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CREATING A LOCAL SUPPLIER

Chapter 2

1. Select OTA Responsibility.

2. Navigation List ( Click Organizations ( Supplier(  <Open>.  Suppliers Summary Window displays.

3. Query for Suppliers by clicking F7/F8.  If you have no Local suppliers, click <Open>.

4. The Suppliers Window displays. Complete the following:

Supplier Name – type in name (80 characters) mixed case

Inactive After – leave blank if planning to use again

Type – click LOV and select “vendor”

5. Click the Classification drop-down menu and select “Payment.”

6. The lower half of the window displays Payment drop-Down menu.  Terms Date Basis data field is required by Oracle. Select “Invoice.”  The Pay Date Basis and Payment Method data fields autopopulate.

7.  Select Sites from the drop-down menu.  The lower half of the Suppliers Window displays with a new Site Name and Address data fields.  The top region is populated from the previous window.  Click <Open>.

8. The Supplier Sites Window displays.  Complete the Address information:

Name – Name of the site location (required but not used)

Address – can add email address as well
Country, State, Postal Code, Language, and Telephone only.

9. Click Save and exit the window.  The Suppliers Window displays with the lower region populated with the vendor information. Close the windows and return to the Suppliers Summary.

10. Click <New> or <Open> to create/display another 

Local vendor.

(Note:  The DD1556/SF182 picks up location of the training from the Scheduled Event.  If your vendor provides training at various Locations, use Quick Codes to add them to the LOV.

To delete Suppliers from your list, you will need to input

a date in the Inactive After data field on the Supplier Window and save again.

Steps 2 and 3:
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Steps 4 and 5: 
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Step 7: 
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Step 8:
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