WFS Wesleyan Financial System

Vendor Lookup on the PO and Voucher Page

The Vendor field on the main document page allows a search using the “short name” of the
vendor. All vendors where the short name begins with what is typed will appear.

Voucher Entry

Voucher 1D: MEXT
Voucher Style: Regular Woucher
o

‘Invoice Number:

Invoice Date;

“Vendor: Middletown |G

Vendor ID:

‘Address: Q

Enter “Middletown” in the vendor
field, click magnifying glass, and see
19 vendors where the short name
begins with “Middletown.”

pdvanced Yendor Sear

Look Up Vendor

SetlD: WS
Short Vendor Name: | hegins with | ||MIDDLETOWN
Name 1: heging with »

Remit Vendor: begins with

Clear | Cancel

Searcl Results

Loaok Basic Lookup

1-18 of 19
Short Vendor Name Name 1 Remit Vendor
MIDDLETOVWYM-001 MIDDLETOWN ADULT EDUCATION 0000001475
MIDDLETCWYN-002 MIDDLETOWN BUILDERS SUPPLY 0000001476

MIDDLETOWMN-003 MIDDLETOW DOWNTOWMN BLISIMNESS DISTRICT 0000001477

MIDDLETOVYMN-004 MIDDLETOWMN FIRE DEPT 0000001478
MIDDLETOVYMN-005 MIDDLETOWR FOLUNDATION FOR THE ARTS 0000001474
MIDDLETOVYMN-006 MIDDLETOWT FRAMING 0000001420

MIMMT ETOMWI-ANT MDD ETOWR PAR LR &1 ITHORITS annnnma A94

OR, click the “Advanced Vendor Search” link to open a window for advanced searching.
Entering a word(s) on the Name field will find all vendors where that word is anywhere in the

“long name” of the vendor.

Vendor Lookup

Namé Middletowr|

City:

State: C,  ShortName:

Country:  |LISA QL Tvpe: Q
Postal: Class: e}

Search Results

Vendor Name

Address 1

Back to Head . .
S Enter “Middletown” on name line,

click yellow Search button and see
38 vendors where the word
“Middletown” is in the long name
of the vendor.

Max Rows

100 Searchl

T

Address 2 Addre

Select

Vendor Name

Vendor

AALIY GREATER MIDDLETOWMN
BRAMNCH

INM AT MIDDLETOWMN

4 oooooonozy

MIDDLETOWMN ADULT EDUCATION 388 MAIN 5T

Customize | Fin|
Address 1 Address 2 Address 3 Address 4
PO BOX 968
70 MAIN ST

W noonna1153
[w 001475
4 476

4 0000001477

o 0000001478

Click the checkbox to select the vendor. You will return to
the main document page with the vendor filled in.

August 2010



Vendor Address

If the vendor has more than one address, click the lookup icon to see additional addresses.

Select the address that is appropriate for your voucher.

“Vendor: YALE UNIVE-0|C,  pdwvanced Wendor Search

Vendor ID: 0000002843

‘Address: YALE UNIVERSITY

DA ANMALYSIS FACILITY ON SCIEMCE HILL

EMVIRON SCIEMCES CHMTR R 150

21 BACHEM 5T
MNEW HAVEM, CT
USA

Finding a Vendor from the Main Menu

0ea11

Every user has access to the vendor page from the main menu.

Navigation: Vendor> Vendor Information> Vendor

[ eProcurement

M aniroc Pracuramant

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all

/ Find an Existing Value

[ Supplier Contracts
I> Vendar Information e
[ Purchasing

SetlD: = v WSLYN
Vendor ID: begins with
Persistence: = v

Short Vendor Hame: | begins with »

Qur Customer Numbe

Name 1.

iddletown

:

[ Summary Y\ Address

PP

Search: | ManMenw- |
(€ Vendors
[iees Add intai d 1099, global withholdi CA EDD
i A ve vendors: <1009 oa
 Smart Solutions Add, maintain, or approve vendors; manage 1089, global withhelding, or CA .
[ Wesleyan lMenu A(ltl-'UQElaTe

Use the “Short Vendor Name” field, or for a
more complete list change the search
criteria to “contains” and enter a word that
is in the full name of the vendor.

e Click the Search button

SetlD: WELYN
Vendor ID: 0000001153

Vendor Short Hame: MM AT MID
Vendor NHame: IMM AT MIDDLETOWM
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INFAT MID-001

A summary of the vendor information
appears on the first tab and all

addresses for the vendor appear on the
Address tab.




