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Create and Maintain User Address

It is necessary that the Purchaser keep their “company” addresses in SRM/SAP up to date. The
reason for this is that the system is populating this address information into the Bid Invitation
output form. The user that is having their name, address, and phone information being
populated into the Bid Invitation is the designated “Responsible Employee” on the Bid
Invitation. This person will usually be the creator of the Bid Invitation. The following is one way
to populate the correct person to the Responsible Employee field.

1. Go to the Partners and Delivery Information section of the RFx Parameters sub-tab on
the RFx Information tab

-~ RFXInformation | Bidd

RFx Parameters | COuestions |

¥ Partners and Delivery Information

| Details || Add || Send E-Mail || Call || '3Iear|

Function Number Name
I: = Reguester 703389 Cynthia Anderson
= Goods Recipient 703389 Cynthia Anderson
= Responsible Employee I
= Ship-To Address 1 EXEC BRANCH
I: = Location 301375 DGS Bureau of Procurement

2. Select the match code to search for the Responsible Employee

« Responsible Employee

3. Select the applicable search categories from the dropdown menus

Search Criteria Hide Search Criteria &2 @

|Business Partner Elis [=1] @@
|Nﬂm&1.flastnﬂm& |'||i3 |"|| |®®
|Narr|e2.l'Fir5tname |'||i5 |"|| |®®
|Searchterm1 |"||15 |"'|| |®®

Waximum Number of Results:

Search || Clear Entries || Reset to Default
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4. Enter the search criteria, with an * before and after
a. Remove the check from the Maximum Number of Results box
5. Select the SEARCH button
a. Results will display
6. Select the gray box to the left of your selection or the Last name to transfer the
information to the Partners and Delivery Information section

Search Criteria Hide Search Criteria &2 @
[Name 1/last name [=|[is [ =|§ anDERSON (®1(=)
[Name 2/First nams [+|[is [=]fcruTHia ® =)
[Name 2/First name [=|is [=]] OO
|Searchterm1 |"'||15 |"|| |®®

Maximum Number of Results:

I Search || Clear Entries || Reset to Default |

Results List: 1 results found for Number

Last name =  First name Org. Unit Mame BuginessPartner

| | Andersen |cynthia GEPRT140 703389

6. Business Partner number of Responsible Employee is now inserted

w Partners and Delivery Information

Details Add Send E-Mail Call Clear

Function Number MName
= Regquester 703339 Cynthia Anderson
T = Goods Recipient 703389 Cynthia Anderson
|= = HResponsible Emploves 703389 Cwnthia Anderson
*  3Ship-To Address 1 EXEC BRANCH
: = Location 30M3TS S Bureau of Procurement
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7. Appropriate information is populated into the Bid Invitation:

Issuing Office:

Cynthia Anderson

Attn: Bureau of Procurement Bid Room
Department of General Services

555 Walnut Street

Harnsburg  PA  17101-1914 US

Procurement Contact:
Buyer: Cynthia Anderson
Phone: 717-214-3445

Fax: 717-783-6241

Please Return Quotation to:
Attn: Bureau of Procurement Bid Room
Department of General Services

555 Walnut Street

Harrisburg PA  17101-1914 US

Start to Create and Maintain User Company Address:

1. Select the SAP Logon Pad

=
>

SAP Logon

2. Select Procurement from the list of options inthe Connections list

[E SAP Logon Pad 730

oD 2 B0DERZ ¥
+ [ Favorites Marme B
+ [ shortcuts [EgBudget Preparation (SEM)
+ [J connections [E§ Business Warehouse Reports
ﬁFinance & Budget Execution
[Eg HR/Payrall

[ Plant Maintenance
I Training (ERP)

I zMON-550: Budget Preparation {SEM)

i @INDN-SSD: Business Warehouse Reports
I@INDN—SSD: Finance & Budget Execution
I zMON-550: HR/Payral

[T zMON-550: Plant Maintenance

I zMON-550: Procurement (ERP)
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3. Enter transaction SU3 into the Transaction Code field and select the green check

[= User Edit

Goto System

=
I_SUB

+| g

=

4. Select the Address tab

Address

Defaults | Parameters

Maintain user data such as Name, Department, Telephone, and Fax. Email can’t be changed.

" Address |r Defaults  + Parameters

Person

Title

Last name

First name
Academic Title
Cormplete name
Language

Waork Center
Function
Department

Room Mumber

Communication
Telephone
Maobile Phone
Fax

E-Mail Address
Comm. Meth

rl‘u'l -

L

Anderson

Cynthia

Cynthia Anderson

English

General Services

Floor

71

14-3445

=1
P

T17-T83-8241

Extension

Extension

Building code

o]

cyanderson@pa.qov

Rermnote Mail

B

Other Comrmunication...

5. Select the ASSIGN OTHER COMPANY ADDRESS button

Company

[=]0

Company

Attn: Bureau of Procurement Bid Room / 555 Walnut Street &6th F1..
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6. Search through existing addresses and choose one, if available

[Er Company (1) 4 Entries found

- Restrictions

Cl. Company in user's address Name
110 BUREAU OF IES Bureau of IES
110 CORRECTIOMAL IMDUSTRIES Correctional Industries

7. Select the COPY button and copy the new address to the user record

Restrictions |

8. If no suitable address is found, then return to previous screen and select the ASSIGN
NEW COMPANY ADDRESS button. New company address does not replicate from SAP
R/3 to SRM until the end of the day.

| Company

G [

Company |Attn: Bureau of Procurement Bid Room / 555 Walnut Street &th Fl..

9. Give the “New Company” a name

Company
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10. Fill out the new address to be used. In this case, the name of the company is “New

Company Name”. Select the check mark and copy the new address. Do not put your

telephone or fax number into the “New company address.”

[S- Address maintenance: Create "SAP user company addresses”

| Mame

—

Title

Mame

ITest Mew Company

| Search Terms

Search term 1/2

| Street Address

Street/House number
Postal Code/City
Country

PO Box Address

Region

PO Box
Postal Code
Company postal code

| Communication

B

Language

Telephone

Mobile Phone

Fax

E-Mail

Standard Comm.Method
Data line

Telebox

Comments

Other Communication...

e/

i T ]
Extension

&

o
| = |
2

Extension

[
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11. Select the SAVE button and save the new address to the user

[ User Edit Goto System  Help

& I qE¢Ee@ CHE f04o8 EHE @

Maintain User Profile

12. Select the BACK arrow and exit out of SU3 and SAP

e (7] 5

Note:

e Ifyou use |':H" (Assign Other Company Address), the updated company address will
replicate to SRM from SAP R/3 in fifteen minutes.

e Ifyou use D| (Assign New Company Address), the updated company address will
replicate to SRM from SAP R/3 at the end of the day. You probably won’t see the change
in SRM until the next working day.



