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From the Financials Menu, click the
Vendors link.

Click theVendor Information link.

Click theAdd/Update link.

Click theVendor link.
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Test Procedure

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values

/ Find an Exsting Value |

WVendor ID: | hedins with H |
Persistence: = hd | | v |
Short Vendor Name: | begins with v || e

Cur Customer Number:| beging with || |Q

Name 1: | hegins with Ii |Q

vendor Alias Name: | begins with |+ | e

City: [ begins with + | |

State: | heging with |+ H |

[CIinclude History  [] case Sensitive

Search | Clear |Easm Search B Save Search Critetia
@Dane S @ Trusted sites
Step Action Input Expected | Pass | Fail
Results
5. TheVendor Information search page

is where you'll enter search criteria.
Always search thtdlame 1 field using
"Contains" instead of "Begins with."

Click the drop-down arrow to view
your search options.

0. Click oncontains to select it.

cantaing
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Hew window | Heln |

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Vendor ID: | beging with » ” |

Persistence: | = v ‘ ‘ v |

Short Vendor Name: | begins with 1+ | |Q

Our Customer Numher:| begins with v | Q

Name 1: j:l

Vendor Alias Name: | begins with v e

City: | begins with w ” |

State: | begins with + ” |

[Clnclude History  []Case Sensitive

Search Clear | Basic Search [E) Save Search Criteria
&) S & Trusted sites
Step Action Input Expected | Pass | Fail
Results
7. Enter a portion of the vendor name irjto
theName 1 field.
8. After entering your search criteria,

click the Sear ch button.

Search

9. If a vendor record has more than on€g
address, the search will return a row for
each address. Click on any link in a
row to view the vendor record.
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huttiChannel Console

Mew Windaw | Help | Custarnize Page | B 4|

Identifying Information % Address | Contacts j Location

SetlD: LMSYS Check for Duplicate

Vendor ID: 0000006331
“Vendor Short Name: CREATIVE O CREATIVE 0-001

“Vendor Name 1: | GREATIVE OFFICE PAYILION |

Vendor Name 2: |

"Status: Approved (v ‘Classification: | Supplier (v
‘Persistence: HCM Class:

Clwithholding Expand All | Collapse Al
Open For Ordering

'endor Relationships

[Ccorporate Vendor [linterunit Vendor
Corporate SetiD: UMSTS InterUnit Vendor ID: l:IO\

Corporate Vendor ID: |0000006331 CREATIVE OFFICE PAVILION

Create Bill-To Customer

[create Bill To Customer

Expand All | Collapse Al

aDnnE I : | | | | é & Trusted sites v-
Step Action I nput Expected | Pass | Fail
Results
10. On thel dentifying Information page,

verify the vendor name as the vendor
you're looking for.

To see if your campus is currently set
up to use this vendor, click the
Location tab.
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| Identifing Information | Address  }” Contacts ) Location

Setip;  UMSYS
Vendor; 000000B331  ShortVendor Name: CREATIVE 0-D01  Name:  CREATIVE OFFICE PAVILION

Avendor location is a default set of rules which define how you conduct business with a2 vendor,

*Location: 1000000863 [CJpefautt

Description: |1000000953 BTV Fees

‘Effective Date: |01/0141801 |5
St

- E: d All Caoll All
Options: Payables Procurerent Sales/Use Tax Globali1098 Withholding m m

[*
[*
-
[

Expand All Callapse Al

) save ‘ L\Return to Search | =] Previous inList | 4] Mext in List | [=] Motity ‘

Hoimne

Mew Window | Help | Custornize Page | (B

H Include History

Iderifying Information | Address | Contacts | Location

@ Dong

2 @ Trusted sites

Step Action I nput

Expected
Results

Pass

Fail

11. To see all Locations, click théew All
link.
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Worklist | MuliChannel Consale

| Identifying Infarmation | Address | Contacts | Lecation

Seflp:  UMSYS

Vendor: 0000006331  ShortVendor Name: CREATIVE 0-001  Mame:  CREATIVE OFFIGE PAVILION

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

Find | ¥iew First 4] .11 o 11 ] Last

“Location: 1000000863 [Ipefautt HE
Description: |1UUUUUUE‘53 BTy Fees

=
Effective Date: |11/0171901 ][5 EHE
St

) Expand All | Callapse Al
Options: Pa ab\e@alesruae Tax  Globalil 098 Withholding M #

[*
[*
[*
[*

Expand All Collapse All

Mew windaw | Help | Custornize Page | 5] 4

*Location: [CIpefautt =
Description: |2-FAMA ORDER/REMIT BTV Fees
' i First [ 1 o 1 [M] Last
Effective Date: |10/12/2006 |5 =
Status:
&l B & Trusted sites
Step Action Input Expected | Pass | Fail
Results
12. Locations are campus-specific and are

identified using the first digit of the

campus Business Unit. For example,
locations beginning with "1" are UMA
Locations beginning with "2" are UMH,
and so on.

