Accounts Payable Desk Procedures

Vendor Set Up Process

Issued: March 12, 2004 Revised: May 1, 2006

Purpose:  To provide detailed instructions on the Vendor set up process using
PeopleSoft FMS, version 8.8.
Procedure:

General Guidelines:

1)

2)

3)

4)

5)

6)

7)

Process commences per receipt of email request to set up new vendor or
completed New Vendor set up form.

New vendor set ups are reviewed and approved by AP Supervisor or AP
Manager prior to use.

The vendor request forms are to be printed or otherwise physically
maintained alphabetically by calendar year so vendor information may be
readily available for auditing or other purposes.

A thorough vendor search will be conducted prior to setting up the new
vendor to ensure that an active vendor number does not already exist. A
search will be conducted not only by full name but by partial name as well.
Sometimes more information can be gathered by searching on the first
few letters of the vendor’'s name than if the entire name is used. If the
vendor has already been set up, the buyer will be notified.

The new vendor must provide a complete street address. If vendor
prefers payments be sent to a P.O. Box it is acceptable to note both
addresses.

If the vendor requests payments to be wired they must provide us with a
completed LBNL Wire Request form.

A complete Tax Identification number must be provided by all new
vendors, whether they are incorporated or not. This information is to be

included in the new vendor set up area.
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Naming Conventions:

1. All names and addresses will be capitalized.

2. No punctuation or symbols will be used. Exceptions will need approval
from an AP Supervisor or Manager.

3. W-9's will be sent to new vendors prior to set up for verification of name,
tax identification number, business status, and additional vendor
attributes. No tax information = no vendor set up.

4. Foreign Status:

If a new vendor is not a “U.S. Person” and they have no tax ID number:

A. They will be supplied with IRS Form W-7. This form is found on: G
drive/AP/AP Forms/Form W-7. The return address on this form is
the Lab AP return address. The new vendor is to complete the
form and MAIL IT TO THE IRS as directed on the form. The IRS
will supply the new vendor with a tax ID number. The information
will come to the AP department from the IRS. We will copy the tax
ID information; forward the form to the new vendor at either their
home or Lab address.

B. Once a tax ID number is obtained, the new vendor should complete
a W-8BEN and submit that information to the AP department prior
to vendor set up. This form is found on: G drive/AP/AP Forms/W-
8BEN

C. If the new vendor is a U.S. Citizen, or other U.S. Person, including
a resident alien individual they should complete a form W-9.

5. Invoices will not be paid until the new vendor setup has been reviewed
and approved online by an AP Supervisor or Manager. (Please see
additional procedure.)

6. Name changes for previously set up vendors will not be completed until
the vendor has submitted the new name change information on company
letterhead or email complete with company contact information. The
Procurement department may provide assistance in obtaining “Change of

Name “and “Successor in Interest” forms from the vendor.
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A) The tax identification number must also be supplied at this time to
determine if this is simply a name change or if a new vendor should be set up.
B) If it determined that a new vendor should be set up, this information
needs to be conveyed to the Procurement department.
C) Existing Purchase orders under the old company name must be closed
and new Purchase Orders featuring the new company name must be created.
D) The vendor set up with the old company name will be inactivated.
6. Company will be CO
7. Incorporated will be INC
8. Limited Liability Partnership will be LTD, 1099 vendor unless incorporated
9. Limited Liability Corporation will be LLC, 1099 vendor unless incorporated
10. Association will be ASSN
11. Associates will be ASSOCIATES
12. Corporation will be CORP
13. The UC Educational system will be treated as follows:
First Address Line: REGENTS OF THE UNIVERSITY OF
CALIFORNIA
Second Address Line: CAMPUS SITE LOCATION
Third Address Line: CAMPUS ADDRESS
14. Integrated contractors will be treated as separate entities from the UC
Educational System. For example: LAWRENCE LIVERMORE NATIONAL
LABORATORY and like kind are to have their own vendor number.
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Instructions:

A. Login

1. Enter your Operator ID
2. Enter your Password
3. Click “OK”

B. Navigation from the Main Menu
From the Main Menu

Accounts Payable

Add/Update

Vendor

Click on Add A New Vendor link

a &M W npoE

22 Vendor - Microsoft Internet Explorer

Eile Edit ‘iew Favorites Tools  Help ':'
\ A |l A& A e S
- ) = i o ™ f s
Q- O ¥ [ € Poor frroons @3- W - B
F\ddress|@https:HfmssrvdZ.lbI‘gov:ESD1J‘pspJ‘fmsbox,l’EMPLOVEE,iERP)’c,I’MAINTRIN_\I’ENDORS.VNDR_ID.GBL?Fo\derPath=PORTAL_ROOT_OBJECT‘EPCO_\I'ENDORS.EPAFV B unks 7 & -
rreeeed

Search: Mew Window | Help |

[ I®
[> My Favarites

[» Manager SelfService

[> Project Costing

[ General Ledger

Vendor Information

Add a New Value

I Allocations
I Customer Cantracts Setll: Lane
7 Yendors Vendor ID: MEXT
= Wendor Information )
< AddiUpdate Persistence: | Regular w
I ar Classification; £
— Review Vendars
- ¥endorUser
— Diefine Yendor User Add
[> Maintain
[> Approve

b 1093Glnbal Witkholding Find an Existing Value | Add a Mew Value

[> Califarnia EDD
[ Purchasing
[ ePracurement
[» Services Procurement
[» Accounts Payable
[» et Up Financials/Supply
Chain
[ Enterprise Components
[ Wiarklist
> Reporiing Tools
[» PeopleTools
— Change iy Password
— Mty Personalizations
— My Systermn Profile
— Wty Dictionary

@Done S @ nkernet
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SetID: Will remain LBNL
Vendor ID: Will remain NEXT

Persistence: Will remain Regular

-} Vendor - Microsoft Internet Explorer |Z”E‘

ar

Eile Edit ‘iew Favorites Tools  Help
Qs O [ B & Powwr fomene @ @3- 02 @ -[JEL S

Agdress|;§| Fitpsi/ Frnssrvdz. Ibl.gov: 8801 pspffmsbos/EMPLOYEE JERPIIMAINT AIN_VENDORS. YNDR_ID.GEL?FolderPath=PORTAL_ROOT_OBJECT.EPCO_VENDORS.EPAF v | [ Go  Lnks ” @& -
ereeed?] |

