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LOOKUP VENDOR – MASTER FILE

1.  Select Function “14’ from the Purchasing Menu



2.  Press “F6 Key” to go to Vendor Lookup Screen”
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3.  Type the vendor short name and “enter” 

4.  You are defaulted to the “Master File” and you will see all vendors with the short name you listed.
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5.  Vendors with an “*” before their name are on hold.

6.  To view more information on the vendor use the “F6, F7 and F8 Keys”

7.  Type the Seq. number to the vendor of your choice and press “enter” “enter” (Press enter 2 times). 

NOTE: If you don’t find the vendor that you are looking for in the Vendor Master File Lookup press “F12 Key” 

to go back to lookup vendor in the Vendor Staging File Lookup.  
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8.  You are viewing the vendor’s information as it is listed in our Master File (Vendor address, remit to address, tax ID, 

email address, phone number, fax number, etc.)


