Seller Administrator — Maintain Bu

Organizational Information ZMiChigaﬁi

Quick Reference Guide

Introduction

The “How to Maintain my Organization Information” Quick Reference Guide is designed to provide a Vendor
the minimum steps necessary in maintaining their Organizations information (i.e. company name, email,
address, and term & categories).

Pre-requisites
A Vendor must have Seller Administrator role in order to update their Organization profile.

Steps

Step 1:

a.) From the home screen once
logged in, select the Seller
Administrator tab located at
the top, right hand corner of

Maintain Organization Maintain Users on this
the screen. Information Account
. . I I
The page refreshes with a list of —— r—
icons, defaulted to the General Tab. = = ety
I I
b.) Select the Maintain Org. This section is used for This section is used to maintain
Information Icon maintaining organization users for the organization.
. information.

Maintain Organization Information for: Sida's World

Step 2:
Maintain General - Maintain Commaodity
The Maintain Organization Organization Information Maintain Addresses Codes & Services
Info_r_matic_)n page displays with — — —
additional icons . " " "
a.) Click the Maintain General — — —
Org. Information Icon. This section is used for This section is used to maintzin | This section is used fo maintain
maintaining general addresses. commpodity codes and services.
crganization information.

Step 3:
Maintain General Organization Information

The Maintain General Org.

Information page displays. ol 00043852
Company Mame™® |Sida's World | Vendor Legal Name*: I@
a.) Update your information as DBA for Vendor:
needed: Tax ID#* [sseseness  Jsnowl]  Country Code for Tax D" [US - United States of America v
e Company name Is Tex D # an Employer Idenfification Number (EIN) or & Social Security Number (SSN)?
e Email O EN ® sy

e Phone #, etc.

b.) Click the Save & Exit button incoporation Dedalls:  State: M| Yearof Incorporation

once complete. Businesa Description: |Testing |
Prefemed Delivery Method:

Note: Once completed, the page
defaults back to the list of icons on

the Maintain General Org. N Zave & Continue | Reset | Cancel & Exit l
Information page. - - : i

Vendor Email: | chavezi@michigan.gov |
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Step 4:
. Maintain General s Maintain Commodi
You have the option to also update Organization Information Maintain Addresses Codes & Sr;‘n.-'icest]Ir
g g e
a.) Click the Maintain
Addresses icon. —— — —
This section is used for This section is used to maintain|  This section is used to maintain
b.) To update your info. . click maintaining general addresses. commodity codes and services.
. ' croanization informaticn.
the General link under the
name column to your left. Maintain Addresses for: Sida's World
c.) To add another address, Name Address Type Address Information
click the Add Another ?
Address button. ‘ General General Mailing Address Isidra Chavez
/ 320 S. Walnut
.~ Lansing, MI 439323
us
Email: chavezi@michigan.gov
Phone: (517)373-4396
=

| pp——
D =

Maintain Organization Information for: Sida's World

Step 5:
Maintain General s Maintain Commodity
Commodity Codes & Services can Organization Information Maintain Addresses Codes & Services
also be maintained by adding or — — —
deactivating code(s). = _. = _. = _.
a.) Click the Maintain —— — —
H This section is usad for This section is used to maintain | | This section is used to maintain
Commod Ity Codes & maintzining general addrezses, commaodity codes and services.

Services icon. organization informaticn.

Commodity Maintenance Home Page for: Sida's World

b.) Click the Maintain
Commodity Codes icon. Maintain Commodity Codes |
Thiz secficn is used to add or remove commedity e —
codes.
I
s | Display Inactive Commodity Codes
e | This section is used to display inactive commodity
codes.
L |

Step 6: Commodity and Service Codes
The Current Codes page displays Current Codes - Sida's World

with a list of commodity codes. - e Descripton
a.) Mark the Deactivate check N 70789 | Testing Equipment for Computers and Related Equipment
box and click the Deactivate
Selected Items button to —_—
Decivae Selected ftems || Acd Additonal Codes || _JCamcel4Est |

deactivate a code.

b.) Click the Add Additional
Codes button to add
additional codes.
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When you click the Add Additional
Codes button, the search page
displays.

Commodity and Service Codes - Sida's World

c.) Use the NIGP Class NIGP Class | v
dropdown menu or the NIGP
Keyword search field to NIGP Class ltem
assist in finding the correct NIGP Keyword |testing
commodity code(s) that
correspond with what your Search using ALL of the criteria %
organization offers.
d.) Click the Search button once
complete.
1234
Step 7:
[] |Code | Description
A list of NIGP codes will display. 031-87 | Testing and Recording Instruments
[]
a') ?:;:(I:It ctjf?gvgr;greogflta?gd E 03582 | Taxiway and Rurway Testing Equipment and Supplies
gﬁggl(f%g)‘&’sgnark'”g the 7| |[075-24 | Disgostic Instrument System for Vehicle Emission Testing

> Save ana Add tors

Your new code(s) selected will
display on the Current Codes page.

a.) Click the Cancel & Exit
button to get back to the
original screen to continue to
maintain org. information.

Current Codes - Sida's World
Deactivate Code Diescription
D 035-32 | Taxiway and Runway Tesfing Equipment and Supplies
D 073-24 | Diagnosiic Instrument System for Vehicle Emissicn Testing
D 207-39 | Testing Equipment for Computers and Related Equipment

You can also update your standard
payment & shipping terms, or other
statuses for various categories.

a.) Click the Maintain Terms &
Categories icon.

b.) Click the Exit button on the : . - _
Commodity Maintenance _ Deactivats Selected tems I Add Aditional Codss
Home page_ A aimmnea o - . B
Step 9 Maintain Organization Information for: Sida's World

Maintain General Maintain Addresses

Organization Information

I I
N N
I I
This secticon is usad for This section is used to maintain
maintsining general addresses.

organization informaticn.

. - Maintain Terms and
Maintain Regions Categories
I I
ey ———
= X == x|
This section is used o maintain This section is usad o maintain
regions. terms and categories.
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Step 10: Terms, Categories, and Certifications - Sida's World

The T&C’s & Certifications page
displays. Payment Terms:
Freight Terms:
a.) Update desired Terms & Shipping Method: | v
Categories. Shipping Terms: | v

b.) Once complete, scroll down
to the bottom of the page
and click the Save & Exit
button.

Categories & Certifications

Category: Business Structure

Description: Business Structure  Category URL: hitp:/iwww.michigan.govimicontractconne:

Please select at lzast one category value
Select

O

D 301C3

D Foreign

[~ Socimn Y swescome | few | coeses
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