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Overview

Vendors may be set up in either Purchasing or Accounts Payable. The preference is to set the vendor up in
Purchasing. A Vendor set up will include the Vendor name, Tax Payer Identification Number (TIN), address, business
and fax numbers, email address and other identification specific to that vendor (i.e. seller permit number) as well as
Small Business and Disabled Veteran designations.
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Vendor Setup-US

Navigate to Vendors >
Vendor > Setup/Maintenance
> Vendor Information

The Vendor Information
page displays.

1. Select the Add a New
Value panel

2. If a new value, click Add
button

This brings you to the
Identifying Information panel.

Menu

Main Menu = Vendors =

-
‘ & W Vendor Setup/Maintenance

Search:

[ My Favaorites
[> CSU Custom
Rpts/interfaces E Vendor Information
[ tems
= Yendors
« Yendor
Setup/Maintenance
= Yendor Infarmation
— Vendor Approval

inactive, archive, or unapproved

A—| CA FDD Vendor Information

Idertifies vendor informeation =uch as address,
contacts, & locations, & updates status to approved,

Vendor Infermation

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

ll’ Find an Existing Value ' Add a New ‘Jalue*“—

SetiD: [Hw0D1 Q
Vendor ID: | 1Q

Short Vendor Name: | begins with H Q
Our Customer Number:; ‘ ‘Q
Name 1: ‘ begins with ~ H ‘Q

[include History [ ]Case Sensitive

Search | Clear |ElasicSearch B save Search Criteria

Find an Existing Yalue | Add a MNew Value

Vendor Information

{ Eind an Existing Value " Add a New Value

Seti:  |Hwoo1/Q

Vendor ID: | NEXT I Q

Add

Find an Existing Yalue | Add a New Value
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The Identifying Information
page displays.

3. Fillin the information as
indicated in Uppercase
letters

4. Enter ShortName (It is
the first 10 letters of
Name1)

5. If you have a Customer
Number, click the
Additional ID Numbers
link at the bottom left of
the page

The Additional ID Numbers
page displays.

6. If you have been issued a
Customer Number by
the Vendor, enter it on
the Our Customer
Number line

7. Select the additional
types you wish to enter
by clicking the magnifying
glass under Type

8. Click OK

[ entifying Information | Address | Location ) Contacts ) 1099
SetiD:  Hw001  Vendor:  NEXT
*Name 1: |NEW US YENDOR ‘— Ig,to
=Y
Name 2: [ °

*Classification: @ppl lef ¥ HRClass: | > |
‘Status: |Approved v [CIVAT Registration  pgatajs
*Persistence: | Regular v [“Iwithholding Open For Ordering
[]corporate Vendor ' Q
[JinterUnit Vendor Q

Additional ID Numbers Duplicate Invoice Settings
B Save I [=] Matify

Government Classifications  Std Industry Codes

% Retresh | BT Uy

|dentifsing Information | Address | Location | Contacts | 1099

Additional ID Numbers

Customer ID: \Q

112345 j

Our Customer Number:

First [ 4 014 [*] Last

Customize | Find | Yiew All | e

Tvpe SetlD ID Number D+B Number
Al | | =
0K ‘ Cancel ] Refresh
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This will give you the types of
numbers available to us.

9. Select TIN (unless the
Vendor is Tax exempt)

Note: CSUEB requires a
Vendor Data Record Form on
hand before we can issue a
purchase order. This will
contain the Taxpayer
Identification Number of that
vendor. In many cases the
Social Security Number of a
vendor is used when a
separate TIN has not been
requested by the vendor.

10. Enter that number next to
the TIN

If the vendor is a California
commodity dealer or has
offices within the state that a
copy of the vendor’s State
Seller Permit is on file, that
number would be entered
here. But since the supplied
identifiers do not list a code
for this CSUEB uses the code
IE (State Reg Number- Brazil)
for this purpose.

