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Vendors: Introduction

In the Vendors section, you can enter the name and address of vendors you pay on a regular basis.
Then when entering claims or disbursement transactions, you can type the first few letters of the
vendor’s name and the vendor’s full name and address will appear in the appropriate fields. In
addition, by entering vendor information, you can print a Federal 1099 Form for selected vendors as
well as vendor ledgers and mailing labels.

Accessing the Vendors Section

To access the Vendors section from within the Accounting Module of CTAS, click on the
Vendors icon. The Vendors screen, as shown below, will appear.

&. CTAS {Accounting Module)

Vendors ' ' ' ' ' ' ' ' 10:08 AM

Yendor X Active Vendors Search |

(Leawe Blank for All Yendors)

Yendar Name Federal ID Address (Line 1) Address (Line 2) Cityr 3
Blue Ox Co-op P.0. Box 667 Stalen Base
Daniel Zitske 1582 Elm Awenue Stolen Base
Decker and Associates Suite 120 149 Elm Street Stolen Base
Frad Cox 254 Washington Stolen Base
Gopher State One Call 14504 Greenview Drive Laurel
Grinning Bear Rubhbish 860 Birch Street Stolen Base
Jary Balk 114 Maple Street Stolen Base
Jesse James 100 Jesse James Road Stolen Base |—
Jim Burtan 100 Garfield Avenue Stolen Base
K&K Canstruction 183 Birch Street Stolen Base
tMarguette Bank 1400 Park Avenue Suite 2002 Minneapolis
Marvin Whnne 104 Washington Stolen Base
Minnesota Power & Light 30'West Superior Street Duluth
FER.A 514 5t Feter Street St Paul
‘Einvv\.J Tl FON Sl sme | rnn Ctalon Pans _>|;I
1 ﬁdd | ZbEdit /ﬁ) Delete | 4) Reports
|I ,, ’,,4
|I ,,f ,/,
|I ’/ ’,’
& Accounting ‘|‘  Payroll ,(‘ Imvastrants ,C’Iﬁdebtedness © Accrual J
. -

-

7
\ ’ -
\ . -

-

You can Add, Edit or Delete a vendor from the Vendors main menu screen. In addition, by
clicking the Reports button you can print Federal 1099s, vendor ledgers, a list of vendors or
mailing labels. Instructions on how to use these buttons can be found later in this chapter.
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Vendors: Adding a New VVendor

To begin entering a vendor, click on the Add button at the bottom of the Vendors screen.

. CTAS (Accounting Module)
File  Accounting  Paproll  Investments  Indebtedness  Accrual  Help ’

10:20 AM

Yendor /,’ X Active Yendors Search |
{Leawve Elank for Al Wendars)
/
“Wendor Mame Address (Line 1) Address (Line 2) City S
Blue uu} F.0 Box EG7 Stolen Base
Daniel Zitske )/ 152 Elm Awenue Stolen Base
Decker and Associates )/ Suite 120 149 Elm Street Stalen Base
Fred Cox )/ 254 Washington Stolen Base
Gopher State One Call /! 14504 Greenview Drive Laurel
Grinning Bear Rubhish ,// 860 Birch Street Stolen Base
Jayw Balk )/ 114 Maple Street Stolen Base
Jesse James )/ 100 Jesse James Road Stolen Base —
Jim Burtan )/ 100 Garfield Avenue Stolen Base
KAK Construction / 183 Birch Street Stolen Base
Marguette Bank ,/, 1400 Park Avenue Suite 2002 Minneapaolis
Marvin Wnne )/ 104 Washington Stolen Base
binnesota Power & Light 30 'West Superior Street Duluth
F.E.R.A. // 514 5t Peter Street St Faul
‘Einvv\J il ,, FON il s | rv\n talan Bana _pl;l
[$
1) Add 2) Edit 3) Delete | 4) Reports
+ Accounting = Payroll  Investments " Indehtedness  Accrual J

After the Add option is selected a New Vendor screen will appear, allowing you to enter the
information for the new vendor. An example of the New VVendor screen is shown on the next

page.
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Vendors: Adding a New VVendor (continued)

Federal ID Mumkber:

“andor Name:

Address:

Stolen Base IMN I55555
Contact Mame: Arthur Andersan
Phaone # (651) 555-8594 Ext I
Fax # (651) 555-8595

E-tdail Address

45-655340

Gone Pest Contral

123 Mowhere Awvenue

arthurE@gonepest.com

‘Form 1099 Required %

Yendor Active B

Sawe

Cancel

When the New Vendor screen appears, complete the following steps:

e For vendors that require a 1099, enter their Federal ID Number.

Enter the name of the vendor in the Vendor Name field.

