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1. Purpose of the document 
 
The purpose of this document is to guide through the process of how to update the company profile details 
of a supplier. 

 

2. Navigation 
 

To update the company profile, log in as a supplier and perform the following steps: 
 

1. On the Oracle Home Page, click the Supplier Portal tab and select the Supplier Portal app. 
 

 
 
 

2. On the Supplier Portal screen, select Manage Profile in the Tasks section. 
 
 

  
 
 

3. On the Company Profile page, click the Edit button. 
 

 

 

 

Click the Supplier 
Portal tab. 

Select Supplier 
Portal. 

Select 
Manage 
Profile. 

Click Edit. 
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4. In the Warning pop-up window, click Yes. 
 

 

 
 

 
5. In the Organizational Details section, make the required changes and click Save. 

 
 

 
 
 

6. Click the Tax Identifiers section header. 
 

 

 
 

 
7. In the Tax Identifiers section, make the required changes and click Save. 

 

 

Click 
Yes. 

Edit Organizational 
Details section. 

Click Tax 
Identifiers. 

Click Save. 

Edit Tax 
Identifiers section. Click Save. 
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8. Click the Addresses section header. 
 

 

 
 

 

9. In the Addresses section, edit or add the required address information and click Save. 
 
 

 
 

 
10. Click the Contacts section header. 

 
 

 
 

 
11. In the Contacts section, edit or add the required contact information and click Save. 

 
 

 

Click the 
Addresses section. 

Click Contacts 

Edit Addresses 
section Click Save 

Edit Contacts 
section. Click 

Save. 
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12. Click the Payments section header. 
 
 

 
 
 

13. In the Payments section, review and edit the Payment Methods section. 
 
 

 
 

 
14. Select Bank Accounts under the Payments section. 

 
 

 
 

 
15. In the Bank Accounts section, edit or add the required account information and click Save. 

Click Payments. 

Select Bank 
Accounts. 

Review and edit the 
Payment Methods 

section. 
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16. Click the Business Classifications section header. 

 

 
 
 

17. In the Business Classifications section, edit or add the required classification information and click 
Save. 

 

 
 
 

18. Click the Products and Services section header. 
 

 

Click Business 
Classifications. 

Edit Bank 
Accounts section. Click Save. 

Click Products and 
Services. 

Edit Business 
Classifications section. 

Click Save. 
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19. In the Products and Services section, review or edit the required information. 
 
 

 
 

 
20. Click Save to save the changes made to the company profile. 

 

 
 
 

21. After updating the information in all sections of the company profile, click Review Changes to 
analyze the changes made to the company profile. 

 
 

 
 
 

Edit Products and 
Services section. 

Click Save. 

Click Review 
Changes. 
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22. After reviewing the changes, click Submit. 
 
 

 
 
 

23. Click OK. The company profile change request will be sent for approval. 
 

 

  
 

 

 

Click Submit. 

Click OK. 


