
Step-by-Step Guide to Code Lookup 
 

Use the Code Lookup to find the correct code for many of the fields on any 
form. The Code Lookup is at the bottom of the Purchase Requisition and 
Expense/Budget Transfer form. (Figure 1) 
 

 
 
 
 
 
 
 
 

      Figure 1 
 

1. Chart: The default W for WSU should automatically be filled in for the 
chart. (Figure 1) 
 

2. Type: Select the name of the field for which you need the code. 
For example: Vendor – if you are searching for the Vendor ID. 
(Figure 2) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2 
 

3. Enter your search criteria: 
 

• If you know part of the actual code, use the % wildcard to 
search for the code in the Code Criteria field. For example: If 
you are searching for the account code and know it begins with 
73, enter 73%. This will return the list of all account codes 
starting with 73. 

 
-OR- 
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• If you don’t know the code, but know the description use the 
wildcard to search using part of the name in the Title Criteria 
field. For example: If you are searching a vendor and know the 
name is Business Furniture Outlet, enter %Business% in the 
Title Criteria field. It is best to use just part of the name with 
the % wildcard in front and behind the word. This search is also 
case sensitive, so enter the first letter of the word as a capital 
letter and the rest in lower case. This will return the list of all 
vendors that have the word Business anywhere in the 
description. 

 
4. For the maximum rows, select a number that you believe is larger than 

the number of items you expect to be found. (Figure3) If you select 
10, and there are 15 matches, you will only see the first 10 items. 

 
  
  
  
  
  
  
  
  
  
  
        Figure 3 
 

5. Click on the Execute Query button. Do NOT hit the enter key. 
 

6. The results of your search will appear at the top of your form. (Figure 
4) You can scroll through the list to find the best match. Scroll further 
down to get back to your form. If you need to adjust your search, just 
scroll back to the bottom of the form. 

 
 
 
  
  
  
  
  
  
  
  
  
  
  
 Figure 4 
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