Iﬂ@\

| Search: Hew indow | Help | (5
l:l Vendor Information

[> My Favarites

[» Manager SelfService
[> Project Costing

[ General Ledger

Add a New Value

Eind an Exis

I Mlocations
I Customer Cantracts Setll: LBNL
7 Yendors Vendor ID: MNEXT
= Vendor Infatmation
-

Persistence: | Regular

= AddiUpdate

Classification: -

— Review Vendars
—¥endor User Attorney

— Define Yendor User Add Employee
[> Maintain M/ HRMS
[> Approve i ictind Outside Party
[ 1099iGlobal holding IS
[> Califarnia EDD

[ Purchasing
[ ePracurement

[» Services Procurement

[» Accounts Payable

[» et Up Financials/Supply
Chain

[ Enterprise Components

[ Wiarklist

> Reporiing Tools

[» PeopleTools

— Change iy Password

— Mty Personalizations

— My Systermn Profile

— Wty Dictionary

a
Classification: Select the vendor’s classification. The values are:

S @ nkernet

Attorney: Indicates that the vendor is an attorney

Employee: Assign this classification to vendors only if they are lab personnel
Supplier: Most vendors are suppliers.

Click on the ADD button
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Vendor Short Name: Provides an alternative search key to access
vendor data. Use the first word of the business name, or the last name if the
vendor is an employee.

Vendor Namel: Enter the vendor's name. There are two lines for the
vendor name in case you are dealing with divisions, subsidiaries or other
complex organization entities.

Status: Displays the vendor’s status. The values are:

Inactive: You cannot enter new vouchers for this vendor.

To Archive: You cannot enter new vouchers for this vendor; the vendor is purged from the
system.

Unapproved: If you do not have the authority to approve vendors as defined in your user
preferences, another user needs to approve the vendor before users can enter vouchers into the

system for this vendor.

Withholding: When entering withholding or 1099 vendors, select to enable
withholding for the vendor. You specify withholding options on the Withholding
Vendor Information page.

Open For Ordering: Select to certify the vendor for purchasing goods

and services. If this check box is clear, you cannot enter purchase orders for this
vendor in PeopleSoft Purchasing.

Please see following page for screen shot.
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2l Vendor - Microsoft Internet Explorer

Eile

Edit

View  Favorites

@Ba(k < -J E @ (h pﬁear(h \‘;/\\'(Favnntes @ &2' “_\ﬁ v I_J ﬂ .ﬁ

Tools

Help

Address |@ https:f{Fmssred2. bl gov: 8801 fpsp,fmsbox EMPLOYEE JERPC/MAINT AIN_VENDORS. VNDR_ID.GEL h

e Window | Help | Customize Page | o

~
Identifying Information
[> My Favorites
[ Manager Self-Service Setll: LBML Check for Duplicate
[ Project Costing
© General Ladger Vendor ID: MEXT
[ Allacations E [TESTVENDR
b ENEETEr e ‘Vendor Short Name:
= vendors ; “endor Name 1: | TEST VENDOR, INC ||
= Yendor Information
< AddflUpdate Vendor Name 2: |
. . Approved (v . ification: Supplier v
— Review vendors Status: Classification:
- Vendor User persistence: :
_ Defing vendor User Persistence: HCM Class:
[= Maintain ] VAT Registration Registration VAT Default WAT Service Treatment Setup
s SLILE (1 withholdin
& 1089/GIabal Withhalding ) Expand All | Callapse Al
& Califarmia EDD Qpen For Ordering
[» Purchasing Vendor Relationships
[> eProcurement
[ Serices Procurerment [ corporate vendor ] mterunit Vendor
[» Accounts Payable . a . ., a
b Set Up Financials/Supply Corporate Vendor ID: InterUnit Vendor ID:
Chain
[» Enterprise Components ==
[ Worklist ~ Additional ID Numbers
b Reporting Toals Customer ID: Q
> PeopleTools
— Chane Wy Password Our Customer Number:
— Mty Personalizations
— My Svstern Profils B
— htv Dictionary < | B
| & &) L2
I@ é 0 Inkernet
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Additional ID Numbers: Enter TIN information in this area. The data here

is not used for processing, but may be required for reporting purposes.

If this vendor is to receive a Form 1099, the Withholding box on this page will be

checked.

22 Vendor - Microsoft Internet Explorer

Eile Edit ‘iew Favorites Tools  Help
. . — e ot iw | = P
@ Back - J @ @ \_ﬂ /.j Search \w{ Favorites @ E,-:_< - &G - _J ﬂ '3
Address |@ https:f fFmssredz2. bl oo 8301 /psp/frsbox EMPLOVEEJERPIcMAINT AIN_VENDORS, YNDR_ID . GBL?FolderPath=PORTAL_ROOT_OBJECT EPCO_VEMDORS.EPAF ¥ <t} Links > @ ¥
Search: o
l:l ) SetlD: LBNL Check for Duplicate
[> My Favarites Vendor ID: 00000332449
[» Manager SelfService
[> Project Costing “Vendor Short Name: TESTVNDR TESTVHDR-001
[> General Ledger
B AT 8 “Vendor Name 1:  |TEST VENDOR, ING
> Customer Contracts Vendor Name 2: |
= Vendors -
< Yendor Informatian ‘Status: Approved w0 ‘Classification: Supplier  w |
= AddiUpdate
\dor 'Persistence: HCM Class:
- V'?i;;heu"‘rf EZEENS ] VAT Registration Registration VAT Default VAT Service Treatment Setup
— Define Vendor User I withholding Expand All Collapse All
[> Maintain Open For Ordering
[ Approve Vendor Relationships
[> 1099iGlobal Withholding
[ California EDD (] Corporate Vendor [ InterUnit Vendor
[ Purchasing
[ eProcurement Corporate Vendor ID: CU InterUnit Vendor ID: a
[> Services Procurement
[ Accounts Payable
[» Set Up Financials/Supply - Additional ID Numbers
Chain ] )
> Enterprise Components P 4 Co=imme
b Workiist Our Customer Number:
[» Reporting Tools
[» PeopleTon| & | Fid | - a |;=
— Chanoefy Password ’7,—,7
L e R RS Type Setid ID Humber DUNS Humber
— Wy Systern Profile TN 123456789 =] v
— My Dictionary ¢ | s
aDune é B Internst
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Duplicate Invoice Settings: The system should default to Reject

