HOW TO USE THE SEARCH FOR VENDOR QUERY

1. In the menu, select Reporting Tools>Query>Query Viewer.
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2. In the Query Viewer screen, type UHS_AP_SEARCH for search criteria.  You can type UHS_AP_SEARCH_FOR_VENDORS (full name) if you like.  Click on [image: image2.png]Search
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Find an Existing Query

Searchby:  [Name =] [beginswitn =] [UHs_aP_SEARCH




3. Select UHS_AP_SEARCH_FOR_VENDORS from the search results by clicking on the query name.

[image: image4.png]Query Yiewer

Find an Existing Query

Searchby:  [Name =] [oeginswith ¥] [URS_&P_SEARCH

Search Results

UHS AP SEARCH FOR PAYMENTS Vchrs & Pris by Payment Date Public Run  Schedule
UHS AP SEARCH FOR VENDORS ~Search for APJPO vendors Public Run  Schedule
UHS AP SEARCH FOR VOUCHERS Vehr Pras by Vehr Enter Date Public Run  Schedule




4. In the query, search by Name, DBA/Dept, FID/SSN, or Zip Code.  In order to search by vendor name or DBA name, enter %vendor name% or %DBA/Dept name% (example: see below).  Then enter % for other fields. Click on [image: image5.png]
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5. The system displays the results.
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