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Check the status of a Change Request

Purpose This learning guide provide the details of how to view a previously
submitted company profile change request.

Check the status of a Change Request

1. From the Oracle Home Page navigate to the Supplier Portal application tile under
the Supplier Portal menu.

Good afternoon, Barbara Cole!

Supplier Portal Tools Others

-
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Things to Finish

The Supplier Portal dashboard will display.

2. The Tasks menu is located on the left side of the dashboard. The tasks that are
visible to you are based on your Supplier Portal role assignment. Navigate to the
Company Profile task and choose the Manage Profile subtask.
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4. The Company Profile page will display. In the header at the top of the screen you
will find the following fields related to a previously submitted change request:
e Last Change Request - provides the last change request number as a
blue hyperlink
e Request Status — shows the current status of the request
¢ Requested By - the user that submitted the request
¢ Request Date - the date of the change request submission
e Change Description — a description of the change request

Company Profile ® [STepc—— H dit [ Done |

% There & a profile change request pending approval. You may edil lo make addiional changes.

Company Profile @

+ There is a profile change request pending approval. You may edil lo make addilion
. A V.5

Last Change Request 4638003

Request Status  Pending Approval

Requested By Cole, Barbara

Request Date  8/2721

Change Description adding arganizabienal delails, 3 new conlact
and a business clazsification

5. To review additional details of the change request, navigate to the Last Change
Request field and select the change request number, which is a blue hyperlink.
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+ There is a profile change request pending approval. You may edil 1o make addilion
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| Last Change Reguest :GE:‘JGE?

Request Status  Pending Approval

The Profile Change Request page will display where you can review the details of
the change request.
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ORACLE

Profile Change Request 468003

4 Details

Request 453003 Supplier Ent
Request Source  Supplier Supplier Number 4007
Requeste
Change Descr 0Nt
Veu ¥ Foma ¥ " Dotach
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} @  Fretemed Funcional Cumency cAD
Name &% JobTitle &% Email &% Phone AAMINISRVE  lser Account  Status Details
ontact
biiliamson@test com 1 (780855 18 Activa =
n cocuments, 3
View v Format v " Detach
Classification Subclassification  Status Cortilying Agancy g;’;‘"’;“"‘“? Certificate Start Date Expiration Date  Attachments Notes  ProvidedBy oo™ ponilg
+  Vioman Gwned Cunent womens Business Enterprs 12345 szt a2 Bushess Classifation Don Bamoracoe 9221

6. Navigate to the top right corner of the screen and click Done to close the Profile
Change Request page.

7. You will be returned to the Company Profile page. Click Done at the top of this
page to return to the Supplier Portal dashboard.
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% There is a profile change request pending approval. You may edil o make addilional changes.
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Requested By Co

Last Change Request 46

Request Status  Pend Request Date 972
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