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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

Dashboard  Allaboutme  Mywork | Around campus Favourties
Step 1: Navigate to the PeopIeSoft (PS) portal using Access & delegation People management Finance & Supply Chain_ Travel Reporting Direct access |
HR gelegation Manager self service Payment Selector Tool Policy & procedures Bl & Analytics D2l
My work > Direct access > PS Finance & Financelproject delegation  Manage PeopleSoft access  Manage expenses Travel & expense card  HR Reports (Desire2Leam,Brightspace)
. Expense entry delegation Job opening request Pending approvals Book travel efin
Supply Chain (Or FS PeOpIESOft) View my PeopleSoftaccess  Template-based hire Apply for Credit Card Mobile phone roaming PS Student Administration
Manage applicants PER Statement Vehicle Rentals PS Human Resources
My team learning Preferred suppliers PS Enterprise Leaming
Job Profile Database Shipping & recening —_—
Onboarding ehecklists SCM service request forms Academic Advisement
Human Resources site Finance & SCM eForms

AUPE Local 52 site

MaPS executive site
TUCFAsite

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

VISA

£ Employee Self Service

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

‘ AR-File Upload

% Supplier -~

Add/Update Supplier

Review Suppliers

" Payables Transactions v
o3 Payables Inquiry w
e Procurement Operations v
EE Project Costing Inquiry v
&~ General Ledger Transactions w
<4 General Ledger Inquiry W

1 Reporting v
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Supplier Information

Step 4: Use the “Supplier Name” field. Change the drop down Find an Existing Value
from "begins with" to “contains”, and then use all or part « Search Crteria
Of the Supp“er's name to Search (not case Sensitive) Enter any information you have and click Search. Leave fields blank for a list of all values.

7 Recent

Chaose from recent searches v| AN S | cnoose from saved searches v|Z

\ searches s:;:gnes

TIP: using only part of the name generates more results (ie: setd [= v] [sare  q
last name only, in this case “seat”) Suppterts [omgmwm ] [
Persistence \ = v‘ | v‘

Short Supplier Name: | begins with + | | Ql

Our Customer Number | begins with v | | a|

| Supplier Name [ contains v | | al |

D Supplier Status | = vl v

~ Show fewer options

Case Sensitive [ Include History Carrect History

Step 5: Populate the supplier name field with all or of part of the snort Suppler Name | begins with ] | LY
supplier name (not case sensitive). Then hit enter or the Our Customer Number [ begins wih v | | a
“SEARCH” button. This results in a list of all records |suppner~ame [cortans_ ] [soat a |
containing the name searched, or if “no matching values spiersutus [= | [
found” appears then proceed to next steps. ~ Show fewer options
Case Sensitive Include History Correct History
Step 6: The second column indicates the assigned Supplier ID

number of the record. The search results mean that a + Search Results
supplier record exists in PS. The last column (Approved oreI SHDTSIARES, Swpplertiame aent
or Inactive) indicates the current status of the record. Vi A

. . . . SetiD Supplier ID | Persistence See s g:;t:mﬂ Supplier Name Sl
Step 7: If the supplier status is "Approved", the record is active. D omher
. . . . . . . SHARE 00000988 | Reguiar CRASEA-001 (blank) CRAMERISEENTLE Approved >
Click into the record to verify if the supplier information o ™
. . . _ege 00001007 DRIVERSEAT
is correct. If yes, then proceed and submit a requisition SRE s Feauar oRoALot oa | eataary fracte ’
or payment request using the full Supplier ID number. sune D000 | gy DucsER D01 (oan %%;Eﬁﬁ%f;m Inacive ;
share 2000175 gguiar ERGSEA-001 (blank) R s | Inactive >
Step 8: If the supplier record is Approved but requires updating, swape 000005 gy HoVHAN 001 oy |PRNSEATSCHE | >
please complete a Supplier Change Request form and FRERAS
. . . sHARE g% Reguiar PORSEA-001 (blank) PORT OF SEATTLE | Inactive >
send it to uofcsuppliers@ucalgary.ca. Please include any
00000067 ular o lank) Inactive
back-up documentation that indicates the refreshed data R | e REPSSN | Wew | reeEeT . ’
. . . . 00000685 ular |-t lank) Inactive
for the record (ie: invoice, quote, contract, email thread, SHRE m et SeaRvom Wk | SeATeRam et ’
. . . . .y 00000790 SEATING
website with supplier name - with the complete mailing SHRE m Reautar sEasoront (| souTions racte ’
addre55, email contact & telephone number) share 90005 geguiar SEATU001 (blank) SEATING U LTD Inactive >
Step 9: If the supplier record is Inactive, send an email request 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 (ie: 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 a new supplier record (and supplier
ID number). Please proceed to the Suppliers to UCalgary - New Suppliers steps outlined on the website. Submit

(END) the New Supplier eForm using the link provided (or through the PS Finance & Supply Chain module in PeopleSoft).

If you have any questions or need further assistance, please contact UService at (403) 210-9300 or finance@ucalgary.ca
January 29, 2025

2/2|Page


mailto:uofcsuppliers@ucalgary.ca
mailto:uofcsuppliers@ucalgary.ca
https://fscm.my.ucalgary.ca/psc/fsprd/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH.GBL?G3SEARCHGRP=UCSM_G_FINANCE&G3FORM_TYPE=UCSM_G0001&G3FORM_CONDITION=Default&G3FORM_TASK=ADD



