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1 GETTING STARTED

This document provides instructions on how the procurement administrator manages
supplier access and maintenance using Oracle applications.

1.1 Sign-On to Cloud applications
To log into the application:

1. Open internet browser window.

2. Enter the below URL:

Environment Link for Supplier Portal login

TEST https://login-etei-test-saasfaprodl.fa.ocs.oraclecloud.com/

PROD https://login-etei-saasfaprodl.fa.ocs.oraclecloud.com/

Table 1 Direct Login URL

3. The Sign In page appears. Enter your User ID and Password.

Sign In

Oracle Applications Cloud

|English ~

ORACLE

Figure 1 Oracle Cloud Sign-In Page

4. Your user ID and password are case sensitive. Passwords always appear as
asterisks in the display as you enter them.

Tab to or click the m button to sign in.

Personal Homepage dashboard screen appears with CLOUD privilege access.
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2 MANAGE SUPPLIER REGISTRATION REQUEST

Suppliers will submit the registration application; procurement admin will receive an email to

proceed with the next step. Below is the sample of email that procurement admin will
receive.

Action Required: Supplier Registration Request 94005 for SM Company

M & ~ [ @ 5 P= 3 7 (===

e & 8 © 0 ERE ©

e Archive Rzport  Reply Reply Forward Mesting  Zoom  Sweep Rules  Read/ Categorze Flag Poly  Print
~ all - ~ Unread - - -

pegart pespand 200m Togs it

Action Required: Supplier Registration Request 4005 for SM Company

©9 SsMaocx || B mofdoc

Access this task in the Workspace Application or take direct action using the links in this emall

|actions: Approve  Reject | Request More Infe |

Access this task in the workspace application to send a reason for rejection to the requester.

Supplier Registration Request 94005 for SM Company
Details

Assignee Vendor Managament Registration Request 94005 Approval Status  Pending Approval

Assigned Date 12110124 Requested By SMun1998jun@gmail.com Business Relationship Spend Authorized
Task Number 1400463 Request Date 1210124 Source Extemal

Note to Approver Thank you for inviting us to be

Inviting Procurement Bu  LSE BU part of your supplier

’

Figure 2 Email after supplier submit application

2.1 Reviewing Supplier Registrations Application
Step to continue reviewing the application in the screen.

No. | Work Area Navigation Personnel

1. Procurement | Suppliers Vendor Management

Table 2 Navigation

Good afternoon, Vendor Management
Contract Management Procurement My Enterprise ools Others

QUICK ACTIONS

e o e R

Manage Orders
Purchase Purchase Purchase Purchase Orders My Receipts
Requisitions Requisitions (New) Agreements

Manage Agreements

e, Manage Buyer Assignment Rules ﬁ @

2 b A
BT Manage Procurement Agents Negotiations Suppliers

Show More

Figure 3 Procurement Landing Page
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No. | Steps

1. Go to Task.

Click Manage Supplier Registration Requests.

» Manage Suppliers
+ Register Supplier

» Create Supplier

|+ Manage Supplier Registration Requests |

» Import Suppliers

» Merge Suppliers

El

2. Manage Supplier Registration Requests screen will appear, and approval status options
already defaulted into “Pending Approval’. Searching results will appear as follows:

Manage Supplier Registration Requests 3

4 search

** Registration Request

Inviting Procurement BU

** Approval Status | Pending Approval

** Supplier Creation Status

** Company Source
Business Relationship
Search | Reset
Search Results
Actions w View w Formal w 7 K eeze [y Detach
Registration | Inviting Procurement . N Supplier
Request BU Company Business Relationship  Approval Status [ PF.%1 o RequestedBy  Source Request Date
94005 LSE BU SM Company Spend Autharized Pending Approval smunigggjung@. . Exernal 12410024

Click on the blue link to review the details.

3. Review the details. Approval status will appear as below:

4 Approval History

View » Format v Freeze [ Detach Wrap
Action Name Action Date Additional Information
Submit 1210724 4:54 AM Thank you for inviting us to be part of your supplier
Request to Resubmit DHARMAHDI ABU HAS  12/10/24 542 AM Apologize on the returning you application. We need more information to process the registration into our database. Kindly attach - XXX, XXX, XXX
Submit 12/10/24 5:44 AM Thank you for inviting us to be part of your supplier

Then click “Done” when complete.

Table 3 Supplier Registration Review
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3 APPROVAL MANAGEMENT

Approvers will receive an email and application notification regarding supplier submissions.
Approver can either approve through email hyperlinks or application’s notification.

