The following instructions are for choosing an ordering address for QPA 10159A with Sherwin Williams, but can be used for any vendor that has one remit to address and multiple ordering addresses.

Follow the normal process to create a requisition through eProcurement. Expedite it to a purchase order through the usual manner when it is Approved Status with a valid budget check. The purchase order will default with Order and Remit to addresses as established through the QPA defaults.
At this point, it would be most beneficial for you to navigate to Vendors>Vendor Information>Add/Update>Vendors and search for Vendor ID 0000007877.   When the results are displayed you will see there are a number of active Addresses (order addresses throughout the State).  Find the Sherwin Williams office closest to your facility or one that best meets your needs.
[image: image1.png]SetiD:
Vendor ID:

Vendor Short Name:
Vendor Name:

Order:

Status:
Persistence:
Classification:
HCM Class:

‘Open for Ordering:
Withholding:

VAT:

STIND.
0000007877
SHERWINWIL SHERWINWIL-001
'SHERWIN WILLIANS CO
SHERWINWIL-001 Remit To: SHERWINWIL-001
3434 SEASTST 3434 SEASTST
INDIANAPOLIS, IN 46227 INDIANAPOLIS, IN 46227
Approved Last Modified By: 248858
Regular Last modified date: 1110912011 354PM
Outside Party Created By:

Created Dateftime:
Yes Last Activity Date: 0112412012
Yes
No

ENewWindow (DHelp [ Customize Page T nttp =

~ Active Addresses.

i

i oesrion e ine e o2 E e ancose |uame1
[rsssn s A secroro W e [sesmmuasco
ossonn re st wsancron W e [sesmimuasco
sz 2ot moesson W s [sEmnAsco
sss00s s st rewcrene W sz s oo
o sustora s payman |12 ceenmionn P 0% ancamioon W e
ossozs s D coueus W e [sesmmsasco
[rsss00s st R AR senronraeEon W sz [semmnasco
o007 onProseEGT AE e o srrs s [suEsm s co
osss00n sannenronsREET eren W s [sesmmuasco
=Ty s oo R o o lrmmmianco

@ Localnranet [ Protected Mode: OFF

v Ri0% -





You can sort the columns by clicking on one of the column headers with an underscore as shown on the screen below where the city column has been sorted into alphabetical order.
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For the following sample purchase order we want to use the Anderson office for the order address so make a note of the number in the “Addr” column which in this case is 3.
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Navigate to eProcurement>Buyer Center>Manage Purchase Orders to pull up your purchase order.  Click on the blue link labeled “Vendor Details” (to the right of the vendor name box).  The following page will display the order address that is currently on the purchase order.
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Click on the magnifying glass to the right of the field to search for the correct address or simply enter the correct “Address” number in the box.  Please do not change the location on the purchase order as the remit address is correct.  You can click on the “Show Address Details” button to confirm the order address is correct (as shown below).
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Click the “OK” button to return to the purchase order panel where you can click on the blue link labeled “View Printable Version” to confirm that the purchase order information is correct.  
[image: image6.png]Process Monitor - Windows' o

€] https://devfs50.gmis.in.gov/psc/fs9ltst 2/EMPLOYEE/ERP/c/PROCESSMONITOR.PROCESSMONITOR. GBL - & 4| x I3 sing o~

W Fi https://devfsS0.gmisi - Internet =

|@r ) httpsi//devisS) gmisin gov/psreports/f<911st/89646: ~ & | 42 | x |2 Bing o fi v B v @ v Pagev Safetyv Tooksv @
e Favorites 5 ) hitp--wwwin.gov-idoa-fi.. ] Web Slice Gallery + ENewWindow (DHelp [ Customize Page i nttp

View Ldl| | @ httpsy/devfsS0.gmis.n.gov/psreports/fsOLtst/89.
BBY © 2
- Purchase Order 3
g i
[ te of Indiana Requisition Number: 0000010262
QY Sheonamna 1
oo @ R .
: A ot
o oy
- TR swore [T
et | SERR A2 ey,
Sevii R e
=
2oro T oo [omrrr——
e |TESIEETS it
opon Yo | SR iy
oo e L e
o
o (T oo [
o [ I it
e B
-
——— e
T OeTE WABPAINTS  1.0000 e 86100 081
E——
e -
-
Reutl Done G Unknown Zone | Protected Mode: Off @~

G Localintranet | Protected Mode:Off G o -





At this point you can finish processing the purchase order as required.