Enter the address of the vendor in the Address fields. The first two lines are the
street address. The third line is the city, state and zip code.

Enter the name of the person that is your contact with the vendor in the Contact
Name field.

Enter the telephone number for the vendor in the Phone # field.

Enter the contact’s telephone extension, if appropriate.

Enter the fax number for the vendor in the Fax # field.

Enter the vendor’s e-mail in the E-mail Address field.

If the vendor will need a 1099 printed at the end of the year, check the Form
1099 Required box.

Check the Active box. You will then be able to select this vendor when entering
transactions.

Click the Save button to add the new vendor.
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Vendors: Changing a Vendor

To change a vendor's information, hlghllght the vendor's name on the Vendors screen and
click the Edit button. K

w. CTAS (Accounting Module)

Ele  Accounting Pawoll  |nvestments |ndebtedness  Agcrual ﬂelp"

) 1 iy
O g | & @ LE N
0 1o =1

Receipts Claims Dish Budget II Cash Bepors Acct Mo, Wendors Admin Exit

Vendar ,’ X Active Yendors Search

(Leave BlankarAH “Yendors)
i

Vendor Name [FaclerstiD  [Address (Lina 1) [Adldrass (Lina 2) ciy E
Jirn Burton 1 100 Garield Avenue Stolen Base =
K&K Construction ,’ 183 Birch Strest Stalen Base

harquette Bank, 1 1400 Park Avenue Suite 2002 tinneapolis

Marvin Wynne I' 104*ashingtan Stolen Base

Minnesota Power & Light ’ 30\West Superior Street Duluth

FERA / 514 St Peter Street St Paul

Perry Qil ,, 780 Sikver Lane Stalen Base

Postmaster / 300 Elm Street Stolen Base

Stolen Base Auto Fars ,I F.0. Box 157 Stolen Base

Stolen Base Bank ! 150 Elm Street Stolen Base

Terry Key ,l 955 Grant Avenue Stolen Base

The Office Shop ’ 211 Elm Strest Stolen Base -
The REl Journal / 3?0 Elm Street Stolen Base

pany 9z =) i}
2A070ART B Pee Qaf dd

2) Edit | 3) Delete | 4) Reparts

‘(?Accnuntmg © Payroll  Investments " Indebtedness " Accrual J

After the Edit button is selected, the Update Vendor screen will appear:

Federal ID Murmber:
“andor Mame: The Telephone Compary
Address: 395 Pine Street
Stolen Base IMN |55555
Contact Mame: Jim Ferry
Phone # (651) 555-5899] Ext |

Fao#: I( b -

E-tail Address

Faorn 1099 Required Yendor Active M

Save | Cancel

On the Update Vendor screen you can change any field, including the status of the vendor.
The status of the vendor (active or inactive) can only be changed when the vendor has not
been used in a transaction during the current fiscal year. To complete updating a vendor's
information, click the Save button.
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Vendors: Deleting a Vendor

The need to delete a vendor's information could result from a decision that the information is
not needed after it was added, or because the vendor's information has accidentally been
entered more than once. Note: you can only delete a vendor's information if it has not been

used in any transactions.

. CTAS (Accounting Module)

File Accounting Pawoll  Investments  |Indebtedness  Accrual Help
R i #
G | & O | L EER I T
Receipts Claims Disgh. Budget Cash Reports Wendors Adrmin Exit

Vendors

Yendor

(Leawe Blank for Al %endors)

Acct Mo,

% Active Vendors

10:52 AM

Search |

Gone Pest Contral 45-658940

123 MNowh

Ere ue

14504 Greenview Drive

“endor Name Federal ID Address (Line 1) Address (Line 2) |City |
Blue Ox Co-op F.0. Box 667 Stolen Base =
Daniel Zitske 152 Elrmn Awenue Stolen Base

Decker and Associates Suite 120 149 Elm Street Stolen Base

Fred Cox Stolen Base

Stolen Base

Gopher State One Call v Laurel
Grinning Bear Rubhish N 360 Birch Street Stolen Base
Jay Balk AN 114 Maple Street Stolen Base —
Jesse James AN 100 Jesse James FRoad Stolen Base
Jirn Burton AN 100 Garfield Awvenue Stolen Base
\
K&K Construction R 143 Birch Street Stolen Base
harquette Bank AN 1400 Park Avenue Suite 2002 Minneapolis
harvin Wynne AN 104 Washington Stolen Base
Minnesota Power & Light AN 30West Superior Street Duluth
EC A \ E1A S Doty Cheemt o4 Draal i
3 | [ il
A
\
1) Add 2, Edit ’,' 1) Delete | 4 Repors
\\ 7’
% ’,/
N .
\\ ,/

* Accounting " Payroll " Investments

L8 Iﬁtﬁ\ebt;\t{ness
7

© Accrual J

=

e To delete a vendor's informaﬁbn, ﬁighlight the vendor's name on the Vendors
screen and click the Delete button.

o After the delete option is selected, the Confirm Vendor Delete screen appears

(below, left).

