Department of Procurement

Please ensure Email Addresses are included & Triple Check for Accuracy

Adding a New Vendor

* Complete the Vendor Registration Packet
* Have the Vendor provide a completed W-9
e Enter the information

into PeopleSoft




Department of Procurement

How to ADD a Vendor into PeopleSoft

Go to PeopleSoft —

Suppliers

* Click on Supplier
* Click on Supplier Inforn%%
* Click on Add/Update

ORACLE’

* Click on Supplier -




Department of Procurement
How to ADD a Vendor into PeopleSoft

eave fields blank for a list of all values.

Enter any information you have and click Search. Le:

Find an Existing Value

Search Criteria

* Click on Add a New Value
° CliCk On A d d e jjcmsmm a Supplier Information

Searcn | | Clear | Basic Search [ Save Search Criteria
Find an Existing Value | Add a New Value

Find an Existing Value | Add a New Value
SetiD| ALASU |Q

Supplier ID|NEXT
Persistence| Regular o

Find an Existing Value | Add a New Value
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* Click on Identifying Information
e Supplier Name

e Supplier Short Name

* Additional ID Numbers
e Hit the arrow and it will bring up the Type

- Standard Industry Code
* Code(s) selected by vendor on vendor registration focmas)

—>

—

Identifying Information || Address | Contacts | Location || Custom
SetlD AlLASU
Supplier ID NEXT
*Supplier Short Name

*Classification [ Outside Party v|
HCM Class | v|
“Persistence [ Regular v|
*Supplier Status Unapproved v

Expand All

Supplier Relationships

[ corporate Supplier
Corporate SetlD ALASU

Corporate Supplier ID NEXT

Create Bill-To Customer
[ Create Bill To Customer
Supplier Rating
Supplier Logo
Additional ID Numbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes

Additional Reporting Elements

Comments & Attachments

Expand All

[F] save

Identifying Information | Address | Contacts | Location | Custom

Collapse All

[=] Motify

¥

*Supplier Name
Additional Name

[ withholding
Open For Ordering

Check for Duplicate

=supplier Audit

Supplier Audit

Collapse All
Attachments (0)
[ interUnit Supplier
InterUnit Supplier ID Q,
Supplier Hierarchy
=+ Add #1 Update/Display nclude History iZ# Correct History
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How to ADD a Vendor into PeopleSoft

* Then click on the magnifying glass under “Type”

e Select TIN if vendor is a business

ORACLE"

e Select SSN if vendor is an individual
e Enter the 9-digit ID number

Look Up Type

Expand All Collapss Al

o Select one of the following values:

e Select Standard Industry Codes

*  Click on magnifying glass under SIC TYPE
e SELECTASU

. Click on magnifying glass under SIC CODE )

. ENTER SIC CODE(s) that vendors have selected on form

ANC My Number Act - Corporations
ANl My Number Act - Individuals
EEl EEI Identifier

BUS Business Types

DOD DODAAC Code

ElA Electronic Address 1D

GLM Global Location Mumber
MNAF NAF / APE code - France
PSC Public Service Codes

SBA SBABusiness Types

35N Social Security Number

* Scroll back up to the top of the screen :

TIN Tax Identification Number

Cancel
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How to ADD a Vendor into PeopleSoft

e Click the Address Tab S

° I nfo rmation Req uired in this section : Identifying Information || Address || Contacis | Location || Custom

SetlD ALASU
D ioti Supplier ID. NEXT short Supplier Name Supplier
M escription
p Supplier Address Find | View All First (4} 1of1 () Last
* Address 1 Address 1D - (=]
Description
° Clty Details Find | View Al First (4) 10of1 () Last
Effective Date 08/11/2022 |5 Effective Status | Active EIlE
e State
° Postal Country YA |Q United States
) st
° Email ID Address 2 ﬂ
Address 3
*  Phone Information ) e
County Postal
) state bt

Email ID <=|

Payment/Withholding Alt Names

Phone Information Personalize | Find | View All | (1] B First (&) 1of1 () Last
“Type Location Prefix Telephone Extension
==
[ save | |1 Natify 4 Add | ] Update/Display || & Include History | i Correct History

Identifying Information | Address | Contacts | Location | Custom
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How to ADD a Vendor into PeopleSoft

 Click the LOCATION tab == == =

Location || Custom

SetlD ALASU
“u ” s H Supplier ID p Short Supplier Name Supplier
* Type the word “MAIN” in the Location Box PP NEXT PP PP
. A supplier location is a default set of rulq@ivhich define how you conduct business with a supplier.
* Then click SAVE L Find | View Al First (4) 1of1 (») Last
_ [+#][=]
“Location Default RTV Fees Attachments (0)
Description
Details Find | View All First (4) 1o0f1 (» Last
+|[=
*Effective Date|08/11/2022 |[§ Effective Status| Active | [+[=]
Expand All Collapse All
Options Payables Procurement Sales/Use Tax 1089
Additional ID Numbers
Comments & Attachments
Internet Address
VAT
Expand All Collapse All
[§) save ||[=] Nofify =+ Add || 2] Update/Display 2zl Include History i Correct History

Identiffhg Information | Address | Contacts | Location | Custom
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Identifying Information || Address

23
[l
o
o
£
=)

* Scroll back to the Top

* Click on Identifying Information tab B —

*Supplier Short Name [ withholding

Open For Ordering

A 10 digit # should appear next to Supplier ID i T
=Persistence [ Regular ~| supplier Audit

*Supplier Status e v

e Add number to the New Vendor Form o

Supplier Relationships

e Submit Vendor Form & W9 to Procurement

Corporate SetlD ALASU InterUnit Supplier ID (e}

Attachments (0)

Corporate Supplier ID MEXT Supplier Hierarchy

Create Bill-To Customer
[ create Bill To Customer
Supplier Rating
Supplier Logo

Additional ID Numbers

Customer SetiD ALASU a Customer ID [o} Our Customer Number
ID Numbers Personalize | Find | View Al | = First (40 1of1 () Last IS0 and SEPA Information
Type SetiD 1D Number DUNS Number
a [+ [=]

Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements
Comments & Attachments
Expand All Collapse All

[§)Save ||[=] Notify Ek Add || Update/Display 21 Include History | |2 Correct History

Identifying Information | Address | Contacts | Location | Custom
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