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Adding a Vendor 
 
 

Concept 
 
For any company with which you plan to do business, you must enter vendor-related information 
into the system. After this information is entered, it is available for procurement processing such 
as creating Purchase Orders and entering Vouchers. Vendor information includes specific 
Identifying Information, University Location Information, Payment Options, Procurement 
Options, Federal Reporting/Tax information and any particular processing controls. 
 
The University shares vendor information across all Business Units. It is not necessary to enter a 
vendor more than once in order for it to be used by multiple campuses. The University uses the 
Location page of the vendor record to identify the specific campus(s) that conduct business with 
a vendor. For example, vendor X is used by UMS01, UMS02, and UMS03. Vendor X would be 
entered into the system once and would have three Locations, each with specific information 
about how that Location conducts business with the vendor.  
 
The University has specific rules for entering and maintaining vendor records. Please refer to the 
“Vendor Create & Maintenance” manual for instructions. 
 
Additional Information: Limited staff at each campus have the Vendor Create & Maintenance 
role. Contact your campus Purchasing Department or Business Office for instructions on 
requesting a new vendor or a new Location on an existing vendor record.  
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Navigation  

 

 
Step Action 

1.   From the Financials menu, click the Vendors link. 

 
2.   Click the Vendor Information link. 

 
3.   Click the Add/Update link. 

 
4.   Click the Vendor link. 

 
  



 

Process Document 
Financials 9.0: Adding a Vendor 

 

 

Last changed on: 5/26/2009 1:52 PM  
 
 

Page 3 

 

 
Step Action 

5.   On the Vendor Information Find an Existing Value/Add a New Value page, 
click the Add a New Value tab. 
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Step Action 

6.   The Vendor ID appears as NEXT on the search page. DO NOT CHANGE THIS. 
The system assigns a sequential ID number after you enter the vendor information 
and save the page. 
 
Use the Persistence drop-down list to select a persistence level for this vendor. 
Values are: One Time, Permanent, Regular, and Single Payment Vendor. 
Normally Regular is what you need. 
 
If you specify a persistence level of Single Payment Vendor when you add a new 
vendor, the first page in the Vendor Information component that you enter is the 
Single Payment Vendor page (See “Creating a Single Payment Vendor” 
document). If you are creating a one-time, permanent, or regular vendor, you first 
access the Identifying Information page. 
 
Click the Add button. 
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Step Action 

7.   Use the Identifying Information page to enter identifying information for a 
vendor, including the vendor name and short name, classification, status, 
persistence, and withholding information. Some fields default for you but can be 
changed if needed.  
 
Minimum Information Required 
Many of the required fields on a vendor record will default and generally do not 
need to be changed. At a minimum, the following additional information must be 
provided in order to successfully save a vendor record: 
- Non-Withholding Vendors: Vendor Short Name, Vendor Name 1, at least one 
address, at least one location. 
- Witholding Vendors: In addition to the fields above, check the Withholding Box 
on the Identifying Information page and complete the Global/1099 Withholding 
link on the Location page. 
 
The default fields may be updated when necessary and additional information may 
be provided on the vendor record when appropriate. Please refer to the Vendor 
Create and Maintenance manual for instructions. 
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Step Action 

8.   Enter the desired information into the Vendor Short Name field.  

9.   Enter the desired information into the Vendor Name 1 field.  

10.   Click the Check for Duplicate button. 
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Step Action 

11.   The system will only find a duplicate if another vendor exists exactly as the 
Vendor Name 1 field appears. Any difference whatsoever, including spaces, will 
not return a possible duplicate. It is important that you search for duplicate 
vendors using the "Find an Existing Value" search screen prior to entering a new 
vendor.  
 
Click the OK button. 
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Step Action 

12.   Use the Status field to select the vendor's status. Values are: 
• Approved: If you have authority to approve vendors as defined in your 
procurement user preferences, the system automatically assigns a status of 
Approved to the vendor. The system does not recognize a vendor as approved 
unless an authorized user enters or approves it.  
• Inactive: You cannot enter purchase orders or vouchers for this vendor. Do not 
use this selection. 
• To Archive: You cannot enter new vouchers for this vendor; the vendor is 
purged from the system. Do not use this selection. 
• Unapproved: You cannot enter purchase orders or vouchers for this vendor. 
  