— o Click on the Yes button to delete the vendor's information.

e You will then receive a screen message (below, right) that indicates the
information was deleted. Click the OK button to complete the process.

~
~
~

?) Are pou zure you want to delete this vendor? i

Mo |

~
~

HConfirm Vendor Delete

Slcias |

The vendar was successzfully deleted.
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Vendors: Using the Search Feature

In the Vendors section, there are two search options to search for vendors. The first
option is to search in active vendors. The default search in CTAS is by active vendors (to
search by inactive vendors, see next page).

. CTAS (Accounting Module)
File  Accounting Paproll  Investments  Indebtedness  Accrual Help

£

Wendors

Vendor h X Active Vendors Search |
\\ (Leawe Blank for Al Yendors)
A\
Yendor Name Address (Line 2) City g
Blue C -op P 57 Stolen Base
Daniel Zitske \ 152 Elm Awenue Stolen Base
Decker and Associates Y Suite 120 149 Elm Street Stolen Base
Fred Cox Y 254 Washington Stolen Base
Gopher State One Call Y 14504 Greerwiew Drive Laurel
Grinning Bear Rubhish Y 860 Birch Street Stolen Base
Jay Balk \\\ 114 Maple Street Stolen Base
Jesse James \ 100 Jesse James Road Stolen Base |
Jim Burtan \\\ 100 Garfield Avenue Stolen Base
K&K Construction \ 183 Birch Street Stolen Base
Marguette Bank N 1400 Park Avenue Suite 2002 Minneapolis
harvin Wynne \\‘ 104 Washington Stolen Base
tinnesata Power & Light \\30 West Superior Street Duluth
FER.A 6\1 45t Peter Straet St Paul
‘Einvv\a "l 79\n il s | rnn telemn Pamm ;l;l
AY
1) Add 21 Edit \‘\ 3 Delete | 4 Reports
\
\\
\
\‘
& Accounting = Payroll  Investments o Indebtedn\e\ss  Accrual J
\\
\
To search by active vendor:

\

e Enter all or part of the name in the Vendor field.
e Click the Search button.

e Vendors meeting the criteria will be displayed.
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Vendors: Using the Search Feature (continued)

The second option is to search by inactive vendors.

. CTAS (Accounting Module) 10| =]
File  Accounting Pawroll  [nvestments  Indebtedness  Accrual Help

Vendors

Yendor fAl:tive “andors Search |
7

(Leawe Blank for All Yendors) ’

wendor Name Federal ID Address (Line 1) S
Blue -0p P.01. Box 667 Stalen Base

Daniel Zitske 152 Elm Avenue K Stolen Base

Decker and Associates Suite 120 ) 149 Elm Straet Stolen Base

Fred Cox 254 Washington ’ Stolen Base

Gopher State One Call 14504 Greenview Drive Laurel

Grinning Bear Rubhish 860 Birch Strest Stalen Base

Jay Balk 114 Maple Streal Stolen Base

Jesse James 100 Jesse Jarpes Road Stolen Base =
Jirn Burton 100 Garield #venue Stolen Base

K&K Construction 183 Birch Sfeet Stolen Base

harquette Bank 1400 Park Avenue Suite 2002 Minneapolis

Marvin Wynne 104 Wasgfington Stolen Base

Minnesota Power & Light 30Wegt Superior Street Duluth

PER.A. 514 S}.’Peter Street St Paul _
‘Einvv\J il '.-‘inqil\u—wl rnn L A PO = _>|_I

1

1
1
’
’
/

‘("Accounting  Payrall  Investments /" Indehtedness & Accrual J
7

1
/

To search by inactive vendoy:

’

e Uncheck the Activé Vendor box.
e Click the Search button.

e The inactive vendors will then be displayed. To narrow the search, enter all or part
of the name in the Vendor field.

e Vendors meeting the criteria will be displayed.
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Vendors: Printing Reports - Introduction

9-8

There are four reports you can create and print from the vendor section. They are the
Vendor Federal 1099 Form(s), Vendor Ledgers, a Vendor List and Vendor Mailing Labels.
To select the report you want to create, click on the Reports button at the bottom of the
Vendor screen.

w. CTAS (Accounting Module)

File  Accounting Pawrall  Inwestments Indebtedness Accrual Help \
= IR 1 \ Sy
S| G | <& O | \E | 2 "
\
Receipts Claims Dish. Budget LCash Beports AEE\:WU “Wendars Admin Exit

