Update Supplier Information

Distribution
AP Manager

AP Accountant

Related Procedures

Refer to Changing Supplier Data [../EFND/@PRO1508Y]]

Ownership

The Payables Manager [xxx@yourcompany.com?Subject=NAV2510Y Update Supplier

Information] is responsible for ensuring that this document is necessary and reflects actual

practice.
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Update Supplier Information

AP Accountant

1. Find the supplier and/or supplier site to be updated.

Oracle Payables

N > Suppliers > Entry
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o Enter the search criteria into the fields, such as the Supplier Name from the List of
Values (LOV)

e Click the Find button. The Suppliers form appears
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Note: All tabs are available for viewing information. Navigate through the tabs to find
the requested information.

o Click the Sites button. The Supplier Sites form appears
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Note: All tabs are available for viewing information. Navigate through the tabs to find
the requested information.

2. Update the supplier and/or supplier site information.
Remove supplier hold
e Within the Control tab, uncheck Hold All Payments
Update supplier site information
e Update Site address, as necessary
e Update Contact information, as necessary
e Update other Site specific information, as necessary
e Save your work

3. Repeat previous site-specific steps for each change listed on the Supplier Maintenance
Form.

End of activity.
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