9.2 Creating or Maintaining a Supplier

Purpose: Use this document as a reference for how to create or maintain a supplier in
ctcLink

Audience: Accounts Payable Staff

@ You must have at least one of these local college managed security roles:

« ZC Supplier Entry

+ ZD Accounts Payable Inquiry
*+ ZD Purchasing Inquiry

« ZZ Supplier Entry

You must also set these User Preference Definitions:

+ User Preferences: Supplier Entry

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

@ Since Suppliers are "Global", only one W-9 form is required per Supplier. Please note, if
a W-9 is already attached, you can make updates as needed. However, if a W-9 is not
attached, please contact your vendor to attain a current W-9 and upload to the
Supplier.

Edit Information for a Supplier

Navigation: Suppliers > Supplier Information > Add/Update > Add/Update Supplier

1. On the Supplier Information search page, select the Find an Existing Value tab.

2. Enter or select "WACTC" in SetlID.

3. Enter or search for Supplier Name. In this example, search for a name that contains
“college”.

4. Select Search. The Supplier Information search page will redisplay with the search results.

In the Search Results section, select the Supplier. The Supplier Information page will

display.

U
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Supplier Information

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

| Find an Existing Value || keyword Search || Add a New value |

| * Search Criteria |
o I - —
Supplier D| begins with || |
Persistenoe| = v | | ~ |
Short Supplier Name begins with || ey
Our Customer Number| begins with || |
Supplier Hame| contains - ||Cnlege |Q

D Include History D Caorrect History DCase Sensitive

Basic Search (8" Save Search Criteria

Search Results

Only the first 300 resultz can be displayed.

View Al First (4' 11000300 *' Last

2YC3 ZYEAR-001__(blank) 2¥C3 2YEAR COLLEGE CHEMISTRY
WACTC V000035679 Regular  ACADEMY FO-001 (blank) ACADEMY FOR COLLEGE EXCELLENCE
WACTC V000032506 Reqular  AFT SEATTL-001  (blank) AFT SEATTLE COMMUNITY COLLEGES
WACTC V000001165 Regular  AFTERCOLLE-00M  (blank) AFTERCOLLEGE INC.

6. Summary tab of the selected Supplier will open with a message box. The message indicates
the audit for the supplier fields are enabled and any updates to supplier will be recorded.

7. Select OK.
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8. On the Supplier Information page, select Correct History to allow modification of this

record.
9. Select the Address tab.
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@ norderto use the Correct History button, you must have the security role of ZC
Supplier Entry. Contact your local IT or Supervisor to request access.

Summary Identifying Information Contacts Location Custom

SetlD WACTC
Supplier ID V000032589

Supplier Short Name 2vC3 2YEAR 2%C3 2YEAR-001
Supplier Name 2YC3 2YEAR COLLEGE CHEMISTRY

Order 2vC3 2YEAR-001
1200 W. ALGONQUIN RD
PALATINE, IL 80087

Remit To 2YC3 2Y¥EAR-001
1200 W. ALGONQUIN RD
PALATINE, IL 60067

Status Approved Last Modified By CTC_CONVERSION
Persistence Regular Last modified date 08/22/2015 2:55PM
Classification Outside Party Created By CTC_CONVERSION
HCM Class Created Dateftime 02/22/2015 2:36PM
Open for Ordering Yes Last Activity Date
Yes
VAT No
nlSave ||[a™ Return to Search Previous in List 4| Nextin List =] Notify [Ch Add #| Update/Display + Include History ||"'" Correct History |

Summary | identifying Infermation | Address | Contacts | Lecation | Custom

10. On the Address tab, in the Supplier Address section, select the “+” to add a new address.

The Supplier Address page will redisplay with an empty address.

@ Make sure the Correct History button is grayed out. Once selected, you are able to
make modifications or corrections to pages.
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11.
12.
13.
14.

15.
16.

9.2 Creating or Maintaining a Supplier

In the Supplier Address section, the Address ID will pre-fill with the next sequential
number. In this example, "4".

Enter Description.

Enter Address 1. Enter Address 2 and Address 3 if appropriate.

Enter Zip Code. The City, State and County will be filled based on the Zip Code. The
Address will also be verified as a valid address.

Enter Email ID if appropriate.

Select Save.
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SumTary || Mdeniifying iformation || Address || Comiazts || Location || Custom

EstiD WACTC Supplier Address Search
Supplier ID V000032568 short Suppiler Nams TYC3 TYEAR-DN Supplisr TYC3 TYEAR COLLEGE CHEMISTRY

Supplier Address Find | View All First ‘* 20f4 '* Last

oo + ] ][5

Description [sminoing Asaress |

Details Find | Wiew All First ‘4 101 4oL

#[=
Effsctive Dats [05132018 |5 Effsctive status[Ace | =l

country US4 | Unked St
AgneEs 1 1100 West Akgoncuin Road
ACiress 2
ACdness 3

city
County [Cok 1p Coge FET-2045

Palating

L a
Emall ID
Clear

FaymentWithholding Alt Names

Phone Information Persoraltze | Find | viewal | £ | [ First ‘4 1of1 * Laat
“Tree Location Prefix Telephone Exiension
#
=+ Retum o Searcn Pravoss Lt | [Ji] MedinList | [ (=) Nty 4 Ao | [ UpdaeDisplay || & inchde History + Correct Histor

Summary | idenilfying information | Address | Contacts | Location | Cusiom

@ To modify an existing Address:

1. Under the Supplier Address details section, do not change the old address to the new
address as this will delete historical information.

Select the “+” to get a new Address Detail section.

Enter the new Effective Date.

The Status of this address should be Active.

Enter the new street/mailing address information.

ok Wi

17. Once you select save, another window for “Preview Audit, Enter Reason Codes/Comments”
will open to enter the reason code and comment for the update done in each field.

Note: You have to give the reason code & comment for each field you modified.
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18. Select a Reason Code using the magnifying glass.
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19. Enter a Comment describing the reason for the change.
20. Select OK.
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21. A Message box will appear to submit the Vendor for Approval.
22. Select OK to submit approval or Cancel to discard changes.

Select OK to Submit Approval after saving or Cancel to Cancel saving. (30000,3)

[ ok |[ cance |

23. If you select OK to submit Approval, the Approval Comments Box will appear to add

Additional Details.
24. Select OK.
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25. The Vendor is submitted for Approval.
26. The User will be notified via Email and/or Worklist when the action will be taken by the
Approver.

9 Optional to select the Approval History hyperlink to view the Supplier Approval
History.

Sonali Bihari at 07/28/21 - 8:04 AM
Test new Vendor
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27. Section complete.

Add Information for a New Supplier

Follow the Supplier Data Entry Convention Style Guide when adding a new
vendor/supplier.

Navigation: NavBar > Navigator > Suppliers > Supplier Information > Add/Update >
Supplier

Cal

On the Supplier Information page, select the Add a New Value tab.

Enter or search for "WACTC" in SetlID.

Leave “Next” in Supplier ID for the system to assign the next sequential Supplier ID.
Select Persistence from the following choices:

1.

One Time Use this selection for a supplier that will only be used one time. After the one
time use, the supplier will be inactivated automatically. However, it will still be available
for re-activation if needed. Note: A one-time supplier is different from a single payment
supplier in that a one-time supplier adds rows to the supplier tables. A single payment
supplier does not affect supplier tables and is used as the default master supplier for
single payment vouchers.

