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Version 12/20/2010
So you need a vendor in the master list, so you can select it for your contract?  

The following steps are used to add an entry to the Vendor Master List.

Submit a Lotus Note to ReDev requesting a new entry be added to the Vendor Master List.  In the "Subject" line, type Vendor Master List.  Include the following information in the body of the Lotus Note:

Contractor Name -- Name of the contractor/subcontractor to which you want information added

Vendor # -- Give vendor # for the contractor/subcontractor to which you want information added

Prime or Sub -- Contractor type associated with Vendor #   (Items cannot be added to "Material Provider" or "Other.")

Equipment -- List equipment you want added

Personnel -- List labor classification(s) you want added

Supervisor -- List name of supervisor(s) you want added

If you want to cut and paste and not have the descriptive information shown above, you can copy the following:
Contractor Name -- 

Vendor # -- 

Prime or Sub -- 

Equipment -- 

Personnel -- 

Supervisor -- 

Note:
Once the vendor information has been added to Vendor Master List by a SiteManager System Administrator, the Project Manager must then add that vendor information to the appropriate Contract Master List.

The following steps will be performed by a SiteManager System Administrator.

1.
From the Main Panel select Daily Work Reports.Reference Tables.Vendor Master List.

2.
Select the appropriate Vendor from the pick list.
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3.
Select the appropriate Radio Button from the top of the screen -- Equipment, Personnel, Supervisor, or Staff Member.
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4.
Verify that the entry you want to add is not already on the list.  If it is, check the Active Indicator.  The Active Indicator must be marked in order for the entry to show in the pick lists.
5.
Select the New button on the tool bar.

6.
Enter the Equipment Description in Mixed Case letters (Do not use all capital or lower case letters).  

7.
Copy the Equipment Description and paste it into Equipment ID.  (The system will automatically accept only the first 10 characters.  This is done to facilitate user selection of these entries from the list.)
8.
Check the Active Indicator check box.

9.
Select Save.

10.
For Personnel and Supervisors, repeat Steps 3 - 9 except there is no ID field.  For Staff Member it will be necessary to edit the database in order to include the organization (ORG) code.  (ORG code is used for sorting, to allow the Staff Member to be found easily by the user.)
