QUICK REFERENCE CARD

Module Maintenance

S

Purchase Orders/Accounts Payable

AP-370, PO-360 Merge Vendors

Overview...

This card explains how to
merge vendors to clean up
duplicate records in the
vendor file.

Example...

Marking Vendor Records
to be Merged

Decide which vendor record
will be the primary vendor;
all other selected vendor
records will merge into this
number once the merge
process is complete.

Purchase Orders,

Purchase Ordr Entry >
Change Orders
AP/PO Dashboar:
Liquidate Purchase Okders

> Eriter Vendors

View Vendors

Vendors
Commodity ltems

B Vendors by Classification

e Vendor Name Query

e Vendor Name Search

Reports
Tables Vendor History

Vede £od Processing Vendor Invoice Query

Module Maintenance pherged Fene o o

Multiple instances of a single vendor can be combined to form one entity.
This process is used if the same vendor is entered into the system under
different names, for example, an owner name is entered as one vendor #,
and their business name is entered as a different vendor #. The first part of
the process is to identify and mark the vendors to be merged; once
complete, submit the Merge Process via a steps menu to run with the end of
day jobs.

In the examples below, there are two vendors in the system representing
BlueView Nurseries. They are the same vendor, but their names were
entered differently. Merge vendor 017252 into the primary vendor number
017253.

Before the Merge Vendors process can be run, mark the vendors so that
they can be identified and merged by the system.

Use the Enter Vendor Screen P [3 Classification] tab in either the Purchase
Order or Accounts Payable module to display the vendor record to merge
into the primary vendor number.

Enter the primary vendor number in the Merge to Vendor field at the
bottom left of the Enter Vendors screen. In the illustration, the 017252
vendor will be merged to the primary vendor, 017253.

Enter Vendors P
Goto —
'y
Vendor 17252 EIMPSON, ANNE 2 Dt Corts
1 Name/Address. 2 Addresses f 4 Attachments & hems 9 User Defined
S Add Viendor
Restrict Access To O Town (O School (8 Both Authorized Representatives
Federal ID# Type @None (O8S#  OTaxiD
7 Regorts Bank Code Name Title
ABAR  0000-0000-0 Prenote [ Hot Active [
Bank Account Tipe Phone# [(000) 000-0000 o000 |
Customer#
HR ACH Tax Payment Type (0 Federal () State @N

Terms [IUR Due Upon Receipt

Class INCL Unclassified
Minority Code | Hold Code [
1099 Code |

Payment Type (@ Printed Ck (O Wire QACH
Separate Check? (Yes @ No
1Time Vendor? OYes @®No
State Bid List? OYes @ No
Local Vendor? (OYes @No
Business Type  [Sole Prop/Indivicual /Single-Menber L

Tailing Vendor () Yes

Entered:
16-5ep-2008

Certified Vendor? () Yes @ No Insurance Certificate Expires
Certified By I
Changed: Date Certified

Nate [

|Merge To Vendor EE |

Addresses on File: 1

Status: Vendor Active Lkup up
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Purchase Orders/Accounts Payable AP-370, PO-360 Merge Vendors
. [== [AUC] 2000-Enter Vendors]
The vendor will be set to .
. . /.ﬁ Vendor Inactive - Set to merge to 017253 | nter Vendors Certied Vendor? 1=
inactive, and a note L pee——— ity
placed on the screen e -
5 Add Vendor
4 Address Restrict Access To W h Both Authorized Representatives
Federal ID¥ Type 88 ax 1D
7 Reports Bank Code Name Title
ABAR  0000-0000-0 Prenote [ Mot Active I [
Bank Account Type [ Phone# [(000) 000-0000 0000 [

Customer#
HR ACH Tax Payment Type | Federal

[ [
Phone# (000} 000-0000 [000 [
Terms [fR_ Due Upon Receipt.
Class

I [
Minority Code [ Hold Code [~ Phone# {600} 000-0000 0000 [

1099 Code Form
I [
Payment Type Printed C ire °H la Che Phone# [{(0007 000-0000 o000 [
Separate Check? | Ve i
1Time Vendor? | Ye: i Tailing Vendor
Stale BidList? | Yes (o /N Send Bids Via
Local Vendor? | Ye | US Mail Call for Pick Up
Business Type EMail Other
Fax

Entered:
19-5ep-2008 Certified Vendor? Ve I Insurance Certificate Expires [
-— Certified By —]
Changed: Date Certified [
H-Mar-20H Hote
-

Merge To Vendor D17253 BLUEVIEW NURSERIES. INC.

