ORACLE Training Guide
USER PRODUCTIVITY KIT Supplier Management & SQM

Supplier Management & SQM
For New Suppliers _ 8.5.19

External Supplier Registration as Consultant

Procedure
In this exercise, you will walk you through the process of Externally Registering as a Consultant.
The ACCO Purchasing department will email a registration link.

Locate the link, and open in your internet browser.

a S——
Register Supplier: Company Details [ ]

...........

Additional Information

Your Contact Information

Step Action

1. Once you have clicked the link, the "Register supplier: Company Details" screen
will appear.

This process will take you through multiple tabs to enter all required supplier
information.

To begin,
Click in the Company field.
o O

Register Supplier: Company Details

* Tax Organization Type ™
Supplier Type M
Corporate Web Site
Additional Information
1099 Reporting Name

AP Clerk v
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Register Supplier: Company Details

aaaaaaaaaaaaaaaaaaaaaa

ORACLE
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Step

Action

Enter the desired Company/Supplier information

Use this field to enter your full company name. Please refer to the standard naming
conventions document for proper formatting (found in the Resource Center at

WWW.accoes.com).

(In this example, a generic company name will be entered)

Click the Tax Organization Type list.
S

Select the desired organization type.

Click the LLC list item.

* Company Steele Consulting

&

Tax Organization Type
Corporation

Supplier Type

Individual

Sole Proprietor

Corporate Web Site
Cinnla Mamhbhar | | ™

Click the Supplier Type list.
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@mgmemd
systems
0 0 0

Company  Comacts  Adaresses

Register Supplier: Company Details

“ Company | Stoolo Consulting

* Tax Organization Type | LLC v

sopper Ty —
hcontacr

Coorste e se S0
T —
Additional Information Engineer/Supplier
e s
oy

1099 Roporting Namo.

AP Clerk

Your Contact Information IT & Telecom

Wiscelansaus
]

Delvery Senvices

* First Name [Restrcted

ucking

Union Finges
* Last ame | Uiy "™
ntemal use
* Email | Onine Suppler
Emal | arng

* Confirm Emait

T o x
B )[R s et s ot comitcmt e rsosteive £ - @ 6 [ =
s E5nin [EACCO Pod ACCO-Te
EXKT-TEST (98)HCM Sprints an SO UAT Enranmant
D sem

Detils Gassiicaions  Senvces

® @ 60 0

o ) & i
Business  Products and Questomnaire  Review

B CXITET B

Tax Country v

“Tax Payer 1D (XJO0000KK) or SSN OXK XK XK00X)

* Remitto Name.

Action

6. Select the desired Supplier Type.

Click Consultant.

* Company Steele Consulting

* Tax Organization Type LLC

Supplier Type

Subcontractor

Corporate Web Site Consultant

Subcontractor/supplier
Engineer

@ engineered
systems

o ® O

T o x
B ) B s et ot comitcn e rsosteive £ - @ 6 [ =
s Esonin [EACCO Pod ACCO-Te
EXKT-TEST (98)HCM Sprints an SO UAT Enranmant
D sem

Business  Products and Questomnaire  Review
o

o ) &

Jassiicaions  Senvces

| I O B

Your Contact Information

* First Name
* LastName.
* Email

* Confirm Emait

Compuny  Conacs Adeses
e
Register Supplier: Company Details
* Conpany | stess Consutng
*Tox Orgaizaton Ty 110 o]
Supper Type | Constan ¥
Comporsto oo se
Additional Information
1089 Reporng Name
A i S

Tax Country

“Tax Payer 1D (XJO0000KK) or SSN OXK XK XK00X)

* Remitto Name.
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Step

Action

7.

Use the Taxpayer Country field to select your taxpayer country.

Click on the Taxpayer Country.

Tax Country -

Tax Payer ID (XX-XOOOCKKX) or SSN (B00C-X0X-200KX)

Click the United States US list item.

Tax Country united| X v
KXXKXO(KK) | United Arab Emirates AE

United Kingdom GB

United States US

United States Minor Qutlying Islands UM

More.

@ s T . S :

s [5ionn [EACCO- Prod [F] ACCO-Test

engineered e
© s B e

Register Supplier: Company Defails

Additional Information

Your Contact Information
maton

o fo commuricatr

Step

Action

Use the Taxpayer ID field to list your Tax ID in one of the following formats: "XX-
XXXXXXX" or "XXX-XX-XXXX"

Click in the Taxpayer ID field.

Tax Payer ID (30{-2000000X) or SSN (200020 2000X)
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Step

Action

10.

Enter the correct Tax Payer ID or SSN.

(In this example a generic SSN will be added)

Tax Payer ID (XX-3XKXXX) or SSN (00020600

1.

Under the Your Contact Information section,

Click in the First Name field.

Your Contact Information
Enter the contact information for communications regarding this registration.

* First Name

* Last Name
* Email

* Confirm Email

12.

Enter your First Name.

(In this example a generic first name will be entered)

First Name | |

13.

