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Change or Add Company Address
(pakdr873)

Step 1

(948-1)

Click Supplier Portal
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Change or Add Company Address
(pakdr873)

Step 2

(569-2)

Click Supplier Portal again
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Change or Add Company Address
(pakdr873)

Step 3

(366-3)

Click Manage Profile

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

« Manage Orders

« Manage Schedules

» Acknowledge Schedules in Spreadshest

Agreements

« Manage Agreements
Channel Programs

+ Manage Programs
Shipments

= View Receipls

s View Retums

Work Confirmations

» Manage Work Confirmations

Consigned Inventory

« Review Consumption Advices

Invoices and Payments

« Create Invoice
= Vier

ices
s View Payments
Qualifications

= Manage Questionnal

« View Qualiications

Company Profile

Click Manage Profile

Note- Any edits made to company
information should be fully submitted for
SCA-review or canceled as any edits (Le.,

Requiring Attention

Recent Activity
Last 30 Days

No data available

No data available

Supplier News

Mote: Any edits made fo company information should be fully submitted for SCA-review or canceled as any
edits (ie change requests) left in draft status will prevent payments from being fully processed and paid

Welcome to the SCA NexGen-ERP Supplier Porial
Suppliers provide goods & services, equipment, technolegy, and professional services
The Supplier Portal offers you self-service ability to view various details such as PO details, invoices, and

naumant ctatue . Blaaca see the below links to guides for assistance navigating the Supplier Portal The
5 to give you step-by-step instructions on how to use the most common functions of the

1y Profile:
3w and Update Contacts

2w and Update Organization Details

change requests) left in draft status will
prevent payments from being fully processed 2w and Update Addresses

and paid

Close

2w and Update Payment Methods and Banking
Id Attachmenis

Purchase Orders, Invoices and Payments:
Back w

# INVOICeSs! VIEW Status

Transaction Reports

Last 30 Days

No data available




Change or Add Company Address
(pakdr873)

Step 4

(541-4)
Click Edit (on right)

For Firms Already Registered in FMS
(NYC PIP Portal)

Updating Existing Addresses:

To update any existing addresses in FMS,
make necessary changes there. Once
approved in FMS, updates are
transferred to SCA’s NexGen system if
your firm is already registered.

Adding New Addresses:
To add a new address, choose one of the

following options:

Option 1: Add new address in FMS and
inform the SCA at
scaenrollment@nycsca.org.

Option 2: Add new address directly in
Supplier Portal and include the following
documentation:

A substitute W9 (NYC version, not

ff'co‘”mfp nV‘Iettﬁl‘r_head clearlystating
,g\)'\‘)"%'a‘glr'e;.s“to be'added;

i il "
i e A
ms ('g'ngl,‘,mot individuals),

either an SS-4 or a 147C letter
from the IRS. If the latter, then it
must be dated within the last two

years.
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SCA|NexGen-ERP ' ==

Cnmpan)-' Pmﬁle @ [ Delete Change Request | Fdil | Done

L There are profile changes ihat aren't submitted. You must edit the changes to continue

Last Change Request 45158 Requested By  MECARTE iy Edit (on right)

Re D 3/28/26
Request Status  Draft apueskiEls, AR For Firms Already Registered in FMS (NYC PIP Portal)

Updating Existing Addresses
To update any existing addresses in FMS, make necessary changes there. Once approved in FMS, updates are

Organization Details  Tax Identifiers Contacts 1y Business C i Products and Services transferred to SCA's NexGen Sys{em if your firm is already [egiStered'
Adding New Addresses’
Fayment Methods  Bank Accounts To add a new address, choose one of the following options:

Option 1: Add new address in FMS and inform the SCA at scaenrollment@nycsca org.
Option 2. Add new address directly in Supplier Portal and include the follewing documentation:

« A substitute WS (NYC version, not federal);

» A change of address letter on company letterhead clearly stating the new address to be added.

e For firms (and not individuals), either an SS-4 or a 147C letter from the IRS. If the latter, then it must be dated
within the last two years.




Change or Add Company Address
(pakdr873)

Step 5

(210-7)

**DEV2 Environment - Prod Refresh 1012 (8:30 pm) === 2
4

SCA|NexGen-ERP B a
Enter Change Description (Ex:

Update Company Address)

Edit Profile Change Request: 26068 Review Changes || [ save ] Cancet

Change Description] | Update company address ‘ Enter Change Description (Ex: Update
Company Address)

Organization Details ~ Tax Identifiers  Addresses Contacts Payments Business Classificaions  Producis and Services Close

Payment Methods  Bank Accounts

1]
LTS
")

) Il s
o,

I
i !
R

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




Change or Add Company Address
(pakdr873)

Step 6

(522-8)

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

$CAlNexGen-ERP OB o

Click pencil icon to Edit

Edit Profile Change Request: 26066 Review Changes | | | save || cancet

Change Description | Updaie Company Address

Organization Delails  Tax |dentifiers  Addresses Services
Al Click pencil icon to Edit
Actions w View v Format w  of=| & |
Address Name & 7 Address Phone Address Purpose Fax Status
Close Back
Flushing 123 BROADW) .