\
P Active Vendors
(Leawe Blank for &1 vendors) S

Yendor

Search |

A}

A
Yendar Mame Federal ID Address (Line 1) Address lline 2) City 3
Blue Ox Co-op F.0. Box 667 Stolen Base

Daniel Zitske 152 Elm &venue \ Stolen Base

Decker and Associates Suite 120 149EIm Street\\ Stolen Base

Fred Cox 254 Washington ‘\ Stolen Base

Gopher State One Call 14504 Greenview Drive \\ Laurel

Grinning Bear Rubbish 860 Birch Street \ Stolen Base

Jay Balk 114 Maple Street \\ Stolen Base

Jesse James 100 Jesse James Road \\ Stolen Base —
Jirn Burtan 100 Garield Avenue \ Stalen Base

K&K Construction 183 Birch Street \\ Stolen Base

Marquette Bank 1400 Park Avenue Suite 2002 ‘\Mimeapulis

Marvin Wynne 104 Washington Etolen Base

Minnesota Power & Light 30West Supetior Street D\uluth

P.ER.A. 514 St. Peter Street St Raul

‘Einnu il AN Sl | rnn

Chalew Barn hd
\ v

1) Add 2) Edit 3) Delete

 Payrall  Investments i~ Indebtedness

‘ & Accounting  Accrual J

A Reports screen will appear, listing the four reports:

Report Categories

1) Receipts

© 2) Claims

3 Dishursements
4 Budget

) Cash Cantrol

" B) Financial Reports
1) Chart of Accounts
@ g§) vendor

Report Marme

“endor Federal 109
wWendor Ledgers
“endor List ’
“endor Mailing Labe}é

~

To run areport, highlight'the report's name and click the RUN button. The following pages
describe each report and illustrate how to create and print each report.

June 2012
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Vendors: Printing the Vendor Federal 1099-MISC Form

The Vendor Federal 1099-MISC Form report will print the 1099-MISC form for all vendors
selected. The forms are the standard two-per-page and can be purchased at an office supply
store. Note: only those vendors with the Form 1099 Required box checked in their Vendor
screeen will be available to select for printing the 1099s.

To print the Federal 1099-MISCs, click on the Reports button on the Vendors screen (see
previous page for illustration). Next, highlight Vendor Federal 1099-MISC Forms and click
the Run button. The Vendor Federal 1099-MISC Forms screen will appear:

Vendor Federal 1099-MISC Forms

Available Wendars Selected Wendaors

Blue Ox Co-op

Decker and Associates

Grinning Bear Rubhbish 55
KAK Construction
Stolen Base Auto Parts
The Office Shop »

<L

[ | 1095 Sl

Printer Tax Year
’V 2010

’76' Laser Dot bMatrix

Yertical Adjustment
’V IND Adjustment j

Print Presview | Cancel

On the Vendor Federal 1099-MISC Forms screen:

e Select the vendors whose forms are to be printed by moving their names from the
Available VVendors box to the Selected Vendors box. The ">>" button will move
all vendors and the ">" button will move the individually-highlighted vendor(s).
You can also select an individual vendor by double-clicking on the name. The
"<" and "<<" buttons allow you to move vendors out of the Selected Vendors
box.

e Select the printer type. The printer type selected in the System Information will
be the default selection. Select Laser for an Inkjet printer.

e Select the Tax year by clicking on the up or down arrow in the Tax Year box.

e You can adjust where the information is printed on the 1099 form by clicking on
the Vertical Adjustment down arrow. This will allow you to line up the
information for the 1099 within the boxes on the form.

e Click the Print Preview button and the print preview (System Reports screen)
will appear, as shown on the next page.
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Vendors: Printing the Vendor Federal 1099-MISC Form (continued)

e Afterreviewing the preview, click on the Printer icon to begin the printing of the
report. You can close the System-Reports screen by clicking the red “X”.

System Reports

[J Jala]D [n][eft]  [eM< ™

Page1of1

Town of Grand Slam
333 Hemerun Cirdle

PO BoxK
StolenBase, MM 55555

24-654124

Blue 0x Co-op 143.00

PO Box 667

StolenBase, MM 55555

Town of Grand Slam
333 Hemerun Circle

PO BoxK
StolenBase, MM 55555

e After clicking on the Printer icon, the Printer Details screen appears:

Printer Details...

iR HP Laserlet 2100 PCLE

Page Fange:
® Entire Document [ pages)

From Page: To Page:
1

1

! . .
['Jurnber of Copies: |1 Frint |
1
g Lancel |
1
1

1
1 T

e By clicking the From Page radio button, you can choose to print only certain
pages of the report. The Number of Copies box allows you to enter the
number of copies you would like printed. After selecting the printer details,
click on the Print button to begin printing the report. The following page has
a sample of the report.

