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User Guide:  Adding or Revising Supplier to Syteline

Requestor initiates “PD126  New/Change Vendor Requst Form” and provides to Corporate Vendor Approver (site specific). Vendor approver validates new/revised supplier info, records validation method and maintains pertinent supporting evidence with the form. 
Vendor Approver forwards “PD126  New/Change Vendor Requst Form” to Corporate Vendor Administrator and the necessary changes are made in Syteline Vendors form.

If the only vendor change is to the Vendor Contact information or Freight term, a request to update  this information can be made by sending an email directly to the Vendor Administrator.
Vendor Administrator will then:
Open the Vendors form and click the filter in place button
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To enter a new vendor do one of the following:
· Click on the new button in the tool bar

· Select New from the Action menu

· Key in Control N

All yellow fields are system required fields.  These fields must be entered to be able to save the record.  

All green fields are also system required fields but if you do not fill them in, the system will automatically fill them in when the record is saved.

Enter the following information at minimum for each vendor.

· Vendor – there are two boxes next to vendor.  The first (green box) is the vendor number and the second (long text box) is the vendor name.  The vendor number can be populated with a prefix for organizing vendors but the preferred PCB Purchasing plan is that standard vendors will not have a prefix.  The following prefixes can be used:
· A = Administrative & Utilities (usually have frequent pay schedules in Accounts Payables)
· E = Employee Records

· G = Sales 
· I = International Sales/Marketing
· M = Marketing Vendors

· R = Reps/Commissions
· T = Travel & Expenses

· Category – select a category that will describe the materials purchased from this vendor.  Some vendors will provide items from multiple categories.  In this case select the category that describes the highest percentage of items purchased from this vendor.

· All address information – including street address, city, prov/state zip and country
· Terms – Required Field – select the agreed upon payment term for this vendor

· Currency – Required Field – USD will be automatically populated

· Bank Code – Required Field – Enter the appropriate bank code for your location
· Type – Used by purchasing manager for spend analysis
· Status – this field identifies the approval status of the vendor.  This field information may impact the ability to create purchase orders for the vendor.  See Updating Supplier Status in Syteline PD2032 for more detailed description of status codes.  The available status codes are:
· A = Approved 

· L = Limited – A warning message will show when a purchase order is issued to a vendor with this status.  The buyer should validate that the item being ordered is approved with this vendor prior to releasing the purchase order to the vendor.

· R = Rejected – The status of Rejected will not allow a purchase order to be issues to this vendor.

· P = Probation 

· E = Exempt 
· Warehouse – select the Main warehouse

· Remit To Tab – this is only used if the vendor’s remit to address is different from their business address.  When a Remit To address needs to be added, a new vendor records will need to be added first for this Remit To vendor info.  Once the Remit To vendor record has been set-up, put the Remit To vendor number on the Remit To tab of the original vendor being added to Syteline.

· NOTE:  When adding the name of the Remit To vendor, put an asterisk (*) in front of the name to identify the vendor as a Remit To vendor only.  The Status of the Remit To vendor should be set to R and no purchase orders should be issued to this vendor record.
· Ship Via – Select the required shipping method and carrier for shipments from this vendor.  This information will populate from this form in each purchase order that is issued to this vendor
· FOB – (Free On Board) This identifies who’s paying for the freight and who owns it at what point (ex. Origin, Freight Collect – means PCB takes ownership of the product at the time the carrier picks up the product and PCB is responsible for the freight charges)
· Contacts – fill in the contact name, phone, fax, email address and the vendor’s website address.

· Fed ID# (on Taxes Tab) – fill in the vendor fed ID # for tax exempt purchases

· Tax Code (on Taxes Tab) – select from the drop down list the tax code status of the vendor (ex. TE = Tax Exempt)

Once the vendor has been added to Syteline, notify the Supplier Development Engineer of the vendor name and number.  The Supplier Development Engineer will update the Status, the Approval Method and the Cert Expiration Date (as needed). 
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