Test Document
Adding a Vendor

Test History
Date Tester Pass/Fail Notes

Timeto Test
Estimated Time
Actual Time
Test Setup
Navigation

Step Action I nput Expected | Pass | Fail

Results
1. From the Financials menu, click the
Vendorslink.

2. Click theVendor Information link.

3. Click theAdd/Update link.

4, Click theVendor link.
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Test Document

[
Adding a Vendor MaineSte:

Test Procedure

_Home | Workist | MuliChannel Console | _Add to Favorites | _Sign out
(=
Mew Window | Helo |
Vendor Infoermation
Enter any information you have and click Search. Leave fields blank for a list of all values
{ Find an Existing Value {_Add a New Value
Vendor ID: ‘ begins with + | |
Persistence: [= v v
Short Vendor Name: ‘ begins with |+ H |Q
Our Customer Number:‘ begins with + | |Q
Name 1: ‘begms with | |Q
Vendor Alias Name: ‘ begins with H |Q
City: [begins with v |
State: ‘ begins with v | |
include History [ correct History [ case Sensitive
Search | Clear ‘ Basic Search [E Save Search Criteria
Find an Existing Value | Add a Mew Value
Step Action Input Expected | Pass | Fail
Results
5. On theVendor Information Find an

Existing Value/Add a New Value
page, click theAdd a New Value tab.
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# ViameStreet

Home | Workist | MultiChannel Console | _Add to Favorites | Sign out
=

New Window | Help |

nEEa

Vendor Information

/_Eind an Existing Value | Add a New Value |

SetlD: UMsYs|C,

Persistence: v

Add

Eind an Existing Value | Add a New Value

Step Action I nput Expected | Pass | Fail
Results
6. On theVendor Information page,
click theAdd button.
Add

Last changed on:3/13/2009 11:01:00 AM Page 3



Test Document
Adding a Vendor

t | MWutiChannel Console | _Add to Favorites

New Window | Help | Customize Page | /&, #

{ Identifying Information {__Address j Contacts " Location " Alias Name |

SetiD: UMSYS Check for Duplicate |

Vendor ID: MNEXT

“Vendor shorthame |

*Vendor Name 1: | |
Vendor Name 2: |

*Status: Approved v *Classification: Supplier
*Persistence: HCM Class:

[ withholding Expand Al | Collapse Al

Open For Ordering

[[] Corporate Vendor [JinterUnit Vendor

Corporate SetlD: InterUnit Vendor ID: l:lq
Corporate Vendor ID:  |MEXT

Create Bill-To Customer

[ create Bill To Customer

+ Additional ID Numbers
+ Duplicate Invoice Settings

» Government Classifications

» Standard Industry Codes

+ Additional Reporting Elements

Expand All | Collapse Nll

& save | =] Notify | B Add | UpdﬁtefDlsp\ayl ] Include History | [E* Correct History

Step Action I nput Expected | Pass | Fail
Results

7. On thel dentifying I nformation tab,
enter the desired information into the
Vendor Short Name field.

8. Enter the desired information into the
Vendor Name 1 field.
9. Click theCheck for Duplicate button.

| Check far Duplicate I
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‘# MaineStreet

=

/ identifying Information ' Address | Contacts | Location | Alias Name |

SetiD: UMSYS Check for Duplicate

Vendor ID: MEXT

“Vendor shortName |

“Vendor Name 1: | Jonathan Jones |
Vendor Name 2: | |

*Status: Approved v *Classification: Supplier [+
*Persistence: HCM Class:

[CJwithholding Expand All | Collapse All
- )
Open For Ordering Windows Internet Explorer
[[Icorporate Vendor '5 o vendors matching the duplicate cherk criteria were Found in the system. (7025, 182)
Corporate SetiD: L]
Corporate Vendor ID: [NExT |

[[]create Bill To Customer

= BB E

Expand All Collapse All
B save | [=] Hotify EeAdd | | UpdateDisplay | /= Include History |
N X . .

Home | Worklist | MuttiChannel Console | _Add to Favorites

Mew Window | Help | Customize Page | ,E, 5

Sign out

Done “ = & Intermet H100% - -
Step Action I nput Expected | Pass | Fail
Results
10. 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 th
"Find an Existing Value" search scregn
prior to entering a new vendor.

D

Click theOK button.

Last changed on:3/13/2009 11:01:00 AM

Page 5




Test Document
Adding a Vendor

MuttiChannel Console | _Add to Favorites

Mew Window | Help | Customize Page | &, #

Identifying Information % Address | Contacts | Location | Alias Mame

SetiD: UMSYS Check for Duplicate

‘Vendor ID: NEXT

*Vendor Short Name:JOMNES
“Vendor Name 1: |Jonathan Jones| |

*Classification: Supplier v

HCM Class:

Approved v

*Persistence:

[CIwithholding Expand All | Collapse Al

Open For Ordering

[ corporate Vendor [Jinterunit Vendor
Corporate SetiD: InferUnit Vendor ID: | |2t

Corporate Vendor ID:  [MEXT

Create Bill-To Customer

[ create Bill To Customer

» Additional ID Numbers

» Duplicate Invoice Settings

+ Government Classifications

» Standard Industry Codes

» Additional Reporting Elements

Expand All Collapse All

& save | [=1 Notify S Add | Updatea’DisplayI 4 Include History I [&# Correct History

