ENB Oracle Supplier Portal:

Submit a Profile Change
Request

Learning Guide

Sep 17,2021

11111



Contents

Submit a Profile Change Request

Begin a Profile Change ReqUEST ............oviiiiiiieee e 3
Edit/Add Profile INfOrmation............c.oi i 5
e Organizational DetailS .............ccoiiiiiiiiiiii e 5
0 CONEACTS ..t 7
o Business ClassifiCations ...........cc.ueiiiiiiiiii e 12
Submit a Profile Change REQUEST ..........uuiiiiiieee e 15

2|Page



Submit a Profile Change Request

Purpose This learning guide will provide you with the information needed to
successfully submit a profile change request within the Oracle Supplier
Portal.

Begin a Profile 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

+

Supplier Portal

Things to Finish

2. The Supplier Portal dashboard will display.
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 select the Manage Profile subtask.

ORACLE

Supplier Portal

Tasks

Company Profile
Requiring Attention =] Recent Activity
« Manage Profile Last 30 Days

No data available

O

No data available
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3. The Company Profile page will display. There are different profile information tabs
available for you to view and/or edit, Organizational Details, Contacts and
Business Classifications.

ORACLE

Company Profile

Ak LA 3
Last Change Request 468002 Raquisaiy <o, b

221
Requast Status  Canceled Request Date 322

Organization Details Cotacts  Business Classifications
4 General
Company  Entridge Testing Lid Tax Ovganization Type Corporation
Supplier Number 400747 Status  Active

Coirenliar Turs

4. To begin a company profile change request, navigate to the top right corner of the
screen and select the Edit button.

ORACLE

Company Profile

Last Change Request 468002 Requested By Cole,

Request Status  Canceled RequestDate 92721

Organization Details Contacts  Business Classifications
4 General
Company Enbridge Testing Ltd. Tax Organization Type ~ Corporation
Supplier Number 400747 status  Active
Supplier Type

Attachments None

4 Identification

5. A warning message will appear, alerting you that making edits will create a change
request for the profile. Click Yes to continue.

A Warning

POZ-2130390Making edits will create a change request for the profile. Do you want

6. The Company Profile page now display in Edit mode. Notice in the top left corner
of the screen an Edit Profile Change Request number appears, as well as a
change description box.
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ORACLE

Edit Profile Change Request: 468003

Organization Details

4 General

* Supplier Name | Enbridge Testing Ltd. Tax Organization Type | Corporation ~
Supplier Number 400747 Status  Active

Supplier Type v Attachments None 4
4 |dentification
Customer Number Corporate Web Site ]
sic
4 Corporate Profile
Year Established Chief Executive Title |
Mission Siatement Chief Executive Name ]
Principal Title
4
Principal Name ]
Year Incorporated
4 Financial Profile
Fiscal Year End Month v

7. Add the details of the change request in the Change Description box.

ORACLE

Edit Profile Change Request: 468003

Change Description | adding organizational details, a new contact and
a business classificatior

;

Organization Details Contacts  Business Classifications

4 Nl

Edit/Add Profile Information

Organizational Details

The Organizational Details work area displays the following information:

¢ General company profile information, such as the company name, supplier
number and supplier type

¢ lIdentification information, such as the 9-digit Data Universal Numbering
System (D-U-N-S) Number, Customer Number, Standard Industry Code (SIC),
National Insurance Number and corporate website

e Corporate Profile information such as the year established, and mission
statement, etc.

¢ Financial Profile information such as the preferred functional currency and
fiscal year-end month
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8. From the Organizational Details work area, you may add/edit accordingly by
entering information into the available fields. In the example below, we will add

information within the Financial Profile section.

Organization Details

| “—

4 Genefal

" Supplier Name | Enbridge Testing Ltd.

Supplier Number 400747

Supplier Type

4 |dentification

D-U-N-S Number

Customer Number

SIC

4 Corporate Profile

Year Established

Mission Statement

r Incorporated

Contacts  Business Classifications

N

4 Financial Profile

Fiscal Year End Month i

Current Fiscal Year's Potential Revenue

]

Tax Organization Type | Corporation

Status  Active

Attachments None ==

National Insurance Number

Corporate Web Site

Chief Executive Title
Chief Executive Name
Principal Title

Principal Name

9. Navigate to the Financial Profile section and choose the Preferred Functional

Currency drop down arrow. Choose a currency.

