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

‘ Datatel -
File Edit

R1STEST - CF

Options  Help

2. Select GO Cluick Access

3. Type the vendor’s Social Security Number or Federal = &= ECF
Tax ID_ number (from the W9 form) g.the ver_ldor s AP - Aeounts Papable
name in the Vendor Look-up text field (if searching by the mnmbari M A . s

Federal Tax ID, type the following syntax:
;PERSON.CORP.TAX.ID EQ “XX-XXXXXXX")

YEMD-Yendor Maintenance |

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

IF THE VENDOR EXISTS:

Yendors LookLl
5. Check the checkbox that corresponds to the correct Enoers HenEER

vendor (no corresponding capture)

Iinternatinnal EXpress

il e g,

Verify that the vendor information is correct; if

| Det
discrepancies exist, resolve them now. 3 l

-T"""L“"-J »u..‘_..ﬂ - -.-.-l-a#u-x..--\j

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

IF THE VENDOR RECORD IS NOT RETURNED:

Continue to search. NOTE: Only after carefully examining

all search results AND exhausting
e If available, search by the SSN or Fed. Tax ID number search possibilities, continue the
e Search by similar names or abbreviated names vendor creation process (below).

e Search by possible acronyms representing the name

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

YEMD-¥endor M aintenance | I

1. Type the new vendor’s search criteria in the _

Vendors Lookup text field, click OK, and click ADD

Fecaord not found -- Beenter or 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.

|z thiz new vendaor a Corporation or a Perzon [C/P]?
You must EVALUATE whether this vendor’s 2

classification fits a Corporation or a Person P |

and select the appropriate action.

Corporation=0rganization Person = 10-99 ¥Yendor

In this example the vendor is a Corporation. -Federal Tax ID Number -Social Security Number
-Employer ID Number -Demographic is NAE
2. Select “C” for Corporation. -Demographic is ORGP -Tax Form is 1099MISC
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iTTC Step-by-Step Instructions:
ADD A VENDOR

3. Enter the appropriate data in the corresponding fields and/or text boxes (see below).

Help

B B U X% 7 @ @
[ = CF YERD - Vendaor Maintenance - DRGP-Organization F'n:nﬁlesl

gli nal Ex 10: 041 Type the vendor's
- Federal Tax ID nurmber
here.

- 1 I .y Do not use spaces or
sc_uurce _Ij unctuation. The system
Origind/Dt | = | Jii will add hyphens in the

appropriate position(s)
automatically,

Mame 1 |International Express

Mail Label 1 JlInternational Express
Other Mame 1 |[IE

i “.‘.SQWQWMLDMLWQS_M “%H_fh‘?".‘. o A *‘fﬁn_-.\_i_\__\#‘_‘k

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

b Ll

wame 1 |InternatinnaIEHpress
Mail Label 1 lintemational Express

ther Mame 3 [=INATL XPRS
0

International Express Irtermatior=" "~

ame 1 |
Mail Label 1 Finternational Express
Other Name 2 | =Inatl Express

ort Name

\

Use the equal sign [=] to force the name to remain in the EXACT same case as you type it.

ot i e g e et B it L T s St e Y i S i S e T P e
Campusz Org | - i T
I" I See the following page for:
| GENERAL ADDRESS & NAME ENTRY RULES and
Address ﬂ 147 Whipperdale Blvd j YENDOR NAME % ADDRESS ABBREYIATIONS
and a link to
If available, enter the ﬂ j USPS ADDRESS AEBRE¥IATIONS.
address included on C5Z | Goose Creek SC
t':,i;?gfrc'r:s Courty | po NOT INCLUDE COUNTRY OR IT WILL APPEAR IN THE ADDRESS.
County |03 Berkeley
Address Type ﬂ|F|T Femit Tof4ccts Pavable == Change
Hame Office IYE$ Source - I
Phone(z] Ext Type Date |CAF Ehar'!ge o_f Address Form
2 3435520111 I [RTFx ;Iﬁ By REG Reqistration Form

CER Con Ed Registration
RTH Feturn b il
Yendar Matification
COR Correction

ORG Organization Reported
Ohituary

WEB Maotification

Do not use spaces or
punctuation, The systern will
add hyphens in the appropriate
paosition(s) automatically.

g

Be careful to select the
appropriate TYPES for both
address and phone
numbers (see details balow),

