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Supplier Registration Details

Purpose: To allow suppliers to manage their own company details, contacts,
addresses, business classifications, bank accounts, and products and

services.
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Register Supplier: Company Details @

Enter a value for at lzast one of these fields: D-U-N-S Mumber, Taxpayer ID, or Tax Registration Mumber.

* Company |

* Tax Organization Type | v|

Corporate Web Site |

Attachments None ==

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name |

* Last Name |

* Email |

* Confirm Email |

D-U-N-§ Number ‘

Tax Country ‘ | v |

Taxpayer ID

Tax Registration Number

Note to Approver
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Register Supplier

Register Supplier: Company Details @

Enter a valua for atleast ons of these fields: D-U-N-S Number, Taxpayer D, of Tax Registration Numiber.

Provide the Company Details Ry — sonswme [
R S—— o[ [v]

i. Enter all the mandatory fields
marked with an asterisk (*)
Select your Tax Organization type

from the drop-down list

Corporate Web Site

Attachments None =

Your Contact Informat
Enter the contact informaton fo

Jons regarding tis registation.

* First Name

* Last Name

* Email

* Confirm Email

Tax Registration Number

Note to Approver

* Tax Organization Type |

Supplier Type "¢ omoration
Foreign Corporation

Corporate Web Site Foreign Government Agency

3. Select a Supplier Type from the drop- Suppler Type " P
Foreign Partnership
down list and include your website I Government Agency
Supplier Individual
. . Contractor 1 Partnership
address, if applicable Sub-Contractor
Attor_ney
4. Complete the tax section (if selecting e e Company
Utility _ D-U-N-S Number | |
Canada, the Tax Registration Number Manufacturing
E::;:::Is Tax Country | Canada ‘ v l
field becomes a requirement) Public Sector
Government - Taxpayer ID | |
. . Tax Authori
5. Enter the Contact Information fields: T orty ! Tax Registration Number | |
Internal
i. First Name ; Attachments None =
Your Contact Information

ii. Last Name

Enter the contact information for communications regarding this registration

iii. Email

* First Name | First

* Last Name | Last

iv. Confirm Email

- . ] ;
Email |‘,rouremall@gmall.com

6. Click Next or Save for Later

* Confirm Email | youremail@amail.com
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Adding Attachments

—

Click the + symbol where attachments
are required
2. Select Attachment type

i. File

i. Text

ii. URL
3. Default Category

i. From Supplier
4. Choose the appropriate file (save files
in pdf format prior to attaching) and
add a description, if required
Click OK
Add as many attachments as required

Attachment(s) will appear in a list

© N o o

Click Next or Save for Later

Register Supplier: Company Details @

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer |D. or Tax Registration Number.

* Company | |

* Tax Organization Type | v |

Corporate Web Site | |

Attachments None =j

Type Category * File Name or URL
| From Supplier v| Choose File | Mo file chosen
From Supplier
Text I B
R JRL cte

Register Supplier: Company Details @

Enter a value for at least one of these fields: D-U-N-S Mumber, Taxpayer ID, or Tax Registration Mumber.

* Company |

* Tax Organization Type | v |

Supplier Type | v|

Corporate Web Site |

Attachments 4.0.1-4.0 Suppliers Self Regis == 3¢
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Create Contact(s)

Create at least one contact
Click Actions > Create OR the plus (+)
icon and enter contact details
Enter all the mandatory fields marked
with an asterisk (*)
Select Administrative Contact, if
applicable
Select Create User Account, if
applicable (email address required)
Assign roles, as required
Click OK
Contact should appear on the list

Click Next or Save for Later

Create Contact

S - [—

Contacts woe [ o] |
Enter at least one contact. Fo| =] ‘ |
~ Last Name * Email | emailaddress@gmail.com

IR View v Format v = wotwe |

Create [] Administrative contact

4 User Account

[] Creat: t
7
Roles
Actions v View v Format v Freeze [y} Detach Wrap
Role Description
No data to display.
| create Anotner “ Cancel |
4 User Account b2
«#| Create user account
Roles
Actions w View v Formatw 3 E Freeze || Detach Wrap
Role Description
Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile infermation and .
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activifies for the supplier company . Primary tasks include. ..
Supplier Accounts Receivable Specialist IManages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in.
Contacts
Enter at least one contact.
Actions w View v Formatw o= 4 3
. . Administrative  Request User
Name Job Title Email Contact Account
Last, First Sales Manager myemail@gmail.com + v
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Create Address(es)

Register Supplier: Addresses

Enter at least one address for remit-to and ordering address purposzes.

