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3.

Browse button to
display all
Williams vendors

4.

Vendor Inquiry
Includes Invoice, Check and PO Inquiry Directions

To access Vendor Inquiry click here: Departmental Functions>Vendor Inquiry
To start searching, click the Magnifying Glass (find) at the top

_é Vendor Inquiry - Munis [Madison Metropolita -TEST DB2015-03-16] - Windows Internet Explorer provided by MMSD

@@ - I P 165000 1. tylertech.com/gasadmuG 5001 vdrmnt?/ ,Oj "? ﬁ) yvwindashD62. tylertech. com | .| Vendor Inguiry - Munis [Madi... *
T 4 Munis [Madison Metropolita -TEST DB2015-03-16] &
" Hom
=P ~ 5 = -
Q = Browse 2 Text file 8 word ‘li ? =1 Audit Sort Check Inquiry
A . 9
Search & el BHror P B Email o 1099 Data PO Inquiry
1] Preview B Schedule o Alerts~ Invoice Inguiry E More...~
Confirm Search Actions Output Office Tools Menu
General Vendor Information
Vendor 202 w1 Entity 1 Entered 0&/04/2004
Alpha SHERWIN-WILLIAMS Type | Modified 06/04/2013
status [ACTIVE Reason | By 6500723152
Change Set [Current =

m General Miscellaneous | Contacts | Cerdifications | Insurances | Withholding

Contact Information

Company Name SHERWIN-WILLIAMS Addresses (1 & Comments (0

DBA

Address 1884 E WASHINGTON AVE

Zip code 53704-5202

City MADISCN

State Wl ... Wisconsin

Country Foreign entity

Email =

Fax

W -3

SSN [= Performance
FID 340526850 = Commodity
DUNS

Vendor Alerts

10f69 P |

Now every field that is white is open as a search engine. Type in the vendor number or
go to the Name field and do a wild card search. A wild card search is an * before and
after one word in the vendor name. In this example, *Williams™* is used.

Notice the bottom of the screen with the arrows and 1 of 69. This means there are 69
vendors with the word Williams. You can click the forward arrow to cycle through them
or click the browse button.
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"!-’" HOME
o @ Q Browse B Text file [ werd Notes [53Audit | Show/Hide Cols o
Accept Cancel Search B uery Buide Add  Update Print Bror Excel e Attach o e Customize Screen Form | o vurn
], Preview Schedule t
Confirm Search Actions Output Office Tools Menu
Vendor‘ Alpha Sort Name Company Name Status Doing Business As
202 SHERWIN-WILLIAMS SHERWIN-WILLIAMS Active
624 WELDON WILLIAMS & LI WELDCN WILLIAMS & LICK INC Active (N
1022 SHERWIN-WILLIAMS CO SHERWIN-WILLIAMS CO Stop
1230 ANATOMICAL CHARTCO  ANATOMICAL CHART CO Active
1855 WILLIAMS GRAEME WILLIAME GRAEME Active
2857 LIPPINCOTT WILLIAMS LIPPINCOTT WILLIAMS & WILKINS Active
5420 WILLIAMSON STEVEN WILLIAMSON STEVEN Active
5674 WILLIAMS SHELLY A WILLIAMS SHELLY A Active
5989 WILLIAMS JENNY WILLIAMS JENNY Active
6012 WILLIAMS JUSTIN MILE WILLIAMS JUSTIN MILES Active
8909 WILLIAMS STACY WILLIAMS STACY Active
6933 WILLIAMS DONNA WILLIAMS DONNA Active
7826 WILLIAMS TYRONE C WILLIAME TYRCNE C Stop
7913 MACWILLIAMS GALE MACWILLIAMS GALE Active
8596 COLONIAL WILLIAMSBUR COLONIAL WILLIAMSBURG Active
8951 WILLIAMS RALPH WILLIAMS RALPH Siop
9030 WILLIAMS GENA WILLIAME GENA Active
9948 WILLIAMS PATRICIA A WILLIAMS PATRICIA A Active
10328 WILLIAMS CONNIE WILLIAMS CONNIE Active
10493 WILLIAMS WADE WILLIAMS WADE Active
10802 WILLIAMSON ST GROCER ~ WILLIAMSON ST GROCERY CO-OP Active
11029 WILLIAMS DAVID WILLIAME DAVID Active
11201 WILLIAMS GARY WILLIAME GARY Active
11625 WILLIAMS RALPH WILLIAMS RALPH Active
12379 WILLIAMS JENNIFER WILLIAMS JENNIFER Active
12882 WILLIAMS DOMINIQUE WILLIAMS DOMINIQUE Active
13490 WILLIAMS VERONICA WILLIAMS VERONICA Active v
14587 WILLIAMS REGGIE WILLIAMS REGGIE Active
Search / Filter
Qv \ \ Go 4| » [ e |