Permanent: Select for suppliers you know your organization will always use, even if not
on a frequent basis. The supplier is not purged from the system unless you specifically
request that they be archived in a supplier archive request. Only a select number of
suppliers will be given this Persistence.

3. Regular: This selection will be most of your suppliers. It is for a regularly used supplier

that needs to be maintained for some time. Suppliers with this Persistence can be
inactivated if not used. However, it will still be available for re-activation if needed.

4. Single Payment Supplier: There is one Supplier that is already setup as a Single Payment

Supplier. This option will not be available to any other suppliers.

Select Add. The Supplier page will display.
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Supplier Information

Find an Existing Value Keyword Search Add a New Value

Supplier IDNEXT
Persistence [Regular ~|

Add

Find an Existing Value | keyword Search | Add a New Value

11.

12.

13.

14.

© v N

On the Supplier page, use the Identifying Information tab to enter the required (¥*)

supplier information.

Enter Supplier Name.

Enter Additional Name.

Enter Supplier Short Name.

Select Classification from the following choices:

1. Attorney: This classification is not being used.

2. Employee: This classification is only used when you don't have HCM module, therefore
we will not be using it.

3. HCM: This is the designation for a Payroll supplier. The HCM Class is required if you
choose this classification.

4. Outside Party: This will be most of your suppliers.

Select HCM Class. The following classifications are for payroll suppliers:
Garn Payee: This is for a garnishment supplier.

General Deduction: This is for a general deduction supplier.
General Provider: This is for payroll benefit suppliers.

Imp Partner Provider: This HCM Class is not being used.

Industrial Ins Board Provider: This HCM Class is not being used.
National Health Serv Provider: This HCM Class is not being used.
Tax Collector: This HCM Class is not being used.

Nou,pwnN-=

Select the Withholding checkbox to set Supplier up for 1099 withholding/reporting. See
Withholding Supplier Update QRG for details.

In the Supplier Relationships section, select the InterUnit checkbox and enter the
InterUnit Supplier ID if this is an InterUnit supplier.

In the Additional ID Numbers section, enter or search for "TIN" or" SSN" in Type. (Enter
other identifiers such as UBI, DB, etc. if appropriate.)
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15.
16.

Enter ID Number.
Select the Address tab.

Identifying Information Contadss || Location || Custom

SetiD WACTC *Supplier Name [RRG Content Suppliers

Supplier I NEXT

Additional Name [Training Content Suppliers

*Supplier Short Hame [TRAINING [ ——
. Open For Ordering
*Classification [Outside Party W
[ var Registration
*Persistence[Reguiar ] Supplier Audit
“Suppiier Status
Expand All Collapse All
Attachments {0)  Profile Questicns
Supplier Relationships
Ocorporate suppiier [ interunit Suppiier
Corporate Set0/ACTE e
Corporate Supplier 10| NEXT Supplier Hierarchy
Create Bill-To Customer
[ereate il To Customer

Supplier Rating

Supplier Logo

Additional 1D Numbers

Customer SetiD[WACTC a, Customer 1D/ aQ Our Customer Number
ID Numbers Pessonalize | Find | View All | 0] B First ‘4" 41 0f1 * Last ISC and SEFA Information
Type SetlD 10 Number DUNS Humber
IN C 123-45-8789 +| =

Duplicate Invoice Settings

Government Classifications

Standard Industry Codes

Additional Reporting Elements

Comments

Expand All Collapse All
Hisave | |[=]Notify s Add || 2] updateDisplay || &l indude History | |[# Comect History

Identifying Information | Address | Contacts | Locstion | Custom

17.
18.
19.

20.
21.

22.

23.

On the Address tab, in the Supplier Address section, the Address ID number will be
automatically filled with the next sequential number.

Enter Description. This is a free text field to describe the address.

In the Details section, enter Country.

Enter Address 1. Enter Address 2 and Address 3 if appropriate.

Enter Zip Code. The City, State and County will be filled based on the Zip Code. The
Address will also be verified as a valid address.

@ Note: If you are adding more than one current address for this supplier (for

example, the supplier has multiple sites), click the add button (+) in the Supplier
Address group box to add a new row. To update address information for the
supplier, click the add button (+) in the Details group box to add a new row.
Because supplier information is effective-dated, you can insert new rows to
reflect changes in address before the change goes into effect, so that you don't
forget to update this information later. To correct an erroneous address, enter
the correct address in place of the incorrect one, and save your changes.

Enter Email ID. Enter the supplier's email address. This is the address that the Email
application engine process uses when you select the dispatch method of email in PeopleSoft
Purchasing.

In the Payments/Withholding Alt Names section, enter Alternate Names.
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@ Use the Payment/Withholding Alt Names section (payment and withholding

alternate names) section to specify alternate names for the supplier that can be used
for payment and withholding purposes. When the system generates payments for the
location that uses this address, it uses the alternate name information on the payment
forms. Likewise, if you specify an alternate withholding name, the system uses this
name on withholding reports instead of the name that you specified on the Identifying
Information page.

24. Select the Contacts tab.

Identifying Information || Address Location || Custom
SetlD WACTG
Supplier ID NEXT Short Supplier Name Supplier QRG Content Suppliers

Supplier Address Find | View All First '+ 410of1 ‘b Last

Address ID_1 o=
Description |Remit Address

Details Find | View All  First ‘4 10f1 & Last

¥=
Effective Date [05/12/2015 i Effective Status

Country USA [ ynited states
Address 1 1200 West Algonquin Rood
Address 2
Address 3

city [Palatine
County ©o2% Zip Code BO0BTT372

State = 2 ingis

Email ID[Suppen@c com ]

Clesr

+ PaymentiWithholding Alt Hames

Payment Alternate name
Name 1

Name 2

Withholding Alternate name

Withholding Name 1

Withholding Name 2

Phone Information Personalize | Find | View All | 0] Fit ‘¢ 10f1 @ Last

“Type Location Prefix Telephane Extension

% =

|[fseve | [=Netily | |k Add_||.2] UpdsteDisplay | [ Elinclude |
Identifying Information | Address | Contacs | Location | Custom

25. On the Contacts tab enter contact information if available.
26. Select the Location tab.
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ldentifying Information Address Contacts Custom

SetlD WACTC

Supplier 1D NEXT Short Supplier Name Supplier QRG Content Suppliers

Supplier Contact Find | View All First ‘4 10of1 ‘b Last
+|[=
Contact ID 1
Description

Details Find | View All First ‘4 1 of1 ‘* Last

Effective Date 05/12/2015 [[ij + (=

Typel ~
Name

Title
Address a

Internet http./ WView Internet Address
Email ID

Phone Information Personalize | Find | (2] E&  Fist 4 1of1 * Last

*Type Prefix Telephone Extension

| Business Phone w

Wsave ||=]Notify % Add || 4] Updste/Display || i include History ||[07 ¢

Identifying Information | Address | Contacts | Location | Customn

@ Each school has been setup with a Location number and Description (refer to school
listing). In order to utilize this supplier, a school must setup their location here and

associate payment and address detail.

@ Note: Supplier “locations” in PeopleSoft are not addresses but “Business Units”. Within
the Business Unit you can specify which addresses will be associated with the business

unit.