11. Click the Plus icon to add
aline

Select one ofthe following values:

ACN Company Mumber - Australia

cCM ,'Munis:inal Red Mumber - Brazil

CGC |Comp Tax Rea Mumber - Brazil

clD 'Cumnanvldentiﬂcaiiun Mumber

CPF |Ind Tax Req Number - Brazil

DB |Dun & Bradstreet Nurmber

DNS Dunns Mumber

FIC |FiscallD- Company - taly

Ell  [Fiscal 1D - Indiv - Italy

IE |State Req Number - Brazil

MIC  |MIC Mumber - France

M Fiscal ID Number - Spain

SRN SIREN Number - France

SKET SIRET Mumber - France

I'IIM Tax |dentification Number
Cancel

Additional ID Numbers

Customer ID: | |O~
12232 |

Our Customer Number:

First (] 1ot 1 [¥] Last

Custamize | Find | View All

Tvpe SetlD ID Number D+B Number
TN | 566555555 | =
oK ‘ Cancel Refresh ]
Additional ID Numbers
Customer ID: Q
Our Customer Number: 12232 |

Type SetlD ID Number D+B Number

LT 556555555 —p ][]
L Ia | =
ok | cancel | Remesh |
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12. Enter that number

Note: If not available at the
time of the purchase order it
should be entered before the
vendor is paid.

13. Once all codes and
numbers have been
entered, click OK

This takes you back to the
Identifying Information panel.

14. Next select Address

The Address page displays.

On this panel you will enter
the address of the vendor.

15. Click the magnifying
glass for Country for
selections

Additional ID Numbers

Customer ID: | |Q
Our Customer Number: |1 2233 ‘
ID Numbers Customize | Find | view Al | 8 First [ 42
Type SetlD ID Number D+B Number
TN | 555555555 | F =
E |a 12343 & =
0K | Cancel I Refresh J
{ Identifying Information | Address ' Location ) Contacts ) 1088

SetiD:  HW0DOD1  Vendor:  NEXT

i P WEW US YENDOR

| ideniifying Information | Address Y Localion

Y Confacts |

1058

Setilx HWI01 Vendor:

'endor Address

Addi: 001

MEXT

Descr: ||

Address Detail

Effective Date:  |03/27/2008 [ Status: | Active

Country: |USA R e States
Address 1:
Address 2:

Address 3:

City:

County: Pastak

State: . Q
Email 1D: :
Pavmantyithnolding Alfemate Mames  Telephone

ﬂswe| [=] Mokity | 2 Refresh |

Identifving information | Address | Location | Contacts | 1089

NEW YEMDOR FOR PROCESS

v

E4aud| _.EIUpuuuDisplw' A include History
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The Look Up Country page
displays.

16. For this example, we will
select Antarctica

The Address page displays.

17. Enter Sireet Address,
City, and Zip

18. You may also enter the
email address, if known

The Description and
Address 1 are the same.

Note: CSUEB uses a naming
convention and the entries

should be in Uppercase and
should follow that convention.

19. When you have made the
entries, click the
Telephone Link at the
bottom of the panel

Look Up Country

Country: | begins with » H ‘

Description: | beqins with ~ ‘ |

Look Up |

Clear J Cancel | Basic Lookup

Search Results

Wiew All [4] 1-100 ot 230 [§] Last
[Country Description

ABWY Aruba

AFG Afghanistan

AGO ngola

AlS Andguilla

ALB lbani

AND Andarra

AMNT Netherlands Antilles

ARE United Arab Ernirates

ARG Argentina

ARM Armenia

ASH Ametic amo

ATA Antarctica

ATE French Southern Terriories

[ |dentitang Infarmation ;" Address ‘l{ Loestion

SetiD: HWO01 Vendor: NEXT

Contacts 1093

NEW LS YENDOR

Descr: |1234 NEXT DOOR BLVD

Addr: 001 FHE
] asi

Effective Date: 032772006 [ status: Acthve _ =E

Country: USA S United States

Address 1= | 1234 NEXT DOOR BLYD e

Address 2 .

Address 3:

City: NOWHERE ELSE <

County: J Postal: 91234
State: |cA ‘—ﬁ-

Email ID; <

PaymentWithholding Alemate Names Telephone...

