How to Update your Address in the Portal

Step 1: Williams Portal Link:

https://ejya.fa.us2.oraclecloud.com/fscmUl/faces/FndOverview?fndGloballtemNodeld=itemNode supplier p
ortal supplier portal

Company Profile

Step2: Scroll to the bottom of the page to Company Profile. Click on Manage Profile.
« Manage Profile

Step 3. Select Edit. You will receive a warning that a change order will be created. Click Yes.

£ Warning x

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

Step 4. Select the Address tab.
Edit Profile Change Request: 2932134 BEESEa

Change Description

Organization Detzils  Tex|denfiers | Addressés. Comsciz  Payments  Business Classifcabons  Products and Services

Aotions v View w Formaty e S Status Freeze Wrap

Address Name AT Address Phone Address Purpose Fax Status.
1 BIXBY T4008.123 5 LEWIS AVE BIXBY. TULSAQK.US Ordering Active.
2 BROKEN ARROW 74012,P0 BOX 00, SROKEN ARRGIW, TULSATK US Remitto Active.

Step 5. To add a new address, select Actions> Create (or the ‘+’ icon).

Organization Details  Tax |dentifiers  Addresses Contacts Fayments  Business Classifications  Products and Sarvicas

e vew v Fomzty S Status Freeze Wrap

& T Address Phone Address Purpose Fax Status
74002.123 S LEWIS AVE BIXBY. TULSAOK.US Ordering Active.
ROW 74012,P0 BOX 00,BROKEN ARROW, TULSACK US Remit to Active

Columns Hidden 3

Step 6. Add the new address and specify if the address is for orders or will be used for a Remit to. Click OK at the
bottom of the page or Create Another. *If you want to update a current address, skip to Step 9*

Create Address x
* Address Name | 2 TULSA * Address v Ordering
* Country | United States | - Purpose D Remitiz

[[] RF2 or Bidding

moe[1 ][ ] I |

Fostal Code | 74103

Address Line 1 | 112 EAST MAIN STREET

[=]
ool CHN | O |
Address Line 2 | |
Email | |
Address Line 3 | |
Inactive Date | midiyy ["g
Address Line 4 | | 5
Status  Active
City |Tu|5a | A
County |Tu|5a | A |
State | OK

R

Postal Code Extn |

Create Another ]| Cancel |




Step 7: Add a clear change description of what you address you have added. Select Review Changes.

e e ) ) )

Edit Profile Change Request: 2832134

Change Description [ Added new address - 3 TULSA for POs|

Organization Detsis  Tax Identfiers  Addresses  Contscr Business Classifications  Products and

Actions v View v Fomaty 4 Status
Address Name AT Address Phone Address Purpose Fax Status
1BIXBY T4008,123 5 LEWIS AVE BIXBY, TULSAOH US Ordering Active
2 BROWEN ARROW 74012,PO BOX 00.BROKEN ARROW, TULSAOK US Remit to Active
3TULSA T4903,112 EAST MAIN STREET.TULSA, TULSADK US Ordering Active
Columns Hidden 3
Step 8: Confirm proposed changes are correct and select Submit.
Review Changes =3
Change Description  Added naw 55 - 3 TULSA for POs.
3
A Addresses
View v Format w Freeze
Phone Address Purpose Fax Status Details
Ordering Active =

Address Name & T Address
+ 3TULEA 74103.112 EAST MAIN STREET.TULSA. TULSAQK.US

Columns Hidden 3

Step 9: To update one of the current addresses, Select the Address tab.
Eee==E)

Edit Profile Change Request: 2932134

Change Description

Products and Senvices

Crganizstion Details  TaxIdenfiers | Addresses C

Actions w View w Formaty 4
Address Name AT Address Phone Address Purpose Fax Status
1BIXEY 74008123 S LEWIS AVE BIXEY, TULSADK S Ordering Active
Remitin Active

2 BROKEN ARROW 74012 P0 B3X 90 SROKEN ARRGW, TULSACK US

Step 10: Highlight the address that needs updated and select the Actions> Edit (or the pencil icon).
s ) ey | )|

Edit Profile Change Request: 2932135

Change Description

P
Organization Detsils  Tax dentfiers  Addresses  Contacts Products and Senvices
Actions + [UEERIETE R S Status Freeas
&% Address Phone Address Purpose Fax Status
74008123 5 LEWIS AVE BIXBY. TULSAOK US Ordering Active
Remitto Active

74012,PO BOX 00,8ROKEN ARROW, TULSAOK,US

Columns Hidden 3




Step 11: Update the address as needed. In this example, a PO address was added to line 2. Select OK.

Edit Address: 1 BIXEY

* Address Name | 1 BIXSY * Address | Ordering

* Country |Uni‘hed States | - Purpose ] Remitto
[] RFQ or Bidding

Postal Code |74(m | = I

| Pone [ [l I

Address Line 1 | 123 5 LEWIS AVE

Address Line 2 | 060X 100 | Fax [~ |
Email | |
Address Line 3 | |
Inactive Date | midlyy fie |
Address Line 4 | | catee o
City |Bi=hy |LJ
County |T||lsa | - I

state | 0K |LJ

Postal Code Extn | 8523 |

Step 12: Required documentation - For a headquarters address change, attach a W-9 with the new address. For a
remittance address change, attach a blank invoice or W-9 with the new address. Go to Organization Details, click the ‘+’
sign next to Attachments, and add the document. Click OK.

Edit Profile Change Request: 3041184

Change Description

Organization Details | Tax iceniifiers  Addresses  Confacts  Payments  Business Classficaions  Products and Services

4 General
* Supplier Name | SPRING HILL FARMS LLC | Tax Organization Type ‘ Parinership -
Supplier Number 1010574 Status  Active
Supplier Type | SERVICE PROVIDER ~ | Attachments Nane =

4 Identification

Attachments

acors v Veww 4 X

* File Name or URL Amached By Amached D2

| LISASHOWALT... S17:24 141F

Step 13: Include a very clear change description and select Review Changes.

Edit Profile Change Request: 3041184 Roview Changes

Changs Description | Agded 7O Box 100 1o ine 2 of 1 Bixdy a001ess

Organization Detalls  TAX WM AGDESSES  COMACTS  PAMENS  BUSINeSS CRSSTCAIONS  PTOOLCS 310 Senices

4 General
* suppler Name: | SPRING HILL FARMS LG | Tax Organizatan Type | Parnersnip -
Suppler Number 1010573 st acme
Supplier Type |;:Hv|:= pROVIDER v Auachments Meww s doced 3

4 |dentification




Step 14: Confirm proposed changes are correct and select Submit.

Review Changes

Change Description  Added PO Box 100 1o line 2 of 1 Bixby

EE3ED
“
4 Addresses
View v Format v
Address Name AT Address Phone Address Purpose Fax Status Details
®  1BIXEBY 74008,123 S LEWIS AVE PO BOX 100,BIX8Y, TULSAOK US Ordering Active
Columns Hidden 3

=

Note: If you do not Review Changes and Submit, the change order will be incomplete, and Williams will not be
notified of the request. Do not just SAVE the change.