27. Onthe Location tab, enter Location.
28. Enter Description.
29. Select the Payables link. The Payables Options page will display.
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Identifying Information Address | Contacts Location Custom
SetlD WACTC

Supplier IDD 0000048058 S5hort Supplier Hame TRAIMING-001 Supplier QRG Content Suppliers

A supplier location is & default set of rules which define how you conduct business with a supplier

Location Find | View All First ‘4" 4 of1 "} Last

|-

*Location [ Defaurt RTV Fees Attachments (0}

DescriptiunlL:cati:r Description I

Details Find | View All First ‘A" 1o0f1 ‘b Last

+l[=
*Effective Date |(05/1 22019 |« Effective Status| Active

Expand All Collapse All
Options Procurement Sales/Use Tax Global/1099 Withholding
Additional ID Numbers
Comments
Internet Address

VAT

Expand All Collapse All

foave i Return to Search | |Previous in List =] Motify = Add = Include History * Comect History

Summary | ldentifying Information | Address | Contacts | Lecation | Custom

30. On the Payables Options page, enter the location in the Invoicing and Remitting
addresses.

31. For suppliers that have remittance addresses to a different supplier, select the supplier here
(factoring).

32. The following are additional options sections. Select the arrows to expand the sections.

1.

Additional Payables Options section: You can set definitions for the fields and controls
that handle how the payment is done. Such as, Payment Control, Bank, Draft Processing
Control, Additional Payment Information, Holiday Processing Options, Document
Sequencing Type, and Late Charges.

Matching/Approval Options section: You can set definitions that handle the Workflow
Approval, Matching Options and ERS Invoice Date.

Electronic File Options section: You can set definitions that handle Pre-Notification,
Fund Transfer Details, Bank Charge Options, and Treasury Payment.

Self-Billed Invoice Options section: You can set definitions that handle SBI Numbering.
Supplier Bank Account Options section: You can enter the Bank information for the
supplier.

. Supplier Type Options section: You can set the Preferred language along with the

Primary Type and Service Type for the supplier.

Debit Memo Options section: You can set the option to Allow Debit Memos along with
Defaults, Dispatch Options and Address Options.

Payment Notification section: You sent an e-mail address to receive a payment
advisory.

33. Select OK. The Payables Options page will close.
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Payables Options

ammary || |deniffying ]
st WACTC Location 170
. Suppller ID 0000045095 Description Location Descrigtion
)

Short Supplisr Name  TRAINING TRAINING-001
suppilier location Is 3 def

Suppdier Name QRG Content Suppliers Expand All Coliagse Al
‘ocation P " N
Invoicing
Supplier 00000450358 QRE Coment Suppliers
e soarsss 1] ‘Agaress Desarigtion
Dretails Saangn 1200 st Akgor
Palzting, IL 60067-7373
“Effec
Location 170 Locatin Descrigiion
Remitting
Options “supplier D000ME0SE | @R Comtent Suppliers
Additional 10
i “ADOraEs 1 Agdress Descrigtion
¥ Comments Searen 1200 West Algos
¥ Internet Add Palzting, IL 60067-7373
“Location [170 %, Location Description
b IT -

|j [F]dditional Payahles Options

Matching/Approval Options
EI@ Electronic File Options

nary | idertying iy Self-Billed Invoice Options
Supplier Bank Account Options
Supplier Type Options

HIPAR Information

Debit Memo Options

Payment Motification

Expand Al ‘Collapse All

= ==

34. On the Supplier page, select the Procurement link. The Procurement Options page will

display.

Summary || Identifying Information Address | Contacts Location Custom

SetlD WACTC

Supplier IDD 00000480838 Short Supplier Hame TRAIMING-001 Supplier QRG Content Suppliers

A supplier location is & default set of rules which define how you conduct business with a supplier.

Location Find | View All First ‘4 4 of1 ‘b Last

*Location |170 Default RTV Fees Attachments (0}

Description|Locaticn Description

Details Find | View All First ‘4 10of1 ‘% Last
- : - =
*Effective Date [05/13/2019 |[ij Effective Status[Active .|
Expand All Collapse All
Options Fayables Sales/Use Tax Global/1089 Withholding
Additional ID Numbers
Comments
Internet Address
VAT
Expand All Collapse All
fiSave | ||ohReturn to Search f | Previous in List =] Motify + Add 4| Update/Display _-_-:Ilnl:lude History ._:'- Comect History

Summary | Identifying Information | Address | Contacts | Lecation | Custom

35. Use the Procurement Options page to enter the location to the Ordering, Pricing,

Returning and Ship From addresses.
36. Select OK. The Procurement Options page will close.
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Procurement Options 3 Supplier|

Felp
s8tiD WACTC Location 170
SupplerID 000008 Description Location Description

Short Supplisr Name TRAINING  TRANING-OI

SUppEST Name QRS Conen Suppliers Exznd All Coilznza Al
Ordasing
Supplisr 0000045055 QRE Cortent Suppllers
“Address. 1 Remh Address
Sazren 1200 West Akgar

Falne, IL 6K
Location 170 Locstion Descrigtion
Pricing
Supplisr 0000045055 QRE Corent Suppliers
*Lo<ation | 170 @, Location Description

Retuming

“SUPPESr|0D00ME0SE |3 oRE Content Suppliers

“hddrsss. 1 REmR Adaress
Szzron 1200 WS AIGONGUIN ROz
Falstine, IL S007-T373
Location 170 Location Cescription
b His
Shi i
SUppier 0000045088 QRG Coreent Suppliers
Andress 1 Semt Address
S

Location 170 Location Descripthon

Additional Procurement Options
Dispatch Methods

POA Settings

RTV Options

Frocurement Card Information

Expan All ‘Colianse All

o

37. Onthe Supplier Page, select the Global/1099 Withholding link. The Withholding Supplier
Information page will display.

Summary Identifying Informaticn Address Contacts Custom
Setld WACTC
Supplier IDD 00000480838 Short Supplier Hame TRAIMING-001 Supplier QRG Content Suppliers

A supplier location is & default set of rules which define how you conduct business with a supplier.

Location Find | View All First ‘4 4 of1 ‘b Last
g -
*Lecation 170 Default RTV Fees Attachments (0}
Description|Locaticn Description
Details Find | View All First ‘4 10of1 ‘% Last
- : - =
*Effective Date [05/13/2019 |[ij Effective Status[Active .|
Expand All Collapse All
Options Fayables Procurement Sales/Use Tax IElabal.-'1DBBWithhaIding |
Additional ID Numbers
Comments
Internet Address
VAT
Expand All Collapse All
fiSave | ||ohReturn to Search f | Previous in List Mest in List = Motify + Add 4| Update/Display _#l Include History . * Comect History

Summary | Identifying Information | Address | Contacts | Lecation | Custom

38. Under the Details section, expand the Additional ID Numbers section.
39. Select or enter the Type = 'TIN".
40. Enter the Taxpayer ID Number.
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41. Select Save.

Summarny Identifying Information Address Contacts Location Cystom
SeflD WACTC
Supplier ID 0000048743 Short Supplier Name STEELTECHN-DO1 Name Siesl Technology LLC
A supplier location is & default set of rules which define how you conduct businsss with a suppber.
-'.
*Location | 100 | Defautt RTV Faes Attachmants (0)
Description  Green River College

Details Find | View All Fst 4 10f1

*Effective Date | 10/107/2021 |W Effective Status | Actve Bl |
ExpandAl _Collapse Al

Opfions __ Paysnles Procurement Sales/Usza Tax GlobalM1080 Withhoiding

| = iAdditional ID Numbers |

1D Numbers Personalize | Find | Viewal | L | g First 4 1of1 ) Last
Type SediD 1D Mumber DUNS Number
Lo Q 264187507 ] 1=

Location Find | View Al Fst 4 10f3

Last

Last

42. To add the TIN for a non-1099 vendor, select the Identifying Information tab.
43. Expand the Additional ID Numbers section.

