
• Select Search icon (F9) to look for Vendor ID

 

Vendor Information 

o Enter a portion of vendor name in Title Criteria.  
Note: Search is case sensitive; use wildcards to return best results. 
 % Percent Sign can be used in place of missing letters.  Surround a word with 

percent signs when searching for vendors to return all the appropriate 
possibilities. 

 _ Under Score Character acts as a placeholder for a missing character.  
 

 
In the example above, the underscore is used to return any result whether first letter is or is 
not capitalized. The percents are used so any vendor with the word enterprise anywhere in the 
name will be returned. 

o Select Execute Query (F8) to return results 
o If there is no Vendor ID for the desired vendor, enter the information in Document 

Text. 

 



o Highlight desired vendor and Select (Shift + F3)

 

  



• Vendor ID and information will automatically populate on the requisition. 

 
 

• Address Type should always be PO. If it is anything other than PO or the address is incorrect 
(because vendor has multiple locations), select the Search icon (F9). 

 
 

  



o Highlight the correct address/address type and Select (Shift + F3) 

 
 

o Tab through the vendor information to populate the updated address. 

 
 

• IF PO address type or needed address is not available; use a BI address and make a note about 
the necessary address in Document Text. 

 