ORACLE

Edit Profile Change Request: 468003
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Organization Details

4 General

4 |dentification

Fad T LET A

Change Description | adang
8 busin

Contacts

* Supplier Name | Enbridge Testing Lid

Supplier Number 400747

Supplier Type

D.U-N-S Number
Customer N
4564433

.

4 Corporate Profile

4 Financial Profile

<

Year Establifff

Mission Staterfent |

Year Incorporfted

Fiscal Year End Miath
Py

Curment Fiscal Year's Potential Revdue | gearon

Preferred Functional Cu

4 Financial

Profile

Fiscal Year End Month

Current Fiscal Year's Potential Revenue

Preferred Functional Currency v




Contacts

The Contacts work area lists all of the contacts that have been created for a
supplier. This area shows the Supplier Portal role assignments for those contacts
with Supplier Portal User Accounts.

ORACLE Op o

Edit Profile Change Request: 468003 Detete Change Request | | Review Changes || save |[ save and Close

Actors v Viewy Fomate 4 F status | Acwe v | o} Detach

Name aw JobTitle &F Email &% Phone

bamaracoletast@entriogs. come ] Active

Columns Hidden 7

10. To edit existing contact information, click the blue hyperlink under a specific
contact in the Name column to display a secondary contact details window.

ORACLE

Edit Profile Change Request: 468003

Organization Detals Contacts  Business Classificatio

Actions w  Wiew v Format w + 7 Status | Active  w |
Smiftz, Lin E

Codumns Hidden 7

11. The Contact Details secondary window will display. Review the information in the
screenshot below to discover what can be maintained or edited in this section.

¢ Name, and Job Title

e Phone Numbers, Fax and Email information

e Administrative Contact- maintains the company profile and supplier portal
user account access for their organization

e Contact Status- keep a contact active, or choose to make them inactive

¢ Contact Address- associate an existing profile address to the contact

e User Account Status- choose to maintain a contact as active within the
Supplier Portal, or make them inactive if they no longer require access

e Supplier Portal Role Assignments- remove existing roles, or add new roles
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Edit Contact: Barbara Cole x

Salutabon Phone v

" First Name  Barbara l b Mobile -
Middle Name ’ Fax v
a.
* Last Name  Coe i Email | barbaracoletest@anbriage comx
‘ Status | Active

C. Administrative contact

4 Contact Addresses

Achons v View v Format w X B o = Detach
e. Address Name Address Phone Address Purpose Staws
Edmonton 7891-156 Street NW.EDMONTON AB TSE 1K8,CANADA Ordering: Remit to: RFQ or Exdang Active

Columns Hidden 5

4 User Account

acoounts Wik be cre g2 confacts on the registration request. The
s These include actions such as submiling an nvoice. receving a PO

1 checkbox. Note that use
¢ critical lass and repc

e Endridge Suppler Portal, sele
arves as 3 tool o allow suppl
i Information, etc

f- Account Status | Active v

User Name  bartiaracolelest@enbridge comoo

Roles Dats Aco

Actions v View v Format w X E Froeze @ Detach
Role & ¥ Description
g . ENB Supplier Seif Service Clerk- No Bank ...  ENB Supplier Self Service Clerk - No Bank Accass

F=

12. After making any necessary changes, click OK to close out the secondary contact
details window.

13. To add a new contact, click on the “+” icon, or navigate to the Actions dropdown
arrow and select Create.

ORACLE

Edit Profile Change Request: 468003

B

Change Description | adang orga
abus

Organization Detais Contacts  Business C

Format v 7 5 Status | Actva v o} Detach

av Jo

ST
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14. A Create Contact window will appear. Any fields with a blue asterisk (*) are
mandatory fields. Fill in First Name and Last Name information.

