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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., change 
requests) left in draft status will 
prevent payments from being fully 
processed and paid.
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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 
federal);

• A change of address letter on 
company letterhead clearly stating 
the new address to be added;

• 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.
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Change or Add Company Address 
(pakdr873)

Step 5
(210-7)

Enter Change Description (Ex: 
Update Company Address)

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



Change or Add Company Address 
(pakdr873)

Step 6
(522-8)

Click pencil icon to Edit
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Change or Add Company Address 
(pakdr873)

Step 7
(258-17)

Change appropriate fields to update 
Company Address
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Change or Add Company Address 
(pakdr873)

Step 8
(129-18)

Place check mark for Ordering 
and/or Remit to
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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.
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Change or Add Company Address 
(pakdr873)

Step 10
(499-20)

Select Organization Details 
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Change or Add Company Address 
(pakdr873)

Step 11
(700-21)

From Attachments section on the 
right, click the + icon.
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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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Change or Add Company Address 
(pakdr873)

Step 13
(325-24)

Enter Description and click OK 
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Change or Add Company Address 
(pakdr873)

Step 14
(146-25)

Click Review Changes 
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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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Change or Add Company Address 
(pakdr873)

Step 16
(446-27)

Upon review of the changes, click 
Done.
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Change or Add Company Address 
(pakdr873)

Step 17
(747-28)

Click Submit 

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



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. 

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



Change or Add Company Address 
(pakdr873)

Step 18.1
(169-20)

This completes the guide.
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