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1 Module: Vendor Report

The Vendor Report is used to manage the vendors providing goods or services to OL:.am!"g
A .. . jectives
the jurisdiction. The report indicates the operational status of the vendor and
tracks damage to the vendor’s capabilities. A vendor can be selected in a After completing
Resource Request or/and Critical Asset only if associated with the specific this module, you
resource type. Contract info, pricing lists and other financial/contractual will be able to:
information can be attached to the Vendor Report for easy reference.
Create and
update a
Vendor
Report.
Explain key
report
elements.
Note: All person names and corresponding titles used in this document are Use
fictitious. The names and titles are being used for the sole purpose of common

illustrating the systems' features and functionalities in an instructional functions.
environment.

ICON KEY

—7 Valuable information

# Test your knowledge

5 Keyboard exercise

Review

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
— b
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2 General Overview of Vendor Reports

This section of the module provides an overview of the Vendor Report form.
You will become familiar with the layout of the form and understand the type
of information that it can contain.

2.1 Viewing Vendor Reports

Existing Vendor Reports are presented to you sorted by name when you
select Vendor from the Report navigation drop down menu, as shown in
Figure 1.

Report: Yendor -

Damage Aszessment -
Business Loss
Housing Lozs
Public Entity Loss
Windshield Damage
Rapid Damage
Resources
Reszource Reguest

Critical
—I——

Figure 1 Selecting an Existing Vendor Report

The Vendor report in the summary screen shows all reports by name
alphabetically as shown in Figure 2.

Report: Sendar | View by: MName -

Vendor Name 2] Expand All Collapse All
. Auto i This screen last
((Create | [ Delete | [ Print | oo, @ of O on updstad [00:00:04:17)
[ N 7 e

D Bill's Generstors  Orlando Generator Skw
Generstor 10Kws
Generator 25 Kw
Generstor 100 v

Figure 2 Vendor Report Summary Screen
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2.1.1 Sorting Vendor Reports

The Vendor Report summary screen can be sorted by selecting sort order in

the View by drop down menu as shown in Figure 3. In addition, the reports F Click tfe
can be sorted in ascending or descending order within the column headings in ?nrrcoo"l"jngn")
the summary screen by using the ® arrows. headings to
sort the list
View by: Mame M in ascending
or
Status descending
Resource Type order.
Data Sharing Status
Histary

Figure 3 Vendor Reports View by Drop Down Menu

The headings in the summary screen are governed by the selection made in
the View by drop down menu.

2.1.2 Selecting a Vendor Report

You will be presented with the Vendor reports by Name in the summary
screen as shown in Figure 4.

To View the details associated with a given vendor, click the Name link in the
Name column.

Report: Wancdor *  Viewby: Mame -

Vendor Name z| Expand &l Collapse All

lick the Name
ame link to view
e Vendor Report.

Thi= screen la=st updated

Of 00:00:00:17)

[ create | | Delete | [ Print L~

I CE— D

D Bill's Generstors © Orlando FL Gemarator Sheee
Generstor 10kKw
Generstor 25 Kow
Generator 100 Ko

Resource Type

Figure 4 Selecting a Vendor Report
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NC4 TRAINING VENDOR REPORT

This action opens the Vendor Report in View mode as shown in Figure 5.

@ Help

[ Update ][ Delete ][ Prirt ][ Close ]

Vendor

*Red Label: indicates a required field.

I Basic Info | Additional Info | Hotification Attachments & Overlays

Distribution & Sharing I

VEHDOR STATUS

Yendor Hame Status

Bill's Generators Green - Active
Comments

VYEHDOR. INFORMATION

Contract Relationship in Place ? Related Event Incident ! Activity
= E - Orlzando Terrorist Threst

Contract Information (Yendor 10, etc.)
ORL-0112-2322

Primary POC Secondary POC Alternate POC
Hame Bil &drade Dave Wielz Al Delitiris
Phone 3212233443 I21EEETTTT 5557775363
Fax 3215556666 S445646 2333334444
Pager
Cell Phone
Email hilli@billz .com dave @bills com alexi@bills . com
Webs=site Url

[Erter complete addres= e.g.: http:itwwrw eteamn com. Separate entries with a comma or begin on a new line. )

it M bills com

Order Placement Preference
Phane

Comments : (email, phone, fax, etc.)
VEHDOR RESOURCES
Resource Type

Generator Sk
Generator 10w

Generator 25 Wy
Generator 100 Koy

= Scroll
down to
view the

entire
form.

