
iTTC Step-by-Step Instructions: 
           ADD A VENDOR 
 
 

FINANCE & PROCUREMENT: Add a Vendor 
 

FROM DATATEL’S COLLEAGUE FINANCIALS (CF) MODULE… 
 

 

*** CAUTION – AVOID RECORD DUPLICATION – CAUTION *** 
 

ALWAYS VERIFY THAT THE VENDOR DOES NOT EXIST BEFORE 
INITIATING THE VENDOR CREATION PROCESS. 
 
 

1. Type VEND in the Quick Access drop-box 
 

2. Select GO 
 

3. Type the vendor’s Social Security Number or Federal 
Tax ID number (from the W9 form) or the vendor’s 
name in the Vendor Look-up text field (if searching by the 
Federal Tax ID, type the following syntax: 
;PERSON.CORP.TAX.ID EQ ‘xx-xxxxxxx’) 

 

4. Select OK and search the list thoroughly for the vendor 
 

IF THE VENDOR EXISTS: 
 

5. Check the checkbox that corresponds to the correct 
vendor (no corresponding capture) 
 

Verify that the vendor information is correct; if 
discrepancies exist, resolve them now.   
 

6. Select the SAVE icon or the F9 key (no corresponding 
capture) 
 

IF THE VENDOR RECORD IS NOT RETURNED: 
Continue to search. 
 

• If available, search by the SSN or Fed. Tax ID number 
• Search by similar names or abbreviated names 
• Search by possible acronyms representing the name 

 

 
 

 

 
 

------------- 
 
NOTE: Only after carefully examining 
all search results AND exhausting 
search possibilities, continue the 
vendor creation process (below).  
 

  

SEARCH VERIFICATION IS COMPLETE; THE RECORD IN QUESTION DOES NOT EXIST. 
PROCEED TO ADD THIS VENDOR TO THE COLLEGE’S DATABASE. 
  

 

 
 

1. Type the new vendor’s search criteria in the 
Vendors Lookup text field, click OK, and click ADD 

 
NOTE:  The 10-99 Vendor classification includes INDIVIDUALS,  
SOLE PROPRIETORS, AND LIMITED LIABILITY COMPANIES 
(LLC) that provide services to the College.  Examples of vendors within 
this classification include: continuing education instructors and 
individuals providing consulting services or personal services including 
labor.  Accounts Payable is responsible for 
determining a vendor’s 10-99 classification. 
 
You must EVALUATE whether this vendor’s 
classification fits a Corporation or a Person 
and select the appropriate action. 
 
 
In this example the vendor is a Corporation. 
 

2. Select “C” for Corporation. 
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3. Enter the appropriate data in the corresponding fields and/or text boxes (see below). 
 

 
 

IF THERE ARE OTHER NAMES THIS VENDOR GOES BY, LIST THEM IN THE OTHER NAME FIELD. 

 

 
 

 
 

ADDRESS AND PHONE TYPES:  Do NOT USE the types with strikethroughs 
 

 

 
Tutorial continues on page 4. 
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GENERAL ADDRESS AND NAME ENTRY RULES: 
 

 All person records must have a prefix unless indicated otherwise.  The default prefix for a 
female is “Ms’. 

 Do not use punctuation or spaces between initials in a vendor’s name (e.g., OW Duplicating, IBM, 

USAF Recruiting Office, etc.). 
 There are no periods in record names or addresses, including middle initials. 
 Watch for automatic capitalization and case rules, because these may affect entries. To 

bypass the rules, a user must enter “ ” before typing information in a field. 
 To ensure the correct capitalization of initials, before the vendor name type “ “ (e.g., =UPS). 
 If a vendor’s registered name begins with numbers (e.g., 84 Lumber, 82 Queen, etc.), use numerals 

when entering the name. However, enter the spelled-out numbers in “Other Names” (e.g., 

Eighty-Four Lumber, Eighty-Two Queen, etc.). 
 Use the “Other Names” field to enter any nicknames or other names that might be used to 

look up the record. 
 Vendors with registered names that begin with the article “The”, “A”, or “An” should be 

entered at the beginning of the name. Datatel will ignore the article and sort on the next 
word. 

 Abbreviated state names follow USPS abbreviations for use in company names or addresses 
(e.g., SC Aquarium, NC State University, etc.). 

 Name and Address information will be entered in the following order: 
o Name 
o Apartment/Suite (if applicable) 
o Street or PO Box 
o City State Zip 

 Do not populate the “Country” field, or it will appear on correspondence. 
 Address history will be saved in all change-of-address cases except COR (correction), unless 

there is a justifiable reason for keeping the history on a correction.  
 Refer to USPS abbreviations at http://www.usps.com/ncsc/lookups/usps_abbreviations.html. 
 All person records must have a SSN, birth date, and ethnic/gender, if known. 

 
 
VENDOR/PERSON NAME AND/OR ADDRESS ABBREVIATIONS: 

 

USPS ADDRESS ABBREVIATIONS 
http://www.usps.com/ncsc/lookups/usps_abbreviations.html 
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Continued from page 2. 
 
4. When the ORGP-Organization Profiles screen data 

entries are complete, select UPDATE (no 

corresponding capture).  You will return to the VEND 
screen. 

 
5. Enter the appropriate data in the corresponding 

fields and/or text boxes (see below). 
 
6. Select the Save All icon or the F10 key. 
 
 

NOTE:  This vendor is now ready for use in the 
Datatel system.  

 
 

 
 

 