Click on the drop-down arrow in the Status field to select the appropriate option. 

13.   For this example, click on Approved to select it. 
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Step Action 

14.   Use the Classification field to select the vendor's classification. Values are: 
• Supplier: Normally this is the one that will be used. 
 
The other classifications (Attorney, Employee, HRMS) are used with other 
University database interfaces. Please do not use them.  
 
Click the Classification drop-down arrow. 

15.   Click on Supplier to select it. 
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Step Action 

16.   Use the Persistence field to select the vendor's persistence. Values are: 
• One-Time: Select for vendors you know you will use only once. You can enter 
only one voucher for this vendor, after which the vendor status changes to Inactive 
automatically. A one-time vendor is different from a single payment vendor in that 
a one-time vendor adds rows to the vendor tables. 
▪ Single Payment: A single payment vendor does not affect vendor tables and is 
used as the default master vendor for single payment vouchers.  
• Permanent: Select for vendors you know your organization will always use, 
even if not on a frequent basis. You can create an unlimited number of vouchers 
for this vendor. The vendor is not purged from the system unless you specifically 
request that they be archived in a vendor archive request.  
• Regular: Select for a vendor only if you don't mind that it is removed from the 
system once activity for the vendor stops for a designated period. You can create 
an unlimited number of vouchers for this vendor. However, if there is no activity 
for the vendor by the as of date in a vendor archive request, the vendor is purged 
from the system. The University currently does not have a designated period 
for purging vendors. 
 
Click on the drop-down arrow in the Persistence field. 

17.   For this example, click on Regular to select it. 
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Step Action 

18.   When entering 1099 vendors, select the Withholding check box to enable 1099 
reporting for the vendor. You will specify withholding information on the 
Withholding Vendor Information page associated with your Location later.  
 
While the Withholding option and the Withholding Vendor Information page 
are available to you to make updates after you have defined your vendors, the 
most efficient way to handle 1099 vendors is to make sure that you mark them as 
withholding when you first enter them. If you do, all vouchers that you enter for 
the vendor are automatically flagged for withholding reporting as you enter them 
into the system. 
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Step Action 

19.   Select the Open For Ordering check box to certify the vendor for purchasing 
goods and services. If this check box is blank, you cannot enter purchase orders 
(POs) for this vendor in MaineStreet Purchasing.  

20.   Next, you need to enter details about the vendor's address(s). Click the Address 
tab. 
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Step Action 

21.   Use the Address page to specify one or more addresses for the vendor and to 
specify the address that must be used for 1099 reporting purposes, when 
applicable or for non-1099 vendors if you want to record the vendors Tax ID #. 
You can enter multiple addresses for the different sites that a vendor might have. 
For example, the vendor may have one address for orders, which you would use 
on your purchase orders and a different address for remitting, which you would 
use on your payments. 
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Step Action 

22.   You can use the Effective Date field to specify the date from which this address is 
valid. It defaults to the current system date; however you can future date this, if 
necessary. 
 
NOTE: A future-dated address will not be available to use until that date. Do not 
backdate. 
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Step Action 

23.   Click on the drop-down arrow in the Status field and select the appropriate status. 
 

24.   Use the Country field to select the vendor's country. Once you select a country, 
the appropriate address format appears. Depending on the country that you select, 
the format of the address field varies. Enter all fields that are necessary for the 
country that you select. The default is USA. 
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Step Action 

25.   Enter the address information into the Address 1 field. The Address 2 and 3 fields 
may be used for additional address information.  

26.   Enter the city name into the City field.  

27.   Enter the County in the County field.  

28.   Enter the postal code in the Postal field.  

29.   Enter the State in the State field.  
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Step Action 

30.   Use the Email ID field to enter the vendor's email address. This is the address that 
the email application engine process uses when you select the dispatch method of 
email in MaineStreet Purchasing.  
 
