How to create vendor code in Hedberg Express System.

Note: to support COM mapping issue

Step 1: Go to Hedberg Express > Table Maintenance > Accounts Payable Setup > Select
Vendor Master Information
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Step 2: Vendor Master Information: Vendor Select screen appear and click to Add button.
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Hld¥endor Master Information: Yendor Select

View: | Active Vendors - |

Vendor Sort Key Vendor Name =] oetal |
A001 COALESSE Steelcase US Coalesse Products | Close |
DETOM DETAILS Datails
STCOOM STEELCASE Steelcase S Products m
STONT STCINT Steelcase SA- inactive -

;

STCSH STCEH Steelcase SH - AF Products
VEDI WFDI Local and Others _]




Step 3: Vendor Master Details: Vendor Detail screen appear and update info for below field
then click to More Details button

i. Vendor Number ii. Sort Key iii. Vendor Name

HIY¥endor Master Detail: Yendor Detail | %]

Vendor Number- = [OSHARE ISull Key: = [OSMars I [ Inactive
Yendor Hame: [Maharam
~Address
Address 1: Edit Address |
Address 2:
City: Anchaorage
State: A Alazka Postal Code: 53501
Country Code: US  United States

~Wendor Contact

Contact Selection: IND Contact 'l Select Contact |

Hame:
Email:
Phone: Extension:

Fax: Extension:

Your Account No: | Tax Registration #: |

Yendor, Terms Code: | j Last Purchase Date:

Manufacturer Code: | j Currency: =

[" Include in ¥endor Info Inquiny
QK | add | TModify | [elete | | More Details I Functions |

Step 4: vendor Master Detail: More Details screen appear > select type of COM vendor

Mapping group required then click OK button.

Hlivendor Master Detail: More Details
I” | 1099 Indicator, [~ Steelcase Yendor I~ SES1 Yendor,
I”| Exclude From Purge [~ Allow Multiple Special Quote Numb [~ SES1 Collateral
I Tranzmit Check Stub Information ¥ Always Print A PO Hardcopy
I” Print Non Megotiable Label on Checks [T Trade Vendor Require Order/Suffiz in Yendor Invoice Entry
I~ ¥endor Deposzit Required Yendor Deposit Percent: W
Allow Change POs: [Ho -] COM Yendor Mapping:

Default Pay t Method
’7 % Check OEFT

Ok | Query |

Step 5: Exit from Vendor Master Details: Vendor Detail screen and you will find new vendor
code been created. Click Close button to log off from Vendor Master Information screen.
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HIY¥endor Master Information: Yendor Select

Yiew: I.-’-'-.n:tive Yendors ;I

Wendar Sart Key Yerdor Mame -l Detail |
o0 COALESSE Steelcaze 115 Coalesse Products | Close |
DETOOT DETAILS Dietails
STCOM STEELCASE Steelzaze US Products add
STCINT STCIMT Steelcaze SA- inactive
STCSH STCSH Steelcase SH - AP Products - |
LSkaHA LISMaHA b4 aharam |
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Step 6: Go back to Quote Line Entry / Edit screen and select your vendor code as per normal.

HOYQuote Line Entry /Edit E
Quote Ho: 83 Hew Line Ho: 2 Incomplete Specification Freefarm |
Process Cd: * Iﬁj Direct Ship Parent Line: * (lusit @iy |
Item No: Price List: CHY78 Product Spec |
Vendor: * W;l ID_ﬂ Coalesse Live work
Catalog No: EEW‘B‘I 2 j Description ml
Catalog Cd: L& lrts;ljgiésthair—munge ; Low back, 4 star, by Tagging |
Quantity: = [ 1

Sales Codes |
Tax Code: = m—ﬂ WAT Tax
Warehouse: = Keying Infa |
Net Dirfinst: =
Cust Req Dt I—ﬂ Engineering Quote No: | ﬂ PO Type |

Select COM vendor as per created and you may find pattern and color information
accordingly.

H_E15pecial Textile Information

COM Yendor: |LISM;.‘-,H;.‘-, w | baharam

[eal Number:

— Pattern Information

Select Pattern: IANAGHAM: 4EROEY <CAUTION: ;I
Can't Find Your Fabric? Click Here
Pattern Ho: | ﬂ Pattern Hame: |

— Color Information
Select Color: HLISH: 002

Color Ho: | =] Color Hame: |

~Who should purchase the COM textile from the textile vendor?

{* Coalesse Group to Purchase " Dealer to Purchase

—Application Direction

¥ Use Default Direction ¥ HorizontalFaiioad ) Yerticaloven Way

Pricing Information: | Reservation No: |

Click Here to zend email for Surface b aternial help Ok |



