SEARCH FOR VENDOR ID

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.

Remember to

use ALL CAPS

NAVIGATION

From the Menu select:
» Reporting Tools
» Query
» Query Viewer

Search:

| @D
[ by Favorites
[» Business Processes
[ Custom Reports
[> Computer Operations
[ “*endors
[» Accounts Payable
[» Commitment Control
[> General Ledger
[» Set Up FinancialsfSupply
Chain
[ wworklist
[> Tree Manager
=~ Reporting Tools
= Cuery
Cluery Manager
Cluery “iewer
Sch le Quer
[ PSinvision
C port Manager
[* PeopleTools
Change My Password
= P—

Be sure to add
to “Favorites”!

INSTRUCTIONS

STEP 1: SELECT SEARCH METHOD:

>Query Favorites — if you have the
guery listed on My Query Favorites,
skip to Step 3. ~

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

Query Viewer

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
*Search By: [@uery Name =
Search | Advanced Search

begins with

~ My Favorite Queries

customize |Find | Bl First [ 1015 [

Query Name Description Owner  Folder RuNtoHIML  Runto Excel c||e|| Remove
UHY_NONPOSTD_VOUCHERS Mon-Pstd Mon-BCd Yehrs by Dept Private RuntoHTML FRunioExcel Schedule [=]
UHS_AP_SEARCH_FOR_WENDORS Search for APIPO vendors Public Funto HTML FunloExcel Schedule [=]
UHSiOF’E@’OHS Operator id's with classes Public Runto HTML RunloExcel Schedule [=]
UHY_COST_CENTERS_BY_DEFT Cost Centers within a dept Public Bunto HTML Runto Exeel Schedule [=]
UHY_DEPARTMENT_LISTING All UHY Departments with Mngrs Puhblic Runto HTML Runto Exeel Schedule [=]
UHY_NONPOSTED_VOUCHERS Mon-Pstd Man-BCd Yehrs by Dept Puhlic Runto HTML RuntoExcel Schedule [=]
UHY_UNPOSTED_WOUCHERS_ALL All unposted vouchers by dept Public Funto HTML FunloExcel Schedule [=]
UHY_UNPOSTED_YOUCHERS_NOT_BC Motwalid BC vehrs by dept Public Runto HTML RunloExcel Schedule [=]

Clear Favorites List

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

Query Viewer

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Search By:

Guery Mame
Access Group Name .

Search | AdviDescription
Faolder Mame
COrener
[Query Name

hegins with

Uses Field Name
Uses Record Mame

Query Name Description Owner Folder

field

>Click on Bearthl

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

Query Viewer

Enter any infarmation vou have and click

“Search By: IQuer\f Matne vi

Search | Advanced Search

ave fields blank for a list of all values.

heging with Juhs_ap_search
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SEARCH FOR VENDOR ID

~

/ To add to Favorites:

>Click Add to Favorites on the line of
UHS_AP_SEARCH_FOR_VEN
DORS from the list that appears

Search | Advanced Search

[Search Results

[Folder View: |- All Folders -- d

in the Search Results.

First 4 1~ 1 o ¥l Laat

Add to Favorites
dal fn Faug

Customize | Find | Vi
Runto HTML ~ Runte Excel

Query Name Description Owner  Folder
UHS AP _SEARCH FOR_PAYMENTS chr Prts by vehr ProtDiate Public
UHS_AP_SEARCH_FOR_YENDORS  Search for APPO vendors Public

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

Query Viewer

- /

Bunto HTML  Run to Excel

T AR T O VO S e VenTe B Ve R e o Tvate

¢ Add to Favorites

faal gl =T ln Exce

STEP 2: RUN QUERY.

»Click Run to HTML on the line of
UHS_AP_SEARCH_FOR_VEND
ORS from the list that appears

Search Results

‘Folder View: |-- All Folders - |

Query Name
LIHC AP CHECL =]

Description

rhfor AP Chack:

either in Search Results or My

UHS AP SEARCH FOR VENDORS Search for AFIPQ vendors

Favorite Queries

Schedule Add
Schedule
Schedule  Add

ATT0 T, Run to Excel
Run to ETML fiun to Excel

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”
zZip code; otherwise enter “%".

»Vendor ID: enter “%”

»Click on __OK__|

Note: Every field must be entered or end
with “ %"

UHS_AP_SEARCH_FOR_VENDORS - Search for APIPO vendors

Name Like: %

DEADept Like: |%PRINT%
FIVSSH Like:  |%
Zip Code Like: |%7759%

Vendor ID Like: | %]

Yiew Results

| Vendor ID Zip Code

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 [CiReturn to Search | tO search
again.

Ry
[ [ verdor @ nasrse] 2o coce |

UHS_AP_SEARCH_FOR_VENDORS - Search for AP/PO vendors

Maine Like: %
DBADept Like: %PRINT%
FID/SSN Like: %

Zip Code Like: %779%
Wendor 1D Like: %

View Results

O

{1 kb)

O

Download results in:  Excel SpreadSheet CSV Text File

Primary Name Payee Name

77901-
4132
77903
5817
779012629 | KURTZ, THOMAS E
77901-
2004

1| 0000007774 1 Is;groRD ENTERPRISES SaMFORD ENTERPRISES

2 0000016220 2 MERGER, JO CAROLYN | JO CAROLYN MERGER

3 0000017010 1 THOMAS E KURTZ

HEATHER ANNE
MASCORRO

4 0000017155 1 MASCORRO, HEATHER

5 DODD054367 1 77901 AADR INC AADR INC

Remember to
notice multiple

pages

SN

1-50f5

Open for
DBA PRINTLINE 17428102358 N

DBA MPRINTED.COM 24307696476 Y

DBA KURTZ PRINTING 24495244691 Y

DBA PRINTS HAPPEMN 24490599174 Y
DBA INSTANT COPY &

EERE 11418944937 ¥
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