[image: image34.png]





user guide

SMSA Express Trans. Co. Ltd
Supplier Master Creation – Purchase
Author:
Nandagopal S
Creation Date:
Jul 19, 2012
Last Updated:


Document Réf.:


Version:

Note: Title, Subject, Last Updated Date, Reference Number, and Version are marked by a Word Bookmark so that they can be easily reproduced in the header and footer of documents.  When you change any of these values, be careful not to accidentally delete the bookmark.  You can make bookmarks visible by selecting Tools->Options…View and checking the Bookmarks option in the Show region.
Document Control

Change Record

	Date
	Author
	Version
	Change Reference

	
	
	
	

	14-Nov-11
	Nandagopal S
	1.0
	No previous document.

	
	
	
	

	
	
	
	

	
	
	
	


Reviewers

	Name
	Position

	
	

	Mr. Krishnamoorthy Swaminathan Govindapuram

	HCL  - Project Manager

	Mr. Salim Abubacker 

	SMSA – Purchasing Supervisor

	
	

	
	


Distribution

	Copy No.
	Name
	Location

	
	
	

	
	SMSA Express Trans. Co. Ltd
	Riyadh

	
	
	

	
	
	

	
	
	


Note: The copy numbers referenced above should be written into the Copy Number space on the cover of each distributed copy.  If the document is not controlled, you can delete this table, the Note To Holders, and the Copy Number label from the cover page.

Note to Holders:

If you receive an Electronic Copy of this document and print it out, please write your name on the equivalent of the cover page, for document control purposes.

If you receive a Hard Copy of this document, please write your name on the front cover, for document control purposes.

Contents

iiDocument Control

Oracle Application Menu Navigation
4
Short Cut Option Icon
4
Supplier Creation and Maintenance
6
1.1 
Initiator/ Owner
6
1.2
Pre-Requisites
6
1.3
Data Entry Rules
6
1.4
List to be done
7


Note: To update the table of contents, put the cursor anywhere in the table and press [F9].  To change the number of levels displayed, select the menu option Insert‑>Index and Tables, make sure the Table of Contents tab is active, and change the Number of Levels to a new value.

Oracle Application Menu Navigation 
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Supplier Creation and Maintenance 
1.1 
Initiator/ Owner
	Initiator
	Buyers

	Owner
	Buyers


1.2
Pre-Requisites

· Buyer verifies that the supplier does not exist in Supplier Master

· For new supplier, Buyer obtains the necessary details from the Supplier

· Necessary documents / Certifications are obtained from the new Supplier

1.3
Data Entry Rules

· To avoid Duplicate of Suppliers, enter the name of the Suppliers in Capital Letters only as it appears in their Letter Head

· Supplier Number is system generated. Buyer need not enter

· Choose the Country Name from List of Values

· Operating Unit – Company Name shall always default

· Mandatory fields are marked *

1.4
List to be done

Step 1: Login to Oracle Application
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	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	User name
	None
	Enter the user name
	

	Password
	None
	Enter the Password
	


Note: Click on the any menu to access the menu option
Step2: Navigate to the Supplier Creation and Maintenance and click on the Suppliers Menu. 

OR

Navigation Path > Purchase super user > Supply Base > Suppliers
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Step3: When you click on Suppliers Function, the following screen opens up. In the Search for Registered Suppliers Window, input the part of the Supplier’s Name and click on ‘Go’

.
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	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Supplier Name
	None
	Enter Supplier name
	


Suppliers can be created by any Group company. The basic information about the Supplier shall be available to all other Group Companies. Site related information is specific to the individual Group Companies.

It is recommended that a search is made in the Supplier Search Page for the possible existence of the Supplier.

For Search, one need not know the complete name of the Supplier. Wild card character % can be used to find the possible match of the Supplier. 

Step4: If the Supplier does not exist in the system, obtain all necessary Supplier details as per ‘Vendor Registration Form’ along with necessary documents and in the system, click on ‘New Supplier Creation’
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Step5: The following form shall open up. Key in the new Supplier Name in Capital Letters as it appears in their Company Letter Head



[image: image14.png]Suppliers >
Create Supplier

* Indicates required field

* Organization Nare
Alias

Name Pronunciation
D-U--S Nurmber
URL

Context Value

Supplier Type  Standard supplier
[AL NAHDI TRADING STOI Tax Country
Tax Registration Nurber
Tarpayer D

——

Mt include: g

Gancel | [ Apply




	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Supplier Name
	None
	Enter Supplier name
	


Add the Supplier Name. Supplier Name is the only Mandatory field to create the Supplier. After the above details are input, click on ‘Apply’

The Supplier Number is created automatically and the further updation of information on the supplier shall be possible now.
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Step6: Creating Supplier Site
Each Supplier need to have the address defined. It is called ‘Supplier Site’.

