	AIS – SIU Supplier Web Search Quick Reference

	Step
	Instructions
	Other Information

	1
	Log on and access the Vendor Name/TIN Search web page.

· Open Netscape.

· In the address field key in http://ums2.siu.edu:8000/SIU/.

· Press Enter.

· Select Special Searches (left box).
· Select Vendor Name / TIN Search.
	Alternate address: http://www.siue.edu/AIS. Click on SIU AIS Home.
The Special Searches page opens.

The Vendor Name / TIN Search page opens.

	2
	Select type of search.

Three choices to choose from:

· TIN Search (Must know the TIN)

· Click TIN button.
· Key in TIN number. (Must use dashes. Business: XX-XXXXXXX. Individual: (SSN): XX-XXX-XXXX.)

· Click Search button.
· Click Display Site Information button.
· Vendor Name
· Click Vendor Name button.
· Key in vendor name. (Use the last name if searching for an individual.)

· Click Search button.
· DBA (Doing business as)

· Click DBA button.
· Key in vendor DBA name.
· Click Search button.
· Click Lookup button for the selected vendor.
	Most used (and useful) search is by Vendor Name.

TIN is the taxpayer identification number.

Must key in at least the first three letters of the name for the Vendor Name and DBA searches. 

If looking up by Vendor Name and there is a DBA, the DBA can be seen with the site information. But if looking up by DBA, will only see the site for the DBA - not all sites for the vendor.

	3
	Viewing the vendor information. 

· All three searches open the same vendor page.

· Click Site button to view address information.

· If more than one site, click on the back button and select another site.
	The vendor may have more than one site. 




