Web Work User’s Manual

Vendor Module

The Vendor module allows you to setup Vendor codes. This Chapter describes how to use the Web Work,
Vendor module.
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14.1 Overview of the Vendor Module

The Vendor module is used to enter and query vendor records. These vendor codes will be used in
Purchase order.

e Click onthe ™ “endar pytton on the left hand side of the screen to access the Vendor module.

* When you enter the Vendor module you will be in Query mode as pictured below:

@ (psrations Rssources Tools Halp Vemdor Modnfe
Whenidod ID | W eraion
T Maintenance Catmgry
gl i Viendos Maime | Yoo
= Tmwenbory LA sshomer I
L R T 2 0
¥ Slorernom Adwessl | Earfact
LR | Apcour
t Purchasing Confact
+ Adiain Clsy | Eréreigs
* Proj Mgmt Postel Cods | Counry
v My Calendar
Help Prane | Fax .
Logoff ik Sia [ 1
Webwork-|| fmt | :
Wendor Taxd | [ handhor Tasd B
Tk I0A | Tax D2
Contrsct £ | Carrency ’
fquery j J'_": %

The “Perations Resources Tools Help 405 down menus contain the various features available in the
Vendor module.

Web Work includes “help files” for all field names. To access these help files, click on the field
D@ name. A popup window will open displaying help for the field selected.
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14.2 Creating Vendor Codes

To create a new vendor:

« Click onthe * ¥&n@ar hytton on the left hand side of the screen to Cperations
access the Vendor module. Mew Wendor (Auto Mumber)
Mewy Wendor
. Operations Wendor Query
Move the mouse over the menu at the top of the Vendor Print Selected Yendors
Screen to display the drop down menu. Delete Yendor
» Select New Vendor from the drop down menu or click on the button to open the Vendor module in

New mode.

A screen similar to the one pictured below will open:

.@ Operations  Eesources Tools Help Vemdor Modnle
ardar [ | W e
* Maintenance iy
T Anseky TR — | ik
= Imventory Cislomer
¥ Irpeeniory o
* Sareroom raresst | Goninct
¥ Wendor | Aot
® pPurchasing Contect
= Admin iy | Priroafush I
* Froj Homt L0 potw Coe | Comniry |
= My Calendar
Help Pl | Fius I E.i;
Lagodff Wb i [
Wb Wory™ Errad | Terme | ;
Wandor Taxl | " Wendor Tasl | L
Tas | Tae2 |
Corfract ¥ | Sty | 4
new H -

DF Auto-Numbering is set up in the Admin module of Web Work. For more information on auto-
numbering see the Admin section of this manual.
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« Enter information into the applicable fields.

e The Vendor ID and Description fields are required fields. All other fields are optional.

e Click on the ' button to save the new vendor.

14.3 Vendor Queries

Web Work provides two ways to retrieve the vendor codes. The easy way is that enters the vendor code in
the screen and presses the Enter key. The related information will be displayed. The other one is by using
the Query function.

To find certain vendor by using Query function:
e Open the vendor module in query mode.

Operations

«  Move the mouse over the “PEFUENS meny and select Vendor Query Mesny Wendor (Auto Mumber)
Mesy Wendar

p Wendor Gty

from the drop down menu or click on the button to show the vendor  ryint Salectad Yvendors
list. Delete Wendor

e A screen similar to the one pictured below will open:

Select all Unselect all Retriewve Records Crder byt Company Code
|| wvendoriD | Vendor Name . cimy |  Contact |
I:I ULV LY mans COMPANY LTD FORT OO0 order
Ll mBC DE abcde .com
=1 ACE CE Seattle VWETOTR
|:| A CHL A MD= AcklandsiGrainger
=1 BEBEE BEBEB COMPARNY LTD k. W ARCOUNWER
|:| BBE Big Business Enterprise M ANCOUEr Thomas
Ll BE Be=t Electric Sam Jones
I:l CARRIER-LG™ Carrier Langley Dave Odowichuk
1 EBH E.B. Hor=man
|:| FR.AMN FRAM port me
Ll =E Zeneral Electric
=1 HIT2CHI HITACHI ELECTRIC &L Mot O ER ALBERT BLACHK
I:l HOMEDEPOT Home Depot
|:| FALIBARA ™" ALy
|:| PHIL Phillip=s Electrical FPaul Ramsey
Ll SCRAR SCRAP TR YO FACRACIH O
=1 SEARS Sears Morth “ancouwer
=1 Mt NGNS
SELECT * FROM wendor
query result {18 7 18) = D

e Click the [ beside the vendor code or use the SELECT ALL function and then click the Retrieve
Records to bring the selected vendor.
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14.4 Printing Vendor Records

There are two ways to print Vendor records. You can print an individual vendor record or multiple Vendor
records that you have selected and retrieved.