Comments
Figure 5 Vendor Report in View Mode
- | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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NC4 TRAINING VENDOR REPORT

The Vendor Report form contains the following:

J Vendor Status

J Vendor Information

. Vendor Resources

o Operational Details (Additional Info tab)

In addition, the Vendor Report form contains tabs with the system’s common
functions: Notification, Geo Location, Attachments & Overlays, and
Distribution & Sharing. These functions are described in detail in the Module:
Common Functions.

You will see the[ Spdas ][ Ses ][ il ][ dlose ] buttons in the upper

right corner of the Vendor Report screen in View mode depending on your
system access level and the discretion of the System Administrator. Use the
Update button to edit or add information to the report, the Delete button to
delete the report, the Print button to print a copy of the report, and the
Close button to close the report window.

I~ Deleted
reports are
removed

from active
lists but are

maintained
in history.

e COPYRIGHT © 2008 NC4
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3 Let’s get Practical with Vendor Reports

In this section of the module, you will follow a step-by-step walk through of
creating a Vendor Report. You will become familiar with the details of the
Vendor Report form and gain practical experience with the type of information

it can contain.

All class participants should log on to the system and follow along step-by-
step with the workbook.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.1 Creating Vendor Reports

To create a new Vendor Report, perform the following steps:

1 Select Vendor from the Report navigation drop down menu.

2 Click the button from the Vendor summary screen.

A Vendor Report opens in a new window as shown in Figure 6.

VENDOR REPORT

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
=4 __/ ~
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@ Heip

Vendor

*Red Label: indicates a required field.

= *Red
Label
indicates

VEHDOR STATUS a

required
Vendor Hame Status field.

Select One -

Comments

- Expand

VEHDOR INFORMATIOH

Contract Relationship in Place ? Related Event Incident [ Activity Select Clear
O oves () e

Contract Information (Vendor ID, etc.)

- Expand

Primary POC Secondary POC Alernate POC

Hame,|

Phone|

Fax

Pager|

Cell Phone

Email

Website Url

(Enter complete address e.g.: hitp s eteam.com. Separate entries with a comma or begin on = new line.]

Order Placement Preference

Select Cne -

Comments {(email, phone, fax, etc.}

|| Expand

VEHDOR RESOURCES

Resource Type

- Select

Comments
- Expand
Document Created by: conternt on 10/03/2003 =t 09:30 EST
Copyright & 2003 by NC4 Public Sector LLC, All Rights Reserved.
Figure 6 Vendor Report in Create Mode
— | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.2 Basic Info
We will cover each unique section in the Vendor form.

3.2.1 Vendor Status

This section contains the fields that describe the vendor’'s name and status.
Required fields are indicated by a red asterisk (*), as shown in Figure 7.

VEHDOR STATUS
VYendor Hame Status
Zelect Cne hd
Comments
- E:xpand
Figure 7 Vendor Status Fields
3.2.1.1 VENDOR NAME

Key in the vendor name in the required field, as shown in Figure 8.

VYendor Hame

A & W Electrical

Figure 8 Vendor Name Field

3.2.1.2 STATUS
Select a status code from the Status drop down menu, as shown in Figure 9.

Status
Green-Active - - Your
System
Select Dn_e Administrator
|Red-Inactive maintains
Green-Active
the status
Gray-Unknown lists
Blue-Closed .

Figure 9 Status Drop Down Menu

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.2.1.3 COMMENTS

Key in any comments in the Comment field to provide important additional
information regarding this vendor, as shown in Figure 10.

