How to Find a Vendor’s Hold Status
and Save the Proof

e Go to the Vendor Hold Search Site

Glenn Hegar Texas Comptroller of Public Accounts

What's New? - Calendars - Policies/Procedures {FPP) - Forms - Publications - Training - Contacts - Search

EMX == TINS

Vendor Hold Search — FIELD STAFF USE ONLY

TINS is the systern of record for warrant hold. Howewver, field staff unable to access TINS may use this web
tool. This toel is hot a comprehensive search of state debtors.

Individual or Business Name: (full or partial) e.g., "L J Smith"
|| search

— Search Options
[ match whole words
) Sort by vendor name

® Sort by relevance

Things to remember when performing a search:

« Using the Match whole words option is generally recommended.
» Searching for names that contain numbers is acceptable.
« Both lowercase and uppercase letters are acceptable.

» Special characters [ #,/, &) in the name are acceptakle but should generally be
omitted.

Example: S&J Hardware should be entered a3 § J Hardware.

Search results:

« Acgystern message "Mo vendaor hold record was found for the search criteria® will be
displayed if the search finds no records.

« Search displays vendor hold records only. Search excludes hold records for state
employees and individual recipients.

« Performing @ name search may result in finding multiple records with like names. It
rmay be necessary to perform additional research using TINS in arder to determing a
vendor's hold status.

« The name displayed is the name entered into TINS by the hold source agency.

» City, State, and ZIP are listed as entered into TINS by the hold source agency.
Blanks appear if information has not been provided in TINS.

e Enter the vendor’s name in the search box.


https://fmcpa.cpa.state.tx.us/tpis/

e |f there are search results - as shown below - the vendor is on hold. Choose a new

vendor.
Glenn Hegar Texas Comptroller of Public Accounts
b,
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FMX Search

Vendor Hold Search

Search terms: DIGITAL MAPPING

Yendor Name City State Zip Estimated
Relevance
DIGITAL MAPPING RESCURCES INC AUSTIN TX Favne 2 AR

Fows displayed: 1

@New query

Guestions? Contact statewide. accountinadicpa

e If there are no search results - as shown below - the vendor is in good standing and may
be used.

X Glenn Hegar Texas Comptroller of Public Accounts
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FMX Search

Vendor Hold Search

Search term: ALPHAGRAPHICS

Mo vendor hold record was found for the search criteria.

@ New query

CGluestions? Contact statewide.accounting@icpa.texas.gc

Texas Comptroller of Public Accounts Comptroller.Texas.Gov | FI¥
FIX Sitemap | Contact F
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e Use the Snipping Tool on your computer to save this proof of the vendor’s good
standing.
o Snipping Tool is listed under Windows Accessories in the list of programs on your
computer.

Windows Accessories
Character Map
Internet Explorer
Math Input Panel
Mobility Center
Motepad
Paint
Print 30
Cuick Assist
Remote Desktop Connection
ShapeCollector
Snipping Tool
Steps Recorder
TabTip
Windows Faxzd 5 an
WordPad

KPS Viewer
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o Opening the snipping tool will bring up a small menu in the bottom left corner of
your screen.

¢ Snipping Toal - X
ffgg Mew EMDdE > *-“ Delay ~ x L Options
Select the snip mode using the Mode button or click the Mew .@.
buttar,

o Click on ‘New.’

“¢ Snipping Tool — et
f'-gé ey L Dptions
Select the snip mode wsing the bMode butkon or click the Mew (7]

button,

O

o This will dim your display - as shown below - and bring up a small cross for you to
drag across the area you want to snip.
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Vendor Hold Search

Search term: ALPHAGRAPHICS




o Assoon as you let go of the mouse to stop dragging, the snipping tool will open
your chosen section in a new window. Save the snip.

¢ Snipping Tool — O
File Edit Tools Help
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X Glenn Hegar Texas Comptroller of Public Accounts

B FMX - Search

Vendor Hold Search

Search term: ALPHAGRAPHICS

No vendor hold record was found for the search criteria.

@New query

CQuestions? Contact statewide.accountingi@cpa.texas.gov
Texas Comptroller of Public Accounts ComptrellerTexas.Gov | FMX
FMX Sitemap | Contact FM

o Save this snip so it can be uploaded along with the receipt for the purchase.
= How to Upload Receipts in GCMS



https://twu.edu/media/documents/procurement/How-to-Attach-Receipts-in-GCMS.pdf

o Make sure to snip the screen to the bottom of your computer’s display to show
the date of your search. This will be proof that the vendor was in good standing

on the date of your purchase.
X Glenn Hegar Texas Comptroller of Public Accounts
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Vendor Hold Search

Search term: ALPHAGRAPHICS

MNe vendor heold record was found for the search criteria. <
|

@New query

Questions? Contact statewide.accounting@hcpa.texas.gc
Texas Comptraller of Public Accounts Comptroller.Texas.Gov | FIV
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