Status: Vendor Inactive

Repeat this step for all vendor records to be merged into the primary vendor

record.
Warning message if TINs A warning will be displayed if a vendor is set to merge with another vendor,
do not match and the Taxpayer Information Numbers (TINs—either Federal Identification

Numbers or Social Security Numbers) for the vendors do not match:
If the system issues any

warnings on TINs not

matching, double check to be [AUC] 2000-Enter Vendors |
certain that the merge should Current Vendor 017252 has FEDERAL ID#
take place. Merge to Vendor 017253 has FEDERAL ID# 04-3528325

Current and Merge to Vendor have different FEDERAL ID=.

Once the Merge process has been run, you cannot unmerge these
vendors

Contine to merge this vendor?

Example message if the “current” and “merge to” vendor TINs do not match

Click on [Yes] to continue; the vendor will be added to the work file of
vendors to be merged. Click on [No] to stop the merge for this vendor.

—
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S

Merge Vendors Process

Purchase Orders
Purchase Order Entry >
Change Orders
AP/PO Dashboard
Liquidate Purchase Orders
Vendors >
Commodity Items
Bids
Contracts
Queries >
Reports
Tables
Year-End Processing >

Module Maintenance > Purchase Order Module Control

Interfaces/Imports > PO Form Maintenance

>

Site Specific PO Form Maintenance By Department Group

Remove Vendors Flagged for Deletion
Remove items Flagged for Deletion
Merge Vendors

Vendors with no Activity Report (Dormant)

Email Distribution Lists

Email Users

Field Logging - Purchase Order Module Control

Select Vendors for Merae Processing

Purchase Orders/Accounts Payable

Once the vendor records have been marked, use the Merge Vendors Step
screen to perform the vendor merge.

|Z AUC] 2275-Merge Vendorsl - o %]
Merge Vendors
Sass Description Date Start End  Success
Select Vendors for Merge Processing
Actons - :
MRGVEN-AIl Users up

To access this screen, select:
Module Maintenance P Merge Vendors

from either the Purchase Order or Accounts Payable menu.

The Select Vendors for Merge Processing step produces a report to verify
that the data entered on the Enter Vendors screen is what is expected.

B | Task 2276: Select Vendors for Merge Processing X

Select Vendors for Merge Processing

Run as @ Preview O Print
If Printing use Duplex @) ves

O PDF
ONe

Lookup Cancel

Clear All

E Select Vendors for Merge Processing

File Help

Starting step 39
Starting step 40

\

|#& TedRE - PO_Vendors_to_Merge |

File Edit Format Options
~| Bl |ufm~] =| ==

=l o
115
2278-APPORMRGVEN. REP Printed 30-Mar-2021 at 17:31:41 by THERESA
City of ADMINS

Vendors to be Merged Listing

‘ Courier New

Page 1

0ld New
Vendor Vendor Name

017255 S & W CRAFIS MFG.
017253 BLUEVIEW NURSERIES, INC.
017255 S & W CRAFIS MFG.

Total Vendors Merged 3 el

Once the report is run, the next two steps in the Merge Vendors processing
become available to be processed. Verify the results of the report before
proceeding.

—
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Purchase Orders/Accounts Payable

Maintain Viendors to be Merged
Optional Step

Maintain Vendors to be
Merged is the screen where
vendors may be excluded
from this processing.

Submit Merge Viendor Process

Once the merge process is run
in the End of Day job, the
change to the vendor number
is permanent. To stop the
merge, click on the Unsubmit
Merge Vendor Process
button.

