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Vendor Adds / Changes

Vendor — How to Add or Edit

Note: You need to attach an updated W-9 form for any new vendor request (or for updating an
existing vendor’s address) .

First Step — Inquire on a Vendor to see if they are currently in the system and verify the vendor name

and address information.

e Go to the Financial Management drop down => Inquiries => Vendors

Journals

Revenue Caollections

Payment Processing

Annual Budget Processing b

Year-End Processing ]

Last Name/Busine

Receipt of Goods

Mumb | -
Accounts Payable 3
Procurement ]
[ Go |
Bank Reconciliation 3

m Miscellaneous Billing 3 -

C3 1550- 1L INST
03 2534- Legal E
03 1672- LEgaLSTIooD

£3 1901 - PRE-PAID LEGAL SERV INC.
B3 2283 - WOLTERS KLUWER LEGAL

Reports b

General Ledger ]
Revenue Collections ]
Paymenis

Bank Accounts

e Enter part or all of the Vendor Name in the Last Name/Business line and hit the Go icon

e Locate the vendor that you are searching on below (and write down their vendor number).

Vendor Inquiry

(SIS

Last Name/Business |ega||

Number

[ Go N Recet
(0 Vendors ________________|

3 1550- IL INST FR CONTINUING LEGAL ED
3 2534- Legal Edge Software

03 1672- LEGALSHIELD

3 1901 - PRE-PAID LEGAL SERV INC.

03 2283 - WOLTERS KLUWER LEGAL
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Vendor Adds / Changes

e Highlight and double click on the requested vendor to display and verify their information on the

right hand portion of the screen.

B w
Last Name/Business  legal P S
Humber Verdor Number 2534 Type
Neame Legel Edge Software Feders! Tax ID 46-1631006
| o B e | Primary Contact Legsl Edge Software State Tax 1D
Deseription Sacial Seeurty Number
Address 1150 First Avenue, Suile 501 Web Site Address

KING OF PRUSSIA  PA 19406
Email Address
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Second Step — Add or change a vendor

e Go to the Financial Management drop down => Procurement e==p Vendor Change Request.

new world

myFavorites | Financial Management | Maintenance

Journals .
Welcorne to new Revenue Collections v
Payment Processing >

mySearch myCalendar
Annual Budget Processing >

Type Purchase Year-End Processing b Subject

Search For Accounts Payable

Bank Reconciliation
myrepors @) »—
5 Folder List Inquiries 4

O3 cument (70)
&3 Archive (D)

e The user can then choose to Alter Vendor or Add Vendor

*;4 New world

L] myFavomntes | Financial Managemant i M

Vendor Change Request List
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Change an existing Vendor

e Select the Alter Vendor button if you need to change vendor information. EEREIES
e This will take you to the Vendor Change Request Entry Screen
e To update a vendor - enter the Vendor Number (or name) in the vendor field.

e Select the correct vendor from the dropdown menu.
e When the vendor is selected, the current information will be populated into the

fields
Vendor Change Request List
Vendor Change Request Entry

1)) @ S @) @ General

Vendor | 2534 [
Effective Date 2234 - Legal Edge Software -
Request To Delete -
Active
Category -

Type
Last Name / Business | Legal Edge Softwars
First Name
Middle Name
Suffix v

Verify information has been selected in the reason code field at the righthand screen
(drop down menu).

Reason Code

Comment

Address - - Change Address
Esupplier - Esupplier Added
Mew Vendor - New Vendor Added

Wendor Name - - Change Name

Verify that there is a checkmark in the Active box.

Fequest To Delete [
Active
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You must attach an updated W-9 for existing vendors whose address or federal id
information has been changed.

Vendor Change Request List

Vendor Change Request Entry

D @ BB &) Z) Documents
L

e To attach a W-9, click on the Documents button and then proceed with uploading the
W-9 in the same way as the PO entry or Invoice entry processes.

e Before leaving/navigating from the page - make sure to hit the Save button at the
bottom so the information is not erased.

e Change the information that is needed and click on the Submit button (located at the
bottom of the screen.

Web Site Address

ED €D €D

o After the Request is submitted, it will be sent to the Auditor’s office for approval.
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Add a new Vendor

e Select the Add Vendor button if you need to add a new vendor

e This will also take you to the Vendor Change Request Entry Screen but the Vendor number drop
down will be grayed out and the information will have to be filled in below.

A vendor number will automatically be assigned once the vendor has been approved. Everything
shaded in blue will have to be filled in and the effective date, reason code, and either Federal ID,
State ID, or Social Security Number.

Vendor IE‘

Effective Date EH

Active |[]
Last Name / Business
First Name

Middle Name

Suffix

Contact

Contact Name

Address

zZpcede [ vl

Verify information has been selected in the reason code field at the righthand screen (drop
down menu).

Reazon Code

Comment

Address - - Change Address
Esupplier - Esupplier Added
Mew Vendor - New Vendor Added

Vendor Name - - Change Name

Verify that there is a checkmark in the Active box.

Request To Delete [ ]
Active
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You must attach an updated W-9 for all new vendors by selecting the document button.

Vendor Change Request List

Vendor Change Request Entry

D % 5 ) 2 Documents
L

e Toattach a W-9, click on the Documents button and then proceed with uploading the W-9 in the
same way as the PO entry or Invoice entry processes.

e Before leaving/navigating from the page - make sure to hit the Save button at the bottom so the
information is not erased.

e Change the information that is needed and click on the Submit button (located at the bottom of
the screen.

Web Site Address

£D €D €D

e After the Request is submitted, it will be sent to the Auditor’s office for approval.
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