QUERY INSTRUCTIONS FOR LOOKING UP “VENDORS”

The PeopleSoft Query you are about to run will provide you information on any current company in the Vendor database.  This database contains several types of listings, companies that either have or have had a contract/purchase order with the State or companies who have submitted a Vendor Information form to the Auditor of State.
This database is kept separate from the Bidder database.  The Bidder database contains companies who are interested in doing business with the State.  The Bidder database companies may not have been awarded a contract/purchase order with the State or may not have registered with the Auditor of State.  If you do not find enough companies to solicit a specific service/product or are looking for MWBE companies, then you can conduct a search of the Bidder database.  All companies wanted to become MWBE certified must be listed in the Bidder database.
Log in to PeopleSoft

Navigation:
Reporting Tools >Query >Query Viewer
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· Click inside the empty box and type:  “SOI_VENDOR_CATEGORY_PROFILE” (underscores between the words).
· Click the “Search” button 

[image: image2.png]e Fovortes s B hitp--wenwin gov-idoa-fil.. ] Web iice Gallery +
8 Quey Viewer Tl

Favortes  Main Menu > Reporting Took > Query > Query Viewer

ENewWindow (DHelp [ Customize Page i nitp

Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values.

*Search By: QueryName ~ beginswih  [SOLVENDOR_CATEGORY_PROFILE

Search | aovanced Search

Search Results.

“Folder View:  — All Folders

Runto Addto
Query ame Description Owner Folder e scheaue A3912
'SOI_VENDOR_CATEGORY_PROFILE  Approved Vendor Catg/Profile | Public ML |Schedule Favorite

My Favorite Queries

Clear Favorites List

G Locs!intranet | Protected Mod: Off G- mi0w -





· Click on the blue link labeled “Excel” and a new window will open where you will enter your criteria for the search.  The window will look like this:
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You may maximize this window if you wish.

· Enter the UNSPSC number from which you wish to see registered bidders in the field named Quote Group ID:
· The City field is used in two ways.  If you wish only to see bidders in a specific city, you may enter the city name.  If you wish to see all bidders in a specific category, you may enter a “%” sign as a wild card and receive all bidders registered.
Query results look like this:
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52121507 Stationery or business form pr. '0000053508  J B GRAPHICS 6505 EAST 82ND STREET
52121507 Stationery or business form pr. '0000059249  DOERR PRINTING CO 2931 N WEBSTER AVE
52121507 Stationery or business form pr. '0000052539  NETLADDER COM. INC 8425 WOODFIELD CROSSING BLVD
52121507 Stationery or business form pr. "0000006570  PRINTER ZINC INC 1047 BROADWAY
52121507 Stationery or business form pr. '0000052474  POST TRIBUNE PUBLISHING 6901 W 159TH ST
52121507 Stationery or business form pr. '0000052626  CHICAGO TAG & LABEL INC 2501 COMMERCE DRIVE
52121507 Stationery or business form pr. '0000052627  TRINITY PROJECT SOLUTIONS LLC 2939 E 62ND PLACE
52121507 Stationery or business form pr. '0000052633  FIVE STAR GRAPHICS IND 561 BOSTON POST RD
52121507 Stationery or business form pr. '0000052644  EXPIDANT LLC 950 N MERIDIAN ST
52121507 Stationery or business form pr. 0000052714 SOUTH CENTRAL INDIANA REMC PO BOX 3100
52121507 Stationery or business form pr. /0000052727 M LEE SMITH PUBLISHER LLC 5201 VIRGINIA WAY
52121507 Stationery or business form pr. '0000052761  HENDRICKS COUNTY REPUBLICANINC 6 E MAIN ST
52121507 Stationery or business form pr. '0000052829  CALIFORNIA STATE UNIVERSITY SACRAMEN 6000 J ST
52121507 Stationery or business form pr. '0000052947  REGISTER PUBLICATIONS P.0.BOX 59
52121507 Stationery or business form pr. '0000053208  LEARNING LABORATORIES INC 2316 BRUNER LANE S E.
52121507 Stationery or business form pr. '0000002106  HAMILTON CENTER INC 620 EIGHTH AVE
52121507 Stationery or business form pr. '0000001485  FOLLETT LIBRARY RESOURCES. P O BOX 99002
52121507 Stationery or business form pr. '0000000082  RAY ENVELOPE COMPANY 450 S KITLEY AVE
52121507 Stationery or business form pr. 0000000110 SCREEN PRINTING PLUS INC 8736 E 33RD ST
52121507 Stationery or business form pr. '0000000194  PRESS TECH SERVICE 93565 375 E
52121507 Stationery or business form pr. '0000053900  BUSINESS PUBLISHERS INC 2601 UNIVERSITY BLVD 2ND FL.
52121507 Stationery or business form pr. '0000053583  VINCENNES NEWSPAPERS INC PO BOX 396
52121507 Stationery or business form pr. '0000053572  PRINTERS PARTS STORE OF AZ 14201 N HAYDEN
52121507 Stationery or business form pr. '0000053527  REVIEW REPUBLICAN, THE 38 N MONROE ST
52121507 Stationery or business form pr. 0000022126 KING COPIES 868 EAST 5900 SOUTH
52121507 Stationery or business form pr. '0000013811  CREATIVE PROMOTIONS & THE TROPHY FA506 N ST
52121507 Stationery or business form pr. '0000008127  STANDARD REGISTER CO 11711 N MERIDIAN ST STE 160
52121507 Stationery or business form pr. '0000008009 | SOURCE INC 5889 NORTH 34TH STREET
52121507 Stationery or business form pr. '0000007950  SMITH AND BUTTERFIELD CO, INC. PO BOX 3446
52121507 Stationery or business form pr. '0000007851 | SHEARER PRINTING AND OFFICE 107 W MARKLAND AVE
52121507 Stationery or business form pr. '0000006693  PARROT PRESS INC 520 SPRING ST
52121507 Stationery or business form pr. '0000005030  ALLISON PAYMENT SYSTEMS, LLC PO BOX 631498
52121507 Stationery or business form pr. '0000004865  KANSAS BANK NOTE CO INC 301 N FIFTH
82121507 Stationery or business form pr "0000006204 __IDC BUSINESS SOLUTIONS 3642 W 16TH ST
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The spreadsheet includes the following: contact information (including telephone, fax and email address), MBE, WBE, Small Business, Indiana Business and Secretary of State Registration.

