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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

DIFS Existing Supplier Portal Self Service Joh Aid

The District of Columbia has implemented a new financial system, DIFS — District Integrated Financial System,
effective October 3, 2022. This requires registration of suppliers into the system. Once registered, suppliers will have
the option to make updates to contact, address, banking, and business classification information as needed. This job
aid shows step-by-step instructions for existing suppliers to make updates to their system profile.

Instructions

Thank you for your interest in doing business with the District. Please ensure your details such as designated
contacts, address, banking, and business classification information is up-to-date. To update any information, please
go to https://cfo.dc.gov/supplier_portal and click on the Existing Suppliers button. For questions, email us at
suppliers@dc.gov, or call us at 202-442-6870 Monday through Friday, 8:00 a.m. to 5:00 p.m. ET.

PASS Suppliers Registered in the Ariba System Network (ASN)

If you are a registered PASS (Procurement Automated Source System) Supplier with the Ariba System Network
(ASN), please do not update any HEADQUARTER address information, or any other organizational, or business
classification through the Supplier Portal. Please contact the Procurement Center of Excellence (PCOE) at
dcvendorportal@dc.gov to make those updates to your supplier profile. For other type of address updates -
including any remit to addresses or banking information, please use the DIFS Supplier Portal.

If you are a non-PASS supplier, all addresses and banking information, including your “REMIT TO” address, must
be updated using the DIFS Supplier Portal.

Updating Supplier Information
This document provides step-by-step instructions for updating information in your supplier profile. Select the
appropriate section below for further instructions:

1. Log into the Supplier Portal - Page 2

Navigating the Supplier Portal - Page 3

2
3. Creating a Change Request to Modify Supplier Information - Page 5
4. Updating Address Information

A. Modifying an Existing Address - Page 6

B. Adding a New Address - Page 9

C. Addresses: Review Changes - Page 12

5. Updating Contacts Information
A. Modifying an Existing Contact - Page 15
B. Adding a New Contact - Page 18
C. Contacts: Review Changes - Page 21

6. Updating Payment Information
A. Modifying an Existing Bank Account - Page 23
B. Adding a New Bank Account - Page 26
C. Bank Accounts: Review Changes - Page 30

Adding a Business Classification - Page 31

Attach Documents to Submit — Page 35

Review and Submit Changes - Page 37
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How to use this Job Aid

+ Within the DIFS Supplier Portal, required fields are indicated by an asterisk (*).

* There are some fields in DIFS that are not required; however, they are required in the DIFS
Supplier Process - these fields are highlighted in yellow and bolded. Please be sure to enter
information in these fields, or this can delay your account being approved.

A » This symbol will indicate an important note.

System Requirements

» Default Browser: For best performance of Oracle Fusion Applications, use the latest browser
version of Mozilla Firefox. Other browsers that can be used include Apple Safari, Google Chrome,
Internet Explorer to be the fastest, in that order.

+ Blocked Pop-ups: Fusion Application Notifications are opened as pop-ups. If you have the Pop-ups
disabled by default as per your security policies, the browser will block the notifications from Fusion
Applications.

+ Site Exceptions: Here are the URLSs for all Fusion Applications notifications in order to add them as
exceptions (e.g., Chrome):
1. Navigate within the browser, e.g., Chrome > Settings > Show advanced settings > Privacy >
Content Settings > Pop-ups > Manage exceptions

2. Add these exceptions:
* [*.]oracle.com
» [*.]Joraclecloud.com
* [*.]oracleoutsourcing.com
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Log into the Supplier Portal

0 Oracle Applications Cloud Sign In page

+ Go to the Supplier Portal Registration webpage at https://cfo.dc.gov/supplier_portal
and click on the Existing Supplier button.

* The Sign In Oracle Applications Cloud page will display
A. In the User ID field, enter the email address registered with your supplier record
B. In the Password field, enter your password

C. Click the Sign In button

Sign In

Oracle Applications Cloud

LS

Company Single Sign-On

or

Forgot Passwor

Q Sign lnE !

English
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O Navigating the Supplier Portal

When you first log into the Supplier Portal, a Welcome page displays with your name.

A. Click the Home icon Dto access the Supplier maintenance screens.

‘ A [ = Iy a
Weicome, TR0
YOU haVe a neW Open it with the home icon or the company logo
You can continue to access this page by selecting the My
home page! Dashboard item in the navigation menu

The Oracle Dashboard screen displays.

B. Click the Supplier Portal link or icon

Good afternoon, Registered Contact |

Supplier Portal Tools Others

Supplier
Portal

B i

Supplier Portal
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O Navigating the Supplier Portal (continued)

The Supplier Portal screen displays.

C. Under the Tasks section, Company Profile, click Manage Profile

Tasks

Company Profile
Requiring Attention Recent Activity

« Manage Profile Last 30 Days

No data available
No data available

The Company Profile page displays and contains the following tabs at the top of
the page. Check out each tab and verify the information contained therein. The
following pages explain how to modify the information.

* Organization Details + Contacts
» Tax Identifiers « Payments
* Addresses » Business Classifications

mtiig
—

—

J i

Company Profile @
Each section is a Tab
that displays

Products and Services

Organization Details  Tax Identifiers ~ Addresses  Contacts Payments  Business Classifications

corresponding
4 General information
company ||| Tax Organization Type  Individual Recipient
supplier Number 10fJ N Status  Active

Supplier Type Vendor-Individual Attachments Norie

4 |dentification

p-u-n-s Number | EEED National Insurance Number
sic

4 Corporate Profile

Year Established Chief Executive Title
Mission Statement Chief Executive Name
Principal Title

DC Govt Confidential and Proprietary Information 5 DIFS Existing Supplier Portal Registration Job Aid | vVOBMAY2023


mailto:suppliers@dc.gov

* Hk
— DISTRICT INTEGRATED FINANCIAL SYSTEM
I OFFICE OF THE CHIEF FINANCIAL OFFICER

For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

Creating a Change Request to Modify Supplier Information
A. To make updates to your supplier information click the Edit button

Company Profile ®

L S

Organization Details  Tax [dentifiers Addresses Contacts Payments  Business Classifications  Products and Services

4 General

Company _ Tax Organization Type Individual Recipient

Supplier Number 1(:- Status  Active

Supplier Type Vendor-Individual Attachments None

4 |dentification

D-U-N-§ Number _ National Insurance Number

Customer Number Corporate Web Site _

sic

4 Corporate Profile

Year Established Chief Executive Title
Mission Statement

Chief Executive Name

Principal Title

A Warning window displays with the following message:

“POZ-2130390Making edits will create a change request for the profile. Do you want to
continue?”

