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Re-activate a Supplier or Site that has been Inactivated

Audience: Supplier Manager, Supplier Administrator

Purpose: Suppliers must meet criteria in order to qualify to do business. In the event suppliers
are missing important profile information, the Supplier Manager or Supplier Administrator can
inactivate suppliers.

The site represents a business relationship between a procurement business unit (BU) and a
supplier. Sites are created in a procurement BU. A procurement BU represents a specific
purchasing or sourcing organization that is responsible for establishing and maintaining supplier
relationships. The site allows a specific procurement BU to set terms, controls, and policies
which govern how procure to pay transactions are executed between its client BUs and the
supplier. Many of these site attributes are optional must be set only when there is a need to
deviate from a BU level policy. For example, the supplier might require more restrictive receipt
and invoice tolerances. Procurement policy terms and controls that are defined for a supplier
are maintained at the supplier site level. Suppliers and sites can be inactivated.

Every supplier site must have an active assignment to create transactions against the site, such
as purchase orders or invoices. In other words, if a site assighnment does not exist or is inactive,
you cannot create transactions for that supplier site. This job aid will assist you with marking a
supplier or site as inactive, then reactivating the supplier or site.

Step | Action

1 Log into Oracle. Home Page -> Procurement -> Suppliers
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JESSICA CHAPA @ Accounting Supplier Portal /oices General Accounting
Distribution

Share thoughts with your colleagues... [ 3

Conversations | Following Followers
Budgetary Control Fixed Assets Financial Reporting Procurement
Center

0 Employee News E E
0 My Flags

Click the Search icon on the right. Click the Advanced link.
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3 Click the Add Fields button.

Manage Suppliers @

4 Advanced Search Basic Manage Watchlist Saved Search All Suppliers v

* At least one is required

** Supplier ** Supplier Type v
** Taxpayer ID ** Tax Organization Type v
** Tax Registration Number ** Business Classification v
** Creation Date Between v | m/dlyy G - mudyy Y ** Products and Services Q
Search | Reset Save..| AddFields ¥ | Reorder

Search Results

4 Select Status.

Relationships

Spend Authorization Review Status
State Reportable

Supplier

Supplier Number

Supplier Type

Tax Organization Type

5 In the Status drop down select ‘Inactive’.

Status i Inactive v i X

6 Select another search criteria field and either select a value or enter a partial value. For this
example, a partial supplier name was entered.
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Manage Suppliers @

4 Advanced Search Basic Manage Watchlist Saved Search All Suppliers

** Atleast one is required

** Supplier 102 ** Tax Organization Type ~
** Taxpayer ID ** Business Classification ~
** Tax Registration Number ** Products and Services Q
** Creation Date Between |~ m/dlyy G - mudyy Y Status Inactive | v X
** Supplier Type v
Search | Reset Save.. AddFields ¥ Reorder
7 Highlight search result and click Actions and select Edit.

Search Results

View v Format v + 7 r =4 Freeze [m Detach Wrap

Create . :
er Alternate Name Busi Relationship Parent Suppli Creation Date Inactive Since Tax Registration
ar Number

Edit

Spend Authorized 71719 8/15/19

Export to Excel

8 The Profile tab displays by default.
Edit Supplier: 102 Reynolds Auto Center, Ltd. ﬂm

Addresses  Sites  Contacts

4 General
* Suppiier [or e o Business Relationship Spend Authorized
Supplier Number 101082 Parent Supplier Q
Alternate Name Parent Supplier Number
Creation Date  7/17/19
Tax Organization Type Corporation v
Creation Source Import
Supplier Type  Supplier v
Registration Request
Inactive Date 8/15/19 [y

Attachments Vendor W9 0000006964 == 3¢
Status  Inactive

4 Additional Information

Legacy Supplier Number 0000006964 OPERS Supplier Type v

9 If a Supplier is Inactive, the status will display as Inactive and an Inactive Date will be
displayed.

Inactive Date 8/15/19 Y

Status Inactive
10 To Reactivate the entire supplier, remove the Inactive Date.

Inactive Date /dlyy e

11 Click the Save and then Submit buttons.

CoveTorar) e

Last Saved 8/15/19 11:08 AM

12 End of Procedure for Supplier Header.
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13 Find the supplier again.

Search or pick from search results

Overview

Overview

102 Reyn|
4 Supplier Spend Authorization Requests

Pending Approval  Rejected

102 Reynolds Auto Center, Lt

Actions ¥ View v Format ¥

k; F Detach

Pending Past30 days

Request Source

i) o m

Supplier Suppller Business Relationship  Requested By  Request
No data to display.
Columns Hidden 11

4 Supplier Business Classifications

Expiring  Expired

Actions v View v Format v

z Detach Expiring Next 30 days v

Highlight the suppher and cI|ck‘ Actions and select Edit.

Create

Export to Excel

S

View Administrative Contacts
View v Formatv o 4

- Supplier P
Supplier Number

24 " Detach

ite Name

Parent Supplier Creation Date
102 Reynolds Auto 101082

Inactive Since Lau):“ieegristration Taxpayer ID D-U-N-S
Spend Authorized 717119
15 Steps to Reactivate a specific Site or Address

Click the Address tab.
16

17
18

Contacts

Change the search Status to Inactive (dropdown) to display inactive addresses
Profile Addresses Sites

Actions v View v Format

+ /7 B

Inacnve Vi

Status

Address Name Address

MAIN

D.B.A. Midas Auto Service Experts 102,1204 S. Reynolds Rd.,TOLEDO, OH 43615-6910
Columns Hidden 5

Click the Address Name link to add update the Address details for the highlighted Site
To Reactivate the address, remove the Inactive Date

19
20

Inactive Date idiyy e

Status Active

Click the Save and Close button.
Click OK.

‘ ® Confirmation X

Your changes were saved.
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To verify, change the search Status to Active (dropdown) to display reactivated addresses
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Profile  Addresses Sites Contacts

Actions v View v Formatv 4 # 5 Freeze

Address Name  Address

MAIN D.B.A. Midas Auto Service Experts 102,1204 S. Reynolds Rd., TOLEDO, OH 43615-6910

Columns Hidden 5

Job Aid PUR-022

Address

Phone
Purpose

Status

Ordering; Remitto  Active
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Click the Submit button.
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Click OK.
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