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Finding Your Supplier

1 Click "Tools"
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2 Double-click Reports and Analytics

3 Click "Browse Catalog"
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4 Click "Shared Folders"

5 Click "Procurement"
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6 Click "Supplier"

7 You'll see Supplier Search Query. Click open.
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8 You can enter the legacy supplier number or you can search by name, alternate
name, or address.

9 Click this text field.
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10 Type legacy vendor number. Use 000 as a prefix to the legacy number

11 Click this text field.

12 Type "0003006079"
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13

14 Type " Backspace"
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15 Click "003006079"

16 Click this button field.
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17 The new DASH vendor number will display