Step Action Input Expected | Pass | Fail
Results

11. Click on the drop-down arrow in the
Status field to select the appropriate
option.

12. For this example, click oApproved
to select it.
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MNew Window | Help | Custornize Page | [,

|/ \dentifying Information ' Address \ Contacts | Location ) Alias Name |
SetiD: UMSYS Check for Duplicate |
Vendor ID: MEXT

*Vendor Short Name:|JONES

*\endor Name 1: |Jonaman Jones ‘

Vendor Name 2:
*Status: b *Classification: Supplier

*Persistence: HCM Class:

[Jwithholding Expand All | Collapse Al

Open For Ordering

[ corporate Vendor [l interUnit Vendor
Corporate SetiD: InterUnit Vendorp: | |2

Corporate Vendor ID:  [NEXT

Create Bill-To Customer

[ create Bill To Customer

» Additional ID Numbers.
» Duplicate Invoice Settings

» Government Classifications

» Standard Industry Codes

» Additional Reporting Elements.

Expand Al | Collapse Alll

B save | [=] Motify | B Add | Update.fDisp\ayl 4] Include History | [&# Correct History

Step Action Input Expected | Pass | Falil
Results
13. Click theClassification drop-down
arrow.
14. Click onSupplier to select it.

|Supp|ier @
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WWorklist

MuttiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page L |

[ \dentifying Information % Address | Contacts | Location | Alias Mame |

SetlD: UMSYS Check for Duplicate

Vendor ID: MNEXT

*Vendor Short Name:JOMNES

*Vendor Name 1: |J0natnan Jones |
Vendor Name 2:

*Status: Approved v *Classification: b

“persistence:

(=}
=
o
o
o
Il
I

Expand Al | Collapse Al

Open For Ordering

[ corporate Vendor [ interunit Vendor
Corporate SetlD: - InterUnit Vendor ID: Q 4
Corporate Vendor ID: T

Create Bill-To Customer

[Icreate Bill To Customer

+ Addifional ID Numbers

+ Duplicate Invoice Settings

» Government Classifications

+ Standard Industry Codes

+ Additional Reporting Elements,

Expand All Collapse Nll
Bl save | [=] Notify | B Add

Llpnatafn'splayl & Include History | [&# Correct History

Step Action I nput Expected | Pass | Fail
Results

15. Click on the drop-down arrow in the
Persistence field.

16. Click onRegular to select it.
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‘$ MaineStreet

Home | Worklist [ MultiChannel Console | Add to Favorites | _Sign out
(=13

New Window | Help | Customize Page | B &

{ Wdentitying Information (_Address | Contacts )~ Location )~ Alias Name |

SetlD: UMSYS Check for Duplicate

Vendor ID: NEXT

*Vendor Short Name: JONES
*Vendor Name 1: ‘JunaihanJunes |
Vendor Name 2: |

*Status: Approved v *Classification: Supplier v
*Persistence: HCM Class:

Open For Ordering
[I corporate Vendor [Jinterunit Vendor
Corporate SetiD: InterUnit Vendor ID: @

Corporate Vendor ID: |:|

Expand All Collapse All

[[]create Bill To Customer

B EE R

Expand All | Collapse All

B save | [Z] Motify Ex Add Update/Display | &) Include History | [EF Correct History

Step Action Input Expected | Pass | Fail
Results

17. Select th@pen 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.

18. Next, you need to enter details about
the vendor's address(s). Click the
Address tab.
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MuttiChannel Console | _Add to Favorites | _Sign out

Mew Windaw | Help | Customize Page | /&, |

Identifying Information } Address Y Contacts | Location | Alias Name

SetiD: UMBYS

Vendor: MEXT Short Vendor Name: Name:  Jonathan Jones

Vendor Address Find | View All First %1 1 0f1 LX) Last
Address ID: []Use as 1099 Address FHE

21 4 of1 L2 Last

Effective Date: 10152008 | FH[E
status:

Country: Q United States

Acdress1: | |

Address2: | |

Address 3 | |

Acdressd: | |

City:

S e R E—
State: [

Email ID: \
>
Customize | Find | View All | B First "/ 1 of1 L™ Last
“Type Prefix Telephone Extension
| | I[ |E &=
B save | [T Notity | Evadd| Flupdateiisplay | J Include History | [5# Correct History

Step Action Input Expected | Pass | Fail
Results

19. On theAddress page, enter a
Description for this vendor address.

Page 10 Last changed on:3/13/2009 11:01:00 AM




[ Test Document
MaineStreet Adding a Vendor

# MaineStreet
ome | Worklist MultiChannel Console Add to Favorites

(=3
New Window | Help | Customize Page | %,

Identifying Information | Address | Contacts | Location | Alias Name |

seti;:  UMSYS

Vendor: MNEXT Short Vendor Name: Name:  Jonathan Jones
EELTs jiow All__First 41 ot 1 [H Last
Address ID: 1 [Juse as 1099 Address EHE
|0fﬁ:e Address ‘

First 4] 1 or1 ] Last

Effective Date: [10/15/2008 =
: [hetive |
Country: [USA]@  united States

Agdress1: | |
Address 2: ‘ ‘

Address 3: | ‘

Address 4: ‘ |

City:

e e T e—
State: [

Email ID: [ |
B
Customize | Find | View A1l | 8§ First * 101 " Last
*Type Prefix Telephone Extension
| | i |E =
B save | [ Notify Ehacd | Updatemisplay | ] clude History | (5 Cormeet History

Step Action I nput Expected | Pass | Fail
Results

20. You can use thEffective 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.
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A

