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Job Aid: Vendor Maintenance - VEND SCREEN OVERVIEW
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VNCL XVND
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Job Aid: Vendor Maintenance - VEND

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course
Mnemonic: VEND

File Name: JA_VEND.ppt
Application: APPS-CF-PUR-VEND
Primary Dept:  Purchasing
Effective Date: January 8, 2008
Revision Date:

Purpose:

The Vendor Maintenance (VEND) form is used to create vendors records and
maintain current information pertaining to those vendors.

New Vendors/Bidders are required to fill out the Vendor List Application,
Vendor Information Form, and the W9 Tax form, all of which can be found
on Mott Community College website. Path: www.mcc.edu ~ Facility & Staff
page ~ Departments Tab ~ Physical Plant.

Summary Steps

1. Login to Datatel. Click APP, then Click CF.
Type “VEND”’, click GO.

2. Vendor Lookup:

. (@) Type Datatel Id or

. (b) Type Company Name or

. (c) Type Part of the Vendor Name and use
Lookup(...) Function

(2a) Select Vendor from list or

(2b) Type A for Add a new Vendor

** New Vendor **

. Alert Box: Choose “C” for Corporation or
“P” for Person

* ORGP Screen **
1. Source: (optional) Click drop-down button
and select from list

2. Origin: (optional) Click drop-down menu
and select from list

3. Date: Type Today's date

4. Emp. Tax Number: Type Employee Tax
Number from Vendor Form

3-Jan-08

Additional Info: Click drop-down button

** AORG Screen **

Organization Status: Click drop-down
button

Click on Active
Emp. Tax Number: auto-fills

E-Mail Address: Type Email address from
Vendor Form

Formatted Names: (optional) Type any
Updated Name Changes

Save and Update

* BACK TO ORGP Screen **
Name: Auto-fills (check spellings)

Mail Label: Auto-fills (can be changed if
needed) (Optional)

Other Name: (optional) Formal Name of
company

Job Aid: Vendor Maintenance - VEND

9. Address:
form

10. City ~ State ~Zip code: Type entries from
Vendor form

Type full address from Vendor

11. Country: Type Country where Vendor is
located e.g. USA, Canada, Mexico

12. County: Type County where Vendor is
located e.g. Genesee, Lapeer, Macomb

13. Address Type: Click drop-down button
14. Home Office: Type Yes or No

15. Phone (s): Type all Phone numbers listed
on Vendor Form

16. Type: Click drop-down button

15a. Click on correct type for this phone
number

15b. Nextline: Type next phone number
17.  Source: Click drop-down button
choose appropriate code from list provided
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Job Aid: Vendor Maintenance - VEND

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course
Mnemonic: VEND

File Name: JA_VEND.ppt
Application: APPS-CF-PUR-VEND
Primary Dept:  Purchasing
Effective Date: October 2, 2007
Revision Date:

Purpose:

The Vendor Maintenance (VEND) Continued

Summary Steps

18. Date: Auto-fills with System date
19. By: Auto-fills with Id of person login
20. Save and Update to VEND screen

** VEND screen Continued **

3. AP Types: Use Lookup (...) function
* this will take you to the AORG screen *

3a Click each box on the right that
supports this vendors activities
3b Save

4. Terms: (optional) Type Lookup (...)
Function

6a Click on the box(es) that satisfy the
terms listed on the Vendor Form
6b Save

5.  Vendor Types: Type Lookup (...) Function
Click all boxes that pertain to this Vendor

3-Jan-08

6.

Misc. Codes: (optional) Click drop-down
button to the XVND screen

** XVND Screen **

The following information is from the
Vendors Application Form *

Minority Code: Click drop-down button
la. Click on correct code from list presented

%: Type percent that this minority group
makes up of the total employees for this
Vendor. E.g. 20

Certification: Type the Government issued
Certification number from the Vendor Form