Unsubmit Merge Vendor Process
Optional Step

This button will clear the menu
and work file, but the Enter
Vendors screen Merge
Vendor field will retain the
vendor #. Any vendor # that
should not be merged can be
removed using
{Spacebar}|{Enter} to clear
the field.

AP-370, PO-360 Merge Vendors

Maintain Vendors to be Merged
Goto
Adtses 1 SelectAl 2 Deselect Al 3 Edit List 4 Extt
Original Vendor Merge to Vendor
Sel [Vendor= |[Name [vendor# [Name

JOSHUR KAZL JI Ak
[SIMPSON, ANNE
[BETH LADOUCEUR

017252
4 [017260

17265 |5 & W CRAFTS MFG.
17253 |BLUEVIEW NURSERIES, INC.
17255 [S & W CRAFTS MFG.

Changed 30-Mar-2021 by up

== Added 10-5ep-2008 By

Multiple original vendors may be merged to the respective primary vendor.
The process can be run as often as needed.

The Submit Merge Vendor Process submits the command to be run during
the End of Day processing. The system displays this message:

Merge Vendors X

0 Process has been submitted to run in End of Day job

The UnSubmit Merge Vendor Process can be used to suppress the merge
from running with the End of Day processing.

[ TAUC] 2275-Merge Vendors

Merge Vendors

Description Date Stant End Success
- v 31-Mar-2021111:13:27,41111:13:27 .41

31-Mar-2021112:03:57,13712:03:57,13
Unsubmit Merge Vendor Process

Goto.

Actions

MRGVEN-AIl Users

The system will pop up this message confirming that the Merge Vendors
process will not be run in the End of Day job.

Remove Vendors X

0 Process has been removed from running in End of Day job

—
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Once the End of Day processing is complete, verify the results of the merge

Verifying Results —
Enter Vendor Screen

Merged Vendor History
Screen

Purchase Orders
Purchase Order Entry >
Change Orders >
AP/PO Dashboard
Liquidate Purchase Orders
Vendors
Commodity ltems
Bids

Contracts

Enter Vendors

View Vendors

Vendors by Classification
Vendor Name Query

Queries Vendor Name Search

Reports

Tables Vendor History

Vendor Invoice Query
Merged Vendor History

Year-End Processing
Module Maintenance

Interfaces/Imports

Site Specific

Help Reference Library

several ways.

AP-370, PO-360 Merge Vendors

Access the Enter Vendors screen and type in the merged vendor number.
The system will pop up two messages — that this vendor does not exist and
has been merged with the primary vendor.

[AUC] 2000-Enter Vendors

e Vendor®

does not exist

[AUC] 2000-Enter Vendors

g Vendor

has been merged to 017255

Use the Merged Vendor History Screen in either the Purchase Order or
Accounts Payable module.Type in the date of the merge to see any merged
vendor history; page through the history file to see prior merge history.

= [AUC] 2585-Merged Vendor History|

Merged Vendor History

Goto.

Actions
Merged From Merged To

1-Vendor Search From Vendor [Remit  [Name ToVendor  [Remit  [Name

017244 1 [JOSHUA_KAYJIAH [017255 oz 5 & W CRAFTS PFG.

2-Print List S STHPSON, ANNE 017253 0z [BLUEVIEW NURSERIES. INC,
17250 ot [BETH LADOUCEUR 017255 03 5 & W CRAFTS MG,

Ready

—
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QUICK REFERENCE CARD
Purchase Orders/Accounts Payable

Vendor History Screen

) Enter Vendors
Commodity NG View Vendors
Disbursements (WalQt)

R il
Bank Reconciliation Vandos Narme Chiesy

Coweries Vendor Name Search
Reports
Tables Wodor Hew;

Year End Processing
(1099s)

Bids

Vendors by Classification

AP-370, PO-360 Merge Vendors

Use the Vendor History Screen in either the Purchase Order or Accounts
Payable module to display the primary vendor and inquire on vouchers and
purchase orders that have already been processed under the merged vendor
number. They have all been recoded to use the primary vendor number with
a new remit number.

