Vendor Number Look-Up Instructions Using Business Intelligence 7.0 (BI)

A BI report has been created for the specific purpose of looking up vendor numbers assigned to AP
Vendors, Employees and CO-OP Teachers.

To access this report you must first log into the Employee Self Service (ESS) Portal
https://portal.passhe.edu/iri/portal.

You should see a Business Intelligence tab as one of your options. Click on the tab.
Under the Business Intelligence tab, you should see a Campus Reports tab. Go to the tab.

3. The Campus Reports tab shows a list of reports that are available to everyone who has portal
access. Select the Vendor Number Listing (Budget) Report.
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After clicking on the Vendor Number Listing link, a Variable Entry screen will appear.

Variable Entry

Available Variants: J Save | Save As.. | Delete | Show Variable Perzonalization

General Variables

Variable s~ Current Selection Description

Vendor Hierarchy

Click on the Selection Button to choose the type of vendor you wish to look up.
1. Choose the desired vendor type from the listing on the left. Click on it to highlight.
2. Click the Add button.
3. Your selection will appear in the Selection column on the right. Repeat steps 1 — 3 if you wish to
choose more than one vendor type.
4. Click OK to return to Variable Screen.
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https://portal.passhe.edu/irj/portal

Select values for Vendor Hierarchy (ZVHIERLM) =1 E3

Show view: A4 J
All Selections
Search: Go | Clear []5elect Al
w ACCOUNTS PAYABLE Type Deszcription

b AP Remit-to Vendors |: 3 'J A Employess
b Co-op Teacherz [

1 } Employees
b Government Agencies
¥ One-times Wendors

b Students
F Univerzitiez 2 Add ¥

' 4| Remove

E ﬂ Change Drd&rﬂ g

4 OK || Cancel| ::

The Variable Entry screen now shows your selection. Click OK to run report.

Variable Entry

Available Variants: Save | Save As... | Delete | Show Wariable Perzsonalization

General Variables
Variable:* Current Sel

+EMPLOYEES(Text\ Mode)
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The report is a listing of all selected vendors in alphabetical order.

Vendor Number Look-up Instructions Page 2



Vendor Number Lizting

Vendor HNumber Listing (Budget)
* By Wendor Account Group ﬂ Egﬂﬁﬁ“ﬂ

Vendor

Show All Values |

Variable Filters

“Wendor Hierarchy |Employess

JJJ Page 1|of2 ﬂﬂﬂ
Wendor =
*EMPLOYEES Employeez

= SO0 ABBOTT ROBERT

= S0 ABELL, JOHN

= 501 ADANS, DAYNMON

= 501 AFFSPRUNG, ERIC

= 500 AFZS8 MAINUDDIN

= 500 AGARD GARY

To find your vendor, you can scroll down the list or you can choose to filter on the name:
1. Click on the Vendor dropdown box near the top left.
2. Choose Select Filter Values.

Vendor Number Listing
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This will take you to a Select values box.
1. Type the vendor name you are looking for in the Search field. If you do not know the entire
name, you can use the wild key (*) before or after (or both) the part of the name you do know.
2. Select Go.

Select values for Vendor (ZVENDOR) = E3
Show tool: |Hierarchy nodes ﬂ Show wiew: |4 J
All Selections
Search: ’ns':;’lll 1 ' Go || 2 ' [ Select Al
¢ EMPLOYEES Employess Type Description

You will get a listing of all values that contain the name you input into the Search field.
1. Select your vendor from the list to highlight.
2. Click the Add button.
3. Your selection will appear in the Selection column. Repeat steps 1 — 3 if you wish to choose
more than one vendor.
4. Click OK to return to the report.

Select values for Vendor (ZVENDOR) =] E3
Show tool |Hierarchy nodes _:] Show view -] &
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Search: |["new" Go | Clear [ Select A

« 5008587 NEWMAN DEBRA 1 Type Description
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« SOOI NEWSOME, CASSANDRA

__2_] :] Change Orccf_'_] __!J
(4 b OK| Cancel| l
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The 7 digit number to the left of the vendor name is the vendor number you should use for requesting
payment from AP for Travel and Business Meals Meeting Requests.

Vendor Mumber Listing

Vendor Humber Listing (Budget) La
* By Vendor Account Group | | (2 [H | & | B @ 7| | BI R | B P EE SR | E
Wendor,

S008587 NEVWIMAMN DEBRA ﬂ

\Variable Filters Dynamic Filters
“ender Hierarchy |Employses “Wendor | 5008587 MEWMAN DEBRA
Vendor =

5008587 ) NEWMAN DEBRA

Vendor Addresses

This Vendor report also lets you look-up addresses of AP vendors (you cannot see employee or CO-OP
vendor addresses). To retrieve a vendor address, start on the Variable Entry screen, choose the

Selection Button ', select AP Remit-to Vendors and hit OK to return to Variable Entry screen.
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Click OK to execute the report.

Variable Entry

Axailable Variants: J Save | SAve AS... | Delete | Show Wariable Personalization
General Variabkles
Variable:* Current Selection De=cription
Vendor Higrarchy +AP\ REMIT-TOV WVENDORS[] AP Remit-to Vendors

%K Check

Report results will look similar to below. To view vendor addresses, you will need to select the AP
Vendor with Address Tab.

