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INTRODUCTION 

This guide provides USDA Financial Management Modernization Initiative (FMMI) agencies 

with the steps to prepare the preapproval vendor request (PVND) for vendors. 

QUICK STEPS 

Login to the Financial Management Modernization Initiative (FMMI) Web site at 

https://portal.fmmi.usda.gov/irj/portal/. 

Click: 

1. Purchasing Tab  

2. Vendor/Customer Master Data Request  

3. Manage Requests    

4. Create Vendor/Customer Data Request 
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Select radio button to: 

Create – Create a new record 

Create by Reference – Create a 

record from a previous record 

Change – Update an existing FMMI 

record 

Modify Existing Request – Change 

a request before approval 

Delete Existing Request – Delete a 

request before approval 

Display Existing Request – View a 

request before approval 

  

 

 

Once agency is selected, click green check or hit enter key. 

Select to 
move to 
next screen 

Must have 
FMMI 
Number 

Must have 
Request 
Number 

Select Agency 
from drop down 
list 

Vendor 
Requests 
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Select Not CCR? for non-CCR vendors. 

Select Next Screen. 

 

 

 

Populated 
with 
requesters 
information 

Required 
field   

Additional Requestor 
Information, i.e. 
Supervisor/Co-worker, 
is required 

All fields, except 
phone number, 
are required; 
phone number is 
optional 

Always USD 

Mark when 
account 
group is 
ZNFV, ZSET 

Required for 
ZNFV, 
usually Z001 

Bank Country = US 

Account Type: 

Checking = 01 

Savings = 02 

Zip code must have dash after 5 
position filled, i.e. 70126-5000 
(Note:  The example shown in 
the screen print is for a foreign 
vendor) 

Use last name 
of vendor 



 
 

4 

November 2011 
 

Select Save & Submit. 

 

This is the final step for the agency user. 
 

Once saved, an e-mail will be sent to the requester and any additional requesters added. 

. 

INQUIRIES 

Please direct any questions to the Accounting Processing Branch, Table Maintenance Section, 

at 504-426-5377. 

 


