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About the Course

Welcome to iSupplier Supplier Profile Management course.

This course is designed to introduce participants to the AAM
supplier profile management process. It reviews how to log in
to and navigate the iSupplier portal and the system steps for
maintaining AAM supplier profile data.

This is a self-paced course and should take
approximately 20 minutes to complete.




Supplier Profile Management

Upon completing this course, you will be able to:

Log in to iSupplier Portal

Describe the iSupplier layout and navigation options
Access supplier profile data

Add and update supplier profile details, including address,
phone, contact, business classification data, and additional
sites

Describe the AAM approval process for supplier change
requests submitted through the iSupplier portal




New Supplier

Once you have been approved as a supplier for AAM, you will need to log into the iSupplier Portal using
the credentials you have been provided.

Note: The first time you log in, you will be required to change your temporary password.
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Oracle Home Page

The Oracle Home Page is displayed every time you log into AAM's iSupplier Portal. From the home page
you can navigate to different transactions.

Roll your mouse over the different areas highlighted in red to learn more about each section.

Note: In this course you will be focusing on the Supplier Profile Manager transaction.
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Supplier Profile Manager

From the Supplier Profile Manager, there are many actions you can take to make changes to your
supplier record. All changes submitted must be reviewed and approved by AAM before they will go into

This course will cover several of the common updates that you will make. These changes include: adding

and updating addresses, creating and updating contacts, creating user accounts, and business

classifications.
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Add/Update Address and Phone Number Data

Navigate to the Supplier Profile & User Manager responsibility and select the Address Book link.

To add a new contact click the Create button and fill in the required fields.

To update information click the Update button, then make the desired change and click the Save button.
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Add New Contact

When a new person in your company needs to gain access to the AAM iSupplier Portal, you can add a

new contact for your company.

Select the Contact Directory link.

To add a new contact, click the Create button to advance to the Create Contact page and enter in the
required fields. Click the Save button to save the contact.
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Create User Account

Once the new contact is created, you will need to create a User Account for the contact.
Navigate to the Supplier Profile & User Manager responsibility and select the Contact Directory link.

You will select the contact you created and click the Update button.
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Create User Account (cont.)

On the bottom of Update Contact screen, you will have the ability to create a user account.

Click the check box to create a user account, and you will be able to populate the remaining fields. Select
all responsibilities that the contact will need to access.

Note: The Username should always be the contact's email address.

Once you have created the User Account, click the Apply button to save the contact. Once the user
account is created, the user will receive an email with their initial log in information.
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Update or Remove an Existing Contact

Once you have created your contacts, you can update or remove them.
Select the Contact Directory link.

To update a contact click the Update button to advance to the Update Contact page and make your

changes.

To Delete a contact click the Delete button.
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Add or Update a Business Classification

To add or update business classifications, select the Business Classifications link.

The system will display all existing business classifications that have been entered. You can update
existing classifications or add additional classifications. When you have finished making your changes,
click the Save button.

Note: You must always certify that the classification is accurate.
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Add or Update a Business Classification (cont.)

Once you have added or updated any business classifications, you must attach documentation
supporting the classification.

Select the General link.

To add your documentation, click the Add Attachments button.
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Approval Process

Once you have entered any changes or made any additions to your Supplier Profile, a notification will go
to the AAM Administrator. The AAM Administrator will review the changes submitted and either approve
or reject the changes.
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Course Summary

You should now be able to:
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Log in to iSupplier Portal

Describe the iSupplier layout and navigation options
Access supplier profile data

Add and update supplier profile details, including address,
phone, contact, business classification data, and additional
sites

Describe the AAM approval process for supplier change
requests submitted through the iSupplier portal




You have successfully completed the
iSupplier - Supplier Profile Management Course
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