ORACLE System Process Document

USER PRODUCTIVITY KIT Adding a Bill to Address
Department
Responsibility/Role
File Name Adding a Bill to Address_SPD
Revision
Document Generation Date 4/30/2012 3:51:00 PM
Date Modified 5/21/2012 6:59:00 AM
Last Changed by
Status

Adding a Bill to Address

Trigger:
Required Field(s) Comments
Output - Result(s) Comments

Additional Information

Last changed on: 5/21/2012 6:59:00 AM Page 1




System Process Document ORACLE
Adding a Bill to Address USER PRODUCTIVITY KIT

Procedure

ORACLE isupplier Portal

Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin
Profile Management
* General
© CompanyProfle | Ll Confirmation
©  Organization Biling &ddress address has been removed from your Address Book,
©  Address Book
O Contact Directary | Address Book

< Business M

Cla i

Cossftins [Addiress Name = laddress Details oty | update Remove
Services Home 1235 Anywhere ST United States P m

- . Pegram, TH 37143
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‘ anking Detals Nashwile 456 Pririmn St United States

O Paymment & Mashwille, TN 37209 s L
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©  Surveys
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Step Action
1. Click the Create button.
2. Click in the Address Name field.
Enter the desired information into the Address Name field. Enter "Payment".
4. Click the cell.
|. . ¥ |
5. Click the Country list.
| Afgharistan |+]|
Press the left mouse button and drag the mouse to the desired location.
7. Click in the City/Town/Locality field.
8. Click in the Address Line 1 field.
9. Enter the desired information into the Address Line 1 field. Enter "999 Payment

St".
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10. Click in the City/Town/Locality field.

11. Enter the desired information into the City/Town/Locality field. Enter
"Knoxville",

12. Click in the State/Region field.

13. Enter the desired information into the State/Region field. Enter "CA".

14, Click in the Postal Code field.

15. Enter the desired information into the Postal Code field. Enter *12345".

16. Click in the Phone Area Code field.

17. Click in the Phone Area Code field.

18. Click in the Phone Number field.

19. Enter the desired information into the Phone Number field. Enter "645-5234".

20. Click the Purchasing Address option.

21. Click the Save button.

22.

End of Procedure.
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