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Chapter 2 - Vendor Management

The system contains thousands of registered vendors. Each vendor account contains
information about the vendor’s business, including contact information, certification status,
and contract/concession participation. The vendor database includes:

Certified firms.

Self-registered firms.

Staff-created firms.

Vendor records imported from your financial system (if applicable).

All vendors are part of the master vendor database. They can be all, none, or any combination
of certified firms, prime contractors, subcontractors, and concessions vendors. You create
relationships and populate your organization’s vendor database when you contract with or
certify vendors.

TIP: When searching for vendors, you can search the master database or organization
database, depending on the situation.

© B2Gnow Page 2-1



BZGNOW VENDOR MANAGEMENT

Accessing vendor accounts
You can perform a search to locate the vendor whose information you want to view.

To search for a vendor and view vendor information

1. From the navigation menu, click Search.

Click Vendors.

Enter the search parameter(s).

Click Search First 20 Matches or Search All Matches.

In the search results, access vendor information by clicking Edit.

Search: Vendors

Usersl VEHUDFS' Contrsdsl Concessions | Outreach

vk wnN

Listed below are all of the vendors that match your search criteria. Use the sort and filter functions of the table to reduce the size of the list. You
can view more listings by using the navigation line at the bottom of the table.

Ta resort, click on column title.
Business Name Phone Number Location Actions
Al =]

B2Gnow Test Vendor, 602-325-9288 Pasadena, CA 20128?5_Contratts
cd

pea Sprinkles Car Wash =tsions Certs
B2Gnow Test Vendor 10 602-325-9277 Phoenix, FL 20079187 Edit QuickView Contracts

Concessions Certs

B2Gnow Test Vendor 11 602-325-9277 Phoenix, FL 20079197 Edit QuickView Contracts

Concessions Certs

Understanding the Vendor Profile
From the Vendor Profile, you can manage vendor information. Each tab is an editable section
of the vendor record. Click the tabs to navigate through the complete profile.

Vendor Profile

B

Main | Generallnfol Public Pruﬁlel Usersl Commodity Codesl Contac‘ts&OwnersI

Commentsl Reviews' Certiﬂcatinns' Contrac‘ts' Concessionsl Site Vis’rtsl Applicatinns'

General Information
Profile
Business Name: B2Gnow Test Vendor 4 Users
Commodity Codes
Contacts & Owners
Location: Phoenix, AZ Certifications
Caontracts
Concessions
Comments
Reviews
Site Visits
HHF Applications

System Vendor Number: 20018259

Page 2-2 © B2Gnow



BZGN“W VENDOR MANAGEMENT

Viewing General Information

In the following example, view general business information and classifications and edit any
entry. If editing, click Save Changes to save your edits or click Return to cancel your edits.

Vendor Profile: Business Information

Business Name: B2Gnow TestVendor 4
Main' General Info I Public Proﬂlel Usarsl Commaodity Codesl Contacts & O\vnarsl

Cummentsi Reviewsi Cerhﬁ:atmns' Cuntradsi Concesyons' Site Uisi‘tsi Appli:at\uns'

Below is your general business information and classification. You can edit any entry. Click Save Changes when finished, or click Return to
cancel any changes.
* required entry

Business Information @

Business Name * B2Gnow Test Vendaor 4
DBA Name
Main Company Email * srm@bk2gnow.com
Main Phone * 602 325-9277 Exd.
Main Fax * 602 326-8277
Main Company Website
DUNS Number
Tax ID Number
Company Type Corporation |Z|
Company Ownership Ethnicity Asian IZ|
Company Gwnership Gender Female |E|
County None selacted E| (based on HO physical address)
Save Changes Return
Additional Information s
Reference 1 Do mot edit this field unless instructed by customer support.
MName:
Reference 2 Do not edit this field unless instructed by customer support.
Name:
Reference 3 Do not adit this field unless instructed by customer support.
Name:
S None selected [=| Date: (mm/ddfnny) Motes
Lonpessionme Lt None selected Date: (mmiddfyyyy) MNotes
R T Nane selected Date: (mm/ddiyywy) Motes
Save Changes Return
Selected Addresses @
Physical * Ilain Address: 5025 N Central Ave., #1434, Phoenix, ... E
Mailing * Ilain Address: 5025 N Central Ave , #4934, Phoenix, .. E
Billing * Iain Address: 5025 N Central Ave., #4934, Phoenix, ... E
Shipping * Ilain Address: 5025 N Central Ave., #1434, Phoenix, ... E
Save Changes Return
All Organization Addresses 7
Address Name Address Actions
2600 N. Central Ave., Phoenix, AZ 83021 Edit
Delat=
Main Address 5025 N Central Ave., #4394, Phoenix, AZ 83012 Edit
Delats
New Address
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Adding addresses

