Employee Supplier Address Change

e Search for Employee Profile
e  Be Sure to Click the “Correct History” box.

Supplier Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Add a New Value ‘

Find an Existing Value

* Search Criteria

setib | = | |ASARC Q |
Supplier ID | begins with v | || |
Persistence | = vl v|
Short Supplier Name | begins with | | Q |
Our Customer Number | begins with | | Q |
Supplier Name | begins with v | | Q |

OiInclude History & Correct History [JCase Sensitive

Limit the number of results to (up to 300): |3CIID |

Search Basic Search B Save Search Criteria

e Add Attachments on Identifying Information Tab via the “Attachments” link.

< Manage Request Approval Add/U pdate Supplier
\ oy
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[ Identifying Informaticn I Address [ Contacts I Location I Custom I
SetlD  acARG “Supplier Name ‘Shawna Robleledo
Additional Name
Supplier ID NEXT ‘
“Supplier Short Name ‘ Robledosh UWithhelding
B Open For Ordering
“Classification ‘ Employee v| [ Check for Duplicate ] CIVAT Registration
HCM Class ‘ "| *Supplier Audit | Default ~
“Persistence ‘ Regular v| Supplier Audit
*Supplier Status ‘ Approved "|
I Expand Al H Callapse Al ]
Attachments (0) Profile Questions
Supplier Relationships
[ Corporate Supplier [ InterUnit Supplier
Corporate SetiD ASARC InterUnit Supplier ID Q
Corporate Supplier ID  NEXT Supplier Hierarchy
Create Bill-To Customer
O Create Bill To Customer




Employee Supplier Address Change

To change the address, click the “+” on the details for address id #1 and update profile to the new address. You
should see the effective date change to today’s date.

Before Change:

£ Manage Request Approval

d/Update Supplier

Identifying Information

I Address

[ Contacts H Location

I Custom

|

| New Window | Help |

SetlD  ASARC
Supplier ID  NEXT

Short Supplier Name

Effective Date |01/01/2023 [H]|

Country [USA @ |\ icines

Effective Status

Address 1 ‘123 Happy Lane

Supplier Shawna Robleledo

Active ~

Supplier Address [a] TR
s [
Description IRemll To: 123 Happy Lane
Details |E‘ Tof1 v
(=)

Address 2 ‘ |
Address 3 ‘ ‘
City ‘ Riverside
Counly‘ Postal | 92501
State ‘CA Q| california
Email ID |
» Payment/Withholding Alt Names
Phone Information
After Change:
< Manage Request Approval Add/Update Supplier n Q
| NewWindow | Help | F
| Identifying Information [ Address [ Contaets ‘ ‘ Location | ‘ Custom ‘
SetlD  ASARC
Supplier I NEXT Short Supplier Name Supplier Shawna Robleledo
Supplier Address | Q | f1 v
AddressID 1 ‘+H—‘
Description | Remit To: 4567 Training Day Dr
Details [a] [1er2 v/ [» ][ ¥
Effective Date [06/01/2023 [i¥!]| Effective Status | Active v |1‘ ‘ ‘
Country [USA Qs Srares
Address 1 ‘4567 Training Day Dr |
Address 2 ‘ ‘
Address 3 | |
City | Riverside
Coumy‘ Postal | 92507
state CA Q  califomia
Email ID. |
» Payment/Withholding Alt Names
Phone Information
(=][<] z

Please email ACOSupplierRegistration@rivco.org and provide business unit & Supplier ID # for final approval.
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