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Create and Maintain User Address

It is necessary that 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

RFX Information Bidd

RFx Parameters | COuestions |

¥ Partners and Delivery Information
Details || Add || Send E-Ma || Ca || Jea-'|
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

= Responzible Employee

3. Enter the search criteria, with an * before and after
a. Remove the check from the Restrict Number of Value List Entries To box
b. Select the START SEARCH button

All Values: Responsible Employee

Search Criteria Personal Yalue List  Seftings  Hide Search Criteria

Business Partner: @ l:l

Mame 1/ast name: | *ANDERSON® |

Mame 2First name; | |

Searchterm1, @ | |

Searchterm 2. | |

UserMame: @[ |

E-Mail Address: |

L L L L L L

Org. Unit Mame: L | |

BP Org Uit <

Il }estrict Mumber of Yalue List Ertries To

I Start Search IReset
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4. Results will display, select the gray box to the left of your selection
5. Select the OK button

Results List: 204 results found for Humber
Lazt name = | First name Org. Unit Marme BusineszPartner

D Andersan Frank TRHAD420 70742
[ ] Anderson Cynrthiz GSPR7140 F03389
| Anderson Wencly RWCMPS214 T03468
| Anderson Angela SPETEZ10 TO3722
] Andersan Shari LIBRS133 704566
] Andersan Baohbie LCADS2E 702455
] Andersan James ERJCE400 TOB256
| Anderson Ricky TRHADS4O TOM1E
i Andersan Linda TRHADFO T

6. Partner number of Responsible Employee is now inserted

l = Responsible Employee 703389 Cwnthia Anderson

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

Harrisburg 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
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2. Select Procurement from the list of options in the Connections list

SAF Logon Pad 720

oo o[ 2|2 [0]m ) v

(7 Favorites Marme “| System D... |
7 shortouts IESBudget Preparation (SEM)

G Connections ﬂi,.,—;:;Business Warehouse Reparts

Boce

ﬂiéFinance & Budget Execution

ﬂi,.,—gHR,l'F‘ayrDII

I Procurement

ﬂf—Training

ﬂszON-SSO: Budget Preparation (SEM)
: ﬂszON-SSO: Business Warehouse Re. ..
: ﬂszON-SSO: Finance & Budast Execu. ..
7 2MoN-550: HRPayrall

EENON-SSO: Procuremnent

[elv]l [ KD

3. Enter transaction SU3 into the Transaction Code field and select the green check

Menu  Edit  Fawvorit stras  Systern Help

513 B dHI C@o SHRE B
SAP Easy Access - User menu for Daniel Scoft
B = S| B2 v

4. Select the Address tab

Address k Defaults k Parameters
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5. Maintain user data such as Name, Department, Telephone, and Fax. Email can’t be

changed.
Last name Scott
First name Daniel
Acad. fitle
Format Daniel Scott
Function
Department BUREAL OF IES
Room no. Floar TTH Building FORLIn F'LA(

Cammunication

Language Enadlish El Other communicatian... |
Telephone no. 717-705-9209 -
Fax T17-705-9211 -

6. Select ASSIGN OTHER COMPANY ADDRESS button

Assign other company address. . | Assigh new company address. . |
Cormpary |

7. Search through existing addresses and choose one, if available

Address number (11 1445 Entries found

R estrictions |
— T
o |HE|H| R B
Cl. | Company in user's address Hame
110 |EIUF{EALJ CF IES Bureau of IES

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

Address number {13 145 Entrig

R eztrictions |

||| 8E

9. If nosuitable address is found, then return to previous screen and select ASSIGN NEW
COMPANY ADDRESS. New company address does not replicate from SAP R/3 to SRM
until the end of the day.

| Assign other company address.. | Assign nesw company address... I

AT
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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.”

Address maintenance: Display "SAP user company addres
Mame
Tifle] B
MHarme Mes Company Bame

Faorum Place Gth Floar

Search terms
Search term 112

Street address

StreetHouse number Walnut Street 555

Fostal codeiCity 17105 Harrisburg

Caumntry 5 LISA Regian P& Fennsylvania
Time Zone EST

PO hox address

PO Box

Fostal Code
Campany postal code

Cammunication

Language English El Other communicatian... |
Telephane = H
Fax -
E-mail =3

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

IJser Edit Goto S

@ | Hea@ il noD@
Maintain User Profile g

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

Note:

Assign other company address...

e Ifyou use | , the updated company address will

replicate to SRM from SAP R/3 in fifteen minutes.
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Assigh new company address...

e Ifyou use | | , 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.