Events that require approval actions:

- New External Supplier Registration

- Supplier Update Information

Approving through email:

No.

Steps

1.

Open the email. Review all the registration details.

slier Ragistration Raquest 4005 for SM Company

esder

Action Required: Supplier Registration Request 84005 for SM Company

B oo | | 195 metooc

Access this task in the Workspace Application or take drect ax
[nctions: approve | Reject |Request More Info_ |

Access this task In the workspace application to send a reason for rejection to the requester.

Supplier Registration Request 94005 for SM Company

Details
Assignee  Vendor Managsmant Registration Request #4005 Approval Status  Pending Appravl
Assignea Date 1210124 Requested By #mun199jun@gmall.com Business Relationship Spend Authorized
Task Number 1400483 Request Date 12/10724 Source Extemal
Note to Approver Thank you for inviting us fo be
Inviting Procurement BU  LSE BU part of your supplier

Click on the blue link to proceed with your action.

New window of replying email will appear as follows.

Supplier Registration Request 94005 for SM Company

Message  Insert  formattext  Draw  Options
To ) etei-test fa.incoming.cnstag x729931523@workflow.emailap-melbourne-1.ocs.oradler test fain 52. B
Ce

Supplier Registration Request 94005 for SM Company

---—--Please type your comments above this line----—

Note: You can also add attachments to the task by attaching them to this ema
D5 ot edit below ThE

Approve : [INID]] : 6AdhSUKVLAokbaGIRZymmpmTrGOTAPEtqeHXNQOKIGIS 1ulp4P-GLDOSAAGMIVAUrk4PUpEtBHEDZ

CedRIXMTY¥hqllgbDuBSAIBePcNZaAOFWOMEYecuYHReAWBGW : [[NID]]

Regards,

p— R=move

Level 33, 1iham Tower, |
Mobile: +6012

Do not edit the item below the line.

Kindly remove the signature part. This is to make sure the actions capture correctly to
the system specifications and not including unnecessary picture as part of the
attachment to the document.

After completing the comments and attachment (if any). Click “Send” to trigger the actions to
the application.

Table 4 Approval through Email
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Approving through application’s notification:

No. | Steps
1. Open the application. Navigate to the bell icon. N B
Click on the notification appear that related to the supplier registration application.
Notifications Show All
® ACTION REQUIRED 2 minutes ago
Supplier Registration Request 94005 for SM Company
Web Services Application |dentity for Procurement
Click the blue link to review the application.
2. New pop-up window will appear. There are few more actions that you can use upon the review.
© Supplier Registration Request 34005 for SM Company - Google Chrome
25 fa-etei-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/f:
Supplier Registration Request 94005 for SM Company Request toResubmit | | Actions v | Approve || Reject
4 Details Request Information...
Adhoc Route:
Assignee DHARMAHDI ABU HASSAN Registration Request 94005 Approval Stati
Assigned Date  12/10/24 Requested By smun1998jun@gmail.com Business Relationsh Suspend
Task Number 1400461 Request Date  12/10/24 Sour Save
Inviting Procurement BU LSE BU _Nmpm:g ustobe
~
Request to resubmit = the registration will be pending and supplier will receive notitications
based on the remarks that you put during the action confirmation.
Request for information = you can delegate and request more information from internal
operation user regarding this supplier.
Adhoc route = approval delegation to another user.
3. If you choose to ‘Request to Resubmit’ action. Below is the pop-up remarks screen that will be

shown.

© Supplier Registration Request 94005 for SM Company - Google Chrome

25 fa-etei-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmUl/faces/adf task- =medium&dt=both&tf=short8lg=e

Request to Resubmit

Provide a reason to the requester why the registration needs resubmission

* Reason Apologize on the returning you application. We need more information to process the registration
into our database. Kindly attach - XXX, XXX, XXX

|O_5H Cancel ‘

Put the remarks, so the supplier will get notified in the email upon resubmit action.
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4. If you choose to ‘Request More Information’ action. Below pop-up screen will appear.

© Supplier Registration Request 94005 for SM Company - Google Chrome

2% fa-etei-test-saasfaprod1.fa.ocs.oraclecloud.com/fscmUl/faces/adf task-flow?tz=UT(]

Request More Information x

(@) Participant ‘ vendor manag v |
From —

( ) Other users ‘

Comments:

(@) Route directly back to me
Return Options

( ) Require subsequent participants to retake action

|§H Cancel ‘

Choose the participant, by default it will route to the previous participant. You can choose
Other users as well to inquire about the supplier. Put the comments (if needed).

