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The following instructions outline the steps in searching for a Vendor Number using the Preferred Vendor field when creating
a Shopping Cart.

1. Begin by clicking on the search icon in the Preferred Vendor Note: An asterisk can be inserted anywhere in the string of characters.
field. For example, if there’s doubt Lakeshore is one word or two,
*|lake*shore* can also be entered to yield results.
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3. Enter the name of the vendor. For better results, enter an LEETT -
asterisk (*) before and after the partial word of the vendor. Preferred Vendor: |[1000000536 [

Competitive: *
Business partner: oL ] PO Event Type: * |Other

Search term 1: < |*lakeshore* |

Search term 2 > | |

Page 1 of 1




