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Promote Supplier from Prospective to Spend Authorization Status 

Audience: Supplier Administrator, Supplier Manager  

Purpose: This job aid provides the steps to promote a Prospective Supplier to Spend Authorized 

Status. 

 

 
Step 

Action 

1 Log into Oracle. From the Home page, navigate to Procurement > Suppliers > Task 
Icon. 

 
 

2 Click the Manage Suppliers task. 

 
3 Click in the Search Keyword field. 

4 Enter Supplier name in Keyword field.  

 
5 Click the Search button. 

6 Click the Supplier link to open the Supplier Profile page. 
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7 Click on the Addresses link. 

 
8 Click on the Edit button. 

 
9 Click on the Edit (Pencil) Icon. 

 
 

10 Select Address Purpose (Ordering, Remit To, RFQ or Bidding). 
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11 Click the Save and Close button. 

 
12 Click the Submit button. 

 
13 Click to select the Supplier from the Search Results. 

 
7 Click the Promote To Spend Authorized button. 
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8 Enter a description in the Justification field.  

Under the Create Sites section click the Procurement BU: Lucas County checkbox. 

 
9 Click Submit 

10 Click OK. 

11 Click Done. 

12 Click Done to return to the Supplier Overview page.  
 

Supplier Managers will receive notification to approve promotion. Approvers who have the required 

privileges can edit the registration during approval. The default approvers for spend authorized suppliers 

are defined in the procurement agents table in the Manage Suppliers function for each specific 

Procurement BU. The approval routing looks for at least one active site within the Procurement BU and 

is then routed through a notification to users for that BU that can manage suppliers. The outcome of the 

review is either approved or rejected.  


