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How Do I Create A Vendor?
	[image: image27.wmf]Trigger
	Perform this transaction when Creating a Vendor.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>(Role)>Vendor Load (iView)

	[image: image2.wmf]Tips & Tricks
	[Click] the [image: image3.bmp] icon to return to Vendor Load (iView)  


1. Start the Create Vendor transaction from the SAP Launch-Pad iView.
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2.   As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Vendor
	Required
	Vendor Name


3.   [Click] the [image: image5.bmp] Search button to see if vendor already exists.  If vendor does not already exist, the Vendor Load screen will appear.    

[image: image6.bmp]  Follow Steps 8-11 to search on like Vendor Names to verify that vendor does not already exist.
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[image: image8.bmp]  A system check verifies whether or not a similar vendor already exists

4.   As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Name
	Required
	Vendor Name

	Address
	Required
	Vendor Address

	City
	Required
	City of which vendor resides

	State
	Required
	[Click] [image: image9.bmp] Search button for selection of State abbreviations.

	Zip Code
	Required
	Mailing Zip Code

	POC
	Optional
	Point of Contact At Vendor

	Phone
	Required
	Vendor Phone Number

	Fax
	Optional
	Vendor Fax Number

	No Employees
	Required
	

	Type Bus
	Required 
	Choose boxes, which apply.  [Click] Credit Card Clause Sheet hyperlink to bring up Form if applicable. 

	Prod Cat
	Required
	1320 = Training Services

1325 = Training Materials

5060 = Non CC Training


5.   [Click] the [image: image10.png]


 Check button to verify data accuracy.  If there are no discrepancies in data input, an Information pop-up screen will appear.  
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6.   [Click] the [image: image12.png]


 button.  The Vendor Load screen will reappear.
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7.   [Click] the [image: image14.png]


 Submit button.  The Vendor Load screen will appear verifying acceptance.
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Result:  A vendor has been created via the iView.  The SAP Vendor Master will be created                automatically as a result of information that was submitted.  Continue to Step 8.

8.   Perform the following steps to verify that a vendor does not already exist prior to creating a new vendor.  Return to the Vendor Load screen.
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9.   As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Vendor
	Required
	Partial portion of vendor name [Example: Roc]


10.  [Click] the [image: image17.bmp] Search button.  A list of vendor’s having the word ‘National’ as part of their vendor name will appear.
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11.  Review the names to insure vendor does not already exist.  If vendor does not already exist, [Click] the [image: image19.bmp]  Add button at the top of the screen to continue with new vendor load.

12.  To view product category, [Click] the [image: image20.png]C



 Radio button to the ‘left’ of chosen vendor.

13.  [Click] the [image: image21.png]


 Select button.  The Vendor Load screen will appear with current setting displayed and with instruction on how to add additional product category.
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[image: image23.bmp]  See below screen shot to view additional product category.
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14.  [Click] the [image: image25.bmp] Update icon in upper ‘right’ hand corner of screen to return to initial Vendor Load screen.  The initial Vendor Load screen will appear.
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