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Vendor Inquiry for Requisitioners

Concept

It is recommended that you find the Vendor/Loaattombination prior to entering a
Requisition. Use Vendor Inquiry to determine whetihe vendor currently exists and has a
location for use by your campus. If the vendor arigbcation for your campus exists, you'll find
the Vendor ID number and Location ID here. If thendor exists but there is no Location for
your campus, you'll need to request one be creHtadiendor does not exist you'll need to
request a new vendor.

NOTE: Specific staff at each campus can createamtifmvendor records. Contact your campus
Purchasing Department or Business Office for infation on where to send requests.
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Navigation

Q-0 HNRo LR E-JAS won

# MaineStreet -
Personalize Content | Lavout - o o 7
Menu -]

Search:
®

[ University of Maine Systemn
> Employee Self-Service

> Supplier Contracts

[ vendors

> Purchasing

[ ePracurement

> Accounts Payable

[ eeftlements

> General Ledger

> Set Up FinancialsiSupply Chain
[ Wiorklist

> Reporting Tools

> PeopleTools

— Eeturn io Portal

— by Personalizations

— My Systern Profile

— My Dictionary

&) 2 & Trusted sites

Step Action

1. From the Financials Menu, click thendor s link.
2. Click theVendor Infor mation link.

3. Click theAdd/Update link.

Click theVendor link.
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Procedure

O-0 KRG LR m-Jd S

Mew window | Help | 15

Vendor Information
Enter any information you have and click Search. Leave fields blank for 2 list of all values

{ Findan Existing Value

Vendor ID: | begins with |« || |
Persistence: | = v | | v |
Short Vendor Name: | benins with |+ || |Q

Our Customer Number: | bagins with v [ |Q

Name 1: |begins with || |Q

Vendor Alias Name: | beging with | |Q

City: [ begins with || |

State: |beg|ns with ||| |

Cmcude History [dcase Sensitive

Search Clear | pasic Search Bl Save Search Criteria

@ Done é @ Trusted sites

Step Action

5. TheVendor Information search page is where you'll enter search criteria.
Always search thdlame 1 field using "Contains" instead of "Begins with."

Click the drop-down arrow to view your search opsio

0. Click oncontains to select it.

contaings
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o

Q- O NRAG LKk R E -LJAS

‘# MaineStreet

S

Plew Window \ Help |

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

Find an Existing Value
Vendor ID: |begmswnh > ‘
Persistence: |= v| | v‘

Short Vendor Name: | begins with v |

Our Customer Nllmher:l begins with ||

&
Q
Name 1: P
Vendor Alias Name: |begms with |+ ‘Q
city: [egins with » | |
State: |hegms with v” ‘

[Include History []case Sensitive

Search Clear | Basic Search [ Save Search Criteria

&] 2| @ Trusted sites

Step Action

7. Enter a portion of the vendor name into lame 1 field. For example, if your
vendor name is "Creative Office Pavilion," enteréétive."

NOTE: Enter a unique portion of the vendor name whemcteng. It is
recommended that you not enter the vendor's fulleaince that may
unintentionally exclude vendors from your searcults.

8. After entering your search criteria, click tBear ch button.

Search
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< ) P S, B m . 2 -8 x
Q-0 HRG PO 2 @ -JK B "
3 N
# MameStreet —
Mutichannel Console
Er
Enter any information you have and click Search. Leave fields blank for a list of all values. Fy
Find an Existing Value
SetiD: UMSYE Q
Vendor ID: | hegins with + H |
Persistence: = v| ‘ v‘
Short Vendor Name: hegins with |+ H |Q
Qur Customer Numl)er:| heging with | e
Name 1: | containg v HCREATIVE |Q
Vendor Alias Name: [ hegins with [+ e
City: |begmswnh Sl |
State: |begmswith v |
[Clinclude History  []case Sensitive
Search Clear | Basic Search Save Search Critetia
Search Results .|
SetlD Vendor ID  Persistence Short Vendor Name Our Customer Number Name 1 Vendor Alias Name Cil
UMSYS 0000061126 Regular ALLURE CRE-001 (hblank) ALLURE CREATIVE IMC hlanky BRLUNSWICK ME
UMSYS 0000091043 Regular CREATIVE I1-003 (hlanky CREATHE IMAGES PHOTOGRAPHY hlanky WISCASSET ME
UMSYS 0000016425 Regular CREATIVE I-002 (hlanky CREATIVE IMAGIMNG NC hlanky BANGOR ME
UMSYS 0000006331 Regular CREATIVE L-002  (blank) CREATHWE LEARNING PRESS hlanky MAMSFIELD CTR CcT
KIMSYS 0000006331 Reqular CREATIVE 0-001  (blank) CREATHE QFFICE PAVILIOR hlanky BOSTON MA
UMSYS 000000633 Regular CREATIVE 0-001  (blank) CREATHE QFFICE PAVILIORN hlanky GLEMBURM ME
UM SYS 0000006331 Regular CREATIVE 0-001  (blank) EATIVE OFFICE PAVILIOR hlanky PORTLANMD ME
UMSYS 0000011045 Regular CREATIVE P-002  (blank) CREATIVE PRINT SEF hlanky BANGOR ME
UMSYS 0000032303 Regular CREATIVE P-006  (blank) CREATHE PRINTED SOLUTIONS hlanky SCARBOROUGH ME
UMSYS 0000071147 Regular CREATIVE C-005  (blank) CREATHWE CATERING INC hlanky MNORTHRORO MA
UMSYS 0000001117 Regular CREATIVE C-001  (blank) CREATHE COMMUMICATION COMPANY (hlank) ST PETERSBURG FL
UMSYS 0000125762 Regular CREATIV-001 (hlanky CREATHWE COMPARNY hlanky MAMNKATO MK 3
{EJ é @ Trusted sites
Step Action
. \ . . " . "o
9. In this example, you'll notice there are 38 vasdeith the word "Creative" in

