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1 OVERVIEW 
This document explains how to add new vendors, search for vendors and how the 
ADMINS Unified Community (AUC) manages “Town” versus “School” vendors.  
 

It also describes attaching electronic files to a vendor record, identifying 
commodity items the vendor provides, and user-defined fields. In 
addition, the available vendor reports are illustrated. 
 

Access the Enter Vendors screen from the menu by selecting Vendors  Enter Vendors (from either the Accounts Payable 
or Purchase Orders Module). There are six tabs on the screen; click on each one to access the features of that tab. The 
screens are described here along with what data may be changed and what features are found on each. In addition to the 
Tab Buttons that access each screen, there are three buttons on each screen: 
 
The [5 Add Vendor] and [7 Reports] buttons may be used on all the screens; the [6 Add Address] button may only be 
used on the ([1 Name/Address] and [2 Addresses] screens). 

2 NAME/ADDRESS TAB 
The numbered areas on the screen image in Figure 1 correspond to the numbers in the heading topics below. To access 
the screen, from the menu, select: 

Vendors  Enter Vendors 

 
Figure 1 [1 Name/Address] Tab 

There is “hover text” 
available on fields 
that serves as a 
quick reminder of 
what to do with a 
given field. Place the 
cursor over the field 
to reveal the “hover 
text”. 
 
AUC allows an 
unlimited number of 
vendors and each 
vendor may have up 
to 99 remittance 
addresses. Vendor 
numbers are 
sequentially 
assigned by the 
system and contain 
only numeric values.  
 
A limitless amount 
of history may be 
retained per vendor. 
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2.1  Changing the Vendor Name  

 
 

2.2  Remittance Address 

Indicates the number of the currently displayed remittance address and how many remittance addresses are on file for a 
vendor. A vendor can have up to 99 remittance addresses.  

2.3  Sort Name 

This name will be created based on the name of the vendor. If the vendor name is changed as shown in Section 2.1, the 
sort name will be updated if you select [Yes] to the “update all remittance addresses” prompt. The sort name field 
consists, by default, of the first 16 characters entered in the Vendor name and may be changed by typing directly into the 
field. Changing the sort name will not change the vendor name.  

2.4  Zip Code 

Entering the zip code will save some time.  The system will look up the city and state for a zip code when entered. 

2.5  Contact Information 

While this data is optional; ADMINS recommends that all available data be included when setting up a vendor for the first 
time.  

2.6  Notes 

Notes are for each site’s internal use only. The notes do not appear on purchase orders or vouchers. The notes do appear 
on the entry screen and on the “View Vendors” screen. There are four “notes” fields of 30 characters each, allowing a 
maximum of 120 characters of notes for each vendor remit address. 

2.7  Web Site and Email Addresses 

These fields, each 80 characters maximum, are used by the system when needed for a particular function, such as 
emailing a purchase order, sending ACH advice, or emailing a bid document. The General Delivery email address for the 
vendor will be used for any of the functions for which no specific email address is supplied. Hover text is available on each 
email address field explaining how it is used in the AUC system. 

3 ADDING A VENDOR 
When adding a vendor manually, the system checks to see if the vendor is already in the AUC vendor database. 

If a change is made to the vendor name here, the system will 
prompt as to whether that name should be applied to all 
remittance addresses for the vendor.  
 
If a vendor called “ABC Company” wants their PO’s issued to 
“ABC Company Fulfillment Center” and their checks sent to 
“ABC Company Payment Center” assign only one vendor 
number to ABC Company. 
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Task Description 

Test For Duplicate 
Vendors… 

1. Before adding a new vendor, the system checks to see if it already exists. 
2. Select Vendors  [5 Add Vendor]  
3. The system displays the Add New Vendor screen: 

 
4. Type in a string to locate all existing vendor names containing that string.  For example, 

when adding a vendor called “ABC Plumbing Inc.” search for “ABC” and/or “Plumb” to see 
if the vendor already exists. In this example, the search term RUMPLESTILSKIN was 
entered; as no vendor exists in the database, the enter address type field is available to add 
the address type. 
 

Add New Vendor 

 
The available address types are 1099, Accounts Payable, Human Resources and Purchase 
Orders. Any of the address types may be used in the initial setup. The types are used by the 
system when selecting a remittance address for a particular task. For example, 1099 processing 
will use the remittance address with a type of 10, when available. If no type 10 address is 
available, the system will use the AP type; if no AP type, PO, and if no PO type will use the HR 
address type. 
 
