Quick Guide
MaineStet

Adding a Vendor

1. From the Financials menu, click thendor s link.

2. Click theVendor Information link.

3. Click theAdd/Update link.

4, Click theVendor link.

5. On theVendor Information Find an Existing Value/Add a New Value page, click the
Add a New Value tab.[ddaNewVaiu

6. TheVendor 1D appears aSlEXT on the search page. DO NOT CHANGE THI®e
system assigns a sequential ID number after yar éme vendor information and save the
page.

Click the Add button.
Add

7. Use thd dentifying I nformation page to enter identifying information for a vendor,
including the vendor name and short name, classific, status, persistence, and
withholding information. Some fields default foryybut can be changed if needed.

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

9. Click in theVendor Name 1 field.

10. Enter the desired information into tiendor Name 1 field.

11. Use theStatus field to select the vendor's status.

Click on the drop-down arrow to select the apprateroption.

12. Use theClassification field to select the vendor's classification.

13. Use thePersistence field to select the vendor's persistence.

14, When entering 1099 vendors, select\ttighholding check box to enable 1099 reporting
for the vendor. You will specify withholding inforation on theNithholding Vendor
Information page associated with your Location later.

15. Select th@pen For Ordering check box to certify the vendor for purchasing dpand
services. If this check box is blank, you canndeepurchase orders (POs) for this vendor
in MaineStreet Purchasing.

16. Next, enter details about the vendor's addres3(gk the Addr ess tab. [ddress]

17. Use theAddress page to specify one or more addresses for theoreardl to specify the
address that must be used for 1099 reporting pagy@gen applicable or for non-1099
vendors if you want to record the vendors Tax ID #.

18. Click on the drop-down arrow in ttg8tatus field and select the appropriate status.
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19.

Use theCountry field to select the vendor's country. Once yoedeh country, the
appropriate address format appears. Dependingeooatintry that you select, the forma
of the address field varies. Enter all fields tie necessary for the country that you
select. The default is USA.

20.

Enter the address information into #hadress 1 field. TheAddress 2 and3 fields may be
used for additional address information.

t

21.

Enter the city name into tity field.

22.

Enter the County in th€ounty field.

23.

Enter the postal code in tRestal field.

24.

Enter the State in tH&tate field.

25.

Use theEmail 1D field to enter the vendor's email address. Thikésaddress that the
email application engine process uses when youwtsitle dispatch method of email in
MaineStreet Purchasing.

26.

Click theExpand section button adjacent tBayment/Withholding Alt Names. [

27.

Use thePayment/Withholding Alt Names section to specify alternate names when the
vendor requests an alternate name appear on payarahtl099 reports. When the syst¢
generates payments for the location that useatlieess, it uses the alternate name
information on the payment. Likewise, if you spgah alternate withholding name, the
system uses this name on 1099 reports insteace ofdime that you specified on the
Identifying Information page.

em

28.

Use thePhone I nformation section to enter phone information for the vendor.

Click on the drop-down arrow in thigype field to select the type of phone number that
you are adding (cellular, business, fax, home, pagel so on).

29.

ThePrefix field is used for International Telephone Numbé&rs.not use this field for the
Area Code See “International Telephone Numbers” documenirfimrmation on entering
international telephone numbers.

30.

Enter the 10 digit phone number into Tretephone field. Do not use () or --. The systern
will format the number for you.

>

31.

Note: If this is a 1099 vendor (or you wish to record tlendor’s Tax ID#) you need to
check the “Use as 1099 Address” box at the top@fiiage associated with the
appropriate address. If you are not going to p@widormation on the Withholding
Information page you do not need to select an addia this purpose.

If additional addresses are needed click the +.theWWendor Address section.

32.

Next, you may specify details of the contact peri§ desired. For example the Sales or
Accounts Receivable representatives. This inforomais optional.

Click the Contacts tab.Eentacts

33.

On theVendor Contact page, TheContact I D field displays the contact ID humber.
When you add a new vendor contact, the system aicatly increments the vendor

contact's number in this field.
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34. TheEff Date field specifies the date from which this contactalid. It defaults to the
current system date, but can be changed if needed.

35. Use theType field to select a type (such as Management orspatedefine the contact's
role.

36. Enter the appropriate name in tiame field.

37. Enter the desired information into théle field.

38. Use theAddress field to enter an address for the contact from afrthe addresses that
you entered on thaddress page. This enables you to associate differentemdéds with
each contact.

39. Use thePhone I nformation field to enter phone information for the contact.

40. Use theEmail 1D field to enter the contact's email address. Midtgmail addresses can
be entered in this field, but they must be sepdrhyesemicolons.

41. Finally, you need to specify Location details your campus.

Click theL ocation tab.[Eesatior]

42. Use thd_ocation page to enter a location for your campus.

43. Enter the desired information into tBescription field.

44, Enter the date from which this location is validhe Effective Date field. It defaults to
the current system date; however, you can charegeftbctive date to a future date, if
necessary.

45, Click the Payables link.

46. ThePayables Options page, is where you define remitting address agchpat options.
These fields will default for you but may be chath@feneeded.

47. To access thadditional Payables Options section, click the expand section arrd@y.

48. In theAdditional Payables Options section, all fields will default for you and should
rarely need to be changed. Refer toWleador Create and Maintenance manual for
rules regarding these fields.

49, To access théendor Type Options section, click the expand section arrow.

50. If desired you may enter additional informatidoat this vendor. For example, if the
vendor is a small business, minority-owned, womemed, handicapped-owned, etc.
In the Type field, click the look-up icon to select from thesdlable choices.

51. In theServicefield, if desired, enter information about the tygfegoods or services the
vendor provides.

Click OK to return to the Location pa
52. Click theProcurement link open theProcurement Options page Erecurement
53. TheProcurement Options page is where you define ordering address andiogle

options for your purchase order. These fields déflault for you but may be changed if
needed.
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54, To access thadditional Procurement Options section, click the expand section arrow.
[

55. In theAdditional Procurement Options section, all fields will default for you and shdul
rarely need to be changed. Refer toWeador Create and Maintenance manual for
rules regarding these fields.

56. Click theOK button to return to theocation page.

o |

57. If this is a 1099 vendor (or if the vendor is 4609 but you want to record the vendors
TAX ID#) click the Global/1099 Withholdindink to access th&/ithholding Vendor
Information page, where you can specify withholding optiond &ax ID information for
this vendor location.

Click theGlobal/1099 Withholding link.
[Global 1093 Withholding |

58. NOTE: Refer to thé/endor Create and Maintenance manual for rules and detailed
explanations regarding the Global/1099 withholdiage.
Click theOK button to return to thieocation page.

59. Click theComments Expand section button.

5]

60. Use theComments section to enter comments about the vendor thréipeo this
Location.

61. Click thelnternet Address Expand section button.

5]

62. Use thd nternet Address section to enter URLs and descriptions for the wesdvebsites
Click the Open URL link in this section to open RIUin your browser.

63. Click theSave button.

64. Note that the system has generaté&tador |D for the new vendor.

65. End of Procedure.
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