& save | ] Nty | % Retresh |
ldentifving Information | Address | Location | Contscis | 1099

Edacd | FlUpdoteispiay | 0 inchude History

State: 2R
Email ID: |

FPaymentWWithholding Alternate Names Teleghone.,‘—

B save Natify | %) Refresh

Identifying Information | Address | Location | Contacts | 1098
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The Phone Information
page displays.

20. Select the Type of phone
and enter the number

Note: The Types offered and
the abbreviations can be
found by using the drop down
tab.

21. Select the Business and
enter the phone number

22. Leave the Prefix section
blank, if the vendor is a
US firm

23. Enter international phone
codes for vendors located
outside of the US and
Canada (No dashes are
required)

24. If additional phone
numbers are known, click
the Plus icon to the right

25. Select the phone type

Note: The previous number
has had punctuation added
by the system.

Phone Information

- " . 1 - A2
customize | Eind | Yiew All | 5

‘Type Prefix Telephone
[ iy
QK | Can-:ell Refresh

First [4] 1 of 1 [+ Last

Business
Campus
Cellular
Dormitory
“FAK
Home
Mailing
Main
On-Campus
Other
Pager 1
Pager 2
TODTTY
Telex

Phone Information

. 1 r + 1 ]
Customize | Eind | “Wiew All | ==

Prefix Telephone

ancel | Refrech

First E 1cf 1 I Last
Ext

| & =

nformation

[Phone Information

Customize | Find | View Al | B

First |T| 1 of 1 |T| Last

“Type Prefix Telephone Ext
Business v | | | |4154445555 ||
8134 | Cancell Refresh

Phone Information

- : - w1y y =l
Customize | Find | View All | 5

First [ 1.2 o 2 ¥ Last

Type Prefix Telephone Ext

(Business v | | [4151444-5555 s | | @ =

| | =
0K | Cancell Refresh |
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26. Enter the number and
continue as necessary to
enter all the numbers
desired

27. Click OK

This takes you back to the
Address panel.

Note: The system will only
allow one of each type of
number.

The Address page displays.

28. Click the Plus sign at the
right of the Description
line, if additional
addresses are known

Note: Do not use the plus
sign at the right of and below
the Address Detail Line that
is used only when making a
change (see separate
instructions for making
changes to a vendor).

29. Once all addresses have
been entered, click the
Location panel

The Location page
displays.

30. Enter MAIN for Location
and Description

31. Select the Matching link
at the bottom of the panel

Phone Information

Customize | Find | View All | i

‘Type Prefix Telephone Ext

ey | [4151444-5555 | =

| Fax v || 5100774343 | =
QK | Cancel | Refresh |

[ Identfying Infarmation ) Address W Location ) Contacts ) 1009

MNEWVY IS VENDOR

Effective Date: 032772006 B sygtus: | Active o 15
Country: UBAIR nited States

Address 1: |1232 NEXT DOOR BLVD

Address 2: |

Address 3:

city: | NOWWHERE ELSE

County; Postal: 81234

State: €A IR califoria

Email ID:

Paymentivithholding Allernate Names  Telephone..

!.=.|5m| _'-r'luwrv| 2 Refresh ;_muu] B UpdsteDisplay | 4 nclude History

Identifiing Information | Address | Location | Contacts | 1099

[ Identifying Information | Address { Location {_ Contacts | 1093

SetlD: Hwio1 Vendor: MERT MEWY LS VENDOR

‘Location: |MAIN F

I ancdinem MNatail

Descr: IMNN ‘— ‘

“vendor: |NEXT S} Location; ‘Address; 1 2
Go To: Bank Accounts EFT Options Matching Payment Options  Pn

SalesiUse Tax Options Selt-Billed [nvoice Info VAT Options  Withholding Setup ‘;
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The Matching Options page
displays.

32. Select Specified for
Matching Option

33. Check the Matching box

34. Click the magnifying
glass to select the
Specified type

The Search Results page
displays.

35. Select Standard Match
Rules(This is the only
type used by CSUEB)

This takes you back to
Matching Options and should
look as per this example.

