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Introduction

The Vendor Records in the new Financials System will only have one Vendor file
system wide for all the Vendors we are currently using. The Campus specific
information will be housed under the Location Tab as we will see later in this
manual. A process was run to convert the Vendors from the Legacy System into
our new system. All vendors were converted except for Duplicate Vendors,
Vendor Alias Names and Vendors that were archived to history. This reduces
redundancy, maintenance and data integrity problems since all the information is
entered into one system. We will go over adding a new Vendor following the tabs
across the top of the vendor file and also how to make changes to an existing
Vendor Records.

Process Assumptions:
* The SetID for all vendors will be UMSYS.

* All Vendor Information will be entered in Upper Case system wide except
for the URL and Email addresses.

* There are two addresses converted from every unique legacy vendor. One
ORDER FROM address and one REMIT TO address. A vendor may have
multiple Addresses but in the new system only one Vendor Number.

* The UMS Standard Abbreviations and Vendor Names nomenclature
will still be used in the new vendor files.
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I. Adding a New Vendor

There will be only a few people on each Campus with the Create a New Vendor
role. The Vendor Create role is the only role with vendor approval status. A
number of other folks will be able to Maintain Vendors which is having the ability
to upgrade and Add new vendor information.

1. Navigation

Access to the Vendor Set-up and Maintenance page is as follows: Vendors
>Vendor Setup/Maintenance > Vendor Information

The following page will appear when you click the Add a New Value Tab:

Vendor Information

{ Eind an Existing Yalue § Add aNew Value |

Seti:  [Lmsvs|, " Your SetID should
Vendor ID; | MEXT '] default to UMSYS. If it

does not you must enter
it or use the lookup and

il select it.

Find an Existing Walue | Add & Mew Value

Click the w button.
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2. Vendor Identifying Information Page

The Identifying Information page will appear as follows:

Identifying Information Y  Address § Location | Contacts )0 1089 3 Alias Mame |

SetlD: UMSYS  Vendor:  NEXT

‘Name 1: |
Name 2:

‘ShortName:

‘Classification: Supplier  » HR Class: b
‘Status: Approved
‘Persistence: Regular ] withholding Open For Ordering

—_— —_stavs blank!

(] corporate Vendeor ') ﬁhis section j

] mterUnit Vendor Q

Additional 1D Mumbers Duplicate Invoice Settings Government Classifications  Std Industry Codes

B sSave | =] Motify | ¢Refresh| Er Add | UpdateIDisplaﬁ;‘ & Include History

Identifing Information | Address | Location | Contacts | 1094 | Alias Name

There are a number of required fields on this page. The required fields are:
Name 1, Short Name and Open for Ordering. The Name 1 is where you enter
the Vendor Name and you can also use the Name 2 box for additional space.
The Short Name should be the first eight letters or characters of the Vendor
Name. The Open for Ordering checkbox must be check for the Vendor to be
used.

Leave this

box blank!

Check the Open for
Ordering Checkbox. The

‘Classification: Supplier % HRClass: Withholding checkbox
must be checked if the

! i roved W

S Aoe vendor is 1099 applicable.

‘Persistence; Regular & L] withholding  [] Open For Ordering N—

In the Vendor Classification Box you have a number of options.
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The options available in the classification drop down are Supplier, Attorney or
Employee. Note: Employees will not be entered as Vendors as a rule.
Employees will be reimbursed for travel and purchases in the Travel and
Expense module. Supplier will be our default. Set the status to Approved.

In the Persistence box you have a number of options: They are Permanent if
this Vendor should never be purged from the vendor file. Regular if the vendor
should be purged if the status is ever set to inactive. And One-Time if this vendor
should be set to inactive by the system after processing one payment. The
default is Regular.

To enter Tax ID numbers, click the Additional ID Numbers link towards the
bottom of the page. The following page will appear:

Additional ID Numbers Enter the Tax

Number of the
Vendor in the ID
Number field!

Customize | Eind | Wiew All | ¥ First (4] 1af 1 L8 Last

Customer ID; Q

Cur Customer Humber:

ID Numbers

Type SetlD ID Number D+B Number
TIN QL UMSYS [=]

]2 | Cancel| Refresh

Click the — | button when finished to complete this page. This also
completes the Identifying Information page for the vendor.
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3. Vendor Address Page

Click on the {__28dress | Tap.