their name. If more than 100 vendors are listed, gan use the arrows to scroll
through each page of results. You can also sonethdts by clicking the column
headings.

NOTE: Search results are limited to 300. If you have Bsults, you should entg
additional or more specific criteria and searchimga

If a vendor record has more than one addressgtrels will return a row for eac
address. Click on any link in a row to view the denrecord.
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MaineStree!

Q- O NRAG PO BE-LJAD

‘A MaineStreet

B

Idenlifyinnln[onnalion\( Address Y Contacts Y Location \

MewWindow | Help | Customize Page | 5 4|

Check for Duplicate

SetlD: UMSYS
Vendor 1Dz 0000008331
“Vendor Short Name:| CREATIVE O CREATIVE 0-001

“Wendor Name 1z |CHEATWE OFFICE PAVILION |

Vendor Name 2: | |

‘Status: Approved v ‘Classification: Supplier v
CIwithholding

Open For Ordering

O Corporate Vendor [CImterunit vendor
Corporate SetlD; InterUnit Vendor ID; l:lox

Corporate Vendor 10: [1C0C006551 | cREATIVE OFFICE PAVILION

[CIcreate Bill To Customer

EEEEE

Expand All Callapse Al

Expand All Collapse All

&] Done I I I I I S| @ Trusted sites -
Step Action
10. On thel dentifying Information page, verify the vendor name as the vendor

you're looking for.

tab.

To see if your campus is currently set up to ugewbndor, click thé ocation
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© RS H-LJE S

Newvyindow | Helg | Custornize Paae | &,

[ ldentifving Information } Address | Contacts ' Lecatien

Seti;:  UMSYS

Vendor: 0000006331  ShortVendor Name: CREATIVE 0-001  Name:  CREATIVE OFFICE PAVILION

Avendar location is a default set of rules which define how you conduct business with a vendor.

*Location: 1000000363 [CIpefautt

Description: 1000000883 RTVFees

*Effective Date: (1110111801 |5 =

Status:

Options: Eavables Procurement
[

SalesiUse Tax  Oloball09aWinnoing - eendAl|  Collanse Al

[
[
¥

Expand All Collapse All

Bl save ‘ E\Return to Search ‘ 5] Previous in List | +E] Next in List ‘ [ Natify ‘ 2] Include History

ldentiting Information | Address | Contacts | Location

& Done S & Trusted sites

Step Action

11. In this example, notice there are 11 LocatiomsHis vendor. To see all
Locations, click th&/iew All link.
all
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MaineStree!

O-O MG PO w-LUKD

=

‘A MaineStreet

Mew window | Help | Customize Page | 2,

Identifving Infarmation § Address Y Contacts Y Location |

SetlD:

Vendor:

[

[z
[
[

Avendar location is a default set of rules which define how you conduct business with a vendar.

Expand Al Collapse All

“Location: 2-FAMA Ooefau HE
Description: |2' FAMA ORDER/REMIT RTV Fees

“Effective Date: | 101272006 |5 =

Status: |

UMEYS

0000006331 Short Vendor Name:  CREATIVE 0-001 Name:  CREATIVE OFFICE PAVILION

Find | view1  First B 111 or 14 O Last

‘Location: |1000000883 Dlbefauk EE
Description: |WUUUUUBE3 RTV Fees

Fing | view Al First 1] 101 [P Last
‘Effective Date: |01/01/1901 [ HE
i Expand Al | Collapse sl

Options: Paables Procurement Sales/Use Tax  Globalit 099 withholding LPEW ollapse

First [ 4 of 1 [ Last

&

S & Trusted sites

Step Action
12. Locations are campus-specific and are identifigidg the first digit of the campu

Business Unit. For example, locations beginnindgywit' are UMA, Locations
beginning with "2" are UMF, and so on.