You can add addresses from the Vendor Profile: General Information page.

To add addresses

1. Click New Address.
2. Enter the address information.

* required entry

VENDOR MANAGEMENT

Address ?
Address Name
Address 1 *
Address 2
Address 3
City *
. U.S. States/Provinces Canadian Provinces
State/Province * E ar |z|
U.5. Zip Code Canadian Postal Code
Zip Code/Postal Code * ar
Country * United States |Z|
Save Cancel
3. Click Save.

The Vendor Profile: Business Information page displays.

4. In the Selected Addresses box, assign the address as a default, if necessary.

5. Click Save Changes.

Page 2-4
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Viewing profiles

VENDOR MANAGEMENT

Vendors can maintain a profile page that other users can use to evaluate the business. Vendors
can add business and contact information, vendor licenses, and payment and delivery options.

Vendor Profile: Public Profile Setup

Business Mame: B2Gmow Test Vendor 4

Main I Cencral Info | Public Profile | Uacr:zl Commedity Cudc::l Contacts & Owncrnl

Cummentsl Reviewsl Cerliﬂcatiuns' Cuntradsl Cuncessionsl Site \.-'is'rtsl Apphcationsl

As avendor you can maintain a profile page that other users can view when evaluating your business. Enter the information below exactly as
you would like another userto see it To checkthe appearance of vour profile page, click the View button. Chanaes are NOT saved until vou

click the Save button.

* reguired entr
Business Information ?

Business Nane
Address

Spell Check Wiew

B2Gnuw TeslVendur 4

5025 N Central Ave., #494
Fhoenix, AL 850712

Save cancel

Same as Crder Information

Phone

Fax

Email

Hours

Additional Infermation

602 326-9277 Ext.

602 3269277

b2gnowtestdi@b2gnow_com
Monday - Friday

open (1 [+] |00 [~]
1 [+] [00]=]

Close:
Saturday
7] Closea

1]
[l

00 [+]
00[~]

Open
Close:

Sunday
[] Closed

T[]
T[]

00 [«]
00[~=]

Open:

Close:

Order Information k4
Enter your arder contact information and availability. If you are closed on the weekend, select the Closed checkbox
Phone * 602 325 9277 Ext.
Fax G02 3259277
Email b2gnowtestdi@b2gnow_com
Hours = Monday - Friday
Cpen | 1 E UUE am E| Eastern Timezone |Z|
Close: [1 || [00]=] [am ||
Saturday
[ Closeo
Cpen |14 E UUE am E| Eastern Timezone |Z|
Close: [1 [+] [00[=] [am [£]
Sunday
[ closea
Cpen | 1 E UUE am E| Eastern Timezone |Z|
Close: [1 [+] [00[=] [am[*]
Additional Infermation
Customer Service Information 7

Enter your custormer g ervice contactinformation and availability. Ifyou are clesad on the weekend, selact the Closed checkbox.

amE| Eastern Timezone |Z|

am [~]

amE| Eastern Timezone |Z|
am [ =]

amE| Fastern Timeznna |Z|

am [~]

© B2Gnow

e Order
Information.
Displays
information about
the vendor, such
as the vendor’s
general business
hours.

e Customer Service
Information.
Displays
information
customers can use
to contact the
vendor, such as
the Customer
Service phone
numbers.
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BZGN“W VENDOR MANAGEMENT

« Business

Enter general information about your business. |nformation_
Web Address D I
i .. ISplays
Business Description You can include a couple of paragraphs (up to 1000 characters) on your business, history, clients, . p y .
etc information about

the vendor’s
business, such as
the vendor’s Web
site address, a

. vendor
HNumber of Employees 0 description,
Annual Revenues 0 number Of

employees, and

Vendor Licenses, Registration Numbers and Other Information @
annual revenues.