Create the Supplier site by clicking on the Create Button.

Click on the “Address book” to create the supplier site address details before proceeding with supplier site
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Click on the “create” button to update the supplier site address details
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	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Country
	Saudi Arabia
	Choose from the List of Values, if different from Saudi Arabia
	

	Address Line 1
	
	Input the Address details of the Supplier
	

	Address Line 2 and 3
	
	If the address of the Supplier is lengthy, make use of Address Line 2 and 3 to key in the detailed address.
	

	City
	
	Enter the City name of the Supplier
	

	Postal Code
	
	Enter the Postal Code of the Supplier
	

	Address Name
	
	Provide a name to the Address. This shall further be referred as ‘Site Name’. This ideally could be the City name itself. This name needs to be Unique for the addresses of this particular Supplier.


	

	Phone Area Code
	
	Provide the Area Code of the Address
	

	Phone Number
	
	Provide the Phone Number for the Address
	

	Fax Area Code
	
	Provide the Area Code for the Fax Number
	

	Fax Number
	
	Provide the Fax Number of the Supplier Address
	

	Email Address
	
	Provide the Email Address of the Supplier
	

	Address Purpose -  Purchasing
	
	Select Purchasing, if the Supplier site is eligible for  Purchasing documents and need to be forwarded to this Address
	

	Address Purpose -  Payment
	
	Select Payment, if all Payment need to be forwarded to this Address
	

	Address Purpose -  Payment
	
	Select RFQ Only if the Supplier site is eligible for sending RFQ only and not PO
	


Step7: Once the Supplier Address (Site) is created, this need to be attached to the Company Name (Operating Unit) to enable the transactions in the name of the Supplier.
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	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Site Name
	
	Select from the List of Values
	

	Operating Unit
	Company Name shall default
	
	


Now this Supplier is ready for release of RFQ, release of Purchase Orders and issue of Payments by the concerned Company.
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Step8: Supplier provided documents can be scanned and attached to the Supplier record

[image: image21.png]e —

search

Note that the search is case insensitive
Title Go

how More Search Options

Add Attachment...

Title Type Description Category LastUpdatedBy LastUpdated Usage Update Delete Publish to Catalog
o resilts found,

Cancel | [ Save





[image: image22.png]Sunplers B R IR

Add Attachment

Cancel | [ Add Another | [ Apply
#dd [Deskiop File/ Text/ URL =
| Attachment Summary Information
Tite
Destription =
I |
Category [From Supplier

Type © File Browse

CURL
© Text




[image: image23.png]Cancel

Add Another

Apply





	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Title
	
	Provide the Title to the Attachment
	

	Description
	
	Provide the description of the attachment
	

	Type – File
	
	If a file is to be attached, select this  option, browse from the desktop and attach
	

	Type-Web Page
	
	If a web page is to be linked, select this option and provide the link
	

	Type – Text
	
	If a text is to be attached, select this option, and enter the text in the provided space
	


Step 9: Supplier contact persons details can be entered in the Supplier record
Select the Contact Directory and click ‘Create’
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Add the First Name, Last Name, email address, Job title of the Supplier contact.
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	Screen Field
	Default Value
	Required Value (if different from Default)
	Comments

	Last Name
	
	Provide the Last Name of the Supplier Contact
	

	Phone, Fax, email id
	
	Provide the contact details such as Phone, Fax, email id of the Supplier contact person
	


After adding all the contact details, click on ‘Apply’ button. The contact details shall be updated in the Supplier record.
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Step10:  Accounting Details
Accounting details such as Liability Account, Prepayment account, Bills Payable account, and Distribution set shall default from the Financial Options set in.

In case the account needs to be modified for a particular supplier, the same can be edited in the Accounting Region of the Supplier site.
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Step11:  Purchasing Details
SMSA Ship to location, Bill to location for the supplier shall default from the Financial Options.

If the same is to be changed for a particular supplier site, the same can be edited.
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Step12:  Payment Method
Payment details such as Payment method which shall be applicable to the Supplier can be selected here.
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Step15:  Invoice Payment Details
Supplier Invoice details such as: Invoice currency, Invoice Match Options, Payment currency, Pay group, Payment terms, Terms date basis, etc shall default. Any change specific to the supplier can be edited.
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Click on Save. The Supplier creation is completed.
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