SWEIS

Supplier Relationship Management (SRM) 7.2

Reverse Multiple Ship-To Addresses in a Purchase Order

Business Process Procedure

Purpose: Use this procedure to reverse multiple Ship-To Addresses in a Purchase Order (PO).

Trigger: This procedure is to be used if a Shopping Cart is created with multiple Ship-To
Addresses and only one Ship-To address is needed on the Header of the PO.

Shopping Cart Display

Line Items 1-3 in this example of Shopping Cart 2000748122 were each given a different
delivery address in the Shopping Cart. Details button— Delivery Address/Performance
Location tab
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Account assignment
Percent Assigned to G/L account Business area
100.00 Cost Center FO30RA0000 5030060001 F0O30
Please deliver to: Location Requester:
SCEIS Root Company AMY EVERETT
The State of South Carolina Revenue and Fiscal Affairs Office SCEIS - Adm

B&CB - DSIT

1026 Sumter St

COLUMBIA SC 29201-3746
USA

October 13, 2014

1000 Assembly St., Suite 425
COLUMBIA SC 29201-3117
USA

SCEIS Team Members
1200 Senate Street
COLUMBIA SC 29201
USA
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Account assignment

Percent
100.00

Please deliver to:

SCEIS Root

The State of South Carolina
B&CB - DSIT - Browning Road
1628 Browning Rd
COLUMBIA SC 29210-4012
USA

October 13, 2014

Assigned to
Cost Center FO30RA0000 5030060001

G/L account

Location

Company

Revenue and Fiscal Affairs Office
1000 Assembly St., Suite 425
COLUMBIA SC 29201-3117
USA

Business area
F030

Requester:

AMY EVERETT
SCEIS - Adm

SCEIS Team Members
1200 Senate Street
COLUMBIA SC 29201
USA




Line Item 3
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Account assignment
Percent

100.00

Please deliver to:

SCEIS Root

The State of South Carolina
B&CB - Division of State IT
4430 Broad River Rd
COLUMBIA SC 29210-4012
USA

October 13, 2014

Assigned to
Cost Center FO30RAC000 5030060001

G/L account

Location

Company

Revenue and Fiscal Affairs Office
1000 Assembly St., Suite 425
COLUMBIA SC 29201-3117
USA

Business area
F030

Requester:

AMY EVERETT
SCEIS - Adm

SCEIS Team Members
1200 Senate Street
COLUMBIA SC 29201
USA




How to Determine if Multiple Ship-To Addresses Exist on a Purchase Order

1. Todisplay the Ship-To Address on a line item, click the Header tab and scroll down to the
Partner section.

2. The Details section will display. Highlight the required Item Number and click the Details

button. Note that the Ship-To Address will display as multiple.
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Line Item Number

Line Item Number
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The Purchase Order will display the Ship-To address for each line item if entered.

PURCHASE ORDER

Revenue and Fiscal Affairs Office
Invoice To:
B&CB Internal Operations
Attn: Accounts Payable
1201 Main Street, Suite 400
Columbia SC 29201

Purchasing Office
B&CB DSIT

4430 Broad River Road
Columbia SC 29210

(), Click on Sign to add text and place
o signatires on 4 POF tite

Purchase Order: 4600333334
Date Issued: 10/02/2014

PO NMumber must appear on all Invoices and Delivery Slips.

Payment Terms:
within 30 Days 0.000 Percent Discount

Vendor: 7000000458
RGB TERPWORKS
1195 SAINT MATTHEWS ROAD PMB 252
ORANGEBURG SC 29115
USA

Please see item(s) for deliver to addresses.

INSTRUCTIONS TO VENDOR

Item QTyY Order
No Uuom

Description

Unit Price

Amount

001 1 EA Dell Lattitude Laptop

Delivery Date:10/02/2014

1.0000

1.00

Subtotal: 1.00

IShip To:

ISCEIS Root

IThe State of South Carolina
B&CB - DSIT

1026 Sumter St

ICOLUMBIA SC 29201-3746
USA

002 1 EA Dell Lattitude Laptop

Delivery Date:10/02/2014

2.0000

2.00

Subtotal: 2.00

hip To:

CEIS Root

he State of South Carolina

&CB - DSIT - Browning Road
1628 Browning Rd

OLUMBIA SC 29210-4012

SA

003 1 EA Dell Lattitude Laptop

Delivery Date:10/02/2014

3.0000

3.00

Subtotal: 3.00

Ship To:

ISCEIS Root

[The State of South Carolina
B&CB - Division of State IT
430 Broad River Rd
ICOLUMBIA SC 29210-4012
USA

Total Value:

6.00 USD|

October 13, 2014




Note: The Ship-To Address in the Overview tab and the Header tab will display as multiple.

Change Purchase Order

[ order |[ save | | [ Print Preview | | [ check ][ close || Export |[ Import |[ Cancel |[ Park |[ Related Links 4 |

Purchase Order Number 48500333334 (Change Version)

Ouerview;’ Header © Htems ©  MNotes and Attachments | Approval Tracking

Purchase Order Type SCEIS Standard PO

Status In Process

Document Date 10/02/2014
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General Header Data
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[]Smart Number is External
Purchase Order Number: | 4600333334
Supplier: * | 7000000458 RGE TERPWORKS
Requester: * |45388 W EVERETT
Recipient: * |45388 ANY EVERETT
Location: [45393 Revenue and Fiscal Affairs Office
Ship-To Address: |multiple ‘multiple ]
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Default Seftings: Set Values
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Reverse Multiple Ship-To Addresses in a PO

1. Click on Items tab. Scroll down to the Partner section, and then highlight the line for the

Ship-To Address.

