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Add / Edit / Delete Addresses

We are currently updating our site; thank you for your patience.

PROCUREMENT

ADD [ EDIT [ DELETE ADDRESSES

Make sure you have the supplier's physical address set up as the default
address, as this pulls through to the purchase order

Ribbon Access: Procurement > Suppliers
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ADD SUPPLIER ADDRESS

In the Supplier Listing screen,
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Select the Site

* In this image Durban has been selected.
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SELECT SUPPLIER

* Select the row of the Supplier to whom you wish to add an
address.
* Click on the Addresses tile.
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ADD ADDRESS

* The Addresses for Supplier - [] screen will be displayed.
* Click on Add.
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The Address maintenance for Supplier [] screen will be displayed.
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ADDRESS TYPE

* Click on the drop-down arrow in the Address Type field.
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, 4} ' Address maintenance for Supplier SPROCY - BPC: Version 2.1.0.31 - Example Company
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* Select the Address Type from the menu.
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ADD ADDRESS DETAILS

* Type in the address details.

SAVE ADDRESS

e Click on Save.

Help v2024.5.0.7/1.0 - Pg 12 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Add / Edit / Delete Addresses

, 4} ' Address maintenance for Supplier SPROCY - BPC: Version 21,031 - Example Company
)
N/ e | Enpmentadlocaters Covacl FrwrcewdHR Doy Marrwrceandiocs Mouihorg ocsment S Seke Ty U - 6 X

Back

Address Type Brg ¥
Contack Hame  Junet Rowe

Address | Wit Exinie
Address 3 fichmond Foad
Address 3 Duban
Province KN
Postal Code 3652
Country %ok Ak
Tel No. 0311234567
Telbxt. 12
Fax o, (31587543

Email AMddress rowe Bemal.co.o

(pen rdows * 10 et 2047

Help v2024.5.0.7/1.0 - Pg 13 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Add / Edit / Delete Addresses

* You will return to the Addresses for Supplier - [] screen.
* An Address Processing message box will appear informing you
that;
° The address: [ ] for supplier [ ] has been saved.
* Click on OK.
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VIEW NEW ADDRESS

* You can now view the new address details in the Addresses for

Supplier - [ ] screen.
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EDIT SUPPLIER ADDRESS

In the Supplier Listing screen,
Select the Site

* In this example, Durban has been selected.
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SELECT SUPPLIER

* Select the row of the Supplier whose addresses you wish to edit.
* Click on the Addresses tile.
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The Addresses for Supplier - [ ] screen will be displayed.
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SELECT ADDRESS TO EDIT

e Select the row of the particular Address that you wish to edit.
* Click on Edit.
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* An Address message box will pop up asking;
° Are you sure you want to edit the address, [ ] for [ ]?
e Click on Yes.
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The Address maintenance for Supplier [ ] screen will be displayed.
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EDIT ADDRESS DETAILS

* Make the address changes as required.

¢ Click on Save.
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* You will return to the Addresses for Supplier - [] screen.
* An Address Processing message box will pop up informing you
that;
* The address: [ ] for supplier [ ] has been saved.
* Click on OK.
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VIEW EDITED ADDRESS

* You can now view the edited address details in the Addresses for

Supplier - [ ] screen.
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