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Display Vendors – (XK03) 
 
From the SAP Easy Access PCSB Menu Screen: 
 
Click the Expand Icon to the left of PCSB Menu>Purchasing>Requisitions 
 
Double Click on XK03 – Display Vendors 
 
Click the Search help icon to the right of the Vendor data field  
 
If the Folder, 1:Active Vendors (Creditors): Purchasing does not display: 
 

      Click the left/right arrows to display     
           the selectable folders  
 
           Click on the folder 1: Active Vendors 
          (Creditors): Purchasing 
       Or 

     Click the List box icon to display 
          Available Searches 
 
          

     Click on 1: Active Vendors (Creditors): 
          Purchasing 
 
 
To Search for a Specific Vendor,  in the Name data box: 
 
Type part of the Vendor name with an asterisk (*) or Type the first letter of the Vendor name with an asterisk (*) 
 
      Example:   Stap*  = Staples 

                 S*  = Displays all Vendors beginning with a S 
 

Click in the No restriction box 
 
Press Enter or Click the green check 
 
A list of Vendors in Alphabetized order is displayed. 
 
Double-click on the desired Vendor Name 
 
 
 
The number for the selected Vendor is displayed in the Vendor box. 
 
Click in the box to the left of Address under General Data 
 
To Display the Address for Vendor: 
 
Press Enter or Click the green check  
 
The Vendors address is displayed for verification.  
 
Click the Yellow Up Arrow to return to the SAP Easy Access screen 
 
 

 


