TINS (Texas Identification Number System Vendor) Hold Search

First Log onto DEFINE using your EID and Password. If you have not setup an EID and
Password, please contact DEFINE Administration.

In DEFINE to conduct a Vendor check, use the GG3 screen. Press the ENTER key to be
re-directed to the Vendor Query Screen.
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In the Misc section, type the vendor name in question. Press the Enter key to see all
available address listings.
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Select the address that corresponds to the vendor in question and place an X next to the
vendor name. Press the Enter key to see the vendor history.
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This screen should indicate if the vendor is on “hold” with the State of Texas. If there is
nothing listed, the vendor is not on hold and the purchase can be completed. Print this
screen for procard records.
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If a vendor was on “hold” with the State of Texas, a message would appear as below.
Vendors on HOLD may not be used until reason for hold is cleared by the vendor.
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If additional assistance is required, contact the purchasing department
(458-4060).



