
 

ePro Enhancements  
VENDOR INFORMATION 
 
The purpose of this module is to provide an overview of 
enhanced features that have been added to ePro to 
facilitate and simplify access to HUB and non-HUB 
vendors.   
 
Enhancements, combined with current search features 
that exist in ePro, allow the user to locate vendors by 
products/services and to access all vendor contact 
information while still in ePro. 
 

Module Objectives 
Upon completion of this module, you will be familiar with: 
 

• Creating a Requisition using new vendor features 
o Edit Defaults 
o Vendor Lookup 

 Product Code 
 Vendor Type 

o Vendor Search 
o Vendor Contact Detail Information 

 Contact Telephones 
 Contact Address 
 Vendor Website 
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ePro Enhancements 
 
 
1.  Open Edit Defaults from the Requisition Summary Page.  
 
 

 

Edit Defaults 

 
 
2.  Click on the Vendor Lookup link. 
 
 

 

Vendor Lookup 
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3.  Click on the Product Code Sherlock.   

 

Product Code:  
Allows users to pull a list 
of vendors based on the 
type of items they sell.   

 
4.  The Look Up Product Code list can now be viewed.  Click on the 
appropriate Standard Industry Code to select the product code. 
This pulls a list of vendors based on the type of items they sell. 
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5.  The code is placed in the Product Code field.  Another search 
option is the Vendor Type. 
 

 

Vendor Type 

 
6.  Vendor Type allows you to search for HUB; Certified Minority, 
Non-HUB; or Minority Vendors (neither HUB nor Minorities 
certified by other agencies). 
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7. Multiple search criteria can be used to narrow results.  After 

criteria are selected, click on Find.    
 

 

Click View All if all 
the vendors do not 
display 

 
New Vendor 
Contact button 
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8.  Click on the telephone icon for vendor contact information.  
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9. This new window will allow you to view the Contact Detail 
information.  You can also click on the Telephone and Address  
links for further information.  In addition, you can open the  
URL for the vendor’s website, if available. 
 

 

Close window  
to return to the 
list of vendors

 
 
 
10.  Contact Telephones 
 

 

Click the OK or Cancel 
button to return to the 
Vendor Contact page 
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11.  Contact Address 

 
Click on the Return button to return 
to the Vendor Contact page 

 
 
 
 

12.  Vendor website 
 
 

 

Close window to return to 
the Vendor Contact page 
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13.  From the Vendor Contact page, close the window to return to 
the Vendor Search screen. 

 
14. If you click on the Return to Search button, you will see the 

window below.   
 
 

 

Close this window to return to 
the Vendor Search screen 
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Select vendor by clicking on 
the corresponding check mark 

 
15.  Selection returns to Edit Defaults screen. 
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