Choose ‘Return Options’ (if needed).

5. If you choose to ‘Adhoc Route’ action. Below pop-up screen will appear.

Route Task

and route to: Comments:
®) Single Approver I:n;ank you for taking consideration of this supplier on behalf of
Group Viote 4
Chain of Single Approvers.
Users v
Advanced
First Name Last Name
Email 2]
Search | | Reset
D First Name Last Name Er Title Manager Organization
189384 SHAHRUL AIMAN BIN ABDUL RAHMAN s
v & shahul SHAHRUL EFFENDY AHMAD TAJUDIN ~ f.
SelectAll | | Select None
Selected & shahrul g
OK || Cancel

Choose the route task to use ‘Single Approver’ action. Put comments (if needed).

Choose user that needs to approve the registrations on behalf of you. Filter that been usually
used is email, or last name. ID is referring to the userid.

Search and tick the correct user. Then click OK.

Table 5 Approval through Application Notification

Supplier will receive notification after approved action complete in the system.
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4 SUPPLIER PORTAL ACCESS - EXISTING SUPPLIER

Supplier already exists in Oracle application database but does not have credentials and
access to Supplier Portal. Procurement administrators can grant access and roles to the
supplier using the Supplier Maintenance work area.

No. | Work Area Navigation Personnel

2. Procurement | Suppliers Vendor Management

Table 6 Navigation

No. | Steps

1. Click on Task.

Choose Manage Supplier.

I- Manage Suppliers

+ Register Supplier

* Create Supplier

+ Manage Supplier Registration Requests
* Import Suppliers

s Merge Suppliers

2. Enter the keyword that can identify the supplier, e.g.: Supplier keyword name. Click Search
button and the search result will appear below.

Overview  Manage Suppliers x  Supplier. OLIVESTOUCH TECHNOLOGIES SDN BHD x

Manage Suppliers @

4 Search Advanced | Manage Watchlist| Saved Search | Al Suppliers

* Keywords | Winston|

Search | Reset | Save..

Search Results

Actions w View v Format w + /S F F * Detach Register Supplier
Supplier " N " " S Tax Registration D-UN-S
Supplier e Alternate Name  Business Relationship Parent Supplier Creation Date  Inactive Since 1/ o8 Taxpayer ID Numnmber
Winston Engineering Corp. Sdn. Bhd 25654-W Spend Authorized 1021124

WINSTON ENGINEERING CORPORATION SON. BHD.  W00173 Spend Authorized o421

Choose the supplier that you want to grant access Supplier Portal to them.
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3. Supplier from migration will not completing few required details for LSE verification.

Edit Supplier: Winston Engineering Corp. Sdn. Bhd. @ %

Profile Addresses  Stes  Confacts

4 General
* Suppli - . Business Relationship  Spend Auhurized
Supplier | Winston Enginesring Corp. Sdn. Bhe ¢
Supplier Number 25654 Parent Supplier

Aermate Name Parent Supplier Humber
Creation Date  11/21/24
Tax Organization Type | Corporation
Creation Source  Import
Supplier Type | Suppher
Registration Request

Inactive Date

&

Attachments. None s
Status  Active

4 Additional Information

Nature of Company - Ounerof Compary (New Do [
* Company Reg-Date Owner of Company 2/New ID No
(Muhammad/801230038887)

Registration Type | BRN v

Type of Work

Company Register No. (As per .o -
registered with bank accountyNRIC | Date of Registration ™Y
Ho. Passport No

Sols Agent -

In order to proceed with the changes, you must fill the information even though it was DUMMY
information. You can get your supplier to update the information later on.

4. Navigate to the Contacts Tab.

Edit Supplier: Winston Engineering Corp. Sdn. Bhd. @

Profle  Addresses  Sites

Actions v View v Format v = E{v 3']-:-'- Detach Status ‘Actwe v|

Click ¥ to add the contact for the supplier.

5. Fill in the information.

Create Contact @ Save || Save and Close || Save and Create Another ‘ cancel ‘

Salutation | Ms. Phone v
* First Name Syah Mobile v
Middle Name Fax v
* Last Name | Mohd Email | winston@gmail.com
Job Title | Sales Admin Status | Active

|v| Administrative contact

Tick as ‘Administrative contact’

6. Scroll down to fill more information for the Supplier Portal Access.

You must choose the registered address that associate with this contact.

