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Look Up a Vendor 

 
This job aid describes how to look up a vendor in the PeopleSoft Finance 8.9 
database. 

Step 1. Log into the Finance system with your Finance Username and Password. 

 
Navigate to the following path: 

Vendors > Vendor Information > Add/Update > Vendor 
  

The Vendor Information (Find an Existing Value) page opens. 
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Step 2. 

Enter the appropriate search criteria to find the vendor, and click . 
 

 

Note:  Not all fields are required.  Fill in the fields necessary to narrow down the 
results.    

The SetID should be set to UMASS. 

The Vendor ID field can be used to search for the vendor by vendor code.  

The Name 1 field can be used to search for the vendor by vendor name. The % 
symbol can be used as a wildcard to broaden the vendor name search. When using 
the % wildcard to search for a vendor, including a small number of characters in the 
search criteria may result in multiple results and a more accurate search. 

The Vendor TIN Number field can be used to search for the vendor by tax 
identification number. 

  

The Search Results appear. 
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Step 3. Click a link for the appropriate vendor on the Search Results list.  

 

 

Note:  If only one vendor matches the criteria entered, the system will bypass the 
Search Results and immediately open the Vendor Summary page. 

  

The Vendor Summary page opens. 

 

 
 

 

Note:  The Vendor Summary page provides a brief summary of the vendor 
information. 



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

 4

 
Step 4. 

Click the  tab. 

 

The Vendor Identifying Information page opens. 

 

 
 

 

Note:  The Vendor Identifying Information page displays the vendor name, tax 
identification number, ordering status, and withholding status.     

 

Note:  A vendor may have more than one vendor code.  When choosing a vendor 
code, check to be sure that the code selected is active. 
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Step 5. 

Click the  tab. 

 

The Vendor Address page opens. 

 

 
 

 

Note:  The Vendor Address page provides the various addresses related to the 
vendor code.  Click the View All link to view all the addresses related to the vendor 
code. The Address Status indicates if the address is active or inactive.                        
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Step 6. 

Click the  tab. 

 

The Vendor Contacts page opens. 

 

 
 

 

Note:  The Vendor Contacts page provides any vendor contact information, such 
as contact persons, phone numbers, websites, and email addresses.   
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Step 7. 

Click the  tab. 

 

The Vendor Location page opens. 

 

 
 

 

Note:  The Vendor Location page indicates which location from the Vendor 
Address page is used for pricing, ordering, invoicing, remitting, and returning.   

  

 
 
 
 
  


