ORACLE System Process Document
USER PRODUCTIVITY KIT Adding changed W9 Form or ACH Form
Department
Responsibility/Role
. Adding changed W9 Form or ACH
File Name Form_SPD
Revision

Document Generation Date

4/30/2012 3:51:00 PM

Date Modified

5/21/2012 7:03:00 AM

Last Changed by

Status

Adding changed W9 Form or ACH Form

Trigger:
Required Field(s) Comments
Output - Result(s) Comments

Additional Information

Last changed on: 5/21/2012 7:03:00 AM

Page 1




System Process Document ORACLE
Adding changed W9 Form or ACH Form USER PRODUCTIVITY KIT

Procedure

ORACLE isupplier Portal

Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin

Search | PO Number ]| | [eo |

) s Planning

Full ® Forecast Schedules
List Orders

Subject Date ® Agreements
Mo results found, ® Purchase Orders
® Purchase History
Shipments

|—L ® Delivery Schedules
—\—  Orders At A Glance * Overdue Receipts

Full ® tdvance Shipment Motices
List Receipts
DT 27 Description Order Date ® Receints

Mo results found, * Retuns
® On-Time Performance

Invoices
® [nvoices
Payments

Full ® Davments
List

Shipment Number Shipment Date Packing Slip
Mo results found,

I:L Shipments At A Glance

lipments  Planning Finance Product Intellige

hittps:ifhobsvbsohd?, nashvills org:4443/0A_HT. &naMenulevel=1Enas=sol¥IotexnkyshhNs-8BEQ.

Step Action

1. Click the Admin link.

2. Click Add Attachment
| Add Attachment... ||

3. You will need to Title your attachment

4. Enter your Title
Example:

Enter "Updated W9 form™

5. To select your attachment, you will need to search for your saved document.

Click Browse

Browse.. |

6. Select the file that has been saved
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Step Action

7. Click the Open button.
I Open I
8. If you have another attachment that you need to add, you can click Add Another

and follow the same steps.

| Add Another |

9. Once you have added all your documents, you will then click the Apply button.

10.
End of Procedure.
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