MaineStreet

/ldentifying Information |~ Address | Contacts | Location | Allas Name |

Home | Workiist | MultiChannel Console | _Add to Favorites | _Sign out

New Windaw | Help | Customize Page | £, &

seti;:  UMSYS

vendor: MNEXT Short Vendor Name:
Vendor Address

Address ID: 1 [Juse as 1099 Address

Name:

Jonathan Jones

Find

First 3] 1 o1 (] Last
=

| View All

[ordermemit

First 4] 1 or1 ] Last
F=E

Effective Date:  |10/15/2008|

status:

Country: Q United States

Agdress1: | |

Address 2: ‘ ‘

Address 3: | ‘

Address 4: ‘ |

City:

e e S —

State: [

Email ID: [ |

F

First [ 1 of1 "] Last
Extension

| | I

Customize | Find | View All | 35

|E =

B save | [=] Notify [EsAdd | Update/Display | J&] Include History | [3# Correct History
Step Action I nput Expected | Pass | Fail
Results
21. Click on the drop-down arrow in the

Statusfield and select the appropriate
status.

22.

Use theCountry 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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# MiaineStreet
Home | Worklist | MuktiChannel Console | _Add to Favorites | _Sign out

=3
New Window | Help | Customize Page | [B, #

{ Identifying Information §" Address " Contacts  Location ) Alias Name *

SetiD: UMSYS

Vendor: MEXT Short Vendor Name: Name:  Jonathan Jones

Vendor Address Find | View All First [4] 1 o 1 [ Last
Address 1D 1 [Tuse as 1099 Address =

Description: ‘Orden’Remil

Find|ViewAl  First [1] 1 o4 [M] Last

Effective Date: [1015:2008 |15 FHE
staus:

Country: USA|Q,  United States

Address 1: |

Address 2: | |

Address3: | |

Address 4 | |

City:

T e B S —
State: [

Email ID: [ |
¥
Customize | Find | View Al | #  First " 1011 " Last
“Type Prefix Telephone Extension
o[ | | |E =
B save | [=] Notify B+ Add | Updataﬂ)'sp\ayl 4 Include History I [ Correct History
Step Action I nput Expected | Pass | Fail
Results
23. Enter the address information into the

Address 1 field. TheAddress 2 and3
fields may be used for additional
address information.

24, Enter the city name into tity field.

25. Enter the County in th€ounty field.

26. Enter the postal code in tRestal
field.

27. Enter the State in ti&ate field.
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# MaineStreet

MuttiChannel Console | _Add to Favorites | _Sign out

[E
New Window | Help | Customize Page \, ]

[ Idenlifying Information " Address Y Contacls ) Locafion | Alias Name |

setD:  UMSYS

Vendor: MEXT Short Vendor Name: HName:  Jonathan Jones

Vendor Address Find | View All First 1"/ 1074 L* Last

Address ID: 1 [[Juse as 1099 Address =

Description: |OrderfRernit

Find | View All First ") 4 of4 L¥| Last

Effective Date: |10/15/2008 1] =
Status: Active hd
Country: Q United States

Address 1: | 100 East Street |
Address 2: ‘ |
Address 3: | ‘
Address 4: |
City: Bangor |

County: [Penabscat | Posta:
State: [EREY

Email ID: [
[
Customize | Find | View All | 3§ First © 1011 " Last

*Type Prefix Telephone Extension

- | | | =

B save | [=] Hotify [Er Add Update/Display | /] Include History | [ Correct History
Step Action Input Expected | Pass | Falil
Results

28. Use theEmail ID field to enter the

vendor's email address.

Multiple email addresses can be
entered in the Email ID field, but they,
must be separated by semicolons.
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MuttiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page \, o]

/_Idenfifying Information ~ Address | Conlacts | Localion | Alias Mame

setD:  UMSYS

Vendor: MEXT Short Vendor Name: Name: Jonathan Jones

Vendor Address Find | View All First [*) 1 of 1 [*/ Last
Address ID: 1 [Tuse as 1099 Address =

Description: |Orden’Remit

" 10f4 L7 Last

Effective Date: | 10/15/2008 5 =
Status: Active b
Country: [usale,  united states

Address1: | 100 Easl Streel |
Address 2: | | 3
Address 3: |
Address 4: |
City: Bangor ‘
County: |Penobscot Postal:
state: [ME ]@ waine
Email [D: fferes@busi corm|
[
Customize | Find | View All | £ First " 1of1 " Last

*Type Prefix Telephone Extension

| I I |E =

B zave | [=] Notify | [Ek Add Update/Display | JZ Include History | [E# Correct History

Step Action Input Expected | Pass | Fail
Results
29. Click theExpand section button
adjacent tdPayment/Withholding Alt
Names.
O
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A

MaineStreet

# VMaimeStreet

(=
S g

Effective Date:

*Tuna

uncas  ppevmans | Lueawen  y oneswems j  wuswin
SetiD:  UMSYS
Vendor: MEXT Short Vendor Name: Name:  Jonathan Jones
[Vendor Address Find | View All First 1) 1 of 1
Address ID: 1 [Juse as 1099 Address
Description: | Order/Remit

Find | View All

10/15/2008 El

FHE=

First 4/ 10f1 ¥/ Last

=

Status:

Country: Q United States

Address 1: [100 East Street |

Address 2: ‘ |

Address 3 | |

Address 4: |

City: Bangor

comer postat

State: Q Maine

Email ID: [1ones@business.com

=
Name 1: \ |
Hame 2: ‘ |
Withhoiding Name 1: | |
Withholding Name 2: | |

Customize | Find | View A1l | B
Drofiv Ts

1of1 " Last

First

| Last

Home | Worklist | MultiChannel Console | Add to Favorites

Sign out

| >

Step Action Input Expected | Pass | Fail
Results
30. In thePayment/Withholding
Alt Names section, specify alternate
names when the vendor requests an
alternate name appear on payments and

1099 reports.