Vendor numbers are assigned sequentially by the system.  In order to create and use a vendor 
record, the following are needed: Vendor #, Name and Address Type.  While all other data is 
optional, some sites choose not to add a new vendor without a Federal ID or Social Security 
Number, or W9 in hand. 
 
5. Enter the name of the vendor (up to 30 characters) 
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Task Description 

Address Types 
6. Enter Address Type and click OK to confirm the addition. 

10=1099 
AP=Accounts Payable 
CO=Contracts 
PO=Purchasing 
HR=Human Resources Vendor 

 

Name/Address Tab 
Selecting [Yes] will display the [Name/Address] tab of the Vendor Maintenance screen. 
7. Complete the Name/Address tab. 

Town Vs. School 
Vendors… 

8. Each user is assigned an Entity denoting whether they have access to “Town” vendors, 
“School” vendors or “Both.  The System Administrator manages this information: 

 
9. Each vendor is assigned an Entity on the  tab of the Maintain Vendors 

screen.   
10. If a user is coded as a “School” user and a vendor is coded as a “Town” vendor then the 

user won’t have access to that vendor.  If a user is coded as a “School” user and a vendor is 
coded as a “Both” vendor then the user will have access to that vendor. 

 

Addresses And How 
They Are Used… 

11. When entering a PO, the system searches for the first vendor address coded as “PO”.  If not 
found, it will look for the first “AP” address.  If not found, it will look for the first available 
address to use on the PO. 

12. When entering a Voucher, the system searches for the first vendor address coded as “AP”.  
If not found, it will look for the first “PO” address.  If not found, it will look for the first 
available address to use on the Voucher. 
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Task Description 

Frequently Asked 
Questions… 

Q: Who has access to the vendor file? 
 
A: Any user that has been assigned access by the System Administrator may update the vendor 
file. There are many “read-only” screens that will allow users to view vendor data but not 
update that data. Those screens include: 

Purchase Orders  Vendors  Vendor Name Query 

 

Purchase Orders  Vendors  Vendor Name Search 

 

Purchase Orders  Vendors  Vendors by Classification 

 
Q: What if I forget to flag the vendor as a 1099 vendor and we’ve issued payments already? 
 
A:  It is ok.  As long as the vendor is flagged as a 1099 vendor prior to creating the 1099 work file 
then all of their payments for the year will be included.  
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Task Description 

 
Q: I know there is a vendor called “ACME Hardware” in the vendor database but I cannot find 
it. What do I do? 
 
A: First, select Purchase Orders  Vendors  Vendor Name Search and try searching for partial 
strings of the vendor name. If the vendor is not found, but you are certain that the vendor is in 
the database, ask the System Administrator or superuser to check to see if the ENTITY flag on 
the vendor matches the ENTITY flag on your User Profile. Chances are you do not have access to 
retrieve that vendor record. 
 
 

 
Q: Where can I see all of the POs issued to a vendor? 
 
A: In addition to reports, find the information in the following two screens: 

Purchase Orders  Vendors  Vendor History 

 

Purchase Orders  Queries  View All Purchase Orders 

(then use the vendor name sort column) 
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4 Appendix A – Comprehensive Description of Vendor Fields 

 

4.1 The Vendor Fields 

Each column is described in the table that follows. The columns A-R map to the image shown above.  

Vendors  Enter Vendors  [1 Name/Address] 

Column Label Description 

1 Name Name of Vendor – a maximum of 30 characters may be entered for the vendor name 

2 Name Second name of vendor, optional, a maximum of 30 characters may be entered for the second 
vendor name 

Sort Name Sort Name is optional; a maximum of 16 characters may be entered; if no sort name is supplied, 
the system will create a sort name consisting of the first 16 characters of the 1Name field 

Remittance # Remit # is required; generally, for a new vendor being added for first-time use, the remit # 
would be 1; values between 1 and 99 are permitted. For each new vendor name, the remit 
should start with 1. If multiple remit addresses are being uploaded for the same vendor, 
number the remit addresses sequentially (1, 2, 3…). 

