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Address Maintenance eForm

eForms are electronic forms within NC E-Procurement. They allow users with the Security Administrator
role to avoid paper processing by directly updating address information in the NC E-Procurement system.
eForms are easy-to-use pages accessible from the Shortcut Menu on the Ariba Dashboard. Only
Security Administrators, Community College and School System EPLite Administrators, and users with
the ‘Address eForm’ role have access to eForms.

The Address Maintenance eForm allows the user to add, update, and delete Ship To and Bill To
information for their entity. NCAS users will only have the ability to add or edit Ship-To Addresses, and
should contact the NC E-Procurement Helpdesk to have new ‘Bill To’ addresses entered or edited in the
NC E-Procurement system.

Note: Community Colleges and School Systems must take additional steps within their financial systems
once the address has been added in NC E-Procurement. Please refer to the appropriate ‘Mapping
User/Address Information’ process guide for more information.

1. Click the ‘AddressMaintenance’ link from the Common Actions Portlet on the Ariba Dashboard
or click ‘Create’ on the Menu Mar and then select ‘AddressMaintenance.’.
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2. Title — Enter a title for the Address Maintenance request (e.g. ‘New Ship-To Address —
Maintenance Building.’

3. Select Maintenance Mode — Select the appropriate type of address maintenance to perform.

a. Update: Users can update existing address information using the update function.
Community College and School System users can also view the address Unique ID needed
to complete the address mapping by using the update function.

b. Add: Community College and School System users can add new Ship To and/or Bill To
information using the add function. NCAS users can add new Ship To addresses using this
function.

c. Delete: Users can delete existing address information that is no longer needed in the
system.

d. Reactivate: Users can reactivate addresses that were previously deleted. Some School
System users may need to reactivate an address if they receive an error message when
attempting to add a previously existing Address ID.

Note: For assistance adding, editing, and deleting Bill To addresses, NCAS users will need to contact the
NC E-Procurement Helpdesk. NCAS users must add new Bill To addresses in NCAS prior to them being
added in NC E-Procurement.

1 € ’
4. Click ‘Next.
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. Address Maintenance — Add Mode

1. Entity — The Entity field will default to the Security Administrator’s entity. This field cannot be

modified unless the user has cross entity permissions.

2. Name — Enter the address name as it should appear in NC E-Procurement.

Note: For NCAS users, the name field is the 3 digit building code. Community College and School
System users may enter the full building or school name in this field.

3. Address Lines 1-3 — There are three lines to enter the mailing address information. Users may

enter the information as desired. Each line can contain up to 50 characters.

4. City — Enter the city name.

5. State — Enter “NC” for the two digit state abbreviation.

6. Postal Code — Enter the zip code of the location. Do not hyphenate the full 9-digit code.

7. Country — Use the drop-down menu to choose ‘United States.’

8. Phone - Enter the phone number in the following format, XXX-XXX-XXXX.

9. Email Address, Fax, URL — Enter the appropriate information related to the location, if desired.

These are not

required fields.

NCE-Prunurement ARITE A Home | Help ™| Logout
— @vyow senvice Home Welcome NCAS Administrator
AD1135101: Address Maintenance eForm e >
Address ﬁ ) £}
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@) Tite
COMPLETE FORM - ADDRESSMAINTENANCE
gﬂnrr:.‘pleta
Entity: *41
(3] summary Mame: P
Line 1: D (*) denotes required
Line 2: fields. All other fields
Line 3: are optional.
City
State:
Postal Code: ™
Country: " ]
Phone:
EMail Address:
Fax:
URL:
ship To, Bill To:  ShipTe
PmmiEN
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10. Ship To, Bill To — Community College and School System users should select the appropriate
address type for the entered address information. This designation cannot be changed once this
transaction has been submitted. For NCAS users, this field will default to “Ship To” and will be un-
editable.

11. Click ‘Next.’

AR B A* Home | Help ~ | Logout
NCE-Prncurement
(@your service Home wlelcame MCAS Administratar

~ ~
ADL135101: Address Maintenance eForm
~ e
-

Provide the requested information,
[I) Tite

Complete
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COMPLETE FORM - ADDRESSMAINTEMNANCE

*
=

Entity: 1

@ sSumrmary

B
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Hame: TA
Line 1: *|Ship To Address
Line 2:
Line 3:

City *|raleigh

State: "ING

For NCAS users, the field is automatically
set to ‘ShipTo’ and is un-editable.
Community Colleges and School Systems
will have the ability to select the appropriate
option.

