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How to verify if a supplier record exists in PeopleSoft (Active or Inactive) — Business or Individual
(i.e. non-employee)

Getting Started:  Confirm if a supplier record exists (active or inactive) in PeopleSoft (PS) before starting a requisition or
PRQ.
Searches are for any business or individual active or inactive
Below are detailed navigation steps, however for direct navigation please proceed to My Work >

“PS Finance & Supply Chain > Finance tile > Supplier > Add/Update Supplier use the 'Supplier Name”
field

Depending on your access, the views indicated may not be exactly as pictured

. . o [=
Step1:  Navigate to the PeopleSoft (PS) portal using = il SR
My work > Direct access > PS Finance & Access & delsgation People managemd b & Supply Chain  Travel Reporting Direct access
HR delegation Manager sel servic bt Selector Too Policy & procedures B1 & Anaiylics
Su pp |y Chain (0 r FS Peo P | esoft) Finance/project delegation  Manage PeopleSoft access  Create expense report Travel & expense card HR manager reports m’“““‘
Expense entry delegation b opening request Manage expenses Baok travel efin
SecurlD request e Pending approvals Makile phone roaming PS Stugent Administration
View my PeopleSaft access  Manage appiicants Apply for Credit Card Vehicle Rentals £ Human Resources
My team learning Reconclle Credit Carg PS Enterprise Learing
Job Profile Database PER Statement PS Finance & Suppy Chaln

Onboarding checklists Preferred suppliers — Academic Advisement

Step 2: Within PS Finance navigate the Main Menu
to the “Finance” menu

% '+ ViIsA

£ Employee Self Service

Step 3: Under the “Supplier Information” section 5 Recsivables Transactions A
Choose “Add/Update” then “Supplier”

‘ AR-File Upload

% Supplier -~

Add/Update Supplier

Review Suppliers

" Payables Transactions v
o3 Payables Inquiry v
e Procurement Operations v
EE Project Costing Inquiry v
&> General Ledger Transactions v
%> General Ledger Inquiry v
-] Reporting v
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Supplier Information

Step 4: Under the “Find an Existing Value” tab ) )
“ . e Enter any information you have and click Search. Leave fields blank for a list of all val
Use the “Supplier Name” field. Change the drop down from
Begins to “contains”, then use all or part of the supplier’s Find an Existing Value | [ Add a New Value
Name to search (not case sensitive) —
Search Criteria
TIP: using only part of the name results in more results eg: Setin[= v] SHARE Q
last name only, in this case “seat” Supplier ID[ begins with v |
Persistence| = v | v|
Short Supplier Name Q
" [
Supplier Namej contains Q I
Supplier Status[ = \ v
U Include History O correct History [ case Sensitive
Search Clear Basic Search \_J’i] Save Search Criteria
Step5:  Populate the supplier name field with all Short Supple Name | begnswih v | aJ
or of part of the supplier name (not case sensitive) our Customer Numbe | segns win v | al
Then hit enter or “SEARCH” button. This results in supplier Name [ contans v/ [seat a]
a list of all records containing the name searched, or supplier Status = v| | v]
“no matching values found” proceed to next Steps Olinclude History O Correct History [ Case Sensitive
ﬁ| Clear | Basic Search EF Save Search Criera
Step 6:  #2 column indicates the assigned Supplier ID A
number of the record, results mean a supplier — e
record exists in PS. The Iast C0|Umn (ApprOVed or setiD  SupplierID Persistence Short Supplier Name Our Customer Number Supplier Name supplier Status.
|naCtlve) |nd|cate$ the CU rrent StatUS of the record SHARE 01 Regular CRASEA-001 (blank) CRAMER SEATTLE M Approved
'SHARE 0000100’ Regular DRICAL-001 (blank) DRIVERSEAT CALGARY Approved
. . . ' Regular DUCSEA-001 (blank) DUCHARME SEATING INTERNATIONAL nactive
Step7:  If the supplier record is Approved = Active SHARE Ou000TTE58|rogwar | ERGSEADDY | e
and the Supplier infOI’matiOn iS correct 000093813 | Regular HGVHAN-001 (blank) HGV HANSEATISCHE GESELLSCHAFT FUR VERLAG  Approved
(Cllck IntO the record to Verlfy Suppller Informatlon) ‘SHARE 0000021862  Regular PORSEA-001 (blank) PORT OF SEATTLE nactive
Proceed to Submit a requ|5ition or PRQ using the fu” SHARE 00001 7 Regular REPSEA-001 (blank) REPEATSEAT nactive
R ‘SHARE 0000068602 Regular SEAERI-001 (blank) SEATER ERIN nactive
Suppller ID number' SHARE 00001 Reqgular SEASOL-001 (blank) SEATING SOLUTIONS nactive
‘SHARE 0000057744 | Regular SEATU-001 (blank) SEATING U LTD nactive
Step 8: If the Supplier record is ApproVed but requires SHARE 0000012925 | Regular SEATON-001 (blank) SEATON nactive
datin |ease fi" in a S |ier Chan e Re est form ‘SHARE 0000063015 | Regular SEAMOL-001 (blank) ‘SEATON FAST MOLLY nactive
Up g p 3 uPp g qu SHARE 0000082783  Regular SEADON-001 (blank) SEATTER DON nactive
and send it to uofcsuppliers@ucalgary.ca and include any SHARE 0000077973 Regular | SEACH-01 k) SEATTLE GHILDRENS HOSPITAL ps—
back-up documentation that indicates the refreshed SHARE 0000071761 Regular  SEASPG-001 (blank) SEATTLE SPORTS COMPANY INC naciive
data for the record (ie invoice quote email Website With 'SHARE 0000004809 | Regular SYSSEA-001 (blank) ‘SYSTEMS SEATING INTERNATIONAL LTD nactive
7 ’ 7
supplier name, complete mailing address, email
contact & telephone number)
Step 9: If the supplier record is Inactive, send email a request to activate to
uofcsuppliers@ucalgary.ca and include any back-up
documentation that indicates the refreshed data for the
record (ie supplier name, complete mailing address, email
contact & telephone number)
Reasons for inactive status:
e  No payment issued over the last 18 months
e  Missing supplier data i.e., banking information
e  Old supplier data that requires updating
For more information on a specific supplier please contact UService at (403) 210-9300 or finance@ucalgary.ca
Step 10: If there are no results or ‘no matching values’, a request will be required for
new Supplier record ID #. Please proceed to the New Supplier Request form
steps from this website. Email the form to newsuppliers@ucalgary.ca.
(END)
If you have any questions or need further assistance, please contact UService at (403) 210-9300 or finance@ucalgary.ca
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