QUICK REFERENCE

Add or Update Supplier Contacts First Solar.

AUDIENCE Supplier

PURPOSE To provide instructions to add or edit supplier contacts in supplier
portal

REVISION 1.0

Pre-requisite:
e You should have a valid login account to First Solar supplier portal.

STEP |ACTION

1 e Login to supplier portal. Scroll down and select Manage Profile in Task
pane.

ORACLE

Supplier Portal

Search | Orders v | Order Number

Tasks

Company Profile

» Manage Profile

First Solar.

2 e Select Edit.
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QUICK REFERENCE Add or Update Supplier Contacts

ORACLE

Company Profile @

Change Update on xo0ct

Requested By Swigert, Sarah Description

Last Change Request 24001

Request Status  Canceled Request Date 3120123

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

View v Format v  Status | Active v | Ey ‘=" Detach
Name A&7 Job Title &7 Email &7 Phone Adrgi:::;r:[live User Account  Status
Swigert, Sarah quanexigsystemsinc@gmail.com 7404396482 (V] Active
»
Columns Hidden 7
3 e Select Yes when the warming message displays.

f\, Warning X

POZ-2130390Making edits will create a change request for the profile. Do you want to confinue?

(e[

4 To add a contact

e Enter Change Description
e Select Contact Tab
e Select Add (+ icon or Action = Create)

To edit an existing contact, goto step 9.

ORACLE N Bp @

Edit Profile Change Request: 91001 e e[ e )

Change Descriptior] | Add a contact for KLM BU

Z

Organization Details  Tax Identifiers Addresses | Contacts | Payments Business Classifications Products and Services

Actions v View v Format v + |7 Status | Active v z = . Detach
Name &7 Job Title & Email &7 Phone Adnc":ﬁ;';“ve User Account  Status
Swigert, Sarah quanexigsystemsinc@gmail.com 7404396482 (V] Active

Columns Hidden 7

5 On Create Contact window

e Name, Job Title, Contact, Email - Fill up accordingly

e Administrative Contact - This has no added functionality in Oracle, it's
only for information purpose.

o User Account - Tick if this user needs to login to supplier Portal

o Roles - Use Default (Do not change the value)
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UICK REFERENCE Add or Update Supplier Contacts

Create Contact

Salutation | Mr. v
* First Name | Test
Middle Name
* Last Name | Test
Job Title | AP
4 Contact Addresses
B

Address

Actions v View v Format v

Address Name
No data to display.
Columns Hidden 5

4 User Account

Roles Data Access

Acions v View v Formatv X E
Role
Supplier Accounts Receivable Specialist

Supplier Customer Service Representative

Supplier Inventory Manager

av

e Once completed, select OK

Phone | 1 ‘v 444 0000

Mobile l v

Fax ‘ v

Email [test@gmali com| ]

Status | Active v

Administrative contact

= Detach

Phone Address Purpose Status

| Request user account

" Detach

Description
Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking i.
Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks includ.

inventory process control from beginning to end. Monitors a v

in a supplier for

Create Another | OK | Cancel

6 o

ORACLE

Select Review

Columns Hidden 7

Edit Profile Change Request: 91001

Change Description

Changes

opRP ¢

Delete Change Request || Review Changes (§ | Save || Save and Close l Cancel

Add a contact for KLM BU

Z
Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services
Actions v View v Formatv o Status | Active v i’ Detach
. o Administrative
Name &< Job Title &< Email &< Phone Contact User Account  Status
Swigert, Sarah quanexigsystemsinc@gmail.com 7404396482 (] Active
Test, Test AP test@gmail.com +1(444)0000 Active

7 e Select Submit
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QUICK REFERENCE Add or Update Supplier Contacts

ORACLE

Review Changes

Change Description Add a contact for KLM BU

4
4 Contacts
View v Format w = Detach
Name A7 Job Title &< Email A7 Phone Adrg‘;ﬁ;'::we User Account ~ Status Detailt
= Test Test AP test@gmail.com +1 (444)0000 Active =
»

Columns Hidden 7

e Once submitted, a confirmation message displays showing the change
request number. Select OK.
e Select Done.

Note: You request will be reviewed and approved by First Solar team before
it takes effect in supplier portal.

ORACLE e =Ry

% There is a profile change request pending approval. You may edit to make addilional changes

. Change Add a contact for KLM BU
Last Change Request 91001 Requested By  Swigerl, Sarah Description

Request Status  Pending Approval Request Date  6/27/23

Organization Details ~ Tax Ideniifiers  Addresses Contacts Paymenis  Business Classificalions  Products and Services

4 General
Company QUANEX IG SYSTEMS, INC Tax Organization Type US Corporation
Supplier Number 70007324 Status  Active
Supplier Type
@ Cconfirmation x |
4 |dentification Your profile change request 91001 was submitied for approval.
D-U-N-$ Number ‘TK‘
Customer Number —

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

e To edit an existing contact, highlight the specific contact and select Edit
(the pencil icon)
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ICK REFERENCE Add or Update Supplier Contacts

ORAC (=,

Cancel Change Request || Review Changes | || save |[ save and ciose

it Profile Change Request: 91001

Change Description | Add a contact for KLM BU

Vi

Organization Details ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Actions v View v Formatw < ' |3 Status |Actve v Detach
Name & Job Title A Email A& Phone Ad'zlgrl\:;':t"“ User Account  Status
quanexigsystemsinc@gmail. com 7404396482 (] Active
AP test@gmail com +1(444)0000 Active

Columns Hidden 7

10

e Edit the details accordingly then select OK.

Edit Contact: Test Test

Salutation Phone | 1 | v H 444 || 0000 ||
~ First Name ‘Test ‘ Mobile | | v H || |
Middle Name ‘ ‘ Fax | | A4 H || |
" Last Name | Test | Email | test@omai com
Job Title ‘ AP ‘ Status
\:‘ Administrative contact
4 Contact Addresses
Actions v View v Format w B v
Address Name Address Phone Address Purpose Status
No data to display.
Columns Hidden 5
4 User Account
+/| Request user account
Roles  Data Access
Actions w View v Formatw 3 B [z Detach
Role & <7 Description
Supplier Accounts Receivable Specialist Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking i...
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks includ...
Supplier Inventory Manager Individual in & supplier organization responsible for managing inventory process control from beginning to end. Monitors a

|E” Cancel ‘

11

e Follow Steps 6-8 to complete the change request.
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