Postal Code:

Country: *|United States

o
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URL:
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12. Users can add comments in the ‘Comments’ field.
13. Users can add attachments using the ‘Add Attachments’ button.

14. Review the information entered for the new address and click ‘Submit.’

Tome | Help * | Logout

NCE-Prncurement ARIEB A

(@ your service Home Welcome NCAS Administrator

Manage

AD1135120: Address Maintenance eForm

Address : =
z
@ Review your request, make changes as nscessary, and then submit it for approval, S =
Title
Fom
@ Summary Title: Address Maintenance eForm
Select Maintenance Mode:  Add
My Labels: ) Apoly Label...
Change From To
Entity 41
Mame MNCAS Ship TO
Linel 123 Main St
City Raleigh
State N
FaostalCode 12345
Country us
Fhone 888-211-7440
Ship Ta, Bill Ta ShipTo

COMMENTS - ENTIRE ADDRESSMAINTENANCE

Comments:

\ Comments and attachments can
ATTACHMENTS - ENTIRE ADDRESSMAINTENANCE be added to the entire request
from the ‘Summary’ screen.

Add Attachment

Note: Once the Address Maintenance is submitted and all required (if any) approvals are complete, the
Address Maintenance will be in ‘Actioned’ status.

Home | Help ~ | Logout

NCE-Prncurement AR 1B At

(@ your service Home Welcome NCAS Administrator

AD1135120 - Address Maintenance eForm Status: Actioned

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review ¥

(@ )
Summary | Approval Flow m

Date . User Real User Action Surmary

Today, 12:32 PM ariba System Actioned AD1135120 has been actioned.
Today, 12:32 PM Ariba Systsm Actionsd AD1135120 has been actioned.
Today, 12:32 PM NCAS Administrator approval not required AD1135120 required no approval.
Today, 12:32 PM NCAS Administrator NCAS Administrator Submitted AD1135120 submitted for approval.

9/2/2015 Address Maintenance eForm Process Guide 5



o
=>(/\/ é E-Procuremenﬁ

@ your service

NC E-Procurement @ Your Service
Security Administration Course

Address Maintenance eForm Process Guide

ll. Address Maintenance — Update Mode

1. Setthe ‘Select Maintenance Mode’ field to ‘Update.’

NCE-Prunurement ARIE A

@your service Home

Manage Recent

Prefer

AD1135101: Address Maintenance eForm
Address

Enter a title.

Home | Help ~ | Logout

Welcome NCAS Administrator

Title

Complete
o

Title: [address Maintenance sFarm

=
S e

Sslect Maintanancs Mode: 3 Soect 5 vae =\
(3 summary

Address: II o el . Vst
My Labels: £ Apply Lakel &‘“ ,
N
Rugers_ - 7]

2. Inthe ‘Address’ drop-down menu locate the address to be updated.

the drop-down menu, select ‘Search for more...’

If the address is not listed in

AR B A"

NCE-Prncurement

— @vour service Home
Search

Manage Recent

Preferences

AD1135101: Address Maintenance eForm
Address

Enter a title.

Home | Help ~ | Logout

Welcome MCAS Administrator
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Complete Title:
Forrn

[Address Maintenance sFarm

Select Maintenance Mode: ™| Update w

Address: *
- ——
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3. Locate the address to be updated by typing in the address name in the search box. Users can
also search by the street address.

4. Click ‘Select’ next to the appropriate address.

NC ARIB A Home | Help ~ | Logout
E-Procurement
@ynur service ch value for add Welcome NCAS Administrate
oose Value for Address
- «— | Type the address
451155101 Address y P [Name ¥ name in the search
Address H 3 y Frev| [ Nexty] Bl
box and click ‘Search.
Enter a titls.
Title Marme + Entity Lines City
~
Complete Title: (Mo value) Select
Form
Select Maintenancs M
G 41PT 41 123 Main St Anytown NC  United States
Address:
My Labels: oply | CUltural Resources 41 123 Main St. Anytawn HC  United States
123 Main Street .
NCAS Ship To 41 Anytown NC  United States
| Frev| [nexts] (EE
s01 41 123 Main St Anytown NC  United States D (pextt)
s01 41 123 Main St. Anytown  HC United States
> -
s01 41 123 Main St. Anytown HC  United Statefs \I
~ -
-
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St. Anytawn HC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown NC  United States
. aa e . . . i PR — Y
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5. Make the necessary changes to the address. Any fields that are marked with an asterisk (*) are
required and will need to be populated prior to clicking ‘Next.’

