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FINANCE & PROCUREMENT: ADD A VENDOR REMIT-TO ADDRESS 
 

FROM DATATEL’S COLLEAGUE FINANCIALS (CF) MODULE… 
 

 

FIND THE VENDOR THAT REQUIRES ANOTHER REMIT-TO 
ADDRESS. 

 
 

1. Type ADSU in the Quick Access drop-box 
 
2. Select GO 

 
3. Type the vendor’s name in the Person or Organization 

Look-up text field 
 

 

 

 

4. Select OK 
 
5. Check the checkbox that corresponds to the correct 

vendor 
 

6. Select the SAVE icon or the F9 key 
 

 

 
 

 
 

 
 

 
 

 

 

 

 
NAVIGATE TO THE VENDOR’S ADR - PERSON 
ADDRESSESS SCREEN. 
 
 

7. Detail or Select the blue button to 
the right of the next empty address 
record number for this vendor 

 
8. Enter the new address information 

in the appropriate text fields (see ADR 
screen next page) 
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a. Add the street address or PO Box number and the city, state 

abbreviation, and zip code or CSZ  
 
b. Select an Address Type from the dropdown list (see below) 
 
c. Add any Phone numbers associated with this address 
 
d. Select the Phone Type from the dropdown list (see below) 
 
e. Select the Address Status from the dropdown list 
 
f. Select the reason for the new address from the Change Source 

dropdown list 
 

 

 
ADDRESS AND PHONE TYPES:  Do NOT USE the types with strikethroughs 
 

 

 
 

 

 

SAVE AND UPDATE CHANGES. 
 
 
9.  Select Update  
 
10. Select the SAVE icon or the  F9 key 
 

 

 

 

 
 