14.4.1 Printing Individual Vendor Records

To print only the vendor record that is open on the screen: CW it View Favortes Taoks  He
Mew »
Qpen... Chrl+o
. . . Edit with Microsoft FrontPage
e Click on the button at the bottom right hand side of the screen.
Save fs..,
e The selected record will open in a new browser window. Page Setup...

Print Preview. ..

» Click on File and select Print from the drop down menu to proceed with - ,
printing . Impork and Export...

Properties
Work OFfline
Close

14.4.2 Printing Multiple Vendor Records

To print a batch of vendor records:

» Perform a vendor query to open the desired vendor order. See Vendor Queries for more information on
performing vendor queries.

«  Move the mouse over the PPEFaHONs many and choose Print Selected

Vendors from the drop down menu. Operations
Mewy endor (Auta Mumber)
+ The selected records will open in a new browser window. MEnwr *'endaor
“endor Query
Print Selected Ywendars

e Click on File and select Print from the drop down menu to proceed with

printing. Delete Yendor
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14.5 Deleting Vendor Codes

It is not advisable to delete any records which have already been assigned to a work order. Doing so may
compromise the integrity of your database.

To delete a Vendor:

« Perform a vendor query to locate and open the applicable vendor record. :
Operations

Mewy Wendor (Auto Mumber)
menu and select Delete Vendor. ke Wendar
Wendar Guery

* A message box confirming you wish to delete this vendor will open. Print Selected ‘endors
Delete Yendar

 Move the mouse over the ORsdgtions

Microsoft Internet Explorer,

:{j Are wou sure you want ko delete this vendaor?

[ Ok l [ Cancel

e Click on the OK button to delete the vendor or on the CANCEL button to cancel this operation.

14.6 Vendor ltems

After a vendor is created, you can add items to the vendor record using the Vendor Items feature.

14.6.1 Adding Vendor ltems

To add vendor items:

» Perform a vendor query in Vendor screen to locate and open the applicable vendor record.

*  Move the mouse over the FES9HEES meny and select Vendor Items from  pasaurees

the drop down menu. Main
“endar tems
Cortacts
Purchasing
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A screen similar to the one pictured below will open:

D
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" e
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Click on the

Enter an Item # or click on the # button to select an item # from the Web Work database.

4
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W enddor

tem Mumber
“endor Part #
Furcha=e Linit

Zonversion

Cwoted Price
[per Purchase Lnit)

Di=count

Mew Vendor Hem

Enter the Vendor Part #.

Enter the Purchase Unit. i.e.: Litre, Box, Tonne, etc.

<

Save Close

button to open the New Vendor Item screen as shown below.

Enter the Conversion Factor. The conversion factor is the number of issue items in a purchase unit.

Enter the Quoted Price per purchase unit.
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« Enter any applicable discount.

e Click on the H button to save the new vendor item.

e The item will now be displayed in the table on the lower half of the Vendor screen when you are in Items

mode.

14.6.2 Editing Vendor ltems

To edit vendor items:

e Perform a vendor query in Vendor s
applicable vendor record.

«  Move the mouse over the RESBUrEE
the drop down menu.

creen to locate and open the
Resaurces

Ilain
Sendor tems

® menu and select Vendor Items from  ¢rtact=

e Click on the applicable item # or description to open the Edit Vendor Item screen.

Wendor

tem Mumber
Yendor Part #
Purchaze Unit

Canversion

Gucted Price
[per Purchaze Unit)

Digcount

Edit Vendor ltem

AAAL
001PEN

b [ X

Save Delete Cloze

» Update information as required.

* Click on the H button to save the updated information or on the

operation without updating.

X

button to cancel this
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14.6.3 Deleting Vendor ltems

To delete vendor items:

« Perform a vendor query to locate and open the applicable vendor record.

«  Move the mouse over the FESIUCES  many and select Vendor Items

R
from the drop down menu. F{SDUFDES
hzin
i i i it : “endor i
* Click on the applicable item # or description to open the Edit Vendor cj:rta':tsems

Item screen.

