
VENDOR SEARCH 

 

Applications/ Fund Accounting/ Payable Entry/ Batch Accounts Payable  

 

1. Click on “blank page symbol”, 
2.  Click in Vendor field 
3.  Click in “Search name” field Enter part of the vendor’s name with an * before and an * at the end 
4. Click the find button 
5. Your results will show in the window, highlight the vendor you want and double click. 

 

 
 

 



  

The vendor number will automatically be filled in on your entry screen. Press tab and you will see at the 
bottom of the screen the order address and remit to address 

 


