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Checking Vendor Registration Status in 

Workday and Trimble 
Purpose: 

When considering a potential vendor for project procurement or services, you will need to verify that they are registered 
with UCF Procurement in Workday and are listed as a vendor in Trimble before you can submit a Commitment Approval 
(CA) process.  If a vendor has previously worked for another UCF department they could be listed in Workday, though 
not in Trimble.  Conversely, even if they have a listing in Trimble, they may now have an Inactive status in Workday 
which would prevent a Purchase Order from issuing.  Requesting the vendor’s W-9 will provide you with the necessary 
information to search the information, since they may have various combinations of company name, and may have a 
DBA (Doing Business As).  The steps below will guide you through checking both systems: 

To Check in Workday: 

1) Log into Workday 

2) Search “UCF Find Suppliers” in the search box: 

 

3) Type in a portion of the vendor name in the Supplier Name field (not the Supplier field): 

 

4) Click OK 
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5) A listing of all vendors matching the search filter will appear.   

a. The Supplier ID is the “Vendor Number” 

b. Status should be “Active” 

c. Alternate Names are listed to the right 

 

6) If the search returns with no results, click on the icon shown below to return to the Find Suppliers window to 
search for alternate vendor names, or refine the search by providing more of vendor name: 

 

7) If the vendor is registered and active in Workday, though not yet in Trimble, you may then request the 
Construction Support Team to add them.  
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To Check in Trimble:  

1) Log into Trimble 
2) Click on the Contact tab on the main Trimble ribbon (not the Contacts on the left Project Menu from within a 

project 

 
3) Click on the Companies tab 

 
4) Click on the first letter of the vendor name: 
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5) Alternately, you may also use the Lookup Company button: 

 
6) In the new window that opens, type a portion of the vendor name in the Company field, then the Filter button.  

The matching results, if any, will be listed below. 

 

7) If the vendor is registered and active in Workday, though not yet in Trimble, you may then request the 
Construction Support Team to add them.  

  

 

 

 

 

 

 


