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Chapter 1:  Vendor Profile 

What is Vendor Profile? 

The Vendor Profile lists all of your vendors as well as detail information about the vendor. 

Step 1:  Navigate to the Vendor Profile Screen 

1) Log in to the WEB version of Skyward. 
2) Click on Financial Management (WF), Vendor (VE), Vendor Profile 

 

 
 

The Vendor Profile screen opens. 

Step 2:  Using the Vendor Search 

When the Vendor Profile screen appears, you can highlight the ‘name key’ and start typing in the name 
of the vendor you wish to display.  A drop down box will appear with possible matches.  Select the 
name you want by clicking once on the vendor name. 

Vendors  Page 3|5 
(Updated – February 2013) 

 



 

Step 3:  Navigation Menu 

There will be a navigation menu on the left side of the screen.  This navigation menu will allow you to 
display particular data on a Vendor such as address, purchase orders, payments, etc.   

To change to a different type of information, click once on the link in the navigation menu.   

  

With this screen, you can select or deselect the tabs that you want to see in your navigation menu. 

You can also rearrange the tabs so that the data you use most is at the top of the navigation menu. 

After making changes, click the SAVE button to save your changes. 
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Step 4:  Navigate to the Vendor Browse Screen 

3) Click on Financial Management (WF), Vendor (VE), Vendor Browse 

 

The following screen should appear: 
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