Multiple email addresses can be entered in the Email ID field, but they must be 
separated by semicolons. 
 
NOTE: When using the email application engine process to dispatch a purchase 
order via email the vendor’s email address must be on the vendor address that is 
associated with the location used on the PO or the purchase order will not 
dispatch.  
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Step Action 

31.   Click the Expand section button adjacent to Payment/Withholding Alt Names. 
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Step Action 

32.   Use the Payment/Withholding Alt Names section to specify alternate names when 
the vendor requests an alternate name appear on payments and 1099 reports. 
When the system generates payments for the location that uses this address, it uses 
the alternate name information on the payment. Likewise, if you specify an 
alternate withholding name, the system uses this name on 1099 reports instead of 
the name that you specified on the Identifying Information page.  
 
This function is useful if a vendor wants to conduct business under another name. 
For example, Alvarez Consulting may be the vendor, but may want to receive 
payments or 1099 reports under the name of Jose Alvarez. 
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Step Action 

33.   Use the Phone Information section to enter phone information for the vendor. 
 
Click on the drop-down arrow in the Type field to select the type of phone number 
that you are adding (cellular, business, fax, home, pager, and so on). 

34.   The Prefix field is used for International Telephone Numbers. Do not use this 
field for the Area Code. See “International Telephone Numbers” document for 
information on entering international telephone numbers. 
 

 

 

Please refer to: 
http://www.maine.edu/pdf/InternationalTelephoneNumbers. pdf 

 
Step Action 

35.   Enter the 10 digit phone number into the Telephone field. Do not use ( ) or --. The 
system will format the number for you. 
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Step Action 

36.   Note: If this is a 1099 vendor (or you wish to record the vendor’s Tax ID#) you 
need to check the “Use as 1099 Address” box at the top of the page associated 
with the appropriate address. If you are not going to provide information on the 
Withholding Information page you do not need to select an address for this 
purpose. 
 
If additional addresses are needed click the +…. at the Vendor Address section.  

  

 

 
Step Action 

37.   Next, you may specify details of the contact person if desired. For example the 
Sales or Accounts Receivable representatives. This information is optional. 
 
Click the Contacts tab. 
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Step Action 

38.   On the Vendor Contact page, The Contact ID field displays the contact ID 
number. When you add a new vendor contact, the system automatically 
increments the vendor contact's number in this field. 
 
Enter a description for the vendor in the Description field.  
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Step Action 

39.   The Eff Date field specifies the date from which this contact is valid. It defaults to 
the current system date, but can be changed if needed. 

40.   Use the Type field to select a type (such as Management or Sales) to define the 
contact's role.  
 
Click the Type drop-down arrow and select one from the drop down. 

41.   Enter the appropriate name in the Name field.  

42.   Enter the desired information into the Title field.  
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Step Action 

43.   Use the Address field to enter the address sequence number for the contact from 
one of the addresses that you entered on the Address page. This enables you to 
associate different addresses with each contact.  
 
Enter the phone number(s) for the contact in the Phone Information group box.  
 
NOTE: When entering a new vendor you need to ENTER the address sequence 
number on this page. You cannot select it using the look-up icon. When adding 
Contact information to an existing vendor, you can use the look-up icon and select 
the address. 
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Step Action 

44.   Use the Email ID field to enter the contact's email address. Multiple email 
addresses can be entered in this field, but they must be separated by semicolons. 
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Step Action 

45.   Finally, you need to specify Location details for your campus. 
 
Click the Location tab. 
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Step Action 

46.   Use the Location page to enter a location for your campus. A vendor can have 
multiple locations to accommodate all UMS Business units. You should not use a 
vendor Location that is not for your campus. Campus Locations are identified by 
the first digit of the Location Number and Description, which will match the 
campus Business unit. For example, a UMA location will begin with 1, a UMF 
location will begin with 2, and a UMFK location will begin with 3. The remainder 
of the field can be whatever you like. Usually Vendor Locations resemble the 
following: 1-UMA, 2-UMF, 3-UMFK, and so on. The Location and Location 
Description fields may be the same. 

