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Job Aid: How to Look Up a Vendor
When looking up a vendor in Peoplesoft v8.9 the following instructions must be
applied. These instructions pertain to vendors which already exist in Peoplesoft
v8.9.

@, Using Internet Explorer, go to https://inside.umassadmin.net/finance/. Click on Finance > Finance
Applications > Finance Production. Log in to the e*mpac Finance Production environment using
your Operator ID and password.

1. Vendors > Vendor Information > Add/Update > Vendor

Search: ~
> My Favorites Vendor Information
I Report Center Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

[: Employes Selt-Sernice
[ Manager Self-Service 5 = (—1
[ Supplier Contracts fdAnExshng Ra(le

[ Customer Caonfracts

[ Vendors SetlD: = v LIMASS Q
=2 Wendar Information :
< addiUpdate Vendor IDx begins with
= Yendor Persistence: = v v
B w Short Vendor Name:  hegins with + Q
— Define Vendor User Our Customer Number: heging with v Q
b Euhgg;gllaulga‘ Withalding Name 1: beding with + ||SODEXHO Q
[» Central Contractor Name 2: begins with Q
Registry -
> Purchasing endor TINNumber: | beging with + Q
> eProcurement Clinclude History  []Correct History  []Case Sensitive
(> Services Procurement
(> Grants
b Project Costing soarth | _clear | pasi searcn [ Save Seacn e

The system will navigate to BEMLEIRSIDIIIRETEN Verify that the Set ID is at UMASS
when searching for supplier/lcommodity vendors. Enter search criteria to locate the

vendor. Not all fields are required. Fill in the fields necessary to narrow down the
results. Click

Using Wildcards:

The % symbol can be used to broaden your search, when providing a name as criteria.

¢ When searching for the vendor by vendor code, enter the vendor code into the Vendor ID
field.

e When searching for the vendor code by vendor name, enter the vendor’'s name into the
Name 1 field. Using the wildcard when searching by vendor name will provide multiple
results.

¢ When searching for the vendor by tax ID number, enter the tax identification humber into
the Vendor Tax Id Number field.

e When searching for the vendor by shortname, individuals are LASTNAMEFIRSTNAME
such as DOEJANE. Regular vendors use the first three characters of each word in the
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name up to 6 characters, for example such as AMERICAN STANDARD ROBOTICS INC
will be AMESTAROB
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2 . Search: A
@ Find an Existing Value
[> My Favorites
1> Report Center SetlD: = v UMAZS Q
I> Emplovee Self-Senice | " .
> Manager Self Senice Vendor ID: begins with vH
I Supplier Contracts Persistence: = v‘ ‘ v ‘
[ Customer Contracts
L vendors Short Vendor Name: | begins with | Q
= Vendor Information Our Customer Number: | begins with ~ | Q
Name 1 begins with v |[FODEXHO Q
— Review Yendors Name 2: hegins with » \ Q
= endor User
—_ Define Vendot User Vendor TINNumber: | begins with + \ Q
1> Maintain Cinclude History  [ICorrect History [Case Sensitive

> 1099/Global Withholding
[ Central Contractor
Reaistry Search ‘ Clear ‘ Basic Gearch Save Search Criteria
I Purchasing
[ eProcurement
[ Services Procurement

Search Results

I Grants First E 15 of § E Last
E:;:ﬁf;igsé‘xnp%nses Selin |Vendor D 5"‘"‘ Vendor z::"‘;::“"'” Name 1 Persistence llame 2 ::;:‘:’r""
I Aecounts Payable " |UMASS D0DD034151 SODAME-001 (blznk) SODEXHOAMERICALLC  Reqular  (hlank) 522208633
Egzzm";”agemem lUMAGS 0000028321 SODCAMDIN-001 (blank) SODEXHO CAMPUS DINING Reqular  (blank) 231607288
(o S— UMASS 0000036000 BODINCAFF-001  (alank) SODEXHO MG & AFFILIATES Regular  (blank) 160812661
> Baneral Ledger lUMA5E 0000034150 SODOPE-O01  (alanks ‘SODEXHO OPERATIONS LLC Reqular  STOMEHILL GOLLEGE 527208083
> SC;IUF Financials/Suaply UnaSS 0000071968 B0DSER-ID1 (alankg SODEXHO SERYICES Regular  (blank) DBOBIBEED
Ell]

Upon clicking search a list of vendors to appear at the bottom of the page. Select the
appropriate vendor from the list by clicking on the vendor. If only one vendor code matches
the criteria entered, the Vendor Summary Page will default to that vendor code.