Click in the Last Name field.

Last Name

14.

Enter your Last Name.

(In this example a generic last name will be entered)

Last Name

15.

Click in the Email field.

Email

16.

Enter your Email.

(In this example a generic email will be entered)

Enter the desired information into the Email field. Enter

"franksmith@yahoo.com".

Email | |

17.

Click in the Confirm Email field.

Confirm Email
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Step Action

18. Confirm your email.

Enter the desired information into the Confirm Email field. Enter
"franksmith@yahoo.com".

Confirm Email

19. Click the Next button.
Next

(=) suppler Regisration

R © @ hitps/eki-test f.us2 oradedoud com Ul facesPrcPosRegsterSupplierTpreBuld= 30000000 15358518, adfctrt-sate=IwOcOl4te_ 18 afrLoop= o e ne e =
L T —
engineered -
S3tams B O sem
Register Supplier: Contacts . e O B
% veee o
- oot i e i Nimiisive ot gy oo
,,,,, e x

Step Action

20. On the Register Supplier: Contacts page,

click the Edit icon.
Register Supplier: Contacts

Enter at least one contact,
Adtions ¥ View v Formatw 4 Create ¥ Delete - Detach

Salutation Mame

Smith, Frank
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Step Action

21. This will pull up the contact information you just entered on the previous screen.
Here you can change or add any missing contact information.

Click in the Phone Area Code field.

Edit Contact: Frank Smith

22. Enter the desired information into the Phone Area Code field. Enter "919".
23. Click in the Phone field.
24. Enter your phone number.

In this example we will enter a generic number.

Enter the desired information into the Phone field. Enter "606-1234".

25. Ensure the "Request User Account" box is checked.
Then click OK.
Ol

26. Click the Next button.
=

27. On the Register Supplier: Addresses page,

Click the Create (+) icon.

Register Supplier: Addresses

Actions v View v Format w Create z = | Detach

Address Name Address
No data to display.

Columns Hidden 2
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Step Action
28. For all locations, excluding Remit To location, please format your address name as

follows:
"City-Street Name" (ex. Pasadena-Walnut)

Enter the desired information into the Address Name field. Enter "MAIN".

29. Click the Country list.
30. Click the United States US list item.
United States US

31. Click the Postal Code list.
32. Enter the desired information into the Postal Code field. Enter "92618".
33. Notice the City, State and County automatically populate.

Click in the Address Line 1 field.
34, Enter your address.

In this example we will enter a generic address.

Enter the desired information into the Address Line 1 field. Enter "1234 Main St".
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Step Action

35. Under Address Purpose, check one or more boxes.

Click in the Ordering field.

* Address DD!d:—rir'-;
Purpose Remit to

RFQ or Bidding
Phone 1 b

Fax 1 hd

Payment
Remittance
Email

36. If this address is the address you wish to receive checks to, select the "Remit To"
box also.

Click in the Remit to field.

37. Click the Select and Add graphic.
Additional Information

4 Address Contacts

Select the contacts that are associated with this address.

Actions w View v Format v 2 = Detach
Hame
38. Click in the Smith, Frank field.
Smith, Frank
39. Click the Apply button then click OK.
Select and Add: Contacts x
4 Search
Name Job Title ~

Search  Reset

View w Format w
Name Job Title Email Phone
Smith, Frank franksmith@ya... (912)8061234

Rows Selected 1 Columns Hidden 1

g
40. Back on the Create Addreses window,
Click the OK button.
OK
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Step Action

41. Click the Next button.
Hext
42. On the Register Supplier: Business Classifications page, click the Add icon to

enter a busines classifcation.

If not, simiply click the box, "None of the classifications are applicable."

Register Supplier: Business Classifications

[hcne of the classifications are applicable

Adtions ¥ View ¥ Formatvy = 2" Detach
* Classification
No data to display.
43. Click the Next button.
44, The Products and Services tab is optional.

On the Register Supplier: Products and Services window,
You can select and add multiple products and services.
Click the Select and Add icon.

Register Supplier: Products and Services

Actions v View v Format w Dﬁelectand Add = Detach

Category Name

No data to display.

45. Determine and select the Category name to expand.

Click the Expand link.

46. Click in the Box to select a field.
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Step Action

47. Click the Apply menu icon.
Click in the App field.
Apply
48. Click the OK button.
OK
49. Click the Next button.
Mext
50. On the Register Supplier: Questionnaire screen, you will see the intial questions

available for your response.

Under the first question regarding your W9, Click in the Field.

Register Supplier: Questionnaire

Attachments None

Questions
. /ACCO W-9 (Section 1 of 2)
> 1rccows e mmen
o ‘ : = * Response Attachments None o
51. Enter the desired information into the Response field. Enter "See Attached".
52. Click the Add (+) icon.

