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Module:
Accounts Payable
Topic:
Vendor Maint/Reports Menu
Vendor Inquiry
MUNIS Version 2019.1
Overview
The Vendor Inquiry program allows you to access the vendor file used by the Accounts Payable, Purchase Order, and Requisition programs.  This program is used to report on the information contained in the Vendor file for each vendor that is set up in the system.  Use this program to print vendor data or to query vendor information.  Munis is very case sensitive so be sure to use CAPS once in the program.

Procedure

1. Departmental Functions > Vendor Inquiry
2. On the MUNIS toolbar, click Search [image: image8.png]


.
Vendor Inquiry – Main Screen
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3. You may search for a Vendor by full name or partial name.  If you use partial name to search you must use the wildcard symbol ( * ).  Once you have entered your information click
 Accept [image: image3.png]


. Note that there are other options that you can optionally search on listed below.
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At the bottom of the screen you will see the number of Vendors that fit your criteria.  If the vendor you were looking for does not appear first you may toggle between the records found by using the arrows at the bottom of the screen.
[image: image5.png]Vendor Inquiry [FORSYTH COUNTY BOARD OF EDUCATION]

€ Q z & @ =] B & =B B P~ -] " ® = o o R (] H (] o
Back Seach Browse | Output  Print  Dispiay Sove Bl Word  Emai  Schedue  Attach Sot  1099Dsts IRSTIN Imoice Check POlnquiy Recuring GLSummay History ~ Awarded  Schedule
Match Inquiry  Inauiry Invoices Commoities _ Export
General Vendor Information Audits
Vendor [693 “ Entity [ Entered | 09/05/2001
Alpha | PERIMETER REPROGRAPH Type | VEN-VENDOR - Modified | 01/11/2021
Status | ACTIVE ~] Reason 2 By T84shend
Change Set | Current -] [(m

MAIN  GENERAL ~MISCELLANEOUS ~ CONTACTS ~ CERTIFICATIONS  INSURANCES ~ WITHHOLDING

Contact Information

Company Name | PERIMETER REPROGRAPHICS, INC Addresses (0)

DBA PERIVETER DIGITAL IMAGING
Address 2750 BUFORD HIGHWAY
SUITE 54
Zip code 30096
city CUMMING
State GA || Georgia
Country Usa Foreign entity
Email =
Fax
www PERIMETERDIGITALNET Ly
Identification Additional
© Performance

DUNS 8 Commodity

Independent contractor

Verified TIN
Vendor Alerts

Choose the sort for vendors.
« < 105 > 15 00se the sort sequence for vendors. (5)




You may also click the browse icon [image: image6.png]


 to search for the correct Vendor in a list view.  Double Click on the vendor you wish to use.
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Other SEARCH Criteria that you may use:
	Field
	Action or Description


	Vendor
	This box contains the vendor number that is maintained in A/P Parameters.

	Alpha

	This box contains the vendor name.  The name should be in the format which users would most commonly use to search. For example, if the vendor's name is The Store, it may be better to sort by Store rather than The, so you would enter "Store, The" in this field.  Individual names should be in the last name, first name format.  If you are searching for a vendor, type the name exactly as it was entered or use wildcard characters to narrow your search criteria. 

	Status


	This list indicates the vendor's status.  Valid options are:
· Active - Indicates a current and established vendor. 

· Inactive - Provides a warning during invoice entry that the vendor is inactive 

· One Time Pay - Indicates a vendor number used one time to pay multiple recipients.  

· Stop - Does not allow use of this vendor during invoice entry.

· Temporary - Signifies that this vendor is only to be used for a short period of time and then deleted.

· Bidder - Identifies that this vendor is not yet an established vendor, but only a bidder. A bidder status does not prohibit entry of purchase orders and invoices.

· Self Service - Indicates a potential vendor has added their information using MUNIS Self Service.
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