NORTH CAROLINA ePROCUREMENT

NC eProcurement
Creating Purchase Requisitions  : Guided Buying

This process guide provides instruction on the functional steps to create a Purchase Requisition (PR) in the
Guided Buying view of NC eProcurement. A PR is a request to buy goods or services that is created
electronically. Users can add items from Statewide Term Contract (STC) using the catalogs and Punchout
catalogs or request an item(s) that is not on STC, which is called a non-catalog item.

|. Adding Catalog Items

If an item appears in the NC eProcurement catalogs, it is on a Statewide Term Contract (STC) negotiated on
behalf of the State of North Carolinab6s buUsesmayaddy t he
catalog items to their PR by utilizing the catalog search functionality.

1. There is no need to initiate a PR in Guided Buying; users just need to search for the item(s) being
purchased and add them to the shopping cart. Catalog items can be searched for by using the &Gearch
Barbor dliles.0

NC ePROCUREMENT Guided Buying

/’ \\
quest a non-catalog item 4
YpE g -
! " Il CORRECTION

,' s ‘\ Enter freetextinthed Se ar

! & ¥ < B a ralove or clickona o Ti |

\ £ / 1 Not Just Making It Right. Making It Belter to be directed to items

\ / e grouped in the category title.

\\ Office Supplies & Facilities ,/ Correction Enterprise Products Medical, Laboratory
~ 7 Equipment
S~ ~ - - Seeall >

2. Ifusingthe 6 Se ar c hentd the desired search criteria (i.,e., 6 Keyword, 6 O6Supplier

6Manuf acétSuraetre,wd d e @odnQ artaecpbod EWEXthé magnifying glass or press6 Ent er .

Note: The6 Sear clwi Bar 8uggest results based on whatoés
and has a fifuzzyd nature to it, meaning that the
entered search criteria, not just match the results to the exact text of the search.

NCePROCUREMENT Guided Buying

A e Enter the desired search
criteriainthe6 Sear c
ol == R N 777N B a randdlick the
G paper ) Q| . .
________ - \ ’ magnifying glass icon
————— =
=g S~ \ when complete. Note
R ... . N that the system will make
[ 1 € related search =
\ paper feed lcit 7 g
Shop  Your Favorites Your Requests Your¥\pprov: ’ suggestions.
et SN . Paperfeed unit_ . 4
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3. Ifbeginning asearchviad T i Iclkelson the 6 T i thaebést represents the type of item desired.

NCermOCUREMENT Guided Buying Find goods and services

Shop Your Favorites Your Requests Your App

RTINS N S———— .

Maintenance, Repair and Operati Automotive Vehicles, Related Tra Managed Print Services & Device
on Supplies and Equipment (MR nsportation Equipment and Fuel T s

0 YPES ==l If the user is interested in
purchasing items that could |
be describedas6 J ani t
Pr o d u theyshodld
clickonthat 6 T i td seed
pre-sorted options.

N\
Heating, Ventilation, & Air Conditi \\ Janitorial Products
oning

4. A sub-screen will appear with additional, more-specific 6 T i ltoalise¢t the purchase. Click on the one
that, again, best represents the type of item desired.

weerrocurtMiNT Guided Buying

On the sub-screen for the

6 T i skleci®d, additional,
more-specific 6 Ti Wik s 6
appear. The user should
select the one that best
represents the type of item

desired.
] Y B
Fiberglass Accessoriesy Paper & Plastic Dispos /7
and Supplies \ able Products 4
\ ’
() Catalog itemns N [ Catalag itermns 7’
~ 7
~ -

i -

5. After conducting the search, the results page will be displayed. It will provide further options for refining
the search and evaluating the results.

6. Thed Ref i ne pareekon thd leftdvill provide options to allow users to refine results. Those options
will automatically appear and are dependent on the search results. Select an option from this menu to
see only those results matching the specified criteria. The possible fields include 6 Suppl i er , 6
O6Manufacturer, 6 0 Cartodg dangethedsubdefuent mumbeddjsid@ays the amount of
options that will display if the box next to the suggestion is checked.
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7. Clicking the drop-down nextto 6 S o r talloBsyuersto sortthese ar ch r e s ulResl ebvaasnecde ,0bn
6Price hi gfdoPtro cleow,od to high. o

o

a.