1. Create at least one address for remit-

G A View v Format w == Create Edit O

to and ordering address purposes
2. Click Actions > Create OR the plus (+)

Address

icon to enter the address details

3. Enter all the mandatory fields marked Creats Address

With an aste riSk (*) * pddress Name * Address Purpose || Ordering

4. Address Name — example: Head

* Country |Canada ‘ - l
+#| RFQ or Bidding

* Address Line 1 | 1234 Anywhere Street |

Ofﬁce Or Branch, etC Address L|n92| |

Address Line 3 | |

moe [+ [w][ ]| [

Fax |Canana ‘ v || H |

5. Address Purpose: Select all that are oo B Eman | |
City | Morth Bay L4
appropriate for the address you are * province [oN [~
. Postal Code |P1E 6A8 | v ‘
entering
4 Address Contacts
6 . Add reSS ContaCtS _ Se|eCt and Add Select the contacts that are associated with this address
Em View w Formal w B Freeze | Detach Wrap
from your list of entered contacts that JobTie  Email Administrative oo ccount
Select and Add
apply to the address you are entering Cotumns Fidden 4

7. Click OK or Create Another create Anotner | 0 | Cancer|

Enter at least one address for remit-to and ordering address purposes

8. Your entered address should appear

Actions v View v Format v <k Create  # Edit ¢ Delete Freeze m' Detach
H Address Name Address Phone Address Purpose Edit Delete
on the list -
Main 123{[Anywnere Street,North Bay ON P1B 6A8,Canada Ordering; Remit to; RFQ or Bidding " x
9. Click Next or Save for Later Coumns Hidden 3
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Enter Bank Account

Register Supplier: Bank Accounts &

LR B View v Format w == Create Edit

1. Click Actions > Create OR the plus (+)

ber

icon and enter bank accounts

2. Country — once selected the list of

Create Bank Account

bankS W|" become available in the Enter account number or IBAN unless account number is marked as required.

* Country | Canada | v | IBAN |

Bank | L 4 | Currency | CAD L 4 |

Branch | ALTERNA SAVINGS AND CREDIT UNI 842

drop-down list

3. Branch — once bank is selected the

available branches will become Alberta Treasury Branches 219

* Account Number

A A = BANK OF AMERICA NATIONALASS... 241
available in the drop-down list Additional Inform

BAMNK OF MONTREAL 001
4. Account number — enter only the digits Account Nal Bankof Montrea . ]
of your account number Alternate Account Na Bank of Nova Scaotia 0oz
B wick Cr. Union Federation Lid 849
5. Account name — as it appears on your Accountsuf e ]
CAISSE CENTRALE DESJARDINS
bank account (add any alternate CNeckDIE oicce Financial Group 819
nameS) Comments Canadian Imperial Bank of Comm 010

Search...
0.0 o q Mote to A
6. Complete remaining fields, as required o fo Approver T
A

7. Click OK or Create Another

8. Your entered account should appear

| Create Another || OK || Cancel |

Actions w View w Format w
on the IISt Account Number IBAN Currency Bank Edit Delete

20006014 CAD Vs b 4

9. Click Next or Save for Later
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FINAL REVIEW

1. Review all the entered details and click on Register
2. Your Supplier Registration request is submitted for approval
3. Once the supplier registration request is approved, the supplier will be created in the Oracle Cloud Supplier Master
4. Verify the approval hierarchy and take the desired action
5. Once the registration request is approved and supplier is created. Complete the site and site assignment setups for
all BU's
O—O0O—O0O—0—0——@0

Company Contacts Addresses Business  Bank Accounts Products and Review

Details Clazsifications Services '
Review Supplier Registration: My Company @ [ Back VSR save for Later | Register )

Supplier Registration Request 5002 Was Approved nbox x

® evvx-devlfa.sender@workflow.mail.us2.cloud.oracle.com
. tome

Your registration request to be a supplier for The Redpath Group (22105_BU) was approved.

Registration Request Details
Registration Request 5002
Request Date  05/19/2023
Requested By First Last

Company My Company
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