Vendor Management Demo
This demo begins with a new vendor filling out a Vendor Application form. The vendor manager will be notified and will request the documentation necessary to onboard the vendor.  The requested documentation can be uploaded through Forms or scanned in through Quick Fields.

Preparing the demo
Laserfiche Client or Web Access
Outlook (or whatever email client you have)
Chrome
Forms – Laserfiche/l
Quick Fields – Vendor Documents (Vendor Management demo only) 

Running the demo
	Open Vendor Management Folder on Chrome toolbar – Choose “Vendor Portal”
	This is the vendor website for Widget Tec. Forms can be embedded in existing websites.

	Click “Apply to become a vendor”
	

	Fill out application
	IF USING QUICK FIELDS, USE THESE VALUES:
Vendor Name – ABC Industries
Contact Name – Sophia Brooks

Other information on this form can be filled out as you like. Please remember the contact name you have chosen.

Show the FAQ pane.

	Submit the form and click “Return to Inbox”
	Thank you message is dynamic.

	Forms Inbox 
	Laserfiche routes tasks to the people who need to see them. 
People can go to their inbox to see an aggregation of all their tasks from any processes they’re involved in.

	Open “Vendor Manager Review” task
	Here the vendor manager determines the documents that the vendor must upload to complete onboarding.

	Select documents from the checkbox field and submit the form.
	Any combination of documents can be selected. Whatever you select here will dictate what needs to be uploaded/scanned in the rest of the demo.

	Open Outlook
	

	Email to Vendor
	The vendor receives a list and description on the documents the vendor manager has specified in the previous task.


At this point, you have two options. You can use Forms to upload documents, or Quick Fields to scan them in.
Forms
	Click the link within the email.
	This opens the document upload portal for that specific vendor.

	Enter the name of the contact and click “Verify”
	This is “Sophia Brooks” if you used the values earlier.

This is a validation step to ensure vendors only upload documents for their own accounts.

	Upload documents using the file upload fields.

Documents are in C:\Demo Files\Uploads\Vendor Onboarding
	Upload buttons will be shown for each type of document the vendor manager selected earlier.


	Submit the form.
	The uploads will be routed to the correct folder automatically



OR
Quick Fields
	Open Quick Fields
	

	Select Vendor Documents session
	We can have our Quick Fields session identify different types of documents.

	Start Scanning
	This will pull all documents that vendors “submitted.” That way, vendors can mail/fax in their documents and we can still route them to the correct folder.

When we scan the documents, we’re pulling some of the information right off the page. The rest of the metadata will be filled in by Workflow.

	Store All Documents
	When you store the documents to Laserfiche, they will go directly to the ABC Industries folder already in the repository.



Both Options
	Open Email – Vendor Manager notification
	Vendor Manager receives an email notification once all the documents are uploaded, so they don’t have to constantly monitor for updates.

	Follow link in email notification, or open Forms Inbox to open task
	The task includes a link to Web Access to the folder containing all the submitted documents.

	Approve
	

	Open Email – Vendor Welcome
	Vendor receives a customized letter as well as their unique Widget Tec vendor ID.
[bookmark: _GoBack]We’ve also stored the vendor’s information in an external database so that our other line of business applications can be updated.




Optional steps
Update Vendor Information
This piece allows a vendor to update the information that Widget Tec has on file for them by submitting a form with corrected info.
	Open Vendor Portal website
	

	Click “Update Vendor Information” (bottom right corner)
	

	Enter Vendor ID and registered phone number and click Search
	If you remember this information from the demo you just ran, you can use it.

Otherwise, you can enter:
Vendor ID: 123455
Phone Number: (562) 357-3234

This will bring up an existing vendor from our database. This database could be 

	Change the contact name or phone number
	

	Submit
	Changes will be reflected in the folder metadata under \Vendors\Onboarding\3. Approved.

Any other changes will be reflected in the Update Vendor Information form if you open it again.



Metrics – Vendor Onboarding
This bookmark will take you to the operational dashboard.  The operational dashboard allows a vendor manager to identify bottlenecks in the onboarding process, redistribute workload amongst team members, and view all applications being reviewed by their team.  
