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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 
 

 
 

The system will navigate to . Verify that the Set ID is at UMASS 
when searching for supplier/commodity 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. 
• 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 number into 
the Vendor Tax Id Number field.   

• 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. 

 
 
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  
This panel provides a brief summary of the vendor information.  
 

pdf\epro_how_to_look_up_a_vendor_89_v1.doc 
Page 3 of 7



 

University of Massachusetts 
 

Amherst    Boston    Dartmouth    Lowell    President’s Office    Worcester 
                            

 

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 

 4. 
 
 
 
 
 
 

 

 
 
Identifying Information 
This panel displays the Vendor Name, Tax Identification Number, Ordering status, and 
Withholding status.     
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 5. 

 
 
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. 

 
 
Contacts Panel 
The Contacts Panel provides any vendor information related to contact persons, vendor 
phone numbers, websites and emails.   
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6. 

 

 
 
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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