
Customer/Vendor/
Employee Information

This click-thru introduces the 
Customer/Vendor/Employee Information in Contract 

Management and shows how to set up, maintain, 
and approve prospective vendors and customers.

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.
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Use the Manage Contract Management Customer Info screen to enter and maintain information for 
prospective customers that may be associated with your opportunities. 

Prospective customers must be approved using the Approve Prospective Customers screen before they can 
be used in contracts, subcontracts, projects, and invoices. After approval, prospective customers become 
regular customers.

You can also use this screen to view and manage information for regular customers. Note, however, that not 
all fields are editable for regular customers.

Follow the steps on the next slides to 
accomplish the Manage Contract 

Management Customer Info screen.
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Enter a unique prospective customer 
ID, or leave this field blank to have 
Costpoint automatically assign an ID if 
the Auto-Assign Customer 
Prospect IDs check box is selected 
on the Configure Contract 
Management Settings screen.

A
View the customer 
account number.

B

This field is not editable for both prospective 
and regular customers. This is labeled as:
• Future Customer Account — For 

prospective customers. You set up future 
customer accounts on the Approve 
Prospective Customers screen.

• Customer Account — For approved or 
regular customers. The customer account 
displays as a hyperlink that you can click 
to open the Manage Customers screen 
and view additional information about the 
customer.
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View the customer record status, which can be 
Customer or Prospective Customer. For new 
records, this automatically displays Prospective 
Customer.
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Enter the prospective customer name in the 
Name field. The Long Name defaults from 
the Name you entered, but you can edit it.
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Use the General tab to enter general information 
about customers or prospective customers.
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Enter or select the customer 
type for the prospective 
customer.

F

View the status of the customer or prospective 
customer (Hold, Ok, Pending, or Warning). For 
prospective customers, it defaults to Pending.

G

Enter the customer or 
prospective customer website.
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Use the Notes tab to enter relevant 
notes or comments about customers 
or prospective customers.
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If not yet open, click this link to 
access the Address/Contact 
Info subtask.
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Use the Address/Contact Info subtask to 
view and manage customer address and 
contact information. Click New to add a new 
line. K

For a prospective customer, all fields on this subtask are 
editable. For a customer, all fields are read-only. 

You can use the Contacts subtask on this subtask to add 
new contacts for prospective and regular customers. For 
regular customers, you can add new contacts but you cannot 
update or delete existing or newly added/saved contacts.
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Click this link to open the 
User-Defined Info subtask.
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Click New to add a new 
line, or click Autoload to 
automatically populate the 
User-Defined Info subtask 
with data available on the 
Manage Customer User-
Defined Labels screen. 

M

Use the User-Defined Info subtask to view and manage user-
defined customer information. User-defined fields are set up 
on the Manage Customer User-Defined Labels screen.

For prospective customers, some fields on this subtask are 
editable. For regular customers, all fields are read-only. 
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Use the Approve Prospective Customers screen to approve prospective customers before they can be 
selected as a customer on a project, contract, or subcontract, or be used in invoices. 

All prospective customers with a Pending status in the Manage Contract Management Customer Info 
application are automatically displayed. After approval, the status changes to Ok and their customer record 
status is changed to Customer, and can then be used in projects and invoices. 

You can also use this screen to view and manage information for regular customers. Note, however, that not 
all fields are editable for regular customers.

Follow the steps on the next slides to 
accomplish the Approve Prospective 

Customers screen.
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Enter a unique customer 
account for the prospective 
customer.

A

You must enter a value in this field before you 
can approve a prospective customer. You can 
leave this field blank and save the prospective 
customer record, but you will not be able to 
approve it.
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To approve a single prospective 
customer, click the corresponding 
Approval Code drop-down list of 
the prospective customer and 
select Approved.
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To approve or disapprove multiple 
prospective customers, click the 
Approve All or Disapprove All
button after making your 
selection.

C

Here are some guidelines when selecting records:
• To select all records, click the Select All Rows check box. 
• To select multiple contiguous customers, hold the SHIFT key on 

your keyboard and highlight those rows with your cursor.
• To select multiple non-contiguous customers, hold the CTRL key on 

your keyboard and highlight those rows with your cursor.
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Click Save or Save & Continue to 
save the record.
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Use the Manage Contract Management Vendor Info screen to set up prospective vendors that can be linked 
to opportunities.

Prospective vendors must be approved using the Approve Prospective Vendors screen before they can be 
used in contracts and projects. After approval, prospective vendors become regular vendors.

You can also use this screen to view and manage information for regular vendors. Note, however, that not all 
fields are editable for regular vendors.

Follow the steps on the next slides to 
accomplish the Manage Contract 
Management Vendor Info screen.
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Enter a unique prospective vendor ID, 
or leave this field blank to have 
Costpoint automatically assign an ID if 
the Auto-Assign Vendor Prospect 
IDs check box is selected on the 
Configure Contract Management 
Settings screen.

A
View the vendor ID.

B

This field is not editable for both prospective 
and regular vendors. This is labeled as:
• Future Vendor ID — For prospective 

vendors. You set up future vendor IDs on 
the Approve Prospective Vendors screen.

• Vendor ID — For approved or regular 
vendors. The vendor ID displays as a 
hyperlink that you can click to open the 
Manage Vendors screen and view 
additional information about the vendor.
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View the vendor record status, which can be 
Vendor or Prospective Vendor. For new 
records, this automatically displays Prospective 
Vendor.
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Enter the prospective 
vendor name.
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Use the General tab to enter general information 
and legal classifications for prospective vendors.
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Enter the payment terms to 
be used as a default when 
entering vouchers for the 
prospective vendor.

