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Vendor Processing -- Vendor Management

This is the Vendor Processing -- Vendor Management course within the Vendor Processing

curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training
tool (WBT), click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Getting_S

tarted_With_the Web Based_Tool.pdf) for a quick reference guide.

Accounts
Payable/

Purchasing

Vendol
Processing — Vendor

Management
1.5 Hours

1. Vendor
Processing
Overview

10 Minutes )

3. Vendor
Records in ARC
20 Minutes

5. Create and

Maintain Vendor
Conversations

5 Minutes

2. Request and
Create New
Vendors

25 Minutes
4, Request and

Enter Updates to
Existing Vendors

20 Minutes

6. Knowledge
Assessment

10 Minutes

After completing the Vendor Processing ~ Vendor
Management course, you will be able to:

« Describe the benefits of the changes to the new vendor
management request processes

= Understand the data flow for vendor records into ARC
through OnBase

= Describe the new vendor request form

* Review vendor master file structure

« Search for vendors and review vendor informationin ARC
+ Receive and process vendor update requests

+ Maintain vendor information on vendor records in ARC (i.e.

vendor certifications, Locations, etc.)

« Enter Vendor Conversations to record communications
between Vendor Management Team and vendor

+ Manage vendor conversation keywords
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Vendor Processing Overview

This is the Vendor Processing Overview lesson of the Vendor Processing -- Vendor Management
course. Upon completion of this lesson, you will be able to:

o Describe the benefits of the changes to the new vendor management request process

o Describe the new vendor request form as well as the business reasons for the
standardization

e Understand the data flow for vendor records into ARC through OnBase

e Review vendor information in ARC

Estimated time needed to complete lesson: 10 minutes
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Vendor Processing Roles and Responsibilities

Vendor processing involves both departmental users, vendors, and the Vendor Management
Team. While the departmental users and vendors will be responsible for requesting new vendors
and vendor modifications, the Vendor Management Team is responsible for validating all
information and ensuring that all documentation/vendor records are compliant. The Vendor
Management Team will adhere to the Vendor Validation Policy (click here
(http://policylibrary.columbia.edu/files/policylib/imce_shared/VVendor_Management_-

Vendor_Validation_Policy.pdf) to see the policy) to ensure that all vendors are legitimate and
are tax compliant by adhering to all documentation requirements. Throughout this course, the
following characters with different security rights and roles will help demonstrate the vendor
processing business flow:

This is Sean. He works in the Psychology
Department. He works with vendors for his
department.

This is Dan. He works in the Vendor Management
group in Procurement. He is responsible for
processing and approving vendors in ARC and OnBase.

This is the ARC system logo. Whenever this logo appears

AR‘ : throughout this course, it indicates that a particular action

is automatically performed by or within the ARC system.

This is the OnBase system logo. Whenever this logo appears
O n Base throughout this course, it indicates that a particular action
is automatically performed by or within OnBase.
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Vendor Management Process

The vendor management process involves an interface between ARC and OnBase. The process is
as follows:

School/Admin users and/or Vendors will initiate new vendor requests and modifications
through submitting a vendor request form, which will be submitted into OnBase
Vendor Management Team will validate the vendor information in OnBase

Once vendor information is validated, OnBase will send the vendor information to ARC,
and the vendor record will be created

Vendor Management Team will identify unapproved vendors to review/update

Vendor Management Team will make applicable updates to the vendor record, i.e.
withholding information, Location, etc. while referencing the vendor information
uploaded in OnBase

Once completed, the Vendor Management Team will approve the vendor in ARC, and
the vendor is available for processing on procurement transactions

[webform| | OnBase | | ARC |

Submit
Wendar
Requesty
Update Forms

@ el @ | 8| 8
v Send 4 4

—= ‘\ —> Approved |3 New\Vendors —3| ‘\ > ‘\ K4 ‘\

View Vendor Vendor will Load in Query Wiew Updated Change

Request/ Information Unapproved “Unapproved” Vendar Info. Vendor Status
Update Forms to ARC Statusin ARC Vendaors In ARC to "Approved”

Vendor can
do this as well
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What's Changing?
ARC will maintain a single vendor master list. The new vendor request web form will help

streamline and standardize vendor data. In addition, the new system will be able to capture
multiple vendor addresses and contacts for a single vendor.

= Multiple questionnaires/forms used to
create and maintain vendor data

* No single way to track new vendor and
update requests

* Multiple vendor records exist for a
single vendor based on differing
addresses

* There is no check for duplicate vendor
information within the system

Training Guide

Vendor Processing -- Vendor Management

+ ARC will maintain all vendor data in a
single system

* Vendors will be submitted through an
online request form that will enhance
standardization of data

+ Multiple address lines and multiple
contacts for a single vendor can be
created

+ ARC will run a series of checks and
validations to reduce the number of
duplicate vendors in the system as
well as validating vendors against the
Federal Government's Financial
Sanctions List (OFAC)

+ Emails will be automatically sent to
vendors requesting all of the pertinent
vendor information. Users no longer
need to obtain the information
themselves prior to the request
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Request and Create Vendors
This is the Request and Create Vendors lesson of the Vendor Processing -- Vendor Management
course. Upon completion of this lesson, you will be able to:

o Describe the new vendor request form
o Review vendor master file structure
« Validate vendor information in OnBase

Estimated time needed to complete lesson: 25 minutes
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Vendor Creation Process

In order to initiate a request for a new vendor, a Requestor (Department user) should first verify
that the vendor does not currently exist in ARC. If the vendor does not exist, a request form
should be submitted to have the vendor created in ARC. The web form can be accessed on the
Procurement web page. The vendor request form has different components depending on the
nature of the transaction:

1. The School/Admin User Portion -- This part of the form will require Department users
to complete basic vendor information and select the nature of the transaction. The nature
of the transaction dictates the rest of the fields on the form and vary based on whether the
user wants to add a supplier to the system or are trying to do an employee reimbursement.

2. The Vendor Portion -- Once the School/Admin user has initiated the vendor request, it
will automatically be sent to the vendor for them to complete additional disbursement
information and submit required documentation.

Please click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Initiating
Vendor_Requests.pdf) to access the new vendor request step-by-step guide to see step-by-step
instructions on how to complete the vendor request form. Then, you can access the vendor
step-by-step guide here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Vendor C
omponents_of Vendor_Form.pdf) to help provide guidance should vendors have questions.
Please note that the look and feel of the form will vary from the step-by-step guides, but the
general process/fields will remain the same. The vendor request form looks like this:

ARC Vendor/Payee Request
C]q> 23 G[ http:\\procurement .columbia.edu\vendor\request Q)

ARC Vendor/Payee Request Web Form

Welcome to the ARC Vendor/Payee Request Web Form. This online application will allow
departments to request the setup of New Vendors or Payees, as well as request any
modifications.

If you are a Vendor, use this application to make any modifications to your information. But,
please be aware that only current Vendors in our system are able to make modifications. If
you are looking to add yourself to our system, please contact the Department that is
requesting your services so that they may initiate the process.

In order to get started, please enter one of the following pieces of information:
* Vendor Name
* Tax ID Number
* Social Security Number (for a Payee)
* ARC Vendor Number (if the Vendor/Payee already exists)

New/Existing Vendor Information
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Nature of Transaction

The term vendor is an umbrella term for anyone that Columbia University pays. Vendor refers to
both suppliers (good and services, etc), employees, and all other payees to which Columbia
disburses payments. The vendor creation process will vary based on the type of vendor being
requested. The vendor type is indicated by the Nature of the Transaction. The Nature of
Transaction' is the first field selected on the online vendor request form. The Nature of the
Transaction determines requirements such as necessary tax forms and what transaction types a
vendor can be associated with. Guidance on what to select is seen below. If you would like to
print this table, you can access this job aid (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Nature_of

Transactions.pdf). For each new vendor request, you will need to validate that the Nature of
Transaction is appropriate given the vendor.

Please note that there is only one Nature of Transaction (transaction type) allowed per vendor
profile. If the same vendor experiences multiple transaction types, department users will need to
request multiple vendor profiles for this vendor.

Select This ..

Employee Reimbursements

Goods and/or Services

Petty Cash

Honoraria

Refunds

Human Subject Study
Royalties

Prize or Award

Charitable Contribution
Scholarship or Fellowship — aka
Stipend

Sponsor

Libraries

You are reimbursing expenses to individuals for business related
travel or other exp If you are reimbursing exp but also
providing honoraria, do not select this option - select "Honoraria".
This only applies to reimbursing CU employees. For non-employees,
please use the "Refunds” nature of i

You are paying an individual or entity for the purchase of goods or
services.

You are establishing or modifying the custodian of a petty cash fund
(to be used only by the Controller's Office)

You are providing payments to a lecturer or a professional person
from outside the University community (not a University faculty or staff
member). Select this even if you are also reimbursing that individual
for related travel & business expenses.

You are refunding money to an individual, doctor or insurance
company, or reimbursing non-employees only for travel and business
expenses.

You are paying an individual for participation in a study.

You are paying an individual or entity for royalty, license or copyright
payments.

You are paying an individual or entity as the recipient of a prize or
award.

The University is making a charitable contribution.
You are paying a student a scholarship or fellowship.

You are refunding a sponsor entity ( to be used only by SPA or SPF)

You are paying a vendor in relation to University Libraries (to be used
only by Libraries and corresponding departments)
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Documentation Requirements for Vendors

A vendor record is not considered complete until all required documentation is submitted.
Required documentation will vary based on the Nature of the Transaction. The following table
provides guidance on what documentation must be submitted for each type of transaction. A print
friendly version of this table can be found in this job aid (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Vendor_D
ocumentation_Requirements.pdf). For additional questions on documentation requirements, you
can access the documentation policy here
(http://policylibrary.columbia.edu/files/policylib/imce_shared/W9_policy 030209 12368906129
02.pdf). In addition, the foreign vendor policy
(http://policylibrary.columbia.edu/files/policylib/imce_shared/Foreign_Payment Policy foreign
nationals.pdf) can help dictate actions regarding foreign vendors. You will be responsible for
validating that all required documentation is complete and submitted given the Nature of the
Transaction.

- ooy
K- Wator
fms, 8233

or
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Requesting a New Supplier

Vendors should be created in ARC prior to requesting goods and/or services from the vendor.
Before deciding to transact with a new vendor, verify that there is not a vendor with a University
Wide Purchasing Agreement (UwPA) that will meet your need. When a new vendor request is
necessary, School/Amin Users will access the online vendor request form and select the
appropriate 'Nature of Transaction'. Two of the most common transaction types are with suppliers
and payees. The vendor request process will vary based on whether you are processing a request
for a new supplier or a new payee. When requesting that a new supplier be added to ARC, the
process is as follows:

e School/Admin User will access the web form and complete basic identifying information
for the supplier and submit this information

e The information will then be sent to OnBase, which will trigger OnBase to automatically
generate an e-mail to the supplier providing them with temporary login information. (As
the temporary login information expires after a week, the vendor must create a permanent
user ID and password soon after receiving the initial e-mail)

e The vendor will login to the online web form using their temporary ID and complete the
rest of the required vendor information

o After the vendor submits the completed form, the information will be sent to OnBase for
review by the Vendor Management team before the vendor record can be created in ARC

Department User OnBase Supplier

Initial Identifying
Information
Completed

Submit Form

Data Sent to
OnBase

Automatic E-Mail
Generated to
Vendor

Vendor Submits
Form and
Documentation

Data Sent to
OnBase for Review
by Vendor Mgt
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Requesting a New Payee

Another common transaction is an employee reimbursement which requires a new employee
payee be created. In this case, the Department user will be able to complete the entire form with
the exception of the W8/W9 information (if applicable). If a W8/W9 is necessary, an e-mail will
be automatically generated and sent to the payee, indicating that they need to submit the required
information (similar to the supplier process). The payee process is as follows:

Department User OnBase Payee

Complete Form
(All Fields should
Appear)

Submit Form

W8/W9
Needed?

Yes Data Sent to
OnBase

No

Automatic E-Mail
Generated to
Payee
Payee Uses
Temporary Login to

Complete W8/\W39

Payee Submits
Completed
w8/w9

Data Sent to
OnBase for Review
by Vendor Mgt
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Vendor Request Status

Once department users have submitted a vendor request form, there are multiple ways in which
they can find out the status of the request. They can check the status of a vendor request online
via the Procurement web Website. They will also receive emails at certain parts of the vendor
creation lifecycle, which will provide notification when certain actions take place.

Emails will be sent to department users at the following stages in the request process:

e Once a request has been submitted, department users will receive a confirmation e-mail
with the Request ID (which can be used to track the status of the request online)

When a request has been approved

When a request has been denied

When a request has been on hold

When a request that was previously on hold has been approved

Please note that vendors will not be able to view status on the Procurement website. If a vendor
would like the know the status of a request, they will need to inquire with the Service Desk.
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Validating Vendor Information in OnBase

Once a vendor request has been submitted by a School/Admin User, the information will be
uploaded to OnBase for your review. You will need to review and validate the information in
OnBase to ensure the information is complete and accurate. Once you have reviewed this
information, you will validate, deny, or put a hold on the request. If you validate the request, the
vendor information will be uploaded to ARC. Please note that all validated requests in OnBase
will be sent to ARC with an Unapproved Status. Vendor Management will then need to approve
the request in ARC. If you deny or put the request on hold, a notification will be sent to the
Requestor with the status of their request as well as your comments indicating the reason behind
the decision.

Throughout the following topic, imagine a time you've faced a similar scenario: Sean, a
Department User, has submitted a request for a new vendor. You need to validate the information
and decide whether or not to validate, deny, or hold the request.

Procedure

Welcome to the Validating Vendor Information in OnBase topic where you will learn how to
validate vendor requests once they are sent to OnBase.

& onBase Client (DBQA) Test System - Not For Production Use - [Workflow |
@ Fle Document Lser Processing Admin Workfow Window Help - alx
p—— = = ]
Eq =3 =@ =Yy
) = - Task
. =] =
W Ha B B
& PURDS - Officer Processing A
1 PURD4 - Fax Pracessing
@ | YM - Supporting Docs Functional
& VM - Vendor Request Processing
[E2 ¥RP Initial [0]
= ¥RP Pending vendar Contact [0]
A ¥RP Pending Yender Reponse [0]
@@ ¥RP Pending Petty Cash Vender Review [0]
#% YR Pending Vendor Review [149]
4 WPR Vendor Update Review [47]
(D ¥RP HOLD [D]
[22 ¥RP Peaplesoft Motification [0]
[Z2 wPR Pending Vendor ID from PS5 [5]
 VRP Pending Final PS Appraval [3]
22 wRP Exit [0] E
Document Name
18 | >
Gueue: YR Initial User. TP194

one
= =
+4 start /7 PeopleSoft session ...

Step Action

1. Once you have logged into OnBase, you will select the file containing the pending
vendor requests for review. Click the VRP Pending Vendor Review [149] tree
item.

|'-.-'RF‘ Pending Yendor Review [149] |
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8 onBase Client (DBQA) Test System - Not For Producti

Fle Document User Processing Admin Workflow ‘Window Help

ER ac<E Al { bpr=D0eRE

laelc8¢E+-8Ca 2 &

& PURDS - Officer Processing
B8 PURO4 - Fax Processing
& f| VM - Supporting Docs Functionsl
{4 ¥M - Vendor Request Processing
2 ¥RP Initial [a]
"= YRP Pending Yendor Contact [1]
A ¥RP Pending Yender Reponse [0]
- [gf) ¥RP Pending Petty Cash Yendeor Review [0]

& VPR Vendor Update Review [47]

{3 ¥RP HOLD [0]

[22 ¥RP Peaplesoft Motification [0]
[Z2) wPR Pending Vendor ID from PS5 [5]

L f WRP Pending Final PS Appraval [9]
22 wRP Exit [0]

Daocument Name

-Bf2/2012
-05/03/2012
-05/07/2012
-5/7/2012
-5M0/2012

M endor Riequest [eForm)
)
)
]
)
)-510/2012
]
)
]
]

[

WM Vendor Request [eForm
M Vendor equest [eForm
M Vendor Riequest [eForm
M Vendor equest [eForm
M Vendor Request [eFor
M Vendor Riequest [eForm
M Vender Request [eFarm
M Vendor Fiequest [eForm
M Vendor Request [eForm

E}

-5A10/2012
-8M1/2012
-5M14/2012
-BA15/2012

/)

| Quee: VR Pending Vendor Review | User. TF194

de: e |

@ aisem

Action

Click the button of the scrollbar.

48 onBase Client (DBQA) Test System - Not For Production Use

a8 ¢E+-8BCa 2 &

File Document LUser Processing Admin Workflow Window Help NEE]
SEEECEL LY R R LY B
Tasks

& PURDS - Officer Processing
o |22 PURD4 - Fax Processing
@ i YM - Supporting Docs Functional
{4 ¥M - Vendor Request Processing
2 YRP Tnitial [a]
= ¥RP Pending vVendar Contact [0]
A ¥RP Pending Yender Reponse [0]
@ ¥RP Pending Petty Cash Vendor Review [0]

L ¥PR Yendor Update Review [47]
() ¥RP HOLD [0]

[22 ¥RP Peaplesoft Motification [0]
[Z2 wPR Pending Vendor ID from PS5 [5]
 VRP Pending Final PS Appraval [3]
22 wRP Exit [0]

Daocument Name

|

-BM2/2012
-BA2/z2012
-BA2/2012

M Vendor Riequest (eForm)
M Vendor Frequest [eForm)
M Vendor Request [eForm)
M Vendor Fiequest [eForm) - 05/12/2012
M Vendor Request [eFam) - 612/2012
M Vendor Request [sFom) - 6/18/2012
[ ]
[ )
[ ]
[eFarm)

E}

E}

WM Vendor Fiequest (eForm) - 6/20/2012
WM Wendor Request (sForm) - 6/20/2012
WM Yendor Request (sForm) - 6/13/2012
WM Yendor Request (eForm) - 06/20/2012

E}

i)

B

| Quiewe: VRF Fending Vendar Feview | User, TF134
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Training Guide
Vendor Processing -- Vendor Management

ARC™

Step

Action

3.

Click the date for which you want to view the requests.
Wi YWendor Request [eFarm] - 06/20/2012

4H OnBase Client (0BQA) Test System - Not For Production Use - [Workflow |

@g File Document User Processing  Admin  Workflow Window  Help

FEER R<CE M

{rt=CuendLEH|

lagleg we|+=8

=8|

| PURD - Officer Frocessing

& f22) PURD4 - Fax Processing

{i M - Supporting Docs Functional

{5 YM - Vendor Request Processing

(22 wRP nitial [0]

=] YRP Pending Vendor Contact [0]
Al ¥RF Pending Vendor Reponse [0]

- [ ¥RP Pending Petty Cash vendor Revisw [0
- #4 Y¥RP Pending Vendor Review [149]
L YRR Yendor Update Review [47]
) wRP HOLD [D]

[0 YRP Peoplesoft Notification [0]

- [E2] PR Pending Yendor 1D from PS [S]
o ¥RP Pending Final PS Approval [9]
2 YRP Exit [0]

Document Mame

-BA2/2012
-BA2/2012

M Vendor Request [eFarm)
M Vendor Fisquest [eForm)

M Verdor Reauest (eForm) - 6/12/2012
M Vendor lequest [sFarm) - 05/12/2012
M Vendor Fiequest (sFom) - 6/12/2012
WM Vendor Frequest [eFom) - 618/2012
M Vendor Request [sFom) - 6/20/2012
M Vendor Fiequest (sFom) - 6/20/2012
M Yendor Request [eFom) - 6/19/2012

E}

2 CoLuMBLIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor Mz

Summary Identifying Info

Address Contacts —

VENDOR/PAYEE SUMMARY'
Vendor Namel:
VENDOR TEST 1

Vender Name2:

Vender Short Name: VENDOR TES

vendorstatus: [ =]
persistance: [ 7]
Classification: [ =]
Dept. Contact Name: TERRY PARK
Dept. Contact Phone:

Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Centact Dept. Name:

Dept. Contact Dept. Number:

Mature of Payment:

Web Request ID: 14-2

SetlD #: CUSET
DBA Name:
DUNS

™ Open for Ordering

’EDDDS AND/OR SERVICES

@i 3
| Queus: VAP Pending Verndor Fevisw | User TP134 I” Facilities Related 7 Accepts P-Card # of Employees:
Business Ownership:
~|
& i | )
[VENDOR_M.. |Checked Out 0 Netels) I I 0 Thread) I I I

Done

Action

Click the Vendor Status list.

|

Page 18




Base Client (0BQA) Test System

File Document User

Not For Production Use

[Workflow |

Frogessing Admin Workflow window Help

Training Guide
Vendor Processing -- Vendor Management

FEER GE<E NAE dP=LDFrv A

ZH|

lage g ®E+-E0a B E

& PURDS - Officer Processing
B8 PURO4 - Fax Processing
& f| VM - Supporting Docs Functionsl
{4 ¥M - Vendor Request Processing
2 YRP Initial [a]

"= YRP Pending Yendor Contact [1]
Al YRP Pending Yender Reponse [0]
- (g ¥RP Pending Petty Cash Yendor Review [0]
% ¥RP Pending vendar Review [149]
I %PR Vendor Update Rewiew [47]
{3 ¥RP HOLD [D]
[22 ¥RP Peaplesoft Motification [0]

[Z2) wPR Pending Vendor ID from PS5 [5]
L f WRP Pending Final PS Appraval [9]
22 wRP Exit [0]

Daocument Name

M Vendor Riequest (eForm
WM Vendor Request [eForm
M Vendor Request [sFom) - 612/2012
M Vendor Fiequest [eForm) - 05/12/2012

[ ]-BH2/2012
[ -
[ -
[ -
WM Yendor Request (eForm) - B/12/2012
[ -
[ -
[ -
[ -

BAh2/2012

WM Yendor Request (sForm) - 6/18/2012
WM Wendor Request (eForm) - £/20/2012
WM Wendor Request (sForm) - B/20/2012
WM Yendor Request (sForm) - 6/13/2012

E}

& COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor M:

Summary

Identifying Info

Address Contacts —

B

C VENDOR/PAYEE SUMMARY
ndor Name1:
NDOR TEST 1

Vendor Name2:

Vendor Short Name

ENDOR TES

I |

Vendor Status:

persistance: [ |approved
Denied

Unapproved
Inactive
To Be Archived

Dept. Contact Phone:

Classification: ||
Dept. Contact N
Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Nature of Payment:

Web Request ID: 1.

SetlD #: CUSET
DBA Name:
DUNS #:

I open for Ordering

GOODS AND/OR SERVICES

& 3
Eu;ul VRP Pending Vendor Review | User, TP194 - I Facilities Related 7 Accepts P-Card & of Employees:
Business Ownership:
L]
< il I &)
[VENDOF_M.. |Checked Dut [0 Notefs) I I [0 Threadis) I I I
Dane

¥

W +15em

Action

Click the Unapproved list item.

Base Client (OBQA) Test System

Not For Preduction Use

[Workflow ]

@3 Fle Document User Processing Admin Workfow Window Help

eRCE AW § = LUeREHE

=

EFEIECFEEEES

=8|

| PURD - Officer Frocessing

& f22) PURD4 - Fax Processing

{1 ¥M - Supporting Docs Functional

{5 YM - Vendor Request Processing

[22 wRP Tnitial [0]

<= ¥RP Pending Vendor Contact [0]
Al ¥RF Pending Vendor Reponse [0]

- [ ¥RP Pending Petty Cash vendor Revisw [0
- #4 Y¥RP Pending Vendor Review [149]
% WPR Vendor Update Review [47]
&) ¥RP HOLD [0]

- 21 YRP Peaplesaft Notfication [0]
[Z21 ¥PR Pending Vendar TD From PS5 [5]
o ¥RP Pending Final P5 Approval [9]
[0 YRR Exit [0]

Document Mame

M Vendar Request [sFam) - 6/12/2012
M Vendor Fiequest (sFom) - 612/2012
WM Vendor Frequest [eFom) - 612/2012
M Vendor iequest [eForm) - 05/12/2012
M Vendor Fiequest (sFom) - 6/12/2012
WM Vendor Frequest [eFom) - 6/18/2012
M Vendor Request [sFom) - 6/20/2012
M endor Riequest (sFom) - £/20/2012
M Vendor equest [eFom) - 619/2012

2 CoLuMBLIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor Mz

Summary Identifying Info

Address Contacts —

C VENDOR/PAYEE SUMMARY
ndor Namel:
NDOR TEST 1

Vender Name2:

Vender Short Name: VENDOR TES

Vender Status: v
persistance: [ =]
Classification: [ =]
Dept. Contact Name: TERRY PARK
Dept. Centact Phone:

Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Mature of Payment:

Web Request ID: 14-2
SetlD #: CUSET
DBA Name:

DUNS #:

™ Open for Ordering

GOODS AND/OR SERVICES

(|
Queue: VAP Pending Vandar Review | User: TP134 I” Facilities Related 7 Accepts P-Card # of Employees:
Business Ownership:
||
o] I | @
[VENDOR_M.. |Checked Out 0 Netels) I I [0 Threads) I I I

Done
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Training Guide m
Vendor Processing -- Vendor Management

Step

Action

6.

Click the Persistance list.

l ~|

nBase Client (OBQA) Test System - Not For Production Use - [Workflow ]

@jg Fle Document User Processing Admin Workfow Window Help

SR<CEH AT { bt - e |

; Tasks
leglae we|+=8 |
& PURD3 - Officer Processing |
< I PR o rocesang @ corumsia Univirsity  Vendor Mg
(I ¥ - Supporting Docs Functional IN THE CITY OF NEW YORK 3
@15 YM - Vendor Request Processing
(5 vep il o] Summary Identifying Info Address  Contacts —

WRP Pending vendor Contact [0]
Al YRP Pending Vendar Reponse [0]

SIC VENDOR/PAYEE SUMMARY D

(g4 ¥RP Pending Petty Cash Vendor Review [0] endor Namel: Web Request ID: 14-3 eq
&% YRP Pending Vendor Review [149] VENDOR TEST 1
L YRR Yendor Update Review [47] ) Vendor Name2: SetID #: CUSET
&) ¥RP HOLD [0] 3
- {21 YRP Peoplesoft Natfication [0] Vendor Short Name: VENDOR TES DBA Name: -

- [Z2] WPR Pending Vendar TD From PS5 [5]

H %RP Pending Final PS Approval [9

E\g e [03] pproval 9] | | Vender Status: [Unapproved ~ DUNS #:
|

= Persistance: A I Open for Ordering

Classificatio| gne Time
Document Name ~ bermanent
VM Yendor Request [sFom) - 6/12/2012 Dept. Conts Ty
M Vendor Requsst [eForm
VM Wendor Fiequest (eForn
WM Wendor Flequest (Form

-812/2m2 Dept. Conta
-BM2/2012
- 08120202 Dept. Email:  TSPARK@COLUMBIA.EDU

Dept. Contact Dept. Name:

(eFerm)
(eForm)
(eForm)
(=Ferm)
WM Vendor Riequest (sForm - 6122012
(eForm)
(=Ferm)
(eForm)
(eForm)

WM Wendor Request (eForm) - 6/18/2012

WM Vendor Request (sForm) - 6/20/2012 Dept. Contact Dept. Number:
WM Vendor Request (sForm) - 6/20/2012 Nature of Payment:

M Vendor Request (eForm) - 6/19/2012

’?DDDS AND/OR SERVICES

& 3
| Quewe: VAP Pending Vendor Review  |User: TP184

[T Facilities Related I~ Accepts P-Card # of Employees:
Business Ownership:

o]l il | £l

[VENDOR_M... |Checked Out [0 Notels) I ] [0 Theads) ] ] ]
Daone HUM

Action

Click the Regular list item.

