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FMMI PVND REQUEST PROCESS FOR VENDORS

QuicK REFERENCE GUIDE

INTRODUCTION

This guide provides USDA Financial Management Modernization Initiative (FMMI) agencies
with the steps to prepare the preapproval vendor request (PVND) for vendors.

QUICK STEPS

Login to the FMMI Web site at https://portal.fmmi.usda.gov/irj/portal/.

Click:

1. Purchasing Tab
2. Vendor and Customer Master Data Request
3. Manage Requests
4. Select Vendor Requests (Create)
5. EXecute
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https://portal.fmmi.usda.gov/irj/portal/

Select radio button to:
Create — Create a new request

Create by Reference — Use an
existing request to create a new
one

Change — Update an existing
request

Modify Existing Request —
Change a request before approval
Delete Existing Request — Delete
a request before approval

Display Existing Request — View
a request before approval

| PVYND - Request Process for Vendors and Custor

Vendor

Requests
Yendor Reguests
Create *)
Create by Reference O Existing Vendor
Change @ Existing Yendor
Maodify Existing Reguest @ Reguest Number
Delete Existing Request O Reguest Number
Display Existing Request O Rpauact Muabor
Request
Customer Number
Customér Requests| Requests required
Create @
Create by Reference @ Existing Custamer
Change O Existing Custamer
Maodify Existing Reguest O Regquest Number
Delete Existing Request O Request Number
Display Existing Request @ Request Number
Select to
move to

I| menu ) |} [ Save as variant... || Back |[ Exit |[ Cancel | |
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Wendor Regquests
Create
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next screen

Existing Yendor
Existing Yendor
Request Mumber
Reguest Number
Request Mumber

AMOO
acy & Outreach
APHIS

ARDD Ag Research Swo

BPOO Office of BudgrProgr
CCo0 Commodity Credit Cor
CF00  Office ofthe CFO
CMOO  Office of Communica
CRO0  Office of Civil Righ
DADD Dept Administration
ECO0  Office of Chief Ecan

30 Entries found
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“Once agency is selected, click green check or enter button.

2

Select Agency
from drop down
list
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f Create VendorfCustomer Master Data Request - FMMI Portal - Windows Internet Explorer.
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Optional to fill with
additional requestor, e.g.
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14 start - e

Vendor information box expanded to show details of the

account group to the right.

Tab must be selected to expand additional account groups.

YVendor Information
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Welcome Thomas Sylvester Help | Log Off
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Vendor Created
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11 Entries found

¥ Search Criteria
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Bank Vendors

Emplovees

Federal Non-USDA Vendars
Federal USDA Vendors
Fareign Vendars

Invitational Traveler
Maon-Federal Vendaors
Fraducers

State and Local Government
Settlement and Injuries
Mon-Federal 3rd Party Assignes
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(= Create Vendor/Customer Master Data Request - FMMI Portal - Windows Internet Explorer
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Drop downs appear from selection boxes above.

02 Block quot. request and purchase order

02 Hardship .

= E— 03 Block quot. req., order, goods receipt
oreign Entily 04 Block source determination

04 Disaster Area 99  Total block

05 Wilitary Ops 71 CCR Registration Expired

06 National Security Z2 Vendor Record Deleted in CCR

07 (One Time Payment Z3 Mo bank information available.

08 Emergency Payment 74 Invalid banking infarmation
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ﬂ‘- Create VendorfCustomer Master Data Request - FMMI Portal - Windows Internet Explorer.
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Once saved, an automatically generated e-mail will be issued to the requestor and any additional
requestors added notifying that the request has been submitted.

- | ITIUdY Sy IwE S LET FuiL REYUESL UUUOUUI LS - INCWY TUE L1§.,, 2 kD

PYND Request 0000003159 - NEW

Thomas Sylvester [thomas.sylvester@usda.gow]
Tue 11/30/2010 11:08 AM
FPCDEBTMEMT@FSIS. USDA.GOY; THOMAS, SYLYESTER@usda, gorv

|

The following CUSTOMER request has been submitted:

Request Mumber: 8888883159
Mame: UTAH DEPT OF AGRIC & FOOD
Action: CREATE

Status: MEW

When completed by the Accounting Processing Branch, Table Maintenance Section (TMS), an
automatically generated e-mail will be issued to the requestor and any additional requestors
added notifying that the request has been approved.

From: Thomas Sylvester [thomas. sylvester@usda.gov]

T FPCDEBTMGMT@FSIS. USDA. GOY; THOMAS, SYLYESTER@usda. gov
o

Subject: PvMND Request 0000003159 - APPROVED

The following CUSTOMER request has been submitted:

Regquest Number: 8888663159
Name: UTAH DEPT OF AGRIC & FOOD
Action: CREATE

Status: APPROWED

Customer Created: 8683282224

Please direct any questions to TMS at 504-426-5377.
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