Process: Maintenance

Vendor Management

How Do | Change Existing Contact Information?

Step | Action
1. | Click the Maintain Supplier Information link on the left-side menu.
Menu = &
il
eD)
L[> I1aintain Supplier Information I
[ Manage Orders
[» Review Fayment Information
— Change My Password
— My System Profile
2. | Click the Contacts link to view, update and delete contact information.
Note: Only an administrative user will be able to view the User Profiles link.
j.liearch: Main ||enu »
j (&) [4//] Maintain Supplier Information
Maintain and update supplier information.
T - ST [T e s |
& wa Payment Infermation
|~ Change My Password
|— My System Profile
3. | The following screen will appear if more than one Vendor ID is associated with the User.
Click the vendor’s link to view, update and delete address information.
=2
:ﬁé‘:g&g#pp‘l{er ‘ Maintain Addresses
— User Profiles Select Vendor
— Addresses
— Contacts
— by System Prafile ALBANY CARPET WAREHOUSE
PENINSULA HOSPITAL CENTER
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4. | Click the Edit button to the right of the contact to be edited.

L e ————

search:
= Maintain Supplier Maintain Contacts

Information

— User Profiles Current Contacts

— Addresses

— Contacis HELENE FULD COLLEGE OF NURSING
[> Manage Orders
[ Review Payment Information Current Contacts Customize | Find
— Change My Password e et
— My System Profile Description Name

Primary Contact Caraol Abetello Edit ! Deletei
Sales Manager Jake Bocca Edit ! Delete!
Sales Assaciate Carl Rogers Delete!

Add aMew Contact |

5. | The system navigates the user to the Contact Information page.

Update the Contact information on the page.

s[s—

Search:
= Maintain Supplier Maintain Contacts
Infarmation =
— User Profiles Contact Information
— Addresses
HELENE FULD COLLEGE OF NURSING
[> Manage Orders
[» Review Payment Infarmation Description; |Sales Associate
— Chanae My Password
= My System Profile Name: (_Zarl R_n_g_ers
Email ID; |Rogers@gall.com
URL:
Location: | sates office [~]
Role: [ Sales @
Status: Active [

Telephone Information

Type Prefix Phone Ext
Business [~ 518/482-6575 | | Add Delste |
Return to Contact List Euture Contacts

Save
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6. | Once the contact information has been updated, click the Save button at the bottom of the

page.
Search:
¥ Maintain Supplier Maintain Contacts
Information =
— User Profiles Contact Information
— Addresses
— Contacts HELENE FULD COLLEGE OF NURSING
[> Manage Orders . -
[> Review Payment Information Description: | Sales Associate
— Change My Password
— My System Profile Name: _Carl Rogers
Email ID: :.Rbgers@-gé.il-.com
URL' —
Location: | Sales Office E
Role: Sales @
Status: Active [~|

Telephone Information

*Type Prefix Phone Ext
Business [¥]| ||5181482-5487 | Add Delete_|
Eeturn to Contact List Future Contacts

|

7. | The Save Confirmation page informs the user that the save was successful.

Click the OK button.

s[s_

Search:

= Maintain Supplier Maintain Contacts
Information -
“Uiser Proflss Save Confirmation
— Addresses

i The Save was successful.

[ Manage Orders
[> Review Payment Information

— Change My Password

— My System Profile

8. | An email notification of the change made to the vendor’s record will be sent to the
primary contact on file.
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9.

To view the edited contact, click the Description Link of the contact you would like to

view.
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®

[= Maintain Supplier
Information

— User Profiles

— Addresses

| — Contacts

[ Manage Orders
[» Review Payment Information
— Chanae My Password

— My Systemn Profile

Maintain Contacts

Current Contacts

HELEME FULD COLLEGE OF NURSING

Current Contacts

Description
Frimary Contact

Sales Manager

Sales Associate

Add a New Contact |

e i L8
Customize | Find | ##

Name
Carol Abetello

Edit 1 Deletei

Jake Bocca Edit 1 Deletei
Carl Rogers Edit l Deletei




