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Completing the Vendor Update Request Form 1.0
[bookmark: _GoBack]Supplemental Job Aid

Date: 09/03/2014

Target Audience: Department Vendor Processors and Central Vendor Processors

Purpose: This Supplemental Job Aid provides Department Vendor Processors (DVP) and Central Vendor Processors (CVP) the instructions for completing the Vendor Update Request Form. The Vendor Update Request Form updates a vendor record in the Vendor Management File. The Vendor Update Form is an eForm that can be initiated by either the DVP or the CVP. The form will be processed by the Vendor Management Group and reviewed and approved by the Central Vendor Approver (CVA). The requested changes will be updated on the vendor record in FI$Cal by the CVP. 

Completing the Vendor Update Request Form:

In this example, the department is submitting a Vendor Update Request Form to update an existing vendor’s address.

NOTE:  The complete instructions for completing this form are located on the Instructions tab on the form.  

Step 1: Navigate to the Vendor Update Request Form.

Navigation: Main Menu > Vendors > Vendor Information > Add/Update > Vendor Update Request Form
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Step 2:  Click the Add a New Value tab.
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Step 3: Complete the fields on the Vendor Update Request Form identifying the information that needs to be updated and the reason to support the change. Fields with an asterisk (*) are required to be completed. 
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Step 4: Once the information has been entered, click Save. 

[image: ]


Step 5: A unique Sequence Number is generated and the Status indicates “Initial”.
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Step 6: Click the Attachments tab. Then click the Attach button to upload supporting documentation for the vendor record modification.
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Step 7: When the File Attachment box opens, click Browse and navigate to the supporting documentation location. 

Select a file then click Upload. 
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Step 8: The Attachments tab displays the attachment in the “Upload your attachments” section.
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Step 9: Click Submit to submit the Vendor Update Request Form for approval. 

[image: ]

Step 10: The Form Approval page displays that the Vendor Update Request Form is in “Pending” status. Click OK to return to the Vendor Update Request Form.
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Step 11: Once submitted to approval workflow, the Cancel Approval button replaces the Submit button on the Vendor Update Request Form. 
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You have successfully completed submission of the Vendor Update Request Form.
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