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Adding Business Clarification USER PRODUCTIVITY KIT

Procedure

Step Action

1. Business Classification is
Address Book A
At l2ast one entry is required.
Create
Address Name Address Details Purpose Update Delete
Ordering 345 Amywhere St, TN 37082 United States RFQ Only, Purchasing P m
Eiling PO Boyx 1234, TH 37015 United States RFQ Only, Payment V4 m
Contact Directory
At least one entry is reguired.
Create
First Name LLast Name ‘Phune Email Requires User Account Update Delete
Brriart Day £13-333-3333 Geb@gmail.com v 2
Wyatt Primm £614-444-4444-125 wyatt@gmail.com & m
Sherry Walker 513-850-7583 swalker@grmall.com V4 m
Business Classifications
Classification Applicable Ownership Type Certificate Number Certifying Agency Expiration Date
Blind (. =)
Federal DBE Fl &
Mincrity/Wornan Owned Fl ~ =)
Service-disabled Weteran Owned O =)
Small Business O =]
“TIP Date format example: 21-Mar-2012
Products and Services
At lzast one entry is reguired.
Create
Code Products and Services Delete
Mo results found.
Attribute Pages
v
Step Action
2. Please select which classification is applicable to your company.
3. Click in the Certificate Number field.
4. Depending on which classification you are claiming, if there is a Certificate

Number associated with it, please enter it here.

(Example: Enter "123456")

5. Click in the Certifying Agency field.
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Step Action

6. If there is a Certifiying Agency, please enter it here.

(Example: Enter "Clw")

7. To enter the expiration date on your certificates, please click the Calendar Icon.
8. If you are changing the month and year, you will need to do the following:

Click on the down arrow and open up either the Month or Year drop downs.
[2012 ||

9. Choose the Year.

10. Select the date

11.
End of Procedure.
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