
GG-One Software

iFastrack v8.10 Tutorial
Vendors

This tutorial provides an overview of iFastrack Vendor data entry. 



iFastrack Menu Screen

The Vendor record is added to the system before adding Insurance Certificates or 
Documents/Contracts. To edit existing vendors, select Search Vendors. To add a new vendor, select 
Add Vendor Record. 

The Search Vendors By Facility is used to display vendors for a selected Facility. Use of the Facility 
field is optional. Facilities are assigned in the Edit Vendor Screen.



Vendor Search Screen

Data is organized by vendor. A vendor can have unlimited insurance certificates and documents. 
Insurance Certificates and Documents must have unique identifiers by vendor such as project or any 
client defined naming method. Add, edit, delete or view a vendor from this screen. 



Facility Search Screen

Search by Vendor or Facility name. Add, edit, delete or view a vendor from this screen. 



Add Vendor

Before entering detail vendor data, first add the vendor name to the system. Once the name is saved, the 
Edit Vendor screen will appear to enter detail vendor information, documents and certificates. 



Vendor Screen
Contact Information

The top part of the Vendor screen contains basic contact information. To select a Group or Service, type 
in the desired name and select from the drop down list which appears. Only Groups and Services set up 
in Data Maintenance can be selected. All fields except Vendor name are optional. The Notes field 
displays all notes entered in the notes tab.

Certificates, Documents, Attachments, Facilities, Letter History and Notes are accessible by clicking on 
their tab.



Vendor Screen
Certificates Tab

The Certificates tab displays all insurance certificates for a selected vendor. Add, edit, delete and view a 
specific certificate for the vendor. Summary information is displayed for each certificate including 
Certificate name, Document # (if certificate is tied to a document), Cert Reference, Insurance Rqmt
Category, Insurance Status summary and detail, certificate notes, status and PDF image of last follow-up 
letter sent.



Vendor Screen
Documents Tab

The Documents tab displays all documents/contracts for a selected vendor. Add, edit, delete and view a 
specific document for the vendor. Summary information is displayed for each document including 
Document #, Document Description, Certificate (if tied to a certificate), document notes and status.



Vendor Screen
Attachments Tab

The Attachments tab displays all attachments for a selected vendor. Add, delete and view a specific 
attachment. Attachments can be any type of file extension (i.e. xls, pdf, doc, jpg, bmp, wav, wmv). Click 
on the Attachment name to view the attachment. Note that Attachment file names cannot contain 
ampersands, quotes or slashes.



Vendor Screen
Facilities Tab

The Facilities tab displays all Facilities that use the vendor. Add and delete Facilities using this screen 
Facilities for selection are built in Data Maintenance.



Vendor Screen
Letter History Tab

The Letter History tab displays a list of all letters sent to the vendor. Currently letters are only available for 
Insurance Certificate non-compliance notification, however, future releases will allow letters for 
Documents and general Vendor communication.



Vendor Screen
Notes Tab

Enter unlimited notes. A list displaying the Date entered, User, and Note are displayed. 



End of

Tutorial
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