Matching Options
pucher Approval Flag
Default vl

Bus Proc: | ]Q

Rule Set: | Q

Default v
Default

[CImatching

‘Matching Option: I:l Q
— [IReceipt Only Match

[C] Allow ERS

RS e D

'ERS Tax Type: | Default v|

'ERSSUTCD: | Default ERS Sales TaxCd: | |Q
OK | Cancel Refresh

it | ™%

‘Matching Option: | Specified v | sl (7] patching

[IReceipt Only Match *

[] Allow ERS

[ =

Search Results
j 10t1 [}]

Match Rule Description
STANDARD Standard Match Rules
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36. If correct, click OK

This takes you back to the
Location panel.

The Location page
displays.

37. Click the Procurement
Options link

The Procurement Options
page displays.

Note: A number of
Procurement Options are
defaulted, these include:

Freight terms: DP
Destination Freight Pre
Paid

e Payment Terms: Net 30
Days

e Ship via Code —UPS
Ground

Matching Options

‘oucher Approval Flag

Default &

Bus Proc: |

@ Rleset: a

“Motching Optiow: [“matching  [STANDARD |
[IReceipt Only Match
T
[] anow ERS
ERS Invoice Dt: | Default M[ 'ERS Tax Type: | Default m[

*ERS SUT CD; ERS Sales TaxCd: | |
ok | cancel | Refresh |

Retuming
wendor: |NEXT S Location: ‘Address: 1/ | |
Go To; Bank Accounts EFT Options Matching Bayment Opfions ELQE.QLE[GE'M_QM BTV Options

Procurement Options

Accounting Template Consignment

[Defaut  v| | Q ] consignVoucher:| v
Shipping Method

\Default | | aQ |Defautt | | la
Buyer

Default  w| | la
oetaut @ [ J&

‘Basis Dt Type:

Default '~

Currency: I:]Q Rate Type: |:|q

'PO: | Defaull  v| v/
RFQ: | Default v | “Transmit Change Orders: | Default v/ | ~|
RTV:  |Defaut v v/
‘Contract:| Default v || v

Advanced Shipment Receipt endor UPN Ready
[ advanced Shipment Receipt [JUPN Ready
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Freight Terms Code

38. If the terms are any other
than DP, change the
Default to Specify and
use the Magnifying glass
to select

The Search Results page
displays.

For this example we will use
VENDOR TRU for Vendor
Owned Vehicle. Once made
this takes you back to the
Procurement Options page.

The Procurement Options
page displays.

39. Continue to change
defaults as necessary

Payment Terms ID

40. Click the magnifying
glass for options

i & . nde 1

Specify  v| | Q
- Default

Default s ]

Search Results
<] 110 ef10 ()]

Freight Terms Code Description
AS Air ExpressiPrepay & Add
AP Air Express - Prepaid
DA FOB - Destination PrepaysAdd
DP FOB Destination-Frt Prepaid
FO FOB ORIGIN FREIGHT COLLECT
HA Mot Applicable
BPU University Pick Up
A Shipping Point - Prpdiadd
Sk Shipping Point- Prepaid
VENDOR TRU VENDOR OWMNED VEHICLE

Procurement Options

Consignment |
’Defaﬁ.llt—V‘ ’—‘Q ] consign Voucher:

Freight Terms Code
\Speciy v [VENDOR TRUQ, |Default v | (S

Default  w| | la

Payment Terms ID

Default v Q ‘Basis Dt Type:  Default v
Currency Information
comency: [ [ Raemwe: ||

‘PO: | Default v | [ v ]

REQ: | Defaut || v “Transmit Change Orders: | Default  + || v
RTV: | Defaut v ~|
‘Confract: Default v ~

[JuPN Ready

Advanced Shipment Receipt
[[] Advanced Shipment Receipt

Default |:|Q

Specify
Default -~

‘Basis Dt Type: | Default '+

Currency: Q) Rate Type: Q
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The Search Results page
displays.

For this example choose
21530 for 2% Discount 15
days, Net on 30. This brings
you back to the Procurement
Options Panel once again.

Shipping Method

41. If other than default to
UPS Ground, Specify
Shipping Method

42. Click the magnifying
glass for selections

The Search Results page
displays.

Once again for our example
we will use VENDORTRUC
for Vendors’ Own Truck. This
brings us back to the
Procurement Options page.