Comments

- Expand

Figure 10 Comments Field

If you need more space, you can click the Expand button to open the Expanded
Text Window, as shown in Figure 11.

Expanded Text Window

Figure 11 Expanded Text Window

Click the OK button to save information in the proper field.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3.2.2 Vendor Information

The Vendor Information sections contain fields that record contract
information, a related event/incident/activity report, and several points of
contact as shown in Figure 12.

VYEHDOR INFORMATIOH

Contract Relationship in Place ? Related Event Incident ! Activity Seslect Clear
) ves © Mo

Contract Information (Yendor ID, etc.)

- Expand

Primary POC Secondary POC Alternate POC
Hame|

Phune|

I I
I I
Fax| I |
I I
I I
I I

Pager|

Cell Phune|

Email

Website Url

[Erter complete address &.g.: hitp SAeeww steam com. Separate entries with 3 comma or begin on a new line. )

Order Placement Preference
Select One -

Comments (email, phone, fax, ete.)

- Expand

Figure 12 Vendor Information Fields

3.2.2.1 CONTRACT RELATIONSHIP IN PLACE?

Using the radio buttons, indicate whether there is an existing contract in place
with this vendor, as shown in Figure 13.

Contract Relationship in Place ?

Figure 13 Contract Relationship Fields

- COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3.2.2.2 RELATED EVENT/INCIDENT/ACTIVITY

The Related Event/Incident/Activity field allows you to link your vendor to an
existing event, incident or planned activity. To link one of these reports to this
Vendor, click the Select button to open the Related Event/Incident/Activity
options window, as shown in Figure 14. Click the Name link to add the report to the
Related Event/Incident/Activity field.

To unlink a report displayed in the Related Event/Incident/Activity field, click the
Clear button.

Related Event Incident / Activity  Select Clear

|E - Hurricane Fay |

"_E E TEAM Select Relevant Event - Windows L. I.Elﬂlﬁ

|{E} http:ffpre'-.-'iew.ncd.us!eteam!cummDn,-‘CDmmu:un.dD?tar| @|

-,

-
SELECT FROM OPTIOHS BELOW

N -

» A - AW Subject Humber 1

-

» A - AW Subject Humber 2

F A - IAEM Press Conference

F A - POTUS Motorcade

b A -Taste
» E-2009 Flood

b E - Explogion at Airport

¢ E - H1H1 Owutbreak

* E - Hurricane Fay

* E - Hurricane Xerxes

» E - Jet Port Bomb Threat

Cancel

0 Internet | Protected Mode: On f3 v w1 -

- -

Figure 14 Select Relevant Event/Incident/Activity Window

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
=4 __/ ~

15
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3.2.2.3 CONTRACT INFORMATION (VENDOR 1D)

In the Contract Information field, key in any necessary contract information
including the Vendor ID as shown in Figure 15.

Contract Information (Vendor 1D, etc.)
wendar ID: XLa400g| -

- Expand

Figure 15 Contract Information Field

If you need more space, you can click the Expand button to open the Expanded
Text Window as shown in Figure 11.

3.2.2.4 PRIMARY, SECONDARY AND ALTERNATE POCS

Key in the contact information, including Name, Phone, Fax, Pager, Cell Phone
numbers, and Email, into the appropriate fields for a primary, secondary, and
alternate point of contact (POC) as shown in Figure 16.

Primary POC Secondary POC Alternate POC
Hame|Larry Jones

Phune|222 333-9999

Fa:r.|222 333-8990

Pager|

Cell Phone|222 333-939(]

EmaiI|IanES@anail.cDm

Figure 16 Point of Contact Fields

3.2.2.5 WEBSITE URL

Links to Web-based resources are added via the Website URL field as shown in
Figure 17. Key in the URL entry, separating multiple entries with a comma or a line
break.

Webs=site Url

[Erter complete address e.g.: httpoitwesw . etearn . com. Separate entries with a cormma or begin on a new line. ]

f‘rt'tp:.l’.l“-.n.-'ww.awelec.cum| -

Figure 17 Website URL Field

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3.2.2.6 ORDER PLACEMENT PREFERENCE

Select the Order Placement Preference for the vendor from the drop down menu
as shown in Figure 18.