Page 16
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Effective Date: | 10/15/2008 El ==
Stas:

Country: [USA|SL  united States

Address1:  |100 EastStreet |

Address 2: | |

Address 3 | |

Address 4: |

City: Bangor |

County: |Penobscol | Postal:

State: lElQ Waine

Email 1D: ‘uones@bumness com

=)
Name 1: ‘ |
Name 2: \ |
Withholding Name 1: | |
Withholding Name 2: | |

Customize | Find | View All | 8 First | 1061 " Last

*Type Prefix Telephone Extension
v I I Jeaje
B save | [=] notify Er Add Update/isplay | JE] Include History | [E# Correct History

Identifying Information | Address | Contacts | Location | Alias Mame | Custom

Home | Worklist | MultiChannel Console | _Add to Favories

Sign out

|5

<

Step Action I nput Expected
Results

Pass | Fail

31. In thePhone Information section,
enter phone information for the vendd

=

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).

32. For this example, click oBusiness to
select it.

[Business |

33. ThePrefix field is only used for
International Telephone Numbers. Dg
not use this field for the Area Cade

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

Last changed on:3/13/2009 11:01:00 AM
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A

MaineStreet

Step Action

Input

Expected | Pass | Fail

Results

35. 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 addre
If you are not going to provide
information on the Withholding
Information page you do not need to

select an address for this purpose.

the +.... at th&/endor Address section.

If additional addresses are needed click

‘# MaineStreet

=

Home | Worklist | MultiChannel Console | _Add to Favorites

Identifying Information |}~ Address Y Contacts | Location j Alias Mame |

SetlD: UMSYS

Short Vendor Name: Name:  Jonathan Jones

Vendor: MEXT
[Vendor Address Find | View All

[[Juse as 1099 Address

First [4] 1 o4 ] Last

FE

First (4] 1 or1 [ Last

Address ID: 1
Description: ‘OrderiRemit
Effective Date: B
Status:
Country: Q United States
Address 1: [100 East street |
Addressz: | |
Address 3: ‘ |
Address 4: | |
City: Bangor
ot postr
State: [ME|@ waine
Email ID: |jjcmes@business.cum
57
Name 1: |
Name 2: [ |

Withholding Name 1: | |

Withholding Name 2: | |

FHE

Sign out

Mew Window | Help | Customize Pags | 5, #

Page 18
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Step Action I nput Expected | Pass | Fail
Results
36. Click theContacts tab.

# ViaieStreet

Home | Worklist [ MuttiChannel Console | _Add to Favorites | _Sign out

([E
New Window | Help | Custornize Page | B &

[ Ildentifying Information | Address | Contacts | Location | Alias Mame °

Vendor Contact

SetiD: UMSYS

Vendor; MNEXT Short Vendor Name: Hame:

[Vendor Contact Find [View Al First 4] 4 o4 [ Last

F[E

Contact ID: 1

Description: |

Find|View Al First (1] 4 or1 [F] Last
=

Eff Date: 1011512008 |31
Status: Active v

Internet: |m‘tp""' View Internet Address

Email ID: |

Customize | Find | View Alll 3 First * 10f1 * Last
*Type Prefix Telephone Extension

“I| I I |E =

B save | [=] Notify | B Add Update/Display | J&] Include History | [ Correct History
Identifying Information | Address | Contacts | Location | Alias Name | Custom

Step Action I nput Expected | Pass | Fail
Results

37. On theVendor Contact page, The
Contact I D 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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‘# MaineStreet

Home | Worklist [ MultiChannel Console | Add to Favorites | _Sign out

(E

Mew Window | Help | Customize Page | 5,

| Identifing Information " Address | Contacts Y _ Location | Alias Name

Vendor Contact

SetlD: UMSYS

Vendor: MNEXT Short Vendor Name: Name:

Find | View Al First ] 1 o4 [¥] Last
Contact ID: 1 =

Description: |Jon Jones| |

First [1] 1 of 1 [ Last

Eff Date: 1011512008 |5 =
Status: ve 3
Type: ‘ 5
Name: ‘ |
Title: ‘ |
Address: l:lQ
Internet: ‘ http:if View Internet Address
Email ID: ‘ |
Customize | Find | View All | 8% First © o1 Last
“Type Prefix Telephone Extension
| | | |F =
B save | [=] Notify Er Add Update.rDisplay| 2] Include History | [ Correct History
Identifying Information | Address | Contacts | Location | Alias Name | Custorn |
a
Step Action Input Expected | Pass | Fail

Results

38. TheEff Date field specifies the date
from which this contact is valid. It

defaults to the current system date, but
can be changed if needed..

39. Use theType field to select a type
(such as Management or Sales) to
define the contact's role.

Click theType drop-down arrow and
select one from the drop down.

40. Click on Sales Contact to select it.

41. Enter the appropriate name in the
Name field.

42, Enter the desired information into the
Title field.
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Test Document
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(=3

y
/ ldentifying Information | Address | Contacts | Location | Alias Name !

