Is my Supplier in Peoplesoft?

o Navigate to the “Review Suppliers” page in Peoplesoft by clicking on Main Menu >
Suppliers > Supplier Information > Add/Update > Review Suppliers. See breadcrumbs
highlighted in yellow in the screenshot below.

e Search on Name — The best way to search on name is to change the “Equal to” to
“Contains” and enter a portion of the name. See 1 in the screenshot below.

e Search on Address — The best way to search on address is to change the “Equal” to
“Contains” and enter a portion of the address. See 2 in the screenshot below.

e Search on ID Type — The best way to search on ID type is to enter the tax identification

number only with no hyphen. See 3 in the screenshot below.
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