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TO SET YOURSELF UP AS A NEW VENDOR:

1. Open up “Nsite”.
1. Go to “Applications” in the header.
1. Click on “online check request” in the column on the right.
1. The “Check Online Check Request” screen should open up, from here you will need to choose “check request management”.
1. From the “check request management” screen, click on “new check request” at the bottom right (any previous requests you have started will show up on this screen).
1. On the “check request form” screen you will click the link for “set up new vendor”, this will take you to the “add vendor form”.
1. Once on the “new vendor form” all red fields will need to be filled out.
6. Fields at the top should self-populate with Rachel’s info and your own
6. Use your name for the vendor name
6. Use your SS# for the tax id (with dashes)
6. Vendor class should be “reimbursement”
6. The address and phone number should be your own
1. One fields are complete, click on “submit form” (this will be sent on for approval by AP and manager). At this point you can go back and complete an online check request. Instructions for this are attached.

For reimbursement of dues, travel, etc. – Practice Manager will submit if receipts are turned in.

