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Adding a Vendor 1.0 
Supplemental Job Aid

Date: 09/12/2014

Target Audience: Department Vendor Processors & Central Vendor Processors

[bookmark: _GoBack]Purpose: This Supplemental Job Aid provides Department Vendor Processors (DVP) and Central Vendor Processors (CVP) the instructions for submitting a request to add a vendor record to the Vendor Master File in FI$Cal. 
NOTE: Prior to adding a vendor record the DVP/CVP must verify the vendor, TIN, FEIN, name and address does not exist in the Vendor File. Please refer to the FI$Cal.191 Vendor Management Desk Manual Supplemental Job Aid for more information. Most vendor records will be created by the DVP and approved by the Central Vendor Approver (CVA).
Adding a Vendor:
In this example, a department needs to add a new vendor in the Vendor Master File. The DVP receives and reviews an internal add vendor request and supporting STD. 204 (Payee Data Record). After confirming the vendor’s TIN, FEIN, name and address does not exist in the Vendor File, the DVP enters the Vendor Record into FI$Cal. 
Step 1: Navigate to the Add/Update Vendor page:
· Navigation:  Main Menu > Vendors > Vendor Information > Add/Update > Vendor
[image: H:\Job Aids\Vendor Add\1.PNG]

Step 2: Click the Add a New Value tab. The following values are defaulted:
· SetID: STATE
· Vendor ID:  NEXT
· Persistence: Regular 

Then click Add.
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Step 3: On the Identifying Information tab, enter the following information in the vendor header:  
· Vendor Name 1:  Vendor’s Legal name or Doing Business As name
· Vendor Short Name:  First 10 characters of the vendor’s name
· Classification:  Type of vendor (i.e. Corporation, Estate, Individual, etc.)
· Check the Withholding checkbox to indicate the vendor might have 1099 reportable payments
· Check the Open for Ordering checkbox (defaults) so the vendor is available for transacting 
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Step 4: Expand the Additional ID Numbers section and enter the following in the ID Numbers:
· Type:  TIN (Taxpayer Identification Number)
· ID Number:  Social Security Number or Federal Identification Number
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Step 5: Click Check for Duplicate. This will validate that the TIN number and vendor name does not already exist. 
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Step 6: If duplicate vendors are not identified, the message “No vendors matching the duplicate criteria were found in the system” displays. Click OK.
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Step 7: To attach the STD. 204 to the new vendor record, click the Attachments link. Then, click Add Attachment and then click Browse to navigate to the STD. 204 file. Next, click Upload and then click OK. 
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NOTE: The Attachments link now displays as Attachments (1).
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Step 8: Click the Address tab. A vendor can have multiple addresses. Each new address has an auto-generated Address ID and a description field to identify that location’s specific address and any associated phone numbers. The Address tab also establishes the address information for the Contacts and Location tabs.
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Step 9: In the “Details” section, use the appropriate Naming Standards to enter the Business Address from the STD. 204 into the corresponding fields:

· Effective Date:  Defaults to the current date, but it can be future-dated if needed
· Country:  Vendor Country
· Address 1:  From STD. 204
· Address 2:  From STD. 204 if applicable
· City:  From STD. 204
· Postal:  Zip Code (+4, if available, no hyphens) from STD 204
· State:  From STD. 204
· Email ID: not required, only if available
· Phone:  From STD. 204, not required, only if available

To add additional vendor locations in the “Vendor Address” section, click the plus “+” icon. 
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Step 10: Click the Contacts tab.
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Step 11: On the Contacts tab, enter the following information details.

· Description:  Description of the contact (Main, Accounts Payable, Procurement)
· Effective Date:  Defaults to the current date, but it can be future-dated if needed
· Effective Status:  Active
· Type:  Type of Contact
· Name:  Name of Contact
· Title:  Title of Contact
· Address:  Address location this contact is tied to
· Internet:  Internet address if know, not required
· Email ID:  If known, not required
· Phone Information:  If known, not required
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Step 12: On the Location tab enter the following:

· Location:  Name of the location (i.e. Main, Southern HQ, Accounting)
· Description:  Description of the location. 
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Step 13: Click the Sales/Use Tax link.
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Step 14: Select “Sales Tax” from the Sales/Use Tax Applicability drop down menu and then click OK.
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Step 15: Click the 1099 link to display the Withholding Vendor Information page. 
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Step 16: Enter the following information on the Withholding Vendor Information page:

1099 Information
· Entity:  IRS
· Type:  The type of 1099 the vendor will be received based on the type of business you are doing with them.
· Jurisdiction:  FED
· Default Jurisdiction:  Check the check box to indicate this is the main type of business this vendor does.
· Default Class:  Pick from the look-up the type of business you are doing with the vendor. The most common is “07”.
· 1099 Status:  RPT
1099 Reporting Information
· Entity:  IRS
· Address:  1
· TIN Type:  F = FEIN, S= SSN
· Taxpayer Identification Number:  Defaults from ID Number entered on the Identifying Information tab.

Then click OK.
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Step 17: Click the Custom tab and enter the BidSync Supplier ID. Then click Save.
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Step 18: A unique vendor number will be assigned upon saving the vendor record. The Vendor Record Status is “Unapproved”. 
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Step 19: Click the Approval History link to view the approval workflow status.
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Step 20: Vendor Approval is “Pending” the Central Vendor Approver’s approval.

[image: ].

You have successfully completed submitting a request to add a vendor record to the Vendor Master File in FI$Cal.
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