In this ePro Enhancements
Module... VENDOR INFORMATION

Module Objectives

Page & The purpose of this module is to provide an overview of

Egggizition Edit Defaults enhanced features that have been added to ePro to
facilitate and simplify access to HUB and non-HUB

Vendor Lookup vendors.

Page 2

Look Up Product Code Enhancements, combined with current search features

PEgR that exist in ePro, allow the user to locate vendors by

W products/services and to access all vendor contact

information while still in ePro.

Vendor Search
Page 5

Vendor Contact Detail MOd u | e Ob | ectlves
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Upon completion of this module, you will be familiar with:

e Creating a Requisition using new vendor features
o Edit Defaults
o Vendor Lookup
* Product Code
* Vendor Type
o Vendor Search
o Vendor Contact Detail Information
» Contact Telephones
= Contact Address
* Vendor Website



1. Open Edit

ePro Enhancements

Defaults from the Requisition Summary Page.

i Eampus !9 SECT ]

+ Enterprise Planning
+ Production Planning
+ltems

+Wendaors

: Purchasing

* Inventory
“eProcurement

B3

— Manane Approvals

— Manage Reguisitions

— Buyer Station

— Run Purchase Order
Frocesses

— Expedite Requisition

— Quick Source Reguisition

— Dispatch Purchase Orders

— Approve Change Requests

— Manane Purchase Orders

— Receive ltems

— Procurement Card

— Maintain Items

— Procurement Analysis

— Reports

— Procurement Application
Admin

= Accounts Payahle

eProcurement Home

Mews Window | Help | Custarnize F

Requisition for: Purchasing & Central Services

Edit Defaults

Submitted by:  Briones, Sylvia A Edit Defaults

Requisition Title:

Item &8 Special Copy Bid Yendors
Templates ' Request

O Req needs vendor setup
Cancel Requisition

0 To add an itern to this Requisition, click one of the aptions on the menu abave.

Manage Reguisitions

2. Click on the Vendor Lookup link.

ENTERFRISE
INFORMATION
SYSTEM

éSearch:
I Wy Favorites '
|l Campus Self-service
= gFrocurement
— eProcurement Home Page

— Manane Approvals

— Manage Requisitions

— Buyer Station

— Run Purchase Order
Frocesses

— Eupedite Requisition

— Quick Source Reduisition

— Dispatch Purchase Orders

— Apprave Change Requests

— Manage Purchase Orders

— Receive ltems

— Procurement Card

— Maintain ltems

— Procurement Analysis

— Eeports
— Procurement Application
Admin

I> Accounts Payable

seb0038 on FSQA - Quality Assurance

Home

Mews Window | Help | Custam

Requisition Defaults

jt.)verri(le Suggested Vendor:

CDefault & Override

Vendor: |
Wendor Lookugp
Buyer:
ShipTo:  [GSB 144C  |Q HSC Central Receiving
Due Date: [
Category: .Q

| Distribution Defaults
Distributions | More Detallz ' Mare Details 2 Agset
Line Pct GL Unit Account Alt Acct Fund Dept Class Project Fund Srce Affiliate tem Tvi
[ Jremla [ JjalJa[Jjaja[James [ Ja[ Ja|




3. Click on the Product Code Sherlock.

Vendor Search

Mame: Find |
City: Reset |
Country: usa Sy State: i

Fostal YVendor Type: 2L Product Code

Code:

€ Enter search criteria to find a vendor.

Product Code:

Allows users to pull a list
of vendors based on the

type of items they sell.
Eeturn to Reguisition Defaults

4. The Look Up Product Code list can now be viewed. Click on the
appropriate Standard Industry Code to select the product code.
This pulls a list of vendors based on the type of items they sell.

Look Up Product Code

Search by: |Standard Industry Code v |begins with

Look Up | Cancel |Advanced Lookup

Search Results

‘ 118 9118
Standard Industry Code description

/ 175-00 Chemical Lab Equipment & Supplies
200-00 Clothing: Shirts, Uniforms
204-00 Computer Hardware & Peripherals
208-00 Computer Sofbware
425-00 Furniture: Office
475-00 Medical Supplies
490-00 Lah Equip: Muclear, Optical & Physical
493-00 Lah Equip: Biochemistry, Chemistry
< 495-00 Lah Equip: Biology, Microbiology, Zoology
RO0-00 Office Machines: Calculatars, Shredders
BO5-00 Office Mechanical Aids: Staplers
G10-00 Office Supplies: Rikhhans
f15-00 Cffice Supplies: General: Binders, Folders, Lahels
B45-00 Paper. Office, Print Shop
Fa5-00 School Equipment & Supplies
a03-00 Sound Systems, Components, & Accessories
\ g40-00 Television Equipment & Accessoties
910-00 Building Maintenance, Installation & Repair
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5. The code is placed in the Product Code field. Another search
option is the Vendor Type.

