=3
Add / Edit / Delete Addresses

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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* 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.
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* 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.

e 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.

Help v2.5.1.4 - Pg 28 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Add / Edit / Delete Addresses

¥

9

Addresses Tor Suppler - TWICO! - BPC: Version 21031 - Example Company

=/ |wre | Equomeniandlocabors Conbact Fraced R vty Marerarnceand Projects Mol Proorement Sder Senie Rmotg s - @ X
OuX0 § O
Edt Deelr Bk | Semlayout | fefesh
AidresTipe  AddesContactinee Airess | Midress?  Addemd County PtlCode Comdy  Telo TeExt Fadig Emalidey
¥
b PfS Jdah Jeash Misgon Road Mgt Dubn B an Shdlca 033887 8 BT e
POST PO Baa 000 Kt ity mewmee 0000 South Afcy
Pff ] 1 MilrestRosd Duban Al 8 DM LW
0 Thie acddress : Mission Road for supplier TWA01 has been saved.
ok
Open Wircons * T
= —eeee |

Help v2.5.1.4 - Pg 29 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Add / Edit / Delete Addresses

VIEW EDITED ADDRESS

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

Supplier - [ ] screen.

Help v2.5.1.4 - Pg 30 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Add / Edit / Delete Addresses

‘ 4 4 Addresses for Supplier - TWA! - BPO: Version 21031 - Example Company
U Home | Equpment ardLocatend  Condract Frrce Rl [y Manrurce snd e Moulictrrg Prearement Gees Servie Reportrg Uit - F X
. e
[ il )
O/ X0 & ©
M it Deelr Bud  Snelaywt | Refeh
MdenType  AddesConiwhume  Adbes]  Addessd  Adesd Conty  PostiCode Cowby Tl Teet Fofo  Eelidiess b
¥
¥ | S Judah bssh MeonRopd MWloest  Dutn N M South dfrca 0115887 § D315E8TTS pdahiBemal cory A
PORT POBSK 000 Ared Cly Pronce D000 St Afica ]
PHIS feb 1 FillyestRoad Db LA k' DK% M l
L[ﬂ'ﬁ‘lﬁl' Woa XM
=
MNU.056.006

Help v2.5.1.4 - Pg 31 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential







