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Extracting a Vendor List 
 

 

Basic Purchasers and Department Access Requisitioners in Procure.AZ have the ability to search for vendors 
based on a wide range of criteria.  After searching, you can send selected vendors a bulk email, including 
notifications of solicitations processed outside of Procure.AZ. Once found, vendor records can also be copied 
and pasted into an Excel spreadsheet for use outside of Procure.AZ. 
 
Searching for Vendors 
 
Once logged in, hover over the Vendors dropdown in the Navigation bar and click “Search.”  

 

 
 

The Vendor Search screen will display allowing you to enter in your search criteria. Use the NIGP Class, Class 
Item and Keyword search fields to find vendors that offer certain commodities for a solicitation.  You can also 
search for vendors using other criteria, including Business Indicator. 
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Once you’ve entered the desired criteria, click “Find It” and the list of vendors matching your search criteria will 
appear below. 
 
Sending a Bulk Email 
 
All vendors that return as a result of your search will be initially selected for sending a bulk email notification. 
De-select any vendors that you would like to exclude from the bulk email and then click the ”Send Bulk Mail” 
along the bottom of the screen. 
 
NOTE: All vendors that return as a result of your search will be selected, even if there are more than 25 and 
they do not appear on this screen. See the Total Selected number to know the total number of vendors that 
were returned. 
 

 
 
Upon selecting “Send Bulk Mail” the Bulk Mail screen will display allowing you to configure the email that is 
sent. From here you can add additional recipients, enter the “Subject” and “Text” of the email, add attachments 
to the email, as well as conduct another search to add additional vendors to the recipients list. Add your email in 
the “Additional Email Recipients” field to receive a copy of the email and confirm its delivery. 
 
NOTE: It is recommended that the information entered in the “Text” field be kept to a minimum. Emails using 
this method do not support formatting.  Therefore, it is recommended that you use the Text field to direct 
vendors to attachments that contain more information or direction.  
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Once you’re ready to send the email, click “Send.”  
 

Adding a List of Vendors to a Spreadsheet 
 
If you’d like to just pull a list of vendors from Procure.AZ without sending a bulk email, use the same steps 
above to conduct a vendor search via the Vendors dropdown in the Navigation bar. Once your search results 
have returned, drag your and highlight the vendors you’d like to pull, right-click and select Copy.  
 

 
 

Next, open an Excel spreadsheet and make sure the top left cell is highlighted. Right-click and select Paste. 
The list of vendors, including their address and contact information will be pasted into the spreadsheet.  
 
NOTE: If multiple pages of vendors returned from your search, you’ll need to repeat this process on each page. 
 