B. Click the Yes button

Warning

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

|
O[]~

The name of the screen changes from Company Profile to Edit Profile Change Request

C. Additional buttons appear at the top of the screen

D. In the Change Description field, enter the reason for updating the supplier record

C

‘. Delete Change Request H Review Changes ‘

hange Description

Enter reason for
updating your

record

Organization Details  Tax Identifiers ~Addresses Contacts Payments Business Classifications  Products and Services
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6 Updating Address Information — Modifying an Existing Address

To modify an existing address, do the following steps:
A. Click on the Addresses tab
B. Click on the Address Name

A Note: If you are a registered PASS (Procurement Automated Source System) Supplier with

the Ariba System Network (ASN), please do not update any HEADQUARTER address
information, or any other organizational, or business classification through the Supplier Portal.
Please contact the Procurement Center of Excellence (PCOE) at dcvendorportal@dc.gov to
make those updates to your supplier profile. For other type of address updates - including
any remit to addresses or banking information, please use the DIFS Supplier Portal.

If you are a non-PASS supplier, all addresses and banking information, including your
‘REMIT TO” address, must be updated using the DIFS Supplier Portal.

AP 2o @

Ed]t Proﬁle Change Request: 13001 Delete Change Request Hi Review Changes ’ | ‘vi Save ] ‘ Save and Close H Cancel

PV R R, |

Change Description = Adding Address

0 A

Organization Details ~ Tax Identifiers |} Addresses JContacts Payments Business Classifications Products and Services

Actions v View v Format w + 7 Status | Active v

B Address Name & 7 Address Phone Address Purpose Fax Status
HEADQUARTERS 1712 Sunset Hills, TAMPA, FL 33617 Ordering; Remit to Active
Columns Hidden 3 &

The Edit Address window opens. Modify the following address fields as needed:
(screenshot on the next page)

C. Address Name (required) — Enter the name of the address using one of the following
names in ALL CAPS:

1. HEADQUARTERS - this is the address on the IRS Form W-9 or IRS Form W-
8BEN

2. REMIT TO - if entering multiple REMIT TO addresses, include a dash in the
REMIT name, i.e., REMIT TO-1

3. ORDERING

D. Country (required) — This defaults to United States. Select the correct country name if
the default does not apply
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G Modifying an Existing Address (continued)

E. Address Line 1 (required) — Enter the first address line information. Headquarters
address cannot be a P.O. Box address

F. Address Line 2 (optional) — Enter the second address line information (i.e., Suite or
Apartment number, building name)

G. City (required) — Enter the name of the city
H. State (required) — Select the state name from the dropdown list of values
I. Postal Code (required) — Enter the zip code
J. Language (optional) — Select a preferred language
K. Address Purpose (required) — Select one or more options below.
» Ordering — Select if receiving Purchase Orders to this address
* Remit to — Select if receiving Payments to this address
Phone (required) — Enter phone number, starting with the country code
Fax (optional) — Enter fax number, starting with the country code
Email (required) — Enter email for a contact for this address

Oz =z r

Inactive Date (optional) — If disabling this address, enter the end date to disable the
address

P. Status — Provides the status of the address, if it is Active or Inactive

Q. Click the OK button to save the information
Edit Address: HEADQUARTERS b 4
e * Address Name [|HEADQUARTERS ] * Address /| Ordering
0* Country ‘ United States ‘ v ‘ Purposs! /| Remitto

[ ] RFQ or Bidding
eAddress Line 1 ‘ 1712 Sunset Hills ‘ o
O | ] |
eAddress Line 2 ‘ ‘
Q- - | |
@ City ‘ Tampa ‘

N |
@State ‘ FL
Q Inactive Date ‘ m/dlyy Y ‘
o Postal Code ‘ 33617
estatus Active
OLanguage ‘ v‘

@ 0—5 gancel|
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Modifying an Existing Address (continued)

The Edit Profile Change Request page displays the updated address.

R. Click the Save button

Change Description = Adding Address

Organization Detalls  Tax Identifiers Addresses Contacts Payments Business Classifications

Products and Services

Actions w View v Format wv o Status | Active v
Address Name &7 Address Phone Address Purpose Fax Status
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering; Remit to Active

Columns Hidden 3

S. The Saved information will display on the page

Last Saved 10/18/22 9:02 PM

Change Description | Adding Address

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications

Actions v View v Format w + 7 Status | Active v
Address Name & v Address
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617

Columns Hidden 3

Products and Services

Phone Address Purpose Fax Status

+1 (800) 123-4567 Ordering; Remit to Active
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6 Updating Address Information — Adding a New Address
To add a new address, do the following steps:
A. Click on the Addresses tab

B. Click on Actions > Create

a Note: If you have a purchase order (i.e., you are a PCOE vendor), please contact
dcvendorsupport@dc.gov to update your Headquarter address; for other addresses, use the
DIFS Supplier Portal.

If you are a non-PCOE vendor, all addresses, including your “Remit to” address, must be
updated using the DIFS Supplier Portal.

al=I

Edlt Proﬁle Change Request: 13001 Delete Change Request H Review Changesr‘ H Save H Save and Close ;‘ Cancel ‘

Lr LA

Change Description | Adding Address

Al :

Organization Details ~ Tax Identifiers | Addresses JContacts Payments Business Classifications  Products and Services

lew v Format w + /7 Status | Active v

e &Y Address Phone Address Purpose Fax Status

IRS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering; Remit to Active

The Create Address window opens. Enter the address information. (screenshot on the next
page)

C. Address Name (required) — Enter the name of the address using one of the following
names in ALL CAPS:

1. HEADQUARTERS - this is the address on the IRS Form W-9 or IRS Form W-
8BEN

2. REMIT TO - if entering multiple REMIT TO addresses, include a dash in the
REMIT name, i.e., REMIT TO-1

3. ORDERING

D. Country (required) — This defaults to United States. Select the correct country name if
the default does not apply
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e Adding a New Address (continued)