3 Vendor - Microsoft Internet Explorer
Edit

Eile

@Back @ J @ @ :_;j pSearch *Favomtes @ L::?:v :\?.. © |_J ﬁ .3

Wiew Favorites Tools Help

~ Additional ID Numbers
Customer ID: Q

[> My Favarites ’—
[ Manhager Selk-Semice Our Customer Number:

[ Project Costing

[> General Ledger Find 24 | Last

[> Allocations

[» Customer Contracts

~ Wendors

= Wendor Informatian

= AddiUpdate
— Yendar
— Review Vendars

~ Vendor User ] -
e S e ——— +
— Defing Vendor User Effective Date: 0470772008 Bl status: | Active i =
I> Maintain
[> Approve *Duplicate Invoice Indicator: | Default 3

[> 1099iGIobal Withholding [] Business Unit
[> Calitarnia EDD

I Purchasing [ wendor ID

[> eProcurement [ mvoice Number

[» Services Procurement [ inveice Date

[» Accounts Payable

&> Get Up Financials/Supply o I Gross Amount
Chain Reject

[ Enterprise Components b, 4 © Rej

I Wirarklist O Recycle
[» Reporing Toals > Warning
I PeopleTools

— Change My Password

— My Personalizations
- v Svstem Profl] FEn cartientionnates | 5[] HUB Zone

~ Government Classifications

|
=
=]
=
=
E]
]

|A

Agdress|@ https: | Fssrvd?.Jbl. gov: BE01 /psp/Frasbox EMPLOYEE [ERPc/MAINT AIN_YENDORS. YNDR_ID.GBL v Go o lnks P @l -

|

|

|

Ia S @ nkernet
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Vendor Address

Specify one or more addresses for the vendor. You can enter multiple

addresses for the different sites that a vendor might have.

23 Vendor, - Microsoft Internet Explorer E]‘EHE|

File Edit ‘iew Favorites Tools Help

@Back = J @ @ ¥h pﬁear’ch {?Favnmtes @ L?gv “_\f' @ J ﬁ .ﬁ

F\eress|@https:HfmssrvdZ.Ihl‘gnv:ESD1J‘pspJ‘fmshnx,l’EMPLOVEEJERP;’EIMAINTAIN_VENDORS.VNDR_ID.GBL v Bco  unks * @y

Search: lew indow | Help | Custorize Page | jm

®

Address

[> My Favorites
[» Manager SelFSewice

&> Project Costing et LBNL
[ General Ledger Vendor: ME=T Short Vendor Name: Name:  TESTVENDOR, ING
[> Allocations )
b Customer Contracts [P—— :  First (g o1 [ et
[~ Vendors
= Wendor Informatian Address ID: 1 =

= AddiUpdate
or
— Review Vendors

|SAN FRAMCISCO, CA 94201

Description:

First 1] 1of 1 [H Last

— Yendor User
- Deflne Vendar User Effective Date: |0407/2006 E FE=E
[ Maintain -
[ 1099iGlobal Withholding Country: usa C United States

[> Califarnia EDD

|22I] CALIFORMNIA ST

[> Purchasing Address 1:
[ eProcurement
[ Senices Procurement Address 2: [suITE 2200 |

I Accounts Payable |

[> Set Up Financials/Supply Address 3

Chain City: |SAN FRAMCISCO
[ Enterprise Companents .
E\;\"U”‘"Ls_t ol County: | Postal: gaa0l

eporting Tools ca |

[ PeopleToals State: Ea Q
— Chande My Password
— Mty Personalizations Email ID: |testvendnrmc@att COMm
— iy Svstem Prole » PaymentWithholding Alt Names v
— Wiy Dictionary < |
@ é 0 Inkernet
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2l Vendor - Microsoft Internet Explorer

File  Edit View Favorites Tools  Help 1’,'
On O ERAG o o @3- % m-LIA B
Address |@ https:f{Fmssred2. bl gov: 8801 fpsp,fmsbox EMPLOYEE JERPC/MAINT AIN_VENDORS. VNDR_ID.GEL A Go Lirks ** @ ¥
Search: @ i d | Wigw &) First (4 11 1 [ Last =
. . (04507i2006 =
[ My Favories Effective Date: B
[> Manager Sel-Serice Status:
I Project Costing
> General Ledger Country: USA S nited States
b Allocations 220 CALIFORNIA ST,
[» Customer Contracts Address 1: |
= Vendors _ Address2:  [SUITE 2200
= Yendor Information
= AddiUpdate Address 3: |
I - or : SAM FRAMCISCO
~ Revlew Vendors City: l
- Wendor User @R [ a— 54201
— Difine Yendar User
[ haintain State: £ a
[ Approve
> 1089/Global Withholding Email ID; [iestvendorinc@att.com
i o £60
b Purchasing PaymentMWithholding Alt Names
I ePracurement 92 AR lPhone Information = e
[> Services Procurement Twne l_
I Accounts Payable —MEE
> Set Up Financials/Sipply [418 [555-1234 =
Chain |
[ Enterprise Components
[ worklist
[» Reporting Tools
[> PeopleTools
_ Cha?me i Pl B save | =] Maotify | 4 Refresh | B Add UpdatefDisplay | & Include Histary | [E Carrect Histary ||
— My Personalizations . .
Identifying Infarration
— My Systert Profile Identifying Information | Address | Contacts | Location 3
— Wy Dictionary ¢ | @
@ é 0 Inkernst

Phone Information:

Type: Select the type of phone number that you are adding (cellular,
business, fax, etc.)

Prefix, Number and Extension: Enter the prefix, number and

any extension for the new phone number.
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IF VENDOR IS A 1099 VENDOR

