FORM 13

Tips for searching for a vendor:

Search: Vendor Number i
Search Criteria Personal Value List &
Further Search Helps: |

Search term v ||is (BI=]
Country v || is [ @@
Postal Code v || is (L=
City v ||is &)=

Search Clear Entries Resetto Default

Search in the “Search term” field and not the “Name” field.

+f Maximum Mumber of Results:

Next page to “How to search by “Tax ID” Number”

500



How to search by “Tax ID” Number:

If the vendor is set up with
a Social Security Number,
search under the field “Tax

If the vendor is set up with
an Employer Identification
Number, search under the

Number 1” field “Tax Number 2”
Search: Vendor Number M X
Search Criteria Personal Value List Hide Search Criteria Jf& @)
Further Search Helps: | UM Search by Vendor Tax ID w
Tax Mumber 1 v s v || |@@
Tax Number 2 w s v @@
Vendor v s W @@
| Maximum Number of Results: 500
Clear Entries || Resetto Default
Set up the dashes appropriately:
Search: Vendor Number M X
Search Criteria Personal Value List Hide Search Criteria J& @)
Further Search Helps: | UM Search by Vendor Tax ID w
Tax Number 1 v | is v | 123-45-6789 | (=]
Tax Mumber 2 w s v @@
Vendor v | is v (=]
Search: Vendor Number M X
Search Criteria Personal Value List Hide Search Criteria J& @)
Further Search Helps: | UM Search by Vendor Tax 1D )
Tax Mumber 1 v | is v @@
Tax Number 2 ~ s v || 12-34567] (=]
Vendar v |5 - @@