When you find a location for your
campus, click th&rocurement link to
verify the "ordering" address is corredt.
The ordering address is where your
purchase order will be mailed.
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Home

=13

New Window | Help | Custornize Page | B 4

Procurement Options

SetlD: Ungvg  Location: 1000000883 |
[Venrlor ID: 0000006331 ] Description: 1000000853
Short Vendor Name:
Name 1: CREATIVE OFFICE PAVILION Expand All Collapse All
Vendor: 0000006331 CREATIVE OFFICE PAVILION

‘Address: Search  Order From

14 FRANKLIN ST

PORTLAND, ME 04101-4169
Location: 1000000863 1000000863

Vendor 0000006331 CREATIVE OFFICE PAYILION

‘Location: 1000000863 |2 1pogoo0ses

“Vendor: 0000008331 | CREATIVE OFFICE PAVILION
‘Address: Search Order Fram

16 FRAMKLIN 5T
FORTLAMND, ME 04101-4188

Location: 1000000863 1000000863
Vendor: 0000006331 CREATIVE OFFICE PAVILION |
@Dune 2| & Trusted sites
Step Action Input Expected | Pass | Fail
Results
13. Now that you have determined your

Vendor ID/Location, click th&eturn
to Search button.

L\ Return to Search
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3
set: s Ja 5
Vendor ID: [begins with « || |
Persistence: = v ‘ | Regular v |
Short Vendor Name: | begins with v | e
Our Customer Numl)er:| hegins with || |Q
Name 1: | hegins with || |Q
vendor Alias Name: [ begins with ~ || e
city: [beging with « | |
State: |begins with v|| |

[Jmclude History  []Case Sensitive

Search Clear | pasic Search 5 Save Search Criteria

Search Results

1-38 of 38

SetlD Vendor ID Persistence Short Vendor Name Our Customer Number Name 1 Vendor Alias Name City Stat
UMSYS 0000061126 Reqular ALLURE CRE-001  (hlank) ALLURE CREATIVE IMC {blank; BRLIMSWC I ME
UmSY¥S 0000130075 Reqular C3 CREATI-001 blank) C3 CREATIVE ihlank FORT FAIRFIELD ME
UmMSYS 0000083351 Reqular CREATIVE &-001 blank] CREATIVE & LOGO MOTION hlank BANGOR ME
UMSYS 0000112823 Reqular CREATIVE-DO5 blank) CREATIVE APPAREL ASSOCIATES (hlank’ BELFAST ME |
UmMSYS 0000112823 Reqular CREATIVE-O0S blank) CREATIVE APPAREL ASSOCIATES iblank BELMONT ME
UMSYS 0000094316 Reaular CREATIVE A-001 blank) CREATIVE AWARDS {blank SCARBORDUGH ME
UmMSYS 0000096489 Reqular CREATIVE-O04 blank) CREATIVE AWARDS iblank SCARBOROUGH ME
UMSYS 0000081615 Reqular CREATIVE-O03 bilank) CREATIVE BANMER EMBLIE:! blank MEW HOPE IR
UMSY¥S 0000075089 Reaular CREATIVE C-007 blank) CREATIVE CATERIMNG ihlank’ STOCKTOMN SPRINGS ME
UMSYS 0000071147 Reqular CREATIVE C-005 blank) CREATIVE CATERIMG INC iblank; HORTHRORO Tl
UMSYS 0000001117 Reqular CREATIVE C-001 blank) CREATIVE COMMUNICATION COMPANY (blank ST PETERSHURG EL
UmMSYS 0000125762 Reqular CREATIV-001 blank) CREATIVE COMPAMNY iblank; MANKATO LR
UMSYS 0000075511 Redular CREATIVE-002 blank) CREATIVE CYCLES blank; AUBLIRM ME
UmMSYS 0000042380 Reqular CREATIVE D-002 blank) CREATIVE DESIGMNE iblank FRESQUE ISLE ME
UMSYS 0000034183 Reqular CREATIVE E-002 blank) CREATIWVE EDUC FOLIND [MC {blank; BUFFALG Y
UmSY¥S5 0000130434 Reaular CREATIVE E-003 blank) CREATIVE ENT ASSOCIATES blank CHERRY HILL M
Likd r 1, AT L El Ll 1, O AT L LS kAT A CL L, il i i1} hiL b
@‘I 2 @ Trusted sites

Step Action Input Expected | Pass | Fail

Results
14. At this point, you can search for
another vendor, if necessary..
15. End of Procedure.

Additional Validation
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