Enter information about your industry licenses, cerifications, and organization memberships.
Are you a "licensed vendor” for your @ Yes

industry? No ¢ Vendor Licenses.

If yes, enter your license number(s) Industry Name License Number LiStS industry
information, such
as industry
licenses,

DUNS Number certifications, and

Certifications organization

memberships.

Organization Memberships

Page 2-6 © B2Gnow
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VENDOR MANAGEMENT

* Vendor Options.

Selectthe services that you provide.

Additional Infarmation

Delivery Methods Immediate (Software Download)
Priority Next Day Air

Standard Mext Day Air

First Class Air (2-3 days)
Standard Ground

International Express Air
International Regular Air
APO'sIFPO's

Additional Information

Return Policies

Restock Fee - kL]

Merchant Pays Return Shipping
100% Satisfaction Guarantee
RMA Required

Description

Special Features Secure Ordering/Payment System

On-line Ordering Shopping Cart System

On-line Order Tracking System

Product Search Engine

Live Customer Representative

Customer Representative available 24 hrs a day
International Shipping Available

Gift Wrapping Available

Multi-lingual WWwW site

Other

Money Order/Cashiers Check

Payment Methods American Express First Virtual
Diners Club Jca
Discover Check
Master Card
Visa CoD
Carte Blanche Furchase Orders
CyberCash Other

Displays a
checklist of vendor
options, such as
payment methods,
delivery methods,
and return
policies.

Spell Check Wiew Save Cancel

Working with users

You can view a list of all user accounts for the business
of active users. You can add, edit, or delete users.

Adding users

. Vendors can add an unlimited number

You can add users from the Vendor Profile: Users page.

To add a user

1. To access the Vendor Profile: Users page, search for and open the vendor’s profile,

and then click the Users tab.

© B2Gnow
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2. Click Add User.

Vendor Profile: Users

Page 2-8

Business Name: B2Gnow Test Vendor 4
wain | GeneralInfo | Pubic Profie | Users | Commoaty Codes | Contacts & Owners |

Cummentsl Reviewsl Certiﬁcatiuns' Cuntractsl Cuncessiunsl Site Visitsl App\icationsl

Listed are all of the users accounts for this business. Toview a user's information, click the user number or name.

Add User

User Number Name Title Contact Role(s) Actions
20018259-003  Anderson, Dawn Prevailing Wage, Sales Copy
Deactivate
20018259-001  Talbot-Stern. Justin Certifications, Contracts, Copy
General, Inveicing, Owner Deactivate

20018250-006  Van Cleve, lerry Copy
Deactivate

3. Enter user information.

* reguired ent
Contact Information 7
Enterthe users contact information. The email address serves as the the username.

Salutation First Name * Last Name * Suffixc
Name *#

EmaillUsername *
Title
Phone Number # Ext.

Fax Number *
Password requirements + Password must be atleast 6 characters long

Choose password *

Retype password *

Addresses

‘

Selectthe addresses for this user. To edit or add addresses, click the Contact Info tab at the top of this page.

Physical * Select a physical address |Z|
Mailing * Select a mailing address |Z|
Billing * Select a billing address |Z|
Shipping * Select a shipping address |Z|

Account Preferences ?

Selectthe timezone, language, and notification settings for this user.

Time Zone * US/Central |Z|

Preferred Notification Method * Email AND Fax; Send me plaintext email  [~]
Email: Send me plaintext email |Z|
Fax

Dontsend any notifications

Notification Options 7 Motify this user of new system features and senvices. Uncheck the box to not receive these
notices.
7| Motify this user of outreach campaigns, such as seminar, training bulleting, and procurement
opportunities. Uncheck the box to not receive these notices from City of Houston. This action
has no impact on official government correspondence sent as part of any applicable
agreement, contract, certification, or policy.