44. Input the type 'TIN'.

45. Enter the Taxpayer Identification Number.

46. Select Save.

s
Summary I Identifying Information | Address Contacts Locaton Cystem

SetiD \WACTC *Supplier Name | Siesl Technology LLT
Adiditi IN Frm——
Supplier ID 0000048743 dditional Name: [dba Hydro Flask
=y [ i
*Supplier Short Mame |STEELTECHN STEELTECHMN-001 _I Withholding
S § Open For Ordering
*Classification | Dutside Far hd
ssification | Outs L) | || VAT Registration
HCM Class | | Supplier Audit | Defaun W |
*Persistence | Reguiar v | Supplier Audit Template ID SUF_AUD_TEMP
*Supplier Status | Approved w |
- Approval History
Expand AJ | Collapse All
Attachmants (1) Profie Questions
Supplier Relationships
[ Corporate Supplier [ InterUnit Supplier
Corporate SetiD WaCTC InterUnit Supplier ID Q
Corporate Supplier ID | 00 G743 Supplier Hierarchy  Supplier 360
Create Bill-To Customer
[ Create Bill To Customer
Supplier Rating
Supplier Logo
I Additional 1D Numbers |
Customer SetiD| WACTC Q Customer ID Q Our Customer Number
1D Numbers Personalize | Find | Viewall | (2 | B First ‘4 1of1 » Last S0 and SEPA information
Type SetiD D Mumber DUNS Mumber
l'-'hr s | 284187587 | * =

47. Use the Withholding Supplier Information page to specify withholding options for the

supplier location.
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48. Select OK. The Withholding Supplier Information page will close.

‘Withholding Supplier Information x
I Help
SetlD WACTC Location 170
Supplier ID 0000048028 Description Location Description
wplier |
PUSTIY  Short Supplier Name TRAINING  TRAINING-001
ation
Supplier Name QRG Content Suppliers
Withholding Options
ails Withholding Information Perscnalize | Find | view Al | 2 | B First ‘4 10f1 b Last
Main Informaticn Dwerides Remit
- . . . - - *Default "
=Withholding *Withholding *Withholding Deefault - . *Withhold -
Entity Type Jurisdiction Jurisdiction 'Léll;:::nldlng Status Description
Opti
b Add Q Q Q O Q Q H|[=
» Con
¥ inid Withholding Reporting Information Perscnalize | Find | View All | £ | E First ‘4" 10of1 '‘* Last
Main Information Additional Info Verification Info TIM Match
b VAT = = —
" . . Taxpayer
RIS DR e TN identification FAN No. PAN Ward Date of Birth
Entity Seq Type Mumber

v a Qe 5 )=
il [ ==

49. On the Supplier page, select Save.

Summary | ldentifying Informaticn Address | Contacts Lecation Custom

SetlD WACTC

Supplier 1D 0000045058 Short Supplier Name TRAIMING-001 Supplier QRG Content Suppliers

A supplier location is a default set of rules which define how you condudt business with a supplier
Location Find | Wiew All First ‘4 1 of1

“Location 170 Default RTV Fees Attachments (0}

Description | Community Colleges of Spokane

Details Find | View All First ‘4" 1 of1 #
*Effective Date[05/12/2013 |3 Effective Status
Expand All Collapse All
Options Fayables Procurement Sales/Use Tax Global/1099 Withhelding
Additional ID Numbers
Comments
Internet Address
VAT
Expand All Collapse All
i|Save |||chReturn to Search || |Previous in List Mext in List = Notify + Add | Update/Display | | i Indlude History

b Last

| =

Last

[ Comect History

Summary | ldentifying Information | Address | Contacts | Location | Custom

50. A Message box will appear to submit the Vendor for Approval.
51. Select OK to submit approval or Cancel to discard changes.
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Salect O to Submit Approval after saving or Canced to Cancel saving. (30000,3)

= o= |

52. If you select OK to submit Approval, the Approval Comments box will appear to add
Additional Details.
53. Select OK.

54. The Vendor is submitted for Approval.
55. The User will be notified via Email and/or Worklist when the action will be taken by the
Approver.

9.2 Creating or Maintaining a Supplier




Q Optional to select the Approval History hyperlink to view the Supplier Approval
History.

Supplier Approval History

SetlD WaCTC
Supplier ID Q000048548
Approval Status Unapproved

Approve Suppliers

©  SETID=WACTC, VENDOR_ID=0000049649: Pending (" view'de Comments
Approve Suppliers Path 1

Malica Feroz Ali
@ User list for \iendor Approval

~  Comments

Sonali Bihari at 07/28/21 - 8:04 AM
Test new Vendor

56. Section complete.

Setup Withholding Suppliers

1. On the Supplier page, select the Identifying Information tab.
2. Select the Withholding checkbox to enable withholding for this supplier.
3. Select the Location tab.
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Summary Identifying Information Address | Contacts Custom

SetlD WACTC
Supplier ID 0000048025

*Supplier Name |QRG Content Suppliers

Additional Name [Training Content Suppliers

*Supplier Short Name | TRAINING TRAINING-001 Withhnlding

*Classification | Qutside Party

Open For Ordering

]

HCM Class|

*Persistence | Regular

*Supplier Status | Approved

Supplier Relationships

DCDrpDrate Supplier
Corporate SetlD WACTC

Corporate Supplier ID 0000048058
QRG Content Suppliers
Create Bill-To Customer
DCreatE Bill To Customer
Supplier Rating
Supplier Logo
Additional ID Humbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements

Comments

Expand All Collapse All

i Save | ||lghReturn to Search =INotify

D VAT Registration
] *Supplier Audit [Default |
M| Supplier Audit
]
Expand All Collapse All

Attachments (0}  Profile Questions

I:l InterUnit Supplier
InterUnit Supplier ID Q

Supplier Hisrarchy Supplier 260

» Add Update/Display 5 Indlude History | |[7% Comedt History

4. On the Location tab, select the Global/1099 Withholding link. The Withholding Supplier
Information page will display.

@ NOTE: If Withholding is checked, all locations must have the Global/1099 Withholding

grid completed.

9.2 Creating or Maintaining a Supplier
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mmary ldentifying Information Address Contacts Lecation Custom
SetlD WACTC

Supplier |10 0000045098 Short Supplier Name TRAINING-001 Supplier QRG Content Suppliers

A supplier location is a default set of rules which define how you conduct business with a supplier

Location Find | View All First ‘4 10of1 ‘b Last
+|[=
*Location 170 Default RTV Fees Attachments (0)
Description Community Colleges of Spokane
Details Find | View All First ‘A" 4 of1 ‘& Last
*Effective Date |05/13/2018 |[h Effective Status|Active +=
Expand All Collapse All
Options Fayables Procurement Sales/Use Tax Global/105%9 Withholding I
Additional ID Numbers
Comments
Internet Address
VAT
Expand All Collapse All
fioave i Return to Search = | Motify + Add | Update/Display = Include History :

Summary | Identifying Information | Address | Contacts | Location | Custom

10.
11.

12.

On the Withholding Supplier Information page, select the Main Information tab in the
Withholding Information section.

Enter or select the Withholding Entity to which the withholding amounts are reported. The
withholding entity is the tax authority. You can define more than one entity for a single
supplier location.

Enter or select the Withholding Type. For each withholding type, there may be classes and
categories associated with that type.

