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Chapter Objectives:  
 
Learn about iSupplier features that can help you manage your profile information like tax payer id, D-U-N-S 
number etc., Address Book, Contact Directory, business classifications and Surveys. 
 
Chapter Tasks:  
View/Update general company information 
View/Update new addresses  
View/Update your contacts 
View/Update business classifications 
 
Estimated Lesson Time: 25 minutes  
 
 
Once a supplier is registered for iSupplier Portal, notification and login credentials for DAA oracle iSupplier 
Portal will be sent to them 
 
The supplier’s primary user will be assigned a user administrator profile – DAIKIN iSUPPLIER PROFILE 
ADMIN – to allow for management for their company information and to create/maintain supplier users who 
need access to Daikin iSupplier Portal. 
 
 



General Tab 

Responsibility: Daikin iSupplier Profile Admin 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you login, if you have more than one responsibility assigned to you, you will see iSupplier home page as shown 
above.  
 

1) Click on Daikin iSupplier Profile Admin to open supplier administration page 
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Add/Update Attachments 

 
1) From the Supplier Administration menu, select General. See 1 above. 

 
To add an attachment,  

1. In the Attachments section, select.  
2. Enter the title, description and select the appropriate category from the dropdown list provided.  
3. In the Define Attachment section,  
o Click Browse with the File radio button highlighted if attaching a document; locate the file to be 

uploaded.  
o Click within the URL radio button if the information is available on a website; list the URL in the 

field provided.  
o Click within the Text radio button if you’ll be listing information in the field provided.  
o Click Apply; the new attachment will be listed on the General page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
To update an attachment,  

1) In the Attachments section, click alongside the attachment to be updated.  
2) Modify the title, description and/or category as desired.  
3) To attach a revised document, click Browse then locate the file to be uploaded.  
4) Click Apply; the changes will be applied.  

 

 

 You will not be able to delete an attachment. 

 

Test 



Company Information 

 
1) Click on Company Profile from the Supplier Administration menu. The Organization section appears. 

  
o Select the Company Information tab. From here you’ll have an opportunity to update all fields 

relative to your company’s information such as,  
o General company information including total number of employees  
o Corporate headquarters information  
o Federal Tax ID and Tax Type  
o Annual Gross Revenue for the last 3 years  

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Address Book 

Click on Address Book to add or modify a purchasing or payment address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a new purchasing or payment address, click on the create button. 

 

 

 

 

 

 

 

 

 
 
Complete the following fields:  
 

o Address Name (First Five Characters of the City Name)  
o Country  
o Address Line1  
o City/Town/Locality  
o County  
o State/Region  
o Province (for international addresses only) 
o Postal Code  
o Phone Area Code (for main number to this site)  
o Phone Number (main number to this site) 

 

Then check the box next to the appropriate type of address. You can choose both if this is where the purchase 
orders are to be sent and for payments to be made. Click on the Save button when you’re done.  

DO NOT CHECK RFQ ADDRESS. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To modify an existing site, click on the pencil icon next to the appropriate address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Update the appropriate fields and click the Save button. In below example, address line 2 and phone number 
are updated. Use note to capture comments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Contact Directory 

Click on Contact Directory to create, modify or remove contacts.  Note these contacts should be the key sales and 
accounts receivables people of your organization. By default, all iSupplier users will receive notifications on new and 
revised purchase orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Create button to enter additional contacts for your company 
 
Complete the following fields:  
 

o First Name  
o Last Name  
o Job Title  
o Department  
o Contact Email  
o Phone Area Code  
o Phone Number  
o Alternate Phone Area Code (for Mobile number)  
o Alternate Phone Number (for Mobile number) 

 

 

 



 

 

User Account 
 
The Contact Directory allows you to maintain the contacts for your company that are authorized to access the 
DAA systems and that DAA should be in contact with for various transactions. If the user has a check mark 
under the User Account column, then they have the ability to log into DAA’s Oracle system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
If you would like to provide this user with access to the DAA’s iSupplier Portal, select the Create User Account 
for this Contact check box. 
 

o Select your Supplier Name ( only one in list) 
o The user name will be the email address from above. Please leave as such. Make sure you use ONLY 

the corporate email address. 
o If this contact should be receiving certification reminders select that choice. See 2 above. 
o You will be able to select the type of access the new contact has when they access DAA systems. See 

3 above 
o If for some reason you would like to restrict this contact’s access to a particular business site, you can 

opt to modify sites and restrict them to a particular site (s). 
o Click Apply when finished. 
o The new user will be sent an email with a user name and password. 
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Update Contact 

To update an existing contact click the pencil icon 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Make any updates that are required to the user information. 
 
User Password Reset 
Select the Reset Password check box and apply to generate a new password. 
 
Inactivate Existing User 

Enter a current inactive date for the User Account and above in the Update contact section. 

 

 



Business Classifications 

BUSINESS CLASSIFICATIONS 
 
The business classification section allows you to maintain pertinent Business Classification information and 
recertify as needed. Any changes to these values will require approval by DAA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


