Entering Foreign Vendors in the eVA eMall

Since address nomenclature is different for foreign addresses, these
instructions are to be followed for entering foreign vendor information.

Non-catalog item - NEW supplier entry

‘@A N

Preferences Toggle Tips

Choose Value for Supplier

Select a walue from the list or enter 3 walue and search for it. You can also select a specific page from the pull-down list or click an arrow to display the
previous or next page.

How Ta Screen Details

H There are too many matches to display the entire list. Refine your search criteria and tey again.

Field: Supplier Name | Search| [FED

M lier Name Small MilCreate new entry Business Woman Owned Business Action
(na value)

1. Enter the full company name in the Supplier Name field and click the SAVE button.

Create Suggested Supplier

Enter the requested information for the new value and then save it. The new value is added to the list of walues in the Chooser,
How To Screen Details

Supplier Name: [Huy stienwald
Customer ID:
L corp. web sits: [
Notes: =

preferred Currency: (no walue) =
Dispatch:

Carrier:  — ]
I — Note: The only currency that

Terms of Payment: l— iS accepted in eVA iS US
Locations: (select 5 walue) [ select ] DOI Iars

Small Business: O

Minority Owned Business: O

Wornan Owned Business: |

Kemper, Gail last visit 11/30/2006 5:25 AM. eVA Moded © 1996 - 2003 Ariba Inc,




2. When the below screen appears, choose the SELECT button.

preferences Toggle Tips Toggle Currency

Choose Value for Supplier

Select a value from the list or enter a value and search for it. You can also select a specific page from the pull-down list or click an arrow to display the
previous or next page.
How Ta Screen Details

Search Mew

Field: Supplier Name

Name Small i Minority Owned Business Woman Owned Business Action
4 .
© Huy Stienwsld r r r /V@
tho value) s

Select this value

3. When the following screen appears, click the SELECT link next to the Contact field:

r———— = = =
. am e am

preferences Toggle Tips Toggle Currency

add Title PR1667929: Richmond District-Ethanol Gas

Items: 1 Total: $20,447 35560USD

El Add Non-Catalog Item

Add Tterms

Add Accounting Details

If you cannot lacate an itam in the cstslog, raguest a non-catalog iterm using the fislds below, Mon-catsloq items may taks longsr to pracess becauss your

Checkaut nurchasing department may get invelved to complets the order. Add the information before lsaving the screen.

How To Screen Details

4 Full Description: |Enter a description for this iterm. =]

- =
*Commadity Code: [Industrial refrigerators, Walk in refrigerators... =1 supplier Auxiliary Part 1D:
*Supplier: IHuy Stienwald ;I Quantity: 1
*Contact: (no value) [ selget ] Unit of Measure: each -

O contact is blank.

Supplier Part Numbers [ Brice mnnnnnum@
Amount: $0.00000USD

Contract #:

Update Total

* indicates required field

4. When the new contact screen displays, enter all company information, as shown:
— Enter the City as instructed below.
— Enter ** in the STATE field
— Click the down arrow in the COUNRY field and select OTHER.

Create Custom Contact
Mame: Huy Entsrprises
Strest: 91-394-G Takoo Fesdo =
=
City: [Sakyoku, Kyota
: State: ||
To indicate a locale other than state
Postal Code: (e.g. province), enter a comma and a
e et Sites 2] space after the city in the CITY
conect |z Staime " field and type the appropriate name,
E-mnail:
. as shown here
one: ||
Fax: ]
Tax Id Number: l—
Preferrad Ordering Methad: Frint
B




5. Enter the appropriate country name and click SEARCH button. When it displays,

click the applicable SELECT button.

&1 hueps: < buysense. com: 1443/Buyer/Mainjawrawsn=

Preferences

Choose Value for Country

Toggle Tips

> ke | snsare g2

Toggle Currency

Field: Name [Singaporel
Page[1 ] b
Name Action
afghanistan
Albania
L higeria
American Samoa
Andorra
angala
anguilla
Antarctica
Antigua and Barbuda
Argentina
Armenis
arubs
Australis
Austria b
Cancel LIS

6. When the country name appears, click the SELECT button.

Preferences

Choose Value for Country

Field: Name [Singapare
Name
Singapare

loggle 11ps

loggle Lurrency

Action

7. Complete remaining fields and click the SAVE button:

TVE = o=
Preferences Toggle Tips Toggle Currency
Create Custom Contact
Hame: Huy Steinwald
Street: 91-394-G Takoo Fesdo =
=
City: [Sakyorku, kyota |
o stae: |
o AD1784
Postal Code: 606-8602
Country: Singapore -
Contact: Skeoth siglamb NO Spacesy hyphensl etc in
E-mail: S@anl.com Phone fleld
Fhone: 94221340032
Fax:
All 9’s for TAX ID unless
Tax Id Mumber: 339399393 .
a valid TIN can be found |
Preferred Ordering Method: Print
=
IEST ] - S—




8. When the new contact info appears, click the SELECT button.

Address [ €] hitps:fjbuys-vww-15 buysense.com: 1443/Buyer/Mainfaw?awsn=_2Egkawr=12

EEERT TS
EVA.

oo & oD o

Preferences

Toggle Tips Toggle Currency

Choose Value for Contact

Field: [Preferred Ordering Method =] | MNew
Preferred Ordering Method Name Street City State  Contact Action
Print Huy Enterprises 91-394-G Takoo Fesdo Sakyo-ku, Kyota b

Skeoth Siglamb

Once submitted, you will be able to view your requisition to ensure the address is
formatted properly:

Address (€] htps:/fbu 15 buysense. com: 1 443Buyer frender [BIGTAFWTORAT

= Beo

3

() sk - 7 Links ”|65naqlt =

Requisition No. PR210974

Issued on Thu Dec 07 16:30:02 EST 2006
Created on Thu Dec 07 11:57:08 EST 2006 by testp5, uat

Supplier: Requester:

Huy Stiervald testps, uat

91-394-G Takoo Fesdo Phone: 804-788-3877
Sakyo-ku, Kyota ™ 606-3602

Singapore

Phone: 94221340032

Fax

Contact: Skeoth Siglamb

TIN: 999889999

ltem Part Unit |Quantity Description Need By (Unit Extended [Cost
Number Price Amount |[Center/Organization/Speed
Code

$30
1 hour 1 TEST sh $30uUsD 200
Ship To:

Minimum Agency-DPS
Address Line 1, Address Line 2
et ol 122 CB (=4

Bill To:
P194- DPS Mail Room
Address Line 1,Address Line 2

Dichoacad 2110




