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peoplesoft access request form                            
SUPPLIER PORTAL

	Vendor Info
	  

	Vendor ID

 (For multiple IDs please separate with a comma “,”)
	 

	EDI Vendor? Yes/No
	

	Vendor Name*
	 

	Submission Date*
	 

	Vendor Contact Name* 

(First and Last)
	 

	Vendor Contact Email*
	 

	Vendor Contact Phone*
	 

	Lowes Buyer Contact Name* (First and Last)
	 

	Lowes Buyer Contact Email*
	 


Please define each of your potential vendor users with one row and note that users will not be allowed to share their user ids. 

Descriptions for each of the Vendor Roles listed in the table below can be found on page 2 of this document.

Note: *If you would like to participate in Bidding or Auction Sourcing events, please provide at least one vendor for the Vendor RFX/Auction User role.
	First Name*
	Last Name*
	User Email*
	Job Title
	LowesLink(
User ID
	Old Bidder User ID
	Language*
	Currency*
	Vendor Sales Representative/ Vendor/RFX/Auction User
	Vendor Account Manager/ Inventory & Distribution Supervisor/ Vendor AR Specialist
	Vendor Accounts Receivable/Billing Specialist



	 John
	Doe
	John.Doe@email.com
	
	
	
	 EN
	USD 
	 
	X
	X

	 
	 
	 
	
	
	
	 EN
	USD 
	 
	 
	 

	 
	 
	 
	
	
	
	 EN
	USD 
	 
	 
	 


	Vendor Roles and Descriptions

	Vendor Account Manager/Inventory & Distribution Supervisor/Vendor AR Specialist
	This role combination will be a super user role for the vendor. The user with this title will be able to perform all external activities within eSupplier.  If the vendor will only have one eSupplier Connection User, this user will be assigned to the Account Manager role and will be able to perform all activities for its employer. 
This role combination will have the ability to perform all of the activities below:
· Maintain vendor address and contact information

· Review Purchase Orders, Change Orders, and Order Summary information

· Responds to Purchase Orders by creating Purchase Order Acknowledgements (POAs) and reviews POA history

· Creates Advance Shipment Notices (ASNs) and reviews ASN History

· Reviews Voucher, Payments, and Balance information

· Monitors Performance Metrics; On-Time, Quality, Quantity, and PO/Receipt performance

	Vendor Sales Representative/

Vendor RFX/Auction Event User
	This role combination would normally be assigned to the employee who manages the sales orders received from Lowe’s. They could also participate in the process of bidding on sourcing events in which Lowe’s invites vendors to participate.

The Vendor Sales Representative/Vendor RFX Auction Event User role will have the ability to:

· Review Purchase Orders, Change Orders, and Order Summary information

· Responds to Purchase Orders by creating Purchase Order Acknowledgements (POAs) and reviews POA history

· Creates Advance Shipment Notices (ASNs) and reviews ASN History

· Monitors Performance Metrics; On-Time, Quality, Quantity, and PO/Receipt performance
· Submit bids on behalf of the vendor

· Counter bids on behalf of the vendor
· Accept Terms & Conditions on behalf of the vendor.

	Vendor Accounts Receivable/Billing Specialist
	This role combination would normally be assigned to the employee who manages the Customer Billing and Invoices sent to Lowe’s. 

The Vendor Invoice Creation and Review User role will have the ability to:

· Creation Self Service Invoice on the Self Service Invoice Portal.

· Accepting Self Service Agreements.

· View, Print and delete the invoices before processed as Vouchers.

· Review Invoice Cycle, Vouchers, Payments, Matching Exceptions, Supplier Dashboard and Receivables Aging Balance.

· Review Purchase Orders, Change Orders, and Order Summary information.

· Maintain vendor address and contact information.
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