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Cancel button on the Vendor Federal 1099-MISC Forms screen.

e Click the Exit button on the Reports screen.
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Vendors: Printing the Vendor Federal 1099-MISC Form (continued)

Sample Vendors Federal 1099-MISC Form Report

Town of Grand Slam
333 Homerun Circle
P.O. Box K

Stolen Base, MN 55555

24-654124

Blue Ox Co-op 143.00

P.O. Box 667

Stolen Base, MN 55555

Town of Grand Slam
333 Homerun Circle
P.O. Box K

Stolen Base, MN 55555

24-654124

Grinning Bear Rubbish 132.25

860 Birch Street

Stolen Base, MN 55555
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Vendors: Printing the Vendor Ledger

The Vendor Ledger is designed to provide a list of all disbursements made to selected
vendors within a specified time period. The report can be used to review the payments to a
vendor to find any disbursements that have not been coded correctly.

To print the Vendor Ledger, click on the Report button on the VVendors screen (see page 9-8
for illustration). Then highlight Vendor Ledgers and click the Run button, and the VVendor
Ledgers screen will appear:

Vendor Ledgers

Axailable Vendors Selected Wendors

Blugs Ox Co-op

Daniel Zitske

Decker and Associates
Fred Caox

Gopher State One Call

Grinning Bear Fubhish

Jay Balk

Jesse James

Jim Burtan

K&K Construction 4
Marquette Bank

karvin Wynne

bary Dahlberg

Minnesata Power & Light =

>

<<

Start Date;  [01/01/2010 H End Date: (08112010 I:l [~ Form 1099 Only

Brint Presdew | Cancel

On the Vendor Ledgers screen:

e Select the vendors whose ledgers are to be printed by moving their names from
the Available Vendors box to the Selected Vendors box. The”>>" button will
move all vendors and the “>" button will move the individually-highlighted
vendor(s). You can also select an individual vendor by double-clicking on the
vendor. The "<"and "<<" buttons allow you to move vendors out of the Selected
Vendors box.

e Enter the beginning date for the range of disbursements you want to list for the
selected vendors in the Start Date field.

e Enter the ending date for the range of disbursements you want to list for the
selected vendors in the End Date field.

e Check the Form 1099 Only box if you want to display only those vendors that
have the Form 1099 Required box checked on their vendor record.

e Click the Print Preview button and the print preview (System Reports screen)
will appear, as shown on the next page.
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Vendors: Printing the Vendor Ledger (continued)

e After reviewing the preview, click on the Printer icon to begin the printing of the
report. You can close the Systerm Reports screen by clicking the red “X”.

Ll falaID Ty ] (ole------

Page 1 of 1

Town of Grand Slam Yendor Ledgers 0gAa12010

Date Range: (011402009 to 12312009

Vendor Name: Grinning Bear Rubbish
Federal ID Number:
Form 1099 Required:  Yes

Date  Description Check Mumber  Account Number Amourt
032082003 Duarterl Bil 5013 Z10-43100-394 $132.25
Report Totd $122.25

Vendor Name: K&K Construction

Federal ID Number:
Form 1099 Required: Yes

Date  Description Check Mumber  Account Number Amourt
04252003 Purchase of Gravel 5028 21043122 224 1,250.00
Report Total $1.250.00

Vendor Name: Stolen Base Auto Parts

Federal ID Number:
Form 1099 Required:  Yes

Date Description Check Mumber  Account Number —
02227003 Repair of Srowplow 5072 2Z10-43725-400 $543 18
09232003 FRepair of Grader 5035 210-43122-400 $321.95
084152003 ower parts BO37 100-46300-400 $100.00
Report Total $1.085.13
Vendor Name: The Office Shop

Federal ID Number:
Form 1099 Required: Yes

Date  Description Check Number  Account Number Amourt
02228003 Office Supplies 5010 T00-41500-200 3127.32
03282003 Elecion and Offics Suppliss 5018 100-41410-200 52317
03282003 Elecionand Office Supplies 5018 100-41500-200 2346
Report Total 31735 Bl

e After clicking on the Printer icon, the Printer Details screen appears:

Page Fange:

® Entire Document [ pages)

Q From Page: I To Page: I
1

1

! . . .
['Jurnber of Copies: |1 Frint |
A
' Cancel |
i I
[

e By clicking the From Page radio button you can choose to print only certain
pages of the report. The Number of Copies box allows you to enter the
number of copies you would like printed. After selecting the printer details,
click on the Print button to begin printing the report. The following page has
a sample of the report.

