
Job Aid PUR-001 

1  Last Updated 12/5/2019 

Add a New Contact to a Supplier with Supplier Portal User Account 

Audience: Suppliers 

Purpose: New contacts may be added to a Supplier record through the Supplier Portal. This job 
aid will assist you with doing so. 

 Step Action 

1 Log into Oracle. 
Home Page > Procurement > Suppliers 

 
 

2 Click Tasks > Manage Suppliers link. 

 
3 Enter the Supplier Name into the Keywords field. 
4 Click the Search button. 

 
5 Click the Supplier hyperlink or click the row to highlight and click the Pencil icon to edit. 
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6 Click the Contacts tab. 

 
7 Click the Create button to add a new Contact. 

 
8 Fill in required fields. Enter the Contact first name into the First Name field. 
9 Enter the Contact last name into the Last Name field. 
10 In order for a Contact to have access, they must have a valid email address. Enter the Email 

address into the Email field. 
11 Click the Administrative Contact option. 

 
12 Click the Save button. 
13 Enter the area code into the Phone Area Code field. 
14 Enter the phone number into the Phone field. 
15 Click the Actions drop down and choose Select and Add. 
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16 Click the Address Name row. 

 
17 Click the OK button. 
18 A User Account allows the Contact to access the Supplier Portal. Click the Create User 

Account option. 

 
19 Click the Save button. 
20 To save for completion later, you can click the Save and Close button. Alternatively you can 

click the Submit button. Confirmation of save will display. Click OK. 
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21 To view the new contact added, on the Search page click the Supplier link of the supplier that 

was just created. 
22 Click the Contacts Tab. 
23 Click the Name hyperlink of the new contact. 

 
24 View the updates and click the Done button. 
25 Click the Done button. 
26  

 

 