Note: The ‘Entity’ and ‘Ship To, Bill To’ fields cannot be changed. All other fields are editable.

. Home | Help ~ | Logout
NCE-Prucurement ARILB A ’ ’
@ynur service Home wlelcame MCAS Administratar
H cCreate Search Manage Recent Preferences
AD1135101: Address Maintenance eForm e ——
@ Provide the requested information, Sea -7
Title
- ot COMPLETE FORM - ADDRESSMAINTENANCE
Sl .
! et . Community College and
(3] summary arme: “TNCAs S T School System users have
Line 1; *[123 Main street two additional fields listed on
Line 21 this Complete Form page.
Line 3: See below explanation for
City: * anytown more detaI|S
State: *ne

Postal Code:  *|12345

*

Country: United States

*|888-211-7440

Phone:
EMail Address:

Fax:

HHHI!IIIHHII/

URL:

Ship To, Bill T ShipTo
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Note: Community College and School System users will have an additional field listed beneath the
‘Entity’ field. For SunPac, Colleague, and ISIS users, this field is the ‘Unique Name’ and contains
the information needed to complete the address mapping process in Colleague/SunPac/ISIS. In
addition, SunPac users will have a second field listed, ‘Address ID’, that is included in their specific
address mapping process. If a SunPac user receives an error message when attempting to add or
update an Address ID that was previously deleted, the address will need to be reactivated.

6. Click the ‘Next’ button.

Home | Help ~ | Logout

.
NCE-Prucu@nent AR LB A

@your se Home welcome SunPac Administratar

-

AD1135104: Untitled AddressMaintenance
Addross 7] (&)

. - < 7
Provide the requested information, N -

@ Title

Complete
Farm

COMPLETE FORM - ADDRESSMAINTENANCE

Entity: *LDUR

Summar
& v Address 1D:

=

01
Unique Mare: G01LOUR

Hame: * central Regional Acct,
Line 1: * 123 Main st

Line :
Line 3:

City: * anytown

tate:

‘Address ID’ for
SunPac School
Systems.

ostal Code:

ountry: *[United States

o

hane: *|1-336-229-2017

EMail Address:
Fax:

URL:

il

ship To, Bill T: [ ShipTo (v
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7. Verify the changes made to the address.

8. Add comments in the ‘Comments’ section of the request if desired.

9. Add attachments to the eForm in the ‘Attachments’ section of the request if desired.
10. Click ‘Submit.’

11. The Address Maintenance eForm will be in ‘Actioned’ status once all required approvals (if any)
are complete.

Note: Address changes are effective immediately after the Address Maintenance eForm is
submitted and any required approvals are complete.

NCE-Prucurement ARI1B A tome: | el 7 et
—— @vour service Home Welcome MCAS Administrator
address AD1135121: Address Maintenance eForm \
Review your request, make changes as necessary, and then submit it for approval, N ~__"
1] Title
P Approval Flow User can add approvers to this request
e | ~ by clicking the Approval Flow tab.
Title: Address M3 ce eForm .
@ sy Select Maintenance Mode:  Update Address Changes do nOt reqUIre
Address: NCAS Ship To approval unless requested by the user.
My Labels: Apply Label...
Change From To
PostalCode 12345 12346
COMMENTS - ENTIRE ADDRESSMAINTENANCE
Comments:
\ Comments and attachments can
ATTACHMENTS - ENTIRE ADDRESSMAINTENANCE be added to the entire reqUeSt
from the ‘Summary’ screen.
<+
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I1l. Address Maintenance — Delete Mode

1. Select ‘Delete’ from the ‘Select Maintenance Mode’ drop-down menu.

Home | Help ~ | Logout

NCE-Prunurement ARIB A

Home WWelcame NCAS Administrator

ADL135122: Address Maintenance eForm

Enter a titls.
Title
Complete Title: [address Maintenance eForm
Farm - ~a
L -
® Select Maintenance Modgs “upig o vae = N
S r -
DL address: /et v i
1
My Labels: L
4 T ’
e
- -

2. Using the ‘Address’ drop-down menu, locate the address to be deleted. If the address is not
listed in the drop-down menu, select ‘Search for more...” Select the address to be deleted from
the pop-up window that appears.