Reqular
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8 OnBase Client (0BQA) Test System

Not For Producti

Fle Document User Processing Admin Workflow ‘Window Help

Training Guide
Vendor Processing -- Vendor Management

ERoQ<SE Al { br=D0eR0H

ZH|

laeleg¢E+-8Ca 2 &

& PURDS - Officer Processing
B8 PURO4 - Fax Processing
& | VM - Supporting Docs Functionsl
{4 ¥M - Vendor Request Processing
2 YRP Initial [a]
"= YRP Pending Yendor Contact [1]
A ¥RP Pending Yender Reponse [0]
- (g ¥RP Pending Petty Cash Yendor Review [0]
% ¥RP Pending vendar Review [149]
I %PR Vendor Update Rewiew [47]
{3 ¥RP HOLD [0]
[22 ¥RP Peaplesoft Motification [0]
[Z2) wPR Pending Vendor ID from PS5 [5]
L f WRP Pending Final PS Appraval [9]
22 wRP Exit [0]

& COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor M:

Summary Identifying Info

Address

Contacts —

Daocument Name

M Vendor Riequest (eForm
WM Vendor Request [eForm
M Vendor equest [eForm
M Vendor Riequest [eForm

-BM2/2012
-BA2/z012
-BA2/2012
-0BA12/2012

M Vendor equest [eForm
M Vendor Riequest [eForm
M Vender Request [eFarm
M Vendor Fiequsst [eForm

-BA8/2012
-B420/2012
-B/20/2012
-6/13/2012

[ ]
[ )
[ )
[ ]
WM Yendor Request (eForm) - B/12/2012
[ )
[ ]
[ )
[ )

SIC VENDOR/PAYEE SUMMARY
endor Namel:
NDOR TEST 1

Vendor Name2:

Vendor Short Name: VENDOR TES

Vendor Status: | Unapproved hd
Persistance: [CETEISNEGG_G_—
Classification: hd

Dept. Contact Name: TERRY PARK
Dept. Contact Phone:

Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Nature of Payment:

Web Request ID: 14-2
SetlD #: CUSET
DBA Name:

DUNS

I open for Ordering

GOCDS AND/OR SERVICES

& 3
Eu;ul VRP Pending Vendor Review | User, TP194 - I Facilities Related 7 Accepts P-Card & of Employees:
Business Ownership:
L]
< il I &)
[VENDOF_M.. |Checked Dut 0 Metel I I [0 Threadis) I I
Dane

¥

W 416rm

Action

Click the Classification list.

|

48 onBase C

lient (OBQA) Test System - Not For Production Use

@jg Fle Document User Processing Admin Workfow Window Help

=B

SR<CE AT { bt - UHenD WL H|
laglE 8 wE|+ =805

& PURD3 - Officer Pracessing

& f2) PURD4 - Fax Processing
{i M - Supporting Docs Functional

{5 YM - Vendor Request Processing

[Z2 wRP Tnitial [0]

"= YRP Pending Vendor Contact [0]
Al YRP Pending Vendar Reponse [0]
(g4 ¥RP Pending Petty Cash Vendor Review [0]
@4 YRP Pending Vendor Review [149]
L YRR Yendor Update Review [47]
) ¥RP HOLD [0]

- 22 ¥RP Peoplesoft Notfication [0]
[E21 ¥PR Pending Vendar TD From PS5 [5]
o WRP Pending Final PS Approval [9]
2 YRP Exit [0]

& CoLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor M:

Summary Identifying Info

Address

Contacts —

Document Mame

M Vendor Request [eFam) - 612/2012
M Vendor Request [sFom) - 612/2012
M Verdor Reauest (eForm) - 6/12/2012
M Vendor lequest [sFarm) - 05/12/2012
M Vendor Fiequest (sFom) - 612/2012
WM Vendor Frequest [eFom) - 618/2012
M Vendor Request [sFam) - 6/20/2012
M Vendor Fiequest (sFom) - 6/20/2012
M Vendor Request [eFom) - 6/19/2012

[ BASIC VENDOR/PAYEE SUMMARY
vendor Namel:
VENDOR TEST 1

vendor Name2:

Vendor Short Name: NDOR TES

Vender Status: [Unapproved ~
Persistance: [Regular -
Classificaticn: -

Dept. Contact

ttorney
Empl
Dept. Contact |ep o

Sponsor
Petty Cash Custodian

Dept. Contact g

Dept. Email:

Dept. Contact

Mature of Payment:

Web Request ID: 14-3
SetlD #: CUSET

DBA Name:

DUNS

I Open for Ordering

’?DDDS AND/OR SERVICES

< 3
| Queue: VAP Pending Vendar Fleview | User. TP134 ™ Faciliies Related [ Accepts P-Card # of Employees:
Business Ownership:
|||
& i | )
[VENDOR_M... [Checked Out 0 Motel [ [ [0 Thread(s) [ [

Done
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Training Guide
Vendor Processing -- Vendor Management

ARC™

Step

Action

9.

Click the Supplier list item.

4H OnBase Client (0BQA) Test System - Not For Production Use. - [Workflow ]

@3 Fle Document User Processing Admin Workfow Window Help

FEER aR<CE M

{rd=COerdLEH|

lagleg wel+=8

=8|

| PURD - Officer Frocessing
& f22) PURD4 - Fax Processing

{i M - Supporting Diocs Functional

= M - Vendor Request Frocessing

[22 wRP Tnitial [0]

=] YRP Pending Vendor Contact [0]
YRP Pending Vendor Reponss [0]
(g4 ¥RP Pending Petty Cash Vendor Review [0]
@4 YRP Pending Vendor Review [143]
% WPR Vendor Update Review [47]
) wRP HOLD [D]

[0 YRP Peoplesoft Notification [0]

- [E2] PR Pending Yendor 1D from PS [S]
o ¥RP Pending Final PS Approval [9]

.. E2 YRP Exit [0]

Document Mame

-BM2/2012
-BA2/2012
-BM2/2012
-06A12/2012

M Vender Flequest [sFarm
M Vendor Fiequest [eForm
WM Vendor Fiequest [eForm
M Vendor Request [sFor

E}

-BA8/2012
-B/20/2012
-B420/2012
-BA13/2012

WM Vendor Request [eForm
M Vendor iequest [eForm
M Vendor Riequest [eForm
M Vendor Request [eForm

(=Ferm)
(eForm)
(eForm)
(eForm)
WM Yendor Request (sForm - 6122012
(eForm)
(eForm)
(eForm)
(eForm)

2 CoLuMBLIA UNIVERSITY
IN THE CITY OF NEW YORK

Summary Identifying Info

Address

[ BASIC VENDOR/PAYEE SUMMARY
Vendor Namel:
VENDOR TEST 1
Vender Name2:

Vender Short Name: VENDOR TES

Vender Status: [Unapproved ~
Persistance: [Regular -
Classification: =
Dept. Contact Name: TERRY PARK
Dept. Contact Phone:

Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Mature of Payment:

Web Request ID: 14-2

SetlD #: CUSET

DBA Name:

DUNS

™ Open for Ordering

GOODS AND/OR SERVICES

Vendor Mz

Contacts —

&l 3
Tusue: VAP Pending Vendor Feview  [Ussr TF134 I™ Facilities Related [~ Accepts P-Card # of Employees:
Business Ownership:
||
@ i &
[VENDOR_M... |Checked Out [0 Notefs) [ [ [0 Thiead(s) [ [

Done

[ 1rbox - ts

Step

Action

10.

of

If you want to validate the request, double-click the Approve VM Request button.
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File Document User

Training Guide

Vendor Processing -- Vendor Management

[Workflow ]

Frogessing Admin Workflow window  Help

FEER GE<E NE dP+=LDFrv A

ZH|

lage g ®E+-E08 B E

& PURDS - Cfficer Processing

1B PURO4 - Fax Processing

& {i ¥M - Supporting Docs Functional

& [ ¥M - Vendor Request Processing
2 ¥RP Initial [a]

"= YRP Pending Yendor Contact [1]

A ¥RP Pending Yender Reponse [0]

% ¥RP Pending vendar Review [149]

I %PR Vendor Update Rewiew [47]

{3 ¥RP HOLD [0]

[22 ¥RP Peaplesoft Motification [0]
[Z2) wPR Pending Vendor ID from PS5 [5]

L f WRP Pending Final PS Appraval [9]

[

g YR Pending Petty Cash Vendor Review 0]

& CoLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Vendor M:

Summary

Identifying Info

Address

Contacts —

B

C VENDOR/PAYEE SUMMARY
ndor Name1:
NDOR TEST 1

Vendor Name2:

Document modified [4147]

The current Form has changsd. Do you wank the changss saved?

/)

| Gueue: VAP Pending Vendor Review | User

TF134

22 wRP Exit [0]
ves [ e | [ ceneal ]
Document Nams

M Yendor Request [sFom) - 5/12/2012 Dept. Contact Name:  TERRY PARK
WM Vendor Frequest [eFom) - 6/12/2012 Dept. Contact Phone:
M Vendor Request [sFom) - 612/2012
WM Wendor Fequest (eForm) - 06/12/2012 Dept. Email: TSPARK@COLUMBIA.EDU
M Vendor Frequest [eFom) - 612/2012

Dept. Contact Dept. N B
M Vendor Request (eF o) - 5/18/2012 SPE Contast Bept Hame
M Vendor Rrequest (eFom) - £/20/2012 Dept. Centact Dept. Number:
M Vendor Request [eFarm) - 6/20/2012 Nature of Payment:
M Vendor Fiequest (sFom) - 6/13/2012

Web Request ID: 1.

SetlD

DUNS

I open for Ordering

DBA N

ame:

CUSET

GOCDS AND/OR SERVICES

I™ Facilities Related [~ Accepts P-Card

Business Ownership:

% of Employees:

£l i

[VENDOR_M.. |Checked Out

] |0 Threadls] ]

For Help, press F1

Step

Action

11.

Click the Yes
[ Yes l

button.

Base Client (0BQA) Test System

Not For Production Use

[Workflow |

lagleg vE+=-B0a =2 B

File Document User Processing Admin  Workflow ‘Window Help -8 x
FEER GR<E A J{bP+r=COenDIEE|
Tasks

@ & PURDS - Officer Processing

1B PURD4 - Fax Processing

& {| VM - Supporting Docs Functionsl

-l ¥M - Yendor Request Processing
2 YRP Initial [a]

"= YRP Pending Yendor Contact [1]

#J YRP Pending Yendor Reponse [0]

- @4 YRP Pending Yendor Review [148]

I %PR Vendor Update Rewiew [47]

D ¥RP HOLD [0]

[22 ¥RP Penoplesoft Notification [1]
[Z2 wPR Pending Vendor ID from PS5 [5]

L f WRP Pending Final PS Appraval [3]

o[22 wRP Exit [0]

g YRP Pending Petty Cash Vendor Review [0]

Daocument Name

2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Vendor M:

Summary Identifying Info

Address

Contacts —

B

C VENDOR/PAYEE SUMMARY
ndor Name1:
NDOR TEST 1

Vendor Name2:

Vendor Short Name:

ENDOR TES

Vendor Status: [Unapproved -
persistance: [Reqular 7]
Classification: [Supplier -
Dept. Contact Name: TERRY PARK
Dept. Contact Phone:

Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Nature of Payment:

Web Request ID: 1.

SetlD

DBA N

DUNS

I open for Ordering

ame:

CUSET

GOODS AND/OR SERVICES

<) 3
| Queue: VRP PeopleSoft Noliication | User. P14 I Facilities Related 7 Accepts P-Card & of Employees:
Business Ownership:
L]
< i | =]
[WVENDOR_M.. |Checked Dut 0 Natels] I I [0 Threads] I I I
Done RUM
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Training Guide

Vendor Processing -- Vendor Management M

Step

Action

12.

Click the VRP PeopleSoft Notification [1] tree item to see when the file has been
received by ARC.

[vRP PeopleSoft Motification [1] |

48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Window Help

PEER ae<E A d P t=0HFR0[0E
lag e8| #E+-1F

Tasks

& PURDS - Officer Processing
1B PURG4 - Fax Processing
@ i YM - Supporting Docs Functional
{4 ¥M - Vendor Request Processing
2 YRP Tnitial [a]

i ¥RP Pending vendar Contact [0]
A ¥RP Pending Yender Reponse [0]
@@ ¥RP Pending Petty Cash Vender Review [0]
- @#% ¥RP Pending vendar Review [148]
- Lg WPR Vendor Update Review [47]
L) ¥RP HOLD [0]
(221 ¥RP Pecplesoft Notification [0]
(B /PR. Pending Vendor 1D from PS [6]
L of WRP Pending Final P5 Approval [9]

22 wRP Exit [0]

3]

Daocument Name

M Vendor Riequest (eForm
M Vendor equest [eForm
M Vendor equest [eForm
M Vendor Riequest [eForm
M Vender Request [eFarm
M Vendor equest [eForm

-06/07/2012
-05A11/2012
-05/16/2012
-06/15/2012
-BM9/2012

-06/20/2012

<8l
rUuEue PR Pending Wendor ID from PS | User: TF194

K2

[ b - tspark@mail.. o onBase Clent (0BG ) [EDRSE] D @ CECE CE®® W a7

Action

When the vendor has been sent to ARC successfully and is pending a Vendor ID, the
number next to the VPR Pending Vendor ID from PS will increase by 1 (notice the

number went from 5 to 6). When the Click the VPR Pending Vendor ID from PS
[6] tree item.

YPR. Pending Yendor ID From PS [6]
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48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Window Help -3 %

FEER @@l A { bpF+= DO HF

laelcB¢E+-8BCa 2 &

& PURDS - Officer Processing ~
B8 PURO4 - Fax Processing
& f| VM - Supporting Docs Functionsl
I ¥M - Vendor Request Processing
(2 wRP Initial [0]
VYRP Pending Yendor Contact [0]
¥RP Pending Vendor Reponse [0]
(iN ¥RP Pending Petty Cash Vender Review [0]
WRP Pending Vendor Review [148]
I %PR Vendor Update Rewiew [47]
D ¥RP HOLD [0]
[22 ¥RP Peaplesoft Motification [0]
[Z2 wPR Pending Vendor ID from PS [5]
(84 - Fending Final £5 Appi
22 wRP Exit [0]

Dane

3]

Document Name |

M Vendor Riequest (sFom) - 3/26/2012

WM Vendor Update Request (eFom) - 04/12/2012
M Vendor Flequest [eForm) - 5/4/2012

M Vendor Fiequest (eForm) - 5/4/2012

M endor Frequest [eFom) - 5/24/2012

M Vendor Update Flequest (sForm) - 05/24/2012
M Vendor Riequest (eForm) - £/4/2012

M Vendor Request [eFarm) - 6/15/2012

M Vendor Fiequest (sFom) - 6/20/2012

M Vendor Reauest (eFom) - 6/20/2012

<&\
| Queue: VRP Pending Final FS Approval | User. TF194

»

tspark@mal... o . B o ! D Q OECECE®E Y, sz

Action

When the vendor request is ready for final approval, the number next to "VRP
Pending Final PS Approval" will increase. When this occurs, click the VRP
Pending Final PS Approval [10] tree item.

Pending Final PS5 App
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Base Client (0BQA) Test System

Not For Production Use

Fle Document User Processing Admin WorkAow ‘Window Help B
= 3 = — fom ]
BERae<$E AE { pr=CdendEIH]
) ; Tasks
laslge vE+-80a/E B
a
& PUROS - Officer Processing A
_ -
=Tkt & coumma Univirsity  Vendor Me i
@ i M - Supparting Docs Functions| IN THE CITY OF NEW YORK = e
=] Q WM - Vendor Request Processing
[0 R Inital (0] Summary Identifying Info Address  Contacts—
= YRP Pending Yendor Contact [0]
f ﬂ WRP Pending Yendor Reponse [0] [ BASIC VENDOR/PAYEE SUMMARY o,
- (i ¥RP Pending Petty Cash Vendor Review (0] Vendor Name1: Web Request 1D 47-2 o
@4 VRP Pending Vendor Review [148] TERRY'S TEST 2
I PR Vendor Update Review [47] p Vendor Name2: SetlD 2: CUSET
{3 ¥RP HOLD [0] E g
{Z1 wRP Peoplesoft Notfication [0] Vendor Short Name: PRASAD CHH DBA Name: PSFT
[ vPr Pending Yendor ID from PS [5] Me
o ¥RP Pending Final P3 Appraval [10] . ~ . l—Ll Sune
D VRP Exit [0] :‘ Vendor Status:
&= Persistance: |Regular - W Open for Ordering
Classification: [ Supplier -
Document Name |
M Yendor Riequest [sFom) - 3/26/2012 Dept. Contact Name:
WM Vendor Update equest [eForm] - 04/12/2012 Dept. Contact Phone:
WM Wendor Request (eForm] - 5/4/2012
WM Vendor Request (eForm] - 5/4/2012 Dept. Email:
WM Wendor Riequest (eForm) - 5/24/2012
Dept. Contact Dept. N B
M Vendor Update Request (sForm) - 05/24/2012 SPE Contast Bept Hame
M Vendor Request (eForm] - 6/4/2012 Dept. Contact Dept. Number:
WM Wendor Request (eForm) - 6/15/2012 Neture of Payments
GOODS AND/OR SERVICES
VM Wendor Fiequest (eForn
/) ]
| Queue: VRF Fending Final FS Approval | User, TF1594 I Facilities Related 7 Accepts P-Card & of Employees:
Business Ownership:
L]
< il | &)
[WVENDOR_M... |Checked Dut 0 Natels] I I [0 Threads] I I I
Dane RUM

Step

Action

15.

Validate that the correct date is selected.

Wi Wendor Fequest [eForm] - 642002012

Base Client (0BQA) Test System

ile  Document  User

Not For Production Use

Frogessing Admin Workflow window Help

ERoQ<SE Al { Pr=C0FRH|

=Y

lagle g #E+-8C&=E

& PURDS - Cfficer Processing

o |22 PURD4 - Fax Processing

@ | YM - Supporting Docs Functional

B e UM - Yendor Request Processing

(21 WRP Initial [0]

= ¥RP Pending vVendar Contact [0]

A ¥RP Pending Yender Reponse [0]

@@ ¥RP Pending Petty Cash Vender Review [0]

% ¥R Pending vendor Review [148]

L ¥PR Yendor Update Review [47]

() ¥RP HOLD [D]

[22 ¥RP Peaplesoft Motification [0]

[ wPR Pending Vendor ID from PS5 [5]

i of WRP Pending Final PS Appraval [10]
22 wRP Exit [0]

Daocument Name

M Vendor Riequest (sFom) - 3/26/2012
M Vendor Update Request (eFom) - 04/12/2012
M Vendor Flequest [eForm) - 5/4/2012

M Vendor Fiequest (eForm) - 5/4/2012

M Vendor Request [eFarm) - 5/24/2012

M Vendor Update Flequest (sForm) - 05/24/2012
M Vendor Request (eForm) - 5/4/2012

M Vendor Request [sFarm) - 6/15/2012

M Vendor Fiequest (sForm) - 6/20/2012

i)

| Quieue: VRF Fending Final PS Approval |User, TF134

& COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

Vendor M:

Summary Identifying Info

Address Contacts —

[ BASIC VENDOR/PAYEE SUMMARY
ndor Name1:
VENDOR TEST 1

Vendor Name2:

Vendor Short Name:

VENDOR TES

Vendor Status:

Persistance:

Classification:

Dept. Contact Name:

TERRY PARK

Dept. Contact Phone:
Dept. Email: TSPARK@COLUMBIA.EDU
Dept. Contact Dept. Name:

Dept. Contact Dept. Number:

Nature of Payment:

Web Request ID: 14-%
SetlD #: CUSET
DBA Name:
DUNS #:

I~ Open for Ordering

GOCDS AND/OR SERVICES

[T Facilities Related [T Accepts P-Card

Business Ownership:

# of Employees:

el i

[ WENDOR_M.. |Readnk 1 Hotefs]

] [0 Threadls] ]

Done

Tasks
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Step

Action

16.

Click the button of the scrollbar.

48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Windaw Help

FEER oR<E Ml { bF=CHenOHE

@ &|E & #E |+ -5

=)
=

1=

>

& PURDS - Officer Processing ~
1B PURO4 - Fax Processing
@ i YM - Supporting Docs Functional
{4 ¥M - Vendor Request Processing

2 YRP Tnitial [a]
= ¥RP Pending vendar Contact [0]
¥RP Pending Vendor Reponse [0]
@@ ¥RP Pending Petty Cash Vender Review [0]
WRP Pending Vendor Review [148]
I PR Vendor Update Review [47]
(D ¥RP HOLD [D]
[22 ¥RP Peaplesoft Motification [0]
[Z2 wPR Pending Vendor ID from PS5 [5]
i of WRP Pending Final PS Appraval [10]
22 wRP Exit [0]

=

VERSITY
ORK

Vendor Management

tifying Info

Address

Contacts Location Custom —

Dacument Name |
M Vendor Riequest (sFom) - 3/26/2012

M Vendor Update Request (eFom) - 04/12/2012

M Vendor Flequest [eForm) - 5/4/2012

M Vendor Fiequest (eForm) - 5/4/2012

M Vendor Request [eFarm) - 5/24/2012

M Vendor Update Flequest (sForm) - 05/24/2012

M Vendor Request (eForm) - 5/4/2012

M Vendor Request [sFarm) - 6/15/2012

M Vendor Fiequest (sFom) - 6/20/2012

<|m)
| Queue: YRP Pending Final PS Approval | User: TP134

™

u

A.EDU

Web Request ID: 14-329

SetlD #: CUSET

A Name:

DUNS 2:

I open for Ordering [T Withhalding

# of Employees:

I

[VENDOR_M.. |Readnk 1 Hotefs]

[0 Threadls] ] ] ]

Done

{8 trbox - tspark@mail, .,

4B orBase Clies

Dane

CE e ® o W w2zEm

Action

See that the Vendor ID has been created for the vendor. This will be the ID used in
ARC to identify the vendor.
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Base Client (0BQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Windaw Help

L]
x

ERoQ<CE Al { pr=D0fH|

ZH|

@y ¢E+-8BCa 2 &

& PURDS - Officer Processing
1B PURG4 - Fax Processing
& f| VM - Supporting Docs Functionsl
{4 ¥M - Vendor Request Processing

2 ¥RP Initial [a]
"= YRP Pending Yendor Contact [1]
A ¥RP Pending Yender Reponse [0]
(iN ¥RP Pending Petty Cash Vender Review [0]
% vRP Pending vendor Review [148]
& VPR Vendor Update Review [47]
D ¥RP HOLD [0]
[22 ¥RP Peaplesoft Motification [0]
[Z2 wPR Pending Vendor ID from PS5 [5]
o ¥RP Pending Final P3 Appraval [10]
22 wRP Exit [0]

&~

Daocument Name

M Vendor Riequest (sFom) - 3/26/2012
WM Vendor Update Request (eFom) - 04/12/2012
M Vendor Flequest [eForm) - 5/4/2012

M Vendor Fiequest (eForm) - 5/4/2012

M endor Frequest [eFom) - 5/24/2012

M Vendor Update Flequest (sForm) - 05/24/2012
M Vendor Riequest (eForm) - £/4/2012

M Vendor Request [eFarm) - 6/15/2012

/)

| Queue: VRP Pending Final FS Approval | User. TF194

VERSITY
ORK

Vendor Management

{tifying Info

Address Contacts Location Custom —

A.EDU

Web Request ID: 14-323

SetlD £: CUSET

DBA Name:

DUNS #:

™ withholding

I™ open for Ordering

ts P-Card

# of Employees:

m | &

[VENDOR_M... [Read-Only

|0 Threadls] ] ] ]

Done

Tasks

4o e o

Step Action

18.
the next lesson.

End of Procedure.

You have successfully validated vendor information in OnBase. You can now select
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Resetting Temporary Vendor Passwords

Each time a new vendor is requested, an email is sent to the vendor containing a temporary login
ID and password. This temporary information will expire after a week. In the event the vendor
hasn't updated their information in that time period, their login ID and password will need to be
reset by the Vendor Management Team. This hands-on scenario will teach you how to reset
temporary login information.

Procedure

Welcome to the Resetting Temopary Vendor Passwords topic where you will learn how to reset
vendor login information.

7= ARC Yendor/Payee Request Web Form | ARC Vendor/Payee Request Web Form - Windows Internet Explorer @EI
@\ ﬁ/ [ hitpsiyyforms. finance.colmbia.edujvendor-request 1 340041674 ¥ [#2][x] [ I

File Edt Wiew Favorites Tools Help

@ convert ~ [ Select

& snaatt B B

Q- [acoee T sma iR 2 B cE-R- -0 - E+»
o & [@AR:Vendor/payee Request teb Fnrm\ARCVer\dan...l_} v B o Rags - O3 ook -
f# Add / modify WIND users Content Management My account Taxonomy Create content [

Email Motification

Genersl Settings

F Password Managsment

2 COLUMBIA UNIVERSITY Ai_ﬂa

wendors' Applications
R - Rcquest Web Form

Maintainer List

IN THE CITY OF NEW YORK

Logged in as tp194@columbia.edu

welcome to the ARC vendor/Payee Request Web Form. This online application will allow
departments to request the setup of New Vendors or Payees, as well as request any
madifications.

If you are a vendor, use this application to make any modifications to your information. But,
please be aware that only current Vendors in our system are able to make modifications. If you
are looking to add yourself to our system, please contact the Department that is requesting
your services so that they may initiate the process.

In order to get started, please enter one of the following pieces of information:

+ Vendor Name b

Step Action

1. After you have logged into the Vendor Management Request form on the
Procurement Web Page, you will select the Password Management link from the
FIN ERP Administration menu.

Password Manaoemment
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Password Management | ARC Vendor/Payee Request Web Form - Windows Internet Explorer

& - [k s france.cobnbia.sdulvendr-recuestifrerslsettngsioassuord | 4] x

File Edt view Favorites Tooks  Help

@convert + [ Select

& snagt B &
O eediR 0 0@ @0 E- B+
W [@Passwurd Management | ARC Vendor/Payes Reuuest...lil - Bl @ - bPage - ChTads -

"5$ Add / modify WIND users Content Management FIN-ERP Administration My account Taxenomy Create content Lo

mCGLUM_B[A UNIVERSITY
it ity or mEw oK eW:
HHECIT oot r%jt‘-z;"ee Request Web Form

Hello

74 start e

Step Action

2. Click the button of the scrollbar to find the request ID you are looking for.

{2 Password Management | ARC Vendor/Payee Request Web Form - Windows Internet Explorer

@\ ~ ) = | httpss/fforms. finance.columbia. duyvendor requestifinerpsettingsjpassword IS

File Edt view Favorites Tooks  Help

@comvert + [ Select
& snagt B &

- R R R R = R R £ I . [

w R [@Passwurd Management | ARC Vendor{Payes Request...l }

G+

= 5 »
fsh - | Page v {0} Taoks -

st ID Expiration Date Submission

4-312

37-311 e
35-310 e

33-309

29-307

28-302

28-299

29-298

4297

4-281

14-296

29-294

9-292

23-291

9-272

4-758
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Step Action

3. The dates in red will indicate that the information has expired. Click the Renew &

Send object.

Renew & Send

(= Password Management | ARC Vendor/Payee Request Web Form - Windows Internet Explorer

& - [k s france.cobnbia. sdulvendr-recuetifrerslsettngsioassuord | 4%

File Edt view Favorites Tooks  Help

@convert + [ Select
& snagt B &

@ R @ BE @ &0 3 -

w [@Passwurd Management | AR Vendor/Payes Reuuest...l }

G+

= § »
= ~ |- Page v () Tools =

Request ID Expiration Date

——

4-312

37-311

35-310

33-309

29-307

submission

28-302

28-300

28-299

29-298

Renew & Send Password

EMAIL ADDRESS:
578546873@qq.com

4297

4-281

14-296

Send new password Cancel

29-294

9-292

23-291

9-272

4-258

Renew & Send

Renew & Send

k3

Step Action

4, Click the Send new password button.

Send new password
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Password Management | ARC Vendor/Payee Request Web Form - Windows Internet Explorer

J + 5k hetpsiffforms. finance. colmbia.eduvendor request finerplsettingsipassword

File Edt Wiew Favorites Tools Help
@convert + [ Select

& snagt B &
S IREY searc | B - o8- E- @ By

w [@Passwurd Management | AR Vendor/Payes Reuuest...l }

G+

= § »
= ~ |- Page v () Tools =

4-312

37-311

35-310

33-309

29-307

28-302

Renew & Send Password ®
28300
EMAIL ADDRESS:

578546873@qq.com

28-299

29-298

4297

4-281

ez Send new password Cancel

29-294

9-292

23-291

9-272

4-258

Step Action

5. You can now select the next topic.
End of Procedure.
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Vendor Records in ARC

This is the Vendor Records in ARC lesson of the Vendor Processing -- Vendor Management
course. Upon completion of this lesson, you will be able to:

o Review the different components of a Vendor Record in ARC
e Search for vendors and review vendor information in ARC
e Approve Vendors in ARC

Estimated time needed to complete lesson: 20 minutes
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Vendor Record Overview

Once vendor information has been validated in OnBase, a vendor record is created in ARC.
Vendor Records in ARC are robust and contain six different tabs of information. The four tabs
that contain most of the vendor information you will use are: Identifying Information, Address,
Contacts, and Location. You can use these tabs to review vendor information and make
modifications to certain fields.

