Querying Vendor Insurance Information within AIS

The current status of a vendor’s insurance certificate may be determined by viewing the insurance expiration
dates for a particular vendor.

AIS Responsibility Needed: SIU Purchasing Inquiry

Select “Suppliers Inquiry” and click “Open”.
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The “Suppliers” screen will appear. Enter the vendor name in the “Supplier Name” field (enter a “%” in the front
and in the back of the vendor name) and click on “Go”.

Example:
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Supplier Name - !Suppier llmnber|Parent Supplier llamel'l’axpa\ner ]I)I'I'ax Registration llmnher|!)—l.l—ll—s Number|Empl yee Numb pd:
BANDANAS BBQ #8 COLLIN 409161 205335113
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Select the Supplier and click on “Update”



The “Suppliers — Quick Update” screen will appear. Verify that the Supplier Name listed is correct. Click on
Organization.
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£ Supplier Name  BANDANAS MISSOURI LLC Purchase Order Hold [ All New Orders

o Tax Details Supplier Number 510727 i

o Address Book Alternate Supplier Name Hold from Payment [J All Invoices

- Contact Registry ID 479044 O unmatched Invoices

Directory Inactive Date [0 Unvalidated Invoices

Alias

o Business

Classification
Ssupplier Sites
Approval History

Terms and Control Site Status IActwe . Site Name Operating Unit I IEI

o  Accounting

o Taxand Key Purch; up: Key Pay Setups
REPETy Create Debit
o Purchasing Invoice Memo from  Gapless
o Receiving Operating Ship-To BillTo Ship Pay Alternate Summary RTS Invoice Freight Transportation Country of
o Payment Details ~Site Name Unit Location Location Via On Pay Site Level Transaction bering “Selling Company Identifier FOB Terms Arranged Origin
o Invoice ROY-2016- SIU None United States
Management 0816 Operating O O
Unit
PCARD- SIU None United States
MOUNT VER. Operating ] O
Unit
PCARD- SIU None United States
MARYLAND Operating ] O
Unit
PCARD- SIU None United States  w
COLLINSVI  Operating ] O

Within the “Additional Information” section, if the vendor has insurance on file with Procurement Services, the
expiration dates will be listed. A “Campus Indicator” will precede the expiration date.

Indicator Description
C Carbondale Campus
E Edwardsville Campus
S Springfield School of Medicine Campus
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#  Quick Update
=  Company Profile

o EUEGSRaANE] Supplier Name BANDANAS MISSOURI LLC Parent Supplier Name
© Tax Details Supplier Number 510727 Parent Supplier Number
o Address Book Alternate Supplier Name Customer Number
SIC O one Time
I;"recct‘:r‘;ad National Insurance Number Inactive Date
’ Type 04 Multiple Member LLC (Corporation)

©  Business
Classification Additional Information

= Approval History

» Terms and Control BAF on file at:
-~ Accounting W-9 on file at: |C

|Carbondale Campus
o Taxand CMS BEP on file at
Reporting rbondale Campus
o Purchasing IDHR Number
©  Receiving Miscellaneous
D State Authorized? . .

- Pawfle“t = Minority Vendor Certified By: EXpIratIOﬂ dates Of
o Invoice Date Aircraft Liability Ins Expires
Henasement Date Misc Liabiy Ins Expies C 7/26/19 Liguor Liabl insurance certificates on

Date Worker Comp Ins Expires C 7/26/19
Date General Liability Ins Expires  C 7/26/19

Date Auto Liability Ins Expires  C 7/26/19 file at Procurement
Date Excess/Umbrella Ins Expires C 7/26/19 .
Additional Insured C Yes Services.

Web Address

For assistance or questions, please contact Nancy Odle in Procurement Services at 453-4802 or
onancy@siu.edu.
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