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Updating a Supplier Company Profile

This guide provides information on the following :
e whatis a Prospective Supplier vs Spend Authorised Supplier

Why should | use this e how to review and update a supplier profile.
guide?

The Supplier Company profile comprises a range of information about the company. Updating and
maintaining this information is the responsibility of the supplier.

Who might use this

guide? e Suppliers who wish to make changes to any aspect of their Company Profile

Key Terms Definition ‘

= Prospective Suppliers can participate in sourcing negotiations and respond to requests for
Prospective Suppliers supplier qualifications only.
= Prospective Suppliers cannot undertake any commercial transactions.

= Supplier can participate in sourcing negotiations and respond to requests for supplier
qualifications.
= Supplier can undertake commercial transactions.

Spend Authorized Suppliers

IMPORTANT NOTE : for all changes to Supplier Company Profiles you MUST ensure you complete steps 26-28 to Submit the
changes/updates. If these last steps are not completed the changes will not workflow to Essential Energy for your company record.
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System Steps

Step |Action
Login to Oracle Cloud https://enno.login.apl.oraclecloud.com at this URL or follow the link below
PRODUCTION Oracle

1 Enter your User ID and Password.
2 Click Sign In.
3

Navigate to the Supplier Portal tab.
4 |Click on Supplier Portal. Good afternoon, Kaleigh Roberge!

ared
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5 Scroll all the way down your Tasks (left colum) and click on Manage Profile under the heading Company Profile
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6 On the tabs below you can review your Company information :
Tax Identifiers is where you can view your ABN.
Addresses is where you can view current Addresses
Contacts is where you can remove aged contacts and add new Contacts
Payments is where you can view Payment Methods and Bank Accounts.
Business Classifications is where you can update how your define your company.
Products and Services is where you can update the Products and Services you wish to provide to Essential Energy
7 If you need to edit or update any of the above information click on Edit and go to step 8.
Company Profile & e Em
Dirganiration Dalads Tan icmsihes Addmimted  Conlachy PFaymert  Buwnest Casslcabon) roducts and Service
4 General
Trading Company  EH Tast Tax Orgasaration Type CompanyComporaion
Suppher Numbsr 173060 SLalum  ACIN
Suppler Tips  Supoier AiLpenmenin MNone
4 |dentification
ACN | D-U-N-5 Nusnbei Matinaal insufance Muamiie
Cusbormer Numbse Codpodate Web Site
L1 .
4 Corporate Profile
Year Esiabirshod Chiel Exscutive Title
Bussion Statement Chisf Excutive Nams
Principal Tils
Pimcipal Name
Yoar ncorporansd
4 Financial Profile
Ciarment Fiacal Yoar's
Pobentigl Revenue
Prelerred Funchonal
Curransy
Fiscal Year End Modih
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8 One you have clicked Edit this box will appear. Click on Yes. £ Warning x
POZ-2130390Making adits will create & change ragues? for Me profile. Do you wani 10 continuwe?
O (==
Note : You MUST be in Edit mode to majke any changes to you
Company Profile
° Enter a Description of the changes you are going to make.
Edit Prfile Change Request: 26002 i o [ o
Change Description | updadng address. payment mathod and bank
Becoun] ety
Organizaton Delafls Tax idemlifers Addressed Conbacls Paymenis  Busmess Classificabong F"-'m.‘e Tafvicel
10 To view your ABN navigate to the Tax Identifiers tab to see the Tax Registration Number (ABN).
If you need to change your ABN please contact suppliers@essentialenergy.com.au BEFORE making changes
4 |ncome Tax
Naapape T sprary - Tas B d T Wave
Fommie cpbiLa Wil Dims | 1 v ™
S e AR Rsdeg Tan Devan b
4 Transaclion Tax
Tap Cospriry  Aamivgia - Baa Regignaiga Fpps -
@ Tan Fagratriis, Wusthey  Qa8EF5 1L
This is where the ABN is recorded
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1 To update your Address navigate to the Addresses tab. If you have multiple addresses, highlight the line you wish to Edit, then
e To edit an address click on the Pencil icon.
¢ If the change is for an email address use the Pencil icon to edit the existing address line
e To add an address, click on the + Symbol.
¢ To delete an address, highlight the row and click on the X symbol.
Complete required changes and click OK. If that is all you needed to update proceed to step 26.
Ovganization Details  Tax |denfifiers) Addresses [Contacts Fayments Business Classificabons  Products and Seivices
Actions w View v Fog + & M Batus | Acve v
Address Name Q‘U‘ Address Phone Address Purpose Fax Status
123 Wisleria Lane 123 Wistens Lana Brishane QLD Ondering: Remi to; RFO or Bidding AClve
Columns Hidden 3
12 .
To update Contacts for your Company navigate to the Contacts tab.
It is recommended that each Company Profile should have at least 2 active Contacts
Organzation Detalls  Tax Identifiers  Addresses | Contacts |Payments Business Classificalions  Producis and Services
Mw v Formatw o F status | Active | Freeze |u| Detach Wrap
_- Create I
| Edi
Drelete
“CoTmTITSTrowen |
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14

Click Actions and choose the required option Create/Edit

To Create a new Contact a new page will open; complete Name, Phone and Email fields. Other fields are Optional but it is
recommended that you complete as many fields as possible.

For the new Contact to be able to access the Supplier Portal you MUST select Request User Account

12
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4 Lsor Account

Mctom v Vea v Fomet w

Hiods T Uwddiption

Criili ARHES  OF | Danda

Click OK. If that is all you need to update proceed to step 26.

15

To Edit an exisitng Contact, click on the Contact Name and edit required fields, such as position, phone etc. Be aware that you
cannot change the User Account email.