The organization of the information on the vendor profile is as follows:

e There is one tax identification number per vendor profile (there can be no duplicate tax
ID numbers in the system)

e Each vendor then can have multiple addresses (one remit to address, one ordering
address, and one tax address)

o Each one of these addresses can be associated with a specific contact person at this
vendor address as well as a location for this address.

e Locations are payment methods (check, wire, automated clearing house). Each location
for a vendor must be linked to one of the three addresses

Vendor Record
(Tax ID #)

Remit To Address | Ordering Address Tax Address
* Contact * Contact * Contact
* Location * Location * Location
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Vendor Identifying Information

The Identifying Information Tab contains key labeling information for the vendor such as,
Vendor Name, Vendor ID, and Vendor Short Name. You will use the fields on the Identifying

Information tab to search for vendors when processing a transaction, such as a voucher or
requisition.

In addition, this is where you will change the Vendor Status to Approved and make the vendor

Open for Ordering, meaning that Departmental Users can use this vendor when processing
requisitions.

Summary fddress | Contadls | Localion || Custom
Setld: CUSET *Vendor Name 1: Supplier Vendor
DBA Name:
Vindor i 0000000003 Vendor Name 2:
Withholding
“Vendor Short Hame: SUPFLIER SUPPLIER-001 ¥ Open For Ordering
Suppl VAT R

*Classification: Supplier - Gheck for Duplicate AT Registration

- Preferred Vendor
HCM Class:
“Persistence: Regular
*Vendor Status: Approved

Expand All Collapse All

Corporate Vendor InterUnit Vendor
Corporate SetiD: Interunit Vendor I0: aQ

Corporate Vendor ID;

Supplier Vendor
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Vendor Addresses

The Address Tab is where you can find the vendor's address(es). ARC allows you to enter
multiple addresses for a vendor. This information will also be used when dispatching payments
and purchase orders to vendors. There is also a description field on the page to indicate what type
of address is entered (remit to, ordering, tax, etc.)

Summary  ldentihing intormation  (FTTECR Contads  Location  Custom

Setilx CUSET Yendor Address Search

Vendor ID: 0000062273 Short Vendor Name: ENTER-001 Hame: Enter Vendor

Vendor Address Eod | View & Frot £ 1012 B Lost
Address I 1 EE

Effective Date: 0411872012 [ Effective Status: Active - EFE
Country: USA Q. United States

Address 1: 400 West 110t Streat

Address 2

Address 3.

City: New York

County: Postal: [10027

State: Ny QA wew vore

Name 1: Altemate Name 1
Name

‘Withholding Alternaie name

Withholding Name 1:
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ARC™

Vendor Contacts

The Contacts Tab contains information about the primary contacts for a vendor. The information
entered on this page is informational only. It will not be copied to a transaction when the vendor

is selected.

Summary | ldentifying Information

Address Location [ Custom

SetiD: CUSET

Contact ID:

Email ID:

“Type

Business Phone

Vendor ID: 0000000003

Short Vendor Name: SUPPLIER-001

[

Prefix

Telephone

MName:

Find | View

Supplier Vendor

Al Frst K 4 or4 D Last

Find | View Al Frst K3 1af1 D Last

Effective Date: [12702011 |5 =
Effective Status: Active -

Type: -

Name: [

Title: l

Address: [

Internet: [nitpcid o temet Asiress

=B
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Vendor Location

The Locations Tab contains key disbursement information for the vendor. You will find payment
method and associated payment details on this tab. The Vendor Management Team will need to
update this tab with Location Information for the vendor once it has been submitted. New vendors
created from ARC will be entered with the default Check Location (CHK-01). If a request is
submitted for the vendor to be paid via ACH, the Vendor Management Team will need to insert a
new row to define the ACH Location.

Summary 1dentifying Information Address Contacts Cuystom

SetiD: CUSET
Vendor ID: 0000000003 Short Vendor Name: SUPPLIER-001 Name: Supplier Vendor
Avendor location is a default set of rules which define how you conduct business with a vendor.
Location Find | View Al a-szncoﬂnug
= +
*Location: heH-01 ] Default RTVFees Attachments (0) E
Description: ACH
T
2502011 ] +
“Effective Date: 1212012011 B Effective Status: Active R =
Expand All Collapse All
Options: Payables Procurement SalesiUse Tax Global/1099 Withholding

» Additional ID Numbers

» Internet Address
> VAT

Expand All Collapse All
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Identifying Vendors for a Transaction

Vendor Records can be used to review vendor information and verify whether or not a vendor
exists in ARC. When processing transactions involving vendors, such as vouchers and
requisitions, you can search for vendors using identifying information. When creating a new
voucher or requisition, you can use the Look Up Function (symbolized by a magnifying glass) to
identify and select the appropriate vendor. The Look Up function allows you to search by the
following fields:

' Look Up Name 1

SetlD: CUSET
Name 1: begins with

Short Vendor Name: hegins with -

pelpe

Vendor 1D: hegins with «
Our Customer Number: begins with «
Old Vendor 1D: hegins with « ‘

Look Up Clear Cancel Basic Lookup
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Searching For Vendors

Once a vendor exists in ARC, users can review the vendor information via the vendor search
pages.

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

Limit the number of results to (up to 300): |300

SetiD: = v CUSET Q

Vendor ID: begins with

Persistence: = - -

Short Vendor Name: begins with ~ Q

Our Customer Number: begins with ~ Q

Name 1: begins with Q

DBA Name: begins with Q

Financial Sanctions Status: = v -
Include History Correct History Case Sensitive
Search Clear  |Basic Search [E Save Search Criteria

Find an Existing Value | Add a New Value

Note: This page can also be used to determine whether a vendor already exists in ARC prior to
initiating the creation process.

Throughout the following topic, imagine a time you have faced a similar scenario: Mark needs to
verify that a vendor does not already exist in ARC before he initiates the vendor request process.

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Searching for Vendors topic where you will learn how to search for vendor
records. You can reference the Vendor Validation Policy

(http://policylibrary.columbia.edu/files/policylib/imce_shared/Vendor_Management_-
Vendor_Validation_Policy.pdf) for additional information about validating vendors.
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Favorites

Personalize Content | Layout

Menu

Search:

&

[> Columbia Specific
> Supplier Contracts
[> Wendars

[> eProcurement

[» Services Procurement

> Accounts Payahle

> Banking

> Set Up FinancialsiSupply Chain
[» Enterprise Components

[ Warklist

[ PeopleTools

— Change My Password

B

Training Guide

Vendor Processing -- Vendor Management

=

http:, Fnkstweb cc.columbia. edu: 1 7080/ psp/ S 1 trd/EMPLOYEE/ERPIh

R

Step

Action

There are two ways to access menu options in ARC. The first is by clicking on the
appropriate option in the blue box, or you can find the same selections by clicking
the Main Menu button at the top of your screen. In this course, we will use the Main
Menu button at the top of the screen.
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ARC

Favgrites Mam_MenL;

Personalize Content | Layout ? Help
‘Menu 2] (=) [x]
Search:

&

[> Columbia Specific

> Supplier Contracts

[> Wendars

[> eProcurement

[» Services Procurement
> Accounts Payahle

> Banking

> Set Up FinancialsiSupply Chain
[» Enterprise Components
[ Warklist

[ PeopleTools

— Change My Password

=

Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp/fo1 trd/EMPLOYEE/ERP{h/ [T 3] meme R

Step Action

2. Iick the Main Menu button.

Favarites | Main Menu
Personalize Ise'"" LD ® ? Help
[Menu +
Search: 3 Calumbia Specific 3
(3 Supplier Contracts 4
&> Columbiz 31 yandars 3
> Supplier ¢ .
b vendors | SProcurement
b eProcure; o Services Procurerment 4
> Services | [ Accounts Payahble 4
D Accounts Barking »
[ Banking . : "
& SatUp Fir 3 Set Up Financials/Supply Chain 4
> Enterpris 3 Enterprise Components 3
Bivarklist | (] Worklst »
?Eig‘:fi 1 PeopleTools 4
C=haneed |=] Change My Passward
etp: ffnistweb. cc. columbia. edur1 7080jpsp g trd/EMPLOYEE/ERP/S/WEBLIB_PTPP_SC.HOMERAGE FieldFormuatseript .| | [ [ [ [ [@ meemer [7a - [Foms -
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Step Action

3. Click the Vendors menu.

|*:}_'_‘I Yendars *

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I

Search: 3 Columbia Specific
1 Supplier Contracts

[ Columbiz 5 yendars

> SMliG ¢ 379 vendar Infarmation >
b vendors ) SProcurement
[ ePracurel 3 Services Procurement 3

- v "

[ Services | (9 Accounts Payable

U Accounts ) parjng

[> Banking . : "
1 Setup Fir ) Set Lp Finandals/Suncly Chain
[> Enterprist 3 Enterprise Components

b Waorklist 3 warklist

IE Eig‘:fi [ PeopleTools

- chanesl D Change My Password

-]

Ittp: ffnkstweb. cc. columbia.edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMERAGE FieldFormua.tseript .| | [ [ [ [ [ ntemet [7a - [Fiomm -

Step Action

4, Click the Vendor Information menu to see the different options available for
viewing/modifying vendor information.

HD Wendaor Information k |
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Favorites  Main Meru

Personalize Is‘""’" Menu: ) ? Help
Menu B

Search: (1 Columbia Specific 4

0 supplier Contracts 4

[ Calumbiz 7 veandars

> Supplier ¢ 3 Wendor Information

[> Wendors & eProcuremant 315 addfipdate 4

I eFrocurer - Services Procurement 4 £ Maintan N

[: Services | (3 Accounts Payable 4

[ Accounts Banking 3

> Banking

b St Up Fit 1 Set Up Financials/Supply Chain 4

I Enterpris £ Enterprise Components 4

[iorklist (3 worklist 4

Egigg‘fi 3 PeopleTooks 4

Cofenel D Change My Password
ictp: fFnitstweb.cc. columbia. edur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormuatseript s | [ [ | [ €D tntemet AR

Step Action

5. Click the Add/Update menu to find an existing vendor.
EEI AddfUpdate [ |

Favarites - Main Meru
Personalize Ise'"" LD ) ? Help
Menu e
Search: 3 Calumbia Specific 4
3 Supplier Contracts 14
[ Columbig ) vandars
[> Supplier ¢ 3 Wendor Information
[ Yendors & er.curememt [0 AddfUpdate
b eProcure; o Services Procurerment 4 3 Mantan D i
I Services | (3 Accounts Payable 4 [5] Review Wendars
Eg;?l:ilgts 3 Banking » [ Wendor Mame History
b Set Ungu 3 Set Up Financials/Supply Chain 4 D Wendor Mame Histary Inguiry
I Enterprisi £ Enterprise Components 4
I worklist 3 wiorklist 3
?Eig‘:fi 1 PeopleTools 4
C=haneed |=] Change My Passward
ity Fritstwseb.cc. columbia, &du: 17080] psp{fre 1 rd EMPLOYEEJERFJc/MAINTAIN_YENDORS. YNDR_ID [ [T [3@meme 75~ [Foes -
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Action

existing vendors.

Click the Vendor menu. You will always select this option when searching for

| ] Werdor

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

Yendor Information

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

Add a MNew Walue

Litnit the number of results to (up to 300y (200

SetiD: - = CUSET aQ

Vendor ID: |hegm3 wnhj|

Persistence: [= = =]
Short Vendor Name: | begins with j| Q

our Customer Number:  [begins with 7] [ Q

Name 1: | Bgins withj| Q

DBA Name: b h Q

containg
Financial Sanctions Status:|= | j

Case Sensitive

ave Search Criteria

Find an Existing Walue |Add a ey walle

Eewwindow 7 Help B nmp

\ i

Done

ERER

| € meemet

Step

Action

hegins with =

Click the Name 1 list to select the appropriate search options.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

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

Find an Ex N Add @ Mew Walue

E newwindow 7 Help B nmp

Limnit the number of results to (up to 300y (300

SetiD: - = CUSET aQ

Vendor ID: |hegm3 wnhj|

Persistence: [= = =1

Short Vendor Name: | begins with j| Q

Our Customer Number:  [begins with =] Q

Name 1: |hegms withj| Q

DBA Name: e liQ
containg

Financial Sanctions Status:|= | j
™ Include History [~ Cor Eot: Case Sensitive

==

| Search | Clear |pal- ave Search Criteria

Find an Existing Walue |Add a ey walle

3

Done

T T [ meeme |45 - [ #1005

M7

Step Action

8. Select Contains. This is a common search tool. If you don't know the entire vendor
name, you can search by a part of the name.

[rorains
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Add a New Value

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

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

Training Guide
Vendor Processing -- Vendor Management

A newwindow 7 Help B nip

neen

Limnit the number of results to (up to 300y (300

SetiD: - = CUSET aQ

begins with ¥] |

contains x|

DBA Name: hegins with j|

Our Customer Number:

Name 1:

LLLL

Vendor ID: |hegm3 wnhj|
Persistence: [= = =1
Short Vendor Name: | begins with j|

Financial Sanctions Status:|= j |
™ Include History [~ Correct History [~ Case Sensitive

| Boarch | Clear |masic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

\ i

Done

AR

Step

Action

Click in the Name 1 field.

Favuvmtes

Yendor Information

Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Add a New Walue

Home

E ewwindow 7 Help B hitp

hitn

Lirmit the nurmber of results to (up to 3003 (300

SetiD: == CUSET Q

Wendor ID: begins with j|

Persistence: = = |
Short Wendor Name: [begins with =] a

Our Customer Number: | begins with j| Q

Name 1: contains | [gf Q

DBA Name: begins with j| Q

Financial Sanctions Status:|= =
I~ include History [ Correct History [~ Case Sensitive

| Bearch | Clear |gasic earch [ Save Search Criteria

Find an Existing Walue |Add a e Value

| »

Dione

[ [ [ [ [ mnteme o~ [Fiom -
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Step

Action

10.

Enter the desired information into the Name 1 field. Enter "Supplier". Note: The
Name 1 field is the corporate name of the vendor. If you are unfamiliar with this
name, then you can search by the DBA name as recorded in APCAR today.

Favarites | Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

Eewwindow 7 Help B hitp

Yendor Information
Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Find an Existing Yalue Add a New Yalue

Lirmit the nurmber of results to (up to 3003 (300

SetiD: = [eussr @

Wendor ID: begins with j|

Persistence: = = |
Short Vendor Name: [begins with =] Q

Our Customer Number: | begins with j| Q

Name 1: contains | [Supplied Q

DBA Name: begins with j| Q
Financial Sanctions Status:|= j | j

" include History [~ Correct History [ Case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

Find an Existing Walue |Add a e Value

« | B

Done [ [ [ [ mnteme [Va - [Fio0m -

Step

Action

11.

There are no requirements as to which search fields you search by. It is not actually
required to fill out any of the fields besides the SETID, however, entering search
criteria assists in narrowing the search results.
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Favnvr\tes MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
D rewwindow 7 Help
Yendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New Value

Limnit the number of results to (up to 300y (300

SetiD: B CUSET Q

Vendor ID: |hegm3 wnhj|

Persistence: [= = =1

Short Vendor Name: | begins with j| Q

Our Customer Number: begins with ¥] | Q

Name 1: contains j|5uppl\er Q

DBA Name: hegins with j| Q

Financial Sanctions Status:|= j | j

™ Include History [~ Correct History [~ Case Sensitive

Cleat |Basic Search [E) Save Search Criteria
Search (ALY

Find an Existing Walue | Add a Mew Walue

4 | 3
Done T T [ mteme [Fa " -

Step Action

12. Click the Search button.

Favnvmtas'MainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor

m' Identifving Information \| Address LContacts Location Custom

elated Content g2 NewWindow 7 Help ustomize Page i
[=] Related Content &0 Mew Wind ? Help  [& Cust P Bty

SetlD: CUSET

endor ID: 0000000003

Vendor Short Name:  SUPPLIER SUPPLIER-D01

Vendor Name: Supplier Yendor

Order: SUPPLIER-001 Remit To: SUPPLIER-001
3208 Broadway 3208 Broadway
Mew Yark, NY 10027 Mew Yark, MY 10027

Status: Approved Last Modified By np_st2692

Persistence: Regular Last modified date: 02142012 2 46PM

Classification: Supplier Created By: np_vn2184

HCM Class: Created Datetime: 1203062011 9:34AM

es Last Acthity Date: 03152012

Withhold Mo

VAT Mo

|B save | &4 Returnito Search | \ETny\ |@| [ 5) Uptiatemispiay | (] include History | | 5 Correct History

Surnmary | ldentifying Information | Address | Contacts | Location | Custom

4 | 3

i
iavascript: submitAction_winO{dacument. wind, #1CPanel1’); ] | [0 mtemet ERErR
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Step

Action

13.

See the Summary Tab to view summary information on the vendor. The majority
of the information can also be found at other places in the detailed vendor record.

ARC™

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

E Related Content B0 Mew Window 2 Help E,/Custum\ze Page hitp
Lefed Loment )

mV Identifying Information § Address Contacts Location Custom

SetiD: CUSET

\fendor ID: 0oooooonds

Vendor Short Name:  SUPFPLIER SUPPLIER-001

Vendor Name: Suppliervendor

Order: SUPPLIER-001 Remit To: SUPPLIER-001
3208 Broadway 3208 Broadway
Mew York, NY 10027 MNew Yark, MY 10027

Status: Raproved Last Modified By: np_st2682

Persistence: Regular Last modified date: 020142012 3 46PM

Classification: Supplier Created By: np_vn2184

HCM Class: Created Datetime: 1203002011 3:34AM

Open for Ordering: Yes Last Activity Date: 031462012

Withholding: Mo

VAT: Mo

5 Save | {4 RetuntoSearch | [Z] Matify Er Add UpdateDisplay | | ] Include History | | 5% Correct History

Summary | Identifying Information | Address | Contacts | Location | Custom

4

| »

|ivascript: submitaction_wind(document. win, #ICFanel1’);

)

7 - [Hio0w -

Step

Action

14.

! |dentifying [nfarmation 1

Click the Identifying Information tab.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Training Guide

‘Vendor Relationships

gummary (TN G R Address ¥ Contacts [ Location | Custem |
SetlD: CUSET “endor Name 1: [Supplier vendor
| DBA Name: | ‘
Vendor ID: 0000000003 Yendor Name 2: ‘
Withholding
Afendor Short Name: SUPPLIER SUPPLIER-001 [ Open For Ordering
“Classification: | Supplier = Check for Duplicate | ™ VAT Registration
- I” Preferred Viendor
HCM Class: =
‘Persistence: Regular =
“Vendor Status: Approved =

Aftachments (0
| Expand All || Collapse Al |

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: ooooooooo: Supplier Vendar

Create Bill-To Customer
I Create Bill To Customer

} Additional ID Numbers

* Duplicate Invoice Settings
» Government Classifications

+ Standard Industry Codes
* Additional Reporting Elements
» Financial Sanctions Status

r Comments

Expand All || collapse Al |

B save | &L Returnto Search | [ Watify \

4

|Br Add | | ) Upclsteisplay | |2 Include Histary | | 5 Correct Histary |

E Related Content @NEWWmdnw “? Help Iﬂcuamm\ze Page *
e

Vendor Processing -- Vendor Management

iavascript: submitAction_winO{document. wind, #1CPanelz’);

|
T T [ e meeme [ - [ 100%

M7

Step

Action

15.

The Identifying Information tab contains identifying information for the vendor,
such as Vendor ID (the system generated ID number for the vendor), Vendor Short
Name (an easy way to identify the vendor), Vendor Name (actual vendor name), and
DBA Name (Doing Business As Name). This is also an area you can see whether
withholding is required for the vendor and if the vendor is Open for Ordering (if
they are eligible to be processed on requisitions).
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Favnvr\tes'MalnvMenu > Vendors > vendor Information AddfUpdate > Wendor

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page
/Qummary J Contacts vgucatmm \/Cgstum ]

‘Suppher\fﬁndnr

SetiD: CUSET "Wendor Name 1:
DBA Name:
WVendor ID: 0000000003 Yendor Name 2: ‘

™ withholding
“endor Short Name: SUPPLIER SUPPLIER-D01 ¥ Open For Ordering
*Classification: [Supplier =l Gheck for Duplicate | T VAT Registration

I” Preferred Viendor
HCM Class: =l
‘Persistence: Regular =]
“fendor Status: Approved =

Attachments (0
. EmpandAl | Collapse Al

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: ooooooooo: Supplier Vendar

Create Bill-To Customer
I Create Bill To Customer

} Additional ID Numbers
* Duplicate Invoice Settings
» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

Expand All  Collapse Al

B seve &L RetumtoSearch | 5] Netity | B Add | [ Upizte/Display | [&ll Inchude History | [@ Correct History |
1 |

jiavascript: submitAction_win{document. wind, #ICPanelz); T T [ e meeme [ - [ -

Step

Action

16.

Iick the Address tab.

Favnvr\tes:MalnvMenu > \fengnrs > Veﬂdurlrlfnrmatmn > Add[uvpdate > vendor

ERelaten Content @NEWWmdnw ? Help @Cuammwze Page hrlp

[ Contacts |

/Qummary vldemwfymg\nfwmalmn ) Location \/Cgstum )

SetiD: CUSET

Vendor ID: 0000000003 Short Vendor Name: SUFPFLIER-001 Name: Supplier Wendor

Vendor Address

Address ID: 1

Description: ‘

Effective Date: 122002011 Effective Status: Active

Country: WQ United States
Address 1: 3208 Broadway
Address 2: ‘

Address 3:

Cityr Mew York
County: Postal: 10027
State: Y R Wew ark

Email ID: [TF184@COLUMEIA EDU

» PaymentWithholding Alt Names

Phone Information 1of 1 84 Last

*Type Location Prefix Telephone Extension

Business Fhone j ‘

O

B Save | &L Returnto Search | [ Watify \ B Add | UpdateiDisplay| |J&lIr

iavascript: submitAction_wind{dacument. wind, #1CPanel3'); [T T [ memet |75 = [ #00% -
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Step

Action

17.

the vendor.

The Address tab contains vendor address information. You can enter multiple
addresses for the vendor. In addition, you will see a description field that indicates
what type of address is entered (remit to, ordering, tax, etc.)

Expanding the Payment/Withholding Alt Names tab will display the DBA name for

Favgrites - Main Menu > Vengurs 3 Vendurlrjurmat\un 3 Add[U'pdate > Wendor

Surnmary  Identifying Infarmation M[ Location

[=] Related Content & Hew indow ? Help E,)CusturmzePage hrlp il

Custarm

SetiD: CUSET

Vendor ID: 0000000003 Short Vendor Name:

Vendor Address

SUPFPLIER-DO1

Name:

Supplier Yendor

Address ID: 1

Description: ‘

Effective Date: 120302011 [ Effective Status: [active =]
Country: [UsA QL united States

Address 1: 3208 Broadway

Address 2: ‘

Address 3 ‘

City: Wewvae |

County: T esta Cra——
State: R e vork

Ernail ID: [TP184@COLUMBLA EDU

+ PaymentWWithholding Alt Names

Phone Information

Find | iew & First = 1 of 4

i
e | Eind | view of | B Firct Klq ora I 1ot

“Type Location

Prefix

Telephone

Extension

Business Phang j ‘

|E) save | &4 Retuntosearch | [Z] hotify |

HE

|Bbadd | | F) Updateisplay | [l

3

iarvascript: submitAction_winD{dacument. win, #1CPansia;

[

[ [ meernet

[75 - [ % 100%

T 4

Step

Action

18.

Click the Contacts tab.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

[=] Related Content & New Window 7 Help Igfcuamm\zePagE hrlp =

. » N =)
/Qummary vldemwfymg\nfwmalmn \/Address \M \\ Custom

SetiD: CUSET

Vendor ID: 0000000003 Short Yendor Name: SUPPLIER-D01 Name:

Supplier Yendor
Vendor Contact

1 Firct K1 101 DY Lot

+
Contact ID: 1 =

Description: |

Frst K1 or1 O Lost

Effective Date: 123062011 =HE
Effective Status: Active |

Type:

Name:
Title:

[

\

\
Address: a

Internet: htp: yiew Internet Address

Email ID: \

Phone Information

*Type Prefix Telephone Extension

[Business Phone =0 [ =

(B Ssws 2L RetumtoSesrch  [S] Hotity

|E Add | | J5) UpciateDisplay | Include History | | 2 Correct His

Surnrmary | Identifiing Information | Address | Contacts | Location | Custom

4

ol

|
avascript: submitAction_winDidacument wind, #1CPanek’; T T [ mteme [Fa = [®aow «

Step

Action

19.

The Contacts tab contains important vendor contact information. You can enter
multiple contacts and enter a description for each contact.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

=)
’ﬁummar‘v Vldenmmg\nmvmatmn \’Address \M \‘/Cgstnm i

elated Contenl ewWindow 7 Help ustomize Page 2
[FlRelated content 0 Newwindow 7 Help  [E Cust P B hp =

SetiD: CUSET

\fendar ID: 0o00oooon3 Short Vendor Name: SUPPLIER-D01 Name:
Vendor Contact

Contact ID: 1 =
Description: |

Details ) : 01011 O oq

Effective Date: [1z302011 [ =

Effective Status: Attive -

Type: [ |

Name: ‘

Title: ‘

Address: ’7 Q

Supplier Vendor

i First Kl qor1 O (ot

Internet: hitp:

View Internet Address
Email ID: ‘

Phone Information

“Type Prefix Telephone Extension

|EusmessPhnna j | | =

| save | &4 Retunito Search | [=] natity |

|Ee Add | |5 UpdeteDisplay | |/ include Histary | | 57 Correct His

4

Summary | Identifying Information | Address | Contacts | Location | Custom

|
Jjavascript: submitaction_wind{document. ing, #ICPanek); [ [ [ [ [ [3@mneme [¥5 ~ [#100%

o
T 4
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Step Action
20.

Click the Location link.

Favnvr\tes:MalnvMenu > \fengnrs > Veﬂdurlrlfnrmatmn > Add[uvpdate > vendor

ERelatenCnmem @NEWWmdnw ? Help E‘fCuamm\zePagE hrlp
Surnmary | Identifying Information | Address || Contacts Wl
SetiD: CUSET
Vendor ID: 0000000003

Short Vendor Name: SUPPLIER-001

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

Name: Supplier Yendor

Description: [acH

™ Defautt

RTVFees

*Effective Date: 1243012011 Effective Status: Aclive = =
| EpandAl | GolapseAl |

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding

+ Additional ID Numbers

» Comments
+ Internet Address
> VAT

| Expand &l | |

Collapse Al |

| seve | &L Retunto Search | =] Watity |

|Br &cd | ] Updsie/Display. | /] Include History | [ Correct History
Summary | Identifying Information | Address | Contacts | Location | Custom

4

iavascript: submitAction_winO{dacument. wind, #1CPanels’);

| Ic
LT T e e mterne:

RS

Step Action
21.

The Location tab contains vendor payment method information.

Page 55




Training Guide
Vendor Processing -- Vendor Management

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

/Qummary AlE Identifying Information \/Address vgumacts \m

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

SetiD: CUSET

Vendor ID: 0000000003 Short Vendor Name: SUPPLIER-001 Hame: Supplier Yendar

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

“Location: [ACH-01 I Defautt ETVFees Atachments (0)
Description: |'ACH

*Effective Date: 1203012011 Effective Status: Aclive - =

| Expand All | Collapse Al

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding

+ Additional ID Numbers
» Comments

* Internet Address

> VAT

Expand All Collapse All

|E Save &4 Retunto Search | =] hafify \ Auu_\ & UpdaleJD\Splay_‘ | Include Histary \ | [ Correct Histary |

Summary | Identifying Information | Address | Contacts | Location | Custom

4 | 3
avascript: submitAction_winDidacument wind, #1CPanels’); T T [ mteme [Fa = [maew <

Step

Action

22.

Iick the Custom tab.