3. A page will appear that contains six panels.

Summary
SetlD: UMASS
Vendor ID: nonooz2g3zl
Vendor Short Name: SODCAMDIN S0DCGAMDIN-001
Vendor Name: SODEXHO CAMPUS DINING
order: SODCAMDIM-001 Remit To: SODCAMDIN-001
P 0 BOX 320 P OBOx 320
BRIDGEWATER, Mé& 02324 BRIDGEWATER, MA 02324
Status: Approved Last Modified By: FSBATCH
Persistence: Regular Last modified date: 01/16/2007 12:00AM
Classification: Supplier Created By: FEBATCH
HCM Class: Created Datetime: 01/16/2007 12:004M
Openfor Ordering:  eg Last Activity Date:  01/16/2007
Withholding: Mo
VAT: Mo

Summary
This panel provides a brief summary of the vendor information.
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Summary Identifying Information A Contacts Location Custom
SetlD: LIMASS Check for Duplicate
Vendor ID: o0oo0ze3
“Vendor Short Name:SODCAMDIN SODCAMDIN-001
Wendor Name 1:  [SODEXHO CAMPUS DINING
Vendor Name 2: |
“Status: ‘Classification:
‘Persistence: HCM Class:
[CIwAT Registration Registration WAT Default VAT Service Treatment Setup
Clwithholding Expand Al Collapse All
[#]open For Ordering
Vendor Relationships
[CJcorperate Vendor [ nterUnit Vendor
Corporate Vendor ID: & InterUnit Vendor 10z @
[Icreate Bill To Customer
Customer ID: Q
Our Customer Number: |
1D Numbers First (4] 1 o7 1 [ Lt
SetlD ID Humber DUNS Humber
C UMASS |231697280 [+] [=]
Identifying Information
This panel displays the Vendor Name, Tax ldentification Number, Ordering status, and
Withholding status.
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5 gummary | Identifying Information C n Custom

Seti;:  UMASS

Vendor: 0000023321  ShortVendorName: SODCAMDIN-001  Name:  S0DEXHO CAMPUS DINING

[Vendor Address Find | Wiew &Il First [ 1 of 1 [¥ Last

Address ID: 1 =
Description: [BRIDGEWATER: MA

Find sl First ({1 or 1 M Lat
Effective Date:  |01/0171801 5 =
Status:
Country: WQ United States
Address 1: [PoBOX320
Address 2: |
Address 3: [

City: BRIDGEWWATER
County: Postal: 02324
State: A . Massachusetls

Email ID: ‘

* PaymentWithholding Alt Names
PPhene Information First El 1o 1 [P Last

Address Panel

The Address panel provides the various addresses applied to the vendor code. Click the
view all link to view all the addresses applied to the vendor code. The location status states if
the location is active or inactive.

6_ Summary ldentifying Information Contacts Location Custom
Vendor Contact
setip:  UMASS
Vendor; 0000028321  ShortVendor Name:  SODCAMDIN-001 — Mame:  SODEXHO CAMPUS DINING
[Vendor Contact Find First [« 1 of 1 O] Last
Contact ID: 1 FHE
Description: |
Firct (4] 4 o 1 [M] Lot
Eff Date: 01011901 [0 EE
Status:
Type: |B\\Iing Contact v
Name: [JoHM sMITH
Title: 4R MAMAGER
Address: QU
Internet: |ht|p.11 Wiew [nternet Address
Email 1D |
Phone Information
‘Type
Busness || e | ® =
Contacts Panel
The Contacts Panel provides any vendor information related to contact persons, vendor
phone numbers, websites and emails.
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Setip:  UMASS

Vendor:

Location

SODEXHO CAMPUS DINIMNG

0000023321 ShortVendor Name:  SODCAMDIN-001  Name:

Avendor location is a default set of rules which define how you conduct business with a vendoar.
i First 4 4 of 4 ] Last

EHE

*Location: po1 Default

Description: ‘BR‘DGEWATEF" A ETY Fees

*Effective Date; |01/01/1901
Status:
Global Withholdin

Options: FPayables FProcurement Sales/Use Tax

First (1 1.0t 1 [ Last
=

Expand Al | Collanse a1l

Expand Al | Collapse Al

Location Panel

This panel indicates which location from the Address Panel, is used for pricing, ordering,
invoicing, remitting, and returning.

Note: A Vendor may have more than one vendor code applied to it. Ensure that

when choosing a vendor code, the code selected is active.

Tip: When using the wildcard to search for a vendor, limit the characters provided in

the search so as to get multiple & more accurate results.
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