Save User List

4. Click Save.

VENDOR MANAGEMENT
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Editing users

You can edit user information from the Vendor Profile: Users page.

To edit user information

1. To access the Vendor Profile: Users page, search for and open the vendor’s profile,

and then click the Users tab.
2. Click the user’s name.
3. Make your changes on the user profile.

* required ent
Contact Information ®

Enter the users contact information. The email address serves as the the usermname

SalutationFirst Name * Last Name * Suffise
e Justin Talbot-Stern
EmaillUsername * b2gnowtestd @b2gnow.com
Title
Phone Number * 602 325-9277 Ext.
Fax Number * 602 325-9277

Addresses ?

Selectthe addresses for this user. To edit or add addresses, dlick the Contact Info tab atthe top of this page

Physical * Main Address: 5025 N Central Ave., #1494, Phoenix, ... |Z|
Mailing * Main Address: 5025 M Central Ave_, #494, Phoenix, ... |Z|
Billing * Main Address: 6026 N Central Ave_, #494, Phoenix, ... |Z|
Shipping * Main Address: 5025 M Central Ave_, #494, Phoenix, .. |Z|

Account Preferences ?

Selectthe imezone, language, and notification settings for this user.

Time Zone * US/Arizona |Z|
FOiEm=T LI CE T @ Email AND Fax: Send me plaintext email  [+]
Email: Send me plain-text email |Z|
Fax
Don't send any notifications
Notification Options 7| Motify this user of new system features and semnices. Uncheck the box to not receive these

notices

/| Motify this user of outreach campaigns, such as seminar, training bulletins, and procurement
opporunities. Uncheck the box to not receive these notices from City of Houston. This action
has no impact on official government correspondence sent as part of any applicable
agreement, contract, certification, or policy

Save Changes User List

4. Click Save Changes.

Deleting users

Vendor users are assigned to different record types in the system. To ensure that your
transactions always have a valid point of contact, you must contact Customer Support to delete
a vendor user. The support team will review the user assignments and process the account

deletion.

© B2Gnow
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BZGNOW VENDOR MANAGEMENT

Working with commodity codes

You can view a vendor’s commodity codes on the Vendor Profile: Commodity Codes page.

Vendor Profile: Commodity Codes

Business Mame: B2Gnow Test Vendor 4
Main | General Info I Public Pruﬂlel Usersl Commodity Codes I Contacts & Ownersl

Cummentsl Reviewsl Certiﬁcatiunsl Cuntradsl Cuncessiunsl Site U’\srtsl Applicatiunsl

Listed are commadity codes assigned to this business. To add more commoaodity codes, enter codes in the second table and click Add

Code(s)
Add Commodity Codes Delete All Commodity Codes
Assigned Commodity Codes
Type Code Description Action
NAICS 51121 Software Publishers Delete
MAICS 511210 Applications software, computer, packaged Delete

Adding a commodity code to the vendor profile

You can add commodity codes to a vendor’s profile from the Vendor Console: Commodity
Codes page.

To add a commodity code to the vendor’s profile

1. To access the Vendor Profile: Commodity Codes page, search for and open the
vendor’s profile, and then click the Commodity Codes tab.

2. Click Add Commodity Codes.

3. Search for and locate the code you want to add.

Commodity Codes: Search

software Search Browse Codes Return

MAICS: North American Industry Classification System E

1- 20 of 41 records displayed: Previous Page < Page 1 E > Next Page

To sort, click on column title.

