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How to … search for an existing vendor 
 
uBASE can be used to search for an existing vendor (supplier). 
 
Anyone who has access to uBASE, any profile, can search for an existing vendor using uBASE. 
 
--------------------------------------------------------------------------------------------------------------------------------- 
 
What to do … 
 
Step 1 Log into uBASE 
 
Step 2 To open the transaction to search for a vendor, use EITHER

• the menus by opening Purchasing General Display menu and double clicking on the 
option for MK03 – Vendor Display  

: 

• type MK03 in the transaction field (this is the digit zero not the letter o) and press enter 
OR 

 

 
  

Double click on  
MK03 - Vendor Display 

Type MK03 in the 
transaction field and 
press enter 

If your transaction field 
is missing click on the 
arrow to reveal the box 
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Step 3 The Display Vendor transaction initial screen opens.  Click as shown to open the search fields: 
 

 
  

Click here to open the 
search fields 
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Step 4  • To search for your desired vendor you need to make sure that you have selected the 

‘Vendors by Payment Method’ tab. 
  

• Use the Postal Code, City or Name fields to search for a vendor. 
 

• Enter your search criteria and click the green tick to start your search 
 
  • For example: if you would like to search for Office Depot, you would search for  

*Office* in the ‘Name’ field (ensuring that a * is used at the beginning and the end of the 
word) and choose from the list which appears. 
 

• The search screen will look like this: 
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Step 5  • The list of vendors matching your search criteria will open in a new window. 
 

• The vendor number is show on the left-hand column 
 

• A tick in the blocked column means that the vendor is blocked and is not available for you 
to order from 

 

 
 
 
 
Step 6  • Close the transaction by using       . 
 