Home | Help ~ | Logout

Welcome MCAS Administrate
Choose ¥alue for Address

NCE-Prucurement ARIB A

@yaur sen Home

Manage  Recent

: Search
AD1LIS101, Address yf Field: [Mame ]| |
Address
Enter a titls.
Title Marme 1 Entity Lines City State  Country
:F:;rr;p\ete Title: (Mo value) =
Select Maintenancs M
G 41PT 41 123 Main St Anytown NC  United States
Address:
Cultural Resources 41 123 Main 5t Anytown NC  United States
My Labels: Apply ¥
123 Main Strest .
NCAS Ship To 41 Anytown NC  United States =
(€]
s01 41 123 Main St. Anytown NC  United States [ Select]
A - -
s01 41 123 Main St. Anytown  HC United States
s01 41 123 Main St. Anytawn HC  United States
s01 41 123 Main St Anytown  NC  United States
- ~
4 N
s01 41 123 Main St Anytown  NC  United Statef 7
S o -
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St. Anytawn HC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown NC  United States
- - PP - e e = =
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3. Review the address information to be deleted.

4. Click ‘Next.’

ARIB A* Home | Help ~ | Logout
J\_/_Cimrﬂent
@ymfr service Home Welcome NCAS Administrator
Manage
AD1135122: Address Maintenance eForm
adaress (cit]
Provide the rsquested infarmation, ==
Title
COMPLETE FORM - ADDRESSMAINTENANCE
Complete
Form
Entity: a1
(@) summary Name: *HCAS Ship To
Line 1: *123 Main Strest
Line 2:
Line 3:
City: *anytown
State: *HC
Postal Code:  *12345
Country: *United States
Fhone: * £88-211-7440
EMail Address:
Fax:
URL:
ship To, Bill To:  ShipTa
e
P2 >
()
- - -
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5. Add any necessary comments using the ‘Comments’ field.
6. Add any necessary attachments using the ‘Attachments’ link.

7. Onthe Summary screen, click ‘Submit.’

Home | Help ~ [ Logout

N
NCE-Pruuurement AR LB A

@ your servi Home Welcome NCAS Administrator
Manage Recent Pri
dd —
AD1135122: Address Maintenance eForm
. NI -
Review your request, make changes as necessary, and then submit it for approval. S —
(1] Title
Form
@ Summary Title: Address Maintenance eForm
Select Maintenance Mode:  Delete
Address: MCAS Ship To
My Labels: Apply Label..
change From To
Entity 41
UniqueName ADJOFYZ.ct
Mame NCAS ship To
Linel 123 Main Street
City Anytown
State NC
PostalCode 1234%
Country us
Phone §88-211-7440

COMMENTS - ENTIRE ADDRESSMAINTENANCE

Comments:
\ Comments and attachments can
be added to the entire request

from the ‘Summary’ screen.

ATTACHMENTS - ENTIRE ADDRESSMAINTENA)

Add Attachment

8. Once the eForm is submitted and all (if any) required approvals are complete, the Address
Maintenance eForm will be in ‘Actioned’ status and the address will have been deleted from NC
E-Procurement.
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V. Address Maintenance — Reactivate Mode

1. Setthe ‘Select Maintenance Mode’ field to ‘Reactivate.’

NCE-Prncurement ARIE A

@your service Home

Search  Manage

Recent Pre

AD1135101: Address Maintenance eForm

Home | Help ~ | Logout

Welcome NCAS Administrator

~_

address Exit
Enter a title.
Title
Complete Title: |Addpgsatiaigtenance sFarm
Farm . .

