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Identify Registered Vendors by Category Code
Vendor List by Cat Code-UNSPSC Report
Navigation: Purchasing>Purchasing Report>Vendor List by Cat Code-UNSPSC
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Input the Run Control ID and Click the [image: image2.png]Search



 button.
[image: image3.png](" Vendor List by Cat Code-UNSPSC \

Run Control ID:  Vendor_List_by_Cat_Code_UNSPSC Reor Manager  Process bontor Rt

Report Parameters

?’Cﬂlﬁgﬂy: 43191600 a
Begin Date [07/01/2011 QEM Date [12/04/2012

[@soe | [ & retmiosewen | | o prevous it | [ et | [ |





Input the Category Code and Begin and End Date. The report will display Vendors/Bidders registered for the requested Category Code who have an active registration date during the Begin and End Date requested.

1. Vendor/Bidders must be registered for the Category Code requested.

2. The report will display vendors/Bidders whose current registration date is between the Begin and End Date requested. (See Screen shot 1)

3. In order for a Contact Name, Vendor Address, Phone Numbers or e-mails to display, contact information must be setup for the Vendor to receive Solicitations (Commercial Paper Contact) and have an Active Status. (See Screen Shot 2)
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Click the Process Monitor, Details, View Log/Trace and OCP0663 3938651.PDF links.
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4. If there is more then on Contact for Solicitations then the Contact Name and Contact data will be displayed for each Contact. 

5. If the Contact Name is Bid Notification then during the vendor registration process the Vendor did not input a solicitation Contact.
Vendor Inquiry Lookup Page

Navigation: Purchasing>Request for Quotes>Add/Update RFQs (This feature is available in all the Vendors Detail Lookup Pages.)
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Input the BU and click the [image: image10.png]
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Input or copy the RFQ data, click on the Dispatch Vendor List link.
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Click on the Vendor Lookup link.
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Input the category code and click the tab button. ( You can use the Lookup Icon [image: image14.png]
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Begin and End Dates will dafault, input the dates requesting and click the  [image: image16.png]Search
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The screen will display Vendors/Bidders registered for the requested Category Code who have an active registration date during the Begin and End Date requested
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6. Bidders cannot be selected from this page. Stratigic Sourcing is where Bidders and Vendors can be notified. For now they will have to be notified manually.

7. Vendor locations are the Vendor Default Location.

8. Vendor/Bidders must be registered for the Category Code requested.

9. The report will display vendors/Bidders whose current registration date is between the Begin and End Date requested. (See Screenshot 1 in the Notes section at the end of this document.)
10. Vendor must have a contract setup to receive Solicitations (Commercial Paper Contact) and be in an Active Status. See Screenshot 2 in the Notes section at the end of this document.) The vendor will display for each Solicitation Contact. 
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Select the vendor to send the RFQ by clicking the box located to the left of the Vendor Number.  Click the [image: image19.png]


 button.
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Select the contact to send the RFQ to by clicking the box located to the left of the line and click the Vendor Details link.
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Click on the Contact Box, then lookup the contact information by clicking on the Lookup Icon [image: image22.png]


.
[image: image23.png]Look Up Sequence

SetlD: 00000
Vendor ID: 0000074519

Contact Sequence Number:|= =l
Contact Name: begins with

[tookup | | clr | | conal | osic Looup

Search Results

[ 2013 [3]
ntact Sequence Number Contact Name

DENESE STANLEY
DENNIS BOLAY
Bid Notification





Click on the Contact.
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The Contact Email ID is where the RFQ will be Emailed when dispatching.
To change the “Send To” number click the Box located to the left and click on the Lookup Icon.  The “Send To” number is the ordering address attached to the default location.
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Click the [image: image27.png]


 button to return back to the RFQ page.
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Notes

The Report and Inquiry screen should match with the exception the Inquiry screen must have a Solicitation Contact or it will not display.
If you have any issues then please file a helpdesk case and include the Category Code and Begin and End date.  Please include any screen shots.
 Screen Shot 1
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Screen Shot 2
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