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Vendor Management 

Search for a Vendor Record on VCUST 
 

SAMS maintains a single Vendor/Customer table for both Vendors (entities getting paid for goods or 

services) and Customers (debtors). A single entity can be a Vendor, a customer, or both. Vendor codes 

are assigned as they are created. 

You should always search for a vendor among the existing records on the VCUST page before creating a 

new Vendor/Customer entry to confirm the Vendor/Customer is not already in the system. 

Unlike previous versions of SAMS, Modernized SAMS does not use TIN as the Vendor Code. However, 

you can continue to search using the Taxpayer ID Number field on the VCUST page when searching for a 

Vendor. 

 

 

Search for Existing Records (VCUST) 

In the Global Search bar in the Home Page: 

• Click the Category drop-down arrow. 

• Select Page Code. 

 
In the Search field: 

• Type VCUST. 

 
Select VCUST Vendor/Customer from the drop-down list. 

 
This opens the Vendor/Customer Search page. 
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In the Vendor/Customer Search page, enter information in any of the fields to limit your search: 

• Click in the Legal Name field and enter the name or any part of the name (you can include 

wildcards). Refer to the GS-103 Transaction Overview Job Aid for additional details on 

wildcards. Reminder: when searching for an individual, use the Legal Name field and enter the 

last name first, with a space separating the last and first names. 

OR 

• Click in the Vendor/Customer field and enter the Vendor Number. 

OR 

• Click in the Taxpayer ID Number field and enter the TIN or use the pick list to search for the 

taxpayer ID. 
 

 

Vendor Search- Use Wildcards: 

Wildcards can be used to replace characters in a field and expand the results from a search. A wildcard 
represents one or many characters when performing a search in SAMS. For example, if searching for a 
name that includes the word County, place an asterisk (*) before or after the word County (or in both 
places), based on where County is in the Vendor name. (Example: use County* to locate names such as 
County of Kankakee. Use *County to locate names such as Boone County. If you place the asterisk (*) 
before and after the name, the results will show all records that have County in their name, no matter 
where it is located. Refer to the GS-103 Transaction Overview Job Aid for additional details on 
wildcards. 
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Review the search results: 

 
* To open the record for a selected vendor, click on the line’s three-dot menu and select View. 

 

 
 

Vendor Legal status - 1099 Classification field: 

The vendor’s legal status will be located on the Vendor/Customer tab of the Vendor/Customer page. 

Use the right scroll bar to move down the page to access the Tax Information subsection. 

• The 1099 Classification field will display the vendor’s legal status. Corporation, partnership, 

individual, sole proprietor, and government are some of the 1099 classifications in the system. If 

the 1099 Classification is Other, either the vendor has not been processed for certification yet or 

the vendor's legal status is undetermined. 
 

Vendor Signed up for EFT - Disbursement Options or Prenote/EFT subsections: 

You will be able to see if a vendor is EFT active by looking at the Vendor/Customer tab of the VCUST 

record. Use the right scroll bar to move down the page to access the Prenote/EFT subsection. 

• The EFT Status field will display “Eligible for EFT” if the vendor is getting paid electronically or it 

will show “N/A” if they are receiving a paper warrant. 
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• If the vendor has multiple EFT accounts or is signed up for IPTIP, you will need to navigate to the 

address tab to view that information: 

o Address IDs beginning with 898 will indicate an IPTIP account 

o Address IDs beginning with 899 will indicate multiple EFT accounts 

 

Vendor Address: 

To look up a Vendor address you will navigate to the Address tab, and you will notice that a vendor has 

three address lines for each individual address. Every vendor will have a Payment, Billing, and Ordering 

address. If a vendor has multiple addresses, you will see them listed the same way (multiples of 3). 
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Vendor Payment History (VPAY) 
 

The Vendor Payment History (VPAY) page allows you to search for specific information related to vendor 

payment transactions. If you accessed the Vendor Payment History from Page Search, then you must 

enter search criteria to view returned records. 

The number of records that will be returned is limited. If the number of records in your results set 

exceeds this parameter, SAMS will display an error, and it will ask you to refine your search criteria. 

If a vendor has outstanding debt, you will view those inquiries on OCIS like you do today. 

Access Vendor Payment History 

In the Global Search bar in the Home Page: 

• Click the Category drop-down arrow. 

• Select Page Code. 

 
In the Search field: 

• Type VPAY. 

• Select VPAY Vendor Payment History from the drop-down list. 
 

This opens the Vendor Payment History Page. 

In the Vendor Payment History page, complete the following filters: 

• Enter Vendor ID in the Vendor Customer field or click the pick list to open the Search function. 

• Optional Filters: Address ID, Record Date. 
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• Click Apply. 
 

The Vendor Payment History search results will appear in the lower grid. 

In the grid: 

• Click the expand (  ) icon to view the summary of the financial transaction, including the 
warrant number for hard copy payments. 

