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How to Look Up a Vendor in FBMS for Users with Financial Assistance Roles 
Program staff must determine if an FBMS vendor record exists for an intended recipient. Do NOT assume that the vendor record associated with a 
previous award in PRISM is the correct vendor to be used on a new award!  Program staff must always search the FBMS Vendor Master to confirm the 
correct FBMS vendor record to be used on each and every new award. When searching for an FBMS vendor record, search by DUNS if entity is required 
to be registered in SAM and search by name if entity is exempted or waived from SAM (typically individuals and non-domestics). 

The vendor number is a randomly system generated number and is unique for each vendor / DUNS.   

Note:  Always check the DUNS on your SF 424. 

 

Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
1. Select ACQUISTION/FINANCIAL ASSISTANCE tab  

FINANCIAL ASSISTANCE tab  Interface Details 
folder  Display Vendor (Accounting). 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
2. The Display Vendor: Initial Screen is displayed. 

 

To search for a vendor, click on the  Match Code icon. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
3. The Vendor Account Number (1) popup box is displayed. 

 

The popup box provides a series of Search option tabs.  

 

Click on the  folder icon on the top right of the popup 
box to see a list of all search option tabs. 

 

 

 
 

 



U.S. Fish and Wildlife Service 
FBMS User Guides – How to Look Up a Vendor in FBMS for Users with Financial Assistance Roles 

 

 

Last Updated June 17, 2013 Page 4 
 

Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
4. The list of all Search option tabs is displayed. 
 

If your applicant/recipient is registered in SAM, click on 
the Vendors by Tax Information. 
 
If your applicant/recipient is not registered in SAM go to 
Step 10. 
 
Note:  Applicants and recipients of financial assistance 
must maintain an active registration in SAM for the life of 
the award.  Individuals doing business as a natural 
person are exempt from SAM.  Non-domestic 
Applicants/Recipients may be waived from SAM.  
See https://inside.fws.gov/go/post/FAPO-NewAwards for 
policy on SAM and DUNS waivers. 

 

https://inside.fws.gov/go/post/FAPO-NewAwards
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
5. Enter the applicant/recipient’s DUNS number in the Tax 

Number 3 field. 
 

Click the  green checkmark icon. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

6. The search results by DUNS are displayed. 

In this search only one matching vendor record is 
displayed. 

Click on the  green check mark icon to select the 
vendor record.  

 
 

 

 

 

NOTE: A search by DUNS may return multiple records for the 
recipient.  However, the FBMS Vendor Number for a grant and 
cooperative agreement vendor will never exceed 8 digits.  Do not 
select a vendor record with an FBMS Vendor Number ending in a 
dash plus a digit or character (e.g. -1, -2, -Z). 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

7. You are returned to the Display Vendor: Initial Screen.  
The FBMS vendor number for the record you selected is 
populated in the Vendor field.  
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

8. Click all boxes under General data except Withholding 

Tax, then click the  Execute icon.  
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

9. The Display Vendor: Address screen is displayed. 
 

For instructions on determining: 
 

a. If a vendor is marked as a Grants vendor, Step 
18. 

b. If a vendor has an ASAP ID, Step 20. 
c. If a vendor is waived from ASAP, Step 20. 
d. View the DUNS/SAM information, Step 25. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

10. If your applicant/recipient is not registered in SAM 
(exempt or waived from SAM), click on the search tab US 
Department of Interior. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 
11. Enter the applicant/recipient’s name in the Name field. 

User the (*) character as a wildcard search.   
 

For example: 
When performing a search for  Doug Spangler, Pineville, 
enter *Spangler* 
 

Entering *spangler* returns all records where the word 
spangler is anywhere in the vendor name. 

 
Entering spangler* returns all records where spangler is 
the first word in the vendor name. 
 
Entering *spangler returns all records where spangler is 
the last word in the vendor name. 

 
 

Click the  green checkmark icon. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

12. The search results by Name are displayed.  All names 
with the word “spangler” are displayed. 

  

 

13. To sort the records alphabetically by the Name 1 field, 
click on the gray Name 1 header bar. 

The records will be sorted in A to Z order.  

If you click the Name 1 header bar again the sort will 
change to Z to A order. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

14. Scroll down the list until you find the record for Doug 
Spangler in Pineville.  The FBMS vendor number for 
Doug Spangler is shown under the Vendor column. 