Enter or select the Withholding Jurisdiction for this type of withholding. The Jurisdiction
field enables you to define where the supplier is located or where the transaction took place.
Indicate which jurisdiction is the default by selecting the Default Jurisdiction check box in
that jurisdiction’s row. You can select more than one row as the default jurisdiction.
However, you must select at least one row as the default jurisdiction or the withholding
defaults are not copied to the invoice.

Enter or select the Default Withholding Class for this type of withholding.

Enter or select the Withholding Status for this withholding class combination or supplier
location.

Select the Overrides tab.
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'“™  Short Supplier Name TRAINING TRAINING-001

*Eff

=

Withholding Supplier Information

Help
SetlD WACTC Location 170

Supplier ID 0000045038 Description Community Colleges of Spokane

Supplier Name QRG Content Suppliers

Withholding Options

Withholding Information Personalize | Find | View All | £2/] L.: First ‘4 10of1 ‘¢ Last
Main Information I DOvemides Remit
*Withholding *lithholding *Withholding Default ,E’If:"h”;} - *Withhold P
Entity Type Jurisdiction Jurisdiction bla“ g Status serip
[E= Ja oz Je. FE2 Ja T Ja [FFT_Ja Resoring only % =
Withholding Reporting Information Personalize | Find | View All | £2/] L..: First ‘4 1of1 ‘b Last
Main Information Additicnal Info Merification Info TIN Match
e . . . Taxpayer
oithholding  “Address TN igentification PAN No. PAN Ward Date of Birth
L5 q ype Number
x| = x| ¥ * =
OK Cancel

13.

14.

15.

16.

17.

On the Overrides tab, for Hold Pay Indicator, accept the default from the control
hierarchy, or select "Specify" to override the default and activate the Hold Payment field.
Select Hold Payment from the following options:

1. Hold All: Hold both the payment and the withholding amount for this supplier.

2. No Hold: Do not hold payments for this supplier.

3. Wthd Only (withhold only): Hold only the withholding amount.

For Withholding Rule Indicator, accept the default from the control hierarchy, or select

"Specify" to override the default and activate the Rule field.

Select Withholding Rule. The withholding rule describes the actions to be taken during

withholding.

Select the Withholding Condition for this withholding class combination and supplier

location. Some suppliers enjoy special withholding privileges. This privilege is termed

exoneration and enables the supplier to be withheld less than other suppliers. For instance,

a supplier may have a condition that stipulates that only half of the regular amount be

withheld during the first six months of the year. These three fields provide a way to specify

an exoneration percentage and expiration date for the exoneration at the supplier level:

1. Exempt: The supplier is completely exempt from withholding. The Condition Percent
field should be 100.00. Enter the date until which this supplier is exempt, in the Valid
Until field.

2. Exonerate: The supplier is withheld less than other suppliers. Enter the exoneration
percentage in the Condition Percent field. Enter the date until which this supplier is
exonerated, in the Valid Until field.

3. None: The supplier is neither exempt nor exonerated from withholding. The Percent and
Valid Until fields should be blank.
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18. Enter Condition % if appropriate. For a location with a withholding condition of Exonerate,
enter the percentage of withholding from which the supplier is exonerated. For a location

with a withholding condition of Exempt, enter the 100.00.

19. Enter Condition Valid Until if appropriate. For a location with a withholding condition of
Exempt or Exonerate, enter the date until which the supplier is exonerated or exempt.
20. Select the Withhold if missing checkbox to activate withholding for this withholding class

combination for supplier location.
21. Select the Remit tab.

Supplier

Withholding Supplier Information

SetiD WACTC

Supplier ID 0000045098
Pi Short Supplier Name TRAINING TRAINING-001

Supplier Name QRG Content Suppliers

Withholding Options

e Withholding Information Perscnalize | Find | View All | 2| B First ‘4
Msin Informstion || Overrides
b i - i _ " n P ) “Uithholding - Condition ) o
n " ¥ I o
=t B e Hold Pay Indicator Hold Fayment Withheld Rule Indicator lithholding Rule  renold Condition %  ondfion Nithhold if missing
[F= o [ioz= e [FED e [Defeult from Entity Definition_+] [Do Mot Held | [Defeult from Entity Definition ] [RuLE0 e [notapplicesie o] [ 11 i

Withholding Reporting Information Personalize | Find | View All | £ ] B First

Main Information || Additicnal Info || Verification Infe || TIN Match

“Withholding ~ *Address TN
Entity Seq

Taxpayer
Tpe Identification FAN No. FAN Viard Date of Birth
= Humb

2 e

OK Cancsl

4 1of1 ' Last

22. On the Remit tab, enter or select Withholding Entity or Supplier to indicate to whom you
remit withholding payments for this supplier location.
23. Enter or select Remit Supplier. Select the supplier to whom you want to remit withholding

information.

24. Enter or select Remit to Location. Select the supplier's remit to location.
25. Enter or select Remitting Address. Select the supplier's remitting address.
26. In the Withholding Reporting Information section, select the Main Information tab.

9.2 Creating or Maintaining a Supplier
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4 Withholding Supplier Information
dentifyi Help
SetlD WACTC Location 170
Sup| R - .
Supplier ID 0000048098 Description Community Colleges of Spokane
MO =& gport Supplier Hame TRAINING  TRAINING-001
Supplier Mame QRG Content Suppliers
L4
Des Withholding Options
Withholding Information Personalize | Find | View All | 2| E First ‘4 10f1 'b Last
sEffecti Main Information DOverides Remit
. . - . . . *Remit - .
*Withholding *Withholding *Withholding = . - Remit to Remitting
Entity Type Jurisdiction "'F';";Sheld D | Location Address
15
onal ID |rs |2, [102s |2 [Fen |a, |Entity ] [pooooseosely 170 o [ o [# (=
nents —
it Withholding Reporting Information Personalize | Find | View All | B2 | [ First ‘4 10of1 '* Last
5
Main Information Additional Info VMerification Info TIM Match
- . . e v Taxpayer
== iR edce TN \gentification RAN No. PAN Ward Date of Birth
pal Entity Seq Type Number
| u +| =
Return tg - = = L
tifying | oK Cancel
< >

27.

28.

29.

30.

31.

9.2 Creating or Maintaining a Supplier

On the Main Information tab, enter or select the Withholding Entity to which the
withholding information is reported. You can define more than one entity for a supplier
location.

Enter or select Address Seq. Select the supplier's address from the addresses defined on
the Supplier Information Address page. The entity needs the supplier's address.

Enter or select TIN Type. Select the Taxpayer Identification Number (TIN) type for the
supplier from these options:

1. F: Federal Employer ID Number.

2. S:Social Security Number.

Enter or select the supplier's Taxpayer Identification Number (TIN) for the withholding
entity.
Select the Additional Info tab.
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| Withholding Supplier Information
iy Help
= SetlD WACTC Location 170
ier |0
| Supplier IO 0000045058 Description Community Colleges of Spokane
Efall  short Supplier Name TRAINING TRAINING-001
Supplier Name QRG Content Suppliers
atio
Withholding Options
oy W aup
Withholding Information Personalize | Find | View Al | £2/] L;‘ First ‘4 10f1 b Last
Main Information Cverides Remit
2 Dal
“Withholding *Withholding *ithholding Default :,Eif?h”;fdin *Withhold P
Entity Type Jurisdiction Jurisdiction t:la== 9 Status ST
yabi
qu IRS 3, 1099 3, |FED QL 07 3, |RPT 3, Reporting Only *| | |=
Withholding Reporting Perscnalize | Find | View All | & ] |._;' First
55 Information 4 10of1 b Last
Main Information TIN hatch
e : Taxpayer
W N
E'nft'itt';he'd'"g Address Seq P”E Identification
vp Number
searg S Jo | 1] @ f_Ja [zz<se78e -
™ oK Cancel
£ >

32. On the Additional Info tab, select the Direct Sales of $5000 or More checkbox if you had
more than $5,000.00 USD worth of direct sales with this supplier.