E. Address Line 1 (required) — Enter the first address line information. Headquarters
address cannot be a P.O. Box address

F. Address Line 2 (optional) — Enter the second address line information (i.e., Suite or
Apartment number, building name)

G. City (required) — Enter the name of the city
H. State (required) — Select the state name from the dropdown list of values
I. Postal Code (required) — Enter the zip code
J. Language (optional) — Select a preferred language
K. Address Purpose (required) — Select one or more options below.
* Ordering — Select if receiving Purchase Orders to this address
* Remit to — Select if receiving Payments to this address
Phone (required) — Enter phone number, starting with the country code
. Fax (optional) — Enter fax number, starting with the country code
Email (required) — Enter email for a contact for this address

cz=r

Inactive Date (optional) — If disabling this address, enter the end date to disable the
address

P. Status — Provides the status of the address, if it is Active or Inactive
Q. When finished entering the address information, click the OK button

Create Address X
0* Address Name ’ ] * Address | | Ordering
* Country ‘ United States ‘ v | Purposs | | Remit to

[ | RFQ or Bidding
eAddress Line 1 ‘ -
O |- | | |
e Address Line 2 ‘

Fax ‘ 1 ‘ v H H ‘
O |
Email ‘ ‘
@State ‘ ‘
@ Inactive Date | m/d/yy Lo ‘
o Postal Code ‘ ‘
estatus Active
o Language ‘ "‘

Create Another ‘ 05' Cancel
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Adding a New Address (continued)

The Edit Profile Change Request page displays the new address.
R. Click the Save button

R

Edit Profile Change Request: 13001

FIFW RO D

Change Description | Adding Address

7

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Actions v View v Format w B _/~ Status | Active v
Address Name &7 Address Phone Address Purpose Fax Status
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering Active
I REMIT TO 654 Alligator Way,Suite 601, TAMPA, FL 33617 +1(800) 987-6543 Remit to Active ]

Columns Hidden 3

S. The Saved information will display on the page

ORP Q2

Delete Change Request || Review Changes ‘ H save H Save and Close H Cancel ‘

Last Saved 10/18/22 10:23 PM

©

Change Description | Adding Address

Vi

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Actions v View v Format w + 7 Status | Active v
Address Name &Y Address Phone Address Purpose Fax Status
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering Active
REMIT TO 654 Alligator Way,Suite 601, TAMPA, FL 33617 +1 (800) 987-6543 Remit to Active

Columns Hidden 3
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Addresses — Review Changes

After modifying or adding a new address, review the changes prior to submitting them for
approval.

A. Click the Review Changes button

A a R

Delete Change Request | Review Changes ‘ save H Save and Close ‘ cancel |

Change Description | Adding Address

VA

Organization Detalls  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Actions v View v Format w = Status | Active v
Address Name & 7 Address Phone Address Purpose Fax Status
I HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering; Remit to Active I

Columns Hidden 3

B. Click the Details button

P Q

| Edit | Submit‘ Cancel

ol WL
Change Description Adding Address

4 Addresses

View v Format w Freeze J 9

Address Name &7 Address Phone Address Purpose Fax Status
® HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering; Remit to Active
Columns Hidden 3

The Address window opens and displays the Changed From and Changed To information
C. Click the Detach button to expand the window view

Address: HEADQUARTERS C

X
View v Fomatw 1 Freeze
Attribute Changed From Changed To
5} Address Line 1 — 500 Sunnydale Dr
[ Address Line 2 Suite 200
[ ] City WASHINGTON Tampa
[ ] State DC FL
(] Postal Code 20011 33617
Done
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o Addresses — Review Changes (continued)

The Detached Table window opens and displays the Changed From and Changed To

information in full view
D. Review the information

E. To close the window, click the Detach button or the X on the top right corner of the page

Detached Table

View v | Format w

Attribute

L J Address Line 1

o Address Line 2

P screen
o State

] Postal Code

@ Email

o Phone Area Code

(&) Phone Country Code

o Phone

Close the window &
return to previous

Changed From

0_

WASHINGTON

DC

20011

s

Changed To

500 Sunnydale Dr
Suite 200

Tampa

FL

33617
helloworld@hello.com

800

123-4567

The Address window displays

F. Click the Done button

Address: HEADQUARTERS X
View w Format w Freeze ma Detach Wrap
Attribute Changed From Changed To
® Address Line 1 ] 500 Sunnydale Dr
o Address Line 2 Suite 200
o City WASHINGTON Tampa
L State DC FL
® Postal Code 20011 33617 -
e { Dgne 1
S—
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0 Addresses — Review Changes (continued)

G. To make any changes to the address, click the Edit button; otherwise click the Submit
button

aRr

[ Eanﬁ‘ ‘Submit ‘ cancelﬂ‘

4 Addresses
View v Format w
Address Name &7 Address Phone Address Purpose Fax Status Details
[s) HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering; Remit to Active i

Columns Hidden 3

Note: To edit the information, proceed to Step 4 - Updating Address Information:
Modifying an Existing Address and follow the steps to modify the address.

DC Govt Confidential and Proprietary Information 15 DIFS Existing Supplier Portal Registration Job Aid | vVOBMAY2023


mailto:suppliers@dc.gov

* Hk
— DISTRICT INTEGRATED FINANCIAL SYSTEM
I OFFICE OF THE CHIEF FINANCIAL OFFICER

For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

0 Updating Contacts Information — Modifying an Existing Contact

To modify an existing contact, do the following steps:
A. Click on the Contacts tab

B. Click on the Contact Name

o R

Edlt Proﬁle Change Request: 13001 ‘ Delete Change Request H Review Changes ’ || Save H Save and Close H Cancel ‘

PITH e T

Change Description | Modifying Contact, Adding Contact

a Y
Organization Details ~ Tax Identifiers ~ Addresses Payments  Business Classifications  Products and Services

Actions v View v Format w + 7 Status  Active v " Detach

Administrative
Contact

Columns Hidden 7

B Name &7 Job Title & Email &7 Phone User Account  Status

The Edit Contact: window opens. Modify the following contact fields as needed:
(screenshot on the next page)

