Change Request and Request for Additional Information-Instructions for Suppliers

Purpose: Instructions to supplier on how to submit a change request and how to respond to a request
for additional information.

Supplier Change Request is the process of updating the supplier’s County of Riverside payment profile,
referred to as “Supplier Profile”.

A Change Request can only be initiated after supplier registration has been approved and a User ID and
Password have been created.

Suppliers will navigate to the eSupplier Portal.

https://esupplierportal.co.riverside.ca.us/psc/esup/SUPPLIER/ERP/c/NUl_FRAMEWORK.PT LANDINGPAGE.GBL
e Click “Sign In” tile on the eSupplier Portal:

Supplier Public Home Page ~ <
Sign In Riverside County Portal User Registration
View Registration Options.
Public Bidding Events Events Calendar Announcemen ts FAQs | Contact Us

& = E®

0 opportunities. 0 calendar Events. 0 Announcement its. Get helpful information here.

County Terms and Conditions Doing Business with the County Risk Management California Secretary of State

g < A B

e Enterlogin credentials (User ID and Password-created during registration)
e  Click “Sign In”
*|f an error occurs, clear your browser history, and retry.

Sign In

P

[ Enable Screen Reader Mode

Signin

Forgot Password?
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https://esupplierportal.co.riverside.ca.us/psc/esup/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL

e Selecta2-way MFA Method

e Obtain code from method selected.

Once PIN received
e Enter PIN.

e Click Submit.

= C # esupplierportal.co.riverside.ca.us,

@ peopleSoft [@ County of Riverside... i Taxpayer Identificati...

Please Enter PIN

]

Expires 08/28/23 2:43PM

Notify PIN using /

| Text | | Email ‘ Phone
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Change Request and Request for Additional Information-Instructions for Suppliers

Login brings you to the supplier’'s Home Page.
e Click “Manage Profile” tile.
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e  Click “Supplier Change Request”.
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Change Request and Request for Additional Information-Instructions for Suppliers

Navigate to the appropriate tab “Company Profile”, “Addresses, “Contacts” or “Payment Profile” to make
the necessary changes.
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*Note: Please reference the Supplier Registration Instructions PDF, Exhibit A, on page 10.

Click submit when complete.
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Change Request and Request for Additional Information-Instructions for Suppliers

When a County or Riverside approver requests additional information from you, a detailed email stating
what is being requested is sent to the primary contact.

More information required for SCR ID "0000000002" for Vendor ID "0000260628".
no_reply fs92prda@rivco.org ) Reply 2 Forward T
To @ Ford, Tangela Thu 8/7/2023 7:.00 AM

N
([ ]

Start your reply all with: =~ Please confirm receipt. Here is the infermation. Please see attached.

More information is required for your Supplier Change Request having SCR ID 0000000002 for the Vendor "MAIIK Co".
RFI comments: Please upload PDF formatted support document attachment. Currently received WORD document format.
Please use the following link to logon to our website to view the transaction.

Supplier self-service: h
Pa SELE

If you have any question or feedback regarding your SCR ID 0000000002, please call the ACO Supplier Registration Team at (951) 955-3841, or email

AC a )rivco.org.

Thank you.
County of Riverside, Auditor Controller¢s Office

Suppliers must:
1. Loginto their portal via eSupplier Home Page.
2. Click Manage Profile.

3. Click Supplier Change Request- Displays all pending change requests.

< Supplier Secure Home Page Manage Profile QLA O

New Window | Help | Personalize Page

7] Supplier Change Request

Change Req

7 Update Profile
Select Supplier

] Manage Supplier Contacts ] MAJIK Co v [

Create New Request

Pending Change Requests

“Supplier

-] Maintain My User Contact

Supplier D Name RequestiD  Change Status Date

0000260628  MAJIK Co 0000000001 Request Additional 08/29/2023 ¢ Sl
Information

Request Additional

Information TS ¢ <

0000260628  MAJIK Co 0000000002
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Manage Profile N Q A ¢
Supplier Change Request . 4 aalant

New Window | Help | Personalize Page
R
Change Req

] Update Profile
Select Supplier

1 Manage Supplier Contacts

“supplier | MAJIK Co ~]

F] Maintain My User Contact

Create New Request

Pending Change Requests

Supplier D Name

RequestlD  Change Status Date
0000260628 MAJIK Co 0000000001  REQUestAdditional  4/5/503
Information

0000260628 MAJIK Co 0000000002 REQUESLAddoNal 5311503
Information

Manage Profile

7 Supplier Change Request e

& Update Profile

New Window | Help | Personalize Page
Change Request Selecti

Select Supplier
7 Manage Supplier Contacts

~supplier | MAJIK Co v‘

f] Maintain My User Contact

Create New Request

Pending Change Requests

Supplier D Name

You are about to cancel a Supplier Change Request. This action cannot be reversed. Continue?

