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28. View Existing Vendors- NOA0O3

This procedure describes how to lookup vendor datafor
purchasing and reporting disbursement purposes. The
vendor datais viewed viathe CSPS “Vendor Look Up
Screen” (NOAQO3).

Designated procurement personnel, requisitioners, and
finance personnel will be accessing this screen to view
vendor data.

Querying a vendor begins when either the user needs to find
avendor or when Procurement or Finance personnel need to
resolve discrepancies between new and existing vendor
profiles.

From the Main Menu, select Look Up. From the Look Up
menu, select Procurement. From the Procurement menu,
select “NOAO0O03 - Vendor Look Up Screen”. Or from the
Main Menu, select Transaction. From the Transaction
menu, select “NOA003 - Vendor Look Up Screen”. Follow
the steps below to use NOA0O3.
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28.5 Querying a
Vendor Profile  display one or more vendor profiles. This screen can only

This procedure describes the steps necessary to query and

be used to view vendor profiles but not to create or edit any
vendor profiles.

Note: Because the form for viewing a vendor profile on
NOAO0O03 is the same as for viewing a profile on the
“Vendor Maintenance Screen” (PM002), only the
differences between the two processes are outlined below.
Reference procedures “ Section 16 - Set Up/Maintain
Vendors’ for more information on PM002's vendor creation
functionality.

Note: This Look-up excludes employee data.

NOAO0O3 - Vendor Maintenance Lookup Screen

E}f" Yendor Maintenance Screen [PMO002)
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STEP

ACTION

Place the cursor in the NAME field and click on the “ Enter Query” icon on the
toolbar. Then, there are several options for querying:

To retrieve all records in the system, do not enter datain any of the fields.

To retrieve only a subset of records, enter the relevant information in the
applicable fields to narrow the search. The ‘%’ character can be used in most
fields asawildcard character. For example, to query all records that include an
‘r', type %r%.

To retrieve records associated with a specific classification, click in al
applicable CLASSIFICATIONS radio buttons.

Two additional fields that may be queried uponare TIN and CITY. TheTIN
field contains the TIN number of the vendor. Note, that no two vendors will
have the same TIN number. The CITY field contains the name of the city that
could be found in any address. For example, if Gaithersburg is queried upon in
the CITY field, all vendorsthat have at least one address with Gaithersburg as
the city, will be retrieved.

Click the “Execute Query” icon in the toolbar to execute the query. The system
will retrieve all vendor profiles meeting the specified criteria

Use the “up” and “down” arrows in the toolbar or on the keyboard to view the
different vendor profiles.
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