Search Results

Payment Terms ID Short Description Description Payment Terms Type
4203 A%I0NET30 5% 20 NET 30 Single
11030 1%10MET 30 1% 10 MET 30 Single
12030 1%20MET 30 1% 20 MET 30 Single
21030 2%10MET 30 2% 10 MET 30 Sinagle
21530 215MET30 2% DISCOUNT 15 DAYS MET 30 Single
215ME 2%15MET30 2% 15 DAYS MET 30 Single
22030 2%20NET30 2% 20 NET 30 Single
a00 S00MNET21 £500 DISCOUNT IF PAID WITHIN 2 Single
51030 SHIOMET30 5% 10MET30 Single
52030 5%20NET 30 5% 20 NET 30 Single

1-19 of 18
Terms Applicability

vendor
“Yendor
Vendor
Yendor
Vendor
Vendor
Yendor
Vandor
vendor

Vendor

[l consign Voucher:
v

4

4

 Jad—

Search Results

1-21 of 21
Ship Via Code Description
2DAYAIR 2MD DAY AIR
AIRBORMNE AIRBORME
BESTWAY BESTWAY TRUCKING INC
BURLINGTOMN BURLINGTOMN MOTOR CARRIERS
CALIF CART CALILFORMNIA CARTAGE COMPARNY
COMCAR COMMON CARRIER
COMNSOLIDAT CONSOLIDATED FREIGHTWAYS
DHL DHL
EMERY EMERY WORLDWIDE
FEDEX FEDERAL EXFPRESS
A MOMNAPPLICABLE
OVERNITE OVERMIGHT
PICK UP UNMNMERSITY PICKLIP
ROADWAY ROADWYAY SERVICES
LUPS UNITED PARCEL SERVICE - LIPS
UPSGROUKND LUPS GROUND
USPS USPS
UL UMNITED VAN LINES
YENDORTRUCWERMDOR'S OWMN VEHICLE
VIKING VIKING FREIGHT
YELLOW FRT YELLOWY FREIGHT SYSTEMS INC.
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The Procurement Options
page displays.

43. If all information is
correct, click OK at the
bottom of the page

This brings you back to
Location Panel once again.

The Location page
displays.

44, Select Contacts tab

The Contacts page
displays.

45. Enter the Contact Name
and the URL link if known

46. If the Vendor is a certified
Small Business or
Disabled Veteran, you will
enter information in the
Description

47. Once completed, click
Save

This takes you back to the
Location Panel and gives
you a vendor number (/n this
case 0000013163).

Procurement Options

Consig

[0 consignVoucher: l:\

“ |'e«rau|t a
(Specify  v| VENDORTRUQ, |Specify v MENDORTRU|Q,
\Default  w| | la

\Specity v

_____ 21830 |Q ‘BasisDt Type: | Defaull v
Currency: Q. Rate Type: -' Q
Po:  |Default  v|| v|
RFO: | Default  v|| v | “Transmit Change Orders: | Default v || v|
RTV: | Defaut v/ v
‘Contract: [ Default v | | v]
dvanced Shipment Receip \
[C] Rdvanced Shipment Receipt [CJupPN Ready

!

ok | cancel | Refresh |

/ Identifying Information | Address  f Location Y\ Confactsgt’ 1098

SetiD: Hyy01 Vendor:  NEXT MNMEW US VENDOR

endor Location

RSN 1

| Ideniifying Information | Address | Localion ) Comtacts

SetiD: HWO01
WVendor Contact

Vendor:  NEXT

NEWY LIS VENDOR

Comtact: | Description: |OSE 1232 SMALL BUS DVB |

Enpate: (032770065 staws: [Atve %] Tstephone.

Contact Name:| TIMMY TITMOUSE <= Type: [m]
Title: | '

URL: [hitp | openurL

Description: |

Email ID: [tim timouse@us com] e

Address: | A Agdress

Foeve | Enatity | b Rewesh | Fhadd | FUpdateisplay | i Include History

Identifdng Information | Address | Location | Contacts | 1099
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In this case we supplied
information related to Small
Business and Disabled
Veterans which must be
entered into the vendor. This
is done by selected Vendor
Types from the Drop down
box on the far right under
Procurement Options.