Accept PO: Type Y /N if this company
accepts Purchase Orders

Procurement Cards: Type Y / N if this
company accepts Pro. Cards

Job Aid: Vendor Maintenance - VEND

6. Electronic Disk Catalog: Type Y/N

7. Electronic Ordering: Type Y /N

8. GISD School District: Type Y /N
(is this Vendor part of the Genesee
Intermediate School District)

9. Update: Click on the Update button
(back to the VEND screen)

**\VEND Screen Continued **

7. Active: Auto-fills

8. Approved Vendor: Auto-fills

9. History: Auto-fills (when transactions have
been recorded with this Vendor)

10. Commodities: Click drop-down button to
the VNCL Screen

7 of 24




Job Aid: Vendor Maintenance - VEND

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Creating a Course
Mnemonic: VEND

File Name: JA_VEND.ppt
Application: APPS-CF-PUR-VEND
Primary Dept:  Purchasing
Effective Date: October 2, 2007
Revision Date:

Pu POSE: continued

The Vendor Maintenance (VEND) Screen.

It is important to complete all of the screens (VEND, ORGP, AORG) when
Adding/updating Vendors. All information needed should be included in the

Vendor Application Form. If some information is missing, contact your

supervisor.

Summary Steps

** VYNCL Screen **
1. Commodity Description: Type Lookup (...)
Function
la. Enter

2.  Commodity Codes: Click each box that
applies to this Vendor
2a. Save (back to VNCL main screen)

3.  Approved: Auto-fills
4. Save

5. Update: Click Update button
(back to VEND screen)

» The Commoaodities field on the VEND screen now
has a numeric entry, based on the number of
commodities that were entered on the VNCL
Screen «

3-Jan-08

11.

12.

**VVEND Screen Continued **

Tax Form: [For Individuals Only]

12a. Click on drop-down button

12b Click on appropriate tax form for
this individual e.g. 1099

Comments: (optional) Miscellaneous
information can be type in this field.

* REMEMBER Reports can not be written

13.

on comment fields. If this information
could be needed for reporting
purposes, the data needs to be
entered in a field location.

Demographics: Drop down menu can
be used as a short cut for Vendor
Maintenance to the following screens
ORGP Organization Profiles

AORG Additional Organization Info
FNM  Formatted Names

XVND Extra Vendor Info...

Job Aid: Vendor Maintenance - VEND

14. Save: Click on Save button
15. Update: Click on Update button

16. Finish: Click on Finish button
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Job Aid: Vendor Maintenance - VEND SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar

1. Actions are Bold. Quick Access v Bae d XK G 9 B @
2. Datato enteris “ltalic”.

> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field

) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |?| Exi
. ave

4. Click means use the mouse. Lal A Bt
5. Enter means use the keyboard.
6. Press means use the keyboard. — N —

Course Levels | 100 Beqinning L W Course Levels | 100 Beqinning L M =

DROP DOWN LIST - 1288 Esﬂr:g;%’jll'_‘:ﬂl SCROLL - Indicates more than one selection is

Click Icon, Clickitem |- Continuing Ed allowed. Click Arrows to scroll up or down. This
First Previous Next Last on the list. DEY Developmental example shows #1 is level 100.
Record Record Record Record

B Status CALENPAR — Click | I CALCULATOR — Click
- |Con. CI|Ck AI‘I’OWS to ICon. CI|Ck or press
A Active " |!] v e s 0 It th and Eonn '
S scrolf to month and year. nona calculator keys. Click
DETAILS - Click Icon to open a new window “uwownna gllfkﬁatgb\?\r( tg?gltgg Lzl Enter. Orjusttype
to display or record more details for the field. w07 ate ) ' o =] number into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
. Help Help Insert Page Back Back Back e EOL Back
Shift > Jump | X |
Field Detail Window Field Window Field Element Direct Finish Update Screen Screen
Help Jump Jump FWD FWD FWD Access Jump FWD
F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |ﬁ| F11 F12
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Job Aid: Vendor Maintenance - VEND STEP BY STEP INSTRUCTION

Step 1: Login to Datatel

Enter a User ID. Password and D atabasze:

