Vendoring
Vendor edit:
From the Main Menu under Lookup and Maintenance click on Vendor
[image: ]
That will bring you to the below screen - Input all or part of the vendor name and click search
[image: ]
	Input all or part of the vendor name and click search.  
Scroll down until you find your vendor 
[image: ]
Click on vendor name to view all addresses associated with this vendor.  Scroll down to find your address.  If your address is not there you will need to edit the vendor to add the new address field under address.   Be sure to input a description in the description field under Document Overview.  Please do not change the set as default address unless instructed to do so by Purchasing or Accounts Payable.  
[image: ]

Select address type (Remit) Choose Remit from the drop down menu.  Input your address, city, state, postal code, and country.  Click add.  
 




Your new address will be moved to the bottom of the addresses and look like this
[image: ]
Add backup in the notes and attachment section so changes can be verified.
Click submit button.  If all went well you will get document was successfully submitted message.  Once your new address has been approved by Accounts Payable you will get an FYI notification.

Vendor create:

From the Main Menu under Lookup and Maintenance click on Vendor
[image: ]


Click on Create new
[image: ]
That opens a brand new Vendor document in Kuali.  
[bookmark: _GoBack]The tabs you will need to complete will be Document Overview, Vendor, Address and Notes and Attachments.  All tabs will be opened when you are brought back to this screen.
[image: ]





As with all documents in KFS – Input a description in Document Overview – New Vendor – and vendor name

[image: ]
Under Vendor tab Complete:
New - The Vendor Name
Corporate Information - Vendor Type (Purchase Order)
Ownership Type:  Must match the W-9 ownership type
Input the tax number from the W-9
Change W9 Received to yes
Add date W9 was signed
[image: ]

Under the Address tab – complete New Address
Address Type – Purchase Order
Address, City, State, Postal Code, Country
Add Vendor Fax Number.  The fax numbers or email address must be added to insure Purchasing is able to distribute the PO to the vendor.  
Change - Set as Default Address from No to Yes 
[image: ]
Click Add


In the notes and attachment section add the W9 and copy of invoice if you have one.

Click submit button.  If all went well you will get document was successfully submitted message.  Once your new address has been approved by Accounts Payable you will get an FYI notification if you open the document you will see the new vendor number.









Vendor Create – Individual:
As with all documents in KFS – Input a description – New Vendor – and vendor name
[image: ]
Under Vendor tab Complete:
New – Vendor Name:  First name space Last name.  Do not use Vendor Last Name/Vendor First Name
Corporate Information - Vendor Type (Purchase Order)	
Tax number social security number from W9
Tax number type-SSN
Ownership Type:  Individual/Sole Proprietor 
W9 Received – yes
Date W9 signed
[image: ]



Under the Address tab – complete New Address
Address Type – Purchase Order
Address, City, State, Postal Code, Country
Change - Set as Default Address from No to Yes 
[image: ]
Click Add.
Go to notes and attachments tab and attach the W-9 and any other backup.
Click submit button.  If all went well you will get document was successfully submitted message.  Once your new address has been approved by Accounts Payable you will get an FYI notification if you open the document you will see the new vendor number.




image7.png
Kuali Portal Index - Windows Internet Explorer.

O~ [Ereinssdenis coosote cdazonids tesporal dorhonrel

fookup. do?methodToCall=starte ¥ || 42| X | |1 Search

P

| He Edt Vew Favortes ook Hep

P & | st rorta ndex

h-8 &-

Page + () Tools -

Vendor [2]

T bac o 2200 sttus i

| oator s | Createds 115 652572058

xpand all | [ collapse al

= required field

Document Overview o]
Vendor [show]
Address [show]
Contact [show]
Supplier Diversity [>show]
Shipping Special Conditions. [>show ]
Vendor Commodity Codes [>show]
Search Alias [vshow |
Vendor Phone Number [>show]
Customer Number [>show]
Contracts. [show]
Notes and Attachments (1) [>show]
‘Ad Hoc Recipients. [>show]
Route Log [vshow |

(“submit ) (“save ) (ciose ) (“cancel )

(@ Trusted sites

 100%




image8.png
Kuali Portal Index - Windows Internet Explorer.

