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Vendor ID Inquiry 

How do I inquire on a Vendor ID? 
 
Navigation Path: 
>Vendors 
>Vendor Information 
>Add/Update 
>Vendor 

 
You can use the menu on the left or you can use the folders on the main screen to navigate to the Vendor Inquiry.  
 

 
 
Following the above path leads to the following screen: 
 

 
 
 
Because the Vendor file is shared with the state, we will select “SHARE” as our SetID. 
 
The preferred method for identifying a vendor ID would be to use the Name 1 field.  If you are not certain of the name 
your vendor is listed as in the system, change the search option in the drop down menu.  Available options are:   
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We’ll select begins with and do a search for “GE.”  You might find better success in your searches by using contains from 
the dropdown menu in the Name 1 line.   
 

 
 

 
Once you’ve entered your criteria.  Click “Search.” 
 
The Search Results are displayed below the criteria input fields. 

 
 
We’re looking for the Purchasing Card vendor, which is GE Corporate Payment Services, Vendor #70485.   
 
Click on the vendor’s name to obtain more information about this vendor. 
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Vendor Information 
Each tab has information on the vendor.  Feel free to click on each one; however, most information that will be 
pertinent to you can be found on the Summary tab. 
 
The Summary tab contains a brief summary of the vendor including the Vendor ID, full Vendor Short Name, full Vendor 
Name and address. 

 
 
Let’s look at another vendor. 
 
Using contains in the Name 1 dropdown menu, let’s search for the vendor Gaffaney’s. 

 
 
Click Search and let’s view our results. 
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Search Results 

 
 
 
Let’s click on Gaffaney’s – Grand Forks. 
 

 
 

Notice the address for Gaffaney’s 
identifies the user to “choose correct 
location.”  Click on the Address tab. 
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Address Tab 
 

 
View All Addresses 
   
 
 

As you can see, 
there are 6 

different addresses 
for Gaffaney’s – 

Grand Forks.  Click 
View All to find the 

right one. 

Notice the Address ID and Description. 

Find the vendor address which is 
most applicable to you. 
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