CREATING A VENDOR
1.Click the Administration tab in the Navigation pane.  

2. Select the [V] Vendor node. 

The first step is to search the vendor file to make sure an entry does not already exit for this vendor for your library. If you enter a duplicate vendor record, the system will alert you when you try to save it that “Vendor already exists”. There are four ways to search for vendor information:

Name Search: Allows you to search for Vendor by name.

Code Search: Allows you to search for a vendor by code.  You will be brought to the first instance of the vendor code in the Vendor List.

Exact Search: If you input the vendor code exactly using this search, only that vendor will display on the Vendor List.

Keywords: You can search for a vendor name using keywords as well as truncation. 

The following fields in the Vendor Record will be searched for keywords.

· Vendor Name, Country, Material Type, Contact, Additional Code, and Vendor order address
Note that Vendor Code is NOT among the fields searched for keywords.

Once you determine that you want to add a new vendor record:

3. Click the NEW button in the upper right hand pane to activate the VENDOR INFORMATION form.

4. Complete the Vendor Info 1, Vendor Info 2, and Vendor Info 3 tabs of the Vendor Information form and file the record.
5. Click the Address button on the Vendors tab in the upper pane to add the vendor address(es).
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1. Vendor Info 1:
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· The “Open Date” and “Update Date” fields are automatically filled in with the current date.  
· The “Cataloger” field will be populated once the vendor is added.
· Type the “Vendor Code” (a unique code to identity the vendor; maximum of 20 alphanumeric characters). It will begin with the letter already assigned to your library for vendors. Once the vendor record has been saved to the database, the Vendor Code cannot be changed.
· Ignore the EDI fields; not yet implemented.

· Type the “Vendor Name” (this name will appear in the list of vendors)

· Click the right arrow 
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 button to select the “Vendor Status”, e.g. Active, Not Active, etc.

· Click the right arrow 
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 button to select the “Vendor Language”

· Type the “Country” (this field is for reference only and is not included in the address, but it is searched when you use Keyword search, see above)

· Type the “Material Type” (the type of material usually ordered from this vendor; up to 200 characters may be input). This is a Keyword searchable field and no standard list of terms has been created for it yet.
· Go to Vendor Info Tab 2.
2. Vendor Info 2:
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· Type the “Account No.(M)” for monographs ordered from this vendor (Optional)

· Type the “Account No.(S)” for serials ordered from this vendor (Optional)

· Click the right arrow 
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 button to select the “Currency 1” field value (you may enter up to four currencies, but at least one must be specified).  
· Terms sign and percent may be filled in for a consistent added charge (+) or discount (-) from a vendor.
· Click the right arrow 
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 button to select the “Order Delivery” to indicate how your library will send orders to this vendor, e.g.,

· List – list all orders to one vendor

· Single Letter – send one order slip per item (use this one for now)
· Click the right arrow 
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 button to select the “Letter Format”. This specifies the order slip format that will be generated for this vendor, e.g., Regular (default), Order Letter, Serial Order.  (“List Format” information is entered similarly.) Use “00” (the default)
· Click the right arrow 
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 button to select the “Letter Send Method” to specify how the orders will be transferred to this vendor, e.g., Print, Email.  (“List Send Method” information is entered similarly.) Use “Print” for now.
NOTE:  If you select Email as the “Letter Send Method”, then the vendor’s email address must be specified in the Vendor Order Address form.

3. Vendor Info 3:
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· Up to five “Contacts” may be entered for each vendor (Optional).  If entered, the “Contact 1” value will default to the order form.

· Click the right arrow 
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 button to select the “Delivery 1 (ACQ)” field value to indicate the vendor’s delivery mode of transportation for monograph orders (you may enter up to three (ACQ) delivery modes, but at least one must be specified if monograph orders are placed with this vendor). 
· Click the right arrow 
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 button to select the “Delivery 4 (SER)” field value to indicate the vendor’s delivery mode of transportation serial orders (you may enter up to two (SER) delivery modes, but at least one must be specified if serial orders are placed with this vendor). 
· Type the “Delivery Delay (1-5)” for each associated “Delivery (1-5)” entered.  The “Delivery Delay” value is used to calculate the anticipated receipt date for an item, e.g., 1 – 3 for books, 4 – 5 for serials and standing orders.

NOTE:  If, at any time before clicking the ADD button, you decide not to add this information to the database, click Cancel.

· Click the Add [image: image13.png]dd



 button to save the information to the database; the Vendors tab in the upper pane becomes active; and the new vendor name is highlighted in the Vendor List window.

After you have completed Vendor Info tabs 1, 2 and 3 and filed the record, you can go to Tab 4, Sublibraries in order to link your Order Unit to this vendor record. You should then be able to use the Sublibrary filter in the top pane to look at a list of just those vendors associated with your library.
Vendors Addresses:
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With the vendor highlighted, Click the Address [image: image15.png]address



 button to the right of the upper pane to enter the address information for this vendor.  At least one vendor address is required for ordering.
You may enter five different address types, i.e., 1.Order Address (default), 2.Claim Address, 3.Payment Address, 4.Return Address, 5.EDI Address.  
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· Enter the appropriate information.

· Click the Update [image: image17.png]Update



 button when complete.  Vendor information may be modified at any time by typing in a change and clicking the Update button.
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