0000260628 : MAJIK Co

0000260628 MAJIK Co 0000000002  REquest Additional

.
Information e 4 i

To see what additional information is being requested click on the “Request Additional Information”
hyperlink.

ure Home Page

Manage Profile N Q A
Change Request

New Window
lier Change Request Selecti

Help | Personalize Pag

7 Update Profile

Select Supplier

f] Manage Supplier Contacts

“supplier 1 MAJIK Co vl

F] Maintain My User Contact

Create New Request

Pending Change Requests

Supplier D Name RequestiD  Change Staf Date

0000260628 MAJIK Co 0000000002  Request Additional 08/31/2023 A &g
Information
Il

Hyperlink will provide the details; these are the same details included in “More Information Required” email.
Click Return.

Change Request Communications for MAJIK Co >
Help
Communication Details
User Tangela Ford Date Time Added 09/07/2023 T-00:02 000000AMNM
Reason Code MOREINFO Description Additional Information is Requested
Comment | Please upload PDF formatted support document attachment. Currently received WORD
document format.
P




Change Request and Request for Additional Information-Instructions for Suppliers

4. Click the pencil icon.

@ QA Q

New Window |

hplier Secure Home Page Manage Profile

7] Supplier Change Request

] Update Profile

Help | Personalize Page

Change Req

Select Supplier

] Manage Supplier Gontacts ‘ MAJIK Co

Create New Request

Pending Change Requests

“Supplier

] Maintain My User Contact

Name Request ID Date

Change Status

Supplier ID

0000260628  MAJIK Co 0000000002 08/31/2023 &

Since an attachment is being requested in the request additional information email, the supplier must go to
the company profile tab and uploadithe correct attachment.

Manage Profile

7] Supplier Change Request

—0 - » l =]
_ Welcome Company Profile Addresses Contacts Payment Profile Submit
& Update Profile
Exit Savefor Later | | ¢ Previous Next_ »
IE Manage SUpplenContacts Company Profile for MAJIK Co Communication Detaits"fy, Revigi¥anges
] Maintain My User Contact Instructions link for
Unique ID & Company Profile
*Supplier Name [MAJIK Co {Vigwiiodity Aftachment (21
Additional Name
ExpandAl Collapse Al
b Supplier Logo
Additional ID Numbers
Government Classifications
Standard Industry Codes
) Additional Reporting Elements
b Profile Questions
» Comments
=
B Communication betaits “, Review Changes
Exit Save for Later | | ¢ Previous Next )
Supplier Attachment x
Help

Supplier ID 0000260628

MAJIK Co

Attachments Personalize | Find | View 3 | (| [ First (4) 1-40f4 (» Last
File Name Description User Name DateTime Stamp Remove
260628_Maiik_CO_W39.pdf W9 TFordTesting ORANC085 5!

_Malik_LU_Wa iy S 9:18:40AM

) = § 08/31/2023

260628_Majik_Co__Address_Supp_Doc.docx Supporting Document: Address TFordTesting 912 40AM [
260628_Majik_Co__Address_Supp_PDFpdf | Supporting Document Address PDF [l
260628_Majik_CO_W9.pdf V! []

Adding large atta
before addin

Add Attacl

OK
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nts can take some time to upload, therefore, it is advisable to save the transaction
e attgchments.

Cancel




Change Request and Request for Additional Information-Instructions for Suppliers

Notice “attachments” count has been updated.

Manage Profile N Q A ¢

Help
upplier Change Request I ! = =) I =]

Welcome Company Profile Addresses Contacts Payment Profile Submit

] Update Profile

Bit | [SaveforLater | | [« Previous | | Nedt

7] Manage Supplier Contacts Communication Details"

Company Profile for MAJIK Co

F Maintain My User Contact s o link for

Unique ID & Company Profile
*Supplier Name [MAJIK Co [Vigwiiodity Atiachment (4]
Additional Name:

Expand Al Collapse All
Supplier Logo

Additional ID Numbers
Government Classifications.
Standard Industry Codes

I Additional Reporting Elements
Profile Questions
Comments

BF Communication Detas B, eview Changes

Bit | [SaveforLater | | [« Previous | | N »

5. Supplier can click on “Submit” tab if no further action is required. However:

¢ Supplier is welcome to click next for each subsequent tab.

