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1. Creating a Vendor and Vendor Account

1.1 Creating a Vendor and Vendor Account
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Notes:

Welcome to this tutorial, Creating a Vendor and Vendor Account.
1.2 Objectives

[image: image2.jpg]" Objectives f
{:% + Learn how to create avendor
« Learn how to create a vendor
account





Notes:

In this session, you will learn how to create and configure vendors and vendor accounts in Alma.
1.3 Acquisitions Workflows Tutorials
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Notes:

Creating vendors and vendor accounts is one of the first steps in the overall acquisitions process.  As part of the Acquisitions Infrastructure, vendor and vendor accounts need to be configured before purchasing, receiving, and invoicing can take place.

1.4 Vendors and Vendor Accounts
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Notes:

A vendor in Alma is an aggregator or publisher that sells library materials.

A vendor account contains information that describes how to perform business activities with a specific vendor, including details like payment method, delivery and claim information.  

Certain types of vendors must have at least one account, since orders are linked to vendor accounts.

To create and configure vendors, you will need to have an Alma user with the Vendor Manager role.
1.5 Vendor Types
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Notes:

There are several different types of vendors in Alma.  The first, the material supplier, supplies the reading material or the subscription to the material. A material supplier receives orders and payment for resources in all formats.  Then we have access providers, which provide access to electronic resources.  Licensors provide licenses to other vendors’ electronic resources.  Governmental vendors provide materials or access, and they receive a use tax for an invoice payment from non-governmental vendors.  And finally, we have SUSHI vendors that provide COUNTER compliant usage statistics.
1.6 Accessing Vendors
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Notes:

To begin configuring vendors and vendor accounts, log into Alma and go to Acquisitions > Acquisitions Infrastructure > Vendors.
1.7 Create a Vendor
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Notes:

This brings us to the Search Vendors screen, with a list of the existing vendors.  Note that you can search the vendor list using the search bar at the top of the page, and filter by vendor status (All, Active, Inactive), and filter by vendor type as well.

Let’s click Add Vendor to start creating a new vendor.
1.8 Enter Name and Code
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Notes:

The Vendor Details screen opens, and here we would fill in the Name of the Publisher, in this case Cabaup Publishing, and then enter in a unique code for the vendor.
1.9 Select Libraries
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Notes:

Next, select the library or libraries that will be working with this vendor.  In this case, I’m going to select a few of the libraries we have here on our training server.
1.10 Select Vendor Type
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Notes:

I’ll select my Vendor Type - Material Supplier, and as soon as I check the checkbox, the screen will refresh, and I get two additional areas on the screen.  At the top, I get a notification saying that ‘Active vendors with Material Supplier must have at least one active vendor account’, and at the bottom, I get an area where I can start creating vendor accounts.

Let’s configure an account next by clicking the Add link here.
1.11 Create a Vendor Account
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Notes:

Now we have the vendor account details page to fill in.  For now, I’ll just fill in a few of these fields; I’ll enter in a description and code - both of these fields are required.  I’ll keep the payment methods set to accounting department, but I could select more than one here if I needed to.

In the Delivery and Claim information section, I could enter in details about when I can expect to receive the order, give the vendor a grace period before filing a claim, and more.

Then I’ll click Save at the top of the screen to save the account.
1.12 Vendor Account Created
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Notes:

OK.  Now that we have our vendor and vendor account created and saved, we’re brought back to the Vendor details screen, and there are a series of tabs that we can use to fill in additional information about the vendor.  Here in the summary tab, we can see and edit the Vendor’s General Details, and we can see, add, and edit the accounts that are associated with this vendor.

Let’s take one more step and fill in some contact information for this vendor.  We start by clicking on the Contact Information tab.
1.13 Contact Information Tab
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Notes:

Next, I’ll click on Add Address to add the vendor’s physical address.
1.14 Add Address
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Notes:

I’ll enter in the Address types, which determine how the address will be used, and then the address itself.  Then I can click Add and Close to save the address.
1.15 Contact Information Added
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Notes:

And there’s the address we just created!   Now that we’re finished updating the information in these tabs, we’ll click Save at the top of the screen.

1.16 Vendors List
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Notes:

This brings us back to the Search Vendors screen.  We have a notification that the vendor has been updated, and we can see the new vendor down here in the list.  Clicking on the ellipses icon at the right will allow you to edit the vendor in the future if needed.

1.17 Review & Quiz
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Notes:

Now that you’ve watched this session you should be able to create a vendor and a vendor account.

Please take the short quiz to test your knowledge.

1.18 Quiz: Vendors and Vendor Accounts

 (True/False, 10 points, 1 attempt permitted)
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	Correct
	Choice

	 
	True

	X
	False


Feedback when correct:

That’s right! To configure vendors and vendor accounts in Alma, you would go to the Acquisitions > Acquisitions Infrastructure area in the Alma Menu.

Feedback when incorrect:

No sorry, that’s not right. To configure vendors and vendor accounts in Alma, you would go to the Acquisitions > Acquisitions Infrastructure area in the Alma Menu.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.19 Thank You!
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Notes:

Thank you for joining this session!
1.20 Copyrights
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Notes:

2. Quiz Results

2.1 Results Slide

 (Results Slide, 0 points, 1 attempt permitted)
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Notes:
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Success (Slide Layer)
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Failure (Slide Layer)
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