w FINANCE AND
ADMINISTRATION

The University of Alabama at Birmingham

Creating Addresses in iSupplier

1. Logintothe
iSupplier
portal.

2. Click on the
Navigator icon

THE UNIVERSITY OF . .
located at the LM (A A A7 BiRMinGHAM  E-Business Suite
top left of your
homepage.

3- SEIeCt UAB Search Qf a PNEE-Business Suite
iSupplier -

UAB iSupplier Portal Inguiry & x

Portal Inquiry 5] Home Page
> Home Page.

4. Click on the Iil
Administration
tab. Administration

5. Click on the
Address Book

Profile Management

R General Book
link and then o
Address Name & Address Details Country ~ Status -~ Update Remove

click on the AATLANTA B O 1 55152 Unitd States Curtent P 8
Create button.

6. Enter — IETHE UNIVERSITY OF P A * o o
. . . —  ALABAMA AT BIRMINGHAM iSupplier Portal s B Setings ‘ Logged In As UABISUPPLIER@GMAIL.COM ey
information in

h . d Create Address Ex
the req uire * Indicates reauired fielg
H Supplier Name  SIGMA ALDRICH Supplier Number 7060
fields. In the
’ * Address Name | BIRMINGHAM Phone Area Code
Ad d ress N ame Country  United States v Phone Number
* AddressLine 1 123ANY STREET Fax Area Code
f' |d h Address Line 2 Fax Number
lela, e nter the Address Line 3 * Email Address  sigaldich@gmallcom
f h Address Line 4 ‘The email address will receive automated alerts when Purchase Orders are created.
name o t e City  BIRMINGHAM TP o navicual access o the portal please ensure to complete the setup in the Contact Diractory Section.
. County
C|ty. If the Stats [0 A Payment Address
Postal Code 35222 ar
uchasing Address
name of the TR
H Note
city already
Note

exists for
another
address, enter
the name of

“
Incluge 2ny sedtons| detais azout the adoress such 25 the ype of sciress. This wil b2 Vsl to otner buyars witin yeur srganization = Wel 3 ta the suppler. AlSa, nclud bief notes 0 Buyer 300ut he hange whan changing adaress informtian.
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the city
followed by a
number (ex:
Birmingham-
01).

If the address
is related to a
tax site, enter
TAX.

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

Click on the
Save button.

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.

Profile Management

General
Company Profie
Address Book
Contact Directory
Business Classifications
Payment & Invoicing

Surveys

[ Confirmation
Details for your BIRMINGHAM address have been modified.

Address Book

[ o

Address Name 4 Address Details

A ATLANTA PO BOX 535182
AATLANTA ATLANTA, GA30353-5182
N PO BOX 201508
AHOUSTON HOUSTON, T
BIRMINGHAM

3050 SPRUCE ST

P-STLOUIS ORDERS/GEN CORESP
STLOUIS, MO 63102
3050 SPRUCE STREET

TAX SAINT LOUIS, MO 63103

Country ~
United States

United States

United States
United States

United States

Status

Curren

Curren

New

Curren

Curren

Update

RSN S

Remove

a a a8
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Creating Contacts in iSupplier

Log into the iSupplier
portal.

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

THE UNIVERSITY OF . :
LBALABAMA AT BIRMINGHAM E-Business Suite

Select UAB iSupplier
Portal Inquiry > Home

= U

Page. UAB iSupplier Portal Inguiry = . X
[E| Home Page
Click on the
Administration tab.
Administration
Click on the Contact
Directory link and then &
. Directory : Active Contacts
click on the Create ) -
button. .
Enter information in the
required fields. You can
a ISO enter a n emall Administration: Profile Management. Contact Directory > ;
address in the Contact frj“‘f °°"‘:_°‘m  cancet | soce
Email field if you would
like a user account
created for iSupplier ContactTite v * Phone Area Codo | 205
portal access for the o o e L
* LastName PATCHETT Alternate Phone Area Code

new contact.

Click on the Save
button.