33. Select the IRS Notified Twice of Invalid checkbox if the IRS has informed you twice that the
TIN number that your supplier gave you is not valid.

34. Enter the amount of State Income tax Withheld for this supplier.

35. Enter the Withholding Control Name as defined by the IRS. It is usually the first four
characters of the surname of the payee. The control name is included in the file provided to
the IRS.

36. Select the Trade or Business Income Ind checkbox to indicate whether the withholding
involves trade or business income for IRS 1099-G (Government Payments) reporting.

37. Enter the amount of Foreign Tax Paid for IRS 1099-INT (Interest Income) reporting.

38. Enter Country Paid. This is the country to which the foreign tax was paid for IRS 1099-INT
(interest Income) reporting.

39. Select the TIN Match tab.
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ation Supplier A

Withholding Supplier Information

SetlD WACTC Location 170
Supplier ID 00000480398 Description Community Colleges of Spokane
Short Supplier Name TRAINING TRAINING-001

Supplier Name QRG Content Suppliers

Withholding Options

Withholding Information Personalize | Find | View All | £2/| B First ‘4 410of1 ‘b Last
Main Information | Cvemides || Remit

*Default
Withholding
Class

Bl a7 g Wi g “Withhold -
Entity Type Jurisdiction Jurisdiction Status Description

IRS %, [1088 o |FED
Withholding Reporting Information Personalize | Find | view Al |2 R Fist 4 10f1 ' Last

Main Informaticn Additional Info TIN Match

b= - - IRS Notified - - Trade or Bond Premium — Bond Premium on
Withholding Direct Sales of Twice of State Income Tax Withholding Control Business Foreign Tax Paid Country Faid - Tax Exempt FATCA Filing T
Bond

Entity $5000 or Wore alia Withheld Name Requirement Cb“;i,::

= O O | I I O | Il | O Hji=

IRS

OK Cancel

40. On the TIN Match tab, select the Match TIN checkbox if you have used the IRS online

41.

matching process. If the checkbox is selected, then the TIN Match Code is set to "0" and the
TIN Match Status set to "Matched".

TIN Match Status displays the various options which include New, Pending, Matched or
Error. TIN Match Status is set using the results of the batch verification or is set to Matched
if the online verification is used.

42. TIN Match Code displays the match code returned by the IRS. The valid TIN Match Codes

are as follows:

: TIN and Name match

: TIN missing or entered incorrectly

: TIN entered is not currently issued

: TIN and Name do not match

: Invalid TIN matching request

5: Duplicate TIN matching request

6: TIN Match found only on SSN (Social Security Number)

7: TIN Match found only on EIN (Employer Identification Number)
8: TIN Match found on both the SSN and EIN

—
wN — O

WooNOULAWN
I

43. The IRS assigns an IRS Tracking Code to every file you download. If you enter the tracking

code when the file is loaded into PeopleSoft, the supplier/location can be tracked enabling
you to tie the TIN to a bulk file.

44, Match Date is the date you enter when the file is uploaded. If the TIN was manually

matched, you can enter the match date from the Interactive TIN matching process. The
Match Date can be entered only if the Match TIN check box is selected.

45. The Manually Matched checkbox is selected by the system if the match was done through

the online matching process.

46. Select OK. The Withholding Supplier Information page will close.
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Location Supplier

| Withholding Supplier Information x
mmy Help
SetlD WACTC Location 170
Supplier ID 0000048098 Description Community Colleges of Spokane
{EEY  short Supplier Name TRAINING TRAINING-001
cal

Supplier Name QRG Content Suppliers

Withholding Options

'.Iet% Withholding Information Personalize | Find | View All | &2/ E First ‘4 10f1 ‘b Last
Main Informaticn Dwerides Remit
*Withholding *Withholding *Withholding Default ettt *Withhold
Entity Type Jurisdiction Jurisdiction EUI:::D'”'"Q Status Hlesciion
}] RS @, [1og9 @ [FED a, o7 a [RPT @ Reporting Only +) =
[3
4 Withholding Reporting Information Perscnalize | Find | View All | 2] B First ‘4 1of1 '+ Last
S Main Information Additional Info TIN Match
] *Withholding TIN Match TIN
Enti Match TIN Match Description IRS Tracking Code  Match Date Manuzlly Matched
ntity Status Code
o = . O ] | | 10 ol
e o
£ >

47. On the Supplier page, select Save.

Summary ldentifying Information Address Contacts Location Custom

SetiD WACTC

Supplier @QRG Content Suppliers

Supplier 1D 0000048058 Short Supplier Name TRAIMING-001

A supplier location is & default set of rules which define how you conduct business with a supplier.

Location Find | View All First ‘4 4 of1 "4
+
*Location 170 Default RTV Fees Attachments (0)
Description | Community Colleges of Spokane
Details Find | View All First ‘4 41 of1 ‘b Last
*Effactive Date [05/12/2013 [ Effective Status[Active | =
Expand All Collapse All
Options Paysbles Procurement Sales/lse Tax ‘Global/1099 Withholding
Additional ID Humbers
Comments
Internet Address
VAT
Expand All Collapse All
FiSave |||ahReturn to Search || =|Notify s Add || %] Update/Display || & Include History

Summary | ldentifying Information | Address | Contacts | Lecation | Custom

Last

* Comect History

9.2 Creating or Maintaining a Supplier
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@ Note: If you are adding Withholding to an existing Supplier, then it will be
followed by the next steps:

48. Another window for “Preview Audit, Enter Reason Codes/Comments” will open to enter the
reason code and comment for the update done in each field.

Note: You have to give the reason code & comment for each field you modified.

Frovape bt D Firion CodeaTaomimirts o) Fraie

e e e e

49. Select a Reason Code using the magnifying glass. Repeat as needed.
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50. Enter a Comment describing the reason for the change. Repeat as needed.

51. Select OK.

Prevams fuadt Drier Fasamon Coes Commerts s Fraioe

LEEELELELE

52. A Message box will appear to submit the Vendor for Approval.
53. Select OK to submit approval or Cancel to discard changes.

Select OK to Submit Approval after saving or Cancel to Cancel saving. (30000.3)

oK || cancel |

54. If you select OK to submit Approval, the Approval Comments box will appear to add

Additional Details.
55. Select OK.

9.2 Creating or Maintaining a Supplier
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56. The Vendor is submitted for Approval.
57. The User will be notified via Email and/or Worklist when the action will be taken by the
Approver.

9 Optional to select the Approval History hyperlink to view the Supplier Approval
History.

Sonali Bihari at 07/28/21 - 8:04 AM
Test new Vendor
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58. Section complete.