6. This is the result of the browse button. Searching can be done at the bottom of this
screen. Select your vendor.

7. Once back in the main Vendor Inquiry screen, you can click the Remit folder to view
remits or inquire on Invoice, Check or PO.

Invoice Inquiry

1. While in a vendor inquiry a vendor must be selected, then click on the Invoice Inquiry
button on the top.
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Accept Cancel Search — Add Update Print Exce

Confirm Search Actions Output Oiffice

Invoice Criteria
Year/period 2015 o
Status A - Active

Invoice

H - Hold
P - Paid
- Void

2. This search window will appear. For the most complete invoice search, remove the year,
unless you know which fiscal year it was paid in, and then change the status to blank, at
the bottom. This will give you absolutely everything paid to this vendor.

3. Again, there is a search option at the bottom of the results page.
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o @ Q E B Show/Hide Cols
Accept Cancel Search = ery Buricer Add Update Print Excel Attach Customize Screen Form Return
Confirm Search Actions Output Office Tools Menu
Clerk [ Invoice Inv Date [P0 | CHECKRUN [s Check #]
6500705992 7874-2 021712015 15008687 03 MARE P 1024917 &
6500705992 T467-5 02/04/2015 15008219 03 MARE P 1024567
6500705992 4795-2 11/06/2014 15005410 11MARE P 1018961
6500705992 28556 05/06/2013 13011517 osMJl P 934437
6500705992 2891-3 10/22/2012 13004596 10MJI P 970573
6500715027 4812-5 081712012 141 (3 148006791
6500715027 4743-2 081772012 141 P 14800679
6500715027 1214-9 081712012 141 (3 148006791
CNVX T340-6 05/24/2010 MARIL P 913000
CNVX 5209-4 05/20/2010 MARIL (3 912805
CNVX 0078953 09/16/2009 MARIL P 896017
CNVX 5619-9CM 05/01/2009 TINA B 887223
CNVX 4013-2 05/01/2009 TINA P 887223
CNVX 5616-9 11/25/2008 MARIL P 876483
CNVX 9076-4 11/12/2008 MARIL P 875609
CNVX 90756 11/12/2008 MARIL P 875609
CNVX 89435 11/12/2008 MARIL P 875609
CNVX 89435 11/12/2008 MARIL P 875609
CNVX 8501-2A 11/12/2008 MARIL P 875609
CNVX 8501-2 11/112/2008 MARIL P 875609
CNVX 8218-5 111212008 MARIL P 875600
CNVX 82157 111212008 MARIL (3 875600
CNVY RAAL-R NAR1200T MARII P R3077R
‘Vendor: 292 SHERWIN-WILLIAMS has 38 Invoices for: 17,639.135
Search / Filter

4. This also has some converted data from previous software systems. Double click the

invoice you would like to see further information on and that invoice will open for you.

While in the screen, there is a paperclip icon on the tool bar. This opens TCM, which is
where the stored images of the invoice and check are.

Click “Return” to go back to the list of invoices. Click “Return” again to get back to the
vendor’s main screen.

