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Merge Suppliers 

Audience: Buyers and Procurement Managers 

Purpose: The Supplier Merge Process is a utility used to maintain supplier records. A supplier 
record is not explicitly merged by the user. It is merged only as a result of all its sites being 
successfully merged. Supplier sites can be merged within the same supplier or between two 
suppliers. Additionally, the supplier merge process results in updates to transactions when the 
site referenced on an order, for example, is merged to another site. 

Once a merge is completed, it cannot be undone. The supplier is made inactive (in case of supplier 
merge) and supplier site is made inactive (in case of supplier site merge). 

Reasons for Merging a Supplier or Supplier Site 

You may want to merge Suppliers because: 

• A duplicate supplier was created. 
• The supplier was acquired by another company. 

You may want to merge Supplier Sites because: 

• A duplicate supplier site was inadvertently created. 
• The supplier moved to a new location. 
• A division of a supplier was sold and the appropriate site must be associated to the new 

supplier that acquired it. 

Impacts of Supplier or Supplier Site Merge 

The following are impacts of supplier merge: 

• All contacts of the supplier are merged. 
• All products and services categories are merged. 
• All sites are merged (this is a prerequisite for supplier merge). 

The following are impacts of supplier site merge: 

• All contacts associated with the site are merged. 
• If the contact has a user account for the Merged-from supplier, the contact will not be 

able to see any information in Oracle Fusion Supplier Portal about the Merged-to supplier 
initially. If the contact requires access to the Merged-to supplier, then the user account 
for the Merged-from supplier contact must be inactivated first before activating the 
account for the contact in the Merged-to supplier. 
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• When a supplier site is merged, the site information on certain supplier qualification 
transactions tied to that site is not updated. Instead, the following changes are made to 
these transactions: 

• Qualifications and assessments in Draft, Ready for Evaluation, and Future Dated status 
are canceled. 

• Qualifications and assessments in Active status are expired with the end date as the date 
and time when the merge process takes place. 

• Question responses available in the response repository are copied over to the Merge-To 
supplier site if active responses do not exist for the same questions. 

• If a supplier is merged as a result of the supplier site merge, the same changes are made 
to supplier qualification transactions that are tied to a supplier with no site. Details of 
these changes are documented in the supplier merge report. 

This job aid will assist you in merging duplicate suppliers. 

 Step Action 

1 Log in. Home -> Procurement -> Suppliers -> Tasks icon. 

 
2 Click on Merge Suppliers link. 

 
 From the Request Region Select the + icon 
4 Search and Select the From Supplier. 
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5 Search and select the From Supplier Site. 

 
6 Check the Box to Copy Site.  

 
7 Search and Select To Supplier. 

 
8 Select from transfer options, Purchase Orders and All Invoices. 

 
9 Click Submit. 

 
10 Select Yes. 
11 Select OK. 
12 

From the Processes Region Select the Refresh icon . 

 
13 Review the Merge Suppliers process. 
14 Select View Output. 
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15 Select Merge Suppliers Output File. 
16 Close the window. 
17 Click the Cancel button. 
18 Click the Done button. 
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