¢ Note: If the supplier decides to make additional changgs during this time, all changes
will reflect as 1 entry when submitted. Suppliers need to be mindful of providing relevant
proof of address for any subsequent changes made.

Manage Profile N QA A

Help
Supplier Change Request = =l = =1 =) =
= 1} i = = i

Welcome Company Profile Addresses Contacts Payment Profile Submit

] Update Profile

Bt | [Save forLater | | [< Previous | [ Ne

F=1 Manage Supplier Contacts [ communication DetailsF, Review Changes

Company Profile for MAJIK Co

] Maintain My User Contact e referer tink for
Unique ID & Company Profile
*Supplier Name [MAJIK Co Vit Atachmant (4]
Additional Name

ExpandAl  Coliapse Al
Supplier Logo

Additional 1D Numbers

Government Classifications
Standard Industry Codes

[ Additional Reporting Elements
Profile Questions

Comments

BF Communication Detas B, eview Changes

Exit Save for Later | | |4 Previous Net

Manage Profile N Q A
Help
Supplier Change Request - . . . - =
_ Welcome Company Profile Addresses Contacts Payment Profile Submit
7 Update Profile
Bit | [SaveforLater | | [¢ Previous | | Newt »
i Manage Supplier Contacts Review and Submit Changes for MAJIK Co
] Maintain My User Contact ik for detals

Use the “Review” button to review changed information.
Use the “Submit” button to submit your change request.
Email communication regarding this request vill be sernt to
TaFord@riveo.org

c Reason 2

Comment| s qationl intormaton Reausstea € Communication Detas
More Information Provided
4

Oconfirm Changes

Review Withdraw

Bit | [ SaveforLater | | [¢ Previous | | Newt »
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Change Request and Request for Additional Information-Instructions for Suppliers

Select Confirm Changes.
¢ Comment section is optional.

8. Click Submit.

Manage Profile i)

71 Supplier Change Request R = = = =
= il il i il
_ Welcome: Company Proflle Addresses Contacts Payment Profile Submit
T Update Profile
Exit Savefor Later | | ¢ Previous Next
Manage Supplicr Gantacts Review and Submit Changes for MAJIK Co
f] Maintain My User Contact Pleass reference Instructions link for details

Use the "Review” button to review changed information
Use the “Submit” button to submit your change request,

Email communication regarding this request wil be sent to-

TaFord@rivco.org

c Reason [ More Information Provided v
Comment F@ Communication Details
4
[ confim Changes
Review Withdraw [ siomit |

Exit Save for Later | | | ¢ Previous Next »

Supplier will receive onscreen confirmation and an email confirmation of submission.

Manage Profile QL O

w| Help | Personalize Page

71 Supplier Change Request

Change Request Submit Confirmation
1 Update Profile

Pending Approval
[~ Manage Supplier Contacts

& You have successully submitted your Supplier Change Request

1 Maintain My User Contact
Your Change RequestID 0000000002

Any email regarding the request status will be sent to

TaFord@riveo.org

Return 1o Supplier Change Request Selection Page}

A Retum to Supplier Home Page

Your Supplier Change Request ID "0000000002" has been submitted for approval.
Reply ) Reply All Forward T)

Thu 97772023 8:
Your Supplier Change Request has been submitted for approval.
SetlD : RIVCO

Supplier ID: 0000260628
SCR 1D: 0000000002

You will be notified at this email address of any changes in your request status. If you have any questions or feedback regarding your request, please
call the ACO Supplier Registration Team at (951) 955-3841, or emai pp r

Thank you.
County of Riverside, Auditor Controllerés Office
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Exhibit A

REGISTRATION INSTRCUTIONS

Supplier
Registration
Please have theses
readily available
before proceeding
with Registration

Welcome

Identifying
Information




REGISTRATION INSTRCUTIONS

Address

Contact: Business
Type Abbreviation

Location




REGISTRATION INSTRCUTIONS

Change

Request

Change Request is the
initiation of a change to
the Supplier Record by
the supplier user. All
change requests require
approval before
becoming finalized.

Identifying
Information

Address

Contacts

Location




REGISTRATION INSTRCUTIONS

Supporting
Documents
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