!

!
1
1

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Cancel button on the Vendor Ledgers screen.
e Click the Exit button on the Reports screen.
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Vendors: Printing the Vendor Ledger (continued)

Sample Vendor Ledger Report

Town of Grand Slam Vendor Ledgers 08/11/2010
Date Range: 01/01/2009 to 12/31/2009
Vendor Name: Grinning Bear Rubbish
Federal ID Number:
Form 1099 Required: Yes
Date Description Check Number Account Number Amount
0372872009 Quarterly Bill 5019 210-42100-384 $132.25
Report Total $132.25
Vendor Name: K&K Construction
Federal ID Number:
Form 1099 Required: Yes
Date Description Check Number Account Number Amount
04/25/2000 Purchase of Gravel 5028 210-43122-224 $1,250.00
Report Total $1,250.00
Vendor Name: Stolen Base Auto Parts
Federal ID Number:
Form 1099 Required: Yes
Date Description Check Number  Account Number Amount
021222009 Repair of Snowplow 5012 210-42125-400 $643.18
05/23/2009 Repair of Grader 5035 210-43122-400 $321.95
08/15/2009 Mower parts 6037 100-46300-400 $100.00
Report Total $1,065.13
Vendor Name: The Office Shop
Federal ID Number:
Form 1099 Required: Yes
Date Description Check Number Account Number Amount
02/22/2000 Office Supplies 5010 100-41500-200 $127.32
03/28/2009 Election and Office Supplies 5018 100-41410-200 $23.17
03/28/2009 Election and Office Supplies 5018 100-41500-200 $23.46
Report Total $173.95
Vendor Name: The Telephone Company
Federal ID Number:
Form 1099 Required: No
Date Description Check Number  Account Number Amount
01/25/2009 Monthly Bill 5002 100-41500-321 $52.93
02222009 Monthly Bill 5009 100-41500-321 $63.92
03/28/2009 Monthly Bill 5017 100-41500-321 $49.28
04/25/2009 Monthly Bill 5025 100-41500-321 $52.38
05/23/2009 Monthly Bill 5033 100-41500-321 $46.83
Report Total $265.42
Page 1
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Vendors: Printing the Vendor List

The Vendor List will provide you the information contained in the vendor record for selected
vendors. The report can be used to review the information on each vendor so the
information can be updated as needed.

To print the Vendor List, click on the Report button on the Vendors screen (see page 9-8 for
illustration). Then highlight VVendor List and click the Run button, and the VVendor List
screen will appear:

Vendor List

Awallable Wendars Selected Wendors

Blue Ox Co-op =
Daniel Zitske

Decker and Associates e
Fred Cox

Gopher State One Call
Grinning Bear Rubhish 3
Jay Balk
Jesse James
Jim Burtan
K&K Construction “
Marguette Bank
Marvin Wiynne
tary Dahlberg o,
Minnesota Fower & Light |

[ Form 1093 Only

Erint Prewview Cancel

On the Vendor List screen:

e Select the vendors whose information is to be printed by moving their names
from the Available Vendors box to the Selected Vendors box. The ”>>" button
will move all vendors and the “> button will move the individually-highlighted
vendor(s). You can also select an individual vendor by double-clicking on the
vendor. The "<"and "<<" buttons allow you to move vendors out of the Selected
Vendors box.

e Check the Form 1099 Only box if you want to display only those vendors that
have the Form 1099 Required box checked on their vendor record.

e Click the Print Preview button and the print preview (System Reports screen)
will appear, as shown on the next page.

Office of the State Auditor June 2012



CTAS User Manual 9-16

Vendors: Printing the Vendor List (continued)

e After reviewing the preview, click on the Printer icon to begin the printing of the
report. You can close the Systenr Reports screen by clicking the red “X.

System Reports

Ld J{afaf o] (& - S

Page 1 of 1

Town of Grand Slam Vendor List ogA1/2010
Blue Ox Co-op Federal ID Numl
P.0. Box BE7 Forn 10998 Hemuad Tes

Stolen Base, MN 55555
riack

Phane: Fax
Email

Dariel Zitske: Federal ID Mumber:

152 Elm Awerue Formn 1099 Required: No
Stolen Ease MN 55555

Cortact

Phone: Fax

Email

Dacker and Associates Federal ID Mumber:
Suite 120 Formn 1099 Required: es
143 Elm Strest

Stolen Base, MN 5655
Cortact Jim Kaat

Fhene, [£51) 551212 Faw (651) 5551213
Email. jim kad@deckerlawers.com

Grinning Bea Rubbish Federal ID Mumber:

860 Birch Street Formn 1098 Required: Yes
Stolen Base, MN 55055
ortact:
Phone: Fax
Email
KiK. Construction Federal ID Mumber:
183 Birch Street Formn 1099 Required: es
Stolen Base, MN 55555
ortact:
Phane: Fax
Email
Stolen Base Auto Parts Federal ID Mumber:

0. Box Form 1033 Required: ves
Stolen Base, MN 55555
Cortact

Phane: Fax
Frnail

e After clicking on the Printer icon, the Printer Details screen appears:

Printer Details...

