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Change Request
What is Change Request?

The Tl Supplier portal enable suppliers to maintain critical information for their company. A Change Request is an action done by the
supplier whenever there is an information that needs to be changed.

There are many types of changes that can be performed:

|. Company Information
e Company Name
o Address
e Tax ID
lll. Contact Information
e Email to receive PO
e AR Recipient
IV. BanRing Data
V. New Document or Certifications
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Order Account vs Payment Account

Types of Account
e Order Accounts - determines who Tl will place an order with (applicable for suppliers with PO only)

o Payment Accounts - determines where Tl will make payments

You can determine the type of account by reviewing the title of the address section (Order Address/ Payment Address) under Company
Information tab or, if you have access to both type of accounts, you will have a drop down list beside your company’s name in the top right

corner of the screen.
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Change Request
Company Information Change

When it comes to the Company Information change, details regarding Company Name,
Address, Tax ID, AR Recipient, and email to receive PO have the same change request process.

1.1 Starting from the Home Page, click the Company Profile button.

13 TEXAS General Info.
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4 ol R Supplier Portal
Announcement Onb
i You have now logged onto our supplier
Company portal. This portal is the one-stop shop
Profile for all of your business transactions
with us.

Please note that in doing business with
us, you agree to abide by the supplier
code of conduct and policies we
uphold,
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Change Request

|. Company Information Change
1.2 Click the Request Information Change button.
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Change Request

Company Information Change

1.3 Select a Change Request Type.

1.4 Enter a reason for the change request. (What changes are to be made and justification for
that change).

Reason for Change Request

@ Change Request Types Reason for change request” @

-

Additional Information Update
Banking Data Update

Company Information Update
Order Address

Deactivation

Reactivate the Supplier Address Label (D)

Supplier Extension -




w3 TEXAS INSTRUMENTS

Change Request
Company Information Change

1.5 Update the fields with the necessary changes in the Company Information tab. (it can be
either the Company Name, Address, Tax ID etc.)

1.6 Click the Save button.
i  Company Information @ m

Documents & Certs. .
e se & - Supplier Expired Documents

1
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Reason for Change Request

I Financial Indicators

¥  Qualifications Change Request Types Reason for change request
Company Information Update Q- Address Change
# Changes Re ted N
& Changes Requester Legal Information
£
Legal Form Place Of Registration
Company Order Address
Supplier” Address Label (&) ) )
Shared Capital Year of creation

I SUPPLIER TEST SETUP

Doing Business As (DBA) Address Line 1/ PO Box (D"
en I 12 Address Test, Sample Street TIN G} VATID @
Website Address Line 2 (3) @ 123-454-789-000

MAICS Code Zip Code ()"
- I 1234 I
MWEE Categories (&) City "
- Sample City en I
Minority Business Representation (&) Country * ince/District
- MALAYSIA o -| O -
Email to Receive PO (@)
updatedPOrecipient@email.com




w3 TEXAS INSTRUMENTS

Change Request
Company Information Change

1.7 Go to the Documents & Certs. and delete the current file by clicking the Pencil Icon.
1.8 Click the Archive button to delete the current document.
1.9 Click the Close button.

Note: Do this only if necessary to update your
documents otherwise, proceed to next page

:nt/Tax Registration Certificate s B X
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Tax Document/Tax Registration Certificate(@)
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Archive Date

Request Date

Add Tax Document/Tax Registration Certificate

Att. Type

@@ [+ @] “u)  Company/Business Registration
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Change Request
Company Information Change

1.10 Click the Documents & Certs. tab. Then click the ‘+’ icon, then upload document.
(This applies for documents that needs to be replaced based from the information change)
1.11 Enter Begin Date for the document. (This is the effective date for the document being
provided and end date if applicable.)

1.12 Click Save and Close button to submit the documents.
Edit document : Tax Document/Tax Registration Certificate @

«
o
Tax Document/Tax Registration Certificate(’) - -
Description
Type® Status
Tax Doc /Tax Registration Certificate / 0 - Draf
Add Tax Document/Tax EEEIS'h'Hﬂﬂn Certificate C?::xmpan:nT;S;neiE. Re%éiﬁa&u?n: srifieate i
Document's owner
DELA CRUZ Heart
Type %+ Document Na Document Name Begin Date"
o

Document” Validity end date

@ @k or Drag to add EB -

Link to external document Validity

Att.
@ @ “u)  Company/Business Registration *
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Change Request

Company Information Change

1.13 Click the Submit Change Request button.
1.14 Click the Submit Docs button

After you click on “Submit Docs” button, the request will route for internal
approvals. You can check the status by going to the Change Requested tab.
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Change Request
Company Information Change

For suppliers with PO’s: Change Requests of
Company Information made in Order Account
must also be done in the Payment Account and
vice versa specifically for Company Name and

Tax ID update.

If you have questions about what information is required, please
use Conversations to reach your contact at Tl.
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Thank you!