Address Type Address type is set when the vendor is created; allowed values are any of the values found in 
the PO  Tables  Vendor Address Types table. 10, AP, CO, HR, and PO are all valid. The 
address type can be changed using the [0 Change Type] button on the left side of the 
[1_Name/Address] screen. 
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Column Label Description 

Address 1 Address # 1 – optional but recommended; a maximum of 50 characters may be supplied 

Address 2 Address # 2 – optional; a maximum of 50 characters may be supplied 
 

Address 3 Address # 3 – optional; a maximum of 50 characters may be supplied 
 

City City where the vendor address is located; a maximum of 30 characters 
 

State Enter the two-letter abbreviation for the state. 

 
 

Zip Code  Postal Zipcode, either 5 or 9 digits 

Country Enter the country name, a maximum of 40 characters – if this a US vendor, leave the country 
name blank 

Contact Enter the name of the primary contact, if available, up to a maximum of 30 characters 

Title The title of the contact  

1 PHONE#  The contact phone number, entered without dashes or spaces – so 617-494-5100 for ADMINS  
would be entered as 6174945100. Maximum of 40 characters. 

Ext  An extension for the phone number may be supplied here 

Type Choose from Business, Cell, Fax, Home, Pager [B, C, F, H, P]  

Web Site The web address for the vendor, up to a maximum of 80 characters 

General Delivery 
Email  

The email address for the vendor, up to a maximum of 80 characters 

This section describes the fields 
available on the uppermost 
section of the classification tab 

 

 
Restrict Access to Restrict Access To [T]own [S]chool or [B]oth 

 

Federal ID Federal ID as shown on the W9 provided by Accounts Payable vendors or the Social Security 
number for other vendors. 
 

Bank Code Bank Code – the value must be found in the Bank Code Table.  

Accounts Payable  Tables  Bank Codes 

Bank Account Bank Account Number–provided by the vendor when enrolling for ACH payments 

Type Bank Account Type [C] for Checking, or [S] for Savings 
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Column Label Description 

Pre Note Pre Note for ACH [Blank, 0,1,2].  
Leave the code blank if this is not an active ACH vendor.  
 
Use the value “0” if your Accounts Payable Bank does not require that a prenote be sent prior 
to enrolling a vendor in ACH payments.  
 
Use “1” or “2” if the bank requires prenote testing (the ability to send a payment via ACH to a 
vendor).  
Set the value to “1” if the bank requires a single prenote test. The vendor will receive a printed 
check for the first payment; if the prenote is accepted, subsequent payments will be made by 
default as ACH payments. 
 
If “2” is entered, the vendor will receive a printed check for the first two payments made; the 
number will decrement with each payment until it reaches zero, at which time the payments 
will be made via ACH for the vendor. 
 

Customer # Customer # This is a customer number assigned by the vendor to the municipality. This may be 
printed on the check advice if the check was set up to do so at installation. It can be added to 
the check stub at a later time by contacting support@admnis.com  
 

HR ACH Tax 
Payment Type 

HR ACH Tax Payment Type – valid values are [C/F/S/N] – as shown above.  
[C] is Connecticut Unemployment 
[F] is for Federal Tax payments 
[S] is for State Tax payments 
[N] is None 
 

This section 
describes the fields 
available on the 
second section of 
the Classification 
tab – These fields 
are dependent on 
underlying tables. 

 

 

Terms Terms - if payment is made within a certain time frame a discount might apply. “2/10 Net 30” is 
one example. A term such as “Net 30” requires making a payment within 30 days. However, if 
payment is made within ten days, a 2% discount is applied. These terms are defined in the 
Vendor Terms table. From the menu, select: 

Tables  Vendor Terms  

 
Only terms that exist in the Vendor Terms table can be entered. 

mailto:support@admnis.com
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Column Label Description 

Class 
Tables  Vendor Classification  

Classify vendors to allow for more 
detailed reporting; some sites use the 
REF classification code to identify 
vendors that are used primarily for 
refunds of overpaid or abated taxes. 
 

Minority Code 
Tables  Minority Code 

Minority Code identifies if is this a 
minority-owned business. This table 
is managed by each site. Here is a 
sample; more codes are available at 
the Industry Council for Small 
Business Development (ICSBD): 
 

Hold Code 
Tables  Hold Codes 

Hold Code - hold payments to the vendor until the 
issue specified in the hold code has been resolved. 
 