Remit to Aclive

Columns Hidden 3
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Change or Add Company Address
(pakdr873)

Step 7

(258-17)

Change appropriate fields to update
Company Address

Edit Address: Flushing

* Address Name | Flushing ‘ * Address || Drdering

* Country | United States v ‘ Purpose (] Remita
-— || RFQ or Bidding

* Address Line 1 | 3030 Thomson Avenue A
Phone - || || H

Fax <
— Change appropriate fields to update

Company Address

Address Line 2 | 7‘

Email |

Address Line 3 | |

Address Line 4 | L
Inactive Date E"'o |
*City | Astoria v |
s Ave
* State | NY v ‘

= postal Code | 11101 v |

Postal Code |
Extension

Language | v ‘
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Change or Add Company Address
(pakdr873)

Step 8

(129-18)

Place check mark for Ordering
and/or Remit to

Edit Address: Flushing
Place check mark for Ordering and Remit

* Address Name | Fiushing ‘ to

* Country | United States v ‘ Purpose (] Remitta
e — || RFQ or Biddin Close

* Address Line 1 | 3030 Thomson Avenue =
Fhome ) — [ —
Fax ]

Email |

Address Line 2 |

Address Line 3 | |

Address Line 4 |
Inactive Date E"'o |

*City | Astoria v ‘
Status  Active
* State | NY v ‘
* Postal Code | 11101 v |

Postal Code | |
Extension

Language | v ‘
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Change or Add Company Address
(pakdr873)

Step 9

(139-19)

Select OK.

Note: If the address is not applicable
for both Ordering and Remittance,
please click the + (plus icon) and
add a new address.

Edit Address: Flushing

* Address Name | Flushing ‘ * Address [/ Drdering

* Country | United States - ‘ Purpoze || Ramil i

|| RFQ or Bidding

Phone - || || H

Address Line 2 |

|
: Fax ‘ v || ‘

* Address Line 1 | 3030 Thomson Avenue

Address Line 3

— Email | ‘
Address Line 4 |

*City | Astoria v ‘
* State | NY v ‘

Inactive Date f E"'o |

* Postal Code | 11101 v |

PoEs(aI Code |
xtension
————————— Select OK.
Language | v‘
- Note: If the address is not applicable for both
Ordering and Remittance, please click the +
(plus icon) and add a new address
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Change or Add Company Address
(pakdr873)

Step 10

(499-20)

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

$CAlNexGen-ERP OB o

Select Organization Details

Edit Profile Change Request: 26066 Review Changes | | | save || cancet

Change Description | Updaie Company Address

Select Organization Details

Organization Details assifications  Products and Services
Actions w View v F Close

Address Name & ¥ Address Phone Address Purpose Fax Status
Flushing 3030 Themson Avenue ASTORIA, NY 11101 Ordering; Remit to Active

Columns Hidden 3
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Change or Add Company Address
(pakdr873)

Step 11

(700-21)

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

$CAlNexGen-ERP [ =Na R |

From Attachments section on the
right, click the + icon.

Edit Profile Change Request: 26066 Delete Change Request || Review Changes ‘ ‘ EH Cance!

Change Description | Updaie Company Address

Or ization Details Tax dd Contacts Paymenis Business Classifications Producis and Services
4 General
* Supplier Name ‘ ABC Inc Tax Organization Type ‘ To Be Daterm|
Supplier Number 5072 Status  Active N N
g From Attachments section on the right,
= o=t [ I +i
Supplier Type ‘ v Attachments Nong =§= click the + icon.

e

4 |dentification

— Close
D-U-N-§ Number ‘ ‘ National Insurance Number ‘
Customer Number ‘ ‘ Corporate Web Site ‘
SiC | |
4 Corporate Profile
Year Established ‘ ‘ Chief Executive Titie

Principal Titie

Mission Statement Chief Executive Name ‘

Principal Name
Year Incorporated ‘

4 Financial Profile

Fiscal Year End Month ‘ v‘

Current Fiscal Year's Potential Revenue ‘ ‘

Preferred Functional Currency ‘ | - |
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Change or Add Company Address
(pakdr873)

Step 12

(881-14)

Click Choose File and search for the
appropriate document as
mentioned in Step 4, as needed.
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Attachments

Actions v View v o=
Type * File Name or URL Titl

No file chosen }

L)