Note: Before going to another
vendor or leaving this, review
the information on all the
panels. If incorrect you may
change them now, since
changing information later
requires additional steps. If
correct you may continue
entering vendors or go
elsewhere in the system.

The Vendor Types page
displays.

48. Click the magnifying
glass to view your options

‘endor Location

‘Location: |MAIN Descr: |MAIN

M Date: (032772006 5 Actve  ~|
Ve-ndol 0000013163 ‘Location:
: Vendor 0000013163 Location:
. Vendor' 0000013163 Location:
' -'\.«;,.','.,, 0000013163 '»i “Location:
'\.’elndloll: 0000013163 (O Location:

Go To: Bank Accounts EFT Optians

Salesise Tax Options Selt-Billed Invoice nfo

[l save | ElNctity | s Refresh

CE
[MAIN | :}nefaun OSpecity a
WA ‘nddross]_1]Q
AN Address:' 1
MAN 0 pgaresst 12
MAIN *adduess;_JQ
Matching Payment Options F'r_ocuremenmphons RWOgt_mns

|dentifying Information | Address | Location | Contacts | 1093

WAT Options

Withholding Setup | MRS

[ A ,Elmdum;sple F inchude Hstory |

oK

Vendor Types

Preferred Language:

J Cancel

|

Refresh ‘
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49. Select OSB or DVB

This takes you back to the
Vendor Type Page.

50. For the second item click
the Plus icon

51. Enter the code for the
second item (In this case,
DVB for Disabled Vet Bus
Ent)

=1 Sy = = 100 )

CAL |California Business
CNS |Consultant (CNE)
C_NT Contractor
fMjCansuHanthON:

DVB Disabled Vet Busingss En! <@

ENT Entertainment

Enterprise Zone Act
Fernale

FRG Foreign Supplier

GVT Government Agency

HAWY |Native Hawaiian/Pacific |sland
@ Local Business

M Male

MB |Microbusiness

MNR Minorite Vendor

N& |None

M Native American (E)

NON |Mon-Profit Organization

‘0SB |Office Small Business C & R 1—

Vendor Types

Preferred Language: | |O\
Customize | Find | View A First 4] 10of 1
¥ | ast
Primary ‘Type Service Type
O 088 Q| | B
OK ‘ Cancel J Refresh |

Vendor Types

Preferred Language: ‘ ‘O\
Customize | Find | View All | i First ] 1-20f2
rimary
O oss || ==
O | | H =
oK | Cancel | Refresh I
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52. When done, click OK

Note: You do not have to
select a primary type.

The Location page
displays.

If this is a commodity vendor
you will need to insure that it
has been coded for sales tax.

53. Click the Sales/Use Tax
Options link at the
bottom of the panel

The Sales/Use Tax Options
page displays.

The system defaults to none.

54. Click the drop down box
to select the codes

55. In this case, select Sales

Note: This is only the first part
of the sales tax set up. See
separate instructions for
Sales Tax Set Up for the
remaining steps. Sales Tax
can not be set up until a
vendor number has been
created.

The Location page
displays.

56. Click Save

Vendor Types

Preferred Language: | |O~

Primary ‘Type Service Type

0 ose Q| =

O ove  |Q| =]
oK | Cancel I Refresh I

"Vendor: TUUUUOTITOS = Tocation:  MAIN

Go To: Bank Accounts EFT Options Matching
SalesiUse Tax Options SelfBilled Invoice [nfo VAT Optio

=l Save ] [=7] Notify I s Refresh

Sales/Use Tax Options

*Sales/Use Tax Appllcah'llty'|

"Shlp Tu Location: | Default \

Sales/Use Tax Options

*Sales/Use Tax Applicability: None v |

Sales/Use Tax Options Selt-Billed Irvoice Info  YAT

& Save I [=] Matify | L Refresh

Identi in ------ | Address | Location | Contacts | 1099
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Whom to Contact for Help?

For additional help or to report problems with this functionality, please log a ticket via the Service Desk
(http://www.csueastbay.edu/servicedesk).
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