
Manage Profile as Supplier



By completing this topic, you will be able 

to change your profile, including:

- Organization Details

- Tax Identifiers

- Addresses

- Contacts

- Payments

- NIGP Code products and services
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Step 1

Click the Supplier Portal tile.
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Step 2

Click the Scrollbar down arrow.
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Step 3

Click the Manage Profile link.
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Step 4

Click the Edit button.
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Step 5

Note: Once you are on the Edit Profile 

Change Request page, you can add or 

modify the details of your company. 

Information is categorized into tabs, 

located below the Change Description 

field.

Manage Profile as Supplier



Step 6

Note: You should add a change 

description to provide a brief summary of 

the reasons why you are requesting the 

changes.

Click in the Change Description field.
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Step 7

Enter the desired information into 

the Change Description field. 

Enter "Adding missing information to 

my profile.".
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Step 8

Click in the Year Established field.
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Step 9

Enter the desired information into 

the Year Established field. 

Enter "1978".
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Step 10

Click the Tax Identifiers link.
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Step 11

Click the Federal reportable check box.
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Step 12

Click the Federal Income Tax Type list.
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Step 13

Click the Miscellaneous - Other list 

item.
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Step 14

Click the Addresses link.
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Step 15

Click the Edit button.
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Step 16

Click in the Address Line 2 field.
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Step 17

Enter the desired information into 

the Address Line 2 field. Enter "Suite 

12".
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Step 18

Click the OK button.
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Step 19

Click the Contacts link.
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Step 20

To add another contact, click 

the Create button.

Manage Profile as Supplier



Step 21

Click in the First Name field.

Manage Profile as Supplier



Step 22

Enter the desired information into 

the First Name field. Enter "Jane".
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Step 23

Click in the Last Name field.
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Step 24

Enter the desired information into 

the Last Name field. Enter "Doe".
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Step 25

Click in the Email field.
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Step 26

Enter the desired information into 

the Email field. 

Enter "janedoe@abc.com".
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Step 27

Click the OK button.
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Step 28

Click the Payments link.
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Step 29

Click the To Date button for the check 

payment method.
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Step 30

Click the Year up button.
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Step 31

Click the desired Date.
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Step 32

Click the Products and Services link.
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Step 33

Click the Select and Add button.

Manage Profile as Supplier



Step 34

Click in the Description field.
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Step 35

Enter the desired information into 

the Description field. Enter "lawn".

Manage Profile as Supplier



Step 36

Click the Search button.
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Step 37

Click the Check Box for the 515.06 

option.
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Step 38

Click the Apply button.
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Step 39

Click the OK button.
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Step 40

Click the Review Changes button.
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Step 41

Click the Confirm button.
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Step 42

Click the Scrollbar down arrow to view 

the bottom of the page.
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Step 43

Click the Scrollbar up arrow to return to 

the top of the page.
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Step 44

Click the Submit button.
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Step 45

Click the OK button.
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Step 46

Click the Done button.
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Step 47

Click the Home icon.
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Step 48

End of Procedure.
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