Uzer 1D | ook,

E,- 5 | Password: |
| Cratabase: |collive B

1. Double Click on the Datatel Icon.

Datatel 2. Enter your “User ID” and “Password”
» Database should be collive
3. Click OK.
Datatel - coldev - CF 4. Atthe Datatel Menu Bar, Click on Apps
File Edit B.T0EN Favorites Options Help 5. Clle CF
Quick Acce: ur Bao X = =’ B @ 6. Inthe Quick Access area, enter VEND
= N Toot zmﬁﬂ/ —_J PCD - Purchasing Defaults 7. Click Go
,.. iFDRE‘/ ] _ WEN -vendar Maintenanc
> - ragemernt _J APR - Approvals
- =T s _J REO- i
> HR dger _J POM - Purchaze Orders
> LovT > | - Blanket Purchase O
_a PP - Physical Plant G5R - Goods and Services
=0 | - FLrchazing [3) DING - Procurement D ates

#* Datatel - coldev - CF

File Edit Apps Favorités Options Help

Quick Access Elao B d@ xX& 7 @ @

B & CF . PCD - Purchasing Defaults/Codes Def
_J AP - Accounts Payable _J WEN -Wendar Maintenance
_J BU - Budget Management _J APR - Approvals
_J  F# - Fived bssets _J REDN - Requizitions
_J GL - General Ledger ) POM - Purchaze Qrderz
N - Inventory . BPM - Blanket Purchaze Orders
_J PP - Phpzical Plant _J G5SR - Goods and Services Receiving
= | - Purchazing [3) DING - Procurement Dates Inguin
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Job Aid: Vendor Maintenance - VEND

@)

Wendors LookUp

Step 2. Vendor Lookup:

0263166

: Wendors LookU
Caroel endors Looklp
PAPER DIRECT]|

(b)

noLLe0E Fhosnix, AT BE06Z-830% 03/08/37 st

i ] Sea: mama Addrasy

- I6, Buatus Ratey Date
=] Z: Papar Dizect P 0 Boa 35TE0 { Bource Wnare Usad
0263186 Cals . €O BOZIE 0AZE9/03 ]
cog, Vel |
0 i Fapur Dl S §O Bom 1614 10 1: Anderscn Wrought Trem Worl G-3223 W. Pasadens dve
‘M Secausus, W DJ09E-1518 oigies [ 010217 Flims, I 48504 OE/ZL/¥T
« con,vmn 1 . L Dl
0 10 2 Andersom 1100 § Eth Bu
| [SIELTEY Andevson, TH 46013-34BE  0B/2E/83
] B1 - Bhicatisnal Anst-fes £08. T
| L] % anawrson colless 16 Biva
] Bo12e90 Anderzon, S0 E96L1-4038 i
1 AL e -
Conmraliar Lonklp Desslucion Page 171 o 1 0 Andugsen
Eeq Numbar, (F)lag, (Viiew, (Elorc/Select, (A)dd: |ﬂ| x i : Lt /“J"
| 2
Consroller Locktp Resolution Page L70 ol
Su3 Wbt (1) 1ag, (V) duv, (3)05% (aLact , (A1 X [H| [/
/

|2 thiz new vendor a Corpaoration or a Persan [C/F]?

3-Jan-08 Job Aid: Vendor Maintenance - VEND

(@ Type
(b) Type

/ Alert Box: Choose “C” for Corporation

Datatel Id oOr

Company Name OfFr
Part of the Vendor Name

Wendors LookUp (C) Type
PAPER. | | and use Lookup(...)
(©) [ ok ) [ Cancel | [ Detal | [ Fish | [ Hep |
VNG v B B da x» 9 O @
VEND Vendor Mantenarce | VEND Vendo Martenance
CORP Lockup Scresn R
! - - 2a Select Vendor from list Or

= 10, smasur = Berry Dars a0 M 0w | @ dQ x = @
T — | S e e 2b Type A for Add a new Vendor

** New Vendor **

or

“P" for Person
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Job Aid: Vendor Maintenance - VEND

** New Vendor **

Use Vendor Application Form
to complete these fields

s|WEND v B R Hd@Q x& 9 @ @

YEMDWendor Maintenance | ORGP-Organization Profiles |

Creative... 15035 O R G P SC ree n
SIC: Caontact:
E—— Step 1. Source: (optional) Click drop-down menu
Source | ' V| < -~ Emp. Tax Mumber . .
Oign/Dt[ &0 @ Addnl Irfo and select from list provided
Name (1] C)’eative Custom Papers = == - _ _ _ E

