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To find the appropriate vendor, you need to click on the drop down arrow next to the 
Vendor space to find the correct vendor number. 
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After you click on the arrow, an Option List window will open.  Click on Entity Name/ID 
Search (FTIIDEN): 
 

 
  
When you get to the search screen, type the vendor name in the last name field.  Make 
note: 
 

• You MUST enclose the criteria with % signs.  The % signs notifies the program to 
search for all vendors with that name. 

 
• The search criteria is case sensitive. 
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After you type in the criteria, click on Query at the top, and select Execute from the 
drop down menu.  All vendors will show with that specified criteria:  
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Double click on the ID of the correct vendor: 
 
Note: if you do not see the correct vendor, contact the Procurement Department. 
 

 
 
 
Once the vendor is selected, you will be brought back to the Vendor Information 
screen.  You will notice that the vendor information will be completed. 
 
On this screen fill in the following information: 
 

• Discount:  This is always 30. 
• FOB:  This only will be filled if physical product will be shipped to Emerson 

otherwise leave blank.  If a physical product is coming on to Emerson property, 
select the drop down key and select 02. 

 
Click on NEXT BLOCK to continue: 
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You will now be on the Commodity/Accounting tab: 
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Fill in a short description in the Description space. 
 
Click the drop down arrow under Commodity to select the commodity code for the 
product/service: 
 
 

 
 
 
An Option List window will appear, click on Commodity Validation (FTVCOMM): 
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Double click on the Commodity Code from the list that best matches your purchase.  If 
there are no commodities that match, select MISCELL for miscellaneous: 
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After your selection, a window will pop up that asks if you want to replace the existing 
description.  Always click “No”. 
 

 
 
 
 
 
On the top of the screen, select Options: 
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When the drop down list appears, select Document Text. 
 
The Procurement Text Entry screen will appear: 
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On this screen, add the purchase details.  Information that must be included are: 
 

• Quote number (if available).  If not available, you may omit it but adding the 
quote number greatly assists the vendor with processing the PO. 

 
• The contact information:  The Emerson requestor’s e-mail address. 

 
• The e-mail address of the individual who will be receiving the PO at the Vendor’s 

office. 
 

• The following statement: “PO # must be referenced on all invoices”. 
 

• The following statement “Send all invoices to accountspayable@emerson.edu”. 
 

• Your initials. 
 
Each line in Document Text, has a print check box.  If you want the line to be printed 
on the PO, click on the check box. 
 
When all information has been typed in, click on the SAVE icon on top left hand side 
and then click on the “X” the top right hand side to close the form: 
 

 
 
 
Note:  Document Text is used for details on PO.  If you would like text for a specific line 
item, click on Options and select Item Text. 


