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Updating A Supplier Address On Transactions 
 

This job aid will assist users in updating a supplier’s address on a transaction when the 

desired address is not listed under the available locations.  

Occasionally, users may need to choose an address for a requisition or payment 

request that isn't among the available location options. Although the address cannot be 

added directly to the requisition or payment request, it can be updated on the purchase 

order and voucher. 

Below are examples of a requisition, purchase order, payment request and voucher 

where the ordering or remit address needs to be updated, but the active Location does 

not have the desired address available. 

This supplier has 14 active Addresses and 1 active Location. (Navigation: Suppliers > 

Supplier Information > Add/Update > Add/Update Supplier) 

Only 1 of the 6 locations is active, REMIT-PW01. 
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The REMIT-PW01 Location Procurement Options default to address #1.  
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Scenario #1 – Ordering address on Requisition/Purchase Order 
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When creating a 

requisition, the system allows the user to select a Location, not an Address. Only active 

Locations will appear in search results. However, the address can be modified on the 

Purchase Order. (Navigation: eProcurement > Create Requisition > Special Request) 

 

After creating the Purchase Order, the buyer can update the address by navigating to 

the Supplier Details in the Purchase Order Header section. (Navigation: Purchasing > 

Purchase Orders > Add/Update POs) 

 

 

Next, click the magnifying glass in the Address field.  
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Select the desired 

address and click OK.  

 

 

 

 

 

 

 

 

 

 

 

After updating the address, the buyer can proceed with processing the PO.  
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Scenario #2 – Remit Address on Payment Request/Voucher 

Payment Requests, similar to requisitions, only permit the selection of active locations. 

On the Supplier Information step, choose the desired Location. If the required address 

is not available under the selected location, it can be updated on the voucher. 

(Navigation: Payment Request tile > Create) 
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Default supplier payment options are also determined by the supplier location.  When 

creating a voucher (building a voucher from a payment request, copying in a PO, or 

direct entry) the default address will populate based on the Payables Options selected 

for the Location. If needed, the address can be changed. For example, supplier 

#0000004047 has address #12 selected as the default Payables Option for the one 

active location (REMIT-PW01) as seen in the screenshot below.  

(Navigation: Suppliers > Supplier Information > Add/Update > Add/Update Supplier)

 

A different Remit address can be selected on the Payments tab. In the example below, 

the default address for Location REMIT-PW01 is address #12. (Navigation: Accounts 

Payable > Vouchers > Add/Update > Regular Entry) 
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To change the address on the voucher, click on the magnifying glass in the Address 

field of the Payments tab.  

Select the desired address.  
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The Remit To address is now set to 2.  
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In addition to updating the Remit address on the voucher, the Invoicing address can 

also be updated. As seen in the screenshot on page 6 of this job aid, the default 

Invoicing address is also #12. To change the Invoicing address on the voucher, from the 

Invoice Information tab, click on the magnifying glass in the Address field. 
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Select the desired address.  
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The Invoice address is now updated to reflect Address #3. 

 

 

If further explanation is needed, please submit a ticket to support@usg.edu.  

mailto:support@usg.edu