Create Contact

Salutation Phone . v
D: rst Name Bill I Mobile v
Middle Name | Fax -
D ast Name Williamson | Email
Job Title | Status | Active  «

Administrative contact

4 Contact Addresses

15. To add a Phone number, you must first enter a Phone Country Code. If you do not
know your country’s phone code, click on the Phone drop down arrow, and then
select search.

pho“c E

Mobile A
Fax 93 Afghanistan

358  Aland Islands
Email

355  Albania
Status

213 Algeria

1 American Samoa

376  Andorra

244  Angola

Phone 1 Anguilla

J L tarctica Vi
Search

16. The search and select box will populate for the Phone Country Code.
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Next to the Country field, enter in the name of your country

Then select Search

When the Phone Country Code populates for your country, select it

Select OK to return to the Create Contact window enter the phone number

Search and Select: Phone Country Code x

4 Search Advanced
Country Code

Phone Country Code

I Country Canada I

Search = Reset

Phont
Count Country
Code

| EICEEN I




17. Add an Email for the contact. A valid email address is necessary if the contact will
require access to the Supplier Portal.

Phone |1 w || 78D 555 E161 |

Mobile

v
Fax -

I Email | bilwiliamsoni@test com I

Status | Aclive

18. Associate existing profile addresses to this contact in the Contact Addresses
section. Click the drop down arrow next to the Actions button and choose Select
and Add from the list of options.

4 Contact Addresses
IAcﬁons LAllView v Format w E 7 " Detach

Address

N

19. A menu will display a list of existing company profile addresses. Choose
address(es) option(s) and then click OK to close the menu.

Please note: For users with Orders access to be referenced on a purchasing transaction they must be
associated to an address. Orders access is linked to ENB Supplier Customer Service Representative
and ENB Supplier Sales Representative Roles.

This means that in order for Enbridge Supply Chain to reference a specific contact on a Purchase
Order (PO) and send the PO Acknowledgement to that supplier contact in the Supplier Portal, that
contact must be associated to the address referenced on the PO. If the supplier contact supports more
than one site address, please associate this contact to all applicable addresses. It is recommended that
a contact be associated against all available addresses in the Supplier Portal.

Select and Add: Addresses
4 Search
Address.
Search | Reset

View » Format »

Address & Addrass
Name Address Purpose

Calgary 1564-32 Street NW CALGARY AB T1X OL3 Cwdering, Remil

'801-156 Strest NV EDMONTOM AB TSE 1. Ordering; Remit.

123 Mamn 51 HOUSTON, TX Qedering, Remil

AW' e
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The selected address(es) will now associate to this contact, as shown below.

4 Contact Addresses

Aions w Vieww Fomalw X B e [y Detach
Address Name Address Phone Address Purpose Status
Eemonton 7851-156 Streat NW EDMONTON AB THE 1K8 CANADA Ordermg, Remt to. RFQ or Bxdding Active

20. To request access for a contact to the Supplier Portal, check the Request User
Account box.

To assign Supplier Portal role access, navigate to the Actions drop down arrow
and choose Select and Add.

4 User Account

If you requere 3ccess 10 the Enondgs Suppher Portal select the ‘Craate User Accourt chackbox Note that user accounts wil De craated for those contacis on tha regestration raguest. The
Enbridge Supplier Portal serves as 8 tool 1o allow suppliers to have access 1o complete critical tasks and reports. The<e include actions such as submiting an invoice. receving a PO
updating suppher account information, elc

@ Request user accoum

Roles Dats Access

DG'.': v Ffmat w [ =4 Freeze =) Detach

' ? & ¥ Description

Selact and Add

21. A Roles menu will appear with a list of available roles to assign to a contact, and
description of each. Select the applicable role, or roles for the contact. Click Apply
between each role selection and OK when you have finished selecting all
necessary roles for the contact.

Select and Add: Roles b4
4 Search
Rale Description |

| %aarch | Resst

View w Fomal » Wrap
Role Description
ENE Cusiomer Sarvice Reprasenizineg Manzges mbound purchase arders and communicaies shipma

ENE Suoplier Accounts Receivable Spedakat  ENB Supolier Accounls Receivablke Spedialist

ENE Supplier Qualthication ENE Suppher Qualfication

ENE Supplier Sales Repras

Manages agreamaents and deliverables for lhe supplier compan

EME Supplier Sell Senvice Cherk - Mo Bank ENB Supplier Sgif Service Clerk - Mo Bank Access

Supplier Baddar Sales rapresentative from a potential supplier rasporsibls fior r

Apply | OK | Cancel
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Please note: Review the Understanding Supplier Portal Role Assignments
training to ensure you have a clear understanding of the access capabilities for
each of the available role assignments. This training is available on our Oracle
Supplier Portal web page.