é Invoice Data - Munis [Madison Metropolita -TEST DB2015-03-16] - Windows Internet Explorer provided by MMSD
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" Home
otes Audit Comments  Invoice Audit) o
Acce Cancel Searc e User Defined  Additional Ind Return
Detail Approvers
Confirm Search Action Tools Menu
Invoice 7874-2 Vendor 292| Remit 9001
Yearfper 2015 9 Name SHERWIN-WILLIAMS
Type 1 Invoice Terms
Cash Account 10.000.9105.000000. 000. 0000. 000. AP Cash
PC 15008687
Contract
Gross amt 187.45 Desc 242 - 5 GAL HOME DURATION LAFO
Disc date Status (¥ Paid
Disc basis 11] CHECK RUN 03 MARE
Disc percent 000 Inv date 021712015
Net amount 187 45 Due date 03/D52015
Retainage 00 Work Order/Task B15005215 1
DeptiLoc 5430P
Payment meth N Normal
Check no 1024917 D Separate check
Check date 0316/2015 [[] Include documentation
D PA applied
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Check Inquiry

1. While in vendor inquiry, a vendor must be selected, then click on the Check Inquiry
button on the top.

-{_5 Checks selection - Windows Internet Explorer provided by MMSD
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Cash Account

Check number

Check date 07/01/2014

to

Cleared |

This search window will appear. If you know the check number, enter it. Otherwise a
date span would normally be entered here. If every check is needed, just click the green
check without filling out any fields.

There is a search option at the bottom of the page to sort through all of the results.

Click “Accept” and a Checks Detail window will open. Click on the check you want to
look at in greater depth and click “Accept”

w

,é Checks Browse - Windows Internet Explorer provided by MMSD
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Show/Hide Cols

Customize Screen Form

Add  Update Print F_xcel Return
o)
Confirm Search Actions Output Oiffice Tools hMenu
Cash Account | Check # | Check Date CHECKRUN | cCIr | Cleare:
10.000.9105.000000.000.0000.000. 1024567 03/0%2015 03 MARE M (R
10.000.9105.000000.000.0000.000. 1018961 1210172014 11MARE Y 121041

<
Vendor 292 SHERWIN-WILLIAMS has 2

Checks for: 33729

Search [ Filter
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Confirm Search Actions Output Office Tools Menu
Check Header
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Vendor 292 Remit ***  SHERWIN-WILLIAMS

Cash Account 10.000.9105.000000.000.0000.000. AP Cash

Check number 1024567 Normal

Check date 03/09/2015 Amount 330.64

Status: Printed

CHECK RUN 03 MARE
Invoice | Inv Date | PO | Contract | Amount| Retﬂinage|
T467-5 02/04/2015 15008219 330.64 .00

5. Cash Account is not the account numberthat was charged for this expense. To find that,
click the GL Summary button on the tdp.

6. To view a copy of the check, click the paperclip icon on the tool bar at the top of the
screen.

7. Click “Return” to go back to the list of checks. Click “Return” again to get back to the
vendor’s main screen.

PO Inquiry

1. While in a vendor inquiry a vendor must be selected, then click on the PO Inquiry
button on the top.

Purchase Order Criteria
Year/period 2015 g
Status

|

PO number [0 - Closed
——{1 - Rejected
|2 - Creation
i - Allocated
| - Released
F - Posted

|5 - Printed

[ - Carry Fwd

2. This search window will appear. For the most complete po search, remove the year,
unless you know which fiscal year it was created in, and then change the status to blank,
at the bottom. This will give you absolutely everything issued to this vendor.
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Confirm Search Actions Output Office Tools Menu

Buy Id | Year Per | PO | PO Date \ s | Dept. omerAmounq Open Amou
5500710319 2015 9 15009446 03/05/2015 (3] S44MT 39.00 300
6500710319 2015 8 15008687 0211212015 0 5430P 206.65 0.0
6500710319 2015 7 15008219 01/30/2015 o S44MT 331.00 of
6500710319 2015 4 15005410 10/29/2014 o 5430P 206.65 of
6500727901 2013 10 13011517 04/30/2013 o 5430P 1,586.92 LR
6500727901 2013 4 13004596 101772012 o 5430P 229.89 o(

£ >

202 SHERWIN-WILLIAMS has 6 PO(s) for: 2,600.11 39.00

Search / Filier

Q][ ¥] [ [ Go |[4][» |" 10f 6 |

3. There is a search option at the bottom of the page to sort through all of the results.

4. Double click on the check selection and a Purchase Order Inquiry window will open.
Everything possible is located on this screen.

5. There is a paperclip icon on the tool bar, click this to view the PO.
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