Supplier Inquiry using KC EBS PO or AP Inquiry Page 1 of 7

Searching for a Supplier is available under two Oracle User Permissions
Use KC EBS AP Inquiry —or— KC EBS PO Inquiry

Expand the folder (click on the arrow)

Then select “Supplier Inquiry”

b BB KC Discoverer User
4 Bm KC EBS AP Inquiry

E Supplier Inguiry
» B invoice Inguiry
» BB Payment Inquiry
» Em Other
b Bm KC EBS AR Inguiry
b BB KC EBS FA Inquiry
» BB KC EBS GL Inguiry
» Bm KC EBS IEXP User
» Bm KC EBS IPROC Requisition & Receiving
User
4 [Fm KC EBS PO Inquiry
= Receiving Transactions Summary
= Requisition Summary
@ Transaction Status Summary
& Item Information
& Item Search
=] Requests
Supplier Inguiry
= Change Organization
» Bm Purchase Orders
b Bl Reports
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Search for Supplier

Tip: If you search using the supplier TIN or SSN, instead of the supplier name, you will receive
the most accurate results.

If you are not searching by TIN/SSN, you will need to include the use of wildcards (%) in your

search.

Suppliers

Supplier Search

Simple Search

Atleasto

search criteria is required. Including part of supplier’s name or nu

Supplier Na

Supplier Number

Taxpayer ID

Tax Registration Number

} Show Mare Options
Go || Clear
Search Results

HeE @

Supplier Name =

MC MASTER CARR SUFP|

MC MASTER CARR SUFFLY C: 0603

MC MASTER CARR. SUFF|

MC MASTER CARR SUPPLY CO-HERVIVME!

MC MASTER CARR SUI CO-HBRVWMED-
MC MASTER CARR SUI CO-HERVWWMED-
MC MASTER CARR S
MC MASTER CARR SUPP|
MC MASTER CARR SUI
MC MASTER CARR SUI

MC MASTER CARR. SUFF|

MC MASTER CARR SUI
MC MASTER CARR SUI
MC MASTER CARR SUI

MC MASTER CARR SUI

CO-HERVWMED-114808

CO-HBRVWMED-138815

Supplier Number -

ch performance. Fields are case insansitive.

Parent Supplier Name

Create Supplier

D-U-N-5 Number
Employee Number

Taxpayer ID Employee Number - Update

Click Go

Suppliers

Supplier Search

Simple Search

At least o

szarch eriteria is required. Including part of supplier's name or numb
Supplier Na

3

Supplier Number

Taxpayer ID

Tax Registration Number

} Show Mar= Options
Go || Clear
Search Results

HoEHe
Supplier Name =

MC MASTER CARR SUI

CO-HERVWWMED-114006

MC MASTER CARR S

LY C 2803

MC MASTER CARR SUPPLY CO-HBRVIWMED-138815

MC MASTER CARR SUFFLY CO-HERVIVME!

MC MASTER CARR SUPPLY CO-HBRVIWM

MC MASTER CARR S CO-HBRVWMED-

MC MASTER CARR SUI

LY CO-HBRVWMED-

MC MASTER CARR SUFP|

MC MASTER CARR SUI

MC MASTER CARR SUPPLY CO-HERVIVME!

CO-HBRVWMED-

MC MASTER CARR SUPP|

MC MASTER CARR SUPPLY CO-HERVIVME!

]

MC MASTER CARR SUPPLY CO-HBRVIWM

MC MASTER CARR S CO-HBRVIVM

MC MASTER CARR SUPPLY CO-HBRVIWMED-241309

Supplier Number -

oh performance. Fields are cas insensitive

Parent Supplier Name

Creats Supplier

D-U-N-5 Number

Employee Number

Raws 1 to 45
Taxpayer ID Employes Number - Update

: A

v
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For this supplier, you will have to scroll down the page, the correct record is the 515 record.

