Vendoring

Vendor edit:
From the Main MenwnderLookup and Maintenancelick on Vendor
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That will bring you to the belowcreen- Input all or part of the vendor name and click search

Wasall Pu

L bodess - Wihnderwu Situr onrt Excplorur

Ov- =[] beap: it ocded s cobos she. et BIB0 ¥ flochus. v el ”»
Dl U Yem  Pavortes  lock btk -

WO |GEjeosk sl tndes fb - Bl k- e DTack e ™
E ’ - rrovide Feedback
A Uiann

financial systemse J

ErETTE— m—
| crein e
= reguired Neld
it
vendor 2: |
Active lodicator: |1 vas ' ol poen
Vendor Type: w5

State
Cammodity Code |

Suvpplier Diversity: -~
- cancet

-~

o trsied sees oo .

Input all or part of the vendor name and click search.



Scrol down until you find your vendor
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address is not there add it in the new address field under addr&gssure to input a description in the
de<ription field under Document Overviewlease do not change the set as default address unless
instructed to do so by Procurement and Contracting Services or Accounts Payable.
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Select address type (Purchase Ojdéhoose Purchase Order from the dig@vn menu. Input your
address, city, state, postal code, and country. Click add.



Your new address will be moved to the bottom of the addresses and look like this

£ Kuall Porta, ‘adex

G\:. oo | e

Windowse Internot Explorer

Ele  Edt View  Favor Tools  lelp
P [ ‘ M - Bl i - L) Rage v 4 Taoh v
| * met as campus defoult for: ‘[ | @y
Active Indicator: |I7
ned_|
o
Naw :
Address Type: ¥ Address Type: | PURCHASE ORDER |

Address 1) * Address 11 |[1234 Main 5t p
Address 2: Address 2: ||

City: * City: |[Danver 5

State: Stata: | SOLORADD >
(S "
Postal Code) Postal Coder (80201 *
Province: Province: ||
Country: * Country: ’ .UN! TED STATES o
N
Attention: Attantion: ||
URLY uRe ||
Vendor Fax Numbaer: vendor Fax Number: ||
Email Addrass: Emall Addrass: |
St ax Default Addrass: No Set asx Default Addrass: [ No |~
Active Indicator) “No Active Indicator “17 ¥
[Feiare
[New Default Address v
Done L 7 Trusted sitee HA00% o«

Click submibutton. If all went well you will get document was successfully suleahittessage Once
your new address has been approved by Accounts Payable you will get an FYI notification.

Vendor create:

From the Main Menu under Lookup and Maintenance click on Vendor
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Click on Create ne
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That opens a brand new Vendor documenKimali.

The tabs you will need to complete will be Document Overview, Vendor, Address. All tabs will be
opened when you are brought back to this screen.
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As with all documents in KESnput a descriptionn Document Overview New Vendor and vendor
name
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Under Vendor tab Complete:

New- The Vendor Name

Corporate Information Vendor Type (Purchase Order)

Ownership Type: Make your best gues&/P will fix when we get the W9
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Under the Address tacomplete New Address
Address Type Purchas Order

Address, City, State, Postal Code, Country
Add Vendor Fax NumbeThe fax numbers must be added to insure Procurement and Contracting
Services is able to distribute the PO to the vendor.
Change Set as Default Address from No to Yes
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Vendor Create ¢ Individual:

As with all documents in KE3nput a descriptiorg New Vendorg and vendor name
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Under Vendor tab Complete:

New¢ Vendor Name: First name space Last naBenot use Vendor Last Name/Vendor First Name
Corprate Information- Vendor Type (Purchase Order)

Ownership Type: Make your best gues&/P will fix when we get the W9
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Under the Address tacomplete New Address
Address Type Purchase Order

Address, City, State, Postal Code, Country
Change St as Default Address from No to Yes
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Click Add.
Click submit button.

You will get Document submitted successfully if all went according to plan.



