Purchase Order and Shopping Cart Business Partner Update
If the Commonwealth business partner associated with a purchase order or shopping cart has retired or been separated from the organization, end users receive a “No Address Found” hard stop.
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Below are instructions for executing a new transaction that provides purchasing agents with the ability to change the retired business partner to another active partner within the organization. The updates should be made to the purchase order and, where applicable, to the associated shopping cart. The business partner update transaction has been added to the SRM Purchaser Role.  
Important note:  If the purchase order is in a “Held” status, it must be returned to an “Ordered” status before updating the business partner.  If the business partner is updated on a “Held” document, the business partner will not update properly.
-------------------------------------------------------------------
Log onto SRM. 
Select the “PO and SC Business Partner Update” link located in the SRM Agency Purchaser role. 
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The update program requires a document number, the current business partner, and the new business partner.

[image: image3.png]Program to Update BP

[benu, |} [ Save as Vartant.. | Back | Ext| Cancel | System, || Execute |

Dacurment Nurnber |

Current Business Pariner 9

New Business Pariner &
) Test Run




Enter the Document Number – a purchase order or shopping cart number

Enter the Current Business Partner Number – located within the Partner Overview section of the PO.
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Enter the New Business Partner Number (different from the employee number) – if unknown, this can be found by using the search functionality.
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Select the “Test Run” box at the bottom and then “Execute”.
[image: image8.png]Program to Update BP

[benu |} [ Save as Varant.. | Back | Ext]| Cancel || System) \?

Dacurment Nurnber 4300003234
Current Business Pariner 305388
New Business Pariner 305638




Receive message that document can be updated with new business partner:
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Select “Back”.
Deselect the “Test Run” box and then Execute.
[image: image10.png]Program to Update BP

[benu |} [ Save as Varant.. | Back | Ext]| Cancel || System) ‘F

Dacurment Nurnber 4300003236
Current Business Pariner 305388
New Business Pariner 305638




Business partner successfully updated:
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If the document is unable to be updated, the message may look something like this:
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Select “Back” and enter the correct business partner number.

If the document is awaiting approval, you will need to make a small text change and "order" to retrigger the zero-step workflow. 
If that fails, please submit an online remedy ticket through the DGS website at:  www.dgs.state.pa.us. Use the left side menu; select Procurement ( Agency Dashboard ( Resource Toolbox ( Agency SRM Help.