C. Salutation (optional) — Select from the list of values a salutation of Mr., Mrs., or Ms.
First Name (required) — Enter the contact’s first name

Middle Name (optional) - Enter the contact’'s middle name

Last Name (required) — Enter the contact’s last name

. Job Title (optional) — Enter the contact’s job title

I 0o Tnmo

Administrative contact (defaults) — By default, this box will be checked for the contact
designated as the Admin contact. Optionally, additional contacts can be added as
either Admin or Non-Admin contacts — see Step 8 to create additional contacts

Phone or Mobile Number (required) — Must enter a phone number. Select the
country code and enter either a Phone or Mobile telephone number
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o Modifying an Existing Contact (continued)

Fax (optional) — Enter the contact’s fax number
. Email (required) — Enter the email address for the contact

Status — Provides the status of the contact, if it is Active or Inactive

- X <«

. User Account: Account Status (defaults) — Provides the account status of the contact,
if it is Active or Inactive

N. Role (defaults) — The role defaults to ‘DIFS Supplier Portal Self Service JR -
Provides access to supplier portal overview and manage supplier profile.’

A Note: Leave the default role information as is, Do Not Remove!

O. Click the OK button to save the information

Edit Contact: Michael X

GSalutation u Phone ‘ ‘ v Hzoz H- H ‘

* First Name ‘ Michael

Mobile| ‘v || || |

Middle Name ‘ Fax ‘ ‘ v H H ‘

Email | mike |

OStatus ‘Active v ‘

* Last Name ‘-

e Job Title ‘

4 Contact Addresses

| Administrative contact

Actions w View w Formatw 3 El Freeze || Detach Wrap
Address Name Address Phone Address Purpose Status
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1 (800) 123-4567 Ordering Active

Columns Hidden 5

4 User Account

@ Account Status |Active v |

Roles Data Access

Actions w View w Formatw 3 EL Freeze || Detach Wrap
Role & <7 Description
DIFS Supplier Portal Self Service JR Provides access to access supplier portal overview and manage supplier profile. -PRODUCTION ROLE, DO NOT EDIT-

o] ewen
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Modifying an Existing Contact (continued)

The Edit Profile Change Request page displays the updated contact.
P. Click the Save button

Edit Profile Change Request: 13001

e S AR

Change Description | Modifying Contact, Adding Contact

Va

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Actions v View v Format w + 7 Status | Active v F " Detach
- Administrative
Name &7 Job Title & v Email & <7 Phone Contact User Account  Status
Sunshine, Michael mike@hello.com (202)1234567 (V] o Active

Columns Hidden 7

Q. The Saved information will display on the page

aBPQ

Change Description | Modifying Contact, Adding Contact @

%

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

Actions w View v Format w + 7 Status | Active v F " Detach
> Administrative
Name &< Job Title &< Email &7 Phone Contact User Account  Status
Sunshine, Michael mike@hello.com (202)1234567 (V] o Active

Columns Hidden 7
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G Updating Contacts Information — Adding a New Contact
To add a new contact, do the following steps:
A. Click on the Contacts tab

B. Click on Actions > Create

0B

Edlt P[‘oﬁle Change Request: 13001 Delete Change Requestr \ Review Changes ‘ | Save"” Save and Close ‘ Cancel ‘

PN e S8, .

Change Description = Modifying Contact, Adding Contact

Q £
Organization Details  Tax Identifiers  Addresses Payments Business Classifications  Products and Services

iew v Format w + 7 Status  Active v Detach

Administrative

&7 Job Title &< Email &< Phone Contact

User Account  Status

mike@engagestrategies.us (202)2913110 (V] (V] Active

coumns Hragen 7

The Create Contact: window opens. Modify the following contact fields as needed:
(screenshot on the next page)

C. Salutation (optional) — Select from the list of values a salutation of Mr., Mrs., or Ms.
First Name (required) — Enter the contact’s first name

Middle Name (optional) - Enter the contact’'s middle name

Last Name (required) — Enter the contact’s last name

. Job Title (optional) — Enter the contact’s job title

I 0o Tnmo

Administrative contact (optional) — Select the checkbox to indicate the contact is an
administrative contact who will be able to maintain supplier information.

Note: Leave the box unchecked for Non-Administrative contacts who will perform
other duties such as submit invoices

I. Phone or Mobile Number (required) — Must enter a phone number. Select the
country code and enter either a Phone or Mobile telephone number
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

0 Adding a New Contact (continued)

- X <«

account to the email address provided
N. Role (defaults) —

Fax (optional) — Enter the contact’s fax number

. Email (required) — Enter the email address for the contact

Status — Provides the status of the contact, if it is Active or Inactive
. Request user account (optional) — Check this box for the contact to receive a user

If ‘Request user account’ box is checked, the role defaults to ‘DIFS

Supplier Portal Self Service JR - Provides access to supplier portal overview and

manage supplier profile.’

A Note: Leave the default role information as is, Do Not Remove!

O. Click the OK button to save the information

Create Contact

0 Salutation ‘ ~ ‘

Q-

Mid

irst Name ‘

* Last Name ‘

©

dle Name ‘ ‘

Job Title |

[ ] Administrative contact

4 Contact Addresses

No data to display

Columns Hidden 5

4 User Account

Actions w View w Format w E Freeze [s| Detach Wrap
@ [ ] Request user account
Freeze | Detach Wrap

Actions v View v Format v

Role
No data to disp

& 7 Description
lay.

x
tl\ | | |
Moblle v | ‘ ‘ ‘ ‘

Fax v | ‘ ‘ ‘ ‘

Email || I

Status |ACT.IVE ~ ‘

l Create Another m gancell
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

0 Adding a New Contact (continued)

The Edit Profile Change Request page displays the new contact.
P. Click the Save button

Edit Profile Change Request: 13001

PN SR R

Change Description | Modifying Contact, Adding Contact

#

Organization Details  Tax Identifiers  Addresses Contacts Payments Business Classifications  Products and Services

Actions w View v Format v == Status ‘Acﬂve v ‘ {=" Detach
Name &7 Job Title & Email &7 Phone Ad"é'g;::z"ve User Account  Status
Michael mike@ (202) (V] (] Active
I Stone, Maria Receivables Specialist maria@hello.com +1(888) 123-4567 Active I

Columns Hidden 7

Q. The Saved information will display on the page

=y

Edit Profile Change Request: 13001

Last Saved 10/18/22 11:21 PM

PN S & B

Change Description | Modifying Contact, Adding Contact @

Vi

Organization Details ~ Tax Identifiers ~ Addresses Contacts Payments Business Classifications  Products and Services

Actions v View w Format v == Status ‘Actwe v ‘ [’ Detach
Name &7 Job Title &7 Email & <7 Phone Adrg?:]?;'::we User Account  Status
Michael mike@ (202 ] ] Active
I Stone, Maria Receivables Specialist maria@hello.com +1(888) 123-4567 Active I

Columns Hidden 7
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

Contacts — Review Changes

After modifying or adding a new contact, review the changes prior to submitting them for
approval.