Mail Label Treative.. T TT=—o___ = L. . )

OtherName (L) TTteeel Step 2. Origin: (optional) Click drop-down menu

sonName (pscaiiig and select from list provided

Addles’s III
poz | / Step 3. Date: Type Today’s date or use calendar
Cguniry | button next to field
Source (1] 4 | E— /
AL Alumni Change /I
CRP  Corporation Type Source vl
FHD  Foundation v Date /
ORG Orgarization } v By {
FRD' Friend . )
OTH Other Origin/Dt | v
FAC Faculy MLT  Mailing List Oct 2007
STF staff PLT  Phone List ]
BTR Board Truztes CMT Contact Sun Mon Tue Wed Thu Fri Sat
El  Educational Inst-Quarter CVT  Converzion 1 2 3 4 5 [
EIS Educational inzt-5emester FEF Ref
HSY  High School Viskation |WEB weBaDMissiond | 0 82 10 1112 s
COL College Might 14 15 16 1T 18 1% 20
~ EDE M 22 23 24 25 2% 27
2 20 30 H
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:|VEND v Beo B d@ x& 9 @ @

VEND-Yerdat Maintenance | ORGP-Drgarization Profles ORGP screen New Vendor Continued

Creative Customn Papers Corporation

SIC: Contact;

Source CRP Corporation v | = Emp. Tax Humber | 12-3456987 ..
Origin/Dt |REF Referenc w | | 10/08:07 AddnlIrfa [ (] \Step 4. Emp. Tax Number: Type 9 dlglt Employee
Name Creative Custom Papers 7 = Tax Number from Vendor Form
M ail Label Creative Customn Papers e E
Other Mame ,”

Step 5. Additional Info: Click drop-down menu button
to go to the AORG Screen

LV E R CREATIVE CUSTOM FAPERS

| ORGP v| Bao B d@ X & ﬁu: @

ORGP-Organization Profiles | A0RG-Additional Organization | nfo’

Crazy Cuilkers ) _ 035095 arparation *k AORG Screen *x
Organization Type Step 1. Organization Status: Click
Organization Status | & Active hd Contacts E]
e — Emplayees 3 drop-down button

Industry Class w InterestsActiviies (1a) Click on Active
Emp. Tax Mumber | 12-3456759

FICE Number [ )

GST Humber A Aclive Step 2. Emp.Tax Number: Auto-fills

Payer Mame Control | Inactive

Transmitter Control Code

Principal Contact E] Step 3 E'Ma" AddreSS Type Ema"
E-tail Addresses LO v | | ASNDERGCOMCAST.COM <
Abemate IDe e address from Vendor Form
v Step 4. Formatted Names: Type
Femated Names any Updated Vendor Names
Type Marne
LS LSS LLSSSSSSLISIISLSLISISSSSLSISSSS
" Step5. Save = & Update

Update record, Cancel record or Return to editing

T ** BACK TO THE ORGP SCREEN **

Organization Type LookUp
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ORGP screen (Continued)

ORGP v| Edeo B dQ X& 9 @ @ Step 6. Name: Auto-fills (check Spelling)

ORGP-Organization Frofiles |

Step 7. Mail Label: Auto-fills ( can be changed if

needed)
Saurce |EHF' Carparation V| = Enip. Tax Murmber |1 99632 Step 8 w: Type fU” addreSS from
Diigin/Dt [CNT Contact | | 10/01/07 [ Addnl e Vendor form

M amne Anderson Elevator Compary

b ail Label Anderzon Elevator Compary., he. A
Otker Mame
LIV AMDERSOM ELEVATOR COMPANY

Ak (AN [ae
) S

Step 9. City ~ State ~ Zip code: Type entries
from Vendor form

Address 1234 Somewhere Ave

@ » If you type the zip code in the city field- the
CSZ | Fint M| 48503 city ~ ~state will autofill <
Country | LISA 5.4 <
County | GENESEE Geresee ' 
Address Type (1) | EREIETIEE = Step 10. Country: Type Country where