Vendor Number Listing AP ‘-.-fenl:lurn\'."rth Addrezss

Vendor Number Listing (Budget) @

* By Wendor Account Group ﬂ EH“@&“@EJ@E“_E

Vendor ,
Show All Values |
Variable Filters Dynamic Filt
“endor Higrarchy | AP Remit-to Vendors None
JJJ Page 1|of7 ﬂﬂﬂ
Vendor =
] * AP REMT-TO VENDORS AP Remit-to Vendors
] = 2028305 100 BOOK CHALLENGE
= 215815 12TH MAN BOOSTER CLUB
- 2050236 1E Ltd
- 2146335 3 STRIKES USA INC
] = 233547 30 VISUAL
: = 2130423 3M COMPANY
= 2126459 3W LIBRARY S%STEMS
: = 2028306 4 [MPRINT

You now have a report that looks similar to the one below:
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Vendor Mumber Ligting AP Vendor with Address

Vendor Humber Listing (Budget) AP Addresses Last Data Update: 02/24/2012 21:55:22
AP vendors with Acaress | -] (51 () | 2 2 | EE) @ ) | ) R | B Y G S L Y | &) )
Wendor
Show All Values -]
Variable Filters Dynamic Filters
None
JJJ Page 1|of 7 ﬂﬂﬂ
Wendor = Street=* City=% State:¥ Postal Code:¥ Country:%
2028305 100 BOOK CHALLENGE 421 Feheley Drive, Suite E King of Prus=ia PA 15408 USA
T 2115815  12TH MAN BOOSTER CLUB P.0O. Box 283 Berwick PA 18603 Usa
N 2050236 1E Ltd CP House 87-107 Uxbridge Road London LO W5 5TL Great Britain
N 2146339 3 STRIKES USA INC PO BOX 535 OCEANSIDE NY 11572 Usa
T 2138647 3D VISUAL 941 WALNUT STREET DEERFIELD L 60015 USA
T 2130423 3M COMPANY 3M CENTER, BLDG 235-2E-81 STPRAUL MM 55144-1000 USA
: 2125458 3M LIBRARY SYSTEMS PO BOX 371227 PMTSBURG PA 15250-7227 USA

To find a specific vendor, you can scroll down the list or you can choose to filter on the vendor name:
1. Click on the Vendor dropdown box near the top left.
2. Choose Select Filter Values.

Vendor Number Lizting AP Vendor with Address

Vendor Number Listing (Budget) AP Addresses
* AP Vendors with Address ﬂ Eﬁ“ﬁﬁ“ﬂi

Vendor, 1

Dizplay
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[~
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- v v v v
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A Select values window opens up.
1. Click on the Show view dropdown.
2. Choose Search.

Select values for Vendor (ZVENDOR)

@-, Meors than 1000 valuss available; not all values are dizplayved

Show tool: | Single valuss ﬂ Show view: }'—‘xll vt 1 b

All

All
*@
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An empty Search field is now available.
1. Type the name of the vendor you are looking for in the Search field. If you do not know the
entire name, you can use the wild key (*) before or after (or both) the part of the name you do

know. NOTE: This search function is case sensitive. Most vendor names are in capital letters.

2. Click the Search button.

3. All vendor names that match the search criteria will show in a listing. Click the button to the left
of the vendor number to select and highlight the vendor(s) whose address you wish to see.

4. Click the Add button.

5. Your selected vendors will show in the Selection column on the right.

6. Click OK to run the report.

Select values for Vendor (ZVENDOR)
BEx"w'eb - Wendar Murmber Listing [Eudget]
hitpe://portal pagshe. edudin/serdet/prt/portal/prieventnameM avigatepriroot /pod! 3aportal_content! 2feorel 2icore_desktopl2f

Show tool: | Single values ﬂ Show view: |Search ﬂ é
Search Selections

Vendor: | Text ﬂ *LUMBER* @_ Search @ [ Select Al ]

Maximum Records: | 1000 Type Description

[ select Al [5] J =| 2046161 CATAWISSA LUMBER & SPECIALTY
Vendor: Key:¥  Vendor: Text:* Street: Key:® J =| 2029710 LARRY'S LUMBER & SUPPLY INC

®
J 2028588 BONHAM LOG & LUMBER IMC 348 TRIPP RD
J 2125380 CARL BALLIET LOGGING & LUMBER RR##1 BOX1STB
| 3 N_ 2045181 CATAWISSA LUMBER & SPECIALTY 1 CEMETERY STREET PO BOX E4) Add ,
A
J 2025081 DONALD REICHART LUMBER & SUPPLIES = PO BOX 341
4| Remove
@7 2028710 LARRYS LUMBER & SUPPLY INC PO BOX 724
J 2030504 SCHLUMBERGER DANYL PO BOX 7247-8382
J 2030795 TRICOUNTY LUMBER 235 3 POPLAR ST
K1 [» [}
Enter a value for:
Vendor j j Change Orderj 5 B
=]
« D
l6 D 0K || Cancel
Output for this selection criteria looks like the following:
“Yendor Number Listing AP Vendor with Address
Vendor Numibrer Listing (Budget) AP Addresses La=t Data Update: 02/24/2012 21:5%:23
* 4P vendors with Acdress | | [ (E | & ] | EB) P | RN | B = e EE I Y | . U )
Vendaor ,

2025710 LARRYS LUMBER ... j

Variable Filters Dynamic Filters
“endor 20456161 CATAWISSA LUMBER & SPECIALTY
2025710 LARRY'S LUMBER & SUPPLY INC
“endor = Street=~ City =7 State:¥ Postal Code:™ Country:7
J 2048161 CATAWISSA LUMBER & SPECIALTY 1 CEMETERY STREET PO BOX 178 CATAWISSA PA 17820 usA
J 2029710 LARRYS LUMBER & SUPPLY INC PO BOX 724 BLOOMSBURG PA 17815-0000 usA

Owerall Result
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IMPORTANT: This report will only show vendor numbers and AP-Remit to Vendor addresses; it does not
display any payment information.
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