Re |l e v @aces théitems with the best or most complete match near the top.

b. 6 Pri ce hi gdeesth®mobtexpansive items closer to the top.

c. 6Pri ce | oplaces the Ibast gxpehsive items closer to the top.

8. Click the blue left-arrow nextto6 Sear ¢ h

B eetunn to the @revious page of results or clickon 6 N C

e Pr o c ur enrthe top &t of the screen to reset the search results altogether.

9. A maximum of eight catalog items will display on the results page. To unveil more results, clickon 6 Mor e 6

beneath the last result.

NCePROCUREMENT Guided Buying

Supplier Showing & ¢

BRAME SPECIALTY
COMPANY. INC. 1

GAUMARD SCIENTIFIC
COMPANY 23

KYOCERA Document
Solutions 16

Manufacturer

apothecary products lic

Category
nstitutional Food
Services Equipment 16
Miscellaneous Printer and
Photocaopier and

To completely reset the search, click on
6 NC e Pr o c unrthe topleftt odclick

the left-arrownextto6 Sear ch ®e s

navigate back to the previous search input.

Click the dropdown nextto6 Sor tto by
change the order in which the results are
displayed.

——— -——

Accessory, Purchase, 550-
sheet Paper Tray and

$451.60000 USD [ each

Accessory, Purchasze, 550-
sheet Paper Tray,

$55.68000 UsD / casf]  Checking the box next to one of the

suggestionsintheéd Ref i ne
will return only results that fit those

an-:-rre-:icc‘nM criteria.

Click 6 Mo rtoeexpand the set of returned
catalog items beyond the initial eight.

$221.60000 USD / each

fRueek

ECG Thermal Faper Rolls
for ELI 230

$93.47000 USD / case

10. Each catalog item on the results page will provide a description of the item, the supplier of the item, the
price of the item, and the unit of measure for the item.

Note: Suppliers can provide pictures for their catalog items, but not all items will have a picture.

2/22/2021 Creating Purchase Requisitions: Guided Buying (NCAS) 3



NORTH CAROLINA ePROCUREMENT

11. If the user hovers their cursor over a catalog item, it will be surrounded by an expanded blue rectangle
with an option to select the quantity desired and clickthe 6 Ad d t buttanar t 6

weerrocureMenT Guided Buying

< Search Results

Refine results Company catalog

Supplier Showing 8 of 301 results

BRAME SPECIALTY
COMPANY, INC. 1

DANA SAFETY SUPPLY

2

GAUMARD SCIENTIFIC {b Hover over a catalog item unveil
s the ability to select the quantity
desiredandclick 6 Add t o |}reaeer

KYOCERA Document
Solutions 16

4" Patty Press
paper

& = P

paper dividers, J

MERCO Biomedical 5 " E — — — MESON & L E ---
o e e o o o b $137.08000 USD / each
e e $55.68000 USD / case $61.44000 USD / case 5243.39000 USD { each

Manufacturer

amd-medicom. inc. 2 [ Lo ———l

“1 ~
apothecary products Lc. ( )
1 ~ -

12. For more information about the item, click on it to display a detailed view.

The detailed view shows the same information $8.88000 USD /each
from the results page, including the ability to select Available immediately
aquanttyandd Add t doutit a&spo displays
more detailed informationinthe6 Speci f i c _

section, suchas6 Supp | i e teadPme; t # : - il B
weblinks for the supplier and manufacturer, the

6St atewi de Ter andenhBird c Add to favarites

N u mb eamdng others.

Quantity

- -

—_—————

GO1 SP204-300
MACHINE & WELDING/ANDY QXY

G01 5P204-300
0 Day(s)
201600897
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13. Some catalog items are placeholders for additional ordering instructions. ltems containing additional
ordering instructions will reflect a price of 6 $ 0000 W S Daind will contain the necessary steps in the item
description. Users should refer to those instructions when adding this type of item to their PR.

< | 420A - Academia Furniture. Please navigate to the

Items with a price of
6 $ 0000 WS Dvill $0.00000 USD / each
contain additional
ordering instructions in
the item description.

