
Is a Vendor already in the A/P system or do I need to add them?  

1. Navigate to MyPack Portal>Financial System>Voucher & Vendor>Vendor Information 
a. Enter all or part of their name in the “Name 1” box and click “Search”  

 

In this example we are looking to see if Wake Forest University is already set up as a vendor 

This is the result we get: 

 

Click on “Wake Forest University  

 

 



You will then see this screen.  Click on the “Address” tab 

 

Click on “View all” and all the addresses on file for Wake Forest University will display.  Find the one 
that matches the voucher you are entering and be sure you use that address.  If the one you need 
isn’t there you will need to request a new address by added.  

 


