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The vendor portal is a ‘One-Stop-Shop’ for vendors to interact with 

HBC for several key processes. This exciting new development will 

allow for much better clarity into the HBC – Vendor relationship as well 

as speed up many of the functions we participate in today. 
 
 

 
 

https://vendorpartners.hbc.com 
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Supplier Maintenance Form (SMF) 
 

Your buyer will initiate the vendor setup and designate a vendor administrator.   

 The administrator is responsible for completing the setup up form (SMF) and for 

creating/modifying user access to HBC Vendor Portal. 

 Example of notification that includes TEMPORARY login credentials is below.  The email 

will be sent from VP Admin address so check to ensure that it is not in the spam or junk  

mail box.  If notice is not received, contact the buyer to check the email address for 

accuracy. 

 

 

 

 
 

 

 

 

Website: https://vendorpartners.hbc.com 

 
 

      

https://vendorpartners.hbc.com/


    
Vendor Portal Training Guide  

External User – SMF, MMVA (The Bay & Home Outfitters only),  
AP Inquiry & Manage Users 

 

3 
  

ü Enter User Name and Password  
 

 
 
System will go directly to the pending Supplier Maintenance Form  

 Status must read Pending Vendor Clearance for review and edits 

 Mandatory fields are marked with a red asterisk for easy 

completion 
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ü Enter  GST #:  Saks Canada, The Bay & Home Outfitters vendors require a valid GST (Goods 
and Service Tax) number.  Contact Canada Revenue Agency to register or do not know the  
number. 
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ü  Review Invoice and Check Remittance selections 

ü  Enter address information (Pay to, Order From, Ship From and Return To) by clicking red         

box 

                                                              
If applicable, click Same as Pay To and the system will automatically complete each address      
section for you 

 
ü  Enter Principal Contact 
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ü Complete EDI details  
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ü Complete Other Section

 

 

 

ü  Complete Vendor Requirements  

  ¶         Domestic vendor - #1 and #2 are required 

¶         Overseas vendor  - answer #2 only 
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ü Click Submit button  

 

 

If all mandatory fields have been completed, you will receive DATA SAVED 

SUCCESSFULLY message. If not, the missing information  

will be marked in red with the word MANDATORY. 

 The status will change for the next team in the setup approval workflow. 
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For inquiries, contact vendor.control@hbc.com.  Please reference your Document ID 

number.  

 
Permanent login credentials will be sent after HBC Vendor Control team has generated 

a supplier and site number.   

 You will receive a notification as soon as the setup is complete that includes your site 

(vendor) number. 
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AP Inquiry 
 

Vendors can find out the status of invoices (paid/unpaid) using ‘AP Inquiry’ module.  

 
Click AP Inquiry on the main menu. The following screenshot will be displayed. 
 

Search 

 
Enter the required search criteria - Site #, Type (Paid, Trial Balance or Unprocessed Invoices) & 
Operating Company then click Search. The invoice, PO and payment information will be 
displayed on the same screen under the AP Transactions section. You can search by invoice 
number, PO number or check remittance. 
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Remittance Detail 
To view specific check details, enter Site #, Type (Paid), Operating Company & Check # 

 

 

You have the option to Print or export to Excel by clicking on the red excel icon.  
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Invoice Detail 
Click the invoice # in the search result. It will display the following details popup screen. 
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PO Detail 
Click on the View hyperlink under the PO List column in the search result. It will display the 
following PO details popup screen. 
 

 
 
 

 
For inquiries, contact saks.ap.helpdesk@hbc.com or hbc.ap.helpdesk@hbc.com. 

mailto:saks.ap.helpdesk@hbc.com
mailto:hbc.ap.helpdesk@hbc.com
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Site Admin/Manage User 
 

To Add up to 10 additional users to HBC vendor portal 
 
• Go to the ‘Site Admin’ tab  
• Click on the grey square (add new) on the upper left hand side of the screen  
• Key all details of the person you are adding  
• Select the ‘role’ for your new user  
• Save and Notify Users 
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Roles are managed by the vendor administrator and should be kept accurate. 

 

 
 

HBC Finance Team is unable to add access for additional external users and must 

be done by vendor administrator. 

 



    
Vendor Portal Training Guide  

External User – SMF, MMVA (The Bay & Home Outfitters only),  
AP Inquiry & Manage Users 

 

16 
  

 
 

                          
 

For inquiries, please contact APVendorPortal@saksinc.com. 

 

mailto:APVendorPortal@saksinc.com