Alternate Name
Job Title
Department Name
Contact Email

url

Alternate Phone Number
Fax Area Code
Fax Number

matchett@gmail.com

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 B Confimatin

. . ROBERT PATCHETT has been added to your Contact Directory.
will a ppear in the User Company Prefie Contact Directory : Active Contacts

Address Boak

field ™
Acco u nt I e * Contact Directory First Name ~~ Last Name -~ Phone Number - Email -~ Status ~.  User Account Remove Addresses Update
Business Classifeations 22 Apanay 404-3797012 david.apanay@miliporesigma.com  Current v o =] 7
uaB ISUPPLIER  205-02 UABiSupplier@gmail.com Current v @ E] P4

Payment & Invoicing

Note: The contact Wi” ROBERT PATCHETT 205-952-2105 rpatchett@gmail.com Pending @ =] V4

not appear if UAB
rejects the request fora
contact.
9. When the contact *** TEST EMAIL FROM OAPATCH *** UAB iSupplier Portal: Registration Confirmed : POSREGV2_364840_cntusr_2042880314

request is approved,
. oapatch_test@uab.edu
the new contact will

receive t h e emai | Please note that this email message is sent fom the OAPATCH instance and not from the OAPROD instance.

If you have any questions or securlty concerns please forward to AskIT@uab.edu

Your request to register for The University of Alabama at Birmingham iSupplie portal has been confimed
You can now access the portal using the following credenials

+ Website: UAB iSupplier Portal
+ Username: ISURPLIERTST24@GMAIL COM
+ Temporary password: Da)36

When you fistlog in, you will be required to change your password for securiy purposes.
If you need assistancs or have questions please contact
UAB iSupplier Team

UABISupplier@uab edu
205-975-2920

For addiionalinformation regarding doing business with UAB you may visit: https: /v uab edu/financialaffairs/doing-business
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Linking Addresses to Contacts in iSupplier

1. Loginto the
iSupplier portal.

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

THE UNIVERSITY OF . :
LBALABAMA AT BIRMINGHAM E-Business Suite

3. Select UAB
iSupplier Portal
Inquiry > Home
Page.

Search Q| =

UAB Supplier Portal Inguiry

A

- - x

[E Home Page

4. Click on the
Administration
tab.

Administration

5. Click on Contact
Directory and
the Addresses
icon of the

Profile Management

3 —
General i Confirmation

ROBERT PATCHETT has been added to your Contact Directory.

Company Frofie Contact Directory : Active Contacts

o
CO nta Ct fo r First Name -~ Last Name . Phone Number -~  Email -~ Status ~~  User Account Remove Addresses Update
W h i c h yo u ETe TN David Apanay 404-3797012 david.apanay@miliporesigma.com Current v rd
UAB ISUPPLIER 205-9345337 UABiSupplier@gmail.com Current v 7
. Payment & Invoicing
WO u | d | I ke to ROBERT PATCHETT 205-952-2105 rpatchett@gmail.com Pending _/
link an address.
Administration: Profile Management: Contact Directory =
Address Associations for Contact Ea
. The addresses associated with the contact can be maintained in this page.
6. Click on the
. +
green plus sign. AddresaName Address Detalls Remove
No results found
7. Cl |Ck on the Administration- Profile Management: Contact Directory >
S h f Address Associations for Contact Em
ea rc ( m a gn I y The addresses associated with the contact can be maintained in this page.
glass) icon. +
Address Name Address Details Remove
— Ll

]

8. Under Search,
click on the Go
button.

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field

Search By Address Name v =1

then select the "Go” button
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9. Selectthe
address you
would like to

Results

Select

Quick Select Address Name

*

A-ATLANTA

Address Details
PO BOX 535182, ATLANTA, GA, US

contact after
UAB approves it.

link to the @ * A-HOUSTON PO BOX 201508, HOUSTON, TX, US
contact. 1 BIRMINGHAM 123 ANY STREET, BIRMINGHAM, AL, US
1 P-ST LOUIS 3050 SPRUCE ST, ORDERS/GEN CORESP, ST LOUIS, MO, US
10. Click on Select. 1 TAX 3050 SPRUCE STREET, SAINT LOUIS, MO, US
11. Click on Save.
After the Administration: Profile Management: Contact Directory =
request iS Address Associations for Contact ESEa
. The addresses associated with the contact can be maintained in this page.
submitted, the N
a d d ress W| ” be Address Name Address Details Remove
A-HOUSTON PO BOX 201508, HOUSTON, TX, US @
linked and will
appear for the
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