iTTC Step-by-Step Instructions:
CHANGE A VENDOR’'S NAME

FINANCE & PROCUREMENT: VENDOR DATA-CHANGE SCENARIOS

(1) Company’s Name Changes:

FROM DATATEL’S COLLEAGUE FINANCIALS (CF) MODULE...

FIND THE VENDOR THAT REQUIRES A NAME CHANGE. # Datatel - R18TEST - CF
File Edit Cptions  Help
1. Type VEND in the Quick Access drop-box Hlick Aczey
2. Select GO g ’_, CF
3. Type the vendor’s name in the Vendor Look-up text field o T i A - Accounts Pa?ab'f_‘
4. Select OK
5. Check the checkbox that corresponds to the correct YEMD-Vendor Maintenance
vendor
6. Select the SAVE icon or the F9 key
Yendors LookUp
- : I 3 post & courier
N e
iVEND 0o | R ) g g @ @ 0K ﬁ4}ancel | Det
1
4 YEMND-endor MalntenauEND A Fo ntenance e LIS e s o o
.?”E*F"ﬁc': CORP Lo en TIP . TIP . TIP . TIP . TIP . TIP TIP . TIP
iGL-Ger uzing CORF, Yiew: Combined Function Keys as
! 4
I‘rPU - Pur J Seq: Mame Address SIC Code KE}"JUBI’[' Shortcuts
 Favorites ID. Status Ertry Date _
:"- Source WWhere Uzed Fs Update AND
: 4 d= \continue working
4 5 ‘with this screen
5;_ v 1: Post & Courier 134 Columbus Street 1 1 Save AND close
; 0002337 Charleston, 5C 29403 0771 2,=nn B p el
; COR Mal PER
R T “.____..-.
TIP . TIP . TIP . TIP . TIP . TIP TIP . TIP

NAVIGATE TO THE VENDOR’S ORGP - ORGANIZATION

PROFILES SC

7. Detai

REEN.

| or Select the blue button to the right of the

Demographics field

8. Highl
Profi
9. Selec

venNameChange.docx

ight or Select the ORGP-Organization
les... MENU item

t OK

6/24/2009

e o .

; S
=T s T R e Tv*

v Demographics IH_E]

Re:

Select [tem

ORGP - Orqanization Prafiles..
A0RG - Additional Drganlzatlnn [rfa...

J] FMM - Formatted Mames...

J\,— Selected Item

; 9 OF. Cancel Help
e

Page 1 of 2



iTTC Step-by-Step Instructions:
CHANGE A VENDOR’'S NAME

MAINTAIN A REFERENCE TO THE OLD NAME AND ADD I : OFGP-Oraanization Profiles
THE NEW NAME TO THE PROFILE. VEND-Vendor Maintenance .
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