FAvailable immediately

Quantity

Specification

14. Items with 6 ( D | i ffoht 6f their description indicate that the item is supplied by a distributor, not
necessarily the STC vendor. Multiple seemingly identical catalog items will appear for the same product,
but they will have different suppliers listed. The user may choose any of the items as they are the same,
but they will be delivered from a different location. In essence, the user will be choosing based on the
OSuppli ®réd, perhaps taking proximity to the di

weerpocureMenT Guided Buying

< Search Results Two identical items
besides the different
Iltems with 6 ( D | iSflont 6f the [— 6Supplier.

description will be displayed
multiple times. The only

difference in the products being
the & Su p p | Useesmayd
choose any of the similar items in
this instance, as they will all be

t he same, theyol
from a different locations.

Sort by: | Relevance v

°L
TIOATT - TZUUS Bunker <

Id Rake

john deere 1

L
E WITH NECESSARY

machine & weldingfandy EERE & COMPANY
oy $11,817.24000 USD /

5, SIZE
each £ ANDY OXY COMBANY. INC
Keyword $8.88000 USD / each $8.88000 USD / each $8.88000 USD / each
mix 1B

guygen 12
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15. Enumerations are STC items that have specific attributes associated with them and that require the user
to select a preferred option before the item is added to the Purchase Requisition (e.g., size, color, delivery
options). When an Enumeration item is returned in a search, the user will not have the optionto6 Add t o
carkytd r af élee Of tleeGubsequent item details page, the system will display the options for
the user to choose. The user will need to select the preferred option before clickihgé Add t o cart . 6

weermocuremMentT Guided Buying

< Search Results

Refine results Company catalog
o : - . >
Sype Hame Showing 8 of 1110 results Sort by: | Relevance v =
Color 550
Color and General Size Catalog Enumeration items will

display a 6 S e | mutton. &Click that
button to see the detailed view and
select the preferred option.

Supplier

Armow Safety Device
Company 222

cal Carrier With

CAROLINA UMIFORMS & nceb 1A Ballistics
EQUIPMENT 222
DANA SAFETY SUPPLY ow Safety Device AR OLINA UNIFORMS & EO Security nterna DANA SAFETY SUPP
222 $12.88000 USD / =ach $12.88000 USD / each $12.88000 USD / each S$12.88000 USD f each
Harrison's Workwear L====J /
N 7/

Safety & Security
International 222

16. Within the detailed view, select the preferred option (in this case 6 C o ). AArblGe border will surround the
selection. The usercannowclick 6 Ad d t eithouarecéiving an error message.

weerrocureMinT Guided Buying

< | (DIST) Throat Protector Tactical Carrier With Performanceé IlIA Ballistics (One

(DIST) Throat Protector Tactical Carrier With
Performance6 [lIIA Ballistics (One

Fram Arrow Saf

A blue box will surround the
selected preferred option, and
the6 Add t buttanaitl t g
be clickable.

~

2/22/2021 Creating Purchase Requisitions: Guided Buying (NCAS) 6



NORTH CAROLINA ePROCUREMENT

17. If a user finds the desired item and clicks 6 Ad d t ¢frone aithiett thfe results page or the detailed view),

a red bubble indicating the number of items they have in their cart will display above the shopping cart
icon in the upper right. A drop-down box will give the user an opportunity to 6 C h e ¢ kandconmptete
the purchase if that is the only item intended for inclusion on this PR, or the user can click the 6 X®
continue shopping for another item on this particular STC, or click 6 D e | iethedtdm was added in error.

wcermocureMminT  Guided Buying

{

N
4" Patty Press waxed paper dividers, 5,000 per ( [x]
N
_Cllck the 6 )¢_ancont|nue shopping for more & Patty Press waxed paper divid...
items from this STC. 4 4" Patty Press waxed paper dividers, 5 -
L ) A ) $55.68000 USD 7 Detese ]
Click 6 D e | ietheeteén was added in error : FER—— > M- 5
and needs to be removed from the cart. ' :
Click 6 C h e c kif abbdegiréd items are in T
the cart and the user is ready to complete P w ¢ S
B ~ -
this PR. e s

18. If multiple items are added to the cart, it will be reflected in the red bubble above the shopping cart icon
and inthedrop-d own b o x. Chiye c &l dothigtpdint,call itéms listed will be added to the PR.

