Process: Maintenance

Vendor Management

How Do | Edit an Address on My Vendor Record?

Step | Action
1. | Click the Maintain Supplier Information link on the left-side menu.
i
fD [Maintain Supplier Infarmation |
> Manage Urders
[ Review Payment Information
— Change My Password
— My System Profile
2. | Click the Addresses link to view, update and delete address information.
Note: Only an administrative user will be able to view the User Profiles link.
Soarc _
i > Eé Maintain Supplier Information
Maintain and update supplier informatien.
%nmn users and =upply side security Ci&:iijiidal&address\nfurma(mn I %uunmmmmmmrmmn
(K3 Man‘age Qrders
[> Review Payment Information
— 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.
™ i‘:‘"éim;‘.'] Supplier Maintain Addresses
" Usarpranas Select Vendor
— Addresses
— Contacts
- Manage Orders
i el
:ﬁhﬂ%‘w ALBANY CARPET WAREHOUSE
PENINSULA HOSPITAL CENTER
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Step

Action

4.

Click the Edit button to the right of the address to be edited.

s[s—

|®

= Maintain Supplier
| Information
| —User Profiles
— Addresses
| —Contacts
\[> Manage Orders
|l Review Payment Information
= Change My Passwaord

= My System Profile

Maintain Addresses

Current Addresses

HELENE FULD COLLEGE OF NURSING

Customize | Find | 8§

{ Addresses ' Address Uss |

Description
REMITTO

Sales Office
Main Office

Add aMew Address

Address Type
Business

Business

Business

E dit Delete

Edit Delete
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Action

5.

The system navigates the user to the Address Information page.

Correct the address information on the page.

I_srsil

earhs
|®

|7 Maintain Supplier Maintain Addresses
Informatian

— User Profiles Address Information

| — Addresses

— Contacls HELEME FULD COLLEGE OF NURSING
[» Manage Orders bt
[» Review Payment Information Description:
— Chanage My Password
— My Systern Profile

|Main Office

Address Type: Business

Country: |UsA @ United States

Address1; | 124 Main 5t

Address 2 i

Address 3

City: [Albany .

County: | | Postal: [12203
State: [Ny Q Mew York

Email 1D: .

“Type prefix  Phone Ext

B 11 | | ad Dekete_|

Date Change Will Take Effect: 03/07/2011 Eﬂ (example: 12/31/2000)
Return to Current Addresses Future Address
Save I

* Required Field
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6.

Once the address information has been updated, click the Save button at the bottom of the

page.
sl's —

Search:
|®

= IMaintain Supplier Maintain Addresses
Infarmation

— User Profiles Address Information

— Addresses

— Contacts. HELENE FULD COLLEGE OF NURSING

[ Manage Orders e e
[ Review Payment Information Description: ~ |Main Office
— Change My Password
— My System Profile

Address Type:  Business

Country: 'LEQ United States

Address1: | 158 Main St

Address 2: |

Address3: | ]

city: |41bany |

County: | Postat [12203

State: NY—‘Q MNew York

Email 1D il

“Type Prefix  Phone Ext

| ~l il il [ amd || Ceete |

Date Change Will Take Effect: | 030712011 @ (example: 12/21/2000)

Return to Current Addresses Future Address

* Required Field

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

Click the OK button.

o  E—

| |®

= Maintain Supplier Maintain Addresses

Information :
Z{ient Profies Save Confirmation

— Addresses

— Contacts
[ Manage Orders
[» Review Payment Information
— Change My Password oK
— My System Profile -

. The Save was successful.
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Step | Action
8. | An email notification of the change made to the vendor’s record will be sent to the
primary contact on file.
9. | To view the edited address, click the Description Link of the address you would like to

sl's—

Search:
®

= Maintain Supplier
Infarmation
— User Profiles
| — Addresses
— Contacts
[» Manage Orders
[> Review Payment Information
— Change My Password

— My System Profile

Maintain Addresses

Current Addresses

HELENE FULD COLLEGE OF NURSING

First [ 13013 (M Last

{ Addresses ' AddressUse |

Customize | Find | ##

Description
REMIT TS

Zales Office

Main Office

Add a Mew Address

Address Type

Business —J—J
Business _Edit | Delete |
Business MM