The following page will appear:

Use these

Set th arrows to
et the view more
Status to than one
[ ldentifving Information " Address Y Location |} Contacts Y 1098 Active. address.
Setll: UMSYS Vendor: MEXT
- oss El [¥]
Addr: 001 Descr: || | F[=
ddress Deta [4] [¥]
Y Sttus 40 e

O‘ United States

Address 1: | Enter the
Address 2: | Effective
Address 3: | | Date to .
Address 4 | | allow this

' address to
e | be utilized.
County: | Postal: Ii
state: [ ]a
Email 1Dz | |

Paymentvyithholding Alternate Mames  Telephone..

B save | E Moty | f:.aRefresh| E  Add | UpdateIDispIa\;| P IncludeHistory| ECarrect Histary

There are a number of required fields on this page also, they are as follows:

Required Fields

Description Enter a description of the Address

Effective Date The date the address is to be effective

Country Select the country.
Address1 Address of the Vendor
City City of the Vendor
State State of the vendor
Postal Zip code of the vendor
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Within the Vendor record you can add multiple vendor addresses. The addresses
will be numbered sequentially beginning with 001. Enter a Description for this
address such as home office, warehouse address, but remember the whole
University System will be using these addresses and descriptions. The Effective
Date must be entered to enable this address to be used. The remainder of the
required fields on this page is the Address Information. If there is not enough
room for the vendor name you can use the Address 2 area also. When making a
change to a vendor address detail click on the ] , button insert the new
effective date, make the changes and click Save. If the Vendor requires a
different name to appear on checks and 1099 withholding reports, click the
Payment/Withholding Alternate Names link towards the bottom of the page.

The following page will appear:

PaymentiWithholding Alternate Names

Name 1: ||

Hame 2: |

[5]28 | Cancell Refreshl

Simply enter the Payment/Withholding name and click the _ oK |putton.
To enter Phone numbers for your vendor click the Telephone link towards the
bottom of the address page. The following page will appear.

Phone Information
Phone o
El [ ]
number 0 i Use these buttons to Add
:zpedfrom Type Prefix Telephone Ext or Delete Phone numbers.
e drop
down list. j | | | ll ;I
Ol | Cancel | Refresh |

When entering phone numbers for the vendor all ten digits are entered in the
Telephone field. You do not need any dashes or parentheses during entry
because this field is self-formatting. This is where the FAX number is entered for
this address. The Prefix box is only used for international phone numbers. This

is NOT for the area code. Click the __2K__| button when finished.
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Il. Adding Location Information

The Location page in the Vendor record is the place where campus specific
information is held within the file. The Location and Description will start with your
Campus Identifying Number (1 for Augusta, 2 for Farmington, etc.). This page

enables you to setup your file with alternative addresses for Ordering, Remit to,
Pricing, Returning and Invoicing. It also allows the user quicker campus specific

search criteria. To enter your information, click the i L=zation ) tab at the top of
the page.
The following page will appear:
i ldenltifying Information | Address | Location Y Contacts | 1088 ) Alias Name
Sl UMEYS  Wemdor: | MEXT

Wendor Location

El

'Y Date: [097242004 G Active

Find | “ienar All

First 14 1001 [} Last

Wendor  NENT “Location: | a | # Default © Specity | /
If you need to change an
al address for these
Wendor: — MEST Location: “Address] 1 S . .
functions simply use the
- lookup button and select
Vendor:  NEXT Location: agaress:t 1 S the proper address from
the list.
emdor  |MEXT Gl rLacation: I B! *Aeledress: 1 |
emior: |MEXT QA Location: ‘Address:] 1 A
Go To: Bank Accounts EFT Qpliong Malching gyment Options ) Procwrement Options BT Options
Salesn)ge Tar Options Sel-Billed Invpice Info VAT Oplions  Wilhholding Setyp | --MOre.. =
Slv Hktify ﬂ Foa fiicih s ek Hidrbod i | R o