When you save the query to your computer, be sure to save as an Excel file so that you can sort as needed.

[image: image5.png]x| Save As’

B Desktop »

Search Desktop

45¢ Favorites
B Deskiop
6 Downloads

> (%! Microsoft Office B —

% Recent Places

Organize »  Newfolder

Libraries
System Folder

Geer, Jeania
System Folder

«

[Aadress 1

4 4> 9| sheetl
Ready

7]

Computer
System Folder ER COMPANY
453 Uibraries
> 0 Documents N
> & Music System Folder
» 0 Pictures
> H Videos Office 2007 Trining HING
g Filefolder <k e
uUTIONS LLC
File name: Copy of devsS0 gmisin -
Save as type: [Bicel91-2003 Workbook:
Authors Tags IAREMC
ERLLC
B EPUBLICAN INC
2 e olders Took - [sme NS
S INC
ic
20 /82121507 Stationery or business form pr 0000001486 FOLLETT LIBRARY RESOURCES
21 2121507 Stationery or business form pr 0000000082 RAY ENVELOPE COMPANY
22 62121507 Stationery or business form pr 0000000110 SCREEN PRINTING PLUS INC
25 2121507 Stationery or business form pr 0000000194 PRESS TECH SERVICE
24 2121507 Stationery or business fomn pr 0000053900 BUSINESS PUBLISHERS INC
25 /82121507 Stationery or business fomn pr 0000053583 VINCENNES NEWSPAPERS INC
26 /2121507 Stationery or business form pr 0000053572 PRINTERS PARTS STORE OF AZ
27 2121507 Stationery or business fomn pr 0000053527 REVIEW REPUBLICA, THE
26 /82121507 Stationery or business form pr 0000022126 KING COPIES
20 /82121507 Stationery or business form pr 0000013811 CREATIVE PROMOTIONS & THE TROPHY FAS06 N ST
30 B2121507  Stationery or business fom pr 0000008127 STANDARD REGISTER CO
31 82121507 Stationery or business fom pr 0000008009  SOURCE INC
32 /2121507 Stationery or business fom pr 0000007950  SMITH AND BUTTERFIELD CO, INC
33 /2121507 Stationery or business fom pr 0000007851 SHEARER PRINTING AND OFFICE
3 2121507 Stationery or business form pr 0000006693 PARROT PRESS INC
35 2121507 Stationery or business fom pr 0000005030 ALLISON PAYMENT SYSTEMS, LLC
36 82121507 Stationery or business fom pr 0000004855 KANSAS BANK NOTE CO INC
37 2121507 Stationery or business form 0000006204 __IDC BUSINESS SOLUTIONS

