HOW TO LOOK UP A VENDOR

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

Vendor Inquiry - 5946 - J&J Printing

onE ~ume Frame [T |
LastName/Business  J&J .
Number Invoices vinvice [ ID” M - 02t ToDate
@ e e ‘Gw‘L Date
ji g B 7 rd Brochures B ~
i vendors 93807 0703112018 08M3/2018  08M32018  Enveloped-PD s248.08  EDA
[ 5946 - JaJ Printing Paid 93760 0742612018 0BM32018  DBM32018  Utilities - forms sagero EDA
D pocuments Edit 93761 071262018 0BI26/2018  DBAOT/2018  Correction Motices 527387 D&
&) User Defined Paid 93758 072512018 08/24/2018  08/02/2018 Loud Party Notices $97.43 51|
Paid 93750 0742312018 0712412018 0712412018  Business Cards se660 P
& Recsipt of Goods Paid 93748 07M7/2018 07M7/2018  07M7/2018 Printing- Transit Labels 589307 DA
B cects Paid 93751 07712018 071812018 07H&2018  Life Jackst Banner 519377 D
B 1088 History Faid 93708 0710512018 08/04/2018  O7TM8/2018  Drinking water info fiyer se95.00 D&
2 Purchase Ordsrs Paid 93618 06/30/2018 06/23/2018  D6/30/2018  Business card stock 579888 EDF
B 2':;mm Paid 93672 062812018 071212018 0712/2018 STICKERS FOR FREE s11583 D&
D wire rransers Paid 17220 06(26/2018 06/26/2018  D626/2018  Business cards s17320 D&
Paid 93613 06(26/2018 06/26/2018  D626/2018 Business cards s17320 &
Paid 93641 06(21/2018 0B21/2018  0B/212018 Transfer Tickets/ City .. 393166 ED#
Trems: 150 of 80 of 2 Next Page

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
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e 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

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