In the Location Field enter your campus identifying number as the first character

and the remainder of field is your choice. Enter a Description for this location
starting with your campus number. The Effective Date is a required field that
signifies when the locations should be active in the system, enter your date or
use the calendar lookup and select it. The status must to be set to Active.
IMPORTANT!! If orders are to be faxed to this vendor, make sure that the
Address that contains the correct FAX number is associated with the Ordering
box on the Location for your campus. (You need to test this with the FAX

software.) Click the '&E5=v2] pytton.
You do not need to do anything with the Doc Type box or any of the Hyperlinks at
the bottom of the page.
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There are some options on the Hyperlinks pages at the bottom that may be
useful. The following is the Payment Options Hyperlink:

P ayment Options
Pay Group: I_ 4 Defaut =l gank: | <)
™ Hold Payment arTTiE RoTrting Account: [ Q)
[T Aweays take disco cmnml =1
I Factoring ™ Apphy Hetting Rate Type:
‘Delay Days: [D21301 7] piscount: 0 Met: 0 | ~] Method: [ =
“Draft Sight: Defaul 7] ‘ “Payment Hancting: [Defaull =]
Draf Sight Code: Q| Haning: | Q)
*Draft Rounding: [oo NatUse =l "Holiday Processing: Default j'
Rounding Position: [_ Holiday Options: | -I
"Remaining Amount Action: | Do netissue Draf =l Deys: [ I Allowdue date in next month
"Pagnent Method: CHK Q] check
“Draft Optimize: |DU Mot Use 'ﬂ
Max Number of
Drafts:
Payment Split 1D: Q)

Note: Most options on this page you may never change. The Bank information

should NEVER be changed. In the future this page could become useful for such

options as setting defaults for your specific location to generate separate

payments or payment handling codes. But initially we will be leaving this page set

to the system defaults.
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The following page is the Procurement Options Hyperlink page:

FProcurement Options

[T Consign Voucher: I -]

[Defaut x| | = |Defaut =] [ Q)
. [Detant | | Q)
[Deraut =] | | *Basis Dt Tvpe: IDefaull: 'I

- Defaull = Currency: Q) Rate Type: | Ql

. POz [Defaut =] | =]
"RFQ: |Daraul1 j | j *Transmit Change Orders: |Default j | :]
‘RTV: [Defaut =] | =]
*Contract: | Default =] | =]
™ Advanced Shipment Receipt | [T UPH Ready

Note: Most options on this page will never change. There may be a need by
Location to set defaults. An example on this page is the Payment Terms ID.

Now that Vendors will be shared, the need for a specific vendor that one campus
or department may have different payment terms then other campuses or
departments and want to set those payment terms here for the correct value to
be defaulted in when using the vendor.

2. Making Changes

When making changes to a Vendor Address Detail, Location Detail, and
Contacts, click on the ] button, Insert the New Effective Date where indicated,
make your changes and click the B s=ve) putton. To make changes to 1099
information, click the ] button on the Location Detail box first, Add the Effective

Date, then go to the (103 | Tab and enter the new 1099 information.
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The More dropdown menu on the Location page:

Identifying Infarmation ) Address | Location Y Contacts 1093 ) Alias Name |

SetiD: LIMSYS Vendor: MNEXT

First E 1 af 1 |I| Last

‘Location: I:I Descr: | Default =]

Location Detail i / First [4] 1af 4 [ Last

“Eff Date: |DB/10/2005 (1| Active v| =

Vendor  NMEXT ‘Location: I:IQ ® Defaut O Specify I:IQ

Vendor:  MEXT Location: *A(I(Iress:ox USIng the \
More
Vendor:  REXT Location: Atl{lress:o‘ drOdeWﬂ
arrow, select
“Vendor |MEXT G *Location: I:IQ Am|(|ress;o\ the Option by
simply clicking
“Vendor: |MEXT Q Location: *ml(lress:Q on your
desired field!
Go To: Bank Accounts EFT Options Matching Fayment Options  Procurement Options
14
Withholging Setup | -~More-. 4
Mare...
Additional ID Mumbers
Comments
B save | = Moty % Refresh B Add Update/Display | |IMEmetAddress rect History
Standard Industry Codes |
Identifying Information | Address | Location | Contacts | 1099 | Alias Mame .

The More Dropdown menu allows you more options on the location page. This
is where you would enter vendor types, internet address and vendor comments.
The Additional ID Numbers (tax related) should have been added on the Vendor
Identifying Information page and we will NOT be using the Standard Industry
Codes for our vendors.

To enter a Vendor Type select the Vendor Types from the dropdown menu.

