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How To Look Up A Supplier “Using Add/Update Requisitions” 
 

The purpose of this procedure is to provide instructions for CFS users who need to look 
up vendors using “Add/Update Requisition” process. 

 

Log onto CFS 
• Click on “Main Menu” 

o Click on Purchasing 
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Click on “Add/Update Requisitions 
 

 
 

Click “Add” 
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Click “Requisition Defaults” 
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Click “Look Up Supplier” 
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Select by “Supplier ID” or “Short Supplier Name” 
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Enter “Supplier Name” or “Supplier ID” and click “Look up”  
If supplier is in CFS database the supplier name will show at bottom of screen 

 