- OR - 

• Click the Transaction ID link to access the financial transaction. 

o A Transaction ID starting with AD indicates hard copy warrant. 
o A Transaction ID starting with EFT indicates a direct deposit payment. 
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Calculate Vendor Total Accounting Line Amount: 

• Click Calculate Total to view the total accounting line amount of all records returned (Inception 

to Date) by the applied Filters. Filters can be adjusted to show specific results. 
 

 

• Click the  Show More link to display additional filter fields. 
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Vendor Transaction History (VTH) 
The Vendor Transaction History (VTH) page allows you to search for data from transactions for a given 

vendor. You can use VTH to view payment status and history. Vendor Code is the only required search 

field. 

The number of records that will return is limited. If the number of records in your results set exceeds 

this parameter, SAMS will display an error, and it will ask you to refine your search criteria. 

 

Access Vendor Transaction History 
 

In the Global Search bar in the Home Page: 

• Click the Category drop-down arrow. 

• Select Page Code. 

 
In the Search field: 

• Type VTH. 

• Select VTH Vendor Transaction History from the drop-down list. 
 

This opens the Vendor Transaction History Page. 
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In the Vendor Payment History page, complete the following filters: 

• Enter Vendor ID in the Vendor Customer field or click the pick list to open the Search function. 

• Click Apply. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The Vendor Transaction History search results will appear in the lower grid. 

In the grid: 

• Click the expand (  ) icon to view the summary of the financial transaction. 
- OR - 

• Click the Transaction link to access the financial transaction. 
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Calculate Vendor Total Accounting Line Amount: 

• Click Calculate Total to view the total accounting line amount of all records returned (Inception 

to Date) by the applied Filters. 
 

 

• Click the  Show More link to display additional filter fields. 
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1099 Reporting Information (1099I) 
The 1099 Reporting Information (1099I) page displays a vendor’s IRS certification status. The IRS 

certification status determines the vendor’s eligibility to receive 1099-reportable payments. 

 

Access 1099 Reporting Information 
 

In the Global Search bar in the Home Page: 

• Click the Category drop-down arrow. 

• Select Page Code. 

 
In the Search field: 

• Type 1099I. 

• Select 1099I 1099 Reporting Information from the drop-down list. 
 
 
 
 
 
 
 
 
 
 
 
 

I 
 
 
 
 

 
In the 1099 Reporting Information page: 

• Search by Taxpayer ID, TIN Type, or Name. 

• Click Search. 
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From the 3-dot menu on the record selected, select “view”. 

 

 
The vendor’s certification status appears in the Certification section. 
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If you have the Check/EFT Number 

Step 1: Navigate to Check Reconciliation  

 

 

Step 2: Search the Check/EFT Number 

 

Step 3: Check the Status 

 

If the status reads “Disbursed”, it is an EFT which should be deposited to the payee’s bank account overnight in the 

nightly cycle.  
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If you do not have the Check/EFT Number 

Step 1: Navigate to Disbursement Query (Page Code: DISBQ) 

 

Step 2: Search the Vendor by using the Vendor/Customer ID 

 

 

Step 3: Look for any Disbursement Transactions with a status of “Disbursed” 

 

EFTs with a “Disbursed” status will clear in the nightly cycle. 
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If you do not have the Check/EFT Number or the Vendor/Customer ID 

Step 1: Navigate to Vendor/Customer Lookup (Page Code: VCUST) 

 

Step 2: Search the Legal Name of the Payee 

 

Step 3: Using the Disbursement Query (Page Code: DISBQ), search for the Payee using the Vendor 

Customer ID 

 

Step 4: Check the Status 

 

If the status reads “Disbursed”, it is an EFT which should be deposited to the payee’s bank account overnight in the 

nightly cycle.  

 

 
 
 
 
 
 
 


	Illinois State Comptroller’s Office
	Vendor Management
	Search for a Vendor Record on VCUST
	Search for Existing Records (VCUST)
	Vendor Search- Use Wildcards:

	Review the search results:
	Vendor Legal status - 1099 Classification field:
	Vendor Signed up for EFT - Disbursement Options or Prenote/EFT subsections:
	Vendor Address:


	Vendor Payment History (VPAY)
	Access Vendor Payment History
	- OR -

	Calculate Vendor Total Accounting Line Amount:


	Vendor Transaction History (VTH)
	Access Vendor Transaction History
	- OR -
	Calculate Vendor Total Accounting Line Amount:


	1099 Reporting Information (1099I)
	Access 1099 Reporting Information

	If you have the Check/EFT Number
	Step 1: Navigate to Check Reconciliation
	Step 2: Search the Check/EFT Number
	Step 3: Check the Status

	If you do not have the Check/EFT Number
	Step 1: Navigate to Disbursement Query (Page Code: DISBQ)
	Step 2: Search the Vendor by using the Vendor/Customer ID
	Step 3: Look for any Disbursement Transactions with a status of “Disbursed”

	If you do not have the Check/EFT Number or the Vendor/Customer ID
	Step 1: Navigate to Vendor/Customer Lookup (Page Code: VCUST)
	Step 2: Search the Legal Name of the Payee
	Step 3: Using the Disbursement Query (Page Code: DISBQ), search for the Payee using the Vendor Customer ID
	Step 4: Check the Status


