Querying Vendor Insurance Information within AIS

The current status of a vendor’s insurance certificate may be determined by viewing the insurance expiration dates
for a particular vendor within AlS.
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The Suppliers Search screen will appear. Enter the vendor name in the Supplier. Name field (enter a % in the front
and in the back of the vendor name) and select Go.
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The Suppliers Quick Update screen will appear. (If multiple suppliers are found, choose Update next to the correct
Supplier Name.) Verify that the Supplier Name listed is correct. Then, select the Organization menu on the left
side of the page.
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Accounting BAF on file at: C
Tax and Carbondale Campus
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) Carbondale Campus
Purchasing CMS BEP on file at
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Payment Details IDHR Number  95006-00
Invoice M|sce\|an_euus
Management State Authorized? Y
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Minority Vendor Certified By:
Date Aircraft Liability Ins Expires
Date Misc Liability Ins Expires C-Additional Insured
Date Worker Comp Ins Expires  C 03/31/12 500K, Statutory
Date General Liability Ins Expires  C (03/31/12 2M, Aggregate
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Additional Insured
Web Address www.etsimonds.com

Within the Additional Information field, the expiration dates will be listed if the vendor has an insurance certificate
on file with Procurement Services. A Campus Indicator will precede the expiration date.

Campus Indicator Description
C Carbondale Campus
E Edwardsville Campus
S Springfield School of Medicine Campus