2. Click the Clear button. Do this for all line items to be reversed.

'w Partner

200 . [[Send E-mai ]| Co

Function Number Name

= Requester 46388 AMY EVERETT

= Goods Recipient 45388 AMY EVERETT

= Ship-To Address 94 SCEIS Root

= Location 46393 Revenue and Fiscal Affairs Office
w Partner

Function Number Name
= Requester 46388 ANMY EVERETT
= Goods Recipient 46388 ANMY EVERETT
= Ship-To Address
= Location 48383 Revenue and Fiscal Affairs Office
w Partner
Function Humber Hame
= Requester 46388 Y EVERETT
= Goods Recipient 46388 W EVERETT
= Ship-Te Address 94 SCEIS Root
= Location 46393 Revenue and Fiscal Affairs Office
w Partner
Function Humber Name
= Requester 45388 ANMY EVERETT
= Goods Recipient 45388 - EVERETT
= Ship-Te Address
= Location 46393 Revenue and Fiscal Affairs Office
w Partner
Function Number Hame
= Reguester 46388 AMY EVERETT
= Goods Recipient 46388 AMY EVERETT
= Ship-To Address 54 SCEIS Root
= Location 46393 Revenue and Fiscal Affairs Office
w Partner
Function Number Name
= Requester 46388 AMY EVERETT
= Goods Recipient 45388 AMY EVERETT
= Ship-To Address
= Location 46383 Revenue and Fiscal Affairs Office
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3. Click on the Header tab.

Note: The Ship-To Address field multiple is no longer visible. The field is now open to be edited.

45 Datptay Purthase Order - 49 NetWaver Portal - Windovs Internet Expliece =
I etpe/caparmahie.goviny prtal i igationT segets NS ARIF SIFUEf o573 4 T ]
Change Purchase Order
[ Drder || Save | | [Pt Preview | | [ Check | s || Expert | Irport | Cancel | Part | riated Lrka o | 0.
Furchase Order humber Versien) Type SUf6 SundardPG  Makmn niracess 1BGIEH4 Total Ve (Gross) 640 vSD Suppber 504 TIESWOARS
Overview |/ Weader | bem | MolesandAfachments | Agsroval | Trackng
s : : . ]
antiation Carrency, Viluas and Pricing
SEt SMEET, [Gocimmrt Riveres boh Aadin Careency * (IS0
] St Humer i Exiamal Tatal Vikos Mt 0% usD
Prchase driter sarmpws, [SOREIEEM Tetal stz (hoss) 5a8 uso
Camesgondng Novatcn Purchase Ceder i e S R0,
Purchase Drer Type: |SCES Standaes PO Serviee and Deinery
[IS—-—
-
Status and Stasasicn
Drpstiatin Oocoment Date. [TEREABTE
furchaning Crpasizaton: [SCES Purchasiig Grjasiiston fu.
i Pasting D * (1800203 103
Purchaning Graug: [EACE - (4T 3] shew wemsary Peatng Parsd: * (064
Parkes
Canceted: []
Cososus St [oae
Satactie Hrinst Statun
- Flter Seangs
Fuseaon - Phone tusster
+ Racuear skams
- Vendar To80000458 003} G377
+_Good Recpient a5
Sne-To Adwress
Tocaton o e
[——

4. Scroll to the bottom of the page under the Partner section. Click the match code search
& and select the required address. Once you select the required address and click OK,

the Ship-To Address field will display the number 94 which is equivalent to SCEIS Root.
However, the required address will display on the PO.
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Purchsang Orpasisatios [SCES Purchumaing Or pasizaton o)
P Poung Dww: * (150300115
Purchsing Geeus: |D848 - 5T fu Jf Pastng Pored. = 082
parar [
Caneates ]
Chosesus Staus: [Hose
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5. To review the address that was selected, highlight the Ship-To Address then select the
Details button under Partner section:

M T haget A KIAZIF

. 2104012 | [Cshirsa
Dt | 1
L7 —
Courtry, (15| usa
Regen: 55| Seum Caioina
[

6. Next, click the Order button to order your PO.
7. Click Print Preview to display the Deliver To address. No line item Ship-To addresses
display. The Deliver To address displays in the Header only.

Purchase Order: 4600333334 Payment Terms: s
Date Issued: 10/02/2014 within 30 Days 0.000 Percent Discount
PO Number must appear on all Invoices and Delivery Slips.
Vendor: 7000000458 Deliver To:
RGB TERPWORKS The State of South Carolina
1195 SAINT MATTHEWS ROAD PMB 252 B&CB - DSIT - Browning Road
ORANGEBURG SC 29115 1628 Browning Rd
USA COLUMBIA SC 29210-4012
USA
INSTRUCTIONS TO VENDOR
Item QTyY Order Description Unit Price Amount
No UoMm
001 1 EA Dell Lattitude Laptop 1.0000 1.00
Delivery Date:10/02/2014
Subtotal: 1.00
00z 1 EA Dell Lattitude Laptop 2.0000 2.00
Delivery Date:10/02/2014
Subtotal: 2.00
003 1 EA Dell Lattitude Laptop 3.0000 3.00
|- Delivery Date:10/02/2014
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