The following instructions are for choosing an ordering address for QPA 10159A with Sherwin Williams, but can be used for any vendor that has one remit to address and multiple ordering addresses.

Follow the normal process to create a requisition through eProcurement. Expedite it to a purchase order through the usual manner when it is Approved Status with a valid budget check. The purchase order will default with Order and Remit to addresses in Indianapolis as established through the QPA defaults.
At this point, it would be most beneficial for you to navigate to Vendors>Vendor Information>Add/Update>Vendors and search for Vendor ID 0000007877.   When the results are displayed you will see there are a number of active Addresses (order addresses throughout the State).  Find the Sherwin Williams office closest to your facility or one that best meets your needs.
[image: image1.png]2 Vendor - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Q- © X B G| s oo @3- 2 B -[JB

kv ] Wt el s ool prdEPLOYEEERP cMAINTAIN_VENDORS VDR I, GBLIPORTALPARAI_PTCNA

P _YNDR_ID_GBLEEOPP. SChode=ERPEEOPP.SCPort: V.

o Jins

1> lterns. New Window | Help | Customize Page |
> vendors

< Vendor Infarmation
< AddiUpdate

Setl STIND
Review Vendors 5

© aintain Vendor In: 0000007877
| Ry Vendor Short Name: SHERWINWIL  SHERWINWIL0D1
ey Vendor Name:  SHERWINWILLIAMS CO
> eProcurement
[ Senices Procurement onder: SHERWINAILOOT Remit To: SHERWINWIL:001
> Sourcing
> Grants 3434 SEAST ST 3434 SEAST ST
> Project Costing INDIANAPOLIS, IN 46227
B INDIANAPOLIS,IN 45227 .
> Banking
> Commitment Control
> General Ladiger
> SCM Infegrations
> 86t Up Financials/Supply
Chain
> Enterprise Components .
> Government Resource HCM Class: Created Date
Directory Openfor Ordering:  Yes :
> Worklist Last Activity Date: 05/14/2009
> Tree Wanager withtola ves
> Reporting Tools
[ PeopleTools
ax Center
|- Change iy Password
- b Persanalzations
- bty System Proie T 1 es 428 NVERMILTON
- by Dictionary P
| Reportan ssue

Approved Last Modified By: ~ 11243868
Regular Last modified date: 05/11/2009 1:35PM
Supplier Created By:

me:

Addc Address Line 1

start @




You can sort the columns by clicking on one of the column headers with an underscore as shown on the screen below where the city column has been sorted into alphabetical order.
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For the following example purchase order we want to use the Anderson office for the order address so make a note of the number in the “Addr” column which in this case is 3.
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Navigate to eProcurement>Buyer Center>Manage Purchase Orders to pull up your purchase order.  Click on the blue link labeled Vendor Details (to the right of the vendor name box).  The following page will display the order address that is currently on the purchase order.
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Click on the magnifying glass to search for the correct address or simply enter the correct Address number in the box.  Please do not change the location on the purchase order as the remit address is in Indianapolis is correct.  You can click on the yellow Show Address Details to confirm the order address is correct (as shown below).
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Click ok to return to the purchase order panel and then you can click on the blue link labeled “View Printable Version” to confirm that the purchase order information is correct.  At this point you can finish processing the purchase order as required.