Home:
Favnvr\tes { MalnvMenu > \fengnrs > Wendor Injnrmatmn > Add[uvpdate > vendor
E Related Content @ MewWindow P Help If Customize Page hitp
i Summary AlE Identifying Information AT Addrese NE LContarcts AT Location i
User Definable Vendor Fields
SetiD: CUSET
Vendor ID: 0000000003 Short Vendor Name: SUPPLIER-D01 Name: Supplier Wendar
‘ Second B Notice Response ‘
Date:
Foreign or Domestic: ‘ iing Start Date: [
First B Notice Issue Date: | L it ‘
Date:
First B Notice Response Dme:‘ Vendor Field C301: ‘
Second B Notice Issue Date: ‘ Sponsor Type: ‘
|B sawe £\ Retunta Search | [S] hatity | aded || ] Updste/Display || ] Include History | | (3 Carrect Histary
Surnrmary | ldentifying Information | Address | Contacts | Location | Custom
4 | 3
Done [T T [ e meeme BRI
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Step

Action

23.

The Custom tab contains information that identifies a vendor as either foreign or
domestic. In addition, you can also see the Web ID (Request ID) for the vendor that
links the vendor record to the OnBase vendor information. This ID is also given to
you in the confirmation e-mail you will receive upon vendor request submission.
The Web ID/Request ID is the easiest way to track the status of your vendor request.

ARC

Favorites  Main Menu

Personalize Search Menu:

o

T 3 Colurnbia Specific
1 Supplier Contracts

b Columbiz 3t vandors

[> Supplier

b vendors ) BProcurement

I eProcurel 1 Services Procurement

[> Serdces | [ Accounts Payable

D Accounts 9 parping

> Banking

b SetUp Fit 1 Set Up Financials/Supply Chain

[> Enterpris: 3 Enterprize Components

bworklist 3 Worklist

Egigg‘ii 3 Peapl=Took

jmiiC i D Change My Password

v v v e v v v v v v o= A

=]

ictp: ffnitstweb.cc. columbia. dur1 7080/psp /9 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FikFormulatseript s | [ [ | [ €D ttemet ERERR

Step

Action

24.

You have successfully searched for a vendor. You can now select the next lesson,
Request Updates to Existing Vendors.
End of Procedure.
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Approving Vendors in ARC

Once vendor information has been validated and approved in OnBase, the information will be
generated into a vendor profile in ARC. The vendor will be uploaded into ARC with an
"Unapproved" status. Once all information has been added to the vendor profile, a member of the
Vendor Management Team will need to identify the unapproved vendors in ARC and change
their status to "Approved". This topic will teach you how to change a vendor status once it has
been loaded into ARC.

Procedure

Welcome to the Approving Vendors in ARC topic where you will learn how to change the
approval status of a vendor record.

ARC|

Favgrites | Main Menu

Personalize Content | Layout ? Help
[Menu (= ]
Search:

> Columbia Specific

> Employee Sel-Service

[> Manager Sel-Service

[> Supplier Contracts

> Customers

> Catalog Management

[> Promotions

[> Custamer Contracts

> Order Management

> Pricing Configuration

[ lterms

[ Vendors

[> Procurement Caontracts
[» Purchasing

I Irventary

[> eProcurernent

[> Services Procurement

> Sourcing

> Manufacturing Definitions
[» Production Control

> Supply Planning

[ Grants

> Program Management

[» Project Costing —
I Proposal Management

[> Maintenance Managerment
> Resource Management

> Real Estate Management
> Staffing

> Travel and Expenses

[» Travel Administration

[> Accounts Receivable

> Accounts Payahle

I eSettlerments

I IT Asset Management

> Banking

> Cash Managerment

> Deal Management

> Risk Management ﬂ

ttp ffntstwweb.cc columbia-edu: 1 7080jpsp a1 rd/EMPLOYEE/ERP) [T [ meme [¥5 - [Fwore - |

Step Action

1. First, you will run the "Unapproved Vendors" query to identify the vendors that
need to be approved. Start by clicking the Main Menu button.
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Favorites  Main Meru

Personalize Search Menu:

? Help
®

oo
1 Maintenance Management r
»
e [ Resource Management
b Ernployes [ Real Estate Management 4
> Manager (3 Staffing »
Eg“p?”w‘ (23 Travel and Expenses 3
ustome
»
b Catalog b £ Travel Administration
> Pramotian £ Accounts Receivable 3
[ Custome (39 Accounts Payable 4
ES:“E‘EA Mg' 3 essttlements v
'
IS Itemsg [ IT Asset Management 3
b yendors (1 Banking 4
> Procurer 3 Cash Management b
PR 1 & Deal Management 3
= Inventary
& eProcurer ) Risk Managernent 4
I Sewvices | (3 Financial Gateway 3
[ Sourcing [ vaT and Intrastat ’
E y;@ﬂ?ﬁy 3 Excise and Sales Tax/WaT IND »
I Supply I £ Commitment Cantral 4
I Grants 3 General Ledger 3
:;Emg"a""g 3 allacations 3
roject Cr , O
L £ SCM Integrations
> Maintenar = St Up Financials/Supply Chain 4
[ Resource [ Enterprise Components 4
Eg;?%:;te 3 Background Processes »
»
b Trael ann = Worklist
b Travel i (1 Tree Manager ’
b Accounts 3 Reporting Tools b
[> Accounts N
i 3 PeopleTools
[ IT Agsetn, ) Developrment Utiities 4

[> Banking D Change My Password
[ Cash Mar [=] py System Profile

I Deal Man
!>E€i5k Mgna_ge_mem ﬂ
Done T T [ e mteme [Fa = [®aw «

Step

Action

Click the Reporting Tools menu.
| 3 Reporting Tools r

Favorites | Mait Meru
Personalize Ise“"" L1 &) ? Help
Menu ~ 2
P i riopusa anagE s
03 Maintenance Managernent 4
3
b Columbiz 1 Resource Managerment .
I Employes (3 Real Estate Management
> Manager [ Staffing 4
Eg“pij“e“ 03 Travel and Expenses 4
ustome 8
3
b Catalog b 3 Travel Administration
I Promotion 2 Accounts Receivable 4
[> Custome (1 accounts Payable ’
Eg’“E’Mg' 3 eSettlements 4
DIIE”rEn‘zg ! B3 17 Asset Management 4
© vendors  J Banking 4
> Frocurerr [ Cash Management 4
D PURERast ) poy Management 4
[ Irnventany = N
I eProcurel Risk Management
> Services | [0 Financial Gateway 3
[ Soureing (9 VAT and Intrastat 4
:; g;ﬂﬂ?ﬁ 3 Exrise and Sales Tax/WaT TND 4
I Supply Pl ) Commitment Control 4
[> Grants [0 General Ledger 4
';Em_gfal’g 3 Allocations
DP;gLegsa" £ 5CM Integrations 3 Query v b
& Maintenar £ Set Up FinancialsfSupply ¢ £ Connected Query 4
I Resource (1 Enterprise Components | L PS/nvision 4
U Real Ests 9 packornoumd Processes 3 ¥ML Publisher 4
[+ Staffing 9 workst [5] Reporting Consale
L = |=] Report Manager
[> Travel Adi Tree Manager
[ Accounts [ Reporting Toals
PACCOUNS g pegpisTaols 4
[> eBettlame " R
I IT Asseth 1 Development Utilities
[ Banking -] Change My Password
I Cash Mar = wy System Profie
[> Deal Man
> Risk Management ﬂ
[ [T [3@meeme [7a - [Fiom -
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ARC™

Step Action

3. Click the Query menu.

| £ Query

Favarites - Main Meru
Personalize Ise'"" LD ®
Menu ~ 2
i L RiopUsar g
3 Maintenance Management 4
3
b Columbiz 3 Resource Managerent
[ Employee ! Real Estate Management r
[ Manager [ Staffing 4
l;gup?narf 3 Travel and Expenses 4
ustame Ry
3
I Catalog b 3 Travel Administration
[ Bromotion 2 Accounts Receivable 4
> Custome (1 Accounts Payable 4
II;I?:\E!\E': Mé' 3 esettlements 4
'
IS Itemsg 3 IT Asset Management 4
b vendors (1 Banking 4
[ Procurerr [ Cash Management 4
';m’e‘r;xy 03 Deal Management 4
ebrociiel 3 Risk Management 4
> Sewvices | [ Financial Gateway 3
[ Soureing (9 vaT and Intrastat 4
:; g;ﬂﬂ?ﬁ 3 Excise and Sales Tax/WaT TND 4
I Supply Pl ) Commitment Control 4
[: Grants [0 General Ledger »
D Prosram | £ allocations
E E;g‘pe;;;' £ SCM Integrations 3 Query
b Maintonar £ Set Up Finandials/Supply ¢ £ Connected Query ] Query Ua”agg’
[ Resource [ Enterprise Components (3 PSfrivision % g::erzu\:gir
b Fesl BSte ) pacpground processes | S ¥ML Publisher v
DStafing | e |] Reporting Cansale
ol = [=] Report Manager
[ Travel Adi Tree Manager
[ Accounts [ Reporting Toals
[ Accounts »
tofiain g PeopleTools ;
I IT Asseth Development Utiities
[ Banking -] Change My Password
I Cash Mar [ iy system Profile
[> Deal Man
> Risk Management
Done

? Help

|

)

7 - [Hio0w -

Step Action

Click the Query Viewer menu.

| |=] Query Wigwer
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query Viewer
[_E’NEWW\TMDW “? Help E,-/Cuamm\ze Page hrlp
Query Yiewer
Enter any information you have and click Search. Leawe fields blank for a list of all values
Search By: Query Name j' heaing with “
|&|Anvamen Search
Done | | | @ mtemet [Fa = [®aew « )

Step Action

Click in the Search By field to enter the name of the query.

Home
Favuvmtes MainvMenu > Repnrtng Tools > ngry > Query Viewer
Elewwindow 7 Help [ Gustomize Page B it
Query Yiewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
Search By:  [queryName j’ beging with I
[ search |ngiancen searen
Done R | [ ternet [7a - [Foms -
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Step Action

6. Enter the desired information into the Search By field. Enter
"CU_AP_UNAPPR_VNDR".

ARC™

Favarites | Main Meru > Reporting Todls > Query > Query Viewer

ENewwindow  ? Help  [F Customize Page hrlp

Query Yiewer

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

~Search By: |_Que,y,\lamE =l begins with CU_AP_UNAPPR_VNDR]

Search

Advanced Search

[javascript:haction_wind(document.wind,'QRY_YIEWERS_WRE_QRYADYSEARCH, 0, 0, 'Advanced Search’, False, trus); [ [ & [ mnremet 7 - [®io0w -

Step Action

7. Click the Search_ button.
Search
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Favnvr\tes i MalnvMenu > Reporting Tools > Query > Query WViewer [3]

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp
Query Yiewer
Enter any information you have and click Search. Leawe fields blank for a list of all values
“SearchBY:  [auerymame =] begins with CU_AP_LINAPPR_VINDR
ST Advanced Search
Search Results
“Folder View: -- All Folders - i
o Runto Runto Runto Add to
Query Hame Description Owner Folder HIML Excel xmL Sehedule e
CU_AP_UNAPPR_WNDR Unapproved Yendors Public HTML Excel bl Schedule Eavorite
Done T T [ mteme [Fa = [®aew « )

Step Action

8. Decide which method you would like to use to run the query. In this case, we will
click the HTML link.
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ntstweb.cc.columbia.edu: 17080/

ICAction=ICQryNameURL=PUBLI - Windows Internet Explorer M= I
) |E http:/tfntstweh.:c‘mlumhua.adu:1msntpscjfnsltrd,lfEMPLDVEEfERPfqt?chcnnn:l(erNameuRL:Fj Bl X | [ Live Search Pl

File Edit Yiew Favorites Tools Help
<y Favorites | 2| Suggested Sites » @ Web Sice Gallery ©
(& hitp:/ ffrtstweb.cc.columbia,edu: 17080/psc/fns1trd .. | | 5 - Bl - [ e=h - Page~- Safety - Took - - >
CU_AP_UNAPPR_VNDR- Unapproved Yendors
Download results in . Excel Spreadsheet CovTextFile xmLFile (1 kb)
i Al First [] 13013 [ Last
SetiD | Vendor ID Vendor Name ND:;'“B “I'S" Date Created | CreatedBy | DateLastModifieq | 25t ModiMied
CARSWELL GO LTD CORP 0412002012
1|ouseT oonnooonn | 4507 Chy B wP_TEST 01
2|cuseT | ooonoonoo3|EULY00 PUB CO LTD 4592 CHv O4r2712012 “P_TEST_D1
2:33.24PM
0472602012 0412602012
3|cusET | 0000062274 |Test B AP _TEST b | D150 AP_TEST_01
Dane s | [ [ [ [ @ mene [ - [®Rwow -
@istant| | & | 4 Review Vendors - winda... | @ cuery Viewer - Windows... |[ @ http://ftstweb.cccol... [«

Step

Action

The results of the query will launch in a separate window. Identify which vendors

you would like to approve, and now we will locate the vendor using the vendor
search pages.
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indows Internet Explorer [_[O[=]
[

IS [ e fnestusen. cc columbia.edu: 1 70m0ipsc fnattrd_1/EnpLOVEE fERPjaf7ICAction=IcryameURL=F (2] | B # | X | [ Live search P

File Edit Yiew Favorites Tools  Help

<y Favorites | 2| Suggested Sites » @ Web Sice Gallery ©

(& hittp:/fFrtstweb.cc columbia,edu; 17080/psc/fng1trd ., | |

& - - [ gsh - Page- Sefety- Took - @~

CU_AP_UNAPPR_VNDR- Unapproved Yendors

Download results in . Excel Spreadsheet CovTextFile xmLFile (1 kb)
View 41 First [l 1-3.013 [l Lost
SetiD | Vendor ID Vendor Name UE ey Date Created | CreatedBy | DateLastModifieq | 25t ModiMied
Name D By

CARSWELL GO LTD CORP 0412002012
1|ouseT oonnooonn | 4507 Chy B wP_TEST 01
2|cuseT | ooonoonoo3|EULY00 PUB CO LTD 4592 CHv O4r2712012 “P_TEST_D1

2:33.24PM

0472602012 0412602012
3|cusET | 0000062274 |Test B AP _TEST b | D150 AP_TEST_01

Dane

[“a - [®i100%m -

[T [ [ mteme

Aistart| | & | 4 Review Vendors - winda... | @ cuery Viewer - Windows... |[ @ http://ftstweb.cccol... [«

Step Action

10. Click the Close button.

Favgyites | Main Mend > Reporting Todls > Query > Query Viewer [5]
ENewwindow P Help  [E Customize Page hrlp
Query Yiewer

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

“Search BY:  [Guentame =] pegins with

Search

CU_AP_UNAPPR_YNDR
Advanced Search

Search Results

“Folder View: -~ All Folders - 2

Query Hame

Description

Runto Runto Runto Add to
Qwner Eelder HTML Excel xML  SP29UI2  poygrites
ClU_AP_UMNAPPR_WNDR Unapproved Vendars Public HTML Excel xML Schedule Faviorite

T e

7 - [Hio0w -
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Step Action

11. Click the Main Menu button to navigate to the vendor search page.

ARC™

Favgpites | MainMerd > Reporting Todls > Query > Query Viewer [5]
Search Menu: ENewwindow P Help  [F Customize Page hrlp

(©)]

Query Yie

Columbia Specific
Employee Self-Service
Manager Self-Service
Supplier Cantracts
Customers

Enter any inf.
=S
See

kfor alist of all values

L CL_AP_UNAPPR_VNDR

Catalog Managemnent
Promnotions

Customner Contracts
Order Management
Pricing Configuration
Items

Wendars

Procurement Contracts
Purchasing

Irwertary
eProcurement

Services Procurement,
Sourcing
Manufacturing Definitions
Production Contral
Supply Flanning

Grants

Search F

*Folder Viey
Query Ham
CU_AP_U

RO ooy A010
Favarites

Owner Folder

1o
HTML Excel XML
Fublic HTML Excel XML  Schedule Favarite

Program Management
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Staffing

Trawel and Expenses
Trawel Admiristration

y ¥y T vy v rrrrvrrvyrvyvrovrvvyyryovoyrovvyvowovoy 4

‘roprocrooococoococcoccocboCcoCccoCoC O

-

[T [ @ meeme R

Step Action

12. Click the Vendors menu.
| 1 wendors v
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Favnvr\tes MalnvMenu > Reporting Tools > Query

®

Search Menu:

@*»

Query Yie

Columbia Specific
Employee Self-Service
Manager Self-Service
Supplier Contracts
Customers

Catalog Management
Promotions
Customer Contracts
COrder Management
Pricing Configuration
Items

Enter any inf
5
Se:

‘ith

Search F

“Folder Viey
Query

Query Har
Wendars

ProcuUrement Contracts
Purchasing

Inwentory
eProcuremment

3 wendar Information
03 1099/Global Withholding
3 Califormia EDD

CU_AP_U

Services Procurement 5 Federal Registry

Sourcing

Manufacturing Definitions
Praduction Control
Supply Planning

Grants

Program Management
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Staffing

Travel and Expenses
Travel Administration

'rrooooroocooccccoococcccoccocococ o

-

Query Viewer 3]

kforalist of all walues

Training Guide
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[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=

3 Central Contractor Registry 3

CU_AP_UNAPPR_VNDR

= Run to

Runto
XML
HL

Addto
Favorites

Schedule

= 7]
o
=
o

Schedule Eavarite

ictp: fFnistweb.cc. columbia. dur1 7080jpsp /g Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFarmula Iseript o[ [L1] ||

| € meemet

RN

Step

Action

13.

Click the Vendor Information menu.

| 1 vendor Information

Favuvmtes MalnvMenu > Repnrtng Tools > ngry >
Search Menu:

Query Yie

Columbia Specific
Employee Self-Service
Manager Self-Service
Supplier Contracts
Customers

Catalog Managernent
Promotions

Enter any inf.
=S
See

ith

Search F
Customner Contracts

Order Management
Pricing Corifiguration
Items -
Wendors

Procurement Contracts
Purchasing

Inwentary

eProcurement

Services Procurement,
Sourcing

Manufacturing Definitions
Production Contral

Supply Flanning

Grarits

Program Managerment
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Staffing

Trawel and Expenses
Travel Administration

“Folder Viey
Querny

3
3
3
3
3
3
3
3
3
3
3

Query Ham
CU_AP_U (3 Wendor Information
1 1099/Global withholding

£ Califomia EDD

(3 Federal Registry

‘rorcroroocroororoooocococcocococoococococoococococo

-

Query Viewer [

kfor alist of all values

Enewwindow 7 Help 5 customize Page B ntp

neen

3 Central Contractor Regist & Apprave

CL_AP_UNAPPR_VNDR

Runto
XML

Addto
Favorites

Favarite

Runto Runto
AL Excel

Schedule

[ Add/Update 3
3 Maintain 4

Jttp: ffnkstweb. cc. columbia. dur1 7080jpsp/Fra1trd/EMPLOYEE[ERP/5/WEBLIB_PTPP_SC.HOMEPAGE FisldFormuls.Iseript L[ [0 [ [ |

[ [ ternet [7a - [Faos -
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Step

Action

14.

Click the Add/Update menu.
| 03 addfupdate b

Favuvmtes i MainvMenu > Repnrtng Tools > ngry > Query Viewer |5

Query Yie

Enter any inf.

Searcl

“Folder Viey

Querny

Query Ham
CU_AP_U

Search Menu: Enewwindow 7 Help [ customize Page B np

® neen

Columbia Specific
Employee Self-Service
Manager Self-Service
Supplier Contracts
Customers

Catalog Managernent
Promotions

kfor alist of all values

=S
See

L CL_AP_UNAPPR_VNDR

h F

Customner Contracts
Order Management
Pricing Configuration

Items - = Runte Bunto Runte o ... Addto
AL Excel XML 2

v T vy ryr v vy or

Wendors

Procurement Contracts | ) Wendar Information

Purchasing £ 1099/Global Withholdng  — AddUpdate B verdor
Inweritory B9 Calforria EDD &3 tentan |5 Review vendars
Procurement £ Central Contractar Registy L Aporova 5] Verdor User
Services Procurement | 1 Federal Registry ! [ Define Vendor User
Sourcing [5] wendor Mame History

Manufacturing Definitions D Wendor Mame Histary Tnouiry
Production Contral

Supply Flanning

Grarits

Program Managerment
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Staffing

Trawel and Expenses
Travel Administration

‘rorcroroocroororoooocococcocococoococococoococococo

-

Ittp: ffnkstweb. cc. columbia. edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/c/MAINTAIN_WENDORS.YNDR_ID.GBLFolderpath—po | [0 [ [ [ [ @ ntemet [7a - [Fiom -

Step

Action

15.

Click the Vendor menu.
| |51 wendor
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Erewwindow 7 Help B np

Yendor Information

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

Find an Existing value  [ECEENETAEE

Limnit the number of results to (up to 300y (300

SetiD: = fuser &

Vendor ID: |hegm3 wnhj|

Persistence: [= = =]
Short Vendor Name: | begins with j| Q

Our Customer Number:  [begins with =] Q

Name 1: begins with j| Q

DBA Name: begins with 7| Q
Financial Sanctions Status:|= j | j

™ Include History [~ Correct History [~ Case Sensitive

| Bearch | Cleat |Basic Search [F) Save Search Critsria

Find an Existing Walue |Add a Mew Walue

. \ i

Done T |pmteme [Fa = [®ae «

Step

Action

16.

Ensure the "Find an Existing Value" tab is selected and enter search information for
the vendor you would like to approve. In this case, we will enter the Vendor ID.
Click the Vendor 1D field.

Page 69




Training Guide M
Vendor Processing -- Vendor Management

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

E newwindow 7 Help B nmp

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

Add a New Value

Limnit the number of results to (up to 300y (300

SetiD: - = CUSET aQ

Vendor ID: [begins with x|

Persistence: [= = =]
Short Vendor Name: | begins with j| Q

Our Customer Number:  [begins with =] Q

Name 1: begins with j| Q

DBA Name: begins with 7| Q
Financial Sanctions Status:|= j | j

™ Include History [~ Correct History [~ Case Sensitive

| Boarch | Clear |masic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

4 | 3

T T g e mteme e

Step

Action

17.

Enter the desired information into the Vendor ID field. Enter *0000000004".

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

Eewwindow 7 Help B nmp

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

Add a New Value

Litnit the number of results to (up to 300y (200

SetiD: - = CUSET aQ

Vendor ID: [begins with x| [0o0o0oo004|

Persistence: [= = =]
Short Vendor Name: | begins with j| Q

Our Customer Number: begins with 7| Q

Name 1: begins with j| Q

DBA Name: begins with 7| Q
Financial Sanctions Status:|= j | j

™ Include History [~ Correct History [~ Case Sensitive

| Search | Cleat|masic Gearch [§ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

| v
| | meemet [T - [ ni00% -

[
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Step

Action

18.

Click the Search button.

Favgrites - Main Menu > Vengurs 3 Vendurlrjurmat\un 3 Add[U'pdate > Wendor

Home

[=] Related Content

ENewwindow  ? Help  [F Customize Page B hitp

Summary | Identifying Information | Address | Contacts | Location | Custom

Identifying Information | Address | Contacts | Location Custarm
SetiD: CUSET
Vendor ID: noponnoons
Vendor Short Name:  JAPAN PUB JAPAN PUB TRAD
Vendor Name: JAPAR PUB TRADING CO LTD
Order: JAPARN PLIB TRAD Remit To: JAPAN PUB TRAD
1-2-1 BARUGAKU-CHO 1-2-1 BARUGAKU-CHO
Japan JPN Japan JPN
Status: Unapproved Last Modified By: AP_TEST_01
Persistence: Regular Last modified date: 05/1602012 3:524M
Classification: Supplier Created By: ChY
HCM Class: Created Datefime:
Open for Ordering: No Last Activity Date: 05/16/2012
Withholding: Mo
VAT: Mo
[& save | &L Retunto Search | [=] Natify Er Add Undetz/Display | | Include Histary

[E# Correct History

niEn

-

Dione

[0 o

[ € mtermet

EREYTIR

Step

Action

19.

Click the Identifying Information tab to access the status field on the vendor
record.

| [dentifying Information
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor

ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp =

/Qummary i /Address vgumacts vgucatmm AT Custom )

SetlD: CUSET endor Name 1: [JAPAN PUB TRADING CO LTD
DBA Name: ‘
WVendor ID: aoooooonng Yendor Name 2: ‘
™ withholding

agendor Short Name: JAPAN PUB JAPAM PLB TRAD I Open For Ordering
*Classification: [Supplier =l Gheck for Duplicate | T VAT Registration

= I™ Preferred Vendor
HCM Class: =
*Persistence: Regular =
“endor Status: Unapproved =

Attachments (0
. EmpandAl | Collapse Al

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer

I Create Bill To Customer

} Additional ID Numbers
* Duplicate Invoice Settings

» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

Expand All  Collapse Al

B seve &L RetumtoSearch | 5] Netity | B Add | [ Upizte/Display | [&ll Inchude History | [@ Correct History |
1 |

Done R | & € meemet [a - [®100% -

2

Step

Action

20.

Click the Vendor Status list.
|Unappruved jl

Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendar

-
) » . » . EREIated Content @Nemednw ? Help I?Custnm\ze Page htm
Address LContacts Location Custom

CUZET “endor Name 1: ‘JAPAN PUB TRADING GO LTD
DBA Name: ‘
Vendor ID: 0000000004 Vendor Name 2: ‘
™ withholding

“endor Short Name: JAPAN PUIB JAPAN PUB TRAD I Open For Ordering
“Classification: | Supplier =] Check for Duplicate | ™ VAT Registration

= I” Preferred Vendor
HCM Class: =
‘Persistence: Regular =

“endor Status: Unapproved
il Atachrnents (0
| EspandAl Collapse Al

Unapproved

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer

I” Create Bill To Customer

} Additional ID Numbers
* Duplicate Invoice Settings

» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

Expand All  Collapse Al

& seve & Retumio Search | 5] Natity | B Add | [ UpdeteDisplay | [&ll Include History | [@‘ Correct History |
<

|
Done [T T [3 e memet ERErERY
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Step

Action

21.

Here is where you will select the appropriate status for the vendor. Click
the Approved list item.

Favnvr\tes ! MainvMenu > Vendors > vendor Information > Add/Update > Wendor
ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]
Address || Contacts || Location || Customn

‘JAPAN PUB TRADING CO LTD

SetiD: CUSET “Wendor Name 1:
DBA Name: ‘
Vendor ID: 0000000004 Vendor Name 2: ‘
™ withholding

“fendor Short Name: JAPAN PUB JAPAN PUB TRAD I Open For Ordering
‘Classification: [Supplier =] | checkforDuplicate | [ VAT Registration

[ = I” Preferred Vendor
HCM Class:

‘Persistence:
“endor Status: AD

|Regular

Aftachments (0
| Expand All | Collapse Al |

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer

I Create Bill To Customer
* Additional ID Numbers
* Duplicate Invoice Settings
} Governthent Classifications
+ Standard Industry Codes
* Additional Reporting Elements
» Financial Sanctions Status

r Comments

| Expand All || collapse Al |

|B sawe £\ Returnto Search | [Z] hafify \ |Bx Addl | | B UpdiateiDisplay | | Include History | | B CorrectHistory | _
4| »
pone T T [ mteme [Fa = [®00w «

Step

Action

22.

Click the Open For Ordering option to ensure the vendor is eligible for use on
requisitions in ARC.

| ™ Open For Ordering
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Favnvr\tes'MalnvMenu > Vendors > vendor Information AddfUpdate > Wendor
[=] Retated content

/Qummary i /Address vgumacts vgucatmm AT Custom )

=

& NewWindow 7 Help Igfcuamm\zePagE http =4

"Wendor Name 1:

SetiD: CUSET
DBA Name:
Wendor ID: 000poo0n00n4 Vendor Name 2:
“fendor Short Name: JAPAN FLUE JAPAM PLB TRAD
*Classification: [Sunpiier =] Check for Duplicate |
HCM Class: =
*Persistence: Regular i
“endor Status: Approved =

‘Vendor Relationships

[ corporate Vendor
CUSET

000oo00oos

Corporate SetlD: InterUnit Vendor ID:

Corporate WYendor ID: JAPAN PUB TRADIMG CO LTD

‘JAPAN PUB TRADING CO LTD

™ withholding

™ vAT Registration
I™ Preferred Vendor

Attachrents (0

l

Epand Al Collapse All |

I~ interunit vendor

Q

+ Standard Industry Codes
* Additional Reporting Elements
» Financial Sanctions Status

Create Bill-To Customer

F Comments

| Expand All  Colapse Al -
B seve &L RetumtoSearch | 5] Netity | B Add | [ Upizte/Display | [&ll Inchude History | [@ Correct History |

4

Done 1 | & € meemet [ - [ -

Step Action

Click the Save button.

