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How to Add or Inactivate Contacts in
Your Company Profile

This document provides instructions on how to add new contacts or inactivate
existing contacts.

1 Navigate to Oracle Fusion (https://ebkk.login.us8.oraclecloud.com)and enter
your user name and password.

https://ebkk.login.us8.oraclecloud.com/oam/server/obrareq.cgi?ECID-Context=1.006IEk%5ES_1c0zkVay1Na6G007rbA0001Er%3BkXjE


2

2 Click "Sign In"

3 Click the "Supplier Portal" option.
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4 Click on the "Company Profile" option.

5 Click the "Contacts" option.
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6 Click the "Change Profile" option in the upper right hand corner.

If you want to add a new contact, follow the steps for Adding a New Contact.
Otherwise, follow the steps for Deactivating a Contact.

Adding a New Contact
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7 Click "Add Contact"

8 Click and enter the First Name, Last Name, and Job Title.
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9 Select Administrative Contact, if applicable. Administrative contacts are individuals
who have the authority to request and approve changes. They will also receive
general communication from the City of Detroit.

10 Click and enter the email address, and mobile and/or office phone number(s).
Enter the phone number with numeric digits only, do not use the parentheses or
dashes.
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11 Select the drop down arrow in the "Contact Addresses" field.

12 Select all the listed addresses.
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13 Check the "Request user account" box.

14 The "Roles", "Grant Access By", and "Suppliers" fields will appear on the screen
and auto populate. Do not change these values.
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15 Click "Create" on the lower right hand side of the screen.

16 You will receive the message "Contact Created" on the bottom of your screen.
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17 If you have additional contacts to add, repeat the steps for Adding a Contact.

Inactivating Contacts

If you need to inactivate contacts, follow the steps below. Otherwise go to the
"Reviewing and Submitting Changes" section.

18 Click the pencil icon to the right of the contact name you want to inactivate.
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19 Click the drop down arrow in the Status field.

20 Select "Inactive" from the list.
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21 Click "Update" in the lower right hand side of the screen.

22 You will receive the message "Contact Updated" on the bottom of the screen.
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Reviewing and Submitting Profile Changes

23 Click "Review Changes" in the upper right hand corner of the screen.
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24 Review all changes. Scroll down to see all the changes.

25 Click "Submit" in the upper right hand corner of the screen.
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26 The "Change Request Description" field will appear. Enter the description of your
change.

27 Click "Submit" in the lower right corner.
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28 You will receive the message "Change request (change request number) submitted"
in the lower portion of the screen.

29 You will receive an additional message at the top of the screen that your change
request is pending approval. Adding and inactivating contacts are auto approved
by the Oracle System. You will receive a notification when the changes have been
implemented.
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Review Notification

30 To locate notifications, look for the bell in the upper right hand corner of your
screen. There will be a red number on the bell which indicates the number of
notifications.
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31 Click on the bell and your notifications will appear. Read the notification and select
"Dismiss" to indicate you have read it.

32 Log out if you are finished working in the supplier portal by selecting your initials
in the upper right hand corner.
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33 Click "Sign Out".

34 Select "Confirm".


