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 Purpose____________________________________________________________
Use this procedure look up a vendor using the tax identification information or the FFIS vendor code.
Menu Path
Purchasing Purchasing Evaluation  Maintain Vendor Master Data  Display Vendor Master

Helpful Hints
When selecting a vendor for use.  DO NOT select vendors that were converted from FFIS.  Please select vendors that have been synced with CCR.

Procedure___________________________________________________________

1. Start the transaction by accessing the Purchasing Tab.
2. Click the Purchasing Evaluation tab.
3. Click the Maintain Vendor Master Data link.
4. Click the Display Vendor Master task link
5. Select the search icon to the right of the vendor box
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6. Click on the box by “category”
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7. Choose the method that you want to use to search
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8. To search by SSN, TIN or FFIS vendor number – Select Vendors by Tax Information 
Here you can enter one of the following: 
Tax Number 1 SSN 
Tax Number 2 TIN -- May need to include a * at the end 
Tax Number 3 not used 
Tax Number 4 FFIS vendor code 
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9. Here is an example for a FFIS vendor code 
Click Start Search
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10. Here is the result of the search 
11. If you want the address information, select the vendor and click the green arrow, which will bring you to
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12. Check all of the boxes and click enter
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