Notes:
1 Ifthe user does not click 6 C h e ¢ kat thisipidt, the items will remain in the cart until they are

either deleted or the user clicks 6 C h e ¢ kat alater tdne.

1 Multiple catalog items can be added to the same PR, but they have to be from the same STC.
The system will prevent items from more than one STC to be included on the same PR, and the
user will be notified with an error message. For this reason, a Non-catalog i t ecarthot be
added to a PR with a catalog item already on it.

weermocurEMENT Guided B“y]'ng

<

Su

Refine results Company catalog

&8 more i

Search Results 4 You hawve 2 ftems in your cart = ]

= - E—

ot Showing 8 of 301 resules /

BRAME SPECIALTY . 5 q
CoMEAY e 1 Two different places will notify the user
as to how many items are in their cart.

D_S.H.l SAFETY SUPFLY 5" Patty Press waxed paper divid...

= 5" Patty Pre: per dividers, 5

GAUMARD SCIENTIFIC $51.44000 USD Delete

COMPANY 23 Quantity

KYOCERA Document

Solutions 16

MERCO Biomedical 5 THOMBESON & LITTLE, IHC OMPLON & LITTL e mm =~ L
$55,68000 USD / case $61.44000 USD /  Totel $117.12000 USD ‘“ - _E!
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Il. Adding Catalog Item Favorites

Users may add specific Statewide Term Contract (STC) items to a favorites list for quick reference. Catalog items
saved as favorites are updated as the catalog item is updated (e.g., price, description). To utilize catalog
Favorites, users must firstdefine 6 Fa v o r i t eSpecificicatatog iteris can then be added to a defined

Favorites List.

Note: 6 F a v dtemsbfm Expert View do not carry over into Guided Buying and vice versa.

1. To define a d~avorites List,6execute a catalog search for the desired item.

2. Clickthe6 Add to Flmkoritesbo

wcernocurement Guided Buying

€ | 10X20X1, MEGAPLEAT, PLEATED AIR FILTER, SC MERV

. 4 AT, PLEATED AIR FILTER, SC MERY 2-A. METAL MESH
LONG LIFE FILTER

Clickthe6 Add t o Flak d

on the selected item. $5.45000 USD / each

Available in 7 days

3. The 6 F a v o mpaoptpendl display. Click 6 Cr e at e mypevhe hams df thélist, and click 6 Do n e .
The item will be added to that list.

weermocurEMENT Guided Buying

< 10X20X1, MEGAPLEAT, PLEATED AIR FILTER, SC MERV

10X20xX1, MEGAFPLEAT, PLEATED AIR FILTER, SC

Fawvorites >
W 8-A, METAL MESH

- -

S —— _————

Click6 Cr eat e wmraew

aname, and click 6 Do n e . \ ——————
/’ \\

S ———_—-

Specification

2/22/2021 Creating Purchase Requisitions: Guided Buying (NCAS) 8



NORTH CAROLINA ePROCUREMENT

4. The same item may be added to multiple lists by checking the box next to each list and clicking the
donebdbutton. If the item already exists in a list, the user will receive a naotification thatthe 6 | t e m

al r eady amdnhatlist vélltbé unable to select.

i s

weermocurEMinT Guided Buying

< | 10X20X1, MEGAPLEAT, PLEATED AIR FILTER, SC MERV

The same item can be added
tomuliple 6 Favorit e 10X20X1, MEGAPLEAT, PLEATED AIR FILTER, SC
Favorites X ?
v 8-A, METAL MESH
+ Create new list
< : nm —:‘::Je_' CT::::I F—E:l— s : )
<’—_—|—_-_.—___":>

S =~ - e

\ A notification will appear if

\ that item has already been
added to a list.

Specification

5. Userscanmanagetheir6 Favor i t kyslickingeso ¥ ® ur F anearthe topeoktliie page. New
lists can be added from this page by clicking6 Cr e at e he mamés of &xisting lists can be edited
by clicking the pencil icon, or lists can be permanently deleted by clicking on 6 D ¢ | eigdthe top right of

each list.

| Find goods and services

weermocureMENT Guided Buying

. 7 -
\ Clckoné Your Fateor ‘ Bt S 5
~ -~ =

view existngé6 Favor i t e - TE——
’ N P g
Air Filter Favuri’&es /‘ (\ - Dhelete :1
~N_- ==

Edit the name of an
existing list by clicking Create a new list or
the pencil icon. delete an existing list.

