
Selecting a Vendor 
f R i i ifor a Requisition

T l t d i thTo select a vendor, in the 
first step of your requisition, 
click on the Vendor lookup 
link (magnifying glass) ( g y g g )



Click in the Name field and type in a string of three to five characters in the 
vendor name.vendor name.
(i.e. to select GovConnection, type in GovC)
(DO NOT enter the full vendor name in case it is in OMNI differently)
Then hit the Find key



Wh t li t f d t l t f h th dWhen you get a list of vendors to select from, choose the vendor
you are looking for and click on the blue link.  Notice the location 
For the vendor and be sure you are selecting the correct location.
Normally the location listed as “Main” is the ordering location.y g



When you select the vendor, OMNI will take you
back to the default page and enter that
information into the Vendor field, along with the 
location selected.



Below is a sample where entering the entire vendor name as you p g y
believe it is listed is not a good idea.  Notice, that due to one letter 
difference, you cannot find the vendor, but on the next slide, using 
the short string search, you did find the vendor.



When you search using the recommended string of three to five letters to 
search for a vendor, you have found what you are looking for!  The difference 
of one letter in the vendor name caused you not to find it in the previous 
sample.  Click on the blue link and your vendor is selected.



Now you can continue on and complete your requisition.

If you have problems finding vendors or if after using the short
t i h d till t fi d d t th FSU H l Li kstring search and still cannot find your vendor, go to the FSU Help Link on 

the OMNI portal page and enter  the word vendor in the search box.  

If the vendor is a new vendor, you will need to have them loaded first, orIf the vendor is a new vendor, you will need to have them loaded first, or 
use the suggest vendor procedures as outlined in the eProcurement Job 
Aid.