A. Click the Review Changes button

(@ =yat
A
Edit Profile Change Request: 13001

Delete Change Request | Review Changes ‘ | Save H Save and Close H Cancel ‘

LW PN S .

Change Description | Modifying Contact, Adding Contact

Vi

Organization Details ~ Tax Identifiers ~ Addresses Contacts Payments Business Classifications  Products and Services

Actions w View w Format w + 7 Status ‘Amwe v ‘ im" Detach
Name &7 Job Title a7 Email & <7 Phone Adn&l:;st;ﬁtlve User Account  Status
Michael mike@ (202 (] (] Active
[ Stone, Maria Receivables Specialist maria@hello.com +1 (888) 123-4567 Active I
Columns Hidden 7

B. Go to the Contacts section
C. Click the Details button

ORr a

iew Changes

| Ean || Submit || gance \

% PV R RV, e
Change Description Modifying Contact, Adding Contact

4 Addresses

View w Formal w

Address Name &Y Address

Phone Address Purpose Fax Status Details
L] HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordenng Active (=]
+ REMIT TO 654 Alligator Way,Suite 601 TAMPA, FL 33617 +1(800) 987-6543 Remit to Active =1

Columns Hidden 3

4 Contacts B
View w Format w " Detach 0

Name a7 Job Title aw Email & Phone M"ét‘ll_;::’tu“ User Account  Status Details

4  Stone, Maria Receivables Specialist maria@hello com +1(888) 123-4567 Active =]

Columns Hidden 7 /
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

o Contacts — Review Changes (continued)

The Contacts window opens and displays the changed or new contact information
D. After reviewing the information, click the Done button to close the window

Contact: Maria Stone

Salutation

Ms.

Phone 1 888 123-4567
First Name Maria
Micdle Name Mebile
Last Name Sione Fax
Job Title Receivables Specialist Email maria@nhello.com
— Administrative contact Status Active

4 Contact Addresses
View w Format w {=" Detach
Address Name Address Phone Address Purpose Status

No data to display

Columns Hidden 5

4 User Account
¥ Request user account

Roles Data Access

View w Format w |z Detach

Role & 7 Description

DIFS Supplier Portal Self Service JR Provides access to access supplier portal overview and manage supplier profile. -PRODUCTION ROLE, DO NOT E

O

E. To make any changes to the contacts, click the Edit button; otherwise click the Submit
button

ORr a

Review Changes

| Edit | submit H Cancel |

e gl s

Change Description Modifying Contact, Adding Contact

4 Addresses
View w Format w

Address Name &7 Address

Phone Address Purpose Fax Status Details
® HEADQUARTERS 500 Sunnydale Dr Suite 200, TAMPA, FL 33617 +1(800) 123.4567 Ordering Active =
+ REMITTO 654 Alligator Way,Suite 601 TAMPA, FL 33617 +1(B00) 987-6543 Remit to Active =]

Columns Hidden 3
4 Contacts
View v Format w Detach
Name &% JobTitle A Emall & Phone Adminieiative  User Account  Status Details
+ Stone, Maria Receivables Specialist maria@hello.com +1(888) 123-4567 Aclive =

Columns Hidden 7
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Note: To edit the information, proceed to Step 7 - Updating Contact Information:
Modifying an Existing Contact and follow the steps to modify the address.
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Updating Payment Information — Modifying an Existing Bank Account

To modify an existing bank account, do the following steps:
A. Click on the Payments tab

B. Click on the Bank Accounts tab

C. Click on the Account Number to modify

A Note: If the bank account or bank name is changing, please upload an image
of a voided check using steps in Section 14 Attach Documents to Submit —

Page 35.

Edit Profile Change Request: 13001

POV il & a8,

Change Description | Modifying Bank Account, Adding Bank Account

A “
Organization Detal Tax Identifiers  Addresses  Contacts Business Classifications  Products and Services
Payment Method Bank Accounts
o

Actions v View v Format w + 7

Primab Account Number IBAN Currency Bank Name
(V] usb WELLS FARGO BANK

Columns Hidden 8

The Edit Bank Account window opens. Modify the following fields as needed: (screenshot
on the next page)

D. Country (required) — Type or select from the drop-down list ‘United States’

E. Account Number (required) — Enter the bank account number

F. Bank Name (required) — Search and select the bank name from the list of values
G.

Branch (required) — Search and select the bank branch name from the list of values,
based on the bank name selected on step F above

Note: If the Bank and/or the Branch name is not available in the dropdown list, please
send an email to Suppliers@dc.gov

H. Inactive On (optional) — Enter an effective end date for the current bank account if
entering a new bank account

[. IBAN (not applicable) — The District does not allow for foreign bank accounts. This field is
not applicable

ANote: No ACH Direct Deposit payments are being made to foreign bank accounts
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Modifying an Existing Bank Account (continued)

J. Currency (required) — Select ‘USD’ from the list of values. Payments are only made in

USD.

Additional Information section

K. Account Name (required) — Enter the name of the bank account
L. Alternate Account Name (optional) — If applicable, provide an alternate account name

M. Account Suffix (optional) — If applicable, an account suffix is added to the end of an

account number so that numerous account types can be maintained under the same

account number

N. Check Digits (optional) — Not applicable in most cases. A check digit is a digit added to a
string of numbers for error detection purposes.