Page Fange:
® Entire Document [ pages)

Q From Page: I To Page: I
1

1
, urnber of Copies: |1 Frint
; 4

! LCancel |
1
I

e Byclicking the From Page radlo button, you can choose to print only certain
pages of the report. The Number of Copies box allows you to enter the
number of copies you would like printed. After selecting the printer details,
click on the Print button to begin printing the report. The following page has
a sample of the report.

!

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Cancel button on the Vendor List screen.
e Click the Exit button on the Reports screen.
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Vendors: Printing the Vendor List (continued)

Sample Vendor List Report

Town of Grand Slam Vendor List 08/11/2010
Blue Ox Co-op Federal ID Number:

P.O. Box 667 Form 1088 Required: Yes
Stolen Base, MN 55555

Contact:

Phone: Fax:

Email:

Daniel Zitske Federal 1D Number:

152 Elm Avenue Form 1099 Required: No
Stolen Base, MN 55555

Contact:

Phone: Fax:

Email:

Decker and Associates Federal ID Number:

Suite 120 Form 1099 Required: Yes
149 Elm Street

Stolen Base, MN 55555

Contact: Jim Kaat

Phone: (651) 555-1212 Fax: (651) 555-1213
Email: jim kaat@deckerlawyers.com

Grinning Bear Rubbish Federal ID Number:

860 Birch Street Form 1088 Required: Yes
Stolen Base, MM 55555

Contact:

Phone: Fax:

Email:

K&K Construction Federal ID Number:

183 Birch Street Form 1099 Required: Yes
Stolen Base, MN 55555

Contact:

Phone: Fax:

Email:

Stolen Base Auto Parts Federal ID Number:

P.O. Box 157 Form 1099 Required: Yes
Stolen Base, MM 55555

Contact:

Phone: Fax:

Email:

The Office Shop Federal ID Number:

211 Elm Street Form 1099 Required: Yes
Stolen Base, MN 55555

Contact:

Phone: (218) 555-6911 Fax: (218) 555-6912
Email:

The Telephone Company Federal ID Number:

395 Pine Street Form 1099 Required: No
Stolen Base, MN 55555

Contact:

Phone: Fax:

Email:

Page 1
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Vendors: Printing the Vendor Mailing Labels

The Vendor Mailing Labels allow you to print mailing labels for selected vendors on pages
with either fourteen or thirty labels per page. The mailing labels selection allows you to use
partial pages of labels by selecting the starting row and column.

To print the Vendor Mailing Labels, click on the Report button on the Vendors screen (see
page 9-8 for illustration). Highlight Vendor Mailing Labels and click the Run button, and
the Vendor Mailing Labels screen will appear:

Yendor Mailing Labels

Selected Wendors

Awailable Wendors

Blue Ox Co-op

Dianiel Zitske

Decker and Associates
Fred Cox

Gopher State One Call

Grinning Bear Rubbish

Jay Balk

Jesse James

Jirn Burtan

Printer
’7(3' Lasar " Dot hdatrix

K&K Construction &
Marquette Bank
harvin Wynne

tany Dahlberg <<
tinnesaota Fower & Light =

™ Form 1093 Only

Starting Label Row/Column Label Format————
’7 R I1 Colurnn: I1 —‘ ’75' 2hy 7 C 3y 10

Erint Preview | Cancel

On the Vendor Mailing Labels screen:

Select the vendors whose labels are to be printed by moving their names from the
Available VVendors box to the Selected Vendors box. The ”>>" button will move
all vendors and the “> button will move the individually-highlighted vendor(s).
You can also select an individual vendor by double-clicking on the vendor. The
"<" and "<<" pbuttons move vendors out of the Selected Vendors box.

Check the Form 1099 Only box if you want to display only those vendors that
have the Form 1099 Required box checked on their vendor record.

Select the printer type. The printer type selected in the System Information will
be the default selection. Select Laser for an Inkjet printer.

Enter the number of the row where you want the labels to begin to print in the
Row field of the Starting Row/Column box.

Enter the number of the column where you want the labels to begin to print in the
Column field of the Starting Row/Column box.

Click the Label Format radio button that matches the format of your labels.
Click the Print Preview button and the print preview (System Reports screen)
will appear, as shown on the next page.