Vendor Search

Mame: Find |
Crity Feset |
Country: s (S State:
Euz.tal Vendor Tvpe: 2 Product Code |615-0 2,

ode:

€ Enter search criteria to find a vendor.

Vendor Type

Eeturn to Requisition Defaults

6. Vendor Type allows you to search for HUB; Certified Minority,
Non-HUB; or Minority Vendors (neither HUB nor Minorities
certified by other agencies).

Select one of the following values:

ALY |Advertising

CER |Cerdified Minority, Mon-HUB
S |Consultant

CHNT (Confractor

EMT |Entertaintment

FRG Fareign Supplier

GVT |Government Adency

HUB |Historically Underutilized Bus
MEE (Minarity Yendar

PR |Fublic Eelations

TED |Tradesman

TEM Transportation

TEY Travel Related Semices

Cancel




Vendor Search

Mame:
ity
Country:

FPostal
Code:

usa |o

State:

W

Find

Reset

Vendor Type: HLJEI 21 Product Code |§15-00

6 Enter search criteria to find avendor.

Return to Beguisition Defaults

7. Multiple search criteria can be used to narrow results.

criteria are selected, click on [Find.

Marme:

Country: | LISA QL

Fostal
Code:

Vendor Type: |HUB X

Your Search returned the list of tems below:

+ Select Vendor

Hame

9TO5OFFICE PRODUCTS
CTRING

ADVAMNTAGE SUFPFLY

CAPITAL BUSINESS
PRODUCTS

DMERSIFIED OFFICE
PRODUCTS

HOMORE OFFICE
PRODUCTS INGC

HOMORE OFFICE
PRODUCTS INC

PARTMERS BUSINESS
PRODUCTS

PDOME INC
PDME INC
PLIME M

B vendor Details

Address

PO BOK B12487

PO BOK 471103

2935 IRVING BLYD STE 208

311 M STEMMOMNE STE 200

PO BOK 494445

15330 LRI P #3201

310 ETRINITY BLYD STE 200

HURRICANME OFFICE SUPPLY
BLDG 1 STE 100
RI NG 2 BTF 208

Product Code |615-00

Find
Reszet

= Vendor Contact

City
DFY
FORTWORTH

DALLAS

DALLAS

GARLAND

MESQUITE

GRAMD PRAIRIE

CEDAR PARK
CEDAR PARK
CGENAR PARK

Customize | Eind | 'ie

Q

After

EA
=
]

A 2 d 2 H P A

Y

Click View All if all
the vendors do not
display

First 1] 1-13 of 13 [ Last

Vendor Type

HUIB

HUB

HUB

HLUB

HUIB

HUB

HLUB

HUB
HUB
HLIA

LR O S . Y N

=

New Vendor
Contact button




8. Click on the telephone icon for vendor contact information.

Narme: Find |

City:

Country: |USA[CL State: hd

Postal Vendor Type: HUB|C!, Product Code |615-00 QL
Code:

Your Search returned the list of tems below:
v Select Vendor B Vendor Details

& Vendor Contact

Hame Address

Vendor Type

9 TO & OFFICE PRODUCTS

TR MG PO BOXE12487 DFw T HUB

ADVAMTAGE SUPPLY PO BOX 471103 FORTWORTH TX HUB v

CAPITAL BUSIMESS =h
FRODUCTS 2935 IRVING BLYD STE 208 DALLAS TX HLUB v B =
DWERSIFIED OFFICE =h
FRODUCTS 311 N STEMMONES STE 200 DALLAS TX HUB v B &
HOMORE OFFICE =
PRODUCTS ING PO BOK 404445 GARLAMD TX HLUB v B &
HOMORE OFFICE =h
PRODUGTS ING 16330 LBJ Py #3201 MESQUITE TX HUB v B &
PARTNERS BUSINESS =h
PRODUGTS HMOETRINITY BLVD STE 200 GRAMD PRAIRIE T HUB v B &
POME ING HURRICAME OFFICE SUPPLY CEDAR PARK T HUB v B e
POME INC BLDG 1 STE100 CEDAR PARK T HUB v B o=
PLIME M RI NG 2 BTF 208 CGENAR PARK TH HLIA v B oa



9. This new window will allow you to view the Contact Detail

information. You can also click on the Telephone gd Address
links for further information. In addition, you 2tn open the
URL for the vendor's website, if available.