Factoring Suppliers

1. On the Supplier page, select the Location tab.
2. Select the Payables link. The Payables Option page will display.

ddress Contacts Custom

Summary Identifying Information Add

SetlD WACTC
Supplier ID 00000450828 Short Supplier Name TRAINMING-001 Supplier QRG Content Suppliers

A supplier location is & default set of rules which define how you conduct business with a supplier
Location Find | Wiew All First ‘"4 10f1 ‘% Last
+|[=
*Location 170 Default RTV Fees Attachments [0}
Description | Community Colleges of Spokane
Details Find | View All First ‘4" 10of1 ‘b Last
*Effective Date[05/12/2013 |5 Effective Status[Active | =
Expand All Collapse All

Global/1093 Withholding

Owptions Procurement Sales/Use Tax

Additional ID Numbers
Comments

Internet Address

VAT

Expand All Collapse All

» Add | Update/Display ¢/ Include History :

foave i"Return to Search = Motify

Summary | ldentifying Information | Address | Contacts | Location | Custom

3. On the Payables Options page, enter or select Supplier in the Remitting section.

4. Expand the Additional Payables Options by selecting the arrow to the left. The Supplier

page will redisplay with the Additional Payables Options section expanded.

9.2 Creating or Maintaining a Supplier
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l Payables Options

S5etlD WACTC

Location 170

Description Community Colleges of Spokane

QRG Content Suppliers
Address Description

1200 West Algonguin Road
Palatine, IL B0087-7373

Community Colleges of Spokane

*Supplier [0000046032 |3, QRG Content Suppliers

=
Supplier ID 0000048022
Short Supplier TRAINING TRAINING-001
Hame
Supplier Name QRG Content Suppliers
fine]
Invoicing
Supplier 0000048038
Address 1
Search
Location 170
Remitting
= *Address 1

Search

*Location |170
D&ddmnnal Payables Options
Matching/Approval Options
Electronic File Options
Self-Billed Invoice Options
s Supplier Bank Account Options
Supplier Type Options
HIPAA Information
Debit Memo Options
Payment Notification
Expand All Collapse All

Ok Cancel

Address Description
1200 West Algonquin Road
Palatine, IL 600877373

@, Community Colleges of Spokans

Expand All

Collapse All

| Help

5. In the Additional Payables Options section, select the Factoring checkbox in the Payment

Control area.

6. Select OK. The Additional Payables Options page will close.

o
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7. On the Supplier page, select Save.
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wHiD WACTC
Supplier I 0000045058

| Sumemary || icemtitying iormation || Address || Comiacts || Location || Custom |

short Supplisr Name TRAINING-001

A suppller location s 3 detaul set of nules whikch define how you conduct business Wit 3 supplier.

Supplier ORG Content Suppillers

Location

Find | viewall  First 4 1of1 b Last
=
e — Dot s seomemc)
Description |Communiy Calleges of Spoane |
Find | ViewAl  Fist 4 1of1 b Last
“tetve Os 5258 |1 S C=— -
[ Egedan || colmmesn |
............... [ — Salesies Tax mmmg
| } Additional 1D Numbers |
| ¥ Comments |
| b Internet Address |
[ ¥ ver |
| Egaial || colspsean |

|gisa= |t mewmmwsercn ||z nomy |

Summary | deniifylng nformation | Address | Comtacis | Location | Cusiom

[Daoe ||y vpsmemisply || wolcerory || comesteimon |

8. A Message box will appear to submit the Vendor for Approval.
9. Select OK to submit approval or Cancel to discard changes.

Select OK to Submit Approval after saving or Cancel to Cancel saving. (30000,2)

Ok

10. If you select OK to submit Approval, the Approval Comments box will appear to add

Additional Details.
11. Select OK.
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12. The Vendor is submitted for Approval.

13. The User will be notified via Email and/or Worklist when the action will be taken by the

Approver.

Q Optional to select the Approval History hyperlink to view the Supplier Approval

History.

Sonali Bihari at 07/28/21 - 8:04 AM
Test new Vendor
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14. Section complete.

Payment Setup

1. On the Supplier page, select the Location tab.
2. Select the Payables link. The Payables Options page will display.

Summary ldentifying Information Address

SetlD WACTC

Supplier ID 0000045098

Short Supplier Name TRAINING-001

A supplier location is 8 default set of rules which define how you conduct business with a supplier

Location
*Location |170
Description Community Colleges of Spokane
Details
*Effective Date |05/12/2019 |k
Options Procurement

Additional 1D Numbers
Comments
Internet Address

VAT

Expand All Collapse All

fioave 1" Return to Search t| | Previous in List

Default

Sales/Use Tax

| Motify % Add

Summary | Identifying Information | Address | Contacts | Location | Custom

RTV Fees

Supplier QRG

Find | View All

Find | View All

Expand All

Global/1088 Withholding

Content Suppliers

First ‘4 1 0f1

Attachments {0)

First ‘4" 1 of1 '}

Collapse All

«| Include History

b Last

|-

Last

+]l=

» Comect History

Enter Address.
Enter Location.

Nou,sWw

here.

9.2 Creating or Maintaining a Supplier

On the Payables Options page, enter the Address in the Invoicing section.
In the Remitting section, enter Supplier.

For suppliers that have remittance addresses to a different supplier, select the supplier
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| Payables Options
of Help
SetlD WACTC Location 170
Supplier ID 0000048028 Description Community Colleges of Spokane
Short Supplier TRAINING TRAINING-001
Hame
Supplier Name QRE Content Suppliers Expand All Collapse All
Invoicing
: Supplier 0000046098 QRG Content Suppliers
Address E Address Desoiption
Search 1200 West Algonguin Road
Falatine, IL 80087-7372
Location 170 Community Colleges of Spokane
o Remitting
*Supplier 0000048058 | QARG Content Suppliers
+*Address 1 Address Desgiption
Search 1200 West Algenguin Road
Palatine, IL 80087-7372
*Location |170 @, Community Colleges of Spokane
Additional Payables Options
:| Matching/Approval Options
Electronic File Options
g Self-Billed Invoice Options
Supplier Bank Account Options
Supplier Type Options
HIPAA Information
Debit Memo Options
£ >

8. Expand the Additional Payables Options section by selecting the arrow to the left.
9. Use the Additional Payables Options section to define payment and draft control options
for the supplier location.

@ NOTE: Please refer to QRG 9.2 Setting Up Supplier ACH/EFT Payment to setup the
Supplier's Payment Method to either ACH or EFT.
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4dd

g

wi

L

5L

3]

w
b3

* Jg

Payables Options

Dnddmnnxl Payables Options

Payment Control

Pay Group s §

*Delay Days | Default from BU

]

Discount 0
Net 0
Oold Payment [ complex Routing
Dﬂlways take discount D Separate Payment
Oractoring O appty hetting
Draft Processing Control
*Draft Sight Options [ Default from Higher Level |
Draft Sight Code e
*Draft [Do Nat Use ]
Rounding Position
*Remaining Amount Action [ Do not issue Draft ]
*Payment Method |CHK |Q Chedt
*Draft Optimize [ Do Not Uss ]
Max Number of Drafis
Holiday Processing Options
*Holiday Processing | Cefault from Higher Level v|
Days DAIIDW due date in next month
<

*Bank Options | D=fault from Higher Level

w
Bank Q,
Account Q
Currency s}
Rate Type
Additional Payment Information
*Pay Method Options [ Default from Higher Level |
Payment Method ]
*Layout Option | Use Bank Account Default ]
Layout a
*Handling Options | Defsult from Higher Level ]
Handling Q
Reschedule ID Q
Document Sequencing Type
*Sequencing Options | Default from Higher Level v|
Document Tvpe| o |
Late Charges
*Late Charges | Default from Higher Level \,|
+Late Charge Option Mot Applicable <]

Late Charge Code Q

10. Expand the Electric File Options section by selecting the arrow to the left.

11. Use the Electric File Options section to to specify the electronic file setup for this supplier

L=

location.