Vendor Contact

SetD:  UMSYS

Eff Date: 10M5/2008 |5
Status: Active b

Type: [ sales Contact -
Name: |Jirn Jones |
Title: [sales Manager |

Address: |:|Q

Find | View All First ) 1 of1 L=l Last

FE

MNew Window | Help | Customize Page | B, &

Vendor; MEXT Short Vendor Hame: Name:

Vendor Contact Find | View All First %11 04 L7 Last
Contact ID: 1 =
Description: |

# VaineStrees
Home | Worklist MultiChanne! Console Add to Favorites Sign out

Internet: |h“pi"f view Internet Address
Email 1Dz | |
Custormzs.-lml\:’iewAII|EEEE First " ' 10f4 " Last
*Type Prefix Telephone Extension
| | | B =
B save END{ifyl ErAdd | FlUpdateiDisplay | JZ] Include Histery | [E# Correct History -
Step Action I nput Expected | Pass | Fail
Results
43. Use theAddress field to select an
address for the contact from one of the
addresses that you entered on the
Address page.
After you select an address for the
contact, the system displays the
associated phone numbers for that
address in the Phone Information group
box after the vendor record is saved.
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Sign out

Home | Worklist [ MultiChannel Console | _Add to Favorites

New Window | Helo | Customize Page | /&, #

[ Identifying Information | Address | Contacts Y Location | Alias Name °

Vendor Contact

Setip:  UMSYS

Vendor: MNEXT Short Vendor Name: Name:

Vendor Contact Find | View All First 41 1 0f 1 (X Last

Contact ID: 1 =

Find | View All First [ 4 of 1 L2 Last

FE

Eff Date: 10/15/2008 |3
Status: Active b

Type: | Sales Contact w
Name: |Jnn Jones |
Title: |Sales Manager |

Address: l:IQ

Internet: |http il View Internet Address
Email ID: | |
Customnize | Find | View All | #  First " 1011 " Last
*Type Prefix Telephone Extension
+| | | @ =
= save | [=] Notify | [ Add | Upnate.rnismayl 2] Include History | [ Correct History -

Step Action I nput Expected | Pass | Fail
Results

44, Use theEmail ID field to enter the
contact's email address. Multiple emai
addresses can be entered in this field,
but they must be separated by
semicolons.
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Sign out

Worklist | _MultiChannel Console | Add to Favorites

New Window | Help | Customize Page | 5, |

[ Identifying Information | Address | Contacts Y Location | Alias Name

Vendor Contact

Setip:  UMSYS
Vendor: MNEXT Short Vendor Name: Name:

Vendor Contact Find | View All First 4 1 of1 L2 Last

EHE

Contact ID: 1

“l1of1 X Last

HE

Eff Date: 1011512008 [
Status: Active W

Type: | Sales Contact v
Name: |Jnn Jones ‘ 3
Title: |Sale5 Manager ‘

Address: l:IQ

Internet: |hﬂ9-ﬂ View Internet Address

|jimJUnes@business com |

Email ID:
Customize | Find | vView All First "' 10of1 " Last
*Type Prefix Telephone Extension
Business v[207 |[222-2222 |[s67 |E =
B Save | [=] Notify | B+ Add Update/Display | J£] Include History | [E# Correct History |
Identifying Information | Address | Contacts | Location | Alias Name | Custom
i

Step Action I nput Expected | Pass | Fail
Results

45, Finally, you need to specify Location
details for your campus.

Click theL ocation tab.
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‘# MaineStreet

Home | Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

(=
New Window | Help | Customize Page |

— ; y
[ Identifying Information }” Address | Gontacts | Location ' Alias Name |

SetlD: UMSYS

Vendor: MNEXT Short Vendor Name: Name:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

Find | view Al First ] 1.or1 [*] Last

HE

*Location: l:l Default

Description: ‘ RTV Fees

First [4] 1 o1 [¥] Last

¥

“Effective Date: | 10/15/2008 EE
Expand All Call All

Options: Payables Procurement SalesiUseTax Global/ 1099 Withholding M w

[

[
[2
[
Expand All Collapse All

B save | [=] Motify [Es Add Update/Display | JZ] Include History | [EF Correct History
Identifying Information | Address | Contacts | Location | Alias Name | Custom

Step Action I nput Expected | Pass | Fail
Results

46. Use the_ocation page to enter a

location for your campus. Enter the
appropriate Campus Locations code |n
theLocation field.

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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‘# MaineStreet

(E[

/ ldentifying Information "

Address | Contacts | Location _Alias Name

Home | \Worklist

Setip;  UMSYS

Vendor: NEXT

Short Vendor Name: Name:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

Find |View Al First [ 1 or1 (] Last

*Lacation: 1-UMA Default

Description: | 1-UMA RTVFees

HE

First [4] 1 or 1 [H] Last

“Effective Date: | 10/15/2008 |
i Expand All | Collapse Al
Options: Payables Procurement Sales/Use Tax  Global/1099 Withholding pan CLEEES

[

[
[
[

B save | [=] Notify

Expand All Collapse All

B Add Update/Display | 4 Include History

FHE

hlultiChannel Console

New Windaw | Help | Customize Page | 2,

[ Correct History

Identifying Information | Address | Contacts | Location | Alias Mame | Custom

Add to Favorites | Sign out

Step

Action

Input

Expected
Results

Pass | Falil

48.

Enter the date from which this locatiqg
is valid in theEffective Date field. It

defaults to the current system date;
however, you can change the effectiy
date to a future date, if necessary.