Code Type Code Code Description Actions
NAICS 334611 CD-ROM, software, mass reproducing (More) [Size standard: 500 employees] Add
NAICS 3345611 Compact discs (i.e., CD-ROM), software, mass reproducing (Mors) [Size standard: 500 Add

employees]
NAICS 334611 Game cartridge software, mass reproducing (Maore) [Size standard: 500 employees] Add
NAICS 3345611 Gamas, computer software, mass reproducing (More) [Size standard: 500 employsss] Add
NAICS 334611 Prepackaged software, mass reproducing (More) [Size standard: 500 employees] Add
NAICS 334611 Software, packaged, mass reproducing (More) [Size standard: 500 employees] Add
NAICS 334612 Prerecorded Compact Disc (except Software), Tape, and Record Reproducing (More) [Size Add
standard: 750 employees]
NAICS 334613 Computer software tapes and disks, blank, rigid and floppy. manufacturing (More) [Size Add
standard: 1000 employees]
NAICS 42343 Computer and Computer Peripheral Equipment and Software Merchant Wholesalers (More) Add
NAICS 423430 Computer software, packagad, marchant wholesalers (More) [Size standard: 100 employees] Add
NAICS 423430 Game software merchant wholesalers (More) [Size standard: 100 employees] Add
NAICS 423430 Software, computer, packaged, merchant wholesalers (More) [Size standard: 100 employees] Add
NAICS 44312 Computer and Software Stores (More) Add

4. Click Add.
5. Click OK to confirm you want to add the code.
6. Click Return to view the list of assighed commodity codes.

Page 2-10 © B2Gnow
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Working with contacts and owners

You can view a list of the business primary contacts and owners on the Vendor Profile: Contacts

& Owners page.

Changing the contact for a company account

You can change a vendor’s contact information on the Vendor Profile: Contacts & Owners page.

To change a company’s contact

1. To access the Vendor Profile: Contacts & Owners page, search for and open the
vendor’s profile, and then click the Contacts & Owners tab.
2. In the Business Contacts box, select the contact from the list.

Vendor Profile: Contacts & Owners

Business Name: B2Gnow Test Vendor 4
Mainl General |I'IfUI Public Pruﬂlel Usersl Commodity Cud'esl Contacts & Owners |

Cummentsl Reviewsl Certiﬁcatiunsl Cuntradsl Cuncessiunsl Site U’\srtsl Applicatiunsl

This page details the account preferences for this business.

* raguired entry

Business Contacts 4

Select a userfor each type of contact.

Main Contact * Talbot-Stern, Justin |Z|

Primary Owner * Talbot-Stern, Justin |Z|

Sales Contact * Anderson, Dawn |Z|

Contracts Contact * Talbot-Stern, Justin |Z|

Certifications Contact * Talbot-Stern, Justin |Z|

Invoicing Contact * Talbot-Stern, Justin

Erofl\tt:gtng Wage/Certified Payroll Anderson. Dawn |z|

Insurance/Risk Management Contact * | Talbot-Stern, Justin
Save Changes Add User

3. Click Save Changes.

Editing owners of a firm

You can change the firm’s owner on the Vendor Profile: Contacts & Owners page.

To change a firm’s owners

1. To access the Vendor Profile: Contacts & Owners page, search for and open the
vendor’s profile, and then click the Contacts & Owners tab.
2. View the Owners box to see owners currently assigned to this firm.

© B2Gnow
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BZGN“W VENDOR MANAGEMENT

3. Inthe Actions column, click the Edit hyperlink for the owner you want to change.

Name Type Credit Gender Ethnicity CertType  Ownership Actions
PRIME CONSULTING GROUP Company  Yes Female Asian M/DBE 35.00%
Sub Flooring, LLC Company = Yes Female Asian DBE 35.00% Edit Delete
Prime Contracting, Inc. Company Mo Male Caucasian MNiA 30.00% Edit Delete
Current Diversity Ownership: 70.00%

Total Current Ownership: 100.00%

Add Owner

4. Update the information.
5. Click Save to complete.

Understanding certifications

You can view certification information for vendors on the Vendor Profile: Certifications page.
To view a certification, you can click the View hyperlink for the certification for which you want
to view details. For more information about the certification process, see Chapter 6:
Certifications.