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

ADDRESS TYPES: . AD Addition HM Do not use VM Voice Mail

e veill ALWAYS use the PG Pager MN Main

WR Work PO Purchase Order EM Emergency BR Berkeley

BL Billing ADDRESS and PHONE types. | SS Seasonal PL Palmer

s e B e e TR EP Employer

RT Remit To/Accts Payable PHONE TYPES: RT Remit To/Accts Payable CH HR Check/Direct Deposit
PO Purchase Order +etoeat RTFX Remit To/AP Fax ]
CH HR Check/Direct Deposit ~ WR Work PO Purchase Order S e

EM Emergency OF Do not use POFX Purchase Order Fax RT Remit To/#Accts Payable
SS Seasonal CL Cell SR Service HDBHEE el PRITRE s
CO Correction FX Fax Number TF Toll Free

Tutorial continues on page 4.
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iTTC Step-by-Step Instructions:
ADD A VENDOR

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
o0 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

AMER American DEPT O[epartment M CHAS Morth Charleston
APT Apartment DR Doctor or Drive PROD FProduction
ASS0OC Associated, EDUC Education PROF Professional
Associates, INC Incorporated PUB Fuhblishers,
Ascociation INST Institute, Fuhblishing
BLYD PBoulevard Institutional ST Saintor Street
CTR Center INATL International STE Suite
CHAS Charleston MGMT Management SOC Society
COLL Caollege MFG Manufacturing SC  South Carolina
CO Company MT Mount TEC Technical,
COMM Commission, MTMN  Mountain Technology
Commmunity MATL Mational US United States
COMF Conference NC  MNorth Carclina UNIY University
CORP Corporation VOC “ocational
CNTY County
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iTTC Step-by-Step Instructions:
ADD A VENDOR

Continued from page 2.

. . : TIP. TIP.TIP.TIP.TIP. TIPTIP. TIP
When the ORGP-Organization Profiles screen data

entries are complete, select UPDATE (no Function Keys as
corresponding capture). You will return to the VEND KE}"bDﬂI’d Shortcuts
screen.

FS Update AND
- continue working
with this screen

Enter the appropriate data in the corresponding
fields and/or text boxes (see below).

Select the Save All icon or the F10 key. F10 SE!‘U"E AND close
) = this screen

NOTE: This vendor is now ready for use in the 1P . TIP . TIP . TIP . TIP . TIP TIP . TIP

Datatel system.

File Edit Faworites Tools Help
@ Quick Access [VEND ~| Do | B d@a x& 9 & @

= & CF YEMND Wendor Maintenance | 10 i
e
o1 l| MTERMATIONAL EXPRESS, |0 GSTEB0] &
- < SC 29445
- AP Types  1|[AP Regular Accounts d Wendor Types ﬂ RiG Regular Yendaor d
2 = 2
Tems 1 j Mizc Codes ﬂ YENDOR
) > 4 2| = 2| TYPES
ermiarelentered ) . [ [ 1. AC  Area Commission j
by the AP Active U, 2 CO  Consultant
specialist if Stop Paprent Commadities 3 EM  Emploves
Prov‘jgﬁgubry the Approved Yendar Demographics IX_ 4: FC Pty Cach
fppoval bz —l— 5. RG  Regular Yendor
AP TYPES Altgmﬁte I Req Fitn Auth Mo | MNa B RM  FRegular Minorty
5 2 = 7. 84 SC State Agency
Federal Gllants Ea"‘ i) =l 8 5P Sponsar
Student.t’-‘«.ld-Fedelal '-‘lr'ser]C-'l" 0 S ST Student |H| |¥|
Student aid - State ikl = £ 0 SC Technical | —' -

Other State Grants Comments _1
State Board Grants & Programs Misc Terms _1

==l el f=r] o] JE0 IRt] Qe B

Foundation Academic Grants s Information | 1)

Other Resticted Grants

Unexpended Plant

Investmentin-Flant To produce the complete list of
Retirement-of-lndebtedness AP TYPES or YVENDOR TYPES
Agency Funds 4_

Enterprize Campus Autharity WEE womow
Hegu"arécwws Pa}'able in the position 1 blank text field
D atatel Financial Aid Refund and cfick the ENTER key,

Payroll DEDYBED *oucl

Sponzor Refunds
Dratatel Student Fefunds

e s e e e e e e
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