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1. Ensure that you are on the home/shop tab. 
2. Click on advance search to search multiple criteria for the hosted catalogs in PORT. 

 

 
 
3. Enter desired description for item in All of These Words field. 
4. Enter vendor’s name in Supplier Name field.  
5. Click the Search button.   
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6. The # of items found will be displayed clearly in the column. 
7. Scroll down the page or select another page if appropriate to find the desired item. 
8. Upon finding the desired item, change the quantity to the amount needed for the order and click Add to 

Cart button. 
 

  
 

9. Notice the item was added to the shopping cart. 
10. Enter desired catalog # in All of These Words field.  Note:  We will keep the same supplier name due 

to PORT restriction of only 1 supplier per shopping cart / requisition. 
11. Click on Search button. 
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12. Change the quantity to the amount needed for the order and click Add to Cart button 

 

  
 

13. Notice that your shopping cart has been updated with the items that were just added.  Click on the 
shopping cart after adding the final item to the order. 
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14. This brings you to the New Shopping Cart edit section.   
15. Note:  You can now view the future Requisition # before you submit the cart.  Now if you have issues 

with a draft cart, you can call Materials Management with the future Requisition # for assistance.  See 
the Edit Cart Header procedure to continue the review process. 
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