Close window
to return to the
list of vendors

ee-facing registry content - Microsoft Internet Explorer

view Favorites Tools Help

\_) |ﬂ @ ;j /'/._‘J Search ‘i‘\?Favorites @ [C{v :,\,; ] -

itps : ffeiswbga. admin.unt.edu: 7102 fpspfega0l_1/EMPLOYEE/PSFT_EP/C/REVIEYY

»

ENDOR_INFORMATION,YENDOR_CONTACT GBLPPage= v | [gd Go  Links

-
{TERPRISE = m

rFSOTRE':}IATIUN sab0248 on FSQA - Quality Assurance =

B

fsenice

lanning SetlD:  HSTE3 0000006610

‘lanning

nt

yahle Eff Date: Status: Telephone =
3

jement Contact Name:| | vpe:
t Control

ger Title: | |

ges

1cials/Supply URL: | (| openurL
Frocesses Description: |

;]Uls Email ID: |aer\rice@advantagesupply us

rfaces

— Address:  |_2|  ADVANTAGE SUPPLY Address
izations

rofile

Bl save | E\Returnto Search | [=] motify ‘

10. Contact Telephones

Mew Window |

Contact Telephones

Phone Information Customize | Eind | Wiesw All | i First E 1-Z of 2 E| Last
Twpe Prefix Telephone Phone Extension
BLISH 217I377-8094

F A a17I3T7-8094

Click the [OK] or

button to return to the

Ok Cancel
| < Vendor Contact page




11. Contact Address

Contact Address
Country: LISA, United States
Address 1: PO BORA4T1103

Address 2:

City: FORTWORTH
County: Postal: TE147
State: Tx Texas
- Click on the button to return
ll ———_ tothe Vendor Contact page

Close window to return to

12. Vendor website the Vendor Contact page

ee-facing registry content - Microsoft Internet Explorer

Wiew Favorites Tools  Help

] |ﬂ @ ;j /'._\J Search \‘_?:\L:(Favontes ﬁ‘} > :,'_ [#] - _I ﬂ ﬁ

tips: ffeiswbga. admin.unt.edu: 7 102/psp/fegall_1/EMPLOYEE/PSFT, %3a%2f%2fivww . advantagesupply.us .GD Links >

NTERFRISE
{FORMATION
YSTEM

ADVANCED SEARCH

PRODUCTS Customer Login:

0 FFIBE Account Number:
@ o PRODUCTS F 4 T

Password:

HUB
ion

- GUEST CATALOG EXTRA SERVICES SPECIAL OFFERS NEW CUSTOMERS CONTACT US

WELCOME :55's0iii:  services

Advartage Supply is the Adwvantage Supply provides

Advantage Supply Awarded single best source for fast, personalized delivery and
Certificate of Achievement ovet 30,000 producks-- L PR AL

From TxDot for successful everything from paper Advantage Supply offers state-of-
campletion of the TxDat-Small clips to Furniture ko the-art, an-ine shopping, credit card
EBusiness LINC Protege” Program janitarial and industrial and purchase order capabilities.

supplies. Because we
hiawes 2m rrare mendicks = e B Auodnsine



13. From the Vendor Contact page, close the window to refurn to
the Vendor Search screen.

N =0 N |4 S I | WS oS S (S

Mews Window | Help | Customize

[ Contact

SetlD: HET7A3 Vendor: 0000006610

'endor Contact

Contact: 1 Description: |
Contact Detail y ;
Eff Date: I:I Status: Telephone... =
Contact Nmne:| | Type:
Title: | |
URL: | | Open URL

Description: | |

Email ID: |ser\rice@advantagesupply.us

Address: |:| ADVANTAGE SUPPLY Address

ﬁSave| L Return to Search#@%‘
14. If you click on the Return to Search| button, you will see the

wmdow below' Close this window to return to
the Vendor Search screen

A Employee-facing registry content - Microsoft Internet Explorer X
File Edit “iew Favorites Tools  Help 15'