Click E"‘ to add the address. Choose the address from the list, then click OK.
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7. Tick ‘Create User Account’ checkbox. This action ensures that a user ID is created for the
supplier based on the registered email.

4 Contact Addresses

Actions w View v Formatw 3 Bl Freeze | Detach
Address Name Address Phone Aldiess Status
Purpose
LSE Lot No. 13 & 15,,Jin Pemberita U1/49, Temasya Industrial Park,, 50450 SELANGOR, SELA... 0356691723016... Ordering; Remit ... Active
Columns Hidden 4
4 User Account @
E-mail is required when creating a user account
Roles Data Access
Actions v View v Fomatv 3 EL Freeze ' Detach
Role Description
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requests for informa...

Radicare Supplier Self Service Administrator  Manages the profile information for the supplier company. Primary tasks include updating supplier profile information and requesting user ..

If you need more roles to be granted for the supplier, you can click on: " i to add more.

8. Click ‘Save’ after complete. There will be few moments to take to create the user account.

9. Supplier will receive email upon successfully user created.

Oracle Fusion Applications-Welcome E-Mail nbex =

etei-test.fa.sender@workflow.email.ap-melbourne-1.ocs.oraclecloud.com 4:37PM (9 minutes ago)
tome =

Dear Syah Mohd,
Congratulations! Your Oracle Fusion Applications account has been successfully created.
Please follow the link below to reset your password.

https://fa-etei-test-saasfaprod1.fa.ocs.oraclecloud.com:443/nhcmUl/faces/ResetPassword?ase.gid=ad68010ed7924d328cffd69a59583a6f

For any issues, contact your system administrator.

Thank You,
Oracle Fusion Applications

Table 7 Grant Access Supplier Portal for Existing Supplier
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5 SUPPLIER CREATION

Supplier Landing Page/ Overview page

The overview page provides the Supplier Administrator with the supplier information needed
to carry out tasks ranging from routine maintenance, to event driven administrative
responsibilities. In addition, the overview page contains reports that highlight supplier issues
requiring attention and provides easy access to maintain and update supplier records. From
the overview page, the Supplier Administrator can quickly get in touch with a contact for a
supplier reported to require communication by accessing the Actions menu.

No. | Work Area Applications

1. Procurement Suppliers

Table 8 Navigation

Overview @ Refresh |

4 Sypplier Spend Authorization Requests

Pending Approval  Rejected

Actions w  View v Format w b " Detach Pending | Past 30 days v
. li 1 onehin B d i
Request Source Supplier aﬂfnpbfrr B Rel hip q By  Request Date Days Pending

No data to display

Columns Hidden 11
b Supplier Business Classifications
» Suppliers with Incomplete Setup

4 Supplier Profile Change Requests Pending Approval

Acbons v View v Fomaty  E =" Detach Pending | Past 30 days v
Request Source Supplier Supplier Number Business Relationship  Requested By Days Pending &%
No data to display

P— . i

Figure 4 Supplier Landing Page
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5.1 Supplier creation and update from supplier page

Creating Supplier

No. | Steps

1. Navigate to Procurement > Supplier

2. Click the Task Panel Tab > Create Supplier. If you do not see Create Supplier task, click
Manage Supplier, and click Create.

3. Enter Supplier name, Business Relationship (Prospective / Spend Authorize) and Tax
Organization Type

4, Click Create

Table 9 Create Supplier

Create Supplier

* Business Relationship

Tax Country
Tax Registration
Number
Taspayer ID

D-U-N-5 Number

Figure 5 Creating Supplier

Once Supplier record is created, you can edit, manage, or update the supplier record.

So, there are 4 tabs to that you can filled to complete supplier details for use in transaction,
Profile, Addresses, Sites and Contacts Tab.
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Profile Tab

Edit Supplier: Winston Engineering Corp. Sdn. Bhd. @ ¥ | Save H Save and Close H Cancel |

Profile, Addresses Siles Conlacls

4 General

* Business Relationship Spend Authorized
Supplier | Wi

on Engineering Corp. Sdn. Bhe
Supplier Number  25654-W Parent Supplier

Parent Supplier Number
Alternate Name e

Creation Date  11/21/24
Tax Organization Type | Carporation
Creation Source  Import
Supplier Type | Supplier
Registration Request

Inactive Date | m/d

J Attachments None o
Status  Active
4 Additional Information
N ;
Owner of Company 1iNew ID No
N r
ature of Company M (Muhammad/801230036897) |
* Company Reg-Date | 111124 o Owner of Company 2iNew ID No
(Muhammad/801230035897)
Registration Type | BRN v

Type of Work

Company Register No. (As per [ o\ . - —
registered with bank account)/NRIC ‘ Date of Registration | mid/yy ®
No. Passport No
* Branch | Others -
Sole Agent v

* Service | OTHERS v
Authorised Capital

Figure 6 Supplier Profile Tab

On the Profile tab, you can review the supplier details that you have provided earlier upon
creating the supplier and fill more profile information regarding to the supplier.

