Training Exercise: Create a Supplier

		




	[bookmark: _GoBack]Module:
	Supplier Accounts (AP)

	Scenario:	  

PREREQUISITES:
	Create a Supplier

ACCOUNTS PAYABLE DATA ENTRY SPECIALIST, BUYER, AWARD CONTRACT SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Create a Supplier
	
	· Search Cre Sup
· Select Create Supplier

	Supplier Name
	
	· Last Name, First Initial 

	Supplier Category
	
	· Partnership

	Supplier Group
	
	N/A

	Default Payment Terms
	
	· Net 30

	Payment Type
	
	· Check 

	Default Payment Type
	
	· Check

	Accepted Currencies
	
	· USD

	Default Currencies
	
	· USD

	Click OK
	
	

	Supplier Details

	Restricted to Companies
	
	· CO100 County of Placer

	Contact Information Tab

	Phone
	
	· 916-555-5555

	Address
	
	· 1234 Main St
Rocklin Ca, 95765

	Tax Information Tab

	Tax IDs
	
	· USA

	EIN
	
	· 12-3456789

	Primary Tax ID
	
	· Select Checkbox

	Attachments Tab

	Attach Required Docs
	
	· W-9
· CA590

	Submit
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