Q- © ARG P Frroee @3- % @ - LK K8
Address |@ hittps: /feiswhbga. admin.unt.edu: 7 102/psp/fsqalL_2/EMPLOYEE/PSFT_EP/z/REVIEW VENDOR_INFORMATION.VENDOR_COMTA ~ | B 6o Links ™

ENTERPRISE . H
-E“ INFORMATION sab0248 on FSQA - Quality Assurance
SYSTEM o
ime
: ]
Search: Mews Window | Help | o5,

[> Wty F avorites Contact
[ Campus Self-service Enter any information you hawe and click Search. Leave fields hlank for a list of all values.
[ Enterprise Planning

l> Production Planning { Find an Existing Value

[ ltems

[ Yendors

I Purchasing SetlD: Hs763 Q
[+ Inventory . " -

I eProcurement Vendor ID: ‘ beging with |« || ‘q
I Aceounts Payable Short Vendor Name: ‘ begins with v || ‘Q
[ eSetflements

[ Asset Management Cur Customer Numl)er:‘ heding with || ‘Q
[ Commitment Caontral Name 1: ‘ P ” ‘Q

[» General Ledger

[ Data Exchanges [ case Sensitive
[ Set Up Financials/Supply

Chain
[> Background Processes Search Clear | pasic Search [E Save Search Criteria

[ WWinrklist
[ Reporing Tools

I> PeopleTools Search Results

[> Custom Interfaces 1of1
— Change My Passwaord SetiD Vendor ID  Short Vendor Name Our Customer Number Name 1
b Fairenaii HS763 000000661 0 ADYANTAGE-001  (hlank ADVANTAGE SUPPLY

— My Systern Profile




Vendor Search

Marne:
City:
Country;  [LSA S

Postal
Code:

State: v

Reset

Vendor Type: |HUB|Z, Product Code |615-00 (&}

Your Search returned the list of items helow:

« Select Vendor

Name

4 T0 5 OFFICE PRODUCTS
CTRIMC

ADVANTAGE SUPPLY

CAPITAL BUSIMESS
PRODUCTS

DIWERSIFIED OFFICE
PRODUCTS

HOMNORE OFFICE
FRODUCTS MG

HOMORE OFFICE
PRODUCTS INC

PARTHERS BUSIMNESS
PRODUCTS

POME MG
POME NG
POME MG
POME MG
WESTERN PAPER CO INC
WESTERN PAPER CO INC

B Vendor Details

Address

PO BOX 12487
PO BOX 471103

2935 IRVING BLVD STE 208
311 N STEMMONS STE 200
PO BOX 494445

15330 LBJ Wy #201

310 ETRINITY BLVD STE 800

HURRICANE OFFIGE SUPPLY
BLDG 1 STE100

BLDG 2 STE 208

BLDG 2 STE 208

335 AVER

PO BOX 535188

& Vendor Contact

Customize | Eind | &

City
DFvy
FORT WORTH

DALLAS
DALLAS
GARLAND
MESQUITE

GRAMND PRAIRIE

CEDAR PARK
CEDAR PARK
CEDAR PARK
CEDAR PARK
GRAMD PRAIRIE
GRAMD PRAIRIE

E
=
]

FF3dHdHHHd 4 0F 2 2 A

15. Selection returns to Edit Defaults screen.

O pefautt @ Override

Distribution Defaults

Vendor: 0000006E1D
Yendor Lookup
Buyer:
Ship To:
Due Date: B
Category:
SpeadChart Key:

Requisition Defaults

Owverride Suggested Vendor
[Iconsolidate with other Reqs

Q, (ooo Q
One Time Address
Q

GEB 144C  |QL HEC Central Receiving

Q. Unit of Measure:

Q

Vendor Type
HUB

HUB

HUB
HUB
HUB
HUB

HUB

HUB
HUB
HUB
HUB
HUB
HUB

Ok | Cancel |

-10 -
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[ Distributions | More Details | MoreDetals 2 | Asset | [0
Line Pct GL Unit Account Alt Acct Fund Dept Class Project Fund Srce Affiliate Item Type
11 HS57E3 | Q) aQ Q Q aQ C, Project Q

Select vendor by clicking on
the corresponding check mark

El%l
%
EI%I
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Fél
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