
August 16, 2011

To:

ECDD Area Directors, Field Administrators, and WorkFirst Supervisors 

From:

Kelly Lindseth, WorkFirst Director

Subject:  
Q & A - NEW Statewide Vendor File Changes (Effective July 1, 2011)  



In preparation for the move to the new statewide vendor file created by the Office of Financial Management (OFM), we needed to make a modification to how you currently look up vendors.   OFM indentifies vendors by their legal name as used by the IRS, while we sometimes know the vendor by their doing business as name (DBA).  To accommodate this change, we have added the DBA name search to the vendor search function in JAS/JFS.   
Anytime you use The Help function“PF1” while in the Vendor Id field on a screen you will see a new field titled “Type” next to the search name field in the pop up screen.  To conduct your search, you will have the ability to choose:

· L for legal name or 
· D for DBA    
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1 V91168266100 A + AUTO GLASS & RAD 960 NE MIDWAY BLVD S OAK HARBOR WA
2 V50902627001 A & A AUTO REPAIR 3212 CLAREMONT AVE S SEATTLE WA
3 V53614524201 A & A OFFICE MACHINE 13055 15TH AVE NE  SEATTLE WA
4 V94333789000 A & E AUTO REPAIR, I 7902 9TH AVE SW SEATTLE WA
5 V13374810000 A & E WEB INTERACTIV LOCK BOX #3970 GPO  NEW YORK Ny
6 V53776322701 A & G AUTOMOTIVE PO BOX 697 ONALASKA WA
7 V91153379500 A & G IMPORT AUTO IN 10565 RHODY DR PORT HADLOCK WA
8 V91168563300 A & J SELECT MARKET PO BOX 789 STEVENSON WA
9 V91141025000 A & M AUTO AND TRUCK 1205-B NE 95TH ST VANCOUVER WA
10 V53282676601 A & M AUTO REPAIR 909 W MAIN WALLA WALLA WA
11 V91108137601 A BEGINNING ALLIANCE 1801 W BROADWAY, STE SPOKANE WA
12 V53762407301 A CUT ABOVE PO BOX 1961 OMAK WA
13 V91148697600 A L BERGEN CONCRETE PO BOX 210 COLBERT WA
14 V53468001501 A WILD HAIR 105 E WISHKAH STREET ABERDEEN WA
15 V53946348301 A-BLESSING THRIFT ST 19820 Hwy 99 LYNNWOOD WA
16 V91159905100 ACCESS TELCOM INC 204 S KOREN, SUITE # SPOKANE WA
sel: L Search Name: Type L (L=Legal, D=08A)

Filter by city:

(optional)
PF3-Exit PF7-Up PF8-Down




The following steps can be used while searching for Vendor Ids from 1) the 10 screen for Vendor purchases and 2) the 11 screen to search for Payment Processing/Inquiry(s) for both Non Warrantable and Warrantable Bulk Purchases.
Following these simple steps and using the PF 1 key will make searching for Vendor Ids in JFS much easier. 

To search for a Vendor Id while creating a voucher:
1) From the JFS main menu, enter “10” in the ‘Next Screen’ field. Enter your parent’s JAS ID number. Press Enter
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2) From the ‘Individual Responsibility Plan’ screen, enter “U” in the ‘Selection’ field. The parent’s JAS ID is pre-filled. Press Enter
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3) On the Individual Responsibility Plan form, enter “P” after Job Search in the ‘Sel’ field. Press Enter
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4) On the Vendor Purchase Authorization form, tab your curser to the Vendor Id field. Press the PF1 Key.
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5) A List of Vendors with the Vendor Id, Vendor Legal Name, DBA or Address, City and Street display:
NOTE: There are two ways to search Vendor Id’s: 

1. By Vendor’s Legal Name “L”; or 

2. By Vendor’s DBA or Address “D”
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6) Manually enter the name of the vendor you want to search in the “Search Name” field

7) Tab to the “Type” of search you wish to perform by entering “L” or “D” in the “Type” field. Press Enter
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8) Use the PF7 or PF8 to page back or page forward to verify the correct search return.

Note: In this case there is not a Vendor Id for my choice of “Seldon’s”. 
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Note: PF7 verified the first return was correct. The original return displayed the closest alphabetical return requested since there was not “Seldon’s” in the Vendor file for Search Type “L”. PF7 verified there was not a Vendor Id for Seledon’s with the return of Seattle King County.
Please contact Maria D’Ambrosio at mdambrosio@esd.wa.gov or (360) 407- 4667 regarding questions or comments. 
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