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1.0 Create New Address for Business 

Partner: 

Menu\Master Data\Addresses\ Addresses 

 

All address and Business Partner must be 

created at company 888 and activate the 

roles at the dedicated company. 

 

 

Click at session Addresses (tccom4530m000). 

 

 

 

 

 

 

 

 

 

 

1. Click this icon to create new address line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GENERAL TAB 

 

2. Enter 3 first free number for the new 

business partner address which consist 

alphabet and 00. Alphabet refers to the BP 

name first alphabet and the code will be auto 

generate once saved.  

 

     Eg: New BP:- ADVANCE TOOLING 

PRODUCTS SDN BHD 

           Insert “A00” for 3 first serial address 

code. 

 

3. Insert details as below: 

• Insert name for the new business 

partner in the “Name” field.  

• Insert or zoom in the “Country” in 

Country field. 

• Insert the “ZIP Code” for the new 

business partner. 

• Insert or zoom in the State/Province  

field. 

• Zoom in the city code. 

• Insert “Address” in the Street field. 
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ADDRESS LINES TAB 

 

If the address/company name is long, click at 

the Address Lines tab at the above tab menu. 

 

 

4. Insert the name addition at Address Line 1 

and address additions for the business 

partner in the Address Line 2/Line 3/Line 

4 based on the length. 

 

 

 

 

 

DETAILED TAB 

 

Next, click at the Detailed tab menu. 

 

5. Insert the telephone number, fax number, 

website link and email address of the 

company. 

 

 

 

 

 

 

 

 

 

 

 

FORMATTED ADDRESS TAB 

 

The simulation address of the registered 

business partner can be view in the Formatted 

Address Tab. 

 

 

6. Next, click Save and Close. 

 

 

 

 

 

 

 

 

 

 

Now the new address code has been created for 

the company. 
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2.0 Create New Business Partner for 

Business Partner: 

Menu\Master Data\Business Partners\ Business 

Partners 

 

 

Click at session Business Partners 

(tccom4500m000). 

 

 

 

 

 

 

 

 

 

7. Click this icon to create new Business 

Partner line. 

 

 

 

 

 

 

 

 

 

 

 

8. Enter 3 first numbers for the new business 

partner address.  The system will create the BP 

code auto generate. Eg: “A00” in the “New 

Business Partner” field 

 

9. In General tab, insert the particulars in 

those fields: 

• “Name” of the business partner in the 

“Name” field. 

• “Address code” as for the business 

partner created in the “Address” field. 

 

 

  

 

10. In the Detailed tab, insert currency in 

“Currency” field and the Effective Date in 

the “From” field. 

 

11. Next, click Save. 
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2.2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

Now the new business partner has been created. 

 

The BP is not active yet so we need to tick each 

role to activate the BP. 

 

 

**All roles must be activate at the dedicated 

company. Make sure to open the correct 

company: 

 

• 888 - PHN 

• 881 - OSI 

• 882 - DHMSB 

 

 

 

 

 

2.0 Create New Business Partner for 

Business Partner: 

 

Make sure the “Roles” are ticked/checked on 

the right sided. Click at each of the buttons to 

insert the details. 

 

The sessions includes are: 

• tccom4120s000 – Buy-from BP 

• tccom4121s000 – Ship-from BP 

• tccom4122s000 – Invoice-from BP 

• tccom4124s000 – Pay-to BP 

 

 

2.1 Buy-from Business Partners session 

(tccom4120s000): 

Click the Buy-from buttons in the “Roles”. 

 

 
 

12. In General tab, insert the effective dates 

same as the date in step 10. 

 

13. Click “Save and Close” icon. 

 

 

 

 

 

 

 

 

2.2 Ship-from Business Partners session 

(tccom4121s000): 

Click the Ship-from buttons in the “Roles”. 

 

          
 

This is at the General tab. 

 

14. Insert the effective dates same as the date in 

step 10. 

 

15. Click “Save and Close”. 
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2.3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

2.3 Invoice-from Business Partners session 

(tccom4122s000): 

Click the Invoice-from buttons in the “Roles”. 

 

          
 

This is at the General tab menu. 

 

16. Insert the effective dates same as the date in 

step 10.  

 

Next, click at the Invoicing tab menu. 

 

 

 

 

 

 

This is at the Invoicing tab menu. 

 

17.  Insert/Zoom in all the detail as below: 

• Currency in the “Currency” field. 

The “Currency” field will be default 

as step 10 

• Rate in the “Exchange Rate Type” 

field 

• Financial Supplier Group in the 

“Financial Supplier Group” field 

 

Next, click at the Paying tab menu. 

 

 

 

 

 

 

 

This is at the Paying tab menu. 

 

18. Insert/Zoom in term of payment as in the 

“Terms of Payment” field. 

     Example: “30P” for 30 days term of 

payment. 

 

19. Insert method of payment in the “Payment 

Method” field. 

      Example: “ANP” for anticipated payment 

 

20. Next, click “Save and Close”.  
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2.4 

 

 

 

 

 

 

 

 

 

                                     
 

 

 
 

 

 
 

 

2.4 Pay-to Business Partners session 

(tccom4124s000): 

Click the Pay-to buttons in the “Roles”. 

 

           
 

 

This is at the General tab menu. 

 

21. Insert the effective dates same as the date in 

step 10. 

 

 

Next, click at Paying tab menu. 

 

 

 

 

This is at the Paying tab menu. 

 

22. The “Currency” field will be default as 

step J and insert “PUR” as for the exchange 

rate type. 

 

23. Insert related bank in the “Bank Relation” 

field. 

 

 

24. Click “Save and Close” after inserting all 

the detail required. 

 

 

 

 

 

 

 

 

The session tccom4500m000 is now saved and 

data has been updated. 
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