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Vendor Business Partner Relationship Report—saving the report outside of WBSCM 

 NOTE: To execute this report, one must have the Corporate Vendor Amin role assigned under their 
WBSCM ID.  

Click on the ‘Admin’ tab 

 Select  ‘Vendor Business Partner Relationship Validation Report’ 

 
Type in the Business Partner number. 

 NOTE: The Business Partner number is given in a confirmation e-mail after the Vendor Registration form 
has been uploaded. 

 Uncheck the box ‘Waiting for Approvals’ 

 Select ‘Execute’ 
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To save as an file (export), click on ‘Print Preview’ 

 
 
After selecting ‘Print Preview’, the view will change along with options to select from—select ‘Spreadsheet’ 
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Select the drop down box to 

navigate to the location you 

wish to save the file. 

 

 

 

A pop up will appear—select ‘Excel (in MHTML Format)’ and click the green check mark. 

 
 

Find the location you wish to save the file, enter a name for the file and select ‘Save’ 

 NOTE: It will take a few moments for WBSCM to convert the file 

 
 

When the file is ready to open, the following message will appear, select ‘Yes’. 
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The excel file will appear 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


