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VENDOR INQUIRY (2021.5) 

HOW TO SEARCH FOR VENDOR 
UTILIZING VENDOR INQUIRY MENU OPTION 

 
WHEN YOU BELIEVE YOU ARE ORDERING FROM A NEW VENDOR, PLEASE CONDUCT A VENDOR SEARCH TO 
CONFIRM VENDOR IS NOT IN THE SYSTEM TO ASSIST IN SAVING YOU TIME FROM REQUESTING A W-9 AND 
COMPLETING A NEW VENDOR FORM 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 


