Quick Guide - Non-Catalog Item (04-01-09)
HokieMart Will Deliver OR  User Will Deliver

From Main Screen of HokieMart — | When searching for a
H 113 7 Non-Catalog Item
> CI!Ck “Non-Catang.IteT supplier, see Vendor Query
» Click “choose supplier. Tips and Tricks.

Non-Catalog Item

{No Supplier Selected} choose su pplier...
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A search box will be displayed allowing users to search for a particular supplier.

» Enter Supplier Name. Suppiir Name Febermesl
Results per page lﬂ

search | cancel |

> Click Search.

A list of possible suppliers/addresses will be displayed.

Results per page |2D 'l Suppliers found: 1 4 Page IE of 1 [
Supplier NamefAddress Select
Fisher Auto Parts Inc
Order Address 1: 705 Radford Rd Christiansburg, Wa 24073 US Select
Order Address 2: 812 Main 5t Buchanan, WA 24066 US Select
Order Address 2! Po Box 2246 Staunton, WA 24401 US Select

Click “Select” for the desired supplier/address.

Enter Product/Description of the item(s) being purchased.

Enter Catalog No. when available.

Enter desired Quantity (cannot be 0).

Enter a Price Estimate for the item(s). A $$ amount must be provided.
From the drop-down menu, choose Packaging (EA, FT, BG, etc.).
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/ When only one item is to be ordered add the item and: \

» Click “Save and Close.” et |

OR

< When additional items need to be added:

» Click “Save and Add Another”
After adding each item.

Save and Add Another

» Click “Save and Close” save and close | When the last item(s) has been

\ entered /

User will now be in the Main Screen of HokieMart.

» Click on the shopping cart icon in the far, upper right-hand corner.

=W 2008-10-16 scrunkil 01 | 1 item(s), S12.64 USD

Search for RN

o profile | logout

User will now be in the Cart — Draft Requisition
Edit Cart mode.

Cart - Draft Requisition
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To Complete Requisition

Step 1 . . I
(Edlt MOde) Lp_l:l.l:u"uwa.l's 45'
*Verify the delivery option. N

A warning message will be displayed to remind the user to verify the delivery
method in “send to Supplier?” field.

& : Verify delivery method in "Send to Supplier?” field




|

Step 2
Edit Mode [Add Products| —» (XX — [Review]———» [submit PR
(Edit Mode) \» [approvars]

User may receive the following two error messages requesting that a contract be selected for the
PR (depending on the users’ visibility privileges).

» Click “Select contract.”

Cantract
& A contract has not been selected
for one or more line items where
one is available for assignment.
PO Mumber To Be Assigned

Size f Packaging Unit Price Quantity Ext. Price [

EA 65,00 IlD = 630.00 USD =
» Select contract...

& Contract(s) available for
assignment to this line.

An information box will open. User should:
» Click on the radio box to the left of the contract number.
> Click “OK.”

Select a Price and Contract Here
Step 1: Select a Price Step 2: Select a Contract

Price set currency USD ¢ Mo Contract present.

% §5.00 USD

(Current price) { 2000101 {Uniforms)

Superior Uniform Group dfbfa Fashion Seal and Martin Uniforms. One of several state [rmore]

ﬂl Cancel |

The contract number will now appear above the line item.

Contract: 2000101 rmore info...
Zelect contract,..

& Contract{s) available for
assignment to this line.

» Click “Save.”



Step 3

If user wishes to add additional item(s) to the cart at this point,
» Click “Add non-catalog item for this supplier,” located above the Product Description.

Add non-catalog item for th&suppher”.

Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
1 White monogrammed uniforms as per attached specifications U3 more info... E& 65.00 |10 g 650.00USD 7

Contract: 2000101 mare info...
Select contract...

A box will open which will allow you to add other item(s) to the cart.

Add Non-Catalog Item ? X
Fashion Seal Uniforms change...
+ Show distribution rethods
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» Contract number may need to be added for each additional line item.
» Follow instructions above for adding items to the cart.

Step 4

» Complete the PR using instructions —
Edit the Cart
Review the Cart
Submit the PR

> Follow the Quick Guide for Requisition and Purchase Order Follow-up.