X

* Click on the & button to delete the item or on the button to cancel this operation.

14.7 Vendor Contacts

The Vendor Contacts feature offers the ability to add vendor contact information to a vendor record. There is
no limit to the number of contacts for each vendor.

14.7.1 Adding Vendor Contacts

To add vendor contacts:
« Perform a vendor query to locate and open the applicable vendor record.
Resources

+  Move the mouse over the FESIUCES  many and select Contacts from hdsin

the drop down menu. Wendor tems
Contacts

e The vendor record will open in Contacts mode.

Purchasing
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@l Opsratians Resources Tools Help Vendor Modnle
[ Main | vendor |r-m-='|'|:-n|:::1:i'|
+ Mainlemance b Im—
E Rseets
= Investory Yerdor Plame |'Sa-ails
¥ Issniory
¥ Siwermom
> Vaneke [ Wame | TEe | Peone | Fax | Emal |
+ Purchasing Tom ]
+ hdmin
" Proj Mgt
* My Calendar
Help
Logeff
(WebWark™| R
confacks (17 1) Ls
$ X

I

» Click on the button to open the Add Vendor -
Contacts screen.
T SFaRd
« Enter a Name, Title, Phone Number, Fax Number and “T:‘ o
. . . i )
Email Address into the applicable fields. S o
Facx £
H Exed o&n
e Click on the button to save the contact and -
return to the vendor record in Contacts mode. The X
contact you entered will appear in the table on the =i BT
lower half of the contacts screen.
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14.7.2 Editing Vendor Contacts

To edit a Vendor Contact:

« Perform a vendor query to locate and open the applicable vendor record.

«  Move the mouse over the RESIUFEES  meny and select Contacts from the drop down menu.
e The vendor record will open in Contacts mode.
» Click on the record that you want to modify to open the Edit Vendor Contacts screen.

» Update information as required.

X

e Click on the H button to save the updated information or on the button to close the Edit Vendor

Contacts window without updating.

14.7.3 Deleting Vendor Contacts

To delete a Vendor Contact:

« Perform a vendor query to locate and open the applicable vendor record.

«  Move the mouse over the RESIUrEES meny and select Contacts from the drop down menu.
* The vendor record will open in Contacts mode.

» Click on the record that you want to delete to open the Edit Vendor Contacts screen.

X

e Click on the & button to delete the contact or on the button to close the Edit Vendor Contacts

without updating.

Purchasing
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14.8 Vendor — Reports

To access Vendor reports move the mouse over on the Tosls menu and

select Reports from the drop down menu. Tools

Reports
Link=

A screen similar to the one shown below will open:

Purchasing Reports

Standard Custom

Back Order Report Open PO Line
Purchaze Order Listing Pior Aggainst Wil
Receiving Report [%
Custom Purchase Order List

Gery Driven

Printing Notes

When printing repotts ensure that the printer settings are specified to suit the repodt
and the target printer.

X

Close

» Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Vendor module will be displayed. To view all reports, click on the

[@ * Reports - ptton on the left hand side of the Web Work screen. For more information about
reports, see the Reports section of this manual.

14.8.1 Creating Vendor Reports

Reports cannot be created in the Vendor module. To create a vendor report click on the " Reports - putton
to access the report writer and create the report.

Purchasing

10-12



Web Work User’s Manual

14.8.2 Printing Vendor Reports

Vendor reports can be printed from the Vendor module or from the Reports module.
To print a report in the Vendor module:

* Open the Vendor module.

«  Move the mouse over the 1295 menu and select reports from the drop down menu.
» Select the report you wish to print by clicking on its title.
e The report will open in Preview mode.

e Click on File and select Print from the drop down menu to print the report.

149 Links

When you are in the Vendor module and you select Links from the Toals menu, the Web Work
Create/Edit/View Links window will open as shown below. You can view existing links or create new links
using this feature.

Create/EditView Links

Description : Belongs To -
=

Fees Canada

Srainger .com Srainger.com >
Linkadats txt bicrosoft >
Mairtenance Maintenance America >
America :
Madine hartin Madine hartin >
asha . goy Ococupational Safety & Health -
Aciministration -
winter JPG virter .

g X

Mewes Close

You can only view links, which have been setup to be accessible from this module or from all
[@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.
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