The following page will appear:
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Vendor Types
Preferred Language: |:|Q

- . q " e . I
Customize | Eind | Wiew All | 5

To Add or Delete
More Vendor
Types use these
buttons.

First E 1 of 1
|I| Lasy

Primary Type Senvice Type
O || Q[ HE|
Use the Type Lookup to select the
Vendor Type.
0K | cancel | Refrash | Click the OK button when finished.

lll. Adding Contacts

To Add Vendor Contacts click the | &ontatis | tab,
The following page will appear:

1099 Y Alias MName |,

dentifying Information " Address )" Location " Contacts Y

SetlD: UMSYS Vendor: MEXT
First [4] 1f 1 [¥] Last ( Enter a \
ontact: 1 Description: || descrlptlon
. for the
ontact Detai ind | Wie A
: Eind | Wiew All . Contact
Eff Dates 0BM 02005 |5 status: Telephone.. FHE beginning
Contact Name:| | Type: with your
Campus
Title: | | Identifying
number.
URL: |hﬁniﬂ | Open URL J
Description: | |
Email ID: |
Address: IZIQ Address
B save | Motify | 4 Refresh | B+ Add | Update/Display | & Include Histary | B Carrect Histary
ldentifying Inforrmation | Address | Location | Contacts | 1098 | Alias Narne

To finish the Contacts page you must enter the Date and set the Status to
ACTIVE. Enter a Contact Name and Title. Other options available for entry are
the URL, Detail Description, Email Address and if applicable Vendor Address
for this vendor along with Contact Type.
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IV. Adding 1099 Information

If the Vendor needs 1099 Information set up, this is the page in the vendor
record to input the information. When the vendor file is selected the information
transfers to for example the voucher, the Withholding Hyperlink will show up on
the voucher header because the vendor had been set up here. It is very
important to have the proper 1099 information in the vendor record.

To Add 1099 Information for the vendor, click the E tab.
The following page will appear:

[ Identifying Information | Address | Location | Contacts )} 1099 Y Alias Name
SetlD: LUMEYS Vendor: MEXT
'endor Location
Location: Description:
ocatio 099 Deta

1099 Effective Date: (6142005  Active
Informatio i

J|"Main Information Y Owverrides Y Remit \'u

‘Enti . risliction  Default ‘Default 1099

~Eutity Tvpe Jurisdiction Jurisdiction Class Status

Q Q Q O Q Q =
1099
Reporting
Information
\ "Eniti ‘Address TN Taxpaver Gender Date of Birth  Birth L ocation l;lfllmher Compat Tax District
Tvpe Ildentification Number e . children LOMDAW  peoference
. Q 1| Q Ei Q ¥

Click the
Save
button
When Save | = Motify % Refresh
finished. llntif\rinu Information | Address | Location | Contacts | 1089 | Alias Marme

To complete the 1099 Information section we need to complete the following
fields. Use the lookup for each field if needed.

Entity — IRS

Type — 1099

Jurisdiction - Fed - Check the Default Jurisdiction checkbox.

Select the appropriate Default Class

1099 Status — RPT

To complete the 1099 Reporting Information we need to complete the following
fields. Use the lookup for these fields if necessary.

Entity — IRS

Select the appropriate Address for 1099 reporting.

Set the TIN Type to S for an individual or F for an organization.

Enter the vendor’s Taxpayer Identification Number. Click the B save) pytton.
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V. Adding Alias Name Information

When we converted the vendors from the legacy system the vendor alias names
did not convert. We have to add the alias names to the records as we use them
and when we create new vendors. This is a very simple process in the new
financials system.

To add a Vendor Alias Name click on the @ Tab.

The following page will appear:

fTo Add or Delete )
more Vendor Alias
Names use these
Buttons.

| ldentifying Information | Address | Location | Contacts | 1099 Alias Hame

Setid:  UmsSYS  Vendor: 0000000007

Vendor Alias Cystomize | Find | 8

Enter the Vendor Alias Name
In the box provided. Reminder:
use all upper case!

Click the

Save button

B sava) (O Retue o Seaech | | SEMastin List ) | +8 Pravious inLint | [E I Neeity | |55 Ratresh | [Bleaga AT wnchsse History | | [ Conect History
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VI. Vendor Searching and Vendor Alias Searching

The Vendor Search screen is similar to other search screen in the financial
system. You have five different fields that you may search by, including two
different files, Vendor File and Vendor Alias File. To conduct a Vendor search
use the following path.