‘ m

IVERSITY SACRAME! 6000 J ST

[BO

DEPARTMENT CH 10320
6505 EAST 82ND STREET

2031 N WEBSTER AVE

8425 WOODFIELD CROSSING BLVD
1047 BROADWAY

6901 W 150TH ST

2501 COMMERCE DRIVE

2030 E 62ND PLACE

561 BOSTON POST RD

950 N MERIDIAN ST

PO BOX 3100

5201 VIRGINIA WAY

6E MAN ST

P.0.BOX 50
2316 BRUNER LANE S.E
620 EIGHTH AVE

P O BOX 99002 |
450 S KITLEY AVE

8736 E 33RD ST

9356 S3T5E

2601 UNIVERSITY BLVD 2ND FL
PO BOX 396

14201 N HAYDEN

38 N MONROE ST

868 EAST 5900 SOUTH

11711 N MERIDIAN ST STE 160
5889 NORTH 34TH STREET
PO BOX 3446

107 W MARKLAND AVE

520 SPRING ST

PO BOX 631498

301 N FIFTH

3642 W 16TH ST

-
o
]

sl

°

B





There are many other helpful queries available.  The below table may help you find other queries that would be helpful to you.  Steps are basically the same, but if you wish to run queries you should really take the basic query training class.  It will teach you to run queries and to modify existing queries to make them what you need.  Training info is posted on the ENCOMPASS website.
	#
	Description
	Explanation
	Query Name

	1
	Buyers Listing

Buyers for a Business Unit
	Prompts:  Business Unit.

Displays:  Buyer ID, Name, and Buyer defaults such as Event Status, PO Status, Chartfields, Ship-to code, Location code, Suggested Vendor Override, etc.


	SOI_BUYER_SETUP  

	2
	Locations Listing


All Locations for a Business Unit
	Prompts:  Business Unit (Last 3 digits of Business Unit followed by % (i.e. 430%)).

Displays:  Location ID, Description, and other information such as Active Status, Street Address, County, Phone/Fax, etc.


	SOI_LOCATIONS  


	PS_OPER_DEFN 

	4
	PO Business Unit

Lookup Business Unit by PO ID
	Prompts:  PO number.

Displays:  Business Unit, Buyer, and Vendor for a PO.  


	SOI_PO_LOOKUP  

	5
	PO Encumbrances

PO's w/remaining Encumb by Business Unit

	Prompts:  Business Unit and Budget Ref.

Displays:  Remaining PO encumbrances for agencies using PeopleSoft full Financials.  


	SOI_PO_REMAINING_ENCUMBRANCE  

	6
	PO Information 1

PO Header and Distribution

	Prompts:  Business Unit (with % wildcard), Vendor (with % wildcard), Budget Ref (with % wildcard), and PO From/Through Dates.

Displays:  PO status and other information.  


	SOI_POS_BY_VENDOR_AND_BU  

	7
	PO Information 2

PO Header and Distribution

	Prompts:  Business Unit, PO From Date, and PO number (with % wildcard).

Displays:  PO status and other header information.  


	SOI_PO_HDR_LN_DISTRIB  

	8
	Req Information

Req Header and Chartfield

	Prompts:  Business Unit, Req From Date, and Req ID (with % wildcard).

Displays:  Requisition status and other header information.  


	SOI_REQ_HDR_LN_DISTRIB  

	9
	Reqs Open Listing

Select all Reqs not comp/canc


	Prompts:  Business Unit.

Displays:  Outstanding requisitions, Date Entered, and Buyer.


	SOI_REQTRAK_REQ  

	10
	Reqs Pre-Encumb with no PO

Reqs not PO'd  w/ >$0 PreEnc

	Prompts:  Business Unit and Budget Ref.

Displays:  Pre-encumbrance balances for requisitions not yet on POs for agencies using PeopleSoft full Financials.  


	SOI_REQ_REMAINING_PREENC  

	11
	Reqs Pre-Encumb with PO

Reqs PO'd w/ >$0 PreEnc


	Prompts:  Business Unit and Budget Ref.

Displays:  Pre-encumbrance balances for requisitions on POs for agencies using PeopleSoft full Financials.  


	SOI_REQ_REMAINING_PREENC2  

	12


	Requesters Listing

Requesters for a Business Unit


	Prompts:  Business Unit.

Displays:  Requester ID, Name, and Requestor defaults such as Chartfields, Ship-to code, Location code, etc.


	REQUESTERS_DEFAULTS_BY_AGENCY 

	13
	RFQ Information

SOI-RFQ Award Analysis 


	Prompts:  Business Unit and RFQ ID.

Displays:  RFQ information used for analysis of quotes for award and required with more than 15 items.

	SOI_RFQ_AWARD_ANALYSIS 

	14
	Vendor Profile Listing

Approved Vendor Catg/Profile


	Prompts:  Group ID (with % wildcard) and City (All Caps with % wildcard).

Displays:  Vendor profile information.  

	SOI_VENDOR_CATEGORY_PROFILE  