Order Placement Preference
Fhone
Select One

Fax

Pager

Cell Phone
E-Miail

Figure 18 Order Placement Preference Field

3.2.2.7 COMMENTS

Key in any additional information including contact information not previously
entered for the vendor as shown in Figure 19.

Comments (email, phone, fax, etc.)

- Expand

Figure 19 Comments Field

If you need more space, you can click the Expand button to open the Expanded
Text Window as shown in Figure 11.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
=4 _/ ~
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3.2.3 Vendor Resources

The Vendor Resources section contains fields identifying the resource type as
well as any additional comments for the resource as shown in Figure 20.

VEHNDOR RESOURCES
Resource Type

-

- Selact
Comments

- Expand

Figure 20 Vendor Resource Fields

3.2.3.1 RESOURCE TYPE

Select the Resource Type that this vendor will be supplying by clicking the
Select button and clicking the checkbox for your selection(s) from within the
Resource Type dialog window, as shown in Figure 21.

Resource Type

ESF 3-Disaster Recovery Team - Type | (See FEMA Resource Definitions) -
EMERGEMCY SUPPORT FUMCTION (ESFI-ESF #14: Long-Term Comtmunity Recovery and Mitigsation

Select

3

& E TEAM Select Check - Windows Internet Explorer SHEC] X
|\’D http:ffprevienn ncdusfetearn/popupsfmulti_select_checkboxjspHieldMame=vendorRe }rpe&picklistName:ResourceType&isKeyword:| = |

| SELECT FROM OPTIONS BELOW / |

Hame /

[ LAW ENFORCEMENT-Transport Team
[] LawW ENFORCEMENT-IMAT Team

o R

m »

Click the checkboxes for as many resource types as appropriate and then click
the OK at the bottom of the Resource Type dialog window.

Figure 21 Resource Type Field

™

e COPYRIGHT © 2008 NC4
— All Rights Reserved
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3.2.3.2 COMMENTS

Key in any additional information regarding the resources as shown in Figure 22.

Comments

- Expand

Figure 22 Comments Field

If you need more space, you can click the Expand button to open the Expanded
Text Window as shown in Figure 11.

—_— COPYRIGHT © 2008 NC4
— - All Rights Reserved
— _/ - F
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3.3 Additional Info

The Additional Info tab contains information about the operational readiness
of the vendor to support the order fulfillment as shown in Figure 23.

@ Help

[ Subrnit ][ Cancel ]

Diztribution & Sharing _

Vendor

*Red Label: indicstes a required field.

| Additional Info | Hotification Attachments & Overlays

Provide Operational Details for the Following

Gas Telphone
@ ves © Mo ) ves ) Mo
Water Radio
O ves () Wi ) ¥es () Mo
Sewer Computer Systems
) ves ) Mo ) ves ) Mo
Electric Safety Inspection Required ?
) ves ) Mo ) ves ) Mo
Heat/Air Conditioning Tagged
@ ves © Mo O Mo ) Red O vellow ) Green
Comments

- Expand

Docurent Created by cortert on 10252003 at 10:23 EST LastModified by: content on 10/02/2003 =t 10023 EST
Copyright & 2003 by HC4 Public Sector LLC, All Rights Reserved.

Figure 23 Additional Info Tab

COPYRIGHT © 2008 NC4
All Rights Reserved

20
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3.3.1 Provide Operational Details for the Following:

In the fields for this section, indicate the status of your infrastructure that
would inhibit order fulfillment, by clicking on the appropriate radio buttons, as

shown in Figure 24, and keying in any additional comments into the
Comment field as needed.

@ Help

[ Subrnit ][ Cancel ]

Attachments & Overlays | Distribution & Sharing _

Vendor

#*Red Label: indicates = required field.