Vendor Profile: Certifications

Business Name: B2Gnow Test Vendor 4
Main | General Info | Public Frofile | Users | Commodity Codes | Contacts & Owners |

Cummentsl Rewewsl Certifications | Cuntrac‘tsl Cuncessionsl Site Vis'ﬂsl Apphcatiunsl

MNew Record

Current Certifications

Type Action Effective Renewal Expiration Organization Reviewer Actions
DBE Mew 91002012 9/30/2013 9/30/2015 City of Houston Houston Admini View Edit

Change Request List

Pending/in Process Certifications
Type Action Application Date Organization Reviewer Actions
MBE Mew 9M 112012 City of Houston Houston Admin1 Process

Page 2-12
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Understanding contracts

You can view a firm’s contracts as both Prime Contractor and Subcontractor on the Vendor
Profile: Contracts page. You can click the View hyperlink to view information about a contract.
For more information about contracts, see Chapter 3: Contracts.

Vendor Profile: Contracts

Business Wame: Sub Flooring, LLC
I'.|ain| Generallnfﬂl Public Prnﬂlel Usersl Commodity Cnd’esl Cnntac‘ts&ﬂwnersl

Comments | Reviews | Certifications | Coniracts | concessions | Ste Visis| Appications |

Listed below are the contracts to which this vendor is assigned

Contracts as Prime Contractor ?

Mo contracts assigned as a prime contractor.

Contracts as Subcontractor

Actions Contract Number & Title Sub Contact Status Prime Comeat G

Subcontract Amount

view 46995959595: Pay or Flay Contract  Veronica Lopez (change) Prime Contracting, Inc.  $1,150,000 50
115.00%

View Pay Or Play Test Contract Veronica Lopez (changs) Prime Contracting, Inc. $0 £0
10.00%

Number of contracts as subcontractor: 2 $1,150,000 $0

Understanding concessions

You can view a firm’s concessions on the Vendor Profile: Concessions page. You can view
information about a concession by clicking the View hyperlink for the concession. For more
information about concessions, see Chapter 4: Concessions.

Vendor Profile: Concessions

Business Name: B2Gnow Test Vendor 4
Main | General \nful Public Pruﬁlel Usersl Commaodity Cud’esl Contacts & Ownersl
Cnmmentsl Reviews' Certiﬁcatinns' Cnntractsl Concessions | S'rte\.v‘is'rts' Applicatinnsl

Concessions as Concessionaire

‘

Concession

Actions Concession Title Dates
Number
View B2Gnow Vending 812006 to 8112012
View Sample Concession (3 incomplete concessionaire audits with 3 incomplete revenue line 8/M/2008 to 8M/2012
itemnsz)
Concessions as Joint Venture Partner/Owner g
Actions BT Concession Title Dates
Number

Mo concessions assigned as a joint venture partner/owner.

Concessions as Subtenant ?

Actions Concession Concession Title Concessionaire
Number
View Sample Concession (3 incomplete revenue line items) B2Gnow TestVendor 4
Concessions as Joint Venture Subtenant 4
Actions EETEsSET Concession Title Concessionaire
Number

Mo concessions assigned as a jointventure subtenant

Concessions as Supplier ?

Concession
Number

Mo concessions assigned as a supplier.

Actions Concession Title Concessionaire

© B2Gnow Page 2-13



BZGNOW VENDOR MANAGEMENT

Adding vendors

To add a vendor

1. From the navigation menu, click Create.
2. Click New Vendor.

Your Dashboard view data dashboard E|

My Contract Audits Last 30 Last 3 Last 1z
BZG NGW [Hide days months months

a Mo active records
- = My Suboort
¥ U DO =7

H [Hide] Total < 7 days days
View » Mo active records

My Vendors Incomplete Submitted .
Search » [Hide] < 3 mo = 3 mo GEE
Reporting » Vendor Questionnaires 14 32 445
Create » MyContr:m:ts and View

Concessions
New Vendor
Mew Contract My Concession Audits View
New Concession i
New Qutreach My Outreach A=
HieEv S My Certification Applications View
New Support
Mew Message My Certifications View
Tools » Click Hide or View to configure your dashboard.

