
New Vendor Setup Checklist in SAP
The new vendor setup checklist in SAP ensures all necessary steps are completed for accurate and efficient vendor registration. It includes
verifying vendor data, obtaining required approvals, and configuring payment terms. Following this checklist helps maintain data integrity and
streamline procurement processes.

Checklist Items
1. Collect and verify vendor information (name, address, tax ID, bank details, etc.)
2. Obtain necessary supporting documentation (W-9, business licenses, certificates)
3. Validate vendor against approved vendor list/blacklist
4. Secure internal approvals from relevant departments (Procurement, Finance, Legal)
5. Set up vendor master data in SAP (in XK01/XD01/MDG etc.)
6. Assign appropriate account group and reconciliation account
7. Configure payment terms and methods according to agreement
8. Define purchasing organization, company code, and other relevant org data
9. Review tax and withholding settings

10. Test vendor master data with a sample transaction
11. Notify relevant stakeholders and confirm setup completion

Best Practices
Regularly audit vendor records for accuracy
Segregate duties for vendor creation and payment processing
Maintain a record of all approvals and documentation
Ensure timely updates for vendor changes or deactivation
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