<2 Vendor - Microsoft Internet Explorer A=
2 Vendor - i ft Internet Expl =]
File  Edit View Favorites Tools  Help 1','
Q- © X @ G| Lo Frrmee @ 3% B - B
Address |g‘| hittps://Fmssrvdz. bl gov: 8301 /psp/Fmsbox/EMPLOYEE [ERP{MAINT ATM_YENDORS, YNDR _ID.GEL?FolderPath=FORTAL_ROOT_OBIECT EPCO_VENDORS.EPAF ¥ Go o lnks ® @ -
L0 \r']
. s ~
||:| @ |~ || eectve pate: 04132008 |33 = 1
[ hity Favorites i
I Manager Selk-Senice Status: cive b
[> Project Casting Country: usa United States
[» General Ledger
[> Allocations Address 1: |444 BROADWIAY
[» Customer Contracts |
= Yendors Address 2:
= Wendor Information |
< AddiUpdate Address 3:
| city: [oakLAND
— Review Vendors ’7
—wendor User County: | Postal: Rl
B &3?7;:]; vendor User State: £ 2 Calarnia
1> Approve il ID: test1 098vendor.com
& 1089/GIabal Withhalding Emailo: l
[> Califarnia EDD ~ PaymentWithholding Alt Names
e (@ vevsterarie ————————————————————]
T osm———— / Payment Alternate name
[> Services Procurement Name 1: |JANE DOE
[» Accounts Payable
[> et Up FinancisT=/Supply Name 2: |
Chain
b Enterprise Companents Withholding Alternate name A
[ worklist
[> Tree Manager Withholding Name 1: |JANE DOE
> Reporiing Tools
» PeopleTonls Withholding Name 2: |
— Change iy Password
— My Personalizations - -
— My Systern Profile Phone Information Customize | Find | view & | B8 First [ 1 o 1 [¥] Laet v
— Wty Dictionary | =
@ é £ Internet

The Payment/Withholding Alt Names area must be completed with

the owner’s name if the name of the business is not the owner’s
name. Example: Samantha Rose owns Acme Gardening Supplies.
The business is not incorporated. This area should contain the
owner’s name, Samantha Rose.

But, if the name of the business is Fred Smith, and Fred Smith is

the owner, then the Payment/Withholding Alt Names area would not

need to be completed.
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File Edit ‘iew Favorites Tools  Help

@Back < J @ @ \jj ;j Search \j‘:{Favor\tes @ E::{- :;\, v J ﬂ ‘3

Accounts Payable Desk Procedures

Sl=J[ES)

Address |a https:f fFmssred2. bl oo 8801 /psp/frsbox EMPLOVEE JERP/cMAINT AIN_VENDORS, YNDR_ID.GEL?FolderPath=PORTAL_ROOT_OBJECT EPCO_VEMDORS.EPAF ¥ Go

Search:

()

[ My Favorites
[> Manager Self-Service
[» Project Costing
[» General Ledger
[> Allocations
[ Customer Contracts
= Vendors
= wendor Information
= AddiUpdate

Vendor Contact

Setip:  LBMNL

Vendor: MEXT

Contact ID: 1

Short Vendor Name:

Description: |JAnE DOE, AR REP

Hame:

First EI 1of 1 EI Last

Links ** @ v

First [ 1 o1 1 (M Last
=]

— Wendor
+
— Review Vendors Eff Date: 04/0712006 [5] =
- Wendor User
— Define Yendor User Status:
[ Maintain . Billing w
[: Apprave Type:
> 1099/Global Withholding Name: [1aME DOE
[> California EDD
I Purchasing Title: |ACCOUNTS RECENABLE REP
[» eProcurement ,—
I Services Procurement Address: Q
[ Accounts Payable
[» Set Up Financials/Supply
Chain =
[> Enterprise Components
< Wnrkllljst R Internet; |htlp..fﬂ\vwm.testvendur.cum View Intemet Address
I Repoting Tools T |idoe@testvendor.com
[ PeopleTools =
— Change Wy Password Phone Information | Fing First [ 101 1 [ Last
— My Personalizations "Type Prefix Telephone Extes
— N
b Svstom Profile [Ausiness  wlla1a 5751234 I+ 1=1 |
— My Dictionary ¢ | 5
&l 5 mtemet

Vendor Contact Information

Enter information about the people connected with this vendor whom you

contact on a regular basis, so that you can easily determine whom to contact if

you have questions.

If possible, include all relevant information. Examples would include direct

number and/or extension, and an email address

Vendor Set Up Process
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<A Vendor - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@ Back =

J |ﬂ @ __jj /:\J Search \:::(Favor\tes @3 [7\’- ; - J ﬂ ‘3

Address |€I https:f fFmssred2. bl oo 8801 /psp/frsbox EMPLOVEE JERP/cMAINT AIN_VENDORS, YNDR_ID.GEL?FolderPath=PORTAL_ROOT_OBJECT EPCO_VEMDORS.EPAF ¥ Go
A
!

Search:

()

[ My Favorites

[> Manager Self-Service
[» Project Costing

[» General Ledger

[> Allocations

— Review Vendars
— Wendor User

— Define Yendor User
[> Maintain
[ Approve
[> 1099iGlobal Withholding
[> California EDD
I Purchasing
[» eProcurement
[> Services Procurement
[ Accounts Payable
[» Set Up Financials/Supply
Chain
[ Enterprise Components

Links **

Si=J[ES)

.",:

& -

Location

Summary Identifying Information

Setip:  LBMNL

Name:

Wendor: 0000033248  ShortVendor Name:  TESTVNDR-001 TEST YEMDOR, INC

Avwendor location is a default set of rules which defing how you conduct business with a vendor

[ Customer Contracts
=~ Vendaors Find | “iew All First [ 1af 1 [¥ Last
= wendor Information
= AddiUpdate “Location: 1 Default EIE

Description: | AN FRANCISCO e

First El 1 of 1 El Last

F
‘Effective Date: |0+07/2006 [ ==

Expand All Collapse All
Options: Payables Procurement SalesiUse Tax 1043 Q 4

~ Additional ID Numbers
B et [ g or 1 [P Lot
DUNS Humber

Status: WVendar Attributes

customize | Find | vie

’7’? ID Number

[>

FE

[> Wiarklist

[» Reporting Tools

[» PeopleTools

— Change My Password
— hty Personalizations
— bty Systern Profile

— My Dictionary

@ é 0 Internet

First E 1 of 1 Last
< | 2

£

Vendor Locations

General Information: Enter one or more locations for the vendor.
Each vendor must have one default location, but can also have
multiple locations, including an “Invoicing From”, “Remit To”, and
“Return To” location. Enter identifying information for each vendor
location.

Each time a new vendor address is added a corresponding
Location needs to be added as well.

