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Introduction

Your organization is dynamic,  

constantly changing to realize new 

opportunities and address new threats. 

It would probably be fair to say that many things change within your organization every day. The speed of change 
is accelerating, and we don’t always know what the changes will be. 

This is especially true about vendor information. Every day you collect information from new vendors and 
make changes and add information to existing vendors. From the outside it sounds simple, but experienced 
practitioners know better.

Manual and legacy vendor onboarding procedures can slow down the speed, accuracy and completeness of 
collecting and managing vendor information. They can be costly, cause expensive and sometimes disruptive 
exception items, increase exposure to security and fraud risks and may cause vendor relationship issues. 

In some cases, all vendors do not have the same information requirements. Different categories of vendors may 
be required to provide different types of information, complete different forms or be approved through different 
vendor approval workflows. 

In addition, vendors can soak up valuable and increasingly scarce staff time by emailing and calling for answers 
to invoice and payment status questions. 

Staying on top of it all can be challenging, and one thing is certain – your business will not be the same 
tomorrow. The types and amount of vendor information you collect, verify and manage will change and is likely to 
increase. 

VendorInfo and InvoiceInfo are vendor portals built on foundations of unparalleled configuration flexibility 
and outstanding response time to change requests. Our primary objective and reputation is for fitting every 
customer’s vendor information acquisition and management requirements precisely, both today and as 
tomorrow’s changes arise.

This report will explain how a vendor portal streamlines vendor registration and information management and 
allows vendors to get answers to invoice inquiries by themselves. Done effectively, this leads to recouping 
thousands of hours, increasing control over vendors, providing visibility into vendor behavior, generating 
actionable metrics and analytics and highlighting operational insights into process improvement opportunities.



How VendorInfo and InvoiceInfo Portals Support Initiatives for Efficiency, Controls, Security and Verification 4

further compounded by the growing 
reluctance to send sensitive 
information via email.

Vendor registration can be a tedious 
pdf or paper-intensive process. 
Vendor information, including 
government forms such as W-9’s 
and W-8’s, must be collected and 
verified for accuracy. Activities 
include verifying vendor name, 
address, taxpayer identification 
number (TIN), whether or not the 
vendor is listed on the Treasury 
Department’s Office of Foreign 
Assets Control (OFAC) lists of 

Vendor Onboarding and 
Profile Management

 o Delayed receipt of urgent, 
critical vendor information

 o Extensive efforts by many to 
obtain onboarding documents 
and vendor information

 o Information received from 
vendors may be incomplete 
and/or incorrect, requiring one 
or more additional outreaches 
to vendors for resolution

 o Too many people involved in 
the process to train properly

 o Manual verifications of TINs, 
addresses, OFAC and other data

 o Concerns about sensitive 
information being 
transmitted by email

 o Watchlists not being verified

 o Elimination of manual 
data entry and paper

New vendor set up is a critical time 
to validate vendor information in 
order to prevent fraud, ensure vendor 
master file accuracy and meet 
compliance obligations. But increased 
procedural efforts and cyber risk 
are creating security, control and 
compliance gaps. Inefficiency is 

Vendor onboarding and profile information management present risk, control, 

efficiency, cost and timing challenges:

Vendor onboarding and profile information 

management present risk, control, efficiency, 

cost and timing challenges.

65%
of Americans say they feel 

good about themselves and 

the company when they can 

solve a problem without 

talking to someone
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entities with whom it is illegal to do 
business and whether the vendor 
is already in the vendor master file. 
Incorrect TIN’s and vendor presence 
on OFAC lists can result in substantial 
fines. Duplication in the vendor master 
can result in duplicate payments.

W-8 forms are particularly onerous on 
both vendors and companies because 
it is difficult for the vendor to select 
the correct W-8 version to use, while 
the forms’ inherent complexities make 
them difficult to complete accurately. 
This causes companies receiving 
W-8’s from vendors to spend 
additional time manually checking 
them for errors and communicating 
with vendors to make corrections. 
And, if withholdings are not handled 
properly, organizations can be faced 
with penalties.

VendorInfo’s software-as-a-service 
provides simplified, easy-to-use, 
convenient and secure procedures 
that increase control, process 
visibility and efficiency across wide-
ranging operations. Risk is reduced 
by standardizing procedures that 
ensure compliance, accuracy and 
activity tracking. Cost is reduced 
by streamlining and automating 
procedures, improving timeliness and 
eliminating paper and pdf’s. 