O. Account Type (required ) — Select an option from the drop-down list of values: Checking,

Savings, Unknown

P. Description (optional) — Enter a description about the bank account
Q. When finished updating the bank details, click the OK button

Edit Bank Account XXXXXX

Enter account number or IBAN unless account number is marked as required.

Q * Country ’pnited States

e * Account Number | XXXXXX ‘

G Bank Name | WELLS FARGO BANK

e Bank Branch | WELLS FARGO BANK - 054001220 ‘ v ‘

[ ] Allow international payments

4 Additional Information

GACCDUI‘“ Name |

omternate Account Name |

m Account Suffix |

From Date 12/15/18

m Inactive On | 9/30/24

te

°|BAN |

o currency | usD v \

Q) creceoiges |

Q Acgount Type | Checking v |

e Description |

B

Cancel |

DC Govt Confidential and Proprietary Information
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

Modifying an Existing Bank Account (continued)

The Edit Profile Change Request page displays the updated bank account.

R. Click the Save button

R OPAQ

Delete Change Request || Review Changes ‘ Save | Save and Close H Cancel |

Change Description | Modifying Bank Account, Adding Bank Account

Organization Details ~ Tax Identifiers ~ Addresses Contacts Payments Business Classifications

Payment Methods ~ Bank Accounts

Products and Services

~

Actions w View v Formatw < (]
Primary Account Number IBAN Currency Bank Name
[ 2O usb WELLS FARGO BANK

Columns Hidden 8

S. The Saved information will display on the page

Edit Profile Change Request: 13001

or K ER

OpRP Q

Delete Change Request || Review Changes

Save || Save and Close ‘ Cancel |

Last Saved 10/19/22 5:56 AM

Change Description | Modifying Bank Account, Adding Bank Account

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications

Payment Methods  Bank Accounts

Actions w View w Format w == o
Primary Account Number
(] XOUXXXX

Columns Hidden 8

Products and Services

#~

©

IBAN Currency Bank Name

usD WELLS FARGO BANK
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

m Updating Payment Information — Adding a New Bank Account

To add a bank account, do the following steps:
A. Click on the Payments tab

B. Click on the Bank Accounts tab

C. Click on Actions > Create

Note: If the bank account or bank name is changing, please upload an image
of a voided check using steps in Section 14 Attach Documents to Submit —

Page 35.

a R

Delete Change Request || Review Changes l || Save H Save and Close H Cancel ’

Change Description | Modifying Bank Account, Adding Bank Account

(A)

Organization Dc@ Tax Identifiers ~ Addresses  Contacts Business Classifications ~ Products and Services

Payment Methods § Bank Accounts
E lew v Format w + /7 @

Create Account Number IBAN Currency Bank Name
Edit \ XXXXXX usD WELLS FARGO BANK
Set Primary

The Create Bank Account window opens. Enter the following fields as needed: (screenshot
on the next page)

D. Country (required) — Type or select from the drop-down list ‘United States’

E. Account Number (required) — Enter the bank account number

F. Bank Name (required) — Search and select the bank name from the list of values
G.

Branch (required) — Search and select the bank branch name from the list of values,
based on the bank name selected on step F above

Note: If the Bank and/or the Branch name is not available in the dropdown list, please
send an email to Suppliers@dc.gov

H. Inactive On (optional) — Enter an effective end date for the bank account

[. IBAN (not applicable) — The District does not allow for foreign bank accounts. This field is
not applicable

ANote: No ACH Direct Deposit payments are being made to foreign bank accounts
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

m Adding a New Bank Account (continued)

J. Currency (required) — Select ‘USD’ from the list of values. Payments are only made in
USD.

Additional Information section

K. Account Name (required) — Enter the name of the bank account
L. Alternate Account Name (optional) — If applicable, provide an alternate account name

M. Account Suffix (optional) — If applicable, an account suffix is added to the end of an
account number so that numerous account types can be maintained under the same
account number

N. Check Digits (optional) — Not applicable in most cases. A check digit is a digit added to a
string of numbers for error detection purposes.

O. Account Type (required ) — Select an option from the drop-down list of values: Checking,
Savings, Unknown

P. Description (optional) — Enter a description about the bank account
Q. When finished updating the bank details, click the OK button

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

0* S [| ] v From Date 10/19/22
] i fd/ g
Account Number | ‘ @ Inactive On | m/dlyy Iy
e Bank Name o IBAN |
Currency | v ‘
Bank Branch

|_| Allow international payments

4 Additional Information

@ Account Name | ‘ m Check Digits | ‘
o Alternate Account Name | ‘ 0 Account Type | v ‘

@Account Suffix | ‘ e Description | ‘ @
Create Another | OK I Cancel ‘
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DISTRICT INTEGRATED FINANCIAL SYSTEM
OFFICE OF THE CHIEF FINANCIAL OFFICER

For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

Adding a New Bank Account (continued)

The Edit Profile Change Request page displays the new bank account.

R. To set the new bank account as the Primary account, select the bank account

S. Click the checkmark button Q

aORr Q

Delete Change Request || Review Changes H Save “ Save and Close ‘ cancel |

L

Change Description | Modifying Bank Account, Adding Bank Account

Va

Organization Detalls ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Payment Methods ~ Bank Accounts 9
Actions v |View v Formatw o # X
Primary Account Number IBAN Currency Bank Name
XXXXXX6789 usD PNC BANK
(] XXXXXX usD WELLS FARGO BANK

Columns Hidden 8

T. The Primary checkmark Q displays on the new bank account

U. Click the Save button

S L

Change Description | Modifying Bank Account, Adding Bank Account

Va

Organization Detalls ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Payment Methods  Bank Accounts
Actions v View v Format w + 7/ X O
o Primary Account Number IBAN
(V] XXXXXX6789

XXXXXX

Columns Hidden 8

Currency Bank Name
usD PNC BANK
usD WELLS FARGO BANK
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

m Adding a New Bank Account (continued)

V. The Saved information will display on the page

=yl

Edlt Proﬁle Change Request: 13001 [ Delete Change Request ‘ Review Changes ‘ H Save ‘ Save and Close H Cancel l

Last Saved 10/19/22 6:53 AM
W R BB

Change Description | Modifying Bank Account, Adding Bank Account 0
V2
Organization Detalls ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Payment Methods ~ Bank Accounts

Actions v View v Formatw = # X @

Primary Account Number IBAN Currency Bank Name
(V] XXXXXX6789 usD PNC BANK
XXXXXX usD WELLS FARGO BANK

Columns Hidden 8
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Bank Accounts — Review Changes

After modifying or adding a bank account, review the changes prior to submitting them for
approval.