The Vendor Location screen is the most robust, information filled
page of the entire vendor set up. It contains an incredible array of

important, detailed information.
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<A Vendor - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@Back - \J |ﬂ @ _,h /I:\J Search \j'\'(Favor\tes {:‘:{ <~ :4 - 4] ﬁ 3

-

|l—| ) g | “Location: 1 a |

[ Wty Favarites _ ~ Additional Payables Options
b Wanager Self Senice Payment Control gan |

[» Project Costing
[» General Ledger

Pay Group: Q ‘Bank Options: | Default b

[> Allocations
[ Customer Contracts Bank: Q
= Wendors ‘Delay Days:
= wendor Information ,— ,—
< AddiUpdate Default * | Discount: 0 Net: a
I i Account: Q
— Review Vendors ] Hold Payment [ complex Routing Currency: Q
~ %ndur [ miways take discount [ Separate Payment
— —p . . < o
© Mairtain [ Factoring ] Apply Netting Rate Type:
[+ Approve Draft Processing Control Additional Payment Information
[> 1099iGlobal Withholding N L K
& Califarnia EOO Draft Sighit: Payment Method:
Default ~ -

I Purchasing Default v Q

[> eProcurement

[> Services Procurement *Draft Rounding: Do Mot Use v

‘Payment Hanglin

Default F Automated Clearing Hous

[ Accounts Payable N . Direct Debit
Rounding Position:
b Set Up Financials/Supply . ) _LI ’7 Reschedule ID; |Draft- Customer EFT
Chain Re_"la““"u Amount | Do notissue Draft » ,— Draft- Customer Initiated
[> Enterprise Compaonents Action: ’— Q Draft- vendor Initiated
[ Warklist ‘Payment Method: CHK Q. Check ([T B0 L TR | Electronic Funds Transfer _

I Tree Manager ‘Draft Optimize: Do Mot Use v Giro - EFT
‘Doc Type:

[ Reporting Tools Giro - Manual

[ PeopleToals Max Number of Dmfts:’_ Default ~ |Letter of Credit v

4:

Agdress|§‘| Fitpsi/ Frnssrvdz.Ibl.govi 8801 psp/fmsbos/EMPLOYEE JERP/CMAINT AIN_VENDORS. WNDR_ID.GEL?FolderPath—PORTAL ROOT OBJECT.EPCO VENDORS.EPAF v | [Ed Go  Lnks ® @& -

— Chanoe My Passward Manual Check

— bty Perzonalizations Holiday Processing Options Systern Check ‘\

— iy Systermn Profile _ | —— | Treasury Wire

— Mty Dictionary vi< Wire Report | s
@I é 0 Internet

Additional Payables Options:

In the Payment Control quadrant selections should be made in the
following areas:

1) Pay Group - Should default to a blank for most vendors.
However, if you are setting up a non-PO vendor please
select “NP”. If you are setting up a Travel vendor please
select “TV”.

2) Payment Control Options — Select Hold Payment, Always

Take Discount, or Separate Payment
Bank and Draft Processing Control quadrants should be allowed to
default.
In the Additional Payment Information quadrant, select Payment

Method and then select either “System Check” or “Wire Report”.
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Accounts Payable Desk Procedures

Also open the Payment Handling area to select specific instructions

for payment handling.

Payment Handling Screen

M Vendor - Microsoft Internet Explorer

Eile Edit ‘iew Favorites Tools  Help iy
Y . —~ A ~ Ty
- | ) =7 - Wl - iﬂ e
e Back. \_) |ﬂ @ __ﬂ 7 Search \V\( Favorites €‘3 [\ =1 3
Address |@ hkkps: i fFssrvdz bl gov: 8801 /psp/Frisbox/EMPLOYEE JERPIC/MAINT ATN_YENDORS, VNDR_ID,GEL v GO Links @ -
,_\\l ;1
srerces]

Home Sign out

- ~
|I:| 9 |m Hew tiindow | Help | &
[> My Favarites
[ Manager Self-Semvice
[> Project Costing Cancel
[ General Ledger
I Allocations
[ Customer Contracts
- vandors Search Results
= Wendor Information - I First [4] 113 of 13 [] Last
- AddiUpdate [SetiD |Payment Handling [Description Short Description [Sequence Humber
endor LBML AE Attachment & Envelope Provided Attm i Eny an
N LBNL AT Attachment Mtachment 97
— Diefine Yendor User LBML CE Copy of Check in Envelope Cpy Check 40
I Maintain LBML EF Envelope Provided Envelope 15
[> Approve LBML FE Foreign Envelope Eoreign 1a
[ 1088iGIobal Withhalding LEML FX FedEx Ernvelope is Provided FedEx 20
. PDU‘?:A';E;’;; 0D LENL HD High Dollar Amount Hich § ag
& eProcUrerment LBRL I Internal Distribution Internal 10
& Senices Procurement LEBML MO Mon-PO Recurting Requests  Mon-Other 96
I Accounts Payable LEML MNP Hon-PO Desk Mon-PO a8
DSEN_JD Financials/Supply LBHL PO Route to Purchasing Purchasing &0
. Ehta'” oo ' LBHL PLI Pickup Co. Phone Contact Req  Pickup 15
nterprise Components
- Ykt LEHL RE Regular Payment Eegular 1
I> Tree Manager
[» Reporting Tools
[ PeopleTools
— Change My Password
— Mty Personalizations
— My Systern Profile |
— Wy Dictionary v
@ é 0 Internet

If no special handling is required on a regular basis for this vendor,
nothing need be selected in this area and Payment Handling may just

be left as “Default”.
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Vendor Type Options (on Payable Options page):

2l Vendor - Microsoft Internet Explorer

File  Edit View Favorites Tools  Help
. A | & N - = y
Oui - © MEAG P frroos @3- 5 8- LJE B
Address |@ https:f{Fmssred2. bl gov: 8801 fpsp,fmsbox EMPLOYEE JERPC/MAINT AIN_VENDORS. VNDR_ID.GEL A Go Lirks ** @ ¥
= :
| |:| @ A Draft Processing Control Additional Payment Information o]
*‘Draft Sight: L :
b Wy Favaries T L] Payment Method:
[ Manager Self-Service Default v Q | Default vI v‘
[ Project Costing r -
[ General Ledger ‘Draft Rounding: Do Mot Use v Pa;‘;:;l‘tt“alldil'llg- ~
el Rounding Position: ’_
[» Customer Contracts o Reschedule ID:
= vendors “Remaining Amount | Do not issue Draft v‘ &
= Wendor Information lon: WQ
= AddilUpdate ‘Payment Method: Check Document Sequencing Type
| or ‘Draft Optimize: Do Mot Use v ‘Doc Typer
Review Yendorg e
YT Max Number of Drafts:l_ | Default - I - |
— Define Yendor User = - R
&> Maintain Holiday Processing Options
[ Approve Holi P Default v
& 1089(31ohal Withholding HolidayBroces=ng.
> Purchasing Holiday Options:
[ eProcurement Days: ] Attow due date in next month
[> Senices Pracurement
[» Accounts Payable = -
[> Set Up Financials/Supply * Matching/Approval Options
Chain » EFT Options
S R
b yorklist } Self-Billed Invoice Options
[> Tree Manager + Vendor Bank Account Options
i Reparting Toals } Vendor Type Options ||
[» PeopleTools y =
— Change My Passward * HIPAA Information
— My Personalizations
— Wty Systern Profile Expand All Collapse All v
— hty Dictionary /< | 3
@ é £ Internet