Home Dffice  Yes | Change Vendor is located.  E.g. USA, Canada, Mexico

Phore(z] Eut Type o w
£10-123-4567 ‘, _
B10-987-6541 g NCODK, Step 11. County: Type County where Vendor is

located E.g. Genesee, Lapeer, Macomb
Controller &ddress:

Step 12. Address Type Click drop-down menu

Step 13. Home Office: Type Yes or No

Step 14 Phone(s) Type all phone numbers listed
on Vendor Form
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ORGP v| Beo B dia X& 9 @ @ ORGP screen (Continued)

ORGP-Organization Profiles |

Step 15. Phone_Type: Click drop-down
menu button

Carporation

Source | CRP Corporation v| 5 Ermp. Tax Mumber | 12-2583632 (15a) Click on correct type for
Origin/Dt |CNT  Contact v | [10/01/07 [H Addnl Infa .
M ame Anderson Elevator Cormpany = thIS phone number
b ail Label Anderzon Elevator Company, [hc. = (15b) Next line: Type next phone
Other Mame = number

SEVENER AMDERSOMN ELEVATOR COMPARNY

Step 16. Source: Click drop-down menu

Address 1234 Somewhere Awve
I button
£S2 | Pl [M1_] 48503 | (16a) Click on appropriate code
Country [ 54 U548, i
County [ GEMESEE Genesee | from list

Addrezs Tupe E: Buziness
Home Office |es | Change Step 17. Date: Auto-fills with System

Phionels) Eut Type Source date
810-123-4567 31| |Bus ) Date
10-937-6541 EUS EBusiness K| e By [WCOOK

CAR  Car Phone Step 18. By: Auto-fills with Id of person

--- g

« -

F2%  Fax Mumb R Returhed Maill ..
Controler Ardress HOME aﬁgmuemp}f;ne Ad [ Ge_neraISuwe_l,l whose Iogln IS current
FAGE  Pager E ﬂbltu;rgd :
CELL Cellular =% rezz Farm
A . YEM “endaor Application Form Step 19. Save = and Update

N, )
) COR Carrection to the VEND screen
APP Common Application Form / )

WEB Changed through ‘web

|Ipdate recard, Cancel re eturn o editing
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** \VVEND Screen Continued **

YEND v | Blao

H d@ xX& 3 @ @

WEND-Wendor Maintenance |

Wendor Types

ad
el

[I] LPO LIMITED PURCHASE

Migz Codes

1 Active | Ves

Histary

S['op Payment

Commodities

Appr,’:-ved Wendor | Mo

Demographics

Step 3.

AP Types:

C Carparation

=

on |IF)

AL“proval Mates EH

" Altemate [D
Institution 1D

TaxFaorm

Currency

Annual Sales

@

Type Lookup (...) Function

(3a) Click each box on the right that
supports this vendor activities

(3b) Save =

tep 4. Terms: Type Lookup (...) Function

Comments

B00-443-2373 faxdt

8= /

1
1
1
1
1
!
1
1
1
!

Mizc Termns

B /

,‘Tax Informatioh |_|ﬂ
WEND = [ B Hd@ Xx& F @ @

¥ .
VEND-Vendar Maintenance | VEND-Vendor Maintenance |
1

[
1

File Resolution (Standard) I

using AP.TYPES, View: AP.TYPES |

O] ses: Toem

Description

(Do Not Usa)

Student Receivables

Continuing Ed.-L/R Refunds

ELANKET PURCHASE ORDER

Sponsor Deposit Refund

DIRECT VOUCHER PAYMENT

LIMITED PURCHASE ORDER

wom o ;n e e e
=
=
&
=

STANDARD FURCHASE ORDER

STOCKLESE PURCHASE ORDER

OO00OoO0o000ooooooon

s[VEND v| B B d@a Xx& 7§ @ @

MCC uses Net 30 for the Terms

(4a) Click on the box(es) that satisfy
the terms listed on the Vendor Form

(4b) Save

WEND+endor Maintenance | VEND-Vendar ‘

| File Resolution (Standard) |
| wasing VENDOR.TERMS, View: VENDOR.TERIS |

O 5w mam B
1: oz 10/30
2 10 nee 23710
F: w0 Het /30
o w necs10
£ D Prepaid

ooocoooooooo

Comtroller LookUp Resolution
Seq Nuuber, (F}lag, (8)ort/Select

3-Jan-08
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o VDe | B D@ x® § O @

