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Access the Financial Production database:   https://my.uh.edu/fs 

Or, See the SignOn Financial Production job aid. 
 

 

                                                          NAVIGATION 
 

 
From the Menu select: 
       Vendors 

 Vendor Setup/Maintenance 
     Vendor Information 
 

 

 

 

  
 
Option:   

In order to have more viewing of 
Voucher panel, minimize the 
Menu by clicking on the red minus 
sign. 
 
 
 

It will then appear as an Expand button  
 if needed again.  

 

 

       
 

                  INSTRUCTIONS 
 

 
Vendor Information Panel 
 
STEP 1: 
 

 SetID – default, 00797 
 

 Short Vendor Name –  
- Enter the short vendor name or a 

partial name.  
-(Or Vendor ID, if known.) 

 

 
 

Be sure to add 
to “Favorites”!

Remember to 
use ALL CAPS

Used for:  making sure that a vendor is not on vendor hold status in PeopleSoft 
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STEP 2:  RESULTS 
(If no Search Results displayed – screen 

went directly to vendor information, 
skip to Step 3.) 

 
 Under Search Results a list of 

vendors will appear that meet the 
search criteria input: 

 
Click once on the voucher you are 

looking for and it will display. 

 

 
 

 
Under Identifying Information tab 

 
STEP 3:  Vendor is not on hold status if 

Open for Ordering, under Vendor 
Classification section is checked. 

 
If not checked, then vendor is on hold 

status and cannot be used. 

 

 
 

 


