Non-Catalog Item

1. Select Non-Catalog Item towards the top of the Dashboard.
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2. Start typing In the Vendor/Supplier Name in the Supplier Info Box, then select the correct name from
the auto populated names.

Existing Supplier
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Item

Description * Catalog No. * Quantity * Packaging

Additional Details

* Required fields - Save And Add Another Close




3. Select the correct address if multiple address are shown.
**|f there are not multiple address shown, then we only have one address type on file for them.

Add Non-Catalog Item

Existing Supplier
Sherwin Williams Paint x Q Sherwin Williams Paint X

Fulfillment Address v Distribution Methods

@ Pay‘anQ -1710 Park Hill Rd, Tahlequah, OK 74464-5600
O BU Business Unit 1- 1710 Park Hill Rd, Tahlequah, OK 74464-5600
O PO Purchase Order 1 - 1710 Park Hill Rd, Tahlequah, OK 74464-5600

© HTPayTo1-1710 Park Hill Rd, Tahlequah, OK 74464-5600

Item

Description * Catalog No. * Quantity Price * Packaging

EA v

Additional Details

* Required fields - Save And Add Another Close

4. Enter the description, the catalog number (if none, just enter N/A), the quantity, price, and packaging
type (optional).

5. If entering multiple line items, click “Save And Add Another” then repeat step #4.

6. If no other line items need to be entered, click “Save”
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Existing Supplier
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@ PTPayTo ZQ -1710 Park Hill Rd, Tahlequah, OK 74464-5600

O BU Business Unit 1- 1710 Park Hill Rd, Tahlequah, OK 74464-5600

o PO Purchase Order 1-1710 Park Hill Rd, Tahlequah, OK 74464-5600

O PTPayTo 1-1710 Park Hill Rd, Tahlequah, OK 74464-5600
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7. This will bring you back to the main dashboard. Click on the shopping cart at the top right of screen.
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8. Click “Checkout”

edino My Cart

Sherwin Williams Emerald Indoor ... View My Cart
Quantity: 15 —_—
Price: 1,125.00 USD i Checkout -

1,125.00 USD
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9. Click on the pencil icon to edit the shipping address.
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10. Select the shipping address and enter your name and/or department in the Attn field.

11. Click Save.
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12. Click in the pencil icon in the Accounting Code section to enter FOAP information.
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Fund Organization Account Program Activity
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13. Type in the Fund, Org, Account, and Program Codes
14. Click Save

(*If one or more items have a different account code or need to be coded to a different FOAP, go to next

step.)
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15. If another line item has a different FOAP or Account Code, Clickthe " on the right side of the line

item you are needing to change the FOAP or Account Code.
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16. Click “Accounting Codes”
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17. Enter the correct codes that need to be changed
18. Click Save
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19. Add Backup Documentation (Quote, Agreement, Food Form, etc.,) by clicking “Attachments”

& [ ar Search (A+Q) nesusn w0 @ 4 g

% Requisition * 3403003 * = ® ® @ logow  Assgncan -

Summary PO Hi
e
o # - stioping 4 bibng -
Total (1,181.49 USD) v
* Cart Name 2021-11-17 NOD114190 02 ShipTo Bill To
Description no value Shipping and Receiving Tahlgush Administration Subtotal 1181.49
1k Aftn: Alissa Williams/Purchasing Atin: AP
Prioity Normal 148 Short Strest 601 N Grand Ave 1,181.49
Tahlequah, OK 74464 Tahlequah, OK 74464
ﬁ‘} alissa wiliams United States United States
‘What's next for my order? >
o Alissa Willams
Delivery Options Credit Card Info
Blarket Order? X Optl
Expedite X No credit card has been assigned.
standing Order? no value
Ship Via Best Carrier-Best Way Billing Options
Requested Delivery Date o value novalue
Accounting Codes d v
Fund Organization Account Program Activity
10001 TE0014 166200 no vaive
Ed ristration
Internal Notes and Attachments £ Extemnal Notes and Attachments & v
intemal Note 10 value Noteto all Suppliers o valve
ntemal Attachments Add Attachments for all suppliers Add

20. Click Add Internal Attachment
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This document does not have any attachments associated with it.
If you need to add an attachment, return to the Sumimary page and find the *Add attachment" button.

Please note that attachments cannot be added to documents once they have completed workflow:

21. Click “Select Files” and then choose your file to attached.
22. Once file is attached, click on “Save Changes”
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23. Click “Place Order”, if no other changes need to be made.
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