IE [AUC] 2003-Vendor History - Purchase Ordersl
Vendor History - Purchase Orders

— vendor# [N Local Vendor
Hame 1099 Code Entered
— Class UMCL UnclassiFied Changed
Beginning Date [
Ending Date  —
e
4 Vouchers § Disbursements
PO Date |Department Encumbere Liquidated| Reheved| Vouchers| Remaining Bal[Type Status [Orig PO Date
15-0ct.~2015 HIGHSCHOOL 698,90 698,90 638,90 egular [Closed
2 |17-Gep-2019 [50PT_GFF 283,60 .60 765,60 Fegular  [Closed
7-fug-2018 hswlcl 168,00 166,00 168,00 Fegular  [Closed
[1]46831 [27-Feb-2018 JMITOCE 1.00 1.00 Fegular Closed
[ [6813 _ [30-Aug-2017 [DISTRICT 244,00 244,00 244,00 Fegular _ [Closed
[7 63583 [p1-Gep-2016 [DISTRICT 311,00 311,00 Fegular __ [Closed
44511 [30-Aug-2016 [DISTRICT 311,00 311,00 311,00 'egular [Closed
44510 [30-Aug-2016 [DISTRICT 252,00 252,00 252,00 egular [Closed
(] [#3957 _ [20-Jun-2016 [BISTRICT 273.90 273,90 273.90 Fegular  [Closed
[] [¢34% [20-Jun-2016 [BISTRICT 0132 iz LR Fegular  [Closed
[]]43005  [26-Jan-2016 PRESCHOOL 59.60 59.60 59.60 Regular [Closed
3002 [26-Jan-2016 [DIFIETRO 218.00 218.00 218.00 Regular [Closed
3563 [13-Jan-2016 [DISTRICT 418,00 a18,00 418,00 Fegular _ [Closed
[43001__[13-Jan-2016 [BISTRICT 58,00 758,00 758,00 Fegular _ [Closed
[1]321%5  [14-0ct-2015 [DISTRICT 270,00 270,00 270,00 egular [Closed
[][#2159 [1a-0ct-2015 [BISTRICT 40,00 640,00 40,00 Fegular  [Closed
[ [62155  [14-0ct-2015 [BISTRICT 248,00 248,00 238.00 Fegular  [Closed
[ ] #1179 [15-Sep-2015 [DISTRICT 289.50 289.50 289.50 Regular [Closed
41178 [31-Aug-2015 [DISTRICT 389.00 989.00 932,00 Regular Closed
6 Ven Search BExcel 8 hext

Status: Vendor Active

All payments under the merged vendor number will now be reported under
the primary vendor number.

To ensure seamless integration of the commodity items and vendors used
with the BIDS process, the Merged Vendor process will copy any commodity
items from the old vendor to the new vendor.

@ [AUC] 2000-Enter Vendors [theresa] - 15]]
Fle Edt Ledgers Purchase Orders AccountsPayable Fixed Assets HumanResources Budget Collections Tax Motor Excise MscBllng System Help
Bl & wl«|+|w] 4 Qf =] =
Enter Vendors
ot Certified Vendor? © ves & 1o
oo Cartified By
| Vendor SRl FEW NAME CONSTRUCTION COMPANY Date Certifise
Actions
1 Nameitadress | 24ddresses | | 3Clessification | 4 aftachment 31| SiHzms | | auserDefined |
|
5 Add Vendor terrat Description
EAdH Adress [E=900 EQUIPMENT MAINTEMANCE, RECOMDITIONIMG. AND REPAIR SERVICES -OFFICE. PHOTOGRAPHIC _ 0Delets ftem
3221 COMPUTERS, DATA PROCESSING EQUIPMENT AND ACCESSORIES (NOT WO
9 A tem
ltems sold by this vendor

An existing vendor with commodity items

The vendor above is to be merged with another vendor. The other vendor
already exists in the AUC system and the site wishes to merge the two
vendors. When the merge is complete, any commodity items associated with
the “old” vendor will be added to the list of commodity items sold by the
new vendor.
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