Related Services - How to
Enter the First Attend
Date in the Vendor
Portal



http://schools.nyc.gov/

After logging into the vendor portal, select the RS/SETSS Invoice link.
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The Vendor Pornal (vPortal) 1s the Depantment of Education’s online management tool for our vendors
This tool is part of our ongoing effort to improve your vendor experience. Here you willfind the tools to do
business with the Depantment of Education in an effective and efficient way You can now add your
organization to our bid lists to receve notifications when we have a Request for Bids (RFB) or Request
for Proposals (RFP) and other solicitations. In addition. once registered, you will be able to download
solicitations of interest to you. You may also update your vendor information, setup an e-mail address
to recewve your orders via e-mail, view your orders, and check on delivery instructions, invoices and
payment status. See the Pontal News section below for continuing information about new viPortal
functions and improvements

PORTAL NEWS

Starting on January 1, 2011 the City of New York will begin charging a $3 50 fee per paper check and
penodically deducting the fees owed by the paper check recipient from future payments. The fee
applies to the processing of paper checks, drafts or similar paper instruments, wntten for payments
issued through the City's financial managoment system. This fee, authonzed under the Rules of the
city of New York — Title 19, Department of Finance, section 9-01 of Chapter 9. is to cover the costs
related to the processing of paper checks, drafts or similar paper instruments, wntten for payments
issued through the City's financial management system and to encourage greater use of electronic
Funds Transfer (EFT) by those recening payments from the City of New York Payees are encouraqed
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*pPlease be advised if you are looking for 2013 - 2014 invoices. Please select the Search Link to locate the fiscal yvear 2014 and then enter Retrieve.
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 Select the Mandates to Process tab.
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In the Mandates to Process tab enter the first attend date and click the B
icon. Once saved the mandate will move to the Processed Mandates tab.
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