>
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e ist | MultiChannel Console | _Add to Favorites | Sian out
(=

New Window | Help | Customize Page | &,

[ Identifying Information | Address | Contacts | Location 1 Alias Name

SetiD: UMSYS

Vendor: MEXT Short Vendor Name: Name: Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

I First 44 o5 4 [M] Last
*Location: 1-UMA Default ==

Description: |1’UM?‘\ RTV Fees

View Al First ] 4 o1 [¥] Last
“Effective Date: | 10/15/2008 |5 FE=
Status:

- Expand All Collapse All
Options: Pmcuremem Sales/Use Tax  Globali1099 Withholding p_l B

=
[=
=
[=
Expand All | Collapse All

& save | [=] Notify Ey Add | UpdatefDisplayl ] Include History | [E# Correct History

Identifying Information | Address | Contacts | Location | Alias Mame | Custom

Step Action Input Expected | Pass | Fail

Results

49, Click thePayables link.
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Payables Options
SetiD: umMSYS Location: 1-UMAJONES
Vendor ID: MEXT Description:

Short Vendor Name:  JONES

Hame 1: Expand All CollapseAIIl

Vendor: NEXT JONES

Address: Search

Location: 1-LIMA

E
:
=3
&

“Vendor ner A
*Address: Search

*Location: 1-UMA a,

+ Additional Payables Options

+ Matching/Approval Opfions

} Electronic File Options

} Self-Billed Invoice Options

+ Vendor Bank Account Options
» Vendor Type Options.

+ HIPAA Information

+ Debit Memo Options

Expand All | Collapse All

t | _MultiChannel Console | _Add to Favorites

New Window | Help | Customize Page | B # |

[£3

Step Action I nput Expected
Results

Pass | Falil

50. ThePayables 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 should default
to Address sequence #1 and should be
changed if payments should be made to
a different address.

Last changed on:3/13/2009 11:01:00 AM
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Vendor ID:

Name 1:

Vendor:

Address:

Location:

UMSYS

MNEXT

Short Vendor Name: JOMNES

MNEXT

Search

1-UMA

JONES

Location:

Description:

hluttiChannel Console | _Add to Favorites

1-UMAJONES

Expand All | Collapse All

*Wendor

*Address:

*Location:

e o
Search

A-UMA Q,

»_Additional Payables Options
) Niaichingihnorovs! Sptions

Expand All CollapseAIIl
OK | Cancel

Step Action Input Expected | Pass | Fail
Results
51. To access thadditional Payables
Options section, click the expand
section arrow.
O
Page 28 Last changed on:3/13/2009 11:01:00 AM




Test Document
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Home

UMsYs

Location: 1-UMAJONES
Vendor ID: NEXT

Description:
Short Vendor Name:  JONES

Hame 1:

Expand All | Collapse Alll

Vendor: NEXT JONES

Address: Search

Location: T-UMA

Romitng ——__ |
“Vendor (=

*Address: Search

Main Conkent:
*Location: 1-UMA Q b
~ Additional Payables Options
payGroup: | |2 ~gank Options: |Default v
Bank: l:l‘:\
*Delay Days:
oaut 9] piscounc| ] wet: [ 0] accomnt [ |Q
Currency: l:los
[ Hold Payment ] complex Routing
Rate Type:
Always take discount  [] Separate Payment
[ ractoring ] Apply Netting
Draft Processing Control
*Draft Sight: “payment Method: Default |+ v
Default v Q 1 sunut Antinn | USe Bank Account Default vl |
Step Action Input Expected | Pass | Fail

Results

52. In theAdditional Payables Options

section, all fields will default for you
and should rarely need to be changed.
53.

Click theCollapse section button.
=]
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(=

e =
SatiD: UMSYS Location: 1-LIMA
Vendor ID: NEXT Description:

Short Vendor Hame:  JONES

Name 1: Expand All Collapse All

Vendor: NEXT JONES

Address: Search

Location: 1-UMA

Remitting
“Vendor hea o
*Address: Search

*Location: 1-LIMA (&}

» Additional Payables Options

+ Matching/Approval Options

» Electronic File Options

+ Self-Billed Invoice Options

» Vendor Bank Account Options
' " Vendor Type Options

b HIPAA infunmation
+ Debit Memo Options

ExpandAIIl CnllapseAIIl
oK | Cancel

Step Action Input Expected | Pass | Falil
Results

54. To access théendor Type Options
section, click the expand section arrow.
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Adding a Vendor

information about this vendor.

In theType field, click the look-up icon
to select from the available choices.

_Home Worklist MuttiChannel Console | Add to Favorites Sign
Vendor: NEXT JOMNES
Address: Search
Location: 1-UNA
Remitting
“Vendor hea o
*Address: Search
“Location: [luna |
Preferred Language: l:lQ =
Expand All Collapse All
OK Cancel
Step Action I nput Expected | Pass | Fail
Results
55. If desired you may enter additional

Last changed on:3/13/2009 11:01:00 AM
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Vendor: NEXT JONES

Address: Search

Location: 1-UMA

=
|
g
i

“Vendor MeT A
*Address: Search

*Location: Q
» Additional Payables Options

» Matching/Approval Options

+ Electronic File Options

» Self-Billed Invoice Options

» Vendor Bank Account Options

~ Vendor Type Options

Preferred Language: l:l@.

