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INTRODUCTION 

The ability to search for suppliers in the Oracle Financial system is helpful when you need 

to make purchases on behalf of the university. The Supplier Inquiry function provides 

important information about suppliers such as if they are set up as a supplier in Oracle, if 

they are an active supplier (have been used in the last 14 months), if they are designated 

as a preferred supplier for the university and/or if they have any diversity, equity and 

inclusion (DEI) characteristics. This document provides you with the steps to take in Oracle 

to find suppliers and view the characteristics associated with those suppliers. 

For more information on supplier inquiry, visit the Finance Training Accounts Payable 

page. Questions about supplier inquiry can be directed to the Business Systems Help 

Desk at orclhelp@andrew.cmu.edu.  

 

  

https://www.cmu.edu/finance/training/area/ap-ar/ap.html
https://www.cmu.edu/finance/training/area/ap-ar/ap.html
mailto:orclhelp@andrew.cmu.edu
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SUPPLIER INQUIRY - SUPPLIER NAME 

From the navigator menu, the menu path is AP Inquiry>Suppliers>Inquiry. 

               

 

Selecting this function opens the Supplier Search window. This window presents many 

different pieces of information that can be used to find the supplier or suppliers you are 

looking for. You can enter criteria in one field or a combination of fields. 

 

 

Example One: Finding a supplier that begins with a certain word 

The following steps shows how to complete a simple search by finding all of the suppliers 

in Oracle that start with Dell.  
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1. Simply type ‘dell’ in the Supplier Name field. The search functionality is not case 

sensitive.  

 

2. Click on the Go button  to perform the search for suppliers whose name 

begins with ‘dell’.  

3. The Search Results region will display with the results of any supplier whose 

supplier name begins with ‘dell’.  
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a. You will see that there are multiple suppliers whose name starts with ‘dell’. 

The search results also provide additional pieces of information. The 

Alternate Supplier Name column will display the 'Doing Business As' name 

of the supplier, if the supplier provided this as part of the supplier setup 

information. Other fields in the search results include the Supplier Number, 

the Parent Supplier Name (if applicable) and the supplier Taxpayer ID. The 

End Date column is populated with a date for those suppliers who are no 

longer active suppliers in the Oracle database. The View icon is used to get 

to the details about the supplier, which will be demonstrated later in this 

document.  

Example Two: Finding a supplier with a certain word anywhere in their name 

The following steps shows how to find all of the suppliers in the Oracle database that have 

the word ‘dell’ anywhere in their name.  

1. Enter dell with the wildcard character of a percentage sign (%) on either side of the 

word in the Supplier Name field. Using %dell% tells the system that you want to 

see results for any supplier name that contains the word dell.  

       

 

2. Click on the Go button  to perform the search.  
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3. The Search Results region displays the results of any supplier whose supplier 

name contains the word ‘dell’.  

 

SUPPLIER INQUIRY – ALTERNATE SUPPLIER NAME SEARCH (E.G., 

DOING BUSINESS AS) 

Suppliers in the Oracle database may have an official supplier name that is not as familiar 

to users as their ‘Doing Business As’ name. For example, searching for ‘Sam’s Club’ as a 

supplier in the Oracle database, will not return any results and may cause the user to 

think that Sam’s Club is not in the Oracle supplier database. However, if you enter ‘Sams 

Club’ in the Alternate Supplier Name search field, the results will show that the official 

Supplier Name for Sam’s Club is GE Capital Financial Services Inc.  

The following steps shows how to search for a supplier in the Oracle supplier database 

using the Alternate Supplier Name field. 

  



6 

1. From the navigator menu, the menu path is AP Inquiry>Suppliers>Inquiry. 

               

2. When the Supplier Search window opens, find the  link in the 

bottom left portion of the Simple Search area and click on it to expand the search 

criteria. You will see many more fields of information that can be used when 

searching for a supplier(s). Keep in mind, the more criteria you enter the narrower 

your search becomes. 
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3. In the Alternate Supplier Name field, enter ‘%hilton%’ to search for all supplier 

names that contain Hilton. 

 

4. Click on the Go button  to perform the search.  

5. The Search Results region displays all of the suppliers in the database who do 

business with an alternate supplier name that includes the word ‘hilton’.  

 

Note:  When creating an Oracle purchase order (PO), the Supplier Name is what will be 

available in the list of values on the PO form. The Alternate Supplier Name will not display 

or be available in the list of value to choose. 
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VIEWING SUPPLIER DETAILS 

This section will discuss how to access the details associated with a supplier.  