Rows Selected 1 Columns Hidden 1

Click Choose File and search for the By Attached Da
appropriate document as mentioned in Step
4, as needed. ART... 3/27/26 1:52 F

[ >




Change or Add Company Address
(pakdr873)

Step 13

(325-24)

Enter Description and click OK

Attachments

Actions w View w ok 3
Type * File Name or URL Title Description Attached By Attached Da

File v| W-g.paf |Upda ‘ W-g.paf ‘v\r—e requested Paul McCariney  12/3/25 2:35 F

4
Rows Selected 1 Columns Hidden 1

Enter Description and click OK

(Bl
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Change or Add Company Address
(pakdr873)

Step 14

(146-25)

Click Review Changes

Change Description | Change Company Address
Click Review Changes

Organization Delails  Tax Identifiers Addresses Contacts Paymenits Business Classifications Products and Services Close

Actions w View v Format w = Status

Adtive ‘

Address Name & 7 Address Phone Address Purpose Fax Status

Flushing 3030 Themson Avenue ASTORIA, NY 11101 Ordering; Remit to Aclive

Columns Hidden 3

" ~*DEV2 Environment - Prod Refresh 10112 (8:30 pm) == -
SCA|NexGen-ERP R
Edit Profile Change Request: 26067 @} Im\ EHQ:;E

v
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Change or Add Company Address
(pakdr873)

Step 15

(517-26)

Click the Details icon (on the right)
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***DEV2 Environment - Prod Refresh 10112 (8:30 pm) ==

.y
SCA|NexGen-ERP

Review Changes

Change Description

4 Organization Details
4 Attachments

View » Format w

Type Category File Name or URL Title

+ File From Supplier W-8 pdf W-a pdf

4 Addresses
View v Format v Freei
Address Name & 7 Address

[] Flushing 3030 Thomson Avenue ASTORIA, NY 11101

Columns Hidden 3

Change Company Address

Description

W-9 Reguested

.S

orFr o @

|@‘ Submit | Cancal ‘
A e

Attached By Attached Date

ponycsca@agma...  12/3125 2:55 PM

Phone Address Purpose Fax Status Details

Ordering; Remit to Active =] !

Click the Details icon (on the right)

Close




Change or Add Company Address
(pakdr873)

Step 16

(446-27)
SCA|NexGen-ERP Q =
|@‘ Submit | Cancal ‘
A e

Upon review of the changes, click Review Changes

Done.

Change Description Change Company Address
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4 Organization Details

4 Attachments

.S

View w Format w 1»{‘5 Detach

Type Category File Name or URL Attached By Attached Date
+ Fie From Supplier  W:g.pof Vg Hoih ¥ Destact ponycsca@oma.. 123125 2:55 PM

Attribute Changed From Changed To
4 Addresses o Bl
View v Format v ;
Address Name & 7 Address : dress Purpose Fax Status Details
[] Flushing 3030 Thomson Avenue ASTORIA, NY 11104 =]
Columns Hidden 3
Upon review of the changes, click Done.




Change or Add Company Address
(pakdr873)

Step 17

(747-28)

$CAlNexGen-ERP OB o

Click Submit Review Changes | [ H e !ﬂw‘

Change Description Change Company Address

Click Submit
%
4 Organization Details
Close

4 Attachments
View » Format w etach

Type Category File Name or URL Title Description Attached By Attached Date
+ File From Supplier W-8_pdf W-a pdf W-3 Reguested ponycsca@agma...  12/3125 2:55 PM
4 Addresses
View v Format v Freei

Address Name & 7 Address Phone Address Purpose Fax Status Details
[] Flushing 3030 Thomson Avenue ASTORIA, NY 11101 Ordering; Remit to Active =]

Columns Hidden 3
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Change or Add Company Address
(pakdr873)

Step 18

(515-29)

Click OK.

SCA Finance team will review the
submitted change request. The
submitter will be notified if there
are any questions.
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***DEV2 Environment - Prod Refresh 10112 (8:30 pm) ==

.y
SCA|NexGen-ERP

Company Profile &

L There s a profile change request pendi

Organization Details

Payment Methods

Last Change Request 26067

Tax Identifiers

Bank Accounts

Request Status

Addresses

Contacts

Pending Approval

Payments

approval You may edit to make additional changes

Business Classificalions

Products and Services

Requested By McCariney, Paul

Request Date  12/3/25

& Confirmation x

Your profile change request 26067 was submitied for approval

b,

Click OK.

nR o
(oo o) ] ]

SCA Finance team will review the submitted
change request The submitter will be
notified if there are any questions

Close




Change or Add Company Address
(pakdr873)

Step 18.1

(169-20)

This completes the guide.
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This completes the guide.
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