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System Process Document ORACLE

Adding Address Book Information USER PRODUCTIVITY KIT
Procedure
Tompany Mame Day s Pantmg A

Tax Cauntry

Tax Registration Number
Taxpayer ID 356759813

DUNS Murmber

Alternate Supplisr Mame

SIc

Mational Insurance Kumber

Mote to Buyer

Mote to Supplier
Address Book
At least one entry is required.
Create
Address Name Address Details Purpose Update Delete
Mo results found,

Contact Directory

At least one entry is required,

Create
First Name Last Name |Phune Email Requires User Account Update Delete
Brian Day 613-333-3333 Geb@gmail.com v _/J
Wiyatt Prirnmm 614-444-4444-125 wyatt@grnail.com _/) m

Business Classifications

Classification Applicable Ownership Type Certificate Number Certifying Agency Expiration Date

Blind Fl @
Federal DBE Fl &
Mincrity/Wornan Owned F 3 &
Service-disabled Veteran Owned O =)
Small Business [l &)

“TIP Date format example: 21-Mar-2012

Products and Services &

Step Action

1. The Address Book is for adding your companies physical address, payment
address (if different), and any other locations for purchasing.

Click Create

[ Create |

2. Click in the Address Name field.

The Address Name field is for identifying which address you are entering.
Example: Enter "Ordering"

Note: You will need to identify if the address is for ordering, payment, physical,
etc...

4, Click Address Line 1
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Step Action
5. Enter the address into the Address Line 1 field

Example: Enter "345 Anywhere St"

6. Click
City/Town/Locality

7. Enter the companies City/Town/Locality
Example: Enter "Kingston Springs"

8. Click in the County field.

9. Enter the companies County
Example: Enter "Cheatham"

10. Click in State/Region

11. Enter the companies State/Region
Example: Enter "TN"

12. Click in the Postal Code field

13. Enter the companies Postal Code (Zip Code)

Example: Enter "37082"

14, If this address is for ordering, you will need to select the Purchasing Address
option. If the address if for payment, then you would select the Payment Address
option.

Click the Purchasing Address option.

15. Click Apply

16.

End of Procedure.
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