23.

> Wendor

Favnvmtas i MainvMEnu > Vendors > Wendor Information Add/Update
[=] Retated content

’Address Vgnmacts \’Lnnatmm ATe Custom )

@Nemednw ? Help @Custnm\ze?ag;

"Wendor Name 1:

CUSET
DBA Name:

Wendor ID: 0000000004 Vendor Name 2:
~fendor Short Name: JAPAN PLIB JAPAM PUE TRAD
‘Classification: [Supplier = Check for Duplicate
HCM Class: =l
‘Persistence: Regular =
“Vendor Status: Approved =]

‘Vendor Relationships

[ corporate Vendor
CUSET

000oo00oos

InterUnit Vendor ID:
JAPAN PUB TRADIMG CO LTD

Corporate SetlD:
Corporate Vendor ID:

HJAPAN PUB TRADING GO LTD

™ withholding

¥ Open For Ordering
™ vAT Registration
I” Preferred Vendor

Attachrents (0

[

Epand Al Collapse All |

I~ interunit vendor

Q

} Additional ID Numbers

* Duplicate Invoice Settings

» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

| Expand All  Colapse Al
B fave b Ulaunie Search | [E Natity | B Add

4

Create Bill-To Customer
I” Create Bill To Customer

| [ UpdeteDisplay. | [&ll Inclugle Histary | [@‘ Correct Histary |

|
RS

Done

L

| g € mtemet
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Step

Action

24.

You have successfully approved a vendor in ARC. You can now select the next
lesson.

End of Procedure.
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Request Updates to Existing Vendors

This is the Request and Enter Updates to Vendors lesson of the Vendor Management course.
Upon completion of this lesson, you will be able to:

e Request updates to vendor records
e Modify vendor information in ARC

Estimated time needed to complete lesson: 20 minutes
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Requesting Vendor Modifications

On occasion, vendor information needs to be modified. For instance, if a vendor has moved, a
modification needs to be requested using the online vendor form to update the vendor's address
information. If a user/vendor determines that an update needs to be made to a vendor record, they
will submit a request using the web-based request form found on the Procurement web page. The
Vendor Management team will then follow a similar process as with new vendors and validate
the information in OnBase before the updates are made in ARC. Vendors will also be able to
initiate the modification process, and in many cases, will be the only ones able to request the
modification (i.e. disbursement information).

Throughout the following topic, imagine a time you have faced a similar scenario: Sean receives
notification that a vendor has changed its name. He needs to submit a vendor update request so
that this change will be reflected in the system. Please access this step by step guide
(http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Requestin
g_Vendor_Modifications.pdf) to learn how to submit vendor modification requests. Please
note that the look and feel of the form will be different on the Live version of the form.
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Modifying Supplier Information

The most common updates that will be needed for suppliers are updates to their address/header
information and updates on their disbursement information. Since Department users are not able
to complete vendor disbursement information, the supplier will always be required to submit a
request to complete their desired disbursement information. Unlike new vendor requests,
suppliers will be able to initiate vendor modification requests themselves. The modification
request process for suppliers is as follows:

Supplier
Madifications

Address/Header Disbursement Info. Vendor Logs Inta
Form and Authorizes

Contact Info

Vendor Logs Into
Form

Full Form Displayed Vendor Submits
wy Non-Confidential Authorized Contact
Fields Filled In Info and Request

Vendor Makes Data Sent to
Edits OnBase

Vendor Mgt Reviews
Vendor Submits Info and Sends E-Mail
Updates to Authorized

Vendor Uses
Temporary Login to
Complete Updates

Vendor Submits
Updates

Data Sent to
tq OnBase for Review o5
by Vendor Mgt
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Modifying Employee Information

When vendors that are employees of the University need to update their address/header and/or
disbursement information, they can also initiate a vendor modification request using the online
vendor request form. Employees will follow this process when updating his/her vendor record:

Employee
Modifications

Update

UNI Address/Header Needed? Disbursementinfo. I
Authentication of of Employee
Employee

. Em
Full Form Displayed playee
2 : Completes Personal
w/ Non-Confidential N
Disbursement

Fields Filled In

Employee Submits
Employee Makes i V "
o Modifications on
Edits
Form

Data Sent to
4 OnBase for Review p3
by Vendor Mgt

Employee Submits
Modifications on
Form
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Modifying Vendor Information in ARC

When vendor requests are approved in OnBase, most of the information will automatically upload
from OnBase to ARC. For certain fields, however, the Vendor Management Team will be
responsible for inputting the information manually such as the following:

Financial Sanctions Status

Information on the "Custom™ Tab

Location Information

Withholding Information

Additional Reporting Elements (i.e. identify the vender as a Veteran, etc.)
Vendor Pay Group Code (CHK and ACH Locations Only)

Payment Handling Information (CHK and ACH Locations Only)

The following topic will demonstrate how to update information on a vendor profile in ARC. You
can also reference this quick reference guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Vendor
Modification_Cheat _Sheet.pdf) to learn where to make these updates on a vendor profile.

Procedure

Welcome to the Modifying Vendor Information in ARC topic where you will learn where to
modify different information on the vendor record.

Fawgrites - Main Menu

Personalize Content | Layout ? Help
‘Menu =

Search

> Columbia Specific

[ Supplier Contracts

[ vendors

[ eFrocurement

I Semvices Procurerment

[> Accounts Pavahle

[> Banking

> Set Up FinancialsiSupply Chain

> Enterprise Components

[ Warklist

> PeopleTools

— Change My Password
etps: fntstweb. cc columbia edu: 18443/pspffn31 gnaz/EMPLOYEE[ERPs/WEBLIB_PTPP_SC.HOMERAGE Fieldrormuatsery| | [ [ [ [ [@ mneemer [7a - [Foms -

Step Action

1. Click the Vendors link.
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Home |

Favgrites | Main Menu > Vendors

Wendars

ﬁ Vendors

Acid, maintain, or spprove vendors; manage 1099, global withhalding, or C4, E0D.
ﬁ] Add/Update ﬁ] Maintain
= Yendor =] Conversations
[=] Inactivate Yendors
= Duplicate Yendor Report
= Financial Sanctions \alidation
[= Fin Sanctions Yaldation Log

[=| Review Yendors
F= Wendor hame History
F= Wendor Name History Inguiry

Internet v W0 -
v

Step Action

2. Click the Vendor link.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Yendor Information

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

Find an Ex

Add & Mew Value

Erewwindow 7 Help B np

Limnit the number of results to (up to 300y (300

SetiD: = fuseT aQ

Vendor ID: |hegm3 wnhj|

Persistence: [= = =]
Short Vendor Name: | begins with j| Q

Our Customer Number:  [begins with =] Q

Name 1: begins with j| Q

DBA Name: begins with 7| Q
Financial Sanctions Status:|= j | j

™ Include History [~ Correct History [~ Case Sensitive

| Bearch | Cleat |Basic Search [F) Save Search Critsria

Find an Existing Walue |Add a Mew Walue

3

Done

I o

|5 - [ %100

€ tnternet

M7

Step

Action

First you will locate the vendor record that you need to update. We will search by
the vendor ID. Click in the Vendor ID field.
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Favnvr\tes i MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
Eewwindow 2 Help B ntp

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

Add a New Value
Limnit the number of results to (up to 300y (300
SetiD: B CUSET Q
Vendor ID: [begins with x|
Persistence: [= = =1
Short Vendor Name: |hegms wnhj| Q
Our Customer Number: begins with ¥] | Q
Name 1: begins withj| Q
DBA Name: hegins thj| Q
Financial Sanctions Status:|= j | j
™ Include History [~ Correct History [~ Case Sensitive
| Bsarch | Clear |masic Gearch [ Save Search Criteria
Find an Existing Walue |Add a Mew Walue
‘ | i
Done T |pmteme [Fa = [®ae «

Action

Enter the desired information into the Vendor ID field. Enter *0000000005".

Favorites * MainMenu > Wendors > endor Information > AddfUpdate > Vendar
Enewwindow 7 Help B nmp

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

Add a New Value
Litnit the number of results to (up to 300y (200
SetiD: B CUSET Q
Vendor ID: [begins with x| [0onoooo0os]
Persistence: [= = =1
Short Vendor Name: |hegms wnhj| Q
Our Customer Number: begins with 7| Q
Name 1: begins withj| Q
DBA Name: hegins wnhj| Q
Financial Sanctions Status:|= j | j
™ Include History [~ Correct History [~ Case Sensitive
| Search | Cleat |Basic Search [E) Save Search Criteria
Find an Existing Walue |Add a Mew Walue
‘ | i
pone T T [ |pmteme [“a = [®aw «
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Step Action

5. Click the Search button.

Identifving Infarmation | Address | Contacts

Favgrites - Main Menu > Vengurs 3 Vendurlrjurmat\un 3 Add[U'pdate > Wendor

Location | Custarn

E Related Content B0 Mew Window 2 Help E,/Custum\ze Page hitp
Lefed Loment )

SetiD: CUSET
\fendor ID: 0oooooonds

Vendor Short Name:  JAPAN PUB JAPAN PUB TRAD
Vendor Name: JAPAR PUB TRADING CO LTD

Order: JAPAN PUB TRAD
1-2-1 BARUGAKU-CHO
Japan JPN

Status: Approved

Persistence: Regular

Classification: Supplier

HCM Class:

Open for Ordering: Yes
Withholding: Mo
VAT: Mo

[& save | &L Retunto Search | [=] Natify

Remit To:

Last Modified By
Last modified date:
Created By:
Created Datefime:
Last Activity Date:

[Er Add

Summary | Identifying Information | Address | Contacts | Location | Custom

JAPAN PUB TRAD
1-2-1 BARUGAKU-CHO
Japan JPN

AP_TEST 1
05/1712012 12 20PM

ChY

0501742012

Upsate/Display. | | Include History

| »

Dione

[0 o

EREYTIR

Step Action

6. Click the Identifying Information tab to update identifying information.

[dentifying Information
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AddfUpdate > Wendor

Favorites : Main Menu > Vendors Wendor Information

ERelatenCnmem @NEWWmdnw ? Help Ifcuamm\zePagE hrlp =

/Qummary i /Address vgumacts vgucatmm AT Custom )

HJAPAN PUB TRADING CO LTD

SetiD: CUSET "Wendor Name 1:
DBA Name: ‘
WVendor ID: 0000000005 Yendor Name 2: ‘
™ withholding
agendor Short Name: JAPAN PUB JAPAM PLB TRAD ¥ Open For Ordering
*Classification: [Supplier =l Gheck for Duplicate | T VAT Registration
= ™ Preferred Vendor
HCM Class: =
*Persistence: Regular =
Approved I~

“Wendor Status:
Atachrnents (0

. EmpandAl | Collapse Al

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD
Create Bill-To Customer
I Create Bill To Customer

} Additional ID Numbers
* Duplicate Invoice Settings
» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

| Expand All  Colapse Al

B seve &L RetumtoSearch | 5] Netity | B Add | [ Upizte/Display | [&ll Inchude History | [@ Correct History |
1 |
Done [T T 3 e mieme [% - [ -

Step Action

7. Click the Correct History button to edit certain fields.
||§ Correct Histary |

Favnvmtas i MainvMEnu > Vendors wendor Information AddfUpdate > Wendar

EREIated Content @Nemednw ? Help I?Custnm\ze Page htm
’Address Vgnmacts \’Lnnatmm \’Cgamm )

HJAPAN PUB TRADING GO LTD

CUSET "Wendor Name 1:
DBA Name: ‘
Vendor ID: 0000000005 Vendor Name 2: ‘

™ withholding

“endor Short Name: JAPAN PUIB JAPAN PUB TRAD [ Open For Ordering
Gheck far Duplicate | 7 VAT Registration

‘Classification: [Supplier =

HCM Cl = I” Preferred Vendor
lass: |

‘Persistence: Regular =

“fendor Status: Approved =]

Attachments (0
| EspandAl Collapse Al

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer
I” Create Bill To Customer

} Additional ID Numbers
* Duplicate Invoice Settings
» Government Classifications

+ Standard Industry Codes

* Additional Reporting Elements
» Financial Sanctions Status

r Comments

| Expand All  Colapse Al
& seve & Retumio Search | 5] Natity | B Add | [ UpdsteDisplay | [&ll Include History | [|§>f CorrectHistary. |
< |
Done [T T [3ememet ERErRY
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ARC™

Step

Action

8.

Click the Expand section button to expand the Additional Reporting Elements
section of the page.

4

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

@ Summary i @ Address i LContacts hTe Location (0 Custom )
SetlD: CUSET endor Name 1: [JAPAN PUB TRADING CO LTD
DBA Name: ‘
Vendor ID: 0000000005 Vendor Name 2: ‘
™ withholding

“endor Short Name: JAPAN PUIB JAPAN PUB TRAD [ Open For Ordering
‘Classification: [Suppiier R Ghieck for Duplicate | 7 VAT Registration

= I” Preferred Vendor
HCM Class: =
*Persistence: Regular =
“fendor Status: Approved =

Atachrnents (0
| Expand All | Collapse All |
‘Vendor Relationships
[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp -

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer
I Create Bill To Customer
* Additional ID Numbers
* Duplicate Invoice Settings
} Governthent Classifications
+ Standard Industry Codes

~ Additional Reporting Elements

Common Parent's TIN: ,— Common Parent's Name: ‘

Type of Contractor: I ﬂ HUBZone Program: I ﬂ
SDB Program: I j Size of Small Business: I j
Other Preference Programs: I ﬂ VOSB: I j

|
T T [ e mieme [ - [®R1oew -

Step

Action

Click the button of the scrollbar.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

=

| Expand All || Collapse Al |

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer

I Create Bill To Customer

> Rt

al ID Numbers
* Duplicate Invoice Settings

» Government Classifications
+ Standard Industry Codes

~ Additional Reporting Elements

Common Parent's TIN: Common Parent's Name: ‘
Type of Contractor: HUBZone Program: I j
Size of Small Business: I j

Other Preference Programs: VOSB:

I
SDB Program: I
I
I

L L L Ll

Ethnicity:
™ Emerging Small Business
[~ Women-Owned Business
[~ veteran
I Disabled

¥ Financial Sanctions Status

> Comments

Expand All || Collapseal |

| save | £ Retuntosearch | [Z] Nty | |Ek add | | Updateisplay | |2 Include History | | 57 Correct History. | —

Surmmary | Identifing Infarmation | Address | Contacts | Location | Custom
4

B

|
T T [3 e mieme [%a - [ -

Step Action

10. Select applicable options. In this case, you will update the Veteran field of the page.
Click the Veteran option.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

| Expand All || Collapse Al |

‘Vendor Relationships

[ corporate Vendor [ Interunit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate WYendor ID: 000oo00oos JAPAN PUB TRADIMG CO LTD

Create Bill-To Customer
I Create Bill To Customer

* Additional ID Numbers
* Duplicate Invoice Settings
» Government Classifications

+ Standard Industry Codes

~ Additional Reporting Elements

|

Common Parent's TIN: Common Parent's Name:

\
Type of Contractor: I j HUBZone Program: I j
SDB Program: I j Size of Small Business: I j
Other Preference Programs: I ﬂ VOSB: I j
Ethnicity: I ﬂ

™ Emerging Small Business
[~ Women-Owned Business
[ veteran
I Disabled

¥ Financial Sanctions Status

> Comments

Expand All || Collapseal |

| save | £ Retuntosearch | [Z] Nty | |Ek add | | Updateisplay | |2 Include History | | 57 Correct History. | —

Surmmary | Identifing Infarmation | Address | Contacts | Location | Custom
4 |

T T [3 e mieme [ - [ -

B

Step Action

11. Click the Expand section button to expand the Financials Sanctions Status section
of the page. Note: Vendor Management will only update the Financial Sanctions
Status if the vendor has a status of "Reviewed". The team will then need to research
the vendor information to confirm that the vendor matches what is on the OFAC list.
If it does match, the Vendor Management Team will change the status to "Blocked".
If not, change the status to "Cleared".
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‘Vendor Relationships

Corporate SetlD:
Corporate Vendor ID:

Training Guide

Vendor Processing -- Vendor Management

wendor Information > Addf/Update > vendor

[ corporate Vendor
CUSET

000oo00oos

InterUnit Vendor ID:
JAPAN PUB TRADIMG CO LTD

R

 Expand Al

=

| callapse Al

I~ interunit vendor

Q

Create Bill-To Customer

* Additional ID Numbers
* Duplicate Invoice Settings
» Government Classifications
+ Standard Industry Codes
~ Additional Reporting Elements
Common Parent's TIN:
Type of Contractor:
SDB Program:
Other Preference Programs:

Ethnicity:

~ Financial Sanctions Status

*Financial Sanctions Status:
Sanctions Status Date:

r Comments

I Create Bill To Customer

—

L L L Ll

™ Emerging Small Business
[~ Women-Owned Business
[ veteran
I Disabled

Review =
0471372012

Expand All /|

Collapse All

Common Parent's Name:
HUBZone Program:
Size of Small Business:

YOSB:

Sanctions Update User Id:

TEST_BATCH

[

|
| 4 |6 mtemet |75 - [ w00 -

N

Step

Action

12.

I R evigw

=

Click the Financial Sanctions Status list to select the appropriate option.

Favorites : Main M > Wendors >

‘Vendor Relationships

Corporate SetlD:
Corporate Vendor ID:

CUSET
0n0oo0nnoos

wendor Information > Add/Update > vendor

™ corporate Vendor

InterUnit Wendor ID:
JAPAMN PUB TRADING CO LTD

R

. Expand Al

=

| Callapze Al

I Interunit Vendor

Q

Create Bill-To Customer

* Additional ID Numbers

* Duplicate Invoice Settings

} Governthent Classifications
» Standard Industry Codes

~ Additional Reporting Elements

Common Parent's TIN:

I Create Bill To Customer

—

Common Parent's Name:

Type of Contractor: I ﬂ HUBZone Program: I ﬂ
SDB Program: I j Size of Small Business: I j
Other Preference Programs: I ﬂ VOSB: I j
Ethnicity: I ﬂ
™ Emerging Small Business
[~ Women-Owned Business
[ veteran
I Disabled
~ Financial Sanctions Status
*Financial Sanctions Status: Revigw 2
Sanctions Status Date: Blocked
Cleared . b=
Sanctions Update User ld: TEST_BATCH
r Comments
| Expand All | ColapseAl .
< | »
T L e mternet Fa - [%woe -
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Step

Action

13.

Click the Cleared option.
ICIeared |

FavnvmtasEMainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor

s R

| Expand All | Collapse Al |

‘Vendor Relationships

™ corporate Vendor [ InterUnit Vendor

Corporate SetlD: CUSET InterUnit Vendor ID: Q
Corporate Yendor ID: 0n0oo0nnoos JAPAMN PUB TRADING CO LTD

Create Bill-To Customer
I Create Bill To Customer

~ Additional Reporting Elements

Common Parent's TIN: ,— Common Parent's Name: ‘

Type of Contractor: I ﬂ HUBZone Program: I ﬂ
SDB Program: I j Size of Small Business: I j
Other Preference Programs: I ﬂ VOSB: I j
Ethnicity: I ﬂ

™ Emerging Small Business
[~ Women-Owned Business
[ veteran
I Disabled

~ Financial Sanctions Status

*Financial Sanctions Status:

Days before next validation:

Sanctions Status Date: 0611302012 ™ skip future validation -

r Comments

| Expand All || cColapseal |

< | _‘J
4

[T T | [3ememet |75 = | % 100

Step

Action

14.

Click the button of the scrollbar.
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Favorites : Main Menu > endors

Wendor Information

AddfUpdate > Wendor
| Corparate vendor ID: Josooooaoos JAPAN PLIB TRADING €O LTD =
Create Bill-To Customer

I~ Create Bill To Customer

F Additional ID Numbers
* Duplicate Invoice Settings

F Government Classifications

» Standard Industry Codes

~ Additional Reporting Elements

Commeon Parent’s TIN: ,— Common Parent's Name: ‘

Type of Contractor: [ = HUBZone Program: [ =
SDB Program: | ﬂ Size of Small Business: | ﬂ
Other Preference Programs: I ﬂ VOSB: I ﬂ
Ethnicity: I j

[ Emerging Small Business
[~ women-Owned Business
¥ veteran
™ Disabled

~ Financial Sanctions Status

‘Financial Sanctions Status:

Days hefore next validation:

Sanctions Status Date: 081342012 [ skip future validation

» Comments

| EspandAl Gollapse Al

[E Save [Q Returnto Search | [El Ntity \

Summary | formation | Address | Corfacts | Location | Custam

b paa | | ) Upsistemisplsy | | noiuss History | | 57 Corect History

4

1

|
T T [3 e mieme [a - [®100% -

N

Step Action

15. Click the Save button.

Favorites : Main M > Wendors

Wendor Tnformation

AddfUpdate > Wendar

SetiD: CUSET “Vendor Name 1: [hapaN PUB TRADING CO LTD v -

DBA Name: ‘
WVendor ID: 0000000005 Vendor Name 2: ‘
I withholding

“yendor Short Name: JAPAN PUB JAPAM PUB TRAD ¥ Open For Ordering
“Classification: | Supplier j Check far Duplicate | I” viT Registration

- ™ Preferred Vendor
HCM Class: |
‘Persistence: Regular =
“Vendor Status: Approved =

Attachments (0
| Epand Al Gollapse All |

Vendor Relationships

™ corporate Vendor ™ InterUnit Vendor
Corporate SetlD: CUSET InterUnit Vendor ID: Q

Corporate Vendor ID: 0000000005 JAPAMN PUB TRADING CO LTD

Create Bill-To Customer
[ Create Bill To Customer

F Additional ID Numbers

» Duplicate Invoice Settings
F Government Classifications
+ Standard Indusiry Codes .

~ Additional Reporting Elements

Common Parent’s TIN: ,— Common Parent's Name: ‘

Type of Contractor: I ﬂ HUBZone Program: I j
SDEB Program: I ﬂ Size of Small Business: I j
Other Preference Programs: | j YOSB: | j
Ethnit I ﬂ

rEmergingSmaIIBus ess
I amr e

|
T L e mternet Fa - [%woe -
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Step

Action

16.

Click the button of the scrollbar.

Favarites | Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

Home |

[=] Related content &0 mewwindow P Help [ Customize Page | Shhy <

b=
’Address \/gnntacts V\:nnatinn (e Custom )

SetiD: CUSET “endor Name 1: [b#PAN FUB TRADING GO LTD
DBA Name: \
Vendor ID: 0000000005 Vendor Name 2: ‘
™ withholding

“endor Short Name: JAPAN PUB JAPAR PUB TRAD [ Open For Ordering
*Clagsification: Supplier =] | CheckforDuplicate | I” vaT Registration

- I” Preferred Vendor
HCM Class: =
“Persistence: Regular =l
“Yendor Status: Approved =l

Aftachments (0
| Expand &Il || Collapse All |

Vendor Relationships

™ corporate Vendor ™ InterUnit Vendor
Corporate SetiD: CUSET InterUnit Vendor ID: Q

Corporate Vendor ID: 1000000005 JAPAMN PUB TRADING CO LTD

Create Bill-To Customer

I~ Create Bill To Customer -

F Additional ID Numbers

* Duplicate Invoice Settings

¥ Government Classifications

} Standard Industry Codes

~ Additional Reporting Elements

Common Parent’s TIN: Common Parent’s Name: ‘

Type of Contractor: I ﬂ HUBZone Program: I j

SDB Program: | j Size of Small Business: | j

Other Preference Programs: I ﬂ VOSB: I ﬂ
4| =
Ittps: /fntstweb. cc columbia edu: 18443/pspffnd1 gnaz/EMPLOYEE/ERP{c/MAINTAIN_WENDORS.VNDR_ID.GBL7FolderPath=| | | | | [ b Intemet RN

Step

Action

17.

Click the Location tab to edit Location information for the vendor.

Page 92




m Training Guide
Vendor Processing -- Vendor Management

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

E Related Content LE’NEWW\TMDW ? Help E,-/Cuamm\ze Page hitp
Lielated Lontent =)

Surnmary | Identifying Information | Address || Contacts Custom
SetiD: CUSET
Vendor ID: 0000000008 Short Vendor Name: JAPAN PUB TRAD Hame: JAPAN PUB TRADING COLTD

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

Location Find | View &l Frst & 102 O Last

HE

“Location: CHK-01 ¥ Defautt RTvFees Atachments (01

Description: |

Find | view &Il First B2 4 of 1 13 Last

*Effective Date: 01/01/2001 Effective Status: Active =l =
| EpandAl | Gollapseal |
Options: Payahles Procurement SalesilUse Tax Globalf 0849 Withholding

+ Additional ID Num'z

Payshbles Options
» Comments
* Internet Address

> VAT

| Esxtpand All | | Collapss All

|E Save &4 Retunto Search | =] hafify \ =3 Auu_\ & UpdaleJD\Splay_‘ | Include Histary \ | [ Correct Histary |

Summary | Identifying Information | Address | Contacts | Location | Custom

1 | i
iarvascript:hction_wind(document. wind, VNDR_LOC_WRKI_WNDR_PAY_OPT_PE$U, 0, 0, Payables, false, true); T T e meeme [Fa = [®ae «

Step Action

18. Click the Payables link to learn how to place a vendor on Payment Hold to prevent
vouchers to the vendor from being paid in pay cyle. You can also flag a vendor for
separate payment so that payments to the vendor are not consolidated. This is also
where you will update the Payment Group Code and Payment Handling information
for Check and ACH Locations. Lastly, you will see how to to define ACH payment
layout and vendor's ACH bank account information.
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor

[=] Related Content & New Window 7 Help Igfcuamm\zePagE hrlp =

=

Payables Options

SetiD: CUSET Location: CHK-01
Vendor ID: 0000000005 Description:
Short Vendor Name: JAPANPUB  JAPAN PUB TRAD
Hame: JAFAN FUB TRADING GO LTD | ExpandAl | Collapsesll |
Vendor: 0000000005 JAPAN PUB TRADING CO LTD
Address: 1 Billing Address
Seah 1-2-1 BARUGAKL-CHO
SR
Location: CHK-D1
“fendor: 0000000005 |4 JAPAN PUB TRADING CO LTD
*Address: 1 Billing Address
Search 1-2-1 SARUIGAKL-CHO
SR
“Location: CHK-01 Q

¥ Additional Payables Options

» Matchingifpproval Options

» Electronic File Options

*+ Self-Billed Invoice Options

» Vendor Bank Account Options
¥ Vendor Type Options

* HIPAA Information

» Debit Memo Options

» Payment Notification
4 |
iavascript:submitiction_win0(dacument wind, ¥NDR_LOC_WRK1_VNDR_PAY_OPT_PE'; T T [ e mieme [ - (" -

Step

Action

19.

Click the Expand section button.
¥

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

elated Contenl ewWindow 7 Help ustomize Page 2
[Z]Related content 0 Newwindow 7 Help  [E cust P B hp =

niEn

Payables Options

SetlD: CUSET Location: CHK-01
Vendor ID: 0000000005 Description:
Short Vendor Name: JAPAN PUB JAPAN PUBTRAD
Mame: JAPAN PUB TRADING CO LTD | ExpandAl CollapseAl
Vendor: 0000000005 JAPAMN PUB TRADING CO LTD
Address: 1 Billing Address
Search 1-2-1 SARUGAKU-CHO
JPN
Location: CHK-01 Sl
“Wendor: 0000000005 QL JAPAN PUB TRADING CO LTD
“Address: 1 Billing Address
Search 1-2-1 SARUGAKU-CHO
JPN
“Location: CHK-01 Q
~ Additional Payables Options

[Collapse section ek

Pay Group: Q *Bank Options: |Defaultfrum Higher Level
“Delay Days: [Default from aU =] Bank: Q
Discount: u Account: [ &
Het: 0 Currency: e}
™ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount ™ Separate Payment
< \
[javascript:submitAction_win0(document.wind, ¥HNDR_LOC_WRKL_VNDR_PAY_OPT_PE'); [ [ [ [ [3@mneme 5~ [%omm -
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Step

Action

20.

Click the button of the scrollbar.

