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PO.020.790 - Adding/Maintaining Locations
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic covers how to add and maintain Locations that are applied to Requisitions, Purchase Orders (and Vouchers in Accounts Payable). Locations refer to a physical address associated with the vendor and are identified by a Location Code and SetID. When a transaction is created, the Location Code and SetID are entered and the Location is applied to the transaction. 

Important: Locations are used by many different modules and great care should be taken when modifying. A location must exist before a Ship To location can be added.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the two data items that identify a Location.
- Add a Location.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, you will create a Location with a Location Code USG07 and SetID 27000. The Location will be in Athens, GA.

	Step
	Action

	1. [bookmark: ID0x00000093] 
	Click the Set Up Financials/Supply Chain link.


	2. [bookmark: ID0x00000094] 
	Click the Common Definitions link.

	3. [bookmark: ID0x00000095] 
	Click the Location link.


	4. [bookmark: ID0x00000096] 
	Click the Location link.

	5. [bookmark: ID0x00000097] 
	Click the Add a New Value tab.


	6. [bookmark: ID0x00000098] 
	Enter "USG07" in the Location Code field. 

	7. [bookmark: ID0x00000099] 
	Click the Add button.


	8. [bookmark: ID0x0000009A] 
	Enter "USG Location 07" in the Descr field. 

	9. [bookmark: ID0x0000009B] 
	Enter "2500 Daniels Bridge Road" in the Address 1 field. 

	10. [bookmark: ID0x0000009C] 
	Enter "Athens" in the City field. 

	11. [bookmark: ID0x0000009D] 
	Enter "USA" in the County field. 

	12. [bookmark: ID0x0000009E] 
	Enter "30606" in the Postal field. 

	13. [bookmark: ID0x0000009F] 
	Enter "GA" in the State field. 

	14. [bookmark: ID0x000000A0] 
	Click the Location Detail tab.


	15. [bookmark: ID0x000000A1] 
	Click the Location Definition tab.


	16. [bookmark: ID0x000000A2] 
	Click the Save button.


	17. [bookmark: ID0x000000A3] 
	Congratulations. You have just completed the Adding/Maintaining Locations topic. Below are the key concepts of this topic:

- Locations are used in creating Requisitions, Purchase orders (and Vouchers in Accounts Payable). 
- Locations are identified by a Location Code and a SetID.
End of Procedure.
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