Business Classifications

22. The Business Classifications work area supports the tracking of supplier
certifications. The Business Classifications display includes classification
attributes such as:

e Certifying Agency, Certificate, Start Date and Expiration Date
¢ Attachments and Notes
e Status: current, future dated, or expired

The supplier’s administrative contact with an active Supplier Portal user account
will be sent notifications concerning any impending classification expirations

Notice the check box below that states None of the classifications are
applicable. This box cannot be checked if you wish to submit a change request to
add a Business Classification.

ORACLE

Edit Profile Change Request: 468003

23. To add or edit a certification within the Business Classifications work area:

e either click the Actions drop down arrow and then select Add or click the Plus
(+) icon to open a window to add your information

e If there were an existing Business Classification, the Edit (pencil icon) would
appear next to the Plus (+) icon. Select the pencil icon and update accordingly

e To delete a Business Classification, click the Delete (X) icon to delete the line

ORACLE

Edit Profile Change Request: 468003

Subclassification  Status Centifying Agency g;en'cse UG Certificate
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https://www.enbridge.com/supplierportal
https://www.enbridge.com/supplierportal

24. To continue to add a business classification: Select the drop arrow under the
Classifications column to populate a list of options. Select accordingly. For this
example, we’ll choose Woman Owned

Organization Details Contacts | Business Classifications

Please provide scanned copies of certification documents, if applicable
None of the Classifications are applicable

Actions w View w Formal v x Freeze |y' Detach Wrap

Classification Subclassification  Status Certifying Agt

| B

Central Zone for IDC

Disabilty-Owned Business Enterprise (DOBE)

Hub Zone

Indigenous Owned

LGBTQ Business Enterprise (LGBTBE)

Minority Owned

SMALL BUSINESS(INCLUDES HUBZONE AND SMALL DISADVANTAGED) - NOT CERTIFIED)
Service-disabled Veleran Owned

Small Business

It‘.'orran Owned I

25. Finish filling in the remaining fields:
e Certifying Agency

e Certificate Number
e Start Date
e Expiration Date
)

PIE&se Drovios Scanned o

S Of Cenmcation documents, if Bppiicanie.
Hona of tha das:

jon are apobicable

Adlions w View w Fomatw o 3 reeae ] Detach Wrap

Other Certifying
Agency

Woman Owned w Curent Women's Businesq v | 12345 iz fa | |enza ‘-?,Iluzmeq-

Classifieation Subelassification  Status Certifying Agency Certificate Start Date Expiration Date JAnschments

26. Please provide scanned copies of certification documents, if applicable. To add
an attachment, navigate to the Plus (+) icon under the Attachments column.

Organizstion Delgis Contacts  Business Classifications.

Flease orovide scanne

of cerfication documents, i applicabie.

Nana of the o e apphcable
Acfions w View w Fomal w o 3 were ) Detach
Classification Subelaseificaion  Status Cenifying Ageney E"g’;:’é“"‘"“g Cenitieste Start Date Expiration Dat]  Arachments
Woman Ouned w Currant Wiomen's Busnesq w 12345 sz o [ened ] wane sn

3

27. An Attachments window will display. Select the Type drop down arrow to choose
from either File, Text, or URL. For this example we will choose a File type.

Attachments X
Actions w View ¥ = 3
Type * File Name or URL Title Description Anached By Artached Da
Fils v | " Choose File | Mo fils chasen BarbaraCols 92021 426 P
k| ’
RURL _ted 1 [fcolumns Hidden 1
E. Cancel
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28. Select the Choose File button to select a file.