G
Enter the areas of 
specialty of the vendor 
or prospective vendor.

H
Enter the prospective 
vendor long name.
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Enter the vendor or prospective 
vendor website.
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Enter the Data Universal 
Numbering System (DUNS) 
number for the prospective 
vendor.

K

View the prospective 
vendor approval status. 
This field displays either 
Pending or Approved.

J

Enter the Government 
Entity (CAGE) code for 
the prospective vendor.
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Use this group box to enter information 
about the business classifications of the 
prospective vendor.
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Use the Notes tab to enter relevant notes 
or comments about vendors or prospective 
vendors.
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If not yet open, click this link to 
access the Address/Contact 
Info subtask.
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Use the Address/Contact Info subtask to 
enter and maintain information about vendor 
addresses. Click New to add a new line.

P

For a prospective vendor, all fields on this subtask are 
editable. For a vendor, all fields are read-only. 

You can use the Contacts subtask on this subtask to add 
new contacts for prospective and regular vendors. For 
regular vendors, you can add new contacts but you cannot 
update or delete existing or newly added/saved contacts.
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Click this link to open 
the Vendor Employees 
subtask.
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Use the Vendor Employees subtask to 
assign vendor employee identification 
numbers for billing and payment purposes. 
You can also view specific information, 
which you can use to identify if vendor 
employees meet the requirements needed 
for opportunities, contracts, and/or 
subcontracts. 

Click New to add a new line. R

For a prospective vendor, all fields on this 
subtask are editable. For a vendor, all fields 
are read-only.
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Click this link to 
open the NDA 
subtask.
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Use the NDA subtask to browse for, add, or 
launch non-disclosure agreement (NDA) 
documents from a network location, and 
associate them to vendors. 

Click New to add a new line.
T

The fields are enabled and editable for both 
vendors and prospective vendors.
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Click this link to open 
the Teaming Agreement 
subtask.
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Use the Teaming Agreement subtask to 
browse for, add, or launch teaming 
agreement documents from a network 
location, and associate them to vendors.

Click New to add a new line. V

The fields are enabled and editable for both 
vendors and prospective vendors.
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Click this link to open 
the User-Defined Info 
subtask.
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Click New to add a new 
line, or click Autoload to 
automatically populate the 
User-Defined Info subtask 
with data available on the 
Manage Vendor User-
Defined Labels screen. 

Use the User-Defined Info subtask to enter, edit, and view 
values for user-defined fields for a vendor. User-defined 
fields are set up on the Manage Vendor User-Defined Labels 
screen.

For prospective vendors, some fields on this subtask are 
editable. For regular vendors, all fields are read-only.
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Use the Approve Prospective Vendors screen to approve prospective vendors before they can be used in 
vouchers and cash disbursements.

After you approve vendors with a Pending status, their vendor status is changed to Vendor in Manage 
Contract Management Vendor Info, and they can then be used in vouchers and cash disbursements.

Follow the steps on the next slides to 
accomplish the Approve Prospective 

Vendors screen.
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Enter a unique vendor ID, or leave this field 
blank to have Costpoint automatically assign an 
ID when you approve the prospective vendor, if 
auto-assignment of vendor IDs is enabled on 
the Configure Vendor Settings screen.

B

If the auto-assignment of vendor IDs is not 
enabled, you must enter a value in this field 
before you can approve a prospective vendor. 
You can leave this field blank and save the 
prospective vendor record, but you will not be 
able to approve it.

Enter or select the accounts 
payable (AP) and cash account 
descriptions that you want to 
assign to approved vendors.
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To approve a single prospective vendor, click 
the corresponding Approval Code drop-down 
list of the prospective vendor and select 
Approved. 

You can also disapprove the selected vendor 
by selecting Not Approved.
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To approve or disapprove multiple 
prospective vendors, click the 
Approve All or Disapprove All button 
after making your selection.

D

Here are some guidelines when selecting records:
• To select all records, click the Select All Rows check box.
• To select multiple contiguous vendors, hold the SHIFT key on your 

keyboard and highlight those rows with your cursor.
• To select multiple non-contiguous vendors, hold the CTRL key on 

your keyboard and highlight those rows with your cursor.
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Click Save or Save & Continue to 
save the record.
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Use the Manage Contract Management Employee Info screen to view 
information about your employees, so you can determine the employees that 
have the training, skills, and security details necessary to work on potential 
contracts and opportunities.

All fields on this screen and its subtasks are read-only. Employee 
information needs to be modified on the Manage Employee Information 
screen under the People domain.

Follow the steps on the next slides to 
use the Manage Contract 

Management Employee Info screen.
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Click this link to open the Degrees 
subtask and view the employee 
education information.
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Click this link to open the Certifications 
subtask and view the certifications 
obtained by the employee.
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Click this link to open the 
Skills subtask and view the 
employee’s skills.
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Click this link to open the 
Training subtask and view the 
employee’s training information.
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Click this link to open the 
Security subtask and view the 
employee’s security details.
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Click this link to open the Opportunities 
subtask and view information on opportunities 
associated with the employee.
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Click this link to open the Contracts 
subtask and view information on 
contracts associated with the employee.

G

Customer/Vendor/
Employee Information

Manage Contract 
Management Customer Info

1

Approve Prospective 
Customers

2

Manage Contract 
Management Vendor Info

3

Approve Prospective Vendors

4

Manage Contract 
Management Employee Info

5



This concludes the 
Customer/Vendor/Employee Information 

click-thru.
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