10X20X1, MEGAPLEAT,
PLEATED AIR FILTER, 5C

$5.45 USD
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6. Addanitemfromad Fav or i ttoethe catt byslickingd Ad d t oor delete the jitedn from the list by
clicking the 6 Xirbthe top right corner of the item. A confirmation screen will appear asking the user if they
are sure they wish to remove the item from the list, to which they canclick 6 Yes®Cancel . 0

Adir Filter Favorites Woelete

-

\ Add the itemtothe6 Shoppi n

by clicking6 Ad d t oor remevet
itfromthe6 Favori tbhgs L
10X20X1, MEGAPLEAT, clicking the 6 Xrothe top right.

lll. Adding Punchout Catalog Items

Some State of North Carolina Statewide Term Contract (STC) suppliers have created punchout websites
containing negotiated term contract items. These punchout sites are accessible through the NC eProcurement
term contract catalogs. A punchout site is a website created and maintained by the supplier specifically for the

State of North Carolina. Users do not need to enter a n
site. The supplierbés website wiePrhocurantentcandafter ticedlyérfpasr e c ogni
selected items on the supplierds websIiNCeProcutementasline ms ar e

items on the Purchase Requisition (PR). Once completed, the purchase order will be delivered to the supplier
through NC eProcurement.

1. There is no need to initiate a punchout catalog purchase in Guided Buying; users just need to search for
the item(s) they would like to buy and add them to their shopping cart. Catalog items can be searched for

by using the &Gearch Baréordl'i | es . 6

NCePROCUREMENT Guided Buying

CORRECTION

Enter freetextinthe6 Se ar
- B a ralfove, or clickonaé Ti |
. = to be directed to items
\  Office Supplies & Facilities 4 Correction Enterprise Products medical, Laboratory supplies | - grouped in the category title.

N e Equipment

Not Just Making It Right. Making It Betier
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2. Ifusingthe 6 S e ar c¢ huseB aan enfer the desired search criteria and click the magnifying glass or

press6 Ent er . 6

Note: Searchesby 6 Ca t e der: Offic® Supplies), 6 Su p p (ex: ESt),®r6 St at ewi de Bntr act
615A) will return results that may lead the user to a punchout catalog. Alternatively, if the user enters the
keyword 6 P u n c hiothetd & e a r ¢ hthe Brdy resutis returned will be links to punchout catalog sites.

Punchout catalog results will not show individual items with prices like standard catalog items. A tile with
the supplierds 6Prame hfOal | wilhaispdry flarygvery available punchout catalog.

If the user hovers their cursor over the punchout catalog tile they wish to purchase from, it will be
surrounded by an expanded blue rectangle and an option to click 6 B u y

f r o m whiahpvpl take ¢he

user to the supplierés punchout catalog.
wosrmocuriMENT Guided Buyl'ng [ punchout
< searchResuts W TS smeme——————--=mT T
Typing 6 p u n ¢ hnahe search
bar will yield only punchout
suppliers on the results page.
Supplier Showing 8 of 8 results Sort by: | Relevance v ?
Fisher Scientific Co
Forms & Supply, Inc- *
FSloffice 1 (® fisher scieniific ES‘IF:REISIIII?;;
KRACKELER SCIENTIFIC o ot Mk 4 Kkt Mol B
MC 1
::_':[::;:i':j Public \\ Krackelar PunchOut Sherwin-Williams Test Correction Enterprises
- |:= o Catalog PunchOut Punchout Cata
Safety 1 - _ -
FisPief~Sooiaec damp ey TLC KRACKELER SCIENTIFIC INC SHERW WILLIAMS Marth Carelin
SAP Ariba Test Supplier
see e Hovering the cursor above the
N — (m-, fﬁﬂt‘ (GRAINGER desired sluppller punchout will
dax 1 \%~ revealad Buy from S
e button the user can click to
FSloffice Punchout searc h t h e S u p r.
catalog items.
Category
Hardware 1
Laboratory and Scientific P L ~o
Equipment 1 ¢
Laboratory Supplies and S d - 2 couldn't find any supplier matching your criteria.
5. If beginningasearchviad T i Iclclson the 6 T i thaebést represents the type of item desired.

