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Job Aid: How to Look Up a Vendor using the web lookup 

 
 If you know the 7.5 vendor id or the tax identification number of a vendor, the 

information can be entered into a web based crosswalk lookup.   
 

 
 1. 

 
 

At the Finance Page click on Reference, Vendor Lookup 

 
 
A blank web lookup will pop up 
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 2. Select the appropriate Campus for the vendor code 

 
 
 
You have the 7.5 vendor code and want to find the 8.9 campus vendor code – select Old to 
New 

 
 
Enter the vendor number, description, or Tax ID number and click SUBMIT 

NOTE: You can also download the results to Excel by checking the box “Download to Excel” 
 
The results will populate in the bottom half of the screen 
NOTE:  Description will bring back any vendors with that value in any part of its name 

NOTE:  If you would like to print the results, click “Print this Page” 
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You have the 8.9 vendor code and want to find the 7.5 campus vendor code – select New 
to Old 

 
 
Use the same steps to search as above. 
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