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 Click Create a Non-Catalog Item. 
 

 
 

 Type item name.  Click Next. 
 

 
 
 

 Similar products from our premium suppliers will be listed.  Search the items listed or click 
Next. 

 

 

 



 Type in Unit Price.  Adjust Unit of Measure, if necessary 
 If applicable, please include details in the description box concerning the item along with the 

product code.  Click Add to cart. 
 

 

 
 
 

 Additional items can be added by repeating the above steps.  When all items have been added, 
click the shopping cart icon in the gray bar at the top of the page. 

 

 
 
  



 The Shopping Cart is now displayed.  (Item quantities can be adjusted from this page.)  If 
everything is correct, click Checkout. 

 

 
 
 
 

 The Checkout page is now displayed.  Verify that the Ship To information is correct.  **For 
Guernsey orders only, type building name and office number PRIOR to name.  (For example:  
Hoffman 307, Daisy Anderson) 

 Bill To should default to Accounts Payable.  If not, please click on the drop down arrow and 
make the selection. 

 

 
  



 Click on the calendar next to the Delivery Date box.  (If purchasing more than one item, use 
the blue down arrow to the right to copy the delivery date down for all other items.)   

 

 
 
 

 In the first box, type the Org.  As you begin typing, options will appear, click to choose the 
correct option or continue typing.  (The magnifying glass can be used to search.) 

 

 
 

 In the second box, type the account code.  As you begin typing, options will appear, click to 
choose the correct option or continue typing.   (The magnifying glass can be used to search.)   

 If applicable, type the activity code in the third box. 
 If purchasing more than one item, but allocating all to the same org/account, use the blue down 

arrow to the right of the account boxes to copy the org/account allocation down for all other 
items.  Make sure each item has the correct org/account/activity code allocation. 
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