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Overview of Steps – Add Address Information 

Steps – Add Address Information

1 Supplier Log into Oracle and select “CE iSupplier Portal Full Access.”

2 Select “Administration.”

3 Select “Address Book,” then “Create.”

4 Enter required information.

5 Select “Save.”

6 Review the Confirmation message and status.

Steps – Attach W9 & Address Change Letter

1 Navigate to “Organization” under “Administration” tab.

2 Select “Add Attachment.”

3 Enter correct “Title” of attachment (see naming convention guide for more information).

4 Select “Choose File” and attach the W9 Form.

5 Select “Apply.”

6 Review the Confirmation message to confirm the attachment of W9 Form.

Purpose: Vendor will go directly to Oracle to upload their address information so that TPO can review/approve/reject 

Vendor’s request.
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Important Reminders

• USE ALL CAPITAL LETTERS FOR UPDATES

• When making any update, attach the most recent version of 

your W-9 form

(For instructions on how to fill out a W-9 form, review the W-9 form training guide)
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Step 1: Supplier log into Oracle and select “CE iSupplier Portal 
Full Access.”
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Step 2: Select “Administration.”
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Step 3: Select “Address Book,” then “Create.”
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Step 4: Enter required information (noted in red boxes). 
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Step 5: Select “Save.”
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Step 6: Review the confirmation message and status.
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