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

Japan JPN B

“Location: [cHKoT @

L ————————

Pay Group: [ *Bank Options: [Default rom Higher Level =l

“Delay Days: [Default from BU =] | Bank: [ Tla

Discount: ’70 Account: ,7 Q

Net: ’7[' currency: ,7 QU

:: :::rl::sa’(’::::“;iscuum :: g:ﬂ:?ﬁgm Rate Type:

I Factoring I Apply Netting

*Draft Site Options: |Dafaunfmm Higher Level ;I *Pay Method Options: | Defaultfrom Higher Level j

Draft Sight Code: [ Payment Method: | =1

“Draft Rounding: [Da Mot Use =] “Layout Option: |u=ae Bank Account Default |

Rounding Position: ’7 Layout: Q
“Remaining Amount Action: [Da notissue Drait =] || *Handing Options: [Defautt from Higher Level =]
“Payment Method: [CHK/ @ check Handling: [Ta
“Draft Optimize: [Da ot Use =] | Reschedulep: [

Max Number of Drafts: ’7
“Holiday Processing: [Default from Higher Level =] | *sequencing Options: [Default from Higher Level =1
i . Document Type: | j
Holiday Options: lﬁ
Days: [ I allow due date in next month
1 |
pone T T [ mteme [“a = [®ao0w «

Step

Action

21.

Click the Look up Pay Group (Alt+5) button to define the pay group code.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Look Up

Look Up Pay Group

SetiD: CUSET

Pay Group Cnde:l begins with Bl

- LookUp | Clear || Cancel |gasic Lookup

Search Results

ay Group Code Deseription

Jjavascript:ptCommonGhj.updatePrompt(dacument. wind, #ICRowD'};

[ [ femnm

R

Step Action

22.

Click the BU link.

Holiday Options:
Days:

Fawgrites © Main Menu > Vendors »  vendor Information > Add/Update > vendor
N ) - " TJapan JPH - -]
“Location: WQ
L ———
Pay Group: bu Bl *Bank Options: [Derauttfrom Higher Level =l
“Delay Days: [Defaultfrom Bu =] | Bank: [T
Discount: [ Account: a
Net: [ Currency: [Ta
|': :I[:nlll:;:]t’;:l::ismum |': g::::ftt‘:“a‘;:‘:m Rate Type:
I” Factoring ™ &pply Netting
Draft Processing Control
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [Derauttfrom Higher Level =1
Draft Sight Code: & Payment Method: | =l
“Draft Rounding: [Da Mot Use =] | *Layout Option: [Use Bank Account Default =1
Rounding Pasition: ’_ Layout: Q,
*Remaining Amount Action: IDD notissue Drat j *Handling Options: | Defaultfrom Higher Level j
“Payment Method: [CHK @ check Handling: [ a
“Draft Optimize: [DoNotuse = Reschedule ID: [ a
Max Number of Drafts: ’_
Foliay Processing Opiions |
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level

Type:
[

=

[l
I 7]

™ Allow due date in next month

[ [ [ [ [ [3@mneme 75~ [%omm -
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Step Action

23. Click the Hold Payment option to put a hold on payments to this vendor.
|~ Hold Payment

Favnvr\tes MalnvMenu > \fengnrs > Wendor Invfnrmatmn > Add[uvpdate > vendor
Japan JPH =
“Location: CHK-01 a,
L ——————
Pay Group: Bu @ au *Bank Options: [Defaultfrom Higher Level =l
“Delay Days: [Default from BU =l Bank: Q
Discount: i} Account: ’7 Q
Net: g Currency: Q
[ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount [ Separate Payment
™ Factoring ™ Apply Netting
*Draft Site Options: |Dafaunfmm Higher Level ;I *Pay Method Options: | Defaultfrom Higher Level j
Draft Sight Code: Q Payment Method: | =1
“Draft Rounding: [Da Mot Use =] “Layout Option: [Use Bank Account Default =1
Rounding Position: ’7 Layout: Q
*Remaining Amount Action: [Da notissue Draft =] | Handiing Options: [Default rom Higher Level =l
“Payment Method: CHK Q. Check Handling: Q
“Draft Optimize: [Daratuse =] | Reschedulep: Q
Max Number of Drafts: ’7
=
“Holiday Processing: [Defaultrarn Higher Level =] | |"sequencing Options: [Derauttfrom Higher Level =1
Document Type: -
Holiday Options: B I J
Days: [ I allow due date in next month
g |
T T [ mteme [Fa = [mae -« )
Step Action
24. Click the Separate Payment option to separate payments to this vendor.
| " Separate Payment|
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Search 1-2-1 BARUGAKU-CHO
JPN

CHID1 aQ

“Location:

~ Additional Payables Options

Pay Group: BU @ AU *Bank Options: [Derauttfrom Higher Level =1
*Delay Days: |Dafau\lfmm BuU LI Bank: Q
Discount: 0 Account: Q
Het: 0 Currency: Q
P .
[ Hold Payment I Complex Routing Rate Type:
™ Always take discount ¥ Separate Payment
™ Factoring ™ Apply Netting

Draft Processing Control

Additional Payment Information

“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [Defautt from Higher Level =

Draft Sight Code: [ a Payment Method: [ =1

“Draft Rounding: [Do hotuse =] || *Layout Option: [Use Bank Account Default =]

Rounding Pasition: ’_ Layout: ,— Q,

*Remaining Amount Action: IDD notissue Drat j *Handling Options: | Defaultfrom H\g

“Payment Method: [CHK @ check Handling: [ a

“Draft Optimize: [DoNotuse = Reschedule ID: [ a

Max Humber of Drafts: ] |

Holiday Processing Options

“Holiday Processing:

Holiday Options:
Days:

4

|Dafau\lfmm Higher Level

H

*Sequencing Options:
Type:

[~

™ Allow due date in next month

Document Sequencing Type

|Defaultfmm Higher Level

||

B

iavascript:pAction_win(document..wind, VENDOR_PAY_EFT_LAYOUT_CD$prompt$0;

[

| € meemet

R

Step Action

25. Click the Pay Method Options list to define ACH Payment Layout.

IDefauItfrnm Higher Level

=

FavnvmtasEMainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor

JPN ﬂ
“Location:

CHEK-01 Q

~ Additional Payables Options

Pay Group: U Q@ BuU *Bank Options: |Defaultfrum Higher Level j
“Delay Days: [Default from aU =] Bank: Q
Discount: u Account: [ &
Het: 0 Currency: e}
- .
[ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount [ Separate Payment
I Factoring I Anply Netting

*Remaining Amount Action:

Draft Processing Control

[Da natissue Dran

L«

*Handling Options:

Additional Payment Information

“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [Derautt from Higher Level =1
Drafi Sight Code: ’— Q Payment Method: Default frorm Higher Lewe|

“Draft Rounding: [Domotuse =] | “Layout option: e

Rounding Pasition: ’_ Layout: ,— Q,

|Defaultfrum Higher Level

“Payment Method: CHK @ check Handling: Q
“Draft Optimize: [Dohotuse =] | RescheduleD: Q
Max Number of Drafts: ’_

“Holiday Processing:

Holiday Options:
Days:

Holiday Processing Options

|Dafau\lfmm Higher Level

H

*Sequencing Options:
Type:

[~

™ Allow due date in next month

Document Sequencing Type

|Defaultfmm Higher Level

[l
[

4 | »

LT T T e e mteme:

RS
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Step

Action

26.

Click the Specify list item.

ARC™

Favarites © Man Menu > Vengurs > vendor Injormat\nn > Add[u_pdate > Wendar
JPN =
“Location: CHK-01 Q,
~ Additional Payables Options

Peyment Comro L ——————
Pay Group: BU Q au *Bank Options: [Default rom Higher Level =l

*Delay Days: |Dafau\lfmm BuU LI Bank: (e}

Discount: i} Account: Q

Net: o Currency: QU

v .

¥ Hold Payment ™ complex Routing Rate Types:

I~ Aiways take discount [ Separate Payment

I Factoring I Apply Netting

Draft Processing Control Additional Payment Information
*Draft Site Options: IDEfau\Ifmm Higher Level LI *Pay Method Options: Specify hd

Draft Sight Code: Q Payment Method: | |
“Draft Rounding: [Da Mot Use =] *Layout Option: [Use Bank Account Default =1

Rounding Position: ’7 Layout: Q
“Remaining Amount Action: [Da notissue Drait =] || *Handing Options: [Defautt from Higher Level =]
*Payment Method: CHK Q. Check Handling: Q
*Draft Optimize: [Da hotuse =] | RescheduleD: Q

Max Number of Drafts: ’7

Holiday Processing Options Document Sequencing Type
“Holiday Processing: [Default from Higher Level =] | *sequencing Options: [Default from Higher Level =1

Document Type: | j
Holiday Options: B
Days: [ Allow due date in next month
| »
T[T [ mteme V5~ [fomm -

Step

Action

217.

Click the Payment Method list.

| |
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Favnvr\tes i MalnvMenu > Vendors > vendor Information AddfUpdate > Wendor
JPN B
*Location: CHK-01 Q
~ Additional Payables Options
Beplen ety [ —————
Pay Group: Bl Q Bl *Bank Options: [Derauttfrom Higher Level =l
“Delay Days: [Default from U =] Bank: Q
Discount: 1] Account: Q,
Net: a Currency: Q
- .
[ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount [~ Separate Payment
I” Factoring ™ &pply Netting
Draft Processing Control Additional Payment Information
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]
Draft Sight Code: Q Payment Method: | j
*Draft Rounding: |Da MotUse j *Layout Option:
Rounding Position: ’_ Layout:
*Remaining Amount Action: IDD notissue Draf j *Handling Options: Draft- Customer Initiated
“Payment Method: CHK Q Check Handling: Draft- Vendor Initiated
Electronic Funds Transfer
“Draft Optimize: [DoNotuse =] | RescheduleD: Gira - EFT
Max Number of Drafts: ’_ Egttoerr ng:‘;éit
Holiday Processing Options Document Sequencing Type Igar:ual g';e“;
ystem Chec o
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Option: \Wire Transfer
Type: j
Holiday Options: [ =1 I
Days: ™ Allow due date in next month
« \
T T [ mteme [ - [®m -

Step Action

28.

Click the Automated Clearing House list item.

Favarites

‘Location:

JPN

CHK-D1 Q

Main Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

~ Additional Payables Options

Payment Control

Pay Group:
*Delay Days:
Discount:

Net:

¥ Hold Payment

™ Always take discount
I Factoring

ETEY

Bu

[Default from aU

a

1)
™ complex Routing
[+ Separate Payment
I Apply Netting

=

*Bank Options: | Defaultfrom Higher Level
Bank: ,7@\

Account: [Ta

Currency: ,7 QU

Rate Type:

*Draft Site Options:

Draft Sight Code:

“Draft Rounding:

Rounting Position:
“Remaining Amount Action:
*Payment Method:

*Draft Optimize:

Max Numnber of Drafts:

Draft Processing Control

|Dafau\lfmm Higher Level

[ &

L«

|Dn Mot Use

O

L«

|Dn notissue Draft

CHKIQ Check

L«

|Dn Mot Use

n

L«

*Handling Options:
Handling:
Reschedule ID:

Additional Payment Information

*Pay Method Options: [Sneciiy =
Payiment Metho:

*Layout Option: |Use Bank Account Default j
Layout: ’7 Q

|Defaultfmm Higher Lewal
Q
Q

Holiday Processing Options
*Holiday Processing:

Holiday Options:
Days:

|Defau\lfrum Higher Level

[

jv

I Allow due date in next month

Document Type:

Document Sequencing Type

*Sequencing Options:

|Defaultfrum Higher Level

I E

[ [ [ [ [ [3@mneme 5~ [%omm -
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Step Action

29. Click the Layout Option list.
|Use Bank Account Default j|

Favnvmtas i MainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor
JPN d
“Location: CHK-01 Q
~ Additional Payables Options
Dapmont Contra e —————
Pay Group: BU @ 0} *Bank Options: [Default from Higher Level =l
“Delay Days: [Detautfrorn BU =] Bank: Q
Discount: 1] Account: Q
Net: a Currency: e}
v "
[ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount [ Separate Payment
I” Factoring I” &pply Netting
Draft Processing Control Aditional Payment Infor mation
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]
Draft Sight Code: Q, Payment Method: |Aulumaled Clearing House j
“Draft Rounding: [Da Mot Use =] | *Layout Option: [Use Bank Account Default =1
i ition: Layout:
Rounding Position: ’_ o Use Bank Account Default
*Remaining Amount Action: IDD notissue Drat j *Handling Options: | Defaultfrom Higher Level LI
“Payment Method: CHK @ check Handling: Q
“Draft Optimize: [Damatuse =] | RescheduleD: Q
Max Number of Drafts: ’_
Holiday Processing Options Document Sequencing Type
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level j
Document Type: | j
Holiday Options: B
Days: ™ Allow due date in next month
4 | »
[T T T [ e meeme e

Step Action

30. Click the Specify list item.
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Favnvr\tes i MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
JPM d
*Location: CHK-01 Q
~ Additional Payables Options

Pay Group: BU & BU *Bank Options: [Derauttfrom Higher Level =l
“Delay Days: [Detautfrorn BU = | Bank: [ Ja

Discount: 1] Account: Q

Net: o Currency: [Ta

P .

[ Hold Payment ™ Complex Routing Rate Type:

™ Always take discount ¥ Separate Payment

I” Factoring ™ &pply Netting
Draft Processing Control Additional Payment Information
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]

Draft Sight Code: Q, Payment Method: |Aulumaled Cleating House j
*Draft Rounding: |Da MotUse j *Layout Option: iy

Rounding Pasition: ’_ Layout: Q,
“Remaining Amount Action; IDD notissue Draf j *Handling Options: | Default from Hig gokup Layout (Al+5) =
“Payment Method: CHK @ check Handling: Q
“Draft Optimize: [Dohotuse =] | RescheduleD: Q
Max Number of Drafts: ’_
Holiday Processing Options Document Sequencing Type
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level j

Type: j
Holictay Options: [ =l I
Days: ™ Allow due date in next month
g |
iavascript:pAction_wind(document. wind, VENDOR_PAY_EFT_LAYOUT_CD$oromptsn); T T [3 e meeme [ - [®m -

Step Action

31. Click the Look up Layout (Alt+5) button to select a Layout option.

Home |
Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendor

Look Up

Look Up Layout

- Cancel |

Search Results

! avor [

820 ACH Gateway EDI 820 Payment Farmatfor ACH

cCchD Gateway MNacha CCD Payment Format
CO+

D+

nECEDTRN

|CTAB20FED |
IS Gateway NACHA IAT Pavinent Format
1802 Gateway |20 20022 Credit Transfer ¥2
150 CT 03 Gateway (IS0 20022 Credit Transfar ¥3
PAYMENTEIP ateway PeopleSoft XML Format

MACHA PPD Payment Format
P an Payment & D

|pone [ [ [ [ mneme 5~ [%omm -
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Step

Action

32.

Click the PPD link.

Favarites © Man Menu > Vengurs > vendor Injormat\nn > Add[u_pdate > Wendar
Japan JFN |
*Location: CHK-01 Q
~ Additional Payables Options
Daymont Contra e —————
Pay Group: Bl Q Bl *Bank Options: [Derauttfrom Higher Level =l
“Delay Days: [Default from U =] Bank: Q
Discount: 1] Account: Q
Net: a Currency: Q
- .
[ Hold Payment ™ Complex Routing Rate Type:
™ Always take discount ¥ Separate Payment
I” Factoring ™ &pply Netting
Draft Processing Control Additional Payment Information
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]
Draft Sight Code: Q, Payment Method: |Aulumaled Cleating House j
“Draft Rounding: [Domotuse =] || *Layout Option: [Speciy =1
Rounding Position: ’_ Layout: FFD Q
“Remaining Amount Action: [Da notissue Dran =] | *Handiing Options: =1
“Payment Method: CHK @ check Handling:
“Draft Optimize: [Da Mot Use = Reschedule ID: |
Max Number of Drafts: ’_
Holiday Processing Options Document Sequencing Type ]
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level j
Document Type: | j
Holiday Options: B
Days: ™ Allow due date in next month
| »
[ [ [ [ [3mneme V5~ [fomm -

Step

Action

33.

=

Click the Handling Options list to define the payment handling options.
|Defau|tfrn:|m Higher Leveal
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor

Japan JPN =
*Location: fchkor @
~ Additional Payables Options
[EaR=mme s —————————
Pay Group: WO\ Bu *Bank Options: |Defaultfmm Higher Level
*Delay Days: | Default from BU LI Bank: ’7 (e}
Discount: [ Account: e
Net: [ Currency: [T
v ;
:: ::T::l::sa’(’::izn;iscuum :; g:gﬁ?ﬁi’m Rate Type:
™ Factoring ™ Apply Netting
“Draft Site Options: [Default from Higher Level =] | *PayMethod Options: [Specify =1
Draft Sight Code: ’7 Q Payment Method: |Aulnmalen Clearing House j
*Draft Rounding: [Da kotuse =] | "Layout option: [Speciiy =l
Rounding Position: ’7 Layout: PO (e}
*Remaining Amount Action: [Da notissue Draft =] | Handiing Options: [efault rom Higher Level |
“Payment Method: WQ Chack Handling: Defaulﬁrm Higher Leve|
“Draft Optimize; [Da kotuse =] Reschedule ID:
Max Number of Drafts: ’7
Holiday Pracessing Options ||
“Holiday Processing: [Defaultrarn Higher Level =] | |"sequencing Options: [Derauttfrom Higher Level =1
Holiday Options: | =l e I |
Days: [ I allow due date in next month

|
T T [3 e mieme [ - [®m -

Step Action

34. Click the Specify at This Level list item.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

Japan JPN -]
*Location: CHK-01 Q
~ Additional Payables Options

Payment Control

Pay Group: WQ BU *Bank Options: |Deraultrmm Higher Level

“Delay Days: [Defaultfrom Bu =] | Bank: [T

Discount: [ Account: a

Net: [ Currency: [ a

- .

F :I[:nlll:;:]t’;:l::ismum |'; g::::ftt‘:“a‘;:‘:m Rate Type:

I” Factoring ™ &pply Netting

Draft Processing Control
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]

Draft Sight Code: e Payment Method: [Autamated Glearing House =l
“Draft Rounding: [Domotuse =] || *Layout Option: [Speciy =1

Rounding Position: ] Layout: FFD Q
*Remaining Amount Action: IDD notissue Drat j *Handling Options: it This Le:
“Payment Method: [CHK @ check Handling: [ a
“Draft Optimize: [DoNotuse = Reschedule ID: l_

Max Number of Drafts: ’_

ol Processin Options |
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level j

Holiday Options: | =l e I L
Days: ’_ ™ Allow due date in next month
. \
[javascript:paction_wino(document. win, VENDOR_PAY_PYMNT_HANDLING_CD$prompt§n’); [ [ [ [ [ mneme 5~ [%omm -

Page 104




M Training Guide

Vendor Processing -- Vendor Management

Step

Action

35.

Click the Look up Handling (Alt+5) button.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

Look Up

Look Up Handling

- Cancel |

Search Results

1= i f0 3 4 [ [

|iavascript:ptCommanahi.updatePrompt{document. winD, #ICRowD ;.

[ [ [ [ [ mneme V5~ [Fomm -

Step

Action

36.

This selection must match what you picked for the payment group code, so click
the BU link.
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Favnvr\tes i MalnvMenu > Vendors > vendor Information AddfUpdate > Wendor
JPM d
*Location: CHK-01 Q
~ Additional Payables Options

0 L [ —————
Pay Group: BU Q BU *Bank Options: [Derauttfrom Higher Level =l

*Delay Days: [Defautt from BU =l | Bank: Q

Discount: 1] Account: Q

Net: a Currency: Q

P .

[ Hold Payment ™ Complex Routing Rate Type:

™ Always take discount ¥ Separate Payment

I” Factoring ™ &pply Netting

Draft Processing Control Additional Payment Information
“Draft Site Options: [Default frarn Higher Level =] *Pay Method Options: [speciy =]

Draft Sight Code: Q, Payment Method: |Aulumaled Cleating House j
“Draft Rounding: [Domotuse =] || *Layout Option: [Speciy =1

Rounding Position: ’_ Layout: FFD Q
“Remaining Amount Action: IDD notissue Draf j *Handling Options:
“Payment Method: CHK @ check Handling:
“Draft Optimize: [Dohotuse =] | RescheduleD: Q

Max Number of Drafts: ’_

Holiday Processing Options Document Sequencing Type
*Holiday Processing: |Dafau\lfmm Higher Level LI *Sequencing Options: | Defaultfrom Higher Level j

Type: j
Holictay Options: [ =l I
Days: ™ Allow due date in next month
g |
T [ (i PR

37.

Click the Collapse section button.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

Short Vendor Name: JAPAN PUB JAPAN PUBTRAD
Hame: JEPAN PUB TRADING CO LTD | EBwandAl || Collanseal |
Vendor: 0000000005 JAPAN PUB TRADING CO LTD
Address: 1 Billing Address
Search 1-2-1 SARUGAKU-CHO
JPN
Location: CHK-01
“Wendor: 0000000005 ©, JAPAN PUB TRADING CO LTD
“Address: 1 Billing Address
Search 1-2-1 BARUGAKL-CHO
JPN
*Location: CHI-01 Q

» Additional Payables Options

» Matching/Approval Options

+ Electronic File Options

» Self-Billed Invoice Options

¥ Vendor Bank Account Options
> Vendor Type Options

+ HIPAA Information

+ Dehit Memno Options

» Payment Notification

Expand All | Collapse Al

oK \ Cancel |

4| | L
[javascript:submitAction_win0(document wind, ¥NDR_LOC_WRKL_BANK_ACCT_PE); [ [ [ [ [3@mneme 5~ [%omm -
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Step

Action

38.

Click the Expand section button to define ACH bank account information.

Home

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

Short Vendor Name: JAPAN PUB JAPAN PUBTRAD d
Name: JAPAN PUB TRADING CO LTD | Expand All | Collapse Al ]
Vendor: 0000000005 JAPAN PUB TRADING CO LTD
Address: 1 Billing Address
Searh 1-2-1 BARUIGAKL-CHO
JPN
Location: CHK-01
“Wendor: 0000000005 ©, JAPAN PUB TRADING CO LTD
“Address: 1 Billing Address
Search 1-2-1 SARUGAKU-CHO
JPN
*Location: CHIK-01 Q

» Additional Payables Options

» Matching/Approval Options
+ Electronic File Options

» Self-Billed Invoice Options

~ Vendor Bank Account Options

Callapse section | L Find | * First - 4 af1 st

Ea @ HE
¥ Default

Description: [ | gearch |
Country: usa United Stales

Bank Namne:

Branch Name: ‘

Bank ID Qualifier: Q Account Type: I j

Bank ID: -
4| | »
[javascript:submitAction_win0(document wind, ¥NDR_LOC_WRKL_BANK_ACCT_PE); [ [ [ [ [ mneme V5~ [#omm -

Step

Action

39.

Click the button of the scrollbar.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

JPN d
“Location: W Q
» Additional Payables Options
» Matchingifpproval Options
» Electronic File Options
*+ Self-Billed Invoice Options
~ Vendor Bank Account Options

Vendor Bank Accounts

First 10f1 Last

Ba @ EE

¥ Defautt
Description: [ @_\
Country: [ugn | United States
Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: Ca Account Type: =
Bank ID:

Branch ID:

Bank Account Number: ‘ Check Digit: ’_

DFl Qualifier: [a DFIID:

IBAN: ‘

» Wendor Type Options
+ HIPAA Information
+ Dehit Memno Options

» Payment Notification

| ExpandAl CollapseAl i
1 | _’lﬂ
T T [3 e mieme [Fa = [mae -«

Step Action

40.

Click the Look up Bank ID Qualifier (Alt+5) button to identify a Bank ID
Qualifier.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

Look Up

Look Up Bank ID Qualifier

Country: USA

Bank ID Qualiﬁer:l begins with 3‘

Jjavascript:ptCommonGhj.updatePrompt(dacument. wind, #ICRowD'};

[

| 4 /€ meemet

Action

RN

41.

Click the 001 link.

Favarites ©

Main Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar
JPN

CHI-01 a

» Additional Payables Options

“Location:

» Matching/Approval Options

» Electronic File Options

» Saif Billed Invoice Options

~ Vendor Bank Account Options

Vendor Bank Accounts

Bl
¥ Default
Description: ‘
Country: [usa]a Urited States
Bank Name: ‘

Branch Name: ‘

Bank ID ualifier: POT QL Uniter States Bark

Account Type:
Bank ID:
Bank Account Number: ‘
DFl Qualifier: Q DFIID:
IBAN: ‘

Search \

—

| EwpsndAMl CollapseAl

¥ Vendor Type Options
» HIPAA Information
» Dabit Memo Options

* Payment Notification

L

[ [ rermet

7 - [Hio0w -
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Step Action

42. Click the Account Type list.

| |

FavnvmtasEMainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor
JPN

“Location: CHK-01 Q

¥ Additional Payables Options

» Matching/Approval Options

+ Electronic File Options

¥+ Self_Billed Invoice Options

~ Wendor Bank Account Options

Vendor Bank Accounts

First £ 4 0r1 2 Lot

==y =
¥ Defautt

Description: [ |W_\

Country: [ugn | United States

Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 United States Bank Account Type: =

Bank ID:

Bond
Bus Acct

Bank Account Number: ‘ Check Acct

Current

DFl Qualifier: Q DFIID: Dem Dep
. Lf Ing-Met
1BAR: ‘ Life Ins
Mutual
5 RetAcct
¥

Vendor Type Options Ret I-DDA
+ HIPAA Information Ret l-5av
» Dehit Memo Options S48 Acct

» Payment Notification

Expand All

| Collapss Al | Tirne Dep

< | »

[T T [3 e memet ERER

Step Action

43, Click the Check Acct list item.
[Check Acct
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
JPN d

“Location: CHK-01 Q,

» Additional Payables Options

» Matchingifpproval Options

» Electronic File Options
*+ Self-Billed Invoice Options
~ Vendor Bank Account Options

Vendor Bank Accounts

1 First KN q o1 K3 Lt
= @& i HE
¥ Defautt
Description: [ @_\
Country: [ugn | United States
Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 United States Bank Account Type:
Bank ID:

Bank Account Number: ‘

DFI Qualifier: Q DFIID:

IBAN: \

| Expand All | CollapseAl

| »

T T g mteme [ - [®ome -

Step Action

44, Click in the Bank ID field.

Favuvmtes i

Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar
JPM

*Location: CHK-01 Q

~ Vendor Bank Account Options
Vendor Bank Accounts

ind Al First 514 0r1 14 ost
+
= 5 i HE
¥ Default
Description: ‘

Search \
Country: usa |Q

United 5States

Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 United States Bank Account Type: Check Acct =l
Bank ID: I

Bank Account Nummber: ‘

DFI Qualifier: Q DFIID:

IBAN; \

¥ Vendor Type Options

» HIPAA Information

» Debit Memo Options

¥ Payment Notification

| EwpsndAl CollapseAl

| »
[ [ [ [ [ mnteme 75~ [®iom -
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ARC™

Step

Action

45.

Enter the desired information into the Bank ID field. Enter "123456789",

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor
JPN

“Location: CHI-D1 Q

» Additional Payables Options
» Matchingifpproval Options

» Electronic File Options

¥+ Self_Billed Invoice Options

~ Wendor Bank Account Options

Vendor Bank Accounts

Find | View Al Firs 53t
Ba @ =
¥ Defautt
Description: [ | &earch
Country: [IEEN United Stales
Bank Name: ‘
Branch Name: ‘
Bank ID Qualifier: 001 Q0 nited states Bank Account Type: Check Actt =
Bank ID: [1zaa56789)
Bank Account Number: ‘
DFl Qualifier: [a DFIID:
IBAN: ‘
> Vendor Type Options
| Expand Al |l Collapseal | |
< | » i
T T [3 e mieme [ - [ -

Step

Action

46.

Click in the Bank Account Number field.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
JPN

“Location: CHK-01 Q,

» Additional Payables Options

» Matchingifpproval Options

» Electronic File Options

*+ Self-Billed Invoice Options

~ Vendor Bank Account Options

Vendor Bank Accounts

Ea @
¥ Defautt
Description: ‘

Gearch
Countrny: usa | &
\

United States

Bank Name:

Branch Name: ‘

Bank ID Qualifier: 001 Q0 United States Bank Account Type: Gheck Acet =
Bank ID: 123456785

Bank Account Number: [

DFI Qualifier: Q DFIID:

IBAN: \

» Wendor Type Options

+ HIPAA Information

+ Dehit Memno Options

» Payment Notification

| Expand All | CollapseAl

| »

[ ([ femnm

RN

Step Action

47.