47.   Enter the desired information into the Description field.  
 
Note: If you need more than one location for your campus, add additional 
locations by selecting the Add Row button (+) in the Location section. 
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Step Action 

48.   Enter the date from which this location is valid in the Effective Date field. It 
defaults to the current system date; however, you can change the effective date to 
a future date, if necessary. 
 
NOTE: A future-dated location will not be available for use until that date. Do not 
backdate.  
 
Because location information is effective-dated, you can also update information 
for each location at any time by selecting the Add Row button (+) in the Details 
section. 
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Step Action 

49.   Click the Payables link.  
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Step Action 

50.   The Payables Options page, is where you define remitting address and payment 
options. These fields will default for you but may be changed if needed.  
 
The Remitting Address will default to Address sequence #1 and should be 
changed if payments should be made to a different address.  
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Step Action 

51.   To access the Additional Payables Options section, click the expand section 
arrow. 
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Step Action 

52.   In the Additional Payables Options section, all fields will default for you and 
should rarely need to be changed. Refer to the Vendor Create and Maintenance 
manual for rules regarding these fields.  

53.   Click the Collapse section button. 
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Step Action 

54.   To access the Vendor Type Options section, click the expand section arrow. 
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Step Action 

55.   If desired you may enter additional information about this vendor. For example, if 
the vendor is a small business, minority-owned, women-owned, handicapped-
owned, etc.  
 
In the Type field, click the look-up icon to select from the available choices.  

56.   Click the Cancel button. 
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Step Action 

57.   In the Service field, if desired, enter information about the type of goods or 
services the vendor provides. 
 
Click OK to return to the Location page. 
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Step Action 

58.   Click the Procurement link to open the Procurement Options page. 
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Step Action 

59.   The Procurement Options page is where you define ordering address and 
ordering options for your purchase order. These fields will default for you but may 
be changed if needed.  
 
The Ordering Address will default to Address sequence #1 and should be changed 
if purchase orders should be made to a different address.  

  



Process Document 
Financials 9.0: Adding a Vendor 

 

  

 

Page 38 Last changed on: 5/26/2009 1:52 PM 
 

      
 
 

 

 
Step Action 

60.   To access the Additional Procurement Options section, click the expand section 
arrow. 
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Step Action 

61.   In the Additional Procurement Options section, all fields will default for you and 
should rarely need to be changed. Refer to the Vendor Create and Maintenance 
manual for rules regarding these fields.  
 
Click the Collapse section button. 
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Step Action 

62.   Click the OK button to return to the Location page. 
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Step Action 

63.   If this is a 1099 vendor (or if the vendor is not 1099 but you want to record the 
vendors TAX ID#) click the Global/1099 Withholding link to access the 
Withholding Vendor Information page, where you can specify withholding 
options and Tax ID information for this vendor location. 
 
Click the Global/1099 Withholding link. 
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Step Action 

64.   NOTE: Refer to the Vendor Create and Maintenance manual for rules and 
detailed explanations regarding the Global/1099 withholding page. 
 
Click the OK button to return to the Location page. 
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Step Action 

65.   On the Location page, click the Comments Expand section button. 
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Step Action 

66.   Use the Comments section to enter comments about the vendor that pertain to this 
Location. 
 
Click the Collapse section button. 
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Step Action 

67.   Click the Internet Address Expand section button. 

 
68.   Use the Internet Address section to enter URLs and descriptions for the vendor's 

websites. Click the Open URL link in this section to open a URL in your browser. 
 
Click the Collapse section button. 

 
69.   Click the Save button. 
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Step Action 

70.   Note that the system has generated a Vendor ID for the new vendor. 
 
You have successfully added a new vendor to the system. 
 
NOTE: There is now a Summary page that provides basic information about this 
vendor. 

71.   End of Procedure. 

 
  


