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PURCHASING – END USERS 

       VENDOR LOOKUP 701.5.11 

 

OVERVIEW 

 

 

 

 VENDOR LOOKUP:  The Vendor Lookup process provides 
different options to searching for a vendor in the 
Datatel/Colleague and WebAdvisor Systems.  The Vendor 
Lookup process allows end users to locate vendor numbers to 
place on Check Requests and to select vendors when creating a 
purchase requisition.     

 CONTACT:  The contact for “Receiving Goods and Services” 
is the Office of Support Services (606) 783-2018. 

LOGIN  Login to Datatel/Colleague 

See Section 402, 403 or 404 for login instructions.  If you do 
not have a Datatel account, please contact the Office of 
Information Technology–Application Services (783-2009). 

GETTING AROUND  See Section 501 for assistance in Getting Around the System. 
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SEARCH USING VEND 
(VENDOR 
MAINTENANCE 
SCREEN) 
 

 Use this process to find vendor numbers to place on Check 
Request documents. 

 Choose CF under the Colleague Apps Menu 

 Click the  to expand the Purchasing Menu 

 Click the  to expand the Vendor Maintenance Menu 

 Click on VEND – Vendor Maintenance 

OR 

 Enter VEND in the Quick Access Box 
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 Click  

 
 

 

 

 

 

 

 

SEARCH BY PARTIAL 
VENDOR NAME 
(COMPANY) 
BEST PRACTICE 

 Vendor Lookup box appears 
 

 Enter the part of the vendor name in the Vendor Lookup box 
using three letters of the first name followed by … and three 
letters of the last named followed by … 
(No caps, No commas, No complete names) 

 Select  
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 Vendor Maintenance Resolution Screen Appears. 

 Scroll through the pages using the Scroll Bar  

 Vendor Number appears below Vendor Name.  Note vendor 
number if address matches or see Select Different Address for 
Same Vendor below for alternate address listing. 
 

 

PERSON VENDOR 
LOOKUP 

 Enter first three letters of the last name, first three letters of the 
first name 

 Select  
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 Vendor Maintenance Resolution Screen Appears. 

 Scroll through the pages using the Scroll Bar  

 Vendor Number appears below Vendor Name.  Note vendor 
number if address matches or see Select Different Address for 
Same Vendor below for alternate address listing. 
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ALTERNATE 
SEARCHES (USE 
ONLY  AFTER BEST 
PRACTICE SEARCH 
REVEALS NO 
RESULTS) 

 Companies – Can do search using full names (Example:  
Cardinal… Office…) 

 People – Can do wildcard searches with names (Example:  
LaDonna Purcell could be entered as pur…,lad… OR purcell).  
Can also search by social security number with no dashes 
(XXXXXXXXX)). 

 REMINDER – Companies never use commas; they use … 
People use commas 

SEARCH FOR 
DIFFERENT ADDRESS 
FOR SAME VENDOR - 
COMPANIES 

 

 

 

 

 

 

 

 

 

 

 

 

 Follow process above for Vendor Search 

 Click the check box next to the correct vendor 

 Click  in the bottom right hand corner 
 
                            OR 

 Type the number of the vendor in the box 

 Click  in the bottom right hand corner. 

 VEND – Vendor Maintenance Screen appears. 

 Click  next to Demographics on Vendor Maintenance Screen
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SEARCH FOR 
DIFFERENT ADDRESS 
FOR SAME VENDOR - 
PERSON 

 

 

 

 

 

 Select ORGP – Organization Profile in Menu Box 
 

 

 Address Resolution Screen appears. 

 Scroll through pages using the Scroll Bar  

 If address you need is listed, make note of vendor number.  If 
address is not listed, provide the additional address to the Office 
of Support Services for maintenance of the vendor record. 
 
 
 

 Follow process above for Vendor Search 

 Click the check box next to the correct vendor 

 Click  in the bottom right hand corner 
 
                            OR 

 Type the number of the vendor in the box 

 Click  in the bottom right hand corner. 

 VEND – Vendor Maintenance Screen appears. 
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 Click  next to Demographics on Vendor Maintenance Screen

 Select ADSU-Address Summary in the Menu Box. 

 

 Address Resolution Screen appears. 
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SEARCH FOR 
VENDOR USING 
REQM (REQUISITION 
MAINTENANCE 
SCREEN) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Scroll through pages using the Scroll Bar  

 If address you need is listed, make note of vendor number.  If 
address is not listed, provide the additional address to the Office 
of Support Services for maintenance of the vendor record. 
 

 Use this process if creating a purchase requisition. 

 Search is completed as above, except starting point is the 
Vendor ID box on the Requisition Maintenance Screen. 

 Resolution Screen appears with all vendor matching criteria 
entered). 

 

 Click the check box next to the correct vendor 

 Click  in the bottom right hand corner 
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SEARCH FOR 
ALTERNATE 
ADDRESS USING 
REQM 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 
                            OR 

 Type the number of the vendor in the box 

 Click  in the bottom right hand corner. 

 Vendor ID, Name and Address are populated. 
 

 Click  next to Address on REQM screen 
 

 

 Address Resolution screen appears 

 Scroll through pages using the Scroll Bar  

 Click the check box next to the address you need 

 Click  in the bottom right hand corner 
 
                            OR 

 Type the number of the vendor in the box 

 Click  in the bottom right hand corner. 

 Address is changed on REQM Screen. 
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VENDOR LOOKUP IN 
WEBADVISOR  

 

 

 

 

 

 
 

 

 

 

 

 

 

 
 
NO VENDOR ON FILE 

 

 Enter part of the vendor name in the Vendor ID or Name box 
(use same criteria as explained above for companies or people 
search except (…) should be omitted for company searches) 

 Click  
 

 Click the radio button next to the requested vendor 

 Click  

 VENDOR ID is populated. 
 
 

 Provide vendor demographic data to the Office of Support 
Services for creation of vendor record. 
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