NIS #11 – Address Book Numbers

The Nebraska Information System (NIS) bases all payments on the "Address Book."  Each employee has an address book number that will never change.  Each individual or vendor paid by the State also has an address book number, or must have one created if they are new vendors.  Those of you who participated in the recent financial document preparer or approver training learned how and where the address book number fits into the process.  

· Current Vendor:  In the training, you learned how to access the number for a current vendor.  If you find you are unable to access the vendor information in the Address Book, contact Bob Lundberg or Jean Jordan.

· New Vendor:  The information below explains how to ask that a new vendor be set up in the Address Book.  If you are paying an invoice to a new vendor (one that does not already exist in NIS), please provide the information requested below to Margaret Nehring, Marty Toumbs, or Sheila Hines in Central Accounting.  The form is also attached as a Word document, so you can save it, complete it, and send it to Margaret or Marty as an email attachment.

INFORMATION NEEDED FOR A REQUEST TO CREATE AN ADDRESS BOOK NUMBER

Vendor Name -- 

Mailing Address (up to 4 lines) -- 

City/State/Zip -- 

Entity Type (check one) --

· Person

· Corporate

· Non-Corporate

Tax ID or SSN -- 

Purpose for setting up an Address Book number (check all that apply) -- 

· Mailing Purchase Orders To

· Mailing Payments To

· Mailing Invoices To

· Add to State Purchasing's Bid List

· Ship To Location

· Customer

· Political Subdivision

RETURN THIS VIA EMAIL OR HARD COPY TO Margaret Nehring, Marty Toumbs, or Sheila Hines, who will notify you when the new vendor is set up in the NIS Address Book.
