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1. Ensure that you are on the home/shop tab. 
2. Click on the Non-Catalog Form. 

 

 
 

3. A new window pops up to display the Non-Catalog Form. Click on the choose supplier link to search 
for a supplier. 

2. 

3. 

1. 
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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. 
 

 
 
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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. 

4. 

6. 
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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. 
 

  
 

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. 

8. 

7. 

9. 

10. 
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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. 
 

 
 

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. 

13. 

11. 

12. 

14. 
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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. 

 

15. 

16. 