WYEND Wendor Maintenance |

** \/END Screen Continued **

AP Types PO | Wendor Types C Carporation
LPO LIMITED PURCHASE | &
Terrms Misc Codes V|E]
VI8
Active | Ves Histary 0.00 !]
Stop Payment Commodities
Approved Yendor | Mo Demographics | #
Approval Notes 1
mprovelNotes (1] L2 Step 5. Vendor Types: Type Lookup (...)
Institution 10 Func“on .
Tax Form v |
Cumency |
Antual Sales E

Comments B00-443-2973 fawit
Misc Terms
Tax Infarmation l:lt]

Contraly veno V| Beo B d@ X& 9 @ @

(5a) Click all boxes that pertain to this Vendor

F| WENDVendor Maintenance VEND-VendolMainlenance|
3 | il o (e — ) ]
15 ———— s — Step 6. Misc. Codes: (optional) Click  drop-
- Seq: Item ID ZToriptis
. down menu button to the XVND screen
;
O 8
{op e
K (i ~—1 Indi
i « = Hott Bupolyee Or Student
F{ (] > artnershi
|oa
O
o
o ]
‘0
E (1
ia
(]
b | =
O
O
o P T e e [t HX
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Job Aid: Vendor Maintenance - VEND

s[VEND v| Beo B d@ x& 7 B @

WYEND Yendor Maintenance | ¥MND-ExtraYendor Info

Contact:

Accept Purchase Orders
Procurement Cards
Electronic: Disk Catalog
Electronic Ordering
GISD School District

tinority Code %

w

Mad  Minority African-American

MHA&  Minority Hispanic-Americ

tal  Minority Asian-ndian

MM&  Minarity Mative-American

wish, Women African-fmerican

“WHe wiomen Hizpanic-dmerican

Wil women Asiard ndian
wihb wiomen Native-tmerican
wiwH wiomen Wwhite

GISD School District

3-Jan-08

4

WEND-Vendor Maintenance | #WND-ExtraVendor Info

Minority Code %
Mt Minorite Afican v|[ 7 Cetfication
WiwH Women White v|[ 1o

<

** XVND Screen **

» The following information is from the Vendor
Application Form <«

Step 1. Minority Code: Click drop-down button

Step 2. % : Type percent that this minority
4/‘3*"“@"‘// group makes up of the total

employees for his Vendor e.g. 20

Step 3. Certification: Type the government
issued certification number from
Vendor Form

A

Aecept Purchase Oiders |
Frocurement Cards i
Elechonic Disk Catalog | Y
Electioric Ordering |7
v

GISD School District

Update record, Cancel record or Return to editing

Update Cancel Retun

Step 4. _Accept PO: Type Y /N
(if this company accepts Purchase Orders)

Step 5. Procurement Cards: Type Y/N
(if this company accepts Pro. Cards)

Step 6. Electronic Disk Catalog: Type Y/N

Step 7. Electronic Ordering: Type Y/N

Step 8 GISD School District: Type Y /N

(Is this Vendor part of the Genesee
Intermediate School District)

Step 9. Update: Click on the Update button
(back to the VEND screen)
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** \VEND Screen Continued **

senp v Be | @ @ X% F @ @

YEMND-Vendor Maintenance |
Step 7. Active: Auto-fills
AP Types (1)| BPO BLAMKET PURCHAS || Vendor Types (1| C Corporation ”~
LPD LIMITED PURCHASE | ¥ o5 Step 8 Approved Vendor: Auto-fills
Tems (1] 0210430 4 Misc Codes P MAS Minarity African v [~
H WDI‘HW “ |E] w
Active [ Ves ety 000 ) Step 9. History: Auto-fills (when transactions
Stop Payment Commodities have been recorded with this Vendor)
Approved Wendor | Tes Demographics | #
Approval Maotes | E\
Altemate [D | .. . .
Institution 1D | Step 10. Commodities: Click drop-down menu
Tas Fom 1095PA 1039 PATA TanFom ¥ button to the VNCL Screen
Currency |
Annwal 5 ales |[§]
Cormments |[] 5
Mizc Tems |E] =
Tax Infarmation DB
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WEND v | Edco

