SHOPPING CART — NON-CATALOG
Last Updated on: 7/22/2011

East Carolina

UNIVERSITY

Home/Shop

hame /shop

advanced search

Go to: Favorites | Forms N-CATALOG FORM | Quick Order  Browse: Suppliers | Categories | Chemicals
Action Items ? ’; lcome to the ECU PORT Marketplace E

[ Shop [Everything [l

- My Orders
Requisitions .,
. Affinity BioReagents ' ed ™
Pending (47) Tnc. e @ BD
Recently Completad State Contract Vendar Non- Stats Contract

Purchase Ord,

Ecently Completed (1)

/’ @ Cole- Parmer m East Caroling

E na
Instrument Company Mzintznance Supplies Office Supplies

State Contract Vendor Stat= Contract Ve
PORT Bulletin Board
.
" i Fishor - € Imvitrogen- Jackson Miltenyi Biotec Inc.
Need help purchasing the following: @M EHENRY SCHEN e ImmunoResearch Lab Safety Supply Inc. Non- St:
Non- Stats

State Contract Ve State Contract 0314 Laberatories... Ve

® ADOBE softvare
® State Term Contr
® Promotional Items

Trouble finding Vendor Names 'click: hars' for the more e Offi Thermo (=]
common list of hard to find vendor names. . s RAININ
on St [ on- Sre Contrace Pipstiing 360°
Click Here for PORT Training Manual
52) 328-6434 ...."click here" for our ECU |
VWREL D
SIEMA-ALDRCH" Therme Forma Varian, Inc. (R
= Co & ECL
EoU Contract State Contract & ECU

contract

My Resources
System Messages email: port@ecu.edu phone: +1 (252) 328-6434

1. Ensure that you are on the home/shop tab.
2. Click on the Non-Catalog Form.
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3. A new window pops up to display the Non-Catalog Form. Click on the choose supplier link to search
for a supplier.
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4. A new window pops up to display the Supplier Search Form. Type the Vendor’s name in the Supplier
Name field. Note: To be more successful with your Supplier Name search, it is recommended that you
do not type in the complete name. Just type in the first part of the supplier’'s name and scroll through

the results to find the desired vendor.
5. Click on the Search button.
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6. Click on the Select link beside the desired supplier's address. Note: Some suppliers have multiple

addresses and you will need to select the correct address for your requisition.
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2N https:/usertest.sciquest.com - Non-Catalog Form - Microsoft Internet Explorer provided by East Carolina University
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7. Enter the appropriate information for the following fields: Catalog #, Product Description, Additional
Description, Quantity, Unit of Measure (UOM), and Estimated Price. Note: If you do not have a
Catalog # for the item, you can enter a descriptive term for the item.

8. Scroll down the page to enter additional information for the line item.
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9. If appropriate, you can enter the Manufacture Name, Manufacture Part No., Health and Safety flags,
Contract Start Date, and Contract End Date (for Maintenance Agreements).
10. Scroll to the top of the page.
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11. For non-catalog orders that have more than one line item, you select Add to Cart and Return under
Available Actions. Note: If this order is for a single line item, you leave the Available Action to the
default value of Add and go to Cart and click the Go button.

12. Click the Go button.
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13. Note the message that Form added to cart successfully. Repeat steps 7 — 12 until you get to the last
line item. On the last line item, you will select Add and go to Cart under Available Actions.
14. Click the Go button.
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L 2009 Ford Shelby Mustang GT 500 5]  merzinfo.. car EA 45,733.00 1 EA 45,73%.00 USD [~
2 Grey Floor Mats 5| more info.. mats EA 45.00 4 EA 180.00 USD [
Supplier subtotal 45,979.00 USD
Subtotal 45,979.00
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Total 45,979.00 USD
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15. This brings you to the shopping cart Edit Cart section.
16. 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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