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State Vendor Hold Search Tool Job Aid 
The purpose of this job aid is to explain how to access and utilize the State Vendor Warrant Hold Search 
Tool inside UTShare to verify if a vendor/supplier is in good standing with the state before making a 
ProCard purchase. The Warrant Hold Check is required only if the purchase is over $500. A dated screen 
print documenting the search should be completed no earlier than 7 days before purchase. 

 

1. After logging in to UTShare, the State Vendor Hold Search Tool can be accessed from the 
Employee Self-Service Homepage, selecting the tile of the same name.  

 

2. In the Search Criteria section enter the name of the business or individual (lower and uppercase 
are both acceptable) or for exact matches, enter the TIN if available. Users can contact the 
business or individual to verify the last four digits of their company or individual TIN. The wild 
card symbol (%) before and after the name/partial TIN will help identify all possible matches. 
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3. Click Search to return results. 

• If results are found, the entity will be listed below with its Name and Last 4 digits of the 
TINS displayed. Matching results displayed indicate that the business has a potential 
warrant hold.   

• Performing a name search may result in finding multiple records with like names. If 
available, compare the partial TIN displayed to determine an exact match. The user may 
need to contact the vendor to verify their TIN in order to determine if they are on hold. 

• The user can use the Download to Excel feature using the table icon between the Find 
link and the number of results for ease of managing/reviewing data results. 
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• If no result is found, a Message dialogue window will display, showing no vendor hold 
records were found.  “No vendor hold record was found for the search criteria.” 

 

4. If no result is found, include a copy of this negative result on the ProCard Reconciliation. 
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