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Overview 
The Person Entity Inquiry screen allows users to view information about vendors, 
AR Customers and internal locations for the County. Use the Vendor Inquiry 
screen to view the information associated with a vendor. This is a reporting 
(read-only) screen so you can't add or update records. You can search for 
particular vendor using different combinations of vendor information (name, ID, 
PO number, etc.). You can also check invoice information for specific vendors 
here. 

Basic Vendor Request Process 

A typical vendor request from the Auditor’s Office process includes: department 
obtains complete W-9 from vendor, sends form and request to Auditor, Auditor 
verifies W-9 information with IRS, vendor is created, and then Auditor will notify 
requestor of vendor number created.  
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Accessing the (PEIQ) Screen 
There are several ways that users can access this screen once logged into the 
ONESolution application. 

Using a Link 

Select a Task Center under the Department General workspace.  Most Task 
Centers will have an Inquiry Component available.  Under the Inquiry 
component, select the link for PEIQ Vendor Inquiry.   

 

Using a Search Bar 
You may access this screen by navigating to the search bar in the top right corner of 
any screen and enter PEIQ or screen name in the search field. As you type the 
matching screen link will display. Select the link or press Enter to load the screen.  
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Using the Main Menu  

You may also access this screen by clicking the Main Menu icon and scroll down 
to the Person/Entity Database (PE) section. Select Vendor Inquiry at the bottom 
of the section 

.

 

Searching Vendor Information 
When the Vendor Inquiry screen appears, search for the desired record by 
entering values in any of the available fields. 

 

Name – Vendor Name 

ID – Vendor ID Number 

Status –Either ‘AC’ Active, ‘PN’ Pending, or ‘IN’ Inactive 

PR# – Purchase Request Number 
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PO# – Purchase Order Number 

Invoice# – Invoice Number  

Check# – Check Number 

Prod ID – Product ID Number 

City, Sate, Zip – Vendor City, State, and Zip 

The system applies a wildcard search in these fields.  For example, if you type in 
the Name ‘Office’, the system will find all vendors that have a name that starts 
with ‘Office’.  If you put in a leading wildcard like ‘*Office’, the system will find all 
vendors with ‘Office’, anywhere in their name.  The more fields populated when 
searching, the fewer matching records will be found.  Searching is not case 
sensitive. 

In this first example, the search results will include all records for entities whose 
name starts with the word “office”.  Here, no wildcard characters are entered, 
but see how it applies it automatically. 

 

In this next example, records with “office” anywhere in the name will be 
included, because a wildcard is entered at the start of the name and the 
system applies the trailing wild card at the end of the name. 
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A Vendor ID number may be searched for as well.  If you know what the Vendor 
ID number starts with, you can put in the starting characters.  For example, if you 
know your vendor number starts with ‘205’, you could put that in.  The search 
results will include Vendor IDs that start with ‘205’.  
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To view the information for a matching vendor, select the vendor from the 
entries in the Results panel and the information displays in the following panels 
down below: 

Vendor Information 

 

The informational panel displays the information associated with the selected 
vendor. This information includes the name, security code, SSN, and other 
information specific to this vendor.  

This panel also includes the PO and AP graph from PEUPPE that displays year, 
fiscal year, and life to date values as well as the AR balance for this vendor. 

 

Additional information is displayed on the tabs below this panel. Click on the tab 
to view the information found on that tab. 
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Purchase Requisitions/Orders 

This panel displays the requisition and order information associated with the 
selected vendor. The Detail column includes a link button that launches POIQ 
with PR search criteria carried over for you. 

 

Invoices 

This panel displays the invoice information associated with the selected vendor. 
The columns display results for vendor records that match by vendor ID or 
vendor name. 
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Payments 

This panel displays the payment information associated with the selected 
vendor. 

 

  