Settings »

Page 2-14 © B2Gnow
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3. Complete the Vendor Registration form.

© B2Gnow

Business Information i d

Business Name *

DEA Name
Tax |0 Number (Faderal Tax ID or Sacial Security Humber)
DUMS Number (Look up = Dun & Bradstreset numbar)
Company Type None selected lz‘
Company Ownership Ethnicity Mone selected E‘
Company Ownership Gender None selected |Z|
Additional Information (F
Reference 1 This field is for external system reference numbers
Mame:
Reference 2 Thiz field is for external system reference numbers.
Mame:
Reference 3 This field is for external systemn reference numbers.
Mame:
Sl None selectad [»| Date: (mm/dd/viy) Motes:

Nana se\ectedE Date: (mm/dd/yyyy) Motes:
Concessionaire List

MNone selected |Z| Date: (mm/dd/yyyy) Motes:
HHF Routing Number

Business Contact Information k4

Main Company Email

Main Phone * Ext.
Main Fax

Main Company Web Site
Company Address *

City *

U.5. States/Provinces Canadian Provinces
State/Province #

U.S. Zip Code Canadian Postal Cade
Zip Code/Postal Code *

- or

Country * United States |Z|

Company Contact Person T

Name *
(first, last name)

Title

Email (Username}) copy from above)
Phone Number Ext (copy from abowa)

Fax Number copy from above)

Time Zone * US/Central

Commeodity Codes F

Commodity Codes Add Commodily Codes

No Codes Assigned

Review Cancel

4, Click Review.

VENDOR MANAGEMENT
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5. The system performs a search to determine whether the vendor is already in the

system.
No alert box Indicates the firm does not exist. You can create a new vendor account.
Red alert box Indicates the system found an exact match. The vendor record cannot

be saved.

Yellow alert box Indicates one or more pieces of information matched a vendor already
in the system. It may or may not be an exact match. The vendor record
may be saved.

For example, you may see the following yellow alert box.

“* WARNING =

The information provided partially one or more existing vendors in the system.

To prevent duplicate accounts, you are encouraged to search the vendor database again. All matches are listed below, or you can editthe
data and resubmit. If you are sure that this is a new vendor, you may continue and save the record. Please contact Technical Suppor for
confirmation and assistance

To review data

1. Verify the data is correct.
2. If necessary, edit data by clicking Edit.
3. When finished, click Save.

The vendor will be notified of the account creation.

After adding the vendor, you can return to the Vendor Profile by clicking View Vendor
Account.
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To notify a vendor of their log in information

1. From the system login page, click Account Lookup.
2. Inthe Search Parameters area, enter search criteria, and then click Search.

Search by Business Name or DBA

Business Mame/DBA
Tip: Try just a few letters of the firm's name.

Search by Tax Identification Number

Tax ID Mumber

Tip: Must be 8 numbers; do not enter spaces or dashes.

Search by Contact Person
Contact Person First Wame:
Tip: Use the first letter.
LastName:

Tip: Try just the first few letters.

Search by Contact Information

Email
Tip: Try just part of the email address.

FPhone Number

Fax Mumber

Search by Address

Address
City
U.5. States/Provinces Canadian Provinces
State
[=] or | [5]
Search

3. Inthe Search Results area, identify the correct vendor and that the email address is
correct.
4. Click Username/Password Reminder.

Search Results

Business Contact Person
B2Gnow Test 6 [Request New User]
» New User { [Username/Password Reminder]
E: B2Gnowtests1@ b2gnow.com [Change Info]

P: 602-325-9277
A: 2245 M. Main Street, Chicago, IL

» Test Vendort [Username/Password Remindear]
E: kmal260@ cox.net [Change Infa]

P: 602-325-9277 F: 866-892-2913
A: 1601 Camelback Road, Phoenix, AZ

5. Click OK to verify you want to send the login information to the vendor.

If the vendor does not receive a user name/password notice, their current email may not
match the email address listed in the system or their email system may be blocking the
message. If the email address is incorrect, you can edit it. For more information, see Editing
Users in this chapter.
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