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Adding New Contact (jgu8s01r)

Step 1

(694-1)

Click Supplier Portal SEAlNexCon SHE
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Contract Management Supplier Portal

QUICK ACTIONS
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é)y Manage Contracts

Show More
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Click Supplier Portal
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Adding New Contact (jgu8s01r)

Step 2

(152-2)

Click Supplier Portal
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ScA|NexGen-ERP

Contract Management Supplier Portal

Click Supplier Portal

Suppiier Porial

Things to Finish

Procurement

My Enterprise

You ha

Configuration
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Adding New Contact (jgu8s01r)

Step 3

(707-3)

Supplier Portal

“Recent Activity
Last 30 Days

Click Manage Profile . A e

« Manage Schedules
+ Acknowledge Schedules in Spreadshes!

Agreements

Note: Any edits made to ; U

No data available No data available

company information should chennelPregroms ‘ ’

« Manage Programs

be fully submitted for SCA- T No data available
review or canceled as any - Ve Recos

edits (i.e., change requests) ——

left in draft status will prevent + Manage WorkCantmatons

payments from being fully ”‘ R——
processed and paid.

Note: Any edifs made to company informafion should be fully submitied for SCA-review or canceled as any

Invoices and Payments . edits (i.e., change requests) lefl in draft status will prevent payments from being fully processed and paid
« Create Invoice B Welcome to the SCA NexGen-ERP Supplier Portal
« View Invoices Suppliers provide goods & services, equipment, technology, and professional services.
« View Paymenis The Supplier Poral offers you self-service ability fo view various details such as PO details, invoices, and

payment stalus. Please sse the below links 1o guides for assistance navigating the Supplier Porlal The

- 5 lo give you step-by-step instructions on how to use the most commen functions of the
Qualifications

+ Manage Quesiionnai  Click Manage Profile

« View Qualifications 5 wny Profile:

Note: Any edits made to company ¢ Undate Contact
Company Profile information should be fully submitted for - = Updale Contacts
T =i SCA-review or canceled as any edits (i.e., = and Update Organization Details
) Menage promed hange requests) left in draft status will
% gw and Update Addresses
prevent payments from being fully
processed and paid. =w and Updale Payment Methods and Banking
Id Attachmenis

Purchase Orders, Invoices and Payments:
Close
w

* Invoices: View Stalus

> Payments: View Payment Information

Submitting and Invoice:

> Invoices: Send PO Invoicss via Supplier Portal

‘four access level impacts the funclionality and screens you see in the system The screen you see may
change slightly or differ 1o Ihe quick reference guide due lo new system releases or your access levels.
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Adding New Contact (jgu8s01r)

Step 4

(593-4)

| *#DEV2 Environment - Prod Refresh 10112 (8:30 pm) ==

[

SCA|NexGen-ERP

Company Profile

Click Edit

¥ Thers are profile changes that aren't submitied. You must edi the changes to confinus

Requestzd By McCammey, Pau Change Descriptio

Last Change Request 14085 Click Edit

¢ k25
Request Status  Withdrawn Request Date 1

Organization Detsie  Taxldetfier=  Addresses  Contacts  Payments — BusinessClassifeaions  Products and Services

Fayment Methods  Bank Accounts
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Adding New Contact (jgu8s01r)

Step 5

(768-5)

Click Yes

2 Warning

POZ-2130380There |s curently 2 profile change request panding approval. D you want 1o withdraw it o make addtional ahar

Click Yes
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Adding New Contact (jgu8s01r)

Step 6

(571-6)

***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "=

séA NexGen-ERP
Enter Change Description (Ex: Add
new contact/user to company ;
profile) R

Edit Profile Change Request:

Add new contactuser fo company profile Enter Change Description (Ex: Add new
contact/user to company profile)

Organization Details  Tax Idenfifiers Addresses Contacis Payments Business Classifications  Products and Services Elpsk

Payment Methods ~ Bank Accounts
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Adding New Contact (jgu8s01r)

Step 7

2-7)

Click Contacts tab
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| *#DEV2 Environment - Prod Refresh 1012 (8:30 am) ===t
Es

SCA|NexGen-ERP

Edit Profile Change Request:

o tion Oetsts  Tax Idenlifirs.  Addresses | Contacts |
rganization Detsds T Idenlifer ses | Cant

Actions v Mew w Fomatw S Status [ Aot
Name

ey, Paul

Jane

Columns Hidden 7

Change Descripticn

Click Contacts tab

e

0P Q
Cancel Change Request H [ — H Save H gnnet‘

Add s contactiuser [ company profie

& ¥ JohTitle & ¥ Email & ¥ Phone A“‘g‘;‘"‘""“ User Account  Status
P pomyase@gris com At
Accodnt Manager Ismith @nosmail com Acive




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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SCA|NexGen-ERP

Edit Profile Change Request

Organization Details  Tax Idenfifiers  Address

Aclions ¥ View ¥ Formal v I

Name

McCariney, Paul

Columns Hidden 7

***DEVZ Environment - Prod Refresh 10112 (8:30 pm) "=

Change Description | Add new confact/user to company profile:

s and Services
Click + (plus icon) to add a new contact

Note: To edit, click the pencil icon.