Select Maintenance Mnda,‘ Seled & Vahm T N
(3] summary ‘ | T 5V

Address: 1 idin B[]

1 ks 1
My Labels: £ Apply Lypel palsss .
e
~ -

2. Inthe ‘Address’ drop-down menu locate the address to be updated.

the drop-down menu, select ‘Search for more...’

If the address is not listed in

NCE-Prncurement ARIE A

@your service Home

Search  Manage

Recent Pre

Home | Help ~ | Logout

Welcome NCAS Administrator

AD1135101: Address Maintenance eForm

adaress
Enter a title.
(1) Tite
Complets Title: |Address Maintenance eForm
Form
Select Maintenance Mode: *| Reactivate (¥
@ Summary Address: *
-
My Labels: £ ApolylShel, )
~ -~
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3. Locate the address to be updated by typing in the address name in the search box. Users can
also search by the street address

4. Click ‘Select’ next to the appropriate address.

C ARIB A Home | Help ~ | Logout
E-Procurement
@ynur service ch value for add Welcome NCAS Administrate
oose Value for Address
- «— | Type the address
‘ Field: [Name v name in the search
AD1135101: Address
Address H ‘ y rev & =it
box and click ‘Search.
Enter a titls.
Title Mame + Entity Lines City
~
Complete Title: (Mo value)
Form
Select Maintenancs M
G 41PT 41 123 Main St Anytown NC  United States
Address:
Cultural Resources 41 123 Main 5t Anytown NC  United States
My Labels: Apply uitara ¥
123 Main Street .
NCAS Ship To 41 Anytown NC  United States
| Frev| [nexts] (EE
s01 41 123 Main St Anytown NC  United States D (pextt)
s01 41 123 Main St. Anytown  HC United States
-
e \
s01 41 123 Main St. Anytown HC  United Statefs ’
~ -
-
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St Anytown NC  United States
s01 41 123 Main St. Anytawn HC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown  NC  United States
s01 41 123 Main St Anytown NC  United States
. aa e . . . i PR — Y
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5. The address information cannot be edited during reactivation. Address Maintenance — Update
Mode can be used once the address is active.

6. Click ‘Next.’

NC ARIB A" Home | Help ~ | Logout
E-Procurement
Home Welcome NCAS Administrator

Pr—r—

~

AD1135122: Address Maintenance eForm z
address iz (e
Provide the rsquested infarmation, ==
Title
COMPLETE FORM - ADDRESSMAINTENANCE
Camplete
Form
Entity: a1
s
(@) summary Narne: “NCAS Ship To
Line 1: *123 Main Strest
Line 2:
Line 3!
City: *anytown
State: *NC

Postal Code:  "12345
Country: *United States
Fhone: " §88-211-7440
EMail Address:

Fax:

URL:

ship To, Bill T ShipTo

9/2/2015 Address Maintenance eForm Process Guide 16



o

"( NCE-Procuremem NC E-Procurement @ Your Service
@Yyour service Security Administration Course
Address Maintenance eForm Process Guide

7. Add any necessary comments using the ‘Comments’ field.
8. Add any necessary attachments using the ‘Attachments’ link.

9. Onthe Summary screen, click ‘Submit.’

Home | Help ™ | Logout

N
NCE-Pruuurement AR LB A

@ your servi Home Welcome NCAS Administrator
Manage Recent Pri es
-
ADL135122: Address Maintenance eForm =
y2
Review your request, make changes as necessary, and then submit it for approval. Seo -
(1] Title
Form
@ Summary Title: Address Maintenance eForm
Select Maintenance Mode: Reactivate
Address: MCAS Ship To
My Labels: Apply Label..
change From To
Entity 41
UniqueName ADJOFYZ.ct
Mame NCAS ship To
Linel 123 Main Street
City Anytown
State NC
PostalCode 1234%
Country us
Phone §88-211-7440

COMMENTS - ENTIRE ADDRESSMAINTENANCE

Comments:
\ Comments and attachments can
be added to the entire request

from the ‘Summary’ screen.

ATTACHMENTS - ENTIRE ADDRESSMAINTENA)

Add Attachment

10. Once the eForm is submitted and all (if any) required approvals are complete, the Address
Maintenance eForm will be in ‘Actioned’ status and the address will have been reactivated in
NC E-Procurement. Any changes that need to be made to the address can be made using the
Address Update process.
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