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How to Search for a Vendor

For University of Idaho employee use. Email acctpay@uidaho.edu for additional help.

1. How to Search for a vendor in Banner
A. Navigate the Launch Enterprise Applications Page and Click Banner 9
https://support.uidaho.edu/TDClient/40/Portal/Requests/ServiceDet?ID=707

Launch Enterprise Applications ‘

W banner « sitecore « famis « vandalweb « argos

Banner Applications ‘

G £« GO ©

Banner 9 VandalWeb Evisions Workflow

Supplemental Forms Student & Staff Portal Argos, Form Fusion, Banner Workflow Client
Inteflecheck

Enterprise Administrative Applications

@Gdd SR S P EcpngmN @

CS Gold Doc Imaging PeopleAdmin Sitecore

VandalCard AdminWeb Stellent, Capture Job Applicant Review Content Management
System
R ,
mern@ HORIR S by

4 == ety

TouchNet Chrome River 25Live iVandal
Marketplace Admin Travel System Conference Room International Programs

Scheduling

B. Type FTIIDEN in the search Bar

Welcome

‘ @® Search O Direct Navigation

FTIIDEN

Entity Name/ID Search
(FTIIDEN)
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C. Itis possible to search by ID, Last and First name, however you may want to broaden your search by using
only one field. Type all or part of the vendor name in the Last Name field. Use the % sign as a wild card when
there may be additional text before or after the portion of the name you are familiar with. Click Go

" DETAILS @ Settings | M insert @ Delete  Tm Copy | . Filter

Last Name
1 'M\ma.mn'/J

Clear All Go

Records are returned by the search:

Grant Personnel Terminated Financial Managers

1] Last Name First Name Middle Name Entity Indicato Change Indicat Vendor F

AMAJAC Amazon Jack's Restaurant & Jungle... Corporation Terminated M

AMAWEE | Amazon Web Services Inc Corporation Yes I

AMACOM | Amazon.com Books Corporation Terminated M
(1] of 1 10 v Per Page

@ Case Insensitive Query O Case Sensitive Query

2. How to Search for a vendor in PaymentWorks

a. Login to the University of Idaho SSO site. Please email acctpay@uidaho.edu for the link.
b. Click Vendor Master Update

Setup and Manage Supplier Portal EI Messaging
i
Vendor Master Updates Il Payments
TToRaL TroRiAL
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c. Click on New Vendors Tab

Paym Entw rks Vendor Master Updates

# Home & vendor Profiles o Lipdales @ New Vendors

Make sure SHOW Onboardings Tracker is on

o SHOW: | Onboarding Tracker +

VIDEO BN
TUTORIAL

Mildae M ndlém. M

d. Enter Vendor Name or Number - can also search partial email

TUTORIAL I
Filter Results: 0

Vendor Mame:
Vendor #:

Contact E-Mail:

e. If not found, they will need to be sent an invite to connect to University of Idaho
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3. Vendor Invite Status
a. Show: Onboarding Tracker shows invite status

# Home © New Vendors

@ SHOW: | Onboarding Tracker

VIDEO B I Onboardings Sort By: Date modified ¥ | Descending v Need help 9
TUTORIAL i
Filter Results: 42
Records James Spader
Vendor Name . .
VEUORE: NVITATION INITIATED
i 08/24/2022 12:37 PM 5
Invitation = Karen Robinson
Approval .
Invitation v
Delivered:

b. You can search for only your invites, by adding your name in Invitation Initiator box at the bottom of the
Filter Results:

Invitation [{:hristind <::1

Initiator:

& o

4. Tracking Onboardings

f Home New Vendors

o SHOW: Onboardings §

VIDEQ B

NS OMBOARD START UPDATED = VENDOR NAME NOOR REGISTRATION % COMPLETE
Filter Results: .
Vi Hama 04/2212018 0412202018 E:::wm o Clicked Email Validated In Progress —
Vendor #
Contact E-Mall /
Irtvitatian
Approval /
Invvitstion -
EleRusre Invitation column: Account Column: New Vendor Registration column:
Accaunt 3 = Sent «  Email Validated +  Submitted
dcsens: - Delivered - Created +  Approved
= Not Deliverable «  Confimed - Processed
e gli’s:“;d + No Account 2 gomg::je
- icke - Reje
i ¢ = Self Registered = Invitation/Reminders Cancelled
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Notes:

e Please email acctpay@uidaho.edu with ANY questions you have.

e [f a vendor sits in APPROVED status for over 24 hours, PW & Banner may not have
connected correctly. Please email acctpay@uidaho.edu

e With other Universities using PaymentWorks, it’s important to send email invite to the
correct person so they can have one account with all customers.
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