A. Click the Review Changes button

P Q
A O

Edit Profile Change Request: 13001 | Detete Change Request | Review Changes H Save H Save and Close H Cancel ‘

Last Saved 10/19/22 6:53 AM
|

oon A

Change Description | Modifying Bank Account, Adding Bank Account

Vi

Organization Detalls  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Payment Methods ~ Bank Accounts

Actions v View v Formatw <= & X @

Primary Account Number IBAN Currency Bank Name
(V] XXXXXX6789 usp PNC BANK
XXXXXX usp WELLS FARGO BANK

Columns Hidden 8

The Review Changes page displays all the changes made
B. Go to the Bank Accounts section, click the Details button to review the updates made

C. To make any changes to the bank accounts, click the Edit button; otherwise click the
Submit button

Review Changes

Fa XL AP '
Change Description  licdifying Bank Account, Adding Bank Acco
%
4 Addresses

View w Format w

Address Name & Address Phone Address Purpose Fax Status Details

3 HEADQUARTERS

o 4

+ REMIT TO

Columns Hidden 3

4 Contacts
View w Format w F = petach
Name aw Job Title &% Emai &% Phone Ad"&':::z"“ User Account  Status Details
4+  Stone Maria Receivables Speciallst maria@hello com +1 (888) 123-4567 Aciive =

Columns Hidden 7

4 Bank Accounts e

View w Format w
Primary Account Number IBAN Currency Bank Name Details
+ ] XXHHNXXETE9 usD =1
] XXX usD =

Columns Hidden 8

Note: To edit the information, proceed to Step 10 - Updating Payment Information —
Modifying an Existing Bank Account and follow the steps to modify the bank account.
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Updating Business Classifications: Adding a Business Classification

Note: If you are a registered PASS (Procurement Automated Source System) Supplier with
the Ariba System Network (ASN), please do not update any HEADQUARTER address
information, or any other organizational, or business classification through the Supplier Portal.
Please contact the Procurement Center of Excellence (PCOE) at dcvendorportal@dc.gov to
make those updates to your supplier profile.

To add a business classification, do the following steps:
A. Click on the Business Classifications tab
B. Click on Actions > Add

Change Description | Adding Business Classification

e Yz
Organization Details  Tax Identifiers Addresses Contacts Payments ] Business Classifications § Products and Services

ne of the classifications are applicable

v Format w e Detach

Other Certifying Certificate Start Date Expiration Date Attachments

Subclassification  Status Certifying Agency Agency
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Adding a Business Classification (continued)

Note: If claiming a Business Classification, you must submit a certification. See Step 13| for
instructions on providing certification information.
C. Select the Classification (required) - Click on the list of values and select one of the

following options:
* Hud Zone * Small Business

» Local Small Disadvantaged Business Enterprise Veteran Owned
« Minority Owned *  Woman Owned

» Service-disabled Veteran Owned

Note: Leave the field blank if none of the above apply

Or Q

Edit Profile Change Request: 13001 Delete Change Request || Review Changes | Save H Save and Close ‘ Cancel \

La Ll EX AP s N ity KoL A

Change Description | Adding Business Classification

%

Organization Details ~ Tax Identifiers ~ Addresses Contacts Payments Business Classifications  Products and Services

[ ] None of the classifications are applicable

Actions v View v Format w += X F Detach

Other Certifying

Agency Certificate Start Date Expiration Date ~ Attachments N

Subclassification ~ Status Certifying Agency

None ==

Hub Zone
Local Small Disadvantaged Business Enterprise
Minority Owned

Service-disabled Veteran Owned

Small Business

Veteran Owned

Woman Owned
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Adding a Business Classification (continued)

D. Subclassification (optional) — If the Classification of ‘Minority Owned’ on Step 14C is
selected, this field becomes available. Click on the list of values and select one of the

following options:

» African American
* American Indian
* Asian

» Hispanic

E. Certifying Agency (optional) - Click on the list of values and select one of the existing

values

F. Certificate (optional) — Enter the certification number.

Note: Must include certification from DSLBD site, https://dslbd.dc.gov/getcertified,
to claim CBE (Certified Business Enterprise) status.

G. Start Date (required) — Enter the certification start date

H. Expiration Date (required) - Enter the certification end date

I. Attachments (required) — Upload the Agency certification by clicking on the +icon

Edit Profile Change Request: 13001

Delete Change Request ‘ [ Review Changes

N R Qo

Loz St B AP

Change Description | Adding Business Classification

None of the classifications are applicable

Actions w View w Format w m = | Detach e ap

YA

Organization Details ~ Tax Identifiers ~ Addresses ~Contacts Payments Business Classifications  Products and Services

Add
Attachments

©

Classification Subclassification ~ Status Certifying Agency gg:‘rc(;ertifying Certificate Start Date Expiration Date Attachmentg
Minority Owned v vi Current 1 v ‘ ‘ ‘ m/dlyy e ‘ ‘ midlyy e ‘ Non
>
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@ Adding a Business Classification (continued)

The Attachments window will open

J. File Name or URL (required) - click on the Choose File button

Attachments

|Acli0ns v |View v = X

Type Category * File Name or URL
‘ File V‘ ‘ From Supplier V‘ Choose File [No file chosen

Rows Selected 1

Description Attached By

‘ ‘ Michael Bentc

»

|TK| | Cancel ‘
K. A file window will open on your device
L. Find and select the file to upload. Accepted File types include Word, Excel,
PowerPoint, PDF, Zip files, Image files (png, jpg). Maximum file size is 2GB.
M. Click on the Open button
[ Open@ X
<« v 1 [ » ThisPC » Documents » v D O Search Documents
Organize ~ New folder = 101 @
" Name B "
v % Quick access % Business Certification]
[ Desktop g
¥ Downloads »
= Documents *
o Select a file
= Pictures g .
to preview.
v
v < >
File name: ~ | Allfiles v
MJ m@ Cancel
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@ Adding a Business Classification (continued)

