Vendor Maintenance 



Purpose: Directions for accounting to add vendors to IQMS.
Scope: Adding all vendors for supply and inventory items.

Adding Vendors:

1. Accounting will be notified by the Purchasing Manager or designated personnel who are responsible for ordering supplies to add a vendor into the IQMS database.

2. If the product that is being ordered is a supply item(s) then Accounting will automatically approve the vendor and select “General Purchases – No Approval Process” in IQMS.
3. If the product that is being ordered is an inventory item(s) then the Purchasing Manager will notify Accounting of the Approval Status. 
4. If the vendor approval process is complete, then the Purchasing Manager will notify Accounting that the vendor is approved per 80.7402 PUR Purchasing Criteria and to select the proper Approval Status in IQMS.

a. Tooling Vendors – No Approval Process 

b. Inventory W/PN

c. Molding Subcontractors
d. Customer Designated

e. Gage Calibration

5. Accounting will place the vendor into IQMS and attach the approval documents related to the vendor. A checkmark must be placed in the UD Lot# on receiving items (minus packaging).

6. If the vendor approval process is not complete, then the Purchasing Manager will notify Accounting that the vendor is “Pending” for the Approval Status in IQMS. A checkmark must be placed in the UD Lot# on receiving items (minus packaging).

7. The Purchasing Manager will be responsible for approving the vendor in IQMS once all required information is received for an official approval. The Purchasing Manager will attach the approval documents to the vendor in IQMS. 
8. The Purchasing Manager will change the Approval Status to one of the following options per step #4.

9. The Purchasing Manager may order product from the vendor in the Pending status if approval is given by the customer or engineering directed. 
Reference Material:

80.7402PUR 
Purchasing Criteria
80.7401 ACCT
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