Vendors > Vendor Setup/Maintenance > Vendor Information

Choose the [ Eind an Existing ¥alule {5 The screen will look as follows:

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

J Find an Existing Value ' Add a New Walue |

SetD: = w LIMSYS Q
Vendor ID:; hegins with o]
Short Vendor Name: beging with o]
Cur Customer Number: | hegins with s o]
Name 1: hegins with L
Vendor Alias Mame: hiegins with '
Clinclude History  [[]Correct History [ |Case Sencitiun. 4fTO view history you
must check the
Search | Clear | Basic Search Save Search Criteria Include History

checkbox!

The SetID for all the Vendor files is UMSYS. To search for a vendor using
Vendor ID, Our Customer Number, or Name 1, enter the appropriate
information or a portion of the information in the space provided and click the

_Seath | putton. If the results of the search show only one match, the system
will bring you directly into the Vendor file. If there is more than one match they
will be listed and you can select the correct vendor. These searches are
performed against the Vendor file Not the Vendor Alias file.

Note: When searching for a vendor by name do a Short Vendor Name search
first. If no matches are found then perform a Vendor Alias Name search.
Vendor and Vendor Alias are two separate files. A Short Vendor Name search
does not pull up any vendor aliases that match the search criteria and likewise a
Vendor Alias search will not pull up any Vendor name matches. The only search
performed against the Vendor Alias file is the Vendor Alias Name search.
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When departments on the campus need a new vendor created, they are able to

enter their request on-line using this new functionality. Once the requester enters

the information the request is sent to the Worklist of the Campus Vendor Create
person to be finished and approved.

The navigation for the Requester is as follows:

University of Maine System > Vendors > Setup/Maintenance > Create Request

(Menu &
©)

Search:

[> fuly Favarites
= Lniversity of Maine System
[ Accounts Payable
[> General Ledoer
[ Locations
[> Purchasing
[> Security
[= LHilities
= Wendors
= SetupMaintenance

— zreate Regquest

-~

Yendor Create

/ AddaNew Value |

SetlD: Lmas G

Vendor ID:|MEXT Q
Add

The Requestor will click the Add button and fill in the following two pages in the

vendor file and click the @ button. These two pages are the Identifying
Information and Address pages in the Vendor file.

Vendor Create and Maintenance
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(" Identifying Information " Address

SetlD: IJMSYS Yendor: MEXT
*Name 1: I
Mame 2: I
*ShortMame: I

Use the dropdown
arrow and select

[ corporate Vendor

a
[ a

Additional ID Mumbers Duplicate Invoice Settings

™ InterUnit Vendor

[Supplier =] the Approved
*Classification: Supplier = HR Class: ot PP

*Status: [Unapprovec =] Qa us.
*Persistence: IReguIar 'I [ withholding ¥ Open For Ordering

Government Classifications  5td Industry Codes

B save | = Matify

|dentifying Infarmation | Address

| 2 Refresh |

B Add |

Identifying Information | Address

Mewe Window | Help | Customize Page | 5

SetiD: UMSYS \endor: MEXT

endor Address

First [«] 1 of 1 [¥] Last

Addr: 0 Descr: ||

Address Detail

|n110312005 El
IUSA Q

Effective Date:

Country United States

Status: I Active - l

F[=

First [« 1cf 1 [¥] Last
=]

Address 1:

Address 2:

Address 3:

Address 4:
City:
County:
State:

Postal:

Email 1Dz
Paymenti?ithholding Alternate Mames

|
|
|
|
|
|
[ &
|

Telephone...

B save | = Maotify | %, Refresh

Hentifying Information | Address

B Add |

Vendor Create and Maintenance

18



6/15/2005 Project Enterprise Financials

After the requester clicks the Save button a workflow item is sent to a campus
person with the Create Vendors role. The Vendor Create person will then verify
that it needs to be created, change the Status to Approved (as seen above), fill
in the Location tab information and if applicable complete the 1099 tab

information. Click the 253" | putton to create the approved vendor. The
vendor file is now created and ready for use in the system.

Vendor Create and Maintenance 19