Suppliers

Create Supplier
Supplier Search

Simple Search

At least o rch o

i@ is required. Including part of suppli

me or num
Supplier Name

sarch performance. Fields are case inse:
D-U-N-5 Number
Supplier Number Employes Number
Taxpayer ID
Tax Registration Number

b Show M

Options.
Go  Clear
Search Results
HeEg@gym
Supplier Name = Supplier Number - Farent Supplier Name Taxpayer ID - Employes Number - Update
MC MASTER CARR S ¥ CO-HBRVVMED-114006

.
MC MASTER CARR 5l LY CO-HBRVWMED-120803 £l
MC MASTER CARR SUI Y CO-HERVWMED-136815 ]
MC MASTER CARR SUFPLY CO-HERVWMED-154842 ]
MC MASTER CARR SUFPLY CO-HERVWMED-160026
MC MASTER CARR SUI Y CO-HBRVWMED-1! El
MC MASTER CARR SUI ¥ CO-HBRVWMED-173513 ]
MC MASTER CARR SUI ¥ CO-HERVWMED-187260 ]
MC MASTER CARR SUFPLY CO-HERVWMED-192795 El
MC MASTER CARR SUPPLY CO-HBERVWMED-200278
MC MASTER CARR SUI ¥ CO-HBRVWMED-205819 ]
MC MASTER CARR SUI ¥ CO-HERVWMED-225059 ]
MC MASTER CARR S| ¥ CO-HERVWMED-234735
MC MASTER CARR SUI Y CO-HBRVWWMED-24016 A
MC MASTER CARR SUI ¥ CO-HERVWMED-241309 3 v
Scroll down
Supplier Name ier Number Parent Supplier Name Taxpayer ID ployee Number Update
MC MASTER CARR S ¥ CO-HBRVWMED-248204 1 ~
MC MASTER CARR SUPPLY CO-HBRVWMED-281410 =
MC MASTER CARR S Y CO-HBRVWMED-280484 3
MC MASTER CARR SUPPLY CO-HBRVWMED-29078 1
MC MASTER CARR S LY CO-HBRVWMED-297238 1
MC MASTER CARR SUPFLY CO-HBRVWMED-302440 =
MC MASTER CARR SUPFLY CO-HBRVWMED-310456
MC MASTER CARR S ¥ CO-HBRVWMED-31 3
MC MASTER CARR 5UI ¥ CO-HBRVWMED-32: El
MC MASTER CARR S Y CO-HBRVWWME! 1
MC MASTER CARR 5 LY CO-HBRVWMEL 3
MC MASTER CARR S O-HBRVIWMED-354183 d
MC MASTER CARR SUPFLY CO-HBRVWMED-374182 =
MC MASTER CARR S LY CO-HBRVWMED-378656 a
MC MASTER CARR SUPFLY CO-HBRVWMED-385797 1 ]

Supplier Number Parent Supplier Name Taxpayer ID Employee Number - Update

LY CO-HBRVWMED-30100

] |
¥ CO-HBRVWMED-303746 ]
MC MASTER CARR SUPPLY CO-HBRVWMED-300007 1
MC MASTER CARR SUPPLY CO-HBRVWMED-405330 1
MC MASTER CARR SUPFLY CO-HBRVIWMED-432319 =
MC MASTER CARR SUPPLY CO-HBRVWWMED-£30560
MC MASTER CARR SUPPLY CO-HBRVIWME: 1
¥ CO-HBRVIWM ]
MIC MASTER -HERVWMED. =]
MIC WMASTER CARR SUPPLY CO-HBRVWMED-475185 ]
MC MASTER CARR 5l ¥ CO-HBRVWMED- 2
MC MASTER CARR SUl BRVWMED- =l
MC MASTER CARR SUPPLY CO-HBRVWMED-52745
¥ CO-HBRVWME: 785 ]
W

LY CO-HBRVWMED-58018
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Keep scrolling down

Supplier Number - Parent Supplier Name Taxpayer ID - Employee Number Update

If you don’t want to see any of the Onetime Suppliers (supplier records that have a name
combination of: Name — Agency ID — numbers, but no TIN and cannot be altered or reactivated),
then do a search (enter the supplier name with wildcard %) and click to expand “Show More”
option.