On the lower section of this page, you can also fill more profile details for that supplier such
as Organization, Business Classification, Product & Services, Transaction Tax, Income Tax
and Payment Details.

Required field to enter on this section is Payment Details.

Profile Details (3

Organization ~ Business Classfications  Products and Services  Transaction Tax  Income Tax  Payments

Payment Methods  Bank Accounts  Payment Aftributes

Viewy &
i . N
| Default Payment Method From Date Example: 12/10/24
[} Online Transfer fnze G| | midy Y
Cash 111124 e nidlyy e

- Check 0208 G| [md fe

Figure 7 Entering Payment Details

To enter Payment Details:

No. | Steps

1. From Profile Details Section under Supplier Profile Tab, Navigate to Payment

Click On Payment Methods, Choose the Default Method of Payment and Click on
default

Table 10 Enter Payment Details
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Address Tab

Owendew  Manage Suppliers %  Supplier: Winston Engineering Corp. Sdn. Bhd. %  Supplier WINSTON ENGINEERING CORPORATION SDN. BHD. x

Edit Address: LS save || save and Close H cancel |

* Address Mame | Winston - Selangor * pddress Purpose |+ Ordering
* Country | Malaysia v

* Address Line 1 | Lot No. 13 & 15,
Phone A 03-5568 1723/01
Address Line 2 | Jin Pemberita U1/49,

Address Line 3 | Temasya Industrial Park
Emall | ivan gohg@winstonengineering com.r
Post Code | 50450
Inactive Date y Y
City | SELANGOR
Status  Active
State | SELANGOR

Language

Figure 8 Creating Address E

Address name can be defined as per below:

e Company Initial — City Name e.g.: OT-KL

You can create Supplier Address in the Addresses tab, Tick on Ordering and Remit to on
the Address Purpose since this address will be choose as ordering and pay to site. You can
also capture the phone number, fax number, email ID. And if this address is going to
become inactive at any stage, you can provide an inactive date.

On the lower section of this page, you can also fill more address details for that supplier
Address such as Sites, Transaction Tax, Contacts and Payment.

Once all information needed are filled click on Save and Close.

Sites

On the Sites Tab, you can add procurement business unit. The sites represents a business
relationship between a procurement business unit (BU) and the supplier. A procurement BU
represents a specific purchasing or sourcing organization that is responsible for establishing
and maintaining supplier relationships. The site, therefore, allows a specific procurement BU
to set terms, controls, and policies which govern how procure to pay transactions are
executed between its client BUs and the supplier.

Many of these site attributes are optional, and only need to be set when there is need to
deviate from a BU level policy, for example the supplier might require more restrictive receipt
and invoice tolerances. Procurement policy terms and controls that are defined for a supplier
are maintained at the supplier site level.
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Sites Tab

Edit Supplier: Winston Engineering Corp. Sdn. Bhd. @ % [ save || save and Close | gancel

ved 1210124 9:13 AM

Profle  Addresses Sites Contacts

Actions w View v Formal w & Detach Status | Active
' I P
;’r“"’“‘"' Site Address Site Purpose ;i::"'”’ 2 attachments Status
BU Lot No. 13 & 15, Jin Pemberita U1/49, Temasya Industrial Park, 50450 SELANGOR, SELANGO Purchasing, Pay None Active

Figure 9 Edit Sites

Edit Site: LSE @ | Save || Save and Close || Cancel |

Procurement BU BU

* Site Purpose Sourcing only
Add N
ress Hame + Purchasing
Address Lot Na. 13 & 15, Jin Pemberita U1/49, Temasya Industnal Park, 50450 SELANGOR,
SELANGOR MALAYSIA Procurement card
* /| Pay
site
Primary pay
Inactive Date il e
Attachments None =
Status  Actve
4 Additional Information
Additional Email Address 1 Additional Email Address 2

General Puchasing Recenng Iwoicing  Payments  Site Assignments

Actians v View w Fomat w4 3| | Autocreate Assignments m i+ Detach Status | Active
Use  \ithholding Tax | Liability Prepayment Bill Payable
Client BU Bill-to BU Ship-to Location Bill-to Location Winholding o, Diemion o Dt
BU - 8U - A 3 g =1

Figure 10 Creating site

On the Sites Tab, you can assign business units to a site from this tab. The business unit
you attach is going to be the procurement business unit and treated as purchasing/ pay/
primary pay site by enabling purchasing/ pay/ primary pay flag.