567898".

Enter the desired information into the Bank Account Number field. Enter *234-

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

JPN

B
“Location: CHK-01 Q

~ Vendor Bank Account Options
Vendor Bank Accounts

E @ & EE
¥ Default

Description: ‘ @.\

Country: uss | Urited States

Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: WO\ United States Bank Account Type: Check Acct |
Bank ID: fzusezes
Bank Account Number: [234-567824]
DFl Qualifier: [a DFIID:
IBAN: ‘

» HIPAA Information
» Dabit Memo Options

» Payment Notification
| EwpsndAMl CollapseAl

| »

[ [ [ [ [ [3@mneme 5~ [%omm -
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Step Action

48. Click the Look up DFI Qualifier (Alt+5) button.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendor

Look Up

([Of[Transit Number |
7
|QIICHIPS PaicipantiD |
[04/[Canadian Bank Branchinstitute|

CHIPS Universal ID |
| Ccancel

[ [ [ [ mneme 5~ [Fomm -

Step Action

49, Click the 01 link.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
JPN

=
“Location: [cHKoT @

» Additional Payables Options

» Matchingifpproval Options

» Electronic File Options

*+ Self-Billed Invoice Options

~ Vendor Bank Account Options

Vendor Bank Accounts

Find I First 554 of 1 t
Ba @ EE
¥ Defautt

Description: ‘

Search |
Country: usa |Q

United States

Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 @ United States Bank Account Type: Check Acct el
Bank ID: 123456789

Bank Account Number: \234-567893

DFI Qualifier: P QL TrangitMumser DFIID:

IBAN: ‘

¥ Vendor Type Options
* HIPAA Information
» Debit Memo Options

» Payment Notification
[ Expand All || Collapsean |

| »
[T 11T Dews T~ [ -

Step Action

50. Click in the DFI ID field.

Favuvmtes i

Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar
JPM

*Location: CHK-01 Q

~ Vendor Bank Account Options
Vendor Bank Accounts

ind Al First 10f1 Last
= & i =
¥ Defautt

Description: [ @_\

Country: Jusala United States

Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 @ United States Bark Account Type: Cieck Aeet =

Bank ID: [zz4s6788 |
Bank Account Nurmber: [234-567888
DF Qualifier: [01Q Transithumber DFIID: [
IBAN: [

> Vendor Type Options
» HIPAA Information

+ Dehit Memno Options
» Payment Notification

| Expand All | Collapsesl

| »
[ [ [ [ [ mnteme 75~ [®iom -
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ARC™

Step Action

51.

Enter the desired information into the DFI ID field. Enter

"123456789".

=

Favnvr\tes ! MainvMenu > Vendors > vendor Information > Add/Update > Wendor
JPN
“Location: CHI-01 Q
» Additional Payables Options
» Matchingifpproval Options
» Electronic File Options
¥+ Self_Billed Invoice Options
~ Wendor Bank Account Options
Vendor Bank Accounts Find Azt
Ba @ EE
¥ Default
Description: I | Search |
Country: Usa | Q United States
Bank Name: ‘
Branch Name: ‘
Bank ID Qualifier: 001 @ United States Bank Account Type: Check Acct =l
Bank ID: 123456789
Bank Account Number: ‘234-557895
DFI Qualifier: 01 @ Transit Mumber DFIID: 123456764
IBAN: ‘
¥ Vendor Type Options
+ HIPAA Information
» Debit Memo Options
» Payment Notification
| Expand All | Collapse Al |
4 | »
T T [3 e mieme [ - [ -

Step Action

52.

Release the mouse button.
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Favnvr\tes MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

¥ Self-Billed Invoice Options
~ Vendor Bank Account Options

Vendor Bank Accounts

d | I First ©5 1 of 1
E & i =
¥ Default
Description: ‘ @.\
Country: Jusa|@ United Stales
Bank Name: ‘

Branch Name: ‘

Bank ID Qualifier: 001 @ United States Bank Account Type: Check Acct j
Bank ID: 123456788

Bank Account Number: [234-587888

DFI Qualifier: 01 TransitMumber DFIID: 123456784

IBAN: \

¥ Vendor Type Options
» HIPAA Information
» Debit Memo Options

* Payment Notification

| EwpsndAMl CollapseAl

oK || cancel |

= |
[T T e oo -

Step Action

53. Click the OK button once all changes are complete.

FavnvmtasEMainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor

E Related Content @Nemednw ? Help I?Custnm\ze Page http

hita

i Summary ie Identifying Information TS Address NE LContacts ) i Custom )
SetiD: CUSET
Wendor ID: 000o0oooo0s Short Vendor Name: JAPAN PUB TRAD Name: JAPAN PUB TRADING COLTD

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

Location Fret 1otz O Lagt
“Location: CHK-01 ¥ Default ETvFees
Description: |

First 1 of 1 Larst

*Effective Date: 01/0172001 Effective Status: Active -

| EwpandAl Collapse Al
Options: Payables Procurernent Sales/lUse Tax Globalr 088 Withholding
+ Additional ID Numbers
» Comments

* Internet Address
> VAT

| ExpandAl  Collapse Al

[E save &L Retunto Search | [ Watify \ E Auu_\ UpdaleJD\Splay_‘ [.E] Include History \ [@f CorreetHistory. |

Summary | Identifying Information | Address | Contacts | Location | Custom

4 | 3

iavascript:submitction_win0{dacument wind, $1CFieldsnews 0§40 [T T [3ememet ERErER
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Step Action

54. Click the Add a new row at row 1 (Alt+7) button to add a new Location. Each
vendor will be set up with a CHK-01 Location, so in order to add an ACH Location,

you will click this button.

Favnvr\tes:MalnvMenu > \fengnrs > Veﬂdurlrlfnrmatmn > Add[uvpdate > vendor
ERelatenCnmem @NEWWmdnw ? Help E‘fCuamm\zePagE hrlp
Custom

Surnmary | Identifying Information | Address || Contacts

SetiD: CUSET
Wendor ID: 0000000005 Short Vendor Name: JAFAN PUB TRAD Name: JAPAN PUB TRADING COLTD

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

“Location: I ™ Defautt RTVFees Attachrents (0

Description: [

v Al
*Effective Date: 06i13/2012 Effective Status: Active - =

Gollapse Al |

| Expand All |

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding

+ Additional ID Numbers
» Comments
+ Internet Address

> AT
| Expand All | | Collapss All
|E Save &4 Retunto Search | =] hafify \ =3 Auu_\ Pzl UpdaleJD\Splay_‘ | Include Histary \ |\E7 correct Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

4 | 3
iavascript:submitiction_win0{dacument wind, $1CFieldSnew 05407 [T T | [3ememet ERErR

Step Action

55. Enter the desired information into the Location field. Enter "ACH-01".
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

i Summary AlE Identifying Information AT Addrese NE LContarcts \/ Custom )
SetiD: CUSET
Wendor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Narme: JAPAN PUB TRADING COLTD

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

“Location: [AcH-01] I Defautt RTVFees

Description: |

Details il 10f 1

*Effective Date: 08132012 Effective Status: Active -

| Expand All | Collapse Al

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding
+ Additional ID Numbers

» Comments
* Internet Address
> VAT

| Esxtpand All | | Collapss All

|E Save &4 Retunto Search | =] hafify \ =3 Auu_\ Pzl UpdaleJD\Splay_‘ | Include Histary \ |\E7 correct Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

4 | 3

T T [ e mieme [ - [ -

Step

Action

56.

Enter the desired information into the Description field. Enter "ACH ".

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

@ Summary b Identifying Information hTe Address i LContacts ) @ Custom )
SetiD: CUSET
Wendor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Narme: JAPAN PUB TRADING COLTD

Awendor location is a default set of rules which define how you conduct business with a vendor.
Location i ivst K 2 of 3 O Last

“Location: [ACH-01 I Default BTV Fees
Description: [acH]

First 1 of 1 Larst

*Effective Date: 08132012 Effective Status: Active -

| Expand All | Collapse Al

Options: Payables Procurement Sales/lUse Tax Globalr 088 Withholding
+ Additional ID Numbers

» Comments
* Internet Address
r VAT

| Esxtpand All | | Collapss All

|B sawe &L Returnto Search | =] hafify \ Auu_\ Pzl Updeﬁemwsplay_‘ | Include History \ |\E2 carrect Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

4 | 3

[T T T [ e meeme [ - [R1oew -
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Step Action

57. Click the Add a new row at row 1 (Alt+7) button to add additional details for this

ACH Location.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

ERelated Content (20 New Window Help @fousturmze Page hrlp

i Surnmary \E Identifying Information AT Address N Contacts A Location |8 Custom i
SetiD: CUSET
Vendor ID: 0000000005 Short Vendor Name: JARAR PUB TRAD

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

Location
“Location: ACH-01 I” Defautt BTV Fees
Description: |ACH

*Effective Date: 06132012 (5 Effective Status: fclive ~

Name: JAPAN PUB TRADING COLTD

i First Kl 2073 O Lot

FH[E

Attachments (0

1 First L 1or2 O s

FH[E

Expand All | | Collapse Al

» Additional ID Numbers
+ Comments

* Internet Address
AT

| ExpandAl | Collapseal

Options: Eayables Erocurement alesilse Tax Global 039 Withholding

| save | &4 Retuntosearch | [=] oty |

Surnmary | ldentifing Information | Address | Gontacts | Location | Custom

Add | | ] Updatemispiay | | /] Include History | |5 Correct fistory |

| »

[ [ [ [ [3mneme 5~ [Fomm -

Step Action

58. Click the Save button.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

/Qummary AlE Identifying Information \/Address vgumacts \M_\L

SetiD: CUSET

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

Wendor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Narme: JAPAN PUB TRADING COLTD

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

Location First K 2073 O Lot

“Location: ACH-01 I Default RTvFees Atachments (3) EE
Description: |'ACH

*Effective Date: 08132012 Effective Status: Active -

| EpandAl | Gollapseal |

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding
+ Additional ID Numbers

» Comments
* Internet Address
> VAT

| Esxtpand All | | Collapss All

|E Save &4 Retunto Search | =] hafify \ =3 Auu_\ Pzl UpdaleJD\Splay_‘ | Include Histary \ |\E7 correct Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

. | i
avascript: submitAction_winDidacument wind, #1CPanels’); T T [ mteme [Fa = [mae «

Step Action

59. If the vendor is subject to Withholding, click the Custom tab to enter applicable
withholding date information.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

ARC™

=

E Related Content LE’NEWW\TMDW ? Help E,-/Cuamm\ze Page hitp

Second B Notice Issue Date: ‘ Sponsor Type:

| save | £ Retunto Search | [=] oty |

Surnrmary | ldentifying Information | Address | Contacts | Location | Custom

Surnmary || Identifying Infarmation || Address | Contacts || Location
User Definable Vendor Fields
SetlD: CUSET
\fendor ID: 0000000005 Short Vendor Name: JARAN FUB TRAD Name: JARAR FUB TRADING O LTD
Web D: [e5aa Second B Notice Response |
Date:
Foreign or Domestic: [Foreign Start Date: [
First B Notice Issue Date: | it ‘
Date:
First B Notice Response DB‘E:‘ Vendor Field C30 1 ‘UUUUUUUUUUUUUUUUUUUUUUUUUEMﬁQQ

Auu_\ =] upumemsplay_\ |4 Incluce History \ |\E# correct Histary. |

3

Done

T T 3 e meeme e

Step Action

60.

Click in the Withholding Start Date field.

| save | &4 Retuntosearch | [Z] hotify |

Summary | Identifying Information | Address | Contacts | Location | Custom

Favarites | Main Menu > \/engurs > Wendor Irlformatmn > Add[vadate > Wendar
[FlRetated content 0 Mewwindow 7 Help [ customize Page hit

Surnmary Identifying Information Address Contacts Location
User Definable Vendor Fields
SetiD: CUSET
\endor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Name: JAPAN PUB TRADING COLTD
\Web ID: [as98 Second B Notice Response |

Date:
Foreign or Domestic: [Foreign Start Date: |
First B Notice Issue Date: | inati ‘

Date:
First B Hotice Response Dme:‘ Wendor Field C30 I ‘DDDDDDDDDDDDDDDDDDDDDDDDDDASBB
Second B Notice Issue Date: ‘ Sponsor Type: ‘

Add | | ] Updatelispiay | | 2] Include History | |57 Correct History |

3

Dione

|
[ [ [ [ [ mnteme 5~ [Fiom -
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Step

Action

61.

Enter "5/16/2012".

Enter the desired information into the Withholding Start Date field.

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

Surnmary Identifying Information Address Contacts Location

[=] Related Content

Home |

ENewwindow  ? Help  [F Customize Page hrlp

User Definable Vendor Fields

SetiD: CUSET
\endor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Name: JAPAN PUB TRADING COLTD
Web ID: [as98 Second B Notice Response |
Date:
Foreign or Domestic: [Foreign Start Date: GIEERE]
First B Notice Issue Date: | inati
Date:
First B Hotice Response Dme:‘ Vendor Field C30 I ‘DDDDDDDDDDDDDDDDDDDDDDDDDDJSBQ
Second B Notice Issue Date: ‘ Sponsor Type: ‘

[& save | &L Retunto Search | [=] Natify

Summary | Identifying Information | Address | Contacts | Location | Custom

B 2 Undate/Display ] Include History

[E7 Correst History,

o

Done

)

7 - [Hio0w -

Step

Action

62.

Click the Save button.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

/Qummary vldemwfymg\nfwmalmn \/Address vgumacts \| \__\m

User Definable Vendor Fields

SetiD: CUSET
\fendor ID: 0000000005 Short Vendor Name: JARAN FUB TRAD Name: JARAR FUB TRADING O LTD
Wah ID: \4599 Second B Notice Response ‘
Date:
Foreign or Domestic: Foreign ing Start Date: [srer2012
First B Notice Issue Date: | L it ‘
Date:
First B Hotice Response Da‘e:‘ Vendor Field C30 I ‘UUUUUUUUUUUUUUUUUUUUUUUUUMSQQ
Second B Notice Issue Date: ‘ Sponsor Type: ‘

| save | £ Retunto Search | [=] oty |

Add | UpdatedDisplay | /] Include History | 5 Correct History
Surnrmary | ldentifying Information | Address | Contacts | Location | Custom

4

iavascript: submitAction_winO{document. wind, #1CPanel+');

| 3
[T 11T e

RSN

Step
63.

Action

Click the Location tab to update/add Withholding information.

Location

Home:
Favnvr\tes MalnvMenu > \fengnrs > Wendor Injnrmatmn > Add[uvpdate > vendor
E Related Content @ MewWindow P Help If Customize Page hitp
i Summary AlE Identifying Information AT Addrese NE LContarcts ) i Custom )
SetiD: CUSET
Wendor ID: 0000000005 Short Vendor Name: JAFAN PUB TRAD Narme: JAPAN PUB TRADING COLTD
Awendor location is a default set of rules which define how you conduct business with a vendor.
Location
“Location: boH-01 ™ Default RTVFees
Description: [acH
*Effective Date: 081372012 Effective Status: Active -
| EpandAl | GolapseAl |
Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding
+ Additional ID Numbers
+ Internet Address
| Expand All | | Collapss All
|E Sawe &4 Retunita Search | [ hatify | Add | ] UpdatelDisplay /2 Include History | 57 Correct History
Summary | Identifying Information | Address | Contacts | Location | Custom
< | 3
iavascript:haction_wind(document.wind, YNDR_LOC_WRK1_¥NDR_GEL1099_PBSD, 0, 0, ‘Global/1099 Withholding', False, | | | | | |3 [ Intemet ERErR
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Step Action

64. Click the Global/1099 Withholding link.
|GI|:|tJaII1IIIEIQ Withholding

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

ERelated Content (20 New Window Help E,)Custum\ze Page hrlp

Withholding Vendor Information

SetlD: CUSET

Location: ACH-01
Vendor ID: 0000000005 Description:
Short Vendor Name: JAPAN PUB JARAN PLUB TRAD
Name:

JAPARN FUB TRADING GO LTD

Withholding Options

Customize | Find ) First K g or1 D Lost
Main Lul N Overrides || Remit
- *Default
ling Entity ing Type | “ithholding [F2Frd i A Description
Status
Class

| a | Q | Q r Q Q =
Withholding Reporting Information

Customize ; B st L qora D Lot
wiein Information TR o]

“Withholding Entity  *Address Seq TIN Type: ;:’::’:' IEzndivaien PAN Ho. PAN Ward Date of Birth
[ a[_a] =

s Ok | [ EaNER |

Done [T [ meme [7a - [Foms -

Step Action

65. Enter applicable Withholding Information beginning with the Withholding

Jurisdiction Field. Enter the desired information into the Withholding
Jurisdiction field. Enter "IRS".
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor
.
ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp

Withholding Vendor Information

SetlD: CUSET Location: ACH-01
Vendor ID: 0naoonaoos Description:

Short Vendor Name: JAPAN PUB JAPAN PUBTRAD

Hame: JAPAN PUB TRADING COLTD

‘Withholding Options

¥l

14061 0 Lot

Withholding Information
r

Info | Overrides | Remt

~Withholding Default R “Withhold

Jurisdiction Jurisdietion  hholding Status
Class

Irs] Q | Q | Q r Q Q =

Withholding Reporting Information
" bain Int 0 Addtional info |

“Withholding Entity "Withholding Type Description

Taxpayer Identification
Humber

— Y Y Y n EE

“Withholding Entity  *Address Seq THH Type PAH Ho. PAN Ward Date of Birth

0K H Cancel |

[T 36 mieme [ - [Hoee -

Step

Action

66.

Click in the Withholding Jurisdiction field.

Favarites | Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

[¥] Retated content &0 Mewwindow 7 Help  [E customize Page B nitp

Withholding Vendor Information

SetlD: CUSET Location: ACH-01
Vendor ID: 0000000005 Description:

Short Vendor Name: JAPANPUB  JAPAN PUBTRAD

Name: JAPAN PUB TRADING CO LTD

Withholding Information
r

in Information R CL I LT
- *Defaut
Entity ing Type | "ithholding [E2Frd i ) Description
Status
Class
IRS a || Q | Q r Q Q =1
Withholding Repo
T = Additional Info |
“Withholding Entity  *Address Seq TR Type |T2*PEYEidentification PAN Ho. PAN Ward Date of Birth

Humber

& &l Ja| H EE

0K | Cancel |

[ [T [3@meeme [7a - [Faomm -

Page 126




m Training Guide

Vendor Processing -- Vendor Management

Step Action
67.

Enter the desired information into the Withholding Jurisdiction field. Enter
"1099".

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

ERelated Content (20 New Window Help E,)Custum\ze Page hrlp
Withholding Vendor Information

SetiD:

CUSET Location: ACH-D1
Vendor ID: 0000000005 Description:
Short Vendor Name: JAPAN PUB JARAN PUBTRAD
Hame:

JAPAN PUB TRADING CO LTD

Withholding Options
Withholding Information

[CORTEETN * Overrides |( Remit |
- *Defaut
ling Entity ing Type | “ithholding [F2Frd i A Description
Status
Class
IRS @, [10ag| Q | Q r

HE

Withholding Reporting Information

Main Information Additional Info

“Withholding Entity  *Address Seq TIN Type: ;:’::’:' IEzndivaien PAN Ho. PAN Ward Date of Birth
Q Q Q| B
s Ok | [ EaNER |
[T [ meme [7a - [Foms -

Step Action

68. Click in the Withholding Jurisdiction field.

Page 127




Training Guide
Vendor Processing -- Vendor Management

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

[=] Retated Content

Withholding Vendor Information

SetiD: CUSET Location: ACH-01
Vendor ID: 0000000005 Descrintion:

Short Vendor Name: JAPANPUB  JAPAN PUB TRAD

Name:

JAPAN FUB TRADIMG GO LTD

@NEWWmdnw “? Help Igfcuamm\zePagE

ARC™

nien NP

[ Remt
*Default
. » _ Default _ “Withhold -
FWithholding Entity "Withholding Type &ttt IR g:z;nldmg e Description
IRS Q [1oas a | Q r Q Q =
Withholding Reporting Information

r
Main Infol

g Addtional Info |

Withholding Entity  “Address Seq TiH Type cspaver identification

PAH Ho. PAH Ward
Humber

[ a1 al _Ja]

Date of Birth

| cancel |

[0

| €9 meemet

RN

Step Action
69.

"FED".

Enter the desired information into the Withholding Jurisdiction field. Enter

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

[=] Related Content
Withholding Vendor Information

SetiD:

CUSET Location: ACH-01
Vendor ID: 1000000005 Description:

Short Vendor Name: JAPANPUB  JARAN PUB TRAD

Name: JAPAN PUB TRADING CO LTD

Withholding O

Withholding Information

@I ELE A overrides || Remit |

ENewwindow  ? Help  [F Customize Page B hitp

niEn

— —
First 10f1
- *Default
Entity ing Type | “ithholding [F2Frd i mzz"'d Description
Class
IRS @, (1099 Q  [Feol Q r Q Q =
Withholding Reporting Information

T = Additional Info |

- -
First 10of1 Last

“Withholding Entity  *Address Seq THH Type ;:xpayer Identification

mber PAH No. PAN Ward
— k] a[ a]

Date of Birth

Cancel |

T e

7 - [Hio0w -
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Step Action
70.

Click the Withholding Jurisdiction option.

Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

[=] Retated Content

@NEWWmdnw “? Help E,-/Cuamm\ze Page hrlp
Withholding Vendor Information

SetiD: CUSET Location: ACH-01
Vendor ID: 0000000005 Descrintion:
Short Vendor Name: JAPAN PUB

JAPAN PUBTRAD
Name: JAPAN FUB TRADIMG GO LTD

‘Withholding Options
Withholding Information

Main Information

Qverrides Remit

VB e B g orq O Lact
- *Default
. » _ “Withholding Default _ “Withhold -
FWithholding Entity "Withholding Type &ttt IR g:z;nldmg e Description
RS (SR Q [Feo Q I~ Q, Q =1
Withholding Reporting Information

Main Information

( aditional Infin

First Kl 10f1 o Last
Withholding Entity  “Address Seq TH Type ;:’r'"::’;' Hdentification PAH Ho. PAHWard Date of Birth
Q Q Q| B =
0K H Cancel |

[ B -1~ T

RN

Step Action
71.

Click in the Withholding Jurisdiction field.
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> Wendor

Favnvr\tes'MalnvMenu > Vendors > endor Information > AddfUpdate

[=] Retated content
Withholding Vendor Information

SetlD:

CUSET Location:
Vendor ID: DO0ADAA0NS Descrintion:
Short Vendor Name: JAPAN PUB

JAPAN PUBTRAD

Name: JAPAN FUB TRADIMG GO LTD

Withholding Information
(" bsin Informati

ACH-01

‘Withholding Options

ARC™

F Newwindow P Help  [& Customize Page B hitp

=

| Overrides | Remit
- *Default
. » _ “Withholding Default _ “Withhold -
FWithholding Entity "Withholding Type &ttt IR g:z;nldmg e Description
RS (SR Q [rFeo Q I~ | Q, Q =1
Withhol Reporting Information

" bain Into { Additional Inf |

“Withholding Entity

— -
First &34 of 4 88 et

S, Taxpayer Identification

THH Type Humber

[ a1 al _Ja]

PAH Ho.

PAH Ward

Date of Birth

0K H Cancel |

B EE

[

| €9 meemet

RN

Step
72.

Action

Enter the desired information into the Withholding Jurisdiction field. Enter "03".

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

[=] Retated Content

Withholding Vendor Information

SetlD:

CUSET Location: ACH-D1
Vendor ID: 0000000005 Descrintion:

Short Vendor Name: JAPAN PUB JAPAN PUB TRAD

Name:

JAPAN FUB TRADIMG GO LTD

Withholding Information

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

‘Withholding Options

First £ 1 of 1
" ain infon | Overrides | Remit
i *Defautt
Entity Type  Lnbolding Defauit i ok Description
Class
lIRS Q (1099 Q [FED Q 2 03 Q || Q =
Withholding Reporting Information

Main Information

{ mddtional Info |

Withholding Entity

- -
First &0 1 of 1

-Address Seq Taxpayer Identification

THTYPE  yumber

[ & 1T a_Ja]

PAH Ho. PAH Ward

Date of Birth

0K H Cancel |

B EE

[

| € meemet
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Step Action
73.

Click in the Withholding Jurisdiction field.

Home

Favnvr\tes:MalnvMenu > \fengnrs > Veﬂdurlrlfnrmatmn > Add[uvpdate > vendor

.
ERelaten Content @NEWWmdnw ? Help E,-/Cuamrmze Page hrlp
Withholding Vendor Information

SetlD:

CUSET Location: ACH-01
Vendor ID: 0000000005 Descriptior:
Short Vendor Name: JAPANPUB  JAPAN PUB TRAD
Name:

JAPARN FUB TRADING GO LTD

‘Withholding Options

Withholding Information

Main Information Qverrides Remit
- *Default
- - - “Withholding Default - “Withhold -
FWithholding Entity "Withholding Type /& Cl b IR g;::ummg e Description
RS Q@ [1oga @ [FED Q ~ 03 a | a

Withholding Reporting Information

Main Inform;

( aditional Infin

Withholding Entity  “Address Seq THType \oxpaver identification

PAH Ho. PAH Ward
Humber

[ a1 al_Ja]

Date of Birth

0K | Cancel |

[T T e e mterne:

RS

Step Action
74.

Enter the desired information into the Withholding Jurisdiction field. Enter
"RPT".
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor
.
ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp

Withholding Vendor Information

SetlD: CUSET Location: AoHT
Ventor ID: 0000000005 Description:

Short Vendor Hame: JAPAHPUB  JAPAM PLUBTRAD

Hame: JAPAN PUB TRADING GO LTD

‘Withholding Options

¥l

14061 0 Lot

Withholding Information
r

Info | Overrides | Remt

~Withholding Default R “Withhold

Jurisdiction Jurisdietion  hholding Status
Class

5] Q [fosa a [reD a ~ 03 a [reT aQ =

Withholding Reporting Information
" bain Int 0 Addtional info |

“Withholding Entity "Withholding Type Description

Taxpayer Identification
Humber

— Y Y Y n EE

“Withholding Entity  *Address Seq THH Type PAH Ho. PAN Ward Date of Birth

0K H Cancel |

[T 36 mieme [ - [Hoee -

Step

Action

75.

Click in the Withholding Entity field.

Favarites | Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

[¥] Retated content &0 Mewwindow 7 Help  [E customize Page B nitp

Withholding Vendor Information

SetlD: CUSET Location: ACH-01
Vendor ID: 0000000005 Description:

Short Vendor Name: JAPANPUB  JAPAN PUBTRAD

Name: JAPAN PUB TRADING CO LTD

Withholding Information
r

in Information R CL I LT
- *Defaut
Entity ing Type | "ithholding [E2Frd i ) Description
Status
Class

IRS Q1099 Q [FED Q ~F 03 Q |RPT Q. Reporting Only =1
Withholding Reporting Information

T = Additional Info |

“Withholding Entity  *Address Seq TR Type |T2*PEYEidentification PAN Ho. PAN Ward Date of Birth

Humber

\ Q Q[ | EREIE

0K | Cancel |

[ [T [3@meeme [7a - [Faomm -

Page 132




ARC™

Training Guide

Vendor Processing -- Vendor Management

Step

Action

76.

Enter the desired information into the Withholding Entity field. Enter "IRS".

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

[=] Retated Content

Withholding Vendor Information

SetlD: CUSET Location: ACH-D1
Vendor ID: 0000000005 Description:

Short Vendor Name: JAPAN PUB JAPAN PUBTRAD

Hame: JAPAN PUB TRADING COLTD

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

‘Withholding Options
Withholding Information

=

(BT Overrides | Rermit
- *Default
ety Type  Wihhoiding e R = e R S
Status
Class
lIRS Q (1099 Q [FED Q 2 03 Q  [RPT € Reporting Only =
Withholding Reporting Information or1 0o
Main Information  JNCte rLie e W]
“Withholding Entity *Address Seq TIH Type Taxpayer Identification Humber
[GH a | o a | =
ok | cancel |

[ B Y- T

ERERIR

Step

Action

77.

