
HOW TO LOOK UP A VENDOR 

• From the New World home screen, click on Financial Management >Inquiries >Vendors  
 

 
 

• Type in the vendor name (less is better), or type in the vendor number 
• Click GO  
• Next to the vendor you are searching for, click on the folder to the left of their vendor number 

to view their information 
 

 



 
• From here, you can look up past invoices, checks that have been issued, and if checks have been 

reconciled 
• Make sure the dates and fiscal year are in the time frame you are looking for 
• To view invoices that have been paid, click on INVOICES 
• Click on the Invoice Number to view the information 

 

 
• The next screen will provide all of the invoice information: Department, Invoice Number, Invoice 

Description, and other details you may be looking for. To see if a check has been reconciled 
(cashed) yet, click on the PAYMENT NUMBER 

 

 
 



• If the CURRENT STATUS says Reconciled, that means the check has been deposited. If it says 
Open, then it has not cleared the bank yet 

• This screen will also show if there were other invoices included on this particular check 

 

 

 


