
HOW TO SEARCH FOR A VENDOR IN R3 – a QUICK GUIDE  
 
Note:  Only vendor numbers beginning with a 1 may be used on Shopping Carts. 
 
To Search for a vendor in the FV60 or transaction XK03 in R/3, first click on the drop box.  

 

After clicking the drop box, a window will open.  It may not look exactly like this depending on 
many circumstances, but if at all possible, locate the embedded drop box detailed here:  

 
 



Select Vendor By Address Attributes and a different view will open.  Once it does, be as specific 
as possible while considering all values that the vendor may be opened under.  In the below 
example, when searching for TED PELLA, search on *PELLA*, or for a catering company with 
CATERING in the name, use the wildcards on both sides.  A “*” is a wildcard search that will 
allow any text to be in place of that *.  Once you have entered some search data, hit the green 
check box.  

 

As seen below, sometimes a lot of vendors will be returned.  In this example, all vendors with 
“CATERING” in their name have been returned.  Find the vendor you need, or you may re-
search combining as many fields as necessary, including address information.  



NOTE – if the vendor cannot be found after various wildcard searches, then the vendor should 
be requested to be setup by AP or Purchasing Shared Services.  Vendor Request Forms can be 
found at these links below.  Users can request vendors be setup, however it is helpful to gather as 
much information on the forms, including gathering a W-9 from the vendor, to expedite this 
vendor process.  Missing or incomplete data may slow the process of creation. These forms can 
be faxed to the Shared Services Groups for entry, after which the vendor will be ready for usage.  

http://ssc.jhmi.edu/accountspayable/forms.html (AP Request form and Cross-Walk) 
http://ssc.jhmi.edu/supplychain/forms.html (Purchasing Request form)  


