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Concept

This topic covers how to maintain supplier information for suppliers that currently exist in the system. The supplier pages contain fields for a wide variety of information about the supplier, including summary, address, contact, and location information.

Note: The Identifying Information page contains additional information. The Additional Reporting Elements section of this page contains tracking information for W-8 and W-9 statuses. In addition, a new classification of International has been added under the Classification field on this page.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update supplier information.


Additional Information

When updating information that already exists for the supplier, it is recommended to add a new effective dated row, for those sections that are effective dated (Address, Location, etc).

See the Business Process SP.020.010 - Adding/Updating a Supplier for more detailed information on what is stored within each tab of the supplier.


Procedure

	Step
	Action

	1. [bookmark: ID0x00000064] 
	From the Navigator menu, click the Suppliers link.

	2. [bookmark: ID0x00000065] 
	Click the Supplier Information link.

	3. [bookmark: ID0x00000066] 
	Click the Add/Update link.

	4. [bookmark: ID0x00000067] 
	Click the Supplier link.

	5. 
	Enter your SetID in the SetID field.

	6. [bookmark: ID0x00000068] 
	Enter the Supplier ID in the Supplier ID field. If you do not know the Supplier ID, you can also search by Short Supplier Name or Supplier Name. 

	7. [bookmark: ID0x00000069] 
	Click the Search button.

	8. 
	The search result will open the Summary tab of the supplier. The information on this tab is an overview of key information for the supplier.

	9. [bookmark: ID0x0000006B] 
	The search result will open the Identifying Information tab. The Identifying Information page includes the supplier status, classification, and other basic business information for the supplier.

	10. [bookmark: ID0x0000006D] 
	By clicking on the Expand All button or individually clicking on the arrow beside each section, you can review and update as necessary. 

	11. 
	The Address tab is where one or more addresses are recorded. Multiple addresses can be added for the different sites that a supplier may have.

If maintenance is needed for a supplier address it should be handled in the following way: 
1) When adding a new address for the supplier (ie: the supplier has multiple sites), click the add button (+) in the Supplier Address section to add a new row. 
a. Enter a description that easily identifies the address for the supplier (ie: ATLANTA-REMIT).

2) When information changes for an address that already exists, navigate to the Details box within the Supplier Address section.  Click the add button (+) to add a new effective dated row, then add the updated address information. It is recommended that you add a new effective dated row when making a change instead of updating the information on the row that already exists.

3) Because supplier information is Effective Dated, you can insert new rows to reflect changes in address before the change goes into effect, so that you don’t forget to update this information later. To pre-add/update address information for the supplier, click the add button (+) in the Details section to add a new row. Make sure to change the Effective Date to match the actual effective date. 

4) The Address page is also where the Payment/Withholding Alt Names and Phone Information are updated and a new effective dated row should be added if changes are made to either of these sections.


	12. [bookmark: ID0x00000073] 
	On the Contacts tab, information can be added for supplier contacts that may need to be frequently accessed. (Ex: Sales Representative, Office Manager, etc) 

Note: 
1) More than one type of contact may be added by clicking on the add button (+) in the Supplier Contact section. (Ex: Accounts Receivable, Sales, etc)

2) When changes to the Contact Details is needed, click the add button (+) to add a new effective dated row, then add the updated contact information in the Details section.

	13. [bookmark: ID0x00000076] 
	The Location tab is where supplier location is added/updated. Location is not a physical address. It is a default set of rules, or attributes, that define how you conduct business with a particular supplier.

If maintenance is needed for a supplier location it should be handled in the following way: 
1) When adding a new location for the supplier (ie: the supplier has multiple sites), click the add button (+) in the Location section to add a new row. 
a. Enter a description that easily identifies the location for the supplier (ie: ATLANTA).

2) [bookmark: _GoBack]When information changes for a location that already exists, navigate to the Details box within the Location section. Click the add button (+) to add a new effective dated row, then add the updated information (for example: A new remitting address was added on the Address tab. Click the Payables link on the new effective dated row, then Search within the Remitting section and select the new address that should be used for remittance). It is recommended that you add a new effective dated row when making a change instead of updating the information on the row that already exists.

3) Because supplier information is Effective Dated, you can insert new rows to reflect changes for the location before the change goes into effect, so that you don’t forget to update this information later. To pre-add/update location information for the supplier, click the add button (+) in the Details section to add a new row. Make sure to change the Effective Date to match the actual effective date. 

4) There are many different options that exist within the Options of a supplier location (these are found in the Payables, Procurement, and 1099 links).  A new effective dated row should be added within the Details section if changes are made to any of the options that exist within these pages.  


	14. [bookmark: ID0x00000079] 
	Be sure to click on the Save button when all changes have been made. 

	15. [bookmark: ID0x0000007A] 
	Congratulations. You have just completed the Supplier Maintenance topic. Below is a summary of the key concepts of this lesson:

- The supplier pages contain various information about a supplier – address, contact, location, and summary information.
- Supplier information can be updated at any time.
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