N. Title (optional) — Defaults from file uploaded on Step 14L, the File name can be
updated

O. Description (optional) — Provide a description of the file

P. Click the OK button to save the information

Q. Verify the Classification entered

R. Click the Save button

R OR Q
Edit Profile Change Request: 13001

Attachments X
Actions w View v o= 3 ® o
Type Category * File Name or URL Title Description Attached By
‘ File w ‘ ‘ From Supplier v~ | Business Certification docx | Update... ‘ ‘ Business Certification.doc ‘ ‘ Certification ‘ anonymous
»
Rows Selected 1 e

Delete Change Request H Review Changes ‘ | Save ‘ Save and Close H Cancel

ol W 1

Change Description | Adding Business Classification

V
Ors n Details  Tax

Contacts Payments Business Classifications  Products and Services

None of the classifications are applicable

jions v View v Formatw < X Freez " Detach
Other Certifyi
Classification Subclassification  Status Certifying Agency Ag eenrcye ifying Certificate Start Date Expiration Date  Attachments
Minority Owned v Hispanic v | Current Other v SBA 123456 1122 Me 12/31/25 “e Business Certification.docx

The Confirm Business Classification Updates message pop up asking to
confirm the accuracy of the new or updated business classifications.

S. Click the Confirm button
Confirm Business Classification Updates X

| confirm the accuracy of the new or updated business classifications.

O] -~
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

m Attach Documents to Submit

After modifying or adding information, attach any supporting documentation requested in the
sections.

A. Go to the Organization Details tab

B. Click on the Attachments + button

A Note: All attachments, including those required for banking must be attached here.

Change Description

#

Organization Details | Tax Identifiers ~ Addresses  Contacts Payments  Business Classifications  Products and Services

4 General

* Supplier Name ‘_ Tax Organization Type ‘ Individual v
Supplier Number 10_

Status  Active

Supplier Type ‘Vendor—lndlvwdua\ v ‘

4 |dentification

Attachments|

)

National Insurance Number ‘ ‘

D-U-N-S Number ‘ |

Customer Number ‘ |

Corporate Web Site ‘ ‘

Sic ‘ |

The Attachments window will open

C. File Name or URL (required) - click on the Choose File button

Attachments

Actions * View

Type Category * File Name or URL Title Description Attached By
Choose F|I Mo file chosen ‘ | anonymous
3
Rows Selected 1

| 0K | | Cancel |
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

m Attach Documents to Submit (continued)

D. Afile window will open on your computer
E. Find and select the file to upload

F. Click on the Open button

¢ Openo

« v /& » ThisPC » Documents » v
Organize ~ New folder
FaY
= E Name
v 3 Quick access
@ fwo
[ Desktop
@ BANK LETTER - SUNTRUST BANK
¥ Downloads

@ ACH FORM for Company
| Documents

&= Pictures

File name:

X

3] 0 Search Documents

= - |j e

A
Select a file
to preview.

v

>
~| | Allfiles v
F] m&‘ Cancel

Provide a description of the selected file.

G. Title (optional) — Click on the field, and the information for this field will auto-populate

with the file name of the uploaded file

H. Description (optional) — Provide an explanation about the uploaded file

I. Click the OK button to save the information

Attachments
Actions v Vieww <= X
Type Category * File Name or URL Title

Description Attached By

From Supplier % | w9 pdfi | Update...|

G | fwd pdf

| [ N9 for Sunshine compa ny] Anonymous

Rows Selected 1

b

| OE| | Cancel |

A
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Review and Submit Changes

After modifying or adding information, review the changes prior to submitting them for
approval.

A. Click the Review Changes button

A

Edit Profile Change Request: 13001

o e BT

Change Description = Supplier Updates

Yz

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Actions v View v Format w + 7 Status | Active v
Address Name & Y Address Phone Address Purpose Fax Status
HEADQUARTERS 500 Sunnydale Dr,Suite 200, TAMPA, FL 33617 +1(800) 123-4567 Ordering Active
REMIT TO 654 Alligator Way,Suite 601, TAMPA, FL 33617 +1(800) 987-6543 Remit to Active

Columns Hidden 3

The Review Changes page displays all the changes made

B. Review each section, click the Details button to review the updates made, make any
edits necessary.

C. When all the information is complete, click the Submit button

ampao

Review Changes Edit | Submit | Cancel

Zozd : .
Change Description - Adding Business Classiscation

4 Addresses
View v Format v ':’—
Address Name AT Address Phone Address Purpose Fax Status. Details.

Columns Hidden 3

4 Contacts

View v Format v +" Detach

Nomo aw JobTide av Email av Phone Administrative oo Account  Status Details

+  Stone Mara Recsivables

Columns Hidden 7

Speciaist maria@hetio com

4 Bank Accounts
View v Format v

Primary  Account Number
+ o
e  xoo0x

IBAN Currency Bank Name Details

Columns Hidden 8

4 Business Classifications

View v Format w Detach
Classification Subclassification  Status Certifying Agency g‘g’;’é‘“’"‘"f’ Certificate Start Date Expiration Date  Attachments Notes  Provided By g:"ﬁ"“’“ Details
4 Minorty Owned Hipanic Current sBA 22456 n22 12131728
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For questions or support contact us at suppliers@dc.gov or call us at 202-442-6870

@ Review and Submit Changes (continued)

Confirmation — A confirmation message appears stating:

Your profile change request XXXX was submitted for approval

D. Click the OK button to close the message

& Confirmation X

Your profile change request 13001 was submitted for approval.

The Company Profile page displays
E. The Last Change Request field displays the change request number

F. The Request Status field displays the status of the change request
G. Click the Done button

QD@G

Cancel Change Request ‘ | Edit ‘ Done ‘

Company Profile @

% Thereisa profile change request pending approval. You may edit to make additional changes
. J F I A i

N Change Description Supplier Updates
hael
Last Change Request 13001 Requested By Michae

101972
Request Status Pending Approval Request Date 2

The Supplier Portal dashboard page displays

» Close your browser window.

* You will receive an email with additional instructions once your change request has been
reviewed and approved.

Supplier Portal

Tasks

Company Profile
Requiring Attention Recent Activity

No data available

No data available
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