iFastrack v8.09 Tutorial

Vendors

This tutorial provides an overview of iFastrack Vendor data entry.



IFastrack Menu Screen

¥ Certificates / Documents
b Vendors | 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.



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.



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

m s o
Vendor [\ilams Washing Co Vendor Status | Active | ¥ |
Group |Ul'li‘t22 V| Service |MEiI‘ItEI'IE|nDE ?l
Xref |
Contact |Har|:|H:| Hill Title |In5urﬂn05 Manager

Address (300 Roosevett Bivd

Address 2 |Suite 500

City |"a"|.l"_.rndham
State/Prov |NJ ZIP Code (08700
Country |
egs (353) 123-43567
Phone Number |21:2 144 7000 Extension |120
eq; (355) L23-4567

Fax [212-44a7012

Email | Followuwp Method iF‘rint V|

Save Cancel

The top part of the Vendor screen contains basic contact information along with drop down boxes to
select the Vendor's Group and Service. All fields except Vendor name are optional.

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



Vendor Screen
Certificates Tab

Certificates | Documents | Atta:hments-i _L_etter History || Motes

Certificates

g_] > -)P__- L\Kj ‘[u!_'é-_] | «4| 4 |1 of 1| P |kl 2 Items | |25 [ Page! Go ||

D Certificate | Document Cert Reference Rgmit Ins Status Ins Status Detail Notes Cert Last Letter
# Category Status
C%H >I[] Site 100 P124405 240} Wazhington High 1 Mizzing Auto Liahility - Miz=ing The Vendor has 15 subcontractors on | Active LirB543-
Circle General Ligbility - Expir .. thiz site 670 Pdf
":%[F > |:| Site 180 POE544 28 Park Place High 1 Inadequats Auto Liabiity - Inadequate Active Lir5544 Pdf
Limit= Limits

Inadegquate Canc...

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 | Documents | Attachments. I _I__etter History || Notes

Documents

[] Document# Doc Desc Certificate Notes Doc Status
L'%H 4 |:| PDEE44 Waintain Grounds atsite 190 | Site 180 Happy with 2ervice - Likely to renew for 2 more ye... | Active
@ [ 2 [ P124408 Maintain Grounds of Site 100 | Site 100 Active

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

Certificates | Documents | Attachments | Letter History | Notes |

Attachments

I o4 4 [ aof 1| | PP 1 Ttems | |25 / Page|{ GO
|’ :

[ ] Description Date Added File Size Attachment
> [] Acord Ferm FI1142008 756 AN 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.



Vendor Screen
Letter History Tab

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

Letter History

Certificate All w Lettar Type | All W | User | All b |

Date Printed | E?' to | !:m "GCI [

x d b o4 d |1 aof 1| * (PP 1 Items | |25 ' Page | GO

[ ] Date Printed Certificate User Letter Type Letter Data

> ] 42052010 7:38 AN Site 100 precca Cedificate Lir6543-675. 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

Certificates | Documents | Attachments | Letter History || Motes |

Usar |J:k|| v|
‘ u > - 4 |1 of | kP 1 Items!|25 / BP=ge | Go

[ ] Date User Note

@ [ ¥ []] 4202010 8:32 AN precca | This iz a vendor note for Williams Washing

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



End of
Tutorial



