
1. From the home page, click on the FIN Approvals (WRKLSTC) quick link.

2. Under Worklist, select ‘Vendor Change/Modification’ from the     drop-down.

3. Click Apply. 

4. Select the ID number. 

Approving a Vendor 
Change/Modificiation (VCM) 

Vendor Change Modification (VCM) is used to modify an existing Vendor profile, located
in the Vendor Customer Table (VCUST). Open two sessions of Vantage Financial to 
approve the modification, so you can verify information from the VCUST while looking at  
the VCM.
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  5. Copy the Vendor/Customer number.
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6. Open another Vantage Financial tab in a new window. 
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7. From the search bar, under the Page Code         search option, enter VCUST. 

8. Paste the copied number in the Vendor/Cutomer field.
  

9. Click Search. The vendor line should populate.

10. Click on the row 3-dot menu.

11. Click View.
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VCM screen

  1. Select the Smart Menu. 

  2. From the attachment Summary pop-up, select the Attachments.
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  5. Click on the tab that has a Line Action saying ‘Modify.’ 
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VCUST screen
  1. Click on the associated tab that has a change being made. 
 
  2. Verify the information is reflective of the change on the VCM screen. Remember, the 

   modifications need to match the FI 170 information. 

3. Open the attachment. Make sure the FI 170 and the W9 are filled out correctly. (a W9
     needs a tax classification and a signature)  
4. An authorized user needs to verify the legal name and TIN from https://www.irs.gov/     
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VCM screen
  1. Click on the Approve button if all the information looks accurate. 
 
  2. Click Close to exit. 
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1. If you find errors, select the 3-dot menu      in the upper-right corner. 

2. Select Comments from the Primary Actions section.
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8. Click the Reject button.

9. Click the Close to exit.

3. Click on the plus icon. 

4. Enter the Subject. 

5. Expand the line. 

6. Enter the reason why you’re rejecting the VCM in the Comments box.

7 Click Save when complete. 

4

6

7

8 9

5

3