Guided Buying

o -

Find goods and services Q Q E O

If the user is interested in

R . R~ ' purchasing items that could
< wr |- Py K S be described as ®ffice
K B Y N Supplies, they should click
] . . : onthatd T itd seedpre-
\ J jy- @ ! i e sorted options.
\ Not st W It Right Making il Betfer
\\ ,,/ ol Just Making It R i i Bethes
N 7
\Qf"n;e Supplies & Fac '\itle;, -7 Correction Enterprise Products Medical, Laboratory Supplies & E
2/22/2021 Creating Purchase Requisitions: Guided Buying (NCAS) 11
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6. A sub-screen will appear with additional, more-specific 6 T i toalisect the purchase.

appears, hover the cursor above the tile and click 6 Bu y
punchout catalog.

uided Buying

f rom tSu pbpel itearkbe n

If a punchout tile
to

t hat

| Find goods and services

< | Office Supplies & Facilities

@[_

Hovering the cursor above

the desired supplier punchout
willreveala6 Bu y
S u p p | but®mn tide user can

fron

clicktosearch t he su
FSloffice Punchout punchout catalog items.
’a’ _______ ~a
, \
\ /
\\~~ L -
7. The user wil/ be directed to the supplierés

e Pr o c ur amhe top, but the content of the site will be maintained by the supplier. Since the
individual supplier creates their own punchout site, each site may differ in appearance and navigation;

however, each site will have the same basic logic. When shopping on a punchout site, users will add the

desired items to the shopping cart on that site, then click 6 S u b i atitdnatically send the selected

items back to their 6 NC e Pr o c shogpimgecart. 6

Note: If a buyer decides to end a punchout shopping session before any items are selected, they may

return to the PR by clickingon 6 Cl1 os e nS.ebssi o

NC sPROCUREMENT Guided Buying

| punchout

Hl.le|Q|lek0nh(|htAndTmrv|FaﬂtiEv| Contracts w

CHAT

Q

‘.__ CUSTOMER SERVICE: 1-800-532-0335 @<

| ) J WWhat can we help you find today? Keyword or item #

When the user is done searching for their items on the
supplier 6s ,gickio Slud mi ttssCrae t
the items back to the PR.

Acct STATEOFNC-S

Office Supplies

If the user did not add any items, they can click

SearchThessR4 0 C| 0 s e Sterstgmto®MC eProcur e

| ===C Cart || Favoriies Items per page [ 10 w "T13
You've selected:
¥ Heyword: post it (] Im L% rS,B ::‘,isp:..c'& ]

Post-it® Super Sticky Pop-up Notes - 1080 - 3" x 3" - -
a g Square - 30 Sheets per Pad - Unruled - Canary Yellow
SEARCH BY CATEGORY - Paper - Self-zdhesive, Repositionable - 12 | Pack | 2 - |
= Pop-up style n for easy use
= Adhesive Nots Pads (95) R e oy
o Q

elevance w

ala ¥ @

Close Session

My Accounts w

2itemns : $28.89 2>

——— )~

e ="

e back, ncas requester 001

—_—— -

dN@chout
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8. Once the punchout item(s) have been added to the PR, if there is a need to edit the quantity of the item or
to add additional punchout items from that catalog, the user will have to make those edits back on the
supplierds punc ho wstbmittikelr catt. dgaceess the siteadirettly froem the PR, click on

the 6 D e s c r iofpahyiofathe 6ne items.

Click theitem 6 De s c r itgrdturno
to the punchout catalog to edit or add
items to the PR if necessary.

———— —_——
- -
- -

S~ J——

V. Adding Non-Catalog Items

Users may manually add dhon-catalogbitems to a Purchase Requisition (PR) when a catalog item is not available
or when they are ordering from a vendor that is not on a Statewide Term Contract (STC).

1. From the Guided Buying home page, clickon 6 R e g unersdatalog i t etondter product information
on the subsequent &Non-catalogr e q u @age. 6

— 7 7| clickon6 Re g uae s t

non-catalogi t etn6 ———F—

initiate the Purchase
Requisition. TION

Y LA
& L . Not Just Making It Right. Making It Betfer

Medical, Laboratory Supplies &
Equipment

Office Supplies & Facilities Correction Enterprise Products
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