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PeopleSoft Finance 9.0 – CSU Vendor Lookup 
 
 

 1. Purpose:  To find out the vendor number and address 
for a particular vendor. 
Navigate to the Vendor menu. 

Vendors  > Vendor Info > Add/Update   - Vendor 
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 2. Enter the following information. 

 SetID (LBCMP) 
 Short Vendor name contains  %TAB 

 
The percent sign (%) can be used as a wild card value when you search for 
vendor names, cities, or zip codes. 

Searches on the CSU Vendor Lookup panel are not case-sensitive. 

 

Click  to access the Vendor Lookup page. 

 

When the vendor is located, write down the vendor number or other 
important information because this panel does not default back to a 
requisition or purchase order screen.  Though there is a vendor look up 
link in the requisition inquiry information page. 

Click on TAB Products – Vendor ID 0000000070 



PeopleSoft Financials 9.0                                        Quick Reference Guide 

  

 3. Review Vendor Information.   

 

You can click on Last arrow to view the Fax number. 
 

If a vendor is set up in PeopleSoft, you can rely on that vendor already 
having a 204 Form on record with Accounts Payable.  If you are unable 
to find the vendor you are looking for, it is probably a new vendor.  All 
new vendors require a completed 204 Form to be in Accounts Payable 
prior to input into PeopleSoft. 

 

   

 


