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MAINTAIN ADDRESSES

EDIT an address:
1. Select Maintain Addresses.

mn [ -
W endor Admin Etrator Bidder
Adm inistrator

Ll Vendor Administrator = Adminstrator = Wekone Vendor Admins fra or
» Welcome Vendor Administator
» (reate Additonal Users WELCOME VENDOR ADMINISTRATOR

+ Manage Userlat As an Administrative User for yvour company in the PA Supplier Portal you have the authonty to:

« Manage My Dat

» Create Additional Users

¢ Manage Company Data

& Manage Supplier Addresses

» Suppler Service Center & Manage Bank Deta & Product Categores

= Manage Company Data

» |Maintain Addresses

To access the Administrative User options, refer to the links located on the left navigation bar. If vou would like t
left comer of the screen.

The "supplier Service Center” link located on the left navigation bar contains helpful tools to provide assistance

The "Help" link located on the upper Aght comer contains common supplier questions and contact information.

2. To edit an address already listed, highlight the address and select EDIT
ADDRESS. The fields will unlock to edit the information.

jusiness Partner Number: | Business Partner Name: MJLTIPLE AWARD VENDOR

| 7 EditAddress | | FlAddAddress | | il Delete Address |

Lddress Overview

3. Input the NEW address and select SAVE ADDRESS.

Business Partner Number: Business Partner Name: MJLTIPLE AWARD VENDOR

Add Address Delete Address

Address Overview

Address num... B Country  City Strest Company Address (Standard)  Ovdering Address Ship-From A
. 1388063 us HARRISBURG 555 WALNUT ST 4 4 4

24818513 us HARRISBURG PO BOX353 W W
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4. Scroll down to edit the Company phone, fax and email addresses on file if needed.

ContactData
Telephone Numbers Email Addresses
E addRow | B2 Delet= Row E sddRow || 2 Delet= Row
*Telephone Extens ion *Cpun... Desoiption Stands *E-Mail Address Standard
us uUsA
us uUsA
us UsA
us UsA
us UsA -
< >
Fax Numbers
E addRow | B2 Delet Row
Fax Extensiocn Country Des oription Standard -

us UsA

5. A pop-up window for validation of the address will appear. Select from the
following: entered address, USPS validated address (PREFERRED method), or
change entered address.

Address Validation

Please review Address validation results
Address Original Address ~ USPS \alidated Address

StreetPOBox 555 WALNUTST 555 WALNUT 5T

City HARRIBSIRG HARRISBURG
State = PA

Zip5 17101 17101

Zip4 1925

The address you entered was located, but additional information
is needed (such as an apartment, suite, or box number). Please
review the results and choose the proper button below.

Us e Entered Address Us e USPS Validated Address Change Entered Address
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6. Once selected, allow the system time to update the information that has been
entered. A confirmation will display at the top stating “ADDRESS SAVED”.

Q}‘ddrsﬁ-ﬁ Saved !

ADD an address/Remittance Address:
Note: this address is where payments will be directed to!

1. Click on Add Address. Notice that all the fields are blank, and can now be
edited. Please make sure to fill in ALL fields with the *. Please note, that only a
street address OR a PO Box can be added not both.

DUSHESS Cal U U . SUUT0s CUBNEE S Cal U AT, WL LS MM L VEINL LT

| 7 Editagdress | | 5 Add Address m{mﬁs

Address Overview

Address num... A Counfry ) City ) Street ) Company Address (Standard) p Ordering Address y Ship-From .
28704595 us Harris burg 555 Walnut Street il
. us -
< >
Address: -
Street Mumber and Name: P PO Box

Street 2 (apt. or s uite no., recom no., floorno. etc):
oo
City:

= Counfty. | usa

PO Box County:
*Cou nty:

*State:

Penns yivania

*Zip/ Pos al Code:

Address Type

Company Addres s {Standerd):
Use this Address as:
Ordering Address:
Ship-From Address:
Invoicing Party Address :

Set Ordering Address s Default
Set Ship-From Address & Default
Set Invoicing Party Address as Default

ContactData

2. Scroll down to select an address type. If this is for a remit-to address, please make
sure to select the box to the right of Invoicing Party Address and the box to the
right of Set Invoicing Party Address as Default
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Address Type

Company Address {Standard):
Us e this Address as:

Crdering Address: Set Ordering Address ss Default
Ship-From Address: Set Ship-From Address ss Default
Invzicing Party Address:

Set Invoicing Party Address as Default

3. Select SAVE at the top - validate address via USPS pop up.

@ Address Saved!

4. Scroll down if you wish to edit the Company phone, fax and email addresses on file.

ContactData

Telephone Numbers Email Addresses

E addrow | B2 Delete Row E addrow || EE Delete Row

*Telephone Exension *Coun... Desoiption Standa *E-Mail Address Sk

us U

Fax Numbers

ES AddRow | | B2 Delet Row

Fax Extens icn Country Des oription Standard

us -
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