Attachments
Aclions »  View i
Type * File Mame or URL

Chogse Fii No file chasen

29. Choose the correct file and select Open.

New folder = ™M @

antin A Name / Date modified
@Y Business Classification Demo 8/18/2021 5:06 PM

“ive (N
v <

T 1
File name: iBusiness Classification Demo v | All files v

Open Cancel

30. The file will appear within the Attachments window. The Title will default to the
file name. Adding a Description is optional. Click OK to close the window.

Attachmenis x

Aclions w View v o= X

Type * File Name or URL Title Description Artached By Argched Dg
Filg | Busingss Classification Demo docx | Update... Businezs Ciscification De Bartara Cole L7201 428 P
4 3

Rows Selecied 1 Columns Hidden 1

0K \Cancel

31. The business classification will display in the work area.

ORACLE

Edit Profile Change Request: 468003 Detete Change Request | Review Changes

s Business Classifications

PR S S L.0elach,

Other Certifying (.
Agency

Subclssifcsion  Suta  Corting Agency e SumDus  Explaton e Anachments Nows  PiovideaBy SO

12345 et o | [an22 & | s Clossincan
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Submit a Profile Change Request

32. When you have completed all additions or edits, click the Review Changes button
at the top of the page.

Dedete Change Request Review Changes Save Save and Close || Cancel

33. When a business classification is added or updated, a Confirm Business

Classification Updates pop will appear. Select Confirm to confirm your updates and
close the pop up.

Confirm Business Classification Updates

confirm tha accuracy of the new or updated business
classifications

| Contirm | Cancel

34. The Review Changes page will display. All changes made within this request will
appear in a summary format. Review changes for accuracy. To review the details

of the Contacts information, navigate to the right side of the screen to the Details
button.

| Review Changes

s F ol A i
Change Description ~ atang organzstional detalls. & new contact
and a business classification

4 Organization Details

Changed From Changed To

cap

4 Contacts

View ¥ Format Freszs o Detach

Hame A% Job Title aw Email A% Phoe Adminiatatve oo peconnt  Stats Dstaits
+* Williamson, Bl nilwiliamsang@test com +1 (TB0)555 x61 Active

Columas Hidden 7

4 Business Classifications

Plesse prowide sc

Wew v Format ¥ ze bl Detach

Classification Subclassification  Status Carifying Agancy f,’":‘;;*"‘“""ﬂ Certificate Start Date. Expiration Date  Attachments Notes  Provided By o™ pansils

4 Woman Owmed Current Women's Business Enterpiiss 245 81zt a2 Buzinass Classificaton Deme Barbara Cole s

35. A Contact details window will display where you can review the details entered in the
change request. Click Done to close this window.
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Contact: Bill Williamson

Salutation = =
Phone 1 T80 555
First Name  E:
Wicl dle: Name Molile

Last Mame  Wiliamson Fax

Job Title Email  Cilwillizmeengiest com

Adrminisirative conlac Status  Achve

4 Contact Addresses

View w Fomat v Freeze g Detach

Address Name Addrass Address Purpose Status

T891-156 Streed NWEDMONTON AR TSE 1KE,CANADA Ordering, Remil lo; RFO or Bidding  Active

Edmanton

Columns Hidden 5

4 |User Account

IF you e access fo fhe Enbridge Suppier Portal, select the 'Craabe Liser Account’ checkbox. Nale thal user accounts will be created for those contacks on he regestafion request. The
Enbndge Suppler Portal sarvas &5 8 1001 10 allow SUDRIETs to have access 1o complets criical tasks and reports. Thess Include acions such &3 SUBMItING an nvoice. recaving & PO,
updating supdlier account information, eie

~ Requast user sccount

Roles  Datle Acoess

View w Format w Freeze [y Detach
Rola &% Description

ENEB Supplier Qualification EME Supplier Cualiication

36.If an error is found in any of the change request information, click the Edit button
at the top of the page to go back and make corrections. If the information looks
accurate, click Submit at the top of the page to submit your request.

OB & @

Edit | Submit | Cancel |

37. The change request will be confirmed in a new pop up window, showing the
change request number. Click OK to close the window.

A
& Confirmation ®
Your profils changa request 458003 was submitied far approva
uran
0K
- prra

38. Click Done at the top of the page to return to the Supplier Portal dashboard page.

aP

Cancel Change Request
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