Note if the Contact has left the company you can select the option to make the Contact inactive

Jab Ttk Stafus | Actd

o Admingiratien contach

Click OK. If that is all you need to update proceed to step 26.

| Page 7 of 12
Version 0.2 Jul

y 2022




|

a

24050 Updating a Supplier Company Profile — Quick Reference Guide

—~ R

16 To update your payment details navigate to the Payments tab.
Click on your preferred Payment Method, amend the dates (if required) and then select the Tick icon. Note : Generally in Australia
for EFT payments the preferred method of payment is EFT-OSKO.
If that is all you need to update proceed to step 26.
— 1@
Lt et gyt Bie) * From Diats Eo Dt
» =
18 To update your Bank Account information navigate to the Bank Accounts tab (on the Payments tab).
Organization Detals  Tax ldentifiers  Addreszzes Contacis| Payments | Business Classificalions Products and Senacas
Payment Melhods| Bank Accounts @
Adions w View v Formale = Freas
e To edit an exisiting bank account highlight the row, click on the Pencil icon — this will allow you to change the account
number or make it inactive using the Inactive On window.
Edit Bank Account XXXX4519
Erfar sosnt number of IBAN unless Bocoun nUMBAN B marked a3 raguiesd
" Country | Ausbiaka = From Dale  27-3u-20010
" Apoount Number | JO0UGE 1S inactive On | dd-mmmeyyyy fg @
19
e To add a bank account click on the + Symbol and enter the relevant details in the new window that appears and click on
OK.
Click OK to exit the page
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Create Bank Account
Emmnr aCcoue oy oF IEAN iy BCCmetd el  Tarnt i resseed
_l'o-ur'h"rl ]' Frces Ohin 8- 2ol DOCH
20 Ascront Nurmtss ncsiug On | S5meerryy )
Pank Mame e
Bank Branch - Gy x
Al wregmatong! payments
4 Additional Information @
Accoand Hams Chack [hgits
Alternade Accouns Name Actias Typs -
Azcount Sufa 2 Bl )
Cireale Another | OF | Cancel
Notes :
e The From Date will default to the date the update is being made
¢ the Inactive On date on this page should be left blank when adding a new bank account
e IBAN is used for suppliers with non Australian banking details
Click OK. If that is all you need to update proceed to step 26.
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23

To update your Business Classifications navigate to the Business Classifications tab.
What is a Business Classification?

Business Classifications assist Essential Energy in providing oppportunities when specific requirements need to be met e.g.
locally based small business. Please take the time to accurately identify your business classification.

i & X w Deiach -
[P P T [ p— t‘;""’"‘ i (R - [ P — [ - ::;‘_'
S ————— - Carw - T T | - E T
Select Actions to Add/Delete — choosing Add inserts a new
row * Classification Subclas
Use the drop down option to select additional criteria; you
can choose as many or as few options as you wish v| @

| Small Businass 1-19 FTE

| Medium Busness 20-199 FTE

| Regional NSW supplier outside Sydnay

Ausirakan business - head office and operation in Australia

| Wholty international business - 100% operation outside Austraiia

| Mulli national Head office offshore

| Aboriginal and Tormes Strait islander owned / registerad organes=ation
i Significant Aboriginai and Torres Strait Islander employer 250% FTE
| Disability Business >= 50% disability personnel

| Products fully manufactured in Australia

| Austrakan Made substantially transformed in Australia

| Green business with minimal envirofwaste impact

| Governmant Dept'AgencyiSOC

| Business with disaster preparednass / financial sustainability ptan

| AccredtediContracted Senice Provider

| Security of Payment Act

| Business with programs to uplifl community/environmant/cubture

A pop-up message will appear asking for confirmation — you must Confirm in order to proceed to next steps.

Confirm Business Classification Updates

| confirm the accuracy of the new or updated business classifications provided by the supplier contact. @

Confirm || Cancel
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Delete allows you to remove exisitng criteria
Click OK. If that is all you need to update proceed to step 26

24

25

To update your Products and Services information navigate to the Products and Services tab.

What are Products and Services? This is where you are able to identify specific goods or services that you are able to provide to
Essential Energy, especially useful in identifying your company for marker engagement opportunituies.

Navigate to Actions and choose Select and Add.

Crgancation Butiness Chasoiiatns Prioducts and Servidas Transacton Tax ncomd Ta Parpmants

hat - B Frecze = Dedach WD

Bedec! and Add

You can be as broad or as specific as you wish. The arrows open out each section to provide more detailed options. Tick the
required options. Note the screen shot is an example only

R Tl L

- o D -
Hrns | gy — e ]
« i D e

Click OK. If that is all you need to update proceed to step 26
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26 : . .
At the top right of the screen click on Save, then click [ O — m m S m on
Review Changes.
27
26
28 :
Review Changes page opens
Review the changes and  Review Changes Ean Cancel
CIICk On Su bm It' Change Descnplion updaing address. payment rsefhod and @
o bk BCCow SHEiE
Note you MUST click on
Review in order to be
able to Submit changes. | ajqecces
View w Formal w Fegwte i
Address Namse &% Address Phane Address Purpose Fax Status Details
+ T2 Winiara Lane 123 Wistena Lane Brabans QLD Cudenng; Remid by, RFD o Biddng Active !.'-ﬁ
Columns Hidden 3
4 Bank Accounts
View v Formal w Wiy
Primary Account Numbar IBAN Cuarmency Bank Name Dwtails
+ ] EANETIRE Arsb Bank Ausirais Limitsd [=]
Columns Hidden 8
29 . )
Click on Ok. @ Confirmation x
) ) ] ] ) Your profile change request 26002 was submitted for
Your profile change request will be automatically received by Essential approval
Energy for acceptance : :
@ [
If you require further support, please contact
suppliers@essentialenergy.com.au
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