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Contractors

The Employee Data screen is used to enter and edit Contactors/Vendors. All purchasing
transactions require a contractor/vendor and the information stored from this screen.
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Steps for Entering a Contractor/Vendor:

Insert a new record.

Fill in Contractor/Vendor name.
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Fill in abbreviation of contractor/vendor name.

Use Cntr/Vndr Type drop down to choose vendor.
Mark ‘Qualified’ check box to ensure contractor/vendor is available for use.
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6. Enter expiration date. (Any later date; generally fiscal end 2015.)
7. Assign address code 01 and fill in address. If multiple addresses, press enter until new
fields appear. Assign address code 02 and continue as before.

Other Features

At this time, contracts are not tracked within FME.
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