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Security for Vendoring 
 
 
Security for Vendoring is done in the 
security module. Assign User permissions. 
 
 
 
 

 

 

 

Opening the Vendor Maintenance Module 
 
From the Menu Select Finance, and 
Vendor 
. 
 
 
 
 
 
 
 
 
A list of all vendors is displayed.  Click 
on any column heading to sort.   
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Navigating the module 

Navigator 
Move to First Record       Add New Address 
          Move back 10 records           Create New Vendor 
    Prior Record            Erase 
  Next Record    Locate Record 

       Forward 10 records            Filter Data 
    Last Record       Go to Bookmark 
       Edit Record   Bookmark  

     
        

 
 

Quick Search 

 

Select by any Alpha 
Tab or Number 
Click on a tab that has a 
Letter of the Alphabet to 
see only Vendors starting 
with that letter. Click on 
the number tab to see 
Vendor names starting 
with a number. 
Click All or use the eraser 
to see all Vendors.  
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Search by Name 
Type in part or all of vendor 
NAME and press ENTER to 
narrow the selection. To see all 
vendors click the ALL button or 
the ERASER and all vendors will 
be shown. 
 
 
Use an * for a wild card search, such as 
*MICHIGAN will find any vendor that 
has Michigan anywhere in the name or 
address. 
 

 

Scroll when Selecting 
Pull down the arrow before typing to scroll down the vendor list when searching. 
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Select by Vendor Number 
 
Type in the Vendor Number or use the pull down arrow to select the vendor 
 

 
 

Select by Status 
Status allows selection of vendors by status code: active, inactive, deleted, or pending 
vendors. 

 
 
Active – Active vendor 
Inactive – Vendor inactivated 
Deleted – Do not use this Vendor 
Pending – New Vendor not made Active yet 
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Vendor Adds and Changes 

Adding a Vendor 
 
If the vendor is not in the list add a new vendor by clicking on the 
Create New Vendor Icon. 
 
 
 
 
Notice the address default for a new vendor is a remit 
or pay address.  The first address defaults to a remit 
address.  Each Vendor must have one remit address.  If 
there is more than one address then the remit address 
may be changed. 
 
 
 
 
 
Fill in all the information for this vendor.   

 

 

 

 

 

 

 

Changing the Vendor Number 
The vendor number may be changed to match sorting by vendor number before making a 
vendor active. 
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Make Pending Vendor ACTIVE 
 
The vendor is a pending vendor and must be made active. Pull down the status and 
change to Active  

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
The message will appear 
File Transferred and 
Status is Active 
 
 
 

 
 
 
The vendor appears on the list view as 
active 
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List of Pending Vendors 
 
From the List screen, use the filter to select all of the Pending vendors that need to be 
activated or deleted.  Change Pending to Active or on the detail screen, use the Delete 
Vendor Button. 

Deleting a Pending Vendor 
 
To Delete Pending Vendors Press the Delete Vendor Button.  Do not change the status 
from Pending to Delete because the vendor will stay on the system for two years and no 
activity on the vendor. 
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Inactivating Vendors 
 
To Inactive a vendor, on the detail screen, pull down the Status and change to Inactive. 
 
 
 

 
 
Changes may not be made to a vendor that is inactive.  It must be Active to make 
changes.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Vendors may not be inactive if there is activity against that vendor. 
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Deleting Vendors 
 
Vendors may be marked for delete if there no activity for the current or prior year. 
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Order Addresses 

Adding Pending Order Addresses 
 
Pending order addresses may be added from the vendor module. 
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Changing pending vendor to order address of existing vendor 

 
Pending vendors added thru the requisition system, could be order address of existing 
vendors.  This can be changed to an order address for an existing vendor by pressing the 
Change Vendor Button.   
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This is added as an order 
address, not a remit 
address. 
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Adding additional addresses 
 
After making a vendor Active, add another address by clicking on the 
Add New Address button 
 
 
 
A new Screen appears to put in the address. Fill in the information for the next address 
and add other addresses and vendor names associated with this vendor.  Many times a 
vendor may have more that one address to order from, and sometimes this secondary 
company has a different Vendor Name. 
 
When more than one address is associated with a vendor there will be an envelope next to 
the Vendor Name.  View all addresses by clicking on the envelope.  Double click on the 
address to change or delete.  
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Deleting Addresses 
 
After adding more than one address a Delete Address button will also appear and may be 
used to delete addresses. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Changing remit address  
 
There must always be one 
remit address.  If there is more 
than one address the remit 
address may be changed by 
clicking the multiple address 
book icon and selecting the 
correct remit address.  Put a 
check in the remit to address 
and a message will appear.  
Choose YES. 
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Tips 

Vendor Field size  
Wise vs. SMART 

 
   Vendor Field Sizes WISE                             Vendor Field Sizes SMART 
 

 
 

Canadian zip code  
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Vendor Reports 
 

Exporting Vendor File 
 
 
 
 
Select File Export to Export to Excel 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
Save the file 
 

 
 
 
This will take a few minutes.  Wait for the messages, Export successful. 
Open the file in Excel. 
 
 
 



17 

Vendor List 
 

 
 
 
 
 
 

 
 
All will list pay/remit address and order addresses. 

 
 
 
 

Vendor Tracking Report 
 

Choose View Reports, 
Vendor Changes 
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Tracking can be done by date or person. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 


