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Process Overview 

Purpose 

The purpose of this transaction is to convert a business partner from being a bidder to being a vender. To 
do this, you will perform a search for the bidder you wish to convert. You will then enter purchasing 
organization, PO currency, logical system, and medium information and save your changes. Your bidder 
is now converted to a vendor. Note that you will use the same business partner number to identify the 
organization regardless of whether they are a bidder, vendor, or both. 

Process Trigger 

Use this transaction to convert a bidder to a vendor. 

Prerequisites 

• Business partner must exist in WBSCM. 
• Business partner must have bidder role assigned. 
• Business partner must not have vendor role assigned. 

Portal Path 

Follow the Portal path below to complete this transaction: 

• Select Operations tab   Supplier Mgt tab   Manage Suppliers folder   Manage 
Suppliers link to go to the Manage Business Partners screen 

Tips and Tricks 
  

•        This transaction will not allow you to modify any fields (this note is added for Display 
transactions only) 

  
•        The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field 

entries. 
  

o       A Conditional field: an entry that becomes required as a result of entering something 
previous to it, which then deems it required 

  
o       An Optional field: you may enter information in an optional field, but an entry is not 

required for the completion of the transaction 
  
•        Refer to WBSCMPortal Basic Navigation course for tips on creating favorites, perform 

searches, etc. 
  
Reminders 

  
•        Remember to check your work 
•        Refer to the Help Option (to the right of the screen) in the Portal for further assistance.  
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Procedure 

1. Start the transaction using the Portal path: Operations tab   Supplier Mgt tab   Manage 
Suppliers folder   Manage Suppliers. 

 

Manage Suppliers - WBSCM Portal Screen 

 
 

2. Click  (the Hide Navigator button) to minimize the Portal menu. Note that you can do this with any 
transaction in WBSCM - not just procurement transactions. 
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Manage Business Partners Screen 

 
 

3. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 Business Partner R Network of suppliers, transportation providers, freight 
forwarders (MARAD personnel), and warehouses that 
ensures proper commodity distribution 

Example: 
1001351 
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Manage Business Partners Screen 

 
 

4. In the Conv. To field, click the Dropdown  button. 
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Manage Business Partners Screen 

 
 

5. Select  (the Vendor option) list item. 
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Manage Business Partners Screen 

 
 

6. Click  (the Execute button). 
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Manage Vendor Data Screen 

 
 

7. In the Purchasing Organization field, click on the Dropdown button. 
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Manage Vendor Data Screen 

 
 

8. Select  (the Purchase Organization 1000 option). 
 

 
 (Note) Th Purchase Organization is 1000 for all WBSCM users. 
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Manage Vendor Data Screen 

 
 

9. In the PO Currency field, click on the Dropdown button. 
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Manage Vendor Data Screen 

 
 

10. Select  (the United States Dollar option) from the list. 
 



 

Work Instruction 

Convert Bidder to Vendor 

 
 

 
Monday, August 23, 2010 Proprietary Page 11 of 23 

 
 

 

Manage Vendor Data Screen 

 
 

11. Select the Goods-Receipt-Based Invoice Verification check box. 
 

 
 (Note) This wiill cause all Awards to this vendor to default to requiring a Goods Receipt before 

an invoice can be posted. 
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Manage Vendor Data Screen 

 
 

12. Select the Invoice Receipt Expected check box. 
 

 
 (Note) This will cause all Awards to this vendor default to requiring an invoice be posted 

before the vendor can be paid. 
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Manage Vendor Data Screen 

 
 

13. Select the ShipNotificatnExptd checkbox. 
 

 
 (Note) This will cause all Awards to this vendor to default to requiring an ASN before an 

invoice can be posted. 
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Manage Vendor Data Screen 

 
 

14. In the bottom section of the screen, in the Logical System field, click on the Dropdown button. 
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Manage Vendor Data Screen 

 
 

15. Select  (the ECC Backend option) from the list. 
 

 
 (Note) This allows the backend system to store this vendor. 

 



 

Work Instruction 

Convert Bidder to Vendor 

 
 

 
Monday, August 23, 2010 Proprietary Page 16 of 23 

 
 

 

Manage Vendor Data Screen 

 
 

16. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 Vendor R Business partner that provides materials or services. 

Example: 
1001351 
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Manage Vendor Data Screen 

 
 

17. Click  (the Company Data tab). 
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Send Medium Screen 

 
 

18. In the Purchasing Organization field, click on the Dropdown button. 
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Send Medium Screen 

 
 

19. Select  (the Purchase Organization 1000 option) from the list. 
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Send Medium Screen 

 
 

20. In the Medium field, click the Dropdown button. 
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Send Medium Screen 

 
 

21. Select  (the XML / XI option) from the list. 
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Manage Organizational Data Screen 

 
 

22. Click  (the Save button). 
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Message Screen 

 
 

23. You have completed this transaction. 
 

 


