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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.

Search: A

[> My Favarites Vendor Information
> Report Center Enter any information you have and click Search. Leave fields blank far a list of all values

[ Employee Selt-Senice
[- Manager Self-Service = = [—W
[ Supplier Contracts 0SNG E(0S

[ Gustomer Contracts

[ Vendors SetiD: = v UMASS Q
< Wendar Informatian —
< AddfUpdate Vendor ID: beging with +
= Yendar Persistence: = v v
: w Short Vendor Name: | beqgins with + Q
— Define Vendor User Qur Customer Number:| begins with Q
. ? Dhgg}gﬁ'ga‘ Witolging | Name ©: hegins with v [SODEXHO Q
[» Central Contractor Name 2: heging with Q
Renistry A
> Purchasing Vendor TINNumber: | beqgins with + Q
- eFrocurement Cinciude History [l Corect History  []Case Sensitive
[ Bervices Procurement
[ Grants

> Project Costing earch ‘ Clear | Basic Search Bl Save Search Criteria
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Step 2.

Enter the appropriate search criteria to find the vendor, and click — e )

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.

Search: A

@ Find an Existing Value
[ Wy Favorites
[ Report Center SetlD: =¥ LUMASS Q
I Employee Seff-Genice
[> Manager Self-Senvice
[ Supplier Contracts
> Custormer Contracts

Vendor ID: heging with

Persistence: =

- Vendars Short Vendor Name: | begins with v qQ
= Wendor Information Our Customer Number:| begins with Q
Name 1: beging with + [SODEXHO Q
- Review Yendors Name 2 begins with v Q

— Wendar User
— Define Yendor User Vendor TINNumber: | begins with + Q

> Maintain [nciude History [ Correct History [ Case Sensitive
[ 1099/Global Withhalding
> Central Contractor
Regisliy Searth | _ Clear | pasicSearch () Save Search Criteria
I Purchasing
1> eProcurement
[ Services Procurement
I Grants
[> Project Costing
I Travel and Expenses
I Accounts Payable
[- Asset Management
1> Banking
I Comnmitrment Control
[ General Ledger

Search Results

ILUMAGE 0000034151 SODAME-001 hlank
LIMASS 0000028321 SODCAMDIN-D01  (blank)
LIMASE 0000NZANN0 SODINCAFF-001  (blank)
LMASS 0000034150 SODOPE-001 (blank)

SODEXHD AMERICA LG

Reqular

SODEXHD CAMPUS DINING - Reqular
SODEXHO INC & AFFILIATES Reqular
SODEXHO OPERATIONS LLC Reqular

622208632

231697289
AR0E 26if1

MEHILL COLLEGE 522208088

I Set Up Financials/Supply LhASS 0000021868 SODSER-001 hlank) SODEXHO SERVICES

Reqular

0RNEIAA50

Chain
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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.
[ summary T T T T T ]
SetlD: UMASS
Vendor ID: oooooze3z
Vendor Short Name: SODCAMDIN SODCAMDIN-001
Vendor Name: SODEXHO CAMPLIE DINIMNG
Order: SODCAMDIN-001 Remit To: SODCAMDIN-001
P 0 BOX 320 PSETELER
BRIDGEWWATER, M#& 02324 ERIBIEISOA S T e

Status: Approved Last Modified By: FSBATCH
Persistence: Regular Last modified date; 011162007 12:00AM
Classification: SUDD”BT’ Created B_V' FSBATCH
HCM Class: Created Dateftime: 0111 62007 12:00AM
Open for Ordering:  Yes Last Activity Date: 017162007
Withholding: Mo
VAT: Ma

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

‘\~ information.
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Step 4.

Click the [dentifying Information tab.

The Vendor Identifying Information page opens.

Summary Identifving Information Ad 3 Co cis Location £ orm
SetlD: UMASS Check for Duplicate
Vendor ID: oooo0ze3z

“Wendor Short Name:|SODCAMDIN SODCAMDIN-D01

“endor Name 1:  |SODEXHO CAMPUS DIMING

Vendor Name 2: |

‘Status: Approved v *Classification: Supplier v
‘Persistence: HCM Class:

VAT Registration Registration VAT Default WAT Service Treatment Setup

Clwithholding Expand All | Collapse Al
Open For Ordering

Vendor Relationships

[ corporate Vendor [Jinterunit Vendor

Corporate Vendor ID: < mterunit Vendor ID: Q

Create Bill-To Customer

[[Jcreate Bill To Customer

~ Additional ID Numbers
Customer I0: Q

Our Customer Number: |

ID Numbers e | Find | First (4 1 ot 1 [ Last

Tyne SetiD ID Number DUNSMumber | |
TN QL UMASS [z21607280 =

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

Location Custom

seti;:  UMASS
Vendor; 0000028321  ShortVendor Name:  SODCAMDIN-001  MName:  SODEXHO CAMPUS DINING

[Vendor Address I | First (4] 1 o 1 ] Last
Address ID: 1 =
Description: |FRIDGEWATER mA

Find an First 41 or M et
Effective Date:  [01/0171801 | =l
Status:
Country: WO\ United States
Address 1: [P oBOX 320
Address 2: \
Address 3: |

City: BRIDGEWATER
County: Postal: 02324
State: WA QU Massachusetts

Email ID: |

* Payment/Withholding Alt Names

Note: The Vendor Address page provides the various addresses related to the
:h 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 EEEUEEET tap.

The Vendor Contacts page opens.

Bummary Identifying Infarmation ] Contacts Location Custom

Vendor Contact

Setip:  UMASS

vendor: 0000028321  ShortVendor Name:  SODCAMDIN-001  Name:  SODERHO CAMPUS DINING

Vendor Cortact ind & First (1 1 1 1 0] Last
=l

Contact 1Dz 1

Description: |

First (] 1 or 1 [H Last
Eff Date: 01/01/1901 [+ EE
Status:
Type: [ Billing contact v
Name: [JOHN sMITH
Title: AR mAMAGER
Address: Q
Internet: |hﬂp-” Wiew Internet Address
Email ID: |
Phone Information Custotmize | Find i [ 1 af 1 Last
Type Prefix Telephone ension
Dusnzss )| e o5 | =l

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

Click the EEEEIT tap,

The Vendor Location page opens.

Location

Summary ldentifying Information

SetiD:  UMASS
Vendor: 0000028321  Short Vendor Name:  SODCAMDIN-001  Name:  S0DEXHO CAMPUS DINING

Avendor location is a default set of rules which define how you conduct business with a vendor

First El 1 of 1 |E Last

+
*Location: Do Default =l

|EIRIDGEWATER MA ETY Fees

Description:

First El 1of 1 IE Lazt

FE

*Effective Date; |11/0111801
St

. E d All Call All
Options: Payables Procurement SalesflUse Tax Global Withholding 2R ‘ B |
} Additional ID Numbers

} Internet Address

Expand all | Collapse Al

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




