
 XK03 VENDOR DISPLAY
(How to look up a Vendor)

Choose XK03 – Vendor Display (Add to your favorites) 

The Restrict Value Range Box will appear – Allows for various search tools.

Click on the 
drop down 
box.



Search for Vendor Name: 

Name Search Box - Type *xxxxx* only use part of the name of the company (i.e. Office Depot = *off*).   
Results will show all vendors with those letters in the name slot.  

WARNING - When selecting a Vendor - Use numbers that starts with a 3XXXX not 5XXXX.
(5XXXX is the vendor’s Remit To Address) 

Use an * before and 
after part of the vendor 
name you are looking 
for. 
Example * off*

Double click on the 
Name1, this will 
alphabetize the 
column. 



If you double click on the box that says Name 1 it will put them in alpha order.  