I Basic Info

Additional Info

Provide Operational Details for the Following

Gas Telphone

) ves @ no @ wves () No

Water Radio

@ ves ) No @ ves ) No

Sewer Computer Systems

@ ves ) No @ ves ) No

Electric Safety Inspection Required?
@ ves ) No @ ves ) No

Heat/Air Conditioning Tagged

@ ves ) No O Mo ) Red ) vellow Green
Comments

- E:xpand

Documert Crested by contert on 1082202008 =t 10023 EST LasthModified by: content on 10/02/2009 =t 10:23 EST
Copyright & 2003 by NC4 Public Sector LLC, All Rights Reserved.

Figure 24 Operational Details Fields

If you need more space, you can click the Expand button to open the Expanded
Text Window.

et ‘ COPYRIGHT © 2008 NC4
— All Rights Reserved
-
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4 Completing a Vendor Report

The other tabs Notification, Geo Location, Attachments & Overlays and
Distribution & Sharing in the Vendor Report are covered in the Module:
Common Functions:

When you have completed the Vendor report with the information you have

available, click the button in the upper right to save it. The report is
then available in View/Update mode

You will see the[ Spdas ][ Ses ][ il ][ dlose ] buttons in the upper

right corner of the Vendor report screen in View mode depending on your
system access level and the discretion of the System Administrator. Use the
Update button to edit or add information to the report, the Delete button to
delete the report, the Print button to print a copy of the report, and the
Close button to close the report window.

You can click the E button to return to the report summary screen.

= Deleted
reports are
removed

from active

lists but are
maintained
in history.

e COPYRIGHT © 2008 NC4
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NC4 TRAINING VENDOR REPORT

Review Exercise 1 - Putting it Together

[IThis exercise allows class participants to login and create a Vendor Report.
~* In this Vendor form exercise you will login to the system and navigate to
create a new Vendor Report.
Remember, all * red label fields are required. To complete the Vendor form,
please follow the steps below:
1. Login to the NC4 Application.
2. Select Vendor from the Report navigation drop down menu.
3. Click the Create button from the Vendor summary screen.
4. On the new Vendor Report form, go to the Vendor Name field:
a. Key in the Vendor Name.
5. Go to the Status field located to the right of the Vendor Name field:
a. Click an appropriate status from the drop down menu.
6. Go to the Comments field located under the Vendor Name field:
a. Key in an appropriate comment in the field.

Remember that you can click the Expand button to add more information in
the Comment field.

7. Go to the Contract Relationship in Place field located in the Vendor
Information category:

a. Click the Yes radio button.

8. Go to the Related Event/ Incident/Activity field located next to the
Contract Relationship in Place field:

a. Click the Select Name link above the Related Event/
Incident/Activity field to open the Select Relevant Event window.

b. Click the Name link of the Event/Incident/Activity to be related to
this Vendor Report.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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NC4 TRAINING VENDOR REPORT

9. Proceed to the Contract Information comment box located below the
Contract Relationship in Place field:

a. Key in the contract number, vendor ID and contract expiration
date.

Remember that you can click the Expand button to add more information in
the Comment field. You can also use the copy and paste method here.

10.In the Primary POC section of the Vendor form located in the first
column below the Contract Information field:

a. Key in the Name, Phone number, and Email address of the vendor
contact.

Remember that you can also use the copy and paste method here.

11.In the Website URL section of the Vendor form located under the
Primary POC field:

a. Key in the Vendor’'s URL address following the guidelines on the
form.

Remember that you can also use the copy and paste method here.

12.Go to the Order Placement Preference field, located under the
Website URL field.

a. Select the appropriate information from the drop down menu in the
section.

13. Go to the Resource Type field, located below the Comments field.

a. Click the Select button located to the right of the Resource Type
field to select the type of resource that you are requesting.

b. Click the checkbox before several applicable Resource Types.

c. Click the OK button at the end of the Resource Type dialog
window.

14. Click the Submit button in the upper right of the form to enter Vendor
Report into the system.

Well done! Remember to log off the NC4 Application using the Logout button.

e COPYRIGHT © 2008 NC4
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