Customize | Eind | View Al | B

Primary *Type Sernvice Type

R

» HIPAA Information
* Debit Memo Options

Expand All Collapsemll

0K | Cancel |
v
Step Action Input Expected | Pass | Fail
Results
56. In theServicefield, if desired, enter

=

information about the type of goods d
services the vendor provides.

Click OK to return to the Location
page.
QK
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J/Identifying Information } Address ) Contacts | Location Y Alias Name |,

SetiD: UMSYS

Vendor: NEXT

Short Vendor Name: Hame:

Avendor location is a default set of rules which define how you conduct business with a vendor.

L ocation: 1-UMA Default

Description: |1’UM"\ RTVFees

Status:

Options:

“Effective Date; |10/15/2008 |1

Expand All Call All
Payables Procurement Sales/Jse Tax Global1099 Withholding w M

Lk

[x
[x
[x

& Save | [=] Notify

Expand All | Collapse All

Es Add

Update/Display

First [] 1 or 1 [M] Last
=

First (4] 1 or1 [}] Last
FHE

Home | Worklist

New Window | Help | Custornize Page | 2,

£ Include History

Identifying Information | Address | Contacts | Location | Alias Name

MultiChannel Console

Add to Favorites | _Sign out

0 Inkernet

E 100% v

Step

Action

Input

Expected
Results

Pass | Fail

57.

Click theProcurement link to open
the Procurement Options page.
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‘A MaineStreet

Home | Worklist | MultiChannel Console | Add to Favories | _Sign out
| Bk
New Window | Help | Customnize Page | o5, ©

Procurement Options
SetiD: UMSYS Location: 1-UMA

Vendor ID: MEXT Description:

Short Vendor Name:  JOMNES

Name 1: Collapse Al

Vendor: MNEXT

*Address: Search

Location: 1-UMA

Vendor NEXT

*Location: I-UMA Q I

*Vendor e ja
*Address: Search

Location: 1-UMAJONES
Vendor: MNEXT
Address: 1| Search -
Done & Internst F 100% -
Step Action Input Expected | Pass | Fail
Results
58. TheProcurement Options page is

where you define ordering address and
ordering options for your purchase
order. These fields should default for
you but may be changed if needed.

TheOrdering Address should default
to Address sequence #1 and should be
changed if purchase orders should be
made to a different address.
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Worklist | _MultiChannel Console | _Add to Favorites

Options section, click the expand
section arrow.

Vendor: NEXT 2
*Address: Search
Location: 1-UMAJONES
picing |
Vendor MNEXT
S
Retying .|
“Vendor: NeT e
*Address: Search
Location: 1-UMA 7
shipfom |
Vendor: NEXT
Address: Search
Location; %\
» Additional Procurement Options o
; Dispatch Methods
Expand All | Collapse Al al
| €D Iremet | e -
Step Action Input Expected | Pass | Falil
Results
59. To access thAdditional Procurement

Last changed on:3/13/2009 11:01:00 AM
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# MaineStreet

t | _MultiChannel Console | _Add to Favorites

| E

-

>

Retuming

“Vendor: NeT e
*Address: Search

Location: T-UMA

Ship From

Vendor: NEXT

Address: Search

Location: T-UMA

~ Additional Procurement Options

“Accounting Template: *Currency Information Flag: Rate Type:
[Defaut v || [ [Defautt | =Y e

*Freight Terms Code: *Buyer:
[Defautt | [ [Defaut | | la

Shipping Method: [ consign Voucher:

[Defaut || o,
[] Advanced Shipment Receipt

*Payment Terms Flag: *Basis Dt Type:
‘Defaun v|| ‘Q‘Defaun v| CJUPN Ready

+ Dispatch Methods |
+ POA Settings

+ RTV Options

» Procurement Card Information

Expand All | Collapse Alll

€D Internet CEew -

Step Action I nput Expected | Pass | Fail
Results

60. In theAdditional Procurement

Options section, all fields should
default for you and should rarely need
to be changed.
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Document
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_Home Worklist MultiChannel Console Add to Favorites
(=
| ....... =ume e, ‘ |
“Vendor: hea a
*Address: Search
Location: 1-UMA
Ship From
Vendor: MEXT
Address: Search
Location: 1-UMA
Expand All | Collapse Al =
0K Cancel |
|
@ Internet R -
Step Action Input Expected | Pass | Fail
Results
61. Click theOK button to return to the
L ocation page.
DK
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A

MaineStreet

‘A MainecStreet

Home | Worklist

(=3

| Identifying Information | Address " Contacts | Location Y Alias Name

SetlD: UMSYS
Vendor: MNEXT Short Vendor Name: Name:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

First |I| 10of1 |I| Last

*Location: 1-UKA Default EE

Description: |1'UMA BTV Fees

First [4] 1 or 1 [ Last

*Effective Date: | 10/15/2008 [ FHE
Status:

) Expand All | Collapse Al
Options: Pavables Procurement Sales/Use Tax { Global099 Withholding _Epandan | - Colapse ]
¥

=
L
L

Expand All Caollapse All

MuttiChannel Console

Mew Window | Help | Customize Page |\,

Add to Favorites

B save | [=] Notify B Add Update/Display | J&] Include History | [E Correct History

Identifying Information | Address | Contacts | Location | Alias Mame | Custom

Sign out

Step Action I nput

Expected
Results

Fail

62. Click theGlobal/1099 Withholding
link to access th@/ithholding Vendor
Information page, where you can
specify withholding options and Tax |
information for this vendor location.