1. To do this, use the View icon (if your search results in multiple suppliers) or go 

directly into the supplier record (if your search finds one specific supplier). 

2. From the navigator menu, the menu path is AP Inquiry>Suppliers>Inquiry. 

 

Example One: Viewing supplier details (Continental Office Environments) 

1. To view the supplier details for Continental Office Environments, enter ‘Continental’ 

in the Supplier Name field on the Supplier Search window in the Simple Search 

region. 

 

2. Click on the Go button  to perform the search.  
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3. The Search Results region displays all of the suppliers in the database whose 

name begins with ‘Continental’.  

   

4. Locate Continental Office Furniture Corporation, is in the Search Results. At this 

point you can click on the View icon  to go to the supplier’s Quick Update 

screen and drill into the details of the supplier record. 

5. Alternatively, you could enter ‘Continental Office’ in the Supplier Name field in the 

Simple Search region, which narrows down the search results and automatically 

takes you to the supplier’s Quick Update screen where you can drill into the details 

of the supplier record. 

a. Note: while in the Simple Search inquiry screen, you are not able to update 

the payment type. 
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The following lists the details that you can find on the supplier’s Quick Update screen, 

which provides summary information about the supplier and the supplier’s site(s).  

1. The top portion of the Quick Update screen displays information about the 

supplier as a whole – the Supplier Name, Supplier Number, Alternate Supplier 

Name, Registry ID, Inactive Date (if applicable) and Alias (if applicable). You can 

also see if the university has placed and holds on this supplier. The Purchase 

Order Hold prevents new PO’s from being created for the supplier and the Hold 

from Payment prevents payments from being made to the supplier. 

 

2. The Supplier Sites region displays the different supplier sites that have been 

created for the supplier. The sites that are displayed by default ‘Active’, but the Site 

Status can be changed to show Inactive sites if needed.   

3. The Key Purchasing Setups tab displays information that was chosen or selected 

when the site was created as a purchasing site. The Bill-To Location is set to 

Accounts Payable to ensure that the supplier’s invoices are sent directly to the 

university’s Accounts Payable office for faster processing. 
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4. The information on the Key Payment Setups tab was chosen or selected when the 

site was created. On this tab, you can quickly see information such as the Invoice 

Currency, Pay Group, Payment Terms (used to calculate the date of payment), 

Pay Date Basis and Always Take Discount (indicates whether or not a discount 

provided by the supplier will be taken). 

 

5. If you are looking for a particular site and you don’t see it displayed as an active 

site, try changing the Site Status selection to ‘Inactive’ and then click on the Go 

button to see if the site is currently inactive.  

  

6. Looking at the results, you can see that there are sites for Continental Office 

Furniture Corporation that are currently marked as ‘Inactive’ which means that 

these sites are not available for Purchasing or for Payment.   
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7. In the left-hand margin of the Quick Update screen, there is a Suppliers menu of 

additional information that is available for the supplier. This document will not 

review all of the information that is available, but instead will focus on the 

information that is most likely to be helpful to someone inquiring on a supplier to 

make a purchase. 
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8. From the Suppliers menu, click on Organization to view the supplier’s organization 

information.  

 

a. The Organization screen header provides some of the same information 

that was on the previously reviewed Quick Update screen such as the 

Supplier Name, Supplier Number, Alternate Supplier Name and Inactive 

Date. The Type field in the header region is provided by the supplier and is 

used by CMU for reporting purposes.   

b. Under the Global Details section, the Additional Information region 

provides characteristics about the supplier that are requested on the 

Supplier Setup Form during supplier entry.  

1. The Preferred Vendor status to indicate whether the supplier is a 

preferred supplier for the university. 
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2. There are also several indicators for the supplier’s small/minority 

owned business status that the university uses for reporting 

purposes and to help meet diversity, equity and inclusion (DEI) 

purchasing goals. 

c. The Tax and Financial Information region of this screen is where you’ll find 

the Taxpayer ID number.  

9. To view the supplier’s address information, go back to the Suppliers menu in the 

left-hand margin of the Organization screen and click on the Address Book 

menu. 

 

4. On the Address Book screen, in the top portion, you have the option to search for 

a specific address that is associated with the supplier. However, even without 

performing a search, all of the supplier’s active addresses appear below by default. 

Each supplier address location is defined with a Name, Address, Country, 

Communication, Purpose and Status.  
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a. The  arrow allows you to see the supplier site(s) that have been 

assigned to a particular address. At CMU, there is generally a one-to-one 

relationship between an Address and a Supplier Site. Click the  arrow 

for the Address Name of ‘COLUMBUS’. 

