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Updating a Supplier Company Profile

This guide provides information on the following :
¢ what is 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.ap1.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 morning, Accounts NA
Me My Team Supplier Portal Procurement Tools Others
Supplier Portal +
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Scroll all the way down your Tasks (left colum) and click on Manage Profile under the heading Company Profile

ﬁ
essential

energy

Supplier Portal
- | SR ——

Sesrch | Orders v | Order Number | =
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Did you know you can use the Supplier Portal a5 2 one stop shop?
Invoices and Payments

= You can review purchase orders and intiate shanges to them which fiow back to Essantia
Energy
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iew and

Creat= thout PO
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iew and
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Negotiations ormation for suppliets (sssent

Are you considering selling or have you recendy soldbought your company?

If your ABN or company name has changed a new supplisr registration is required
ortal login i you are not = Company ©

not legal to
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Making ehanges to addresses, contsets or banking can be dene by updating tha Company Profile,
but it i impartant that changes ba Saved, than foliow the Review and Submit stap in tha guide. if
Submit is not clicked. changes will not fiaw to the Essential Energy side of the supplier recard. This
fink will assist you with updating your Company Frofle.

Qualifications.

= Manage &
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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 @ 0 Eﬁ
Organization Details |Tax Identifiers Business Classifications  Products and Services
4 General
Trading/Company KH Test Tax Organization Type Company/Corporation
Supplier Number 173060 Status  Active
Supplier Type  Suppiier Attachments None
4 |dentification
ACN | D-U-N-S Number National Insurance Number
Customer Number Corporate Web Site
SIC
4 Corporate Profile
Year Established Chief Executive Title
Mission Statement Chief Executive Name
Principal Title
Principal Name
Year Incorporated
4 Financial Profile
Current Fiscal Year's
Potential Revenue
Preferred Functional
Currency
Fiscal Year End Month
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8 . o . .
One you have clicked Edit this box will appear. Click on Yes. =
rning
POZ-2120380Making edits will create a change reguest for the profile. Do you wa
Note : You MUST be in Edit mode to majke any changes to you
Company Profile
9 Enter a Description of the changes you are going to make.
Edit Profile Change Request: 1230016
Change Descrition En:g;\n s, payment method and bank ccount
A
10 To view your ABN navigate to the Tax ldentifiers tab to see the Ta@egistration Number (ABN).
If you need to change your ABN please contact suppliers@essentialenergy.com.au BEFORE making changes
O tail Tax Adpresses Contacts Payments Business Classifications Products and Services
4 Income Tax
Taxpayer Country B‘ Tax Reporting Name ‘
Taxpayer ID Name Control
Federal reportable Verification Date | dd-mmm-yyyy F‘e‘
Federal Income Tax Type v Use withholding tax
State reportable Withholding Tax Group -
4 Transaction Tax
Tax Country | Australia ‘Vv | Tax Registration Type v
@ Tax Registration Number | 04689501144
This is where the ABN is recorded
11 . . L . . .
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.
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e If the change is for an email in the address details use the Pencil icon to edit the existing details
e To add an address, click on the + Symbol.
o 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.

Organization Details  Tax Identifiersy Addresses [Contacts Payments Business Classifications Products and Services

Actions v View v Formatw | == & 3 Ptatus ‘Actlve v‘ Freeze Wrap
Address Name & <7 Address Phone Address Purpose Fax Status

123 Wisteria Lane 123 Wisteria Lane,Brisbane QLD Ordering; Remit to; RFQ or Bidding Active

Columns Hidden 3 0

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
Orgamizaftion Detals  Tayx Idenfifiers  Addresses | Contacts |Payments Business Classificaions  Products and Services
m_v v Format v 3+ & Status | Active v Freeze [w} Detach Wrap
Create
Delefr
'L'mm'rms-r!murl T
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.
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For the new Contact to be able to access the Supplier Portal you MUST select Request User Account
Create Contact x
13 Salutation B none | k2
* First Mame | Moie | 1!
@ * Last Name Email
Job Title | Status | Active v
4 Contact Addresses
Actions w View w Format v B Freeze o’ Detach Wrap
Address Name Address Phone Address Purpose Status
g iy
14 4 User Account
Role &% Description ‘
No data fo dsplay
Create Another !E|gl
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. If a change is required to a contact email — make the email details inactive and use the +
Symbol to add the new details
Note if the Contact has left the company you can select the option to make the Contact inactive @
Job Title ‘ ‘ Status ‘Aclive v“