Open this link to select the appropriate from the following list of

options. Please see page below.
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Vendor Type Options

2l Vendor - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools

@Back - -J E @ Ch pSearch ‘-‘T/r\\?Favnmtes @ B' ;l_; E i |_J ﬁ ‘\3

Help

Accounts Payable Desk Procedures

fiddress |@ https: /{Fmssrvd?.Ibl. gov: BE01 [pspiFmsbox EMPLOYEE [ERPc/MAINT ATN_VENDORS. YNDR_ID.GBL v Beo unks * @y -

Meru &

Search:
®

[ My Favorites

[» Manager Selr-Service

[» Project Costing

> General Ledger

[ Allocations

> Customer Contracts

= Wendors

< Yendor Information

= AddUpdate

HET

— Review Vendorg

—Wendor User

— Define Yendor User

>

one of the fi

e —
T ——
Fo [Focomcomasior

[> Maintain
[ Approve
[> 1099iGlobal Withholding
[> Califarnia EDD
[> Purchasing
[ ePracurement
[» Services Procurement
[> Accounts Payable
[» Set Up Financials/Supply
Chain
[ Enterprise Components
[> Wiarklist
[» Tree Manager
[ Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
— iy Systern Profile
— Mty Dictionary

|ERG [Forelan Supslier

[ovT [covemmentageney
LB [LameBusiness
MR [Minoritevendar
WP [MonPremt
[P [Public Relations
|58 [SmallBusiness
[TRD [Tradesman
[IEM [Transpottation
[IRY [TravelRelted Semices
UG [University of California (UTY
[va [various & Utiiies

| Cancel

Wew Windaw | Help | o5

£

|

é 0 Inkernet

Select the appropriate option.
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Accounts Payable Desk Procedures

Procurement link

3 Vendor - Microsoft Internet Explorer

Eile Edit ‘“iew Favorites Tools Help

@Back = J @ @ :_h pSearch \;}(Favor\tes @ L/YR' :\; © I_J ﬂ .‘3

Address |@ https: fifmssrvdz bl gov: 8801 /pspifmsboxEMPLOYEE JERPICMAINTAIN_YENDORS, VNDR_ID,GEL v Go Links @ -
i

Search:

MewWindow | Help | Customize Page | B, #

>

Location

[ My Favarites
[> Manager Sel-Service

I Project Costing Setip:  LBML
[» General Ledger
> Allocations c Vendor: 0000031031 Short Vendor Name:  CRYOM-001 Name: CRYOQMNE NG
> Customer Contracts
= Yandors Avwendor location is a default et of rules which define how you conduct business with a vendar.
= Wendor Information
= AddiUpdate =
“Location: 1 [] Defaun
— Review Vendars
— ¥endor User Description: |ROCKV|LLE BTV Fees
— Define Yendor User
[ Maintain
[> Approve [=]
> 1089/GIobal vithhalding *Effective Date: |10/132004 [
[ California EDD "
[> Purchasing Status: Wendor Attributes
[ ePracurement Expand All Collapse All
[> Services Procurement Options: Payahles  Procurement  Salesillse Tax 1099 —I —I

[> Accounts Payable + Additional ID Numb
I Set Up FinancialsfSupply e

Chain
[ Enterprise Companents » Internet Address
[ wWorklist —
[> Tree Manager EAVAT
b Reporting Tools Exmand &l | collapse Al 1
ML Expanddll| - Collagse A
— Change iy Password
— iy Personalizations
My Sestern Erofle B save I L Return to Search I =] Notify I '!;Rerreshl B+ Add I Update/Display | Z Include Histary I [E# Correct v
— My Dictionary < | _

a S @ nkernet

E2]

Click on the Procurement Link.
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2 Vendor - Microsoft Internet Explorer
Edit

Eile: Wiew  Favorites

eBack - \_/J Iﬂ @ __7;} /:__\J Search '*zf:(FavUr\tes @ E_"

Tools

Help

|

Accounts Payable Desk Procedures

& ®B-JE 3

Address |a https: fffmssred2. bl gov: 8801 fpspifmsbox EMPLOYEE JERPC/MAINTAIN_VENDORS. WNDR_ID.GEL L Ga

Lirks ** '@ <

EaaiE ~ TLAUT VIASHING TUN AYE A
I © ROCKVILLE, WD 20552
My Favorites LecEign: 1 ROCKVILLE
[ Manager Self-Service
[> Project Costing
[ General Ledger
P Allocations Vendor: 0000031031 CRYONIXING
[ Customer Contracts
7 DRE 1 ROCKYILLE
= Vendor Information Address: a
= AddiUpdate 12401 WASHINGTOM AVE
= ‘3‘" 0 ROCKVILLE, MD 20852
Revlew Vendars Location:
—“endor User U ROCKVILLE
— Deefine Yendar User
&> Maintain ~ Additonal Procurement Options
I Approve . ) K
> 1099/Glohal Withholding Accourtting Template: *Currency Information Flag: Rate Type:
I Califarnia EOD |_—W | Default v/ Q Default v| | Q| Q
g Z;:g';ﬁf;?gem 'Freight Terms Code: ‘Buyer:
> Services Pracurement Default v || a, Default 1+ | | a
[ Accounts Payable *Shipping Method: .
[ Set Up Financials/Supply Default 2 ‘ Q (] Consign Voucher:
Chain . .
E EJ‘leglPritSE Components ‘Payment Terms Flag: ‘Basis Dt Type: L Advanced Shipment Receipt
orklis
b Tree Manager /‘V Deraut || Qloefast ¥ [ upNReady
[» Reporting Tools /
[ PeopleTools
— Chande Wy Password } Dispatch Methods 0
— My Personalizations Y =
— My Systern Profile | RIViOption=
= M Dictionars v Epandal | collapse il v
@Dnne é 0 Internst

Leave the following areas as Default:
1) Freight Terms Code:
2) Shipping Method
3) Payment Terms Flag:*Basis Dt Type:
Note: The default is Net 30 days. If the payment is to be
other than Net 30 days select “SPECIFY” under the
Payment Terms Flag. Please see example on next page.