 

b. The COLUMBUS address has one site associated with it that is under the CM 

Operating Unit Organization and the Purpose shows that this site can be 

used during purchase order creation and for payment processing. 

c. To find any Inactive Address and/or Site information, click on

 that appears directly below the Active Addresses results 

region. In this example, there no Addresses or Sites have been made inactive 

for this supplier.  
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10. To view the supplier’s contact information, go back to the Suppliers menu in the 

left-hand margin of the Organization screen and click on the Contact Directory 

 menu. 

 

a. The Contract Directory provides the contact First Name, Last Name and 

Phone Number that was provided by the supplier. 

11. To view the supplier’s business classification, go back to the Suppliers menu in the 

left-hand margin of the Organization screen and click on the Business 

Classification   menu.  

Note:  This screenshot does not contain the full list of classification. 

a. The supplier we are reviewing, Continental Office Furniture Corporation, 

does not have any applicable business classifications. However, if a supplier 

does meet any of the available classifications there would be a check mark in 

the Applicable column. These classifications assist the university in reporting 

to the interested agencies about our supplier base, meeting the goals of the 
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supplier diversity program and supporting overall diversity, equity and 

inclusion initiatives. 

12. To view more information about the supplier’s purchasing sites, go back to the 

Suppliers menu in the left-hand margin of the Organization screen and click on 

the Purchasing menu.  

 

a. The information in the Purchasing area, such as the Site Name, Operating 

Unit, and Bill-To Location is also found on the Quick Update screen. Due to 

the nature of the business the university conducts, the Self Billing and 

Freight information does not apply. 

13. To view the supplier’s receiving information, go back to the Suppliers menu in the 

left-hand margin of the Organization screen and click on the Receiving 

menu. 

 

a. The Match Approval Level may show a default value of ‘3-Way’. Which 

means that the PO shipment, receipt, and invoice quantities must match in 

the system in order for payment to the vendor to be processed.  

b. Note: Depending on when the supplier was created in Oracle, the receiving 

setup information may not be visible within the Supplier Inquiry view.  
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14. To view the supplier’s selected payment method, go back to the Suppliers menu in 

the left-hand margin of the Organization screen and click on the Payment Details 

menu. 

a. The Payment Details section at the top of the screen contains information 

that is specific to the supplier record and includes the Default field which 

indicates the suppliers’ selected Payment Method.  

 

b. The bottom portion of the Payment Details screen, Supplier Sites, is where 

the type of payment method is defined for each site. Click on the Update 
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Payment Details pencil icon,  to see (but not update) the site payment 

information. 

 

c. The Payment Details screen associated with the Supplier Site chosen 

displays. Here you can see the default type of payment that the payment site 

accepts. 

15. To view the supplier’s invoice management information, go back to the Suppliers 

menu in the left-hand margin of the Organization screen and click on the Invoice 

Management menu. 
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a. The Invoice Management screen is where you can find additional details 

about how the university processes the invoices received from the supplier. 

Some of the information that is found on the Quick Update screen is also 

found here. Here again, the screen is split into several regions.  

1. The top header region allows for options and settings to be 

established for the supplier, and they take effect as the default for 

the supplier sites. Here you can see if certain pieces of information, 

such as the Invoice Currency, Invoice Amount Limit, Invoice 

Match Option and Hold from Payment, have been defined for the 

supplier record. 

2. The Invoice Payment Terms section where you can find information 

about the Payment Currency, Payment Priority, Terms, Terms Data 

Basis, Pay Date Basis and Pay Group. 

3. The bottom Supplier Sites region is where you can see the way that 

each site has been setup and has tabs for Invoicing, Payment, 

Terms and Supplier Preferences.  
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o The default Invoicing tab region shows the invoicing 

information for each site. Sites may have different invoice 

currencies or hold from payment indicators.

 

o The Payment tab region shows information such as Payment 

Currency and Pay Group for each supplier site. 

 

o The Terms tab region is where you can see Payment Terms, 

Term Date Basis, Pay Date Basis, and Always Take Discount 

information across supplier sites.  

 

 

This concludes the Payables Supplier Inquiry User Guide. For more information on 

supplier inquiry, visit the Finance Training Accounts Payable page. Questions about 

supplier inquiry can be directed to the Business Systems Help Desk at 

orclhelp@andrew.cmu.edu. 

https://www.cmu.edu/finance/training/area/ap-ar/ap.html
mailto:orclhelp@andrew.cmu.edu