Active
| Administrative contact
Click OK. If that is all you need to update proceed to step 26.
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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.
Organization ~ Business Classifications ~ Products and Services  Transaction Tax  Income Taj Payments
nkr‘«tcuunts Pay\ﬂenlAiV
17 e+ Jo]w Q
Default  * Payment Methos * From Date To Date
APJAR Netting ‘D1-Jan-19515& da-mmm-ws-ﬁ‘e|
BPay 01-Jan-1951 [ durmmm—‘g!sﬁ‘e|
@ D EFT-0SKO ‘nmamastﬁﬁ. dd-mmm-yyy (g
Outsourced Cheque ‘ 01-Jan-1951 [ ‘ | de-mmm-yyy i |
Wire ‘uzrom—znosﬁa dnmmm—m-ﬁ'g|
18 . . .
To update your Bank Account information navigate to the Bank Accounts tab (on the Payments tab).
Organization Details  Tax Identifiers Addresses Contacts| Payments | Business Classifications Products and Services
Payment Methods| Bank Accounts @
Actions v View v Format v == Freeze Wrap
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
Enter account number or IBAN unless account number is marked as raquirad.
« Country ‘ Australia ‘ - ‘ From Date  27-Jul-2021 @
* Account Number | }00(X4519 | inachveOn, | Skmnieyy Ea|
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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
Create Bank Account
Enter account number or IBAN unless account number is marked as required.
* Country I I < I From Date  28-Jul-2021 @
20 e !7‘ Inactive On ‘dd,mmmﬂ” e
Bank Name . IBAN ‘ ‘
Bank Branch v Cumrency l ILl
Allow international payments
4 Additional Information
Account Name [ ‘ Check Digits ‘ ‘
Alternate Account Name [ ‘ Account Type ‘ v‘
Account Suffix [ ‘ Description ‘ ‘
| Create Another ‘@H Cancel |
Notes :
o 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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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.

Organizatigh  Business Classifications Products and Services  Transaction Tax  Income Tax ~ Payments
2 1 [] None of ihe ciassifications are applicable

matv 4 X Freeze [y Detach Wrap
Subclassification  Status Certifying Agency g‘g’:{;e"""“g Certificate Start Date Expiration Date  Attachments Notes  Provided By gﬁ"ﬁ"“ed
iness -head office and operation in Australia v‘ Curent I:E‘ ‘ ‘dd—mn:m—«yyf‘"@‘ ‘dd—nm‘m—vy,ﬁ‘g None = E - 26-Jul-2021
Select Actions to Add/Delete — choosing Add inserts a new
22 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 Business 1-19 FTE

Medium Business 20-199 FTE

Regional NSW supplier outside Sydney

Australian business - head office and operation in Australia

Wholly international business - 100% operation outside Australia
Multi national Head office offshore

Aboriginal and Torres Strait Islander owned / registered organisation
Significant Aboriginal and Torres Strait Islander employer =50% FTE
Disability Business == 50% disability personnel

Products fully manufactured in Australia

Australian Made substantially transformed in Australia

Green business with minimal enviro/waste impact

Government Dept/Agency/SOC

Business with disaster preparedness / financial sustainability plan
Accredited/Contracted Service Provider

Security of Payment Act

Business with programs to uplift community/environment/culture

23
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
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.
24 Navigate to Actions and choose Select and Add.
Organization  Business Classifications| Products and Services | Transaction Tax Income Tax  Paymenis
View w Forinat w B Freeze [z Detach Wrap
@ Remove
Select and Add
25 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
Select and Add: Products and Services Categories x
Category Name ] Description 7‘
[sonen [ ose]
@ [] 4 im Corporate Corporate
O » fim Corporate Equipment Corporate Equipment
0 » i Corporate Services Corporate Services
O 4 fimi Labour Services Labour Services
O » i IT Labour Hire IT Labour Hire
O 4 i Labour Hire Labour Hire
O » [E Labor hour contract Labor hour contract
» E Temporary clerical or administrative assistar  Temporary clerical or administrative assistance
O ¥ B Temporary creative services Temporary creative services
O ¥ [E Temporary customer service personnel Temporary customer service personnel o
(oo | o | conce |
Click OK. If that is all you need to update proceed to step 26
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26 . . .
At th'e top right of the screen click on Save, then click Dolots Change Requesf| | Review Changes m kave and Close on
27 Review Changes.
O
28 .
Review Changes page opens
Review the changes and  Review Changes Eak Cancol
CIICk on Smelt' Change Description updating address, payment method and @
. bank account details
Note you MUST click on
Review in order to be “
able to Submit changes.  , adqresses
View v Format v Freeze Wrap
Address Name &7 Address Phone Address Purpose Fax Status Details
+ 123 Wisteria Lane 123 Wisteria Lane Brisbane QLD Ordering; Remit to; RFQ or Bidding Active N
Columns Hidden 3
4 Bank Accounts
View v Format w Freeze Wrap
Primary Account Number IBAN Currency Bank Name Details
<+ (V] XXX7288 Arab Bank Australia Limited =
Columns Hidden 8
29 . : z
Click on Ok. & cConfirmation X
. . . . . Your profile change request 26002 was submitted for
Your profile change request will be automatically received by Essential approval.
Energy for acceptance
D [
If you require further support, please contact
suppliers@essentialenergy.com.au
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