4) Buyer
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Payment Terms if other than default Net 30 days:

2 Vendor - Microsoft Internet Explorer E]‘E”zl

File  Edit Wiew Favorites  Tools  Help
) A 7 v — e
@Back - J @ @ \_ﬂ ijearch ‘?/\?Favnmtes {‘3 [)‘_r__<' [=" - ﬁ ﬁ
Address |@https:Ufmssrvd?.Ihl‘gnv:EBD1J‘psp;’fmshnx,l’EMPLOVEE,iERPIEIMAINTAIN_VENDORS.VNDR_ID.GBL v Beo unks * @y -
,_\\I )
crereed H
|

Rcecic L)
Search:
@ Vendor: 0000026316 AT AND TWIRELESS
[ My Favorites
[» Manager Selr-Service =% PHOEN
I Project Costing Address:
[ General Ledger F OBOX7B8224
[ Allocations
[ Customer Contracts Tt FRIBENES &2 Celtlazena
= Vendors ocation: 3 PHOENIX
< Yendor Information
~ Additonal Procurement Options

= AddUpdate

— Revigw Vendors *Accounting Template: ‘Currency Information Flag: Rate Type:
- Vendor User Default v || a Default v Q| Q

— Define Yendor User e . y )
& Walntain Freight Terms Code: Buyer:

[ Approve Diefault v/ Q Defautt  +| | Q

& 1099iGIobal Withhalding *Shipping Method: 7
> Galifornia EDD D;'::::tg & vo‘ a 01 consign Voucher:
[> Purchasing . .
g EPVD_CWE;”EN . ‘Payment Terms Flag: ‘Basis Dt Type: [ Advanced Shipment Receipt
[ Accounts Payable v W i Detautt b ] UPN Ready
[ Set Up Financials/Supply
Chain
[ Enterprise Compaone| ¥ Dispatch Methods
Ay
 Tree Manag RIV Options
b Reporting Tools Expand All | Collapse Al
— Change My Passward
— My Personalizations
— by System Profile - oK | Cancel ‘ Refresh |
— Wiy Dictionary v

@ é 0 Inkernet

£

Select “Specify” on the Payment Terms Flag. Then click on
magnifying glass icon to bring up list of available payment terms.

Please see next page to view complete list.

Vendor Set Up Process Page 21 of 27



Accounts Payable Desk Procedures

2 Vendor - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help

eBack < d D @ h | search MFavUr\tes @ Lz =1 @ I_J ﬂ .'ﬁ
Address |a https: fffmssred2. bl gov: 8801 fpspifmsbox EMPLOYEE JERPC/MAINTAIN_VENDORS. WNDR_ID.GEL A Go Lirks ** @ ¥
=

Search:

®

[ by Favorites SetiD: LBMNL
[» Manager Self-Service . - -

b Bz Qi Payment Terms ID:| hegins with |

[ General Ledger

P Allacations Look Up Clear Cancel

[ Customer Contracts | | | Basic Lonkup
= Wendors

= Vendor Information Search Results

= AddilUpdate Ll First [q] 1-12
o

>

Mews window | Help | B

[Payment Terms ID |Short Description Description Payment Terms Type [Terms Applicability

:w 4P /4% 10N30 1/4% 10 Da sNetanm\_ Vendor
_ Define Yandor User 1P10D 1% 10N 1% 10 Days Net 30 Single yendor
[: Maintain 1P150 1% 18M30 1% 15 Days ket 30 Single Wendor
> Approve 130D 1% 30030 1% 30 Days Met30  Single wendor
[ 1089(Glohal Withholding 2P10D 2%1 0130 2% 10 Days Net 30 Single wendor
. gﬁ;:';”;l?]‘; oD 2P20D 2%20130 2% 20 DaysMet30 Glngle vandar
b eProcurement a0oaY Met 30 Met 30 a\_nm_ vendor
& Senices Procurerent HP10D 14291 0M30 142% 10 Days Met 30 Single wendor
> Accounts Payable NETO1 Dblet1 Blet1 m\_ vendor
I Set Up Financials/Supply MET10 Met10 Met10 Single wendor
. é’:&'::]rige Componenis NET15 Net1s Net1s Gingle vandar
* Warklist MET20 Het 20 Het 20 Single vendor
[> Tree Manager
[» Reporting Tools
[ PeopleTools
— Chanage My Passwaord
— My Personalizations
— My Systern Profile |
— My Dictionary w
@ é 0 Internst

Select appropriate payment terms from the list for this vendor.

Continue to complete procedures.
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Vendor Attributes Link:

rosoft Internet Explorer

File  Edit View Favorites Tools  Help

\ A | ) . R
Qui- © BB G| Puwo frrwen @2 % B - B
AﬂdeSS|@https:HfmssrvdZ.Ibl‘ng:ESD1fpspffmsbux,l’EMPLOVEE,iERPp’:,l’MAINTAIN_\I'ENDORS.VNDR_ID.GBL A GD Lirks ** @'

l:l ® |~ Mew Window | Help | Customize Page | nm

[ My Favarites Location
[> Manager Sel-Service

[ Project Costing . LBML
[> General Ledger SEl
I Alocations Vendor; 0000031031 Short Vender Name:  CRYOME-001 Name:  CRYONI NG
> Customer Contracts
e . Avendor location is a default set of rules which define how you conduct business with a vendor.
= Yendor Information
= AddUpdate
| or
— Revigw Vendors “Location: i [ Defautt
— Wendor User
- Diefine Yendor User Description: (SIS BTV Fees
[ Maintain y
[ Approve
[> 1089iGIobal Withholding ‘Effective Date: 101132004 [5] BEE

[> Califarnia EDD

PR Status: Vandor Aftriutes

[ eProcurement
; Expand All | Collapse Al
[ Senices Procurement L
» Ascounts Payable Options: FPayables Procurement Salesillse Tax 1099
[> Set Up Financials/Supply ¥ Additional ID Numbers
Chain

» Comments
[ Enterprise Components I~

[> Warklist ¥ Internet Address
» WEe EEEY L

[» Reporing Tools

[ PeopleToaols Expand All Callapse All

— Change My Password
— My Personalizations

— My Sustern Profils | B save | ArRetumtosearch | D Noti ARefresh | S age | H | A inctude Histore | @rcorec ¥
— Wy Dictiohary < | >
@ é 0 Internst

