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<No description>



Adding New Contact (jgu8s01r)

Step 1
(694-1)

Click Supplier Portal 
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Adding New Contact (jgu8s01r)

Step 2
(152-2)

Click Supplier Portal

Copyright © 2025, Oracle and/or its affiliates | 
Restricted



Adding New Contact (jgu8s01r)

Step 3
(707-3)

C lick M anag e Profile 

Note: Any edits made to 
company information should 
be fully submitted for SCA-
review or canceled as any 
edits (i.e., change requests) 
left in draft status will prevent 
payments from being fully 
processed and paid.
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Adding New Contact (jgu8s01r)

Step 4
(593-4)

Click Edit 
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Adding New Contact (jgu8s01r)

Step 5
(768- 5)

Click Yes 
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Adding New Contact (jgu8s01r)

Step 6
(571-6)

Enter Change Description (Ex: Add 
new contact/user to company 
profile)
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Adding New Contact (jgu8s01r)

Step 7
(782-7)

Click Contacts tab
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Adding New Contact (jgu8s01r)

Step 8
(979-8)

Click + (plus icon) to add a new 
contact

Note: To edit, click the pencil icon.
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Adding New Contact (jgu8s01r)

Step 9
(495-17)

Select Salutation from the 
dropdown list and enter the 
following:

• First Name
• Last Name
• Job Title
• Email Address

If the new contact is an 
Administrative Contact, place a 
check mark next to Administrative 
Contact.
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Adding New Contact (jgu8s01r)

Step 10
(472-18)

Place a check mark in Request user 
account box

Note: By placing a check mark, a 
user profile will be created for the 
new contact which will provide 
access to the Supplier Portal.
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Adding New Contact (jgu8s01r)

Step 11
(856-19)

Click Actions dropdown to remove 
or add to user's role
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Adding New Contact (jgu8s01r)

Step 12
(874-20)

Click OK
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Adding New Contact (jgu8s01r)

Step 13
(992-21)

Click Review Changes 

Copyright © 2025, Oracle and/or its affiliates | 
Restricted



Adding New Contact (jgu8s01r)

Step 14
(238-22)

Click Submit
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Adding New Contact (jgu8s01r)

Step 15
(556-23)

Click OK 

SCA Finance team will review the 
submitted change request. The 
submitter will be notified if there's 
any questions.
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Adding New Contact (jgu8s01r)

Step 16
(721-16)

This completes the guide.
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