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UHS_AP_ SEARCH_FOR_VENDORS: Search for vendor by primary name, DBA/department,  
                                     Federal ID/social security number, and/or zip code 

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

Or, See the SignOn Financial Production job aid. 
 

 

                                                          NAVIGATION 
 

 
From the Menu select: 
       Reporting Tools 

 Query 
     Query Viewer 
 

  

 

                   
 

                  INSTRUCTIONS 
 

 
STEP 1: SELECT SEARCH METHOD: 
 

Query Favorites – if you have the 
query listed on My Query Favorites, 
skip to Step 3. 

 
 

 Otherwise, you will have to search 
for the query – go to Step 2. 

 

 

STEP 2: SEARCH FOR & SELECT QUERY :   
 

Name - you can search for query by 
several options; the default is 
Query Name. 

 
 

begins with – enter 
UHS_AP_SEARCH in the text 
field 

 
Click on  

 
(to search by contains, you must 
go to Advanced Search) 

 

 

 

 
 

Remember to 
use ALL CAPS

Be sure to add 
to “Favorites”!
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STEP 2:  RUN QUERY. 
 

Click Run to HTML on the line of 
UHS_AP_SEARCH_FOR_VEND
ORS from the list that appears 
either in Search Results or My 
Favorite Queries 

 

 
 

 

STEP 3:  ENTER SEARCH CRITERIA: in the 
new prompt window that will appear 

 

Name:  enter all or part of the primary 
name of vendor name; otherwise 
enter “%”. 

 

DBA/Dept:  enter all or part of the DBA 
name of vendor or department;  
otherwise enter “%”. 

 

FID/SSN:  enter federal ID or social 
security number, if known;  
otherwise enter “%”. 

 

Zip Code:  can narrow search by 
entering all or part of the “remit to” 
zip code; otherwise enter “%”. 

 
       Vendor ID: enter “%” 
 

Click on  
Note: Every field must be entered or end 
with “%” 

 

 
 

 

 
In the Results: 

If the correct vendor appears in the list, 
you can copy the vendor id number by 
clicking twice on it, then right-clicking on 
the selected field and choosing Copy; then 
you can paste it wherever you need it. 

 
If further searching is needed:  

Repeat Step 3 to search again. 
 

If you need a different query:  
Click on  to search 
again. 

 

To add to Favorites:  
>Click Add to Favorites on the line of 

UHS_AP_SEARCH_FOR_VEN
DORS from the list that appears 
in the Search Results. 

This query will now appear at the bottom 
of your screen whenever you access 

Query Viewer 

Remember to 
notice multiple 

pages 

  