Click on the Vendor Attributes link to select.
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2 Vendor - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

o

@Back - \_) |ﬂ @ __jj /:\J Search \;:(Favor\tes @ Eﬁ\’- ; - J ﬂ ‘3

Address |@ hktps: i fFmssredz Jbl, gov: 8801 /psp/Frsbox/EMPLOYEE JERPIC/MAINT ATN_YENDORS, WNDR_ID,GEL A4 Go Links ** @ -
rreeeed

L)

= A ™ i i

|:| @ s e Window | Help | Customize Pane | ne
[ My Favorites Vendor Types

[» Manager SelfService
[» Project Costing
[» General Ledger

[> Allocations
[ Customer Contracts
I~ Vendaors
= Yendor Information [ california Disabled Veteran
=
| AMUte [ pisabled Veteran
— Review Vendors [ veteran
- YendorUser
— Define Yendor User 0 Hub Zone
[ Maintain [[] pisadvantaged Business
[ Approve

[> 1089iGI0bal Withholding 1 women owned

[> California EDD

[ Purchasing

[» eProcurement

[> Services Procurement

[ Accounts Payable

[» Set Up Financials/Supply
Chain

[ Enterprise Components

[> Wiarklist

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— Chanue My Password

— Mty Personalizations

— Mty Systern Profile

— Mty Dictiohary

@ Done

QK ‘ Cancel Refresh

3l

é 0 Internet

If appropriate, select the correct Vendor Type. Note: Vendor
must provide state issued documentation verifying they meet

guidelines in order to be added to Vendor Types.
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1099 Information (If vendor is a 1099 vendor)

3 Vendor - Microsoft Internet Explorer

File  Edit view Fawvorites Tools  Help

@Back < u @ @ (h pSearch *Favor\tes @ B- "_\ﬁ v |_|J ﬁ ‘5

Address |@ https: {Fmssrvd2.lbl gov: 5801 [pspifmsbox EMPLOYEE/ERP{C/MAINT AIN_VENDORS. YNDR_ID,GBL v|B)co ks 7 @n-

==
Menu B

Search:

[ My Favorites
[> Manager Self-Service

Mew Windaw | Help | Customize Page | B 4

>

Location

I Project Costing Setin:  LBNL
[» General Ledger i .
b Allocations Vvendor: 0000031031  Short Vendor Name:  CRYOM[X-001 Name:  CRYONEING
> Customer Contracts
=~ Vendors Avendor location is a default set of rules which define how you conduct business with a vendor.
= Wendor Information
= AddiUpdate EI
“Location: 1 [ pefautt
Review Vendors
— endor Ugar Description: |ROCKMLLE ETvFees
— Define Vendor User =
[: Maintain ind | 4 of 4
[> Approve [=]
> 1089/Global Withholding ‘Effective Date; 1011312004 [
[> Califarnia EDD
[> Purchasing Status: Yendor Attributes
I eProcurement Expand Al | Collapse Al
[» Services Procurement Options: Payables Procurerment SalesiUse Tax 1083 —I —I
[ Accounts Payable " —
» Set Up Financials/Supply Raditional I Numbers
Chain * Comments
[> Enterprise Components } Internet Address
[ wWorklist
[> Tree Manager
I» Reporting Tools E a4l call Al =
" PesplaTools Expanddll| - Collapse A

— Change My Password

— My Personalizations
— My Systerm Profile & Save | &4 Return to Search | =] Motify 7 Refresh | B+ Add UpdateiDisplay | 4 Include History | B Correct o

— My Dictiohary < | »

@ é 0 Internst

B3l
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Withholding Vendor Information: Define 1099 information and

record 1099 reporting information for the vendor location.

22 Vendor - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

eBack < -J @ @ C;j pSearch i"\?Favuntes @ Er_‘g' :\”_,, @ I_J ﬂ .'3

Search: ~ Mew viindaw | Help | Customize Page | B 4
> My Favories Withholding Vendor Information
[ Manager Self-Service
[ Project Costing " Location: 1
[> General Ledger SEUl LBMNL
[> Allocations Vendor ID: 0000000298 Description: EMERYVILLE CA 94608
[» Gustomer Contracts
" Yendors Short Vendor Name:  TECTONICS

= Wendor Information

- AddiUpdate Name 1: TECTOMICS

— Yendor

- Review Vendors i
— wendor User 1099 Options

1099 Information sto
[ Main Information T Remit

— Define Yendar User
[> Maintain

[> Approve
[> 1099iGlobal Withholding *Entity sdiction Default *Default *1099
[> Califarnia EDD Jurisdiction |Class Statu

[ Purchasing
[» eProcurement

Address |a https: {{fmssrvdz. Ibl gov: 8501 [ pspffmsbog EMPLOYEE [ERP{cMAINT AIN_VENDORS. WMDR_ID. GEL A Go Lirks ** @ ¥
\

[> Services Procurement
[ Accounts Payable

1099 Reporting

[> Set Up Financials/Supply Information

Chain [ Main Information
[» Enterprise Components ’m,m
[ Worklist

[> Tree Manager

[» Reporting Tools

[ PeopleTools

— Change Wy Password
— My Personalizations
— My Systern Profile

— My Dictionary

|

|

@ é 0 Inkernet

T 2 Internet...

Click on the OK button.
SAVE

New Vendor Set Up Approval

This portion of the procedure is to ensure that vendors are set up properly
and that we have all necessary and proper documentation.
1) After all new vendors have been set up for the day the New
Vendor Set up Budget Analyst runs and prints the query:
AP_Vendors_By_ Date .
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2)

3)

4)

5)

6)

Accounts Payable Desk Procedures

The report resulting from the query and the backup
documentation is gathered each afternoon and given to an
AP Supervisor (AP Manager is backup) for review.

The AP Supervisor reviews each new vendor set up online
against the hard copy backup/documentation.

If there are no errors (if there are errors, the supervisor prints
out the page containing the error for documentation then
corrects the error and saves the work), the AP Supervisor
approves the new vendor set up. Path: Vendors/Vendor
Information/Vendor Approval.

The AP Supervisor notes on the backup the date the vendor
set up was approved and the Supervisor’s signature.

The backup is returned to the Budget Analyst who set up the

vendor so they can file the backup.

END OF PROCEDURES

Vendor Set Up Process
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