Chns

a ¥ JobTitle & v Email & ¥ Phone

Aﬂminlsﬁr:ltwe UserAccount  Status

VP ponycsca@anail.com & [ ] Active




Adding New Contact (jgu8s01r)

Step 9

(495-17)

Select Salutation from the it Profile ¢ e S S R
dropdown list and enter the

First Name
Last Name
Jab Title

fO”OW| ng: Saluialmr{ Ms v Email Address Phane ‘ - ‘ ||
. S T il | Gemeweiragere el TEl [ ]
° Fl rst N ame 02 : o o H e Middie Name | Administrative Contact. Fax ‘4‘;‘ ‘7| |7

° Last Name Acions ¥ \ies ormal tatus. | Activi " w0 * Last Name |sm;m Email ‘]mﬁln@nnem.ﬂmm

- [ ot | s [ <]
H N X itle | Accounts Ma £ ive:
= Job Title T ——

[] Administrative contact

Create Contact :
.
.

o Email Address

4 Contact Addresses

Actions w View ¥ Fomal w B 1
If the new ContaCt |S an Address Name Address Address Purpose
o o . No data to dispiay
Administrative Contact, place a Coumns Hidden 5

check mark next to Administrative
Contact.

4 User Account

D Reguest user account

Roles Dai

Actions v View w Format w

Role & v Description

Ho data to display

o e | o o

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




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.

Detach

Address Phone Address Purpose

Place a check mark in Request user
account box

MNote: By placing a check mark, a user profile

will be created for the new contact which
will provide access to the Supplier Portal.

Create Another | OK || Cancel
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Adding New Contact (jgu8s01r)

Step 11

(856-19)

Click Actions dropdown to remove
or add to user's role

Copyright © 2025, Oracle and/or its affiliates |
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Create Contact

Salutation |Ms V‘

* First Name | Jane

Middle Nome |

* Last Neme |Smdh—
Job Title |»'u:cmmls Manager Status | Active "!
|| Aoministrative contact
4 Contact Addresses
Actions w View w Format w B

Address Name Address ‘Address Purpose
Mo data fo display.

Columns Hidden 5

4 User Account
-4 Damuset s

Roles  Data Acce:
Click Actions dropdown to remove or add to

user's role
Wrap

Close
SCA Suppiier f the supplier company. Primary tasks include updating supplier profile information and requ

SCA Supplisr Portal Inquiry Role provides Inquiry access to the supplier's Invoices and Payment

SCA Supplier Porfal Specialist Manages Invoices and payments for the supplier company. Primary fasks include submitfing invoices as w




Adding New Contact (jgu8s01r)

Step 12

(874-20)

Click OK

Create Contact

Salutation |MS v
* First Name | Jane
Middle Nome |

* Last Name | Smith

Job Title | Accounts Manager Status | Active "l

rative contc
4 Contact Addresses
Actions w View w Format w B

Address Name Address ‘Address Purpose
Mo data fo display.

Columns Hidden 5

4 User Account

Request user account

Roles  Dala Access

Actions v View v Formalw X Bl Freeze Wrap
Role & ¥ Description
Supplier Portal Administrator Wanages the profile information for the supplier company. Primary tasks include updating supplier profile information and requ
SCA Supplier Portal Inguiry Role provides Inquiry access to the supplisr's Invoices and Payment

SCA Supplier Porfal Specialist Manages Invoices and payments for the supplier company. Primary £asks include submitfing invoices as well as fracking invoi. .

Chck OK
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Adding New Contact (jgu8s01r)

Click Review Changes
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| *#DEV2 Environment - Prod Refresh 1012 (8:30 am) ===t
Es

SCA|NexGen-ERP

Edit Profile Change Request:

Change Descripticn

Organization Detsds  Tax ldenifiers  Addresses  Contscts  Payments  Busiess Classficstions  Products and Servces

Agions v Miew w Fomatw 4 Status [ Acive v | 1" Detach
Name

ey, Paul

Jane

Columns Hidden 7

(=
[ — quneill [ — H Save H Cancel ‘

Add s contactiuser [ company profie

Click Review Changes

& ¥ JohTitle & ¥ Email & ¥ Phone A“‘g‘;‘"‘""“ User Account  Status
P pomyase@gris com At
Accodnt Manager Ismith @nosmail com Acive




Adding New Contact (jgu8s01r)

Step 14

(238-22)

| *#DEV2 Environment - Prod Refresh 10112 (8:30 pm) ==

[

SCANexGen-ERP oRr g

Click Submit Sl (=]
Changs Description  Ad new comastiuss: 1o campary profs
Click Submit
z
4 Contacts
Close
View v Format v ez 37 Detach
Name & ¥ JobTitle & ¥ Email & ¥ Phone "“"C‘i;“::;“" UserAccount  Status Details
& Smith Jane Ascount Man Jemith@noemal sam Aatve =
Columns Hidden 7
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Adding New Contact (jgu8s01r)

Step 15

(556-23)

Click OK

SCA Finance team will review th
submitted change request. The
submitter will be notified if there's
any questio
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| =*DEVZ Environment - Prod Refresh 10/12 (8:30 pm) "=

SCA|NexGen-ERP

Company Profile (

& There is a profile change request pending approval. You may edit to make additional changes.
— A o o 4

Last Change Request 18064

Request Status  Pending Approval

Organization Delails  Tax ldenfifiers Addresses Contacls Payments  Business Classifications  Products and Services

Payment Methods  Bank Accounts

Requested By McCartney. Paul

Request Date 1111425

@& Confirmation x

Your profile change request 19064 was submitted for approval

|OK

22 )

Click OK

SCA Finance team will review the submitted
change request. The submitter will be

notified if there's any questions.

Close

Change Description

———— :
Add new contactiuser to company profils




Adding New Contact (jgu8s01r)

Step 16

(721-16)

This completes the guide.

This completes the guide.
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