1099 Code 1099 Code - 1099 Code - specify the type of 1099 vendor – valid codes are found in the 1099 
Codes table, which each site maintains. Here is an example of the valid codes in the first 
column; these may be different than the codes on each site; from the menu, select:  

Accounts Payable  1099s  1099 Codes  

 

https://icsbd.org/minority-categories.html
https://icsbd.org/minority-categories.html
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Column Label Description 

This section 
describes the fields 
available on the 
third section of the 
Classification tab 
which sets defaults 
for the vendor   
Payment Type Each vendor is assigned a default payment type.  

 Printed checks are just that – a physical check will be printed for the vendor.  
 Wire If the vendor is marked for a Wire check, no physical check will be printed. 
Wire checks are stamped as cleared with a cleared date as soon as the disbursement is 
complete.  
 ACH is for vendors who will receive payments via ACH by default. This must be set 
up with the AP banking institution and other fields  (T, U, V, and W described above) 
must be filled in. 
 No Check is used if this vendor by default will not receive a check. Common uses are 
when processing PCARD or Credit Card batches, where the payment is made to a 
vendor with a credit card, and AUC keeps track of it with a voucher, but the actual 
check is issued to the Credit Card institution. 

 

 Separate Check? If  Yes is selected, each voucher created for this vendor will be paid with a separate check. 

 1 Time Vendor If this is a one-time vendor, for example, refunds are being processed for a canceled event, 
mark the vendor with a “Y”. The vendor will be marked as inactive after a voucher is processed 
for the vendor. 

 State Bid List? If the vendor is an approved vendor on the “State Bid List”, mark them here. 

 Local Vendor? Some municipalities prefer to use local vendors; local suppliers are typically more reactive than 
suppliers who are farther away. They can deliver products quicker, and it is much easier for a 
supplier to coordinate a shipment across the neighborhood than around the world. 

Business Type Business Type [C/I/L/N/O/S] – the spreadsheet will 
accept any of the above; if using the Enter Vendors 
screen, select from any of those in the table. 
 
 

The next section 
describes the fields 
in the fourth section 
from the top of the 
[3_Classification] 
tab 

 

 
 

Certified Vendor? The certification section allows the vendor to be designated as a certified vendor by whatever 
criteria are established within the municipality. This is usually used to qualify vendors who can 
reply to bids. 

Certified By Certified By – this field only allows a username that exists in the AUC system.   

Date Certified Date Certified – enter the date the vendor was certified 
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Column Label Description 

Insurance 
Certificate Expires 

A certificate of insurance can be part of the vendor certification process; enter the expiration 
date here. 

Note Up to 80 characters can be entered to further describe the certification for the vendor 

The lowest portion 
of the  
[3 Classification] tab 
has two fields 

 

Merge To Vendor Enter a vendor number in this field if the current vendor is a duplicate or the vendor history 
should be merged with another vendor for any reason (companies can acquire other companies 
outright and this allows consolidating the vouchers, purchase orders, and disbursements for 
multiple vendors.) 

Addresses on File This is an information field and cannot be changed here. To add a remit address, go to the  
[2 Addressses] tab as described in section 2.2 above. 

Enter information on 
Authorized 
Representatives on 
the rightmost 
section of the 
classification tab  

 
Name Authorize Rep 1 Name – Up to 30 characters 

Title Title of the 1st Authorized Representative 

Phone # Phone number of the 1st Authorized Representative 

The remaining fields are available to input information for up to three more company contacts. 

 
Use the 
[4 Attachments] 
tab to view 
documents and 
attach documents. 
Some sites attach a 
W9 for each vendor 
here.  
 
Attachments may 
be Viewed, 
Emailed, or 
Removed using the 
corresponding 
buttons.
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Column Label Description 

Use the 
[ 8 Items] tab to 
add items from the 
Items table – this 
identifies 
commodity items 
that are available 
from the vendor. 
 

 
To access the commodity items table, from the menu, select: 

Commodity Items  Item Setup 

 
 

User-defined fields 
are fields set up by 
each site to hold 
information 
relevant to that 
municipality.  
 
Each field can be 
named for a 
specific function.  
 
Click on  
[9_User Defined] 
to enter data on 
this table. 
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Column Label Description 

 The labels are defined on the System Profile  [2 PO/AP] table. 

 
 