ook, do7methedToCalstarte ¥ | | ¢4 X | [Live sorer. 2l

O~ [Ereinssdenis coosote cdazonids tesporal dorhonrel

Bl Edt Vew Favories Toos Hep | @) -

P & | st rorta ndex ] B - B @ - [rease - ook -

|Zuali

financial systems

T ——

Provide Feedback

) Build

1 (Oraclesi)

Main Menu

Doc Nbr: 522001 status: | mmiaten
Vendor (2]
Initiator: rba | Created: 11:55 AV 05/26/2009
* required field
(" Document Overview ~ hide
* Description: [New Vendor- ACDC Muse
Explanation:
org.poc. |
Vendor [vanow ]
Address ¥ show m
Contact [vanow ]
Supplier Diversity. [vanow ]
Shipping Special Conditions: [vanow ]
Vendor Commodity Codes [Trge]
Search Alias [vanow ]
Vendor Phone Number [vanow ]
Custamer Numher [yshowl \ L]

[®  Trusted sites L 100% v




image9.png
Kuali Portal Index - Windows Internet Explorer.

O~ [Ereinssdenis coosote cdazonids tesporal dorhonrel Jookup.dormethodToCalstarte ] [¢2] [X | [iie seorch o[-
Bl Edt Vew Fawortes Toos e | @) -
P & | st rorta ndex ] B B @ e - Gk T
“requred fied A
(" Document Overview [~ hide |

* Description: [New Vendor - ACDC Music:

Explanation:

Org. Doc. #:

Vendor [ hide |
New
General Information

Vendor #:
Vendor Parent Indicator: Yes

Vendor Name: [ACDC usc
Vendor Last Name:
Vendor First Name:

Corporate Information

* Vendor Type: | PURCHASE ORDER v®

* Is this a foreign vendor: [No v

L —

= rem [T ssn[® wone

Tax Number Type:

* Ownership Type: | CORPORATION v®
Ownership Type Category: ¥e
W9 Received: v
W-BBEN Received: v
Backup Withholding Begin Date: [ |1 v

P e G ©





image10.png
Kuali Portal Index - Windows Internet Explorer.

G - it

Jlookup.dozmethodToCal=starte v || 7| X

Live search

Bl Edt Vew Favortes

Tools

Help

@ -

P & | st rorta ndex

h-8 &-

Address.

New Address

[ hide |

* Address Type:

PURCHASE ORDER v®

* Address 1:

[1234 Main Strest

Address 2:

* city:

State:

Postal Code:

Province:

* Country:

UNITED STATES

Attention:

URL:

Vendor Fax Number:

Contact

Supplier Diversity

(@ Trusted sites

H100%





image11.png
Kuali Portal Index - Windows Internet Explorer.

ook, do7methedToCalstarte ¥ | | ¢4 X | [Live sorer. 2l

O~ [Ereinssdenis coosote cdazonids tesporal dorhonrel

Bl Edt Vew Favories Toos Hep | @) -

P & | st rorta ndex ] B - B @ - [rease - ook -

|Zuali

financial systems

T ——

Provide Feedback

) Build

1 (Oraclesi)

Main Menu

Doc Nbr: 522001 status: | mmiaten
Vendor (2]
Initiator: rba | Created: 11:55 AV 05/26/2009
* required field
(" Document Overview ~ hide
* Description: [New Vendor-Jon Doz
Explanation:
org.poc. |
Vendor [vanow ]
Address ¥ show m
Contact [vanow ]
Supplier Diversity. [vanow ]
Shipping Special Conditions: [vanow ]
Vendor Commodity Codes [Trge]
Search Alias [vanow ]
Vendor Phone Number [vanow ]
Custamer Numher [yshowl \ L]

[®  Trusted sites L 100% v




image12.png
Kuali Portal Index - Windows Internet Explorer.