Questions
ACCO W-9 (Section 1 0f 2}

*1. Please attach a W-9
% Enter "See Attached”

See Attached|

d * Response Attachments None[HE]

* 2. Are you an Individual, Sole Proprietor, Partnership or Single Member LLC?
a. Yes

b. Mo

53. Click the Add graphic.
Attachments

Actions »  View I:l

Type “ File Name or URL
Mo data to display.
Columns Hidden 1

54. Click the Browse... button.

(To search and locate the W9 form/document saved on your local computer)

Browse. .
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Step Action
55. Locate the W9 file previously saved on your local machine.
Click the Open button.
Organize New folder e ™ @
— Name Date modified Type
I Desktop | Sample W9 T/16/20194:43PM  JPG File
J Downloads
= ThisPC
=¥ Network
Flenames[smples | AiFis Z
o
56. Click in the Description field.
57. Enter the desired information into the Description field. Enter "Sample".
58. Click the OK button.
OK
59.

The second question asks if you are "an Individual, Sole Propietor, Partnership
or a Single Member LLC"?

Make your desired selection.

(If you select Yes a secondary question automatically expands to Enter your 1099
Name)

Click in the b. No field.
b. Mo
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engineered
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G @ hitpsi/fekit-test faus:

Register Supplier: Questionnaire

Atiachments None

Questions
ACCO WS (secton1

OP

End of Section 1012

oradedoud.com)fscmUlfaces/PrePosRegisterSupplierprBuld=30000 851&busRel=V

) [©) @ ®)
® 06 ® 6 e
Contacls  Adoresses _Business  Producs and Questonnalre

Company
ais Classiicatons  Senvices

oz)

eha

* Rosponse Atachments Sampo 19.PG
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@
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-9 %

m @ sen

Next Section

Step Action

60.

Click the Next Section button.

Next Section

[2) suppler Registraton N+
= ¢ @

| EKKT-TEST (198) - HCH Sprints and SQM UAT Enironment

engineered
systems

Register Supplier: Questionnaire

Attachments Nons

Questions

Soction

oracedoud.com/fscmUI/:

©O—0O 0O
oo

Gompany Aderesses

Dets

'ACCO Certicate of nsurance - Exhibt P (Section 201 2)

iicate of nsurance -Exniit P ¢

End of Section 2012

€ Enter See Ataches
Aitachments Exnoit P - Consulantinsuran

* Response Attachments None 4

0]

Revien

- @ neoe =

Sanin

e

Previous Section
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Step Action

61. On the ACCO - Certificate of Insurance section, under question #3 regarding the
attachment of your Certificate of Insurace,

. . .
Click in the Field.
Questions
ACCO Certificate of Insurance - Exhibit P (Section 2 of 2)
Section
*3. Please attach a Cerfificate of Insurance and set of Endorsements per the attached Exhibit P
[] 1. ACCOW-9 ? Enter "See Aftached”

Attachments Exhibit P - Consultant Insuran

@ 2 ACCO Cetificate of Insurance - ExhibitP  *

* Response Attachments None ==

End of Section 2 of 2

62. Enter the desired information into the Response ficld. Enter "See Attached".
63. Click the Add (+) icon.
+

Attached By Attached Date

Step Action

64. Click the Add button.
e
65. Click in the *File Name or URL field.

(To search and locate the form/document saved on your local computer)

Browse. .
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& Choose Fileto Upload.

4 B> ThePC 5 Desiop > v[®] | sexchDesktop. »
Orgarize > Newfolder

=]
A vame - Dxemodtis | Type sae
# Cuicksccess
N SOM Fils from 723 and On SRIIBBAM i folder
Mook ¢ et
= SampleDocument w09 TIM G Fie e
2 sampews wBI LM PG R e
2L sampews wBOLIIM  PNGHe o

e rame [sampipocumen El ) ]

[om ] [Cemed ]

rption Attached By Attached Date

o [o]

Rows Seloctod 1 Columns Hidden 1

anonymous: 08082019 17:16

Step Action

66. Navigate to the desired file on your local computer.

Click the desired file & click OK.

Organize v Newfolder = o e
- Dotemodified  Type

A Neme Sie

il recborrd New SOM Files rom 7.3 and O SR019800 M Filefold
o A s izoM PGre o
& Dowrloads # 18 Gumpiewy B9 12PM PG £l
B Documents # i somplews HEISTLIPM  PNGFie ok
[ piwres #
| New SQM Fies
) NewUpKs and T
| Word Documert
= Thipe
B Desop
[ Documents
i —.
B music
ELE -

File name: Sample Document

[
P —

<] mirisc g

E=

0\' (] o-acl =

Signin (5] ACCO - Prod [B]ACCO- Test

Attachments

Adons v Veww 4 X
Type * Filo Name or URL Attachod By Attachod Dato

I ——r— | s cwosaora 110

Rows Seloctod 1 Columns Hidden 1
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Step Action
67. Click in the Description field.

68. Type in the desired Description of the document to be uploaded.
69. Click the OK button.
OK
70. Since both sections of the questionnaire have been answered,
Click the Next button.
71. Click the Register button.
72. You have now successfully registered as a Consultant.

End of Procedure.
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