FINANCE AND

ADMINISTRATION

The University of Alabama at Birmingham

Updating Addresses in iSupplier

Log into the
iSupplier portal.

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

THE UNIVERSITY OF : )
LEALABAMA AT BIRMINGHAM E-Business Suite

homepage.

Select UAB — < = -

iSupplier Portal R p—

Inquiry > Home 5 Home Page

Page.

Click on the

Administration Adminisiration

tab. I

Click on Address

Book and the then

Update (pencil) ot et

icon for the o A Poct

address that you h e Address Dotils County 2 e HE S

would like to ooy 15 O

change. ’ — E— — — - :

Make your =

changes and then , =it t

click on the Save rle : E

button. :

A confirmation &, Confirmation

will appear with a Ay A e

status of Change .

Pending until UAB || ssessane » T
A-ATLANTA ATLAITA, oA a0asz5102 United States Change Pending 4 @

approves the
request.
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Removing Addresses in iSupplier

1. Logintothe
iSupplier portal.

2. Clickonthe
Navigator icon
located at the to THE UNIVERSITY OF - .

P LBALABAMA AT BIRMINGHAM E-Business Suite

left of your
homepage.

3. Select UAB iSupplier e o= A
Portal Inquiry > UAB Suppr Poral nquy = . x
Home Page [El Home Page

4. Click on the
Administration tab.

Administration

5. Click on Address

Book and then click
the Remove Profile Management
. - Address Book
(trashcan) icon for corer! —
Company Profile reate
Address Name & Address Details Country = Status Update Remove
the address that you S, Fosoxsimes uneg sass curent s [ ]
W0u|d ||ke to Contact Directory AHOUSTON PO BOK 215 1508 United States current 2 7}
discard.

6. A Warning message
will appear. Click on

Yes. /4, Warning

The address BIRMINGHAM has been inactivated. All of the sites associated with the address have
also been inactivated and the address is no longer associated to any contacts or bank accounts.

A confirmation will
appear with a status
of Change Pending
until UAB approves
the request.

‘Would you like to proceed with this action?
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Updating Contacts in iSupplier

1. Loginto the iSupplier
portal.

2. Click on the Navigator
icon located at the top

left of your homepage. T =Y T A —

3. Select UAB iSupplier

UAB iSupplier Portal Inquiry = a x

Portal Inquiry > Home
Page.

[5 Home Fage

4. Click on the
Administration tab.

Administration

5. Click on Contact
Directory and then click
Genersl [ Confirmation
On the Update (pencil) ¢ ' ROBERT PATCHETT has been added to your Contact Directory.

Company Profiie Contact Directory : Active Contacts

icon of the contact that

Profile Management

[
you wou Id I |ke to | Contact Directory| FirstName ~ LastName - Phone Number -~ Email ~ Status - UserAccount Remove Addresses rpdste
David Apanay 404-3797012 david_apanay@milliporesigma.com Current =
Business Classications fpanay ‘ v@milporesty M 8 B8
Ch ange UAB ISUPPLIER 205-9345337 UABISupplier@gmail com Current v @ E] 7
ge. Payment & Invoicing
ROBERT PATCHETT 205-952-2105 rpatcheti@gmail com Pending @ E] v

Administration: Profile Management: Contact Directory >
Update Contact

* .
Indicates required field

6. When you are finished
making your changes,

Contact Title  Mr. v * Phone Area Code 404

cllck on the save * FirstName David * Phone Number 3797012
MigdleName (] Phone Extension
* LastName Apanay Alternate Phone Area Code
b utto n. Alternate Name Alternate Phone Number
Job Title  Account Manager Fax Area Code
Department Name Fax Number

Contact Email ~ david apanay@miliporesigma com
unl
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The University of Alabama at Birmingham

Removing Contacts in iSupplier

1. Logintothe
iSupplier portal.

2. Click on the
Navigator icon

located at the to THE UNIVERSITY OF . :
P LEALABAMA AT BIRMINGHAM E-Business Suite
left of your
homepage.
3. Select UAB iSupplier
. Search Q| & PE-Business Suite
Portal Inquiry > -I
UAB iSupplier Portal Inquiry a - x
Home Page.
|5 Home Page

4. Click on the Admin

tab. Iil

Administration

5. Click on Contact
Directory and then o
Cllck on the Remove e ROBERT PATCHETT has been added o your Gontact Directory.

Company Profile

Contact Directory : Active Contacts

H Address Book
(trashcan) icon of s oo [ croic T8
First Name =~ Last Name 2. Phone Number =~ Email = Status 2= User Account Rema ey Addresses Update
th e CO nta ct th at yo u T David Apanay 4043797012 david.apanay @milliporesigma.com Current v =] _/'

Profile Management

[ confirmation

. . UAB ISUPPLIER  205-9345337 UABiSupplier@gmail.com Current v [} ] 7
wish to discard Payment oy
* ROBERT PATCHETT 205-952-2105 rpatcheti@gmail com Pending @ [E] P4

6. You will receive a
. . [ Confirmation
CO nfl rm atl 0 n ROBERT PATCHETT has been removed from your Contact Directory.

message at the top
of the screen.
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