VendorInfo provides:  

 o Standardized processes for timely vendor onboarding

 o Complete and accurate vendor information

 o Visibility, transparency and audit trails

 o Elimination of unsecure emails that contain sensitive information

 o Vendor and internal activity tracking

 o Strengthened process control 

 o Decreased manual procedures, errors and paper

 o Set up of all vendors prior to receiving invoices

 o Elimination of paper and pdf’s

 o Negligible impact of change to the organization

 o Accommodation of customized forms and documents

 o Accommodation of customized vendor approval workflow rules 

 o Easier, more efficient management of the vendor database

 o Minimization and elimination wherever possible of manual data entry

 o Automated vendor verification (TIN, OFAC, etc.)

 o Elimination of email loops, fax and snail-mail from vendor add  
and approval process

 o Reminders to vendors with incomplete document  
submissions

VendorInfo’s software increases  
control, process visibility and efficiency 
across wide-ranging operations. 
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Whether the organization has 
dedicated service staff or individual 
team members who are balancing 
vendor service duties with other 
tasks, these activities incur a cost that 
is not always shown separately as a 
component of cost per invoice. But, in 
reality, this can be a significant factor 
of invoice processing cost when 
including salaries, benefits, taxes, 
equipment, supplies and training for 
members of the customer service 
team, plus their manager’s time. 
This does not include the soft costs 
that are incurred when AP staffers 
are balancing customer service with 
other tasks and errors made when 
workflow is interrupted. There is also 
the soft cost of dealing with difficult 
personalities, which can be distracting 
to AP team members.

By automating vendor service via a 
self-service portal, 80% of vendor 
inquiries can be handled online 24/7, 

Vendor Invoice, Payment 
Status and Statement 
Reconciliation Inquiries 

Research shows that across all industries, on average, inquiries are made on  

11% of all invoices received and take eight minutes each to resolve. The majority 

of the calls and emails are about invoice payment status. 

80%
The fully burdened cost of 

your dedicated team can  

be reduced as much as  

80% over time  if your  

suppliers adopt inquiry  

self-service.

.55¢
The per invoice 

processing cost to handle 

vendor and internal invoice 

inquiries
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drastically reducing calls, emails and interruptions to streamline operations, reduce cost and deliver high levels of  
service to vendors. As a result, your team has greater bandwidth to spend on high-priority, high-level work. 

InvoiceInfo simplifies the way vendors get online answers to their invoice,  
payment status and statement reconciliation questions and submit invoices  
and other documents online. The InvoiceInfo portal:

 o Provides vendors with the ability to get answers themselves immediately

 o Eliminates emails and voice mails

 o Automatically reconciles vendor statements

 o Provides process visibility, transparency and metrics

 o Is accessed by internal and external users

 o Establishes scalability 

 o Standardizes process control 

 o Minimizes and eliminates manual look ups

 o Provides for invoice upload 

InvoiceInfo also provides analytic reporting and metrics that identify duplicate invoices and payments, untaken  
credits and actionable insights into process improvement opportunities for their operations.

TIP 1   Confirm vendor self-service supports objectives

TIP 2    Create an organizational and financial case that 

lines up with objectives

TIP 3   Discuss, don’t present 

TIP 4   Support your case with metrics 

TIP 5   Get internal support

TIP 6   Get references

TIP 7   Understand the implementation process

Tips for gaining internal support for supplier self-service

Some self-service 
portals charge 

suppliers participation 
fees which has a 

negative effect on 
adoption and usage.

Across all industries, 

on average, inquiries 

are made on 11% of all 

invoices received and take 

8 minutes each to resolve.

11%
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VendorInfo and InvoiceInfo are software-as-a-service vendor portals by Financial Operations Networks 

(FON). Started in 2002, FON founded The Accounts Payable Network, The AP Certification Programs, and 

the AP and P2P Leadership Conference helping nearly 5,000 companies improve their P2P operations.

About VendorInfo and InvoiceInfo
VendorInfo and InvoiceInfo are the leading plug-and-play vendor portals that 

allow customers to focus on targeting today’s vendor information requirements for 

efficiency, control, security and verification. 

In most organizations the legacy 
procedures used for obtaining 
critical information required from 
vendors and returning emails and 
phone calls with answers to invoice, 
payment status and statement 
reconciliation questions involves 
multiple manual and semi-manual 
steps and are subject to greater cyber 
and compliance risk than generally 
realized. The reasons for this are 
many, including growth that has 
led to increased organization size, 
complexity and decentralization; 

use of unsecure email for sending 
sensitive information; increased 
cyber threats and compliance 
requirements that change over time.

Because every company is different, 
dedicated implementation teams 
work closely with each customer 
to fully understand their processes, 
procedures, forms and vendor approval 
workflows, and then customizes each 
organization’s specific requirements 
into practical, effective and affordable 
implementations. 

Eliminate emails with 
sensitive information 
that are not secure.
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Implementing VendorInfo for vendor 
onboarding and profile management 
or InvoiceInfo for invoice, payment 
status and statement reconciliation 
questions will:

 o Reduce security risk and emails 

 o Lessen compliance risk

 o Strengthen process control 
and internal controls

 o Lower soft and hard cost 

 o Decrease manual 
procedures and paper

 o Provide clear operational 
visibility and transparency

 o Keep procedures updated

Customers such as MasterCard, 
Adobe, Fox News, Holland & Knight, 
Emory University, Waste Management 
and Texas Children’s Hospital rely 
on VendorInfo and InvoiceInfo 
for powerful, customizable and 
affordable vendor portal solutions. 

For further information email 

info@vendorinfo.com or call  

(678) 335-5735.


