

You will see the new contact has been

«  General Contact Directory : Active Contacts

s Company Profile Create d d d t f- I
A o] : . . added to your company profile.
Organiz, First Name [Last Name [Suppber Name - Phone Number  |[Email Status User Account Addresses Update
Address Book Mary Allen UK Sugplier 317 123-4509 12 mallen@upksupplier.com  Current i ] 2
» EnrE Jahn Doe UPE Supplier 312 123-4567  johodoe@upksupplier.com  Current i &

Click the Home link to return to the
iISupplier Portal Home page.

| [ttps/ded1 fmps30.cityofchicage.org075/ OA_HTML/GA jsp]_re= FNDPORTA. |
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Enterprise Search  All - IE' Search Results Display Freference  Standard
Legged In As JOHHDOESUPKSUPPLIER.COM
Oracle Applications Home Page

Full List |
Type Subject Sent Due

o Home Page
@ B3 cry of Chicage Oninz Bidding

to-respond to notifications.
users can view and act upon your notifications.

Logout Preferences Help

[ g /el fmpsS0.cityofchicago-org 2075/ OA_HTML/OALogout jspimenu=Y |

Create New Contact

Step 30

You have just finished creating a new
contact for your company on the City of
Chicago's iSupplier Portal.

To submit a response to a solicitation or
view other organizational details, please
use the provided training materials for
the action you wish to complete.

End of Procedure.



	Create New Address�&�Create New Contact
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Create New Contact
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63

