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Checking Vendors in Core Job Aid
	Step
	Task

	1
	To check if a vendor is in Core or to verify vendor information, use the following path: Vendors/Vendor Setup/ Maintenance/ Vendor Information.  
· The “Vendor Information” screen with the tab “Find an Existing Value” will appear.  

	2
	Enter the SetID as State or OPMIA for OPM Assistance Program (e.g., interface payments for IGP renters or IGP grants).  

	3
	Enter any of the following search information that you have: 

· Vendor ID is a number assigned by Core.

· Short Vendor Name is the organization’s FEIN number or social security number (do not include dashes).

· Our Customer Number is blank.  Do NOT search on this field.

· Name 1 is the Vendor’s actual name as it was entered by Core. 
Click on the Search button.

Note:  Use “contains” rather than “begins with”.

	4
	Click on the appropriate Vendor name.

· Vendor information includes “Identifying Information”, “Address”, “Location” and “1099” Reporting Information.

	5
	Look at the Identifying Information.  
· Notice if there is more than one Vendor Name listed.  Usually the Vendor Short name will be followed by “-001” to indicate an active vendor.  
· If the short name is followed by “-002”, this indicates that the vendor also has an inactive or unapproved vendor record.

	6
	Also look at the Vendor Classification. 
· If the status is “Unapproved” than the entire vendor record can NOT be used. 
· If the status says “Approved” then the vendor is approved, however, there could be an address record on the address page with an “inactive” status. 
· Inactive records should not be used even if the vendor status is approved.  


Checking Vendors in Core continued

	Step
	Task

	7
	Select the “Address” tab.  
· Be sure to click on “View All”.  
· Be sure to review all of the choices to ensure that you are selecting the correct vendor choice.  
· Also be sure that the status is “Active”.  
· Then select the “Location” tab.

	8
	From the Location tab, be sure to check each choice.  
· It is important to look at both the “Location” and the “Descr”.  The Location is usually “MAIN” and the “Descr is usually “ORDER & REMT-CHECKS”.

	9
	If the Location is “REMT-TEPF” and the Descr. is “TEPF ….”  
· This choice SHOULD NOT BE USED.  
· If this is the only choice listed for the vendor, contact Cheryl Rannou, so that she can have another vendor file added. 
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