
 How to Enter the Suggested Vendor Information. 
 
Once you have entered the Requisition Add on the PeopleSoft/Oracle Financial you will 
see the following screen.  All requisitions must have a suggested vendor to be processed.  
If the requester has no suggestions on a source that can provide the goods or services, 
he/she should contact the end-user for assistance.   Purchasing will be glad to assist in 
this process, but will need detailed information (described below) from the end-user 
before a request can be entered.  
 
For those requisitions with existing vendors, the process is as follows: 
 
 

 
 

Click the link. 



 
 
 

 
 
 

Click the  

Enter the Suggested Vendor’s 
Name or the first few letters 

If the suggested vendor appears in the search 
results, you may pick them by clicking the 
name.  If it doesn’t appear here, you will 
need to add a new vendor.  New Vendor 
adding is explained later in this procedure. 



 

 
 
 

 
 
 

Wal-Mart was 
selected as the 
suggested vendor 
for this purchase. 

You must remember to save 
your vendor information. 

The following process should be used to add 
new vendors or addresses. First, Click 

 

Click  



 
 
 
 
 
 
 

 
 
This procedure will help Purchasing source your request and get your supplies here when 
you need them. 

Enter the Vendor information, as you 
would address a letter. Include the phone 
and fax number. 
 

Click    

Remember to save your 
work. 