Payables Options

HUUILUTar Fayanies Upnons
Matching/Approval Options
DE\ectronic File Options

Pre-Notification

D Prenotification Required

Status
Date

Fund Transfer Details

Payment Format|

Transaction Handling| Psyment and Advice

Domestic Costs |

Corri t's Costsl

Bank Check Drawn On|

Check Forwardingl

Payment Instruction Ref 1

Payment Instruction Ref 2

Bank Charge Options

*Transfer Cost Code | Payer

Bank Charge sourcel

Confirm
Unconfirm

vl
~ | Payment Instruction 1
~ | Payment Instruction 2
~ | Payment Instruction 3
v] Payment Instruction 4
v

|
w

|
~

|

Amount

Self-Billed Invoice Options

Currency

[ crossed Check

Q

12. Expand the Supplier Bank Account Options section by selecting the arrow to the left.
13. Us the Supplier Bank Accounts section enter the Supplier's banking information.

9.2 Creating or Maintaining a Supplier

Page 38



2l

- |

Payables Options

*Supplier [VUUUUSUYS U4 QRG Content Suppliers
*Address 1 Address Description
Search 1200 West Algonguin Road
Palating, IL 80067-7373
*Location 170 <, Community Colleges of Spokane
Additional Payables Options
Matching/Approval Options
Electronic File Options
Self-Billed Invoice Options
Supplier Bank Account Options
Supplier Bank Accounts
= & &
Default

Description

Country USA |3

Bank Name

Branch Name

Bank ID Qualifier

Bank ID

Branch 1D

Bank Account Number
DFI Qualifier

IBAN

Supplier Type Options

United States

Q

Find | View Al

Search

First ‘4 10f

Account Type

w

Check Digit

DFIID

14. Expand the Payment Notification Options section by selecting the arrow to the left.

15. Use the Payment Notification Options section set up the Supplier's Payment Notification

options.

16. Select OK. The Payables Options page will close.

i

Lol

Payables Options

Location 170
Remitting
*Supplier |0000045088
*Address 1

Search

*Location [170

Additional Payables Options
Matching/Approval Options
Electronic File Options
Self-Billed Invoice Options
Supplier Bank Account Options
Supplier Type Options

HIPAA Information

Debit Memo Options

P ayment Notification

[Enanle Email Payment Advice
[JEnable FG Remittance Advice

Expand All

Cancel

Collapse All

Q

Q

Palatine, IL 80067-7373

Community Colleges of Spokane

QRG Content Suppliers
Address Description

1200 West Algonquin Road
Palating, IL 60067-7373

Community Colleges of Spokane

Email 1D

Payment Method Selection

Payment Method

Personalize | Find | View All | =

First

4 10f1 ‘B Last

1

o] #H =

17. On the Supplier page, select Save.
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Summary | Identifying Information || Address || Contacs || Loeation || custom

SetiD WACTC
Supplier ID 0000048025 Short Supplier Hame TRAINING-D01 Supplier QRG Content Suppliers
A supplier location is a default set of rules which define how you conduct business with 3 supplier
Location Find | View &l First '+ 10f1 ‘b Last
) ) ==
Location170 | M betautt RTV Fees Attachments (0)
Description|Community Colleges of Spokane |
Details Find | View Al First ‘4 1of1 * Last
. ) . H=
*Effective Date [05/13/2012 |3 Effective Status[Active |
| Expandan || collapsesn |
Options Payables Procurement Sales/Use Tax Global/ 1092 Withholding
| ¥ Additional ID Numbers |
| b Comments |
| ¥ Internet Address |
| b VAT |
|  Expandan || collapsaAn |

[E52ve ][t Retum to Search | [+([] Previous in List | | | Nextin List | [ =]Ntify [ Add || %] Update/Display | | i Include History || (22 Comect History |

Summary | |dentifying Information | Address | Contacts | Location | Custom

18. A Message box will appear to submit the Vendor for Approval.
19. Select OK to submit approval or Cancel to discard changes.

Select OK to Submit Approval after saving or Cancel to Cancel saving. (30000,3)

oK || Canca |

20. If you select OK to submit Approval, the Approval Comments box will appear to add
Additional Details.

21. Select OK.
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22. The Vendor is submitted for Approval.
23. The User will be notified via Email and/or Worklist when the action will be taken by the
Approver.

Q Optional to select the Approval History hyperlink to view the Supplier Approval
History.

Sonali Bihari at 07/28/21 - 8:04 AM
Test new Vendor
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24. Process complete.

Credit Card Purchase

1. On the Supplier page, select Location tab.
2. Select the Procurement link. The Procurement Options page will display.

< Employee Self Service Supplier

Summary Identifying Information Address Contacls Custom

SetlD WACTC

Supplier 1D 0000044867 Short Supplier Name KNAPP ROBE-001 Name RobertJ Knapp

A supplier location is a default set of rules which define how you conduct business with a supplier.
Location

Find | View All First ‘4 10f1 ‘L Last
= F =
“Location P20 *® | Default RTV Fees Attachmants (0)
Description Tacoma Community College
Details Find | View Al First ‘4 10f1 '} Last
*Effective Date 09/0%2015 | Effective Status [Active e HE=
Expand All Collapse All

Options Payables SalesMJse Tax Global/1039 Withholding

Additional ID Numbers
Comments
Internet Address

VAT

Expand All Collapse All

o Save 2™ Retum to Search Previous in List 4-| Nextin List =1 Notify = Add 51 Update/Display _= Include History _» Correct History

Summary | Identifying Information | Address | Contacts | Location | Custom

3. Onthe Procurement Options page, at the bottom expand Procurement Card
Information section.
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< Employee Self Service
Procurement Options
SeiD WACTC
Supplier 1D 0000044367
Short Supplier Name KNAFF ROBE
Supplier Name Robart J Knapp
Crdering
Supplier 0000044367
“Address| 1
Search

Location 220

Supplier 0000044367
“Location[220

Retuming

KNAPF ROBE-001

Robert J Knagp
Business Address
PO Box 787
MeKenna, Wi, 08553

Tacoma Commanity Gollege

Robert J Knapp

L Tacoma Community College

*Supplier 0000044857 | O Robert J Knagp

*Address. 1
Search
Location 220
Ship From
Supplier 0000044857

Business Address
PO Bax 78T
MeKenna, WA 08558

Tacama Commurity College

Robert J Knapp

Address 1 Business Address
Search PO Box 787
Moienna, WA 08558
Location 220 Tacoma Commanity Gollege
Additional Procuremen it Options
Dispatch Methods
POA Settings

b4l Accepts Procurement Card as payment method

Description Tacoma Commurity College

*ProCard Dispatch Option [Contact Cardholder >
Types of Procurement Card Accepted
caraType
1[VE=
Expand Al Collapse All
oK Cancal

Supplier

st 0 fofd * Last

4. In Procurement Card Information section, click the Accepts Procurement Card as

payment method check box.

5. Then select Contact Cardholder from the Procard Dispatch Option dropdown.

S0

7. Select OK.

Procurement Card Information

cc'.epts Procurement Card as payment method

*ProCard Dispatch Optinll Contact Cardholder

Types of Procurement Card Accepted

Card Type

In Types of Procurement Card Accepted section, select Visa as a Card Type.

Personalize | Find | (2 | E First ‘4" 10f1 ' Last

1I‘u’isa ~ I [+ =

Expand All

Collapsa All

Cancel

8. Process complete.
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