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Creating Addresses in iSupplier 

1. Log into the 
iSupplier 
portal. 

 

 
2. Click on the 

Navigator icon 
located at the 
top left of your 
homepage. 

 

 
3. Select UAB 

iSupplier 
Portal Inquiry 
> Home Page.  

 

 
4. Click on the 

Administration 
tab. 

 

 
5. Click on the 

Address Book 
link and then 
click on the 
Create button.  

 

 
6. Enter 

information in 
the required 
fields. In the 
Address Name 
field, enter the 
name of the 
city. If the 
name of the 
city already 
exists for 
another 
address, enter 
the name of 
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the city 
followed by a 
number (ex: 
Birmingham-
01). 
 
If the address 
is related to a 
tax site, enter 
TAX. 
 

7. Select the type 
of address (i.e. 
Payment 
Address, 
Purchasing 
Address). 
 

8. Click on the 
Save button. 
 

9. The new 
address is 
added to the 
Address book. 
 
Note: The 
request to add 
an address 
must be 
approved by 
UAB. If UAB 
rejects the 
request, the 
address will be 
removed from 
the list.  
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Creating Contacts in iSupplier 

 
 

1. Log into the iSupplier 
portal. 

 
  

2. Click on the Navigator 
icon located at the top 
left of your homepage. 

 

3. Select UAB iSupplier 
Portal Inquiry > Home 
Page. 

 

4. Click on the 
Administration tab. 

 

5. Click on the Contact 
Directory link and then 
click on the Create 
button.  

 

6. Enter information in the 
required fields. You can 
also enter an email 
address in the Contact 
Email field if you would 
like a user account 
created for iSupplier 
portal access for the 
new contact. 

 
 

7. Click on the Save 
button. 
 

 

8. The new contact will be 
added to the list with a 
status of Pending and 
the User Account field 
will be blank. 
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When the request is 
approved by UAB, the 
status will change to 
Current and a tick mark 
will appear in the User 
Account field. 

 
Note: The contact will 
not appear if UAB 
rejects the request for a 
contact. 

 

 
9. When the contact 

request is approved, 
the new contact will 
receive the email 
shown. 
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Linking Addresses to Contacts in iSupplier 

 
 

1. Log into the 
iSupplier portal. 

 

2. Click on the 
Navigator icon 
located at the 
top left of your 
homepage. 

 

3. Select UAB 
iSupplier Portal 
Inquiry > Home 
Page. 

 

4. Click on the 
Administration 
tab. 

 

5. Click on Contact 
Directory and 
the Addresses 
icon of the 
contact for 
which you 
would like to 
link an address.  
 
 

6. Click on the 
green plus sign. 
 

 

 
7. Click on the 

Search (magnify 
glass) icon.  
 

 
 

 
 
 

8. Under Search, 
click on the Go 
button. 
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9. Select the 

address you 
would like to 
link to the 
contact.   

 
10. Click on Select. 

 
 
 

11. Click on Save. 
After the 
request is 
submitted, the 
address will be 
linked and will 
appear for the 
contact after 
UAB approves it. 

 

 


