iSupplier Profile
Management

Job Aide

This job aid will provide the navigation for a supplier to add, create or update organization information (your company
information), address details (your company’s address and locations), contact information (user contacts), business
classifications, products and services, and banking details.

Step 1. Login to
iSupplier and click
the Admin tab.

Step 2. Click the
Organization link

Step 3. Update or add
any additional
organization
information (your
Company’s details).
ENTER ALL
INFORMATION IN
CAPS

Step 4. Click
on Save.

Step 6a. Click Create to add
another site or physical location
of business for your company.

Step 5. Click the
Address Book link

Step 6b. Click Update
to make changes to the
existing address
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Step 8. Click
Save.

Step 7. Create or
Update address
information. Enter in
all caps. Note: an *
indicates the field is
required.

Note: Select if this is
a purchasing address
if this is an address
where PCS can
purchase from.
Select Payment
address if this is an
address that PCS
used to pay you.

Step 10a. Click Create to
add Employee contacts for
your business.

Step 9. Click the
Contact Directory
link

Step 10b. Click Update
to make changes to an
existing contact.
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Step 12. Click
Apply.

Step 11. Enter or Update
contact information (Enter
in all caps). Note: *
indicates required field.
Step 13. Click the Business
Classification link to list
any qualifications or
specific categories your
business falls into.

Step 16. Click the
checkbox to
certify.
Step 17.
Click Save.

Step 15. Enter the desired
information into the
certification fields.
Step 14. Select the
Applicable business
classification checkbox.
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Step 20a. Click on Add to add
additional products & services.

Step 18. Click the
Product & Services
link to update the
product and
services your
company provides.

Step 19. Click on Select
checkbox and then click
Remove to remove Products
& Services from your list.

Step 20c.
Click Apply.
Note: You can choose to
either search or browse
for products and services.
Step 20b. Search and select the
Applicable products and services
checkbox. If the applicable
checkbox is grayed out, the
product or service is already
assigned to your company’s list.

Step 22a. Click on Create
to add another bank to
be approved.

Step 21. Click the
Banking Details link
to add a new bank
or update banking
information

Step 22b. Click on
Update to make changes
to an existing account.
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Step 24.
Click Save.

Step 23. Enter or Update Bank account
information (Enter in all caps). Note: *
indicates required fields.

Step 25.
Click Save.

SUCCESS!! You have now updated the Supplier’s Profile. You will be
notified once your changes are approved. (Your changes were submitted
for PCS approval for each section when you click save or apply.)
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