On the lower section of this page, you can also fill more Site details for that supplier such as
General, Purchasing, Receiving, Invoicing, Payments and Site Assignments.

Then you can provide the contact information.
Once all information needed are filled click on Save and Close.

To enter Payment Details:

No. | Steps

1. From Supplier Sites Tab, Navigate to Payments.

Click On Payment Methods, Choose the Default Method of Payment and Click on ®to
default. By default, it will automatically default on ‘Check’

3. Click On Bank Accounts, Enter Supplier Bank Account Details

4, Enter Payment Attributes. For electronic payment method, you can provide the payment
delivery. You can provide information such as a delivery channel, bank instructions one and
two, bank instruction details, settlement priority, payment test message one, two, and three,
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and service level

5. Once all information needed are filled click on Save and Close.

Table 11 Enter Payment Details

To create Bank Account:

No. | Steps

6. From Supplier Sites Tab, Navigate to Payments.

7. Click On Bank Accounts
Choose create icon

View ¥ + /7 O

8. Enter Bank Account Attributes.

9. Once all information needed are filled click on Save and Close.

Table 12 Create Bank Account

Create Bank Account

Edit Bank Account Save || Saveand Close | Cancel
Payee Site Jasmin St, Cebu City, 5000 Cebu, Philippines
Payee |\FINITECARE TECHNOLOGY SOLUTIONS INC :
Supplier Site | St Ceby
Bank Account
* Country v

StartDate 8126124
** Account Number

Inactive On o

Bank Name
** IBAN

Branch

Currency v
Allow intemational payments
4 Additional Information
Account Name Check Digits
Alternate Account Name Secondary Account Reference
Account Suffix Agency Location Code
Conversion Rate Agreement Type v Account Type v

Conversion Rate Description

Conversion Rate Agreement Number

Account Owners

Figure 11 Create Bank Account
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To create Site Assighments:

For adding client business unit, you may click on add icon and enter the parameters such as
Bill-to-Bu, Bill-to location, Ship-to location liability Distribution and Prepayment distribution

Edit Site: LSE @

L3
Procurement BU LSE BU

Address Name LSE

Address

* site ‘ LSE

Inactive Date ‘ midfyy

Status  Active
4 Additional Information

Additional Email Address 1 |

to|

General Purchasing Receiving Invoicing Payments  Site Assignments

Lot No. 13 & 15,.JIn Pemberita U1/49,, Temasya Industrial Park,,50450 SELANGOR,
SELANGOR,MALAYSIA

4 Search

Actions w View v Format w e ‘ AulocreateAssignmenls] 1:| Detach Status E
* Client BU Bill-to BU Ship-to Location Bill-to Locat
LSEBU LSEBU | v M Q| ‘

LSEBU
Columns Frozen 2 Search_
Figure 12 Enter Bill-to BU attribute
Ty
Search and Select: Bill-to Location X
. Advanced ‘

** Name |L | ‘

** Code | ‘

Status |Act\ve V|

Name Code
Engineering Sdn Bhd
Engineering W01
Engineering W02

Engineering W03

** At least one is required

e

Engineering Sdn Bhd
Engineering W01
Engineering W02

Engineering W03

Address

‘ OK H Cancel ‘

Figure 13 Enter Bill-to-Location attribute

Bill-to- Location and Ship-to-Location, if the supplier only needs to supply the item to ONLY

1 location, this set up is needed. If the supplier

Confidential
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Liability Distribution and Prepayment Distribution is needed to set because this will be contra
account for the invoice creation for the supplier.

Liability Distribution

A Hide Segments
Company
Intercompany
Account
Cost Centre
Project

Future

g9

Figure 14 Enter Liability Distribution attribute

Contacts Tab

Create Contact @

Figure 15 Creating contact

On the contact tabs you can define the contacts. Contacts can also be defined either at the
supplier profile level or at the site level. Contacts setup at the supplier profile level
represents the supplier and all the sites. Sites-level contacts represent only that address.
You can use the contacts to capture name, job title, email IDs.

Once done click on Save and Close.
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End of Document
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