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PTP.3.1.1 Adding a Vendor, Establishing Mail Code
In this topic, you will learn how to update the 1099 information for your vendors.
 
After completing this topic, you will be able to:
· Update the 1099 information for your vendors
To begin the simulation, click the Try It! button in the UPK Player.
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Test Procedure
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	Step
	Action

	1. 
	Click the 'Home' link.
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	Step
	Action

	2. 
	Click the Vendors link.
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	3. 
	Click the Add/Update link.
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	4. 
	Click the Vendor link.
[image: image6.png]Vendor






[image: image7.png]Favortes  Mai Menu > Vendors > Vendor Information > Add/Update > Vendor

ENewWindow 2 Help B hitp

Vendor Information

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

setin: B RE Q
Vendor ID: begins with 7]
Persistence: | |

Short Vendor Name:  [begins with =]
Our Customer Number: [begins with =]
Name 1: begins with 7]
T Include History I~ Correct History [~ Case Sensitive

L L L

[ Seareh |- Glear Jasicsearcn (@ Save Searen rtesa

Find an Exsting Value | Add 2 New Vaiue

E




	Step
	Action

	5. 
	Click the Add a New Value link.
NOTE:  You can optionally click the 'Add a New Value' tab.
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	Step
	Action

	6. 
	Click the Add button.
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	Step
	Action

	7. 
	Enter the desired information into the Vendor Name 1 field. Enter a valid value e.g. "DJD Company".

	8. 
	Enter the desired information into the Vendor Short Name field. Enter a valid value e.g. "999124132".

	9. 
	Click the Address tab.
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	Step
	Action

	10. 
	Enter the desired information into the Description field. Enter a valid value e.g. "Main".

	11. 
	Enter the desired information into the Address 1 field. Enter a valid value e.g. "123 Main St".

	12. 
	Enter the desired information into the City field. Enter a valid value e.g. "Annapolis".

	13. 
	Enter the desired information into the County field. Enter a valid value e.g. "Anne Arundel".

	14. 
	Enter the desired information into the Postal field. Enter a valid value e.g. "21403".

	15. 
	Enter the desired information into the State field. Enter a valid value e.g. "MD".

	16. 
	Enter the desired information into the Email ID field. Enter a valid value e.g. "tara.dean@mdcourts.gov".

	17. 
	Enter the desired information into the Location field. Enter a valid value e.g. "Main".

	18. 
	Enter the desired information into the Prefix field. Enter a valid value e.g. "410".

	19. 
	Enter the desired information into the Telephone field. Enter a valid value e.g. "260-2711".

	20. 
	Click the Contacts tab.
[image: image14.png]





[image: image15.png]EIES

x| G L 5

Add o Favori Sign out
Man Menu > Vendors > Vendor Information > Add/Update > Vendor

Favorites

[ZRelated Content & New Window  ? Help

Personaiize Page B ntp 2]

g Information | Address Location ) Custom

SHARE

Vendor ID: NEXT

Short Vendor Name:

Name: DJD Company
Vendor Contact

Contact ID: 1

Description: I
Details

1or1

Effective Date: 1211812012 5

Effective Status: Acive =

Type:

Name:
Tie:
Address: Q

Internet: nitp:/ View Internet Address

Email ID:

Phone Information

personaize | Fng | &' |
“Tye prefix Teiephone extonsion

Busess Prone H [

= save

al

e E e E

ity





	Step
	Action

	21. 
	Type "Vendor Administrator" in the Description field.

	22. 
	Click the Type drop down and select "General".
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	23. 
	Type "John Doe" in the Name field.

	24. 
	Type "Vendor Administrator" in the Title field.

	25. 
	Click in the Prefix field and enter "410".
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	26. 
	Enter the desired information into the Telephone field. Enter a valid value e.g. "260-2710".

	27. 
	Click the Location tab.
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	Step
	Action

	28. 
	Enter the desired information into the Location field. Enter a valid value e.g. "001".

	29. 
	Enter the desired information into the Description field. Enter a valid value e.g. "Main Office".

	30. 
	Click the Identifying Information tab.
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	31. 
	Click the Save button.
Note:  Vendor Short Name description is updated to '999124123-001' (vendor-mail code) upon a successful save.
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	32. 
	End of Procedure.
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