Search using Supplier Type of “Supplier”.

Supplier Search

Simple Search

At lzagt one search crite
D-U-N-5 Number

Employee Number

4 Hide More Options

Supplier Details Business Classifications

Alternate Supplier Name

Inastive DateFrom "8 T T Site Details

One Ts

State Reportable [

Go | Clear

Search Results
HeoE8ym
u

Supplier Number Parent Supplier Name Taxpayer ID Employee Number Update

Click “Go”

If there is only 1 supplier that matches your search criteria, the system will take you directly to
the “Quick Update” for the supplier.

If there is more than 1 supplier in the Search Results area, then you need to click on the
“Update” =l icon for the record that you want more information.
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Supplier Search

Simple Search

Supplier Number
Taxpayer I
Tax Registration Number

4 Hide More Options

Supplier Details

Alternate Supplier Name

inactive Date From

One Time

Supplier Type  Suppher
Parant Supplier Name
Parent Supplier Number
Payment Priarities From
Reporting Name
Payment Terms
Pay Group

Federal Reportsble [

Income Tax Type

State Reportable [

Go || Clear
Search Results
HeS &y d
Supplier Name =
U S BANK NATIONAL ASSOCIATION ND

US BANK

Once you found the record.

ihe search parformance Fislds sre case insensitie

Supplier Number

Click “Address Book” to see the sites associated with the supplier.

Parent Supplier Name

D-U-N-5 Number

Employes Number

Business Classifications

Site Details

Taxpayer ID
3

Emplayee Number -

Hewdy

" Details Name

Arfdress Name

Address Datails

Country

Communication  Purpose  Status Update

Site Mamu

Manage Sites Remove

As in this example, you may need to scroll down the page to see all sites associated with the

supplier.
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Click on the arrow next to the site to expand the site and see what use the site is set up for (pay
and/or purchase) or to see if additional sites are embedded within the address site.

Update PITNEY BOWES - 1901: Address Book

Search

Address Book Go. || Chwor

e ]
Ceste |l S G

Datails Nama &

Country Communication Purpose Status Upadate Manage Sites Remove

Sies Using the Address
Site Name Operating Unit Communication

In addition, although there may be an address match, not all established Oracle Supplier Sites
are available for general use. If in doubt, create a new site by submitting a PCS Service
Request.

The below sites set up for specific uses:

Site Used for

ERS “plus” ERS (Evaluated Receipt Settlement) is used for 2 way match (match between the
guantity ordered and the quantity received).

For example: ERS MHCAD is to only to be used by DCHS Mental Health, Chemical
Abuse and Dependency Division agreements.

ERS DDD is only to be used by DCHS Developmental Disabilities Division (these are
coming at end of 2014/beginning 2015).

The following sites should NEVER be used for purchasing and should only be used by the
agency they were created for.

Site Used for

1099 Federal Tax Report

ACH E GIVING Employee giving

ACH Electronics fund Transfer

ACH “plus” ACH “plus” had ACH followed by abbreviation of identifying information. For
(E:i(;mgle ACH TL-1 electronic payment site set for Time Loss used by Safety &
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AP- Accounts Payable site

BENEFICIARY Non estate payment wo/court order or Spouse only

DEFERRED COMP Deferred Comp Payments

E GIVING Employee giving

ESTATE Estate w/court order

EX- Expense Provider

LEOFF-1 LEOFF employee

MD- Medical Employee or Medical Provider

PR- Garnishment or Chapter 13 Trustee

REFUND Used for payment of Refund

REMIT Accounts Payable Site

RET CONTRACT# Retainage

TL- Time Loss Employee or Time Loss Dependent

UcpP Unclaimed Property

“C", “E", “P” Contract sites. Sites beginning with “C”, “E”, or “P” followed by numbers: ex.
C00121117

Note: Sites marked with “purchase” are for requisitioning only, they cannot be used to pay
invoices. Sites marked with “pay” are for invoice payments only, you will not be able to
requisition that site. Only sites marked with pay and purchase can be used for both payment
and requisitioning.
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