
Vendor Inquiry 

 

 

Advances to 

Vendor/Check Search. 

Use the Vendor/Check 

Search button to load 

this screen with vendor 

or check information. 

 

Header 

Vendor/Check Search Results 

 

Vendor selection 

option tabs. 

Single click row to 

load current tab. 

Allows Vendor 

# to be entered. 

 Loads the vendor 

# entered. Advances to 

Vendor Lookup. 



Vendor Inquiry – Encumbrance  
 

 
 

Encumbrance 

Encumbrance 

Drill Down 

PO Status 

selection options. 

 

PO File or Authorization 

File toggle. 

Single click row for drill down; 

double click PO # after selecting 

row to advance to PO Inquiry. 



Vendor Inquiry – Accounts Payable 

 

 

Accounts Payable 

Accounts Payable 

Drill Down 

Invoice selection 

options. 

 

Single click row for 

drill down. 



Vendor Inquiry – Comments 

 

 

Comments 



Vendor Inquiry – Vendor/Check Search  

 

 
 

 

Search for name and 

address information. 

Search for check and 

invoice information. 

Lookup Selection “begins with” or 

“contains” (wild card) selection. 

 
Invoice # “begins with” 

or “matches” selection. 

PO Number “start list at” 

or “matches” selection. 