~ |[# http:fjiésdevlis.colastate. edu:8180/Ks-devifportal. dozchannelTitle=VendortchannelLrl=k flookup. do7methodToCall=startabusine ¥ || 42| X | [Live search

Bl Edt Vew Favories Toos Hep | @) -

o e s rota ndex [ a-8

page - {3 Took -

Vendor ~ hide.
New
General Information L

Vendor #:
Vendor Parent Indicator: Yes

Vendor Name: [iohn Doz
Vendor Last Name:
Vendor First Name:

Corporate Information

* Vendor Type: | PURCHASE ORDER v®

* Is this a foreign vendor: [No v

oL

Tax Number Type: [~ rem [C ssn[® none

* Ownership Type: || INDIVIDUAL/SOLE PROPRIETOR v |(®)

Ownership Type Category: v®
W9 Received: v
W-BBEN Received: v

T3] Trstedstes i -





image13.png
Kuali Portal Index

indows Internet Explorer

[CISH

] http: kdsdev.i.colastate. edu:B280/kis-test/portal.do7channel itk

Jlookup.dozmethodToCal=starte v || 7| X

Live search

Ele Edt View Favortes Toos Help

@ -

P & | st rorta ndex

-8

& -

Address.

New Address

[ hide |

* Address Type:

PURCHASE ORDER v®

* Address 1:

/555 Nomal Dr

Address 2:

* city:

State:

Postal Code:

Province:

* Country:

UNITED STATES

Attention:

URL:

Vendor Fax Number:

Email Address:

Set as Default Address:

Active Indicator:

Contact [show]
Supplier Diversity [>show]
Shipping Special Conditions. [>show ]
Vendor Commodity Codes [~ hide]

(@ Trusted sites

H100%





image1.png
Kuali Portal Index - Windows Internet Explorer.

&~ [Eremintsprosis coostae cusanpis ranjports o v][4][x

Bl Edt Vew Favories Toos Hep | @ -

P & | st rorta ndex

Page - 5 Tools -

] h-8

o Internal Billing L]
Lookup and Maintenance  Consolidated Account Status
Purchasing/Accounts Payable Consolidated Status.
Capital Asset Builder ® Reversion and Carry Forward Summary
=
e ot st s
o .
" o rpr—
® Vendor Credit Memo * Asset Payment
e — : Biomrene e e
—— 3
R
® Other General Ledger Transactions * Bub-Object Code
Capital Asset Management Contracts & Grants £
+ Asset payment § furg
* Barcode Inventory Process Eroposal
Financial Processing Financial Processing
el e
e
Check Reconciliation 1088 Brogess,
® Check Recongiliation Record Maintenance
Prarate lournal Fntry Maint Docs * Pavee L

[§ / Trusted stes

 100%




image2.png
Kuali Portal Index - Windows Internet Explorer.

O~ [Ereinssdenis coosote cdazonids tesporal dorhonrel Jookup.dormethodToCalstarte ¥ [ 42| X o[-
Ele Edt Uew Favortes Took Hep | & -
P & | st rorta ndex ] B B @ e - Gk T

Provide Feedback

| Zuali

financial systemso ([ Maintenance | Administration G

Oraclesi)

Logged in User: jriba
Vendor Lookup (7]

= required field

Vendor Name: |[col siate”

Tax Numbe:

Vendor #:

Active Indicator

Vendor Type: v®

State: v

pore @) Trustedskes E




image3.png
L 2

O~ [Ereinssdenis oosote eduazonds tesporal dorhonrel o fotsup dormethodTocalstarts ][ 49| [ X | [cve search o[-
Ele Edt Uew Favortes Tooks Hep | @) -
P & | st rorta ndex ] B - B @ - [rease - ook -
‘coLo DePT oF LAw
e lo Dept Of Revenue > -6 ves er
et Colo Dept of & posT|COLODERTO 84506 |ve 0 coLorabo oth
RoCKY MTN EDUCATION
lo Deot Of Revenue > Rocky -
edit Colo Dent Of Revenue = Rocky | cevrer 3550 fves coLorADO. Other
Men Education Center Vo01252700
ROCKY MTN REGIONAL
lo Dept Of Revenue > Rocky
et els Dot ofnevenue 2 rocer 205 IS ses0s [ves orer
n Regional Anma
Vooo123170
I [CoLo STATE FAIR
gt e (Colo State Fair Authority AUTHORITY 95100 [ves coLorabo
V0000025500
CoLo STATE FoReST
gt ereate | coi; siate porest Service SeRuIcE e coLorabo
Vooois7o1so
editcreate ‘CoLo sTATe OF 10832
‘division Colo State Of V0000690110 o Yes PO |COLORADO. Other
editcreate 'CoLo STATE PATROL
'division Colo State Patrol V0000183760 |9564-0 |Yes PO | COLORADO
‘cowo sTaTe
dt ereate | giote personnel Board  |PERSONNELBOARD (31229 ves coLorabo
Voo 176550
editcreate (CoLo STATE UNIV o Ivee
'division |Colo State Univ. V0000009880 8460-0 | |COLORADO.
‘CoLo STATE UNIV
FUEBLO
gt erete | cops siate Uniy pushlo Sourrean coLo Ut 10507 |ves coLorabo
oF
Voooo420970
(coLo STATE UnIv
gt erete o sinte Uniy Research RESEARCH w025 |yeg
Uo000158320
‘s uvenTuRES
edit create COloSTATEUNNY |11332-
'division Colo State Univ Ventures 'VENTURES o Yes PO |COLORADO.
Vooo:195710
|COLO STATESMAN THE 1
588 srsdte g siteaman the ey 9750 fves coloraco s
Vooo06e7240
‘coLo sTATE oF
INTEGRATED DOCUMENT
gt erete |eored Document Factory  |FACTORY 19557 ves po coLoravo
QuIck copy

T3] 7 Trusted stes & 100%





image4.png
Kuali Portal Index

indows Internet Explorer

[CISH

] http: kdsdev.i.colastate. edu:B280/kis-test/portal.do7channel itk

ook, do7methodToCal=startz ¥

Live search

Ele Edt View Favortes Toos Help

@ -

P & | st rorta ndex

[

& -

Page + (G Taks +

Active Indicator: |Yes

‘Active Indicator:

Inactive Reason:

Inactive Reason:

Address.

New Address

[ hide |

* Address Type:

* Address 1:

Address 2:

* city:

State:

Postal Code:

Province:

* Country:

Attention:

URL:

Vendor Fax Number:

Email Address:

Set as Default Address:

Active Indicator:

[~ 11de | Address ( PURCHASE ORDER - Centennial )

Address Type:

PURCHASE ORDER -

Address Type:

PURCHASE ORDER v®

Address 1:

Dept Of Local Affairs

* Address 1:

[Dept OF Local Affars

bone

(@ Trusted sites

H100%





image5.png
Kuali Portal Index - Windows Internet Explorer.

G - it

fookup. do?methodToCall=starte ¥ || 42| X | |1 Search

Ele Edt View Favortes Toos Help

@ -

P & | st rorta ndex ] Bh-8 &-
New Default Address
* Set as campus default for: ¥
Active tndicator: |7
[~ 1i6e | address ( PURCHASE ORDER - Denver ) -
oa New
Address Type: * Address Type: | PURCHASE ORDER M *
Address 1: * Address 1: [1234 Main St *
Address 2 Address2
city: * City: |[Denver *
State: State; | COLORADO A
& *
Postal Code: Postal Code: |[0201 *
Province: provimees [
UNITED STATES -
Country: * Country:
Y *
Attention: Aventoms [
s e
Vendor Fax Number: Vendor Fax Number: [
Email Address: Emeit Address: [
Set as Default Address: No Set as Default Address: N0+
Active Indicator: |No Active Indicator: [V 3
New Default Address
bore Tl Trustedsies. e





image6.png
Kuali Portal Index - Windows Internet Explorer.

O [Erupihssten s coonae ccozonpdsestponl corchamelr fookup dommethodTaCal-stante ¥ | 47| X BB
Fle Edt Vew Favortes Tooks Hep | @& -
P & | st rorta ndex ] B B @ e - Godk -

Provide Feedback

| Zuali

financial systemso ([ Maintenance | Administration G

Oraclesi)

Loaged n ser:riba
Vendor Lookup (2]

= required field

Vendor Name: [

Tax Numbe:

Vendor #:

Active Indicator

Vendor Type: v®

State: v

[®  Trusted sites L 100% v