B d@ X& 79 © @

* \VVNCL Screen **

VEND-VEndorMaintenance| WHCLWendor Commadities Maint |

Commodity
Description

Approved  Standard Standard

Corpo

Fl

Y'ou are about to zelect through the entire file. Ok to Proceed [Y/N)

L ]

Step 1.

|
B = | = | | |

s[VEMD v Boo B d@a x®& 9 @ @

Step 2.

| COMMODTTY CODES Resolution |

MoE o HHHE

| using COMMODITY.CODES, View: COMMODITY.CODES |

VEMDWendor Maintenance | WNELWendar Commadities Maint | YNCL-endor Commodiies Maint

T

Cantraller Commadity
Commodity Codes LookUp

3-Jan-08

v

[J| sex 1 Description |
O 1: A0ZE-LE Trophies Plagues Awards
F z: AD37-52 Advertising specialties imprinted —
% AnSH-nn Eooks and Manuals
O 4: A3E0-00 Flags & Aceestaries
5: AS15-00 __—TCommmications & Medie Servies
O] | s zess=o0 Accessories
O ™ 7: soss-zo sutopstive Tools/Eqiip
P 8: BOS0-00 __—TMaintenance < Repair
O 9: Boen-ga— huto Tefh/Coarseware
O] 1p—Fovo-00 _réhicles
14 11 soso-oo Welding relatsd
O 12: CO3L-M0 HVAC
13+-T1E0-00 Builders Supplies
8, 14: C155-00 Fuildings and Structures
15: C155-08 Carpencry Custom/Mill

O 16: C132-08 Ice Comtrol Products

Controller LockUp Resolution Page 1/8

Seq MNumber, (F)lag, (8)ort/Select: ‘

| H[X]

Job Aid: Vendor Maintenance - VEND

Commodity Description: Type
Lookup (...) Function

» ALERT BOX Message «

Type Y to get list of all approved
commodity codes

Click each box that applies to
this Vendor

(3a) Save = (back to VNCL screen)
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s|YEND

v|aGo B Hdid XxX& g @ @

WYEND-Yendor Maintenance| WHCLAendor Commaodities Maint |

|D: 0350951 Tax |D: 12

Crazed Quilters

** \V/NCL Screen Continued **

Step 4. Approved: Auto-fills

Commodity Appraved  Standard Standard Actual Actual
Description Price Date Price Date
a0 iR re— R— g
Books and Maruals |
451500 Llves || \ @ | | | |
Communications & Media Services [
e (EET [ves || @ @ | |
Builders Suppliez |
=n | @ | || [ | | |
| @ | || [ | | |
(&

ar Beturn ko editing

|Ipdate recard. Can

Element

Step5. Save A

Step6. Update: Click Update button
(back to VEND screen)

| VEND v | Beo

B d@ x& F

B2 @

WEND Vendar Maintenance |

EPO BLANKET PURCHAS
LPO LIMITED PURCHASE
0210430

AP Types .
@
Temsz (1)
@

Wendor Types

=

Mige: Codes

=

EAREIES

** VEND Screen **

Active |Yes
Stop Payment

Appraved Vendor

History
Comrnodities

Yes Demographics

» The Commodities field on the VEND
screen now has a numeric entry, based

on the number of commodities that were
entered on the VNCL screen <«

C Caorparation

=]

MAS Minariby African
“whafH Y/ omes

oo 7]

=]

ite

W w

J

Approval Notes

B=

Alternate 1D
Institution [D

4_‘

Ta Form [1099P4 1099-PATR Tax Form

~]

Currency

Arnual 5ales

Comments B00-443-2573 fautl

il

Misc Terms

=

Tax Intarmation l:l

Controller &pproval Notes

3-Jan-08

Job Aid: Vendor Maintenance - VEND

Ho'alues
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3[VEND v| Bao B d@ Xx& 3 @ @