When you find a location for your campus, click Brocurement link to verify
the "ordering" address is correct. The orderingesklis where your purchase
order will be mailed.
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G- © NG PO RS m-LJHB

# MaineStreet

=3

Plewr iindow | Help | Custornize Faae | 15 4

Procurement Options

SetlD: UMSYS Location: 1000000862

[Ven(lor D U00000B331 ] Description: 1000000863
Short Vendor Name:
Name 1: CREATIVE OFFICE PAVILION Collapse All
Vendor: 0000006331 CREATIVE OFFICE PAVILION

"Address: Search Qrder From

18 FRANKLIM 5T

PORTLAND, ME 04101-4168
Location: 1000000883 1000000863

Vendor 0000008331 CREATIVE OFFICE PAVILION

“Location: (1000000863 | 1 gap000ze3

“Vendor: DODODOG33T | CREATIVE OFFICE PAVILION
*Address: Search Order Fram

15 FRAMKLIM 8T
PORTLAND, ME 04101-4163

Location; 1000000863 1000000863
Vendor: 0000006331 CREATIVE OFFICE PAVILION 4
& Done S @ Trusted sites

Step Action

13. In this example, notice the ordering addres$isranklin St, Portland ME. If this
is the correct address, you'll see that your Vetidas 0000006331 and your
Location is 1000000863.

14. Now that you have determined your Vendor ID/Lamatclick theReturn to
Sear ch button.

E\Return to Search
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C-O KA L,rexRSm-UdS -

'# MaineStreet

Home MuttiChann

3

pise  Ja 3

Vendor ID: [begins with +| |

Persistence: |= v| | Regular V|

Short Vendor Hame: | hegins with + || |Q

Our Customer Numl)er:| hegins with ” |Q

Name 1: | heging with + || |Q

vendor Alias Name: | begins with ||| ey

City: [ begins with «[ |

State: | begins with || |

[mclude History [ Case Sensitive

Search ‘ Clear |Elasic Search [E Save Search Criteria

Search Results

1-38 0t 38
SetlD VendorID Persistence Short Vendor Name Our Custorner Number Name 1 ias Name City
UMSYS 0000061126 Regular ALLURE CRE-001 (hlank; ALLURE CREATIVE INC hilank) BRUNSWICK
UMSYE 0000130075 Reqular C3 CREATIV-001 hlank; C3 CREATIVE blank) FORTFAIRFIELD
UMSYS 0000083351 Beqular CREATIVE &-001 hlank; CREATIVE & LOGO MOTION bilank] BANGOR
UMSY5 0000112823 Reqular CREATIVE-005 hlank; CREATIVE APPAREL ASSOCIATES bilank) BELFAST N |
UMSYS 0000112823 Beqular CREATIVE-005 hlank; CREATIVE APPAREL ASSOCIATES bilank] BELMONT
UMSYS 000009431 6 Reqular CREATIVE A-001 hlank; CREATIVE AWARDS hlank) SCARBOROUGH
UMSYE 0000036485 Reqular CREATIVE-004 hlank; CREATIVE AWARDS blank] SCARBOROUGH
UMSYS 0000081615 Reqular CREATIVE-003 CREATIVE BANMNER ASSEMBLIES MNEVY HOPE
UMSYE 000007 5085 Reqular CREATIVE C-007 CREATIVE CATERING STOCKTOMN SPRINGS ME
UMSYS 0000071147 Beqular CREATIVE C-005 CREATIVE CATERING INC NORTHBEORO

LUMEYS 0000001117 Regular CREATIVE C-001 CREATIVE COMMURNICATION COMPANY (hlan ST PETERSEURG

TEEEEE
el ol ol o e
SEEEEE
EEEEEE
cTEEEREE
oy @ |
ENE] 555
=EEEEEE

UMSYS 0000135762 Reqular CREATR-001 CREATIVE COMPANY MANKATO

UMSYS 0000075511 Reqular CREATIVE-002 CREATIVE CYCLES AUBURM

UMSYE 0000042380 Reqular CREATWE D-007  (blank CREATIVE DESIGHS blank PRESGUE ISLE

UMSYS 0000034183 Reqular CREATIVE E-D0Z  (hlank CREATIVE EDUC FOUND INC hlank BUFFALO

UMSYE 0000130434 Reqular CREATWE E-003  (blank CREATIVE EMT ASSOCIATES blank CHERRY HILL =
@ é @ Trusted sites

Step Action

15. At this point, you can search for another vendarecessary.

16. End of Procedure.
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