 

Click on the record and then click the  green check 
mark icon to select the vendor record. 

 

 

 

 
NOTE: The vendor search may return multiple records for the 
recipient.  However, the FBMS Vendor Number for a grant and 
cooperative agreement vendor will never exceed 8 digits.  Do not 
select a vendor record with an FBMS Vendor Number ending in a 
dash plus a digit or character (e.g. -1, -2, -Z). 



U.S. Fish and Wildlife Service 
FBMS User Guides – How to Look Up a Vendor in FBMS for Users with Financial Assistance Roles 

 

 

Last Updated June 17, 2013 Page 14 
 

Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

15. You are returned to the Display Vendor: Initial Screen.  
The FBMS vendor number for the record you selected is 
populated in the Vendor field.  
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

16. Click all boxes under General data except Withholding 

Tax, then click the  Execute icon. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

17. The Display Vendor: Address screen is displayed. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

18. To check to see if this vendor is a Grants vendor, scroll 
down on the right-hand vertical scroll bar of the Display 
Vendor: Address screen.  

 

Note: Before a new award can be issued, the FBMS 
vendor record for a grant or cooperative agreement 
recipient must be flagged as a GRANTS vendor.  The 
GRANTS flag tells the system to bring the vendor’s 
information into the Contract/FA Management System 
(PRISM). 

 

The vendor must also be enrolled in ASAP for the FWS or 
be ASAP Waived.  See Step 20 to check the ASAP fields 
on the vendor record. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

19. The word “GRANTS” is displayed in the 5th section of the 
screen in the Data line field under Communication. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

20. To check to see if this vendor is ASAP waived or has an 
ASAP ID, on the top menu of the Display Vendor: 
Address screen, click Environment.  

From the dropdown menu click Classification. 

 

 
 



U.S. Fish and Wildlife Service 
FBMS User Guides – How to Look Up a Vendor in FBMS for Users with Financial Assistance Roles 

 

 

Last Updated June 17, 2013 Page 20 
 

Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

21. The Display Vendor: Classification screen is displayed. 

 

To view the Recipient ID field or the ASAP Waiver field 
scroll down using the scroll bar on the General tab. 
screen.  
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

22. If the vendor is enrolled in ASAP with any DOI Bureau a 7 
digit number is displayed in the Recipient ID Value field. 

 

Note:  A Recipient ID in this field does not mean the 
recipient is enrolled with the FWS. You must check the 
Daily Enrollment Status Report 
on https://inside.fws.gov/index.cfm/go/post/Payments-
New to determine if the recipient has completed 
enrollment with the FWS. 

 
 

23. If the vendor is waived from using ASAP the ASAP 
Waiver field value will be Yes.  

 
 

https://inside.fws.gov/index.cfm/go/post/Payments-New
https://inside.fws.gov/index.cfm/go/post/Payments-New
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

24. To navigate back to the Display Vendor: Address screen 

click on the  Back icon. 

 

The Display Vendor: Address screen is displayed. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

25. Once you have the vendor number you may view the 
DUNS/SAM information. 

From the Display Vendor: Address screen click on US 
Federal Government tab above the vendor number. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

26. The Display Vendor: General Data (Enhanced) screen is 
displayed.  

 

On the US Federal Government Fields tab the DUNS 
number and the CAGE Code is displayed. 

 

Note:  FBMS creates a unique vendor number for each 
DUNS number and CAGE code combination.  If the 
vendor changes their DUNS number in SAM a new 
vendor will be created in FBMS.  These are key fields for 
the vendor record. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

27. To view the SAM details click on the CCR Details tab. 

 

The SAM expiration date is displayed in the Obsolete 
field.  This date and other SAM data are changed 
automatically through the interface when the vendor 
updates their information in SAM.gov.  It may take a few 
days for the data to refresh once the vendor updates 
SAM.gov.  
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

28. Use the right vertical scroll bar to view additional SAM 
data. 

The CCR TaxID is the TIN on the vendor record. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

29. To navigate back to the Display Vendor: Address screen 

click on the  Back icon. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

30. The Display Vendor: Initial Screen is displayed. 
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Transaction: Display Vendor (Accounting) FK03 Role: FA_AGO, FA_GSP, FA_MGR 

31. To search for another vendor, enter the vendor number or 
perform search. 

To exit, click on the  Back icon. 
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