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In this Course you will learn how to
delete an existing address for the City of
Chicago.
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From the login page, click in the User
Name field.
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Step 2
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Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.
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Login Asstance

Delete Existing Address

Step 3

Click in the Password field.
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Step 4

Enter the desired information into
the Password field. Enter "oracle123".

= Usermame doe@upksupplier.com

* Password
{earmgia Su9vad)
cance |
Logn Assstance

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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= Usermame doe@upksupplier.com
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Login Assctance

| [ttp i frmps50.cityofchicage.orgB0T5/ 0A_HTML A jspTpage=/orack/a.— |
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Step 5

Click the Login button.
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Enterprise Search  All - = Search Results Display Freference  Standard
Logged In As JOHRDOESUPKSUPPLIER.COM

Full List
From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.
*TIP Worlkdist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

| [ttps/7ded1imps30.cityofchicagn-org 8075/ 0A_HTML/OA jspiOAFunc=0AHO. | =
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Step 6

The Oracle Applications Home Page will
now appear.

To access the City of Chicago
organization details, click the City of
Chicago iSupplier Portal link.
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Step 7
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CITYor CHICAGO  jSupplier Portal

The iSupplier Portal Home Page window
now appears.

Search  FO Number = E

5] [ictications —. e
1" Sacac Click the Admin link at the top of the
Ll_-msenm — * Boturns .
o — T page to access your company details.

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help

| [ttps/ded1 fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/amcie/a.. |
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iSupplier Portal

«  General General

+  Company Profile Organization Name UPK Supplier DUNS Number
it Suppber Humber 10185347 FEIN 30-30000000
o h Allas Country of Tax Registration
. Farent Suppler Name
2 Parent Supplier Numbier
Directory
©  Banking Details AL
o Bunveys
Search

Note that the search is case Insensitive

Tue | [=]

[+ Show More Search Options

Ackd Attachment... |

Tithe Ty
Mo results found.

gory Last By last Usage  Update Dedete  Publish Lo Catalkog

Home Cwders Shipments Admin Finance Assessmeniz Home Logout Preferences

| [ttps/dc01fmps30.cityofchicage.org075/ OA_HTML/OA jspipage=/armcie/a.. |

Delete Existing Address

Step 8

Click the Address Book link on the left
hand side of the page.
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Step 9

£
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A Nadgalor > B® Favorites »

e —— Click the Remove button (trash icon) for
o o the address that needs to be removed.

o Organization, Address Name « Address Detalls Country update Remove
©  Address Book & 123 Main St. United States 2 5

e oy Chicagn, TL 60602 L
Directary Headquaters 123 Michigan Ave. United States 2 @

o Banking Detalls Chicaga, Il GDGO2

Home Orders Shipments Admin Finance Assessments Home Logout Preferences Help
Comy

| [ttps/ded1 fmps30.cityofchicage.org 075/ OA_HTML/OA jspTpage=/aracie/a... |
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Step 10

CITYo CHICAGO  jSupplier Portal

e You must make sure that this address is
« General & Warmning

= Company Profile The address Headquaters has been inactivated. All of the sites assoclated with the not belng used On any purchasing Or

Qrganization address have alko been inactivatoed and the address e no longer associted to any
= contacts or bank accounts.

S payment documents prior to deleting. It

o Would you like to proceed with this action?
Directary

S may be better to update this address to
your new address rather than deleting.

Home Orders Shipments Admin Finance Assessments Mome Logout Preferences

Cragie. Al ights resarved

Click the Yes button.

[ hitp:/7dcdlfmpsS0 cityofchicago orgB075/ OA_HTML/OA spTpage=/omcke/a... |
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You will notice the address has been

eyl & Confirmat
S Brofile & Conflrmation d
address has been removed from your Address Book. re I I I Ove .
-  Address ook Address Book
- conac
E_" '::"' Hﬂg! petas | Address name - Address Details |Country Update Remove

S A @uanse e Sates , = Click the Home link to return to the
iISupplier Portal Home page.

| [iasaser ipt:_ { DefaultFormName’, hitp 33 A/, ps5l.cityofchic.. |
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r— Step 12
S 4 N You have just finished deleting an
address for your company on the City of
 Worklist . f . .
—| Chicago's iSupplier Portal.
;::"I'I‘dli' no notificatios ', S i R

= TIP Worklist Access users can view and act upon your notifications.

To submit a response to a solicitation or
view other organizational details, please
use the provided training materials for
the action you wish to complete.

End of Procedure.

Logout Preferences
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