iFastrack v8.10 Tutorial

Vendors

This tutorial provides an overview of iFastrack Vendor data entry.



IFastrack Menu Screen

Certificates /| Documents i Reports »

VVendors Search Vendors
Certificates ' Search Vendors By Facility

Documents Pk -
Add Vendor Record

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

Search Vendors

vendor | Al v/ Search Vendors | | Gor|
Group iAII Vi Search Groups |
Service I_.I‘:'\." V_l Search Services |
Contact |AII V| Search Contact |
¥ref |L:-| Search Xrafs |
Vendor Status iAII Vl Search Vendor/Xref |
D %= s O S Wl 41 of 1| b kPl 4 1tems|[50 / Page | Go
|E| Vendor Group Service - Contact Kref -;f;d:-r Status
C%M}( |:| Landow Construction Company Unit 15 Constructon Office Wanager Aictive
5%[! 4 |:| Mariin’s Land=zcaping Unit 10 Lawn Cars Management Office P4SEG Active

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 Vendors by Facility

Vendor |AII Y| Search Vendor | | Go |
Eacility | All v| Search Facility |
J E u % «d 4| af 1| @ @@ 5 ITtems | (50 /Page | Go
D Facility Hame Vendor Name Group Service Contact Xref Vendor
Status
E'%E |:| 23 Rosemont Bainbridge Co Consultant | Electrical Ragan Rice 534-9 Active
Building
C%H |:| WMerimack Division Bainbridge Co Consultant | Electrical Ragan Rice 534-9 Active
i}ihﬂ |:| Merimack Division Lauren and Sons Consuftant | Mamntenance | Insurance Dept. Fix Inactive
lachines
L-‘%E |:| erimack Divigion Robertz Lawn Cansultant | Lawn Care General T83 Artive
Service Manager
C%H |:| Rutberg Facility Robertz Lawn Consultant | Lawn Care General TS Active
Cor rhima Monanor

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



Add Vendor

Add Vendor

| * 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

Edit Vendor

“Vendor [Wiliams Washing Co Vendor Status | Active | ¥
Group |Un'rt22 Service |Maintenﬂnoe
Xraf |

Contact |Hﬂruhj Hill Title ||I'I5IJFEI'IDET~1EI‘I&Q>EF

Address |300 Roosevelt Blvd

Address 2 |Sutte 500

City |Wyndham

State/Prov |NJ ZIP Code |06700
Country |
Phone Number |212—445—TDUU Extension |120

Fax |212-444-7012

Email | Followup Method !P'rint b

Notes This is = vendor note for Williams Washing.

Save Cancel

Certificates | Documents | Attachments | Facilities | Letter History | Notes |

I
Lo

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

Certificates I. Documents | Attachments | Facilities | Letter History | Motes

Certificates

:J T: i_:":-_‘] f—!:;l 4 4 |[1 of 1| I ke 2 Items | |25 {Page | Go

D Certificate Document Cert Rgmt Ins Status Ins Status Detail Notes Cert La=zt Lette
# Reference Category Status
QB > |:| Site 100 P124a0a 240 Washington | High 1 Kiz=ing Auto Liability - Miszing The Vendor has 15 Active LirB543-
Circle Insurance Carrier Acadia Insurance Company | subconiractors on this site EF79. Pdf

has an unacceptable rating of &

5

'#B X |:| Site 190 PlE544 BS-Park Place High 1 Inadequats Auto Lisbilty - Inadequate Limits Inadequate Active LirS644 Pdi
Limits Cancellation Motice

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 Rgmt
Category, Insurance Status summary and detail, certificate notes, status and PDF image of last follow-up
letter sent.



Vendor Screen
Documents Tab

[ Certificates JI Documents | Attachments | Facilities | Letter History | Notes

Documents

_I ?:_ l.'ﬂ ﬁ_;:] “d 4|1 of 1| ® PP 2 Items | |25 {Page | Go

D Document Doc Desc Certificate Hotes Doc
# Status
-..%B b4 |:| Pooga4 Maintain Grounds at site 180 | Sie 190 Happy with service - Likely to renew for 2 more Active
VEArs,
| %B X |:| P1Z24408 Maintain Grounds of Site Site 100 Active
100

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

B Certificates | Documents i Attachments . Facilities | Letter Hist_ur',-' Notes

Attachments

_] * “4 4 |1 of 1. PP 1 ltems |EE {Page | GO

[ ] Date Added Description File Size Attachment

9 H []| 7H11/2008 7:56 AM Acord Form 386,358 | Acord Form:pdf

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. xlIs, 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

1 Certificates I Cocuments | Jitfan:hments.'| Facilities || Letter Hi;tur',r j Notes

*® ad 4 1 af 1! @ (PP 2-Items |25 fPage | Go
& O
[] Facility

[& > [] Brocmall Plant

E}C |:| Vancouver Factory

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

% Certificates [ Documents ;ﬁttau:hments I Facilities i Letter History | Motes
Certificate | Al v Letter Type | Al v user Al |
Date Printed | Eq to | :‘q Go
% O Bk «d 4 |17 of1| b pP| 1ltems [25 /Page| Go
|:| Date Printed Certificate User Letter Type Lett;rﬂam
- |:| 4/20/2010 738 AN Site 100 preccs Certificate LtrB84 3570 Pdf

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

l.l:_ertifi::ates..f Documents | Attachments | Faallities || Letter History | Notes |

Notes

~ ]
I J L} 4 4 |1 of 1| ® FP 1 Items |25 ‘Page  Go
L S
[ ] Date User Note

G [ 2| [ 4202010 3:32 AM precca | This is & vendor note for Wiliams Washing

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



End of
Tutorial
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