
Work with Vendors – Add, Edit, and Approve Vendors Manually
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Note: You can work with vendor records in the application manually, or via imports. However, you cannot do both simultaneously. This 
flow describes manual processes. To use imports only, set the flag in the System Values panels under Administration. Details on vendor 

imports are in the online documentation topic “Import Vendor Data.”
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1
Set Up

Defaults and 
Users

Work in Administration >
Roles  > Role Objects > Edit 

Setting

Work with Vendors – Add and Approve Vendors Manually
1. Set Up System Defaults and Users

Minimum Order Amount
Default Charge Type

Payment Terms
Discount Terms

Payment Method

Work in Administration > Administration 
> System Defaults 

Once you define these 
defaults, you can enable 

them for any vendor.

Authorize 
Appropriate Users 

for ePHI Documents

Work in Administration > 
Administration > Users > edit

Identify Users 
Creating Vendors 

who Need Approval

Assign a Vendor 
Direct Approver or 
Approver Group to 
Users Who Create

Identify Users who 
Approve New Vendors

Create Vendor 
Approver Groups

Specify Vendor 
Creator

Notifications

Specify Vendor 
Approver

Notifications/
Vendor Approver 

Buddy

Using Vendor 
Approvals?

Set System 
Defaults as 

Needed
Optional: Require 
Federal Tax ID for 

Vendors

Optional: Check for 
Duplicate Tax ID for 

Vendors

Optional: Set  
AP Location Defaults?

Optional: Set 
Buy-From Location 

Defaults 

Go To 
User Security

User Security

Yes

No

User & Default 
Setup Done

Set Role Objects in 
Roles for Users Who 

Approve 

Click Help on the edit panels 
for an explanation of fields.

Set Authorities & Role 
Objects in Roles for 

Users

Role objects  
Create/maintain vendors:
Vendors, VendorsMMandAP,
VendorsAP, VendorsMM

Documents: Documents
(Create or Modify)

Vendor approversΥ 
VendorApproval 
Use All Approver Queue: 
VendorApprovalAdmin

User Profile Authorities
Allow Add/Update/Delete of
Vendor Type "MM and AP" 

Go to 2. Create 
New Vendor 

Record
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2. Create a New Vendor Record

2
Create a

New Vendor 

MM or AP main Contents > 
Vendors > Vendor List > New

On Vendor List (or 
Quick Click) click 

New

Vendor General 
tab: Enter Field 

Values

Submit

Enter Vendor 
Record InfoCreate Vendor 

Header; Define 
Vendor Type
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Enter Data on Tabs:

Initial AP Location

Initial Buy From Location

MM Information

AP Information

Tax ID and 1099 Information

Optional:  Tolerances for 
Invoice Exceptions

Optional: Demographics

If Approval Needed: Direct 
Approver/  Approver Group.

Optional: Financial 
Reporting Fields, If Used

Submit

You can set up additional AP Locations and
Buy-From Locations from the Vendor List menu.

If the vendor is an EDI vendor, using EDI 850 (POs) and EDI 810 
(invoices), select PO Transmission  Method on the Buy-From 
Location tab. Select Auto-Authorize... fields as appropriate.

On the AP Information tab, select Auto-Match EDI Invoices, as 
appropriate.

Note: EDI Vendors have further setup steps. Call the Help Desk.

Click Help for an explanation of fields.

Enter Tax ID and Type (e.g., Federal, SSN)
If vendor requires 1099 reporting, enter 1099 
address, etc.

Enter approval information if 
your site uses vendor approvals.

Organizational 
Restrictions?

Approval 
Needed?

Go to 3. Define 
Restrictions

Done

Go to 4. Approval 
Routing

No No

YesYes

Use System 
Defaults Defined 

for Vendors?

Select Field: Use 
System Defaults for 

Locations

Yes

No

Vendor Name
Vendor ID
Vendor Group
(if  using vendor groups)
Vendor Type
Restricted Vendor
(select if applicable for 
users)

Vendor No
Vendor Security
(if vendor logs in to ERP)
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Organizational

Defaults & 
Overrides

Work with Vendors – Add and Approve Vendors Manually
3. Define Restrictions and Organizational Overrides
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Open the 
Vendors List

Open Overrides by 
Organization

MM or AP main Contents > 
Vendors

> Vendors > Menu > 
Overrides by Organization

New Select 
Organization

Enter Override 
Values in Fields as 

Needed
Submit

Organizational overrides:

Payment Priority
Default Distribution Profile
Default Distribution GL Account
Default Project Code
Default Fund Code
Separate Payments per Invoice
Hold Future Payments
Auto Match EDI Invoices
No Match -- Credit Account
1099 Code

Go to 4. Approval 
Routing
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Approver Opens 
Queue; Reviews 

Vendor  

Approve?

Yes

No

No

Approver Selects: 
Reject & Enters 

Reason Code

Message to 
Approver: 

Vendor 
Available for 

Review 

Approver Selects: 
Approve & Enters 

Reason Code

More 
Approvers?

Go to Approver 
Buddy for Review

Yes

Yes

System 
Selects Next 

Approver 

No

Is Approver 
Out Of Office?

Approver
Buddy Has 
Reviewed?

Vendor 
Enters 

Approval 
Process

Message to 
Owner: 

Rejected

Approver 
Group?

Route to First Group 
Member in 
Sequence

Yes

No

No

Yes

Message to 
Creator: 

Approved

Has 
Approver 
Reviewed 
Already?

Skip Approver

Yes

No
Next 

Approver 
in 

Sequence

Done

4 
Vendor 

Approval 
Routing

Reject or Do 
Nothing?

Vendor Remains 
Suspended

Reject

Work with Vendors – Add and Approve Vendors Manually
4. Approval Routing for New Vendors

Vendor Status is Pending 
Approval. Vendor is suspended. 

Resolve Rejection 
or Delete Vendor

Do Nothing

Vendors are on the approver’s queue for 
review: MM or AP main Contents >

Vendors > My Approval Queue

Go to 5. Specify 
Vendor Accounts
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5. Specify Vendor Accounts for Asset Locations and Departments
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5 
Specify Vendor 

Accounts for Asset 
Locs and Depts

Set Up Asset 
Location 
Account

Open the 
Vendors List

MM/AP main Contents > 
Vendors > Vendor List 

Locate the Vendor 
& Buy From 

Location

Vendor List > Menu > Buy 
From Locations > Edit

Click tab Asset 
Location 

Hospital Account
New Enter Data

in Fields

Asset Location 
Hospital Account 

Note: If an asset location or 
department has an account 
number specified for a 
vendor buy-from location, 
the system uses the account 
number on EDI transactions. 
An additional account 
number can be entered on 
the EDI setup panels as an 
alternate customer identifier 
or to indicate a particular 
ship-to location. 

Submit

Set Up Asset 
Location 
Account?

Set Up Dept. 
Accounts

Click tab 
Department  

Hospital Accounts
New Enter Data

in Fields Submit

Set Up Dept. 
Accounts?

Department
Deliver To Location (optional) 

Hospital Account 

Done

No

Yes
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