YEND-Wendor Maintenance |

** VVEND Screen Continued **

AP Types (1) BPO BLAMKET PURCHAS | & Wendor Types [1)| C Corporation ~
LPO LIMITED PURCHASE |+ v
Termsz 0210430 ad Mizc Codes A Minarity African v E] -~ L.
v @ [whwH Women whie v ] ¥ Step 11. Tax Form: [For Individuals Only]
Active | Ves Higtary 0.00 E]
ST Commodiis |9 (11a) Click: drop-down menu button
Approved Vendor | Yes Demographics |

Approval Motes |

Alternate 1D
Institution 10
Tax Form | 1099P4 1099-PATR Tax Form V|
Amf;";;g 1098 1098 Tax Form
— 10994  1099-A Tax Form
wise Tems | T0F3B 1093-B T ax Form
Tas Infomaton | 109901 1099-01 Tax Farm
10996 10939-G Tax Form
Controller Approval Motes | TO99IN - T099-INT Tax Form
109901 1099-MI5C T ax Form
109901 1099-010 Tax Form . )
1099F%,  1099-PATR Tax Form Step 12. Comments: (optional) Miscellaneous
1099F 1093-F Tax Form i i i ic fi
LyEEa e information can be typed in this field
WIE WG Yoe @ 4o x%x 90 @
1042 1042 ] 00 tsionees] U100 i
Tan T4 Te
10937 TUITI
W2 W2 T

(11b) Click: appropriate tax form for this
individual [ e.g. 1099MI]

» REMEMBER Data Reports can not be written
from comment fields. _If this information is needed for
reporting purposes, the data must be entered in a
field location. <«

(12a) Save ‘= (Back to the VEND screen)
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** VEND Screen Continued **

o VEe | B @ X% § @ @

Step 13. Demographics: Click on drop-down

WEMD-Vendor Maintenance |
menu button
IC
Colorado Springst0 This menu can be used as a short cut to the
AP Types [1)|BPO BLANKET PURCHAS | 4| Vendor Tppes (1| C Corporation - f°"°W'”9 screens for maintenance on a Vendor
LPO LIMITED PURCHASE | v already in the system:
Tems (1)| 0210430 Al Misc Codes (1) Mad Minarity African v ] A * ORGP
v WhwH Women \white v|[E) v * AORG
Active |Yes Histom 0.00 E] * FNM
Stop Payment Commodities | 9 * XVND
Approved Yendor | Yes Demographics | #
Approval Motes | \ |!] =
Alternate (D | )
Institution |0 | \\\
Tax Fom (10938 10394 T ax Form ~|
X Culﬂsenlw @ | (13a) Click on mnemonic to
rnual Sales Select [tem
Comments B00-443-2973 faxtt R T e be taken to that screen
i ] DRGF - Organizabion Frohles. ..
Misc Tems [l] AORG - Additional Organization Info...
Tax Information || FMb - Formatted Mames. . (13b) Save < and Update
- _ 1 | =MD - Extra Yendar [nfo... back to the VEND screen
antroller Mizc Terms Mo Values 3

Selected tem

[ ok | [ Cancel | [ Hep |
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= \/END Screen Finial steps *

Mo VEe | B dHdQ Xx® 9§ @ @
WEND-endor Maintenance | — Verify your entries and Correct as needed

Step 14. Save: Click on Save button

&P Types [1)| BPO BLANKET PURCHAS | 4| Vendor Types (1| C Corporation ~
LPO LIMITED PURCHASE |+ ~ . .
Tome (1) 0270730 A Miso Codes (1) VAR Mrerts Aficm VI A Step 15 Update: Click Update button
] WwwH wiomen 'white v ]~
o T 000 i) Step 16. Finish: Click Finish button
Stop Payment Cormmodities | 9 —
Approved Wendor | Yes Demographics |

Approval Motes (1 ]| RSN s s s s R R R R RN N s
Alternate 1D
Inatitution 10
Tax Form 10334 10994 Tax Fom v
Currency
Annual Sales |Pooaaeaas]

Comments 800-443-2973 faxtt
Mizc Tems N N A A AN s
T ax Informatian |§

Controller Misc Terms

2l record or Beturn to editing

YVendars LookUp

L |
[ OK | [ Cancel | [ Detal | [ Finish | [ Hep |
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