Click in the Withholding Entity field.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

Withholding Vendor Information

SetlD: CUSET Location: ACH-01
Vendor ID: 0naoonaoos Description:

Short Vendor Name: JAPAN PUB JAPAN PUBTRAD

Hame:

JAPAN PUB TRADING COLTD

‘Withholding Options
Withholding Information
" bsin Infor

| Overrides | Remt

- *Default

. » _ “Withholding Default _ “Withhold -

FWithholding Entity "Withholding Type &ttt IR g:z;nldmg e Description

RS (SR Q [rFeo Q I~ 03 Q |[RPT @ Reporing Only =1
Withholding Reporting Information

™ Main ntor { Additional Inf |
“withholding Entity *Address Seq TIH Type Taxpayer Identification Humber
[GH a | o a | =

ok | cancel |

[ B -1 - T

RN

Step

Action

78.

Enter the desired information into the Withholding Entity field. Enter "1".

Favnvr\tes’MainvMenu > Vendors > vendor Information > Add/Update > Wendor

Withholding Vendor Information

SetiD: CUSET Location: ACH01
Vendor ID: 0000000005 Descrintion:

Short Vendor Name: JAPANPUE  JAPAN PUB TRAD

Name:

‘Withholding Options

ERelaten Content @NEWWmdnw ? Help Iﬂcuamm\ze Page hrlp

JAPAN FUB TRADIMG GO LTD

Withholding Information

2 e First K14 of 1 I Last
" Main Infor | Overrides | Remit
i *Defautt
Entity ing Type 1 nolding Defauit i ok Description
Class
lIRS Q (1099 Q [FED Q 2 03 Q  [RPT € Reporting Only =
Withholding Reporting Information

(PN =B Additional Info |

Withholding Entity *Address Seq

TiH Type Taxpayer Identification Humber

lIRS a | 1 a a | & =

ok | cancel |

I Y- T
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Step Action
79.

Click in the Withholding Entity field.

Favorites — Main Menu > Wendors > Wendor Information

Home:
> Add[uvpdate > vendor

.
ERelaten Content LE’NEWW\TMDW ? Help E,-/Cuamrmze Page hrlp
Withholding Vendor Information

SetiD: CUSET Location: ACH-01
Vendor ID: 0000000005 Descriptior:
Short Vendor Name: JAPANPUE  JAPAN PUB TRAD

Name: JAPARN FUB TRADING GO LTD

‘Withholding Options
Withholding Information I

Main Information Overrides

Remit
- *Default
- - - “Withholding Default - “Withhold -
FWithholding Entity "Withholding Type /& Cl b IR g;::ummg e Description
RS Q@ [1oga @ [FED Q ~ 03 Q [rPT @, Reporting Only

Withholding Reporting Information

First K1 1 oF 1 I Last
Main Information  JCte see e Nue]
“Withholding Entity *Address Seq TIH Type Taxpayer Identification Humber
RS Q | 1 a | a | =
0K H Cancel |

[T T e e mterne:

RS

Step Action
80.

Enter the desired information into the Withholding Entity field. Enter "F".
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Favorites : Main Menu > Vendors > Yendor Information

AddfUpdate > Wendor
ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp

=

Withholding Vendor Information

SetlD: CUSET Location: AoHT
Ventor ID: 0000000005 Description:

Short Vendor Hame: JAPAHPUB  JAPAM PLUBTRAD

Hame: JAPAN PUB TRADING GO LTD

‘Withholding Options

Withholding Information i . st Kl ort I Lot
r

s

Info | Overrides | Remt

- *Default
- - - *Withholding Default - “Withhold -
“Withholding Entity “Withholding Type | = Ll e g:z;nldmg S Deseription
RS (SR Q [rFeo Q I~ 03 Q |[RPT @ Reporing Only =1

Withholding Reporting Information
" bain Int 0 Addtional info |

“withhalding Entity *Address Seq TIH Type Taxpayer Identification Humber
I3 a | 11 @ [f a |
ok | cancel |
[T 36 mieme [ - [ -

Step Action

81. Click in the Withholding Entity field.

Favarites | Main Menu > \/engurs > Vemdorlrlformat\on > Add[vadate > Wendar

[Flretated content 0 Mewwindow 7 Help [ customize Page hit

neen

Withholding Vendor Information

SetlD: CUSET Location: ACH-01
Vendor ID: 0000000005 Description:

Short Vendor Name: JAPANPUB  JAPAN PUBTRAD

Name: JAPAN PUB TRADING CO LTD

Withholding Information
r

in Information R CL I LT
- *Default
Entity ing Type | "ithholding [E2Frd i mzz"'d Description
Class
IRS Q1099 Q [FED Q ~F 03 Q |RPT Q. Reporting Only =1
Withholding Reporting Information
T = Acditional Info |
“Withholding Entity *Address Seq TiH Type Taxpayer Identification Humber
IRS Q| 1 a | o |
| Ok | =G ancsl |

[ [ [3@meeme [7a - [Faoem -
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Action

82.

Enter the desired information into the Withholding Entity field. Enter
"234567890".

Home |

Favarites © Man Menu > Vengurs > Vemdorlrlformat\on > Add[u_pdate > Wendar

E Related Content B0 Mew Window 2 Help E,)Custum\ze Page hitp

niEn

Withholding Vendor Information

SetiD: CUSET Location: ACH-01
Vendor ID: 0000000005 Description:

Short Vendor Name: JAFANPUB  JAPAN PUBTRAD

Name: JAPAN PUB TRADING CO LTD

Withholding Options

4 Information

[CORTEET * Overrides |( Remit |
- *Defaut
Entity ing Type | “ithholding [F2Frd i A Description
Status
Class

IRS @, (1099 Q [FED Q ~ 03 Q |RPT Q. Reporting Only =
Withholding Reporting Information Cu ot K qorq O ot

Mein Information TR L
“Wwithholding Entity *Address Seq TIH Type Taxpayer Identification Humber

IRS Q | 1 Q | Q [234567690] =

ok | cancel |

[T 3@ meme 75~ [Foms -

Step

Action

83.

Click the O_K button.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > AddfUpdate > Wendor
ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp

4

i Summary AlE Identifying Information AT Addrese NE LContarcts ) i Custom )
SetiD: CUSET
Wendor ID: 0000000005 Short Vendor Name: JAPAN PUB TRAD Narme: JAPAN PUB TRADING COLTD

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

Location

“Location: [ACH-01 I Defautt ETVFees Atachments (0)
Description: |'ACH

Details First

*Effective Date: 061312012 Effective Status: Active

| Expand All | Collapse Al

Options: Payahles Procurement Salesilse Tax Globaln 088 Withholding

+ Additional ID Numbers
» Comments

* Internet Address

> VAT

| Esxtpand All | | Collapss All

| seve | &L Retunto Search | =] Watity |

| Pzl UpdaleJD\Splay_‘ | Include Histary \ |\E7 correct Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

3

avascript:haction_wind(document. wind, VNDR,_LOC_WRK1_WNDR_GBL1099_PE$U, 0, 0, 'Globalj1099 Withhelding!, Fase, t| | ||

| € meemet

R

Step

Action

84.

Click the Save button.

FavnvmtasEMainvMEnu > Vendors > Vendor Information > AddfUpdate > Wendor

EREIated Content @Nemednw ? Help I?Custnm\ze Page htm

i Summary ie Identifying Information TS Address NE LContacts ) i Custom )
SetiD: CUSET
Wendor ID: 000o0oooo0s Short Vendor Name: JAPAN PUB TRAD Name: JAPAN PUB TRADING COLTD

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

Location

“Location: [ACH-01 I Default BTV Fees
Description: |'ACH

*Effective Date: 061312012 Effective Status: Active

| Expand All | Collapse Al

Options: Payables Procurement Sales/lUse Tax Globalr 088 Withholding

+ Additional ID Numbers
» Comments

* Internet Address

> VAT

| Expand All | | Collapss All

| seve | &L Retunto Search | =] Watity |

Auu_\ Pzl UpdaleJD\Splay_‘ | Include Histary \ |\E7 correct Histary. |

Summary | Identifying Information | Address | Contacts | Location | Custom

4

| 3

iavascript:hction_wind(document.wind, YNDR_LOC_WRK1_¥NDR_GEL1099_PBSD, 0, 0, ‘Global/1099 Withholding', False, t| | | | | [ 3 [ Intemet

RS
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Step

Action

85.

You have successfully modified a vendor record. You can now select the next
lesson.

End of Procedure.

Page 139




Training Guide m
Vendor Processing -- Vendor Management

Create and Maintain Vendor Conversations

This is the Create and Maintain Vendor Conversations lesson of the Vendor Processing --
Vendor Management course. Upon completion of this lesson, you will be able to:

e View vendor feedback submitted by department users in order to be aware of past vendor
interactions and notes

Estimated time needed to complete lesson: 5 minutes
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Create and Maintain Vendor Conversations

The Vendor Conversations page will allow users to record information regarding communications
with vendors in ARC. This is also a way to alert other users of positive or negative experiences
with vendors to inform future business decisions. This feature of ARC is a helpful way to keep
track of information, however, there is no regulated protocol or process on how often this
information will be leveraged/maintained. Additionally, both Vendor Management and
Department users will have access to enter vendor conversations. Vendor Conversations are
made up of the following components:

Conversation
Sequence Description
Number

* Generated from + System generated + Topic of conversation + Free-form text for users « Central procurement I T
contacts on vendor number for this to enter comments about will manage a list of
information page conversation adiscussion: issues, keywaords that users can
resolutions, plans, ete.  select to classify vendor
conversations in a
standard way

Throughout the following topic, imagine a time you have faced a similar scenario: Sean had a
very dispute with a vendor that provided services for his department. He wants to make note of
this so that other users can leverage this information.

Estimated time needed to complete topic: 10 minutes

Procedure

Welcome to the Creating and Maintaining Vendor Conversations topic where you will learn how
to enter vendor conversations.

Fawgrites - Main Menu
Personalize Content | Layout ? Help
[Menu =J
Search:
> Columbia Specific
> Supplier Contracts
[ vendors
[ eFrocurement
I Semvices Procurerment
[> Accounts Pavahle
[> Banking
> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist
> PeopleTools
— Change My Password
ity Fritstweb.cc. columbia, edu; 1 7080/ psp(fns 1 trd|EMPLOYEE /ERF]hy [ [T [3@meme 75~ [Foms -
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Step Action

1. Click the Main Menu button.

ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: [ Columhbia Specific

(1 supplier Contracts
b Columbiz$5 vandors
1> Supplier € -
[> Wendars
I eProcurel 1 Services Procurement
[> Serdces | [ Accounts Payable
D Accounts 9 parging
[55]
&

? Help
®

eProcurement

> Banking

b SetUp Fit Set Up Financials/Supply Chain
> Enterprist Enterprise Components
bworklist O3 worklist

LR PeopleTools

— Change h
jmiiC i D Change My Password

v v v e v v v v v v o= A

=

ictp: ffnitstweb.cc. columbia. dur1 7080/psp /9 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FikFormulatseript s | [ [ | [ €D ttemet ERERRY

Step Action

2. Click the Vendors menu.

F:}_'_‘I Wendaors *
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Favorites  Main Meru

Personalize Is‘""’" Menu: ) ? Help
Menu Y

Search: 3 Colurnbia Specific 4

0 supplier Contracts L4

[ Calumbiz 7 veandars

[ Supplier ¢ {3 Vendor Information »

b vandors ) BProcurement

[ eProcurer ) Services Procurement 4

[: Services | (3 Accounts Payable 4

[ Accounts Earking »

> Banking

b St Up Fit 1 Set Up Financials/Supply Chain r

I Enterpris £ Enterprise Components 4

[ worklist 03 worklist >

Egigg‘fi 3 PeopleTooks 4

Cofenel D Change My Password
ictp: fFnitstweb.cc. columbia. edur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormuatseript s | [ [ | [ €D tntemet RN

Step

Action

Click the Vendor Information menu.

B Wendor Information ’

Favarites - Main Meru
Personalize Ise'"" LD ) ? Help
Menu e
Search: 3 Calumbia Specific 4
1 Supplier Contracts 4
[ Columbig ) vandars
[> Supplier ¢ 3 Wendor Information
> vendors = er.curememt 3 AddfUpdate 4
b eProcure; o Services Procurerment 4 Maintain N
> Services | [ Accounts Payahble 4
U Accounts ) parng 3
[ Banking . : "
& SatUp Fir 3 Set Up Financials/Supply Chain 4
I Enterprisi £ Enterprise Components 4
I worklist 3 wiorklist 3
?Eig‘:fi 1 PeopleTools 4
C=haneed |=] Change My Passward
etp: ffnistweb. cc. columbia. edur1 7080jpsp g Ltrd/EMPLOYEE/ERP/S/WEBLIB_PTPP_SC.HOMERAGE FieldFormuatseript .| | [ [ [ [ [@ mneemer 75~ [Foms -
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ARC™

Step Action

4, Since this is more of a maintenance task, separate from the vendor record, you will

click the Maintain menu.

H}:I Maintain 3 |

ARC

Favorites  Main Meru

Personalize Search Menu:

o

Search: 3 Columbia Specific
0 supplier Contracts

[ Columbiz ™ yendars

[> Supplier

[> Wendars

I eProcurel 1 Services Procurement 4

[> Serdces | [ Accounts Payable

D Accounts 9 parging

:i SZ‘" 5'; BF” 1 Set Up Financials/Supply Chain

[> Enterpris: 3 Enterprise Components

bworklist O3 worklist

[ FeopleTo

— Change h

v - A

. Wendor Information
3 eProcurement 3 addfUpdate

[ Maintain

3 PeopleTooks
D Change My Password

5] Carwersations

[5] Inactivate vendors

D Duplicate Wendor Report

| Financial Sanctions Validation
D Fin Sanctions validation Log

=

Inttp:fFrtstweb.cc. columbia, edu: 1 7050/ psp(fnd 1 trdEMPLOYEE/ERP/c/MAINTAIN_YENDORS.YNDR_Ch R

Internet 5 v | 0o
Ldl@ Fa-|

T 4

Step Action

5. Click the Conversations menu to enter new conversations or review previous

vendor conversations.
| [F] Conversations
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations

Conversations

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

Find an Existing Value

Erewwindow 7 Help B np

Limnit the number of results to (up to 300y (300
SetiD: - - CUSET a,

[eginz with =]

Vendor ID:

Short Vendor Name: [ bedins with (=] | Q
Our Customer Numher:lhegms wnhj| Q
Hame 1: [hegins with =] [ aQ
I” case Sensitive

Search Clear  |Basic Search [B) Save Search Criteria

\ i

Done

[ @wm

R

Step

Action

the conversation.

Click in the Vendor 1D field to locate the vendor for which you would like to add
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations

A newwindow 7 Help B nip

neen

Conversations

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

Limnit the number of results to (up to 300y (300

SetiD: == euser &
Vendor ID: [eginz with =] [d]

Short Vendor Name: [ bedins with (=] | Q
Our Customer Numher:l begins with j | Q
Hame 1: [hegins with =] [ aQ

I” case Sensitive

| search | Cleat|pasic Gearch [E Save Search Criteria

| 3
Done

T T e meeme [ - [ -

Step Action

7. Enter the desired information into the Vendor ID field. Enter *0000000003".

Favnvr\tes’MainvMenu > Wendors > Wendor Information > Maintain > Corwersations

D rewwindow 2 Help

ny

Conversations

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

Litnit the number of results to (up to 300y (200

SetiD: == euser &
Vendor ID: [heginz with x] (0000000003

Short Vendor Name: [ beains with (=] | a
Our Customer Numher:lhegms wnhj| Q
Name 1: [egins with =] [ Q
I” case Sensitive

[ searcn [ clear|pasic search B Save Search Criteria

| 3
Done

T T e meeme R
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Step Action

8. Click the Search button.

Favgrites - Main Menu Vengurs b3 Vendurlrjurmat\un + Maintain > Conwersations

Vendor Conversation

SetlD: CUSET Vendor ID: 0000000003 Supplier Vendor
Conversation )
‘pate: 0152012 [E yser ip: AP_TEST_02 HE
Contact: Q Conversation Sequence Number: 1
Tople: |
Descr: E1)
[EIIEE [C—
- Review Date: 02/29/2012
d Review Days:
= Next Review Date:

B Sawe &L RetuntoSearch | [Z] Notify | | Refresh

[ [T 3@ meeme [7a - [Fiomm -

Step Action

9. Click in the Topic field to enter the topic of the conversation you had with the
vendor.
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations
@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Vendor Conversation

SetiD: CUSET Vendor ID: 0000000003 SupplierYendor
Conversation

Fist L 10f1 L

*Date: 031512012 User ID: AP_TEST_02

Contact: Q Conversation Sequence Number: 1
Topic: M
Descr:

|—;| Review Date: 02292012 [
B Review Days: ,_
=] Next Review Date: El

| save | £ Retuntosearch | [Z] Wotity | | s Refresh |

[T 36 meme [%a - [®Hwr -

Step Action

10. Enter the desired information into the Topic field. Enter "Vendor Dispute".

Favnvr\tes’MainvMenu > Wendors > Wendor Information > Maintain > Corwersations

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Vendor Conversation

SetiD: CUSET Vendor ID: 0000000003 SupplierYendor

Conversation

*Date: 03152012 User ID: AP_TEST_02 =E
Contact: Q Conversation Sequence Number: 1

Topic: ‘Vendnr Dispute

Descr: ||

= Review Date: 27202012 |5
B Review Days: ,_
= Next Review Date: [

| save | £ Retuntosearch | [Z] Wotity | | s Refresh |

[T 36 meme [ - [R1oee -
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Step

Action

11.

Click in the Descr field to enter a detailed description of the vendor conversation.

Favorites | MainMend > Vendors > Vendor Information > Mantan > Conwersations

Vendor Conversation

SetlD: CUSET Vendor ID: 0000000003 Supplier Vendor
Conversation o
‘pate: 0152012 [E yser ip: AP_TEST_02 HE
Contact: aQ Conversation Sequence Number: 1
Topic:  |vendor Dispute
Descr: I E1)
[EIIEE [C—
- Review Date: 02282012 |
B Review Days:

Next Review Date:

B Save | &L RetuntoSearch | [Z] Notify | | Refresh

[T [ meme [7a - [Foms -

Step

Action

12.

Enter the desired information into the Descr field. Enter "I had a dispute with this
vendor over the price of a good. It has not been resolved yet. ".
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations

Vendor Conversation

SetiD:

CUSET Vendor ID: 0000000002 SupplierYendor

0382012 5 yger i:
Q

‘Vendnr Dispute

*Date: 4P_TEST_02

Contact: Conversation Sequence Number:

Topic:

Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yet.

02292012 [
Review Days: ,_

El

- Review Date:
1084
AVAILABLE
L {BACK ORDER [

Next Review Date:

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Conversation Find Fist L 10f1 L

DAMAGE
X JoiseuTe -
ERN s | |4
LEAD TIME
OVERGHIF
FRICE
s
-

Refresh |

[

| €9 meemet

RSN

Step Action

13.
conversation, you can search using the keywords.

Keywords are a way to categorize the conversation. When locating a past

Favarites

Main Meril > Vendars > Vendar Information > Mantain > Corwersations

Vendor Conversation

SetiD:

CUSET
Conversation

Vendor ID: 0000000003 SupplierYendor

“Date: 03152012 [ yser ip:
Contact: Q

[endar Dispute

AP_TEST_D2
Conversation Sequence Number:

Topic:

Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yet, [

nzzarzniz |[H
Review Days: ’7

[ B

Review Date:

——

1099
AWAILABLE

Next Review Date:

ENewwindow  ? Help  [F Customize Page hrlp

|B sawe | | aTE |7 Refresh |
LEAD TIME
OWERSHIP
PRICE
-3

g

]

[ [ eermet

7 - [Hioow -
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Step

Action

14.

Click the Keywords list and select Dispute.

| |

FavnvmtasEMainvMEnu > Wendors > Wendor Information > Maintain > Corwersations

Vendor Conversation

SetiD: CUSET WVendor ID:
Conversation

0000000002 SupplierYendor

"Date: 03152012 User ID:

AP_TEST 02 =
Contact: Q Conversation Sequence Number: 1
Topic: ‘Vendnr Dispute
Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yet. =
L AL S ieti
DISFUTE - Review Date: 027292012 [

Review Days: ,_

Next Review Date: El

B save | & | [t Refresh |

[_E’Nemednw ? Help E{Custnm\ze?age htm

hita

[T T e e mterne:

o [He -

Step

Action

15.

Click the Keywords list and select Price.

| |
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Vendor Conversation

SetiD: CUSET Vendor ID: 0000000003 SupplierYendor

*Date: 0371512012 User ID: AP_TEST_02 =
Contact: Q Conversation Sequence Number: 1

Topic: ‘Vendnr Dispute

Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yet.

DISFUTE - Review Date: [ Bl
FRIZE - Review Days: ]
=] Next Review Date: el

| save | £ Retuntosearch | [Z] Wotity | | s Refresh |

[T 36 meme [%a - [®Hwr -

Step Action

16. Click in the Review Date field.

Favuvmtes,MainvMenu > \/engurs > Vemdorlrlformat\on > Ma\rltam > Conwersations

Enewwindow 7 Help 5 customize Page B np

neen

Vendor Conversation

SetlD: CUSET Vendor ID: 0000000003 Supplier Yendor

pate: 0152012 [ yserip: AP_TEST_02 B
Contact: Q Conversation Sequence Number: 1

Topic:  |vendor Dispute

Descr: | had a dispute with this vendor over the price of a good. It has not heen resolved yet, [

DISPUTE - Review Date: 3
PRICE 2 Review Days:

= Next Review Date:

| save | &4 Retunto Search | =] Wotify | @ Refresh |

[ [T [3@meeme [7a - [Fiom -
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Step

Action

17.

Enter the desired information into the Review Date field. Enter "*3/15/2012".

Favnvr\tes’MainvMenu > Wendors > Wendor Information > Maintain > Corwersations

Vendor Conversation
SetiD: CUSET Vendor ID: 0000000003 SupplierYendor
Conversation
*Date: 0371512012 User ID: AP_TEST_02 =
Contact: Q Conversation Sequence Number:
Topic: ‘Vendnr Dispute
Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yet. LE1)
[Keywords WM Review |
DISFUTE - Review Date: a0z [H
FRICE B Review Days:
| Next Review Date: Gl
& save | | RetuntoSearch | [T Netifty | | s Refresh |
[T 36 meme Ry

Step

Action

18.

Click the Save button.
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Favnvr\tes'MalnvMenu > Wendors > Wendor Information > Maintan > Corwersations

Vendor Conversation

SetiD: CUSET Vendor ID: 0ooooogoo?  SupplierVendor
Conversation

First Kl

*Date: 031512012 User ID: AP_TEST_02

Contact: Q Conversation Sequence Number:
Topic: \Vendnr Dispute
Descr: | hat & dispute with this vendar over the price of a good. |t has not been resoled yet

TISPUTE =] Review Date: I REC]
FRIZE - Review Days: ]
= Next Review Date: [ E

[_EINEWW\TMDW “? Help E,/Cuamm\zePagE (e

10f1

ARC™

L=

| save | &4 Retuntosearch | [Z] Wotity | | s Refresh |

Return to Search (Al+2)

[

| 4 |6 meemet RS

Step Action

19. Click the Return to Search button to search for an existing vendor conversation.

L\ Return to Search

Favorites © MainMenu > Vendors > Wendor Information > Maintsin > Corwersations 3]

Conversations

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

A Newwindow P Help B hip

niEn

Litnit the number of results to (up to 300y (200

SetiD: - = CUSET [}

Vendor ID: |hegms with j|

Short Vendor Name: [ beains with (=] | Q
Our Customer Numher:l begins with j | Q
Name 1: [egins with =] [ Q

I” case Sensitive

| search | Clear |pasic Gearch [ Save Search Criteria

Search Results

r\/\ewAH First [@] 1011 [B] Laal{

Setll VendorID Short Vendor Hame Our Customer Humber Hame 1

CUSET 0000000003 SUPPLIER-001 hlank SupplietYendor

4 | 3
iavascript:submitéction_winD{document wind, #ICRoWD'); [T T | [3ememet ERErR
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Step

Action

20.

Select the vendor for which you would like to see existing vendor conversations.
Click the 0000000003 link.

noooooooos

Favgrites * MainMenu > Wendors > vendor Information > Maintain > Corwersations |2

&) save | |{£ RetuntoSearch | [T Netifty | | s Refresh |

Vendor Conversation

SetiD: CUSET Vendor ID: 0000000003 SupplierYendor
Conversation w2 B
*Date: 0371512012 User ID: AP_TEST_02 HE
Contact: Q Conversation Sequence Number: 1
Topic: ‘Vendnr Dispute
Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yel| LE1)
[ Keywords |
DISFUTE - Review Date: 03(15/2012 [
FRICE B Review Days:

=] Next Review Date: El

Done

[T 36 meme [ - [Roee -

Step

Action

21.

See the vendor conversation that was just entered.
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Favgrites - MainMenu > Vendors > vendor Information > Mantain > Corwersations |2

Vendor Conversation

SetiD: CUSET Vendor ID: 0000000003 SupplierYendor
Conversation Find | “igw &Il First T ora 0 e
*Date: 0371512012 User ID: AP_TEST_02 HE
Contact: Q Conversation Sequence Number: 1
Topic: ‘Vendnr Dispute
Descr: | had a dispute with this vendor ower the price of a good. It has not been resolved yel| @
[
DISFUTE - Review Date: 03(15/2012 [
FRICE B Review Days:

&) save | |{£ RetuntoSearch | [T Netifty | | s Refresh |

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=] Next Review Date: El

Done

[T 36 mieme [%a - [Rwr -

Step

Action

22.

You have successfully entered a vendor conversation and completed the
instructional portion of the course. You can now select the Check Your

Understanding lesson where you can test your own understanding of the course
material.

End of Procedure.
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Key Terms
Below please find a list of useful terms and definitions when processing vendors:

Vendor ID System generated 10-digit D number for vendor

Name 1 Name of the supplier's company or employee

Short Name Abbreviated name for vendor — usually used as an easier
way to search for the vendor rather than entering the full
name

DBA Name ‘Do Business As" name — the trade name under which the

organization operates, as opposed to legal name of the
person who owns the business

Open for Ordering This box indicates whether a vendor is ready to be
processed on transactions such as requisitions and
Purchase Orders

Withholding On certain transactions/vendor types, taxes are withheld

from payments. This box indicates whether a vendor is
eligible for withholding.

Remit-To Address The address the University should return bill payments to
the vendor

Location Disbursementinformation for the vendor

Web ID The ID that is given to the vendor requestor upon

submission of a new vendor request
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Course References
Below please find all the job aids, policies, and procedures referenced throughout this course:

1. Getting Started with the Web-Based Training Tool (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Getting_S
tarted With_the Web Based Tool.pdf)

2. Nature of Transaction Guidance (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid Nature of
Transactions.pdf)

3. Vendor Documentation Guidelines (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid Vendor D
ocumentation_Requirements.pdf)

4. Requesting New Vendors Step-By-Step Guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job _Aid_Initiating
Vendor_ Reguests.pdf)

5. Requesting Modifications to Vendors Step-By-Step Guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job _Aid_Requestin
g_Vendor Modifications.pdf)

6. Vendor Components of the Vendor Form (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Vendor C
omponents_of Vendor Form.pdf)

7. Vendor Validation Policy

(http://policylibrary.columbia.edu/files/policylib/imce _shared/Vendor Management -

Vendor Validation Policy.pdf)

8. W9 Form Policy

(http://policylibrary.columbia.edu/files/policylib/imce shared/W9_policy 030209 12368906129
02.pdf)

9. Payments to Foreign Entities Policy

(http://policylibrary.columbia.edu/files/policylib/imce shared/Foreign Payment Policy foreign
nationals.pdf)

10. Vendor Modification Quick Reference Guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Vendor
Modification Cheat_Sheet.pdf)

11. Vendor Processing Training Guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/Training_Guides/VVendor Pr
ocessing_Vendor Management TRAIN.pdf)
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbia.service-now.com/
(https://columbia.service-now.com/)). Note: All security roles must be approved by both
the user’s manager and Department Security Administrator (DSA) for the School/Admin
Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks by clicking here
(https://newcourseworks.columbia.edu/samigo-app/serviet/L ogin?id=f1d3fc4d-5cOc-
4b5d-93d1-4f4bf0030b4a1341420802540). If you have any questions about the training
required for any security role, click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_R
ole_to_Course_Directory.pdf) for the Role to Course Job Aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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