Office of the State Auditor
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Vendors: Printing the Vendor Mailing Labels (continued)

o After reviewing the preview click on the Printer icon to begin the printing of the

Blue Ox Co-op Darniel Ztske Decker and Associates
0. Box 152 Elm Averue Suite 120
Stolen Base, MN 55955 Stolen Base. MN 56955 143 Elm Street

Stolen Base, MN 55565

Fied Cox Giopher State OneCall Grinning B car Rubbish
254 washingtan 14504 Greenwicw Drive 860 Birch Strcet
Stolen Base, MN 55555 Lawel, MD 20708 Stolen Base, MN 55565
JayBalk JesseJames Jim Burton

114 Maple Strect 100 JesseJames Road 100 Garfickd Avenue
Stolen Base, MN 55555 Stolen Base, MN 5655 Stolen Base, MN 55565
K&K Construction Marquette Bank Marvin Wynne

183 Birch Strest 1400 Park Avenue 104 Washington

Stolen Base, MN 55555 Suite 2002 Stolen Base, MN 55565

Minneapalis, MN 55051

Mary Dahiberg Minnesota Power & Light PERA
211 Grank Avenue 30 West Superior Stroet 514 5t. Peter Strogt
Stolen Base, MN 5555 Duluth, MN 5802 St Paud, MN 55102
Pexry Oil Postmaster Siolen Base uta Parts
780 Sdver Lane 300 Elm Street
Stolen Base, MN 55555 Stolen Base, MN 50555 Stnlm Bawe M 55
Stolen Base Bank Terty Key TheOffics Shop
150 Elm Street 95 Grant Avenue 211 Elm Street
Stolen Base, MN 55555 Stolen Base, MN 5655 Stolen Base, MN 55565
El

e After clicking on the Printer icon, the Printer Details screen appears:

Page Fange:

® Entire Document [ pages)

Q From Page: I To Page: I
1
1

1

Aumber of Copies: |1 i |

I umber of Copies: Frrirt
LCancel |

1

1

e By clicking the From Page radio button, you can choose to print only certain
pages of the report. The Number of Copies box allows you to enter the
number of copies you would like printed. After selecting the printer details,
click on the Print button to begin printing the report. The following page has
a sample of the report.

!

N P

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Cancel button on the Vendor Mailing Labels screen.
e Click the Exit button on the Reports screen.
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Vendors: Printing the Vendor Mailing Labels (continued)

Sample Vendor Mailing Labels Report

Blue Ox Co-op
P.O. Box 667
Stolen Base, MN 55555

Fred Cox
254 Washington
Stolen Base, MN 55555

Jay Balk
114 Maple Street
Stolen Base, MN 55555

K&K Construction
183 Birch Street
Stolen Base, MN 55555

Mary Dahlberg
211 Grant Avenue
Stolen Base, MN 55555

Perry Qil
780 Silver Lane
Stolen Base, MN 55555

Stolen Base Bank
150 EIm Street
Stolen Base, MN 55555

The RBI Journal
370 Eim Street
Stolen Base, MN 55555

Washington County
County Courthouse
1400 Justice Lane

Stillwater, MN 55555

Wright and Associates
149 EIm Street

Suite 200

Stolen Base, MN 55555

Daniel Zitske
152 EIm Avenue
Stolen Base, MN 55555

Gopher State One Call
14504 Greenview Drive
Laurel, MD 20708

Jesse James
100 Jesse James Road
Stolen Base, MN 55555

Marquette Bank

1400 Park Avenue
Suite 2002
Minneapolis, MN 55051

Minnesota Power & Light
30 West Superior Street
Duluth, MN 55802

Postmaster
300 Elm Street
Stolen Base, MN 55555

Terry Key
955 Grant Avenue
Stolen Base, MN 55555

The Telephone Company
395 Pine Street
Stolen Base, MN 55555

Wendy Thompson
620 Eim Street
Stolen Base, MN 55555

Decker and Associates
Suite 120

149 Elm Street

Stolen Base, MN 55555

Grinning Bear Rubbish
860 Birch Street
Stolen Base, MN 55555

Jim Burton
100 Garfield Avenue
Stolen Base, MN 55555

Marvin Wynne
104 Washington
Stolen Base, MN 55555

P.E.R.A.
514 St. Pater Streat
St, Paul, MN 55102

Stolen Base Auto Parts
P.O. Box 157
Stolen Base, MN 55555

The Office Shop
211 Elm Street
Stolen Base, MN 55555

Tri-City Paving
P.O. Box 326
Little Falls, MN 56345

Western Hardware
P.O.Box 1
Stolen Base, MN 55555
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