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INTRODUCTION 
This service pack provides the ability to select an existing or create a new supplier address to be 
used as the order address when entering purchase orders.  
 

When a purchase order is entered the order address (i.e. the supplier address to which the order 
is to be sent) is set to the supplier address marked as the address for purchasing. If a supplier has 
multiple purchasing addresses, the address to which the purchase order is to be sent can now be 
selected. 

The changes introduce a new button to the ‘Order Details’ window (previously titled ‘Order 
Heading Information’) labelled ‘Order Address’. When the new button is pressed a new window 
(titled ‘Select Order Address) is displayed, this window lists all of the addresses entered for the 
supplier and allows the user to select the address to which the purchase order is to be sent. In 
addition ‘Select Order Address’ window provides the option of creating a new address for the 
supplier (which is then used as the order address).  
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DOCUMENTATION CHANGES 

Purchase Order Entry - Order Details 
 

 

Order Address (Not available if goods have been received for the order) This allows the 
order address to be selected. 
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Purchase Order Entry – Order Address  

  

 This window appears when you press the ‘Order Address’ button in the 
‘Order Details’ window. 

Purpose This window allows you to select the supplier address to which the 
purchase order is to be sent. It lists all existing addresses for the currently 
selected supplier and provides the ability to create a new supplier address.  

 

The buttons are: 

Select Press this to select the currently high-lighted address to be used for the 
order.  

Find Press this to limit the addresses shown in the window to those matching a 
specific piece of text. 

New Select this to create a new address for the supplier. When a new address is 
created it is automatically selected for use with the current order.  
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