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As of July 1, 2020, the Short Supplier Name will no longer have the tax id number visible in the field.  
Users can continue to search by the tax id number. Below you will see different ways to search. 

Option 1 - Search Entire Tax ID Number:  

1. Navigate to the Supplier Search page:  
a. Main Menu > Suppliers> Supplier Information> Add/Update>Supplier 

2. Click on the magnifying glass icon on the Supplier ID field to open Look Up Supplier ID. 
3. Enter Entire TIN Number associated to Supplier. 
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Option 2 - Search Partial Tax ID Number:  

1. Navigate to the Supplier Search page:  
a. Main Menu > Suppliers> Supplier Information> Add/Update>Supplier 

2. Click on the magnifying glass icon on the Supplier ID field to open Look Up Supplier ID. 
3. Enter any part of the Tax ID Number. Change the drop-down box accordingly.  See examples 

below. 
a. Begins With: 

 
b. Contains: 
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Option 3 - Search by Short Supplier Name:  

1. Navigate to the Supplier Search page:  
a. Main Menu > Suppliers> Supplier Information> Add/Update>Supplier 

2. Use the wildcard symbol (%) and last 4 digits of TIN in the Short Supplier Name field 
3. Click Search. 

*Note: For more information on formatting rules visit the Supplier Search Format Guidelines.   

 

 

 

 

 

 

 

 

https://www.core-ct.state.ct.us/financials/ap/pdf/SupplierSearchFormatGuidelines.pdf
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Option 4 - Search by Supplier Name:  

1. Navigate to the Supplier Search page:  
a. Main Menu > Suppliers> Supplier Information> Add/Update>Supplier 

2. Enter Name in the Short Supplier Name field. 
a. The wildcard symbol (%) can also be use when searching by a portion of the name. 

3. Click Search. 

*Note: Name searches can be unreliable if you do not type in the exact (all caps) name entered in Core-
CT.  

 

 

 


