
 

© 2017 FIRST SOLAR, INC.  1 of 5 First Solar Proprietary & Confidential - General 

AUDIENCE  Supplier 

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

portal 

REVISION  1.0 

 

Pre-requisite:  

 You should have a valid login account to First Solar supplier portal. 
 

 

STEP ACTION 

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

pane. 

 

 

2  Select Edit. 
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3  Select Yes when the warming message displays. 

 

4 To add a contact 

 Enter Change Description 

 Select Contact Tab 

 Select Add (+ icon or Action  Create) 

 

To edit an existing contact, goto step 9. 

 

5 On Create Contact window 

 Name, Job Title, Contact, Email – Fill up accordingly 

 Administrative Contact - This has no added functionality in Oracle, it’s 

only for information purpose. 

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

 Roles - Use Default (Do not change the value) 



QUICK REFERENCE           Add or Update Supplier Contacts 

© 2017 First Solar, Inc.  3 of 5 First Solar Proprietary & Confidential - General 

 Once completed, select OK 

 

6  Select Review Changes 

 

7  Select Submit 
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8  Once submitted, a confirmation message displays showing the change 

request number. Select OK. 

 Select Done. 

 

Note: You request will be reviewed and approved by First Solar team before 

it takes effect in supplier portal. 

 

9  To edit an existing contact, highlight the specific contact and select Edit 

(the pencil icon)  
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10  Edit the details accordingly then select OK. 

 

11  Follow Steps 6-8 to complete the change request. 

 


