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ADDRESS BOOK (1) END DATE AN EXISTING ADDRESS cisco
The Address Book gives you the functionality to maintain your address
details online. Here you can create, modify and end date multiple 0
addresses. Address Book
Create
Address Name -  Address Details  Country  Update Remove
LR BFETT Unted States | . Click the Trash Can icon next to
SN 105F, CA 95085 @ y the address you’d like to end date.

NOTE: The system will prohibit you from end dating an address with an open Purchase

m 3 Order or Invoice. You will need to email the iSupplier help desk to transfer any open
Q// CREATE A NEW ADDRESS & LINK TO A C|SCO ENTITY @ UPDATE AN EXlSTlNG ADDRESS invoices to a new address prior to end dating these addresses.
Address Book “ Address Book
Create | = == m= mm mn o o e - On the Address Book Home Create
Address Name ~  Address Details |Countr\r Update Remove Page, click the Create button. Address Name ~  Address Details |Countr\r Update Remove gn the 'lAdI? rESSPBOOI.(I !-Iome Address f}ﬂ'hmmg ‘ nga rnlgg missage V:'"hbe
1SANJOSE 350 E Tasamn United States 1SANJOSE 350 E Tasamn United States | age, click the Pencil icon CraatE [1he stirens 15AN 30SE has been inactiated. Anof thesites <@l == G 1oP12vE 3L the top of the
SAN JOSE, CA 95035 s u SAN JOSE, CA 95035 J <E3_ | __ nextto the contact you'd like e ssociated with the address have alsa been mactivated and the Address Book Home Page,
to update. Address | address is no longer associated to any contacts or bank accounts. indicating that by end dating the
LSANIOSE vy you ke to procesd with this action? address invoices can no longer
be booked to an inactive
. o Cance | | sove | Cancet | | gve i =) address and associated sites.
e T oo T e
s una 2 e cute e fm == On the Create Address Page, Pl . — Make changes or additions to
B ot enter the desired information for e address information.
‘CPW,MHM:‘.‘: the new address. = Email Address fyzemyz.com
Ganes | [ 5ave | Click the Payment Addrgss check NOTE: You can only edit information displayed in the right hand column (Phone number,
S Vs 550355 box to indicate the function of . ; ) ] ;
P this address. fax area code, fax nur_nber, email addre;s). Information contained in the left column will be )
il greyed out and you will be unable to edit. !es s s s s == Click Yes to proceed.
St & | b If you need to include a
Ty £ . (| Payment Address | 4 == Purchasing Site where Purchase
Mo ~rone Orders will be sent you will need 9
a to indicate this in the notes
section. Note i T ) ) ) .
In the Notes section, indicate NOTE: A notification is sent to Cisco to review the information and update our vendor
Note * Note h master data base.
. - what changes are being made
. In the Notes section, indicate S el
Note ) : ; : to the address (e.g., Updated
= = o e what Cisco entity this address is hone number...etc.)
associated with (e.g., Cisco P e
Pt i s i e el e e i i i o of s i i it S /s 53 Systems Canada).
WHERE TO GO FOR ADDITIONAL HELP
Save i e e = Click the Save button when Save e e e == Click the Save button. iSUPPLIER HELP DESK iSUPPLIER HELP PAGE
D complete. —_—
Available to answer specific questions Provides additional reference
related to portal functionality. materials, general iSupplier support
) ) ’ ) and targeted video guides for Supplier
Isupplier-onboarding@cisco.com Management functionality
NOTE: A notification is sent to Cisco to review the information and update our vendor NOTE: A notification is sent to Cisco to review the information and update our vendor ’
master data base. master data base.
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