U
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‘# MaineStreet

Home | Workiist | MutiChannel Consale | _Add to Favorites | Sign out
(=

New Window | Help | Customize Page |

Withholding Vendor Information

SetiD: UMSYs Location: 1-UMA
Vendor ID: MEXT Description:
Short Vendor Name:  JOMES

Name 1:

\Withholding Information
Main Information Y Overrides Remit

First [4] 1 or1 [F] Last

Customize | Find | View All | #

! ! “Default
“Withholding *Withholding *Withholding Default D284 ~wigpnolg
Entity Type Jurisdiction  Jurisdiction AN Sy 45

[ el [ Jag [ [ _Ja Ef=

\Withholding Reporting Information
Main Information Additional Information
*Withholding Address TIN  Taxpayer

First (1] 1 or 4 [ Last

Customize | Find | View All | B

Entity seq Type Identification Number PAN No. PAN Ward Date of Birth
[ Ja alaf I I I BpEHE

oK Cancel

B3

|

Step Action Input Expected | Pass | Fail
Results

63. NOTE: Refer to the/endor Create
and Maintenance manual for rules andgl
detailed explanations regarding the
Global/1099 withholding page.

Click theOK button to return to the
L ocation page.
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Worklist | _MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 15,

[ Identifying Information | Address | Conlacts | Location Y Alias Name

SatiD: UMSYS

Vendor: MNEXT Short Vendor Name: Hame:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

Find | View Al First (44 o4 [*] Last

*Location: 1-UMA Default =E

Description: |1'UMA RTVFees

V Al First ] 1 0f1 [¥] Last
*Effective Date: EJ =

" Expand All Coll Nll
Options: Pavables Procurement SalesilUseTax Global/1099 Withholding £ oTapse

P

e

S
Expand All | Collapse All

& save | [=] Moify Es Add Update/Display | /& Include History | [ Correct History
Identifying Information | Address | Contacts | Location | Alias Name | Custom

Step Action Input Expected | Pass | Falil
Results

64. On thel ocation page, click the
Comments Expand sectiotutton.

1]
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Sign out

Home | \Worklist | MultiChannel Console | Add to Favorites

New Window | Help | Customize Page | &, #

[ Identifying Information | Address | Contacts | Location Y Alias Name

SetiD: UMSYS
Vendor: MEXT Short Vendor Name: Hame:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendaor.
Find | View Al First [ 1 or1 (] Last

*Location: 1-UmMA Default HE

Description: |1’UMA RTV Fees

First [4] 1 o1 [ Last

¥
“Effective Date: | 10/15/2008 |5 FEE=
St

i Expand All | Gollapse Al
Options: Payables Procurement Sales/Use Tax  Global/1089 Withholding pan ollapse

[
=

&

[

[
Expand All | Collapse AII|

B save | [=] Notify B+ Add Update/Display | 2] Include History | [ Correct History

Idantifuinn Infarmatinn | dddrace | Cantarte || acation | dliae Mama | Sietam

<

Step Action Input Expected | Pass | Fail
Results

65. Use theComments section to enter
comments about the vendor that pertain
to this Location.

Click theCollapse section button.
=]
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# MaineStreet

Home | Workiist | MultiChannel Console | _Add o Favorites | Sign out

=
New Window | Help | Customize Page | /&,

[ Idenlifying Information | Address | Contacts | Location | Alias Name

SetiD: UMSsYs

Vendor: MNEXT Short Vendor Name: Name:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor

Find | View Al First (] 1 or 1 [¥] Last

*Location: 1-UNA Default =&

Description: |"’UM"\ RTV Fees

Find | View Al First ] 1 or1 [F] Last

*Effective Date: |10/15/2008 5 HE
Status:
Options: Payables Procurement SalesiUse Tax  Globali1099 Withholding _Epang Al | Colapse Al

[
"

E—

Expand All | Collapse Al

B save | [Z] Hotify B Add Update/Display | J2 Include History | [EF Correct History
|dentifying Information | Address | Contacts | Location | Alias Mame | Custom

Step Action Input Expected | Pass | Fail
Results

66. Click thelnternet Address Expand
section button.

1]

67. Use thd nternet 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 theCollapse section button.
=]

68. Click theSave button.
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‘# MaineStreet

=

Home | Workiist | MultiChannel Console | _Add to Favorites

New Window | Help | Customize Page | o5}

@m)idem\fymglnformanon | Address | Contacts j* Location Y Alias Name

seD;_ UMSYS

Vendor: 0000131188 "yShortVendor Name:  JONES-004 Name:  Jonathan Jones

Avendor location is a default set of rules which define how you conduct business with a vendor.

Find [View Al First ] 1 or1 [ Last

*Location: [t-Una Default EHE

Description: | -UMA RTV Fees

Find | View All__First ] 1 or4 [ Last

“Effective Date: | 101572008 | =

Status:
Expand All | Collapse Al
Options: Payables Procurement SalesfUse Tax  Global1039 Withhalding _Espand A | Colizpse Al

=

=

=

Expand All Collapse All

& save | [=] Hotify B Add Update/Display | /] Include History | [EF Correct History

Summary | [dentifying Information | Address | Contacts | Location | Alias Name | Custom

Sign out

Step Action I nput

Expected
Results

Pass

Fail

=

69. Note that the system has generated 4
Vendor |D for the new vendor.

NOTE: There is now a Summary page
that provides basic information about
this vendor.

70. End of Procedure.

Additional Validation
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